
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: Nl-AFU-90-003 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of:09/03/2020 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

N1-AFU-90-003 is an enormous job with hundreds of items. This target sheet does not 

pretend to know which items (other than those mentioned below as superseded or 
obsolete) are still active. It can only speak authoritatively to the fact that those listed below 
are no longer active. 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided as a courtesy. Some items listed here may have been previously annotated 

on the schedule itself. 

Nl-AFU-90-03 / 112/1/3 is superseded by DAA-AFU-2019-0023-0001 

Nl-AFU-90-03 / 112/1/3.1 is superseded by DAA-AFU-2019-0023-0001 

Nl-AFU-90-03 / 112/1/4 is superseded by DAA-AFU-2019-0023-0001 

Nl-AFU-90-03 / 112/1/4.01 is superseded by DAA-AFU-2019-0023-0001 

Nl-AFU-90-03 / 112/1/10 is superseded by DAA-AFU-2019-0023-0001 

Nl-AFU-90-03 / 112/1/11 is superseded by DAA-AFU-2019-0023-0003 

Nl-AFU-90-03 / 112/1/12 is superseded by DAA-AFU-2019-0023-0004 

Nl-AFU-90-03 / 112/1/13 is superseded by DAA-AFU-2019-0023-0005 

Nl-AFU-90-03 / 112/1/14 is superseded by DAA-AFU-2019-0023-0005 

Nl-AFU-90-03 / 112/1/15 is superseded by DAA-AFU-2019-0023-0006 

Nl-AFU-90-03 / 112/1/16 is superseded by DAA-AFU-2019-0023-0007 

Nl-AFU-90-03 / 112/1/17 is superseded by DAA-AFU-2019-0023-0007 

Nl-AFU-90-03 / 112/1/19 is superseded by DAA-AFU-2019-0023-0009 

Nl-AFU-90-03 / 112/1/20 is superseded by DAA-AFU-2019-0023-0009 

Nl-AFU-90-03 / 112/1/21 is superseded by DAA-AFU-2019-0023-0010 

Nl-AFU-90-03 / 112/1/22 is superseded by DAA-AFU-2019-0023-0010 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
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I hereby certify that I am authorized to act for this agency in matters pertaining to the d1spasal of the agency's records 
that the records proposed for disposal ,n this RPQuest of g pagelsl are not now needed for the business of tn,s 
agency or w,11 not be needed after the retention periods spec1f1ed, and that written concurrence from the Genera 
Accounting Off ice, ,f reQu1red under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, 1s 
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AFR 12-50, Volume II, Disposition of 
Air Force Records 

1 Reference NARA Bulletin Number 87-7, paragraph 5. 
Attached is AFR 12-50, Volume II, 31 October 1987. 
Request evaluation of the regulation in order to 
provide us with a NARA Job Number for this issuanc . 
This will greatly simply the Air Force implementa
tion of Bulletin 87-7. Any changes made after thi 
issuance will have the appropriate NARA Job Number 
entered in column D of the rule. We have over 
5,400 rules in AFR 12-50. We are building a bette 
data base for the regulation. Instead of having t 
input over 5,400 NARA job numbers in the rules in 
the computer, it will be possible to make a global
entry in the regulation. We have ue�QPlM?Ei�
concurrence from Mr. Anderson, NC,�thatwemay' 
use one number for our schedule. We do have 
approval from NC to postpone our implementation of 
the Bulletin until March 1990. 

I 
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I 
DEPARTMENT OF THE AIR FORCE AF REGULATION 12-50 
Headquarters US Air Force Volume II 
Washington DC 20330-5000 30 October 1987 

Records Management 

DISPOSITION OF AIR FORCE RECORDS 

RECORDS DISPOSITION STANDARDS 

Volume II consists of dec1S1on logic tables (DLTs) which provide disposition authontles for all records created or 
accumulated by the Air Force. This volume applies to Air Force activities, including the Air National Guard, 
Reserve Forces, and contractors who create, accumulate or manage Air Force records This regulatmn will not be 
supplemented without pnor wntten approval from SAFIAADAQD, Washington DC 20330-5024 

This regulation contains the following senes of decision logic tables 

Senes Page Senes Page169 Senes Page2874-Admllllstration Management 4 74-Qualtty and Reilab1ilty Assurance *143-Mortuary Alfairs S-Pubilcat1ons Management 4 75-Transportation and Traffic Manage- 144-Fuels, Propellants, and Chemicals 2896-Reprographtcs 7 ment 172 145-Commissanes 2907-Pubilcations and Forms D1stnbut1on 76-Miiltary A1rilft 178 146-Food Service 293Management 8 77-Motor Vehicles 183 148-Laundry and Dry Cleamng 2958-Spec1al Pubilcat1ons Systems 8 78-Industnal Resources 186 160-Medical Service 2969-Forms Management 10 79-Contractor Industnal Labor Rela-190 161-Aerospace Medicine 303IO-Admlll1Strat1ve Commumcat1ons 11 t1ons 162-Dental Services 307II-Admlll1Strat1ve Practices IS SO-Research and Development 191 163-Vetennary Service 31012-Records Management 20 8 l-Specuicat1ons and Standards 198 164-Aeromedical Evacuation 311*IS-Internal Controls 24 82-Designating and Naming Defense 167-Medical Logistics 31119-Environmental 26 Equipment , 198 168-Medical Adm1mstrat1on 31625-Management Engineenng 28 84-Production 199 169-Medical Education and Research 32726-Manpower and Orgamzatlon 33 85-Civil Engineenng-General 170-Comptroller 32727-Programming 35 86-Civtl Engineenng Planning and Pro-200 172-Budget 32828-War Planrung 36 gramming 202 173-Cost Analysis 33230-Personnel 37 87-Real Property Management 203 175-Auditing 33233-Miiltary Personnel Procurement 46 88-Facility Design and Planning 208 176-Nonappropnated Funds 33534-Personnel Services 48 89-Faciilty Construction 210 177-Accounting and Finance 34435-Miiltary Personnel 49 90-Housing 178-Cost and Management AnalySIS 38040-C1v1ilan Personnel 65 91-Real Property Operation and Mainte-211 *182-Official Mail and Adm1rustrat1ve 45-Reserve Forces 84 nance , 214 Commumcatlons Management 50-Trallllng 86 , 92-Fire Protection 219 183-Couner Adnurustrat1on and Opera-382 SI-Flying Trallllng 94 93-Special Civil Engineenng 221 tions 38753-Schools 96 *95-Visual Information 222 190-Pubilc Alfa1rs 388SS-Operat1ons 97 96-Mapping, Charting, and Geodesy 228 200-Intelilgence 392*S6-S1gnal Secunty 106 IOO-Commumcat1ons-Electromcs 231 205-Secunty 39757-Operatlonal Reqwrements 109 IOS-Weather 247 207-Aerospace Systems Secunty 40560-Flying 112 110-Judge Advocate General 250 208-Antiterronsm 40664-Search and Rescue , 118 l l l-M1iltary Justice 254 210-Htstoncal Data and Properties 40765-Maintenance-Engineenng and Sup- 112-Claims 259 211-Personal Alfairs 408 
IW 120-Inspector General 260 213-Educatmn Services Programs 41066-Eqwpment Mamtenance 121 122-Nuclear Surety 261 214-Dependents' Education 41067-Supply 135 123-Inspect1on 263 215-Morale, Welfare, and Recreation 41268-Red1stnbut1on and Marketing 153 124-Special Investigations 264 265-Chaplain 41769-Storage and Warehousing 154 125-Secunty Poilce 275 300-Data Automation 41970-Contracting and Acqws1t1on ISS 126-Natural Resources 280 310-Contractor Data Management 42771-Packaging and Matenals Handling 167 127-Safety 281 320-Value Engmeenng 42872-Federal Supply Cataloging 167 136-Armament 284 355-Disaster Preparedness 42973-Standardizatlon 168 140-Services 286 0360-Air Base Surv1vab1ilty 431400-Log1st1cs 431401-Matenel Programming 435 

Supersedes AFR 12-50, Volume II, 31 January 1986 800-Acqu1s1t1on Management 436 

�y 

900-Awards, Ceremomes, and Honors 437(See signature page for summary of changes ) 
No of Pnnted Pages 446 Figure
OPR SAF/AADAQD (Grace T Rowe) I How To Use the Dec1s1on Logic 
Approved by Col Normand G Lezy Table 2 
Distnbution F, X 
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(!) The 8nt number in the table number is based on the 
series number in AFR 5-4, Numbering Publicadons, 
which prescnbes the creation or maintenance of the 
records listed in the table. The second number is 
auigned for control purposes only, to indicate the num
ber of the table within a series, and does not correspond 
or relate to the same sequential numbeed A1r Force 
publication. For example. in table 10-1, 10 refers to the 
10 aeries publication and I is the Int table in the 10 
series deanan logic tables. The tables are arranged in 
numerical sequence by these numbers. 

@ The table title identides the subject matter included 
m the table. 

(!) The column beadings are assigned alpha desipators 
10 that each column may be quickly and accurately ref
erenced in eith,:r written or oral communbtiODI. 

(!) Column A provides a general description of the 
records covered. Read down column A until you come 
to the category of records required. 

@ Column B is a further general description of the 
a=ords ideotifted in column A. Thme descriptions also 

· cover general categories of forms and reports Deter• 
mine what portion of the description applies to your 
particular situation. Use APJls o-9 and 0-12, and com
mand 0-9s, to determine the prescribing dinc;tive for 
apec:ifi.c forms. A review of the DLTs in the same sub
ject series should provide a general description of the 
fonns. reports, or other records of the series. 

@ Column C may indicate an organization or level of 
command where the records are filed; if not, the rule 
applies to any level accumulating the records dcscn"bed, 
and column C Is left blank. (NOTE: � used in this 
regulation, major subordinate commaod refers to head• 
quarters of an activity between a major command and 
subordinate elements to which authority has been 
delegated to initiate and promulgate policies and pro. 
cedures or to exercise managerial control for a autjor 
segment of an Air Force- or command-wide function. 
"Ibis includes headquarter& af nuud¥ted Air Forces, 
areas. regjona, and comparable levels, and level code 3 
in APM 20-3.) 

(!) Column C may indicate a specific copy. If not. the 

ll1pre L How To Ute die Dedllon Logic Table. 

AFR 12-50 Vol II 30 October 1987 

rule applies to all copies, regardless of their location, 
except copies required by other directives to be given to --
individuals concerned or filed in personnel records. • 

@ Column D provtdes appropnate disposition instruc• 
lions, based on conditions in columns A, B, and C. 

(9:) Column D may refer to another table or rule for 
diaposition. If so, cite the referenced table and rule on ' 
AF Forms 80 and 82. 

tlib An asterisk with the rule number indicates a new 
IU'.ie or a change in djsposition authority (column D), or 
any major change 01 columns A, B or C. 

(NOTE: References in colwnn D of DL Ts to 
"NPRC (MPR), • •NPRC (CPR),• and •WNRc• 
refer to records centers indicated in volume I, 
attachment 1, paragraphs 1, 2, and 6, respectively. 
Use full name and geographical address, u indi
cated in volume 1, attachment 2, when shipping 
records or corresponding with those centen.) 

•NOTES. Explanatory notes or lengthy exceptions may 
be added to the end of a table u notes. When notes are 
refermced in a table title or rule, they are a part of the 
title or rule, and must be considered in applying th 

-•·disposition standard(s). - • 
•� Common to All or Several Punctloul Areas. 
General correspondence files are covered by table 10-1, 
whether permanent or temporary, and pertain to all 
functional areas. Other records common to all or 
several functional areas, or for which there is no speciftc 
prescribmg direccive, are in the 1� or 11� DL Ts. 

eQtlq DLT Referenca. On AF Forms 80 and 82, cite 
the eicact table and rule number which provides for the 
disposition of each series of records listed. Abbreviate 
by indicating "'T• f'or iable, and •R• for rule (for� 
pie, Tl0-1, R4). In com:spondence, or other oral or 
written communications, cite specific table and rule 
number (for eumple, table 10-1, rule 4) and, if neca-
sary, speaic column (for eumple, 4A, 4D). 

-CUtoff Dates. Cutoff' dates, indicated in volume I, chart 
4-1 are med 1mless otherwise indicated in the DLTs. 



ITABLt,;.>..-1. ,..___, 

PER� ONNEL SERVICES 10 
R A B C D(3)u 
L 
E 

If the records are 
or pertain to � consisting of CD which are ® then ® 

1 morale and welfare 
program plann1Dg 

studies, directives, and analyses reftect1Dg orgam 
zatlon of programs, and conduct and result of pro-
2ram activities 

see table 215-1 

® 
2 support for religious, supply records, fund budgets (see note) see table 2 I 5-1 

morale, welfare, and 
recreation facilities 
and activities 

3 professional enter- locator cards for professional entertamers of see table 2 I 5-1 
tamer records foreign nationality perform1Dg ID overseas m1htary 

establishments 
4 pnvate orgamzat1ons' const1tut1ons and by laws, charters or articles of at responsible staff' offices destroy I year after dtsCon-

(PO) records agreement, legal reviews by Judge Advocates, as designated by the ID t1Duance of the PO (see 

- commander's approval to operate on base, b1en111al stallat1on commander note) 

5 
review waivers and related papers 
minutes of meetings and monthly financial state (j) 

destroy after I year or when 

•s.1 Pnvate organizations' 

ments 

financial audits and reviews 

no longer needed, whichever 
1s sooner (see note) 
destroy after I year or when 

(PO) records of types no longer needed, whichever 

(@) 
2 and 3 POs as 
descnbed ID AFR 
34-4 

1s sooner (Exception 
Reta1D the most recent for I 
liscal year follow1Dg dis-
cont1Duance of the PO, then 
destroy) 

6 reports on applications reports required by AFR 34-2 1dent1fy1Dg number at HQ AFMPC/DPMSC destroy after 3 years 
for vend1Dg stand lo of applications for vend1Dg stand locations re-
cations ce1ved from state licens1Dg agencies, number 

- accepted, dented, and still pend1Dg, as perta1Ds to 
applications from bl1Dd persons 

7- at MAJCOMS and 1Dter- destroy after 3 months 
mediate commands 

8 at 1Dstallat10ns destrov after 2 vears 

NOTE Records ma1Dtamed by pnvate orgamzatlons are disposed of as prescnbed by the orgaruzatlons' charter/bylaws (see volume I, paragraph 
3-lbO 

Figure 1. Continued. 

-J -
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4. Administration Management. This table covers the records of administrative studies that assess the need for 
admimstrative systems improvements The workload and orgamzational data collected may result in the implemen
tation of modem administrative systems 

ITABLElH I 
ADMINISTRATIVE SYSTEIV S MANAGEMENT I 

R A B 
u 
L If the records are or 
E pertain to consisting of 

1 adm1mstrat1ve systems approved adm1mstrat1ve system study propos-
studies als -

2-
3 disapproved proposals -
4 data collection matenal such as typing logs, 

time studies, interviews, quesuonnatres, com 
puter pnntouts and related records 

C 

which are 

at HQ USAF and MAJCOM 
approving authont1es 

at other activities 

D 

then 

destroy 1 yc::ar after system 
terminated or when no longer 
needed for reference, which 
ever IS later 
destroy when system tenru-
nated 
destroy 1 year after d1sap 
proval 
destroy 3 months after 
approval/disapproval of pro 
posal or when no longer 
needed, whichever IS later 

S. Publications Management. This table covers record sets of Air Force standard pubhcations and other pubhcations 
in the pubhcatlons systems subJect to AFR 5-1, Air Force Pubhcations Management Program, and AFR 5-31, Pubh
cations Libranes and Sets It does not cover records which are printed or duphcated to meet distnbution reqmre
ments, such as plans, programs, histones, studies, reports, correspondence, and other such records not included in the 
AF pubhcations system 

ITABLES-1 I 
PU! LICATIONS MANAC EMENT I 

R A B 
u 
L If the records are 
E or pertain to consisting of 

•1 regulations, manu- record set of each publication which have 
als, supplements, AF-wide or MAJCOM apphcab1hty 
staff' digests, pam-
phlets, visual aids,- penod1cals 

•2 

-
•3 record sets of regulations, manuals, staff' digest 

•4 recurnng and handbooks, booklets or brochures containing 
one-time pamphlets informative and instructional (rather than 

directive) matenal 

•s visual aids charts, posters, or other graphic illustrations 
issued for either permanent or temporary 
d1solav on walls. bulletin boards. etc 

-
6 headquarters oper- record set of each publication as prescnbed in 

atlng instructions AFR 5-1 
(HOls) 

C 

which are 

at HQ USAF/MAJCOMs/ma Jor 
subordinate commands 

below maJor subordinate com-
mands which have MAJCOM or 
AF-wide apphcab1hty (see note 
7) 
maJor subordinate commands and 
below which do not have 
AF-wide or MAJCOM apph 
cab1htv 
pamphlets that do not have 
AF-wide or MAJCOM apphca-
b1hty 

visual aids that do not have 
AF-wide or MAJCOM apphca-
b1htv 
at HQ USAF OPRs 

D 

then 

retire as permanent (see 
notes 1, 2, 3, S, 6, 8) 

retire as permanent (see 
notes 2, 3, 6, 8) 

destroy after 7 years (see 
note 2) 

destroy when rescinded, su-
perseded or obsolete, or 
when no longer needed (see 
note 4) 

retire as permanent (see 
notes 2, 3, 8) ) 
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TABL 5-1. CONTINUED 
R A B 
uL If the records are E or pertam to cons1Stmg of= 
6.1 

7 operatmg mstruc• record copleS and background matenal, 1f any, t1ons (0ls) retamed by offices of pnmary respons1b1hty 
8 

9 bulletms announcements, notices, temporary mstructlons or d1rect1ve matenal of no permanent reference value, such as base and weekly bulletms (see table 7-1 for oubhcatlons bulletms) 
10 (RESERVED)

•u recumng penod1- md1vtdual issues and related background cals matenal of penod1cals not havmg AF-wide or MAJCOM apphcab1ltty 
newsoaoers/newssheets 

12.1 TI G Bnef record set 
13 teleohone d1rectones 
14 recurnng penod1cal official record set for each approved recumng systems penod1cal m the system, mcludmg mtt1al request and Justtficatton for issuance, cost data and spectficattons of penod1cals and requests for approval, pubhcattons management office approval for issuance, each subsequent request and approval for change m specifications, fund-mg, or quantttattve reqwrements, OPR's cur-rent annual request for contmuance, and the pubhcat1on management office approval, and other correspondence between the QPR and the pubhcauons management office concerning the nubhcatlon 
15 speciahzed pubhca- official record set for each approved system of tlons systems speciahzed pubhcatlons, mcludmg 1mt1al re-quest and JUSttficatlon for a special system of pubhcatlons, pubhcauons management office approval, pnnted copy of each form prescnbed m the prescnbmg dtrect1ve, and other corre-spondence between the QPR and the pubhca-!tons management office concerning the system -
16-
17thru (RESERVED)
20 

C D 
wh.t1;h are thenat MAJCOMs and maJor sub- destroy 2 years after super-ordmate commands, and apply to seded, rescmded or the entire headquaners (such as obsolete (see note 4) HOls)at HQ USAF/MAJCOMs/maJor destroy when superseded, subordmate commands and do rescmded, obsolete or no not apply to the entire head- longer needed (see note 4) quarters (such as directorate, d1v1S1on, branch, etc • Ols)below maJor subordmate com-mands 

at OPRs IIdestroy when superseded, rescmded, obsolete or when no longer needed 
(see note 4) 

llsee table 190-1 at HQ USAF hold for 2 years then transfer to WNRC as per-manent, offer to National Archives after 10 years m WNRCat OPRs llsee table 100-13 at pubhcatlons management destroy when recumng offices or OPRs penod1cal 1s d1scontmued 
(see note 4)  

at  pubhcatlons management retire as permanent when offices pubhcatlons system IS dis-contmued also table 8-1) (see note 8) (see 

at OPRs destroy when pubhcatlons svstem IS d1scontmued 
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TAB... E 5-1 CONTINUEI I 

R A B C D 
u 
L If the records are 
E or pertam to cons1stmg of which are then 

21 pnnted or duplicat- published plans, programs, h1stones, studies, see appropriate tables else-
ed records reports, correspondence, and other published where in this regulation 

or reproduced records for d1stnbut1on re-
QUJrements. not sub1ect to AFR 5-1 

22 manuscripts or manuscnpts and drafts of proposed or revised at publications management destroy when printed publi-
proofs publications, pnnter's galleys or page proofs, offices or OPRs cation 1s received and deter-

and other work!ng or control data mmed accurate 
23 camera-ready destroy when no longer 

needed 
24 review of higher forms used to determine what action an OPR at publications management onginals may be filed in 

headquarters' pub- intends to take on a higher headquarter·s pub offices and result in review of an supplement's record set as 
licatlons for local licatlons, and for follow-up existing supplement evidence of a special review, - implementation and rules I thru 3 apply 

25 at publications management destroy on completion of 
offices and do not result in review suspense action or after 3 
of an ex1stmg supplement months 1f follow up on 

specified suspense action 1s - not reqmred 
26 at OPRs 
27 master and func- inventory record used to record data, dis at master and functional libraries destroy upon completion of 

tlonal publication crepanc1es, corrective action and ind1v1dual the next mventory- libranes conductiniz inventorv 
28 spot check record used to record date, d1screp- destroy upon completion of 

anc1es, corrective action and ind1v1dual con- the next spot check 
ductiniz soot check 

NOTES 
I HQ USAF OPRs file and retam a duplicate copy of AF Form 673, Request for Issuances of Publication, with related record set and background 
matenal SAFIAADPD retires the onginal AF Form 673 Below HQ USAF level, the onginal AF Form 673 1s filed and retained with the 
record set of publications 
2 Retain as current records until the publicat10n 1s rescinded, superseded, or obsolete (Superseded means that the publicat10n has been replaced 
by one beanng either the same or a different number and subJect Repnnts, includmg those incorporating changes smce issuance of the basic, are 
not considered superseding publications!) Then remove from the active file, place in an inactive file which will be cutoff 3 1  December each year, 
and retire or dispose of as md1cated Background matenal 1s retained by HQ USAF OPRs until the related publication 1s rescmded, superseded, or 
obsolete, and then retired with the record set to WNRC 2 years after annual cutoff Field OPRs retam background matenal for standard publica 
tions dated before I Jan 68, and retire 1t when the related publication 1s rescinded, superseded, or obsolete Field OPRs send background matenal 
for standard publications dated on and after I Jan 68 to the publications management office for retention and retirement, except for digest, bulletms, 
and operatmg instructions (other than HOis) 
3 AF Department publications prepared by a MAJCOMISOA are retired as HQ USAF record sets Respons1b1lity for maintaining the record 
sets, including all essential background matenal, 1s as agreed upon between the HQ USAF OPR and the preparing command When retmng the 
record set, the HQ USAF OPR 1s shown m Item 5 (FROM block) of the SF 1 35, and " 34 1 "  1s shown as the Record Group in Item 6a An acces
sion number 1s obtained from the HQ USAF OPR Staff Records Manager and entered in Item 6c of the SF 1 35 ,  per HQ USAF HOI 12-1 Show 
the prepanng activity (MAJCOMISOA and office) in Item 6f of the SF 1 35 
4 Report material of h1stoncal or other s1gmficant value considered worthy of permanent preservat10n to SAFI AADAQD 
5 Air Force act1v1t1es designated as Executive Agent for DOD publications will be responsible for creation, maintenance, and retirement of the 
publication and all records pertaining to 1t 
6 If the record set of a publication 1s in m1croform, then the microfilm of the record set must meet all archival standards and specifications out
lined in.!AFR 12-40 Otherwise, a durable paper copy must be created to satisfy the permanent retention reqmrements V1ewerlpnnter copies are 
not authonzed for this purpose Approval to use archival m1croform must be granted by SAFI AADAQD 
7 Air Force Departmental publications prepared by the Air Force Standard Information Systems Center are retired as HQ USAF record sets 
Respons1b1lity for maintaining the record sets, including background matenal, 1s assigned to the Center OPR responsible for the particular 
automated data system which the directive records When retmng the record set to WNRC. the HQ USAF OPR 1s shown in item 6f (SERIES 
DESCRIPTION block) of the SF 1 3 5  " 34 I" 1s shown as the Record Group in Item 6a and access10n number 1s shown in Item 6c 
8 Oflier to the National Archives in 5-year increments when 25 years old 
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6. Reprographics. This table covers records on the requirements, procurement, production and cost control of Air 
Force reprographics (pnntmg, duphcatmg, copymg, microform and related processes), the acquisition, utihzatlon, 
movement and disposition of reprographics equipment, and reports 

I TABLE 6-1 I 
�p lOGRAPHICS I 

R A B C D 
u 
L If the records are 
E or pertam to cons1stmg of which are then 

1 controlled reprograph- forms and other records that document history at HQ USAF/ destroy I year after equipment 
1cs equipment of approved reprograph1cs equipment (the MAJCOMs/SOAs and hfe m the AF (when equip-

requirements evaluations requests, approval, 
acqu1smon, maintenance, production volume, 

approvmg and operating 
levels 

ment 1s transferred to another 
AF acuvuy for use, also 

- transfers and disposal) transfer the related records to 
izamma act1v1tv) 

2 disapproved requests for reprograph1cs equip- destroy after 2 years 
ment 

3 uncontrolled repro- forms and related records at operatmg levels destroy after equipment 1s 
graphics equipment dropped from AF mventory 

following salvage or tum-m of 
eau1pment 

4 m-plant services Job Jacket files contammg ongmal matter, nega- Jobs at pnntmg plants not destroy I month after Job 

- tlves, requ1s1t1ons, correspondence, and alhed subject to repnntmg completed 
papers for each pnntmg Job 

5- Jobs at pnntmg plants sub- destroy when obsolete 
1ect to repnntma 

6 forms and correspondence for pnntmg at requestmg act1v1t1es destroy upon receipt of Job, 

- or 1f used to prepare budget, 
destrov after I vear 

7- forms and correspondence that document the at pnntmg, duphcatmg and destroy after I month 
receipt and d1stnbut1on of reoro2raoh1cs 1obs m1cro2raph1cs act1v1t1es 

8- forms, mcludmg requ1s1t1ons, and correspond- at duphcatmg and micro- destroy I month after Job 
ence for duphcatmg or m1crograph1cs work 2raph1cs act1v1t1es completed 

9 at reauestma act1v1t1es destrov upon receipt of 10b 
10 contractor services forms, mcludmg requ1s1t1ons, and correspond- at contractor fac1ht1es hold for audit trail, then de-

ence related to pnntmg, duphcatmg and micro- stroy 2 years after all excep-
o:ranh1cs work t1ons have been cleared 

11 the Pubhc Pnnter ser- forms, mcludmg requ1s1t1ons, correspondence, at AF reprograph1cs pro- destroy 3 years after close of 

--
vices and other federal 
pnntmg sources 

mvo1ces, and spec1ficat1ons from reprograph1cs 
procurement activities to the pnntma sources 

, curement activities FY that JOb was completed or 
cancelled 

12 accountmg records, mcludmg requ1s1t1ons, destroy 3 years after the 
transfer of funds, vouchers, rece1vmg reports, penod covered by the 
and related records account 

13 reprograph1cs produc- Job logs, requ1s1t1ons used m heu of logs, data at AF pnntmg, duphcatmg destroy 3 months after report-
tlon bases or other means of recording production and m1crograph1cs fac1h- mg production IA W AFR 

ties or copier momtors, or 6-1 
at contractor fac1ht1es 

14 reports m-plant pnntmg, duphcatmg, m1crograph1c and at HQ USAF destroy when 3 years old 
copymg cost, production and mventones, com-
merc1al cost and production, production stand-

,...._ ards 
15 at MAJCOMs/SOAs and destroy I year after reporting 

reportmiz activities oenod 
16 operatmg rules/notices 

--other than visual 
AF Form 1 1 e12, Copying Machine L1m1tat1on 
and Unlawful Reproduction, Office Copy 

at copy managers' offices 
and posted on or near 

destroy when superseded or 
when machme has been per 

a1ds-applymg to Machme Identification Restnctlons, and local copiers manently removed 
copiers operatmiz notices 

•11 copier managers file copier authonzat1on, hm1ts, maintenance, and at copier managers destroy when superseded, 
related mformatlon obsolete or no lom!er needed 
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7. Publications and Forms Distribution Management. This table covers records relatmg to pohcies and procedures for determmmg quantity reqmrements, distnbutmg, stockmg and reqmsitionmg pubhcations and forms reqmred for Air Force use 
I TABLE!6-7-1 PUIU !CATIONS AND FOR!\/!6-!;: REQUIREMENTS AND DISTRIBUTION IR A B C D 

uL If the records are or E pertam to CODSIStlllg of which are then1 publicallons/forms forms, other records, and related correspondence at customer and publica destroy when superseded, ob-requ1s1t1ons and re• used to requ1s1t1on or establish requirements for lions d1stnbut1on offices solete or no longer needed quirements oublicallons/forms (PDOs) 
2 publicallons and non- stock record cards, re-order markers, inventory accountable forms dis- control records, d1Stnbut1on record cards, and tnbullon status similar control media 
3 accountable forms dis• destroy 2 years after removal tnbullon status from active file (see note 3) 
4 accountable forms receipts, destruction certificates, and related cor suspense copies of receipts destroy when signed receipt 1s accountability respondence showing the issue, receipt or destruc- received 
- t1on of blank accountable forms (see note 1) 5 Signed receipts and de destroy 2 years after last sen• struct1on certificates ally numbered form in senes has been issued or destroyed (see note 3) - - customers· copies 1f not covered elsewhere in this regulation, destroy 2years after forms listed thereon have been ISSued or otherwise accounted for (see notes 2 and 3) 
6 publicallons bulletins bulletins ISSued to tell PDOs and their customers at issuing act1v1lles and destroy after 1 yearthe status of publications and forms PDOs-7 accumulated by customers destroy when no longer needed or after 1 year, which• ever IS sooner NOTES1 For guidance concerning the destruction of un1SSued accountable forms, see AFR 7 -1, paragraph 3-31 and AFR 7-2 ,  paragraph 16c AFR12-50 , volume II, doe.loot provide d1spos1t1on instructions for forms in their blank (unused) state 2 If the prescnbing directive for a particular accountable form requires that the receipts be attached to or maintained with accountability records, then apply the same d1spos1t1on 3 Do not retire to staging area Retain in accumulating office until eligible for destruction (On inacllvallon of office, see AFR 12-50!6-, volume I, chapter 6 )  

8 .  Special Publications Systems. This table covers speciahzed pubhcat1ons authonzed b y  AFR 5-1 .  
I TABLE 8-1 lSPECIALIZED PUBLICATIO? S I 

a l  A B C I I  D 
u IL I If the records are or E pertam to CODSIStlllg of which are then1 specialized publications see table 5-1system initial approval 
2 manuscnots or riroofs 
3 technical orders (TOs) record copy of each TO m the Air Force TO at USAF TO Repository, destroy 6 years after TO IS system (AFR 8-2) USAF Technical Order City Air Logistics Center System Section, Oklahoma from AF inventory (EXCEP and eq111pment IS dropped rescinded, contracts are closed 

(OC-ALC/MMEDU) TION see note 3) 

https://stock.mg
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TABLE 8-1. CONTINUED I 
R A B 
u 
L If the records are or 
E pertain to consisting of 

4 background matenal such as forms repons, 
correspondence and other records concemmg 
1rut1at1on, preparation and issuance of, and 
changes to TOs 

5 charactenst1cs guides record set of each pubhcat1on, winch mcludes 
a pnnted copy of each issuance, edited 
manuscnpt (see table 5-1), pnnted copy of 
each form prescnbed, document showmg s1g 
nature of approvmg authonty, document show 
mg latest annual review by approvmg author 
1ty, and related background matenal such as 
records relatmg to developmg, coordmatmg 

-- and 1ssumg each publication 
6 extension course mate-

-nal, OJT packages, and 
other trammg publica-
tlons 

7 spec1ahzed pubhcat1ons 
1dent1fied elsewhere m 
this regulation 

8 commurucatlons secunty 
(COMSEC) codes and 
authenticator systems 
publicatlons 

I 

g Air Force Occupational 
Safety and Health 
(AFOSH) standards 

10 Strategic Air Command record copy of each SAC CEM as listed m 
C1v1l Engmeenng Man SACRur7- uals (SAC CEMs) 

1 1  background matenal such as  forms repons, 
correspondence and other documentation con 
cemmg m1t1at1on, preparation, issuance and 
changes to SAC CEMs 

12 consolidated base per- record copies of CBPOLs - sonnel office letters 
(CBPOLs) 

C 

which are 

at 1ssumg act1v1t1es 

at AF Cryptologic Sup-
port Center, Electroruc 
Secunty Command 

at HQ AFMSC/SGP and 
HQ AFISC/SEG 

at 1ssumg act1v1t1es 

at HQ AFMPC 

D 

then 

destroy 2 years after TO IS 
superseded, obsolete or re-
scmded 

see table SC>-4 

see table 5C>-4 

dispose of per appropnate 
table and rule m AFR 12-50, 
volume II (see note 6) 
retire as permanent each ed1 
tlon contammg a change m 
content, format, or production 
pnnciple (code generation 
media) (see notes 1 and 2) 

1 1 �;
t1re as permanent (see note I 

destroy 6 years after super• 
session or resc1ss1on 

destroy 2 years after SAC 
CEM IS superseded, obsolete 
or rescmded 

destroy after 2 years (see note 

13 copies of CBPOLs used as a policy reference at CBPOs, MAJCOM 
file and mamtamed m control number sequence DCS/P staffs, satellite per 
by calendar year sonnel act1v1t1es, and geo-

graphically separated uruts 
oersonnel offices 

destroy after I year (see note 

•14 AF Medical Log1st1cs record copies at the Air Force Medical destroy after 25 years (see - Letters (AFMLLs) Logistics Office fAFMLO) note 4) 
•1s copies of the AFMLLs at medical treatment fac1li-

ties, HQ USAF/ Surgeon 
General, HQ Arr Force 
Medical Service act1v1t1es, 
MAJCOM/ SOAs, and 
USAF Reserve 

*16 Air Force Engmeenng record copies at HQ AFESC 

destroy after 2 years (see note 

destroy 2 years after superses 
s1on or resc1s1on- and Services Center 

Energy Techdata 
•17 copies at Energy and Civil destroy when superseded or 

Engmeenng act1v1t1es rescmded 



.,. I trt¥:'"'llfill-ilii'laali.a-..rut p"jjfiJWE! 

10 AFR 12-50 Vol II 30 October 1987 

TAB E 8-1. CONTINUED I . 
u 
R A B C I I D L If the records are or E pertain to consisting of which are then 

*18 Air Force Engineenng record copies at HQ AFESC destroy 2 years after superses-and Services Center Ser- s1on or rec1s1on - vices Letters 
*19 copies at Services act1v1t1es destroy when superseded or rescinded - •20 Air Force Technical record sets of each Tl and LP issued by at Technical Operations retire as permanent (note 5) Appbcat1ons Center AFT AC wluch include a pnnted copy of each D1v1s1on(AFT AC) Technical issuance, manuscnpt, technical wnter draft, Instructions (TI) and authonzatlon documentation, coordination Laboratory Procedures record, latest annual review, and background (LP) matenal used in the development of the TI or LPNOTES1 Retain as current until the pubhcat1on IS rescinded, superseded or obsolete (Superseded means that the pubbcat1on has been replaced by one beanng either the same or a different number and subject!6-) Remove from the current file, place in an inactive file and cutoff 31 December each year Retire per AFR 12-50!6-, volume I, paragraph 4-2 and chart 4--1. (NOTE AF Departmental spec1abzed publications prepared or issued by MAJCOMs or SOAs are retlI'ed as HQ USAF record sets Respons1b1bty for maintaining the record sets, including all essent1Bl background matenal, 1s as agreed upon between the HQ USAF OPR and the prepanng command When retmng, the HQ USAF OPR 1s entered in Item 5 ofthe SF 135 , and "34!6-1 "  entered in Item 6a as the Record Group No Indicate the prepanng office (MAJ COM or SOA and office) in Item 6f of the SF 135 An accession number IS obtained from the HQ USAF OPR Staff Documentation Manager and entered in Items 6b and 6c of the SF 135 before shipping the record sets to WNRC per HQ USAF HOI 12 -h) Record sets of documentation in rule 8 will be offered to National Archives when sens1t1v1ty and class1ficat1on no longer prevent their use for h1stoncal research. 2 Regeneration cntena may be destroyed after they have been used and authonzed for destruction by using units 3 Pnor to authonzing OC- ALC/MMEDU to destroy TOs on expiration of retention penod, the responsible air log1st1cs center (ALC) will a Insure that all AF obligations to other users (Air National Guard, Air Force Reserve, M1btary Assistance Pact countnes and Foreign M1btary Sales customers, etc ) have been satisfied b Insure through the ALC Staff Judge Advocate and HQ USAF/JAC that there are no unsettled claims, bt1gat1on or other incomplete actions involving a rescinded TO c Provide a bsting and offer the TOs to the Director, Air Force Museum, Wnght-Patterson AFB OH 45433 d Obtain wntten perm1ss1on from the data source to release TOs for museum use 1f they contain propnetary data If any conditions are imposed by the contractor, they will be stipulated in the transfer agreement 4 Retain in current file until ebg1ble for destruction 5 Offer to National Arcluves in 5-year increments when 25 years old 6 When a spec1abzed pubbcat1on 1s not descnbed in AFR 12-50!6-, volume II, submit AF Form 525 and a sample of the publication to SAF/AADAQD requesting establishment of disposition authonty under the appropnate functional table 

9. Forms Management. This table covers records relating to general policies and procedures governing the produc
tion of forms, standards, methods, techniques, and operating procedures for effectively developing and using forms 10 

the AF. 

i TABLE 9-1 

FO lMS MANAGEMENT I 
R A B C D I 
u IL If the records are or E pertain to consisting of which are then I 

1 Air Force Forms Man records that reflect development, formulation and at HQ USAF and destroy when 6 years old, ear-agement Program issuance of all basic plans, pobc1es and procedures, MAJCOMs her disposal IS authonzed 1f and the managenal control of the AF-wide forms the records are superseded, management program which encompasses obsolete, or no longer needed development of standards, design, typography and for reference specifications for, and consobdatlon, 1dent1ficat1on, reg1strat1on and standard1zat1on of all forms created by AF acuv1t1es •2 functional forms files collection of current forms used for control, prece- destroy 1mmed1ately d1scon-dent, companson and general reference l l tinued, superseded, reV1sed or reolaced 
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TABLE 9--1. CONTIN UED 
R A B C D 
u 
L If the records are or 
E pertain to consasting of which are then 

3 numencal forms files approved AF Form 1 14 1  and/or DD Form 67 destroy I year after obsoles-
(both titled Request for Approval of Form) sub cence (see note) 
m1tted by OPR for the form, and all rev1S1ons, 
latest pnntmg spec1ficat1ons, latest AF Form 1 382, 
Request for Review of Pubbcatton and/or 
Form(s), showmg status of the form, records about 
the form. a final draft/master or a copy of the 
current edmon showmg the OPR's approval, and a 

4 <RESERVED) 
copy of each pnnted ed1t1on of the form 

I I  
5 forms management re - ports 

reports of forms management acttv1ttes, progress, 
status, and costs 

consobdated reports at  HQ 
USAF 

destroy after 5 years 

6 - at MAJ CO Ms and major 
subordmate commands 

destroy after I year 

7- at activmes below major destroy on completion of 
subordmate commands next report 

8 Forms Management Act1v1ty Record (AF Form destroy after I year 
1798) used to prepare Forms Management Prag 
ress Report (AF Form 1799) 

9 Forms Register (AF control cards on command and office forms, show destroy I year after date 
Form 1797) forms numbers, OPR, prescnbmg directives, re- form became obsolete 

production actions. and costs 

NOTE Pnnted copy of each prescnbed form, copy of request for approval of the form, and the document that established the reqmrement will be 
filed with the record set of the prescnbmg directive 

10. Administrative Communications. These tables cover general correspondence, messages, administrative orders and 
other admirustrat1ve records not covered elsewhere 

I ITABLEl l0-1 
ICORRESPONDENCE. MESSA .. ES. AND PRO JECT FILES 

R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 general correspondence letters, mdorsements, memoranda, reports, and at HQ USAF/ retire as permanent (see note 
(permanent) related data mvolvmg a vanety a subjects (not MAJCOMs/major subor- I)  

appropnate for fihng with other records senes) dmate commands func 
and categonzed under the AF Subjective Class1 tlonal OPRs 
ficat1on System except office admtmstration, ere-
ated or received that records pohcy makmg and 
program management guidance for which the 
office has onmarv resoons1b1btv 

2 general correspondence categonzed under the AF Subjective Class1ficat1on destroy after I year 
(temporary) System and created or received by any office not 

covered bv rule I -
3 duplicate files kept by action officers, supervisors, 

or supervtsory or momtonng offices when record 
copies or official file copies are filed elsewhere m 
the same or2a01zat1onal element (see note 3)Po--
that portion of the correspondence files, cate- at HQ USAF/ 
gonzed under the AF Subjective Class1ficat1on MAJCOMs/major sub-
System, that does not document pohcy makmg ordmate commands func 
and pro2ram �u1dance tlonal OPRs (see note 4) 
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TABI E l0-1. CONTINUED I 
R A 
u 
L If the records are or 
E pertain to 

4 transitory matenal 

s read1Dg file 

6 message file 

6,1 

-
6.l 

-
6.3 

7 office projects/studies 

-
8 

-
9 

-
10 

-

B 

consisting of 

transmittal records that add no s1gmficant 1Dforma-
lion to matenal transmitted, not needed to docu 
ment specific functions or actions, but are of refer-
ence value and are kept ID a separate chron 
oloiz1cal file 
extra copies of letters, messages or other records 
used for penod1c review by office staff, as a cross-
reference to the record copies filed ID the same 
office, for signature control, preparation of 
penod\c reports, or for similar admimstratlve pur 
poses, and are mainta1Ded ID a separate chrono-
logical file 
extra copies of messages, except those covered 
elsewhere ID this table or table 1�14 or those 
filed with other records senes used as a cross-
reference to the record copies or file copies, and 
are mainta1Ded ID a separate file by date-tune 
group, control number or some other find1Dg 
feature 
copies of separate senes messages ma1Dtained as a 
pobcy reference file 

copies of ALPERSCOM and AIG 8 106 "B" and 
•w• senes messages used as a pohcy reference file 
and are ID control number sequence w1th1D a cal-
endar year 

record set of ALPERSCOM and AIG "B"  and 
•w• senes messages 

case files of 1Dd1v1dual projects/studies relating to 
an office's management function, such as analyses 
of pobc1es/procedures, or actions or changes in 
the manner or method of plann1Dg, d1rect1Dg, con-
trolling, or do1Dg work (do not 1Dclude man-
agement studies covered ID table 25-1, cost stud 
1es, ID table 173-1, R&D projects/studies in 
80-Senes tables, or any other project or study 
covered elsewhere ID volume II of this regulation) 

background and work1Dg matenals, such as rout1De 
requests for reports or data, rout1De correspond 
ence concem1Dg adm1mstrauon of the 
project/study, extra copies of records or reference 
matenals, data analyses and summanes, drafts, and 
other prebmmary papers lead1Dg to final results or 
find1Dl!S not needed ,o document the pro1ect/studv 

AFR 12-50 

C 

which are 

-

at MAJCOMs, CBPOs, 
satelbte personnel ac 
uv1t1es and geographically 
separated urut personnel 
offices 
at HQ USAF /MPEA and 
HQ AFMPC 
at OPRs at any level and 
which result in issuance 
of a pubbcauon 

at major subord1Date com-
mand OPRs and above, 
and do not result in ISSU• 
ance of a nubbcat1on 
below major subord1Date 
command OPRs, and do 
not result ID issuance of a 
nubbcatlon 

Vol II 30 October 1987 

D 

then 

destroy 3 months after 
monthly cutoff' or when no 
longer needed, whichever IS 
sooner 

destroy I year after monthly 
cutoff or when no longer 
needed, whichever IS sooner 

destroy 6 months after 
monthly cutoff or when no 
longer needed, whichever 1s 
sooner 

destroy after I year or when 
no longer needed, which 
ever 1s sooner (EXCEP 
TION destroy EMCs and 
IMCs when superseded or 
rescmded by a formal pubb 
cation) 
destroy after 1 year (see 
note 5) 

destroy after 2 years (see 
note 5) 
1DClude as background mate 
nal to the pubbcatlon and 
dispose of according to table 
5-1 

destroy 20 years after com 
plet1on of project/study or 
when no longer needed 

destroy 2 years after pro j· 
ect/study 1s closed 

destroy when no longer I
I

needed or on completion of 
ithe project/study, which-

ever IS sooner 
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T ABI E 10-1. CONTINUED IR A B C D 
u 
L If the records are or E pertain to consisting of which are then 

11  any of the matenal identified 10 rules 7-10 above at offices other than OPRs and not needed to document other records senes (such as momtonng, con-trol or feeder offices) 
11  any of the matenal identified m rules 7-10 above at offices other than OPRs and not needed to document other records senes (such as morutonng, con-trol or feeder offices) 12 staff meetmgs and record copies of agenda, m1Dutes and related car- at major subordmate com- retire as permanent (note 1 )  conferences (not respondence (see table 25-3 for AF committee and mands and above covered elsewhere) board records and for sound recordmgs) not filed - with another senes 

t..YJ_ recorded ID other senes destrov afer I vear13 record copies not filed with another senes below major subord1Date destroy after 1 year, on mac-commands tlvatJon of actlVJty, or when no longer needed, which-ever 1:s sooner - 1Dformat10n copies not filed with another senes J.!.._15 block assignment of messages/letters correspondence relatlng to IDltlal at MAJCOM AIG man place m mactlve file on can-address 1Dd1cat1Dg assignment of AIG block and any subsequent agers (or at any lower cellat1on of the block, de-groups (AIG) numbers changes or adjustments level to winch AIG man- stray after I yearagement authonty IS dele-
Rated)16 address 1Dd1cat1Dg messages/letters of promulgation, copies of each at cogruzant authontles destroy after 3 months (note group case files mod1ficat1on or recap, and related corresoondence and AIG mana,i;ers 6)17 form or guide letters coordmat1on copy of form or guide letters at approv1Dg authontles destroy when superseded or obsoleteNOTES1 Rule 1 applies to correspondence and other data of the type descnbed m AFR 12-50, volume I, paragraph H which are not filed as, or filed with, a separate senes 1dent1fied elsewhere m volume II of this regulation The file IS not screened or a further segregation attempted to separate permanent from temporary when the file 1s cutoff or retlJ'ed, except as provided for m AFR 12-50, volume I, paragraph 7-4b OIiier records to National Arclnves ID S-year blocks when latest record IS 25 years old. 2 RESERVED3 Rule 3 applies when an entire file cons1Sts of duplicate copies mamtamed for momtonng purposes 4 Offices which are subject to conditions m rule I will use rule l and 3 l for their correspondence files 5 Retam m active file until eligible for destruction 6 Cutoff as of end of month m which cancelled or m winch recapped, except retam m1t1al promulgation message/letter with background matenal wtth recap correspondence unttJ AIG IS cancelled 

I TABLE 10-2 IAm IINISTRATIVE COMMUNICA IONS DISTRIBUTION AND CONTROL IR A B C D 
u 
L If the records are or pertain 
E to consisting of which are then 
1 commumcatlons dJStnbutJon forms or s1m1lar media used to determ1De d1stnbu destroy after 3 months or when tlon made of 1Dcommg commurucauons no longer needed, wlnchever 1:s sooner-
-1.1 forms or s1m1lar media prepared for subject rout destroy when superseded or mg of term1Dated message traffic by the message obsoleted1stnbut1on function of telecom centers 

t2 message registers/logs destroy afer 6 months or when no longer needed, wlnchever IS sooner 
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TAI LE 10-2. CONTINUED I 
R A B C D 
uL If the records are or pertain E to CODSlSting of which are then3 adnurustratton commurucatlon message/correspondence rev1ew/1mprovement destroy when no longer needed. reviews check hsts and smular records used to review mes sae:e or corresoondence manaizement 
4 (RESERVED) I I5 suspense control extra copies of commumcatlons, forms, notes, etc destroy when reply 1s received or action 1s comoleted -6 file copies of transitory commumcat1ons destroy when no longer needed or file with transitory matenal. oer table I0-1-
7 file copies of non transitory commurucat1ons mcorporate with appropnate record senes per other tables when no lone:er needed 

I TABLE!6-l0-3 ADM rNISTRATIVE ORDERS IR A B C D 
uL If the records are or I 

E pertain to consisting of which are then1 background matenal to letter request for orders, amendments, etc , JUSttfica destroy after I year (see note I) orders m rules 2, 2 I t1on files on special authonzattons when required by and 4 orders oubhshmiz act1v1tv 2 permanent orders ongmals or record copies of G-senes special orders orgamzed and retire as permanent (see note 3).and MO, movement orders mamtamed per AFR 10-7 (see note I) 2.1 Temporary orders ongmals or record copies of A-senes, 0-Senes, destroy after 56 years (see notes 4 - X-senes aeronautical. and reserve orders and 5) 3 ongmals or record copies and background matenal destroy I year after annual cutoff for M- and P-senes special orders issued after calen (see notes I and 5) dar year 1966 , T-senes special orders, Y-senes ord• ers, squadron nonprefixed smgle numbered senes spe cial orders and PA- PB-5enes soec1al orders -4 M- and P-5enes special orders issued before calendar destroy after 15 years (see note I) vear 1967 
•s orders covered by rules other copies d1stnbuted to any AF activity for mfor destroy when no longer needed, or 2 thru 4 mat1on or other record purposes (mcludes CBPO apply same d1Spos1t1on as files they admm1strat1ve file copies) record (see other tables m th1S re1Z.Ulat1on). as aooroonate 
*6 Automated Orders 1dent1ficat1on data m computer used to prepare tem destroy when the md1v1dual to Data System porary duty travel orders Iwhom the data pertams 1s reas• sm:nedNOTES1 Justification files for special authonzatlons, theater clearances, and other coordmatlons, approvals, or other records such as letters, messai: etcl, wluch support the content or need for the orders, are mamtamed by orders-1ssumg/approval officials per AFR 10-7 2 (RESERVED)3 Offer to National Arcluves m 10 year blocks when latest records m block are 25 years old 4 Aeronautical, reserve, and A-5enes orders dated pnor to May 1964 may be retamed at NPRC for reconstruction of m1btary personnel recc destroyed by the 1973 fire, until no longer needed When no longer needed, apply approved retention penod 5 The •y• ,  •o• ,  and • x• senes of orders are shredouts of certam types of c1v1han travel The •y• order replaces the "T" for all c1vd1an TD"'. attend trammg "T" 1s used for all other temporary duty actions for both m1htary and c1vil1an employees •o •  replaces •A• for all PCS-OC funded career program selections • A" senes 1s used for all m1btary PCS orders, separations and certam appomtments •x• replaces •A" fo. other c1v1ban PCS orders 



15 

s, 

ds 

to 
•o 
all 

AFR 12-50 Vol II 30 October 1987 

11.  Administrative Practices. These tables cover adm1rustrat1ve records not provided for elsewhere m this regulation. 

I TABLE 11-1 

OFFI CE SUPPO RT 
R A B C D 
u 
L If the records are or 
E= pertain to consisting of which are then 

1 office adm1mstrat1ve records accumulated by 1nd1v1dual offices that destroy after 2 years, or 
files relate to the mtemal admm1strat1on or housekeep• when no longer needed, 

mg act1v1t1es of the office rather than the functions whichever IS sooner 
for which the office exists, mcludmg records 
related to the office organization, staffing, pro 
cedures, and commurucations, the expenditure of 
funds, mcludmg budget papers, day-to day 
adm1D1strat1on of office personnel mcludmg tram• 
mg and travel, supphes and office services and 
eqwpment requests and receipts; the use of office 
space and ut1ht1es, copies of mtemal act1V1ty and 
workload reports (mcludmg work progress, stat1s-
t1cal, and narrative reports which are prepared m 
the office and forwarded to higher levels), 1f not 
covered elsewhere, and other matenals that do not 

-- serve as official records of the programs of the 
office (note S) 

2 (RESERVED) 
3 (RESERVED) 
4 source, support or con- workmg papers, drafts, stenographic notes, tapes destroy when no longer 

trol data and disks that have been transcnbed, charts, needed (see note I )  
diagrams, o r  other graphic matenal used fo r  
bnefings, or s1mllar data that are summanzed m 
final or other form which are used to fac1htate or 

-- control work m progress and are not needed for 
record purooses 

4.1 
thru (RESERVED) 
4.6 
5 (RESERVED) 
6 reports, controlled and at prepanng act1v1t1es destroy when no longer 

uncontrolled (defined m needed. 
AFR 700- 1 1 ) (not cov 
ered elsewhere) (see 

,_._ note 3) 
7 at reqwnng act1V1t1es sub1I11t a records d1spos1t1on 

recommendation per volume 
,_._ I naraii:raph l-2b 

8 mformat1on copies at morutonng or mter- destroy when no longer 
mediate actlvltles needed. 

9 precedent files extra copies of selected records received or destroy when superseded, 
created reftectmg pohc1es, procedures, mstructlons obsolete, or no longer 
or functional respons1b!ht1es; examples of typical needed, whichever 1s sooner 
cases; and Simllar data which IS or 1s not m other 
record senes that may serve as an example, reason 
or 1ust1ficat1on for a later action 

--2,L (RESERVED) 
10 office mstructlons, add1- collect1on of reports, checkl1Sts, worksheets, cor destroy when superseded, 

tional duty hand respondence, mstructlons, and related records obsolete or no longer 
books/workbooks (see which prescnbe or state a desired way of perform- needed, whichever IS sooner 
note 2) mg a local task or function which are not appro-

pnate or issued as standard pubhcatlons (see table 
..__ s-n 
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ITABLE 11-1. CONTINUED 
R A B C D 
u 
L If the records are or 
E pertain to cons1Sting of which are then 

11 bulldmg or office ser- records relatmg to automobile parkmg pernuts, 
vices (not covered else office space assignments and codmg, mstallat1on of 
where) commumcat1on eqwpment,, issuance of room keys, 

transportation services, locksmith services and re 
lated records 

12 presentation aids (not schedules, wntten or recorded speeches, talkmg 
covered elsewhere) and bnefing papers, graphic and speech aids, and 

related records 
13 (RESERVED) II 
14 general reference pub- master, funcuonal, or operational files of publi- destroy when superseded, 

licat1ons (see note 2) cations (see AFR 5-31 ) and publicauons of  other obsolete, or no longer 
government agencies or pnvate orgamzatlons needed, whichever 1s sooner 
which are not record copies and are mamtam�d 
for 11:eneral reference 

15 techrucal/spec1alized not record copies of published or reproduced 
reference matenals (see reports, d1rect1ves or other records; extra sets of 
note 2) motion pictures, still photographs, slides, sound 

recordmgs, maps, charts, and similar matenals not 
covered elsewhere and mamtamed for techmcal or 

--- specialized reference purposes 
16 not record copies of rule 1 5  reference matenals, report them to SAF / 

but are considered wonhy of permanent retention AADAQD per volume I, 
or d1spos1t1on by other than actual destruction oara 3-2 

It 
17 orgaruzatlonal planmng orgamzat1onal and functional chans, personnel at HQ USAF/MAJ- renre as permanent one rec 

chans, md1canng grades and ratmgs, and other COMs/maJor subordmate ord copy (see note 4) 
orgamzatlonal planmng records not covered else commands staff offices 
where down to and mcludmg 

directorate or comparable 
level 

18 below orgamzat1onal destroy when superseded or 
levels cited m rule 1 7  obsolete 

NOTES 
I When d1spos1t1on mstrucuons for any matenal covered by these rules are predictable (such as "destroy when next mach1De listmg 1s produced"), 
enter the predictable event, time, etcs, as the cutoff 1Dstruct1ons on the related AF Form 82 AF Forms 82 are not required for any matenal 
covered by this rule which 1s not filed or reta1Ded for any penod of time However, they may be 1dent1fied on AF Forms 80 1f specific matenal 1s 
1dent1fied, except workmg papers and drafts which are destroyed daily or dunng the course of normal bus1Dess 
2 General reference publicauons and techmcal/spec1alized reference matenals, office mstrucuons, add1t1onal duty handbooks, workbooks and con
tmu1ty folders, will not be reponed on records management reports However, they may be 1dent1fied for d1spos1t1on control purposes on AF 
Forms 80 and 82 at the discretion of the command records management officer 
3 When reports which are covered elsewhere ID this regulation are mamtamed as feeder reports, summanes, or only for mformatlon purposes, 
they may be filed and d1Sposed of under the prov1s1ons of rule 8, this table 
4 Offer records to the National Archives m 5-year blocks when latest records 1s 25 years old 
5.  This rule 1s not applicable to the record copies of orgamzauonal chans, functional statements, and related records that record the essential 
orgaruzat1on, staffing, and procedures of the agency 

TABLE 11-2 I 
IADMINISTRATIVE RECOR >S 

R A B C D 
u . 
L If the records are or 
E pertain to consisting of which are then 

congressional mqumes nonrout1De mqumes and replies relatmg to or at OSAF and HQ USAF retire as permanent (see note 
mvolvmg AF policy, procedures, plans, classified 4) 
mformauon, and other matters of importance 
such as changes ID status or location of AF orgam 

1 

(
- zatlons, acuvmes or 1Dstallat1ons, production fa 

c1lit1es, maJor procurement or allied matters 
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TABLe, 11-2. CONTINUED I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then ___1.,_ below HO USAF destrov after 5 vears 
3 rout1De and noncontroversial commumcat1ons at HQ USAF destroy after 2 yearsfrom and to members of Congress relat1Dg to Iunclassified mformat1on-such as requests from military personnel for discharge or reassign-ment, for assistance ID placement ID federal ser-vice, to place contractors on AF bidders' hsts as source of procurement, and 1Dqumes from con• --- stltuents about surplus property 
3.1 at OSAF and all act1v1t1es destroy after I yearbelow HO USAF 
3.2 congressional travel letters, requests for travel orders, messages, tnp destroy after 6 months or reports, and related data and attachments per- when no longer needed, ta1D1Dg to congressional travel sponsored by the 3)whichever 1s sooner (see note Department of the Air Force 
3.3 (RESERVED) I 
4 Jo1Dt Chiefs of Staff' JCS papers implemented by i:he AF, and made I I they have the same d1spos1-(JCS) documents a part of the AF documentation of the action t1on as the records they 1mnlemented document-
5 JCS papers received for 1Dformat10nal purposes destroy when superseded, ob-onlv solete or no 10011:er needed -
5.1 bnef packages, bnef sheet, 1Ddex, coord1Datlon at HQ USAF/XOXJ retire as permanent after 5and receipt sheet, talk1Dg papers, background years (see note 4)  papers, service changes, and other related -- papers to support bnef package 
;.2 at  other than HQ destroy after 3 years or when USAF/XOXJ no longer needed, whichever 

IS soonerAir Force responses to JCS task1Dgs (replies at HQ USAF/XOXJ retire as permanent after 5and support matenal) years (see note 4 l3at other than HQ USAF/XOXJ 
record sets at SAF 

destroy after years or when no longer needed, whichever 
IS soonerretire as permanent·(see note Secretary of the Air Force Orders (SAFOs) formal delegauons and assignments of authonty and respons1b1lit1es issued by (or by order of) the Secretary per AFR 1 1 - 18 ,  and related back- /AAA 

ground data -
7 below SAF which are the basis for an AF publicatlon mate:-ial to the related publi-they become background cation (see table 5-1) -
8 at HQ USAF and retire as permanent (see note MAJCOM OPRs which are not the basis for an AF 4)nublicat1on-
9 1Dformat1on copies destroy when superseded, ob• solete or no lon11:er needed - (RESERVED) IJ!!_ 

11 drafts and related background data which are I Idestroy after 2 years or  when disapproved for issuance as a SAFO or AF no longer needed, whichever publication IS sooner 
•12 support agreements host-tenant support agreements accomplished destroy 6 years after agree• under AFR 1 1 - ment IS4, with any mod11icat1ons, m1Datedsuperseded or ter-memoranda of understandmgs, as required, reports and related records concem1Dg services - rendered and assignment of real property and fac1lit1es to tenant and attached umts 
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TABLI 1 1-2. CONTINUED 
R A e C D 
u I I  
L If the records are or 
E pertam to cons1stmg of which are then I 

•12.1 mterserv1ce support agreements and related l 

correspondence accomphshed under DOD 
I4000 19-R 

•12.2 support agreements accomphshed under other !than AFR 1 1 -4 and DOD 4000 19 R or pro- , 
curement directives, and not mcluded m rule 1 2  
above i 

12.3 mformatlon copies of host-tenant support agree destroy when agreement IS 
ments and other support agreements superseded or termmated 

13 fund ra1smg campaigns correspondence, receipts, mv01ces and similar destroy on completion of 
or related records next equivalent campaign or 

after I year 1f there IS no next 
eQu1valent campaui:n 

14 General Accountmg reports and correspondence on GAO/DAS sur at HQ USAF destroy after 5 years 
Office (GAO) and veys and reviews of AF act1vmes to evaluate 
Defense Audit Service effectiveness, economy of admm1strat1on, and 
(DAS) reports conformance to legal reqmrements, and reports 

and correspondence on action taken as a result - of GAO/DAS findmgs/recommendatlons 
15 below HO USAF destrov after 3 vears 
16 official VISlts/staff VISlts requests for penmss1on to v1s1t, reports of v1s1ts at offices performmg v1s1ts, destroy 2 years after comple-

(mcludmg lindmgs, recommendations, and and which are not made a t1on of next comparable v1s1t, 
followup actions), and other directly related pan of or needed to docu- on completion of related 
records relatmg to scheduled or special v1s1ts to ment another records study or when no longer 
perform staff or techmcal assistance to AF senes covered elsewhere needed, whichever IS sooner 
act1v1t1es, for conductmg studies, or attendmg 
scientific, techmcal, or professional meetmgs or 

-

- busmess conferences 
17 at offices or orgamzatlons destroy on completion of 

vmted, and which are not next comparable vmt or 
made a part of or needed when no longer needed, 
to document another rec- whichever IS sooner - ords senes 

18 at mtermed1ate, momtonng destroy I year after all action 
or evaluatmiz offices has been completed 

19 notifications of v1s1ts, 1tmeranes, rosters of v1s1 at offices makmg v1s1ts, or destroy on completion of 
tors, and comparable transitory matenal not at offices v1s1ted VISlt - needed to record v1stt reports 

20 v1stt schedules destroy when superseded or 
obsolete 

21 delegat1ons/des1gna- correspondence, forms, orders, and related destroy when rescmded, su-
t1ons of authonty and records, but not needed to document a trans- perseded or obsolete 
additional duty assign- action, another record senes, or not covered 
ments elsewhere m thlS re2.ulat1on (see note 5) 

22 officer of the day (OD) reports of OD, SDO, CQ, and comparable duty destroy after 3 months 
and charge of quarters officers 
(CO) 

23 reports on apphcatlons reports required by AFR 34-2 1dent1fymg at HQ AFMPC/DPMSC see table 34-1 
for vendmg stand loca- number of apphcat10ns for vendmg stand loca 
tlons tlons received from state hcensmg agencies, 

number accepted, demed, and std! pendmg, as - pertams to apphcatlons from bhnd persons 
24 at MAJCOMS and mter 

mediate commands 
25 at mstallatlons 

-
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I TABLE 11-2 CONTINUED I 
R A B C D 
u 
L If the records are or � 
E pertain to consisting of which are then 

26 commumty service pro- reports at HQ AFMPC/MPCASC destroy when superseded, - gram obsolete, or no longer 
needed 

27 at other than HQ destroy after 2 years 
AFMPC/MPCASC -

28 legal agreements and penmts obhgatmg the AF destroy when superseded, ob 
solete or no 10011:er needed 

29 locator or personnel cards, machme hstmgs, rosters and comparable destroy when superseded, or 

I 
data data on reassignment or separation 

of md1v1dual (see note I) 
(See table 1 82-2 for postal d1-
rectorvl) 

30 duty rosters rosters, forms and other records destroy after 6 months or on 
llmact1vat1on of umt, which-

ever is sooner 
31 md1v1dual record of cards used for military personnel destroy 6 months after card 

duty has been filled, or destroy 
immediately after md1v1dual 
1s separated or transferred, or 
on mact1vat1on of umt, 

I 

whichever is sooner 
32 cards used to record attendance of contract tech- destroy when no longer 

meal service and similar oersonnel needed for audit ourooses 
33 mtemal mspecuons/ letters, checkhsts, report of findmgs, and docu- destroy 1 year after comple-

self mspecuon check ments pertammg to penod1c local mspectlons/m- t1on of next comparable m-
hsts/mventones (not ventones and are not a part of or needed to docu spectlon/mventory or when 
covered elsewhere) ment another record senes covered elsewhere no longer needed, whichever 

is sooner 
34 overtime requests form record of approval or disapproval of over- at supervisory, approval destroy when records are 3 

time, hohday premium pay, and compensatory authonty, or adm1mstra- payroll years old (see note 2) 

-

l l!'
time t1ve level 

35 gifts from foreign gov- background mformauon related to gift presenta destroy after 30 years or 
emments to AF per- tlons, requests to retalD glf ts for official use, when no longer needed, 
sonnel, consultants and appraisals, request approvals, reports, guidance o� wluchever is sooner 
their dependents accept1Dg gifts, mvest1gat1ve data, admuustratlve 

or d1sc1plmary action agamst violators of gift 
acceotance and reoortm.si: 0rov1s1ons 

•36 flex1t1me attendance supplemental time and attendance records, such kept by supervisor destroy after 3 years or after 
records as s1gn-1D/s1gn-out sheets and work reports, used GAO audit, whichever 1s 

for time accountmg under flexitime systems sooner (see table 1 77 21 ,  rule 
3) 

NOTES 
1 When the reverse of AF Form 624 1s used to record a disclosure of personal mfonnatlon covered by the Pnvacy Act, the form must be kept for 
at least 5 years from the date of the last disclosure or the hfe of the record, whichever is longer (See AFRs 11-24 and 12-351) 
2 Documents may be reta1Ded ID office untll ehgible for destruction 
3 When congress1onal travel records are used as background for case files, their d1spos1t1on will be the same as the files they support 
4 Offer to National Archives ID 5-year blocks when latest record is 25 years old 
5 See table 40-1 for c1v1han personnel office authontles, table 70-5 for designation and appomtment of contract1Dg officers, table 1 82-2 for ap
po1Dtment of umt mall clerk, and table 177-17 for appomtment of cashiers and agents 

https://reoortm.si
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I TABLE 11-3 WAKE ISLAND VITAL STA"!6-lSTICS AND NOTORIAL RECORDS I 
R A B C D 
uL If the records are E or pertain to consisting of which are then 1 vital statistics apphcauons, licenses, certificates, reports, registers, at Wake Island hold 1Ddefimtely on Wake logs, etc , pertam1Dg to mamages, births, deaths, Island (see note) divorce, d1ssolut1on of mamage, annulments, and related records notanes pubhc apphcauons for appo1Dtment as notary, recommen-datlons, letters of appomtment, logs and reg1Sters used to record notanzat1on of records, and related records 
2 

NOTE If Junsd1ct1on over Wake Island IS transferred to another agency, contact SAFI AADAQD for d1spos1t1on IDStrucuons 
12. Records Management. These tables cover policies and procedures governing the creation, maintenance, disposi
tion, preservation, storage and retrieval of records. They also include records on the management of microform sys

tems, the Freedom of Information Act Program and the Pnvacy Act Program. 

I TABLE 12- 1 lREI nRDS MANAGEMENT PROGRAM IR A B C I I D L If the records are or E pertain to consisting of which are then1 records management records perta1Dmg to development, estabhsh- destroy when 6 years old or planrung ment, supplementation, and issuance of when no longer needed, which-records management policies and procedures ever 1s later (see notes 2 and 7) govern1Dg conduct of AF- and command-wide records manaizement Dro2ram (see AFR 12-1) 
-2 files mamtenance and Files MalDtenance and D1spos1t1on Plan (AF destroy when superseded, ob-disposition Form 80), Files D1spos1t1on Control Label solete, or no longer needed 

(AF Form 82) and related records 2,1 electroruc files of files ma1Dtenance and d1spo- lerase when obsolete, superseded s1t1on Dlans and dtSDOSltlon control labels or no Ionizer needed 
3 retirement, transfer, or forms and related correspondence used to at offices of 1Dltlators below destroy when no longer needed - shipment of records retire, transfer or ship records (see note 4) HQ USAF for records (see note 5)(SF 135, SF 258) placed ID staging areas 4 at office of record manager destroy when all records hsted - (RM) for records placed ID have been retired or destroyed sta,nng areas <see note 5) 
s at RMs, command records managers (CRM) and other destroy when all records hsted have been destroyed or trans-
- offices for records retired to ferred to the National Archives, records centers or when no longer needed, wluchever IS later (see note 5) 

-
6 at RM, CRM, and other destroy after I year or when no offices for records longer needed, whichever 1s transferred between AF lateract1v1t1es and between AF act1v1t1es and other a11:enc1es 

. electroruc files of forms or related records erase when obsolete, superseded used to retire. transfer or ship records or no Ionizer needed 
8 (RESERVED) I I  

7 
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TABL � 12-1. CONTINUED IR A B C D 
uL If the records are or E pertam to consisting of which are then•9 records d1spos1t1on recommendations for new or revised dis- at SAFIAADAQD �estroy when related records recommendations position mstrucuons for AF records are destroyed, or transferred to National Archives, or when no longer needed for adm1mstra-tlon or reference ourooses -10 at records management destroy 1 year after d1spos1t1on offices reportmg directly to mstruct1ons are published, l 

SAFI AADAQD year after specific mstructlons are received If not published m AFR 12-50, l year after dis-approval, or when no longer needed whichever 1s later -lG.1 at act1v1t1es other than rules destroy l year after d1spos1t1on 9 and 10 mstrucuons are published, l 
tyear afer specific mstructlons are received 1f not published m AFR 12-50, or l year after dis-aooroval 

•u records management annual or other reports of records holdmgs at SAFIAADAQD destroy after 3 years, or when reports and d1spos1t1on mcludmg the report of no longer needed for reference classified records retention and d1spos1t1on or analys1S, whichever IS later - (RCS HAF-DAQ(A)8701) (see note 7) 
•12 at MAJCOMs and below destroy when 2 years old, or when no longer needed, but not later than 6 vears (see note 7) 13 (RESERVED) I 

t14 m1croform systems records penammg to development, estab- approved systems at I Idestroy 6 years af!6-(previously, records llshment, issuance of procedures relative to SAFIAADAQD tern cancellation er formal sys-storage and retneval systems, proposals for approval of systems, (RS&R) systems) changes to approved systems, cancellation or completion of approved systems 15 approved systems at records destroy when system IS can-management offices below celled (EXCEPTION forwardHQ USAF and implement- to SAFIAADAQD, system 111g offices records not previously submit-ted)16 d1Sapproved systems at destroy 6 years after d1sapprov 
SAFIAADAQD and alMAJCOMIDADs16.1 disapproval systems at ong- l l�estroy 2 years after d1sapprov-matmg. offices 17 other records manage- records related to requests for filmg equip- at records management destroy when no longer needed ment operations ment, presentation of trammg courses, and offices (see note 7) other records management operations not covered elsewhere 18 M1croform Service requests for approval with supportmg at approvmg offices destroy 10 years after mactlva-Centers (MSCs) and records and records of approval tlon of MSC M1croform Production Facilities19 at 1mplementmg levels at destroy on macuvauon of MSC other than aoorovm2 offices I (see note 9) 20 m1croform system re- annual or other reports of m1croform sys- at SAFIAADAQD destroy after 6 yearsports tern operations, related equipment and cost l ldata. and summanes of such reoorts 

22 
21- (RESERVED) I I 
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TABLI 12-1 . CONTINUED I 
R A B C D 
uL If the records are or E pertain to consisting of which are then 

-•23 Freedom of lnforma- correspondence relating to admm1stenng destroy after 2 years or when tion Act (FOIA) Pro- the FOIA no longer needed for admm1s-gram trat1ve use whichever IS sooner 

-
•24 correspondence responding to requests for destroy after 2 yearsinformation granting access to all requested records, to requesters who provide made-quate descnpt1ons, to those who fad to pay required fees and requests which are referred to another a11:encv for act10n 
*24.1 official file copy of requested records or d1Spose of according to d1Spos1-those under appeal t10n instruction for the related record, or with the related FOi reauest, whichever IS later - RESERVED 
26 denials of access to all or part of records not appealed destroy after 5 yearsrequested- appealed 4destroy years after final deter-m1nat1on by the Secretary of the Air Force, or 3 years after final adJud1cat10n by courts, whichever IS later - C 

�- RESERVED 
*28 files mamtamed for control purposes, m- at FOi managers' offices eluding reg1Sters and sinnlar records l1Stmg date, nature of request and name and address of requester 

destroy 5 years after date of last entry on regJSter or on other files, 5 years after final action by the Air Force or after final adJud1cat10n by the courts, whichever IS later - annual reoort to the Con11:ress at SAF/AADAOD retire as oermanent (see note 8) ....12- <RESERVED) 
31 other reports destroy after 2 years or when no longer needed, whichever 1s sooner32 receipts for monies, cash collect10n sheets, at FOi managers' offices see table 177-17 and note 3and related accountable records below-
33 leRaJ ODIDIODS see table 110-1 engineenng data ser-v1ce/suppon centers at HQ USAF/ MAJCOMs/SOAs/DRUs records management offices destroy 6 years after system cancellat10n (see note 7) records pertaining to development, estab hshment, supplementat10n, and issuance of management pohc1es and procedures (EDSCs) on non-AFLC bases (see note - 6) 

-
-

governing EDSCs or other comparable sys-temsrequests for establishment, supporting at approving offices destroy 1of system year after tenmnat1on records and approval/disapproval corre-spondence destroy upon termmat10n of sys-at unplementing offices tem 
-

disapproved at HQ USAF/ destroyMAJCOMs/SOAs/DRUs records mana11:ement offices 6 years after dJsapprov-al or on 1nact1vat1on, whichever 1s sooner (see note 7) 
38 disapproved at ongmatmg offices 
39 engmeenng data and reference copies of data mamtamed to ser- at EDSCs drawings vice requesters 

destroy after 1 year
destroy when superseded, ob-solete, inactive, or when no longer needed, whichever 1s sooner (see table 67-15, rule 5) 

36 

37 
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NOTES 
I RESERVED 
2 If the records results in the issuance of a pubbcat1on, 1t 1s handled according to table 5-1 
3 When small volume makes 1t more practical, file and dispose of with records in rule 24 
4 See NOTE in AFR 12-50, volume I, chart 7-3 for procedure when the SF 135 IS used as a receipt for classified records 
5 Forward to the next higher records management office on inactivation 
6 Records created as a result of AFR 12-4 1 ,  prescnbing directives for EDSCs on non-AFLC bases, will be disposed of per this table Records 
created as a result of AFR 67-28 prescnbing directive for EDSCs located on AFLC bases will be disposed of per 67-senes tables 
7 Retirement to federal records centers 1s not authonzed 
8 Records will be offered to the National Archives in S-year blocks when the most recent records are 1 5  years old (e g ,  1970-74 records to be 
offiered in 1 990) 
9 Dispose of records pertaining to management of MSCs and M1croform Production Fac1ht1es m accordance with Table 6 1 

I TABLE 12-2 I 
PRIV 4.CY ACT PROGRAM I 

R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 Pnvacy Act general records relating to the general administration of destroy when superseded, ob-
adm1rustrat1ve files the Pnvacy Act of 1974, the AFR 1 2-35 and solete or no longer needed 

AFPs 12-36 and 12-38 which are functional gu1d 
ance, clanficatlon and operating detenmnatlons 
not covered elsewhere in this table 

2 Pnvacy Act case files requests from and repbes to ind1v1duals on 
whether a system of records contains a record per-
taming to them wluch are not concurrently pro 
cessed as requests for access or amendment of 

- records (excluding the official file copy of the 
record reauested) 

3 requests from and replies to ind1v1duals for access for requests totally granted destroy 2 years after date of 
to or amendment of records pertaining to them reply 
selves and which are processed under the Pnvacy 
Act (AFR 12-35) and include approvals, deruals, 
appeals, statement of disagreements, summanes or 
statements of AF reasons for not amending rec-
ords, and all actions from initial request through 

- final appeal (excluding the oflic1al file copy of the 
record requested) 

4 for requests totally or par- destroy 5 years after date of 
tlally derued and not reply 
annealed 

5 for requests totally or par destroy 4 years after final 
tlally derued and are detemunatlon by the Secre 
appealed, exclusive of tary of the Air Force 
records in rule 6 (SAF / AA), or 3 years after 

- final adJud1cat1on by the 
courts. wluchever 1s later 

6 statements of disagreement d1Spos1t1on 1s the same as the 
and AF Justifications for inchv1dual's record, or 4 
refusal to amend a record years after final detenmnatlon 
which are filed with the by the Secretary of the Air 
subject ind1v1duars record, Force (SAF / AA), or 3 years 
or maintained so as to per- after final adjudication by the 
nut ready retneval and courts, wluchever 1s later 
referral whenever the dis 
outed record IS d1Sclosed 
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TAI LE 12-2. CONTINUED I 

R A B C D 

,, 

uL If the records are or E pertain to consisting of which are then7 accountmg of d1sclo records used for mamtammg an accurate ac- hold for the life of the dis-sures countmg of the date, nature and purpose of each closed record or destroy S 
tdJSclosure of a record from a system of records to years afer the date of d1sclo-any person or another agency as reqwred by AFR sure, whichever 1s later (see 12-35, and which show the subject md1v1dual's notes I, 3) name, requester's name and address, purpose and date of disclosure, and proof of subject md1v1dual's consent when applicable; either filed m or mam tamed separately from the records to winch they pertam 

8 reports of systems of records relatmg to preparation, coordmation and at SAF/AADAQD, destroy 2 years after d1scon-records subm1ss1on of notices of systems of records for offices of systems managers bnuance of the system of rec ords or on disapproval of a Pnvacy Act offices, and publicauon ID the Federal Register, mcludmg I I  reports of new or changed systems, public or systemgovernment agency comments and responses, pub lished systems notices, JUstllicatlons and approvals of exemptions, and annual or other evaluations of the relevancy and necessity of 1Dformauon m sys-terns of records 
9 official file copy of dispose of m accordance with requested record d1spos1t1on mstrucuon for the related record, or with Pnvacy Act request, winch-ever IS later. 

