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NATIONAL AACHIVES AND A
 

USAF 

DIRECTORATE OF INFORMATION MANAGEMENT AND ADMINISTRAT 

RECORDS MANAGEMENT POLICY SECTION 

Pierre J. Jost	 694-3527 

I hereby certify that I am authorized to act for this eoancv in mltwJ l*1Iining to the dilposll of the agency's rlCOrds. 
that the records pr~ for dilpcal in'chis ReQL8t of TWO 1IIIII(s).. not now n.ded for 1he business of this 
egency or will not be needed after the ,.tention periods lP8Cified. and that written c::oncurrence from the Generai 
Accounting OffICe, if required under the provisions of Title 8 of the GAO Menull for Guidance of Federel Agencies. IS 

attached 

A, GAO concurrence, 0 is attached. or m is unnecessary, 
• DATE I~' alGNATURE OF AGENCY REPRE.ENTATIVE D, TITLE	 • GRACE	 T. ROWE, Chief, Reds Mgt Policy Sec6 JUL 1~ci9 ( ()	 of Info Mgt Directorate	 and Administration ~~~ T l~ 

7 , GAS OFI 10 ACTION 
ITEM B DESCRIPTIOfIj OF ITEM SUPEASEDED TAKEN 

o	 (tt',tIIl ..el ... _ DlDI., o. "., ... 110.. I'wrvHl6' J06 INA"S USE____ N -+	 ~~CITATION ONLY) 

ADMINISTRATIVE SYSTEMS MANAGEMENT 
(TABLE 4-1, RULE 5)

(APPLICABLE AIR FORCE-WIDE) 

1	 SAF/AADA (Plans) asked us to add two new rules for
 
the disposition of the Information Management Work-
load Reports, computer graphs and reports (AF Form
 
1); and the source documents. The proposed 3-year

retention allows for maintaining two current years

of information and discarding the oldest records
 
when 3 years of data is accumulated. And to des-
roy the source documents after 1 year. In addit-
ion, the proposed dispositions satisfy the require-
ments of Air Force Regulation 26-1, Vol III, as
 
well as internal records management needs of base
 
Information Management. It assures necessary

record keeping for verifying the accuracy of
 
workload factor data used in aggregation, annual
 
application of AF Manpower Standards and would help

support requests for additional manning.
 

Request you approve this request for inclusion in 
our disposition standards. 
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TABLE 4-1 

TITLE OF TABLE 
Administrative Systems Management 

ABC
 D
R 
U
L 
E 

~I~f~t~h-e--r-e-c~o~r~d~s~---- ------------------- ------------------------~ -----------
are or pertain to consisting of which are then 

5 Information Manage-
ment Workload 
Reports, computer
graphs and reports 

statistical information per-
taining to trend analysis,
man-hours/manpower earned and 
workloads for 1M Functional 
Account Codes (FACs) 11XX, 
consolidated b¥ base Plans and 

at MAJCOM/IMX,
IMX and MET 

base Destroy when records 
are 3 years old or when 
all management actions 
are completed, WhiCh. 
ever is later. 

Programs funct10n (IMX), local 
Management Engineering Team 
(MET) and MAJCOM/IM (computer

generated product and AF 
Form 1) 

6 Source documents 
other than those 
described in Rule 5 

source documents (i.e.,
forms from which data is 
extracted, working papers,
etc. ) 

at MAJCOM/IMX, base 
IMX, MET or functional 
units 

Destroy after 1 year. 
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