10 (RESERVED) 
11 Pnvacy Act reports Pnvacy Act Program annual reports at SAF/AADAQD retire as permanent (see note - 4) 
12 feeder reports and mputs at HQ USAF, MAJCOM destroy after 2 years or when and base Pnvacy Act no longer needed, whichever offices and offices of sys- 1s sooner tems manaa:ers 
13 receipts for momes receipts, cash collect1on sheets and related data see table 177 -17 (see note 2mamtmned by offices collectmg fees for copies of below)records 
14 legal op1mons opm1ons establJShmg precedent or based on prece- see table II(}-Ident oPmions NOTESI Although the accountmg of disclosure 1s reqwred to be mamtmned for at least S years, the related disclosed record will be destroyed when 11becomes eligible as prescnbed elsewhere ID tlus regulation 2 Small volumes of money receipts may be filed and disposed of with docume11tat1on m rules 3, 4 or S, as applicable 3 Action correspondence for disclosure or the AF Form 771, Accountmg of Disclosures, or both, that are used to mput data mto the Pnvacy Act Trackmg System (PA TS) may be destroyed after I year or when no longer needed, whichever 1s sooner PA TS serves as the accounting of dJSClosure of recordl m these cases 4 Oilier to the National Arcluves when IS years old 

Table 15-1 bas not yet been approved by NARA. Use for planning purposes only. 
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I ·TABLE 15--1 

INTERNAL CONTROLS I 
R A 

u 
L If tbe records are 

E or pertain to 

l assessable uruts 

2 nsk assessments 

3 mtemal control plan 

4 systemic reviews 

5 compliance reviews 

6 end-of-review reports 
7 statements of assurance 

8 annual statement of 
assurance sent to SEC 
DEF (RCS. DD-
COMP{AR}l 6 1 8} 

g descnptton of evalua 
tton 

10 progress reports 

11 report of matenal 
weaknesses 

12 status of corrective 
actions 

13 end-of. year summary 

14 mtemal control exami-
nation reports 

B 

consisting of 

groupmg of functional account codes with assigned 
OPRs 

documented worksheets, mmutes of meetmgs, and reports 
addressmg the nsk of assessable uruts 

follow-on action plans and schedules for required reviews 

documented review of system 

letters, checklists, reports of findmg, and records penam 
msi: to compliance tvge reviews 
summarv of results of reviews 
letters stating compliance or noncompliance with mtemal 
control objectives 

annual reports mcludmg descnptton of evaluation, report 
of matenal weaknesses, status of corrective action, and 
other similar records 

record of actions taken to evaluate mtemal controls 

report of progress on follow-on actions 

statement of problem, obJectlves, milestones, pomt of 
contact, etc. 

report on ach1evmg milestones and ob!'Ject1ves for correc-
uve actions 
report of hours spent on the mtemal control program 

documentation of mtemal control exammattons or other 
actions taken to support the mtemal control program 

C 

which are 

at SAF/ACR 

at all act1v1t1es 

at SAF/ACR 

at all activities 

D 

then 

destroy 5 years after 
assessable uruts are super-
seded or when no longer 
needed, whichever 1s later 
destroy 5 years after com 
pletton of next comparable 
vulnerab1hty assessment or 
when no longer needed, 
wlnchever 1s later 
destroy 5 years after com-
pletton of next comparable 
plan or when no longer 
needed, wluchever 1s later 
destroy I year after com-
pletton of next comparable 
review or after 5 years, 
wluchever IS sooner 

destroy 5 years after com 
pletton of next comparable 
statement or when no 
longer needed, wlnchever 
IS later 
retire as permanent (see 
note) 

destroy I year after com-
plet1on of next comparable 
evaluation or when no 
longer needed, wluchever 
IS later 
destroy 6 months after 
subm1Ss1on of next compar 
able report or when no 
longer needed, wluchever 
1s later 
destroy 1 year after 
corrective action has been 
completed or after 5 years, 
wlnchever 1s later 

' 

destroy I year after sub-
m1SS10n of next comparable 
summary or when no 
longer needed, whichever 
IS later 
destroy I year after com 
pletton of next comparable 
report or after 5 years, 
wlnchever 1s later 

NOTE Offer to the National Arcluves m 5 year blocks when the latest record 1s 25 years old 
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19. Environmental Planning. These tables cover records pertammg to pohcies, procedures, responsibihties for imple
mentmg national environmental standards such as pollution abatement, air p ollution control, environmental plans, 

programs and proJects for land and facllities, the histonc sites program and related mformauon 

j TABLE 19-1 I 
ENVIJ ONMENTAL PLANNING I 

R A 
u 
L If the records are or 
E pertain to 

---
pollut1on mc1dent report 
or operations event/me, 
dent report 

2 
3 environmental assessments 

1 

---
4 draft or final environmen 

tal statement or overseas 
environmental studies 

5 
5,1 Environmental Protection 

Committee Meeting Mm 
utes 
Environmental Pollutant 
Control Repon, Environ 
mental Management-By-
Objectives, or Trash and 
Waste Recyclmg Proceeds 
Reoort 

6 National Pollutant Dis 
charge Ebmmauon System 
(N PDES) appbcations/ 
permits 

7 

•s pollutant analysis repons 
and hazardous waste mam-
festmg records (see note 2) 

9 

•10 v1olat1ons of environmen 
tal standards 

• 10.1 notice of v10lat1on 

11  samplmg pomt master 
record 

em1ss1on mventory 12 

B 

consisting of 

telegraphic details of the mc1dent 

project descnptlon, d1scuss1on of environmen 
tal 1moact of the oro1ect and related oaoers 
detailed proJeCt descnptlon and d1scuss1on of 
environmental impact of the project and re-
lated papers 

mmutes of meetmgs 

data subm1Ss1on 

wastewater discharge appbcauons and permits 

records and mformatlon resultmg from mom 
tonng act1v1t1es, mcludmg those required by 
NPDES penruts. mcludmg all records of anal 
yses performed, and cahbratlon and mamte-
nance of mstrumentatlon and recordmgs from 
contmuous momtonng mstrumentat1on 

reports of v1olat1ons and actions taken, m-
cludmg programmmg actions and operational 
mod1ficat1ons 
official notices from regulatory agencies 

mventory report, tables, momtonng reports, 
Prevention of S1gmficant Detenoratlon (PSD) 
survey results, and related correspondence and 
reoons 

C 

which are 

at HQ USAF/MAJCOMs 

at mstallations 
at MAJCOMs/bases 

at HQ USAF 

at MAJCOMs and bases 

at bases/stations 

at MAJCOMs 

at bases 

at USAF Occupational 
Environmental Health 
Laboratory (USAF 
OEHL) 
at bases 

at mstallat1on b10-
environmental engmeenng 
act1v1t1es 

D 

then 

destroy after I year or 
when no longer needed 

destroy after 5 vears 
destroy when no longer 
needed (see note 5) 

destroy after 2 years 

destroy when superseded 
or obsolete (see note 1) 

destroy when superseded 
or obsolete 
destroy after 3 years. (see 
note 6) 

destroy after 10  years 

destroy 3 years after the 
ll last action taken to correct 

the v1olat1on (see note 6) 
destroy 2 years after com-
pliance has been achieved 
(see note 6) 
destroy when mstallat1on 
closes or AF IS reheved of 
accountab1htY 
destroy when updated m-
ventory IS prepared 

13 accumulation and d1spo statistical summanes of quantities and methods at MAJCOMs, San destroy 3 years after date 
s1t1on of recoverable and of d1Spos1t1on Antomo Air Log1st1cs of summary 
waste oetroleum oroducts Center and mstallat1ons -

i 
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TABI E 1!>-1. CONTINUED I 

R A B C D 
u 
L If the records are or 
E pertain to consistmg of which are then 

14 plan for recoverable and 
waste petroleum products 

plans and supportmg data destroy when obsolete, su 
perseded or no longer 
needed 

15 

•16 

•17 

operations and mamte 
nance of Solid Waste Dis 
posal Fac1llt1es (landfill 
operations) 
mstallat1on restoration pro-
12ram 
hazardous and toxic waste 
mana12ement 

detailed facility descnptlon, correspondence, 
and related records 

reports, studies and related correspondence 

reports, permits, studies and related corre 
spondence 

bases/stations 

at HQ USAF, MAJC
and bases 

OMs 

destroy after SO years (see 
notes 3 and 4) 

retam pendmg approval of 
d1spos111on authonty 

NOTES 
I When AF 1s relieved of accountability or when the AF mstallatlon no longer discharges pollutants, retam the last NPDES appllcat1on/perm1t 
for 10 years, then destroy If a longer retention penod 1s required, submit a request for extension to SAFIAADAQD 
2. See table 16 1-5 for dnnkmg water analyses. 
3 Landfill operations (Solid Waste Disposal Facilities) must be identified on master plans, real propeny facility record, etc (See table 87-5, Real 
Property Accountable Documentation, and table 88-3, Air Base Plannmg Recordst) 
4 Destroy SO years from the date of the establishment of the documentation or 50 years after the enactment of P L  96-510, 1 1  December 1 980, 
whichever 1s later (Section 103, P L 96-5 IO) If the Adm1mstrator of the Environmental Protection Agency (EPA), the EPA regional adm1n1Stra
tor, the state or local environmental oflic1als, or the mstallatlon commander reqwre a longer retention penod for the protection of the public health 
or welfare, submit a request to SAFI AADAQD for approval of the revised retention penod 
S Not authonzed for retirement to federal records centers 
6 Comply with rule d1spos1t1on or the local/state/federal reqwrements, whichever IS later 

TABLE 1,-2 I 
INTERAGENCY AND INTERGOVERNMENTAL COORDINATION OF LAND, FACILITY AND ENVIRONMENTAL PLANS, 
PR4 )GRAMS. PROJECTS I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 Air Installation Com- studies and amendments at any orgamzat1onal level retire to the National Ar 
patlble Use Zone chives when AF IS relieved of 
(AICUZ) accountability for the mstalla-

t1on (see note) -
2 case files of correspondence and supportmg destroy when superseded or 

records when AF IS relieved of ac 
countability for the mstalla 
tlon -

3 maps and overlays (v1cm1ty/fl1ght track/accident destroy when AF IS relieved 
potential zone (APZ)/no1se zone, compatible use of accountability for the m-
d1stnct (CUD)) stallatlon -

4 operational and mamtenance data, cons1stmg of 
forms, letters and related records concemmg flight 
tracks, types of aircraft, number of operational 
altitudes, aircraft ground mamtenance operations, 
comouter chromcles. etc,___

5 AICUZ Handbook destroy when obsolete, super 
seded or no longer needed -

6 AICUZ Implementation and Mamtenance Plan 
with suooonm12 data 

7 Coastal Zone Man letters, messages, consistency determmat1ons, state destroy when superseded. or 
agement, Floodplam plans, Environmental Impact Statements (EISs), retire or destroy with the 
Management and Wet- etc pro.iect, program or plan 
lands Protection which they support 
Actions 
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T Al LE 19--2. CONTINUED I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

8 controversial issues letters, messages, media releases, reports, analyses, destroy 7 years after the con 
etc troversy has been cleared or 

when AF has been relieved of 
accountab1hty for the mstalla-
t1on 

9 Memoranda of Under- letters, messages, comments on MOUs destroy when superseded 
standmltS (MOUs) 

10 Office of Management letters, messages, comments d1spose of with related proj 
land Budget Circular ect, program, plan which they 

A-95 subm1ss1ons suooort 

NOTE Upon retirement to the National Archives, the records covered by rule 1 will be screened by the National Archives Center for Carto
graphic and Architectural Archives, and only selected map enclosures will be retamed permanently wh!le the remamder of the records will be de
stroyed by the National Archives 

I I•TABLE 19-3 
HI! TO RIC PRF.SERVATION PROGRAM 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 h1stonc preservation all records pertammg to the h1stonc preservation pro- retam pendmg approval of 
11:ram d1soos1t1on authontv 

25. Management Engineering. These tables cover records relating to general pohc1es and procedures governing the 
conduct of management advisory studies and work measurement program, as well as boards and committees. 

I TABLE 25-1 I 
MANAGEMENT ENGIN EERING RECORDS I 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

1 productivity associated feBS1b1hty studies, study pro- approved proposals/requests, held at destroy 3 years after 1mplementa 
enhancement stud- posals, requests, and memoranda with AFMEA, MAJCOMs or Command t1on action 1s taken on the final 
1es (includes related records Management Engmeenng Team study report (

1. management (CMET) 
advisory studies) 'g- (see note I) 

1.1 approved proposals/requests later destroy 2 years after rejection of 
rejected, held at AFMEA, report 
MAJCOMs or CMET -

2 disapproved proposals/requests held destroy 1 year after disapproval 
at AFMEA MAJCOMs or CMET action -

study plans and reports with related approved for implementation, held at destroy 3 years after 1mplemen 
records for subm1sS1on of management AFMEA, MAJCOMs or CMET talion of the study recommenda-
advisory study reports tions 

3 

-
4 rejected by the approvmg authonty, destroy 2 years after study re Jec• 

held at AFMEA, MAJCOMs or tion 
CMET-
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TABI E 25-1. CONTINUl'D IR A B 
uL If the records are E or pertain to consisting of 

-s (RESERVED)<RESERVED)...L....7 studv mdexes 
8 (RESERVED)g (RESERVED) 

10 (RESERVED) 
1 1  (RESERVED) 
12 (RESERVED) 
13 manpower stand associated feas1b1hty studies, ards studies (see memoranda, and measurement plan note 1)  (MEAS PLAN) with related records -

JL_ 
lS-
16-17-
18 measurement report (MEAS-REP) and other manpower standards source data as requested by MEAS-PLAN, but not necessanly mcluded m the standards FIN-REP, including standard data input computation, measured manhour records, workload factor records, work urut production records, OPR con currences and comments -
19-
20-
21 

-
22 final report (FIN-REP) and proposals with related records, including support• mg computations, computenzed output products, program management data, and impact applications reports --23 

- 0 

C 
which are 
at AFMEA and MAJCOMs 

for AF standards at Functional Management Engmeenng Team (FMET) or designated lead team 
(RESERVED)for command standards at command lead teams for AF standards at MAJCOMs SOAs, and input teams for command standards at MAJCOMs SOAs and input teams 

D 
then 
destroy when suoerseded 

I I 
I I 
I I I 
I I I 
I Idestroy 1 year after venficatlon I 

that standards are superseded, obsolete or upon inactivation of act1v1ty to which standards apply 
destroy after publication of the manpower standard. 

for AF standards at FMET or des1g destroy 1 year after venficatlon nated lead team that standards are superseded, obsolete or upon inactivation of act1v1ty to which standards apply, whichever IS sooner 
(RESERVED)for command standards at command lead team for AF and command standards at MAJCOMs E>r part1c1patmg input teamsfor AF standards at FMET or des1g nated lead team 
(RESERVED)for command standards developed bv a command lead team 

2S computenzed output products pertain mg to the unadjusted input data (raw data) such as operational audit detail, summary lists, data analyses, and - regresS1on analysis products 
JL -27 
27.1 computer entnes of rules 22 , 24, 25 and 27 computenzed output products 

for AF standards at FMET or des1g destroy 1 year after 1mplementa nated lead team tlon of standard or after the input data serves no useful purpose m any specific data collection or analysis project, whichever 1s longer<RESERVED)for command standards developed bv command lead team at AF Design and Service Center destroy (cancel) m accordance and MAJCOMs/bases data automa with rules 22, 24, 25 and 27 tlon offices 
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TAI LE 25-1. CONTINI ED I 
R A B C 
u 
L If the records are 
E or pertam to consisting of which are 

28 standards mamtenance records mcludmg 
review process, partial remeasurement, 
data analyses, revised equations and man-
power tables, as appropnate, for AF and 
command standards -

29 documented manpower guides definmg at the prepanng activity 
manpower allowances with supportmg 
records 

30 at the usmg activity -
31 disapproved manpower standard studies 

coordmated through the FMET or 
AFMEA study staffing process 

-
32 ex1stmg reports and supportmg records 

for standard studies that have been can-
celled dunng development for AF or 
command standards 

33 Air Force Man record set of each pubbcatton, which at 1ssumg activity 
power Standards mcludes a pnnted copy of each issuance; 
(AFMS) edited manuscnpt, record showmg s1gna-

ture of approvmg authonty, record show-
mg latest review by approvmg authonty 
and related background, such as records 
relatmg to developmg, coordmatmg, and 
1ssu1ng each pubhcat1on -

34 at prepanng act1v1ttes 
-

35 management AF Fonn 29, Management Engmeenng at MAJCOMs and SOAs 
engmeenng pro Program Quarterly Status Report, and AF 
gram status and Form 501 , Management Engmeenng Pro-
schedule report gram Study Schedule 
(RCS HAF-
MPM(Q)(7 1 2 1 )  
(see note I )"""""""' 

36 at AFMEA 
37 Air Force MEP schedule with related records at MAJCOMs and SOAs 

master schedule- (see note I )  
38 at AFMEA or usme: acttv1tv 

NOTES 
1. These records are not authonzed for retirement to federal records centers 
2. OIiier to the National Archives m 5-year blocks when latest record 1s 25 years old 

D 

then 

destroy on the same basis as the 
ongmal FIN-REP to which they 
pertam 

destroy I year after guide 1s su-
perseded or obsolete 

destroy when superseded or ob 
solete 
destroy 2 years after disapproval 
as a standard or, 1f 1t IS deter-
mmed that the proposal can be 
used as a manpower guide, then 
rules 29 and 30 apolv 
destroy 2 years after cancellation 

retire as permanent (see note 2) 

destroy I year after AFMS 1s 
superseded, obsolete or rescmded 
(see note l l  
destroy 3 years after date o f !re-
port I 

l 
I

i 
/ 

! 

destrov when no lon�er needed I 

destroy I year after supersess1on 
or when no longer needed 

destroy when superseded 
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TABLE 25-2 
PRl)DUCTIVITY MEAS( REMENT. EVALUATION. AND ENHANCEMENT I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 productivity meas- data and 1Dformat1on ID correspondence, at functional managers as an 1Dput to destroy when year covered by 
urement and repons, and other sources used to the consolidated AF report report 1s earlier than current base 
evaluation prepare the annual federal productivity year of program 

- report or assess 1Dtemal Air Force pro 
duct1v1ty 

2 at HQ AFMEA for preparation of destroy when no longer needed ...... the consolidated AF reoort 
3- not an 1Dput to the consolidated AF 

reoort 
4 studies associated with development or destroy when no longer needed 

refinement of productivity measurement or superseded 
svstems 

5 productivity goals data and 1Dformat10n ID correspondence, at functional managers destroy when no longer needed 
repons, and other sources used to 

- prepare the annual Air Force Produc-
t1v1ty goals report or establish other 
1Dtemal Air Force product1V1ty goals 

6 at HQ USAF and HQ AFMEA for destroy after 3 years 
preparation of the consolidated AF 
reoort 

7 productivity 1Dd1v1dual requests, summary records, approved requests at destroy 2 years after close of FY 
enhanc1Dg capital status reports, and general correspond MAJ CO Ms/SO As ID winch approved project was 
1DVestments ence for Fast Payback Capital Invest- amonized 

ment (F ASCAP), Component Span-
sored Investment Program (CSIP), and 

- OSD Productivity Investment Fund 
(PIF) projects 

8 approved requests at HQ USAF and destroy 3 years after close of FY 

- HQIAFMEA ID which approved project was 
amon1zed 

9 approved requests below destroy I year after close of FY 

--
MAJCOMs/SOAs ID which approved project was 

amon1zed 
10 disapproved requests destroy I year after close of FY 

ID which request was dis 
aooroved 

11 productivity en projects, studies, research matenals, destroy when no longer needed 
hancement repons and other data perta1D1Dg to 

enhancement of labor productivity and 
auahtv of worklDI! life 
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TABLE 2S-3 I 
COi '1MITTEE AND BOARI I RECORDS I 
R A B 
u 
L If the records are 
E or pertain to consisting of 

1 AF committees (see case files of each approved AF committee, mclud• 
note I )  mg but not limited to  directive or  charter estab-

llshmg the committee, resume of maJor pomts of 
mterest concemmg committee heanngs and its 
general operations, termmatmg d1rect1ve and final 
committee report and findmgs, mcludmg mmutes 
of meetmgs and other papers relatmg to the estab-
llshment, rev1S1on or termmatlon of md1v1dual - studies or proJects 

2 

3 advisory committees case files of each approved advisory committee, 
(see note I) mcludmg but not limited to Secretanal approval, 

charter, llstmg of members and all changes, 
wB1vers m committee rules, agenda, verbatim tran-
scnpts or notes of meetmgs, studies, analyses, 
reports or other data, compilations or workmg 
papers made available to or prepared by or for 
any such advJSory committee, and any other data 
reqwred by AFR 1 1-36 -

4 

5 sound recordmgs sound recordmgs of mmutes of meetings of 

AFR 12-50 

C 

which are 

recorders' records 

members' records, not 
made a part of another 
records senes or not cov 
ered elsewhere m other 
tables 
recorders' records 

members' records not 
made a part of another 
records senes or not cov-
ered elsewhere m other 
tables 
transcnbed to paper rec-

Vol II 30 October 1987 

D 

then 

retire as permanent (see note 
-2) 

destroy when no longer 
needed 

retire as permanent (see note 
2) 

destroy when no longer 
needed 

destroy when transcnbed 
boards/committees ords (degauss and reuse magnetic 

6 not transcnbed to paper see rules I thru 4, as appllca-
records ble 

7 ad1t111Ustrat1ve sup- records that facilitate and support the respons1b1ll- chBlrman/recorder /members destroy when no longer 
port records ties of the cha1rman/recorder and staff act1v1t1es and responsible staff' act1v needed 

designated as representatives on or for boards/ 1ty records not covered 
committees, mcludlng copies of mmutes, mBlllng elsewhere m other tables 
lists, agendas, reports, correspondence, and other 
related papers reftectmg the pos1t1on taken on pol-
icy development or other board/committee dellb-
erat1ons 

8 committee manage- momtonng and control case files which conS1St of for AF committees destroy I year after temnna-• ment officers' control records relatmg to the approval, establishment, t1on of the committee 
files review, and temunatlon of md1v1dual boards/com-

mittees -
g for advisory committees destroy when obsolete, no 

longer needed or on mactlva-
t1on of committee 

10 reports of ex1stmg annual reports of AF and advJSory committees m accumulated by HQ retU"e as permanent one copy 
committees emtence, submitted accordmg to AFR 1 1 -36 USAF Committee Man- of each mventory (see note 

a2ement Officer 2) -
11 accumulated below HQ destroy after 2 years 

USAF level -
u supportmg feeder reports destroy when no longer 

needed 

NOTES 
l Committees and advisory committees are defined and explamed m AFR 1 1-36 
2 Offer to the National Archlves m S-year blocks when latest record JS 2S years old 

I 
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26. Manpower and Organization. Tlus table covers records relating to general pohc1es and procedures governing the 
authorizing, allocatmg, utihzmg and programmmg for mihtary and c1vihan personnel. 

I TABLE 26-1 
MAN POWER AND ORGANT 7.ATION 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

1 manpower authonza computer magnetic master tapes contai.rung de- as of the last day of each destroy after 1 year 
t1on tailed urut and position manpower authonzatlon calendar month, at HQ 

- data for all fiscal penods m the current manpower USAF 
program 

2 as of the last day of each destroy after 6 months. 
calendar month, at 
MAJCOMs 

3- as of the last day of each destroy after 5 years. 
fiscal ouarter at HO USAF 

4- as of the last day of each destroy after 2 years. 
fiscal auaner. at MAJCOMs 

5- as of the last day of each retire as permanent (see 
FY, at HO USAF note 3) 

6 as of the last day of each destroy after 5 years. 
FY at MAJCOMs 

7 computer magnetic tapes or card decks contammg destroy when superseded or 
data extracted from the manpower authonzat1on no longer needed. 

-- file 
7.1 computer magnetic tapes or card decks contallllng 

- manpower authonzatton data that are used as m-
terf.ace between data systems 

8 (RESERVED) 

..2....... (RESERVED) 
10 (RESERVED) 
11- machme listmg of data denved from the manpow- destroy when superseded or 

er authonzatlon file no lonii:er needed 
u machme hstmgs such as tables, registers and m- destroy after I month or 

- dexes which reflect the posture of manpower sub- when no longer needed. 
svstem files at the comoletion of an uooate cvcle 

13 machme listings such as error hsts and change hsts!'· destroy on completion of 

- which provide selective mformat1on dunng an up the update cycle or when 
date cycle no lomrer needed. 

14 machme listings contammg selected data obtained destroy when no longer 
throu2h mau1rv aszamst the vanous manoower files needed 

14.1 <RESERVED) 
14.2 resource control computer magnetic tapes reflectmg the status of 

manpower allocations for all fiscal penods m the 
as of the last day of each 
calendar month at 

destroy after I year or
I when no longer needed, 

current mannower nro2ram MAJCOMs I wluchever 1s sooner 
15 manpower change re- correspondence, forms or maclune listings wluch approved requests at HQ destroy 5 years after ap-

quests identify the changes requested and contam Justlfi- USAF proval 

- cation, coordmat1on and approval/disapproval 
statements 

16- disapproved requests at HQ destroy 3 years after dis-
USAF aooroval 

17- approved/disapproved destroy 2 years after imple-
requests at MAJCOMs mentatlon or d1sannroval. 

18- approved/disapproved destroy I year after 1mple 
reauests below MAJCOMs mentat1on or d1sannroval. 
mformatlon copies mam- destroy after 1 year or 
tamed for momtonng pur when no longer needed - noses 

18.1 

https://urvl,.te
https://magnet.le
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T ABL ' 26-1. CONTINUED I 

r 

R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

19 forms winch are used solely as keypunch crea- destroy after complenon of 
tlon sheets update cycle or when no 

lon2er needed 
20 deferred manpower bstmgs/correspondence reftectmg manpower destroy when superseded 

reqwrements requirements winch have been validated but not llor no longer needed 
allocated because of nonavailab1bty of resources 

21 USAF orgaruzanon USAF Command Orgamzat1on Chart Book at HQ USAF retire as permanent (see 
note I ) 

22 OAF d1rect1ves such as OAF /PRM letters at issuing act1v1t1es 
d11"ectm2 or2amzat1onal actions 

23 USAF manpower manpower programmmg data in support of at HQ USAF 
programmmg USAF force structure, including program 

change requests, force and financial plan, 5-year 
defense clan 

24 commercial activity magnetic tapes contammg CA annual mventory at HQ USAF and AFMEA destroy when obsolete or 
(CA) inventory re reportmg data for in-house act1V1t1es and con no longer needed 
portmg data system tract services 

25 at MAJCOMs/SOAs/DRUs destrov after 2 vears 
25.1 punch cards used for developmg magnetic tape at MAJCOMs/SOAs/DRUs destroy when obsolete or 

contamm2 CA annual mventorv reoon data and bases no lon2er needed 
·26 manpower standards annotated machme bstmgs, standards appbcanon at MAJCOMs/SOAs and destroy after I year, or 

application and reap work sheets, coordmat1on records, workload col management engineering when no longer needed, 
plication lect1on worksheets, and workload venficanon teams (METs) whichever IS later 

records/correspondence 
•27 commercial act1v1t1es performance work statement of urut or function at MAJCOMs and MET per- destroy 5 years after study, 

cost companson stud considered for contractmg out, deduct analysis, fonrung cost study upon completion of next 
1es cost study, and supportmg records study, or when no longer 

needed. whichever 1s later 
28 (RESERVED) I I 
29 commercial activity machme bstmgs of data denved from the CA m- at HQ USAF and AFMEA destroy when obsolete or 

program records ventory reportmg data system no longer needed 
30 at MAJCOMs/SOAs/DRUs destroy after 5 years 

and bases ,_ 
30.1 background records for CA mventory report destroy after 2 years 

data entered on punch card transcnpts and/or 
work sheets, mcludmg general CA mventory 
reoon corresoondence 

30.2 CA reviews, new start or expansion requests, at HQ USAF and AFMEA destroy when obsolete or 
cost companson studies and general CA pro no longer needed 
gram correspondence 

30.3 at MAJCOMs/SOAs/DRUs destroy when superseded 
and bases 

31 USAF orgaruzatlon tables of manpower requll'ements for AF at HQ USAF retire as permanent (see 
tables (OTs) Reserve and Air National Guard uruts, reft.ectmg note 2) 

data m terms of functions, grades, AFSCs and 
numbers reqwred to support vanous levels of 
workload and/or authonzed eqwpment 

32 below HO USAF destrov when sunerseded 
33 c1v1ban position statements prepared annually for all c1v1ban pos1- at HQ USAF destroy after 3 years 

essentlabty statements t1ons and md1v1dually for vacated positions 
before they may be filled 

34 below HO USAF destrov after I vear 
NOTES 
I OW.er to the National Archives in 5-year blocks when latest document 1s 25 years old 
2. OW.er to the National Arclnves when 25 years old USAF Orgamzatlonal Tables are no longer created Less than one cubic foot 1s stored 1n 
the WNRC. 
3 Offer to the National Archives as soon as possible after creation 
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27. Programming. This table covers records pertaming to the principles and objectives for development of current, 
intermediate and long-range programs pertainmg to the AF mission. Pubhcations concernmg programmmg in 
specific subject areas are placed in the appropnate subject senes tables. 

I ITABLE 27-1 
PEACETIME PROGRAM I ECORDS I 
R A B 
uL If the records are E or pertain to consisting of 
1 USAF •p• senes records with the short title of PA, PD, PT, records PM, PS, PG, etc (except commurucat1ons-electronics program records covered m table 100-4)-
2-
4 background, source and feeder matenal 

-
5 

6 command program records equivalent to the USAF •p• senes records (EXCEPTION see rules II I and 1 1  2 )  
-
-7 

8 background, source and feeder matenals (EX-CEPTION see rules 1 1  1 and II 2 )  
-

9 

,...........
10 

,...........
11 

11.1 Air Force consoh-dated cryptologic oroizram 
and communications background, source and feeder matenal 11.2 command control program (C3P) 

12 program action plans, programs, directives, orders wntten for directives, pro- peacetime 1mplementat1on, background, source, grammmg plans, and related data and planning doc-uments,...........
12.1 

C 
which are at HQ USAF 
at MAJCOMs 
reference copies at HQ USAF 
retained copies of MAJ COM subm1SS1ons mcludmg forms pertauung to the recommend-ed ftvmir-hour proirram at MAJCOMs 
at maJor subordinate com mands and below at MAJCOMs 
retained copies of command stalJ element act1v1ty sub-missions with related corre-spondenceretam_ed copies of maJor sub-ordinate command subnns-s1ons mcludmg forms penain-mg to the recommended ftvmit-hour proirram retained copies of subnnss1ons made to maJor subordinate commandsat HQ ESC 
at MAJCOMs 
at HQ USAF and MAJCOMs 
reference copy records 

D 
then 
I)retire as permanent (see note 
destroy when superseded or obsolete 
destroy when related record 1s superseded or no longer neededdestroy after 2 years or when obsolete, wluchever 1s later. 

tdestroy 2 years afer close of the earhest FY included m the document or when superseded or obsolete. wluchever 1s later destroy when superseded or obsoletedestroy 2 years after close of the earhest FY included m the document or when superseded or obsolete wluchever 1s later destroy when related plans are superseded or obsolete 
destroy 2 years after close of the FY to winch they relate. 
destroy on receipt and review of the related command pro-gram record for accuracy destroy after 8 yearsll!6-
destroy after 5 years or when no longer needed for ongoing dec1S1on processes, wluchever 1s later (destroy see note 2) 

t2 years afer the date all actions were completed 
destroy when superseded or no lonirer needed 
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TABI F. 27-1. CONilNUED I 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

USAF orgamza- OAF d1rect1ves which direct orgamzat1onal at 1ssu1Dg act1v1t1es retire as permanent (see note 
bona) records actions, HQ USAF /PRP OAF movement I!') 

d1rect1ves for the movement of AF umts, ID 
clud1Dg OAF movement directives issued by 
oversea commands that effect payment for 
travel and relocation of people and umts, and 
background to records descnbed ID rule 15 

13 

-
14 at other than 1ssu1Dg act1v1t1es destroy I year after action IS 

completed (EXCEPTION 
when used as background to 
record sets of orders, see table 
10-3) -

15 requests for action and Justification thereof, 
studies, movement directives, requests for ord-
ers and other related records 

NOTES. 
Olfer to the Nauonal Arcluves ID 5-year blocks when latest record 1s 25 years old 

2 These records are not authonzed for retirement to a federal records center 

28. War Planning. These tables cover records pertaining to policies and procedures for the development, ad
mmistrat1on, and support of USAF plans pertaining to the AF wartime mission. Publications concermng planning m 
specific areas are placed m the appropriate subject senes tables. 

I ITABLE 28-1 
WA lTIME Pl.ANNING REO!')RDS I 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

1 master set of plans the USAF War and Mob1hzat1on Plan (WMP), at HQ USAF and retire as permanent when 
USAF Planning Concepts (The Plan); Cont1Du1ty MAJCOMs superseded, obsolete, or when 
of Operation (COP OAF) Plan; Survival, Re- implemented, one copy of all 
covery, and Reconsbtubon (SRR) Plans, augmen- plans with essential source 
tat1on plans, and all plans written ID support of matenal, annexes, appendices, 
JCS, HQ USAF, and unified command plans tabs, and all changes thereto 

(see note). 
1.1 Jo1Dt Operating Plan- camera ready pages, background matenal, JCS at specified commands hold for 2 years when no 

rung System (JOPS) approval records, maps, lhght plans, charts, and longer reqwred by the JCS, 
master set of plans TPFOL L1st1Dgs and agency coord1Dat10n sheets retire the record copy and all 

for JOPS prep�ed Operation Plans background information as 
oermanent (see note). 

2 support plans records smular to those descnbed ID rule I ,  destroy when superseded or 
received from subordmate echelons, lateral com- obsolete 
mands, and other defense agencies for momtonng 
purposes and/or for coord1Dabon of planned oper-
atlons 

3 implemented plans a master set of implementations of the plann1Dg at 1mplement1Dg head retire as permanent (see note). 
records covered ID rule I quarters 

4 basic planmng records basic wartime plans, operabons plans and orders, destroy when related plan or 
augmentation plans, continwty of operauons plans, order IS superseded or obso-
and similar media with essential source matenal lete 
prov1d1Dg gwdance and requirements to support 
huzher headauarters wartime olanmmz 

5 reference plans war plans and smular media received for review destroy when superseded, ob 
and e:wdance solete, or no lon2er needed 

6 background matenal correspondence and related support data furnish- at MAJCOMs destroy when related plan 1s 
ID2 IDt>Ut to MAJCOM wartime plans suoerseded or obsolete 

NOTE OIiier to the National Arcluves ID 5-year blocks when latest record 1s 25 years old 
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I lTABLE 28-2 
SINGLE INTEGRATED OPl 'RATIONAL (SIOP) AND CONTINGENCY/TRAIi" ING PLANNING RECORDS I 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

1 rev1s1ons of the SIOP, operational and mtelbgence data essential to the at operational umts destroy when revised plan 1s 
contmgency or trammg 
plan 

successful execution of specific sort1e(s) of a umt's 
Emergency War Order, contmgency operation, or 
trammg operation 

implemented, superseded, ob 
solete or no longer needed I 

2 planmng records annexes to the SIOP, b3Slc wan1me plans, opera at mtermed1ate commands, destroy when superseded, ob-
Uonal plans and orders, augmentation plans, contl NAFs, operational umts solete or no longer needed 
nu1ty of operations plans, and s1m1lar media which 
provide essential guidance and requirements to 
construct support/implement higher headquaners 
wan1me/contm.11.ency p)anmnit 

30. Personnel. Tables m this senes cover records affectmg both military and c1vil1an personnel, except that the Per
sonnel Data System-Military is mcluded. See tables in the 3 5-series for m1htary personnel, the 40-senes for civilian 
personnel, and the 45-series for Reserve Forces records. 
I ITABLE 30-1 

Mil IT ARY AND CIVILIAN PEI SONNEL I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 Confidential Statement of DD Form 1555 filed under AFR 30-30 at appropnate Standards of destroy when 6 years old, except 
Affibauons and Fmancral Conduct Counselor that records needed m an on 
Interests DOD Personnel gomg mvesugatlon will be 

retamed until no longer needed 
ID the mvestui:at1on 

1.1 repon of DOD and de- repons filed m accordance with AFR 30-14 at HQ AFAFC/RPD lldestroy after 3 years 
fense related emplovment 

1.2 Executive Personnel F1- SF 278 filed under AFR 3�30 and reqmred at Judge Advocate Gen- destroy when 6 years old, except 
nanc1al Disclosure Report by the Ethics m Government Act of 1978 era), HQ USAF and Office that records needed m an on-

(PIL 95-521) of the General Counsel of gomg mvestlgatlon will be re 
the Air Force (SAF/GC) tamed until no longer needed m 

the mvestlgatlon 
2 requests for approval to requests and related correspondence approved requests at destroy after I year- attend techrucal, scientific approvmg headquarters 

or professional meetmgs and/ or orders 1ssum1? office 
3 disapproved requests or destroy after 3 months 

approved requests at ac-
Uv1t1es other than m rule 2 

4 records pf symposia, con- mmutes, agendas and related records, accu- dispose of with related func-
ferences, exh1b1ts, scientific mulated by sponsonng OPR of AF-con tlonal subject matter files of the 
and techmcal conventions ducted symposia/conferences activity or office 
conducted or sponsored by - AF 

5 control records, correspondence concerrung destroy after I year or when no 
conduct of events which do not document longer needed, whichever 1s 
an achievement or have contmumg refer sooner 
ence value 

6 olf-duty employment re records and related correspondence penam- approved destroy on termmat1on of em 
quests/appbcauons mg to requests for approval of off"-duty ployment, when superseded by a 

employment new request, or on reassignment- or separation of md1v1dual 
disapproved destroy after I year, or on re-

assignment or separation of mdl-
v1dual concerned 

7 
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TABL 30-1. CONTINUED I 
R A 

u 
L If the records are or 

E pertain to 

8 <RESERVED) 
9 duty and travel restnctlons 

reminder letters 
10 <RESERVED) 
11 alcohol abuse control case 

files 

-
11.1 

11.2 alcohol abuse control 
evaluation case files 

---
•12  drug abuse control case 

files 

12.1 MAJCOM drug abuse 
control data (Drug Re-
hab1btat1on Action Man-
agement Information Sys-
tem} 

12.2 drug abuse control eval-
uatlon case files 

B 

consisting of 

I 
I 

alcohol abuse identification, treatment, 
and rehabibtatlon records required by 
AFRd30-2 

alcohol abuse 1dent1ficat1on, and evalua 
tlon 

records on ind1v1duals not authonzed 
for inclusion m the record groups, or 
not covered elsewhere in th!S regulation 
(see AFR 30-2) 
automated and manual files related to 
drug abuse 1dentdicat1on, category of 
abuse, acceptance of treatment, and sub-
sequent personnel actions used to 1den 
tlfy and track an ind1v1dual's accept-
ance/declinat1on/progress in SAC Drug 
Rehabilitation Program, measure success 
of program objectives, support separa-
tlon actions, and provide analysis 
reoorts 
drug abuse identification and evaluation 
documentation required by AFR 30-2 

C 

which are 

I 
I 

at social actions offices 

reqwred to meet the state 
of Cabfom1a accred1tat1on 
standards 
at social actions offices 

at social actions offices 

D 

then 

see table 205-5 
l ld
II 

destroy I year after end of 
month action (rehab1btat1on, per-
manent change of station (PCS}, 
or separation} 1s completed, 
unless needed as background for 
case files supporting separation 
actions under other d1rect1ves, in 
such cases, d1spos1t1on will be 
the same as the files which they 
sunnnrt (see notes 2. 7) 
destroy 3 years after completion 
of rehab1btat1on lld

destroy 6 months after end of 
month dunng which the com 
mander decides entry into pro 
gram 1s not appropnate (see note 

destroy I year after end of 
month action (rehab1btat1on, 
PCS, or separation} 1s completed 
(see notes 2. 3.  4, 7 and 9) 
destroy 2 years after entry into 
the Drug Rehab1btat1on Pro 
gram (see notes 2, 3, 4 and S} 

destroy 6 months after end of 
month dunng which the com-
mander decides entry into pro-
gram IS not appropnate (see note 

12.J drug abuse case treatment records related to a member's entry into accumulated under AFR remove and destroy I year after 
files and part1c1pation in rehab1btat1on 30-2 and not at social date of completion of Phase V 

actions offices of rehabihtatlon, or I year after 
the ind!Vldual 1s reassigned PCS, 
separates, retires or dies 

drug/alcohol abuse control reports on drug/alcohol abuse program at HQ USAF/DPX retire as permanent (see note 8} 
stat1st1cs status 

14 at MAJCOM social ac- destroy after 3 years 
t1ons offices 

13 

-
at social actions offices destroy after 2 years15 I Ibelow MAJCOM 

academic rank appoint- requests for appointment, recommenda- destroy when ind1v1dual 1s no 
ments tlons for promotion within academic longer ebg1ble for assignment to 

ranks, and related records instructional pos1t1ons or when 
no longer needed, whichever 1s 
sooner 

16 
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TABLE 30-1. CONTINUED I 

R A B C D 
u 
L If the records are orE pertain to consisting of which are then 
17 equal opportumty and adm1mstrat1ve mqumes and mvest1gat1ve at soclBI actions offices destroy 2 years after case 1streatment stat1st1cs reports, records of mterv1ew and mc1- closeddent/complamt reports relatmg to equaloooortumtv matters-
18 reports on equal opportumty and treatment at HQ USAF/DPX destroy after 20 yearsprogram status, mcludmg equal opportumtycomplamts, rac1al mc1dents and affirmativeactions plan status reports-
19 at social actions offices destroy after 2 years 
20 general gnevances, appeals md1v1dual's gnevance or complamt, report destroy 2dCC1S1on oryears after date of finaland d1scnmmat1on com of heanng or mqu1ry, copies of dec1s1ons 2 years after date ofplamts rendered, and related matenal any action on the case after finaldec1s1on whichever IS later 
21 adverse actions notice of proposed action and answer made destroy 2 years after date of theby md1v1duals and notice of dec1S1on, m- adverse actioncludmg records concemmg circumstancesof adverse action cases, dates of delivery ofnotices, sequence of events and statementsof witnesses 
22 lecturer case files correspondence and forms deta1hng con- m offices of record destroy after 3 years (see notetracts with lecturers, b10graph1cal sketches 6)of lecturers, host officer, mtroductlons,evaluations of lecturers and related matenalNOTESI Use rule 5 for d1spos1t1on of files which do not meet cntena for permanent retention under AFR 12-50 , volume I, chapter 32tlonsTransfer copies of files pertammg to md1v1duals bemg reassigned pnor to completmg rehab1htat1on to social actions offices at gammg orgamza3 Transfer to USAF Special Trammg Group copies of files, with other personnel records, for md1v1duals transferred to that Group4 of files pertammg to md1v1duals recommended for discharge, separation, or court-martial under tables 35-9 or 1 1 1-1 ,  as appropnate.5 Dispose of records files m the UIF under table 35-56 If lecturer 1s std) under consideration for future mv1tat1on, documentation may be retamed until no longer needed, then destroyed7 Destroy erroneous 1denttficat1on/nonsubstantiated alcohol/drug abuse control case files upon nottficat1on of erroneous/nonsubstantlated identification.8 Olfer to the National Archives m 5-year blocks when latest document IS 25 years old.•9 A temporary extension of the retention penod for the 1982 -1983 drug abuse case fi les has been granted untd 30 September 199 1 

i ITABLE 30-2PERSONNEL IDENTIFICAT ON AND PASS RECORDS IR A B C D 
uL If the records areE pertain to consisting of which are then 

1 1dent1ficat1on creden- cards issued to military personnel, their dependents or permanently surren- destroy immediately 1f nottials other authonzed md1v1duals to establish identity as mth- dered or confiscated to be relSSUedtary personnel, protected personnel, noncombatants, or asentitled to pnvdeges such as medical care, commissarypnvdeges, exchange patronage, and adnuss1on to m1htarytheaters or for sumlar oumnses under AFR 30-20 
2 local badges, photographs, passes, 1denttficat1on finger-pnnt cards and s1mdar records used to identify personnelres1dmg on or pemutted to enter an AF mstallat1on orbarred from such mstallat1ons, or controlled area credentlals for regulatmg entry to a land or water area, butld-mg, structure or room to which entry must be controlledto protect USAF physical resources situated thereon orcontamed therem-
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I . ITABLE 30-2 CONTINUED 
R 
u 
L 
E 

3 

-
4 
5 

A 

If tbe records are 
pertain to 

Armed Forces hberty 
pass 

' 1  
' 1  
, I  
I ,  

6 

-
7 

prov1S1onal pass 

8 

9 

10 

loss, theft or destruc-
hon of 1denttficat1on 
credentlals/oasses 
apphcatlons 

•11  apphcat1ons 

11.1 

•11.2 

12 

12.1 

B 

couisting of 

restncted area badges issued to 111d1v1duals who have 
been granted unescorted entry authonty to restnct areas 
under AF 207-senes d1rect1ves 
OSI bad2es and credentials 
forms issued to mrmen to authonze absences from official 
duties, or for absences dunng normal 011'-duty hours 
when credentials m rule 1 are not used for those purposes 

forms issued to enlisted members of the Armed Forces 
when delays might result m failure to report to proper 
station w1thm time hm1t specified m orders or pass, or 
when a pass has expired or the md1v1dual does not have a 
pass or leave orders 

statements, certificates and related correspondence re 
portmg the loss, theft or destruction of identification ere-
dentlals or oasses 
forms or correspondence used as apphcatlons or requests 
for 1dent1ficat1on credentials or passes 

forms or correspondence used as apphcat1ons or requests 
for 1denttficat1on credentials or passes 

apphcatlons not used for reissue of ID card 

-

copies of unescorted entry authonzatlon m81Dtamed by 
requesting act1V1t1es or as part of an entry control system 

C D 

iwhich are then 
' 

see table 124-1 ' 
destroy on reaccomphsh 
ment of a new pass, or on 
reassignment or separation 
of md1V1dual 

at 1SSumg activity destroy 90 days after date 
of issuance 

I 
I
Isent to md1v1dual's 
icommander or station 

destmatlon ' 
1SSued to md1v1duals destroy when md1v1dual 

reoorts to final destmat1on : 
I

at act1v1ties 1SSumg re- destroy after 1 year. 
placement credentials ; 

disapproved destroy or return to re-
questing office or md1v1d 
ual as aoohcable 

retamed by venfymg destroy upon receipt of ' 
iand ISSumg act1v1t1es processed apphcatlons 

as receipts for US which supersedes apphca- ' 
Armed Forces creden t1on on file; (EXCEP 
tlals issued under AFR TION comply with AFR 

i30-20 30-20, para 2-7, for i 
separated and discharged 
md1v1duals) (see note 2) ! 

at issumg act1v1t1es as destroy when superseded 
a receipt for creden• by a new apphcatlon, on 
tlals, badges, and destruction of related ere-
passes not covered by dent1al, or immediately 
AFR 3o-20 after 1SSuance of credential 

and entry on control log 
by 1ssumg office, as pro• 
VJded for m the prescnb-
1112 d1rect1ve. 
destroy I year after card(s) 
expire (Exception same 
as for rulle 1 1  ) 

reqwred by current (see table 3S-I) 
directives to be filed m 
md1v1dual's personnel 
folder 
used by the requestmg destroy when notified that 
act1v1ty to insure that credential has been re-
the badges issued are turned to 1SSumg act1v1ty 
surrendered upon re-
assignment or sepa-
ration of md1v1dual 
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T ABT ' 30-2, CONTINUED I 
R A 
u 
L If the records are 
E or pertain to 

13 destrucnon certificates 

-
14 

15 accountabd1ty records 

•15.1 accountab1hty records 

15.2 

16 exchange pnvdege au-
thonzat1on letters for 
Air Force Reserve and 
Air National Guard 
members and related 
control records 

17 passports and visas 

18 
19 

NOTES 

B 

consisting of 

forms or correspondence used to cernfy the destruc 
non of 1dent1ficat1on credentials permanently surren 
dered or confiscated 

forms used to record bunung or munlatlon of blank 
accountable 1dentdicat1on credenuals 

logs, registers, receipts for blank accountable forms, 
destrucuon certlfi.cates for destroyed blank accountable 
forms and similar records 

logs, registers, receipts for blank accountab1bty forms, 
destruction certificates for destroyed blank forms and 
surular records 

numencally controlled authonzat1on form letters and 
control registers 

authonzat1ons to apply for no-f.ee passports andior 
requests for VJSaS and related correspondence (see 
note) 

annual reoort of nassnort annlications 
receipts and related correspondence for the issuance of 
passports 

C 

which are 

prepared by de 
stroymg officials who 
do not have custody 
of the receipts for the 
related credentials, 
and sent to the 
aooroonate custodian 
prepared by de-
stroymg officials 

completed b y  1ssumg 
officers to record the 
issuance of 1dent1fica-
non cards (ID) cov-
ered bv AFR 30-20 
completed by 1SSumg 
officers to record the 
ISSue of 1dent1ficat1on 
credentials/passes not 
covered by AFR 30-
20 
completed by 1ssumg 
officers to record the 
issue of subblocks of 
velucle reg1Stranon 
1dentdicat1on forms to 
official vehicle regis-
trat1on a11:ents 
at Air Force Reserve 
and Air National 
Guard uruts' orderly 
rooms 

at MAC act1v1t1es 

D 

then 

the custodian destroys the 
destruction certificates 
when the related creden-
t1al receipts are destroyed. 

they become part of the 
accountability file (see rule 
l Sl  
destroy S years after 1SSue 
of last card listed on log or 
register form. 

destroy after last badge 
hsted on the form IS des-
troyed 

destroy 60 days followmg 
exp1rat1on of validity 
penod for that senes of 
vehicle reg1Strat1on decal 

destroy I year after close 
of fiscal year. 

destroy 6 months after 
subm1SS1on of annual 
report of passport appb-
cations 
destrov after I v ... r. 
destroy when passport 1s 
renewed; destroy 3 months 
after md1v1dual's reassign-
ment, or return of passport 
tn the ISSUIDll aaencv. 

I. The back of DD Form 1056, Authonzatlon to Apply for a No-Fee Passport and/or Request for Visa, becomes the receipt See AFR 3o-4, 
paragraph 2-7  For MAC acnV1t1es, see rule 19. 
2 Exception The 1SSwng act1v1ty destroys the AF Form 279, Application for Identdicat1on Card, after 1dent1ficat1on card 1s 1SSued. 
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This table covers records pertaining to the following types of casualties: killed in action, missing m action, captured, 
wounded in action, deceased (nonbattle), and very seriously ill/injured or senously dl/mJured. 

i TABLE!'�3 I 
CASl ALTY REPORTING. NOTIFICATION. AND ASSISl'ANCE I 

R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

active duty and retired casualty reports, supplemental reports, notdi- at HQ AFMPC/DPMC 1Dcorporate 1Dto the master m1h 
deceased personnel, active cation messages to next-of kin, letters of cir tary personnel records after the 
duty killed m action, All' cumstances and condolences, report of casualty assistance case has 
Force Academy Cadets, casualty, report of facts and circumstances, been closed and then send to 
All' National Guard and acknowledgment and/or transfer of casualty NPRC under table 35-1, rule 1 
USAF Reserve assistance, record of emergency data, 

casualty assJstance sUilllDllI}', and related 
correspondence (see rules 12 and 1 3  for DllSS-
mg person(s) supplementary report) 

1 

-
2 at mstallatlons destroy 1 year after casualty 

assistance case has been closed 
(see notes 1 and 2) 

3 m1ssmg and captured per held until fate of casualty apply appropnate d1spos1t1on m 
sons 1s determmed (at all lev- structlons for deceased (rules 1 

els) and 2) or returned to m1htary 
control (rules 4 and 5) 

4 persons returned to mth at HQ AFMPC/DPMC see table 35-1 
tary control from mtSS1Dg 
or captured status (see 
note 1) -

s at mstallanons destroy 1 year after casualty 
assistance summary has been 
forwarded to HQ USAF (EX 
CEPTION see rule 1 1) (see 
note 3),-

6 very senously 111/in!'JUred at HQ AFMPC/DPMC destroy 6 months after admm-- or senously tll/1DJUred 1strat1ve closmsz of case 
7 at mstallat1ons destroy 1 year after patient IS 

reported " WRITE," 
"B ROKE • "MOVED • ,-

8 wounded ID action and at HQ AFMPC/DPMC destroy 6 months after receipt 
not senously 111 or mJured of renort -

9 at mstallat1ons destroy after 1 year,-
10 casualty records mam at other than HQ USAF destroy after admtrustrat1ve 

tamed at levels of com- and reporttng mstalla- clos1Dg of case, or when no 
mand not covered ID thts t1ons longer needed to perform mom-
table tonng respons1b1ht1es (see note 

2) 
11 report of casualty; return final issue only - at HQ USAF/ MPMDR see table 35-1, rule 1 

to m1htary control from and reportmg installa 
mtss1Dg m acnon or cap- nons 
tured status 
mtssmg persons supple- report with attachments and all related 1Dfor- at HQ AFMPC/DPMC 1f after 10 years, status 1:s still 
mentary report manon mtssmg, mcorporate mto the 

master mthtary personnel 
record and then send to NPRC 
under table 35-1, rule 1 (see 
note 4) 

12 

-
12.1 1f status IS no longer mtssmg 

before 10 years have elapsed,- see rule 3 (see note 4) 
13 at mstallat1ons destroy when member's status 

has chanszed 
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TABI E 30--3. CONTINUED 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

14 record of emergency data forms for active duty AF personnel at HQ AFMPC/DPMC destroy after member's release 
(on1�mal) from extended active dutv 

15 record of emergency data forms for active duty AF personnel; ANG; held by geograph1cally destroy 30 days after member's 
(duphcate) USAFR, and AF Ready Reserve not on ex- separated uruts (GSU) departure from GSU or entry 

tended active dutv onsEAD 
16 forms for ANG and USAFR personnel enter- sent to uruts of attach- destroy 90 days after member's 

mg active duty (not EAD) and whose per- ment departure 
sonnel records are not forwarded to duty _,

17 

base 
forms for ANG and USAFR personnel per-
fomung duty with a urut other than urut of 

sent to uruts where duty 
1s being performed 

- ass1gnment and whose penonnel records are 
not forwarded to dutv base 

18 forms for active duty AF personnel hospital- sent to CBPOs servicing destroy when member IS re-
1zed awav from the home mstallatlon the hosu1tal leased from hosu1tal. 

19 record of emergency data forms for active duty AF personnel assigned at CBPOs, Personal destroy upon permanent change 
(carbon punch card) to the base or mstallat1on Aff':airs Section or Cus- of station or separation of mem-

tamer Center {see note 5) ber. 

NOTES· 
I .  Retain AF Form 58, Casualty Ass!Stance Summary, (if no AF Form 58, retain copy of AF Form 1 3 1 2) and a copy of DD Form 1 300, Depart 
ment of Defiense Report of Casualty, or death certificate for 5 years m accumulating office. 
2 Destroy casualty reporting records retained by mstallat1ons with only reportmg respons1bihty 6 months after date of death 
3 Destroy casualty reporting records retained by mstallat1ons with only reporting respons1b1hty 6 months after member 1s returned to m1htary 
control 
4. Missing persons supplementary reports (SMR) covenng multiple crew members WIii be retained by AFMPC/DPMC for 10 years after the last 
crew member's status 1s resolved, will be incorporated into the master military personnel record and then sent to NPRC under table 35-1 ,  rule 1 .  
SMR will be filed with master m1htary personnel record of  the pilot 1n  command of the aircraft or the senior ranking member m a command 
mCJdent 
5 Th!S IS an opt1onal file and may be establ1Shed at the discretion of the Chief., CBPO 

TABLE!'30-4 I 
PEI SONNEL DATA SYSTEM-II ITT..IT ARY (BASE LEVEL MILITARY PERSONNEL SYSl'EM) !BI.MPS) ,.,. note 1) I 

R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

-1 month-end strength HQ a complete record of every member on the master per- destroy EOM Jul, Ang, � 
USAF officer/airman mas- sonnel file as of the end of each month; used to denve Nov, Jan, Feb, Apr, May 
ter personnel file the strength of the AF as of the end-of.-month (EOM) after 1 3  months. 

2 destroy EOM Mar, Jun after 
3 vears -

3 destroy EOM Dec after 6 
vears -

4 destroy EOM Sep after 10  
vears 

5 MAJCOM officer/amnan master files as of 30 Jun and 3 1  Dec destroy after 90 days. 
master uersonnel record 

6 monthly HQ USAF officer records of transactions processed by AFSN/SSN records destroy after 6 months. 
airman transaction history that proVJde capability for post-analysis of actions af-
file fectmg AF personnel structure and for reconstructing all 

act1V1t1es within the personnel function as they relate to 
md1v1duals commands. or to the force structure 
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T ,U LE 3o-4. CONTINUED I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

products result1Dg from a card deck used to produce a report, or the report itself destroy when superseded or 
the PDS which are which serve such diversified purposes that 1t IS 1mpract1- no longer needed 
mecharucally produced cal to develop a retention penod for each 
output products not cov-
ered elsewhere ID th1S 
re2ulat1on 

7 

m1htary personnel data obsolete punched cards ID history file IDJCBPO work dispose of after 60 days or on 
records uruts 1Dact1vat1on, whichever IS 

sooner (see note 2) 

8 

-
9 cards on personnel dropped from rolls dispose of after l year or on 

1Dact1vat1on, whichever IS 
sooner ( see note 2) -

10 APR/OER data records used to control subm1ss1on of dlSpose of when superseded, 
AFRs/OERs reVISed, or 6 months after 

reassignment or separation of 
1Dd1v1dual, whichever IS 
sooner ( see note 2). 

11 (RESERVED) ' 
12 average strength data 1Dformat1on used to make management dec1s1ons re at HQ USAF, destroy after I year or on 

report gard1Dg health, welfiare, and morale of m1htary personnel MAJCOMspmd 1Dact1vat1on, whichever 1s 
bases sooner 

13 at us1Dg act1v1- destroy after 3 months or 
ties when no longer needed, 

whichever 1s sooner 
14 daily strength data urut m1htary strength balance reports and Reserve urut ong1Dals ID destroy after 60 days 

strength balance reports CBPOs -
15 copies other destroy when no longer 

than rule 14  needed 
16 transaction registers re- the report itself which 1s computer produced each pro at CBPOs, Per destroy after 30 days or 

sult1Dg from Base Level cess1Dg day sonnel System when no longer needed, 
M1htary Personnel System Manager (PSM) whichever IS later - (BLMPS) work centers 

17 copies at other destroy when no longer 
work centers needed. 
than PSM 

18 m1htary personnel record computer output sequential microfiche files used to obta1D destroy when superseded or 
1Dformat1on current oersonnel data when no lon2er needed 

19 medical exam1Dat1on and physical, chrucal, dental exam1Dat1on rosters action copies destroy afiter 90 days. - 1mmuruzation 
20 all copies other destroy when action copy, 

than rule 1 9  annotated by  medical fac1hty, 
IS returned to CBPO -

.1L 1mmuruzat1on reentry update cards onsnnal destrov after 90 davs 
22 action copies destroy when no longer 

needed -
23 all copies other 

than rules 2 1  
and 22 

NOTES. 
l The Personnel Data System (PDS) IS compnsed of two basic parts. PDS-M1htary and PDS-C1v1han Vanous mechanized reports management 
products and card decks are produced, either on a one-time or recumng baslS, as system output The Base Level Personnel System (BLPS) 1s 
based on a central computer file of personnel data at base level, us1Dg standard programs to process data, produce output products, and suspense 
personnel actions BLPS supports current PDS-M1htary and PDS-C1v1han at MAJ COM and HQ USAF Products from PDS of such s1gruficance 
as to require speCJfic retention penods are 1dent1fied ID this table and table 40-9 Products relative to aux1hary systems which either support or are 
supported by the PDS, such as proJect trans1t1on, leave, and others havmg uruque d1spos1t1on cntena are 1dent1fied ID appropnate subJect matter 
tables ID the 35- and 40-senes 
2 Salvage cards ID accordance with DOD Manual 4 1 60  21M 
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I ITABLE 3<Hi 
PERSONNEL SURVE' 'S 
R A B 
u 
L If the records 
E are or pertain to consisting of 

1 personnel sur correspondence on announcement, method of admm-
veys 1Strat1on, suspense dates, d1spos1t1on mstructions used to 

conduct surveys -
2-
3 select DESIRE inquiry statement used to 1dent1fy re 

S22!!dents at res11ect1ve CBPOs and CCPOs -
4 listing of respondees used to identify and contact re 

spondees and for follow u11 contacts as necessarv -
5 survey booklets used to admuuster survey -
6 answer sheets used to record responses, then to compile 

responses 

-
7 computer pnntout of survey data used by OPR to ana 

lvze survey results -
8 report of survey findmgs on data analysis, and resulting 

actions taken or 11Ianned -
9 computer tapes or mass storage used to mamtam data 

available for further analvS1s and lonigtudinal studies 

I •TABLE 30-7 
F.U nT Y SUPPORT CENTEI S 
R A 
u 
L If the records 
E are or pertain to 

1 Family Support Center 
programs 

2 records of f.am1bes 
seeking services 

3 Family Support Center 
contact records 

4 intake summanes 

5 staff' time allocation and 
volunteer service 

I records 

B 

consisting of 

programs off'ered by the Family Support Center 
Copies of outbnes, mdexes, letters, class lesson 
plans, pubhc1ty, etc of programs available or pend 
!Dll 
on going record of 1nd1v1dual requests for services, 
mformation or mstrucbon (AF Forms 2800 and 
2801} 
forms and sunilar documents regarding 1nd1v1duals 
who logically may later seek services of the Fam-
1ly Support Center either by direct contact or 
referral from commanders or other base a2enc1es 
records of md1v1duals seekmg counseling, mforma-
non, referral or program part1c1pat1on (AF Form 
2806) 
to track md1vidual staff' and Family Support 
Center Services (AF Forms 2802, 2803 and 2805) 

C 

which are 

at HQ USAF/DPCE and 
HQ AFMPC/DPMYOS 

at MAJCOMs, CBPOs, 
CCPOs 

C 

which are 

at base level 

at base level 

D 

then 

destroy after 5 years 

destroy following closmg date 
of the survey 

destroy after use or send to 
next location as directed. 
send to the AU' Force Human 
Resources Laboratory 
(AFHRL) for optical docu 
ment scanner to read and ere-
ate data tapes, destroy when 
quality-controlled tape IS 
created. 
destroy when no longer 
needed. 

erase when no longer needed. 

D 

then 

destroy when superseded, 
obsolete, or no longer needed 

destroy after I year or when 
no longer needed, wluchever 
IS later 
destroy 3 months after quar 
terly report IS sent m 1f 
further contact IS not made. 

destroy after 2 years 

II
destroy after l year 
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I -TABLE 30--8 IPOINT CREDIT ACCOUNTING AND REPORTING SYSTEM (PCARS) (s �e note) IR A 8 C D 
uL If the records are 
E or pertain to consisting of which are then1 input transaction regis- certdied listings summanzmg manual mput produced by CBPOs and held at destroy after 16 months ters to PCARS from the CBPO CBPO work centers 
l processed transactions hstmgs reflectmg all transactions processmg produced by PCARS and d1stnb-m PCARS uted to CBPOs 
3 reJected transa;:tlons listmgs of transactions wluch fad edits and destroy after corrective action reJCCt to CBPOs for correction completed or when the list 1s superseded by a more current hst. 
4 pomt summanes CBPO member roster and pomt summanes destroy after receipt of more for reserv1Sts assigned tc the CBPO current reports or when no Ionizer needed 
s ANG/USAFR retire- prepnnted of contmuous forms designed to m Master Personnel Record see table 35-1, rule I and 1 1.ment credit sum- be used for computer pnntlng w1tlun Group and Field Record Group mary/statement of PCARS and/or manually completed - pomts earned 
6 at CBPOs and other work centers destroy after 1 year or when no longer needed, w luchever 1s sooner -
7 at Adjutants General offices m dispose of accordmg to the the respective states legal reqwrements of the md1 v1dual states 
8 workmg data used to accession listings, list of recycled transac- at CBPO work C!!Ilters destroy after 1 year or when operate the PCARS t10ns; list of records requmng reconc1hat1on no longer needed, whichever between APDS, PCARS and ARP AS, and 1s sooner vanous control reports used to assure a vahd computer update 
9 statistical reports or ANG pomt summary, error analys1S at CBPO work centers, National destroy after I year or when summanes used to reports, mput and reject analysis reports, Guard Bureau, Air Force Re- no longer needed, whichever manage PCARS APDS- PCARS reconciliation reports, serve, HQ USAF Office of Air 1s sooner CBPO perfiormance evaluation reports Force Reserve, State Adjutant General, and other act1v1t1es as applicable NOTE: The term CBPO applies equally to consolidated base personnel offices, consolidated reserve personnel offices and the Air Reserve Per sonnel Center OPR as the reference IS pertment. 

33. Military Personnel Procurement. This table covers records pertaming to recruitmg enlisted personnel, including 
recruitment policies and procedures, records concerning processmg, examining, and determining enhstment ehg1b1lity, 
and accession data on all initial enhstees. Not apphcable to Consolidated Base Personnel Offices. 

TABLER33-1 I US, F RECRUITING SERVICE RECORDS IR A 8 C D 
u 
L If the records are E or pertain to consisting of which are then1 National Lead Ful l1Stmg by flight and recrwtmg office of names and all destroy 2 years after end of fillment available mformatlon on prospects who responded to FY m which all actions are a national advertisement, wluch are used by flight completedsuoerv1sors and recruiters 
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TAI LE 33-1 . CONTINUI D I 
R A B C D 
uL If the records are E or pertain to consisting of which are then 
2 Center of Influence ATC Form 1303 list1Dg new leads generated as a at recn11t1Dg offices which (COi) leads result of a Prospective Applicant (PA) COi event held the event and at flmht suoerv1sor offices 3 data feedback separate or detachable madback 1Dformat10n card used destroy after 2 years or when to obta1D pert1Dent 1Dformat10n from 1Dd1v1duals who no longer needed, whichever 1Dd1cate their mterest ID find1D1Z out about the USAF 1s sooner 
4 v1s1tor log log to record vlSlts by d1st1Dgu1shed c1v1lians and all at recru1t1Dg offices destroy after I yearIIlllitary oersonnel I 
5 Personal Interview records prepared after 1Dterv1ew to detenmne en• at prepanng activities destroy 2 years after end of Records (PIRs) listment eligibility FY ID which all actions are comoleted 
6 enlistment case files forms and related records used to process and enlist at recrwt1Dg offices send to appropnate USAF 1Dd1v1duals 1DtO the military service (see note 1) Military Enlistment Proc-ess1Dg Station (MEPS) luuson office pnor to applicant pro-cesSIDJ!: at that facility 7 enlistment case files forms and related records used to process and enhst at AF L1a1son (MEPS) d1stnbute case file forms per 1Dd1v1duals 1Dto the m1htary service (see note I) Offices AFR 33-3 and Military En-llstment Process1Dg Command (MEPCOM) directives. De-stroy rema1D1Dg forms 2months after the end of the month ID winch applicant enlisted (see note 2) 
8 case files on applicants separated from the Delayed at squadron operations destroy I year after the end of Enlistment Program (DEP) offices the month ID winch the appll-cant was d1schar2ed 
9 case files on applicants processed and d1squaWied at recru1t1Dg offices destroy 3 months after the because they failed to meet mental or physical stand- end of the month case file was ards, faded to enlist ID the DEP or regular AF or received by the recrwter accept assignment reservation, or no further en-llstment action IS contemolated 

10 school program 1Dd1v1dual data perta1Dmg to type of school, v1s1ts destroy 2 years after end of folders scheduled, direct mail program mallouts and other FYaooroonate data 
1 1  Armed Services at recrwt1Dg offices ID destroy 2Vocational Aptitude 1Dd1v1duals tested llst1Dg of names and addresses ID a roster format of years after date of school program folders testBattery (ASVAB) L1st1DIZ 

I12 Recruiter Daily form used to log dally expectation, literature mailed, destroy after 3 months.Activity Log replies received, calls attempted, contacts made, appo1Dtments scheduled, number of prospects who failed to show for appo1Dtment and number of pros-pects who were recontacted for appomtment, walk-IDS, d1squal1fied 1Dd1v1duals, PIRs 1rut1ated, etc , whichare orenared bv the recruiter 
13 Supervisor's Re- evaluation and analysJS of fbght recrwters, wluch are destroy when no longer cru1ter Activity prepared by the flight supervisor needed or upon transfer to Log Consolidated Recrwter Activity Lo.11: 
14 Consolidated Re- data consolidated from Supervisor's Recrwter Acuv- :�troy I year after end of crwt1Dg Activity 1ty Log, winch are prepared by the fbght supervisor 11Loa 
15 Squadron Opera- at squadron operations destroy after 3tlons Dady Activity data on daily recrwting operations monthssectionsLo!!: 
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TABLE 33-1. CON l •"" U • e,. 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

16 Squadron Opera- data consolidated from Operations Dally Activity destroy 1 year after end of 
tlons Monthly Log FY 
Activity Lo2 

t market surveys a record of unemployment rates, reserve components, at recnuting offices destroy 1 year after end of 
cultural and ethruc makeup of the market area, and FY 
Armed Serv1ces Vocational Aptitude Battery data 

1 18 at flight and squadron destroy 2 years after end of 
operations offices FY 

19 comm1ss1oning case applications awB1ting board action at sc1entifi.c and eng1- destroy 12 months after end 
files neenng/med1cal/nurse of the month of entry into 

program manager office at active duty (EAD). 
USAFRS -

20 applications awB1ting resubm1SS1on for those who have destroy 12 months after the 
been nonselected, have declined a comm1ss1on, or end of the month of EAD on 
have been medically disqualified in which final action 1s com-

cleted. 

NOTES 
1 .  Refer to A TCR 33-2 for listing of applicable forms. 
2. Refer to ATCR 33-2 for appropnate forms not forwarded per AFR 33-3 

34. Personnel Senices. This table covers records pertaming to personnel services not provided for in tables in the 
2 1 3, 2 14, 2 1 5, and 900 series. 

I TABLE!'34-1 I 
PERSONNEL SERVICES I 

R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

1 morale and welf:are studies, directives, and analyses reflecting orgaru- see table 2 1 S -l. 
program planning zatlon of programs, and conduct and result of pro-

2ram activities 
2 support for religious, supply records, fund budgets (see note) see table 2 1 5-1 

morale, weU:are, and 
recreation facilities 
and act1V1tles 

3 professional enter locator cards for professional entertainers of see table 21S-l  
tamer records foreign natlonahty performing m overseas military 

establishments 
4 pnvate orgaruzatlons' constitutions and by-laws, charters or arncles of at responsible staff' offices destroy 1 year after d1scon 

(PO) records agreement, legal reV1ews by Judge Advocates, as designated by the in nnuance of the PO (see 
commander's approval to operate on base, b1enrual stallatlon commander note) 
reV1ew waivers and related capers -

5 minutes of meetings and monthly financial state- destroy after 1 year or when 
ments no longer needed, whichever 

IS sooner (see note) 
5.1 Pnvate organizations' financial audits and reV1ews destroy after 1 year or when 

(PO) records of types no longer needed, whichever 
2 and 3 POs as 1s sooner. (Exception. 
descnbed in AFR RetBID the most recent for 1 
34-4 fiscal year following dlS• 

continuance of the PO, then 
destrovs) 
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T LE 34-1. CONTINUED ! 
R A B C D 
u I I 
L If the records are 
E or pertain to consisting of which are then 

6 reports on applications reports required by AFR 34-2 1denttfymg number at HQ AFMPC/DPMSC destroy after 3 years 
for vendmg stand lo of applications for vendmg stand locations re
cations ceived from state hcens1Dg agencies, number 

accepted, demed, and still pend1Dg, as perta1Ds to 
applications from blmd persons 

7 at MAJCOMS and 1Dter destroy after 3 months 
med1ate commands 

8 at mstallat1ons destro v after 2 vears 

NOTE Records ma1Dta1Ded by pnvate orgamzatlons will be disposed of as prescnbed by the organizations' charter/by laws (see AFR 12-50, 
volume I, paragraph 3-lbl) 

35. Military Personnel. Tables in this series cover records pertaimng to administration of the military personnel pro
gram as 1t affects both officers and airmen, and nulitary personnel records for active duty and retired personnel, 
whether Regular or Reserve. Disposition instructions apply to all copies except those records filed in the military 
personnel records groups. Records accumulated under the 3 1 ,  35, and 36 publications senes are included. 

I TABLE 35-1 I 
INDI mlUAL MILITARY PERSONNEL RECORDS l 

R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 Master Personnel Rec- records wluch compnse the history of an 1Dd1 at HQ AFMPC and HQ manage accord1Dg to AFR 
ord Group v1dual's military service required by AFR 35-44 to ARPC 35-44 and retire to NPRC 

be filed ID the Master Personnel Record Group after HQ AFMPC and HQ 
ARPC complete all personnel 
actions ( e g., discharge, retire 
ment, dismissal, pay at age 60) 
perta1D1Dg to the 1Dd1v1dual 
(see note 4) 

1.1 Command Record records which compnse the history of an dispose of per AFR 35-44 
Group or Field Record md1v1dual's military service required by AFR 
Group 35-44 to be filed ID the Command Record Group 

and/or the Field Record Group 
•2 personnel 1Dformat10n extra copies of records covered elsewhere ID this destroy when no longer 

file regulation or other records necessary to manage needed, or when md1v1dual 
the member at the umt/superv1sor level which are transfers or separates from 
kept by the commanders and supervisors ID the service, whichever IS sooner 
Command/Supervisor Assigned Personnel Infer 

•3 Air Force Personnel 
Selection Panel (PSP) 
records 

matlon File 
career bnefs, selected and non-selected packages 
and related records which perta1D to Air Force 
Special Act1v1t1es Center (AFSAC) 

at HQ AFSAC/INXC destroy when no longer 
needed or when memberI I leaves AFSAC 

3.1 records perta1D1Dg to medical professional staff' at HQ AFMSC/SGP destroy on reassignment, 
concermng their professional papers, accomplish- separation, 1Dact1vat10n of 
ments, research, speeches, doctor/patient relation activity, when no longer 
slup, etc needed, or after 5 years, 

whichever IS sooner (see notes 
I 2l 

3.2 Air Attache Informa- career bnefs, selected and nonselected packages at Directorate of Air destroy when no longer 
tlonal Personnel Rec- and related records which perta1D to air attaches Attache Affairs, HQ l l needed or when members 
ords AFIS leaves attache service 
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I TABLE 35-1 CONTINUED I 
R A 
u 
L If the records are or 
E pertain to 

correction of military 
records of officers and 
airmen 

4 

-
5-
6-
7 

7.1 correcbon of military 
records of officers and 
airmen 

8 personnel deployment 
infonnabon package 
(PDIP) 

9 service number register 
files 

10 absentee/deserter case 
files 

_, 
1 1-
12 

13 weight management 
program or fitness 
unprovementstrammg 
(Fri) program case 
files 

13.1 md1vtdual physical 
fitness and Weight 
evaluabon record (AF 
Form 379) 

dependent care respon-
s1bilibes 

14 

_,
15 

16 Ind1vtdual Mobthzabon 
Augmentee (IMA) 
annual status report 

B 

consisting of 

policies, opiruons, and other records pertment to 
the establishment and function of the AF Board 
for Correction of Military Records (SAFI 
MICB(S)) accumulated by the board under AFRs 
31-3 and 31-U 
case files of AF Board for Correction of M1htary 
Records 

workmg papers, memoranda, or other mternal 
wntten commentary generated by board members, 
board presidents or board recorders 

records which md1v1duals must handcarry on 
deployment for management purposes at deploy-
ment site used only when md1V1dual IS deployed 
and maintamed dunng enbre penod of deployment 

registers, logs or comparable records used to 1den-
t1fy md1V1duals to whom specific service numbers 
were assigned, or to control the allotment and sub-
allotment of blocks of service numbers obtamed 
from Deoartment of the Armv, 1 947- Julv 1969 
DD Form 553, Absentee Wanted by the Armed 
Forces, DD Form 6 1 6, Report of Return of 
Absentee Wanted by the Armed Services, and 
related records, concerrung the member's unau-
thonzed absence and return to military control 

correspondence, admuustrative actions, summanes, 
counsehng records; AF Form 393, Ind1v1dual Rec-
ords for Weight Management and Fitness 
Improvement Trammg (FI11 Programs, AF Fm 
1975, Personal Fitness Progress Chart, md1v1dual 
nobficatlon correspondence and other related 
documents reawred bv AFR 35-1!1. 
a member's physical fitness wCJght evaluabon 

statement of understandmg, and commander's 
memo for record of annual urut bnefing 

automated lisbng of assigned smgle member spon-
sors and mwtarv eounles with denendents 
reports pertainmg to authonzed and assigned IMA 
levels and force readmess 

C 

which are 

at SAF /MICB(S) 

at HQ AFMPC and 
HOsARPC 
at other than SAFI 
MICB(S) and HQ 
AFMPCsand HQ 
ARPC 
accumulated by the 
Review Board at 
AFMPC and ARPC 
under AFR 3 1 - 1 !1  

ongmal records 1rut1-
ated at CBPOs and 
copies at HQ AFMPC/ 
DPMARS 

at MAJCOM OPRs 

at secunty police and 
other base a2enc1es 

at CBPOs 

at HQ USAF/DPXX 
and AF/RE, 
MAJCOMs, HQ 
AFMPC and HQ 
ARPC 

D 

then 

retire as permanent 

destroy after 75 years 

destroy after 3 years 

destroy after 2 years or when 
md1v1dual transfers or sepa-
rates from service, whichever 
IS sooner 
destroy on complebon of 
Review Board actions 

destroy when md1v1dual has 
m-processed at home stabon on 
complebon of deployment 
(EXCEPTION return pass-
oorts tter AFR 30-4) I 

transfer to NPRC (MPR) and [ 

destroy when no longer Ineeded m the reconstruction of 
military personnel records 

d1Spose of per AFR 35-44 

destroy I year after the unau 
thonzed absence IS termmated 
see table 125-1 

destroy I year after removal 
from program(s) or 90 days 
after scparabon or retirement 
whichever IS sooner (see note 
3). 

maintam with reaccomplished 
form, destroy 90 days after 
separation or upon rebrement, 
whichever IS sooner (see note 
3). 
destroy when superseded or 
upon PCS, whichever IS 
sooner 
destroy when superseded 

destroy after 3 years 
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TABI E 35-1 . CONTINUED 
R A B C D 
u 
L If the records are or 
E uertain to consisting of which are then 

17 C1v1lian/M1litary Serv• control cards showing detenrunat1ons of active at Boards and Cor retire as permanent (see note 
ice ReV1ew Cards duty type d1Scharge for civilian/contractor per rectlon Section, Air 7) 

sonnel (Public Law 95-202) Force Manpower and - Personnel Center 
(AFMPC/DPMDOA) 

18 at other than destroy 2 years after service 
AFMPC/DPMDOA credit determination 1s made 

1!J AF mommg reports mommg reports contammg information on gams, at NPRC (MPR) d1Spose of m January 2042, 1f 
and indexes losses, or changes m status of personnel assigned no longer needed m docu 

to a urut, 1947-1 966 and indexes mentmg military service (see 
note 6) 

NOTES . 
l. If otherwise releasable, records eligible for destruction may be given to md1v1dual concerned, m lieu of destruction 
2. At the discretion of the MAJCOM, mformat1onal personnel records may be transferred to gaming CBPO for mtracommand reassignments 
3. Operational instructions for d1spos1t1on of these records/forms upon reassignment (PCS/PCA), expiration or conversion of forms, etc., are con
tained m AFR 35-11. 
4 .  Offer to the National Archives 75 years after retirement of the Master Personnel Records (MPR) to NPRC National Archives, after consulta
tion with the AF, hlstonans, genealogists and other concerned parties, will determine the disposition of the MPR All or some of the MPR will be 
designated archival and accessioned mto the Archives' holdings Any MPR not selected for archival preservation may be either donated to an 
appropnate mst1tut10n or destroyed. 
5. Reaccomplish card(s) are attached to current card 
6. This IS a discontinued documentation senes consisting of approXLmately 6,500 cubic feet of records The mommg reports for the period 
1 947-1959 are on microfilm, while those for 1959-1966 are on paper They can be disposed of 75 years after date of latest report, 1 eq 2042, assum
ing that their use m documenting military service has ceased 
7. Offer cards to the National Archives m 10 year blocks 30 years after service credit determination IS made. 

I TABLE 35-2 J 
REENLISYMENT AND R.,_ , .. ,, uON (see note 1) 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 career information and forms mamtamed and momtored under AFR at units of assignment send to CBPO upon PCS, to .counseling 35-16 gaming activity upon PCA 
without PCS, or give to md! 
v1dual upon separation or dis-
charge or when Birman enters 
third enlistment. For AF Re-
serve personnel, destroy when 
reqwrement for counseling 
exn1res. 

2 selective reenlistment selection records, including annotated eligibility destroy after l year 
and retention rosters created m selecting or nonselectmg FT A - airmen for career status and the selective retention 

of airmen with 20 vears or more servu,e 
3 duplicates of records, the ongmal of which are m destroy 6 months after final 

the field record lll"Oun action 
•4 ANG Incentive Pro bonus contracts, payment authonzat1ons, ledgers, at CBPOs (Base Career destroy when no longer 

gram reports, related correspondence penammg to the Advisor) needed or I year after final 
ANG mcentlve program action, wluchever IS later (see 

note 2) 
5 selective reenlistment records pertammg to lump sum or advanced pay- at MAJCOM retention destroy after I year 

bonus (SRB) ment of!'SRB offices or at base career 
advisors' offices 

6 special retention m1t1a records pena1n1ng to 1dent1fica11on of such factors at CBPOs or uruts destroy after 1 year 
t1 ve or suooestlons and actions taken for adontlon or d!sannroval 
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T Al LE 35-2. CONTINUED 
R A B C D 
uL If the records are or E pertain to consisting of which are then7 (RESERVED) 
8 reenlistment/retention tabulations, summanes or feeder reports which are at prepanng, momtonng l ldestroy after 2 yearsstat1st1cs needed for record oun>oses or reaumnsz act1v1t1es 
9 (RESERVED)10 repons, controlled and retention assistance evaluation checklists, reports I Idestroy after l yearuncontrolled required by MAJCOMs as a result of ind1v1dual AF or command-directed reenlistment and reten-t1on orol!:ram 

11 reenlistment and reten- records required by AFR 3S-16 which 1s not uon oro2ram covered elsewhere in this re2ulat1on NOTES·l Rules apply to those copies not required by current d1rect1ves to be filed in ind1v1dual military personnel record groups (see table JS-I) 2 See table 177 -2S for the d1spos1t1on of actual pay records maintained by the AFOs 
I !TABLE 35-3 ENl ISTMENT AND REENL STMENT RECORDS (see note) IR A B C D 
uL If the records are or E pertain to consisting of which are then 
1 enlistment and transfer reports of enlistments, reenlistments, and reassign- destroy after 2 yean.reoorts ments 
2 reJected enlistment applications and related correspondence destroy after 2 yean.aoohcat1ons 
3 basic tramee interview interviews and supponing records destroy I year after comple-records non of case 
4 recrwting act1v1t1es enlistment processmg records destroy when no longer management support needed.system (RAMSS) DSD 
-
- EO27 

5 recruiter personnel records destroy l year after ind1v1dual IS removed from recrwter nroduct1on status. 
6 armed services vocational aptitude battery destroy after 2 months.(ASVAB) testin2 lead information 7 Enlistment or Reen- forms on enlistments and reenlistments at CBPOs and career destroy after 3 months.llstment Agreement- ass1Stance uni ts Armed Forces of the US, and AF reenlist-ment ellmb1lltv form NOTE. Rules apply to those copies not required by other directives to be filed in ind1v1dual military personnel records groups (see table JS-1). 
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TABLE 35-4 
CLA SIFICATION AND ASSIGNMENT RECORDS (see note 1) I 
R A 
u 
L If the records are or 
E pertain to 

1 personnel action forms 
(see note 2) 

-
2 

-
3-
4 

5 -
6 

-
7 

8 <RESERVED) 
9 personnel action forms 

used as legal evidence 

-
10 

11 data change/suspense 
notifications -

12 

13 officer career objective 
statement 

14 airman assignment 
preference statement 
( oversea volunteer 
statements} 

15 personnel selected for 
relocation 

16 md1v1dual Job descnp-
Uons 

-
17 duty rosters, and md1-

v1dual dutv status cards 
18 assignment preference 

apphcat1ons/spec1al 
duty assignments 

B 

consisting of 

forms used to request, announce, effiect and record 
personnel actions, record results of classification 
board proceedings, and report and record duty 
status changes 

classlficat1on/on-the-Job trauung action (AF Form 
2096) and duty status chanae (AF Form 2098) 
assumment/oersonnel action CAF Form 2095) 
forms, board actions and related records 

copies of forms identified m rules 1 through 8 

forms used to record d1Screpanc1es 

forms used to commurucate career goals to person-
nel managers at all levels 

AF Form 392 

records pertammg to reqU1S1t1on, assignment, reas 
summent. seoarat1on or TDY 
a Job descnptlon for each estabbshed position 

letters, appbcauons, DD Form 398, AF Forms 109 
and related records required by AFR 39- 1 1  
(except AF Form 392) 

C 

which are 

m Field Record Group 

accumulated by act1v1t1es 
not covered by rules 3 
throuah 10 
at CBPOs and CRPOs 

at HQ USAF and 
MAJCOMs 

at urut of assignment and 
GSUs 

at CBPOs 

used as legal evidence m 
courts-martial or other legal 
proceedings 

not filed as an attachment or 
exh1b1t to leaal oroceedmas 
on d1SCrepanCJes detected 
dunng mcommg/outgomg 
and annual records reVJew 
on d1screpanc1es detected 
other than at the tune of 
mcommg/outgomg and 
annual review, and main-
tamed at CBPO work urut 
at HQ USAF, MAJCOMs 
and CBPOs 

used to assign B1rmen to 
oversea preference 

at MAJCOMs and ma!'JOr 
subordinate commands 

approved 

d1sa ooroved 

D 

then 

see table 35- 1 

destroy after 3 months or 
when no longer needed, 
whichever 1s sooner 
destroy after 30 days 

destroy when superseded, 
obsolete, on reassJgnment 
or separation of md1v1dual, 
or on inactivation, which-
ever IS sooner 
destroy after 3 months or 
when no longer needed, 
whichever IS sooner 

d1Spose of with court 
martial or other legal 
proceedings to which they 
relate 
destroy when no longer 
needed 
destroy at next record 
reVJew 

destroy when no longer 
needed or after next rec-
ord review, whichever 1s  
sooner 

destroy when superseded 
or on separation, which 
ever 1s sooner 
destroy 6 months after 
port reporting month to 
oversea preference 

destroy after 1 yearI I I 
destroy when superseded, 
cancelled or on macttva 
tlon of act1v1ty, whichever 
IS sooner 

l lsee table 1 1 -2 

place m relocation folder 

return records to member 
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TABL ' 35--4. CONTINUED l 
R A 
u 
L If the records are or 
E pertain to 

20 (RESERVED) 
21 personnel status re-

ports.,_____ 
21.1 
21.2 duty status change 

- messages 

21.3 
•22 relocation folder 

.,_____ 
22.1 -
22.2 

23 exchange officers 
.,_____ 

24 

25 soec1alty evaluation 
26 m1htary sponsor pro-

gram.,_____ 
..1]_ 

28 
29 AF Specialty Code 

(AFSC) Conversion 
Reoort 

30 advanced academic 
degree (AAD) re-
qu1rements 

-
JL_ 

32 

enhsted aide assign-
ments 

33 

34 assessment screening 
records 

35 nonassessment screen-
mg records 

B 

coasistina of 

reports prepared by uruts collocated with a serv-
1cma CBPO to report duty status chanaes 

messages prepared by geographically separated 
umts from a servicing CBPO to report duty status 
chan2es 

records assunng proper outprocessmg from an 
act1v1ty on PCS or TOY, such as relocation 
preparation checkhst, orders, record of emer-
gency data, selection or nomination for trammg, 
and school auota/course oro1ect files 
forms used to assure proper in-processing from an 
activity on PCS 

forms used to assure proper out-processing for 
Basic M1htarv Tralllln2 Graduates (see note 3) 
reports prepared by Allied Officers and subnutted 
to officer's home service 
case files of admJmstrattve records on USAF and 
Alhed officers 

reoorts and related records 
m1htary sponsor program information forms at 
losm11: act1v1tv 
related correspondence 

reports which proV1de est11Dates of authonzat1ons 
which will be retlected m AFSCs bemg affected 
by conversion actions 
requests to establ1Sh/change AAD pos1t1ons, AF 
education reqwrements, board reports and related 
correspondence used to estabhsh, change or 
delete an AAD reqwrement m the manpower 
data system for lme of the AF comm1Ss1oned 
officers m grade of colonel and below m ac-
cordance with AFR 36-19 

semiannual report, RCS. HAF-MPX(Q)7401,  
which identifies personnel actions related to the 
allocatlon and assumment of AF enhsted wdes 
biographical data, educational data, legal involve-
ment, employment data, drug expenence, physical 
or phys1ological d1spant1es, credit mformatton, 
character references and responses on basic tram-
mg candidates for high nsk Jobs 

b1ographlcal data, quaWicat1on information and 
all md1v1dual processing data used m the 
class1ficat1on erocess 

C 

which are 

at prepanng umt 

at CBPOs 

at oreoanmi: umt 
at CBPOs 

at Air Force m1htary 
trallllnll: centers (ATC) 

at HQ USAF/DPXO 

at losm2 activity 
at 2amm,v; activity 

kept by supervisors, 
HQ USAF, and 
MAJCOM functional 
managers 

(RESERVED) 
approved AAD 
reqwrements for 
changes m the man-
oower data system 

at 3507th Airman 
Classdicatton Squadron, 
Lackland AFB, Texas 

3507 ACS Airman 
Class1ficat1on Squadron, 
Lackland AFB. Texas 

30 October 198 

I I  D 

ll!'
tben 

destroy after 3 months. 

destroy 3 months after report 
not later than date (RNL TD) 
month, completion of TOY, or 
when relocation action 1s can-
celled lsee note 4) 
destroy when all relocatable 
records are present and 
accounted for 
destroy after 3 months. 

destroy 5 years after exchange 
officer retums 
destroy I year after completion 
of assignment or no longer 
needed whichever IS sooner 
retire as oennanent 
forward to gaming command 

destroy when no longer needec 

destroy when next conversion 
action 1s announced m AFR 
39-1 IS orocessed 
destroy when superseded or 
when AAD requirement 1s 
deleted 

see table 26-1 

destroy when superseded, ob-
solete or no longer needed. 

retain for one year after calen 
dar year cutoff" then send to 
Naval Postgraduate School, 
Dept of Admm1strat1ve Serv. 
ices, Code 54Ea, Monterey C 
93940, where they will be dei 
troyed when no longer neede 
for research 
destroy after I year 
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NOTES 
Rules apply to those copies not required by other d1rect1ves to be filed ID m1btary personnel records groups (see table 35- 1) 

2. When recommended actions a r e  disapproved a n d  no alternate actions a r e  substituted by approv1Dg o r  conven1Dg authonty, retalD one copy for 

CBPO adm1D1strauve section, and return ong1Dal and all other copies to the ong1Dator. 
•3 (RESERVED) 
•4 TOY relocation records perta1Dmg to school/trammg quotas at other than CBPOs are disposed 

I TABLE 35-5 I 
PERF1 )RMANCE REPORTI "IG AND OUALlTY CONTROL RECORI S (see note 1) I 

R A B C 
u 
L If the records are 
E or pertain to consisting of which are 

1 unfavorable 1Dfor wntten adm1D1Strat1ve admorut1on or at CBPOs , Special Ac
mat1on files (UIFs) repnmand not pursuant to Artlcle I 5, tions Urut 

on officers and air UCMJ, or sentence of court-martial on 

men active duty personnel; and documented 

evidence or supported allegations of an 
unfavorable nature, IDCludlDg control 

roster correspondence, 

2 all copies of UIF summary at MAJCOMs/ 
SOAs/uruts and the 

ong1Dal of the UIF 
summary mamtamed ID 
the UIF by CBPOs, 
Special Actions Urut 

3 on students attend1Dg 
A TC fty1Dg/technical 

cour.;es except as pro
V1ded ID rules I and 5 

4 on personnel miss-
1Dg/ captured ID action, 
except as provided for 

ID rules I and 5 
5 results of court-martial convictions or at CBPOs , Special 

purushments under Article 15, UCMJ, Actions Urut 

or other than mmor civll court convic 

hons (or Judgments equating to conv1c
nons) as explamed ID AFR 35-52 per
tam1Dg to active duty personnel 

-

of ID accordance with table 50-1, rule I 

D 

then 

destroy I year after effective date of repn• 
mand or admonmon or I year from date of 
the most recent unfavorable correspon 

dence or document not related to adm1D1-
strat1ve repnmand or admorut1on (see notes 
I, 2, 4, 5, 6) (EXCEPTIONS: a. when the 

UIF conta1Ds more than one document, de
stroy all records I year from the date of the 

most recent unfavorable correspondence or 

document, except when longer retention 1s 

reqwred by rule 5; b files will be de
stroyed when a member 1s separated (with
out 1mmed1ate return or contmuabon on 

active dutv). retires or dies) 

urut commanders (1Dclud1Dg headquarters 
squadron section commanders) may hold 

copies of both current and obsolete UIF 
summanes ID the member's urut assigned 
personnel mfonnabon file (see AFR 35-44) 
until the member 1s no longer assigned to 

the umt; follow1Dg reassignment from the 

urut (does not 1Dclude urut redes1gnat1ons), 
they wlll be destroyed; all other copies will 

be destroyed upon receipt of updated or 

reaccomphshed UIF summary, or when all 

items have been removed and the UIF has 
been tenn1Dated (see note 2) . 
destroy per rule I or on tenninabon of 
tram1Dg status (completion, removal and 

reassignment from control of the tnwung 
urut), whichever 1s earlier (see note 2). 
forward to HQ AFMPC/DPMAJB when 

the command or field record group IS 
disposed of accordmg to AFR 3 5-44 

destroy 2 years after effective date of pun
ishment, or when the member 1s separated 

(without unmed1ate return or cont1Duation 

on active duty), retires or dies (EXCEP
TION when additional correspondence or 

documents are placed ID the UIF under this 

rule or under rule I pnor to expiration of 
the d1Spos1t1on date of documents already 
on file, the file will be retamed for I or 2 

years from the effective date of the new 
correspondence or document, or date of the 

most recent unfavorable correspondence, 
-i----------1------------------t!'-----------+Fua:n:de::r:..:.;ru::l:::e..:l:..=;o:.r .:2l!' .:::.• aP ic le see::.P:;,l::;::a:.:b:.::..:.(:::::..n::;o:;t::::!'e:.a2�)'----I 
...A,,_...._<RESE=RV-=E=D...,)_ ____...._ ____________ ___. ________ ...._ _____________ ___. ...._. ....... ... 
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R A B C D 
uL If the records are 
E or pertain to consisting of which are then 
7 control rosters on manual or mecharuzed control rosters destroy I year from date or when no longer officers and a1rmen accumulated under AFR 3S-S2 needed, whichever IS sooner 

•s lme of duty (LOO) onginal copy of AF Form 348, Lme of at HQ AFMPC or HQ See table 3S-I, rule ldeterminatton file Duty Determmatton and DD Form 2 6 1 ,  AFRPCReport o f  Investlgatton Line o f  Duty and Misconduct Status -
•s.1 duplicate copies destroy l year after reconc1hat1on with CBPO/DPMOA-
9 officers' reclasslfi- board proceedings and related docu- on officers who are destroy after S yearscation boards ments inefficient or otherwise unsuitable in current - ass1onments 

10 quahficatton records temporary forms destroy when entnes have been transcnbed - to nermanent record 
1 1  Personnel Rehabd- at HQ destroy upon completton of review or after 1ty Program (PRP) records relating to AFR 3S-99 decer tllicatton/remstatements of officers and AFMPC/DPMRPP l year, whichever IS later - decertification ac airmanhons 

-•11.1 at MAJCOMs and permanent cert1ficat1on. destroy l yearsubordinate commands after date of decerttficat1on 
•11.2 temporary decert1ficatton destroy when the ind1v1dual's status IS renorted 

12 at CBPOs destroy when the individual's final status IS reoorted-
12.1 suspension logs destroy 4S days from date of last notification-

•13 Personnel Rehabd used for certification or file m section 3 of UPRGp as permanent 1ty Program certtfi- program certlficatton/decertlficatton and form used m the penonnel rehab1hty permanent decert1 records with the most recent one filed on - cation screeruruz: nrocess ficat1on ton 
•14 -

14.1- PRP certificates forms used m the PRP qualification and at uruts of assignment destroy when md1v1dual 1s no longer screerun,r nrocess assumed to PRP duties 
14.2 forms for individuals reassigned to send to the gaming umt of assignment another urut on the same base who will be assigned to PRP dunes at the new urut-
15 drug abuse contents of drug abuse case treatment see table 3(H files and other records related to a • l , 

\ ' ' member's entry into and parttc1patton in rehabil1tatton accumulated under AFR 30- 2 
•16 digest files on offi an official record contauung unfavorably at HQ AFMPC and destroy 2 years from date file was estab-cers information on an officer's leadership, HQsARPC hshed by the decwon authonty, or 2 yearstrust or responS1bihty, as specified m from date the decwon authonty added new AFR 36-2S derogatory information to the file. A Di-gest File will be destroyed following receipt of nonJudic1al purushment under 'Article IS, UCMJ or conv1ctton by court 

/martial 1f the results are filed in the Officer Selection Record (OSR) and the baslS for the Digest File 15 the same as for the Arb cle IS or court-martial action Files will be destroyed when the officer separates, retires (including placement on the Temporary Disability Retirement L1St (TDRL)), 1s 

I 
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TABL � 35-5. CONTINUED I 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

dropped from the roles of the Air Force, or 
dies (except as specified m note 7) An 
active Digest File may be destroyed upon 
redetenmnatton by the decwon authonty as 
a result of addltlonal mformatton bemg con-
s1dered Digest Files will be destroyed 
upon consideration for promotion by a cen 
tral selection board after the Secretary of 
the Atr Force signs the promotion list 
Correspondence accumulated as the result 
of processmg a Digest Ftle IS retamed unttl 
a dec1s1on 1s rendered by the dec1s1on 
authontv (see note 1 1) 

•17 copies of digest file correspondence, at MAJCOMs/ destroy 1 year from date on most recent 
other than shown m rule 1 8  SOAs/DRUs/mter correspondence or when no longer needed, 

mediate commands/ whichever 1s sooner. 
uruts (other than HQ 
AFMPC, HQ ARPC, 
and HOIAFRES) 

•1s letters of not1ficat1on that a file has been at HQ AFMPC, HQ destroy 3 years from date the related file IS 
destroyed ARPC and HQ destroyed. 

AFRES 
•19 at MAJCOMs/ destroy I year from date the related file 1s 

SOAs/DRUs/mter destroyed by HQ AFMPC, HQ ARPC and 
mediate commands/ HQIAFRES 
uruts (other than HQ 
AFMPC, HQ ARPC 
and HO AFRES) 

•20 manual or mechanized logs or reference 
cards mamtamed for record system anal 

at HQ AFMPC, HQ 
ARPCdand HQ 

destroy when superseded or obsolete,
llwhichever 1s sooner 

ys1s and lttui:atton AFRES 
21 officer quality force summanes of potenttal and pendmg at MAJCOM destroy 2 years after last entry or sooner 1f 

management quality force actions on officers assigned superseded or no longer needed. 
records 

NOTES. 
1. Rules apply to those copies not reqwred by other directives to be filed m md1v1duid military personnel record groups (see table 35-1)  
2 If the custodian of the U I F  has been nottfi.ed that admm1Strattve elmunat1on/demot1on or court martlal action 1s  under constderat1on, delay de
struction pendmg completion of the action 
3. (RESERVED) 
4 Effective date 1s the date the md1v1dual 1mttally acknowledges receipt of the unf:avorable mformatton or declines to do so wtthm the time 
prescnbed. 
5 Where the documentation relates to the placement of the member m the drug abuse program under AFR 3�2. the retention penod 1s 1 2  
months o r  upon successful completion o f  the follow-on support phase o f  the rehab11ttatton program, whichever 1 s  later 
6 SubJect to the poltc1es and procedures outlined 10 AFR 35-32, UIF records which were placed m the UIF under rule 1 of this table may be 
removed pnor to the normal d1spos1tton date(s). 
7-10 (RESERVED) 
1 1  Digest files on officers who are separated (released from active duty) and transferred to AFRES are forwarded to HQ ARPC/ DPAAS. 

ITABLE 35-6 I 
MILITARY PERSONNELd� RECORDS (see note 1) 

R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 test development matenals specimen sets of tests, background matenal at test development acttvt destroy when no longer 
on test items, tests, and test battenes, forms, ties needed 
stattsttcal data. and related matenals 

https://nottfi.ed
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TABL ' 35--6. CONTINUED I 
R A B C D 
uL If the records are or E pertain to request for waiver of pro-motion testmg (current --- cvcle)3 test venficat1on or state-ment of reflUSal to test 
4 test results 5 auman promotion test 

--- rosters 
6 controlled item (item ma-tenal) destruction cerufi cates or d1st>OS1t1on records 7 quarterly mventones of test matenals (see note 3)  

2 

7.1 controlled item (test ma tenal) accountab1hty rec-ord7.2 change of Test Control Officer (TCO) and unan nounced dtsmterested offi cer mventones of TCO accounts8 record of test admuus-trat1on 

g. 
....,!!!_ 
JL_ 

u 

U.1 
13- (RESERVED)_.!!_ completed answer sheets 

•1s.1 

15.2 15.3 
-

consisting of 

accountab1hty hstmgs or forms 

Armed Forces Class1ficat1on Test (AFCT), Apprentice Knowledge Test (AKT), Cn-tenon Referenced Test (CRT), USAF Motor Velucle Operator Test (USAFMVOT), Radio Commurucattons Analysis Test (RCAT), Electronic Data Processmg!6-Test (EDPT), Defense Lan-guage Proficiency Test (DLPT), Specia)ty Knowledge Test (SKT), Promotion Fitness Eummatton (PFE), USAF Supervisory Exammat1on (USAFSE), AF Reading Abtl 1t1es Test (AFRAT), AF Dental Aptitude Test (AFDAT), Defense Language Apt1 tude Batterv (DLAB) 
<RESERVED)AF Officer Quahf;tmg Test {AFOOT) consolidated annual AFOQT (raw and per centtle scores) 

answer sheets for AFCT answer sheets for EST, RCAT, EDPT and AFDATanswer sheets for AFRA T and DLPT Ianswer sheets for AKT, CRT and USAFMVOT 

which are filed m urut personnel record group per AFR 35-44 

at test control offices 

at test control offices at AFROTC Resource Systems and AFOQT Branch (RRUR) at AF Human Resources Laboratory (HRL) 
scored locallv 

thensee table 35-1, rule I I 

see table 35-12 
destroy after 2 years (see note 2). 
keep current and unmedtately preceding mventones, destroy 
destroy after all others (see note 2)  2 years 
destroy after completion of 'next quarterly mventory. 
destroy after I year 

destroy after 2 vearsretam m current files area, destroy after 4 years or when no Ionizer needed for research retam m current files area, destroy when no longer needed for research 
destrov after 6destroy after I months.year (note 4)
destrov after 4 months.send to USAFOMC/OMDVP, Ran-dolph AFB TX 78150 where they will be destroyed when no lonszer needed for research 
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TABL ' 35-6. CONTINUED I 
R A 
u 
L If tb e records are or 
E pertain to 

•15.4 

•1s.s 

•1s.6 
16 
16.1 

17 completed answer cards 

18 high score file 

19 current Master Test Fde 
(MTF) 

20 USAFSE results (roster) 

21 test answer card reJect 
analvs1s hsumz 

22 AFPRT 237/machme run- rosters 
23 no-show waivers 
24 h1stoncal Master Test File 

(MTF) 

25 test comprom1Se cases 

NOTES. 

B 

consisting of 

answer sheets for DLAB and DLPT 
11/DLPT III  

answer sheets for AFOQT 

(RESERVED) 
(RESERVED) 
answer sheets for Armed Services Vaca-
uonal Aptitude Battery (ASV AB) 

Air Force Personnel Test 851 (AFPT 851) 

hsbngs used m test comprom1se research 

m1crofiche contalrung current test record 

bsungs of USAFSE results by name and 
month of admm1strat1on 
hsbng of error rates by TCO 

hstmg of md1v1duals testmg by TCO 

reauest for no-show waivers 
test records purged from the current MTF 

files of mvestlgatlon 

C 

which are 

scored at HQ AFMPC 

at Air National Guard 
(ANG) and AF Reserve 
(AFRES) testmg uruts, 
and overseas Consolidated 
Base Personnel Offices and 
testmiz umts 
record copies at Air Force 
Manpower and Personnel 
Center, Airman Promotion 
Management Branch (HQ 
AFMPC/DPMAJW) 
record copies at HQ 
AFMPC/DPMAJW 

record copies at HQ 
AFMPC/DPMAJW / 
DPMYOT 

D 

then 

send quarterly to Comman 
dant, Defense Language Inst! 
tute, Foreign Language 
Center, A TIN Test Control 
Officer, Pres1d10 of Monterey, 
CA 93940 where they will be 
destroyed when no longer 
needed for research 
send to HQ 
AFMPC/DPMYOT, RAN 
DOLPH AFB, TX 78 1 SO-
600 1 ,  where they will be des-
troyed when no longer 
needed 

II 

destroy 6 months after scar-
mg 

destroy after 2 years 

destroy after 6 months 

destroy after 2 years 

destroy after 20 years 

destroy after 1 year 

destroy after 2 years 
destroy after 10 years 

II
destroy after 2 years 

1. This table covers records pertammg to m1htary personnel testing as prescnbed m AFR 35 9, and mcludes tests for aptitude, proficiency, pro
curement and promotion programs (see AFR 30- 17). (See tables elsewhere m th1S regulation for tests not covered by AFR 35 8, such as c1v1han 
personnel tests m tables 40 2 and 40 3, academic and ftymg proficiency tests m SO and 60 senes tables, OSI tests m tables 124-7, pnsoner tests m 
table 125-2, DANTES tests m table 213 1, etcl) 
2. When a TCO's account IS d1Sestabhshed, funnsh a copy of d1Spos1t1on of test matenals to the MAJCOM/SOA test control officer for review 
and retention for 1 year 

AFROTC and AF Recru1tmg Service detachments are exempt from the 1 August mventory 
•4 3700 PRG/DPPT, Lackland AFB TX 78236-5000 will destroy after 2 months 
3 
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I TABLE 35- 7 
FLY NG STATUS RECORDS (see note) I 
R A B C D 

L 
E 

If the records are 
or pertain to consisting of which are then 

I
I 

1 flying evaluation 
boards, faculty boards, 

board proceedings and supportmg records, such as 
physical and psycluatnc exams, maJor aircraft 

destroy after I year. i 
I 

or aeronautical rating 
boards 

aCCJdent and other reports, orders suspendmg pilot 
from or retumma !um/her to flvmit status I 

2 flying status reports reports of nonrated officers and enhsted personnel destroy at end of FY for 
on flying status covenng man-year authonzatlons which authonzation was : 
and supporting records for crew and non-crew granted 
reawrements 

3 crew information for locally devJSed forms used to collect personnel destroy when superseded or 
mats and ooerahonal data on •1ead-select• crews obsolete I 

4 fl.ymg status actions correspondence and related records penammg to 
requests for suspensions, tiear of  flying cases, 

at MAJCOMs/SOAs/ 
maJor subordinate com 

destroy after I year i
i 

excusal programs, non-rated officer ubhzatlon, mands I 
aeronautical rating data records that pertam to 
aeronautical ratings or suspensions or hazardous I 
duty status code changes and requests for update ; 
of the Umtiorm Officer Record (UOR) or Umtiorm 
Airman Record (UAR), and apphcat1ons or re-

- quests for parachute Jump status, and other flying 
status actions 

5 below maJor subordmate see table 1 0- 1 ,  rule 2 
commands 

6 M1ssileman Badge apphcatlons or requests for award of the MlSSlle- accumulated by approv destroy after I year 
man Badge, Semor M1SS1leman Badge, or Master mg/d1sapprovmg author-
MISSileman Badae 1bes 

7 Weapons Controller see table 900-1 
Badge 

8 parachute Jump records forms recording Jump expenence, orders placing for transferred personnel send to new duty station 
md1v1duals on or removmg them from Jump status, 
and logs which record parachute Jumps, used to 
substantiate certllicat1on of parachutists' pay, re-

- quests for higher parachute ratmgs and indicate 
expenence of assJgned personnel 

9 for separated personnel give to md1V1dual 

- and md1v1duals who are 
detached from 1umo dutv 

10- for deceased personnel forward for mclus1on m per 
sonal eff'ects (see AFR 143-6) 

11 for D11SStng m action, forward for mclus1on m 
captured, or interred per- MPRG. 
sonnel / 

•12 Space Badge suspense copy of the apphcabon or request for at1Bpprovmg/d1sapprov destroy 3 months after 
award of the Basic, Semor or Master Space Badge mg authont1es approval/d1sapproval of the 

space badge (Note ongmal 
IS filed m UPRG) 

NOTE. Rules apply to those copies not reqwred by other d1rect1ves to be filed m the m1htary personnel record groups (see table JS-1)  
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TABLE 35-8 I 
PROI IIOTION AND DEMOTION RECORDS (see note ll I 

R A B 
u 
L If the records are or 
E pertain to consisting of 

officer appomtment, proceedmgs, findmgs and related records 
promotion, selection 
boards through the 
mde of Colonel 

1 

1.1 General officer promo-
bon boards -

2 officer appomtment, 
promotion, selection 
boards other than m 
rule I I 

2.1 regular appomtments ehg1ble and 1nelig1ble listings 
and mdefimte reserve- status 

2.2 

2.3 acceptance oaths/statements, medical certificates. 
statements of declination -

2.4 

3 amnan promotions board proceedmgs, findmgs and related records-
.....L 

5 recommendations 

-
6 

-
7 mqwnes, w111vers, supplemental actions, and re-

lated records not part of the board proceedmgs -
8-
9 records relatmg to removals from selection lists, 

waJVers of cntena. and related records not part 
of the board proceedings 

10 

11 amnan demotions recommendations for reduction m grade, and 
related records -

u 

NOTES: 

C 

which are 

at HQ AFMPC and HQ 
ARPC 

at HQ USAF Assistant for 
General officer matters 
(MPG) 
at other than HQ 
USAF/MPG,lflQ 
AFMPC and HQ ARPC 

at HQul\.FMPC 

at other than HQ AFMPC 

at HQ AFMPC and 
CBPOs 
at other than HQ AFMPC 
and CBPOs 

at HQ AFMPC and HQ 
ARPC 
at CBPOs 
for md1v1duals who died 
or became m1ssmg m ac-
tlon before promotion was 
effected 
other than m rule 5 

· at MAJCOMs/HQ 
AFMPC 
at CBPOs 

at MAJCOMS/HQ 
AFMPC 

at CBPOs 

approved and demotion 
directed 
d1sannroved 

D 

then 

destroy after 50 years (see 
note 2) 

t1re as permanent (see note 
1 1��!'

destroy I year after final 
action or on 1nact1vat1on, 
whichever 1s sooner 

see rule I 

destroy 6 months after all 
actions have been completed 
for the board 
see table 35-1, rule I 

destroy 6 months after all 
actions have been completed 
for the board. 
destroy after 50 years (see 
note 2) 
destrov I vear after aooroval 
forward per AFR 39-29 

destroy on promotion or 
supersess1on, wluchever JS 
sooner 
destroy after I year 

destroy I year after end of 
cycle 
destroy after 5 years 

destroy I year after end of 
cycle 
destroy after 5 years 

destrov after 3 months 

L Rules apply only to those not reqwred by other directives to be filed m the md1v1dual record groups (see table 35-1) 
2 Retain for 5 years, then retire to WNRC, where the records will be destroyed after 45 additional years 
3 Offer to National Archives after 50 years. 

j 
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I TABLE 35--9 
DI� n-lARGE AND SEPARA' "ION (see note 1) I 

30 October 1987 

R A B C D 
u 
L U the records are or 
E= pertain to consisting of which are then 

1 admu11strat1ve dis- board proeeeduigs, board waivers, recommenda approved actions resultmg see rule 7 and note 1 
charge or separation- from service for cause 

tlons, and other related records m discharge 

--1... (RESERVED) 
3 actions not resultmg m dis- destroy after I year or on re 

charge (see note 2) assignment of member, which-
ever IS sooner (see note 3) 

4 requests for dtSCharge apphcatlons and other records related to release disapproved actions return to md1v1dual on com-
from active duty, discharge, or separation by rea- plet1on of disapproval action 

- son of dependency, hardship, or for the convem 
ence of the government 

5- approved actions resultmg 
m d1schar2e 

see rule 7 and note 1 

6 report of transfer or - d1scharae 
forms and related records at recruiting umts destroy 3 months after date of 

separation 
7 separation preparation -
8- {R'P.SERVED) 

relocation preparation proJect folders used to 
consohdate separation processmit records 

!) exit quest1onna1res questloD.Illlll'eS and s1m1lar records accompltshed destroy after 6 months. 
dunna separation processma 

10 request for waiver of related records approved hold m the Field Record 
discharge processmg Group unttl exp1rat1on of the 

penod of service or enltstment 
- dunng which 1t was 

- approved, then destroy (see 

11- d1saooroved 
note 2) 
return to on01n .. tor 

12 recrwttng prospect - card 
personnel data and counselmg action mamta.1ned by the Re 

serve/Guard Counselor 
destroy 1 year after separa 
t1on 

13 approved wa1ver of board proceedmgs, board Wal vers, recommenda see rule 7 and note 1. 
dtSCharge for fraudu- tlons, and related records on approved wmver 
lent enl1Stment entry resulting m retention 
(excludes wa1ver for 
conce&;(ment of pnor 
service) 

NOTES 
l Rules apply to those copies not required by other directives to be filed m md1v1dual md1tary personnel record groups (see table 3S-l). 
2. When rehab1htat1on procedures are approved, file a copy m the Umt Personnel Record Group per AFR 35--44 and remove when probation 
rehab1htat1on 1s complete and suspended mvoluntary dtSCharge IS permanently cancelled. 
3 EXCEPTION. See AFR 35--44 for records contammg mformatlon md1catmg the possible extStence of a physical or mental defect, or pertatn 
to a1rmen holding appomtments of Reserve of the AF, com.rmssioned or warrant officer 
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I TABLE 35-10 
NO IJCOMMISSIONED OFF CER (NCO) STATUS I 

R 
u 
L 
E 

_1_ 
2 
3 - ment 
4 

reappomtment onginal letters ..,L_ 
6 
7 appomtment, reappo1Dt-

ment orders 

ITABLE 35-11 
AF!'. RANSmoN PROGRAN RECORDS I 

A B 

U the records are or 
pertain to CODSISting of  

monthly appomtment ebg1ble and mebgible hsnngs 

vacation of appomt- copies of letters 

R A 
u 
L U the records are or 
E pertain to 

1 operation and adm1D1 
strat1on of AF Trans1-- t1on Program 

1.1 
2 1Dd1v1dual case files 

3 trans1t1on tram1Dg 
asueements 

4 recurnng reports 

5 Manpower Develop-
ment Tratmn2 Act 

6 Area Manpower Inst! 
tute for the Develop-
ment of Staff' (AMIDS) 
Proizrams 

r 

-

7 trans1t1on manpower 
programs 1Dformat10n 

g - bulletms 
8 1Dd1v1dual apphcatlons 

for attendance at the 
AF Skill Center 

9 trans1t1on ebg1b1lity 
roster 

B 

consisting of 

policy and adm1D1Strat1on files Includes records 
not 1dentdied elsewhere on this table, or not filed 
ID general correspondence files under table 10-1 

records reqwred for each part1c1pant 

reports reqwred by this program not covered 
elsewhere m tlus re2ulat1on 
records such as budget estunates and annual plans 

records reqwred by tins program not covered 
elsewhere ID tlus regulation 

NOTE Oft'er to National Arcluves 20 years after proJect termination 

C 

which are 

at CBPOs 
at umts 
at CBPO, Spectal Actions 
Umts 
at umts 

at CBPOs 
at umts 

C 

which are 

at other than HQ 
AFMPC/DPMA 

at HO AFMPC/DPMA 
at CBPO, trans1t1on pro-
gram offices 

at MAJCOM and CBPO, 
trans1t1on program offices 

at CBPO and GSU, tran-
s1t1on orolZl'am offices 

D 

then 

destrov after 6 months. 
destroy after 3 months. 
destroy after I year 

destroy when member IS re-
appo10ted to NCO status or 
when member separates, 
transfers. or dies 
destrov after I vear 
destroy after 90 days. 
see tables JS- I, rule I and 
3S-4 

D 

then 

destroy after I year 

retire as oennanent (see note). 
destroy 6 months after ter-
m1Datlon of military status or 
reenhstment. 

destroy after 1 year 

destroy 6 months after ter-
mmatlon of military status. 

destroy 3 months after ter-
m1Dat10n of ID111tarv status. 
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I ITABLE 3�12 
WE GHTED AIRMAN PROMOTION SYSTEM CWAPS) I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 airman test control ros- lists of 1Dd1v1duals meetmg basic promotion ehgib1lity en- record copy (ong- destroy after I year 
ters tena reqwred to take oromot1on test(s) mal) 

2 auman mehg1ble for lists of personnel not eligible for promotion testmg 
promotion testmg ros-
ters 

3 auman promotion test- bsts of personnel by AFSC and grade overdue for com-
ma our2e roster olet1on of reqwred oromot1on test 

4 au,nan promotion ellgi- lists of personnel m grades E-1  through E-8 eligible for destroy after 6 months from 
b1lity llstmgs promotion cons1derat1on processmg month for grades 

E-1 through E-3 Destroy 
after I year from end of cycle 
for grades E-4 and above. 

5 a1nnan promotion mell- lists of personnel ID grades E-1 through E-8 1Deligible -- 11;1b1lltv llst1D2s for nromot1on consideration 
6 auman promotion se- lists of personnel grades E- 1 through E-8 who were destroy urut lists after 6 

lectees listings selected for promotion to next higher grade months Destroy CBPO hsts 
after 1 year from end of cycle. 

7 alrmllD promotion non- bsts of personnel ID grades of E- 1  through E-8 who 
selectee listm2s were not selected for oromot1on to next h12her 2rade 

8 auman promotion se- hst of personnel ID grades E-4 through E-8 whose destroy after 1 year from end 
lectlon monthly m- sequence number IS effective the first of the followmg of cycle 
crement list month 

9 ai.rman promotion data l1Sts data to be reviewed by those personnel eligible for md1v1dual's copy destroy when no longer 
' venfi.cat1on record nromot1on needed 
i10 promotion test require- listmg conta1D1Dg test reqwrements for personnel eligible record copy (ong- destroy after I year 

ments for oromot1on ma)) 
1 1  rosters and llstmgs cov- mformatlon copies destroy after 90 days or when 

llered by rules 1 through no longer needed, whichever 
10  IS sooner 

12 WAPS notice listmg conta1D1Dg data that was used for promotion 1Dd1v1dual's copy lldestroy when no longer 
needed 

13 promotion cutotIJ'select a l1Stmg refl.ectmg eligible personnel, quota selected, HQ AFMPC rec- destroy after 10 years 
analysis list nonwe1ghable personnel, promotion opporturuty and ord copy 

-cutoff' score reqwred for selection by promotion AFSC 
14 copies other than destroy after 1 year. 

rule 1 3  
15 post select control list l1St1Dg of record status changes to the W APS file HQ AFMPC rec- destroy after cycle IS purged 

ord copy 
16 TICS 309 1Dput by a reJect listmg which identifies TICS 309 1Dput by CBPO 

CBPO/HAF errors orsHAF 
17 unpro Jected promotions l1Sttng of personnel who were selected for promotion but 

and CBPO/HAF pro- grade changes were effected and subsequent cycle was 
motion withholds/ can- activated 1f member eligible for promotion 
cellat1ons 

18 special category SKT l1Stmg of personnel who are SKT exempt because of 
exemot oersonnel COMSEC AFSC or assumed to an SKT exemot PAS-

19 nonreconctlable tests hstmg of test(s) received that were not compatible with "destroy after 1 cycle 
received AFSC data 

1 20 SSAN change list l1Stmg of personnel who have had a corrected SSAN and destroy after I yearIImd1cates 1f W APS file has been corrected 

-21 world wide master pro- bstmg of personnel selected, nonselected, 1Del1g1ble or destroy after 10 years 
motion name hst nonwe1ghable for promotion 

22 copies at other destroy after 2 cycles 
than HO AFMPC 
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T Al LE 35-12. CONTINUED I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

23 master selectee pro bstmg of promotion selectees by sequence number HQIAFMPC destroy after 10 years. 
motion sequence num assigned record copy 
ber bst 

24 m1t181/supplemental bstmg of selectees and nonselectees by promotion AFSC 
master promotion considered for promotion 
select/nonselect bst 

25 0romot1on withhold bst bstm2 of oersonnel whose promotion has been withheld destroy after 6 months. 

26 batch transaction vah bstmg of transactions checked for vahd1ty that process to 
date the master oersonnel file 

27 staff' mput transaction bstmg of transactions that update the master personnel destroy after 90 days 
re.,,•ter file 

28 HAF reject transaction bstmg of transactions that have rejected from the master 
remster oersonnel file 

29 promotion hJStory files microfiche copies destroy after 10 years 
(Cvcle 7 IA/after) 

30 seruor NCO master file bstmg of transaction mput to the IEF destroy 6 months after board 
uodate bst adlourns 

31 seruor NCO mqu1ry bstmg of personnel ebgible/mebg1ble for promotion destroy 90 days after board 
hstm2 ad1ourns 

32 seruor NCO 1D1t1al eh- bsts of every E-7 and E-8 m the Air Force destroy 1 year after board 
21ble file ad1ourns 

33 seruor NCO 1D1t1al eh- IJSt of mJSmatch data, mJSsmg records or duplicate destroy 90 days after board 
mble reconc!lable bst records ad1ourns. 

34 master promotion meb bst of personnel mebgible for promotion consideration destroy after I year. 
mble bst 

35 master manual select/ bst of personnel considered for promotion manually destroy after 10  years. 
nonselect bst 

36 out of. system supple- documentation of manual supplemental cases destroy after I year. 
mental nromotlon cases 

-37 nonwe1ghable bstmgs bst of personnel ehg1ble for pro�otlon m nonweighable destroy after 6 months. 
status 

38 copies other than destroy when no longer 
rule 37 needed 

39 promotion correspond letters of recommendatlons/nonrecommendatlons, control CBPO copies destroy after 1 year 
eJICe roster action w1thhold/remstatement action. etc 

40. Civilian Personnel. These tables cover records pertaining to administration of the civilian personnel program, 
including recruitment, placement, position classification, career development, employee-management relations, labor 
relations, disciplinary actions, gnevances, leave, performance evaluation, equal employment opportunity, and incen
tive awards. Tables 40--1 through 40--9 cover records created by elements of the Directorate of Civilian Personnel, 
HQ USAF, MAJCOMs, and the central civilian personnel offices (CCPO). Records accumulated by operating 
officials are covered in table 40--8. Payroll records, including time and attendance reporting, are m the 177 tables. 
Special Nate: All references throughout the tables pertaining to HQ USAF include the Office of Civilian Personnel 
Management Center (AFCPMC). 
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I !TABLE 40-1 
POI ICY. GENERAL .& r rruoRITY AND GENERAL MANAGE! .fENT I 

R A B C 
u 
L If the records 
E are or uertain to consistiD11 of which are 

1 basic program HQ USAF and MAJCOM records re wage schedules, resolution of field-
records 11.ectmg basic delegations of authonty referred matters, studies, reports and 

(comments and coordmat1on) and devel• other records formmg the basis for 
opment of pohc1es, procedures and development, management and con-
methods for conductmg all phases of the tmued improvement of the program 

- AF civilian personnel admlll1Strat1on 
oro1rram 

....L (RESERVED) 
3 records which provide the basis for per authontles to adm1ruster US citizen 

sonnel program adm1rustration authonty and/or non-US citizen employees, such 
and which suppon the legal and admm- as, but not hm1ted to, base commander's 
1Strat1ve validity of personnel and pay wntten designations of c1v1han person-
actions nel officer (CPO) and mcumbents of 

other pos1t1ons to sign personnel action 
records; Office of Personnel Manage• 
ment (OPM), HQ USAF, or MAJCOM 
exceptions or authont1es which provide 
basis for specrlic actions or operations, 
but which are not appropnate for mclu 
s1on m a case file, records or other 
actions or dec1s1ons which are - orecedent-settmiz for future onttatlons 

4 md1V1dually approved position classrli field ongmated advisory allocations, ten-
cation gwdes and adV1sory allocations tatlve drafts of classrlicat1on, quah-
used as precedents for General Schedule licabon or occupational standards fur 
and Wage Schedule pos1t1ons n1Shed by OPM for comment or mfor 

mabon before pubhcabon, and related 
correspondence not mamtamed with 
oubhcabon to which 1t oenams 

5 wage admWJ• wage schedules, oversea dlff'erenbal rate records which constitute the basis for 
strabon approvals, and other pay adJustment au- personnel actions which may reqwre re-

thonzabon resultmg from legislation or construction at a later date 
other across-the-board admmzstrabve 
acbon 

•6 all wage admmistratlon records not 
covered m rule S 

7 CCPO man- reports and corollary records penod1c stalling analyses, special analy-
power manage- ses for HQ USAF and MAJCOM sur-
ment renorts ve"" and for s.,..,.1al oro1ects 

•s Official Per- an OPF for each c1v1han employee, at CCPOs 
sonnel Folder recordmg employee's federal work his-
(OPF) tory and civil serv1ce status 

9 Intergovemmen• copies of assignment agreements and not appropnate for lihng m OPF 1f the 
tal Personnel other related records accumulated dur- assignee 1s an AF employee or appomt-
Act (IPA) mg the assignment ed to an AF pos1t1on 
assignments 

10 (RESERVED) 
11 (RESERVEDl 
12 (RESERVED) 

D 

then 

permanent, retam at accumulatmg 
office dunng its existence (see 
notes 1, 2) 

retam pendmg rev1s1on of dis-
posal authonty 

destroy when superseded by pub-
hshed standards or other prece-
dent dects1ons, or when obsolete, 
no longer needed or on mactlva 
tlon of office 

retam pendmg rev1s1on of dis-
posal authonty 

lldestroy after completion of 
second succeedmiz waize survev 
destroy 2 years after eff'ectlve 
date of repon 

send folder to NPRC (CPR), St 
Louis MO, 30 days after separa 
tlon, NPRC will destroy 75 years 
after b1nh date of employee (60 
years after date of the earliest 
record m the folder 1f the date of 
birth cannot be ascertamed) or S 
years after latest separation, 
whichever 1s later, or as specified 
ID FPM 
destroy 2 years after asS1gnment 
ends, or at end of penod of obh-
gated service required of an AF 
employee retummg to his/her 
loos1t1on. whichever ,s!'later 
I I  
I I  
II 

l 
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TAB E 40-1. CONTINUED IR A 8 
u 
L If the records E are or nertam to cons1stin11 of 
13 chronolog1cal notdicat1ons of personnel actions for all Journal file actions that OPM requires to be re-corded on SF SOB 
14 non-US citizens records on all d1rect-h1re non-US m foreign areas c1t1zens m foreign areas and all such indirect hires excluding those covered by rule 16 
15 (RESERVED) 
16  md1rect-h1re records of md1rect-h1re non-US c1t1zens non-US c1t1zens m the Federal Repubbc of Germany m Federal Re-pubhc of Ger-

C D 
which are thenat CCPOs destroy 2 years after close of month m which not1ficat1on was dated (see note 4) basically the same as those maintained dispose of as specified for records for other employees, adapted to meet of other employees (or m a man-local needs ner that will satisfy pecubar re-qu1rements m adrrumstenng non-US c1t1zens m the host countrv) 
OPFs administered by the CCPO m the I Idestroy 3 years after separation of Federal Repubbc of Germany employee 

(RESERVED)employee recon- negative determinations of acceptable s1derat1on files level of competence for wtthm-grade 
I Idestroy17 

18 I year afiter date of final dec1s1on (See note 4 )  increases and basis thereof , employee'swntten request for recons1derat1on, reports of mvest1gat1on, wntten sum-manes or transcnpts of any personal presentations made, final decision on reouests for recons1derat1on 
19 (RESERVED) 
20 manning au- umt manning records, manpower thonzatlons authonzat1on hstmgs/vouchers, or letters 
21 file of official superseded copies of Federal Personnel nubhcatlons Manual and AF res:ulatorv matenal 

•22 Federal Employ- weekly hstmg of mJunes used as a ees' Compensa check file for all cases sent to Office of tlon Act !ol!'. Workers' Comoensatton Pros;rams 
23 Federal Employ ees' Compensa- letters and copies of forms and state• ments for each case used as a check file tlon Act case for all cases sent to the Office of Work files ers' Comoensatton Pro2rams 24 evaluat1on/in- evaluation of c1vtl1an personnel man-spectton agement and adm1mstrat1on reports and stgmficant related records -
25 

agement and ad- c1v1ban personnel status and improve-ment plan reports 26 personnel man-

-
mm1stratton27 personnel end-of-month (EOM) fiscal year report strength of federal c1v1ban employment and cor accounting ollarv records 

28 end-of-month fiscal quarter report of federal c1vtl1an employment and carol-larv records -
29 end-of-month monthly report of federal ctv1han employment and corollary rec-ords-

allocations of manpower spaces issued I Idestroy 6 months after superses-by the manpower office St0n 
see table 1 1-1  and AFP 40-171 .  

at  CCPOs retain pending rev1s10n of dtSpo• s1t1on authonty 
retain pending rev1s1on of dtSpo-s1t1on authonty . 

evaluations conducted by HQ USAF destroy after 2 consecutive re-ports have been filed 
at maJor subordinate commands destroy I year after next hke m-spectton or after 3 years, which-ever IS sooner at CCPOs destroy after 3 years 
used to denve c1v1han strength and retire as permanent (see note 3) full-ttme equivalents of the AF 

destroy after 5 years unless rule for fiscal year appbes. ) 

destroy after 2 years unless rule for fiscal year or fiscal quarter annhes 
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TAI LE 40--1. CONTIJI UED I 

R A B C 
u 
L If the records 
E are or nertain to consistin2 of which are 

30 extracts of Monthly Report of Federal at MAJCOMs/SOAs/DRUs and/or 
C1v1han Employment fonns, computer CCPOs to denve c1v1lian personnel 
records, and corollary records strength statistics for commanders and 

kev mana11:ement oflic1als 

NOTES 
I When records become background matenal to a publication, they are handled according to table S-1 
2 Offer to the National Archives ID 5-year blocks when the most recent records in the block are 25 years old 
3 Offer to the National Archives in 10-year blocks when the most recent records in the block are 20 years old. 
4 When a class action complamt 1s filed, refer to table 40-4, rule 2 

I lTABLE 40-2 
STA!'1FING 1 
R A B C 
u 
L If the records are 
E or pertain to consisting of which are 

1 applicant supply file employment applications from persons seekmg 
appomtment outside of OPM registers or as a result 
of local delegated hmng or examnung authont1es, 
rosters mdexed to the applications, authonzed raCJal 

; I ; and ethmc 1dent1ficat1ons and related data 
1.1 C1v1l Service Reform records on the type of action, processmg time, name 

Act (CSRA) delegated of person who authonzed fi.nal action, date of dec1-
authont1es s1on and bnef statement setting forth the rationale 

for the dec1s1on 
2 (RESERVED) 
2.1 Job element quallfi 

cations Questionnaires 
3 OPM certificates each Request for Certificate submitted to OPM, 

each Certificate of Eligibles issued by OPM, and 
related papers regardmg objections to eligibles, rea-

I .  sons for passmg over veterans, and copies of SFs 
171  

4 appointee availability correspondence, telegrams, and related papers con- accepted appomtments - mqu1ry records cerrung ava1lab1bty of appomtees 

-
s declined appomtments, 

when names are re-
ce1ved from certificate 

I 
of eli111bles It·

I 6 declmed appointments, 
when offiers were made 
from applicant supply 

, j  ' 
I file of the mstallat1on 

[/ 

-
,0 7 exaD11Jl8tJOns OPM exammat1on records 

8 AF test booklets ID which answers have been 
recorded, and completed test answer sheets have 
been oosted to md1v1dual's records 

9 test records for md1V1dual employee showmg all 11
I I current authonzed AF test scores ;3-ttamed by the 

t i  employee and mamtamed ID his or her OPF (see 
' ' table 4o- l) or ID a separate file 

-
D 

then 

destroy when obsolete, super-
seded or no longer needed 

D 

then 

dispose of accordmg to FPM 
guidance and OPM agree 
ments (see note 2) 

destroy after audit by OPM 
and AF evaluators. 

destroy 2 years after super-
session 
destroy when 2 years old (see 
note 2). 

destroy when md1YJdual 
enters on duty 
return to OPM with replies 
and apphcat1ons 

file with application (see note 
2). 

see FPM. 
destroy after 90 days. 

forward with OPF when 
employee JS reassigned withlD 
the AF, destroy I year after 
employee transfers or sepa-
rates from AF (see note 2) 

semiannual or other 1Dventones of test matenal destroy after completion of 
next IDVentorv 
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T ABJ E 40-2. CONTINUED I 
R A B 
u 
L If the records are 
E or pertain to consisting of 

•9.2 exam1Dat10n master copy of the tests and annual test IDVentory 

10 promotions records of 1Dd1v1dual promotion actions, 1Dcludmg 
work records, Job analysis, Promotion Evaluation 
Patterns (PEPs), and files show1Dg how candidates 
were rated and ranked which are sufficient to allow 
reconstruction for purpose of detenn1D1Dg comph-
ance with local, AF and Federal Ment Promotion 
Plans -

10.1 PEPs for use ID centrally managed AF career pro-
grams 

-
10.2 records of specific Job analysis records used ID vah 

datlon of PEPs and other records (1 e , SFs 52, 
ceru.ficates, etc!') used for career program referrals 

11 (RESERVED) 
11.1 !RESERVED) 
12 reduction m force retention registers, notice to employees and work 

cards which are hsts prepared before reduct1on-1D 
force for each competitive level affected, and related 
records 

13 federal equal oppor- Job 1Dterest sheets/cards of women and protected 
tunlty recruitment m1Donty groups for occupations that are hsted as 

underrepresented ID 1Dstallat10n Federal Equal 
O1morturutv Recruitment Plans 

14 Federal Equal Oppor determ1Dat10ns for ehm1Dat1Dg underrepresentatmn 
turuty Recnntment and pnonues for accomphshment 
Plan 

15 reemployment pnonty hst of names supported by supervisor's record of 
hst employee (AF Fonn 971) or supervisor's employee 

bnef -

16 (RESERVEDl 
17 oversea recruitment master copies of oversea c1v1han personnel requests 

reauests with �1t1on descn(!tlon attached 
18 1Dd1v1dual recruitment records perta1D1Dg to recruitment and selection for 

case files oversea employment 

18.1 employees selected for copies of processmg records (SF 508), trans 
assignment overseas portauon agreements, pos1t10n descnpuons, employ-
granted return nghts to ment agreements, etc 
us 

19 affirmative actions for comU11ttee mmutes, program activities, records of 
m1Dont1es and women commuruty contacts, sexual harassment records, 
and handicapped reports and support1Dg papers regard1Dg status of 

em(!lo:z:ment -
19.1 Affirmative Employment Plan mclud1Dg Upward 

Mob1htv Plan. Federal Eaual Oooortumtv Plan. etc 
19.2 urufonn gmdel1Des on EEO analysis worksheets, and statistics deal1Dg with 

-
employee selection pro- apphcant and candidate flow by race, sex and ethnic 
cedures 11:rouo 

C 

which are 

with AF Test Control 
Officer 

at AFCPMC, career 
program branch 

at CCPOs 

at CCPOs 

at oversea CCPOs ser-
VICIDI!: the DOSltlOn 

at CCPOs 

at MAJCOMs and 
below 

at Affirmative Employ-
ment offices 

D 

then 

destroy when 10 years old 

destroy 2 years afiter person-
nel action or audit by OPM, 
whichever IS sooner (see note 
2) 

delete from data system 
when superseded or revised 
by new PEP, destroy hard 
copy after 2 years ( see note 
2) 
destroy when superseded or 
2 years after staffing action 1s 
completed, whichever 1s later 
(see note 2) 

destroy after 2 years 1f no 
appeal 1s filed; 1f appeal 1s 
filed, see table 40-4 ( see note 
2) 
dispose of ID accordance with 
FPM guidance and OPM 
agreements (see note 2) 

see rule 19 I 

destroy after expiration or 
loss of employee's reemploy 
ment nghts or after final 
dec1s10n on a pendmg appeal, 
whichever IS later 

destroy I year after pos1t1on 
1s filled 
destroy I year after exp1ra-
uon of employee's transporta• 
Uon a11:reement 
destroy after return of em-
ployee or I year afiter return 
nghts are tenn1Dated. 

destroy after 3 years or when 
superseded or obsolete, 
whichever 1s apphcable 

destroy 5 years from date of 
olan 
destroy when when 5 years 

l l!'old (see note 2) 
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TABL ' 40-2. CONTINUED I 
R 
u 
L 
E 

A 

If the records are 
or pertain to 

19.3 

19.4 

retired members of the 
uruformed services 

20 

21 employee placement 
assistance 

•21.1 

21.2 
22 

22.1 

22.2 

23 Part-Time Employment 
Program 

24 DOD Automated 
Career Management 
System (ACMS) --- records and reports 

24.1 

24.2 

•25 employee separation 
from 1Dstallat10n 

general staffing records 26 

27 Career Program Cadre 

B 

consisting of 

annual adverse IDlpact detenmnatlons and analysis 
of alternate methods 
results of vahdity studies to 1DClude records of Job 
analysJS, PEP vahdauon referral rosters, Promo-
t1on and Placement Referral System Statistics 
records of appo1Dtments and proposed appo1Dt-
ments which were dJSapproved 

1Dd1v1dual case files of employees reg1stered ID 
career programs 

C1V1han Career Enhancement Program (Reg1s-
tratlon and Geographic Avadab1bty Form), Cen-
tral Skills Bank Reg1strabon and Geographic 
Avadab1hty Form 

hard coov records 
"stopper hsts" received and records of any pos1-
uons ID the pay category senes and grades on the 
"stonner bst" dunmz the time hsts are ID force 
1Dd1v1dual case files of employees reg1stered ID the 
DOD Pnonty Placement Program and the Auto-
mated Oveneas Emolovment Referral Pro.,.,.,.m 
records related to DOD-announced base closure, 
transfer of functton or reduction, such as: pro-
gramm1Dg plans, phase-out plans, 1Dact1vat1on ord-
ers, correspondence pertam1Dg to serv1c1Dg re-
mammg personnel after base closure, and related 
reoorts not covered elsewhere ID this resrulation 
special and recumng statlsbcal narrative reports 
and supportmg papers regard1Dg status of part-
time career emnlovment develoned at the CCPO 
1Dd1v1dual employee reg1stration ID DOD career 
programs, resumes, and file mamtenance updates 
completed by employees I 

employee career appraJSal completed by super-
VISOr 
reqWSJbon and referral requests for filling positions 
from the ACMS mventory 

forms used to ensure that a separabng employee 
clears with vanous 1nstallabon acbv1bes pnor to 
departure 

records pertammg to actions such as approved 
requests to hire retired military, employment of 
veterans, employment of civilians overseas, and 
reauests for emnlovment information 
forms, 1Dterv1ew questions, vahdabon records, etc 

C 

which are 

atsAFCPMC 

at CCPOs 

at MAJCOMs 

at HQ USAF, 
MAJCOMs and 
CCPOs 
at CCPOs and for-
warded to the DOD 
Central Referral 
Act1v1tv (DODCRA) 
at CCPOs and for-
warded to DODCRA 
1rubated by supervisors, 
and copies forwarded 
to DODCRA for a 
roster of eli21bles 
at CCPOs 

at MAJCOMs 

at MAJCOMs and 
OCPO 

D 

then 

destroy S years after close of 
year ID which employee was 
appo1Dted or appomtment was 
d15am,roved. 
destroy 2 years after reg1strant 
JS removed from the program 
(see note 2) 
delete from data system when 
superseded by new geograph-
1c avaliabd1ty forms or upon 
employee's withdrawal from 
the svstem 
destrov after 2 vears ' 
destroy 2 years after reg1strant 

' IS removed from the program 

destroy 2 years after final 
action taken on base closure 
or transfer 

destroy when 2 years old 

destroy when 2 years old (see 
note 2) 

destroy when 3 years old (see 
note 2) 
destroy when 2 years old (see 
note 2) 

destroy after 3 months 1f 
mamta1Ded as a separate file, 
or mamta1D and dispose of 
under table lCr-1 as transitory 
matenal (see note 3l 
destroy when record 1s 2 
years old. 

destroy 2 years after cadre 
selections are made (see note 
2) 
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TAB E 40-2. CONTINUED 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

28 Defense Intelligence md1v1dual employee registration m Defense C1- at CCPOs, copy for destroy when record IS 2 years 
Spec1Bl Career Auto- v1ban Intelligence Career Development Program, warded to the Defense old (see note 2) 
mated System, records annual updates, and resumes wluch are completed Intelligence Special 
and reports - by employees m the DOD wide C1v1ban Intelli- Career Automated Sys 

gence Career Develonment Proizram tem mISCASl 
29 employee career appraisal forms 1mt1ated by super- at CCPOs, with copy destroy after 3 years (see note 

VISOr forwarded to the DIS 2) 
CAS 

30 requ1s1t1on and referral requests for filling positions at CCPOs, copy for- destroy 2 years after selection IS 
covered by the DOD-wide C1v1lian Intelligence warded to the DIS- made from roster (see note 2) 
Career Development Program 1mt1ated by super CAS for a roster of eh 
VISOr mbles 

31 SES Ment Staffing applications (SF 171)  and related records to at CCPO destroy when 2 years old (see 
mclude quaWicat1ons standard, vacancies note 2) 
announcement, documentation of recrwtment 
eff'orts, bst of all applicants, selection procedures 
applied, complamt/appeal to the ERB and the 
findmgs, wntten recommendation on those re 
ferred for selection, rating schedule and sheet, and 
ERB case file 

•32 applicant Selective Ser-- vice registration 
certification of Selective Service registration accepted appointments file on nght hand Side of OPF 

•33- declmed appointments return to OPM with applica 
t10n 

•34 declined appomtment, file with application and d1Spose 
or did not register, of accordmg to FPM 
when offiers were made 
from applicant supply 
file of the 1nstallat1on, 
or other source 

NOTES 
1 Retain Supervisor Evaluation of Employee Current Performance and/or Supervisor Evaluation of Employee Potential for First Level Supervi
sor Pos1t1ons until replaced by the second C1v1ban Potential Appnusal. 
2. When a class action complamt IS filed, refer to table 40-4, rule 2 
3 Destroy accordmg to table 40-4, rule 9 1f separation clearance form documents defense related employment counselmg reqwrements of AFR 
30-14. 

I ITABLE 40-3 
EMPI OYEE CAREER DEVELOPMENT I 

R A B C D 
u 
L If the records are or 
E pertain to consisting of wbicb are then 

1 annual tra1rung, develop record showmg c1v1lian quota (CQ) file data from at CCPOs destroy after 5 years 
ment and finanaal nlans Personnel Data Svstem-C1v1lian (PDS-Cl 

2 c1v1lian personnel retram- reports of retralDlDg resulting from base closure, at HQ USAF destroy after 4 years - mg transfer or consolidation of functions 
3 at other than HQ destroy after 2 years 

USAF 
4 tra1mng through mstalla- md1v1dual course folders contammg tra1mng forms destroy 2 years after 

tlon fac1lit1es or comparable forms, course outlmes, attendance course IS completed 
and ratmg records and related matenals wluch are 
official and basic records of completed tra1rung - courses 
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TABLlR 
uL 
E 

s 

-6,1 
-6.2 

7 

8 
I .  8.1 
I 

-8.2 
8.3 
!) 

10 
11 
-
u 

-14 

40-3. CONTINUED 
A U the records are or pertain to 

trammg through other than mstallation fac1bt1es 

annual report of c1v1ban training and supplemental records relating to ex-penses
centrally managed trammg and development under AF career management prouams long-term, full-time tram-ing and career broademng assignments made under the auspices of centrally managed career prol!.!ams Career Enhancement Plan (CEP) 
apprentice action 
apprenticeship approval 

apprentice standards 

B 
consisting of md1v1dual case files contammg appbcations, tram mg schedules, apprenticeship agreements (AFFM6) exammation records (performance and technical information tests), certificates of ebg1-b1btv and related matenals records pertamtng to courses attended by employ-ees at other installations, other federal agencies, or nongovemment tra1mng facilities other than those covered bv rules 6 1 and 6 2financial records m support of long term, full-time trammg through nongovemment fac1bt1es which are the vabdatlon necessary to accompbsh the ser-vice and reimbursement comm1tment linanc1al records m support of short-term training throua:h nom1ovemment fac1bt1es records of training complet1ons, duty hours, � c1ated costs (except accounting and finance records covered m the 177 tables) which are pay-ments for travel, per diem, tmt1on, contnbubons, awards and related fees Career Enhancement Plans (CEPs), course folders, and training records for career program part1c1-pants
nomtnatlon matenals, records of selection pro-ceed1ngs and other records used m the analysis process 
Personnel Data System-C1v1ban (PDS-C) form 
programs not covered by CEPs (1 e., Veterans Readjustment Act) 
record m gains and losses dunng preceding 6-month period on apprentice program 
letters of approval of programs by the US Depart• ment of Labor and/or Veterans Admuustration 

apprentice standards form 

AFR 12-50 Vol II 30 October 1987 

C D 
which are thendestroy 3 years after md1-v1dual completes course or discontinues trammg (see note 2) 

destroy 2 years after course 1s completed (see note 2) 
destroy 1 year after end of obbgated service or settle-ment of claim, whichever IS later 
destroy when 3 years old 

at appropnate career program branch, AFCMPC destroy when updated or 2 
tyears afer completion of course 

destroy 2 years after com-pletion of trai_mng (see note 2) 
at CCPOs 

at HQ USAF 
at other than HQ USAFat HQ USAF 
at other than HQ USAF 
at HQ USAF 
at other than HQ USAF 

destroy when replaced by a new CEP destroy 2 years after com-pletion of, or withdrawal from trainm11: destroy when S years old 
destroy when 3 years old 

tdestroy S years afer com-pletion of apprentice pro-gram, withdrawal of aooroval. or cancellation destroy 3 years after com-plet1on of apprenticeship, withdrawal of approval, or cancellation 
tdestroy S years afer com-pletion of apprentice pro gram or when superseded, whichever IS sooner destroy 3 years after com-plet1on of apprentice pro gram or when superseded, whichever JS sooner 

13 
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T ABL � 4&-3. CONTINUED I 
R A B C D 
uL If the records are or E pertain to consisting of which are 15 student employment and records pena1D1Dg to Cooperative Education wntten agreements destroy 2 years aliter work student programs Programs, Harry S. Truman Fellowship Program, Federal Jumor Fellowship Program, and Student between the school and AF activity mamta1Ded renegotiated, whichever 1s agreement expu-es or 1s 

- Volunteer Service Pro11tram at CCPOs sooner.reports required under E O 12015 at CCPOs destrov when 3 years old 15.216 at HQ USAF destroy when S years old Upward Mob1hty Program tra1D1Dg plans, evaluation, and related matenal at CCPOs destroy 2 years after em ployee leaves the program 
- (see notes I and 2) career man,oaement/uoward mobwtv olan see table 40-2 rule 19 I.!1._NOTES1. Rule apphes to those records not required by current d1rect1ves to be filed ID the 1Dd1v1dual's Official Personnel Folder 2 When a class action complamt 1s filed, refer to table 40-4!6-, rule 2 .  
I TABLE 40-4 IEMPLOYEE-MANAGEMENT RELATIONS IR A B C D 

uL If the records are or E pertain to consisting of which are then1 gnevances and appeals; ong1Dal of employee's gnevance or appeal, report of destroy 3 years after case 1s 1 e� derual of w1th1D• heanng or 1Dqu1ry, copies of dec1s1ons rendered and closed (notes I and 2). grade step IDCrease, related matenal, 1Dclud1Dg any jud1c1al proceedings ex reduction ID-force, cept compla1Dts of d1scnnunat1on not 1Dcluded ID rules unacceptable perform- I . I ,  1.4 and 3 or ID table 40-6, rule 8ance. and class1ficat1on 
1.1 1Dd1v1dual compla1Dts ongmal complamt, counselor's report, 1Dvest1gat1ve and destroy 4 years after case 1s of d1scnm1Dat1on hear1Dg reports, copies of dec1S1ons, and related matenal, resolved by AF or Equal 
- 1Dclud1Dg any Judicial proceed1Dgs Employment Opporturuty Comm1SS1on (EEOC) or by a US coun 1.2 management dec1s1ons on whether or not to take _d1sc1- destroy 2 years after case 1s ohnarv actlon closed (see note 4 )  -1.3 cards which descnbe current status ID process1Dg each 1Dd1VIdual comola1Dt -1.4 record of complamt not pursued beyond 1Dformal stage destroy 2 years after date EEO counselor was unually -- contacted <see note 4) 
2 class action complamts ong1Dal complamt, counselor's report, transcnpts, exh1- destroyresoluuon4 years after final of d1scnm1Dat1on bits, dec1s1ons, related matenal (e g., ment promotion -- files, PPRS etc l 
3 adverse actions and notice of proposed action, any answer made by employ- destroy 4 years after case 1s appeals ees, notice of dec1s1on, any order aff'ecung the action, closed (see note 4) appeals documentation, and any support1Dg matenal, ID• clud1D11t anv 1ud1c1al oroceed1D1ZS -
-4 performance/1Dcent1ve recommendations, approved nom1DaUons, memoranda of destroy 2 years after close of awards record, correspondence taken ID connection with per year ID wluch final acuon 1s formance or 1Dcent1ve awards taken (see notes 2 and 4) 4,1 correspondence or memoranda pena1D1Dg to awards from destroy after 2 years (see other 11tovemment a11tenc1es or onvate or1>aruzat1ons note 4)-
-

repons perta1D1Dg to the operation of the Incentive destroy after 3 years (seeAwards ProlZl'lllD note 4 )  5 performance appraisals forms document1Dg rat1Dgs of supenor, excellent, fully at CCPOs destroy 3 years after date of successful, mimmally acceptable, or unacceptable not appraisal (see note 4 )  accom12arued bv demotion or removal recomm1:,ndl11gn I I I 
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TA lLE 40-4. CONTINUED 
R A 8 . C D 
u 
L If the records are or 
E pertain to consisting of which are then 

forms documentmg a ratmg of unacceptable where demo- destroy after the employee 
non or removal IS proposed but not effected completes 1 year of accept 

able performance from date 
of wntten advance notice of 
proposed removal or reduc-
tlon m ....... rte notice. 

6 

-
forms documentmg ratings of members of the Semor destroy S years after date of 
Executive Service ratmg (see AFR 40-2 and 

note 4) 

7 

8 separation actions for supervlSOr's explanation of reasons for separation of destroy 2 years after effiect1ve 
employees servmg on employee, letters of resignation m lieu of termmatlon for date of separation (see note 
m1t1al appomtment pro- cause, and sunliar cause Filed subjectively rather than 4) 
batlon or under m, or with, employee's personnel records (see note 3) 
appomtment which 
does not affiord appeal 
nghts and which may 
mvolve claims for un-
employment compensa-
tlOn 

9 counseling regardmg statements signed by employees confinrung they have at CCPO destroy 3 years after em 
Defense-related received counseling on reporting Defense-related ployee separates 
employment employment accordmg to AFR 30-14. See also AFR 

4o-73S 

NOTES 
Selected records such as classdicatlon appeals dec1s1ons may be retamed as policy/precedent files, which are governed by table 1 1-1 ,  rule 

Retirement to a federal records center IS not authonzed. 
2. For employee suggestions, mventlons and sc1entdic achievements, see table 900-2. 
3. Records are not to be filed alphabetically, or by name, SSN, or other personal 1dentdier. 
4. When class action complamt IS filed, refer to table 4o-4, rule 2. 

I ITABLE 40-S 
CL, SSIFICATION I 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

1 pos1non descnptlons files descnbmg established positions, mcludmg record copies destroy S years after position 
mformation on title, senes, grade, dunes and 1s abolished or descnpnon 
respons1b1hties su""'rs"ded. (note),__.... 

2 other copies destroy when position 1s abol-
JShed or pos1t1on descnption 
sunerseded 

3 (}lF.SERVED) 
4 position surveys surveys or eqwvalent llsnngs of positions and destroy 4 years from date of 

actions, i-eports of 1I11Sallocanons, and correspond- the report, or on macnvatlon 
ence pertammg to classification action resultmg of office, whichever IS sooner 
from DOSltlOn audits (see note) 

5 actions resultmg from position survey form or eqwvalent (used mstead of optional files, 1f not mam- destroy 2 years after effective 
position surveys a request for personnel action form to request ac- tamed, see rule 4 date of action (see note) 

t1on) 
6 (RF.SERVED) 
7 pos1t1on management plans, surveys, reports and related correspondence destroy after all action 1s com-

pleted or new report 1s issued, 
wluchever 1s applicable (see 
note) 

NOTE When class action complamt IS filed, refer to table 4o-4, rule 2 
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TABLE 4(Hj I 

UNION AND/OR ASSOCIATIONS OF SUPERVISORS AND MANAGEMENT 
OFFl CTAL'iil MANAGEMENT DOCUMENTATION (see note 1) I 

R A B C 
u 
L If the records are or 
E pertain to consisting of which are 

1 uruon or assoc1at1on rec request or pet1t1on for recogmtlon, related doc- at CCPOs 
ogmtlon- uments; mstallatlon's letter of recogrutlon and 

certification of re0resentat1ve 
2 analysis and exh1b1ts detemurung appropnate• 

ness of unit, election agreement, related rec 
ords, disapproval requests for uruon recogru-
non 

2.1 uruon or assoc1at1on rec summary of recogrut1on and agreement data at HQ USAF 
ogrut1on 

3 memorandum of agree- 1n1nal uruon proposals, counter proposals, 
ment under labor manage• workmg documents, and approved agreement 
ment relations m federal 
Sel'VICe 

4 annual report of uruon report, and all backup matenal 
recoenmons 

s unfair labor practice com- m1t1al complmnt, case record, and dec1s1on at CCPOs- plamts 
at HQ USAF and 
MAJCOMs 

6 uruon or assoc1at1on re• request, literature, and 1nstallat1on approv-
quest for pemusSJon to al/dlSapproval 
DOst literature 

7 uruon or assoCJatlon man- mmutes of meetmgs, and copies of dec1s1ons 
agement consultation made 
meetmilS 

8 gnevances filed under 1rut1al and subsequent filmgs at successive steps at CCPOs (or other 
negot1at1on gnevance pro- of gnevance procedure; management dec1s1ons, appropnate level of 
cedure memos for the record and any other pertment recogrut1on) 

related evidence 
9 arb1trat1on awards ren- request for arbitration, award; pre- and/or at HQ USAF 

dered under negotiated post heanng bnefs; appeal proposal/bnef and 
agreement, and appeals dec1s1on, as applicable 
therefrom to Federal 
Labor Relations Author-

� 1ty 
10 at MAJCOMs and 

CCPOs 
11  official tune usage for summary of official time expended for repre- at HQ USAF 

representation purposes sentatlon purposes 

NOTES 
1. Records descnbed m this table 1s not authonzed for retirement to a federal records center. 
2 Selected records may be retamed as pohcy/precedent files managed by table 1 1- 1 ,  rule 9. 
3 When a class action complamt 1s filed, refer to table 40-4, rule 2. 

D 

then 

destroy when umon 1s no longer 
recogruzed or when no longer 
needed, whichever IS later 

destroy when uruon 1s no longer 
recogruzed or when no longer 
needed. whichever IS later 
destroy when superseded or 
obsolete. 

destroy when S years old. 

destroy 4 years after resolubon 
(notes 2 and 3) 
destroy 1 year after final dec1s1on or 
1 year after date of any funher 
action on the cases, whichever IS 
later (notes 2 and 3) 
destroy 2 years after date of mstal-
latlon approval or d1Sapproval. 

destroy when superseded or 
obsolete. 

destroy 3 years after case IS closed 
(notes 2 and 3) 

destroy when uruon IS no longer 
recogmzed or when no longer 
needed whichever 1s later 

https://compllll.nt
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•TABLE 40-7 INO!6-"IAPPROPRIATED F\JNl!6-) (NAF) PERSONNEL RECORDS I 
R A B C I I  D 
uL If the records are or E pertain to consisting of which are then 

1 basic program personnel correspondence and subJect files relatmg to the at all locat1ons, except destroy after 3 yearsgeneral adlllllllStratlon of personnel functions and mclud- HQ USAF/DPC, HQ mg college programs, selective placement programs, AFCPMC, and exammatlons, paid recruitment advert1smg, executive MAJCOMsdevelopment program, ment promotion, employment safety program, and others not specifically descnbed else where m this schedule 
2 records reftectmg basic delegations of authonty (com- at HQ USAF/DPC, see table 40-1, rule I ments and coordmat1on) and development of pohc1es, HQ AFCPMC, and procedures, and methods for conductmg all phases of the MAJCOMs- NAF AF C1vd1an Personnel Adnumstrat1on Pro2ram 
3 correspondence, reports, memoranda, and other records destroy afer 5 years.relatmg to employment programs and functions, and t 

manpower management, and evaluabons, mcludmg experts and consultants, overseas employment, reemploy-ment nghts. and emolovee transfers and details 
4 correspondence and correspondence and forms relatmg to pendmg personnel at CCPOs destroy when action ts forms files actions comoleted 
5 retention registers from which RIF actions have been destroy after 2 yearstaken-' '  ' '  , I 6 retention regtsters from which no RIF actions have been destroy when superseded taken or obsolete - all other correst>Ondence and forms destrov after 6 months....:L 
8 wage admmtstratton records that constitute the basis for destroy when termmatton personnel actions that may require reconstruction at a of system hfe later date 
!) wage schedules used for each occupational group of destroy 4 years after super-NAF employees seded or cancelled pro-v1ded any needed correc-ttve action has been taken 2)pe

re
r table 175-2 (see note 
view annually and de-10 duphcate records and supervisor's/manager's personnel files cons1stmg of personnel files mam- correspondence, memoranda, forms, and other records stray superseded or tamed outside the relatmg to pos1t1ons, authonzat1ons, pendmg actions, obsolete records, or de-CCPO copies of position descnpttons, requests for personnel stray all records relatmg actions, and records on md1v1dual employees duphcated to an md1v1dual employee m or not appropnate for NAF operatmg or operatmg I year after separation or oflic1als oersonnel records transfer 

11 other supervtsor's/manager's personnel records not see table 40-8 covered elsewhere m this schedule ! 
12 pos1t1on control AF Form 684!6-, NAF Pos1t1on Authonzatton L1stmg, used revtew annually and de- iby CCPO to control all authonzattons, whether occupied stray superseded or or vacant obsolete records when 2- vears old I 
13 Service Control Flle, which consists of active SF 7 cards destroy SF 7 cards 3 years !and SF7d stnps and/or PDS-CN (NAF) Record used to after separation of em-provide tnformat1on on each NAF space authonzed, ployee, when automated, estabhshed and filled to provide a concise chronology of employee separation bnef l 

personnel and pos1t1on action (RIP) ts prepared at time of separation and ts de-
tstrayed 3 years aferseparation (see note 2l 
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TA ILE 40-7. CONTINUED I 
R A B 
u 
L If the records are or --E pertain to consisting of 

14 apphcant supply file rosters indexed to the applications and recnutmg hsts, 
authonzed racllli and ethmc 1denttficat1on and related 
data, recru1tmg lists/vacancy announcements used to pro-
VJde a record of aoohcant flow orocess -

15 ofl'ers of employment files contammg correspondence, 
letters, and telegrams ofl'enng appomtments to potential 
employees -

16 

-

C D 

which are then 

destroy 5 years after the 
end of year m which 
elf'ect1ve 

accepted ofl'ers file m OPF 

dechned ofl'ers file with employment 
apphcat1on and destroy 
after 6 months 

- apphcat1ons for employment accepted for employ- file m OPF 

18-
.l!.. DD Form 359, Referral for Cons1derat1on 
20 

--
21 

-

Official Personnel 
Folder (OPF) 

data which reflects and/or documents the service of md1-
v1duals paid from NAF and contams records of all US 
c1t1zens/US Nationals wherever employed and of all 
non-US c1t1zens employed w1thm the Umted States and 
its possessions and dependents of DOD active m1htary 
personnel and US citizen, DOD appropnated, or nonap-
eroenated fund c1v1hans hired m fore18!! areas. 

22 

-
records of all direct lure non-US c1ttzens m foreign areas 
and all such md1rect hires which refl.ect and documents 
the servtce of md1v1duals ea1d from NAF 

23 

-
records of NAF employees who have been separated and 
reemployed at another installation dunng authonzed 
local retention oenod 

24 

2!! temporary md1v1dual 
employee records 

appraisals/performance ratings completed by 
managers/suoervtsors 
records leadmg to a formal action, but not constltutmg a 
record of 1t nor makmg a substantial contnbut1on to the 
employee's record. For example, letters of reference, 
debt correspondence, performance ratmgs, letters of cau-
tlon. etc 

26 mvohmtary separation 
or res1gnat1on action of 

supervisor's explanation of the reasons for separation of 
the employee; JQb-related circumstances or record of oral 

ment 
accepted for possible 
emolovment 

destroy after 5 years 

1f selected file m OPF left-hand side . 
not selected file with employment 

apphcat1on and destroy 
after 6 months 

at CCPOs transfer folder to National 
Personnel Records Center 
(NPRC/CPR), St. LOUIS, 
MO, 1 year after separa-
t10n (see notes 1 and 3) 

destroy 5 years after 
separation For exceptions 
see notes 2 and 5. 
transfer OPF to gammg 
CCPO upon request. 

file m left side of OPF 

destroy upon separation or 
transfer of employee or 
after 1 year, whichever 1s 
sooner. 

filed subjectively 
accordmg to nature of 

destroy 4 years from 
efl'ectlve date of action (see 

- employees without notice given to the employee that adversely afl'ected action separately from note 4) 
his/her res1i!!!!t10n emolovee's OPF 

Tl chronological Journal 
file 

forms documenting employment, promotions, transfer m 
or out, separation and all other md1v1dual personnel 
actions, exclusive of those m NAF OPFs Examples are 
AF Forms 2545. mcludmR fact sheets 

28 

-
pos1t1on classification 
files 

standards determmmg title, senes, and grade based on 
duties, respons1b1ht1es, and qualification reqwrements 

29 

- . 
30 - case files contammg memoranda, correspondence, and 

other records relatmg to the development of standards 

at CCPOs 

at AFCMPC/DPCR 

at all other offices 

at AFCMPC/DPCR 

destroy after 2 years 

destroy 5 years after can-
cellatlon, rev1s1on, or 
SUDeISCSSIOn 
destroy 6 months after 
cancellation, rev1s1on, or 
SUDCISCSSIOn 
destroy 5 years after can-
cellat1on, rev1S1on, or 

for classification of positions pecuhar to Air Force suoersess1on 

,, 
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I TABLE �7. CONTINUED 
R A B C D 
u 
L If tbe records are or 
E pertain to comimng of which are then 
31 at all other offices destroy 6 months aftercancellation, rev1S1on, or - suoersess1on 
32 review file same as rules 30 and 31 
33 pos1t1on descnpt1ons files descnb1Dg estabhshed pos1t1ons 1Dciud1Dg 1Dformat1on record copies destroy 6 years after pos1-on title, senes, grade, duties, and respons1b1llt1es t1on 1s abolished or - descnnt1on sunerseded 
34 all other copies destroy when pos1t1on ISabolished or descnpt1on- suoerseded 
35 class1ficat1on survey reports on vanous pos1t1ons prepared at office of ong1D 1f not used as a request forby class1ficat1on specwists, 1Dciud1Dg any penod1c reports personnel action, destroyafter 3 years, superseded,or upon mact1vat1on,- whichever IS sooner 
36 1f used as a request for per-sonnel action, destroy after2 years or after a regularlyscheduled Air Force orOPM 1DSpecuon which-ever IS sooner 
37 mspecnon, audit, and survey files, correspondence, dispose of as ID rules 35memoranda, reports, and other records relat1Dg to 1Dspec and 36non.s. survevs, desk audits and evaluations- dec1s1on oryears after final5 years afterany action followmg dec1-SIOn whichever IS later 
39 personnel operations stamtlcal reports relating to personnel used for 1Dforma at CCPOs and other destroy after 2 yearsstatistical repons non!6-and!6-reponmg!6-purposes subord1Date orgaruzat1ons40 employment statJstlcs reports reqwred for funush1Dg other governmental agen- destroy after 5 years.cies with essential data perta1D1Dg to labor stat1st1cs,unemployment compensation, and comparable data,except records covered ID rule 59, Federal Unemployment Comnl'nUUon Data 
41 performance/apprlllS.31 certificates of performance/appr&1sal rat1Dg completed by destroy after 2 yearsrat1Dgs supervisors/managers of NAF employees!6-• exclud1Dgco01es filed ID OPF 

38 case files relating to class1ficat1on appeals destroy 5 

-
42 general or case files of forms, memoranda, and corre destroy after 3 yearssnnndence""""""'""43 appeals files contalOIDg memoranda, correspondence, and destroy 3 years after dateother records relatlDg to employee appeals of perfiorm of final decmonance rat1nllll44 conflict of mterest case statements of employment and financial mterests and destroy 3files related records separation ofyears after or5 years after employeeleaves the pos1t1on forwhich statement ISreamred 
-45 personnel counseling counselmg files contallllng repons of mterv1ews, analyses, destroy 3 years after tenmand other related records nation of counsebn1r.46 alcohol and drug abuse program records created m plan destroy after 3 yearsn1Dg, coordmallDg, and d1rect1Dg an alcohol and drugabuse nrna.-am 
47 standards of conduct correspondence, memoranda, and other records relatmg destroy when obsolete orfiles to code of ethicsand standards of conduct suoerseded I 

https://performance/apprlllS.31
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TAJ LE 40-7. CONTINUED R A B C D 
u 
L If the records are orE pertain to consisting of which are then 

48 employee awards files case files containing recommendations, approved nomina- destroy 2 years after close t1ons, memoranda, correspondence, reports, and related of year m which final handbooks pertanung to cash and noncash awards such action 1s taken as incentive awards, wnhm grade ment increases, sugges-tlons and outstandin2 oerformance -
49 correspondence or memoranda pertammg to awards from destroy after 2 yearsother 2ovemment a2enc1es or nnvate or2amzat1ons -
-so length of serv1ce and sick leave awards file containmg destroy after I yearcorrespondence, memoranda, reports, computation of ser-vice and sick leave and list of awardees copies of letters of commendation and appreciation destroy after 2 yearsrecogmzing length of service and retirement, and letters of apprec1at1on and commendation for performance, excluding coe1es filed ID the OPF 
52 incentive awards pro- reports perta1Ding to operation of the Incentive Awards destroy after 3 yearsS!:!!m reoorts Program I I 
53 and adverse action files gnevance, d1sc1phnary, gnevance and appeals files containing records ongmating ID the review of gnevance and appeals rBJsed by Air destroy 31s closed years after case Force NAF employees, except EEO complBlnts These case files include statements of witnesses, reports of 1Dter-views and hearmgs, examiner's findings and recommenda-ttons, a copy of the ong1Dal dec1s1on, related corre-spondence BJid exh1b1ts, and records relating to a recon--- s1derat1on reauest 
54 adverse action case files and related records created ID 1s closed destroy 4 years after case rev1ew1Dg an adverse action (d1sc1plinary or nond1sc1-plmary removal, suspension, leave without pay, reduction-in-force) against an employee The files mclude a copy of the proposed adverse action with sup-port1Dg documents, statements of witnesses, employee's reply, hearmg notices, reports and decmons; reversal of action, and aeeeal records, exclud1D!!i letters of re11nmand 
-55 labor management rela- correspondence, memoranda, reports, and other records at office negotiating destroy when superseded, tlons relat1Dg to relat1onsh1p between management and agreement obsolete, or no longer employee umons or other groups (see also table 40-�) needed for reference 
56 at other offices destroy when superseded or obsolete -57 labor arbitration general and case files contain1Dg destroy S years after final correspondence, forms, and background papers relat1Dg resolution of case to labor arb1trat1on cases 
58 employee work schedules showing the employee's tour of duty- and destroy after 3 yearsschedules records reflectin2 aooroval of uncommon tour of dutv 
59 federal unemployment forms used to funush state employment secunty agencies destroy after 2 years.compensation data 93payroll data of personnel pBld from NAF, copies of ES 1 and other related data 
60 medical data cards, certificates, examination schedules and reports, and destroy when superseded, other related mformatlon reqwred for such NAF employ- or when 1Dd1v1dual 1s ees as barbers, beauticians, food handlers, and similar transferred from NAF ser-services vices 
61 equal employment official d1scnm1Dat1on complaint case files contain1Dg destroy 4 years after reso-opportumty complBlnts with related correspondence, reports, exh1b1ts, lutlon of case withdrawal notices, copies of decmons, records of hear-mgs and meet1Dgs, and other records as descnbed by SCFR 7 13 222 



j TABLE 40-7 CONTINUED I 
R A B 
u 
L If the records are or 
E pertain to consistin11 of 

62 duplicate copies of complaint case files or records per-
tauung to case files retained in the official discnmmation 
comolamt case tile-

li3 background files contammg background records not filed 
m the official dlSCrtJlllllation comolamt case file-

C54 compliance records such as compliance review files that 
contain reviews, background papers, and correspondence 
relatin11: to contractor emolovment oractices -
EEO comoliance rel)()rts .J!_ 

C5C5 employee housing requests asking for assistance from the 
Air Force in housin11: matters such as rental or ourchase -

C57 employment statistics files contammg statistical mforma-
tion relatm11: to race and sex -

QI EEO general files contammg general correspondence and 
copies of regulations with related records pertammg to 
the Civtl Rights Act of 1 964, and the EEO Act of 1 972, 
and any pertinent future legislation, and Air Force EEO 
committee meeting and records including minutes and 
reoons -

69 EEO Affirmative Action Plan (AAP) -
70 

71 ladder diagrams forms used for each occupational group of positions 

72 personal injury files forms, reports, correspondence, and related medical and 
mvestlgatory records relating to on-the-Job mJunes 
whether or not a claim for compensation was made 
excludmg copies filed m the OPF and copies submitted to 
the Deoanment of Labor 

73 temporary records records relating to the promotion of an individual that 
relaang to promotions document quahtication standards, evaluation methods, 

selectmg procedures, and evaluations of candidates -
excludmg any records that duplicate mformatlon m the 
promotlon plan, m the OPF, or mmther personnel 
records 

74 trainmg general file of Air Force-sponsored trammg conta1D1ng 
correspondence, memoranda, agreements, authonzatlons, 
repons, requirement reviews, plans, and obJectlve relat-
mg to the establishment and operation of tra1rung, 
courses and conferences 

75 background and workpapers such as trammg schedules, 
attendance records, evaluations of specific courses and 
monthly summanes at tramm11: activities -

76 trammg aids such as manuals, syllabuses, textbooks, and 
other tr81Jllng aids developed by the Air Force for NAF 

- employees as well as trammg aids from other federal 
a11:encies or onvate mstltutions 

77 employee trammg records such as correspondence, 
memoranda, repons, and other records relating to the 
availability of trammg and employee participatlon m-
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C D 

which are then 

destroy 1 year after resolu-
t1on of case 

destroy 2 years after final 
resolution of case 
destroy after 7 years 

destrov after 3 vears 
destroy after 1 year 

destroy after 5 years 

destroy after 3 years, or 
when superseded or 
obsolete, whichever IS 
apphcable. 

consolidated AAPs destroy 5 years from date 
of olan 

base feeder plan to destroy 5 years from date 
consolidated AAPs of feeder plan or when 

admirustratlve purposes 
have been served, which-
ever lS sooner 
destroy when superseded 
or cancelled 
destroy after 5 years. 

destroy 2 years after the 
personnel action or after 
the action has been 
audited, whichever IS 
sooner 

destroy after 5 years or 5 
years after completion of 
specific trammg program 

destroy after 3 years 

destroy when obsolete or 
superseded 

destroy after 5 years or 
when superseded or 
obsolete whichever IS 

tramm11 oroRrams sooner 
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TA ILE 40-7. CONTINUED I 
R A B C D 
u 
L If the records are or 
E pertain to cousiltin11 of which are then 

78 course announcement files conta1D1Dg reference files of destroy when superseded 
pamphlets, notices, catalogs, and other records which or obsolete 
provtde 1Dformat1on on coum:s or programs off'ered by 
irovemment or nonirovemment ornruzat1ons 

79 evaluat1on/1Dspect1on evaluations of NAF personnel management and adm1D1- conducted by HQ see table 4(H 
strat1on repons and s1gnmcant related records USAF and 

MAJCOMs II 
80 retired members of the records of appo1Dtments and proposed appo1Dtments that llsee table 40-2. 

u01formed services were disapproved 

NOTES 
1 On 1Dact1vat10n of the 1Dstallat1on, notify the Nabonal Personnel Records Center, NPRC (CPR) of the clos1Dg date, name, and location of the 
installation assum1Dg custody of the personnel records and 1Dd1v1dual eammg records of NAF employees If no mstallat1on IS asssum1Dg custody, 
send records to the NPRC (CPR) 
2. An expectlon to the authonzed d1spos1t1on 1s made for records (requests for exception must be submitted through SAF / AADAQD to NARA). 

a. Required ID support of legal matters (1 e ,  clBlms, cnm1Dal, or other actions) Such record IS disposed of after action IS resolved and the 
specmed retention penod has elapsed 

b For wluch a foreign government law or agreement specifies a longer retention penod 
c. For non-US employees whose country1es have a umque requirement to warrant a longer retention, see AFR 1 2-50, volume I, chart 4-1, note 

3 These folders may be transferred to the NPRC 1Dpmy volume. The NPRC will destroy 75 years after b1rthdate of employee (60 years after the 
date of the earliest document 1f the date of binh cannot be ascertB1ned) or 5 years after the latest separauon, wluchever IS later If re-employed 
dunng authonzed retention penod, forward folder to ga1D1Dg act1v1ty upon request. When an employee 1s transferred to another NAF Instrumen
tahty, transfer the folder directly to the ga1D1Dg activity 
4. Supervisor's explanation, related records of circumstances or oral notice of proposed action aff'ectlng res1gnat1on will not be forwarded with the 
employee's OPF either to another federal agency or the NPRC 
5. Reta1D folders of Turkish employees ID Turkey after term1Dat1on of employment until no longer needed to sat1Sfy Turkish legal reqwrements, 
then destroy. Reta1D folders of F1bp1Do employees ID the Plubpp1Des for 20 years after termmatlon of employment, then destroy 

I ITABLE 40-8 
OP 'RA TING OFF1CIAI S' CIVILIAN PERSONNEL RECORDS 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

-
1 general employee correspondence and other records about or to see table 10-1 

management 1Dd1v1dual employees, or pertment to em-
ployment matters ID office of Junsd1ct1on filed 
ID general correspondence file 

•2 filed ID supervisor's work destroy Pan A&B when new bnef 1s 
folder received. Complete Part A on new 

bnef Destroy Pan C accord1Dg to 
table 4o-4 when 1t conta1Ds records 
which could lead to d1sc1pl1Dary or 
performance related actions, other-
WISe, destroy Pan C when new bnef 
IS received 

•3 supervisor's supervisor's employee bnef which 1s a RIP filed ID supervisor's 
employee work product generated by PDS--C when certa1D employee work folder 
folder personnel acuons occur (e g ,  Promotion, - Annn1Dtment Chamze to Lower Grade etc ) 
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TABL �8. CONTINUEl!'> I 
R 

u 
A B C D 

L 

E 
If the records 

are or pertain to consisting of which are then 

•3.1 work folder when employee 1s assigned to 
new superv1Sor 

kept by supervisor transfer w1thm 10 workdays to new 
supervlSOr with AF Form 860 m a 
sealed envelooe 

work folder when employee transfers to destroy after 60 days 
another Air Force Base 

•3.3 work folder when employee transfers to destroy after 60 days 
another agency or separates for any reason 
other than adverse actton or m1htarv service -
work folder for employee as a result of 
adverse action 

destroy when employee 1s separated 
and no longer needed for pending 
gnevance, appeal, EEO complaint or 
ULP. 

obsolete Super-
visor's Records of 

current d1sc1phnary or performance problem 
entnes 

destroy when no longer current 
(request CCPO review pnor to de-

Civilian Employee structlon). 
(AF Form 971) -

•3.6 all other AF Form 971 (yellow card with destroy l July 1988 
i ! attachments) 

' 1  supervisor's work folder for employee who separates to forward to CCPO per AFR 40-293 
employee work enter military service or m a RIF 
folder -

•4.1 debt letters, letters of caution or warning, and destroy 2 years after date of letter or 
sumlar papers when purpose 1s served, whichever 

1s sooner -
4.2 employee career appraisal prepared for em destroy 3 years from date on 

ployees registered m an  AF-wide or DOD- appraisal or when employee 1s no 
wide c1v1ban career oroizram lon11:er m the oro2ram -
notations of oral admonJShments and notices remove oral admorushment from 
of!'repnmand Part C of the employee bnef 2 years 

from date of admomshment. De' ' 

t '  -
•4.4 

-
performance appraisal, records used to sup 
port or track employee performance dunng 
the appraisal penod, records of penochc 
performance d1ScusS1on 

stray repnmands maintained m the 
work folder 2 years from date of 
notice 
destroy 3 years after etfecttve date of 
appraisal, forward to CCPO 1f sep 
arted or transferred (CCPO forwards 
to 2amm2 act1v1tv) 

-
•5 position descnpt1ons for employee when main 

kept by supervisors of destroy afiter 5 years or when em 
members of the Semor ployee separates, whichever 1s 
Executive Service sooner 
kept by supervisor or m a llsee table 40-5 

-
•7-
•s 

-
•s.1 

-
•9 

1 •10 

tamed m work folder 

(RESERVED) 
(RESERVED) 
change to the pos1t1on sens1tiv1ty documented 
on the oos1t1on descnptton 
nomination for trainmg and related trammg 
documents 

<RESERVED) 
suspense copies of recommendations or re-
quests for personnel actions 

central adm!Dlstrative 
function 

for courses requmng eval-
uatton kept by supervisor 

for courses not requmng 
evaluation 

kept by the supervisor or 
m a central admuustratlve 
function 

See AFR 205-32 and AFR 40-296 

destroy after evaluation of completed 
trainmg or when the training require-
ment no loniter exists 
destroy after completion of trammg 
or when the training requirement no 
lon11:er exists 

destroy on notdicat1on of completion 
of action 
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T ABI!'E 4&-8. CONTINUI D I 
R A 8 C D 
u 
L If the records 
E are or pertain to consisting of  which are then 

•u uncommon tours of duty schedules destroy 1 year after tour of duty IS re-
SCJnded, or 1 year after final decwon 
on an appeal, or 1f a gnevance, d!S• 
cnminatlon complaint, appeal or legal 
action IS pendmg, destroy after case IS 
resolved -

•12 emergency essential agreement signed by kept by supervisor destroy when superseded or can-
emolovee in that tyoe of oos1t1on celled, 

NOTE The SF 52 designating or recording a pos1t1on as sens1t1ve will be retained by the supervisor unttl the action IS completed 

I ITABLE 44>-9 
CIVILIAN PERSONNEL ,TATISTICAL ACCOUNTING SYSTEM I 
R A 8 C D 
u 
L If the records 
E are or pertain to consisting of which are then 

1 action transcnpt c1v1han personnel action transcnpt sheets, or other authonzed destroy 3 months after used for 
sheets forms, including the stat1St1cal copy of notification of personnel card punching. 

action forms or equivalent which 1s used to code the action 
transcnot sheets used to oreoare transaction ounch cards 

2 transaction punch cards prepared by CCPO to update E201 file which are re- destroy when no longer needed 
cards turned from the data automation act1V1ty or 3 months after date of receipt 

from data automation act1v1ty, 
whichever IS sooner 

3 update status file machine-produced hstings used to venfy transactions processed destroy 3 months after receipt of 
hstin211 bv data automation hstm2 

4 base, MAJCOM machine hstmgs showing errors detected in update transactions destroy 3 months after receipt, or 
and HQ USAF sub1D1tted which are used to 1dent1fy errors for correction when errors shown have been 
error hstin2S corrected, whichever IS later 

5 master table edit edit table entnes and add1t1ons to and/or deletions from the edit destroy when superseded. 
and uodate hstin2 table which are used to venfv that the edit table 1s correct 

6 alphabetical hstmg all employees serviced by the CCPO hsting m alphabet!':81 
of emolovees order of last name used as a locator file 

7 l1Sting of employees all employees hsted by function code within assigned orgam-
by assigned orgam- zat1on and used to reconc!le assigned strength figures 
zat1on 

8 hsting of special all employees on the roll who are in those categones (8263 destroy after employees' records 
consultants, experts computer) used to repon a change in work status (type of m the master file have been 
and mtenmttent em- employment code) changed. 
olovees 

9 hsting of deleted employees who are assigned to AFSC's and or function codes 
personnel data (8263 computer) which have been or will be deleted from the 
codes svstem and therefore reau1re chan11:m11: the emoloyees' records 

10 mass conversion of machine hsting of those salaned employees whose salanes were 
salaned employees not changed through the mass conversion which are now neces-

sarv to in1t1ate salarv chan2es ind1v1dually 
11 no table entry for maclune hstings of transactions received by command from HQ destroy when no longer needed. 

the CCPOs USAF which show unauthonzed CCPO codes and not proces-
sed a2ainst the command file 

12 unauthonzed com- machine hstmgs of transactions received by command from HQ 
mand code USAF which show an authonzed command code (B3500 com-

outer) 
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TABLE 40--9. CONTINUI D I 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

13 update totals machme llstmgs of totals of vanous transactions forwarded by at MAJCOM 
the command data automatton directorates 

of c1v1llan 
oersonnel 

14 mtracommand machme llstmgs of losses machme generated by command 
losses wluch are used to droo emolovees on mtracommand actions 

15 mtercommand machme llstmgs of losses generated by HQ USAF received by 
losses the commands and used to drop employees on mtercommand 

actions 
16 HQ USAF comma records m HQ USAF file wluch con tam commas at CCPOs destroy 90 days after receipt or 

llstmg when commas shown have been 
corrected, whichever 1s later 

17 direct keypunchmg exception granted to the CCPO by the MAJCOM which are destroy when no longer needed. 
authonty recogruzed as the authonty for CCPO to keypunch cards direct 

from oersonnel action records 
18 codmg on forms recogruzed as the authonty for CCPO to use other codmg 

other than c1V1han forms besides the action transactton sheet 
personnel actton 
transcnot sheet 

19 acbve master file computer magnetic master tapes contaJJUng record of each em- other than as destroy after 1 year 
ployee on AF rolls of the last 

day of calen 
dar quarter 
at HQ USAF 

20 as of the last destroy after 5 years 
day of each 
calendar 
quarter at 
HQ USAF 

21 macbve file penodlcally consolidated computer magnetic tapes contammg at HQ USAF destroy S yc:an after last penod1c 
record of each emoloyee who has been separated from AF rolls consohdatlon 

22 transactions to computer magnettc tapes contammg transacttons submitted to destroy after 6 update cycles 
update centralized keep the master file current and correct consolidated from mput 
c1v1han personnel tapes received from the MAJCOMs 
status file 

45. Reserve Forces. These tables cover records pertaining to the AF Reserve, Air National Guard and AFROT 
only. They do not include records on reserve forces on active duty. 

I TABLE 45-1 I 
RES RVE FORCES (see note 1) 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

1 Air Force Reserve ap copies of disapproved apphcattons for appomt destroy I year after disap
plications ment as reserves of the AF or USAF without proval 

component, and comparable forms, correspond
ence and related 1>aoers 
disapproved apphcations of eligible officers for 
ent on EA and related records 

2 approved applications pertammg to md1v1duals destroy I year after md1v1dual 
with or without pnor military service who have declmes appomtment 
declmed aooomtment .. 
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T AloLE 45-1. CONTINUED 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

3 enhstment records (AF tnplicate copies of enlistment record-Armed not m conJunctJon with an destroy after I year 
Reserve) Forces of the US or comparable forms accumu- appomtment to the AF or 

lated mc1dent to enhstment of persons m the AF other m1htary academy 
Reserve 

4 m con!'JUnctJon with an destroy 6 months after date 
appomtment to the AF or of enhstment (see note 2) 
other mthtarv academv 

5 delay and appeal re- reservists' requests for delay m reportmg for at MAJCOMs or uruts of destroy 1 year after date md1-
quests active duty, requests for reconsideration of dec1- assignment v1dual reports for active duty 

s1ons on requests for delay, and related records or 1 year after date of expira-
tton of delav 

6 report of transfer or forms and related records at NOB uruts destroy 3 months after date 
dischar11:e md1v1dual separates. 

7 general 1D1htary course records the detachment commander creates, mamtamed by professors destroy after 3 years or when 
(GMC) cadets mcludmg evaluation rating forms, trammg and dis- of aerospace studies and no longer needed, whichever 

c1plmarv rennrts. and related corresnnndence HQ AFROTC 1s sooner 
8 professional officer records of AFROTC cadets commJSS1oned as destroy 1 year after accept-

course (POC) cadets second lieutenants, includmg all records not re- ance of com1D1ss1on (EX-
and financial assistance quired for mstJtutJonal purposes; field file con- CEYTION. AFROTC 
program cadets s1stJng of records required by AFR 45-3 copies will be destroyed 

- immediately after acceptance 
of com1D1ss1on) 

9 records of AFROTC cadets not comm1ss1oned as destroy after 1 year. 
second lieutenants, and which are not required for 

- mst1tut1onal purposc:i, which compnse the field 
file cadet record. and sumlar records 

10 records of chscnrollment from officer candidate- destroy after 3 years 
tvne tramm11: 

NOTES 
I Rules apply to those copies not required by other directives to be filed m the IDlhtary personnel records groups (see AFR 3�) 
2. The ongmal copies of the enlistment forms are mamtamed m accordance with AFR 3� and become a permanent part of the Master Person
nel Record Group 

I I .TABLE 45-l 
RE ERVE FORCES TRAINI �G (see note U 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

1 estabhshment of seruor applications, contractual agreements between the AF a t !'HQ!'USAF/DPP destroy 2 years after mact1va-
and JUmor AFROTC and educattonal mstttuttons which give spectfic mstruc- and HQ AU tton of AFROTC detachment. 

ttons for ad1111111Stenng the AFROTC program and out-
!me both AF and mst1tubon respons1b1ht1es for safekeep-
mg US property, and related papers -

l at!'HQot.FROTC hold at HQ AFROTC 10 
years after mact1vat1on of 
detachment, then retire as per-
manent (see note 2) -

3 at AFROTC de- destroy on macttvatJon of 
tachment detachment -

-
4 Armed Forces of the see table 35-1  

US report of  transfer 
or d1schar2e 
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TAB EnL�2. CONTINUED I 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

5 active dutll:'. re12Qrt 
6 1Dact1ve duty tra1D1Dg authonzat1on for 1Dacuve duty tra1D1Dg, authonzat1on ongmals destroy after 5 years 

for 1Dd1v1dual 1Dact1ve duty tra1D1Dg (for nonpay status 
only; for pay status authonzat1on, see table 177-25) -

duplicates destroy after tra1D1Dg has 
posted to Reservist's USA 
Reserve personnel record 
retention, promotion and r 
t1rement 

7 

8 extension course mst1 certificate of completion issued on completion of a vol- ong1Dals give to 1Dd1v1dual Reserv1s - tute (ECI) tram1Dg ume of a course 
9 duplicates hold ID Reservist's field re: 

group file untll 6 months a 
date Reservist receives hJS 
her certificate of completlc 
then destrov -

10 certificate of completion 1SSued on completion of a ongmals give to 1Dd1v1dual Reserv1s 
course -

11  duplicates hold ID Reservist's field rec 
group file unttl 1t is outdak - then destrov 

12 authenucated reports of hold until clos1Dg of Reser 
fty1Dg time 1st's USAF Reserve perso,: 

record for retenuon, prom, 
t1on and retirement, then d 
strov -

13 cadet evaluabon student performance reports used to evaluate cadet per at HQ AFROTC destroy 4 years after comp· 
formance at field tra1D1Dg and AFROTC t1on of field tra1D1Dg. 

detachments-
•14 AFROTC enrollment AFROTC Enrollment Data, AFROTC Program Status at HQ AFROTC, destroy after 5 years 

data, program status Report, AFROTC Scholarship Selection Analysis HQ Air Tra1D1Dg 
and scholarship selec- Command, or HQ 
lion analvSJs USAF 

NOTES. 
Records used w1th1D the ANG are d1Sposed of accord1Dg to guidance provided by the respective state or the NGB-AF 

2 Offier to the National Archives 10 years after 1Dact1vat1on of the AFROTC detachment 

50. Training. These tables cover records relating to general pohc1es and procedures govemmg basic and advar 
military trainmg, technical training, special training of military personnel required to support weapons system 
other eqwpment, mobile training, professional education of AF personnel through senior service schools, and S 
rity Assistance Program traming. 

I ITABLE 50-1 
PROI .RAM ADMINlSIXATII )N I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

•1 school quotas/course records concem1Dg allotment of school quotas and ful- at other than CBPOs destroy after 6 months 
proJect file fillment thereof, 1Dclud1Dg TDY relocation records 

•1.1 at CBPOs see table 35 4, rule 22 
2 airman tra1D1Dg waiver requests for exceptions to authonzed airmen tram1Dg all copies except rule 3 destroy after 1 year. 

and utilization procedures ID connection with on-the 
JOb, cross-tra1D1Dg, and tra1mng of unskilled airmen ID 
the semiskilled levels 
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TABL' 50-1 . CONTINUED I 
R A B C D 
uL If the records are or 
E pertam to consisting of 
34 foreign tramees requests for trammg, trwmng projects, acceptance or nonacceptance messages, mv1tat1onal travel ord-ers, related correspondence mc1dent to the USAF program for trammg students of foreign govern---- ments per AFR S0-29 
5 

--- •6 trammiz records for students <on2.mals) 
7 ATC Form 318 (Pnor 1974), Alhed Student Trammg Record rd�r ---8 medical and dental records 8.1 md1V1dual student trammg and achievement record used by Inter-Amencan Air Forces Academy (IAAFA) to provide mformat1on to each student's home counta: 
9 trammg mstructors forms used to record data on md1v1dual mstructors rd preserVJce and mserv1ce trammg reqwrements, type of mstructor assignment, and quaWicatlon for 

--- mstructor suEervtsor ass1�ent 10 mstructor evaluauon records 
11 faculty board pro ongmals of proceedmgs of faculty boards ceedmgs and admm- appomted to determme all matters relatmg to the 1strat1ve d1senroll proficiency, deficiency, graduation, and ellDllnat1on ments of students, and other matters referred to the fac-ulty board by the school commandant, and records of ad1D1rustrauve d1senrollments 11.1 

•u collateral trammg s1gn-m and sign out records, absentee reports, delmquency reports, suspension records, trammg check sheets, medical clearances, requests for dis-.c1plmary acuon, progress reports, examination papers, regJStration forms, change requests, recom-mendatlons for ehmmatlon, and records of prepa-ration for oversea movement 
:ed 13 locator stnp cards cards used for locatmg a student m a class or sguadron -
or -14 (RESERVED}:u- (RESERVED}16 progression schedules time tables, graphs and charts used to md1cate progress and/or for mstructlonal purposes, such as student fan11hanzat1on 1D1t1al charts, progress charts and charts of flv,na time 17 student research theses (War College), research reports (Command and Staff College), aerospace power theses (Squad-ron Officers School), and student theses (Institute 
= of Technoloirv) 

...ll_ 

-18 trammg summanes trammg summanes and repons of ehmmees, upgradmg, absentees, delinquencies, standard-1zauon checks, raUng scales, student ratio reports, activity reports, recogmtlon test sheets, rosters of - students. and advance reoorts of irraduatlon 

which are m field oersonnel records at HQ USAF 
thensee table 35-Idestroy 4 years after com-pletlon of project 

below HQ USAF destroy 2 years after com-oletlon of or01ect see AFM S0-29 destroy after 20 years or when no longer needed, whichever IS sooner. see table 168-4 destroy on mactlvatlon of IAAFA. 
destroy 1mmed1ately after reassignment or separation. 

at commands below HQ USAF, except HQ USAFA 
see command prescnbmg directives and table 10-1 destroy after 1 year. 

at HO USAFA below HQ USAF destrov after 2 yearsdestroy 3 months after class/course completion provided reqwred mforma-ti.on IS posted to the md1vid-ual trammg record, or when no longer needed, which-ever IS sooner. destroy after graduation or eh1D1nat1on 
destroy when superseded, obsolete or on mactlvatlon of activity, whichever IS soonerdestroy when no longer needed. 
destroy after 1 year 
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TABL 50--1. CONTINUED I 
R A B C I I D 

IL If the records are or E pertain to consisting of which are then 
19 general trammg techmcal trammg reports, such as reports of umts destroy after I yearreports assigned for trammg, reports of status and change of status, status recap1tulat1on, strength, penod1c trammg, combat readmess, and mspectJon of mstructors' classes 20 academic mstructor requests, jUStlficanons, approvals and disapprovals destroy when no longer eh-course waivers gible for assignment to 1nstruct1onal pos1t1ons m AU or when no longer needed, wluchever 1s sooner 
21 educational source studies, reports on education requirements of the at HQ AU hold un tJI mactlvatJon of records AF, AU's role m meetmg these requirements, AU or when no longer studies on the elf'ectJveness of educational pro- needed, then retire as per-11:rams techmaues and related matenal 

•22 retrammg request for retrammg/lateral tra1mng and any sup- approved apphcat1ons and see table 35 manent (see note 2) , rule I1!6- I (noteportmg records (1 e , supplemental messages, decimation statements for 3)letters of recommendation, etc.) approved retrammg reauests 
•22.1 disapproved apphcat1ons destroy 3 months after d1sannroval/cancellat1on. 
•23 student cnt1ques md1v1dual, group and oral (summanzed) cnt1ques for contractor trammg destroy with related con-reflectmg students' comments on trammg, base COUr.leS tractsupport factllnes and services, and school squa-dron support for consideration m corrective or 1m-provement actions 
•24 for other than contractor destroy 2 months after all trammiz courses action IS comnleted ,_ 
•24.1 servmg as mput/background data to destroy upon completion of related report/special study tra1mng evaluations or until no longer needed, whichever 1s sooner 
25 AF estabhshed NCO charter case files, mcludmg charter, chapter con- at NCO academies destroy when charter 1s dis-Academy Graduate st1tut1on, bylaws, and other govermng records solvedAssoc1at1on (see note 

,_ 5) 
26 records for mamtammg chapter act1v1t1es, m- destroy after 1 yearcludmg chapter's mmutes of meetm2s and reports NOTES:•1. (RESERVED)2. Retire when microfilm IS detemuned adequate substitute. 3 Return medical examination reports to the base hospital. •4. (RESERVED)5. As associations' chapters are orgamzed as pnvate orgamzat1ons, the records mamtamed by the chapters are not coDS1dered oflic1al recor within the meanmg and mtent of AFR 12-50, volume I 

ITABLERS0--2 
INI MDUAL!6-ACADJ MIC RECORDS 
R A B C D 
uL If the records E are or pertain to consisting of which are then 
1 trammg prog- records of md1v1dual trammg and education of each at AU and USAF School destroy 30 years after md1v1dual ress student, md1catmg subjects studied, number of hours of Aerospace Med1cme completes or discontinues a tram-devoted to their study, final grade or rating of profi- mg course c1ency obtamed m each subject and/or the reason for noncomplet1on of the course of study -

https://train.mg
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T ABJ E 50-2. CONTINUED I 

R A B 
u 
L If the records 
E are or pertain to consisting of 

2 

3 A TC Forms 156, 304, 379, and 565 (before FY 82) 

3.1 Attendance and Ratmg Record (A TC Form 379) (all 
duplicates and ongmals only of partial 
courses/tramma sessions) -

3.2 records of mdiVJdual trammg and education of each 
student 

C 

which are 

at School of Health Care 
Sciences, USAF (before 
FY 82l 
at A TC techrucal trammg 
centers/field trammg 
detachments 

at USAF Spectal Invest!-
irat1ons School 

D 

then 

destroy after 1 year 

destroy 25 years after course IS 
comoleted 

ATC Forms 379 (ongmals of completed courses) (FY at A TC (3785 Fld Tng destroy 30 years after md1V1dual 
82 and after) Grp and Mobil Tng Grps) completes or dlScontmues a tram-

ma: course -
Student Record ofsTrammg (ATC Form 156) (FY 82 at A TC techrucal trammg destroy 2 years after mformabon 
and afiter) centers 1s entered mto P1pehne Manage-

ment Svstem (PMSl 
rule 3 4 mformauon m PMS retam pendmg approval of dispo-

s1t1on authontv 
4 copies of md1v1dual trammg records destroy on graduation or elunma-

tton of the student from tramm<> 
4.1 m1croform copies of ECI student transcnpt records at Extension Course Inst1- retam at ECI for 30 years after 

used to issue student transcnpts, diplomas, and cerufi- tute (ECI) course IS completed, then de-- cate of completion 
records of nonresident students, mcludmg wntmg at Air Command and destroy 2 years after wttal pro-
assignments, course complet1on letters, program com- Staff College, AU gram enrollment, or upon gradu-
plet1on letters, correspondence from students, etc. at1on whichever 1s sooner -

4.3 at Air War College AU destroy 3 months after gradua-
tton, 6 months after cancellauon, 
or when no longer needed, 
whichever IS later 

4.4 magnetic tapes of nonresident Air Command and Stall' at AU Data Automation destroy 5 years after m1t1al pro-
Collea:e student oersonal data and student oroa:ress Center 2ram enrollment. -
magnetic tapes of nonresident Air War College stu- destroy 10 years after m1t1al pro-
dent oersonal data and student oro11:ress 

5 records other than m rules 1 through 4 5 

6 - urut trammg 
program 

Ancillary Trammg Record for courses related to duty 
performance, but separate from md1v1dual's pnmary 
AF Soectaltv 

6.1 md1v1dual trammg accomphshments m subJects uruque 
to the orgaruzat1on and required by MAJCOM/SOA 
directives 

-
7 

i.--... 
8 

i.--... 
9 

physical tram-
mg 

baste m1htary tratnmg check sheets and schedules 

reports penammg to supervmon of physical trammg 
and athletic programs, athletic teams, and act1v1ty 
rennrts 
physical fitness test repon work sheets and physical 
education attendance records 

10 phys1olog1cal 
tr111mn2 

irram enrollment 
destroy 10 years after md1v1dual 
completes or d1sconunues a tram-
ma course. 
see table 35-1, rule I I 

destroy 6 months after comple-
tton of trammg, when superseded 
or when md1v1dual no longer per 
forms the uruque duties, as 
aooroonate 
destroy after completion of baste 
tramma 
destroy after I year 

destroy after recordmg mforma-
tton on General M1htary Trammg 
Record 
see table I 6 1-2 
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TABLE 50-2. CONIIN UED 
R A B 
u 
L U the records 
E are or pertain to consisting of 

11 (RESERVED) 
12 maintenance case history of the trammg and evaluation of main - trainmg tenance spec1al1sts 
13-
14 maintenance trammg record or Intercontinental Ballls-

tic Missile (ICBM) team trammg branch trammg 
worksheet 

15 

-
16 maintenance proficiency tests, management tests, and 

- phase tests 

17 trammg charts -
18 mdiv1dual proficiency evaluation record 

-
19-
20 trammg requests and trammg completion notification 

records used for control purposes -
-21 mBJntenance standardization and evaluation program 

records, Le., personnel evaluation reports, and pomts 
computation records 

22-
22.1 

-
23-
23.1 trammg V1S1bli1ty records, trB1JW1g rosters and trammg 

schedules-
24 ICBM maintenance trammg/reqwrements records 

filed m consolidated trammg record -
25 ICBM production mspector records -
26 duplicates of records 1n rules 12 through 25 

r, traffic safety background dnvmg expenence course/umt scores, 
educabon and prep011t test data, and personal data 
dnvmg expen-
ence 

28 OIT trammg 

C 

which are 

filed in consolidated 
tramm2 record 
for md1V1duals bemg re-
assumed 
at trammg management 
or trammg control 

at umt trammg act1v1t1es 

at  trammg management, 
umt trammg act1v1t1es, or 
work centers 

feeder forms to update 
the maintenance trammg 
records 
filed m consolidated 
trammst record 

filed m consolidated 
trammg record 

used for pomts computa 
tlon 
duplicate copies main-
tamed by umt quality 
control 
pomts computation sum-
manes 

at quality control 

at bases/stations 

D 

then 

destroy 6 months after md1v1dual 
termmates milltarv service 
send to gammg orgaruzatton. 

destroy upon complenon of tram-
mg and when files are no longer 
needed 
send with consolidated trammg 
record when md1v1dual IS re-
ass1<rned (see table 35-1 . rule l )  
destroy when superseded, obso 
!etc, no longer needed, or when 
md1v1dual IS reass1<med 
destroy when replaced, obsolete, 
or no longer needed 

destroy when replaced by next 
eau1valent evaluation 
destroy after trammg 1s com-
pleted and posted to applicable 
record 
destroy when replaced by next 
eqwvalent evaluation 

destroy when pomts computation 
summanes are oroduced 
destroy 2 years after evaluation, 
or when no longer needed, 
whichever 1s sooner 
destroy after l year 

destroy after l year, or when no 
longer needed, whichever IS 
sooner 
destroy when 1nd1v1dual 1s 
removed from ICBM mBJnte-
nance dutv 
destroy when superseded, no 
longer needed or when md1v1dual 
IS reass101!PCI 
destroy after l year, or when no 
longer needed, whichever IS 
sooner 
give to personnel discharged, 
separated, assigned to ANG or 
Reserve umts, or attach to 
accident report for personnel 
killed m anv tvoe accident : 
send to CBPO upon PCS, to 
gammg act1v1ty upon PCA w/o 
PCS, or give to md1vidual upon 
separation, retirement, or promo-
non to E-7, provided not needed 
to record further trammsr 
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TAJ LE S0-2. CONTINUED I 

R A B 
u 
L H the records 
E are or pertain to consisting of 

29 m1htary apt! forms accumulated by military trammg departments tude rating of officer candidate schools and av1at1on cadet tram-mg schools to evaluate leadership potential 
30 USAF air USAF A TC certificate requests used to request cer-traffic control tlficate issue, re1Ssue, replacement, or cancellation (ATC)- certlficatlon 
31 -
-
33 USAF A TC certificates cancelled when md1V1dual 1s reclassified from the ATC career field, 1s medically disqualified, retires, dies, or IS released from the USAF/Reserve Forces USAF A TC certificates withdrawn -
-35 assignment/personnel actions or special orders which appomt umt trammg and standard1zat1on spec1ahst and assistantmaster roster of valid A TC cenlficates 
37 fac1hty trammg gwdes and mdoctrmat1on program checklists-
38 records pertment to the appomtment of USAF A TC oersonnel as FAA el18111mers -
- records penammg to the suspens1on/w1thdrawal of an md1v1dual's USAF A TC certificate 

reau1red for 1ssua11ce of fac1litv ratmas 
-
44 OJT trammg record contmuatlon sheet pertammg to A TC trammg, not recorded elsewhere, for officers assigned to A TC dutJCS, and are mamtamed m offi• cer's tramm11: folder 
45 A TC evaluation record kept m officer's trammg folder or as a tr1111S1tory part of the consohdated trammg rec-ord for enlisted personnel, as applicable 
- (RESERVED)- special task certification and recumng trammg record keot m trammK folder A TC/weather cenlficatlon and ratmg record give to md1v1dual upon perma-nent termmauon of A TC duties destroy after 6 months49 ECI end of records recordmg the completion of ECI tests and JOb course testmg mventonesand Job mven-tor:t gronam 

C 
which are 

at requestmg activities, pertammg to cenlficate issue, reissue or replace-mentat requestmg act1v1t1es, pertammg to cenlficate cancellationat HO AFCC 

at A TC function 
) 

at HQ!6-AFCC 

D 

thendestroy 3 months after graduation of md1v1dual class, provided sum-mary results pertammg to av1a-tlon cadets are posted to the trammR record destroy upon receipt of cert1fi-cate 
destroy after 1 year 
destrov after 3 vearsreturn to md1v1dual after cert1fi-cate 1s marked •cancelled • 
destroy upon not1ficat1on of with• drawal by HO AFCC destroy when superseded or obsolete 

destroy upon tennmat1on of the aooomtmentdestroy after 4 years (see note l) 
at all other act1v1t1es destroy after l year 

-41 monthly trammg schedules and tests prepared to eval-uate the results of scheduled and supplemental tram IDll: 
42 applications for FAA airman certification a11d/or rat• -
43 -

IDll:notification of A TC factl1ty classification issued annu ally and used to determme trammg time llnuts destroy l year after bemg super-seded. 
give to md1v1dual upon term1-nation of A TC duties 
give to md1V1dual when the fac1l-1ty ratmg or poSltlon certification 1s no longer valid, the next evaluation 1s perf.ormed, a facility ratmg 1s JSSued, or md1v1dual 1s no longer m trammg for a facility ratma (see note 2) 
hold for 2md1v1dual years, then give to 

48 
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Tlus records may be retained m the office of record for 3 years after cutoff 
2 A special evaluation resultmg m revocation of a fac1hty ratmg will be retained until md1v1dual IS recen1fied or reclassification 1s complete 
Special evaluation of progress for md1v1duals m upgrade training will be retained until the ind1v1dual IS upgraded or reclass1ficat1on IS completed 

I TABLE 50-3 I 
Alli FO RCE INSITIUIE OF TI r.HNOIDGY (AFIT) TRAINING RECO RDS I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 (RESERVED) 
2 active duty, ANG and md1v1dual educational credit transcnpts, certlfi- at HQ AFIT, Directorate destroy 1 year after officer IS 

reserve officers �tes of completion of correspondence or group of Adm1ss1ons dropped from AF rolls 
study course, apphcauons, correspondence, 
copies of officer military records, summary 
cards, and S1D11lar records relatmg to ehgib1bty 
for and adm1ss1on to AFIT oroq_nms 

3 adm1ss1on records cards and board bnefs; quota fill book and re- at HQ AFIT destroy when no longer 
ports; other related selection records needed -

4 at HQ USAF destroy after 10 years or 
when no longer needed, 
whichever IS sooner 

s master control (locator) cards used to mamtam control of officers edu- destroy cards when loss 
cards cauonal file; record data reference education report shows officer left ser-

obtained through AFIT programs vice and received no educa-
uon through AFIT, destroy 
cards 1f education received 1� 
recorded on l1Stmg, destroy 
hsun2 after 50 vears 

6 college transcnpts and educational credit transcnpts, and other related at HQ AFIT, Reg15trat1on destroy after 50 years 
case files of AFIT Res1- records required for retention by college and D1vi11on, Directorate of 
d�nt Degree Granting Pro- umvers1ty accred1tmg orgamzauons Adm1ss1ons 
grams and AFIT Civil 
Engineenng School (con 
tmumg educauon pro-
aram) 
repor'ts and stausucal data registratron, enrollment, stat1Stical reports, destroy when superseded, re7 
of AFIT Resident Degree 
Granuna Pro2rams 

8 airman education and com-
m1ss10nmg (AECP) apph 
canons 

-
9 

L 

10 roster 

11  catalogs 

12 Commuruty College of the 
Air Force records 

course data, research studies, graduation poh-
c1es. facultv board oroceedmlZS 
md1vidual case files of requests for evaluation, 
educational credit transcnpts, certificates of 
completion of correspondence or group study 
courses, apphcauons, correspondence, medical 
repons, and other related records penammg to 
ehgib1bty for and admission ta AFIT program 

roster of educauonal background of officers 

old and new c1v1ban college and umvers1ty 
catalo1zs 
transcnpts, grades, course evaluations and 
course completion records penammg to 
accepted transfer courses as outhned by the 
Commumty College of the Air Force (mcludmg 
AFIT shon course records) 

v1Sed, or obsolete 

at HQ AFIT, Directorate files of selected airmen sent 
of AdD11ss1ons, until selec- to C1v1ban Insutuuons D1rec 
non torate for school placement 

Files returned after school 
completion and airman com 
D11ss1oned <see rule 2) 

at HQ AFIT, Directorate send to airman's base educa 
of Adm1ss1ons unul non uon services officer 
selection 
at HQ AFIT, Directorate destroy when superseded, re 
of Adm1ss10ns vised. or obsolete 

destroy when no longer 
needed. 

at md1v1dual AFIT schools destroy 5 years after comple 
registrar's section Uon of course 
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I TABLE SD-4 I 
•TIU INING MATERIALS I 
R A B 
u 
L If the records are or 

E pertain to consisting of 

-•1 curnculum matenals used m formal tram1Dg record sets of spec18lty trammg standards, course trammg standards, course syllabi, plans of 1DStruc courses tlon, course charts, and comparable gwdebnes 
•2 -
•2.1 

-
3 

penod1c curnculum h1Stones 
4 extension course ma-tenals-
4.1 

-
4.2 

-
4.3 

-
4.4 

5 Job quahlicatlon stand- record sets of JQSs ards (JQSs) 
manuscnpts or proofs drafts of proposed or rev1Sed publications, texts, or other tram1Dg materials, pnnters galley or page proofs, and other work1Dg or control data used ID creat1Dg, prepanng, and pubbsh1Dg tram1Dg ma-tenals 

7 nonrecord sets of nonrecord copies of matenal, identified m rules I- tr81Dlng matenals through 5, used ID tram1Dg programs 

6 

record sets of tra1D1Dg plans, techrucal tra1D1Dg wnt1Dg production plans, evaluation plans, and 1DStruct10nal matenals, 1Dclud1Dg lesson plans, texts, films, charts, record1Dgs, student study guides, student workbooks, student texts, pro grammed 1Dstruct1onal matenal (tests, tapes, film stnps, slides, scnpts, for bve presentations, etc ), test matenals, m1Scellaneous handouts (wmng d1agrams, tables, data, etc!6-) and comparable data for current or d1scont1Dued courses penod1c curnculum h1stones prepared by the directorates, departments, or d1V1s1ons of the Pro-fess1onal M1btarv Education Resident oro11:rams record sets of extension course directives and Resident School Text, with related background matenalrecord sets of extension course matenals produced ID support of the extension course program for ECI, 1Dclud1Dg career development courses (CDCs) and other nonresident courses, and sup-oort1Dg correspondence and background matenal curnculum changes and related records used to activate, suspend, or deactivate entire courses or 1Dd1v1dual course volumes, to announce temporary suspension to courses or 1Dd1v1dual course vol umes, and to 1Ssue special 1Dstruct1ons concerrung any s1grulicant change or changes ID the ECI cur-nculum when a course IS deactivated h1Stoncal data, course status, volume status, exam1-nation status, volume review exerclSe data cards for extension courses and career development courses used to fumlSh a complete record of every course, supplement, CRE, CE, and VRE pro-cessed b:t ECI course status reports used to show the status of active and programmed courses ID the curnculum 

C DI 

which are thenfor current courses, except destroy when superseded or those covered by rules 2 rev1Sed (note I) and 2 Ifor substantially revised retire as permanent (notes Iand dJSContJnued courses and 2) at the Air War Colle11:e for substantially revised destroy after 10 years (note and d1scont1Dued courses, I)except those covered by rule 2 destroy when revJSed, obso• lete, or on d1scont1Duance of the related course. 

ongmal copies held m pre- destroy after 5 years or when panng office unttl d1spo no longer needed, whichever SltlOn IS sooner at HQ AU destroy when revised, obso-lete, or on d1sconttnuance of the related course at MAJCOMS and subor destroy 18 months after ECI d1Date uruts course deact1vat1on date 
hold 20 years ID ECI, then destroy 

destroy when rev1Sed, obso-lete, or on dJSContmuance of the related course destroy when pnnted matenal IS received and detenn1Ded accurate, or reta1D for future use 1f cam-era readv for current tram1Dg pro destroy when superseded, re 11:rams VISed or obsolete 

1 



94 AFR 12-50 Vol II 30 October 1987 

TAI LE 50-4. CONTINUED 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

8 for d1scontmued trammg destroy current matenal after 
oroarams 2 vears 

9 tnurung aids activity ongmal drawmgs of class room or laboratory the final photograph, destroy when obsolete or no 
case files equipment, demonstration models, bwldmg plans, drawmg, and summary longer needed 

and laboratory eqwpment mstallat1ons, trammg repon of approved tram-
applications, photographs, list of pnnts and draw- mg aids 
mgs, bill of matenals, devices, parts list, engmeer 
mg and techrucal information operations and 
mamtenance manual -

10 sent with the related destroy 6 months after eqwp-
equipment when 1t 1s ment IS dropped from eqwp 
transferred to red1stn ment authoI17.at1on mventory 
butlon and marketmg for data (EAID) records 
salvage or other final 
d1soosal action 

11 duplicate files of drawmgs of laboratory or class destroy when equipment 1s 
room eqwpment, demonstration models, bwldmg transferred to red1stnbut1on 
plans, and laboratory equipment and marketmg, or on d1scon-- tmuance of the course, wlllch-

ever IS sooner 
12 requests for traming a1ds, work orders authonzmg destroy after 3 years, or when 

production, data on matenal, labor, production no longer needed, whichever 
tune and comolenon dates 1s sooner 

13 mobile trammg MTS mventones, movement and location records, at the aerospace equipment destroy when superseded or 
set/eqwpment files traJDer speaficat1ons, proposal/trammg change and techrucal services sec obsolete. 
(MTS) logs, CEMO machme llstmgs, and correspondence tlon, depanment of fi.eld 

- penaJrung to MTS, eqwpment status, and eqwp- tra1rung 
ment change 

14 on d1scontmuance of a destroy 1 year after final dis-
MTS or oortlons thereof 1nos1t1on of related eawnment 

15 trammg systems correspondence, EDP products, and research at MAJCOMs and below destroy when superseded, ob-
research and develop- reports from mtemal and other sources relatmg to solete, or no longer needed, 
ment matenals development, operation and evaluation of trammg whichever 1s sooner. 

systems 

NOTES· 
• 1 Not applicable to records of the Air Force Academy or of the Jomt Military Colleges 
2. Offer to the National Archives m 5-year blocks when latest record 1s 25  years old 

51. Flying Training. This table covers records relating to general pohc1es and procedures governing techniques, pro
cedures, and personal qualifications involved in flying training, including nav1gat1on and crew trammg. 

I ITABLE 51-1 

FL ING TRAINING RECO 1ms I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 tactics, techniques, md1v1dual student and aircrew records, mcluding not regular 8.ymg rec- destroy 3 months after comple 
and doctnnes mstruc vanous type aircraft on which a student 1s ords required by AFR tlon of trammg phase, provided 
non checked, statements of ftymg expenence; recogm- 60-1 ftymg time data are posted on 

non testmg forms, cockpit (blindfold) check l1Sts, md1v1dual traJDmg and flight 
sequence records, transition trammg proficiency records (EXCEPTION 
reports, flight reports, flight record work sheets AFROTC forms and related 
and card files on 8.ymg tune, check outs, records papers are destroyed after 2 
of air sickness, progress check sheets, phase and years!) 
accomplishment charts, ratmg scales, grade sheets 
for standardJZatlon fll ght checks, mstructlon check 
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TABI E 51-1, CONTINUED 
R A 
u 
L If the records are or 
E pertain to 

-
1.1 

-
1.2 

2 trammg aids usage 

3e svnthebc tramer bme 
4 lhght mstructors rec-

ords 

5 aircrew mstructlon 
records 

6 aircrew quahficabon 
certificates 

7 radar and bomb scor-
mg simulator fre- quency bands 

8 

9 Reserve lhaht tramm2 
10 flymg tr8.llllng reports 

B 

consisting of 

sheets, asS1gnment sheets, requests for trammg 
lhghts and assignment of aircraft, exammabons, 
and questionnaires 

logs and charts 

records reflecbng md1v1dual progress and bme 
completed m a Lmk trainer; Lmk trainer-
schedules; translbon checkouts, requests for assign-
ment to trammg, mstrument progress records; 
extended lhght records for mstrument trammg, 
mstrument quesboJlllll1J'es, operational cerbfl.cates 
for blmd flymg, schedules; act1V1ty reports mission 
sheets, trans1t1on flymg cerbficates, mstrument 
mstructlon sheets; and mstrument tramer charts 
(track flown by student), not records of md1v1dual 
altitude chamber f111dtts 

flymg trammg reports and records of flymg 
mstructors, mcludmg mstructlon logs, airplane 
assignment sheets, flymg schedules, consohdated 
grade records and reports, flymg trammg reports, 
trammg status check sheets, student dispatch 
sheets, mstructor's time sheets for student reqwre-
ments, recap1tulabon forms, and student ratio re-
oorts 
flymg trairung records penammg to simulated 
combat operabons, bnefing, and mterrogabon, 
mcludmg combmed trammg reports (record of 
mtercepbon between bombers and fighters), crew 
flymg trammg mstrucbons, crew status, combat 
crew progress, combat trairung 1111SS1on reports, 
m1ss1on survey sheets, check sheets for recordmg 
time and grades, phase check score sheets, and 
bnefin2 forms 
cerbfl.cates showmg that an aircrew member has 
demonstrated sat1Sfactory performance and know) 
edge of procedures, techruques, equipment, and d1-
recbves which would assure safe and successful 
accomphshment of !us/her flymg dubes m the 
assumed mrcraft 

reports of aircraft accidents (m trammg), reports 
on trans1bon trammg, formabon, nav1gabon, bme 
lost, reports of entenng classes and graduation 
classes 

C 

which are 

A TC undergraduate 
pilot (UPT) navigator 
(UNT) bombardier 
(NBT) and electroruc 
warfare officer trammg 
(EWOT) records 

at office of ongm 

at other than office of 
on1nn 

D 

then 

destroy I year after complebon 
of all UPT, UNT, NBT, and 
EWOT, provided data are 
posted on md1v1dual trammg and 
flight records 

destroy after complebon of 
UNT. NBT. or EWOT 
destroy 3 months after comple-
bon of trammg phase, provided 
reqwred flymg bme 1s posted on 
md1v1dual lhght records. 

see table 6&-2, rule 4. 
destroy afller 6 months (EXCEP-
TION w1thm ATC, destroy 6 
months after the IP 1s placed on 
unrestncted IP orders). 

destroy after I year, or on dis-
contmuance of acbVlty, which-
ever 1s sooner 

give forms pertairung to preVl 
ously assigned aircraft to mdi-
VJdual concerned, or mamtam as 
directed by the MAJCOM, 
when an md1v1dual's mrcraft 
BSSlanment IS chan2ed 
destroy 6 months after obsolete 
or superseded. 

destroy when superseded, obso-
lete, or no Ionizer needed 
see table 60-3 
destroy after I year, or on dis-
conbnuance of act1V1ty, winch 
ever 1s sooner 
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1 ·  TAJ LE 51-1. CONTINUED 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

11  completed answer ptlot's wntten mstrument exammation, and ptlot's, at adm1mstenng agency destroy after successfully com-
sheets and answer navigator's, and wrcraft observer's wntten pro- pleted wntten and fbght exam1-
cards fic1ency exammat1ons nations scores have been entered 

m aircrew quahfication record, 
and record certified 

u trauung progress A TC Forms 240 (flymg trammg) destroy 10 years after md1v1dual 
completes or d1scont1nues a 
tramma course 

53. Schools. These tables cover records pertaining to applications and nominations for professional education of A
personnel through advanced trairung. 

TABLE 53-1. USAF ACADEMY CUSAFA) RECORDS-RESERVED. 

I!'TABLE!'5r2 I 
APP.LICA TIONS FOR EDU<' ATIONAL PROGRAMS I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 applications for officer records reflecting ehgib1hty, su1tab1hty, physical for quab.fied apphcants destroy after 1 year 
tralDIDg school (OTS), and mental quahlications, status of apphcation, who enter trammg 
81I'IDen education and seleetlon, nonselect1on, mterv1ew board results, 
comm1ss1oning pro- acceptance, dechnat1on or d1squahficat1on, and - gram (AECP), flymg 
trammg 

related records reflectmg actions taken by exam-
1mng and selectmg act1v1ty 

2 for apphcants who fatled destroy after 6 months 
to comolete orocessm11: -

exam.Jnation answer sheets destroy after 1 yearJ._ 
4 routine control cards, AFIT Form 0-22, records destroy after 3 years 

reflecting dechnat1on or ehmmatlon from school or 
OTS 

5 report of physical apti forms used by exammmg center to transmit results at exammmg centers destroy after adn11ss1ons cycle 
tude exam (PAE) test- of the PAE for USAFA apphcants (l July) 

· 10111 

f ITABLE!'5r3 
ICO ..n.c:'JNIIY COLLEGE 0 THE AIR FORCE RECORDS 

R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

descnpt:Jon of courses course charts, plans of 1nstruct1on, and s1m1lar destroy 4 years after course 
records of courses conducted by AF and other has been mactivated or super-
m1htarv service schools seded -

2 student enrollment m copies of exammat1on reports and trBIDIDg cert1fi- destroy after data has been 
CCAF associate degree cates entered on degree program - programs oro2ress reoort 

3 registration apphcat1on forms, official transcnpts, for students who have destroy 4 months after stu-
and correspondence retired or separated from dent retires or separates 

active duty and who have 
not JOmed the ANG or- Active Reserve 

I .  

1 
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TABLE!'S3-3. CONTINUED I 

R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

3.1 for students who have not destroy 3 years after latest 
commumcated with CCAF commumcat1on from the stu-
for 3 vears dent,-.-

3.2 for students who have destroy l calendar year after 
completed program re graduauon (see note) 
qu1rements 

4 accred1tat1on of AF self-study reports, reports subrmtted to accred1tmg destroy after SO years 
schools or courses associations, correspondence to and from accredit- ll!'

mlll assoc:at1on officials. and related records 
5 (RESERVED) 
6 art1culat1on agree- formal agreements or other memoranda of under destroy after l year, or when 

ments standmgs with c1v1ban mst1tut1ons for recogmt1on superseded, whichever 1s 
of CCAF students and graduates later 

7 degree program completed degree program progress report and destroy after SO years 
relevant annrovm2 records 

NOTE If student registers m another program, transfer trllJISCnpts to that program. 

55, Operations. These tables cover records pertaining to administration and implementation of the AF atomic pro
gram, strategic, tactical, and special reconnaissance operations; programs for allocation of aircraft, missiles, and ftymg 
hours, electronic warfare programs; use of AF installat10ns by other than United States Department of Defense air
craft; secunty of USAF operations. 

ITABLE!'S!H I 
IUSJ OF AIR FORCE INSTA :.LATIONS BY NON-DOD AIRCRAFT 

R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 approved requests civil aircraft landmg permits and related correspondence destroy 6 months after the 
expiration date, or when 
supetseded -

2 hold-harmless agreements and related correspondence destroy 2 years after date of 
tenmnatlon (see rule 4) -

3 ceruficates of msurance and related correspondence destroy 2 years after exp1ra 

- non of msurance date (see 
rule 4) 

4 records discussed m rules 2 and 3 required for renewal destroy when no longer 
purposes, and/or msurance claims resultmg from an needed 
accident or v10lat1on of AFR S S-20 

s d1saooroved requests corresoondence and related data destroy after 6 months 
6 foreign government correspondence and related d1spos1t1on actions approved 

requests bv AF/CVAI 
7 fees and chare:es see table 177-10 

I TABLE 55-2 
AIRCRAFT ASSIGNMENT TIUZATION AND AVIATION FUEL RECORDS 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 aircraft d1stnbut1on and records relaung to operational support of flight at operations flight man destroy when superseded, ob
assignment control management and aircraft allocat1ons agement solete, or no longer needed 

(see note) 
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T Al LE SS-2. CONTINUED I 
R A B C D 
uL If the records are or E pertain to consistmg of which are then 
-2 aircraft or record1Dg of requests and Justdications for add1t1onal aircraft, destroy l year after final aircraft annroved/disannroved action 

3 requests for ut1hzat1on code changes destroy l year after end of utilization requirements for disaooroval of request 
4 staff configured aircraft reports destroy when superseded or obsolete5 a1rcraft/m1ssde alloca- schedules of current and 6-month proJected tactl-t1ons cal a1rcraft/m1SS1le allocations 

..L aircraft m1ss1on h1Story reports of aircraft ut1hzat1on at MAJCOMs destroy after 2 
7 at prepanng and 1Dterme- destroy after 1 yearsyeard1ate act1 VJ ties 
8 purchase of aviation USAF mvo1ces covenng purchases from domestic destroy after 2 yearsfuel and 011 commerc1Bl firms, government activities other than 

IAF. or foreism government sources I 

! 

ta1D1D8 to d1screeanc1es operations records per- preflight reports, schedules for engmeenng, and records relative to aircraft ID operation 19 local engmeenng and destroy after yearl l!6- I 

10 weight and balance llsee table 66-S dataNOTE See table 67-1 for d1spos1t1on of supply management records. 
I TABLE SS-3 jAIR SURVEILLANCE REC DS IR A B C D 
u If the records are or LE pertain to consisting of which are thencontrol logs data on routme daily surveillance operations at aircraft control and destroy 1 year after close of warning (ACW) uruts and the calendar year ID which airborne early wam1Dg and last entry was made 

data on AEW&C aircraft on active air defense l ldestroy after 3 months.IIllSSIOns 
3 recorders logs, telling sequence and 1Dtercept10n destroy afteraction records, 811d comparable forms which sup llolement such records 
4 teletype record logs prepared by AEW &C uruts lldestroy after dunn1t Dualex ooeratlons 

2 months 
1 month 

G REPORTS. SPE IAL EXERCISE AND MANEUVER PLANS RECO DS IR A B C D 
u If the records are or LE pertain to consisting of which are then1 tactical evaluations reports and other data used 1n evaluatmg a urut's destroy after next evaluation capab1ht1es as demonstrated dunng a trainmg exer- at MAJCOMs and below IS accomplished, or on CISe conducted ID either hve or synthetic environ- chai!ge of weapon system, ment whichever IS sooner 2 (RESERVED) 
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TAI LE 55-4. CONTINUED I 
R 
u 

A B C D 

L If tbe records are or 
E pertain to CODSISting of which are then 

3 

4 

systems tra1D1ng status 

trammg mds 

recumng repons accomplished ID compliance with 
a System Trmrung Program (STP) 
maps or charts 1Dd1cat1Dg name and locanon of 
uruts hav1Dg a controlled trammg aid, descnptlon 
of the aid, etc!', 1Dciud1Dg requests for use, approv 
al or disapproval, sh1pp1Dg authonty, and slupp1Dg 
IDStrucuons 

destroy after I year 

destroy when tra1mng md 1s 
removed from control 

5 

--
special exercise and 
maneuver plans 

.)Oumals, logs, messages, punched cards, film stnps, 
and tapes used to record or report exercise play or 
oen1Dent oortions for evaluations 

destroy when no longer 
needed 

6 operations and deployment plans and orders, re-
lated records prescnb1Dg the tralDlng of personnel, 
test1Dg of equipment or both, used ID plannmg for 
and part1cipat1Dg ID command post exercises or 
s1m1lar umlateral lOIDt maneuvers 

at MAJCOMs and below destroy 3 years after exercise 
has been completed, or when 
declared obsolete, whichever 
IS sooner 

7 

-
contmental test records plans, orders, and suppon1Dg background matenal 

created by AF act1v1t1es part1c1pat1Dg ID JOIDt test 
IDII: 

8 final reoons of tests retire as oermanent 
9 (RESERVED) 

10 oversea test records plans, orders, and final reports created for and ID 
the name of Jo1Dt Task Force 

send one copy of each record 
to the Jo1Dt Task Force for 
oermanent retention 

11 plans, orders, and 
reoorts 

reference copies of matenal 1dentrlied ID rules 2 
through 10 

destroy when no longer 
needed 

I TABLE 55-5 
SEMIAUTOMATIC GRO JND ENVIRONMENT CSAGEVBACKUP INTERCEPT CONTROL CBUIC) SYSTEM RECORDS I 
R A B C D 
u 
L If tbe records are 
E or pertain to consisting of which are then 

1 adaptation data techrucal papers, studies, reports, and related eng1- at MAJCOMs and destroy when superseded, obso-
neenng or operational data, 1Dciud1Dg geographical below lete, or no longer needed 
features, weapons and missile charactenstlcs, equip-
ment ca0atnbt1es and other 0ert1Dent data 

2 computer program- data created 1Dc1dent to des1gmng, plannmg, con- at MAJCOMs, maJor destroy when no longer needed 
m1Dg records struct1Dg, and/or operating phases of SAGE/BUIC subord1Date commands 

and the computer program (new content), with re- and BUIC program-
lated e<1u10ment chan11:es (retrofits), etc m1De: fac1bt1es -

3 master file of program card decks maJor subord1Date com- destroy replaced or superseded 
mands and below program card decks 60 days 

after the succeed1Dg prdgram 1s 
declared successful and opera 
tlonal -

4 active card decks reftect1Dg air surveillance, weather, destroy 30 days after data be-
weaoons status. or other local vanables comes obsolete-

5 <RESERVED) -
6 program wnte ups, vanous EAM card decks, related destroy obsolete card-loaded and 

electromc tapes conta1D1Dg 1Dstruct10ns designed to tape loaded program card decks 
control the operation of the SAGE/BUIC computer with related electromc tapes and 
accord1D2 to oredeterm1Ded reamrements proizram wnte uos after 30 davs -

- standby file of obsolete card loaded program decks destroy after 30 days 
and/or oan1al oro2ram decks 

7 
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TAIILEe55-5. CONTINUleD I 

t ,· ,  

l 
1 1  r 

R A 
u 
L If the records are 
E or pertain to 

8 

9 

-
10 

11  techmcal library 
matenals 

12 techmcal 
memoranda (manu-- als) 

13 -
14-
15 

NOTE. Offier to the National Arcluves m January 1 986 

I lTABLE 55-6 
OPI .RATIONAL REPORTS AND ANALYSES (see note 1) I 
R A 
u 
L If the records are 
E or pertain to 

1 combat operations 

1.1 

-
2 

3 analyses 

-

B 

consisting of 

duty rosters, EAM cards, and consolidated rosters 
detailing md1v1duals for computer operanon and/or 
mamtenance duties 
coordinators' notebooks contallll.llg entnes mvolvmg 
momtonng and control of program card decks, wnt-
mg, taees, elug-m umts, and related l!rogam matenal 
computer use monthly planning schedules forecastmg 
availability of SAGE/BUIC computers, letters, mes• 
sages, and Similar media reO.eco.ng the planned opera-
tlonal state of alerts; electronic changes; synthetic 
exerc1Ses, and other reqwrements atrectmg computer 
usage 
master copy of all program card decks, 70mm films, 
computer magnetic tapes, maps, scnpts, aids and other 
matenals used m the production of and/or produced 
to accomplish the reqwred tasks 

techmcal manuals, published system notes, etc. that 
descnbe system design, operauons and lumts 

manuals, notes and gwdes that descnbe system data 
and data charactenstlcs 

B 

consisting of 

accounts and reports descnbmg combat action, 
obJectlves, accompl1Shments, results, loss of per-
sonnel, eqwpment, matenal, mrcraft, and related 
data 

memoranda, reports, drawmgs, charts, graphs, 
stat1St1cs, and other reference and source matenals 
mc1dent to analyses and study of AF operational 
act1V1t1es, problems of al.I' warf'.are, eqwpment, 
weapons and weapon systems, tactics, strategy, 
orga1UZBUon, or any other field of respons1b1lity 

C 

which are 

mmntamed by the con• 
tractor unnl contract IS 
concluded and/or ter-
mmated, and turned 
over to the AF for dlS• 
t!OSltlOn 
records sets at SAGE 
and BUIC program-
mmi fac1lit1es 
copies at higher HQs, 
MAJCOMs and subor-
dmate umts 
at SAGE and BUIC 
orollR1Dlllln11: facil1t1es 
at higher HQs, 
MAJCOMs and subor-
dmate·umts 

C 

which are 
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D 

then 

destroy after 6 months or on 
macnvat1on of the site, which-
ever is sooner 
destroy after 2 years 

destroy 6 months after 1mple-
menianon or when declared 
obsolete, wluchever IS sooner. 

dispose of accordmg to the 
applicable rules relanng to the 
speafic records. 

renre as permanent (see note) 

destroy when rescinded, super-
seded or no longer needed 

destroy after 5 years 

destroy when rescmded, super-
seded or no longer needed 

D 

then 

as a result of actual combat, lo-
cated at ongmator, MAJCOMs 
and maJor subordmate commands 

renre as permanent (see 
notes 2 and 3 ). 

as a result of actual combat, lo-
cated at any agency other than 

destroy after 1 year 

the ongmator, MAJCOMs or 
ma1or subordmate commands 
as a result of peacetune opera- destroy when no longer 
t1ons or exercises performed to needed. 
simulate, test, evaluate or support 
emergency war orders and allied 
activities 
record copies retire as permanent (see 

notes 2 and 3) 

https://reO.eco.ng
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TABI E SH. CONIINUEI I 

R A B C D 
uL If tbe records are E or pertain to COIISllting of which are then3.1 reference copies destroy when no longer needed 
4 some boom data data bank records, schedules, comparable forms, at HQ USAF and MAJCOMs destroy after 30 months and related papers -5 logs at MAJCOMs and operational destroy after 1 year 

*6 B1rcraft maintenance s1gndicant htstoncal data (AFTO Form 95) and umts retalD pend1Dg d1Spos1t1on related records of 811'Craft lost ID combat and Bir approval (see note 4 )  crew status IS unknoWT!. NOTES· 2.I. Offier to the National Archives ID S-year blocks when latest record IS 25 years old See table 80-5 for d1spos1t1on of operational test and evaluation (OT &E) records 3 Microfilmed copies of  special 1Dtelhgence records at HQ ESC shall be ofliered to  the National Archives when SO  years old •4 These aircraft ma1Dtenance records, normally disposed of ID table �3, are considered as operational records until the plane's Blrcrew status 1s resolved 
I TABLE 55-7 !OP -:RATIONS SECURl'IY CC PSEC> I 

R A B C D 
u 
L If tbe records are or E pertain to consisting of which are then1 OPSEC survey reports reports of surveys hst1Dg find1Dgs and recommen• at MAJCOM OPSEC destroy after S years, or 1dattons/correcttve actions taken OPRs year after next survey of same act1v1tv. whichever 1s sooner -
2 below MAJCOMs destroy 1 year after all action has been completed or when no longer needed, whichever IS sooner 
3 OPSEC data base functional profiles and related data at MAJCOM OPSEC OPRs 

.,!.... OPSEC status report sem18Dnual status reports at HO USAF/XO retire as permanent (see note) 
s at MAJCOMs OPSEC destroy after 3 yearsOPR --
6 copies reta1Ded by pre- destroy afiter 1 year or when panng act1v1t1es no longer needed, whichever 1s sooner NOTE Offer to the National Archives ID S-year blocks when latest record IS 25 years old. 

I TABLE!6-55-8 ISP' CE DEFENSE IR A B C D 
u 
L If the records are or E pertain to consisting of which are then 
1 orbital element card data used for updating the satellite h1stoncal at HQ SPACECOM retire as permanent 1 yeardata base after object decay (EXCEP TION . .  1f microfilmed, see 
-

note).
2 space object 1denttfi- radar or photometnc amphtude data record1Dgs of special 1Dterest (most repre-cation (SOI) sentat1ve of true features) 
3 of rout1De 1Dterest destroy after 1 month, or when no longer needed, 
-

whichever 1s later -
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TAI LE 55-8. CONTINUJ!'D I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

4- d1git1zed and transcnbed on 
cards 

destroy when no longer 
needed 

5 - d1scrumnat1on 1Dformat1on trans1D1tted by SOI 
caoable sensors 

6 SOI parameter data (includes pattern recogm- repons generated or received at destroy after the data has 

I i  
I -

7 

tlon data) a centrahzed location 

reports generated or received at 

been entered 1Dto the data 

destroy after 1 month, or 

- a tracking site when no longer needed, 
whichever JS later 

8 - a summary of SOI analyses ID a 
satelbte numbered seouence 

destroy when superseded or 
when no Ionizer needed 

9 - time sequenced logs of s1gmficant operational 
events 

at 1st Aerospace Control Squad 
ron and trackmg sites 

destroy 1 year after last entry 
ID the loa 

I 

10 computer pnntouts of satellite track data, IDIS• destroy when superseded or 
s1on planmng logs, records of message trans-
m1ss1ons. DOs1t1onal checkhsts. etc. 

when no longer needed 
i 

11  optical surveillance Baker-Nunn camera films and optical sensor of special 1Dterest destroy when no longer 
data passage records, which 1Dcludes such data as needed 

- camera settmgs, times of observation, atmo-
sphenc cond1t1ons, and field reductions 

u of other than s.....,,al 1Dterest destrov after 3 months. 
13 trackmg and impact trackmg and impact predication record, final retire as permanent on 1Dact1-

pred1ct1on (TIP) decay message, computer pnntouts of satelhte vatJon of the umt (see note) 
data pos1t1onal data to 1DClude spiral decay vectors, 

final element set and related data of spec1ahzed 
1Dterest (most valuable data) 

14 space defense lo gs data on dally operations at Space Defense System umts destroy 6 months after last 
or command and control actlv- entry ID log 
JtJes 

15 m1ss1le warmng logs at HQ NORAD/ ADCOM/ hold for the hfe of the missile 
SPACECOM wamlDIZ svstem then destrov 

16 tactical operations data on daily operations at Tactical Warmng/Attack destroy 1 year after last entry 
room activity log Assessment and Space Surve1l- ID log or when no longer 

lance Umts needed. whichever JS later 

NOTE When orbital element record JS converted to 1D1crofilm: 
a. Destroy ongmal record 1 year after 1t has been ascertamed that the 1D1crofilm copies have been prepared ID accordance with GSA regulauo 

(implemented by AFR 1 2-40 w1thm Air Force) and are adequate substitutes; 
b Retire microfilm camera negative copy and a pos1t1ve pnnt as permanent, 
c. Destroy m1crofilm reference copy 1 year after obJect decay. 

I TABLE 55-9 I 
407 /412L SYSTEMS REC"ORDS I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 computer program program/version hJStones and program/ equip- at T ACS Support D1v1s1on, destroy S years after system 
data ment change records 1Dc1dent to the operation of the dJScont1Duance, or when no 

407L System and the SP A TS longer needed, whichever JS 
act1v1ty incident to the operation later- of the 4 l 2L System 

2 magnetic tapes, computer pnntouts, and destroy when no longer 
punched cards needed 
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TABLE 5S-10 
FLIGHT INSPECTIO!I RECORDS I 

R A B C D 

I I 

u 
L If the records 
E are or pertain to consisting of which are then 

1 lhght mspectton reports of ongmal comn11ss1onmg; other reports at the mspected activity destroy 3 months after a comm1s-
records pertment to facility modification; reports contam- (flight facilities); at orgaru- s10ned facility IS deco111DW1S1oned 

mg restnctlons, data sheets; and related documen- zat1ons reportmg dlJ'ectly (EXCEPTION: destroy data sheets 
tat1on to HQ AFCC, and at the when superseded or obsolete) (see 

- MAJCOM act1v1ty reqwr- note 1 )  
mg the facility 

2 other reports and related records not covered by destroy after 2 years, or 3 months 

- rule 1 after decomm1SS1oned faahty, winch-
ever 1s sooner <see note 2). 

3- reports at HQ AFCC destroy when superseded or 
obsolete 

4 all reports, data sheets, and related records at the fac1hty checkmg destroy after 2 years or 3 months 
act1v1ty after decommlSSlonmg of a COIIlll11S-!'

maned facility, whichever IS sooner 
(EXCEPTION destroy reports of 
ongmal comm1SS1onmg, other reports 
pernnent to facility modiicatton, and 
reports containmg restncttons which 
have not been removed 3 months 
after the faahty 111 decomm1SS1oned, 

- and destroy data sheets when super-
seded or obsolete) <see note 2) 

5- at all activities not covered destroy after 1 year 
m rules I. 2 3 or 4 above 

6 osc1llograph recordmgs made dunng comm1SS1on- destroy 3 months after a commis-
mg mspecttons, resultmg from modrlicatton of a SJoned f:ac1hty IS decommw1oned 

- fac1hty, and related to reports contammg restnc- (note 3). 
tlons 

7 recordmgs not covered by rule 6 destroy 1 year after completion of 
related tests and evaluations, or 3 

- months after a commw1oned facility 
IS decoDUlll!Woned, whichever IS 
sooner 

•s checklists, reports of findmg, and records pertain- destroy after 3 months, or after 
mg to penod!c mspectlon of airfield fac1ht1es dJSCrepancies are corrected, which-

ever IS later <note 4) 

NOTES 
1 Refile and dispose of reports contammg restnctlons under rule 2 after the restnctlons are removed. 
2 Documentation wdl be retamed by the accumulatmg office of record for the total retention penod 
3 Refile and dispose of oscillograph recordmgs related to reports contammg restnct1ons under rule 7 after the restrictions are removed. 
•4 File copy of airfield facility mspectlon checklist 1f applicable m mishap reportmg records (Table 127-2) 1f m1Shap/acc1dent occurs before 
BIJ'field facility d1Screpancy IS corrected. 

I ITABLE 55-11 
•AUCREW LIFE SUPPORT PROGRAM I 
R A B C D 
u 
L If the records are 
E or uertain to consisting of which are then 

•t aircrew hfe sup 1DSpect1on records at &1rcrew hfe support destroy after form IS filled m and 
port and chem1- functions next penod!c inspection JS annotated 
cal defense on a new form, on turn-m of eqwp-
equipment ment, or when superseded, obsolete 

and new replacement form IS avml-
able 
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TAI LE 55-11. 
R A 
u 

CO""!'• ,.. , ,  .. _D 
B C I I D 

L If the records are 
E or DU1aiD to consisting of which are then 

....1... ind1v1dual custodv recemts destroy on tum-m of eou1oment 
•3 operatJonal d1rect1ves, lesson plans, trammg destroy when superseded or obso-

records, traming aids, and mamtenance mstruc- lete 
t1ons 

I TABLE 55-ll 
co -'MAND AND CONTROi 
R A B C D 
u 
L If the records are or 
E pertain to coasisting of which are then 

1 aircrew management forms and related records pertaming to amval and depar- at command posts, destroy after 2 months 
and aircraft ground ture bnefings, alertmg and billeting information and other operations centers, 
handling actions pertment data, including data for reconstruction of airhft control ele-

actions sequence after tenmnatlon of m1ss1on, and airlift ments 
movement messaRes 

2 mlSSlon followmg fold- forms and related records which record arnval/departure at command posts 
ers times, m1SS1on numbers, complete m1Ss1on 1tineranes, mr-

craft delay mformat1on and other J:!Crtinent data 
3 controller certification wntten record of personnel certllied to perform duty in destroy upon reassignment, 

record the command post retirement or decertdicat1on 
of personnel for which 
record was created 

4 controller traming rec- controller recumng testing and controller formal traimng destroy after I year 
ords 

5 events log record of aircraft amval/departure and momtor key per- destroy after 3 months 
sonnel VIPs and s11z:mlicant events 

6 notices to airmen NOT AMs and NOT AM summanes relatmg to establish- master copies at destroy I 5 days after 
(NOTAMs) ment, cond1t1on, or change insany aeronautical facility, central NOT AM NOT AM (message) expires 

service, procedure or hazard fac1litv Exceot1on see rule 8 -
7 other than master destroy when information 1s 

copies superseded by another 
NOT AM or by later sum-
manes or JS otherwise ter-
minated. -

8 related to aircraft destroy after 6 months, or 
acc1dents/inc1dents, upon completion of investlga-
operational hazards, t1on, whichever JS later 
and/or alleged v10-
lat1ons (see tables 
127-2 and 127-4) -

9 DD Form 2349, NOT AM Control Log destroy 15 days after exp1ra-
tJon or cancellation of 
recorded NOT AMs 

10 AF Form 421,  IncominR NOT AM Re!Uster destrov after 7 davs 
-
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j TABLE 55-13 ! 
.J - "lELD FLIGHT LINE VEHICLE AUTHORIZATION I 

A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 vehicle fhght hne au- correspondence and forms used for authonzmg at 1sswng authonty destroy when superseded, ob-
thonzabon other than special use vehicles (fire trucks, am- solete, or no longer needed 

bulances, yellow maintenance vehicles, etc.) for 
ooerabon on the ft111:ht hne 

2 remqtrabon 1denbficabon label on vehicles 

TABLE 55-14 I 
AU DROP INSPECTION RE :ORDS/MALFUNCTION AND ACl'IVIIY REPOi TS I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of  which are then 

•1 airdrop inspections Jomt a1rdrop mspecbon record (platforms, LAPES not part of the records of destroy after I month 
and containers) an acc1dent/inc1dent inves-

t1gat1on 
•2 airdrop act1V1ty report- JQint monthly airdrop summary report destroy after I year. 

in2 

•3 a1rdrop malfunction a1rdrop malf'uncbon report, monthly airdrop sum- part of the records of an destroy with the records to 
mvesbgabons mary report, Jomt airdrop inspection record (plat acc1dent/mc1dent invesb- which they pertain (see table 

1 forms LAPES and containers) 2abon 127-2 rule 3) 

! TABLE 55-15 
: RAP 4R BOMB SCORING (RBSl RECORDS 
' R  A B C D 
: u  

L If the records are or 
E pertain to consisting of which are then 

1 radar bomb sconng textual records pertalrung to planmng, estabhsh- at OPRs destroy 10 years afiter macb-
(RBS) ground directed ment, development, and operabon of vabon of site 
bombing (GOB), and RBS/GDB/ECM sites 
electromc countermeas--- ures (ECM) sites 

2 at MAJCOMs, NAFs, and destroy on macbvabon of site 
morutonn2 offices or when no Ionizer needed 

3 low level trammg textual records associated with the planning, estab- at OPRs destroy 10 years after closure 
routes hshment, impact, operabon, Justification and of route 

-

related data 
4 at MAJCOMs, NAFs, and destroy on closure of route or 

morutonn2 offices 'when no lon11:er needed. 
5 ohve branch (crwsmg basic data on route, descnptlon, evaluation poten- destroy when no longer 

altitude) route analvs1s tlal and results of low level evaluabon needed 
6 RBS acbv1ty records forms, memoranda, reports, plotbng papers, com- at MAJCOMs and below destroy after 3 months or 

murucabon logs, RBS data creabon records (pnnt- when no longer needed, 
outs), abort reports and operational logs whichever 1s sooner 

7 related to RBS scored ac- destroy after I year or after 
bv1ty apphcable urut's subsequent 

evaluation, whichever 1s 
sooner 

-

.!.. ECM act1v1ty data creation records (pnntoutsl at MAJCOMs and below destroy after 6 months 
special ECM acbv1ty records (pnntouts) destroy after 3 months or 

-
when no longer needed, 
whichever 1s sooner 

Q_J brush graphs, pnnter tapes, and plotting papers destrov after venfi.cabon 

9 
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TA ILE 55-15. CONTINUED I 
R A B C D 
u 
L If the records are or -E per1llin to consisting of which are then 

11 record unreliable act1v1ty send to applicable umt for 
venfication 

I :' ' '  
u RBS target data target mserts and target overlays at MAJCOMs and below destroy when superseded or 

no lomter needed 
I •  13 RBS analyses/summa- results of RBS scored evaluations, air-to-ground at OPRs destroy when no longer 
' I  - ries missile (AGM), :,Ombmg and ECM trainmg actlv- needed 
' r' :  ltles conducted agamst RBS sites 

14 at other or1tamzat1ons destroy after 1 year 
15 recorded voice tapes air-to-ground communications between aircrew at RBS sites erase after 60 days 

I '
I 

and RBS sites ""'""nnel 

I ,  

! i � I 

, , ,  
I TABLE 55-16 i 

Alll !;PACE MANAGEMENI' I 

· I  R A B C D 

I i  u 
L If the records are or 

I l E pertain to couisting of which are then 

' l 1 operat1onal/adm1D1Stra- letten, messages, correspondence, memorandums, at HQ USAF, MAJCOMs destroy when superseded, ob-
tlve llllllpace manage- and forms govenung operat1onal/adm1mstrat1ve and foreign national opera- solete, or no longer needed 
ment m domestic/for- directions and guidance eft'ecbng both domestic t10nal staff' offices 
e12Il environments and foreum ainnace usaa:e 

2 ainpace fhght routes data pertamlDg to mternat1onal and domestic fhght at prepanng, controllmg, 
and fhght areas route/track systems, aenal refuelmg routes, tracks, or momtonng agencies 

and areas; and special m1litary/c1vll low altitude 
traunng routes, v1Sual fhght condition routes, and 
all weather low altitude routes 

3 arnpace workmg pro�- correspondence and data on special IFR/VFR 
ects mrhtary/c1vil operations, supenomc flights mid-air 

collmon av01dance, wake turbulence cntena, and 
ftieht record attemots I 

4 ainpace management correspondence records, rules, reports between US at preparmg agencies destroy 2 years after super-
agreements government offices, foreign nations, mrhtary ser- SCSS10n/obsolescence or when I 

vices, lateral commands, and subordmate agencies no longer needed, whichever 
pertammg to relations, negot1at1ons, amendments, IS sooner 
agreements, and mmutes of meetmgs relative air-
soace use 

5 specull use airspace correspondence and data pertainmg to ainpace at preparmg, controllmg, 
warmng/danger/restncted areas, military opera- or momtonng agencies 
tlons areas (MOAs), domestic or mternatlonal con-
trol areas, s"""'ral use areas 

reserved llllllpace correspondence/data/booklets relative operational 
mission alI'Space reservations, and altitude reserva-
t1ons I 

56. Signal Security. These tables cover records pertaining to policies, procedures, and operational doctnne fo 
overall direction and planning for Communications Security (COMSEC) material, cryptologic equipment, am 
TEMPEST. 
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TABLE 56-1 I 
COMMUNICATIONS SECU UTY (COMSEC) SYSTEMS AND ACCOUNTABIL TY RECORDS I 

R A 
u 
L If the records 
E are or pertain to 

matenal accountmg 
records 

1 

2 

2.1 

•2.2 

3 

3.1 

4 

5 accounts mspectton 
records 

5.1 

6 V1s1tor Rel!lster 
•1 mc1dent (compro-

m1se) files 

8 

9 

10 physical and cryp 
tograph1c v1olatton - log 

11-
•12 COMSEC codes 

and authentication 
case files 

B 

consisting or 

field and AF Cryptologic support Center 
(AFCSC) vouchered COMSEC accountmg repon, 
related records and correspondence, AFCSC 
COMSEC vault and USAF COR records consist-
mg of stat1St1cal data for stat books; holder, ship-
pmg, allocations and stock files, related records, 
and work orders 

daily or shift mventones 

local destruction reports of accountab1bty legend 
code 3, 4, and 5 that 1s classified (CONFIDEN-
TIAL or above) or 1s marked CRYPTO 
record of custodians 

transfer repons, work orders, and related records 
for items on loaned/borrowed status 

copies of records covered m rule I 

command mspectton repons and related records 

semiannual self-mspect1ons 

AF Form 1 109 
reports of comproD11Ses, mvolvmg personnel, cryp-
tolog1cs and physical msecunttes of COMSEC 
matenal as requll'ed by AFR 56-12 

log used to record reponed COMSEC 1Dsecunt1es 

log or consobdated hst1Dg of  COMSEC msecun-
ties 
background matenal from 1D1t1al request to final 
d1spos1t1on of the COMSEC system 

C 

which are 

at AFCSC 

at holder accounts and 
COMSEC Account 6 1 6600 
at holder accounts 

at AFCSC 

at momtonng headquarters 

at holder accounts 
at AFCSC 

at MAJCOM and monitor 
mg mtermedlate headquar-
ters 

at cited umts 

at AFCSC 

at all other acttv1ttes 

at AFCSC 

D 

then 

destroy after 3 years 

destroy as descnbed m certtf• 
1cate of accountm,a: clearance 
destroy 6 months after 
monthlv cutoff' 
destroy 2 years after date of 
matenal destruction 

destroy I year after assump-
t1on bv a new custodian 
destroy 3 years after 
loaned/borrowed transaction 
1s termmated 
destroy when superseded, 
obsolete or no lomi:er needed. 
destroy on receipt of a 
succeedmg report, or on mac 
ttvatton of the fac1bty, which-
ever 1s sooner 
destroy after MAJCOM 
annual mspecuon 1s per-
formed 
destrov after I vear 
destroy 3 years atiter year m 
which mc1dent file 1s closed 

destroy after mc1dent file 1s 
closed, provided physical and 
cryptographic log 1s mam 
tamed (see rule 1 1). When 
log 1s not mamtamed, destroy 
closed mc1dent file after 2 
vears 
destroy I year after year ID 
which 1Dc1dent 1s closed 
destroy 3 years after year ID 
winch log JS closed out. 

destroy after 2 years 

hold until the system 1s 
deleted from the COMSEC 
mventory, then retire to ESC 
Special lntelbgence Central 
Repository and destroy 25 
vears thereafter 
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TAB .E !6-1. CONTINUED I 
R A B C D 
uL If the records E are or pertain to consisting of which are then•13 protected d1stnbu letters, message requests, approvals, and draw1Dgs destroy 90 days after deact1va• tlon system (PDS) perta1D1Dg to PDS systems for passing unencrypt• tlon of PDS ed classified 1Dfonnauon 

•14 Automatic Secure correspondence, electncal messages, approvals, destroy on deactivation of cir• V01ce Commuruca and related lustoncal data on certification of cwt or when no longer tlons (AUTO- AUTOSEVOCOM termmals needed, whichever IS sooner SEVOCOM) temu-nals 
t•ts COMSEC h1stoncal master file of background data on COMSEC at AFCSC destroy 3 years afer final de-records (aids and matenal ID AF 1DVentory strucuon of COMSEC item. eau10mentl 

*16 COMSEC/TEMP- assigned Air Force COMSEC/TEMPEST short retire to ESC Special Intelb-EST master register titles gence Central Repository on mact1vat1on of urut and de-strov when no lonirer needed .,___*17 background commurucatlon destroy after 5 years or when superseded, obsolete, no longer needed, whichever 1s sooner 
*18 release of COM release approvals for access to COMSEC eqwp at AFCSC destroy 2 years after COM-SEC equipment/ ment matenal by DOD contractors SEC account IS deactivated matenal to DOD contractors/COM-SEC accounts 
*19 at all other AF agencies destroy upon termination of contract or when no longer needed. whichever 1s sooner 

I•20 certification records certification of mandatory modifications to equip- at AFCC umts and provided destroy upon receipt of a - ment to the COMSEC account succeed1Dg cenilicatlon letter for fihn2 or mact1vat1on of the account 
•21 certification of COMSEC account readiness action at AFCC units and used to destroy after 18 months (CARA) tram1Dg exercise record quarterly reqwred trB1n1ng.__ 
•22 cert1ficatton of review of operating instructions destroy after 1 yearand CARAs -•l3 approval of admmtstratlve telephone w1th1D a at AFCC uruts and reta1Ded destroy on 1Dact1vat1on or secure area, coordination of CARAs, and higher by the COMSEC account when superseded headquarters coordmat1on of matenal to be retamed ID the event precautionary destruction 1s tmolemented 
•24 COMSEC crypto- destroy after l year1tTILnh1c remster NOTE. HQ ESC IS the office of record for records of longtime retention Records appri1sed as pennanent will be offered to The Nat101 Archives when sens1t1v1.ty and class1ficatton no longer prevent their use for purposes of h1stoncal and other research 

I TABLE !6-2 ITE PF.Sr POLICY PLA R ING AND ENGINEERING TECHNICAL AND ANALYSIS RECORDS A B C D 
u If the records LE are or pertain to consisting of which are then1 AF TEMPEST pro data reftecung the policy, plann1Dg, and test results at AF Cryptologic Support retire to ESC Special Intelgram records of AF TEMPEST program efforts Center (AFCSC) bgence Central Repository when obsolete Destroy I0-years after retirement 

https://sens1t1v1.ty
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TABLE 56--2. COf'lf & .1, UJ D I 
R A 
u 
L If the records 
E are or pertain to 

2 

engmeenng tech 
meal and analysis 
records 

3 

-
4 

5 test1Dg project rec-
ords 

6 test reports 

-
7 

8 analysts aids 

9 evaluation of 
TEMPEST testing 
eqwpment, tech-
DJQUes 

10 RED/BLACK ID• 
spectlons 

11 TEMPEST educa-
t1on 

12 TEMPEST reports 

B 

consisting of 

data reflect1Dg TEMPEST eng1Deenng guidance 
on eqwpment/system when a formal test 11 not 
reqwred 

folders conta1D1Dg pretest site surveys, pretest 
coord1Datlon letters, test plans, and supplemental 
test data 

reports conta1D1Dg data reftect1Dg on the final 
results of a TEMPEST test, prepared by c1vll 
agencies under contract, Federal agencies, other 
military se!'Vlces, and AFCSC 

program magnebc tapes, photographs, discs, VISI· 
corder displays, and other data and records reftec 
t1DII. analvs1s orocedures 
case files by project number or subject 

correspondence and records perta1D1Dg to NAC 
SIM 5203 1Dspect1ons 

records, slides, movie fibns, pamphlets, and other 
related educational matenal 
reports prepared and subDUtted 

C 

which are 

at all other act1v1t1es 

at AFCSC 

at all other act1v1bes 

at AFCSC and TEMPEST 
testing orgaruzat1ons 

at AFCSC TEMPEST 
Techrucal Reference Library 

at all other AF actlv1t1es 

at AFCSC and TEMPEST 
testmg orgaruzat1ons 

at TEMPEST test1Dg organ 
1zat1ons 

D 

then 

destroy when no longer 
needed 
destroy when equipment 1s no 
longer ID AF 1DVentory or 
when no longer needed for 
TEMPEST purposes, which 
ever 1s sooner 
destroy when no longer 
needed 
hold unbl 3 years after final 
test report has been published 
Folders are destroyed on a 
monthlv baslS 
destroy hard copy when suit 
able m1croform copy has been 
prepared, hold as permanent 
DUcroform copy ID AFCSC 
TEMPEST Techrucal Ref er-
ence L1brarv (see note) 
destroy when eqwpment IS no 
longer IDStalled or has been 
retested 
destroy when no longer 
needed. 

hold 3 years after final test 
report has been published, 
then destroy on a monthly 
basis 
destroy 1 year after all dis-
crepanc1es have been cor-
rected 
destroy when obsolete. 

destroy 1 year after submlS• 
s1on of next reoort 

NOTE ESC has been designated the office of record for records of longtime retention value Records appraised as permanent will be offered to 
National Archives when sens1t1v1ty and classulcat1on no longer prevent their use for purposes of h1stoncal and other research 

57. Operational Requirements. These tables cover records relative to computing requirements for unit equipping, and 
for materiel support of operational or projected force structure, establishment of qualitative operational requirements 
for new eqwpment, modernization and replacement of equipment, includmg aircraft, target drones, missiles, and sets 
of misstle squadron equipment. 

I ITABLE 57-1 

'�PERATIONAL REQ� I 
R A B C D 
u I I 
L If the records j E are or pertain to consisting of which are then 

J 1 programm1Dg USAF programm1Dg documents, rev1s1on, deletion at programDUng offices destroy 3 years after close of the 
notices ID support of budget FY covered by the buy1Dg pro

(operat1Dg) program gram 
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I ITABLE 57-1. CONTINUED 

R A B C D ' 
u 
L If the records 
E are or pertain to consisting of which are then 

2 reqwrements ADP system reqwrements computation pnntout, factor destroy after 2 years (8 quarterly 
computation pnntout, consobdated assets and reqwrements appbcat1on cycles) 

number past program, item past program, appbcatlon 
number future program, item future program, Central 

- Secondary Item Strat1ficat1on (CSIS) detali, Central 
Secondary Item Stratification summanes 

3 worksheets, buy notice, buy/budget proJectlon, transfer destroy 2 years after close of the 

- of prune, excess notice, management summanes, zero FY covered by the buying pro-
demand bstmg, item code change notice gram 

4 format 50, item management data file, format 400 senes 

- Requirements Inventory Analysis Report pnntouts 

- (assets/usage data), mdex of actions, format 300 senes 

s executive management summary reports destroy after 2 years 

6 - reclamation items bst, mdex of actions, and contmgency 
retention item bstlngs 

destroy after 6 months 

7- reJect error hsts (format SO/format 100 changes), add1t1ve 
reqwrements reJect bst 

8- special coded items, management control notice, data 
level notice, long supply offered to ISSP 

9 quabty control worksheets, appbcat1on of assets to war- mamtamed by all destroy after I year 

- time requirements, and unpactmg reqwrements/usage/on requirement compu 
orders tat1on morutors 

10 1dent1ty cross reference, part number cross reference, destroy on receipt of new prod 
appbcat1on number past actual program data for review, ucts 
appbcabon number future program data for review, file 
mamtenance worksheet, system item data for review, sys 

- tem appbcat1on data, zero repairable generation reports 
and wartime management data 

11 file mamtenance and exception hstmgs, mterrogation 
reply, mterrogation by appbcation 

12 item history file recoverable type items (expendable repmrable and ex destroy 2 years after item IS 
pendable items valued at $ 100 or more repairable at phased out of MJ!1tary Assist-
orgamzat1onal and mtermed!ate levels) ance Program and AF mventory 

(send item folder to appropnate 
item manager when item IS ' 
moved to a higher or lower ! - Icategory, or a new item manager 
(see note). 

13 nonrecoverable type items (economic order quantity 
(EOQ) expendable nonrepa1rable and expendable valued 
at less than $ 100 repmrable at orgaruzational and mter-

� mediate level) 
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TA ILE 57-1. COrusu ,.. D I 
R 
u 

A B C D 

L 
E 

If the records 
are or pertain to CODSISting of which are then 

14 worksheets suspense and control records and repons at coord1Dat1Dg, opera-
t1onal, and support1Dg 

destroy when no longer needed 

act1v1t1es 

NOTE Destroy other record senes relat1Dg to the item h1Story file accord1Dg to other appropnate tables and rules ID this regulation 
EXAMPLES Due ID reqwrement repon (table 67-2) and transaction register (table 67-9) 

I TABLE 57-2 
SY! TEMS AND EQUIPMENT MODIFICATION PROPOSAL RECORDS 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 class I, III, and IV mod1ficat1on proposals and contractors eng1Deenng file as background matenal to 
mod1ficat1ons change proposals concenung procedures to repair, the d1rect1ve; 1f 1t results ID 

ma1Dtam, or modermze AF items of equipment revised d1rect1ve, d1Spose of 
adopted for AF /MAP use .. er table 5-1-

2 at MAJCOMs destroy 6 months after ISSU• 
ance of the 1mplement1Dg 
Time Compliance Techmcal 
Order ITCTO) -

3 recommended for AF destroy after 2 years 
adontlon but not adonted -
re1ected bv the AF destrov after 6 months ..L 

5 1Dformat1on or reference destroy when no longer 
-- CODles needed 

6 suspense copies destroy under rules I, 2, 3, or 
4, as applicable, after final 
dec1S1on has been made 

7 class II modifi.cat1ons JUStlfi.canon and descnptlons, draw1Dgs, sketches, when the modification 1s 
bluepnnts, stress analysis, l1St of matenals, parts removed from the aerospace 
and components, defined power requirements, such vehicle or equipment, remove 
as pneudraubcs, electncal, subsystem compat1bil- the modification record file 
1ty, power load analys1S, etc., 1DStruct10ns perta1D- from the Jacket file and de-
mg to operation, 1Dspect1on, maintenance, and stroy after 2 years; destroy 
servic1Dg other copies on completion of 

:oro,ect 
8 class V modifications approved mod1ficat1on reqwrement records, when mod1ficat1on 1s com-

amendments and reviS1ons thereto, cost and feas1- plete, hold for 1 year, destroy 
b1bty data. and related corresoondence after 3 add1t1onal vears 

9 contractor proposals withdrawn by the con- "destroy after 2 years 
tractor 

I ITABLE 57-3 
TNT MDUAL MODIFICATil )N RECORDS I 
R A B C D 
u 
L If the records are or 
E pertain to CODSISting of which are then 

1 class V mod1ficat1on master copy of mod1ficat1on requirements, amend- at HQ USAF OPR hold ID active file for I year 
authonzat1on files ments, rev1s1ons, and/or cancellat1on notices after completion of the last 

umt of the program, retire as 
permanent 
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TABLE 57-3. CONTINUED 
R A B C D 
u 
L If the records are or 
E perta1D to consisting of which are then 

' 
2 mod1ficat1on case files h1Stoncal background data, cost and schedules at the mod1ficabon proJect 

studies, management plans, mod1ficat1on evalua- office dunng the hfe of 
hon documents, message and correspondence, the modlficat1on (from 
ROCs, SEAORs, RADs, relat1Dg to the ong1Dal proposal until the 
mod1ficat1on last umt IS comnleted) -

2.1 reference copies of Rule l at 1Dtermed1ate momtonng destroy when mod1ficat1on IS 
offices converted 1Dto a techmcal 

order, or when no longer 
needed. whichever IS sooner 

3 hst of mod1ficat1ons master copies prepared for pubhcabon by HQ hold ID acbve files for 2 years, 
USAF retire as permanent - I I 

4 other copies held by recipients lldestroy when superseded by 
later issue 

5 mod1ficat1on studies for master copies, with changes or amendments hold for 3 years after com-
cost, schedules, feas1- plet1on of the last umt, rebre 
b1hty, management, as permanent 
1Dtegrat1on, testmg or 
implementation of a- mod1ficat1on 

6 other copies held by rec1p1ents hold and/or destroy as dicta 
ted by the file of which they 
are a nart 

7 class 18 mod1ficat1on requests for retention of recommendations and at HQ USAF pro.)CCt hold ID active file as long as 
d1stnbut1on authonty approval autbonzatlon office or 1Dtermed1ate the mod1ficat1on IS reta1Ded ID 

offices the umt modified, hold for l 
vear. retire as permanent 

60. Flying. These tables cover records pertaming to regulations for air traffic control, basic clearance and general 
flight regulations, flight clearance, military aircraft identification and security control, operational flight restrictions at 
ba.§eS, pilot and flight crew information file, instrument certification, flying proficiency, ratmgs, loggmg of flying time. 
investigation of flight violations; and use of parachutes. 

I TABLEJi0-1 ! 
All TRAFFIC CONTI OL (ATC) RECORDS 
R A B C D 
u 
L H the records 
E are or pertain to conaJstlng of which are then

I= 
1 operational data operabons and pos1t1on logs, dally report of con- destroy (or erase) after 3 months 

trailers, approach control amval/departure stnps (see rules 15, 16, 17 and note). 
and other A TC 1Dformat1on recorded as outhned 
ID AFR 60-5 1--

l tape, wire or disc record1Dgs hold for 15 days per AFR 60-5 
(see rules 15 16 1 7  and note) -

J note pads and lhght progress stnps for record1Dg destroy after 3 months (EXCEP 
weather 1Dformabon TION· destroy when 1Dformat10n 

IS entered ID operabons log or IS re-
cei.ved by telautograph, teletype or 
other weather d1ssemmat1on sys 
tem)" adm1D1strat1on letters of agreement and operabons letters at prepanng activities destroy l year after superseded or - reSC1nded 

at momtonng or rev1ew1Dg destroy when superseded or re- act1v1t1es sc1Dded 
5 
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TABL 60-1. CONTINtn D I 
R A 

u 
L If the records 
E are or pertain to 

5.1 

6 ATC analysts 
program-

7 

-
.......L 
.......,!_ 

10 

-
10.1 

11 A TC operations 
and a1rcraft/a1r-
crew status re-

- ports 

12 

I ,.._gJ_
.....!L 

14 
•ts data that relates 

to hazardous air 
traffic repons 
(see also tables- 127-1, 127-2) 

*16-
17 
18 

thru (RESERVED) 
23 
24 mmutes of meet-

mgs 

25 operational eval-
uatlons 

-
JL 

27-
28 

*NOTE 

B 

consisting of 

fac1hty memoranda 

unit reports and related correspondence 

(RESERVED) 
(RESERVED) 
analysts summary reports 

analysts checkhsts 

monthly aircraft/aircrew operational status reports 
contalDIDg data on aircraft status and ut1hzat1on by 
type, m1ss1on, and f!ymg hours expended, data on 
aircrew authonzed/assigned and quahficat1ons; and 
s1m1lar mfonnatton 
A TC operations reports contammg traffic count 
data and datly aircraft status 

reoorts m rules 1 1  and 1 2  
A TC quarterly summary repon 

mmutes of A TC board meetmgs and related cor 
respondence, which are a special collection mam-
tamed m addmon to, but not duphcatlve of the 
board/committee case files m tables 25-3 
md1v1dual reports and related papers, NOT AM 
systems, Ptlot to Forecaster Service flight evalua-
tlons, Atr Traffic Service fac1hty monitor reports, 
m1SS1on records and other ,v,,rtment data 
<RESERVED) 
evaluation worksheet 

tape recordmgs 

C 

which are 

at prepanng or monitor-
mg actlvltles 

at other than HQ USAF 
and HQ AFCC 

at HQ USAF and HQ 
AFCC 

at HQ AFCC 

at HQ AFCC 

at all other act1v1t1es 
at MAJCOMs and below 
at HQ USAF 
at unit level 

at numbered Air 
Force/Dtv1S1on level 
at HOdAFCC 

D 

then 

destroy 6 months after superseded 
or rescmded, or when no longer 
needed. whichever IS sooner 
destroy on receipt of succeedmg 
report, or when reported action 
items are completed, whichever 1s 
later 
destroy after 3 years or when no 
longer needed, whichever 1s 
sooner 

destroy after 2 years or when no 
longer needed, whichever IS 
sooner 
destroy when related report 1s pre-

l nared 
destroy after 3 years 

destroy after I year or when no 
longer needed, whichever 1s 
sooner 

destrov after 4 vears 
destroy after 3 years 
destroy after 6 months. 

destroy after 3 years 

I I
destrov after 5 vears 

destroy after 2 years 

destroy after 1 year 

destroy after related repon 1s pre 
oared 
destroy data after 3 months or 
when no longer needed, whichever 
1s sooner 

AFCC area/mdependent region may extend this retention time for overseas units to a maximum of 30 days where normal mail delays preclude the 
proper processmg of OHR and mc1dent repons 
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I TABLEI60-2 
CIVIL AVIATION AND II ILITARY FLIGHT PLAN RECORDS I-R A 
u 
L If the records are 
E or pertain to 

•1 International Civil 
Av1at1on Orgamza-
hon (ICAO) and 
Interagency Group 
on International 
Av1at1on (IGIA) 
records and related - papers 

•2 

3 fbght plans 

-
4 

NOTES 

B 

consistmg of 

records of national pohcy on subJects 1Dtroduced as 
the US pos1t1on ID the ICAO, agenda of meet1Dgs, 
status reports, hsts of mtemauonal agreements, 
mdexes of pubhcauons, standards and recommended 
practices for civil avtat1on operations, and special 
pro Ject files 

extra or reference copies or records reqwrmg no 
action or comments 
documents required for all fughts ID AF aircraft, such 
as military and 1Dtemat1onal fught plans with required 
attachments, weather bnefings; ptlot fught plan and 
log, or command approved substitute, with any plan 
changes, related correspondence; and, as appropnate, 
copies of FAA fbght plans, ICAO fught plans (Fhp 
PlannlDg III), or USAFE fught plan, and Weight and 
Balance Clearance Form F (see note 1) 

C 

which are 

at HQ USAF /XOXXI 

related to aircraft 1Dvolved 
ID an accident 

1 See table 6�5 for d1spos1t1on of weight and balance data. 
2. At LaJes Field, Azores, destroy the DD Form 1 801 ,  DOD International Flight Plan, after 3 months. 
•3 O!f:er to National Archives ID 5-year blocks when latest record IS 25 yean old 

I ITABLE 60-3 
FLIG HT OPERATIONS I 

R A 
u 
L If the records are 
E or pertain to 

1 tenmnal 1DStrument 
procedures (TERPs) -

2 

3 (RESERVED) 
4 changes to aircrew 

standard12abon 
manual-

s-
6-
6.1 

7 notices to airmen 
thru (NOTAMs) 

B 

consisting of 

records of approach and departure procedures, 
1Dclud1Dg charts, maps, sketches, photographs, 
drawmgs, and related data, established by com-
manders hav1Dg Junsd1ct1on over a1rpons 

forms and correspondence recommend1Dg changes 
to the manual, command supplements, and routme 
changes to TOs 1Dcluded ID the fught manual pro-
gram 

C 

which are 

at Defense Mapp1Dg Agen-
cy Aerospace Center 

at all other act1v1bes 

m OPR record set 

approved changes at mt-
t1at1D11: act1vtt1es 
disapproved changes at im-
t1at1D2 acbv1t1es 
approved/dlSapproved 
changes at momtonng 
act1v1t1es 

D 

then 

retire as permanent (see note 
3) 

destroy after 6 months 

destroy when no longer 
needed or after 1 month, 
wluchever 1s sooner (see note 
2) 

destroy 1 year after accident 
1Dvest11tat1on 1s comoleted 

D I 

then l 
see table 9�3 

i 
! 

destroy 3 months after re 
SCJnded or superseded

I I  
see table 5-1 .  

destroy after 1Dclus1on ID pub-
l1Shed d1rect1ves 
destroy 1 year after notdica-
t1on of d1sannroval. 
destroy after 1 year 

see table 55-12 
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TAB] E 6�3. CONTINUED I 
R A B 
u 
L If the records are 
E or pertain to consisting of 

10 aircraft amvals and flight logs (m/out bound) master clock error and 
departures rate records, and s1m1lar forms relatmg to transient 

or local aircraft flights 

-
11 airbase runway traffic reports of landmgs and 

takeoffis 
12 airborne launch con- status and flight logs used to record s1gruficant 

trol system events occumng durmg alert tours or flights 

13 
thru (RESERVED) 
16 
17 commander's opera- records of telephone conversations, messages, 

tlonal reportmg sys- letter reports, and supportmg data 
tern BEELINE re-
oorts 

18 (RESERVED) 
19 electroruc warfare m1ss1on logs that support management require-

- systems ments 

20 D11ss1on logs that do not support management 
reou1rements ,........._

20.1 m1ss1on logs that record m1ss1on per�ormance • ---
20.2 trammg accomphshment/rehab1hty summanes and 

analysis records used to support management re-
Qu1rements 

21 aenal gunnery actlv- forms that record gunnery trammg. mcludmg 
1ty accomplishments, also support management re-

omrements 
21.1 forms that score/record T-1 tramer D11ss1on per-

formance and support management requirements 

-
21.2 D11ss1on planrung/act1v1ty reports and fhght eval-

uators' sconng records that record trammg and 
support management requirements 

22 operational support letters, messages, reports, or m1ss1on folders re-
a1rhft flectmg requested. nonsupported and supported 

a1rhft requirements, and messages and letters ex-
changed between uruts and commanders to report- status, oroj;tress, and h1stor:z: of m1ss1ons 

� fR ESERVED) 
24 naVJgator's log forms and comparable records used for mamte-

nance of nav11zat10n Erofic1encv -
a reoort of the na v11�at1on m1ss1on 

-26 forms and comparable records required for mvest1-
gat1ve ournoses to reconstruct flmht 

C 

which are 

used to provide 1dentdica-
t1on of aircraft by tad 
numbers and type, base 
last departed, destmatlon, 
actual time of amval/ 
departure, fuel reserve, 
and sumlar data 

at MAJCOMs/SOAs, pre-
panng and mtermed1ate 
act1v1t1es 

D 

then 

destroy after I year 

destroy after 2 years 

destroy after I year or when 
no longer needed, whichever 
IS sooner 

destroy after I year 

destroy 30 days after end of 
FY m winch m1SS1on was per• 
formed 
destroy 30 days after trammg 
penod m winch accomol1Shed 
destroy 10 days after month m 
winch accomnhshed 
destroy 6 months after com-
pletlon of trammg penod. 

destroy 12 months after tram-
mg penod m which accom-

l ohshed 
destroy 90 days after tl'll1Illng 
penod m which accomphshed 
or when no longer needed to 
support management require-
ments wlnchever 1s later 
destroy 30 days after month m 
which accompl1Shed or when 
no longer needed, whichever 
1s sooner 
destroy after I month or upon 
complet10n of analysis and m-
corporat10n mto a statistical 
data base 

destroy after 90 days 

destroy with the mvest1gauve 
files to which thev oertam 



--

--

116 

32 

AFR 12-50 Vol II 30 October 1987 

T ABl .li' 60-3. co, ... � ' l"'I U P  

R A 
u 
L If the records are 

I 
B 

E or pertain to consisbng of 

27 navigation work 
forms 

standardized forms of general use 

28 
thru 01ght check reports 
30 
31 radar target plates base plate charts and radar prediction negabves, 

target plates and pertment history forms, for com-
bat sorties, radar bomb-sconng sites, or other areas 
as reawred 

radar photo scored reports used to l1St photo mterpreter proficiency m 
bomb runs sconng bomb impact pomts from radarscope pho 

toe:raohv 
33 fhght authonzatlons record copy of each authonzatlon pubhshed, 

under AFR 60-1, with background matenal such 
as requests, amendment, etc., mcludmg JUstlficauon 
when reau1red on soectal authonzatlons 

34 unit standard!Za reports reftectmg lindmgs given ftymg uruts and 
non/evaluation those nonftymg uruts directly mvolved m mrcrew 

trmrung -
35-
36-
37 mformatlonal background matenal collected dur-

me: an evaluatlon 
38 fbght crew mfor- correspondence and forms d1ssemmatmg mfor-

mauon file (FCIF) mat1on to B1rcrew members 
38.1 aircrew pubhcatlons forms Pubhcauons Control Record on each air-

· control crew member; Receipt for Standardization 
Pubhcauons 

-
38.2 Control Log 

,-
39 Bl!'Craft fhght data recordmgs of m-6.Jght operatmg data removed 

from aircraft , _  

NOTES 

C 

which are 

at evaluatmg or approvmg 
activities 

at evaluated and mom-
tonng act1v1t1es 
at activities other than 
rules 34 and 35 

at ftymg uruts 

at uruts of ass1gtm1ent/ 
attachment 

D 

then 

destroy after data 1s entered 
on the navigator's log or 
when form IS superseded by 
form contammg updated cab 
bratlons. 

see table 55-10 

destroy when obsolete. 

destroy after 90 days 

destroy I year after pubhca-
non 

destroy after 2 years. 

destroy 1 year after complete 
action has been taken 
destroy when no longer 
needed. 
destroy on complebon of 
analysis. 
destroy 6 months after super-
seded or rescmded 
destroy when Bl!'crew member 
IS upgraded, transferred or 
separated, or when form IS 
superseded, obsolete, worn 
out and replaced, or when no 
longer needed, wh!.chever 1s 
aoobcable 
destroy when all entnes are 
cleared 
destroy upon receipt of next 
comoleted taDe (see note). 

a NOT AMs that relate to aircraft acC1dents/mc1dents, operational hazards, and/or alleged v10labons will be destroyed after 6 months, or upo· 
completion of mvest1gat1on See also tables 127-2 and 127-4 

b For retention requirements on data that relates to aircraft acc1dents/mc1dents, operauonal hazards, and/or alleged v10lat1ons, see also tabl 
60-1,  rules 15, 16, 17, and tables 127-2 and 127-4 

I IT ABLEl60-4 
MISSILE SYSTEM RECORDS 
R 
u 

A B C D 

L If the records are or 
E pertain to consisting of which are then 

1 readmess checks check l1Sts and related logs destroy after I year or when 
nnss!le IS removed from mven 
torv. whichever 1s sooner 
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TAH!'E 60-4. CONTINUED 
R A B C D 
u 
L If the records are or 
E pertalD to CODSIStiDg of which are then 

2 service records control logs for readiness checks, maintenance, and s1m1- destroy after finng or final 
Jar data d1Snosal of related mlSSde 

3 ICBM code/target10g Umt Master Records (UMR), Venfy Word/CMSC/ destroy when superseded or 

- system Launch Switch Key Venficatton; Command Data Bufl'er 
(CDB) targetmg matenals, and SAC forms code com-

no longer needed 

oonent hand receiot, and ALCS code matenal rece1ot 
3.1- form records not covered m rule 3 destroy 6 months after 

monthlv cutoff 
3.2 SAC fc.rm records cert1ficat1on/decert1ficat1on and code destroy I year after md1v1dual 

handler tramm2 has been decertified 
4 rmssile alert duty or- ders 

ongmal copies of alert reqwrements destroy after 6 months 

s duphcate copies of alert reqwrements destroy on completion of duty 
tour 

6 rmssde crew log completed crew log destroy after I year or when 
llno longer needed, wluchever 

IS later 

I TABLE 60-5 I 
INI IVIDUAL FLIGHT AND AIRCREW EVALUATION RECORDS I 

R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

1 Fhght Evaluation current ftymg quahficabons of md1v1duals, include AF on separation from service, release to ind!-
Folders (FEFs) Form 942, Record of Evaluation; AF Form 8, Cer v1dual concerned 

t1ficate of Aircrew Qualificat10n, and related attach• 
ments, and flight mstrument evaluations for pdots -

2 on mtercommand transfer, release 
MAJCOM attachments and Fhght Evalua 
bOD Folders to md1v1duals concerned or 
mamtam as directed bv MAJCOM -

3 on mtercommand transfer, forward all 
records other than rule 2 to md1v1dual's 

-- next dutv assurnment 
4 on md1v1dual reponed as deceased, forward 

for mclus1on m md!Vldual's personal effects, 
AFR 14H governs d1Spos1t1on of personal 
effects -

s on mdlv1dual reported as 1D1ssmg m action, 
captured or interred, forward to AFISC/ 
ADF -m 

6 on md1v1dual excused from flying dunes, 
rules I through S as aoohcable -,le 

7 on md1v1duals d1Squabfied from ftymg 
duties. release to md1v1dual after 3 vears -

...!.. ft1sbt management comouter eroducts destrov when no Ionizer needed 
9 ftvmi;i: nav control records destrov after I vear 

10 flight data records AFTO Forms 781 senes, wluch are source documents destroy I year after monthly cutoff 
n,r,onm11: a1rcraft ft11zht data 

11  m1croform reflecting deta1l cards and detail correction destroy after 40 years 
-
- cards received dunn11: each 6-month �nod 
12 punched cards and related worksheets which repon destroy afiter 3 months 

ftvin11: accomohshments 
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TABLE 60-5 CONTIN D I 
R 
u 
L 
E 

A 

If the records are 
or rtafn to consuting of 

B C 

which are then 

D 

13 certificates of air
crew quahficat1on 

AF Forms 8 that relate to 
auahfied or excused status 

1Dd1v1duals not ID a dlS destroy all exc
note) 

ept 2 most recent years (see 

14 AF Forms 8 that relate to d1squal1fied or excused 1Dd1-
V1duals 

15 approval of contrac- contractor crew member lbght and crew member destroy when no longer needed 
tor operatmg proce- qualllicanon record, and related records 
dures and ft1ght 
crews 
reports of pilots destrov after I year 

1!' punched cards and related worksheets destroy after 3 months or when no longer 
, needed. wluchever IS soonerI 

NOTE See table 51-1, rule 6 for d1spos1t1on of copies used ID ftymg trammg 

64. Search and Rescue. These tables cover records pertaining to the operations of aircraft and marine equipment 

used m search and rescue operations, including survival training, aircraft emergency procedures over water, and sur
vival use of parachutes. 

I TABLE 64-1 
•SEA iCH AND RESCUE (S; R! MISSION RECORDS 
R A B C D 
u 
L If the records are 
E or pertain to coJllistlDg of which are then 

•l closed or suspended narranve reports and message reports of open1Dg, at Rescue Coordmanon retam pendmg approval of 
nuss1ons supplemental, reopen1Dg, and closed or suspended Center (RCC) for combat dlsposmon authonty (see 

nuss1ons, with related correspondence, pertammg area m1ss1ons note). 
to combat and noncombat area ouss1ons -

•1.1 at RCC for closed non- destroy 7 years after m1ss1on 
combat area DUSSlons other IS closed (see note). 
than rule 1 3 -

•1.2 at RCC for suspended hold ID office for 7 years after I
Inoncombat area nuss1ons IDJSSIOU IS suspended, then 

other than rule l 3 destrov (see note) -
•1.3 at RCC for noncombat retam pendmg approval of ! 

nuss1ons of other than rou• d1sp0S1bon authonty 
nne nature, such as those 
of national 1Dterest or wide 
media coverage wluch 
may have h1stoncal imoact -

•2 at operatmg uruts for destroy 2 years after ouss1on 
closed ouss1ons IS closed (see notel -

•3 at operatmg uruts for destroy 7 years after ouss10n 
susoended mlSSIODS IS susoended (see note) -

•3,1 at other uruts destrov after l vear 

- monthly m1ss1on sum- form reports and related records other than those destroy after 5 years (see 
mary reports 1D!'rule 4 1  note). 

- form reports and related records ID combat areas retam pend1Dg approval of 
dlSl'V\!llbOn authontv 

form reoorts mvolv1D1Z AF mcraft accidents see table 127-2. 
•6 operanons logs log books of all m1Ss1on act1v1t1es except rule 6 l at RCC and operat1Dg retam pendmg approval of 

uruts d1sros1t1on authontv -
•6,1 log books of m1ss1on act1v1t1es ID combat areas retam pendmg approval of 

dlsp0S1t1on authonty (see 
note) 

5 
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I TABLE 64-1. CONTINUED l 
R A B C D 
uL If the records are E or pertain to consisting of which are then•7 1Dc1dent forms 1Dc1dent forms perrauung to search and rescue and destroy after I yearemergency locator transmitters not 1Dcluded ID rules l !6-- 3 1  •NOTE On 1Dact1vat1on or relocation of a urut, transfer all records to the umt that assumes respons1b1hty for the area ID wluch 1Dc1dents occurred, destroy or retire the transferred records when specified retention penods have elapsed 
TABLE 64-2 IEV, CUATION PLANS OF ,URCRAFT IN SEVERE WEATHER IR A B C D 
uL If the records are or E pertain to consisting of which are then1 plans for evacuation of Air Force Service Hurncane Evacuation Plan at HQ 23d All' Force Permanent. Cut off when aircraft ID severe (23d AF OPLAN 9507) superseded or obsolete. Offer _ weather to National Arcluves when 15 vears old ID 10-vear blocks 2 , at other than HQ 23d Air destroy 3 years after super--- Force seded or resc1Dded 3 Air Force base severe weather evacuation plan subord1Date command and destroy when superseded or with form records of 111rcraft severe weather eva- below resc1Dded.cuat1on 1Dformat1on, mcraft refuge facility data, humcane and/or severe weather assignment, severe weather evacuation record, and related corresoondence 
4 annual tests of base sur- narrative reports and related papers at base prepanng plan destroy after I yearface evacuation plans 

I TABLE 64-3 
R A B C D 
uLE If the records are or 

pertain to consisbng of -which are then1 Personal Authenticator card form for mcrew members/1Dd1v1duals who at operat1Dg umts destroy on reaccomphshment Card may be subject to action ID or over hostile tem of a new form, on term1DaUon tory of or separanon from m1htary service, or when mdJVJdual IS no longer subject to action m or over hostile temtorv 2 card form for 10chv1duals who are m1ss1Dg or cap see table 30-3 tured, mamtamed until fate of casualty IS determ1Ded 
I TABLE 64-4 lSEARCH AND RESCUE (S Rl AGREEMENTS AND SUPPORT RECORDS 

R A B C D 
uL If the records areE l=!6-o =!6-r::!!pe =!6-rta =!6-in =!6-to =====l=!6-c =!6-o =!6-ns =!6-is =!6-tin =!6-g!:::o::::f===============l==w=h=ic=h=ar=!6-e =======#=th=en ===========I1 agreements formal agreements with any mod1ficat1ons and at federal SAR coordma• destroy I year afiter agreement related records concerrung search and rescue tor IS termmated or obsolete operations IDVOlvlDg foreign, federal, state, local and pnvate ae:encies (see note) 2 SAR support control hsts of agencies mvolved m SAR operations and destroy when superseded or records the location of their SAR fac1ht1es obsoleteNOTE This rule apphes to agreements made by SAR coordmator with foreign SAR authontles only on operational or techmcal matters 
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65. Maintenance-Engineering and Supply. These tables cover records on aerospace vehicle and equipment mven
tory, status, and utihzat10n reportmg, excess aircraft disposal under the Air Force Special Defense Property Disposal 
Account; and the assignment and use of standard reportmg designators (SRDs) (code elements) for use m various 
automated management mformation systems to identify items of equipment m acquisition, maintenance and supply
activities (except medical and Air Force Techmcal Apphcations Center managed equipment) 

I ITABLE 65-1 
! AEROSPACE VEHICLE AND EQUIPMENT INVENTORY . STATUS AND UTILIZATION REPORTING 

R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 assignment records records related to the assignment of aerospace at AF Aerospace Vehicle destroy 10 years after the item 
vehicles, trainers, and commu111cat1ons electron- D1stnbut1on Office IS removed from inventory 
1cs-meteorological (CEM) equipment (AVDO) HO AFLC -

2 at HQ USAF destroy when no longer 
needed -

3 at MAJCOMs and re destroy 3 years after termma-
nnrt1n1r uruts tlon of accountab1htv 

4 aerospace velucle m- computer pnntouts and m1ss1le status worksheets destroy after 90 days 
ventory, status, and used m the generation or transm1ss1on of reports -
uttl1zat1on renortm2 

5 aerospace vehicle m• master AF inventory at HQ AFLC destroy after 5 years - ventory records 
6 command and base mventones destroy after 1 year or when 

no longer needed, whichever - 1s later 
7 delivery receipts and sh1ppmg documents destroy when the change IS - shown m the inventory 

accountab1hty termination records at reoortm2 units ....L 
9 at!MAJCOMs destroy when no longer 

needed -
at HO AFLC/ AVDO retire as oennanent (see note) .1!L 

11 reconc1bat1on reports used to  1dent1fy reporting destroy after 6 months 
d1screoanc1es 

12 aerospace vehicle status master status file (computer output) destroy after 2 years or when 
I no longer needed, whichever 

IS sooner 
13 aerospace vehicle utlh h!Story utilization file (computer output) at MAJCOMs destroy after 5 years --- zatlon 
14 at reporting uruts destrov after 2 vears 
15 CEM status and mven CEM equipment status reports destroy after 1 year- tory reporting 

-

16 CEM _,.,.,.ment summarv re,.,orts at MAJCOMs destroy after 3 years 
17 aerospace velucle movement reports, PDM reports and forecasts 

movement reoorts 
18 tramer inventory, reports and messages at HQ AFLC 

status, and utilization 
reporting 

19 at HQ USAF destroy when no longer 
needed -

20 at all other locations destrov after 1 vear 

NOTE Off'er to the National Archives m 10-year blocks when latest record 1s 20 years old 
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I TABLE 65-2 
EXn'-'ilS AIRCRAFr DISPOSAL UNDER AF SPECIAL DEFENSE PROPERTY DISPOSAL ACCOUNT I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 excess/surplus com- receipt and final disposal records, identified to air- at Military Aircraft 6 years after aircraft disposal, 
plete a.Jrcraft craft m1ss1on, design, and senes (MOS), and senal Storage and D1spos1t1on when on Air Force generated 

number, perta1mng to the tum-m, monetary value, Center arrcraft, send to USAF His 
unhzatlon, transfer, donation or release of aircraft toncal Research Center /HD 
for sales action with dem1htanzat10n status (USAFHRC/HD), Maxwell 

AFB AL 361cb2, where they 
will be destroyed when no - longer needed 

2 6 years after arrcraft disposal 
when on Army-Navy-Coast 
Guard-generated arrcraft, 
refer to respective agency for 
chsPOSltlOn -

3 supportmg documents mcludmg GSA allocation destroy 6 years after arrcraft 
directives and related correspondence, stock disposal 
record cards, mventory adjustment vouchers, and 

--

- control registers 
4 management records mcludmg reports to GSA, destroy after I year 

transfer/work and hold harmless Hreements 
5 excess/surplus aircraft parts removal control and disposal records mclud- destroy 2 years after aircraft 

parts removed for mg reclamation hstmgs of parts removed for uuh- chsposal 
contmued use zauon, monetary value, GSA allocation for 

transfer or donation, sluppmg/release documents, 
and all related corresnondence 

6 reports for inclusion m DD Forms 1 143, Reports of Excess and Surplus destroy 3 years after prepara-
DOD disposal transac- Matenal at Disposal Act1v1t1es, prov1dmg stat1st1- t1on 
nons cal summation of disposal transactions including 

receipt, utilization, transfer, donation and release 
for sale 

7 AF a.Jrcraft condt- final chsposal records, 1dent1fied to arrcraft MOS send I year after a.JrCraft 
nonal donation for and senal number, that include sluppmg, releasmg chsposal to USAFHRC/HD, 
display for sale or abandonment action where they will be destroyed 

6 years after disposal or when 
no longer needed, wluchever 
JS later 

8 donation agreements, signed receipts, review destroy I year after termma-.
records, photos, and related correspondence, for t1on of the cond1t1onal dona-
1dentrlicanon and control of aircraft wh!le m pos- tlon 
session of authonzed rec101ents 

66, Equipment Maintenance. These tables cover record relating to materiel maintenance, including the retention of 
matenel in, or restoring it to, a serviceable condition; modifying or improving eqmpment in use or in storage to meet 
programmed operational requirements; and installation engineenng and mstallatmn of fixed commurucatmns
electronics eqwpment and facihties. This senes also includes the funct10n of servicing, trouble-shooting, manu
factunng, rebuilding, testing, and classifying the conditmn status of matenel. 
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I ITABLE 66--1 
I IMAINTENANCE MANAGEMENT DEFICIENCY RECORDS AND REPORTING 

R A 
u 
L If the records are or 
E pertain to 

1 matenel and mamte-
nance deficiency proj-
ect records 

--
2 techrucal order 1m-

provement 
3 

4 

4.1 techrucal order 1m 
provement and deli-
c1encv reoortmg 108! 

4.2 matenel deficiency 
reportmg and mves-- ugaung 

4.3 

matenel improvement 
pro1ect (MIP) files 
semiannual closed 
matenel improvement 
project summary hst-
!nil 

s deficiency reporting 
ADP records m sup-
port of the Products - Improvement Program 

6 

-
8 

9 mamtenance manage-
ment systems pro-
grams/projects-

10 

11 mamtenance proce-
dures 

-

B 

coDSistmg of 

action agency copies of notices of unsatisfactory con-
dtt1ons expenenced, including those instances m 
which the eqwpment or matenel does not fully or 
eff'ectlvely serve the purpose intended, m instances 
where a part, accessory or eqwpment cannot be prop-
erly maintained or operated, and where inaccuracies 
may appear m the supporting and related tecluucal 
and enl!;)neenng data, also includes records of action 
to remedy the deficiency, and replies to reporting 
act1v1t1es 
unsabsfactory cond1t1on notices such as techrucal 
order improvement reports, and comparable records 

unsatisfactory cond1t1on reports, teardown deficiency 
reports, CAT I, CAT II and command deficiency re-
DOrts (CDR) <CAT III) and comoarable data 
copies of records m rules 1 through 4 2 

copies of records m rules 1 to 4 3 and evaluation data 

m1crofi.che of matenel improvement project actions 

detail cards, brown !me hstmgs, and surular reporting 
records submitted by reporting acUVJty for con-
sohdanon 

coosohdated reports and summanes 

master ta....., 
add/delete change cards used to update master tapes 

case files reflecting operation and maintenance of 
weapon systems, subsystems, lbght simulators, aero-
space growld eqwpment, and associated eqwpment 
and fac11ines 
mamtenance checkhsts, mdtv1dual methods of ap-
oroach or s1m1lar records related thereto 
mamtenance management letters and messages pre-
scnbmg procedures, pohc1es, methods and respon-
s1b1ht1es 

C 

which are 

approved or approval 
oendmii: 
disapproved or no ac-
non 

copies relating to a 
sug2est1on 
completed with all 
entnes 

completed with all re-
owred actions 

at HQ AFLC and/or 
subordinate commands 

at MAJCOMs and 
major subordinate 
commands 

developed at 
MAJCOMs and major 
subordinate commands 

copies other than 
above 

D 

then 

destroy after I year (EXCEP-
TION when corrective 
action results m the issuance 
or rev1s1on of a d1rect1ve, see 
tables 5-1 or 8-1) 

destroy when no longer 
needed 
destroy after 1 year or on 
inactivation of umt, which-

I 
I 

ever 1s sooner 

l ldmamtam with related sugges-
t1on (see table 900-2) I 
destroy after I year or on 
macbvabon of urut, which-
ever 1s sooner 
destroy 1 year after corrective 
action completed 

destroy when no longer 
needed 

destroy after 5 years or when 
no longer needed, whichever 
1s later 

destroy after 3 months 

destroy after 1 year or on 
completion of product 1m-
provement action, whichever 
1s sooner 
uodate as chan2es occur 
destroy after venficat1on of 
comouter orocessm11: 
destroy after tennmat1on or 
completion of system, sub-
system or project 

destroy when superseded, ob-
solete or no longer needed 
destroy 2 years after super-
seded, obsolete or rescinded 
(When action results m 1ssu-
ance or rev1s1on of a directive 
see tables 5-1 and 8-1 ) 
destroy when superseded, ob 
solete or no !singer needed 

12 



123 

2) 

AFR 12-50 Vol II 30 October 1987 

TABI E 66-1. CONTINUED 
R A B C D 
u 
L If the records are 1H' 
E pertain to consisting of which are then 

•13 ma.mtenance manage- mamtenance actions not covered elsewhere destroy when supeneded or 
ment reoorts no lomter needed 

•14 Rachac Eqwpment pertment mspection data mamtamed with destroy 2 yean after date of 
Mamtenance Records equipment last entry provided all mspec-

non data has been cleared 
•15 mformat1on-systems record set of each publication, wluch mcludes a destroy not later than 2 years 

mamtenance mstruc- pnnted copy of each edited manuscnpt, pnnted copy after superseded, obsolete or 
t1ons (ISMI) of each form prescnbed, record showmg signature of rescmded 

approvmg authonty, record showmg latest annual 
review by approvmg authonty, and related back 
ground matenal such as records relatmg to develop-
102 .. coordmat•na and 1sswn2 each oublicatlon 

I !TABJ.E!'66-2 
DEPOT MAINTENANCE RE CORDS 
R A 8 C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 depot mamtenance programmed and nonprogrammed pro1ect d1rec at AF depots destroy 6 months after project 
projects uves and correspondence filed therewith, labor completed 

and matenal standards, matenal availab1bty rec-
ords, and related records, used to establish mamte-
nance projects, to plan and schedule workloads for 
forecastmg productions to be accomplished dunng 
established penod, to determme that adequate 
shop facilities, manpower, test eqwpment, techru-
cal data, and tools are available to accomplish 
workload, to synchroruze movement of matenals 
and repal!'able assets wuh production capacity -

1.1 at MAJCOMs and below destroy 2 yean after pro,Ject 
comoleted (see note l )  

2 depot mamtenance and records pertammg to the major overhaul of all' at all' logistics centen destroy 6 months after receipt 
mspect1on records craft, 1D1sstles, propuls10n, guidance, or other end (ALCs) of notification of acceptance 

item system eqwpment or 6 months after tum m of 
eqwpment to supply (see note 

3 armament, photograph-
1c, and special weapon 
systems and eqwpment 
mamtenance and com 
murucanons-electrorucs- eqwpment mamtenance 

3.1 

4 trammg devices 

5 property accounting 

letters, messages, one-time surveys and reports and 
related records pertammg to the serv1cmg, m-
spectlon, cabbrat1on, repair, mod1ficat1on, and ut1li 
zat1on of!'such equipment 

reports pertainmg to mamtenance of trammg de 
vices, mcludmg flight and usage reports, mspectlon 
records. etc 
records relating to repall' shop supply, mcludmg 
stock record cards, property tum m slips, issue 
sbps, or eqwvalent forms which are either part of 
accountable officer's stock record account or sub 
s1d1arv thereto 

not at Quality Control 
Branch, AF Cryptologic 
Support Center, Elec-
troruc Secunty Command 

at Quality Control 
Branch, AF Cryptologic 
Support Center 

at MAJCOMs and ma!'JOr 
subordmate commands 

destroy after 2 yean 

destroy on withdrawal of 
eqwpment from Electroruc 
Secunty Command mven-
tones 
destroy after evaluation com-
pleted. 

destroy after 2 yean (EX-
CEPTION for records sub 
ject to audit, see table 175-2) 
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TABLR 66-2. CONTINUED I 
R A B C D 
u 
L If the records are or 
E-- pertain to coasisdag of which are then 

6 prec1s1on measurement mechamzed card system records, and other related destroy 3 months after entry 
eqwpment or comparable forms used for recordmg results of 

prec1S1on measunng eqwpment mspecbons and 
cahbrabon operanons, and for estabbshmg rem-

-- s�bon and recahbrabon schedules 
7 production and control permanent and temporary control-number cards, destroy when superseded or 

number cards cross-reference cards, and sumlar records used to obsolete 
provide a method of contmwty, and to assure that 
specuic commod1bes can be identified to the pro-
llf'AIDIDed and nonoroe:__rammed cateirorv 

8 engmeenng drawmgs -- and related records 
see table 67-15 

9 base level contracted purchase requests, work specifications, contracts, at contract mamtenance destroy I year after close of 
mamtenance control registers, ledgers, mspecbon reports, or- offices FY m which designated 

ders for suppbes or sel'V!ces, and related or maintenance 1s completed or 
comparable records maintamed ID the performance accepted 
of modlficabOn, moderruzabon, rebwldlDg, 
overhaul, repair, or serv1c1Dg of matenal and/or 

- eqwpment by commercial orgamzattons under 
contract to the AF 

10 at base procurement olli- see table 70-1. 
-- ces 
11  clean room environ enV1ronmental companson data and environmental destroy after 2 years 
-- ment tallv used for lustoncal on� 
12 management of items worksheets, summanes, status reports, evaluanons, at ALCs destroy when no longer 

subject to repa1r forecast data, shortage bsts, and related lisbngs to needed or I year after last 
-- <MISTRl control and reoort items sub1ect to reruur entrv. whichever 1s sooner 
13 AF Logisbcs Com- reports or other records relabng to 1Dvesttgabon on tools/eqwpment not destroy 2 years after annual 

mand (AFLC) tooV of loss/recovery of tools/eqwpment covered found ID foreign object cutoff' or when no longer 
eqwpment control and - accountab1bty program 

under AFLCR 66-69 damage (FOO) cnbcal 
areas 

needed whichever 1s later, 
but not to exceed 6 years 

13.1 on tools/eqwpment not destroy 1 year after annual 

- found ID low/non FOO 
cnbcal areas 

cutoff' or when no longer 
needed, whichever 1s later, 
but not to exceed 6 vears 

14 
--

on tools/eqwpment 
recovered 

destroy when no longer 
needed 

NOTES 
I Repair requirements reports ID rule 1 1 retained by reportmg act1V1tles which are not needed to support ma1Dtenance proJectS may be destroy, 
after I year 
2 Destroy eng1De overhaul records after 5 years, or when no longer needed for analysis or research, whichever IS sooner 

•E ANCE HISI'ORICAL RECORDS (See note 2) 
R A B C D 
u 
L If the records 
E are or pertain to colllistlDg of which are then 

1 matenel/equ1p- histoncal records for aircraft, mr launched/ for items transferred, donated, send with related items, destroy 
ment 1Dd1V1dual ground launched IJllSS!les, engmes, propellers, or sold retamed copies after 3 months 
histoncal files bombs1ghts, parachutes, aerospace ground 

eqwpment, traunng eqwpment, CEM eqwp
ment, preclSlon measurement eqwpment, real 
property IDStalled eqwpment, and sumlar items, 
ma1Dta1Ded per TO 00-20-1 

I
I 

; 
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TAB E �3. CONTINUl D I 
R A B 
u 
L If the records 
E are or pertain to consisting of 

-
= 

2 

3 

-
•4-
•s 

•6 

-., 
-

•s 

-
•9 

-
•10 h1Stoncal records fer specific mertlal nav1gat1on 

uruts mamtamed per TO 00-20-10-10 

-
•u 

-
•12 

-
•13 repatr analysts repon 

-
•14 
•ts manual data forms matntamed wtth eqwpment 

m current use, filled-m and last entnes have 
been earned forward to new forms -

•t6 automated data forms matntamed with eqwp-
ment m current use 

-

C 

which are 
made part of surplus property 
account 

for eqwpment destroyed, 
abandoned, reclaimed, sal-
vaged, lost or m1ssmg 
for expended atr launched 
m1ss1les 
for ground launched m1sstles 
expended or destroyed (not 
related to AFR 1 10-14), and 
reentrv vehicle 
used to record s1grufican t his-
toncal data for spectal apph• 
cations as prescnbed m AFR 
66-1, MAJCOM or chief of 
mamtenance 
used to record time com-
phance techrucal orders, and 
all entnes have been trans-
ferred to mecharuzed roennrts 
used to record mstallat1on 
time used, condttton, removal 
and return for rehabthtatton of 
video head 
used to record mstallat1on 
ttme used, cond1t1on, removal 
and stora11:e of 1ma11i'e tubes 
used to record s1gruficant his-
toncal data dunng orgam-
zatlonal, mtermedtate, and 
deoot level mamtenance 
records at TRC contatnmg 
mformatton on matntenance 
actions which occurred pnor 
to and lnciudmg the previous 
cvcle to the TRC 
records at TRC contammg 
field and/or TRC data of the 
current cvcle 
at ongmatmg TRC 

at other acttvltles 

prepared by bases operatmg 
an automated matntenance 
management system, for 
which data 1s stored m com-
outer memorv 

D 

then 
send with related item to appro-
pnate Defense Property Disposal 
Office for d1soos11ton 
destroy three months after aban-
donment of search or physical
d1spos1t1on. 

send and dispose of the same as 
table 66-8, rule 3 3 

destroy when no longer needed 
or as directed by MAJCOM or 
the chief of mamtenance, or 
when the equipment ts trans-
ferred. annlv rule I 
destroy after venficatlon of all 
entnes on the mecharuzed re-
ports 

destroy 6 months after video 
head IS returned for rehabth-
tattoo 

destroy I year after image tubes 
are retired 

send to Technology Repm 
Center (TRC) with the related 
hardware per TO 00-20-10-10. 

destroy after processmg all per-
tment mformatlon mto data base 
or when related eqwpment ts per-
manently removed from mven-

send with related hardware, as 
pan of h1stoncal record, after 
entrv mto data base 
destroy after data ts entered m 
data base or when no longer 
needed whichever 1s sooner 
destroy when no lonaer needed 
hold as pan of equipment his-
toncal file, or destroy after 3 
months tf they do not contam his-
torv mformatlon 
hold the last 7 reports, when 8th 
report 1s received, destroy earliest 
one 
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TAB ' .F. 66-3. CONTINl.11 D I 
R A B 

If the records 
E are or pertain to consisting of 

•17 

-
•1a 

-
•1g aircraft/lD.ISSlle condttton report 

-
•zo rad1ographs, photographs, and other recordmgs 

methods with reports of findmgs 

-
•21-
•22 worksheets used m comphance with functional 

check lhght (FCF) as required m 00-20 senes 
TOs TO 1- 1-300, and apphcable weapon sys-
tem mspectton handbooks -

•23 !ugh power electron tube records, 1 e , electron 
tube field hf.e record and electron tube per-
formance and status report 

•24 

•25 deferred d1SCrepancy records for Inter-
contmental Balhsttc M1sstles, mamtamed m TO 
00-2o-6 

•26 mateneVeqwp- TRACALS eqwpment status file compnsed of 
ment md1V1dual data forms which portray daily h!Story of the 
h!Stoncal files fac1hty/s1te, mcludmg ground check cer-

ttficauons, fhght mspectton reports, graphs, 
NA V AIDS ground recordmgs and cert1ficat1on 
forms, system performance ratings, and any 
other s1gruficant data pertment to TRACALS 
eqwpment and not mcluded m rules I through 
5 -

•r, thght mspectton reports for TRACALS eqwp-
ment mamtamed for the last spectaVpenod1c 
mspecbon 

•21 office apphance h!Stoncal maintenance record for each mdtVI-
mamtenance dual office eau1nment 

�29 medical eqwpment 
maintenance 

•30 ground weapons mspecoon, mamtenance, and finng data on 
h1Stoncal data ground hand and shoulder weapons-

C 

which are 

those sets of forms contammg 
only maintenance actmns or 
mfonnat1on where sufficient 
data IS stored m the comouter 
those sets of forms contammg 
only airframe utthzatton mfor-
mauon where sufficient data IS 
stored m the computer 
1rutiated when eqmpment IS 
forwarded to depot for pro-
grammed depot mamtenance 
(PDM) 
considered s1gmficant, 1 e , sur-
vetllance of airframe struc-
tural components for fatigue 
m stress after repairs, and 
mamtamed by eqmpment 
senal number m the md1v1dual 
h1stoncal file 
considered routine 

mamtamed as completed FCF 
worksheets for the last 
phase/penod1c mspectton 

for installed electron tubes, 
wluch have faded and have 
been declared unserviceable 
IISCd to provide current status 
of tubes each quarter 

for assigned launch fac1ht1es, 
complexes or launch control 
fac1ht1es 
at the fac1hty /site 

for weapons transferred, do-
nated or sold per apphcable 
AF d1rect1ve 

II D 

then 

hold last 5 reports, when 6th re-
port IS received, destroy earhest 
one 

destroy after return from PDM 
and mformat1on IS transcnbed to 
appropnate records 

send with eqwpment when 
transferred, or destroy when 
equipment 1s dropped from AF 
mventory (see note I)  

troy after 6 months (see note ll ��! I 
destroy after 3 months or when 
replaced by next FCF worksheet, 
whichever IS later 

send copies m accordance with 
TO 00-20-8, destroy held copies 
after 3 months 
destroy when replaced by next 
quarterly report or machme hst-
IDR 

destroy when deferred 
d1SCrepancy IS corrected or site 
deactivated whichever IS sooner 
destroy after l year or when no 
longer needed, whichever IS 
sooner 

I

hold as part of eqwpment h1ston-
cal file, destroy when replaced by 
next spectaVpenod1c mspectlon 

I 

reoort ! 
' destroy when eqwpment IS 

droooed from AF mventorv 
see table 167-1, rules 34 through 
39 
send with related weapon, de-
stray held copies after 3 months 

https://CONTINl.11
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TAB ,E 6b-3. CONTINU!6-W I 
R A B C D 
u 
L If the records 
E are or pertain to consisting of wh1ch!6-are then 

•31 made part of surplus property forward with related item to account Defense Property Disposal Office for d1snos1t1on -

-
•32 for weapons otherwise destroy 3 months after abandon-dropped from property I ment of search or physical dtspo-account, 1 e , destroyed, aban- s1t1ondoned, reclalliled, salvaged, lost or m1ssm11: 
•33 recumng mspectlon reports for weapons stored destroy when superseded or used by an or1tamzat1on 
•34 launch site htston- records reftectmg vanances and adjustments to destroy on deact1vat1on of launch cal data be considered when ahgrung the weapons sys- site facthty or when replaced by tem m silo to assure combat readmess a new senes missile confi11:urat10n NOTESTum m film ehgtble for disposal to the Detiense Property Disposal Office on a quarterly bastS for recovery of silver content 2 Rules were renumbered due to Records Informat1on Management System computer program requirements 

ITABLER� IANALYSIS AND EV ALUA Tl nN RECORDS IR A B C D 
u 
L If the records are or 
E pertain to consisting of which are then1 actuanal analysts correspondence, teletypes, general purpose data destroy when engme 1s sheets, aerospace engtne hfe data, engme failure dropped from mventory rate graphs and computations, official engme failure rate table, and smnlar records 
2 011 analysts program used 011 analysts request for ground equipment and destroy 3 months after trans-aircraft cnbmg and statistical proces-sme: 
3 011 analysts record for use m VISlble file see table 66-3, rules 1 through - 3 2 1 
4 spectrographtc analysts worksheets destroy when no longer needed 
5 mamtenance and corro- summary reports of evaluation results, such as copies at project office destroy 10 years after accept-SIOn evaluation pro- project directive change notices by the morutonng ance and/or rejection of proJ-gram projects agency, acknowledgement records, mterllII, spe- ectctal, and final repons (mcludmg backup data) by - evaluatmg offices, and project notlfi.cattons by the morutonng agency 

-

-

6 copies at other than pro j- destroy when no longer ect offices needed 
7 production count cards that accumulate production credit and stan- destroy when superseded or dard cost data to provtde mformanon for mamte• obsoletenance en&!!!eenng cost accountmg s:i::stem 
8 source matenal destroy 3 months after prep-aratton of detail cards 
9 mamtenance produc- SllllllJlllrY repons formulated from production daily reports destroy on receipt of monthly 

- tmn and ut1hzat1on count cards, used to evaluate, analyze, and pro- summaryreports vtde maintenance mformatton 10 reports other than rule 9 destroy I year after as of date above11 mamtenance analysis summary repons from mamtenance data systems daily reports destroy after 90 days or on used to evaluate, analyze, and provide mamte- recetpt of monthly summary nance mformat1on -
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TAI LE 66-4. CONTINUED I 
R A B C D 
u 
L If the records are or 
E pertain to collSLlting of which are then 

12 - repons other than rule 1 1  
above 

destroy when no longer 
needed, or after 2 years, 
wluchever IS sooner. 

..!L bnefings and studies 

.,li.... 
15 

charts and IZ!'aohs oortra','mg mamtenance trends 
mamtenance analys1S referrals destroy after completion of 

next act1V1ty 1nspect1on or 1 
year after corrective action 
comoleted 

16 laboratory environment chart recordmgs of laboratory temperature and 
hum1d1ty, used for h1stoncal purposes and Pre-
c1s1on Measurement Equipment Laboratory 

destroy when no longer 
needed 

(PMEL} evaluations 
17 repons of measurement records of cabbratton and correction charts for 

AF base reference standards, used m cabbratlon of 
destroy when superseded or 
no longer needed, whichever 

prec1s1on measunna eQwpment IS sooner 
18 mtenm calibration pro 

cedures 
cabbratton data not yet pubbshed m technical or-
ders. used as a 11:u1de for calibration 

destroy when pubbshed m a 
technical order 

19 wa1Ver of calibration 
requirements-

requests for lim1ted/spec1al cabbrat1on (prec1S1on 
measurement equipment (PME) 

destroy when superseded or 
no longer needed, whichever 
IS sooner 

: 

20 measurement restnct1on log record of all imposed 
measurement restncttons due to environment 

destroy after 1 year 

21 prec1s1on measunng 
equipment scheduling 

mechanized card system records and other related, 
comparable forms, used for recording results of 

destroy 3 months after entry 
or when no longer needed, 

and mamtenance data prec1S1on measunng equipment mspectlons and· wluchever 1s sooner 
collection cabbrat1on operations and for estabbshmg rem-

spectton and recabbrat1on schedules 
22 controlled multiple general mformatlon letters from Aerospace Gu1d destroy when no longer 

address letters ance Metrology Center (AGMC), used to notify needed 
PMEL personnel of new developments, pro 
cedures or methods m PMEL ooerat1ons 

23 command cert1ficat1on 
list 

bstmgs of prec1S1on measunng equipment requ1nng 
off'-base support, used to authonze off'-base support 

destroy when superseded. 

of prec1s10n measuring equipment and establish 
recabbrat1on reou1rements 

24 rad1at1on repons radioactive matenal pennits, requests for renewal 
of penmt, support data and test results 

used to support require 
ments for rad1oact1ve 

destroy 1 year after expiration 
of permtL 

- matenal penmts and sup 
oort data 

25 
' 

used to record results of 
radioactive swipe tests 

destroy when new form 1s re-
ceived or when the assoctated 
radtac equipment 1s deleted 
from PMEL schedules 

I TABLE 66-5 I 
A CRAFr MAINTENANCE 
R A B C D 
u 
L If the records are 
E 

=
or pertain to consisting of which are then 

: 1=========:l===================II=========#========= 

l atrcraft, D11SS1le de- records used to facilitate delivery of atrcraft/m1Ss1les destroy after 1 year 
livery and to furnish a record of receipt of selected equip

ment, and forms transferred with the aircraft m1ss1les 
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TAI LE 6b-5. CONTINUJ '.n IR A B 
uL If the records are E or pertain to consisting of 2 aircraft reports damaged mrcraft and engme disassembly reports -
3 lludtt reoorts 
4 aircraft mventory eqwpment lists, shortage lists and s1mtlar records 

weight and balance handbooks of weight and balance data (TO 1-18-tO); data Record of Weight and Balance Personnel; Chart C-Basic We111:ht and Balance Record 5 

-
6 Chart!6-A Basic Weight Check List, Airplane Weigh• mg Record, -5 Techrucal Order -7 Weight and Balance Clearance Form F prepared for 

-- each!6-m1SS1on 
8 Weight and Balance Clearance Form F (canned Form 

F) -
9 Weight and Balance Clearance Form F related to air• craft mvolved m an accident 

I TABLEt6b-6M.4.1 NTENANCE INSPECTIC >N I 
R A B 
u 
L If the records are or 
E pertain to consisting of 

1 <RESERVED) 
2 quality control mspec personnel evaluations, techrucal, special, and ac hon/evaluation nv1ty 1DSpect1ons conducted by quality control records achVltles 
-
2.1 marntenance evaluabon records wluch record evaluations performed on mmntenance personnel -
3 

-
4 eqwpment d1Screpancy summary records sum-manzmg d1Scre12anc1es � catego!)'. - quality control checksheets used m conductmg aualltv control msDCCtlons 5 

6 nondestructive mspec nondestructive mspect1on techruques used for t1on data future reference of nondestructive mspectlon tech-ruques
= 

6.1 nondestructive mspec rad1ographs used to compare present NDI radio-tion rachographs graph with two preV1ous programmed depot 
-- mamtenance (PDM) 111Spect1on to venfy structural mtegnt:i:: and trend analvs1s of all'craft structU[!:il 

C D 
which are thenat MAJCOMs and maJor subordinate commands 

C 
which are 

·at quality control offices 
used for suspense control or to record mspecbon of IDSpechon work- mspectlon record cards or work urut code manuals 

destrov after 6 monthsdestroy 3 months after salvage or other final disposal of re-lated aircraftdestroy after loss or mventory of alI'Cl"aft 
destroy when superseded or after loss or mventory of mr• craft.destroy on completion of mis-SIOndestroy when superseded 
destroy I year after comple-t1on of accident mvest11z:anon 

D 

then 

destroy I year after completed achon or, when applicable, per appropnate rule m table 66-8 for eqwpment rec-ords, or destroy on receipt of next personnel evaluation or eqwvalent mspect1on report 1f not needed for analvs1S. mvestlll:ahon or follow-uo destroy I year after acbon 1s com-pleted or give to md1v1dual upon reassignment or separation, which-ever IS sooner destroy when all entnes have been filled m and form replaced by new 
destroy when no longer needed or after I year whichever IS sooner destroy when no longer needed, or reolaced bv new checksheet destroy when mcorporated mto applicable techrucal order, replaced by a new nondestructive mspechon techmaue or when no lomi:er needed destroy the oldest rad1ograph after companson of the current and next most current film or after 4 yean,whichever IS sooner 
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TABI E �- CONTINUED I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

6.2 rad1ographs used to detect defects or venfy struc 
tural 1Dtegnty dunng recumng field level 1Dspec 

destroy the oldest rad1ograph after 
companson with the new rad1ograph 

ttons, mamtenance, or time compbance techmcal when the 1Dspect1on 1s reaccom-

-- orders (TCTOs) pbshed of after 4 years, whichever IS 

sooner 
6.3 rad1ographs used to detect defects or verify struc-

tural 1Dtegnty dunng one time (other than 
TCTOsl 1Dsnect1ons 

destroy after repair of defects or 
after 6 months 1f no defects were 
detected 

7 battery penod1c ID 
spect1on and battery 
servtCIDIZ 

monthly storage battery records for telephone 
rack battenes used to penod1cally check battery 
state of char2e, servtCIDIZ and 1Dsnectton 

destroy after I year or when no 
longer needed, whichever IS later 

8 1Dspectton of railway 
eqwpment, watercraft, 

1Dspect10n worksheets destroy when the next equivalent or 
!! higher 1Dspect1on IS accompl1Shed 

and tramma: devices 
9 welder quab6cat1on appbcatton and test records for the quab6cat1on of 

welders 
at testing labs and 
metals process1Dg 
shops 

destroy after 2 years, or when super 
seded, whichever IS sooner (EXCEP 
TION Metals shops forward to 
ga1D1Dg acttvtty on reassignment of 
member) 

10 1Ddustnal radiography 
utilization log 

1Ddustnal radiography log forms destroy when no longer needed to 
evaluate the adequacy of sh1eld1Dg 
for a particular s1tuat1on 

11  foreign obJect damage weekly FOO 1Dspect1ons destroy after I year 
(FOO) to 111rcraft, mts-
sties or drones 

NOTE All records destroyed ID accordance with this table may be destroyed on 1Dact1vat1on of the umt 1f not needed by a successor umt (see 
AFR 12-50, volume I, paragraph �2) 

ITABLE 66-7 I 
NA rIGATIONAL AID RECOR[ s l 
R A B C D 
u 
L If the records are or 
E !!!rtain to consisting of which are then 

1 JOIDt agreement on destroy when superseded, ob 
USAF/FAA performance solete or no longer needed 
standards and orocedures 

2 certtficat1on 1Dspect1on destroy when no longer 
reports needed or after fac1bty 1s 

withdrawn from the Federal 
Airways System, whichever IS 

sooner 

-
3 general memorandum of at HQ USAF retire as permanent (see note) 

agreement between USAF 
and FAA 

4 dupbcate copies destroy when superseded or 
obsolete 

s countersigned statements destroy when superseded or 
and append!ll on withdrawal of the fac1bty 

from the Federal Airways 
System. whichever 1s sooner 

NOTE OIiier to the National Archives ID 5-year blocks when latest document 1s 25 years old 
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I EOUIPMENT MAINn:NANCE (see note 1l 
R A 8 
u 
L If the records are or 
E pertain to consistmg of 

1 aerospace vehicles, records used ID scheduhng, 
commumcatlons elec- controll1Dg and managmg 
tromcs meteorological ma1Dtenance effons, record1Dg 
eqwpment, ground/air operational datt. and status 
launched 1J11SS1les, or 1Dformat1on, and recordmg the 
related eqwpment accomphshment of serv1c1Dg, 

mspectlon, checkout, adJust-
ment, cahbrat1on, repair, 
overhaul and modification -

2-
3-
3.1-
4 

s 
6-
7 

-
8 

-
9 -

10 -· 
11-
12 

-
13 

-
14 

-
15 

16 

......... 
17 

-

C 

which are 

time comphance techmcal order 
(TCTO) products not covered by 
table 66-3 

monthly ma1Dtenance plan 

weekly ma1Dtenance plan 

dally ma1Dtenance plan 

visual aids 

snec1al auahlicatlon certificate 
data transmittal records 

dally reqwrements and dispatch rec-
ords used for dispatch control of 
aeros11ace izround egu111ment 
personnel avallab1hty forecast, shop 
workload summary, and ma1Dtenance 
preplan used ID preparation of work 
schedules 
punched card transcnpts used as 
source records for computer prod-
ucts 
Job standards 

missile status worksheet 

weekly/dally flymg schedule coor-
dmatlon used to msure all concerned 
agencies are notified of schedule 
cham�es 
generation maintenance plan and 
generation sequence action schedule 
used to preplan and estabhsh se-
quence of events for generation 
actions 
1Dspect1on/TCTO plannmg gwde for 
mspectlon/TCTO accomphshment 

spec1ahst dispatch control log used 
for 1Dtemal workcenter control of 
personnel d1s11atch 
aerospace ground eqmpment (AGE) 
status used to notify mamtenance 
control of AGE status 
techmcal order d1stnbut1on record 
used to ma1Dtam techmcal order files 

D 

then 

destroy after receipt and venficatlon of 
next repon (EXCEPTION When 
mechamzed reports are not used, de-
stroy 3 months after posting, 1f no 
longer needed, or no later than after I 
year) 

destroy when no longer needed or after 
I year. whichever 1s sooner 
destroy when no longer needed or after 
2 years whichever 1s sooner 
destroy after 3 months or when no 
longer needed whichever 1s sooner 
destroy when replaced, obsolete or no 
longer needed 

destroy after I month or when no 
longer needed, whichever 1s sooner 

destroy when computer product 1s 
venfied 

destroy when replaced by a new Job 
standard or when no longer needed, 
whichever 1s sooner 
destroy after 3 months or when no 
longer needed whichever 1s sooner 
destroy after I year, or when no longer 
needed, whichever 1s sooner 

destroy when replaced by a new plan 
or action schedule 

destroy I month after completion 1f no 
longer needed, but not later than after I 
vear 
destroy dally, when no longer needed, 
but not later than after I month. 

destroy when replaced by a new form 
or when no longer needed, wluchever 
1s sooner 
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TABJ!R 66-8. CONIINUED 
R A B 
u 
L U the records are or 

E pertain to c:onalatln11 of 

JL_ 
19 

20 

-
21 

-
21.1-
22-
23 -
24 

-
25 -
26 -
'Z1 -
28 

-
30 

-
31 

,B_ 
33 

-

C D 

which are then 

time chan"e reowrement forecast destroy when no Ionizer needed 
m.amtenance data collection forms destroy after repons are produced 
used for scheduled preventive mam-
tenance 
mamtenance data collection record destroy after keypunch, receipt of ma-
used for repair, mspectlon, and time chme hstmg and correction of errors 1f 
change items no longer needed, or after reports are 

produced and narrative IS transcnbed to 
Stgntfi.cant lustoncal data form, but not 
later than after I vear <see notes 2 and 3) 

ongmal or source records, created destroy when no longer needed, or 3 
for control purposei, such as Job months after record has been closed, 
control records when eqwpment wluchever 1s sooner 
status renortmll: 1s not reQwred 
onginal of source records created for destroy after 3 months or when no 
CQwoment status renortm2 Ionizer needed wluchever IS later 
schedule of techruc1an ava1lab1hty destroy when no longer needed, or after 

3 months wluchever 1s sooner 
used to record odor test/serv1c111g of destroy 2 weeks after date of last re-
aviator's breathm2 oxv2en corded serv1c1111z 
transient Job control number regis- destroy after I year or after subD11SS1on 
ters I of semiannual transient aircraft mforma-

non. 
base Job control number register destroy when no longer needed, but no 

later than 3 months after all entry spaces 
have been used 

advanced confi.guratlon management destroy after receipt and venficatlon 
system proJectlon of items due for 
mandatory removal 
advanced configuration management destroy pages that are superseded after 
system selected article configuration receipt, venficatlon, and file of changed 
status reoort l ca2es 
commurucauons-electrorucs-meteoro- destroy after I year 1f no longer needed 
logical ons1te maintenance records, for followup 
1.e., pre-PDM survey record and 
certification and certificate of PDM 
m.wntenance accomohshed 
minutes of maintenance meetln.a destrov when no lon11:er needed 
for eqwpment mvolved m an acet- dispose of with the mvestlgattve file of 
dent or incident that results m dam- wluch they become a part 
age to pnvate property or mJUrY to 
pcnonnel, resulting m an mvestlga-
tlon 
for eqwpment destroyed, abandoned, destroy I month after abandonment of 
reclaimed, salvaged, lost or 1J11ss111g search or physical d1spos1t1on 
for exoended air launched 1J11sS1les 
for ground launched missiles ex- send to AFLC System Manager or 
pended or destroyed (not related to SA-ALC Director of Special Weapons, 
AFR 1 10-14), and reentry vehicle as appltcable, destroy after 3 months, 

provided all pertinent data has been 
extracted for other records or the ong1-
nal records have served their numose 

for eqwpment dropped from AF 111- destroy after 1 month 

- ventory for reasons other than spe-
citied m rules 30 throu2h 33 

33.1 
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TADTe.,. 66-8. CONTINUED 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

34- duplicates or nonrecord copies of 
records m rules I throuizh 32 

destroy when no longer needed or after 
I vear whichever IS sooner 

- sortie mamtenance bnefings (ong- destroy after keypunch or forward to 
mals) another agency for lihng, where 1t will 

be destroved when no lonii:er needed 
34.2-
35 

-
36 ,___ 
37 

-
38 

39 Mamtenance Manage-
ment Information 
Control System 
(MMICS) Output 
Products 

work order authonzauons, 
production orders, work ad 
JUStment orders, work order 
numbers, and mstrucuon slips 

data processmg machme hst-
mg such as 1denuficauon num-
ber listtn"" etc 
trammg course table list, 
course status report, status 
code, trammg forecast, daily 
operattonal utthzauon report, 
mamtenance personnel listmg, 
sk1l1 level repon, work center 
list, tl.ymg schedules, TCTO 
status, TCTO reports, mobtl 
1ty personnel, mamtenance 
data collecuon eqwpment 
schedule etc 

sortie mamtenance bnefings ( copies 
at debnefiniz fac1litv) 
workmg copies 

extra conies 
selected work orders pertammg to 
local manufacture of items used to 
establish work standards and costs 
of r"""'t1t1ve work 

mamtamed by the mamtenance 
complex 

destroy after I month or when no 
Ionizer needed, whichever IS later 
destroy 3 months after compleuon of 
JOb. 

destroy on comnleuon of 10b 
destroy after 6 months 

destroy after 2 years or when supersed-
ed or no longer needed, whichever IS 
sooner 
destroy when superseded, obsolete, or 
when no longer needed. 

NOTES 
I This table applies only to those records that are prescnbed by and mamtamed m accordance with AFRs 66-1 and 66-S and all imoaated 
00-20-senes techmcal orders, and those records mamtamed under the Defense Meteorological Satelhte Program. These records may be destroyed 
on macttvatton of the urut, 1f not needed by a successor umt (see AFR 1 2-S0, volume I, paragraph 6-2) 
2 Retam data on Reliability Improvement Warranty (RIW) items for a mmunum of 4 months. 
3 Copies of source records used for billing purposes must be retamed for the full one year penod for audit records. See table 175-2 

I ITABLE 66-9 
.SE!•VICE ENGINEERING I 
R A B C D 
u 
L If the records are or 
E nertain to consisting of which are then 

1 project files records retl.ectmg results of engmeenng evalua 
t10ns, fe851btlity studies, modtficattons, prototypmg 
and testing (mcludmg venficatton test), generated 
as a result of engineenng management and com 
modtty engmeenng suppon and services required 
for operat!On, mamtenance, modification and re 

rebre to WNRC when eqwp-
ment, system or subsystem IS 
declared obsolete to AF 
needs, destroy after 30 add!-
uonal years. 

babthtatton of matenal, and are categonzed mto 
vanous weapons suppon systems and subsystems, 
1 e , propulsion accessones, electrorucs, matenals, 
nonaeronauucal and llPrnnaut1rlll 
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TABLE 66--10 I 
GR4 >UND COMMUNICATIC NS-ELECTRONICS EQUIPMENT STATUS I 
R A B 
u 
L If the records are 
E or pertain to consisting of 

1 eqwpment status rec- data cards used to prepare summanes, tabulations or 
ords, batch or Mam- Automatic Data Processmg Equipment (ADPE) tapes 
tenance Management 
Information Control - System (MMICS) 

2 

3 master mventory and standard MMICS equipment 
status rel)Ortln 11 lESRl hstm11s 

4 commurucat1ons-electrorucs-meteorological (CEM) 
programs audit/error, open incident, daily Automatic 
Digital Network (AUTODIN) transmittal and reJect 
hstmgs and corrections -

s 

6 JOb control records -
7 summanes, !JStlngs and studies 

TABLE 66--11 I 
RECT AMA TION RECORDS I 
R A B 
u 
L If the records are 
E or pertain to consisting of 

1 reclamation of mrcraft hJStoncal data, reports of survey, spec1al order ex-
and surface eqwpment tracts, photographs, related papers and correspond-
as result of accidents or ence 
normal detenorauon 

-
2 

C DII 

which are then 

at MAJCOMs destroy after action 1s com-
pleted 

below MAJCOMs destroy 14 days after prepa-
ration 
destroy when superseded, ob-
solete or no lon11:er needed 

at MAJCOMs and m destroy 90 days after entry 
termed1ate headquar- mto batch or MMICS system. 
ters 

below MAJCOMs destroy 30 days after entry 
mto the batch or MMICS sys-
tem 
destroy 90 days after comple 
tlon of 10b 
destroy when superseded, ob-
solete or no longer needed, or 
after I year, wluchever JS 
sooner (EXCEPTION When 
made the basJS of a standard 
pubhcauon. see table 5-1) 

C D 

which are then 

at MAJCOMs destroy 5 years after comple-
uon of action (EXCEPTION. 
records required for 1nvest1-
gatlon, mqwnes, etc , destroy 
on completion of such action, 
proVJded retention penod has 
exn1red) 

at subordinate destroy 2 years after comple-
echelons uon of action (EXCEPTION 

where MAJCOM requests 
audit of a specific case file, 
destroy the excepted records 
after audit, proVJded the spec 
died retention penod has ex-
01red) 
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I ITABLE 66-12 
Mil IT ARY AIRCRAFT STO UGE AND DISPOSITION CENTER CMASDCl I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 a1rcraft/m1ss1le and spe- project d1rect1ons, schedules, special techmcal at MASDC OPR respons1- destroy 2 year.; after comple-
c1al project files for aspects, customer correspondence, mqwnes from ble for coordmatlon and tlon of action 
AF, Army, Navy and higher headquarters, work directives and amend- acceptance of negotiated 
CG, and other govern- ments, work/sluppmg pnontles, contracts, for workloads from weapons 
ment agencies both contmental US and Secunty Assistance Pro- systems managers, item 

gram customers managers, and other ser-

- vices and government 
a2enc1es 

2 work d1rect1ves and related records at other than MASDC destroy I year after comple-
OPR tlon of acllon, or when no 

longer needed, wluchever IS 
sooner 

I TABLE 66-13 
AU FORCE LOGISTICS COsMMAND AERONAUTICAL DEPOT MAINTENANCE INDUS'IRIAL TECHNOLOGY PROGRAM I 
R A B C D 
u 
L If the records are or 
E pertam to consisting of which are then 

1 improved repair pro j- descnpt1on of problems, 1mt1ator, stock numbers, at HQ AFLC destroy 3 year.; after comple-
ect proposals pnces, possible solutions, evaluat1ons/analyses, t1on/delet1on of project. 

conclus1ons, recommendations and related corre-
spondence -

2 approved projects at sub- destroy on completion of 
m1ttmg, supportmg, part:lc- pro.)Cct or when no longer 
1patm2 and other activities needed wluchever 1s sooner -

3 disapproved project pro- destroy after 3 year.;. 
posals at act1v1t1es m rule 2 

4 safety proposals recommended methods of processmg, mvolvmg approved by safety and/or retire as permanent I year 
safety or health cons1derat1ons medical authontles after close of pro1ect 

5 program reports/tech- reports prepared at the completion of an 1D1portant at HQ AFLC retire 1 copy of each report 
meal reports phase of a program or at the end of a project and as permanent 1 year after 

contam evaluation methods, recommendations and close of project. 
conclusions -

6 copies other than rule 5 destroy when no longer 
needed 

7 program proposals descnptlon of processes, techmques, and related approved retire as perm.anent 1 year 
matenal pertment to common repair fac1ht1es after close of oro1ect -

8 d1sa ooroved destroy after 3 year.; 
9 engmeenng proposals descnpt1on of new or changed techmcal process at HQo\FLC lldestroy 3 years after comple-

reQ111rements and the alternative solutions thereto tlon/deletlon of the orooosat. 
10 summary quarterly reports contauung the accomplishments and 1m- destroy after 1 year 

reports pact of overhaul and repm processmg projects 
oroposed. m1t1ated and completed II 

67. Supply. These tables cover documentation resulting from the management and control of supply operations. 
They include reqms1ttoning, receiving, issuing, inventory management, property accounting, stock control, and re
lated matters. 
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I jTABLE 67- 1 
SUPPLY MANAGEMENT Rli "ORDS 
R A B 
u 
L If the records are 
E or pertain to consisting of 

safekeepmg of md1tary forms required by law for bondmg pnvate or 
property civil corporatlons, mst1tut1ons, or like concerns 

which possess government supplies and eqwp 
ment 

1 

SAC supply system SAC forms 
manairement 

b 
3 ain.nft d1stnbut1on proJect files of HQ USAF aircraft delivery and 

and assignment con- modification 1DStrucuons and amendments, 
trol AFLC aircraft assignment d1rect1ves, and related 

documents 

2 

correspondence, messages, and other records 
related to receipt, assignment, transfer, and dis-
!!O!al of aircraft assumed to MAJCOMs -

5 locator cards for each aircraft assigned to a 
MAJCOM 

6 m1SS1on capabd1ty dady summanes 
(MICAP) summary - llst1ngs 

6.1-
7 monthly summanes and other listings produced 

from snec,lic card decks -
8 card decks 

8.1 IIUSSlon capabd1ty MICAP checklists used to validate that no assets 
checklists are avadable for use to sausfy pnonty reqwre-

ments 

9 1n1t1al spares support monthly summanes, card decks and related data - hsts 
9.1 monthly summanes, card decks and related data 

applicable to ISSLS loaded for weapon systems 
supported at mdlv1dual bases 

10 murutlons supply rec- reconciliat1on reports of mumtlons based on air 
oncihatlons murutlons serviceabdity and location records, 

rCQuired bv AFR 66-1 

TABLE 67-2 I 
DUl '-IN ASSET MANAGEMENT AND CONTROL RECORDS (see note) I 
R A B 
u 
L II the records are or 
E pertain to couistlllg of 

1 due-m assets contracts, contract index cards, and related con• 
tract mstruments 

C 

which are 

at SAC supply support of 
mamtenance act1v1t1es 

at Air Logistics Centers 

at other than Air Logistics 
Centers 

applicable to all records 
exceot those under nde 9 I 

C 

which are 

at IMs/SSMs for reporting 
and controlling due-m 
assets from contractor and 
reportmg AF act1V1t1es 

I I D 

then 

return to ongmator m ex-
change for new valid bond or 
on settlement of property 
accounts 
destroy after I year 

destroy I year after projCct 1s 
completed 

destroy after I year 

destroy 3 months after trans-
fer of aircraft from command 
Junsd1ct1on, or on receipt of 
disposal tenmnat1on authonty, 
whichever IS sooner 
destroy after I month. 

destroy 90 days after creation 

destroy after 6 months 

destroy 1mmed1ately after all 
neces,gry summanes and list-
mgs have been pnnted and 
venfied 
destroy 3 months after com-
plet1on or 3 months after re-
qwrement has been satisfied 
oer AFM 67-1 
destroy 60 days after report IS 
suoerseded 
destroy after the directing 
MAJCOM detenmnes that 
applicable ISSL levels should 
be deleted. 

y I year after reconcd-

11!�::!'

D 

then 

destroy 3 months after final 
payment of contract 



outer 

)87 AFR 12-50 Vol II 30 October 1987 137 

TAI LE 67-2. CONTINUED 
R A 
u 
L If the records are or 
E pertain to 

1 due in assets 

-
2 

-
3-
4-
5-
6-
7 

8 car arnval reporting 
records 

9 shortage report 
records 

10 advtce of avadab1hty 
records 

11 fued commumcatlons 
and electromcs supply 

I 

8 

consisting of 

contracts, contract index cards, and related con-
tract mstruinents 

PR/MIPRs 

due-in asset worksheets prepared for input to com-

due in asset status cards for each item 

due-in stansncal transacnon hsnng 

due in requirements data for reports for category I 
and II R items 
shipment vananon pnntouts, out-of-balance no-
nces. overal!e data 
reports used to 1mt1ate d1vers1ons of shipments or 
to 1mt1ate unmed1ate reslupments 
reports transmitted by the depot to a techmcal ser 
vice stock control point, used to determme a 
secondarv source of supply 
reports by a stock control point to a depot which 
indicate a secondary source of supply for items 
aoi,ean1U1: on a shorta11:e report 
btlls of matenal, shipping documents, and corre-
spondence related to supply acnon against engi-
neered bills of matenal 

C D 

which are then 

at IMs/SSMs for reportmg 
and controlhng due-in 
assets from contractor and 
reporting AF act1v1t1es 

destroy 3 months after all 
items have been placed on 
contract or cancelled 
destroy on completion of 
comouter orocessin11 
destroy 90 days after update 
acnon 
destroy I year after comple 
non of acnon. 
destroy 3 years after close of 
buvin11 vear 
destroy on complenon of 
review and uodate acnon 
destroy 3 months after diver-
s1on or reshipment 
destroy after 3 months. 

at sc:rvtcing actlvtty destroy 5 years after comple 
tlon of acoon 

NOTE The term •depot• as used herein refers to all supply estabhshments mamtained for the storage and issue of supplies for domestic or over
seas supply, such as d1stnbuoon, key, port stock, filler and reserve depots, and comparable estabhshments in oversea commands 

I TABLE 67-3 
UNIT. ORGANIZATION A 
R A 

u 
L If the records are or 
E pertain to 

1 active umt property 
records 

= 
2 

D MATERIEL CONTROL SUPPLY RECORDS 
B 

consisting of 

alhed registers and files, including flyaway and en 
route lots, component records, reqws1t1ons, cus
tody receipts, requests for wue or tum-in marked 
or stamped •custody receipt (issued of a perma
nent record); property issue and turn in shps, 
shipping and receiving documents, reports of sur
vey, statement of charges, schedule of collections, 
inventory adjustment vouchers, mechamzed pro
perty accounting cards, and related records re
flectin2 transactions occurnn2 dunn2 the month_ 
temporary issue custody receipts 

C D 

which are then 

destroy after I year 

destroy or return to ind1V1dual on 
return of ro 
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TABL ' 67-3. CONTINUED I 
R A 
u 
L If the records are or 
E pertain to 

3 macuvated urut prop-
erty records 

-
4 

5 property accountmg 
transaction card 

6 special measurement 
clothmg and onho-
oed1c footwear 

7 accountable records 

8 supply reporting 

9 packmg certificates 

10 supply mspect1on 

1 1  USAF manne eqwp-
ment allowance and 
checklist 

12 urut supply officer 
hstmgs 

•13 traimng eqwpment 
issue and turn-ID 

•14 zero overpncmg 

15 urut record 

15.1 
•15.2 urut record 

16 

B 

consisting of 

allied register and files descnbed m rule I 

authonzatlons to destroy the records 

measurement forms 

records created before conversion of AF orgaru-
zatlonal eqwpment records to EMO/BEMO and 
CEMO svstems 
eqwpment status reports, reports on supply lev-
els, cntlcally short items, other matters which 
aff'ect the maintenance and receipt of supply 
items. and related oaoers 
records winch cerufy that proper cratmg and 
packmg of eqwpment have been accomplished 
before movement of a llDlt to a new mstallatlon 
showdown mspect1on repons, final mspecuon 
reports, and related mspect1on papers, pertment 
to uruts that are outfitted before oversea move-
ment 

contmumg lists showmg by name and mclus1ve 
dates each officer's assumed/rehnqu1shed respon-
s1b1htv 
records relatmg to the request to base supply 
actlVlbes for trammg eqwpment, notification of 
action taken on request, and return of eqwpment 
to base supply acuvmes, mcludmg 1SSue/turn-m 
sl1os and related corresoondence 
letters, messages, mqwnes and other matenal 
relatm.ll to susoected oncm2 error 
dally document registers 

daily document registers and ProJect Fund 
Management Repon (PFMR/OCCR) update and 
reconc1hat1on 

pnonty momtor report, stock number directory, 
due-out status hstmg, due-m from mamtenance 
hstmg, bench stock review, bench stock bstmg, 
special level bstm.ll 

C 

which are 

at umt supply for 
subm1ss1on to 
higher headquarters 

at customer ha1son 
office 
at eqwpment man-
agement office or 
base sunnlv 
at AFT AC GSUs 
at umts with GSUs 
and at the GSU 
except as m rule 
15 I 

D 

then 

destroy when 1DStallat1on commander 
1s assured that property records have 
been reduced to zero balance, and 
that all property has been turned ID 
to appropnate supply office or oth-
erw1se sat1sfactonly accounted for, 
and he or she has issued authonty to 
destrov the records 
destroy 2 years after mact1vat1on of 
umt or 2 years after disposal of the 
record, whichever IS later 
destroy after supply actmn 1s com-
pleted and entry has been posted to 
the document re.snster 
destroy 30 days after receipt of 
ordered material. 

I I destroy I year after all records have 
been reconciled and current mvento-
nes are accurate 
destroy after I year or on macuva-
t1on of the urut, whichever 1s sooner 

destroy after 6 months 

destroy after I year 

destroy when boat IS dropped from 
AF mventory and all equipment 1s 
accounted for 
retire on macuvatlon of umt for 
d1Sposal 12 years after mact1vat1on 

see table 67- 1 1, rule 44 

destroy I year after case 1s closed 

destroy after 3 months 

destrov after 2 fiscal vears 
destroy after I year 

destroy after receipt of updated h�t-
mg 

https://relatm.ll
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TAI LE 67-3. CONTINUED I 
R A B C D 
uL If the records are or E pertain to consisting of which are then17 source records forms, 1.e , supply control log, records of canru destroy after I year or when no bahzatlon, issue/tum ID request, DOD s1Dgle llDe longer needed, whichever 1s sooner item release/receipt document, item location and status card, temporary hand receipt, notification of TCTO kit reqwrements, quick reference bsts, ad-Justed stock level form, and report of packaging and handl1Dg deficiencies, repairable item proces SIDg tag, and 1Dput to ma1Dtenance repair capab1h-ty reportmg, used to order, receive, control, ven fy, 1Dput, forecast, tum-m, and are not account-able-18 venficat1on worksheet destroy 3 months after completed action 1f no longer needed for Just1fi-cation of s....,.1al levels 
-
19 custodian records custodian authonzat1on/custod1an receipt bst see table 67-U,, rule 40 
20 clothmg allowance for 1Dd1v1dual mandatory clotlung check (male and destroy when form lacks space for Reserve Forces female) next mspect1on and new forms have been used for one msDectJ.on 21 clothmg request receipt destrov after I vear ,-. 
22 personal clothmg record, male/female airman destroy when balances are trans ferred to a new form and a final statement 1s accomplished -
23 personal clothmg claim and supportmg records at staff Judge advo- destroy 1 year after case 1s closed. cate offices 24 customer com- correspondence used to record and resolve cus- at the Customer 1 year after resolution of the olamts/mau1nes tomer comolamts, problems, or maumes Liaison Office l l�e:roy 

! TABLE 67--4 I 
BAi E STOCK RECORD , CCOUNTS I 
R A B C D 
u 
L If the records E are or perta1D to consisbng of which arep then 

t1 stock record ac- cards on accountable property transactions destroy I year afer eqwp counts to a specific stock record account, or ment has been removed from eqwvalent forms prescnbed ID AFM 67-1 the account (See table 167-1 for medical stock record account )
2 (RF:SERVED) I I 
3 (RF:SERVED) I I 
4 daily document reg accountable registers prescnbed m AFM prepared by bases operatmg under destroy after 3 months pro-1sters 67-1 that reflect specific property trans the standard base level supply system v1ded no 1rregulant1es eXJSt actions (Soerrv 1 loo-60)-
5 mformatlon copies used as a cross refer- destroy when no longer ence work file needed or on receipt of stock number directory, wluchever IS sooner 
6 supply document prepared by bases operatmg a man destroy after 1 year, pro reinster ual base supplv svstem v1ded no 1rre1n1lant1es ex1St 7 document control cards created dunng preparation of daily used by bases operatmg under the destroy after all necessary cards document register standard base level supply system acuon IS completed (Sperry 1 loo-60) to prepare dehn quent document bst1Dgs, assure that records requmng rev1ew/fi11Dg are received ID the document control 

�.. ,. .. nfl � " ,I  to aid ID auabtv control -

I 

I
I 

https://msDectJ.on
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TABIeE 67◄. CONTINUEI I 
R A B 
u 
L If the records 
E are or pertain to consisting of 

8 

9 datly transaction accountable registers prescnbed ID AFM 
register 67-1 that reflect specific property trans-

acnons 

10 consohdated trans-
acnon rem..ster 

11 monthly base or 
medical supply 
transaction recn�ter 

12 source records 1ssue/rum-1D records, sh1ppmg/receivmg 
records, 1DVentory adJustment documents, 
USAF excess and surplus property tum-1D 
records not used as supportmg records (see 
rule 14), and nonce of lost or m1ss1Dg 
documents which pertatn to accountable-
type transactions and contam vahd docu-
ment numben -

13 

14 supportmg records reports of survey, statement of charges, 
cash collection vouchers, DOD smgle !me 
release/receipt document, USAF excess 
and property rum-m records, and any 
other records needed to support each entry 
on transaction and document rem:ster -

14.1 local purchase (LP) receipt records 

-
15 records not mcluded ID rule 14 or 14 l 

16 adJusted stock level angina! copies - records 

17-
18 suspense copies -

C 

which are 

used by bases operanng under the 
PCAM/8263 or other supply system 
to prepare a document register, pre-
pare hstmgs covenng overage docu-
ments, for followup purposes, and to 
prepare mecharuzed supply act1v1ty 
reoorts 
prepared by bases operanng under 
the standard base level supply system 
(Sperry 1 1�) 

1dent11ied ID AFM 67-1 to be held 

all except records to be held as 
prescnbed ID AFM 67-1 

identified ID AFM 67-1 ,  vol II, Part 
One, Chap 3, vol II, Part Two, and 
vol V 

1dent1fied m AFM 67-1, vol II, Part 
Two 

at 1mt1anng act1v1t1es 

D 

then 

destroy after l year, pro-
v1ded no 1rregulant1es exist, 
or when replaced by a con-
sohdated transaction register 
and accuracy and complete-
ness of consohdated transac-
non register have been 
venfied 
destroy after l year, pro-
v1ded no 1rreanlant1es eXtSt 
see table 167-1 

destroy after l year 

destroy after record1Dg ID 
document/transaction reg-
1Sten and completion of qua!-
1tv control 
destroy after l year (see table 
175-2) 

destroy 6 yean and 3 months 
after final payment proVlded 
there are no d1screpanc1es for 
whtch corrective acnons are 
prescnbed by AF AFC (see 
note) 
destroy after record1Dg on 
datly transaction and docu-
ment reg1sten, and after qua!-
1ty control check IS com-
oleted (see table 175-2) 
hold as long as estabhshed 
levels are ID eff'ect, then de-
strov 
destroy upon receipt of ap-
oroved current rene2ot1at1on 
destroy on receipt of ap-
oroved cnnv 
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T ABJ E 67-4. CONTINUED I 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

19 outdated copies destroy on receipt of reY1Sed 
form -

20 revahdat1on decks destroy outdated cards when 
renla=d bv later cards 

21 Umtiorm Matenel prepared by bases operatmg under destroy 90 days after 
Movement Issue the standard base level supply system monthly cutoff' 
Pnonty System (Sperry l loo-60) 
(UMMIPS) sur 
vetllance hstmB!! 

22 recurnng hstmgs destroy on receipt of new 
and reports not hsungs or reports, or after all 
covered elsewhere analyncal and management 
m tlus table purposes are served, or as 

reqmred ID AFM 67-1,  
wlnchever IS later 

23 obsolete ob _JeCt obJect cards replaced by a later change or at each base operatmg under the procc:ss under AFM 67-1, 
deck file deleted from the system standard base level supply system vol II, Part Four, chap 13  

(Sperry l loo-60) (Authonty. table 1 1-1 ,  ntle 
4 )  

24 program bank those tapes returned to AFDSDO-
chan2e ta!)eS SCCR-2 on comolet1on of orocess1D2 

24.1 supply file dump those tapes erased and re115ed by the base 
taoes oer AFM 67-1 

24.2 ADPM work re- forms used to request nonrecurnng or as destroy when no longer 
auests reau1red comouter oroducts needed 

24.3 program release assembly and squeeze release sheets and destroy release sheets when 
sheet files related documentauon used to control the apphcable program IS re-

apphcat1on of computer programs ID the moved from the obsolete ob-
SBSS ooerat1on 1ect deck Illes. 

25 standard operat1Dg forms mamta1Ded on an annual basis destroy after 1 year 
supply system 
trouble reoons 

26 account files 1Dd1V1dual files of personnel authonzed to destroy 1 year after super• 
receipt for property, supphes and spares seded or obsolete. 
contam1Dg current and noncurrent spec1-
men signatures, name, grade and orgamza-
uon of account custodians, and waivers 
granted for use of stamps when numerous 
reoet1t1ve s11t11atures are rPnmred 

27 local purchase- cards and related data winch provide a held by supply represe11tat1ves who destroy md!Vldual cards 
item/procurement complete descnpbon, procurement history, act as ha1son between base supply when obsolete, superseded or 
lustory file previous pnces paid, and available sources and procurement on all supply mat- maetlve, as determmed 

for local purchase items, prepared by pro- ters 1Dvolvmg procurement locally 
curement oersonnel 

28 nuclear weapons supply records or matenel couner receipts destroy 7 months after audit 
stock record ac- filed as required by AFM 67-1, vol I, Part of the account 
counts One, chae 1 8  

29 weapons and punch cards prepared on each weapon and add to history file when 
COMSEC equip- each item of COMSEC eqwpment re- weapon/COMSEC eqwp-
ment control files qwnng senahzed control and report1Dg ment 1s no longer on item 

which are active and represent all weapons record 
controlled item code N item and COM-
SEC control cards for each NSN with 
MMC of CA item record and detail bal-
ances

I ,, ,___ 
held for h1storl:'. and research eurooses destrov after 2 vearsI .12_; '  } 

• 
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T 
R A B C D 
uL If the records E are or pertain to consisting of which are then 
31 reconc1liat1on reports, senal number listmgs, destroy when superseded, oband comparable management products pre solete or no longer needed pared from weapon and COMSEC equip ment control cards 32 base mateneVsup stock fund mventory management report at bases operatmg under the standard destroy 2 years after close of ply automated tem (Sperry sys and stock fund stratification program base level supply system (Sperry fiscal year or when no longer 1 1  ()(}-«)) needed, whichever 1s later 

I 1()0-«> conversions audit accountable record pertammg to satellite at Standard Base Supply Systems destroy after I yearlist (R22) rehommgs, conversion from any other sup act1v1t1esply system to Standard Base Supply System (SBSS) establishment of new supply account converS1on of comouter systems NOTE AFOs will advtse 1f there are outstandmg d1screpanc1es withm the specified retention penod. In absence of such advtce, destroy the records at the end of the retention penod 
I TABLE 67-5 ITABJ E OF ALLOWANCE/Al THORIZATION RECORDS IR A B C D 

uL If the records are or 
E pertain to consis!lng nf which are then 
1 table of allowance records accumulated by the air log1st1cs centers on weapon systems destroy 2 years after the system for (T/A) records (ALCs) offices of record m establishmg, chang- (aircraft, m1ss1les, etc!6-) which the T / A was established 1s mg and mamtammg tables of allowance data no longer m the AF mventory or 8(1 e , SERDs, correspondence, etcl) years after the publication date, - whichever IS sooner 
-2 on nonweapon-type destroy 2 years after the T /A has systems been cancelled or 6 years after pub bcatlon date. whichever IS sooner 

3 records mamtamed by usmg activity destroy when super.leded or obsolete or on receipt of a rev1S1on notice 
•4 allowance/authonza- approved copies wluch are w1thm established destroy after notlfymg the custodian uon change requests allowance and approval authonty IS wmg level and all possessmg actions are com and custodmn re or lower, do not require approval under tem- pletequest/receipt (see porary authonty, m1SCellaneous allowance note) source codes specified m section a, AFR 0-10,do not recommend changes to allowance docu-- ments, and copies used for other than request-m2 chan2es m authonzatlons 
•4.1 approved copies for requ1s1t1onmg office funu- see table 67-11 ture -•s approved copies which are authonzed under at other than hold with supportmg records for as miscellaneous allowance source codes specified MAJCOM equipment long as the authonzatlon remains m m AFR OnJO, section A, and do not require management office effect, or appears on a Consolidated approval under temporary authonty L1stmg (CL) validated and signed by the appropnate cert1fymg official, - then destrov 
5.1 at MAJCOM eqwp- destroy after I year- ment management office 

•s.2 validated and signed CL destroy when obsolete or when suoerseded bv a new CL -
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TABLl 67-5. CONTINUED I 
R 
u 

A B 

L If the records are or 
E pertain to consisbng of 

6 approved copies rec
allowance records 

ommending changes to 

•7 copies approved under temporary loan au-
thontv or oertam to rental of eQu1oment 

8 approved copies wluch hst medical orgam-
zatlon requirements approved by the 
MAJCOM 

approved copies wluch are in an established 
allowance and approval authonty 1s W AB 
CEMO, W AB AFLC, or W AB USAF 

•9.1 validated and signed CL 

10 

11 disapproved copies 

• 12 copies used for suspense actions when request 
reQu1res aooroval above wm11: level 

• 13 fRESERVEDl 
14 control registers used to assign numbers to 

control records dunn11: orocessmg 
•ts Custodian Author- CA/CRL's and approved Custodian Des1gna-

1zat1on/Custod1an tlon Letters 
Receipt List 
(CA/CRL)/approved 
Custodian Designation 
Letter 

I TABLE 67-6 
DE POT ACCOUNT ABLE SUPPLY RECORDS (see note) I 
R A B 
u 
L If the records are 
E or pertain to consisting of 

1 stock record ac- cards, listings, d1rectones, messages, correspondence 
count control rec- assignment notices used to establish, identify, change 
ords and assign a specific account control number to a- soec1fic act1v1tv 

correspondence and messages used for issuing tenm-
nation notices 

C 

which are 

at other than 
MAJCOM equipment 
management office 

at MAJCOM equip-
ment management 
office 

at equipment manage-
ment section 

C 

which are 

D 

then 

destroy when item pubhshed in the 
allowance document and changes 
are reflected in the equipment 

inventorv earn files 
destroy after all processing act10ns 
are comnlete 
hold as support documentat10n for 
the increased authonzatlon, annu-
ally, on receipt of approved copy of 
the consohdated hsting (CL) from 
the MAJCOM, file the approved 
forms that support authonzation 
changes and wluch are in the 
approved CL with accountable 
records of the past FY, and dispose 
of a".-nrdma to table 67--4 
hold with supporting records for as 
long as the authonzatlon remains in 
effiect or no longer requires W AB 
CEMO, W AB AFLC, or WAB 
USAF approval in apphcable Table 
of Allowance, or appears on a Con-
sohdated Listing (CL) vahdated and 
signed by the appropnate certlfymg 
official then destrov 
destroy when obsolete or when 
suoerseded bv a new CL 
destroy after 1 year 

destroy after notifying the custo-
d1an 
destroy when all act10ns are com-
1nlete 

I I destroy after 1 year provided no 
1rregulant1es eX1St (see table 175-2) 
destroy when obsolete or super 
seded 

D 

then 

destroy 6 months after master 
file has been updated 

destroy after l year (see table 
175-2) 

2 
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TA I LE 67-1. CONilNU lo"D I 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

3 air logistics center base stock status reports at supply depots destroy after 3 months 
(ALC) supply 
status renort1011: 

4 contractual records prov151orung lustoncal record, spare spare parts, AGE at SSM and/or EAIM for destroy on receipt of contract 
order and correction sheet, aircraft engme, equipment under procure- completion notice. 
electroruc ARMA programmmg check hst, m1ss1le ment, and cover the time 
a11d drones programm1Dg check list, spare parts prov1- from the award of the 
s1001Dg statement of policy, deS1gn changes, deS1gn letter contract to the end _,

5 
change lists, and related records of the defirute contract 

at all other supportmg ac-
t1v1t1es 

destroy I year after comple-
t1on of orov1s1001n2 suooort 

6 proV1S1omng lists production lists, prelmunary group assembly parts lists held by system/end destroy 3 years after receipt 
(PGAPL), prov1S1omng parts breakdown (PPB), re article/recoverable item of contract completion state-
coverable item breakdown (RIB), and comparable ma11agers at ALCs ment. 

_,
7 

records for future procun:ment use on follow-on con 
tracts 

at all other supportmg ac see rule 5 
t1v1t1es 

8 records of prov1 comments relative to the ava1lab1bty of data (such as at!'HQ!'AFLC destroy 4 yean after date of 
SIODIDg meetings draw1Dgs and specmcatlons, programmmg data on prov1S1001Dg meetmg or when 

which prov1s1orung actlon was based, all matters of no longer needed, whichever 
importance or agreements made dunng the meebngs IS later 
and concurrences or comments of rec1p1ent com 

- ma11ds as to the adequacy of the prov1s1onmg team 
action) 

9- at SSM/EAIM ALC and destroy on receipt of contract 
other sunnortlDR act1v1t1es comolet1on statement 

10 10fonnat1on copies destroy when no longer 
needed 

NOTE. The term "depot" as used herelD refers to all supply establishments mamtamed for the storage and issue of supplies for domestic or over
sea supply, such as dtstnbutlon, key, port stock, filler, and reserve depots, and comparable establishments ID oversea commands. 

ITABLE 67-8 I 
INVENTORY CONTROL R¥ �0RDS I 
R A B C D 
u 
L If the records are 
E or pertain to coasisting of which are then 

1 exception, error and annotations d action taken from pre1Dventory loca- destroy I year after final acuon 
control ADPE llstmllS t1on survev and all tvnes of survevs 

2 manual cards and destroy when no longer needed 
records, noUficatlons, 
and 1Dformat10n llst1Dgs 

3 research records not used to sunnart 1Dventorv ad1ustments destrov after I vear 

-
4 spectal 1Dventory re- used for 1Dventory adjustment destroy after 2 years 

quests and related 
records 

5 not used for 1Dventorv ad1ustment destrov after I vear 
6 1Dventory adjustment standard base supply systems IDVentory adjustment destroy after 2 yean or when no 

or accountable adjust llstmgs used to adjust 1tem/detatl records balances, longer needed, whichever 1s 
ment records nrocessed ,,,.,. AFM 67-1 vol II .  Part Two chao 12 sooner (see note) 

7 1Dventory count card, punch cards or warehouse locat1on val1dat1ons pre destroy when no longer nce.ded, 
DOD physical IDVen pared and accomphshed as part of cyclic/special ID or after cyclic/special 1Dventory, 
tory records, base ventory whichever IS sooner 
warehouse locator/ID - ventory count card 
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TA IILE 67-3. CONTINUED Ir R A 8 C D 
u 
L If the records are 
E or pertam to CODSISUng of which are then 

8 manual forms and cards associated with supply inven- destroy I year after count date. 
torv other than standard base suoolv svstem 

NOTE: Records on certain items, listed in AFM 67-1, are retained as reqwred by other governing directives 

I ITABLE 67-9 
ST( !CK CONTROL A llD DISTRIBtrnON RECORDS (see note) I 
R A 8 C D 
u 
L If the records 
E are or pertain to conslsbng of which are then 

1 source records cred1t/deb1t records, matenal mspectlon and re- pertinent to accountable type trans- destroy after 2 years 
ce1ving reports, DOD single line item release/receipt acuons and contammg valid record 
records, and records bearmg eVJdence (signature, numbers, but are not mechanically 
dates, stamps, etc ) of actual movement of matenel or received for direct input to the com-
oart1al issue of denial outer 

2 key punched, wntten, telephoned, or teletyped reqw- data processed and are reflected on destroy on completion 
s1tions, and related records transaction registers of computer proce.wng 

and machine audit. 
3 transaction reg- dally transaction registers pertaining to cost category generated by ADPE systems and destroy after 6 months. 

1sters I and manager review items accumulated by IMs, SSMs, and base 
support act1v1t1es -

4 weekly transacuon reg1Sters pertauung to cost cate-
gorv I, Il, and III items -

5 monthlv transaction re1nsters destroy after 2 years. 
6 monthly com- data received, date of acuon, transportanon data, 

pleted requ1s1- costs, and related correspondence, maintamed in 
non listings record number sequence, used for research and 

analytical studies by IMs, SSMs, and base support 
activities 

7 completed debit llstmgs of record numbers, action, quantity, site, con- weekly merge llsungs destroy on receipt of 
and inventory d1tion, consignor, and related records monthly merge hsungs. - adJustment 
merged listings 

8 monthly merge hstinl!:S destroy after 2 years 
9 ADPE output operational pnntouts for error detection, venficatlon, dally, monthly, and quarterly hsungs destroy on assurance of 

pnntouts suspense action, negauve balances, and other and reports for review analysis and computer processing. 
nonaccountable-tv.,.. acuons corrective action -

10 management pnntouts of monthly avadab1hty hsungs, destroy after I year 
master analysis reports, controlled exception analysis 
reports, stock control and d1stnbuuon analysis 
reports, zero balance noUficauons, and other manage-
ment-tiee data -
AFLC hstings (cards and reports) for local tenant monthly hsungs 
(off' and on base) support pertaming to completed re-
d1Stnbuuon orders, requ1s1uon management of central 
and base procurement items, transaction occurrence 
reports, application of asset reports, reqwrement and - inventory statements, and related records 

12 quarterly hstin!l;s destroy after 2 vears. 
13 PCAM cards cards generated by act1v1Ues using the destroy 1 year after - and hstings PCAM system, and cover the infor- preparauon of hstlngs 

11 

mat1on in rules 9 through 12  
hstinlls and related records destroy after 2 vears14 
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TA ILE 67-9. CONTI 'IIUED I 
R A B 

L If the records 
E are or pertam to consisting of 

15 stock balance cost category I and II reports, general purpose sum-
and consump- mary cards, magnetic tapes, listings, SSM control 
tlon records system files, transmittal sheets, master control 

records, erroneously reported item list, asset data, 
requirements data history files, and comparable spe-
c1al reports prepared and submitted by SSMs, IMs, 
and base suppon activities of AMAs to collect 
worldwide AF usage (consumption) and asset (mven• 
tory) data on which future requirement programs 
may be based and centralized control mamtamed - over AF centrally procured items 

16 

-
17 

-
18 

19 supply eff'ec- command request analysis, 1mt1al request actions, 
uveness reports processing time, adjustment actions, line item 

requests, receiving records, pipeline time, depot sum-
manes, item status, and other management repons, 
sequenced as required for review, analysis, and 
corrective action -

lO 
21 supply support cards or other records used for local control and 

control records suspense 

-
22 

-
23 -
24 

25 

26 Pnnc1pal and mventory report of pnnc1pal and secondary matenel 
Secondary item items, mcluding stock funds 
report 

, _  

C DI 

which are I then 

monthly reports at ALCs and AF destroy after next 
reportmg act1v1t1es reportmg cycle 

quanerly repons sent to resident destroy retamed copies 
auditor after subm1ss1on of following when no longer 
auanerlv reoon needed 
IM/ ALC consolidated reports destroy reqmrements 

data h1Story file after I 
year

I destroy after 3 years, 
I exceot see rule 17 

ateMAJCOMs destroy after 5 years 

at other than MAJCOMs destrov after I vear 
war readmess matenel (WRM) destroy when the 
spares and spare pans requirement WRM requirement 1s 
card file deleted for a spec1fi.c 

orgamzat1on or re-
placed by a new 
(chan2.e) card 

floating spares requirement and destroy when depot 
Justification file mamtenance reqmre-

ments no longer exist 
for the item 

manne engme history file destroy 3 months after 
item IS dropped from 
base suooon inventory 

government-owned cylinder records destroy I year after 
accountability for the 
stock numbered item 
has been termmated 

returnable contamer records destroy 6 months after 
containers have been 
returned to vendor and 
act1v1ty has been re-
lieved of property 
resoons1b1litv 
destroy after 3 years, 
or when no longer 
needed, whichever 1s 
sooner 

NOTE The term •depot• as used herem refers to all supply establishments mamtained for the storage and issue of supplies for domestic or over
sea supply, such as d1stnbuuon, key, pon stock, filler and reserve depots, and comparable establishments m oversea commands 
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I TABLE 67-10 Ir SUPPLY CONTROL RECORDS I 

R A 
uL If the records areE or pertain to 

1 control and suspense files 
2 supply reportmg rec-ords 
3 supply reference rec ords 
4 output products 
5 data services opera t1onal records 

I TABLE 67-11 
EOI ITPMENT MANAGEME li!T SYSTEM I 
R A B 
uL If the records are or 

E pertain to consisting of 

1 orgamzat1onal records mmutes of equipment review panels, eqwpment ut1hzat1on surveys, comparative analyses, review 
-

2 
3 reportmg orgamza nonal file (ROF) 

-
4 

5 <RESERVEDl 
6 (RESERVED) 

B C D 

consisting of which are thenrequ1s1t1ons, shippmg orders, purchase requests, ship destroy on completion of pmg records, status records used for mformat1on and requ1s1t1oncontrol purposes, do not affect the accountable bal ance, and are not filed with the stock accounts cards, hstmgs, change notices, supply status reports, destroy after next reponmg and related data for reference and mformational pur- cycleposes, are not subject to audit, and are not covered elsewherespecdicauons, supply catalogs, pubhcat1ons card at mstallations destroy when superseded or mdexes, code mdexes, equipment hsts, and related l l obsoletereference aids hstmgs, cards mechanically produced, and are not destroy when superseded or covered elsewhere no lonller needed library tapes, service tapes, work tapes, program ftow destroy when superseded, charts. punched cards. and wnteup mstruct1ons obsolete or no Ionizer needed 

and evaluation studies, allowance document re-views, and related records 
mecharuzed cards, tapes and/or hstmgs which reftect equipment reportmg status of each AF organization and wanime add1t1ve m1ss1on that reawres eauioment sunnnn USAF master ROF 

7 base equipment master monthly file report, which mcludes cards and/or file (BEMF) tapes and hstmgs which are edited and corrected before subm1SS1on to CEMO by BEMO -
8 

- created under the standard base level supply sys tern (UNIVAC IOSC>-In and used for management 9 and audit oumoses 
10 records descnbed m rules 7 and 8 ,  zero balance registers and authonzation records used to clear the propeny account when an activity IS mac-tivated 
-

authonzatlon records used for venficat1on that the property account has been cleared 11 

C D 

which are thenat MAJCOMs and maJor destroy after 10 years (EX subordmate commands CEPTION. destroy analysis source matenal and physical mventory repons when no Ionizer needed) at bases destrov after 2 vearsdestroy I month after super-seded. 
destroy I year after super-seded 

I I  

at BEMO I Idestroy BEMO hstmgs after Iyear.
destroy cards after corrective actions have been annotated on the monthly hstmlll destroy after I year 
destroy all propeny records on mact1vat1on of an activity or when directed by the com-manderdestroy 2 years after mactl-vatlon of act1v1ty or 2 yearsafter the reports have been destroved 
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TABLE 67-11. CONTINUEDti
I ,  R A 

uF L If the records are or 
; : E pertain to' '  , 1 
t '  12 audit trail records 
I .  
i ! 

13 I MEMO files 
i4 

thru (RESERVED) 
17 

I
I 

18 register equipment 
management (REMS) 
records 

19 
thru (RESERVED) 

lO 
21 register equipment 

management (REMS) - records 
22 

-
23 non-REMS senabzed 

mventory equipment 
records 

24 

25 eqwpment manage 

I 
B 

consisting of 

document control registers, suspense document 
files, completed document files, and appbcable 
adJustment records removed from the BEMO for 
UJ><lat1mz and showimz the audit trail stamo 

vehicle authonzat1on bsts used to d1ssem1nate the 
specific authonzatlon for a given umt or function 

vehicle allocation and d1stnbut1on records used to 
d1Stnbute vehicles agamst vabd shortages and are 
summanzed (ktnd and Quantity) 
worldwide master control file 
custody receipt !1Sttngs and related data used to 
control senabzed equipment 

changes to the basic file 

bstmgs of all base eqwpment master card files 

AFR 12-50 Vol II 30 October 1987 

C D f 
which are then 

destroy I year after comple 
tlon of action 

tlsee table 167-1

II 
destroy I year after comple 

"et1on of last repon 

destroy 1 year after d1stn• 
butlon of the vehicles 

at the IM destrov after 10 vears 
destroy when super.;eded. 

destroy when action IS com-
Dieted 
destroy I year after super 

ment balance register md1cating out-of-balance cond1t1ons between cus- seded 
todv rece1ots and reoortable records 

26 
27 warranty or guaranty forms, correspondence, and related records which destroy after expiration of the 

records specify the penod of time a warranty or guaranty warranty/guaranty penod 
ttem may receive free parts replacement and/or 
maintenance servtce 

28 
thru (RESERVED) 

30 
•31 equipment manage 

ment reports, redtstn-
button orders (RDOs), 
transfers and loans 

32 personal clothing and 

- equipment record, and 
comparable forms 

33 

-
34 

-
35 

machine punched cards, bstlngs, supply suppon 
repons, and comparable-type reports relating to 
equipment survetllance, control, 1dent1ficat1on, 
changes, accounting, red1Stnbut1on, monetary 
obl11zat1ons vehicles authonzauons bsts etc 
personal clothing and equipment record and com 
parable forms used for 1SSue of personal clothing 
and equipment 

ongmals 

retained copies 

at EMO/BEMO and bal 
ances are transferred to a 
new form 

at EMO/BEMO and in• 
d1v1dual ts reassigned per-
manent change of station 

destroy I year after action 1s 
completed or I year after 
equipment has been returned 
to angina! base 

destroy when balances are 
transferred to a new form 

destroy when a J0tnt sat1sfac-
tory inventory and signed 
certificate IS accompbshed 
between the md1v1dual and 
the servtcmiz EMO/BEMO 
send to CBPO In & Out Proc 
essmg Umt for d1Spos1t1on per 
AFR 35-44 (see table 35-1,  
rule 1 and l I)  
the losing EMO/BEMO de-
strays 6 months after the ong• 

- ma! has been forwarded (rule 
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TAB E 67-11. CONTINUED I 
R 

u 
L 
E 

A 

If the records are or 

pertain to consisting of 

B 

36 signed copy 

-
ongmals 

-
38 eq111pment record for emergency deployment per-

t1Dent to cost cateizorv II items 
39 registers of expendable and nonexpendable, non 

returnable items 
40 equipment custodian Custodian Authonzatlon/Custody Receipt L1st1Dg 

file (CA/CRL) and weapons senal number hst1Dg 

-

-
•41 1Dformat1on file on office machines, temporary 

issue receipts, requests for purchase, and warran 
ty/guaranty records, adJustment records, records 
pertalDIDg to 1Dventory actions, that 1s, govern-
ment property lost or damaged (GPLD), reports 
of survev etc -

•42 suspense copies of custodian requests/receipts 
which require approval above w1Dg level or spe-
c1al base level coordination -

•43 copies of custodian requests wluch req111re ap-
proval above w1Dg level or special base level 
coord1DBt1on, receipts and other records which 
affect the CA/CRL balance, and dally document 
reioster (T)()4) 

•44 tra1D1Dg equipment records relating to the request to base supply 
issue and tum-in activities for tram1Dg eq111pment, not1ficat1on of 

action taken on request, and return of eq111pment 
to base supply activities, 1Dclud1Dg issue/tum-in 
silos and related corresoondence 

•45 equipment custodian Custodian Request Log 
file-

•46 approved copies of requests for office furniture 
which reau1re aooroval bv the umt commander 

I ITABLE 67-U 

MA rERIEL UTILIZATION PR( •GRAM RECORDS I 
R A B 

u 
L If the records are or 

E pertam to consisting of 

1 requirement and asset data summary products 
registered ID the DO67 ---- system 

2 DO67 system master record ID National Stock 
Number seauence 

...L excess item data huzh dollar excess items 

..L. ,-u•ess summarv orodnrt• 

C 

which are 

at EMO/BEMO and ID• 
d1v1dual 1s discharged, 
released from active duty, 
or personal retention re-
au1rement 1s tenmnated 
retamed by 1Dd1V1dual 
equipment function after 
events ID rule 36 

at 1Dd1v1dual equipment 
function 
custodian copies 

C 

which are 

at the matenel uuhzauon 
control office (MUCO) 

149 

D 

then 

send to CBPO Reenlistment & 
Separation Umt for d1spos1t1on 
per AFR 35-44 (see table 
35-1, rule I) 

destroy 6 months after tum ID 
of all equipment. 

destroy when items are re-
turned to the custodian 
destroy 90 days after date of 
last entrv 
destroy superseded matenal 
upon receipt of updated hst-
IDIZS or 1Dformat10n 
destroy when no longer 
needed 

hold with support1Dg record 
until all acuon IS complete, 
then file 1t ID the completed 
file 
destroy upon receipt of new 
CA/CRL or 90 days after 
issue date 

destroy on tum-1D of eq111p-
ment 

destroy after I year, earlier 
d1sp0S1t1on authonzed, 1f no 
Ionizer needed 
destroy after I year 

D 

then 

destroy after 2 years 

destroy after I year 

destroy after 6 months 
destroy after 2 years 

J. 
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process1n11 

150 AFR 12-50 

TAI LE 67-12. CONTINUED I 
B C DR A 

u If the records are or 
E pertain to consisting of which are then 

-
-5 excess action list 

6 status of excess 7 excess reV1ew llst1D2S destrov after I vearexcess record deletion llst1Da at the AF item manager's destrov after DIJl'1l0Se served destroy after ....!.... 
9 documentation ID rules 7 and 8 6 monthsoffice 

10 1Dterro2at1ons destrov after I 
11 excesses available ID De- referrals destroy after 6 yearmonthsfense Property Disposal 
- activities 
12 at the MUCO destroy after 2 years. 
13 matenel ut1llzat1on reoorts all 
14 excess item transaction 0050 system monthly summary of excess item destroy after 1 yeardata transfers 
15 Reclamation Program products from D067 and other systems 1Dter- at the MUCO, system destroy after 2 years.face to facilitate reclamation processes, reports manager /1Dventory of reclamation schedules, status, manager office condemned/not found data, and completed save lists 
16 excess contractor 1Dven- 1Dventory schedules, transm1tt1Dg correspond-tory (production contracts ence and correspondence applicable to 1Dd1-only) v1dual plant clearance cases conta1D1Dg excess oroduct1on contractor mventorv orooertv 
17 component item screen1Dg product from D049/D067 1Dterface to fac1ll- destroy after 1 yeartate comoonent item screen1n2 
18 D049/D067 reject hstmg government furnished matenel items that faded at the MUCO screenlDI!: cntena or no match on D049 I I 
19 D049/D067 buy item component items that meet the cntena for system at the MUCO, system component ava1lab1hty list- offienng as government furnished matenel manager/1Dventory mana-IDI!: 11:er office II 
20 government furnished AFLC/AFSC forms on 1mt1al GFAE support at the MUCO destroy after 2 yearsaerospace eqwpment request, GFAE spares, spare parts and equip-(GFAE) pro1ect folders ment reQwrements 
21 government funnshed data by end item 1Dclud1Dg list of components matenel (GFM) project to be supplied as GFM folders 
22 GF AE reject repons monthly repon of items be1Dg rejected by con- destroy after I year.tractors 
23 D034 products list of items ID the MUCO account and used for 1DVentory ad1ustment 
24 government-owned special copies of contracts, amendments, and storage at the MUCO, 1DVentory destroy after 2 yearstoohng/spec1al test equip- agreements manager/systemment (ST /STE) and spe-c1al tool1Dg test eqwpment management system 
-
- (STTEMS) (C017) 
25 1DVentory llst1Dgs destroy when superseded or entered 1Dto CO 17 
26 screen1Dg reviews llst1Dg destroy I year after comple-- tlon of reV1ew 27 keypunch source records and exceptions destroy when validated by receidestroypt of a transaction list - transaction lists 3 months after date of -28 
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TAJ LE 67-12. CONTINUED I 
R A B C D 
u 
L If the records are or 

E pertain to consisting of which are then 

-29 ST /STE sh1ppmg list other than disposal destroy when ST /STE IS 
returned to storae;e site 

30 ST /STE sh1ppmg list for disposal destroy when ST /STE record 
IS deleted from system -

ST /STE transaction re1Z1sters destrov after 2 vears.AL 
32 mterrogat1on replies destroy when superseded or 

no longer needed, whichever - IS sooner 
vahdated file establish pnntouts destrov after 2 vears 

I TABLE 67-13 
STI ATEGIC AND CRITIC.&1 MATERIALS RECORDS I 
R A B C D 
u •L If the records are or 

E pertain to consisting of which are then 

1 seizure records reqws1t1ons by Admwstrator of Export Control, reqms1- destroy after 12  years 
uons by Office of Expon Control, and correspondence on 
the seizure and shipment of matenals related to requ1s1-
tlons issued by the government ordenng seizure of cer-
tam matenals as necessary to the government, and direct-
mg shipment of the matenal to specified destmatlons 

2 strategic and cnt1cal voucher files (mcommg talhes and manual stock record destroy 2 years after final 
matenals program rec- cards), sh1ppmg mstruct1ons, rece1vmg r�pons, repons of out-shipment of matenals, 
ords matenals on hand, mventory reports, and related corre- provided GSA IS furnished a 

spondence mc1dent to storage, secunty, and mamtenance hst of the records to be de-
of strategic and cntlcal matenals on m1htary reservations stroyed 90 days before de-
pursuant to Pubhc Law 520, 79th Congress struct1on date so that GSA 

can venfy the adequacy of 
their records If no objection 
to disposal of records 1s md1-
cated w1thm the 90-day per-
1od, destrov the records 

TABLEe67-14 I 
SPI CIAL PROGRAM/PROJECT RECORDS I 

R A B C D 
u 
L If the records 

E are or pertain to consisting of which are then 

1 requ1s1t1onmg reqws1t1ons, shlppmg orders, and related correspondence at MAJCOMs m connec- destroy after 2 years 
from ANG, State Guard, and AFROTC organizations t1on with approvmg and 

transm1ttmg supply requ1-
s1t1ons to supplv act1v1t1es 

2 supply directive directive memoranda, shlppmg tickets, item hstmgs, at HQ AFLC/LM destroy 90 days after deadlme 
and special proj- backorder files (item card), case and item files, tabulated date. 
ect records listings, cards, and related correspondence pertment to 

mtegrated movement of AF supphes and equipment to 
support special programs/projects ........ 

3 at other than HQ destroy 6 months after cancel-
AFLC/LM latlon notice has been issued 

bv the morutonn2 activity 
4 logistics orders register of LOs numbers at HQ 1035th Techrucal destroy 3 years after closeout - (LOs) Operations Group 
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TABLE 67-14. CONTINUED 
R A 

u 
B C I I D 

L If the records 
E are or pertain to consisting of which are then 

5 numbered LOs, bstmgs of equipment and supplies, LO 
amendments, and related correspondence ongmated and 
used to direct and control shipments of orgamzat1onal 
resources to specified locat10ns 

5.1 r------------------------=at squadron/detachments destroy I year after closeout. 
6 monthly LOs status reports 

I TABLE 67-15 
EN ,.!NEERING DA TA DISTRI IJUTION AND CONTROL RECORDS I 
R A 
u 
L If the records are or 
E pertain to 

1 record copies of official 
eng1Deenng records per 
ta1D1Dg to missile, aero 
nautical, nonaeronauucal 
systems, subsystems or - eqwpment 

2 

3 ong1Dals of official eng1-
neenng records (except 
category II modifications) -

4 

5 mformabon copies of 
engmeenng drawings 

6 prel11D1nary and expen 
mental eng1Deenng draw 
IDll:S 

7 category II mod1ficat1on 
draWIDIZS,_

•s eng1Deenng data authon 
zatlon to receive, requ1s1 
tlon and mvo1ce/sluppmg 
document, and request for 
data forms 

NOTES 

B 

consisting of 

microfilm copies of form 2 and 3 specifications, 
standards, exh1b1ts, parts lists, 1Ddexes, related 
1Dformat1on and form I, 2, 3, d1mens1oned en-
gineenng drawmgs 

copies of form I, 2, 3 und1mens1oned eng1Deer-
m11: drawm11:s on stable base matenal 
form 2 and 3 speclficat1ons, standards, exh1b1ts, 
parts l1Sts and form I d1mens1oned engineenng 
drawings 

form I und1menS1oned engmeenng draw1Dgs 
(see note 2) 

drawings prepared by AF or contractor 

m1SS1le, aeronautical eng1Deenng draw1Dgs, 
spec1ficat1ons oreoared bv AFSC act1v1t1es 
AF Forms 1 147 and 1 149 and related forms 

at act1v1t1es m rules 4 and 
5 I above 

C DI 

which are 

at USAF engmeer-
mg data repos1tones 

at A F  design actlv-
ltles on which 
approved changes 
are recorded 

' 

at base EDSCs and 
m reference files 

!then 

destroy after related system, sub-
system or equipment 11S removed 
from active AF mventory, or 12  
years after the last related system, 
subsystem or eqwpment IS purchased 
(delivered and accepted by the AF), 
whichever 1s later (see note I )  
destroy upon 1Dact1vat1on o f  the 
drawm2 (see note I )  
destroy 35 workdays after date of 
weekly activity report announcmg 
the draw1Dg as 1Dact1ve, provided a 
microfilm copy IS on file at 
AFALD/PTD (see note I )  
destroy after related system, sub-
system or equipment IS removed 
from active AF 1Dventory, or 1 2  
years after the last related system, 
subsystem or eqwpment 1s purchased 
(delivered and accepted by the AF), 
whichever IS later (see note I )  
destroy when superseded, obsolete, 

'mact1ve, or when no longer needed, 
whichever IS sooner (see note I )  
see table 80-2 
'!

lsee table 57-2. 

destroy when obsolete, supeneded, 
or no longer needed. 

Destroy all paper pnnts and microfilm reproductions ID both reel and card form ID any manner that will render the documentation useless (see 
AFR 12-50, volume I, paragraph 4-10) (EXCEPTION AFLC will transfer the microfilm record copy of inactive or obsolete eng1Deenng data 
on aircraft to the Air Force Museum after retention penods specified above have expired The Air Force Museum will not release or disclose any 
data outside the government for which the ownership has been transferred to that orgamzat1on, and 1s responsible for any reproduction of the data 
The Air Force Museum will msure protection of an::, propnetary data m accordance with AFR 1 2-30 and will so mform any other government 
agency that 1s provided data by the Air Force Museum of the government agency's respons1b1lity to protect such datat) 
2. The AF record copy of und1mens1oned draw1Dgs will be retained ID their ongmal format and not reduced to rmcrofilm or other m1D1atunzat1on 
procedures 

1 
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I lTABLE 67-16 
All CRAFT /MISSILE STA TI 
R A 
u 
L If the records are 
E or pertain to 

1 aircraft stat1st1cs 

-
2 

3 

4 md1v1dual master air-
craft/m1ssile/drone his-
toncal cards 

,TICAL AND HISTORICAL RECORDS I 
B 

consisting of 

cards, bstmgs, reports, gam and loss data, senal num-
bers, inventory 

subsidiary reports 

cards used to account for all a1rcraft/1mssiles/drones, 
and winch reflect all changes while m the AF mven-
torv 

C 

which are 

at HQ AFLC and 
other AFLC actlv-
1t1es 
at HQ USAF 

at HQ AFLC and 
HQ AFSC 

NOTE. OIiier to the National Arcluves m 5-year blocks when most recent document 1s 25 years old 

applicable to records covered in 67-senes tables). 

I lTABLE 68-1 

S4 T F� CONTRACT ll FCORDS I 

68. Redistribution and Marketing. These tables cover records pertairung to utibzation, conservation, or other disposi
tion of personal property and exchange or sale of property m the custody of the AF Property Disposal Officer (not 

R A 
u 
L If the records 
E are or pertain to 

l md1v1dual sales 

-
2-
3-
4 

-
s 

6 consohdated 
property sales 

7 unsuccessful 
bids 

-
8 

B 

consisting of 

record copies of mv1tat1ons for bid, hsts of prop-
erty schedwed for sale, abstracts of bids, deposit 
shps for payment, and related correspondence 

information copies 

hstmg category files, ongmal surplus property hsts 
and d1screpanc1es, and complete sales tiles (mclud-
mg copies of sales notices, abstracts of btds, con-
tract summary sheets, and copies of each finance 
tum-m record) 
bid forms submitted by bidders and bidder reg1s-
tratlon cards of unsuccessful bidders 

D 

then 

destroy when no longer needed 

destroy when no longer needed 
or after 4 years, wluchever IS 
later 
destroy when no longer needed 
or after 6 months, whichever 1s 
sooner 
retire as permanent ( see note)

11 

C 

winch are 

transactions that deviate from 
estabhshed precedents with 
respect to disposal of surplus 
real property and related per-
sonal property 
transactions over $2,500 

transactions of $2,500 or less 

transacnons m oversea areas 
requtnng secunty trade con-
trol actions 

related to instances where 
award was made to other than 
the high bidder or where an 
unsuccessful bidder has sub-
m1tted a orotest or complaint 
not related to instances m rule 
7 

D 

then 

destroy 6 years after final pay-
ment 

destroy 6 years after final pay-
ment (see note) 
destroy 3 years after final pay-
ment (see note) 
hold m current file area unttl 
completion of secunty trade con-
trol procedures, and destroy 1f 
retention penods m rules 2 or 3 
have expired 
destroy 3 months after final pay-
ment or when no longer needed, 
whichever IS sooner 
destroy when last contract re-
suiting from the consohdated sale 
IS ehg1ble for destruction (see 
rules 2 and 3) 

destroy 6 years after date of sale 

destroy I year from date of re-
moval of all property sold on re-
latable sale 

NOTE Records pertammg to outstanding exceptions, unsettled claims by or against the government, incomplete mvesugauons, cases under htlga
Uon, or any other matter mvolvmg a specific request made by the Comptroller General of the United States are retained until clearance therefor IS 
obtamed, and then are destroyed 1f apphcable time penods have elapsed 
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l TABLE!'68-2 
EXf'ESS AND SURPLUS PROPERTY RECORDS I 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

1 AF surplus prop vouchers and supporting records, mcludmg stock record destroy after 2 years 
erty account rec cards, property turn m shps, and sh1ppmg documents that 
ords mvolve the rece1ot of!'sumlus orooerty 

2 AF excess prop requests for d1spos1t1on of excess property and related corre- at act1v1t1es havmg 
erty records spondence physical possession 

of the property 
3 d1spos1t1on of AF records that pertam both to the red1stnbut1on and uuhzauon destroy after 5 years 

surplus and excess of property that 1s excess to overall AF requirements and to 
property disposal of surplus property, correspondence and reports 

related to the status of all transfers, donations or disposal, 
and comparable matters relative to property d1spos1t1on, 
mcludmg such forms as excess and surplus mventory data, 
exchange/sale property report, and report of excess personal 
orooertv 

4 uuhzauon of other hstmgs of excess property not reqwred by the AF destroy on expiration date 
government 

-
agency excess 
property 

5 hstmgs of excess property, requests for transfer, reports, and destroy after 2 years. 

- related correspondence, wluch are for property reqwred by 
the AF and reimbursement 1s not mvolved 

6 hstmgs of excess property, requests for transfer, records per destroy 3 years after re1m 
tammg to transfer of funds, reports and related corre- bursement obhgat1on 1s hqw-
spondence wluch are for property reqwred by the AF, and dated 
reimbursement 1s mvolved 

69. Storage and Warehousing. This table covers records pertauung to receiving, processing, placing, keeping, remov
ing and issuing matenel. It includes storage methods, terms, reqmrements, space, and ut1hzation. For storage anc 
handling of armament, see table 136-2; for fuels, propellants and chemicals, see table 144-1. 

I ITABLE16�1 
ST( •RAGE AND WAREHOUSING RECORDS I 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

1 storage fac1ht1es and leases or rental agreements for storage fac1ht1es, and supple destroy m accordance with 
services contract mental agreements thereto, storage bwldmg plans and plots, table 7(>-1 

contracts for commerc1al storage services (such as garage, 
parking and storage space for adm1D1Strat1ve velucles, com 
merc1al cold storage, storage other than rrulroad yards, com-
merc1al warehouse closed storage service, and railroad 
ground storage yards), change orders, supplemental agree-
ments, and dehvery orders for storage services, bills for ser 
vices. oavment vouchers. and related records 

2 warehouse plannmg diagrams for warehouse, shed, open storage space or com- destroy when superseded or 
and Iavout narable records obsolete 

3 locator records space control sheets, location sheets, location cards, bm tags, 
and other records wluch are a part of the location system for 
supplies and equipment, or used as a check of mventory of 
stock location 

4 warehouse rece1v copies of sluppmg documents, car am val reports, talhes, or destroy 3 months after 
mg other comparable records used for car spottmg, ass1gnmg receipt of slupment. 

labor and equipment, unloadmg of supphes, or other pur-
poses connected with the receipt of supplies at depot ware-
houses 
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TAI LEai9-1. CONTINUI D I 
R A B C D 

u 
L If the records 
E are or pertain to consistmg of which are then 

5 warehouse sh1ppmg copies of records used for p1ckmg, packmg and load1Dg at depot warehouses destroy 3 months after ship 
stock for shipment (such as sh1ppmg documents, tallies, ment 
reports of outbound freight cars, work assignment sheets, 
stock or oackmsz taszs) 

6 labor and eqwpment work assignment sheets, workmg reports of the operation of destroy after 6 months 
for warehous1Dg ac- matenals-handllng eqwpment, daily work reports showmg 
t1v1t1es such 1Dformat1on as date, shift, cars or trucks loaded or un-

loaded 
7 storage control reg- voucher assignment reg1Sters, sh1ppmg control registers, tally destroy after 3 years 

1sters number re21sters. and comoarable devices 
8 storage reportmg storasze soace and occuoancv reoorts at MAJCOMs 
9 depot space and operatmg reports, monthly matenel at subordmate ac destroy after 1 year 

handling reports, or comparable reports relat1Dg to overall t1v1t1es 
storasze operation which are made to h11�her headauarters II 

10 special weapons Site plans show1Dg type and location of storage and mam at bases and 1Dter destroy when superseded 
storage facilities tenance facilities at AF bases for atomic, radiological and mediate headquar-
report b1olo21cal weaoons ters 

11 a1rcraft-mstalled IDVentory records of B1rcraft-1Dstalled equipment winch the at EMOs/BEMOs destroy on removal of item 
eqwpment storage Blrcraft mamtenance officer has determ1Ded IS used 1Dfre- from storage 

auentlv 

•70. Contracting and Acquisition. These tables cover records relatmg to contractmg and acquiring matenel and serv
ices from sources from outside the AF. 

J 
I ITABLE 70-1 

•co11 rrR.ACTING RECORDS I 

R A B C D 

u 
L If the records 
E are or pertain to consisting of which are then 

•1 general contract contracts, reqwsltlons, purchase order, lease transactions of $25,000 or less and destroy 3 years after final pay-
case files (pay1Dg and bond surety records, 1Dclud1Dg corre construction contracts under ment 
office contract spondence and related papers pertammg to $2,000 
files are covered award, adnurustratlon, receipt, 1DSpect10n and 
ID table 177-18) payment, and other records prescnbed ID the . 

Federal AcqU1S1t1on Regulation 48 CFR 4 805, 
contract1Dg or purchase organization copy and 
related papers for 1Dtemal audit purposes (see 
note 1)-

•2 transactions of more than $25,000 destroy 6 years and 3 months 
and all construction contracts after final payment 
exceed1D2 $2.000 -

•2.1 GAO copies of contracts destroy 6 years and 3 months 
after close of contract -

•3 utility contracts conta1D1Dg records of pay- destroy 15 years after close of 
ment by the government for connecuon or contract. 
term1Dat10n charges assocmted with the serv 
ice or records of payments to become due to 

- the government by the supplier (e g ,  electnc 
cooperauves, etc ) 

4 delivery order transactions for destroy 6 years after payment 
more than $ l 0,000 wntten agamst (Also see rule 5 ) 
utility requirements contracts to 
provide payment for services 
received 
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TABI!6-E 70-1. CONTINl ED I 
R A B C D 
uL If the records E are or pertain to consuting of which are then I year after payment delivery order transactions for destroySI 0,000 or less wntten aga1Dst utility requirements contracts to (Also see rule 5 )  provide payment for services received reta1D until final clearance or set-tlement, or until the retention records pertaDUng to exceptions or protest, chums for or agamst the Umted States, 1Dvest1gat1ons, penods otherwise specified fer cases pendmg er ID litigation, or the records ID rules I through 3are comoleted. whichever 1s later year after date of award or until final payment whichever, 1s later (Exception 

similar matters -•s.1 all unsuccessful offers or quotations that per-tam to contracts below the appropnate pur-chase l11rutat1on ID FAR, Part 13 destroy I 
If the contract1Dg officer deter-mmes that the files have future value to the Government, retam and destroy when no longer 

6 -•s.2 contract status (progress1Dg), exped1t1Dg, and oroductlon surveillance records - destroyment months after final pay-
destroy years and 3 monthsafter final payment •s.3 6signed ongmals of 1ustrlicat1ons and approvals and determ1Dat10n and find1Dgs reqwred by FAR Part 6, and of support1Dg documents and data-

•s.4 labor compliance records, mclud1Dg equal emolovment oooorturutY records - 1Dformat1on copies 
destroy 3 years after final pay-ment.destroy months after final pay-ment or when no longer needed, wluchever 1s sooner -

-
•7 records or documents other than those ID destroy I year after final pay-FAR 8 405 (a)-(J) pertammg to contracts mentabove the appropnate small purchase linuta-non ID FAR Part 13 •1.1 records or documents other than those m destroy 6 years and 3 monthsFAR 4 805 (a)-(k) pertammg to contracts after final payment above the appropnate small purchase linuta-t1on ID FAR Part 13 •7,2 records pertammg generally to the contractor at purchas1Dg and contract ad- destroy when superseded or as descnbed ID FAR 4 .80 llc)(3) nurustrat1on offices obsolete-
7.3 duolicate or worklll.ll coines destroy when no longer needed Solicited and relat1Dg to transactions above the appropnate filed separately from contract destroy hen related contract 1s unsolicited case files completed 

3 

small purchase linutatlon ID FAR Part 13 - unsuccessful bids filed with contract case files destroy withe the related contract case file (see rules I and 2) destroy with the related contract case files (see rules and 2) 
*7.5 

*7.6 successful bids and orooosals I I

Itransactions that 1Ddefin1te deliver-type contracts, call procure- destroyterm1Dat1on.years after exp1rat1on or do not obligate ment arrangements, basic ordenng agree-funds ments. and related records 6 
I 

8 

https://worklll.ll
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TAB E 70-1. CONTIN IJED I 

R A B C D 
u 

If the records 
E are or pertain to consisting of which are then 

cancelled pro-
curement actions 

purchase orders and contracts which were 
cancelled before legally effective contracts 

destroy 5 years after date of can-
cellat1on 

were consummated, and related procurement 
records-such as notification of cancellatlon, 
vanous contractual forms, related correspond-
ence, and other papers, and, 1f funds have 
been allocated, copy of the not1ficat1on that 
the funds are to be cancelled (see FAR 4 801 
(c)( l )  

10 subcontracts contracts or hsts of vendors subrrutted for 
wntten under a approval as to source only 
filled-pnce pnme 
contract 

•11 Armed Services notice of appeal, rule 4 records, complamt, 
Board of Con- answer (and/or motion), tnal attorney's work 
tract Appeal papers, transcnpt of proceedmgs before the 
cases Board, exlublts, bnefs, and Board dec1s1ons 

u engmeenng adopted AF and/or contractor-m1t1ated ECPs 
change pro- or VECPs concenung repair, modenuzat1on 
posals (ECPs) of AF items of equipment mamtamed as a part 

of the md1v1dual procurement case file 

13 -
•14 ECPs recommended for adoption by the AF, 

but not adooted -
•ts ECPs withdrawn bv the contractor -
16 rejected ECPs 

17 source selection records of source selection boards, and their 
proceedmgs attendant workm11: and evaluation 11:rouos -

18 proposals furnished by a successful contractor - -

19 proposals subm.1tted by unsuccessful compet-
1tors -

20 notes and workm11: oaoers of irrouo members 
21 small busmess records used m congressional heanng regard-

program files mg past small busmess actions and 1D1t1at1ves, 
statistics, and related papers 

•22 md1v1dual vend- miscellaneous matenal md1catmg supphes and 
or files services offered by each vendor 

•23 numbered con- records used to announce contractmg pohc1es, 
tractmg letters procedures, mstruct1ons and 

sohc1tat1ons-contract formats 

at the contractmg offices admm-
1stenng the pnme contract 

sent to the Board m suppon of 
the parties' pos1t1ons with regard 
to an appeal taken under the 
disputes clause of an AF con-
tract, together with the worklng 
papers of the tnal attorney 
charged with respons1b1hty of 
representmg the AF before the 
Board 
for AF and/or Secunty Assist-
ance Program use, winch result 
m change orders, supplemental 
agreements, or other mstruments 
necessary for eff'ectmg contract 
chamzes 
at the adlI!llllstratlve contractmg 
office as part of the official con-
tract file 

at procunng and/or techrucal 
evaluatm11: offices 
at the SPO or project morutor 
office 

at purchasmg offices, contract 
admm1strauon offices, and 
MAIJCOM small busmess staff' 
elements 

destroy on completion of the sub-
contract 

destroy 10 years after final action 
on dec1s1on 

see rules I and 2 

destroy after 2 years 

destroy 6 months after final pay-
ment under the contract 
destroy with related contract 

destroy 6 years after final pay-
ment of any contract resultmg 
therefrom 
destroy with related contracts. 

destroy after I year 
destroy when superseded or ob-
solete 

destroy when md1v1dual docu-
ment IS superseded by a new 
record, when vendor 1s removed 
from list of suppliers, or on mac-
t1vat1on of the procurement 
act1v1tv. wluchever IS sooner 
destroy when superseded, 
obsolete and-or mcorporated m 
the Federal Acqu1s1t1on Regula-
t1on (FAR) or m a  supplement to 
the FAR 
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NOTES 
I See FAR 4 803 for contents of contract files at the purchasmg office, contract ad1I11mstration office, and the paymg office 
2 See FAR 4 803 for contents of contractor general files at purchasmg and contract adm11ustrat1on office 

TABLE 70-2 I 
OV �RSEA CONTRAC "ING RECORDS (see note) I 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

•t contract control 
files 

ledgers, purchase order logs, and md1v1dual contractmg 
record cards 

at contractmg offices destroy 1 year after comple-
t1on of 0ro1ect 

2 md1v1dual vend• 
or files 

nuscellaneous matenal md1catmg supphes and services 
offered by each vendor 

destroy when md1v1dual docu-
ment IS superseded by a new 
record, when vendor IS 
removed from hst of supphers, 
or on macbvatlon of the con-
tractmg acbv1ty, wluchever IS 
sooner 

NOTE Contractmg transactions are made with Yen m Japan, or Deutsche Mark funds m the US area of Germany 

I ITABLE 70-3 
PUil CHASE REQUEST REC JRDS I 

R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

I AF-ongmated PRs/MIPRs, project orders and related papers at procunng acbv1bes and destroy with related contract. 
PRs/MIPRs and proj- that result m one contract are filed either with md1-
ect orders v1dual contract file or as a 

secarate senes of records -
2 PRs/MIPRs, project orders and related papers at precunng act1v1t1es destroy with contract haVJDg 

that result m more than one contract lon2est retention oenod. -
3 PRs/MIPRs and project order case files at responsible PR/MIPR destroy 2 years after award of 

and project order control the contract 
offices w1thm requinng 
act1v1bes -

3.1 demand cards produced by ADP eqwpment at procunng act1v1t1es destroy after processmg 
through data processmg 1nstal-
lat1on and transacbon docu-
ment has been rece1Ved or 
cancelled 

3.2 AF-ongmated PRs prepared and procured by the same ALC at responsible PR/MIPR destroy at the end of the quar-
l l e

-
PRs/MIPRs and pro- control offices ter m wluch the con-
1ect1on orders tract/order IS awarded 

4 other agency MIPRs MIPRs and project orders whose reqwrements are at PR/MIPR and project destroy 2 years after nobfica-
and project orders sabsfied solely from AF stock order m management ac- t1on of supply action 
(mcommg) t1v1t1es 

5 MIPRs and project orders whose reqwrements are destroy 3 months after receipt 
sabsfied either by procurement action alone (direct of applicable contract comple-
c1tat1on or reunbursable procurement) or by com- tlon statement 
bmation of procurement and supply action 

6 mformabon copies of destroy 3 months after receipt 
PRs/MIPRs and proj• of contract complebon state-
ect orders ment or other equal not1fica-

hon of contract completion, 
or when no longer needed, 
wluchever IS sooner 

7 cancelled PRs/MIPRs at responsible PR/MIPR destroy 3 months after cancel-
and project orders and pro jeCt orders control labon date 

offices 



3 

AFR 12-50 Vol Il 30 October 1987 159 

I ITABLE 70-4 
BIDl OR PROPOSAL RECORDS I 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

1 mv1tat1ons for successfW bids which result m award of a contract m the md1v1dual contract see table 70-1 - bids (IFBs) case file 

-2 IFBs awarded to a contractor not under the JUnsd1cbon with ACOs destroy after bid opening date 
of admwstrat1ve contracbnit officers (ACOs) as shown on the IFB 
IFBs and resulting bids m formal adven1sed procure- destroy I year after date of 
ments for which no contract was awarded after bids have bid opening, unless bidder 
been ooened asks return of h!S bid 

4 unsuccessful copies of IFBs abstracts, bids of successful bidders, any destroy 3 years after final 
bidders protest protester's bid contractmg officers statement of facts, cir- decmon 1s submitted to pro-
files cumstances, conclusions, recommendations, supponmg tester 

evidence submitted by the protester (such as spec1fica-
tlons, drawings, exh1b1ts, and examples), and related cor-
resoondence 

s unsuccessful bids transachons after 25 Jul 74 for $ 10,000 or less, and trans- destroy after final payment 
or proposals (in- acbons on or before 25 Jul 74 for $2,500 or less under the contract, or I year 
eluding tie bids) from date of award wluchever 

IS later -
6 transactions after 25 Jul 74 over $ 10,000, and transacbons destroy 6 years, 3 months 

on or before 25 Jul 74 over $2,500 after final payment of each 
contract. -

7 records resultmg from a protest or complamt destroy after final resolubon 
of case -

8 bids that have been determined by the purchasmg office destroy when no longer 
to have future value to the government needed 

9 1dent1cal bid copies of 1dent1cal bid repons for procurement, IFBs, at HQ AFLC for trans- destroy after 3 years 
report files abstracts of bids, and supponing records actions after 25 Jul 74 for 

$ 10,000 or less, and trans-
actions on or before 25 
Jul 74 for $2 500 -

10 at HQ AFLC for transac- destroy after 6 years 
uons after 25 Jul 74 over 
SI 0,000, and transactions . 
on or before 25 Jul 74 - over 52.500 

11  11t purchasing/sales acuv- destroy with procurement 
lbes transachons to which they 

relate 
•12  unsobc1ted pro- voluntary proposals reJected proposals return to the offeror upon 

oosals comoleuon of the evaluation I I 
I TABLE 70-5 

CONTRACT PERFOll .M •NCE RECORDS I 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

construct10n contract progress reports destroy 6 months after final pay-
contract per- ment under the contract 
formance rec-- ords (see note) 

2 contractor's payrolls, with related certifications, ant1lack- destroy 3 years after final pay-
back affidaV1ts, and other related records ment under the contract, or after 

settlement of claims, or comple-

- llon of mvesllganons, whichever 
1s later 

1 

l 
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TABLE!70-S CONTIN lilll I 
R 
u 

E 

J-' 
s 

1 -
6 

7 

1 -
7.1 

1 -
7.1.-
7.3 

.,_, 

s 

-
9 

10 -
11 

u 
1l 

14 

LS 

A 

U the records 
are or pelta1II to 

concnu:t nwn-
ber &SS1gnment 
records 

cono-actar per 
fonnance rec 
ord (CPR) and 
� data 

concnu:tor per-
formance 
=ni (CPR) 
and rela•P<i data 
subsidiary pro-
curenmttrec 
ords 

base procure-
menI office rec-
ords 

procmmg office 
cusmm entry 
records 

approval of 
CCIIInCI0r 
opcnDllg!pro-
cedlln5 and 
fhmt crews 

B 

consisting of 

perfiormance checklist and bond checklist 

civil engmeers construction mspectton reports 

logs and similar records 

contract change notification master senal number reg-
1ster, and similar forms 
CPR conwnmg lnstoncal records of contractor per-
formance data prepared by contract adlDllllStratton 
officer (CAO) on completed <r termmated contracts of 
5 100,000 or more 

workmg files accumulated as a source of mformat1on, 
mcludmg but not lmuted to performance reports, con-
tractor's work orders, sales orders. and toolml!' orders 
contractor performance records prepared by the Quality 
Assurance Evaluators (QAEs), 1 e , log books, AF 
Forms 370, discrepancy reports or any other supporting 
records 
expediting files relating to contract status (progressmg), 
expediting, and production surveillance 

correspondence adVllllllg contractors of pnonty ratmgs 
aI!I!licable to s�fic contracts 
base procurement management repons and procurement 
action reports 

actton/summary cards 

followuo cards and reJlOrtlnll data 
procurement action register 

consumption entry, consumption entry pernut, summary 
of entered values, correspondence, and records relatmg 
to entry of matenal through customs and relate to entry 
and free-of�duty admw1on of matenal produced abroad 
or returned by the AF 

C 

which are 

hold at CAO 

buymg activity and 
pre-award monitor data 
bank co01es 
copies other than those 
m rules 7 and 7 I 

ongmated and mam 
tamed by assigned 
QAEs 

at procunng offices 

D 

then 

destroy 1 year after final payment 
under the contract 
destroy 1 year after final payment 
under the contract, or date of 
final action on any guarantee 
work, whichever 1s later 
destroy 6 years after completion 
of all contracts listed thereon 

destroy when no longer needed 

II 
destroy upon final close-out of 
contract when notified by procur-
mg act1v1ty 

destroy 6 months after final pay 
ment under the contract 

II destroy on completion of related 
contract or ourchase order 
see table 70-14 

l l!

destroy 1 year after mcorporattng 
mformatlon mto the monthly 
mana2ement repon 
destrov when no lon111er needed 
destroy I year after close of the 
FY 
destroy after 5 years (EXCEP-
TION those records which are 
known to pertam to an unsettled 
claim, mcomplete mvest1gat1on, 
or pendmg lit1gat1on, are not de-
strayed until settlement of the 
cla1m or complet1on of the mves-
t12at1on or lit12at1on) 
see table 60-5, rule 1 5  
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TAB] E 70-5. COroi • lf"I U.1!!6-,. I 
R A B C D 
uL H the records E are or pertain to consisting of which are then 

16 proJect author authonzauons and related records destroy tho same as related 1zauon records contract or purchase order, or when no longer needed, wluchever 1s sooner 17 civil 811' earner passenger contract a1rhft checkhst and cargo contract destroy after I yearrecords llll'hft checkhst -
..!!..... contract v10lat1on notices destrov after 2 vears 

-

Jg civil a1r certificates used by MAJCOM/CAOs destroy with procurement to attest to the perform- case file ance of fty1Dg services and as a means of 1dent1fy1Dg civil a1rcraft under AF contractlor charter and retamed with CAO pro-curement file 
1"-1 at other act1v1t1es destroy one year after com 
-

cleuon of contract 
20 procurement reports of 1rregulant1es ID AF procurements prepared by at HQ USAF retire as permanent. fraud case files the FBI, OSI, correspondence, and related records 

t21 at HQ AFLC, HQ AFSC, destroy 5 years afer case IS and their maJOr subord1 closed, or when no longer nate commands needed whichever IS sooner 'see table 205-3) -
22 at MAJCOMs other than destroy I year after case 1s AFLC, AFSC and the1r closedsubordmate echelons 23 des1gnat1on and request for des1gnat1on or termmatlon, statement of at MAJCOM and other destroy 3 years after term1Da contract1Dg offi-cers and repre-tenmnatlon of quaWicatlons, and the des1gnat1on or tenn1Dat10n and acknowledgement of receipt thereof des1gnat1Dg offices non of appo1Dtment 
- sentauves 
24 at request1Dg activities destroy I year after term1Da t!6- 3 years or when proval and 1Dv1tat1ons for Inds, abstract of bids, requests for pro •after the fact• review au- no longer needed, wluchever review records nosals and sunnlemental data thontles IS sooner 
26 Government reports complied from stock record cards (cost category destroy I year after return or furrushed mate II), registers, reports of audit, monthly 1Ddustnal pro- other d!Sposal of property ID· nal property perty control activity reports, and related corre- volved, but exclUS1ve of any spondence report constituting a voucher to a contract property account. 
27 US Govern- see table 77-2, rules 19, 20 ment National and 21 Credit Card 

25 contract ap contracts, contract mod1ficat1ons, commitment forms, at approval, momtonng, or destroy after 1on of aollOJDtment 

t28 tax exemption cancelled copies of US Government tax exempt10n cer- destroy I year afer ISSuance certificates tlficates, cover of US Government tax exemption certlf. of the last certificate ID the 1cate book, and tax exemption certification tabulation book.sheet-
2g US Government Tax Exemption Identification Card destroy on expiration or can cellatlon 
30 retired AF m1h- affidavits and related records filed by persons seek1Dg to do bus1Dess with the AF w1th1D affidavits from see table 30-13 years after leav1Dg the tary and former AFc1v1han person ) nel 
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TAJ LE 70-5. CONTI llUED IR A B C D 
' .  uL If the records 
I E are or pertain to consisting of which are then
l '  

31 labor compll- · · destroy 3 years after final pay-ance ment under the contract 
32 property adm1D- records descnbed ID DAR Supplement 3, part 4 , related property adm1rustrator's retire on completion of all 1strator systems to surveillance of an 1Ddustnal contractor's control of copies corrective action and replace-t 

! I '  survey case files government facilities, eqwpment and other property ID ment by a subsequent system 
•' his possession survey report reftectlng no 

' ,  - defic1enc1es, and then destroy !" after 5 years, except that sys-· ,  tem survey summary report case file may be reta1Ded for - 10 vears 
33 official contract adm1D- see table 7<rl 1strat1on case file coo1es 
34 service contract records on the development of standard sollc1tat1ons and at HQ USAF and destroy when a revised format standard1Zat1on contract formats, Techrucal Representatives of the Con- USAF-designated OPRs 1s 1SSued or no longer needed, and improve- tract1Dg Officer checklists and guidance, pre-award sur• whichever 1s later ment (1Dclud1Dg vey gwdes and checklists, specifications, etc ContractorOperated Parts Stores and Contractor3 

- I Operated Civil - Eng1DeenngSupply Stores) 35 at 1molement1D1t offices destroy with related contract NOTE Procurement Office copies are disposed of as part of related contract case files under table 7<rl .  
I TABLE 76-6 lBASIC AGREEMENT 

R A B C D 
uL If the records E are or pertain to consisting of which are then 

1 ba51c agreements agreements and changes thereto at the purchas1Dg office (PO) destroy 6 years after date of term1Dat10n which negotiates and 1SSues the or cancellation a eements 
2 at POs that IDCOrporate ba51c destroy 6 years after agreement has been agreement terms and cond1t1ons term1Dated, superseded or cancelled and ID supply and serVlce contracts, all contracts referenc1Dg the terms and and contract adm1D1strat1on con<htlons of the agreement have been offices that adm1mster such con- closed out (see ASPS No 2, paragraph tracts S2-302) 
3 i-c-n ... o!6-... __ ...... .. co!6-____ __,,destroy when no longer needed t ID ... c o!6-ra_t_ed __ an= =ntrac=ts!6- ,!6-
4 1Dformat10n co01es ._ ....._ .._ 

I TABLE 70-7 jBAILMENT AGREEMENT ECORDS 
R A B C D 
uLE If the records are or pertain to consisting of which are then 

1 master badment agree at office prepanng and execut1Dg destroy 6 years after agreement has been superseded or ments the agreement cancelled and all contracts referenc1Dg the terms and conditions of the agreement have been completed or terrrunated 
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TAJILE 70-7. CONTINUED 

-

R A B C 
u 
L If the records are or 
E pertam to consisting of which are 

2 at act1v1t1es other than rule I 
3 bailment agreement at AF procurement act1v1t1es 

files 

4 at other than AF procurement 
act1vmes 

I TABLEs70-8 
RENEGOTIATION RECORDS I 
R A B 
u 
L If the records are or 
E pertam to consisting of 

I performance data rene- copies of performance data and background per-
gouauon formance data records used m compdmg such 

reports 

2 renegotiation status re- retamed copies of reports and related correspon-
oortm11: dence 

I TABLE 71)-9 
CONTRACT CLAIMS IIECORDS I 
R A B 
u 
L If the records 
E are or pertain to consisting of 

I so u s e  1 43s1-
5 contract 
clmms case files 

2 General Ac- retamed copies of contractual records, purchase requests, 
countmg Office bills of ladmg, finance office vouchers, multiple records 
contract claim submitted by claimants, and related correspondence, for-
case files warded to GAO for final admuustrat1ve adJud1canon and 

settlement of claims ongmated by pnvate md1v1duals and 
corporations agamst the AF -

3 

•4 mdemruty agree- ongmal copies of the agreement 
ments between 
mtercontmental 
balhst1c missile 
contractors and 
the government 
under 50 U S C- 1 4 1 3  

•5 duplicate copies or mformat1on copies 

163 

D 

then 

destrov when suoerseded or cancelled 
destroy 6 years after all property has been properly 
disposed of, and said agreement has been cancelled m 
accordance with oertment d1rect1ves 
destroy when superseded or cancelled 

C D 

which are then 

,I;destroy after 4 years (EXCEPTION 
records extended by mutual agreement 
as prescnbed m 50 U S C  App 1 2 1 5(c) 
are destroyed on not1ficat1on of com-
pleuon of case from regional renegou-
at1on board) 

II destroy after 3 years 

C D 

which are then 

destroy 6 years after final 
dec1S1on on completion of 
claim, or on completion of 
contract, whichever IS later, 
subJect to approval by HQ 
AFLC 

at appropnate MAJCOMs destroy 2 years after date of 
final adJud!cauon and closmg 
of claim 

at other than MAJCOMs destroy after date of final 
adJud1canon and closmg of 
clmm 

mamtamed by the con- destroy after 50 years 
tractmg function 

mamtamed by any function destroy when superseded or 
obsolete See table 70-1 

t• 
, ,. 
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I jTABLE 70-10 
CONTRACT TERMINATION AND SETII.EMENT RECORDS I 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

1 plant clearance 
referral case 

termmabon mventory schedules, certificates of allocabll-
1ty letters of authonty approvmg property d1spos1tlon, 

at acbvibes accompbshmg 
referral action 

destroy 3 years after close of 
case at all activities, except 

records reflecting d1Sposal credits, copies of reports to 
higher headquarters correspondence between contractmg 
oflicers and referral activities and between AF contrac-

for those records forwarded 
to and made a part of the ofli-
cial contract files (see table 

tors and referral activities. and related records 70-1) 
2 plant clearance 

board case files 
mmutes of meetings, plant clearance memoranda, exhlb-
its, mventones, notices sent to plant clearance oflicers, 

destroy after 1 year 

and related oaoers 
3 settlement re- mmutes of board meetings, closmg reports, audit reports, 

view board settlement proposed papers, memoranda of meetings, and 
supporting material relating to settlement and termmauon 
of AF contracts 

4 termmatlon re-
portmg 

retained copies of reports and related correspondence, 
mcludmg reports on status of termmated fixed-pnce or 

at other than termmating 
contracting oflice 

destroy when no longer 
needed 

cost-reimbunable-type contracts, and reports on partial
nAvments 

5 contract term1- destroy 6 years after last entry 
nation authonty on page. 
r""1Ster 

I TABLE 7o-ll 
AF CONTRACTORS INSURANCE PROGRAM RECORDS I 

R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

1 AF contractors contractors msurance pohcy program and/or plans and atsMAJCOMs destroy 6 years after premium 
msurance pro- amendments thereto, forwarded to MAJCOM for accounting with the msurer 
gram rev1ew and approval, mcludmg correspondence and has been finahzed 

related documents -
2 related to outstandmg ex- destroy when clearances are 

cept1ons, unsettled clauns obtamed. 
by or agamst the US Gov 
ernment, mcomplete mves-
tlgatlons, hugauons, or 
requests made by the 
Comptroller General of 
the US -

3 below MAJCOMs destroy 1 year after premium 
accounting with the msurance 
company has been finabzed, 
or when no longer needed, 
whichever IS sooner 

https://SETII.EM
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I TABLE 70-12 ICONTRACTOR TECH:,,ilCAL REPRESENTATIVES/TECHNICIANS RECORDS I 
R A B C D 
uL If the records E are or pertain to consisting of which are then 
1 techrucal repre• mformatlonal personnel records, such as character refer- at MAJCOMs destroy after reqwrements sentatlve person- ences, secunty obbgations, letter orders, and nuscellan- imposed by contract admm• nel records eous records which record the services of c1v1ban 1Strat1on have been satisfied - representatives of contractmg corporations 
2 below MAJCOMs destroy after l year, or when no longer needed, whichever 1s sooner 
3 report of con- monthly status report of contractor techruc1ans, and sup destroy after 4 yearstractor techru- portmg records 

CIBDS I f  
I TABLE 70-13 CONTRACTOR CAPABil.lT'� RECORDS I 

R A B C D 
uL If the records are or E pertain to consisting of which are then1 procurement data up-to-date mformauon on all contractors who contact at procurement actlv destroy when superseded, source files procurement centers 1t1es for their buyers rescmded, or no longer and ne20Uators needed 
2 pncmg and financial overhead and mdependent research and development destroy when no longer analysJS and control negotiation correspondence, reports, memos, and work- neededrecords sheets, contractor's brochures, evaluation of IR&D pro-grams and overhead audit reports; and copies of refer- .ence/workm11 matenal collected 
3 financial data case files destroy after 10 years reflectmg current finan- financial and operatmg statements of commercial com-paruesc1Bl capab1bt1es of pres ent and potential con-- tractors 
4 articles or certificates of mcorporauon at MAJCOMs destroy 12 years after final payment on last contract 

. to contractor -
5 other financial data, such as credit records, cash flow destroy after 5 yearssheets, backlog reports, requests for financial clearance, with supportmg attached mformatlon, secretanal ap• proval forms, commercial credit agency reports, credit letters from financial mst1tut1ons, manufacturers and other commercial agencies; financial agreements between commercial manufacturers, mcludmg subordmate agree• ments, guarantees, etc , from banks and commercial comparues, articles of mcorporatlon and financial anal• yses, newspaper reports, and related papers and corre-SDODdence 
6 AF Contractor Exper- correspondence recommendmg changes to the bst at HQ USAF, and rec- destroy I year after con-1ence List (AFCEL) ommendmg or concur- tractor IS removed from case files nn11: headauarters the IJSt. 
7 JOmt consolidated bst at HQ USAF, HQ of debarred, mebgi ble AFLC/JA, and recom-and suspended contrac- mendmg aet1v1t1es tors 

•s civil air earner con- sobc1tat1ons-contracts, performance spec1ficat1ons, sur- at HQ MAC-TRCC destroy when superseded, tracts vey reports, financial evaluations, and related records l lobsolete, or no longer needed 
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TABLE!7�14 
PR CUREMENT REPORTS 
R A B 

u 
L If the records are or 
E pertain to cons1Sting of 

1 procurement action reports procurement action reports, special action reports, 
monthly forecast reports, contract settlement reports, 
monthly procurement summary by purchasing office 

2 report of contract protec
tion and maintenance of 
sumlus famJ)v housinl? 

I iTABLE 7�15 
OAR ADVANCE PAY ENT POOL AGREEMENT RECORDS 
R A 8 
u 
L If the records 
E are or pertain to consisting of 

1 pnmary file determination and findings, advance payment pool agreement 
and amendments, establishing payment voucher, and related 
corres ndence in each cate o 

2 secondary file transfer vouchers, deposit slips, bank statements, and miscellane
ous corresoondence 

I TABLEt7�16 
cu TOMER INTEGRATED AUTOMATED PROCUREMENT SYSTEM ICIAPSl I 
R A 8 
u 
L If the records 
E are or pertain to conslSting of 

1 CIAPS records requests for proposal/ quotation, traders, and abstracts 

-
2 procurement summary control registers and open unpnce pur-

chase order listin11:s -
3 base procurement management reports and monthly procure 

ment summanes bv nurchasinl? offices 
4 vendor (no-reply) notices, holdover demand listings, error 

lisungs-base procurement, procurement notices, followup 
requests, purged vendors (monthly contract), contract expiration 
notices, invalid records purged, and deleted vendor (open mar-- ket) mass delete 

s walkthrough/special proJect status listings, and cntlcal purchase 

-

reauests 
pur11:ed ourchase l'CCIU1sit1on records and oure:ed items 

-
..L. 

7 transaction logs-base procurement, vendor performance, blanket 
delivery order/purchase agreement call registers, contract, 
delivery order, imprest fund and purchase order registers, 
decentralized actions, buyer performance reports, workload 
branch/section, modification actions, awards by vendor location 
and tvne and monthlv statistical data 

8 item listings-stock number change, stock number change lists, 
master ship-to address registers, deleted vendors (open market), 
deleted items, open PR lists, item listings (procurement and cus 

- tomer 8), nondeleted vendors, master source/vendor lists, and 

-

address labels 
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C D 

which are then 

destroy after 3 years (EXCEP
TION master AF procurement 
history tapes at HQ AFLC are 
held for 5 vears) 
destroy 2 years after onginauon 

C D 

which are then 

remove from active file on clos
ing out of pool, and destroy after 
6 add1t1onal vears 
destroy 6 years after end of the 
FY to which thev oertain 

C D 

which are then 

at procurement see table 70-1, rule 1 
activities in the 
CIAPS mode 

destroy after 30 days 

destroy after 3 years 

destroy after 90 days 

destroy after 60 days 

destroy after 6 months 
destroy after 1 year 

destroy when obsolete 
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TA LE 70-16. CONTINUED I 

R A B C D 
u 
L If the records 
E are or pertain to consisting of wluch are then 

9 procurement reconciliation action listings, customer notices, and destroy after 120 days 
status transactions 
bidder maihn hst a hcat1ons destrov when no Ionizer needed 

11 vendor activity summanes destroy after I year or when ob
solete. whichever 1s sooner 

..!!L. 

71. Packaging and Materials Handling. This table covers records pertaining to management control and 'methods of 
preserving, packagmg, marking and handling of supphes and matenel, materials-handling devices, equipment, and sys
tems. 

i TABLE 71-1 
PACKAGING AND M, TERIAIS HANDLING RECORDS I 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

1 techmcal and item 1dentrlicat1on and container markmgs and specrlicatlon destroy after publicatlon has been 
procurement coordmatmg policy records such as regulations, standards, and rescinded, superseded in its en-
data records manuals-and related correspondence tlrety, no longer applicable, or 

after the project has been com-
i oleted wluchever JS sooner 

2 packaging evalu- correspondence, proposals, standards, specifications, design data, destroy after 8 years or when no 
atlon projects test results, deficiency reports, packaging orders, quality prod- longer needed, whichever JS 

ucts lists and related suooortuuz data sooner 
3 mechamzed ma- correspondence, drawings, specrlicatlons reports, proposals, 

tenals handlmg mmutes of meetmgs, labor standards, flow charts, fundmg data, 
svstem records cost analvs1s and related supporting data 

72. Federal Supply Cataloging. This table covers records pertaining to identification, classtficatton, catalogmg and 
coding of supply items used throughout the Department of Defense._ 

!TABLE 72-1 I 
CA ALOGING RECOl DS I 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

1 catalogmg data Federal Supply Catalog item 1dennficauon cards/ AF destroy when superseded or 
Stock Number File, alphanumenc file, and Federal Sup- obsolete 
olv Catalog/National Stock Number file -

-

-
2 detail card part number bile, detail card National Item 

Ident1.ficat1on Number (NUN) file, trailer card NUN file, 
and trailer card National Stock Number file 

3 s1rmlar or related records 
4 cataloging con- IBM listings destroy after I year- trol 

...L card files 
...L co2v of status egm2ment records 

7 government acceptance ri-cord of contractor-prepared 
item 1dent1ficauon 

8 s1m1lar or related records 
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TAI LE 72-1. CONTil' ll WD I 
R A B C D 
uL If the records 
E are or pertain to collllisting of which are thenitem descnpt1ons AF item identification and nomenclature cards prepared destroy when 1Dformat10n 1s of electnc or mcorporated 1Dto Federal 9 electromc eqwp- by JCENS m WashlDgton, DC Supply Catalog items 1dentJ-- ment ficat1on card 
10 similar or related records destroy when item 1s obsolete 
11 listings ID card all items used by the Federal Government which conta1D destroy when superseded or or book form item 1dent1ficat1on, National Stock Number and descnp- obsoleteuon data, log1st1cs item data card, Federal Supply Cata-102s. 2U1des. and codes: and sirmlar or related records 
12 source matenal Federal Supply Catalog items 1dentlficat1on card, facs1m-Ile car""- and other cards -

J!.. v1S1ble file mdexes 
14 slDlilar or related records used m the AF stock hst and supply catalog system which reflect and make avB!lable ID book form Federal Supply Catalog System items used - bv the AF 
15 stock list control data destroy on completion of punch card operation and sub-sequent venficat1on. -
16 cataloging manuscnpt destroy on completion of nee-essarv file Danels 17 prO.)CCt files letters of transmittals, m1Dutes of conferences, correspon retire as permanent. dence pertam1Dg to the Federal Supply Catalog program, and other related records -
18 request for AF stock list data or comparable forms destroy 6 months after all actions have been comDleted 
19 cataloging re- at requesting act1v1ty destroy after I year- ports 
20 at prepanng and/or 1Dter- destroy 6 months after super-mediate act1v1t1es session 

73. Standardization. This table covers standardization of practices processes, matenels, items, equipment, parts, 
assemblies, and subassemblies to achieve the greatest practicable uniformity in items of supply and engineenng prac
tices. 

TABLE 73-1 I 
ISf A NDARDIZA TION RECORDS 

R A B C D 
u 
L If the records E are or pertain to consisting of which are then 

t1 standardization AFLC and AFSC standardization forms used m ass1gn1Dg applicable only to the AF destroy 3 years afer related records status to AF eqwpment eqwpment has become obso-lete, 1s removed from mven-tory, or when no longer - needed whichever IS later 
2 of concern to DOD or destroy 3 years after related other military departments matenals and eqwpment have become obsolete to all m1ll-tary departments, or when records have been superseded, cancelled, or rescinded, whichever IS later 
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TAll LE 73-1. CONTINUED IR A B C D 
uL If the records E are or pertain to consisting of 
3 mterchangeabil cards and surular or related records used m detemumng 1ty records item and eqwpment mterchangeab1hty and subsntutlon 
4 mtematlonalstandardization-
s 

-
6 

-
6.1 

-
-7 
8 

R A 
u 
L If the records E are or nertain to 1 pnme contracts and related data 
2 subcontracts and related data 
3 surveillance rec-ords 
4 survey records 

Military Agency for Standardization-NATO!6-, mcludmgUSAF-RAF-RCAF workmg records, arranged by proJ ectsrecords of mr standardization coordmatmg committee special workmg groups, groups of experts, and subgroups at MAJCOMs arran2ed bv pro1ect number Air Standard1zatl0n Coordlnatmg Committee (ASCC) and NATO MAS test project agreements (TPA/CTPA), NA TO MAS eqwpment correspondence, and urut property records (Jacket files) representatives
all other copies 

ASCC annual reports used for reference, review, and record copies at HQ evaluation by member mr forces USAF 
74. Quality and Reliability Assurance. These tables cover records pertainmg to quality assurance policies, pro
cedures, and techniques apphcable dunng the acquisition of products and services. These records include records of 
quahty characteristics, samphng procedures, and other methods of recordmg the quality of products and services, 
quality and mspection systems, and processes. It includes records of the prevention and prompt detection of defects 
m acquisition procedures which may adversely affect the quality of products and services, and the methods of analyz
mg deficiency trends. 

I TABLE 74-1 IAO JUISmON OUALIT i; ASSURANCE RECORDS I 

which are 

proJect files 

with USAF ASCC and 

B 
.comistinll of copies of contracts, specifications, contract changes and amend-ments, records, forms, and other media used m planrung, con ductmg, and recordmg the results of product mspectlon, audit-mg of both AF and contractor quality assurance systems and procedures, and eff'ectmg clearances of defic1enc1es revealed 

production 1dent1ficat1on charts, personnel chstnbutlon and duty assignment charts, product inspection records and summanes, procedures and systems reviews and summanes, discrepancy and corrective action records and summanes, quality trend charts and summanes. comparable forms and related papers special survey records, staff summary reports, and related papers 

then 
tdestroy 5 years afer related eqwpment has become obso-lete, 1s removed from mven-tory, or when no longer needed. whichever IS sooner retire as permanent 

destroy I year after closeout provided audit reqwrements have been satisfied (see table 175-2)destroy I year after closeout or when morutonng IS com olete whichever IS sooner retire after 5 years as perma nentdestroy when no longer needed 

C D 
which are thendestroy I year after final shipment on the contract 

destroy 6 months afer final shipment on the subcontract t 

destroy I year after action has been completed, or I year after mactlva tlon of activity, whichever 1s sooner 
destroy 18 months after action has been completed, or I year after m activation of facility or operations, whichever 1s sooner 
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TAI LE 74-1. CONTINU m  I 
R A B C D 
uL If the records E are or pertain to consisting of which are then 
5 inspection records contractor's wntten agreement and AF approval of destroy 6 months after cancel-smgle standard quality assurance system matenals, and lauon of the certification process cenrlicauons, and approvals of personnel and/or approval, or macuva and/or eqwpment comparable cendicat1ons or ap t1on of fac1hty, whichever IS -- orovals, and related oaoers sooner 
6 inspection log sheets, matenal review board decisions, destroy I year after action has matenal mspectlon and rece1vmg reports, inspector's been completed, or I yearcopy of contractor's sh1ppmg record, mv01ce or pack after macuvauon of facility or mg sheet beanng approval stamp of AF mspector, AF operation, whichever IS Bight test check l1Sts, reports of d1screpanc1es dunng sooneracceptance mspect1on and Bight test of aircraft, con-tractor's test reports, comparable forms, and related 

nAN'!T'!I 

damaged, or defec repon of damaged or improper shipment, comparable forms, reports and related papers 7 unsatisfactory, see table 66-1 t1ve matenal 
8 other than AF con- destroy I year after final ship tracts ment on the related contract 
9 foreign m1htary statement of mspectJon cost and certrlicate of mspec- destroy 3 years after US Gov sales (FMS) and t1on, ofl'er and acceptance, foreign govemm�nt emment mspect1on 1s per-NATO mspection requests, and related documents formed or case IS closed case files 10 material mspect1on copies of formal exchange agreements between the destroy I year after related exchange agree AF and other Government agencies m connection exchange agreement 1s super ments with the mterchange of matenals mspectlon service, seded or rescmded apphcable directives, correspondence filed therewith concerning transfer of mspect1on cognizance, mspec tlon exchange agreement !1Sts, reports of conferences, and related records 

11 photographic ma- radlographs, micrographs, and other film and pnnts destroy 6 months after final tenal mspect1on acquired m the process of mspectmg matenal before I payment on related contract acceotance by the AF 
u quahty deficiency Category I and II quality deficiency reports (QDRs) <seedestroynote)I year after comple-reporting quality performance trends, summanes of contractor's t1on of corrective action performance and related deficiency reponmg media occurrmg dunng mod1ficat1on, penod1c depot mam tenance (PDM), overhaul of aircraft, engmes and air-craft components by depot mamtenance fac1bnes and by contractors -13 mamtamed for reporting destroy 3 years after submis defiaenaes and the s1on of the delic1enc1es for development of trends on corrective action the contractors perform-ance and matenel as relates to work conducted at other than the depot mamtenance fac1htv 14 USAF subsistence subs!Stence specrlicat1ons, unsatisfactory matenal destroy when no longer standard!Zllt1on files reports (subs1Stence), packagmg improvement reports, neededconsumer level quality audit program protocols and comouter cutout, and related corresoondence 
-

NOTE When photograplnc matenal mspectlon records relate to an unsettled claim, they are not destroyed until settlement of claim 
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TABLE 74-2 I 
SUPPLY QUALITY CONTROL RECORDS I 

R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

1 supply surve!I- destmat1on acceptance mspect1on record and destroy after I year 
lance, mspectlon comparable records - and analysis 

2 rece1vmg mspect1on data summary, and com- destroy after 3 months (EXCEP-
parable records TION when action 1s pendmg, 

destrov on comolet1on of action) -
3 charts, graphs, trends, special and summary destroy after 4 years 

reoorts. and comoarable records 
4 data estabhshmg copies of pnme contracts, PRs/MIPRs, data destroy 6 months after receipt of 

control requtre- sheets, contract changes, amendments, and final shipment on the contract 
ments relative to other applicable data 
acceptance at dest1-
nation 

5 mspect1on mstruc- copies of stock hsts, addenda, techmcal orders, destroy when superseded or ob-
tlons, standards manufacturers parts hsts, specifications, draw- solete 
and procedures mgs, and other records estabhshmg 1dent1fica-

t1on, markmg, and packagmg requirements, re-
mspect1on dates. physical charactenstlcs etc . 

6 matenel review board decmons, record of all board actions, at matenel review boards rela- destroy 2 years after action has 
board followup control procedures used m remedymg tlve to problems ansmg m been completed, or I year after 

causes of discrepancies. etc , destmat1on acceptance, dis- mact1vat1on of the fac1hty or 
crepanc1es m packmg, mark- operation, whichever IS sooner 
mg and mmor 1dent1ficat1on 
errors and more techmcal 
types of d1screpanc1es mvolv-
mg questions of substitutions 
and vanatlons from purchase 
orders, specifications, draw-
mgs. requirements etco 

I TABLE 74-3 

•rn ALITY ASSURANCE STAMP RECORDS I 

R A B C D 

u 
L If the records are or . 
E pertain to CODSISting of which are then 

1 quality assurance (QA) records pertammg to requests for stamps from and destroy I year after return of 
stamp records tum-m of stamps to, parent QA office, mcludmg related stamps to parent QA 

letters of transmittal and acknowledgements of office 
receipt -

2 records pertammg to issuance of a stamp to an destroy I year after final tum-
md1v1dual and to subseouent loss or tum-m m of stamo bv md1v1dual. -

3 semiannual certification of accountab1hty destroy when superseded or 
obsolete....... 

4 perpetual mventory of stamps, mcludmg type, 
stamp number date of issue, and urut or 
md1v1dual's name....... 

5 UnlSSUed Stamps at MAJCOMs destroy when unserviceable or 
no lomi:er needed -

6 below MAJCOMs send to parent QA office when 
unse!'Vlceable or no longer 
needed as aoohcable 

j 
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75, Transportation and Traffic Management. These tables cover records relatmg to the movement of AF passengers, 
cargo, mail and personal property (household goods, baggage, and pnvately owned vehicles) via rad, highway and 
ship transport; passports, customs clearance, storage-m-transit and watercraft. 

I ITABLE 75-1 
Mil lTARY STANDARD TRAN�!PORTATION MOVEMENT PROCEDURES (MIU TAMP) (EXCEPT LOGAIR AND MAC RECORDS) I 
R A B C D 

- u I I 
L If the records are or 
E pertain to consisting of which are then

!i ' -'1 1 transportation control and inbound and outbound hard copies and punch destroy on completion of required 
li movement records cards hstinl?S 
I, 

I 2 cargo marutiests revenue destroy 3 years after date shipped/ 
and nonrevenue received 

3 <RESERVED) 
4 special handling data destroy 60 days after date slupped/ 

received 
5 traffic transfer rece11>ts destroy after 2 years 
6 (RESERVED) 
7 manifest header data destroy when PCAM marufest 

header card 1s punched 
8 transportation traffic con- destroy afiter 60 days 

trol number reinsters 
9 slupment planning work- destroy after I year 

sheet 

I TABLE!75-2 
CU! iTOMS AND ENTI Y REO� RECORDS I 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

1 personal prop- records used for inspection, processing and customs destroy after 2 years 
erty inspection clearance of personal property (including accompanied or 
and clearance unaccompanied baggage), such as certificates of retention 

for captured matenal, troplues, certificates of ownerslup 
or nght to possess items of Alhed nation's matenel, cer-
ulicates of retention and customs declarations, receipts 
for articles withdrawn by inspecting officers for accom-
panied baggage, blanket declarations and summary sheets 
prepared by transport commanders, statements of author-
1ty to retain captured matenel, troplues, and related rec-
ords 

2 (RESERVED) II 
3 customs clear- records used m cleanng cargo of US Armed Forces at aenal port squadrons destroy after 3 years (EX-

ance and AF transportation CEPTION cnmmal action, 
offices m1btary d1sc1phne, or invest! 

gatlons records are destroyed 
after completion of such ac-
tlon. but not before 3 vears) 

4 <RESERVED) 
5 Turkish "Beyan- ind1v1dual folders maintained for m1htary and c1v1han hold m Turkey mdefirutely 

name• customs personnel used to record all household goods, personal 
effects and automobiles brought into or acqwred in Tur-
kev 
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T Al LE 7S-2. CONTI? IUED I 

R A 8 C D 
uL U the records E are or pertam to consisting of 
6 ammumtlon cer- certificates used as a device to prevent the entry of live t1ficates ammumtlon mto the US by md1v1duals either on their person or m their baggage 
7 procurmg office custom entry records 
8 declaration cer- custom declarat10n covenng md1v1dual's personal prop-tlficate ertv 
g Greek customs md1v1dual folders mamtamed for military and c1vd1an personnel used to record household goods, personal eff'ects and autos brou11:ht mto or acqwred m Greece 

I TABLE 75-3 jPER� ONNEL MOVEMENI' I 

R A 8 
uL If the records are or E pertain to CODIISting of 1 troop movement records concemmg roubng, departure, amval, organ1zat1ons, eqwpment reqwrements, car own-bers, troop movement commanders reports, and suntlar mfonnauon 
2 movement orders movement orders for troops movmg through an aenal or water DOrt of embarkation 3 transportation requests and meal tickets, MAC transponat1on requests, MT A, and meal uckets, mcludmg cancelled copies, records relaung to 

- transportation authon issue thereof, transportabon certrlicates for pas-zat1ons (MT A) (also senger travel, and related correspondence see table 7S-9) 4 reports of ISSued transportation requests, and re-lated records 
5 traffic coordmabon apphcauons and requests for reservauons and accommodations, card mdexes, correspondence, reports, and related records which do not involve the 1SSuance of procurement records, 1 e ,MT A. and requests for au- earner service TR, 
6 dependent travel (See applications for transportauon of dependents, table 7S-9) travel orders, certificate of dependency, and related records 7 

tbru (RESERVED)
1213 use of special convey ance for passenger travel14 (RESERVED)15 area clearance for over- correspondence between AF acuv1ues requesung sea theaters and granUng authonzauons for official vts1ts to ovenea theatres 16 tune extensions of reports of casualty, reurement orders, and related travel and transporta- records, correspondence, and certtficates tlon entitlements 

which are 

held by customs control officers SEA 

C 
which are 

at port of embarkation 

thendestroy after final mspecuon of baggage at port of embar-kabon 10 the US, provided there 1s no d1SC1phnary action pendmg as a result of final IDS!)eCtlODsee table 70-S. 

destroy after 1 year
destroy 2 years after mch-v1dual clears customs and no chscreuanctes eX1St 

D 
thendestroy after 3 years. 
destroy after 2 years.
destroy 3 years after comple uon of proJect or requested travel (see rule 16). 
destroy after 2 years, or on macuvauon, whichever is sooner 

destroy 1 year after final acuon (see rule 16). 

destroy after 2 years 
see table 10,. 3, rule 1 
destroy after 10 years 
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I !TABLE 75-4 
MATERIEL MOVEMENT R F.CORDS (see note) I 
R A B C D 
u 
L If the records are or 

E pertain to consisting of which are then 

1 signature and tally records constltutmg a system for receipt and tally and for held by both ongm destroy 2 years after shipment 
record, report of ship- control of classified and sensitive items m the trans- and destmatlon 1s receipted for at destmat1on 
ment (REPSHIP) mes- portatlon system transportation offi-
sages and tracer cers 
actions on classrlied or 
sensitive matenal 

2 Government Bills of property shipped and propeny received GB/Ls, freight for outbound and destroy after 3 years 
Ladmg (GB/Ls) bills, sh1ppmg records, express receipts signature and tally mbound shipments 

records waybdls, dray tickets, holdmg orders, sw1tchmg not covered by 
orders, demurrage reports, transit resh1ppmg certificates, rules 3 and 4 
records of transit, freight bills and tonnage credits, report 
of survey (d1screpanc1es mc1dent to shipment of maten-
als) DOD smgle hne items release receipt records, and 
related papers -

3 for outbound ship- destroy after l year 
ments of salvaged 
or reJected matenel 
to consignees who 
assume freight 
charges for ship-
ment -

4 for mbound ship- destroy after 2 years. (See 
ments where freight rule 16 for shipments that 
charges are prepaid have been recorded for transit 
by sh1t1t1er storaitel} 

5 (RESERVED) I I  I 
6 ocean tennmal and breakbulk and/or contamer port handlmg and lmehaul issued by oversea destroy after I year 

mland lmehaul cargo costs MAJCOMs ll!
reports I 

7 GB/L registers Journals contammg data on each b1ll 1ssued or accom- for other than destroy 3 years after last 
pbshed, to whom or by whom JSsued, C:ate of issue or household goods entry 
accomplishment, consignee, consignor GB/Ls -

8 for household goods destroy after 6 years 
GB/Ls I 

9 apphcatlons for applications for GB/Ls to be fuzmshed to contractors lldestroy after l year I 

GB/Ls 
10 (R.ESERVED) II 
1 1  car handlmg transportation officers books that record every car han- destroy after 3 years 

died, and mclude mfonnatton necessary to check demur-
rage bills and agreement abstracts submitted by earners 
ID sunnort of bills 

12 car control and proc- records refiectmg cars en route, received, placed, loaded, destroy after 6 months 
essmg unloaded and d1soatched and similar car control rel'll)ns 

13 weekly carload rout- forms prepared by transponauon officers authonzed to destroy after I year 
IDII: route domestic carload or truckload sh10ments of freuzht 

14 government freight government freight warrants, wayb1lls, or cargo mamf.ests destroy after 3 years 
warrants or wayb1lls covenng movement of Government supplies or matenel 

bv Government transoortatlon fac1bt1es 
15 <RESERVED) 
16 storage-m-trans1t mbound GB/Ls, transit resh1ppmg certuicates, record of destroy 3 years after final 

transit fre1.1tht bills , and tonnage credits movement 
17 routmg orders requests for routmg, route orders, conlirmat1on on route destroy after 5 years (EX-

orders, umt penn1t authonzat1ons, and related corre- CEPTION destroy non-
spondence repet1t1ve (one-tune) route 

orders with related bill of lad 
1D1> ner rule 2) 

https://prepa.1d


i a 

AFR 12-50 Vol II 30 October 1987 175 

T Al LE 75--4. CONTINUED I 

R A B C D 
u 
L If the records are or 

E pertain to consisting of which are then 

18 1Dterchange agree agreements between AF 1Dstallat1ons and rail earners on at procurement destroy on cancellat1on or 
ments use of Government-owned trackage by common earners offices superses51on of the agreement, 

and operabon of Government-owned equipment over or when the AF IS relieved of 
commercral railroad trackage, 1Dclud1Dg related corre- accountability of the 1Dstalla-
soondence non. whichever IS sooner 

19 highway bndge toll requests for purchases, orders for supplies or services, destroy after 2 years, subJect llticket controls letters of reauest. and transportation orders to table 175-2 
20 public file of GB/Ls public file, ID pnntout form, of GB/Ls at transportation destroy one year after 

offices monthly cutoff' 
21 transportation wut records const1tut1Dg a system for controlling the 1dennfi-

control records cation of separate shipments 
22 appo1Dtment of trans- copies of appo1Dtment orders, requests for appo1Dtment, at MAJCOMs and destroy 3 years after term1Da• 

ponat1on officers and qualificabons of potentral appo1Dtees, term1Dat1on of ord maJor subord1Date tlon and/or revocation of - agents ers of appo1Dtment or revocation commands aPPOIDtment 
23 at request1Dg act1v1 destroy 1 year after term1Da 

bes non and/or revocation of 
anno1Dtment. 

24 Department of Trans new or modified special permits, waiver cf Federal, state, at all cargo trans- destroy when no longer 
portanon Special Per muruc1pal or other authontles regulations for the trans portatlon actlvlbes needed, or after 1 year, 
m1ts ponat1on of explosives or other dangerous matenals by whichever 1s sooner 

commercial earners. and related paoers 

NOT E  See table 75-9 for personal property movement records 

[ TABLE 75-S ! 
WATER MOVEMENT RECORDS I 
R A B C D 
u 
L If the records 

E are or pertain to consisting of which are then 

1 vessels fonns used by port mr officers to record sh1pp1Dg data destroy after 6 months 
on matenal sh1ooed bv surface transoonatlon 

2 ocean passenger passenger 1Dvo1ce recap1tulat1on, shipper dest1Dat1on 1Dformat1on copies held by destroy after 2 years 
traffic summary sheet, berth1Dg plan, port 1dent1fi.cat1on and airport officer 

recap1tulat1on sheet, passenger list recap1tulat1on, cer-

-

tmcate of health and related records 
3 marufest covenng passengers load1Dg or unload1Dg at a 

oort 
4 ocean cargo IJlalllfests, shtpp1Dg records, hatch tallies, d1spos1t1on at ports of embarkation destroy after 10 years (EX 

manifests sheets, secunty cargo receipts, cargo discharge repons, and act1V1t1es that control CEPTION those 1Dvolved ID 
delivery tallies, discrepancy reports, and related docu- and are directly respons1- clauns lit1gat1on, or 1DVesbga-
ments ble for ocean sh1pp1Dg tlons are destroyed after com-

plenon of such act10n, but not 
before 10 vearsl 

-

5 at MAJCOMs and are destroy after 1 year 
used for advance planrung, 
d1vers1on, or control pur-
poses 

...L harbor craft boat dlSoatch sheets not covered ID rule 7 destroy after 3 months 
7 records pert81n1Dg to harbor craft 1DVOlved ID acts of destroy with the case file of 

m1Suse or abuse resultmg ID d1SC1plinary actton, or that which they become a part 
pertmn to craft 1DVOlved ID accidents or other unusual 
s1tuat1ons 

mar1De masters manne master record logs, or logs for boats dropped destroy after S years 
operation and from accountability 
maintenance loiz 

8 II 
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TABLE!'7� I 

HIC HWAY TRAFFIC ::ONTROL AND SUPERVISION RECORDS I 

R A B C D 
u 
L If tbe records 
E are or pertain to consisting of which are then 

•1 pemuss1ble letters estabhshmg a local POD and letters requesting to established by the vehicle destroy when superseded, 
motor velncle exceed the local POD approved by the local vehicle operations officer (VOO) obsolete, or no longer needed 
operabng dlS• authonzat1on/ut1hzat1on board (V AUD) and kept by the requesting 
tance (POD) vehicle control officer 

lVCOl 
2 motor velncle admm1Strat1ve records, such as special road laws relating destroy when superseded, ob-

movement over to State Highway Commw1on, DOD Directory hstmg solete, or no longer needed 
pubhc lnghways military and state officials authonzed to request and 1SSue 

penmts for oversize, overwc:ight, or other special m1h-

- tary movement on pubhc lnghway, comparable records, 
and related corresnnndence 

3 request for waiver, apphcattons for and permits to move at ISSwng act1v1t1es and are destroy after 5 years. 
military velucles over state lnghways, permits, and re• not related to claims 

- lated correspondence against the AF mvolvmg 
transoortat1on of vehicles 

4 at 1SSumg act1v1t1es and are they become a part of and are 
related to clauns against d1Sposed of with the related 

- the AF mvolvmg transpor-
tatlon of vehicles 

claim tile. 

s at other than 1ssumg act1v1- destroy when no longer 
ties needed, on final adJud1cat1on 

of claim, 1f applicable, or on 
macuvatlon of the acuv1ty, 
whichever 1s sooner 

6 traffic reports reports winch reflect the volume of velucular traffic See table 125-1 
entenng or deoartmg an mstallat1on or access road 

I jTABLE 75-7 
MILITARY OVERSEA AND DOMFSl'IC TRANSPORTATION REQUIREMENT RECORDS I 

R A B C D 
u 
L If the records are or 
E per1lliD to consisting of which are then 

1 cargo channel traffic a1rhft forms and related records at HQ AFLC and HQ destroy after 2 years 
reau1rements MAC 

2 specw airhft reqwrements 
v1a!'MAC 

3 passenger channel traffic 
airlift reawrements 

4 seahft canro reawrements at HQ AFLC 
s MSTS utlhzatlon .--.nrts 
6 records m rules I through at other than HQ AFLC destroy 6 months after month 

and HO MAC of movement 



I 

3 

4.1 

AFR 12 50 Vol II 30 October 1987 177 

TABLE 75-8 
TR FFIC MANAGEM NT DATA I 
R A BJ u 
L If the records 
E are or pertain to consisting of 

1 statlstlcal data reports and related records 
on the move-
ment of passen-
gers, personal 
property and - cargo 

2 

transportab1hty, mputs to IFBs, RFPs, work statements, systems spec1-
transportation or ficat1ons, drawmgs, statements of requirements, statls-
packagmg data ucal charactenstlcs, analyses, contractor's responses to 
m support of transportab1hty data calls, contamenzauon project m 
systems, sub- support of spec1ahzed needs, transportab1hty, pack-
systems or spe- agmg and/or transportation studies and analyses; 
c1al pro Ject mputs to program/proJect records, reports and sup-
development, portmg data thereto 
acqu1s1t1on and/ 
or test 

! TABLE 75-9 
PER� ONAL PROPERT' MOVEMENT AND STORAGE I 

R A B 
u 
L If the records 
E are or pertain to cons1Sting of 

1 personal prop- alphabetically arranged case files on the shipment 
erty shipment and temporary storage of household goods, mobile 
records homes, and unaccompamed baggage (see notes 2 and - 3) 

2 

•2.1 Personal Prop- alphabetically arranged case files on the shipment 
erty Shipment and temporary storage of household goods, mobile 
Records homes and unaccompamed baggage 

3 Do It Yourself copy four of DD Form 2278, Do 1t Yourself Coun-
(DITY) movmg selmg Checkhst 
program (pubhc 
file) 

4 quahty con- earner performance files, fac1hty mspcctlon reports, 
trol/tonnage dis- except 1mt1al mspecuon reports, and quahty control 
tnbuuon records reports from members and destmatlon traffic manage-

ment offices 
Carner Evaluation and Reportmg System (CERS) 
documents other than tonnage d1stnbut1on rosters 

-

-
4.2 tonnage d1stnbut1on rosten; 

C 

which are 

at MAJCOMs and below, 
except MAJCOM consol-
1dated reports 

MAJCOM consohdated 
renorts 
at the traffic management 
activity supportmg systems 
program offices, equipment 
and subsystems management/ 
acqu1s1t1on act1v1t1es, project 
offices, procurement offices, 
laboratones and related func-
uons engaged m the develop-
ment, acqU1S1t1on, test and de-
ployment of systems, sub-
systems, and equ1oment 

C 

which are 

records on domestic ship-
ments 

records on mtemauonal ship-
ments 
r�ords on nonpermanent 
case files which are for-
warded to a Jomt Pen;onal 
Property Sh1ppmg Office 
(JPPSO), Central Pen;onal 
Property Sh1ppmg Office 
(CPPSO), or a Central Book-
msr Office (CBO) 
at TMOs 

held by traffic management 
offices 

D 

then 

destroy after I year 

destroy after 6 year.; 

destroy upon completion of 
project, or when no longer 
needed, whichever 1s sooner 

D 

then 

destroy after 3 yean; 

destroy after 6 yean; 

destroy after 6 months 

destroy after I year. 

destroy after 2 years or when 
no longer needed, wluchever 
1s later. 

destroy I year after new hst-
mgs are received, or when no 
longer needed, whichever 1s 
later 
destroy 6 yean; after closeout 
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TABJ E 75--9. CONTIN1 ED I 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

s letters of intent letters of intent filed with transportation officer by return to earner 
of approved car- earners desinng to part1c1pate m DOD traffic 
ners 

6 shipment of POV sluppmg records, affidavits, certificates, and destroy 3 years after date of 
pnvately owned powers of attorney or mfonnal letters of authonty slupment 
ve}ucles (POV) 

7 household goods alphabetical case files cons1Stmg of storage records destroy 3 years after files 
non temporary (service orders, applications for nontemporary become inactive (see table 
storage accounts storage, travel orders or other fund citing authonty, 75-3, rule 16) 
system and other pertinent records) - (NO TEMPS) 

8 transaction edit lists destrov after 6 months 
9 invalid card 1dentlficat1on transaction type listings destroy on correction and re-- submission of corrected trans-

actions 
10 master rate file (basic agreement rate spread list, cost destroy 3 years after the files 

companson !IS� and related paoers) become macuve -
master record list and exc1rauon date list destroy after 3 vears.JL_ 

11.1 alpha contractor list, service order !!St, accounting destroy after 6 months or 
classlficat1on summary !1St, and quarterly conversion when no longer needed 
to member's expense list -

12 •as reqwred" transaction punch cards destroy 3 months after the 
end of the quarter accumu-
lated -

13 rate transaction punch cards retain latest GT (gov't rate) 
and latest RN and RT (reVJ-
SIOn) cards m active file, de-
stroy superseded cards after 3 
months (see AFR 75-17) -

14 consolidated monthly and quarterly mv01ces/annual destroy after 3 years (see table 
service order renewal hsun llS 75-3 rule 16) -

15 contractor facility files records of all transactions destroy l year after all storage 
with contractors having basic agreements with DOD accounts pa1d by the govern-

ment have been removed from 
the contractor's facility -

16 RCS MTMC-20 report and quarterly management destroy after l year 
information !!St 

NOTES· 
l Dispose of ongmal payment records relating to personal property (household goods) under table 177-5 
2 Mamtam case files with records on both mtemanonal and domestic shipments under rule 2 
3 Hold case files involved m excess cost rebuttals until completion of action, or until the normal retention penod expires, whichever IS later 

76. Military Airlift. These tables prescribe disposition instructions for records relating to the transportatmn of cargo, 
passengers, mail, and personal property via MAC airlift (both MAC mihtary and commercial augmentation),
LOGAIR, and other non-MAC military aircraft. 

I TABLER7�1 
AIR TRANSPORTATION RECORDS EXCEPT LOGAIR) 
R A B C D 
u 
L If the records are or pertain 
E to consisting of which are then 

•1 MAC transportation authonza for airlift service mdustnal fund destroy after 2 years 
tlons, MAC passenger lists, and (ASIF) traffic at ongmatmg sta
travel orders tions 
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TABL!' 7�1. CONIIN\1ED I 
R A B C D 
u 
L If the records are 
E or perflun to consisting of which are then 

2 for revenue traffic other than rule destroy after 6 months 
1 and nonasrhft service tndustnal 
fund (non-ASIF) traffic at ong 
1nattn2 stations 

•2.1 transponatton control and move- destroy after mamiest hst 
ment for car20 and mad tnlZS are madeII 

3 cash collecuon vouchers I Idestroy after 2 vears. 
*3.1 registered mat! mamiest registered mail mamfest and DD at ongmatmg and temunatmg sta- destroy after 1 year 

Form 1384, Transportation Con- ttons 
trol and Movement Record used 
for atrhft service tndustnal fund 
< ASIFl traffic 

4 traffic transfer rece1nts I I 
•s cargo/passenger manifests repre for a1rhft service mdustnal fund destroy after 1 year (EX-

sentmg btllable revenue for (ASIF) traffic at ongmatmg and CEPTION tn event of 
transportation, aeromed1cal temunaung stations accident, destroy after 5 
evacuation, and special assign- years ) (See rule 19 for 
ment airlift m1ss1ons (SAAM), patient manifests) 
mail or rush baggage mamiests, 
release from claim for property 

� damage or personal tnJury 
6 for revenue traffic other than rule destroy after 6 months 

5 and nomurhft service tndustnal 
fund (non-ASIF) traffic at ong-
1naun2 and tennmat1n2 stations 

6.1 cargo/passenger marufests other destroy after 1 month (EX-
than those covered by rules 5 CEPTION tn event of 
and 6 accident, destroy after 5 

years) 
*6.2 truck manifest truck manifest and local release destroy after 6 months 

forms used to document the 
release of tennmatmg cargo and 
mad from the atrltft svstem 

*6.3 aenal port control log mamfests and forms used to show destroy after 2 months 
date and purpose of the A1rbft EXCEPTION In event of 

-Control Element (ALCE) and aid accident, destroy after 5 
m completion of required reoons vears 

•1 baggage trregulanty files mventones, tracer actions, bag- destroy after 1 year 
gage 1dent1ficat1on tags, rush bag-
gage tags, and related corre-
spondence that are records of 
lost, found, pilfered, and damaged 
baggage used to suppon claims 
for reimbursement or return to 
owner -

•1.1 at HQ MAC Baggage Service destroy after 2 years 
Center 

•s transportation discrepancy reports pertammg to traffic 1rreg- destroy after 1 year 
repons ulant1es, packagmg and handltng 

defic1enc1es, over, short, dam 
aged, pilfered, and lost cargo and 
mail, and correspondence on 
nassenger 1rre2ulant1es 

•9 RESERVED 
•10 RESERVED I I 
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TABL 'R76-1. CONIINUED I 
R A 
u 
L H the records are 

E or pertain to 

11 air transponat1on agreement 

12 ft1ght certificate 

•13 aeehcatlon for air travel 
RESERVED 

•ts RESERVED 
16 special handling/data 

cert1ficat1on 
17 port management level listing 

•11.1 Document Control Center 
<DDC) transaction requests 

•11.2 bumped cargo/mail worksheets 
or load pull sheets 

•ts fteet service arnval/depanure 
worksheet 

•18,l fteet service eqwpment 

•19 &1rcraft ground handling work 
sheets 

20 marufoest control number reg1s-
ters 

21 confirmation of passenger reser-
vatlons or air overseas travel 

22 car20 and oassen2er schedulinl! 
Z3 eqwpment status reports 

24 umt capability measurement sys 
tem (UCMS) reoons 

•24.1 foreign 1I11htary sales (FMS) 
cargo processing charges 

B 

consisting of 

release from claims for propeny 
damage or personal inJury re-
suiting from travel by 1I11htary 
controlled aircraft 
certifications that travel by IIll11-
tary aircraft IS not for personal 
gain or for any type of remunera 
!Ion 
oassem1er bookin2 cards 

inventones/tabulat1ons pertammg 
to passengers, cargo or mail 
aWB1tin1z shmment 
records used to establ1Sh an order 
of pnonty by Job type 
records used to remove planned 
and manifested (preload or final) 
cargo/mail from the manifest and 
return to the pon manageme.it 
level 
fteet service checklists and related 
records 
records used to inventory 
expendable/nonexpendable eqwp-
ment 
inbound/outbound advtsory mes-
sages, load planning worksheets, 
manifests (other than ongmating) 
patient marufoests, human remains 
messages, hf e or death urgency 
shipment messages, perlillt to 
proceed requests and perlillt to 
proceed messages, delay repons, 
load sequence breakdown records 
used to provtde a continuous 
record of si:ound handlin2 

Bir car.v:o and trooo backlotZS 
on hand/assigned vehicles ma-
tenals handling eqwpment 
(MHE) and associated aenal pon 
eqwpment 
correspondence, messages and 
related records 
RCS MAC-TRK(AR)8301 and 
supporting records used to sub 
stantrate car11:o orocessin2 charaes 

C D 

which are then 

see rules 5 and 6 

destro)! after 3 months
II I 

see rules 5 and 6 

destroy after 1 month. 

destroy weekly or when no 
lonaer needed. 
destroy after I month 

destroy after 3 months 

see rules 5 and 6 

at base transponat1on offices destroy after 3 months, or 
when no longer needed, 
wluchever IS sooner 

lldestrov after 6 months I 
destroy after I year 

https://manageme.it
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T ABL ' 76-1. CONTINUED I 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

*24.2 phase II data records used to document load destroy when no longer 
planrung qualifications and needed 
currencv 

25 air traffic handling records b1olog1cal/re-1c10g/refngerat1on a record of dally actions at air destroy after 3 months 
logs, tenmnatmg cargo/mall, tennmals 
mamfest control logs, secunty 
cage logs and mventory, ong 
matmg/tenrunatmg MAC 
MICAP/VVIP control logs, and 
aenal oon movement loa 

*25.I frustrated cargo report records used for cargo/mall that destroy after 6 months 
cannot be accepted or movement 
contmued 10 the airlift system due 
to 1rre211lantv 

•25.2 report of shipment records used to provide secunty destroy after 3 months 
to secret and firearms slnpments 
10 the Defense Transportation 
Svstem 

*25.3 tie down equipment and nuclear tie-down equipment check lists, 
shonng kit accountability C-130 and C-141 speaal equip• 

ment receipts and temporary 
issue rece1ots 

*26 green sheet requests records of dally actions exped1t- see rules 5 and 6 
mg movements of specifically and 
urgently needed slnpments w1th10 
the MAC mrhft system 

•27 cash collection receipts receipts used as supporting station copies destroy after 60 days 
records for the preparation of 
financial reoorts 

*28 deviations forms, logs, and related matenal destroy after 1 year 
pertammg to approval of devia-
t1ons m movmg passengers with 
hazardous carao 

•29 hazardous matenals mfonnatlon records concerrung the packag destroy when superseded or 
file mg, handling, loadmg, and airlift obsolete 

of hazardous cargo used to main 
tam consistent hazardous cargo 
msoectlon orocedures 

i ITABLE 76-2 
SPI ClAL ASSIGNMENT MISSION (SAM) I 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

1 airlift flight 1tmerao: log speCJal assignment revenue missions destroy after 1 year 
2 aircraft fbaht reoorts 
3 mamtenance and related rec-

ords 
4 shippers records requestmg created by MAC or provided destroy 2 years after payment 

SAM MAC for reimbursement to Air-
lift Service lndustnal Fund, and 
which act as supponmg records 
for airlift services rendered 
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TA LE 76-2. CONTINUED 
R A 
u 
L If the records 
E are or ertain to 

5 HQ USAF record author 
IZIDIZ SAM 

6 MAC operational directive 
(MOD), or Blrbft lhght 1ttn
erarv loiz 

TABLE!76-3 I 
LOI ;AIR AIRLIFT I 
R A 
u 
L If the records are 
E or pertalD to 

1 travel orders, travel au 
thonzations 

2 traffic summanes 
3 traffic transfer rece1ot 
4 cargo/mBII detBII card 

5 sh1pp1Dg records, sh1pp1Dg 
tickets 

6 aircraft ID an accident, 
m1ss1Dg status or damaged 
by ground handbn11 

7 over, short, and damaged 
and/or odfered re.1nsters 

8 certificates of lost shtoment 
9 report of over/short ship• 

ments 

..!!L air cargo mamfest 

12 
13 (RESERVED) 
14 (RESERVED) 
15 mamfest number registers 
16 flight data record 
17 dtscreoancv reoort tracers 
18 control logs 
19 suoerv1sors reoorts 
20 departure, arnval, and oth-

er operational messages 
and renorts 

21 reports of damaged or am-
orooer sh1oments 

22 (RESERVED) 

B 

consisting of 

B 

consisting of 

general purpose punch cards used ID 
beu of a sh1pp1Dg record 

reports and records 

bstma and reoorts 
header cards 
master routmg cards 

AFR 12-50 Vol II 30 October 1987 

C D 

which are then 

C D 

which are then 

at HQ AFLC, LOGAIR ter- destroy after 6 months. 
mmals, LOGAIR customer 
stations, and contractor stor-
age sites ID process1Dg 
LOGAIR special m1ss1ons 
and ptlot pickups, chartered 
Blrbft, etc!, 

l ldestrov after 3 vears 
II destrov after I vear 

at AFLC and MAC bases as destroy after 6 months 
ongmatmg, 1Dtrans1t, and ter-
m1nat1ng files, and at other 
nonmecharuzed air tenrunals 
as tenrunatmg 1Dtrans1t files 

destroy after 6 months (EXCEP-
TION when held by mechamzed 
act1v1t1es us1Dg cargo/mBII detBII 
cards serv1Dg same purpose, destroy 
when no Ion,.,.,. needed) 
destroy after 2 years 

destroy after I year 

destrov after 90 davs 
destrov when no lona:er needed 

destrov when no Ionizer needed. 
destroy after 6 months 

destroy after 90 days 
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TAI LE 76-3. CONTINUED I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

23 (RESERVED) 
24 <RESERVED) 
25 ndfered renorts renorts and related records 
26 (RESERVED) 
27 baggage 1dentificat1on tags lower pornon destroy when purpose has 

been served 
28 transportmg explosives or specral handlmg data/certifi.cates, and m-

other dangerous an1cles by 
aircraft 

struct1ons for commanders of m1htary or 
c1vd1an mcraft 

29 air carl!:O routml!: hsts 
30 backloo: hstm11:s 
31 LOGAIR stat1st1cal reoon report and background matenal destroy after 2 years 
32 personnel property stalls-

tlcal reoort 

77. Motor Vehicles. These tables cover records relating to admlIUstration, operation, and management of motor 
vehicles and motor vehicle operat10ns sect10ns, and selection, trammg and licensing of motor vehicle operators. 

I !TABLE 77-1 
VEHICLE AND EQUIPMENT MAINTENANCE RECORDS I 
R A B C D 
u 
L If the records are or 
E pertam to consisting of which are then 

1 vehicle and equipment the h1stoncal pon1on prescnbed by AFM retam as current for the hfe 
Jackets 77-3 10, vol II and TO of the item (see note I), 

00-20B-S transfer to gaming activity on 
permanent reassignment or 
chsoosal (see note 2) ,........

2 the temporary pon1on destroy after 3 months or on 
exp1rat1on of the warranty 
penod, wluchever 1s later 
(see note 3) ,........

3 vehicle h1stoncal records mamtamed as a central transfer to the hlStoncal por-
file bon of the vehicle Jacket on 

1mbabon of third conbnu-
abon form, or on permanent 
reassignment of vehicle, 
whichever IS sooner 

4 mmor mamtenance records on mmor or mobile mamtenance and cap- destroy after 3 months 
work orders tunmi: labor hours m the tire or batterv shoos 

5 COP ARS control and COP ARS fund ledgers, sales shps, mv01ce verifi-
venficat1on records cations and related records 

6 matenel control docu- COPARS stock consumption records destroy I year after comple-- ments t1on 
7 sess computer onntouts see table 67-3 
8 work order logs and see table 1 1-1 

auahtv control records 
9 vehicle time comph- TCTOs, commercial techmcal bulletms, messages, mamtamed by mamtenance destroy TCTOs and commer-

ance techmcal orders letters, and one-time mspectlons on vehicles control and analysis c1al tech1ucal bulletms when 
(TCTOs) the velucle 1s sent to disposal 

Destroy all other documents 
I vear after comolet1on 
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TAI LE 77-1 I 

R 
u 

A B C I D 

L If the records are 
E or pertain to consisting of which are then 

10 motor vehicle infor- monthly motor vehicle operations and mainte- destroy after I year 
matlon system docu- nance summary reports, maintenance man-hour - ments summary repons, employee master list, and related 

corresoondence 

-
11 daily and weekly machine run listings such as ve- destroy after completion and 

lucle master lists, scheduled maintenance reports, venficat1on of monthly re-
work order status reports, and related data prod- ports 
ucts 

12 quarterly operations and maintenance summanes destroy I year after comple-- and cards t1on of new FY summanes 
and cards (see table 175-2) 

13 dmly PCAM cards generated in the data collection destroy after completion and 
system venficat1on of monthly sum-

mary -
14 indirect labor time cards 
15 control register for vehicle decal records/register and related docu- 1edestroy after 5 years or when 

Panama official de- ments 1 no longer needed for 
cals/m1litarv velucles accountabilityI 

NOTES 
I. Authonzat1on records for vehicle mod1ficat1ons and related matenals may be destroyed when the vehicle 1s returned to its ongina 
configuration 
2. Destroy duplicate copies of the h1stoncal portion of the Jacket after 6 months unless requested by the receiving agency 
3 MAJCOMs may extend the retention penod to one year 

TABLE 77-2 I 
VEHICLE OPERATIONS RECORDS I 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

1 dnvers qualification operator qualificatlons and record of licensing, exam1- see table 3 5-1  for active duty 
nation and performance, requests for dnver's training personnel 
and add1t1on to Standard Form 46, and reports of in-
qu1ry search-national dnver register -

2 destroy on separation of m1h-
tary personnel (including AF 
Reserve and ANG personnel)- (see note I )  

3 forward to 1mmed1ate super-
vtSor of c1vtl1an personnel 

- relieved of dnving respons1-
b1lit1es 

4 superseded destroy when pertinent data 1s 
transcnbed to the appropnate 
forms -

5 medical evaluations, accident h1stones, traffic citations source records for dnver - and dnver awards qualtficatlon 
..!... test reswts 

7 at the urut of assignment destroy when superseded, or 
when dnver trmning sup- when no longer needed, 
port 1s not available from wluchever 1s sooner 

-
the host base 

government m1litary cards that are permanently revoked or expired destroy on expiration or revo-
vehicle operators' canon 
1dent1ficat1on cards 

8 
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TABL" 77-2. CONTINUED I 
R A B C D 
u 
L If the recordsE are or pertain to 

9 

10 leas1Dg
motor vehicle acc1-dent case files 11 

12 operators mspectlon operators checkhst not1Dg vehicle defic1enc1es (see guide and trouble note 4) report forms 
13 serv1c1Dg 

-
14 
15 state gasolme tax refWld claims 

-
16 

17 vehicle operations officer's (YOO) orgamzatlonal file 
18 VCO/NCO docu-ments 

consisting ofcards on 1Dd1v1duals separated and c1v1hans reassigned to duties not reaumn2 vehicle ooeratlon lured motor velucle reports 
reports of accidents, estimates of damage, reports of survey, statements of charges, cash collection vouch-ers, or comparable records, photographs (when reau1red), and related corresoondence 
fuel/01! issue forms 
vehicle ooerat1ons records records ID transportation and contract1Dg offices sup-port1Dg claims for refund of aviation and motor fuel tax (see note 5) 
vehicle control officer (VCO)/NCO appomtments, bnefing checkhsts, parkmg area approvals, v1s1ts results, receipts for velucles and accessones, vehicle authonzatlon annual reviews, JUSt1ficat1ons for vehicle dispatch and s1m1lar records 

US government na- cardsnonal credit cards 
-· 

.•19.1 

-· 
20 credit card registers, copies of records cert1fymg loss, 1DVest1gat10n destruction, tum-ID, vahdatlon, and -· related records 
21 letters of cert1ficat1on/accountab1hty 

•22 transportation AF Form 868 and related records requests 
23 request for Motor Vehicle Services (AF Form 868), Ion of events. and related corresoondence NOTESI DD Forms 1 360 may be given to md1v1duals bemg separated from the service 2 M1htary personnel may keep mvahdated cards 

which are 

for claims against the states of Anzona, Ore-gon, Cahforma, and Wash1D2tonfor claims agamst the state of Montana mamta1Ded by VOOs 
ma1Dta1Ded by VCOs'lNCOsissued, recalled, and/or ma1Dtamed by vehicle operations or requ1s1-t1omn2 aizencv ma1Dtamed by VCOs/NCOs 

I , 

at 1ssu1Dg offices 
1DIUated as a result of exerc1ses/deolovments 

thendestroy on separation or re-ass11mmen t (see note 2) destroy after completion of next annual reoort destroy 3 years after final action (see note 3) 
destroy 1 month after closeout or when no longer needed, 
destroy after completion and 
whichever IS later (see note 3)
venficatlon of monthly re-oortsdestrov after 3 monthsdestroy after 4 years 
destroy after 5 years
destroy when superseded or obsolete 

destroy 6 months after final payment on all 1Dvo1ces cov-ered by a specific card 
return to ISSUIDg activity upon expiration or recall, which-ever 1s sooner destroy I year after the close of the fiscal year 
destroy when superseded, " obsolete, or on termmat1on of reau1rementretam for 3 months, or until no longer needed, whichever IS later 

tdestroy afer 2 years 

3 Records on velucles IDVO!ved ID acts of misuse or abuse resultmg m d1sc1phnary action, and records on vehicles mvo!ved ID accidents or other unusual s1tuat1ons, and that are made part of another case file, have the same d1sposmon as the particular file 4 Imt1ate a new form for each velucle at the first mspect1on of the month, or when a vehicle, m for extended repairs, storage, or awaitmg d1spos1-t1on, 1s returned to operational status 5 See table 177- 18 for records mamtamed by commercial services 
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78. Industrial Resources. These tables cover records pertaming to priont1es, allocat1ons, matenals stock plies, mdus
trial equipment and fac1lit1es, and readmess requirements for materials and industnal fac1lit1es. 

I ITABLE 78-1 
INT USTRIAL READINESS AND MOBILIZATION I 

R A BIu 
L If the records are 
E or pertain to 

1 mdustnal mob1llzat1on 
and procurement plan-
rung 

l national mdustnal - plant reserve program 
3 

4 DOD mdustnal read1 
ness plannmg program 

s procurement reserve 
program -

6-
7 

8 consolidated Republic 
of Vietnam Air Force 
(R VNAF) improve-
ment and modemiza- Uon program 

9 

coDSisting of 

facility allocations, procurement plannmg schedules, plan 
mng studies and reports submitted by mdustnal concerns, 
inspection reports, spec11icauons, drawmgs, and related 
corresoondence 
forms and correspondence on annual mspections of depart 
mental mdustnal and national mdustnal reserve plants 
mob1llzauon planrung status of government owned or span 
sored plants, and related records 
requests for registration of plants, nonce of transfer requests 
for changes ID current register of planned emergency pro 
ducers, requests fa- planmng authonty, schedules, plann1Dg 
agreements, production planmng records, factual data con-
cemmg production capab1llt1es, plant loadmg records, alloca 
tlon of capacity, application forms reports correspondence, 
and related or comoarable records 
production planmng schedules 

production and faetllty data 

worksheet data 

production planmng schedules, DOD guidelines for T day 
studies, impact data covenng production stretchouts, etc , 

worksheet data and backup mf ormatlon 

NOTE Offer to the National Archives ID S-year blocks when latest record 1s 25 years old 

I TABLE 78-l I 
IN USTRIAL EQUIP ENT RECORDS 
R A B 
u 
L If the records 
E are or pertain to consisting of which are 

C DI 

which are then 

retire as permanent (see note) 

destroy after 2 years 

at HQ AFSC 

destroy when superseded, when 
planmng actions desired are re-
fleeted m revised register of 
planned emergency producers, or 
after facility has been dropped 
from the program, whichever IS 
sooner 
destroy 18 months after super 
seded or obsolete 
destroy when superseded or 
obsolete 
destroy when 1Dformat10n has 
been mcorporated 1Dto the appll-
cable format report 
reta1D as permanent (see note) 

destroy 1 year after data IS trans-
ferred onto the applicable format 
reoort 

C DI I 

then 

1 property records DOD property record, DOD property supplementary at the designated momtor destroy when no longer 
data, and similar forms and records mg activity, and used for needed, or 2 years after final 

1DVentory control d1spos1uon of the equipment, 
wluchever 1s sooner 

l at act1v1t1es other than the destroy on completion of 
morutonng activity, and acuon 
used ID vanous phases of 
mventory, reallocat1on, 
tum m of mdustnal eqwp 
ment. or s1m1lar curnoses 
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TABLE 78-2. CONTINUED I 

R A B 
u 
L If the records 
E are or pertain to consisting of 

3 h1stoncal files mventory, mspectlon, and change data or supplementary 
data, packing lists which descnbe the basic Item and hst 
all accessones and awuhanes 1dennlied to the basic Item, 
mspectlon and test records, reports and forms (such as 
analytical test forms, work orders, maintenance expend1 
tures cost estimates of repairs or rebuild), and related 
data which fully depicts the current operatmg cond1t1ons 
of the equ1pme"lt, purchase order, purchase descnpt1on, 
rece1vmg reports DIPEC movement notice, shlppmg 
record, damage or shortage reports, and related control 
records which are retained m other admm1strat1ve or 
official contract liles or used for other purposes, and 
technical data, including ope1atmg and mstallatlon 
instructions, diagrams of electncal and hydraulic systems 
and utility connections, photographs, manuals, and other 
manufacturers literature, machlne parts lists, and lubn-
catmg charts -

4 

-
5 

-
6 

-
7 

-
8 manual data forms mamtamed with equipment m current 

use filled-in and last entnes have been earned to new 
forms 

I TABLE 78-3 
INI UsrRIAL FACILITII � RECORDS I 
R A B 
u 
L If the records 
E are or pertain to consisting of 

1 lndustnal Defense records used m conducting a survey of a fac1hty to de-
Survey termme the areas, elements, or other aspects or portmns 

--- of the fac1hty which should be protected, and how best 
to protect them 

C 

which are 

at DOD components 

at a non-DOD agency or 
orgaruzatlon, or sold 

at the former AFDIER 
Storage Site #7, and 
transferred to NPRC 
™RC) 

C 

which are 

superseded, or fac1hty 
1s deleted from the 
key facil1t1es list 

D 

then 

send the h1stoncal lile to the 
consignee 

off'er the file, consisting only 
of the technical data (such as 
drawings, diagrams, manuals 
and other manufacturers ht-
erature and analytical test 
forms), for transfer wnh the 
installation nlant eaU1Dment 
destroy all lustoncal record 
data pertauung to an item of 
IPE that 1s no lon"er needed 
destroy all h1stoncal data on 
an item of IPE destroyed or 
abandoned except technical 
manuals, manufacturers litera 
ture, and similar data which 
may be needed by the d1spos-
mg acuvny to complete or 
establish lustoncal records for 
another mdustnal plant equip-
ment item 
destroy after 5 years 

retam as pan of the equipment 
h1stoncal file, or destroy after 
3 months 1f they do not con-
tam h1storv mformat1on 

D 

then 

destroy when no longer 
needed 
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TAI LE 78-3. CONTINUI D I 

R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

2 at a fac1hty whose m- transfer the complete file to 
dustnal defense cogru- the gammg act1v1ty 
zance has been trans 
ferred 

3 program fundmg studies, reports, fundmg Justifications, manual and 
mechamzed stat1st1cal summanes and tabulations, work 

at HQ USAF and 
MAJCOMs 

retire as permanent one mas 
ter copy of each FY program 

mg papers, other supportmg data and related correspond- document, with program JUSt1-
ence accumulated when annual mdustnal program fund ficat1ons and approved fund-
mg determmatlons are compiled which reflect by specific mg authonzatlons 
system program, or pr0.JCCt, the fac1ht1es, resources, and 
reqwrements (real property acqws1t1on, fac1ht1es expan-

- S100, plant mamtenance, equipment and equipment 
modernization or replacement, etc)) (see note) 

4 below MAJCOMs destroy all feeder reports, sta 
t1st1cal data, other source or 
background support paper., 
etc , when superseded, obso-
lete or 2 years after year m 
which appropnat1on was 
made available for obhgat1on, 
whichever 1s applicable (EX 
CEPTION Data on reqwre-
ments not accepted for mclu-
s1on m the current year pro-
gram is retamed for resubnus-

- s1on purposes for not more 
than 3 vear. and destrovedl 

5 program records other than rule 3 destroy when superseded, ob-
solete, or no Ionizer needed 

6 expansion case files real property records which relate to fac1hty leases, lease retire record sets as perma 
holds, contractor's agreement, contractor appendices, AF nent. 
final drawmgs of facility expansion, authonzauon of 
acquisition of faahtles, facility contract, delegations of 
authonty, powers of attorney, and similar legal records 

- reftectmg the plannmg, acqu1s1t1on, and adm1rustrat1on of 
facility pro Jects 

7 with a pnme contract destroy m accordance with 
table 7(H 

8 general purpose records related to Government-owned equipment or 
production equip- machmery furnished to contractors, mcludmg subcon-
ment records tractors, when specifically provided for m the terms of a 

wntten contract, ballment a2reement. or lease 
9 fac1hty capab1hty preaward survey of prospective contractor general, fac1l destroy when superseded, ob-

report system 1ty adVJsory board actions, replies to the buyer, supple- solete, or no longer needed 
mental correspondence relative to a contractor's fac1ht1es 
equipment, engmeenng capab1lit1es, financial status, qual-
1ty control and productive capacity, and comparable 
records 

NOTE Consolidated fundmg determmauons are forwarded to the Director of the Budget, HQ USAF by FmanCJal Status of RDT&E and F 
curement Program 

. .' . '
{ f  

j '  

· · :,.,. •  

•. J/-
: 
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I TABLE 78-4 IPRl ORITIES AND ALLOCATIONS RECORDS I 

R A B C D 
uL U the records are E or pertain to consisting of which are then 
1 register of contractor reqwrements and pnont1es assistance requests with con- at the OPR destroy I year after final pro-reqwrements and pn- trol number cessmgont1es assJStance re-auests 
2 Defense Matenal Sys-tem (DMS) allotments program detennmatlons fomJShed by DOD DDR&E at HQ USAF destroy after 3 years 
3 DMS summanes DMS reqwrements worksheets and statistical services at the OPR mcludmg tabulations and preparation of balance sheets by proitram 
4 DMS master contrac- records of all reqwrements by manufacturer, mstallat1on at MAJCOMs destroy after 5 years- tor files and program and related correspondence 
5 below MAJCOMs exo1res I year after contract destroy 
6 contractor control cards and ledgers ass1grung control numbers to manu- at MAJCOMs destroy I year after dJScon-number assum__ment facturers and m1htarv 1nstallat1ons tmuance of DMS 7 manufacturer's stat1St1- hstmgs by manufacturer and program showmg matenal at the OPR destroy after I yearcal bstmg reqwrements for current and any of the five followmg quarters 
8 Jomt Aeronautical operatmg procedures, orgamzatlonal charts, etc , at MAJCOMs destroy after 10 years Matenal Activity orgamzatJon and opera-- tlons procedures 
g below MAJCOM destroy when superseded, obsolete. or rescmded 

10 bills of matenals and raw, basic processed, and semifabncated matenals, urut at MAJCOMs destroy 25 years from date of - urut weight summanes weight hstmg for airframes, engines, etc!6-, bill of materJal (see note) 
11 below MAJCOM destroy on completion of con-tract (see note) 
12 history of DMS and samphng of orgaruzat1on and runctJon charts, pohcy, pro- at MAJCOMs retire as permanent. 
- Defense Pnonty Sys- cedures, and m1scellaneous adm1rustrat1on data tem (DPS) 
13 below MAJCOM destroy on completion of con-tracts 
14 DMS audit reports reports of mstallat1ons and contractor plants and related at MAJCOMs destroy after IO years.correspondence
15 below MAJCOM destroy 6 - clear audit months after next 

-
-16 controlled and cntlcal reports, supporting data, and related correspondence at MAJCOMs destroy after IO years. matenals (h1stoncal) 17 below MAJCOM destrov after 3 vears 
18 cnucal shortage case forms and correspondence on assJStance to contractors or at MAJCOMs destroy 3 years after close of files m1htary mstallat1ons m obta1DJng matenals m short supply case 
19 below MAJCOM destroy 3 months after com-I oletJon of actJon 
20 DMS-DPS 1mple- regulations, DAR supplements, manuals, etc , at MAJCOMs l lsee table 5-1 mentm11: instructions NOTE. Destroy bills when rev1s1ons are received and summanzed I 
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TABLE 78-5 I 

CONSERVATION PROGRAI rf RECORDS (SEE NOTEl I 

R A 
u 
L If the records are 
E or pertain to 

1 reports 
2 -
3 

surveys....!.. 
5 

mmutes of advisory 
board meetmgs -

7 

8 USAF semiannual re-
port on conservation of - cntlcal matenal 

9 

10 brochures and/ or 
conference mmutes -

11  
12 bulletms and newslet-- ters 
13 

B 

consisting of 

monthly reports 

auarterlv reoorts 

, 

C 

which are 

at HO AFSC and contract mana2ement d1v1s1on 
at AF contract management d1v1s1ons and AF 
olant reoresentat1ves 
at HQ AFSC and contract management d1v1s1ons 

at contract management d1stncts and AF plant 
reoresentat1ves 
at HQ AFSC, contract management d1v1s1ons, AF 
contract management regions, and AF plant 
reoresentatlves 
at contract management region advisory boards 
to which thev oertam 
at HQ AFSC and contract management d1v1s1ons 

at AF contract management d1stncts and AF 
olant reoresentatlves 
at sponsormg act1v1t1es 

at other than soonsonmz activities 
at pubhshmg act1v1t1es 

at other than oubhshmK activities 

D 

then 

destroy after I year 
destroy after 6 months 

destrov after I vear 
destrov after 2 vears 
destroy after I year 

destroy after 2 years 

destroy after I year 

destroy after 5 years 

destroy after 2 years 

destrov after I vear 

NOTE· These records relate to and specify measures taken to conserve and attam the maximum ut1bty of equipment, supplies, manpower, mate: 
als, and other resources necessary to national defense by makmg available ideas and suggestions m an mterchangeable basis between defense age 
c1es and mterested contractors 

79. Contractor Industrial Labor Relations. These tables cover records pertaining to mdustnal manpower utihzatior 
industrial labor relations, labor disputes, labor law compliance, and selective service deferments. 

I ITABLE 79-1 
INT USl'RIAL MANPOWER RECORDS I 
R A 
u 
L If the records are 
E or pertain to 

1 occupational deferment 
case files -

2 

-
3 
4 labor relations prob-

!ems 

B 

consisting of 

summary of occupational deferment actions, comparable 
forms, and supportmg records 

deferment records 

summary h1stones 
reports relatmg to labor management issues, mcludmg 
background data and publications such as daily/weekly 
stnke reports, wage data records covermg labor manage-
ment relations and labor laws, collective bargammg 
agreements, legal opm1ons, and other documentation 
reqwred by All" Force Industnal Labor Relations Offices 
not covered elsewhere m this re11tulat1on 

C D 

which are then 

destroy when md1v1dual 1s 
removed from Reserve or 
deferred status, or 1s mducted 
mto the Armed Services 
destroy after actions have 
been recorded on summary 
lustones 
destrov after 25 vears 
destroy when superseded, ob-
solete or no longer needed 
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TA lLE 79-1. CONTINUED 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

labor relations mvestl• field checks conducted at the work site of contractors or at AF ha1son offices destroy 3 years after case IS 
gatJon case files subcontractors to determme degree of compliance with closed 

established labor standards, reports of special mvest1ga• 
tlon of suspected cnmmal or other v1olat1ons of the apph• 
cable labor laws 

5 

-
6 cases mvolvmg willful and cnmmal v1olat1ons, debarment at HQ USAF 

actions, and restitution over $500 and liqwdated damages 
over $ 100 

7 wage and salary ac- studies used for comparative analys1S, and which serve as at procurement ac destroy when no longer 
ceptance analys1S stu- the basis for determmmg whether specific wages and t1v1t1es needed 
dies salanes are to be accepted as an element of reasonable 

cost to be allocated to AF contracts 

80. Research and Development. These tables cover records pertaining to the policies, procedures and standards for 
research, development, test and evaluation, includmg the production of sc1entdic and techmcal studies to seek new 
basic knowledge from which techmques for improved aeronautical equipment, matenal, and ut1lizat1on of human 
resources can be devised; studies to establish the technical adequacy and quahtat1ve charactenst1cs of matenel; opera
tional test and evaluation (OT &E) of all types of equipment and systems includmg weapons systems, new and 
modified equipment, tactics, techmques and procedures that satisfy immediate operational requirements and/or pro
vide a basts for development of mcreased capabilities. 

TABLEe8►1 I 

R& > PLANNING AND P mGRAMMING I 

R A B C D 
u 
L If the records 
E are or pertain to consisting of which IU'e then 

1 HQ USAF reqwre• Requued Operational Capab1ht1es (ROCs) and related at HQ USAF OPR retire as permanent ( see 
n, ments and obJec- feas1b1hty studies, Reqwred Action Directives (RADs) note) 

bves and related correspondence used as a bas1S for fonnu-
latmg R&D efforts (see AFR 80--2) -

2 • action office copies mam- see tables 80-2 and 800-1 
tamed with program, prOJ· 
ect or svstem records -

3 destroy on completion of 
program or proJect or 
when no longer needed 

= (see note) 
4 HQ AFSC reqwre- AFSC planmng act1v1ty reports, techmcal plans for aero- at prepanng offices retire as permanent after 5 

ments and obJec• space mstrumentatlon, and sumlar long-range plans used years (see note) 
t1ves as a basis for formulatmg R&D efforts to mcrease sc1en-

t1fic knowledge and upgrade the technological base for 
military applications (see AFR 80-2) -

at other than prepanng destroy when superseded 
offices or obsolete 

5 

6 1mplementat1on doc- plans and proposals, 1 e , R&D plannmg summanes, see tables 80-2 and 800-1 
uments m system development concept papers, area coordmatmg papers, 
program or project program change proposals, and proposal records, d1rec-
case file tlves and dec1s1ons, 1 e , development program au-

- thonzat1ons, guidance, program change dec1s1ons, pro-
gram/budget dec1S1ons, and related records 

not m case file destroy on completion of 
R&D effort or when no 
lon11:er needed 

7 
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TAI LE 80--1. CONTINUEeD I 
R A B C D 
u I I 
L If the records 
E are or pertain to consisting of which are then 

8 1Ddependent R&D techrucal evaluations and related records created as a at HQ AFSC destroy 2 years after com-
evaluations result of an Armed Services Research Spec1abst Com- plet1on of action 

m1ttee assignment (DOD evaluations are made by AF, - Army or Navy, and coord1Dated among the services) 
9 Army or Navy evaluations destroy I year after coor-

accumulated at HQ AFSC d1Dat1on or final consol-- 1dat1on 
10 all evaluations other than destroy when no longer 

ID rules 8 and 9 needed 
11 summary, status, 1Ddexes of USAF R&D projects, pnontles, and program at HQ AFSC office of retire as permanent after 2 

and projected pro- elements, financial status-R&D and procurement pro- record years ( see note) - gram reports grams, and comparable reports 
u at other than HQ AFSC destroy when superseded 

office of record or no longer needed, 
whichever IS sooner 

13 Techrucal Objec• Techrucal Objectives winch descnbe goals or techno- TODs with background retire as permanent 2 years 
tlves and Techrucal logical needs, compiled 1Dto TODs by responsible AF Techrucal Objectives at after they are superseded 
Objectives Docu- laboratory and pubhshed by HQ AFSC HQM.FSC or obsolete (see note) - ments (TODs) 

14 TODs and Techrucal Ob- destroy on publication of 
jecuves retained by pre- TOD by HQ AFSC - panng office 

15 TODs and Techrucal Ob- destroy when superseded, 
.JCCtlves accumulated by obsolete or no longer 
activities other than HQ needed, wlnchever 1s 
AFSC or oreoann2 office sooner 

16 unsobc1ted propos• unsolicited arucles, dJSC!osures, and voluntary proposals, mamta1D accepted pro-
als and their evaluations (see table 1 10-2, rule 3, for 1Dven- posals and evaluations 

non disclosures) with project/task area or 
system records, and use - same retention penod 

17 destroy rejected proposals 
and evaluations after 6 
months-

18 hst1Dgs, forms, logs or other records destroy when no longer 
needed 

19 sc1ent1fic and tech- collections of techrucal and scientific matenals destroy when superseded, 
meal reference files obsolete or no longer 

needed, wlnchever IS 
sooner 

20 govemment-1Ddustry techrucal and sc1ent1fic records, abstracts of such, and destroy 1Ddexes when 
data exchange pro- 1D1crofilm files fum1Shed by GIDEP replaced by updated ones 
gram (GIDEP) Return microfilm cart• 

ndges to GIDEP Oper-
anons Center on request 
Submit responses to UDR 
to Operations Center 
Destroy SETE reports 
when no longer needed. 
Destroy fB1lure rate data 
products when updated 
coDICS are received 

21 Independent Re- records penammg to requests for 1Ddependent research, destroy 2 years after close 
search Fund rec- copies of fundmg allocations and related documents of FY ID winch effort was 
ords (laboratory IDVOlvlDg use of laboratory director's funds/d1scre• completed or termmated 
Director's funds) uonary funds winch are approved or pend1Dg approval - by command/clnef sc1ent1St 
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TAI LE 80--1 . CONTINUI D I 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

22 destroy d1Sapproved and 
rejected requests after 2 

- years or when no longer 
needed 

23 independent research records, correspondence, sc1ent1.fic accumulated and mam- destroy 5 years after the 
breakthroughs, quarterly reports, techmcal repons, au- tamed as a complete case close of FY m wluch the 
thonzatlon records, drawmgs, spec1.ficat1ons, techmcal file by the techmcal eng1- effon was completed or 
evaluations, results and conclusions, etc , neer/scient1St assigned terminated. 

respons1b1hty for the effort 

- but not transferred to the 
reirular R&D oroirram 

24 see table 80-2, rule I for 
independent research rec-

- ords transferred to the 
re1ml"r R&D oroaram 

25 records accumulated by destroy on completion or 
HQ AFSC and other ac• termination of effort 
t1v1t1es 

NOTE OIiier to the National Archives m 5-year blocks when latest record 1s 25 years old 

I iTABLEeB0--2 
INT MDUAL R&D Pl OJECTS I 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

1 R&D case files authonzatlon records, reqwrements, plans, schedules; accumulated and ma1n- retire as permanent 2 years 
contractual and procurement records, drawmgs, spe- tamed as a complete after termination or comple-
c1ficat1ons, photographs, techmcal progress summanes record by a project task t1on of effort 
and repons, techmcal evaluations, results and conclu- area or work umt sc1ent1st, 
s1ons, techmcal documentary repons, management engineer, or officer havmg 
repons on R&D effons and engmeenng services, oper- pnme respons1b1hty for an 
ating repons, 1 e , progress management rush, and ter- approved R&D effion from 
mmat1on repons contammg techmcal and related admm- its m1t1at1on through devel-
1strat1ve, fiscal, personnel and log1st1cal mfonnation, opment, design and testing 
notices of cancellation and related correspondence, m- to completion 
cludmg R&D project record books 

2 R&D support accumulated and mam- destroy 3 months after ter-
case files tamed by supponmg, pan1- mmatlon or completion of 

c1patmg, testmg or other the acbv1tys part1c1pabon m 
activity not havmg pnme the R&D effon. 
respons1b1htv 

3 (RESERVED) 
4 (RESERVED) 
5 R&D documen- accumulated by act1v1t1es destroy on completion or ter-

tatlon other than rules I and 2 mmatlon of the R&D effort 
or when no longer needed, 
wluchever 1s sooner 

engmeenng ser- records accumulated for engmeenng services performed s1gmficant ESPs accumu• destroy 2 years after comple-
vices program by AFSC, for program gwdance and control resources lated by HQ AFSC QPR tlon or termmat1on of the en-
(ESP) ut1hzed, 1 e , R&D management reports, engmeenng ser- gmeenng service 

6 

- vices project plans, program schedules, project fund sum-
manes, and other pertment records 
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T• tLE!'•2. CQNTT1' 11 11,'n I 
R A B C D 
u 
L If the records 
E are or uertain to coaslsting of which are then 

accumulated by HQ AFSC see table 66-9 
QPR for services per• 
formed for AFSC acbvi 
ties 

7 

-
accumulated by acbv1t1es destroy on complebon or ter-
other than HQ AFSC mmabon of effort, or when 
OPR no lomrer needed 

9 cooperabon with multmabonal R&D and production programs documenta atlDPR retire as permanent (see rule 
other countries bon 1) 
ID R&D ohle - fense eqwpment 

10 techmcal data exchange programs, 1Dcludmg mutual rebre as permanent. 
weapons development data exchange program 
(MWDDEP) and defense development exchange pro-
'"""m <DDEP) 

8 

TABLE!'•3 I 

R.t:!') TFST AND EV ALL ATION RECORDS I 
R A B C D 
u 
L If the records 
E are or pertain to coasl.sting of wbicb are then 

1 data collecbon rec- raw test data, 1Dclud1Dg magnebc tapes (digital, analog, destroy on complebon or temu• 
ords video, and loop tapes), radancope films, photographic nabon of effort, or when no 

mstrumentabon, mobon picture film, punch cards, and longer needed (see note S) 
sumlar records a result of T &E and R&D efforts 

2 data reduction rec- tapes of computed data. mclud1Dg intermediate working destroy when 1Dformabon has 
ords tapes, osc1llograms, Sanborn charts, vibragram graphs, been condensed, noted, 1Dcluded 

Vlbrabon power denS1ty plots (X-Y plots), computer list- m!'a summary, analySlS, or eval 
1Dgs (read-out sheets), Delta-V-Graphs, space bme data uabon report, on complebon of 
reducuon reports, and sumlar records the R&D effort, or when no 

lon1ter needed 
3 R&D test analysu summary reports of test results, e g., analysu of reduced m system or R&D see tables 80-2 and 800-1. 

and evaluation re- data and mtiormabon collected durmg the test spectrum, case file 
ports reporbng of results determ1Ded by analysu, and recom-

mendabons made by evaluator and furnished to interested 
agencies and acbv1ues -

...!.... ID ESP case files see table 80-2 . 
5 all copies other than destroy on completion or ter 

those ID R&D or mmauon of effort, or when no 
ESP case files lonirer needed 

6 test superv1S1on records created by AF test fac1bbes proVldmg super- test fac1bty records destroy 1 year after completed 
V1S1on over tests accomplished by operabng contractors, reftectmg dlSCrep- acuon, or 1 year after macb-
and 1Dd1rect support to tasks and contracts under ancies noted and vabon, whichever 1s sooner. 
assigned R&D projects correcuve action 

taken -
7 test fac1hty records destroy after 5 years 

reft.ecbng dU'ecbon 
provided, or which 
determme course of- a oro1tram 

-
8 filed ID R&D proJ- see table 80-2 

ect case file 

https://d!rectJ.on
https://reflectJ.ng
https://informatJ.on
https://completJ.on
https://facilitJ.es
https://actJ.vttJ.es
https://mformatJ.on
https://space-a.me
https://vtbratJ.on
https://1DStrumentatJ.on
https://evaluatJ.on
https://cooperatJ.on
https://productJ.on
https://mmatJ.on
https://completJ.on
https://actJ.v1tJ.es
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TA ILE 80-3. CONTINUl!:D 
R A B C D 
u 
L If the records 
E are or pertam to consisting of which are then 

9 not m case file or at destroy on completion of related 
test facility effiort, or when no longer needed, 

whichever IS sooner 

t 
heanng conserva-
t1on data 

forms and related records contauung aud1ometnc data 
and no1Se exposure mformat1on 

see table 160-6 for ongmals 

t_
12-

destroy copies after data IS ex-
tracted and placed on cards for 
data orocessme: 
destroy cards after data has been 

IDlaced on mae:net1c taoe 
13 destroy tape when no longer 

needed, or after 25 years, which-
ever IS sooner 

14 aeromed1cal re- medical exammat1ons performed on selected personnel by destroy paper after determmmg 
search data medical facilities throughout the AF, and forwarded to that resultmg microfilm meets 

- USAF School of Aerospace Med1cme, Brooks AFB (see archival standards 
notes 1 and 2) 

15 destroy microfilm when no 
lonaer needed 

16 natural aerospace upper air and space data above normal termmatlon level see table 80-2, and rules 1 and 2 
environmental data of conventional soundmg mstruments, mcludmg mfor- above (see note 4). 
acquired dunng 
R&D (see note 3)- mat1on from rawmsondes, radiosondes, rockets, probes, 

satellites, or other vehicles or techruques y1eldmg 
luith-level data 

17 micrometeorological data at any level of the atmosphere, 

- mcludmg data for small mtervals of space or time, dis-
tnbuted vertically or honzontallv 

18 meteorological data at any level of the aerospace env1-
ronment for locations and/or times for which these data 
are not normally observed and recorded on a routme 
bas1S 

NOTES 
I. The ongmal of certam aeromed1cal consultations performed on aircrew members referred to USAFSAM are mcluded 
2. Data from these records are coded and compiled by USAFSAM 1s support o( aerospace medical fitness program and ECG library These 
records mclude AF Form 8 1 ,  Aerospace Survey-Identtficatlon Data, SF 88, Report of Medical Exammallon, SF 93, Report of Medical H1Story, 
Electrocardiograms (ECGs), Electroencephalograms (EEGs), Tonometry, Optic Fund1 Photographs, Pulmonary Function Data, Phonocardlograms 
and X-rays 
3 On completion of evaluation of the validity of these data, a complete descnptlon IS sent to the Environmental Technical Applications Center, 
Scott AFB IL 62225 After evaluation, that Center furrushes the acqumng activity a listmg of records desired Copies can be furnished the Center 
on nucrofilm, tape, pnntout, or any other method which the acqumng act1v1ty may deem most feasible 
4 ProJect and program managers and contractmg officers will msure that propnetary nghts of the government to data under contract are mam
tamed 
•5 All aud1ov1sual media will be screened for possible h1stoncal significance and those items will be forwarded to the 1352 A VS, A TIN DOD 
Motion Media Records Center, Bldg 248, Norton AFB CA 92409-5996 

I !TABLE 8o-4 
CJ.I •RACTERISTICS r'UIDES AND DESIGN HANDBOOKS I 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

1 charactenst1cs record sets of each charactenst1c gwde published at 1ss umg act1v1ty, retire as permanent Offer to the 
guides under AFR 80-16, mcludmg background matenal and National Arcluves 20 years after 

- other data provided for m AFR 5-1 disposal of the specific weapon sys-
tems 
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TA ILE 8o-4. CO,, • u�D I 
R A B 
u 
L If the records 
E are or pertain to consisting of 

2 guides and current outstandmg addenda no longer 
reqwred 

1--
3 suoerseded ,n11des 

manuscnpts or proofs ...L 
5 AFSC design special publications prov1dmg a current authontatlve 

hmdbook source of design data m suppon of the defimtlon, 
design and development of AF systems and eqwp-
ment, wluch can be used as a basJS for design dec1-
s1ons, cntena and gwdance 

1--
6 

7 all background matenal for pubhcat1ons covered by 
rule S -

8 all background matenal for pubhcat1ons covered by 
rule 6 

TABLE!S0-5 I 
OP 'RATIONAL TES "  AND EVALUATION (OT&E) RECORDS I 

R A B 
u 
L If the records 
E are or pertain to consisting of 

-
1 reqwrements Reqwred Operational Capab1hues (ROCs), Program 

and obJectlves Management D1rect1ves (PMDs) or similar records and 
related correspondence used as a basJS for OT &E eff'orts 

2-
3 

4 operations memoranda, repons, drawmgs, charts, graphs, stausucs, 
analyses reference, source matenals and other summanzed data 

-

C D 

which are then 

at other than 1SSumg forward m their bmders to 27S0 
act1v1ty ABW /DABW, Wnght-Patterson 

AFB OH 4S433 
destrov 
see table S-1 

at HQ AFSC OPR retire as permanent when system 1s 
out of mventory Offer to the 
National Archives m 5-year blocks 
when most recent records pertam to 
systems out of the mventory for 30 
years 

at other than HQ destroy when superseded, obsolete 
AFSCdJPR or no longer needed, whichever 1s 

sooner 
at HQcAFSCdJPR retire when system IS out of mven-

tory, destroy when records penam 
to systems out of mventory for 30 
l vears 

at other than HQ destroy when superseded, obsolete 
AFSCdJPR or no longer needed, whichever 1s 

sooner 

C D 

which are then 

1mt1ated at HQ USAF/ retire as permanent 
MAJCOM/maJor subord1-
nate command OPRs 
action office copies mam-
tamed m pro1ect case files 
copies other than those destroy on termmat1on of re-
covered m rules I and 2 lated eff'on or when no longer 

needed 
1nc1dent to analyses and retire as permanent with re-
study of AF operational lated proJect case file 
act1v1t1es, problems of air 
warfare, eqwpment, 
weapons and weapon sys-
tems, tactics, strategy, 
orgamzatlon, or any other 
field of respons1b1hty 
related to OT &E eff'orts 
other analyses resultmg retire as permanent (also see 
from but not a part of a table SS-6 fer other analyses) 
proiect or case 

5 
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TABLE 80-5. CONTI SUED I 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

6 OT&E test/ 
project/study 

complete history of approved tests/studies from 1mt1at1on 
to completion, mcludmg reqwrements, authonzatlons, 

m case file of project 
officer havmg pnme 

retire as permanent 

records, mclud planmng, and implementation records, progress and status respons1b1 hty for the pro-
mg those result 

rmg fom 
repons, penment fiscal records, contractual and procure 
ment records, copies of unsohc1ted proposal evaluations, 

ject or program 

foreign m1htary drawmgs, spec1ficat1ons, and photographs, techmcal 
assistance pro repons, evaluations, results and conclusions; notices of 
grams which cancellat1ons, and related correspondence 
document test 
mg and evalua-
tlon of eqwp• 
ment/ methods 
with or for- other countnes 

7 at supportmg, momtonng, destroy on completion or ter-
and other act1v1t1es mmatlon of effort, or when no 

longer needed, whichever 1s 
sooner 

8 summary re 
ponmg- penod1c reports on progress or status of test/project/ 

study 
1mt1ated by officer respon• 
s1ble for etron 

retire as permanent with proj 
ect officer's case file (see rule 
6) 

9 consohdated summary destroy when superseded 

� reoons 
10 mput support for Development Test & Evaluation not m R&D project offi retire as permanent or for-

-
(DT&E) testmg apphcable to related OT&E cer's case file ward to umt responsible for 

related OT &E 1f known, for 
mclus1on m pro.)CCt officer's 
case file (see table 8�3) 

1 1- final reports with results, evaluations, and conclusions m project officer's case file retire as permanent 
(see rule 6) 

12 cop1es other than rule 1 1  destroy on completion of 
proJect/program or when no 
longer needed, whichever 1s 
sooner 

13 unsohc1ted pro- unsohc1ted articles, disclosures, voluntary proposals and accepted proposals and retire as permanent with proJ-
posals- their evaluations (see table 1 1�2 for mventlon d1sclo-

sures) 
evaluations ect officer's case file (see rule 

6) 
14 rejected proposals and destroy after 6 months 

� evaluations 
15 hstmgs, forms, logs, or other similar records used for control purposes destroy when no longer 

needed 
16 scientific and collections of technical and sc1ent1fic matenals accum destroy when superseded, ob 

techmcal refer- ulated for reference and research purposes m accom solete or no longer needed 
ences not phshmg program/proJect/case and related work 
covered else 
where m this 
ree:ulatlon 
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81. Specifications and Standards. This table covers records related to the policies and procedures governing 
specifications and standards in the execution of procurement contracts, including such matters as the uniform iden
tification, limitations, and charactenstics of and technical reqmrements for matenel, standardization of processes,
products, services and procedures. 

TABLEcBl-1 I 

TECHNICAL AND PR DCUREMENT DAT A (SEE NOTE) I 
R A B C D 
u 
L If the records 
E are or pertain to consistmg of which are then 
1 specifications specifications and related record transmittal coordmatlon, 

and comparable or related records 
destroy after 2 years, or after 
receipt of the pubhshed spe• 
c1ficat1ons, whichever 1s 
sooner 

2 engmeenng and 
techmcal data - specifications 

3 

specifications and related records-such as drawmgs, 
parts catalogs, and other procurement and techmcal data 

destroy after 2 years 

destroy after completion of 
the orocurement action 

4 

5 

correspondence
between con-
tractors and the 
AF 

identification 
markmgs, con-
tamer markmg, 
and AGE con-

correspondence relatmg to propnetary nghts or trade 
secrets reflected m techmcal data furmshed the gov-
ernment, and authonzatlon granted to or nghts obtamed 
by the government to reproduce and d1stnbute copies of 
data to nongovernment agents or a11:enc1es 

retamed with copy of 
PRs/MIPRs/LPRs 

ret1re as permanent 

see table 70-3 

trol 
NOTE See table 3 10-1  for management of contractor data 

82. Designating and Naming Defense Equipment. This table covers records related to policies, procedures, and 
responsibilities for assigning type designations and popular names to categones of defense eqmpment, such as aircraft, 
rockets and guided missiles, electronic, photographic, aircraft propulsion, gas turbine engines, aeronautical support, 
etc. 

I TABLE 82-1 
D� IGNATING AND NAMING DEFENSE EQUIPMENT 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

-
1 requests for nomencla- correspondence concernmg requests and retire as permanent (see note 4) 

ture/type designations approvals of type designations for atrcraft, 
missiles rockets and emnnes 

2 request of nomenclature forms and related requests and approvals of type destroy 2 years after data 1s 
correspondence designations for MIL-STD- summanzed on nomenclature 

1 5 5  Jomt Photographic and card files 
MIL-ST�875 Aeronautical - Sunngrt eQu1oment items 

3 

-
requests and approvals of type destroy after data 1s summanzed 
designations for MIL-ST� on nomenclature card files 
196 Jomt Electromcs 

4 nomenclature cards prepared form request at ASD/ENESS, Wnght- destroy when no longer needed 
of nomenclature data, mcludmg microfilm Patterson AFB OH (see note 3) - copies 

5 mformatlon copies destroy upon receipt of micro-
film COPies 
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TAllLE 82-1. CONTINUED 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

6 source request log source request numbers as reqwred on re at ASD/ENESS, Wnght- destroy after I year 
Quest of nomenclature forms Patterson AFB OH 

7 DOD list of model published des1gnat1on listmgs approved by destroy when superseded 
des1gnat1ons of m1litary HQ USAF 
aircraft, rockets and 
11:u1ded m1sslies 

8 log of all type des1g looseleaf tables contammg senal numbers at ASD/ENESS, Wnght- destroy when no longer needed 
nation assignments ex- asstgned to nomenclature assignment Patterson AFB OH 
cept electrorucs (see records 
note 1)  

9 master list of popular all names that have been assigned to aero- retU"e as permanent (see note S) 
names assigned to air-
craft, m1sslies and rock-- space vehicles 

ets (see note 2) 
10 mformauon COPies destrov when no Ion....,. needed 

NOTES 
I Electromc eqwpment des1gnanons under MIL-STD-196, Joint Electromcs Type System, 1s managed by US Army Commurucanons Electromcs 
Matenel Readmess Command (DRSEL-LE-TN), Fort Monmouth, NJ 
2 The master bst of popular names asstgned to aircraft, m1SSlies and rockets 1s mamtamed by ASD/ENESS, Wnght-Patterson AFB OH (see AFR 
82-4) 
3 Return m1crofilm cartndges to ASD/ENESS, Wnght-Patterson AFB OH, for reuse 
4 Oft'er to National Archives m 5-year blocks when records pertams to equipment that has been out of AF mventory for at least 20 years 
S Oft'er to National Archives m 5-year blocks when latest record IS 25 years old 

84. Production. This table covers records pertaming to policies and concepts of management systems or techniques
governing or affecting in general, the correlation and integration of AF production programs and industrial objec
tives. It includes such matters as production planning, engineering, scheduling, forecasting, and reporting, and indus
trial capability. 

ITABLE 84-1 I 
MA '1l lli"ACTURING METH( DS I 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

1 Manufactunng Meth- records relattng to the establishment of policies, at HQ USAF retU"e as permanent 

- ods Program procedures, objectives, technical assistance, and 
consultation 

2 at OPRs designated by HQ destroy when superseded or 
AFSC obsolete 

3 manufactunng methods contractual and procurement records, financial retire as permanent 2 years 
project files tnanagement reports, progress letters, patent, after completion or termma-

copynght, exhibits, and other supportmg data, non of manufactunng meth-
mtenm engmeenng reports, photographs, draw ods project (see table 80-1, 
mgs, motion picture film, sltdes, X-rays. diagrams, rule 17, for rejected unso-
schedules, prelimmary spectficauons, revised lictted proposals) 
processes, procedures, and other supportmg data; 
final techrucal reports descnbmg the manufactur 
mg methods reqwred, detailed spec1ficat1ons, per-
unent bibliography, glossary, symbols, recom 
mendanon for changes m m1litary spec1ficat1ons, 
and related data -

4 at responstble system/ pro- retlI'e with applicable sys-
Ject office tem/i,ro,ect/task case file 
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85. Civil Engineering-General. These tables cover records encompassmg all civil engmeenng pohcy, procedures, and 
guidance not apphcable to specific areas as represented by series 86 thru 92. Included are civil engmeer management 
systems and data automation procedures. For civil engmeenng awards program case files see table 9� 1 

TABLE 85-1 ICIVIL ENGINEER DATA AUTOMATION PROGRAM RECORDS IR A B C D 
uL If the records E are or pertain to consasting of which are then1 data cards daily labor time cards and labor, matenaL contract, and on procedures of civil destroy after 30 days 
- other costs detail cards engmeer data automa tion and base BRASS automation 

2 weekly labor, monthly contract, monthly matenal and destroy after monthly processmg other summary cards IS comnleted -
3 master work order cards destroy deleted cards 30 days after preparation of monthly per• formance evaluation program renort-4 master personnel cards destroy superseded or obsolete cards after 30 davs -5 employee number cards destroy obsolete cards when no lon2er needed -6 cumulative-to-date summary cards destroy 90 days atiter FY report 

-- in2 r""'•irements are comnleted 
-1... data listings monthlv contract audit and other cost audit lists destrov after 30 davs 8 c1v1llan payroll reconc1llat1on listing destroy after 30 days, or when no longer needed, wluchever IS sooner-

9 master penonnel and master work order listing destroy when supeneded or - obsoletebase Pnme BEEF error bstmg and transaction list destroy after 90 days ..!!!... 

-
11 base Pnme BEEF detail llst1D2 destrov after 1 vear 
12 data reports daily labor, matenal audit, monthly labor analysis, destroy after 30 days monthlv cumulative summarv. and comnarable reports daily labor analysis, and work status reports -13 destroy after receipt of weekly renortdestroy after receipt of monthly labor analvs1s renort _,15 
14 weekly labor analysis report 

-16-
monthly cumulative work order cost and analysis (for destroy after 4 years, provided completed work orden), current month's cost ledger, reqwreinents of table 175-2 are monthly cumulative cost, and monthly farruly housmg accomplishedcost led2er renons 

17 
-18 

monthly cumulative work order cost and analysis for destroy on receipt of succeeding incomnlete work orden months r.-nnrt. destroy after 90 days base BRASS AFSC sllilll1lJlf')', base BRASS team/grade summary, command BRASS AFSC summary, command BRASS posture by AFSC, and command Pnme BEEF error last facility hastoncal report showing costs by facility and by 
FY 

destroy when supeneded 
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TABLE 85-3 IINI USTRIAL ENGINEERING IR A B C D 
uL If the records E are or pertain to 
I (RESERVED) 
2 Quality Assurance Evaluation (QAE) - studies3 
4 local standards on work tasks 

TABLE 85-4 ICIVIL ENGINEERING R A 
uL If the records E are or pertain to 
I BCE brochures 

spect1on and prog- reports of mamtenance and repair activity on bulldmgs, pavements, grounds, and ut1hty systems, WI.th related papers mamtenance, m-
- ress reports 

3-
4 

5 recurnng work programs 
6 fac1hty folders 

7 work control --8 
9 

--10 
11 

consisting of which are then 
reports, correspondence and other data which are work destroy after I year or when no m progress mspect1ons and follow-ups longer needed wlnchever IS sooner 
soec1al studies or analvs1S not covered by Engmeered Performance Standards (EPS) 

I< ESOURCES AND WORK FORCE MANAGEMENT IB 
consisting of pertment data concenung an air base, its orgamzatlon, and function which serves as reference m management, plannmg, programmmg, and as a gwde for v1s1tors when aooroonate 

NOTE Not authonzed for retirement to a federal records center 

reports of defic1enc1es noted 
forms of mamtenance action sheets, equipment mam-tenance records, and master eqwpment records used to promote effiectlve control and direction for the program 
forms, such as cond1t1on survey senes (as appropnate), work orders, work requests, project hsts, Job orders (completed), with disposal plans, and exceptions to en-tena and/or waivers which are kept m an active status by summanzmg data to consolidate files 

construction permits, work orders, work requests, matenal cost transfers, matenals and eqwpment hsts at bases/stationsservice call log, Job orders, Job order logs, work sched-ules. mult10le shoo 10b schedules. 10b order schedules schedule reports 
work center bench stock avatlab1hty reports, matenals su1222rt evaluations recumng work hsts, collection work order number hsts, work authonzat1on hsts 

destroy after mcorporated mto EPS I Imanuals 
C D 

which are thensee table S-1 
at HQ USAF/ destroy after 2 yearsMAJ CO Ms/SO As/ and subordmate commandsat bases/stations destroy on completion of subse-ouent msoect1on or test destroy when deficiencies are correcteddestroy when superseded, or when eqwpment IS deleted from real property account, and/or when need has been superseded by automation. destroy when recorded data IS transcnbed for file m summary form, or on mact1vat1on of mstal-lat1on and transfer to the support base c1vtl engmeer responsible (EXCEPTION· If a fac1hty 1s abandoned, demolished, sold, or salvaged, destroy when accounta• b1hty 1s dropped from real pro-oertv account) destroy 2plet1on years after work com-

destroy after I year
destroy after 60 days or when no longer needed, wluchever IS later (see note) destroy after 6 months 
destroy when superseded 
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86. Civil Engineering Planning and Programming. This table covers records pertaming to pobcy, guidance, a 
management procedures for the programming of facility mamtenance, repair, operation, and new construction us1 · 
all funding sources available for such purpose. 

I TABLE 86-1 
•p}l OGRAMMING CT m ENGINEER RF.sOURCES 
R A B C D 
u II 
L U the records 
E are or pertain to couiltiDg of which are then 

•1 MCP and mmor annual (FY) MCP records and essential sup at HQ USAF /LEEP retire as permanent a master copy of 
construction portmg evidence (!me bstmgs) each program document with !me bst 
programs, m mg (note 2) 
cludmg P-341, 
N AF, and!O&M 
bv contract 

2 extra or reference copy records of MCP, destroy when no longer needed (EX 
P-341, NAF, and O&M programs CEPTION retam one copy of each 

document for S years after program year 
mvolved, or until no longer needed, 
then destroy) -

3 construcbon project just1ficat1ons, site plans, destroy 4 years afiter year program was 
maps, defimtlve drawmgs, photographs, ma- enacted mto law, or when no longer 
chme tabulabons, bstings, EAM cards tapes, needed, wluchever 1s later (note I) 
narrabve reports, studies, correspondence re-
lat1n11: to rule I 

4 bne item proj- program subm1ss1ons, correspondence, reports, at MAJCOMs and below hold for momtormg and control pur-
ects (that are and other related papers poses. for d1spos1t1on see table 89-1 
aooroved) 

5 line item proj• hold for resubm1SS1on purposes, 1f not 
ects (not accept approved after S years, destroy 
ed for current 
construct1on 
orolmllll) 

*Ii budget authon- USAF construcuon program document (the at HQ USAF/LEEP retire the final issuance as permanent 
zat1on construct1on fundmiz authonmt1on) (note 2) 

7 superseded changes and/or rev1S1ons of fundmg destroy 6 years afiter superseded 
authonzat1ons -

at MAJCOMs and below destroy 2 years after superseded _!... 
9 stat1St1cal summanes, tabulat1ons, worksheets, destroy after 2 years or when no longer 

correspondence, and other data relating to needed, wluchever 1s sooner 
appomonment request, fund allocations, re 
allocations, withdrawals, and the transfer of 
funds 

10 project case files esbmates, project approval and fundmg m- are approved projects destroy eight years after completion and 
formabon, work orders, engmeer drawmgs, final payment of settlement of the proj-
diagrams, speclficabons, matenals approval, ect (EXCEPTION Should an official 
and other related data inquiry thereon be made at any time 

dunng or after final settlement of any 
claim retam files for 2 additional vears ) -

11 are dJSapproved projects destroy on determmat1on that their 
accomobshment 1s no lon11:er remured -

manufacturer's catalogs troubleshooting m destroy when no longer needed 
structlons, mamtenance mstruct1ons, parts bsts, 
and related papers which do not duplicate oth-
er records on file 

12 

13 project mforma- project data, correspondence reports, and other pertam to projects destroy when no longer needed 
l lbona! and con- related papers approved at lower eche 

trol files Ions 
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TAJ LE 86-1 . CONTU UED I 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

14 program reports monthly reports of repB1r, mmor construction, destroy when no longer needed (EX 
moddicat1on, and operation and ma1Dtenance CEPTION Destroy the 30 September 
pro.)e(:ts proposed or m progress report af1er 5 years, or when no longer 

needed wluchever 1s later!) 
15 performance reports, related forms, and work1Dg papers destroy after I year 

evaluation pro 
1tram records 

NOTES I Explosive site planmng generated by AFR 127-100 will be disposed of m accordance with table 127- 1, rule 5 
2 Offer to National Arcluves m 10-year blocks when latest documents are 30 years old 

TABLE 86-3 I 
FA<:n.mFS BOARD I 

R A B C D 
u 
L If the records 
E are or pertain to CODS!Shng of which are then 

1 m1Dutes of approved Fac1ht1es Board (FB) m1Dutes at HQ USAF/MAJCOMs/major destroy after 5 years 
meet1Dgs serv1Dg as final approval for fund1Dg O&M subord1Date commands/bases/ 

proJe(:tS stations -
(RESERVED)J_ 

3 ID members file destroy when no longer needed, or 
after I year, wluchever IS sooner 
(EXCEPTION when mterfiled with 
related pro�ects, the d1Spos1t1on gov-
enunll! the oro""'t aoohes) -

4 at act1v1t1es other than rules I and destroy after I year (EXCEPTION. 
3 when 1Dterfiled with related projects, 

the d1Spos1t1on governmg the pr0Je(:t 
aoohesl 

I TABLE 86-4 
NATO INFRASTRUCTURE PROGRAM I 
R A B . C D 
u 
L If the records are or 
E pertam to CODS!Sting of which are then 

1 SLICE-pro.)e(:t case facilities projects, site plans, maps, draw1Dgs, stud at HQ USAFE/DEXN, destroy after Jomt Formal 
files (U S records ID 1es, correspondence and a copy of the mfrastruc- NA TO Infrastructure Acceptance Inspection (JFAI) 
support of the NATO ture d1sbursmg vouchers for Prefinanced Projects Dlv1s1on and audit by the NA TO 
Infrastructure Pro (see note) Board of Auditors 
1tram) 

•NOTE A copy of the vouchers will be kept with the prefinanced project files The ong1nal vouchers wdl be sent by the AFO to HQ 
AFAFC/AJQED per table 177-5, rule 4 1  with the ongmal accounts descnbed m table 177-5, rule I 

87. Real Property Management. These tables cover records pertaining to pohcy, procedures and responsibilities per
tammg to acqu1S1tion, management, use, disposal, inventory accounting, and reporting of real property. Except for 
inventory, exclude contractor-operated industnal facilities which are covered by table 78-3. 
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TABLE 87-1 
RE L PROPERTY MJ .NAGEMENT I 
R A B 
u 
L If tbe records 
E are or pertain to consisting of 

1 real property correspondence, reports, studies, maps, charts, draw1Dgs, 
case files copies of legal 1DStruments, delegations of authonty, ex-

cess real property declarauons, disposal authonzat1ons, 
real estate planrung reports (REPRs) and related data, 
machine listings of the annual real property transaction 
summary by voucher number and of the real property 
voucher transaction summary bv fac1htv number -

2 separate collection of REPRs 

3 survey and spe- spectal studies conducted on an "as requested" basts, such 
c1al studies as real property studies and studies of leased real prop-

erty ID CONUS and ovencas 
4 -
5 
6 federal legisla correspondence, repons, studies, dec1s1ons, legal opinions, 

uve Junsd1c- and related data 
uonal matters 

7 work papers and background support1Dg data 

•s annual summary annual summanes of all real property acqws1t1ons and 
of real property chspolals that 1DVOlve an estunated value of more that 
transfer actions $5 000 $100 000 each (RCS DD-MIL(A)l275) 

9 nonindustnal brochures, card 1Dd1ces, formal reports of facility allo 
facility mob1h cation (DD Form 2&-2), and related data pertment to the 
zat1on acqumuon and allocabon of fac1hues available ID event of 

an all-out mob1hzat1on -
10 

1 1  waivers and correspondence, maps, drawmgs, and related data con-
clearances cermng requests for waivers of 01ght and nav1gat1on 

obstruction and lateral air field clearances 

12 ponable build- letters of appomtment/tenninauon of responsible and 
1Dgs (PB) accountable PB property officers, and related PB prop-

erty records -
13 

-
14 supporting records to entnes on PB property records 

C 

which are 

. 

at AF regional civil engi-
neer office 

at HQ USAF 

at MAJCOMs and m�or 
subordinate commands 

at bases/stations 

approved for acqu1s1t1on 

not approved for acqw-
SltlOD 

responSJble PB officer 
copies 

accountable PB officer 
copies 

I D 

then 

reure as permanent upon ID 
acuvat1on of the 1DStallat1on 
(see notes I, 2 and 3) 

destroy I year after land IS 
acquired, completed con 
struct1on 1s accepted by the 
usmg agency, or hoe item 1s 
dropped from MCP, wluch-
ever IS aoohcable 
file ID real property case file 
(rule I). 

destroy when superseded by 
later study or survey or after 
2 Years wluchever 1s later 
destrov when suoerseded 
file in real property case file 
(rule I) 

destroy when no  longer 
needed or after I year, wluch-
ever 1s sooner 
destroy after 3 years 

1Dcorporate with rule I 

destroy on determmat1on that 
facility no longer meets AF 
reqwrements. 
destroy I year after renewal 
request, or when obstrucUon 
1s removed or eliminated, 
and/or when AF 1s relieved 
of accountab1hty for the ID· 
stallat1on, whichever 1s 
sooner 
destroy when superseded 

retain until PB propeny offi-
cer IS relieved of assignment, 
destroy after audit, provided 
any reported 1rregulanty has 
been cleared (see table 175-2) 
retain until PB property 1s 
disposed of and destroy after 
audit, provtded any reported 
1rregulanty has been cleared 
(see table 175-2) 
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TAI LE 87-1. CONTI!'rUED I 
R A B C D 
uL If the records E are or pertain to consisbng of which are then 
-
15 changes m utlh• requests approved by DOD, HQ USAF, MAJCOMs and at bases which mamtam zatlon of real bases the real property account• see table 87-5 

ltlesproperty facll- able records 
16 at HQ USAF, MAJCOMs and bases that destroy when no longer needed - keep mformabon copies onlv17 requests disapproved by DOD, HQ USAF, MAJCOMs and bases NOTESOn derequ1s1t1orung or return of real property to a local (CONUS) or foreign (oversea) government, maJor subordmate commands and base/station activities, forward their records to the next higher level of command, where they are held until 1t IS determmed that no claim will be filed agamst the Uruted States. All machme !1Stmgs other than those shown m rule I, column B, are to be disposed of when superseded. 2. Offer to the National Archives 30 years after the unconditional sale or release by the government of all conditions, restnctlons, mortgages or other hens 3 Mamtam records as current records until mact1vat1on of mstallauon, at which time they will be retired as permanent 

I TABLE 87-2 IRE.4. PROPERTY INV �NTORY IR A B C D 
uL If the records E are or pertain to consisting of which are then=1 AF mventory of published mventory documents at HQ USAF retire as permanent a master real property copy of each document pub-hshed (see note 1) -2 correspondence and form reports, such as USAF real destroy when superseded, property mventory detail list, USAF land change obsolete or after 2 years,report, and USAF mstallanons charactenst1cs report, whichever 1s sooner machme hstmll!I. EAM cards and EDP tanes -•2.1 magnetic tape of the Air Force mventory of real prop- at HQ USAF erase after 5 yearsertv 
3 feeder reports, background and/or source data at MAJCOMs and maJor destroy when superseded, .subordmate commands obsolete or after 1- wluchever 1s sooner year,
4 retamed USAF charactenstlcs report at bases/stations retire as permanent when AF 1s relieved of accountability for mstallauon (see note 2) -

04.1 retamed USAF charactenstlc reports to mclude oft'--base at MAJCOMs destroy when superseded, mstallatlons obsolete, or after 1whichever 1s sooner year,(NOTE See table 87-5 1f base 1s mactlvated or transferred )-
04.2 <RR'lERVED) 
•5 retamed mventory reports other than report m rule 4 , at bases/stations destroy when superseded, and related supportmg data obsolete or after 1whichever 1s sooner year,(NOTE See table 87-5 1f base 1s macbvated or transferred )-"6 (RESERVED) I INOTES1 Those records created before 1983 will be offered to the National Archives when 50 years old Those records created after 1982 will be offered to the National Archives m 5-year blocks when the most recent records m the block are 25 years old2 OIiier to National Archives 30 years after base macbvatlon 
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TABLE!'87-3 I 
LE SED REAL PROPEi TY CASE FILES I 

R A B 
u 
L If the records 
E are or pertain to coasisting of 

1 AF occupied GSA computer generated space ass1gnment/tenmnat1on letters 
space from GSA regional offices ass1gnmg/tennmatmg space to 

AF m GSA snac*. related case matenal 
2 leased real pro- copies of mgrant legal mstruments, ftoor plans, special 

perty ( excludmg orders, correspondence, reports and other related data 
leased real pro- concernmg AF directly leased real property, copies of 
perty set up as a outgrant legal mstruments, such as leases, easements, 
separate mstalla- licenses, penmts, nght-of way, or other agreements 
bon) wherem the AF conveys an mterest or nght to use AF 

real property 

3 

...L 
s 

6 leased real prop 
erty set up as a 
senarate mstallat1on 

·, 

C D 

which are then 

at HQ USAF destroy 90 days after property 
1s vacated 

tdestroy 2 years afer the Gen-
eral SCI'Vlces Admm1Strat1on 
or the Corps of Engmeers 
adVlses that the property to 
which the records pertam has 
been d!Sposed of, or, 1f claims 
are pendmg, destroy l year 
after settlement of the chum 
(see note) 

at MAJCOMs, maJor 
subordmate commands, 
and overseas bases 
CONUS bases/stations 
leased property site destroy 90 days after tennma-

bon of AF occupancy 
see table 87-1 

NOTE. See table 1 9-3, H1stonc Preservation Program, for d1spos1t1on of documentation relatmg to AF real property listed, ebg1ble for nomma
bon, or nommated but not approved for the National Reg1Ster of H1stonc Places 

I ITABLE 87-4 
EX ESS REAL PROPERTY RECORDS 
R A B 
u 
L If the records 
E are or pertain to comlsting of 

1 AF real prop mformal excess declarations, notices of avatlab1hty, 
requests for d!Sposal of real property, and related 

--�..---=__...._ __ correspondence 
2 other agency 

nobces of avada
b1hty 

3 

C 

which are 

related to property AF has 
a need for 

related to property AF has 
no need for 

D 

then 

see table 87-1 for d1Spos1t1on 

on acqu1S1t1on of the property, 
mcorporate with records m 
table 87-1 
destroy 6 months after deter
mmmg that AF has no re
qwrement for the property m
volved 
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I TABLE 87-5 IREAi PROPERTY AC<'OUNTABLE RECORDS I 

R A B C D 
u 
L If the recordsE are or pertain to consisting of 

•1 Overseas Base property cards, ledgers, vouchers and voucher registers Civil Engmeer and supportmg records, mcludmg pnntout of USAF (BCE) Real Real Property Inventory Detail List, RCS Property HAF-LEE(AR)7115 

-
1.1 maps and record drawmgs 

-
1.2 mtemat1onal balance of payments (IBP) and supportmg records 

•2 US and temto- property cards with supportmg records mcludmg pnnt nes ad1DJJUs out of report RCS HAF-LEE(AR)7115 relanng to tered by US specific bwldmgs or to eqwpment that 1s disposed of by (BCE) Real demoht1on, salvage or lease termmat1on - Property (RESERVED)...,!_ 
4 property cards, ledgers, vouchers and voucher registers with supportmg records, maps, record drawmgs, m-cludmg pnntout of report RCS· HAF-LEE(AR)7115 relatmg to an mstallanon that IS to be transferred between commands or to another federal aizenc:!:'. -•5 property cards, ledgers, vouchers and voucher registers with supporting records, mcludmg a pnntout of report RCS. HAF-LEE(AR)7!6-115 

-
5.1 maps and record drawmgs 

which arerelated to an active mstal ]anon, will be retamed at the designated record-keepmg mstallat1on, upon mact1vat1on of mstallat1on, keep the records at the designated recordkeepmg mstallat1on or MAJCOM that has JurucbctJon until termmal audit and base closure respons1bil1t1es are completed and 1t 1s deter mmed that no claim will be filed agamst the US 

related to an active mstal-lat1on, will be retamed at the designated record-keepmg mstallatJon, upon mact1vat1on of mstallat1on, keep the records at the designated recordkeepmg mstallat1on or the MAJCOM of Junsd1ctlon until d1Sposal of all the real property IS completed 

thenretam pendmg approval of d1spos1t1on authonty 

the accountable mstallat1on or MAJCOM will transfer to the appropnate rec1p1ent or to the ma.JOr recipient of the prop-ertJes mvolved mcorporate m real property case file; see table 87-1, rule I ,  for d1Snn,,1t1on retam pendmg approval of d1Spos1t1on authonty 

the accountable mstallatlon or MAJCOM will transfer to the receivmg MAJCOM or agency
retam pendmg approval of d1spos1t1on authonty 

the accountable mstallat1on or MAJCOM will transfer to appropnate recipients or the maJor recipient of the prop-ertv 
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88. Facility Design and Planning. These tables cover records pertaimng to pohcy, cntena, and technical directives 
dealmg with the design, design management, and plannmg of mihtary real property facihties, mcludmg applications 
engineering and development of engmeenng standards. 

I ITABLE 88-1 
EN1 ;1NEER OUALIFICATION RECORDS AND PROJECT CONTROL FILES I 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

1 qualification files brochures, pamphlets, assembled plans, drawmgs, work destroy when superseded or 

-- samples, correspondence, and other data reflectmg on obsolete 
work reawred 

2 form repons, such as AF expenence questlonmure, per- destroy on d1ssolut1on of the 
formance report, and related records firm, or when AF IS relieved 

of accountability for the 
mstallat1on, wluchever IS 
sooner (EXCEPTION hold 
performance reports when 
firms or firm members reasso-
c1ate or reor11:aruze). 

3 engmeer project 
control files 

plans, drawmgs, design data, specifications, construction 
j11St1ficat1on, budget data, cost estimates, and related 

used for momtonng 
and/or reportmg on 

retire as permanent. 

correspondence and forms, such as military construction the development of 
line item data, and USAF construction program new engmeenng and 

construction design 
pnnc1ples, standards, 
and cntena, prepara-
tlon and/or validation 
of mstallatlon concepts 
and requirements for 

- weapons systems and 
special projects 

4 mformat1onal background data. work papers, etc destroy when no longer 
needed, or l year after project 
authonzatlon and fundmg 
approval and/or pro.)CCt can-
cellatlon or termmatlon, 
wluchever IS later 

5 Report of Arclu- forms winch list the A-E contracts awarded and the destroy after 3 years 
tect- Engmeer amounts paid and are used to determme which firms 
(A-E) contract should be awarded A-E contracts 
awards 

I ITABLE 88-2 
I CI'\i TT ENGINEER DESif'N DATA 

R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

1 design plans and repons, studies, plans, drawmgs, and other at HQ USAF retire as permanent 
policy related data used to develop and/or momtor 

A-E design policies, cntena, and standards for 
planrung and development of construction, 

- repairs, alterations, utilities, and other factlltles 
and services 

2 at MAJCOMs and below destroy after 2 years or when no 
longer needed, whichever IS 
sooner 
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TA ILE 88-2. CONTINUleD I 

R A B C D 
u 
L If the records 
E are or pertam to consisting of which are then 

3 design and con- reports, related correspondence, and other per- at HQ USAF/ destroy when deficiency IS cor-
struct1on deficiency tment data MAJCOMs/maJor subord1- rected and e,ustmg cntena, 
reports nate commands defimt1ve drawmgs, and outlme 

snec1ficat1ons are reV1sed-
4 at bases/stations destroy when all legal, account-

mg, and contract requirements 
are met, or 2 years after cor-
rect1on of deficiency, whichever 
1s later (Also see table 66-1 l 

5 maps, plans, draw- copies of all layout maps, plans, drawmgs, and destroy when superseded, obso-
mgs, and photo- photographs of an mstallat1on and its mstalled lete, or no longer needed. 
graphs property (these records are mamtamed m add1- G 

tlon to the master planmng records m table 
88-3) -

6 . -·, at bases/stations until AF 1s when recapture nghts are 
relieved of accountab1hty retamed by AF for the entire 
for the mstallatlon mstallatlon or for a portion of an 

-
mstallatlon, retire as permanent 
related maps, plans, drawmgs, 
and nhoto.,.ranhs 

7 when recapture nghts are not 
retamed by AF, transfer the 
related maps, plans, drawmgs, 
and photographs to the md1v1dual 
or agency acceptmg accountabil-
1tv for the oronertv (see note) 

8 civil engmeer spec1- copies of specifications used m master plannmg, for d1Spos1t1on see the table 
ficatlons construction, mamtenance, repairs, and for m- which governs the case or proJ-

spect1ons of work ect file to which the specification 
relates 

9 drawmgs on 105mm negatives of defimt1ve designs (as published m l ldestroy when superseded, obso-
film AFM 88-2) and of air base master nlans Iete. or when no lonl?er needed 

f )  I 

I 
10 exceptions to en- waivers to standards of accommodations for at HQ USAF/ destroy after 5 years or when no 

tena for morale, morale, recreation, and welfare fac1ht1es de- MAJCOMs/maJor subord1- longer needed, whichever IS 
recreation, and we!- scnbed m nate commands sooner 

-

- fare fac1lit1es 
11 at bases/stations destroy on mact1vat1on of the 

mstallat1on 
12 design calculations mechamcal, electncal, structural, c1v1I calcu- destroy when obsolete, super-

latlons for ma1or construction or rehabilitation seded or no longer needed 
13 service contract statements of work, Air Force Service Con-

records tract Advisory Group (AFSCAG) formats and 
related records 

NOTE When real property 1s returned to a local (CONUS) or foreign (oversea) government, retam records at ne.�t higher level of command until 
1t 1s detenruned that no claim will be filed against the US Duplicate copies of maps, plans, etc , may be furmshed to the md1v1dual or agency 
acceptmg accountability for the property, or to the government agency charged with d1sposmg of the government property When duplicate 
copies are not available, records may be made available for reproduction purposes. 

l ) 

l 
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I TABLE!6-88-3 AIi< BASE PLANNIN( RECORDS I 
R A B C D 
u 
L If the records 
E are or pertain to conslsbng of which are then 
1 comprehensive plans of present or planned 1Dstallattons, attendant charts, at HQ USAF/ destroy plan when revised ID plans and sup- drawmgs, and photographs MAJCOMs/major subor- its entirety, and/or when AF porting data d1Date commands 1s reheved of accountab1hty for mstallat1on -
2 at bases/stabons destroy plan when rev1Sed ID 

- its entirety, and retire as per-manent when AF IS relieved of accountab1hty for 1Dstal-lat1on (see note) - chamzes to. and reV1S1ons of., nlans that are d1sannroved destroy after 2 years.J_ 
4 correspondence, studies, reports, and related supportmg data that reflect on the charactemt1cs of an 1Dstallat1on NOTE. On return of real property to local (CONUS) or foreign (oversea) government, transfer plans to the md1v1dual or agency accept1Dg accountab1hty, retire a copy of all records IDVOlved m the transfer action after It IS determined that no claim will be filed agamst the US 

89. Facility Construction. This table covers records pertaining to construction, repair, and contract acquisition of 
military real property facilities, including procedures, basic policies and responsibilities for construction execution and 
management, construct10n surveillance, funds management, construction status reporting, construction by contract, 
and transfer and acceptance of facilities. 

J TABLE 89-1 jUSA F MILITARY COi" STRUCTION PROGRAM STATUS REPORTS AND CONSTRUCTION PROJECT FILES IR A B C D 
u 
L If the records E are or pertain to consisting of which are then 

1 status reports form reports on progress of design and construction pro- destroy when superseded by 1ects updated repart 2 form reports on completion of the projects ID rule 1 at MAJCOMs and below place ID fac1hty folder, see - table 85-4 for d1snos1tton. -
2.1 at HQ USAF destroy 10 years after year of congressional authonzat1on, load completed record ID data bank as nermanent record 3 source, feeder, or background data destroy when no longer needed, or after 1whichever is sooner year, 
4 construction site plans and feas1b1hty studies; charts; maps; prehm- approved and funded but retire as permanent project control 1Dary, IDtenm, and final drawmgs; photographs; cost est1- cancelled before the start files mates, construction and fundmg authonzat1ons; reports of or before completion of of mspecbons, progress, and of status, construction the construction author-transfer, and final acceptance records, with cor- IZedrespondence 

-

-
5 completed construction nro1ect (see note) -
6 hne item project files mam• destroy 3 years after fiscal tamed for construction sur- completionve1llance by AF regional and base c1v1l engmeer and other offices -
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TAI LE 89-1. CONTU UED I 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

7 feeder repons, such as messages and transitory narrative destroy I year after final 
repons of work stoppages, other labor s1tuat1ons, equip- acceptance of the construe-
ment and matenal defic1enc1es, other data servmg for tlon, mact1vat1on of mstal-
background mformat1on and control lat1on or fac1hty, or when no 

Ionizer needed -
8 manufacturer's catalogs, trouble-shootmg mstructlons, destroy when no longer 

mamtenance mstructlons, pans hsts, and other related needed 
papers 

NOTE When AF IS construction agent on new conbtructlon (except for family housmg which 1s covered m table �2), forward to the civil 
engineer responsible for the ut1hzat1on, mamtenance, and operatmn of the completed construction all "as built" drawmgs, spec1ficauons, and other 
essential data, together with a transfer and acceptance of m1htary real propeny. These data are made a part of the base accountab1hty records (see 
table 87-5) 

90. Housing. These tables cover records pertaming to policies, procedures, and responsibihties encompassing all 
government-owned or contracted famdy housmg used by the AF, mcluding AF inventory, and status of utdization; 
retention of madequate housmg; procedures for leasing family housmg; operation and rental rates for government
owned trailer spaces; special programs, and the submission of progress reports on family housmg construction pro
Jects admmistered by the AF. 

j TABLEdl0-1 I 
HO USING RECORDS I 
R A B C D 

L If the records ) u 
E are or pertain to consisting of which are then 

1 Wherry Act mortgage, mortgage note, agreement for acqu1s1t1on, pur- destroy 10 years and 3 months 
housmg chase agreement, title msurance pohcy, related legal after uncond1t1onal sale or 

records and papers which are construction closmg file release by the government of 
and acqu1s1t1on file cond1t1ons, restnct1ons, mon-

gages, or other liens (see 
note) 

2 Capehart Act FHA commitment, housmg contract, lease, mongage, 
housmg mortgage note, title msurance pohcy, related legal docu-

ments and papers which are 1rut1al, mtenm, and final clos-
miz files 

3 status records surveys and repons of ex1stmg faffllly housmg reports of at HQ destroy after 5 years, upon 
madequate housmg, photographs, drawmgs, and corre- USAF/MAJCOMs/maJor completion of comparable sur-
spondence subordmate commands vey, or when no longer 

and at bases/stations needed whichever 1s sooner 
4 (RESERVED) 
s AF mventory form reports of mventory and occupancy of nuhtary- destroy after I year 

and ubhzabon of owned and -controlled family housmg uruts, statements of 
m1htary fmnily fac1ht1es and asS1gnments, and related papers 
housma uruts 

6 family housmg quest1onnrures on family housmg, tabulation of family destroy after 3 years 
survey and pro- housmg survey, determ1nat1on of bachelor and family 
grammmg housmg requirements, proJect compos1t1on and m1htary 

construction !me item data 
7 (RESERVED) 
8 rental records apphcat1ons for quaners, contracts, leases, and supponmg destroy I year after tenm-

records relatmg to rental of hvmg quaners m rental hous- nation of AF occupancy, pro-
mg v1ded no claims actions are 

pendm2 
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TABL 9()-1. CONTINU n l  
R A B C D 
u 
L If the records 
E

I= 
are or pertam to consastmg of which are then 

8.1 at site of leased prop- destroy 6 months after tenm-
erty nation of AF occupancy, pro-

v1ded no claims actions are 
pendm2 

9 essential c1v1han approved applications for and certificate of employee eh- destroy after I year, or when 
family housmg g1b1hty forms, and related correspondence no longer needed, whichever 
records (Sec IS sooner 
809, National 

,........... Housmg Act) 
10 forms or certificate of need and related certificate register destroy after I year 

retamed m cert1fvm2 office until 0ro2ram 1s d1scontmued 
•11 unaccompamed 

personnel hous-
questlonmures on UPH detennmatlon of bachelor hous-
mg requirements 

destroy after 3 years
ll

IDl!: (UPH) 

NOTE Obtam AF/LEE and AF/JA clearance pnor to authonzmg destruction (see also table 1 77-5, rule 5) 

I ITABLE 90-2 
F ,U fiL Y HOUSING CONSTRUCTION RECORDS I 

R A B C D 
u 
L If the records 
E are or pertain to consistmg of which are then 

1 AF housmg con• construction and fundmg records, such as mv1tat1ons to destroy 20 years after AF 1s 
struct1on bid, FHA-appnused statements, architect engineenng relieved of accountab1hty of 

contracts, contract spec1fica11ons, change orders, reports the housmg umts 
of mspect1on, and related data which document the con-
struct1on of housmg pro�ects administered by AF (see 
table 89-1 for housmg proJe(:tS admm1Stered by the Corps 
of Emr.meers) ,....._ 

2 construction sketches and prehmmary plans destroy on AF acceptance of 
the completed construction -

3 onginal tracmgs, bluepnnts, and final plans c•as built" at HQ USAF/ destroy when no longer 

- and "as now• plans and drawings) MAJCOMs/maJor subor- needed (see note) 
dinate commands 

4 (RESERVED) -
s at bases/stations transfer to new owner when 

accountability changes or des-

- troy when budding IS demo)-
1shed 

6 final reports executed on complet10n of construction at HQ USAF and destroy 20 years after AF 1s 
bases/stations relieved of accountab1hty of 

the housm2 umts -
7 monthly reports on progress of housing construction pro- destroy when superseded 

Jects -
8 at MAJCOMs and maJor destroy after 6 months 

subordmate commands -
9 manufacturer's catalogs, trouble shootmg mstruct1ons, destroy when no longer 

mamtenance mstruct1ons,, parts hsts, and related papers needed 
which are not duohcates of other records on file 

NOTE Retirement to a Federal Records Center IS not authonzed 
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! TABLE 90-3 
ON/O •F-BASE HOUSING RECORDS I 

R A B C D 
u 
L If the records 
E are or pertain to CODSIStfng of which are then 

1 

-

off-base housmg 
referral service 

family housmg mformat1on, detailed sale/rental ltst-
mg, off-base housmg apphcattons, notification of hous-
mg selection, landlord/tenant complamt, and related 
correspondence 

at Housmg Referral Offices destroy I year after apphcant 
has been placed, landlord 
ceases to ltst with base refer-
ral office or when no longer 
needed 

2 

-
off-base housmg referral reports at other than HQ USAF destroy after 2 years or when 

no longer needed, whichever 
1s later 

3 at HO USAF destrov when 10 vears old 
4 equal opponu-

mty ID off-base - housmg 

housmg d1scnmmat1on complamts, case files, reports 
of mvesttgat1on, and related correspondence 

unsubstantiated and re-
tamed at other than HQ 
USAF 

destroy 2 yean after end of 
year m which case 1s closed. 

5 substantiated and retamed 
at other than HQ USAF 

destroy 2 yean after restnc-
ttve sanctions are removed or 

- other related actions are 
closed 

6- at HQ USAF other than 
HO USAF/JACL 

destroy when 10 years old 

7 at HQ USAF/JACL d1spos1t1on per table I 10-1, 
rules 15 through 1 8, as apph-
cable. 

8 

-
base housmg 
management 

housmg requests, quaners cond1t1on mspectton 
reports, assignment orders, and related records 

destroy I year after tenruna-
tton of quarters occupancy 
and final mspect1on of quar-
ten (see notel 

9- advance apphcattons for assignment to m1lttary farmly 
housm2 

held by losmg acttVJty as 
Droof of ma1hn1z 

destroy after 6 months 

10 

•u unaccompamed 
personnel hous-- mg (UPH) 

excess family housmg hst 

utll1zatton/occupancy repons and related records 
such as reg1strat1on forms 

at other than HQ USAF 

destroy when obsolete or 
sul)Crseded. 
destroy after 2 yean. 

_g_ 
•12.1 - reservation forms AF Forms 2506 and 2507 

at-HO USAF 
at AF base b1lletmg offices 

destrov when 12 vean old 
destroy when no longer 
needed 

13 request for BAQ, quarters assignment, statements 
issued to personnel authonzed to reside oll'-base, 
commander's notice to terminate quaners. etc. 

at bases destroy when superseded or 
upon PCS from base. 

14 family /bachelor/ 
transient hous-

baste pohc1es, procedures. pohcy waivers, etc at HQ USAF and 
MAJCOMs 

destroy when 20 yean old 

mg, housmg 
referral or equal 
opportumty m 
off-base housm2 

15 temporary lodg-
mg allowance 
(TLA) entitle-
ments 

request for TLA and supportmg documents such as 
TLA worksheets, TLA expense, 1mttal TLA authon-
zatlon and contmuatlon request/approval 

at base level housmg 
and/or btlletmg offices 

destroy I year after termma-
tton of special allowance 
(exception when dtscrepan-
c1es are mvolved, destroy 6 
montlts after d1screpanc1es are 
cleared) (See table 177-32, 
rule 66d 

NOTE When approved by the command RM, records ehgtble for destruction may be transferred to Defense Investigative Service (DIS) upon 
request 
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91. Real Property Operation and Maintenance. These tables cover records pertaming to procedures, basic policies
and responsibilities for mamtenance and repair of real property facilities, operation of utility plants and systems, and 
performance of custodial, pest control, and refuse disposal services. 

TABLE 91-1 I 
BA! E CIVIL ENGINE �R (BCE) BROCHURES. REPORTS AND CONTROL RE1�ORDS I 
R 
u 

A B C I D 

L If the records 
E are or pertain to consisting of which are then 

1 BCE brochures pertinent data concerning an air base, its orgamzat1ons see table 85-4 
and their functions which are ready reference m manage-
ment, planning. programming, and as guide for V1S1tors 
when aooroonate 

2 maintenance, m- reports of maintenance and repair activity of buildings, at HQ USAF/ 
specuon and - progress reports 

pavements, grounds and ut1bty systems, with related 
papers 

MAJCOMs/major subor-
dmate commands 

...L 
4 

. 
renorts of defic1enc1es noted 

at bases/stations 

s equipment main- forms of maintenance action sheets, equipment mamte-
tenance program nance records and master equipment records used to pro-

mote eff"ect1ve control and d1rect1on for the oroiuam 
6 swimming pool logs and related papers pertaining to operation of a base see table 9 1-3 

ooeration sw1mmmit oool 
7 corrosion con- corrosion damage control, problem areas, tests, surveys, 

trol remechal action, related records used to manage corro-
s1on control nro11ram 

I TABLE 91-2 
MAJ NTENANCE AND REPAIR PROJECTS AND PROGRAM REPORTS RECORD S I 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

1 project case files estimates, project approval and funding information, work approved projects see table 86-1 
orders, engineer drawings, diagrams, specifications, matenals 
approval, and other related data -

d1saooroved oro1ects .l._ 
2.1 manufacturer's catalogs, trouble-shooting instructions, main-

tenance instructions, parts bsts, and related papers which do 
not dunbcates of other records on file 

3 project mforma project data, correspondence reports, and other related 
uonal and con- papers pertaining to projects approved at lower echelons 
trol files 

4 prog�am reports monthly reports of repatr, minor construction, mod1ficat1on, 
and operation and maintenance projects proposed or m prog 
ress 

s programming 
records 

6 performance reports, related forms and working papers 
evaluation pro 
szram records 
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I TABLE 91-3 

UTILITY SYSTEMS AN D SERVICES I 
R A B 
u 
L If the records 
E are or pertain to consisbng of 

1 utilities conser correspondence, reports, surveys, poster designs, mforma 
vat1on tlonal medlB. and related data 

2 utilities systems reports of fuel consumption, service economy reports, 
operation utility systems operatmg logs, cathodic protection system 

operating logs, flow charts, temperature reports, wmd 
velocity readings, and related data -

3 -
datl:r: OJ:!!:rat1on lo� used as source data for monthlv 1011:sJ_ 

4.1 heatmg plant datly operatmg logs used as source data for 

- monthly logs 

5 coptes of Bureau of Mmes coal analysis and SA-ALC 
fuel oil analvs1s -

6 laboratory test reports 

7 utility service copies of contracts, all modifications and supportmg ev1-
dences, lists of suppliers, contractors' rate schedules, uttl 
1ty operational charts, meter readmgs, billing data, and 
related mformatlonal and control data which msures that 
all eXJstmg utility services satisfy base requirements and 
conform to contract nrov1S1ons 

8 energy morutor plans to connect facilities to the system which are used m 
mg and control programmmg 1mttal mstallatlon, changes and expansions 
svstems (EMCS) 

9 electncal ut1hty reports, studies, related electncal utility systems opera 
d1stnbut1on sys- t1ons records and drawmgs 
terns ooeratlons 

10 sw1mmmg pool logs and related papers 
oneratlon 

11 corrosion con records on corrosion damage control, problem areas, 
trol tests, surveys, remedial actions, and related matter 

I TABLE 91-4 

MA  INTENANCE AND OPERATION OF ELECTRICAL POWER GENERATIN( 

R A B 
u 
L If the records 
E are or pertain to consisting of 

1 operatmg logs forms, such as emergency generator operating log (m 
spect1on testmg), datly power plant operatmg log (diesel-

� electncal), other special logs, and related data 
2 

-
4 h1Stoncal rec- forms, such as h1stoncal record-diesel electnc generator 

ords and system, with power plant log books and graphs (per-
formance curves), etc which 1s a chronology of power 
olant mamtenance and serv1cmg ooerattons 

C D 

which are 

I
then 

destroy when obsolete or no 
lon11:er needed 

at maJor subordmate destroy after 2 years 
commands and above 

at bases/stations destroy after S years 
destroy after 90 days 
destroy I year after end of 
fiscal year or when no longer 
needed, whichever 1s sooner 
destroy after 2 years 

destroy after 2 years or when 
no longer needed, whichever 
IS later 
see table 70-1 

destroy after I year or when 
'' no longer needed, whichever 

IS later 
at bases/stations destroy when obsolete or no 

longer needed 

destroy after 2 years 

destroy when superseded, 
equipment JS removed from 
accountabtl1ty, or when use 
ful life of facility has ter 
mmated 

PLANTS (PRIME AND EMERGENCY) I 
C D 

which are then 

ongmal logs covenng the destroy when power plant 1s 
first year of operation removed from AF mventory 

copies of logs m rule I destroy after 2 years or when 
no longer needed, whichever 
IS later (see note) 

logs covenng all subse-
quent years of ooeratlon 

keep with the engme-
generator set, destroy when 
the umt IS declared un 
serviceable and salvHed 

3 
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TA 3LE 91-4. CONTINUED I 
R A e 
uL If the records E are or pertain to consisting of 
5 erator mventorY: inventory bstmg numbers, SJZes and capacities emergency gen-

NOTE Not authonzed for retirement to a federal records center 
TABLE 91-!I -

I
I SANITATION AND CUSTODIAL SERVICES (see note) 

R A e 
uL If the records E are or pertain to consisting of 
1 Jarutonal and reports of cost, manning, and scope of services provided, custodml serv- with Just1ficat1ons for contract services and related cor ices resoondence. excludm2 orocurement contract files 

1 2  (RESERVED) 
3 garbage and ref- reports of cost, manrung, dally workload logs, and con use collection tractual service records, records relatmg to services per services formed by base personnel, contractual services and - correspondence relating to above, excludmg procurement contract files records relating to services oerformed by base oersonnel 
!I records relatmg to contractual services oerformed 

, !1.1 contract service or consultant recordsNOTE. The records m thJS table are not authonzed to be renred to federal records centers 
I ITABLE1911FArIT.ITY FOLDERS lND WORK CONTROL RECORDS R A B 
uL If the records E are or pertain to consisting of 
1 fac1bty folders forms, such as cond1t1on survey senes (as appropnate), work orders, work requests, project bsts, Job orders (completed) , with dJSposal plans, and exceptions to en tena and/or waivers 
2 work control construction permits, work orders, work requests, ma-tenal cost transfers, m service work plans, matenals and equ10ment bsts - service call 102 and 10b order loRS J_ 
4 work schedules, multiple shop Job schedules, Job order schedules, schedule repons, work center bench stock ava1lab1bty renons, matenals su00on evaluations 
!I recurrmg work bsts, collection work order number bsts, work authonzatmn lJSts -

C 
wlllch are rewned m a current and active status by summanz-mg data to consolidate file 
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C 
which are at bases/stations 

C 
wlllch are 

at MAJCOMs and below 
at HQ AFESC and below 

D 
thendestroy after 5 years 

D 
thendestroy after 1 year or when no longer needed, whichever IS later 

IIdestroy after 2 years or when no longer needed, whichever 1s later 
see table 70-1 destroy after 1 year or when llno longer needed, whichever JS later 

D 
thensee table 85-4 
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I TABLE 91-7 
US lF FOREST MAN) GEMENT PROGRAM RECORDS I 
R A B C D 
u 
L If the records 
E are or pertam to consistmg of which are then 
1 program plan- plans, pohaes, and related papers at HQ USAF/MAJCOMs destroy when superseded or - rung no lon2er needed 
2 at base level retrre as oermanent 
3 reponmg re- repons of receipts and expenses from production and at HQ USAF destroy when obsolete or no - qwrements harvestmg of lumber or timber products lomz:er needed 
4 at MAJCOMs and below destroy when superseded, ob-

solete, or after 2 years, which-- ever 1s aoohcable 
5 forest management record-unit prescnpt1on reports used at HQ USAF /MAJCOMs destroy when superseded, or 

to schedule work programs no lon2er needed -
6 at base level retire as oennanent 
7 sales and service site preparation, plantmg operations, technical services, at forest management see table 7(H 

contracts and sales of forest land contracts mcludmg mv1tat1ons act1v1t1es 
for bids, amendments, awards, bid abstract (1f apphca-
ble), and suooonm11: naners 

8 md1v1dual rec- work photos, tally sheets, maps, special notes or m- at base level retire as permanent (EXCEP 
ord urut folder struct1ons, prescnptlon reports and certified copies, rec- TION. before rettrmg, des-

ord umt and subumt, summary sheets, and other related troy maps, photos, etc , that 
papers do not contnbute to analytical 

htstoncal data) 

I TABLE 91--8 J 
All FIELD AND ROA ) PAVEMENT MARKING RECORDS I 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 
1 pavement mark- schedules of mstallatlons to receive markmg, airfield at HQ USAF/MAJCOMs destroy after 3 years 

mg control data markmg program-daily act1vtt1es log, airfield markmg and HQ AFLC area mon 
program proJect summary, airfield markmg program- 1tor /scheduler 
serviced base CE suppon cost summary, datly narrative 
log on vehicular operations, and related papers -

2 at rnaJor subordmate com- destroy after 2 years 
mands and bases/stations 
(mstallattons rece1vmg 
markma service) 

I TABLE 91-9 
All FIELD AND BASE SNOW REMOVAL AND ICE CONTROL I 

R A B C D 
u 
L If the records 
E are or pertain to consistmg of which are then 
1 program data annual snow removal plan, charts and maps at MAJCOMs and below destroy when superseded or 

updated 
2 operations con- weather repons, status and maintenance of eqwpment, at bases destroy when no longer 

trol data 102 of operations and other related data needed 
3 personnel data orders, 1nstruct1ons, tratnmg schedules, on-the-Job destroy when superseded or 

auahficat1ons, and related data obsolete 
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I TABLE 91-10 
MA AGEMENT AND CONSERVATION OF LAND 
R A 

u 
L If the records 
E are or pertain to 

1 land manage
ment mainte
nance 

2 

3 training and cer
tification of her
b1c1de o ators 

I TABLE 91-11 

B 

consisting of 

plans, authonzatlons, procurement of supphes, services, 
labor construction maintenance and related correspond 
ence concemmit envll'onmental orotectlon DOhc1es 
pohc1es penammg to rule I 

techmcal instruction, tramJng and certification of md1-
v1duals to apply pesticides to insure adequate envll'on
mental safe ltWlI'ds 

BUILT-UP!'ROOF!'MA "l'AGEMENT!'PROGRAM I 

R A B 
u 
L If the records 
E are or pertain to consisting of 

1 built-up roof built-up roof hst and roof mspectlon pnonty hst for facilities 
� management with built uo roofs and order of msnectlon 

2 roof summary form, unmarked roof plan drawing wluch are 
summanes of roof construction on a facility 

3 roof!'mspectlon and rating worksheet forms (with marked up 
roof plan drawings), Job orders, work orders and contract data 
such as specdicatlons, all submittals (performance agreement, 
quahty control records, as-bwlt roof summanes, manufacturers 
certification), laboratory reports of roof sample testing, and con-
tract manu:ement msnect1on records 

I lTABLE 91-12 
PE! T MANAGEMENT SERVICF.S I 
R A B 
u 
L If the records 
E are or pertain to consisting of = 
1 pest manage pest management plans, annual pest management program 

ment services reviews and program records, related data, DOD man 
a2ement bv ob1ectives reoorts -

2 staff' assJStance VJSlt reports, aenal spray envll'onmental 
impact statements and vahdatlon survey reports -

3 records of pest management maintenance, h1Stoncal treat-
ment, and temute and wood decay inspections 

-
4 contracts, contract statements of work, MAJCOM ap-

proval letters, contract service records, and contract 

- related records 

s hstlng of personnel quaWied and certified to perform pest 

- management operations, and correspondence 
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C 

which are 

at HQ USAF /MAJCOMs 

at HQ USAF/MAJCOMs 
and base level 
at MAJCOMs and base 
level 

C 

which are 

C 

which are 

at bases/ stations 

at MAJCOMs and below 

D 

then 

destroy when superseded or 
no longer needed. 

I Iretire as permanent.

llsee table 91 - 12 

D 

then 

destroy when superseded by 
undated hst 
destroy when supeneded by 
updated foon and roof plan, 
or destroy when facility 1s 
demohshed and dropped from 
real orooertv account 
destroy when the existing roof 
system IS removed and re 
placed, or destroy when fa.cu-
1ty IS demohshed and dropped 
from real property account 

D 

then 

destroy after 50 years ( see 
note). 

destroy when superseded or 
on mact1vat1on of the mstal 
lation wluchever IS sooner 
destroy 2 years after building 
1s d1Sposed of or base 1s mactl-
vated and dropped from real 
nrooertv accounts 
destroy I year after termma 
tlon of contract or exp1rat1on 
of warranty, wluchever IS 

later 
destroy when superseded or 
on mact1vat1on of the mstal 
lation whichever IS sooner 

https://pertam.mg
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TAI LE 91-12. CO,, l"'I U.l!.D I 
R A B C D 
u 
L If the records 
E are or pertain to consisdng of which are then 

6 md1v1dual's Techmc1an Certificate of Competency destroy old cen1ficate upon 
recertification or when md1-

- v1dual 1s no longer certified or 
leaves the AF 

7- pest control swnm.ary report montbly/quanerly detatl/ 
error hst1n2 

at bases/ stations destroy after 30 days or when 
no lon2er needed 

8 - oest control summarv reoon destroy after 2 years 
9 detul cards and correction cards, transcnpts for pest destroy after all processing 1s 

- reports completed or when no longer 
needed 

.!L pest control summary repon (cumulative listmg) at MAJCOMs and below destrov after 3 vears 
11  at AFESC destroy after 50 years (see 

note\ 
12 approval letters for noostandard pesticides and eqwpment at MAJCOMs and below destroy when the pesticides 

and eqwpment are no longer 
used or are not m possess1on 
of the mstallat1on 

NOTE Destroy 50 years from the date of the establishment of the records or 50 years after the date of the enactment of Public Law 96-510, 1 1  
Dec 80, wluchever 1s later I f  the AdmlDIStrator of the Environmental Protection Agency reqwres longer retention of these records for the protec
tion of the public health of welfare, sublD!t a request to SAFIAADAQD for approval of this rev1Sed retention penod 

I j*TABLE 91-13 
I REFRIGERATION, AIR CONDfflONING, EVAPORATIVE COOLING AND MECHANICAL SYSTEMS 

R A B C D 
u 
L If the documents 
E are or pertain to coDSisting of which are - then 

1 system balance forms of system performance data used to promote at bases/ stations destroy when superseded or 
and test data efficient operation when systems are deleted 

from real orooertv account 
2 operation logs forms of operating data on air cond1t1omng eqwpment destroy after 2 years or when 

used to predict system maintenance reqwrements no longer needed, whichever 
1s later 

3 mr cond1t1omng forms of data used to determme cause of malfuncuomng destroy after 2 years 
eqwpment trou- eqwpment 
ble analysis 

92. Fire Protection, This table covers records pertaining to all aspects of fire protection engmeering, fire prevention, 
actual fire fighting, and related rescue services m connection with functional fire protection requirements for real pro
perty, facilities, material, aerospace vehi�le and associated weapon systems support operat10ns and processes on the 
ground and/or m the vicmity of AF installations or other identified locations. 

I jTABLE!'92-1 
FIii E PROTECTION 
R A B C D 
u 
L If the records 
E are or pertain to consisdng of which are then 

1 fire department trammg standards, obJectlves, methods of operation and destroy when superseded or- trammg schedules obsolete 
renorts of orofic1encv tramma and supoortma records destrov after 1 vear 2 
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TABLE 92-1. CONTINUED I 
R A B C D 
u I 

I 

I ' 
L If the records 
E are or pertain to consisting of 

3 charts mdtcatmg status of trammg of firefighters used to 
mamtam trammg status 

3.1 md1v1dual profictency certlficat1on/evaluat1on records 

4 pre-fire plannmg plans, maps, charts, drawmgs, and civil and m1htary fire 
orgamzat1on ha1son agreements, with other data reflecting 
water source supply locations, hydrants, spnnklers and 
alarm systems, other fire fighting eqwpment, routes to fol-
low and data on the features of a bu1ldm2 

5 fire protection standards, specmcattons, photos, research and develop-
equipment ment evaluations, programmmg and procurement data, 

ms0ect1on records and other mformattonal data 
6 fire protection checklists and sumlar forms used m conducting real prop-

mspecttons and erty mspecttons, mcludmg mspectton and tests of mstalled 
tests systems of fire extmgwshmg, alarm, and detection eqwp-

ment. oortable fire exunam•hers. etc 
7 reports of fire hazards and/or defic1enc1es 

8 daily fire act1v1- the fire record Journal 
ties 

9 dadv fire loR, and comoa.rnble fire act1v1t1es data 
10 source or feeder-type reports that support records m rules 

8, 9 and 14 

10.1 v01ce recorder tapes 

1 1  fire protection records of stat1St1cal recap1tulat1ons of the total annual fire .stat1st1cal sum loss expenence 
--- mary 

12 

13 feeder reports to the annual statistical summary 

13.1 act1v1tv reDOrt 
•14 fire mc1dent and md1vtdual and consohdated reports, and related data (hard 

rescue reoorts CODV records) 
15 reciprocal agree mutual 81d, and Jomt use c1vtl airport operations agree 

ments ments 
*16 weldmg, cuttmg AF Form 592, USAF Welding, Cutting and Brazmg Per-

and braZJng per mlt 
m1ts 

*17 water flow test AF Form 1017,  Water Flow Test Record, and related 
records records 

NOTES 
Retam records on acctdents resulting m legal action until case 1s settled, then destroy 

which are 

filed m consoh 
dated trammg 
record 

at fire depart 
ments 

at AFESC 

at MAJCOMs 
and below 

at fire depart-
ments 

Techmcal Ser-
vices or Fire 
Inspectton Sec 
tlon, base fire 
departments 

then 

destroy when replaced, obsolete, or 
no longer needed Destroymg 
mcludes erasm11: or taDIDR over 
forward with consobdated trammg 

!record when md1v1dual 1s reassigned 
(see table 35-1 rule I )  
destroy when superseded o r  
obsolete 

destroy when obsolete or no longer
llneeded. 

destroy l year after reporting year, 
or when superseded by follow-on 
report (provided all spaces thereon 
are filled). wluchever 1s aoohcable 
destroy when hazard or deficiency IS 
corrected or 2 years afiter reporting 
year, wluchever 1s later (also see 
table 88-2) 
destroy 2 years after date of last 
entrv 
destrov after 2 vears ( see note I )  
destroy after l year  or when purpose C1s served, whichever 1s sooner (see 
note I )  
erase after l 5 days (Exception 
retam tapes mvolved m mc1dent 
reports, mvest1gat1ons, or legal 
actions until case 1s settled, and then 
erase) 
retire a master copy of the annual 
statistical summary as permanent (see 
note 2) 
destroy after 2 years 

destroy after l year or when no 
longer needed whichever 1s sooner 
destrov 2 vears after reoortm.l! vear 
destroy 2 fiscal years after reporting 
vear (see note l )  
destroy when agreement 1 s  super-
seded or termmated. 
destroy 30 days after completion of 
the project/contract with which the 
work IS BSSOC1ated (see note 3) 
destroy after 5 years 

2 Offer to National Archives m 10-year bocks when the latest record m the block IS 20 years old 
3 Should a fire result from the operation, make the AF Form 592 a part of the mvest1gat1on reporL 

l 
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93. Special Civil Engineering. These tables include special activities relating to troop application and contingency 
planning of civil engineenng not covered in other civil engineering series. Includes RED HORSE and PRIME 
BEEF pohcy, procedures and operations 

I TABLE Sl3-1 J 
PRTI ff. BEEF (PB-PR rME BASE ENGINEER FORCE) RECORDS I 

R A B 
u 
L If the records 
E are or pertain to consisting of 

•1 postunng (plan• manning reqwrements (MAJCOM and base) with 
mmz) related corresoondence 

•2 manpower recommended, approved or disapproved convermons, 
and upgrade/downgrade actions -

•3 
•4 deployment volunteer requests, requests for assJStance, deployment 

instructions and reports for both MAJCOM and 
USAF directed deployments 

5 contingency/ plans with related background matenal 
operations olans 

•6 RESERVED 
7 mob1hty folders ind1v1dual team member certificates and records 

8 reports tra1n1ng reports, plans, objectives, results and recom 
mendat1ons -
mspect1on reI!orts and results 

10 staff' assJStance v1s1t reports and recommendations -
•11 repons covenng major catastrophes and wartime m1s-

s1on SUI!Dorts -
-�- Unit Combat Readiness Reporting (UNITREP) 
•13 
•14 RESERVED 

C 

which are 

at AFESC and below 

at AFESC 

at MAJCOMs and below 
at AFESC and below 

at MAJCOMs and below 

at AFESC and below 

at AFESC/DEO 

at HO USAF and AFESC 
at MAJCOMs and below 

•NOTE Off'er to National Archives in 5-year blocks when latest document 1s 5 years old 

I jTABLE Sl3-2 
CIVIL ENGINEERINC 
R A 
u 
L If the records 
E are or pertain to 

1 programming 
records 

2 plans 

3 deployment and 
pro jCCt files 

-
..L 

5-

RED HORSE PROGRAM RECORDS I 

B 

consisting of 

records that reflect the development, formulation and 
issuance of pohc1es, procedures, and the exercises of man-
agenal control of RED HORSE oroe:rams 
contingency/operations and MAC affibatJon plans with 
related baclatround matenal 
estimates, llllhtary construction project data, work directives, 
pro�ect approval and funding infonnatJon, work orders, engi-
neenng drawings, dmgrams, specmcat1ons, and any pertinent 
data such as feeder reports (messages and transitory narra-
tJve reports of work stoppages, other labor s1tuattons, eqwp-
ment and matenel defiCJenc1es, and other data used for back 
ground information and control) 

C 

which are 

at HQ AFESC 

at HQ AFESC and 
MAJCOMs 

at bases 
on projects that have 

D 

then 

destroy after 3 years. 

destroy after 2 years. 
ll!'

destroy when superseded. 

destroy upon transfer of 
member 
destroy after 2 years or when 
no longer needed. 

destroy after 2 years unless 
rule I 2 and 3 2ovems. 
retire as permanent (See 
note) 
destroy after I year 

D 

then 

retire as permanent (see note 
3). 

destroy when superseded (see 
note 2) 
destroy 3 years after comple-
t1on of project 

see table 89-1 
destroy after 2 years. 

been d1saooroved 
6 at RED HORSE destroy when no longer 

s0uadrons needed (see note I)  
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TAI LE 93-2. CONTirfUED I 
R A B C D 
u 
L If the records 
E are or pertaul to consisting of winch are then 

7 reports mobll1ty status reports (C-ratmgs) on personnel and eqwp destroy after 2 years, or when 

- ment no longer needed, wluchever 
1s sooner 

8- sauadron act1v1tv reoorts 
9 - vehicle status reports with 1nfonnat1on on velucle location, 

losses and gams 
10 Dersonnel and TOY mannm2 reoorts 

NOTES 
W1thm 30 days after acceptance, send DD Fann 1!'354, Transfer and Acceptance of M1htary Real Property, to the host BCE and one set of 

reproducible as bulit drawmgs, all brochures of warranties on mstalled equipment and any mamtenance data that might aid the BCE personnel 
2 See table 28-1 for wartime plans. 
3 OIiier to the National Archives when 10 years old. 

95. *Visual Information (VD Systems. These tables cover records pertaining to all aenal and ground still photogra
phy, motion picture photography, sound recordings, and television, except reconnaissance photography, telemetry, 
and Armed Forces radio and television service. 

I !TABLE 95-1 
•&7IJ L PHOTOGRAPHY I 

R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

1 oflic1al record photo• send accordmg to AFRs 95-3 
graphs, with angina] and 95-4 to 136 1st Aud10V1s• 
negatives or transpar- ual Squadron, AA VS (MAC) 
enc1es (see note I )  (see note 5). 

2 photographs made a retire or dispose of with 
part of a proJect file, records of which they have 
report, or Sl.Dlllar group been made a part 
of records 

3 angina] negatives (see negatives from which pnnts have been submit- submitted with unsatlsfac- destroy after 3 months 
note 2) ted with reports tory, damage, accident, 

and s1mdar renorts,...........
4 negatives and extra pnnts of photographs of AF not at base photographic destroy on death or retirement 

officers laboratones of the md1v1dual <see note 3),...........
•4.1 not at base photographies destroy after 12 months (see 

laboratones note 3),...........
•4.2 of local commanders, retam until md1v1dual 1S 

mspectors and key person• retired, reheved or reassigned 
nel and destroy when no longer 

needed -
s negatives of photographs of purely local mterest destroy when no longer 

made for pubhc relations use needed -
•s.1 of local md1v1duals (other 

than officers) reqwnng 
recogmtlon or 
1dentdicat1on, 1 e , semor 
enhsted advisor, com-
plamts NCO, AFCOMS 

- advisory board member, 
etc 
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TAB E 95-1. CONTINUED 

R A B C D 

u 
L If the records 
E are or pertain to consisting of which are then 

•6 negatives wluch are valueless due to faulty pho-
tography, or because of sumlanty are considered 
to be duohcat1ons 

7 onginal negatives or subject matter not desU'ed for record 
pnnts produced in 
training or practice (see 
note 4) 

8 duplicate negatives or 
onnts 

9 photographs not cov-
ered above 

•10 photographic work work request and related papers destroy 18 months after 
order monthly Visual Information 

Workload Factors Report IS 
prepared 

•u monthly Visual Infor- AF Form 1 340, Monthly Visual Information 
mation Workload Fae- Workload Factors Report stroy 
tors Renort �....,, ,.,. ,,..,....,,..,_  I 

NOTES. 

' '  

1 Report any still photograpluc collection not covered in tlus table to SAF / AADAQ for appropnate d1spos1t1on instructions 
*2 Disposable negatives and pnnts may be retained beyond prescnbcd retention penod only when recommended for retention by the 
MAJCOM/SOA/DRU VI manager. 

EXCEPTIONS· As specified in AFR 36-93 
'iotographs made as part of examinations or exercises before the completion of training courses are not retained as a part of the student's 

I- nent record 
he 1 361st Aud1ov1sual Squadron collects and forwards to DOD StJll Media Center for accessioning. DOD StJll Media Records Center 

.s untJl no longer needed, then recommends to SAF/AADAQ to offer to the National Arcluves. Ofl'ers should be chronological segments or 
Jlll logical file arrangement SAF / AADAQ provides dlspos1t1on instructions on unaccepted offers 

l TABLE 95-2 
*MO "ION PICTURE PHOTO! :RAPHY /VIDEO I 
R A B C D 
u 
L If the records are . 
E or pertain to consisting of which are then 

•1 record motion picture motion picture photography, video tapes, and related send under AFRs 95-3 and 
photography /video audio recordings 95--4 to 1352 A VS/DOSLR, 

Norton AFB CA 92409 (see 
notes 1 and 2) 

1.1 educational teleV1s1on 
(ETV) oflic1al record 
records 

•2 official release pnnts all pnnts d1stnbuted through the AF V1Sual Iniiorma- do not dispose of without 
tJon (VI) Library System under AFR 95-4 authonty of AF Central VI 

Library 
•3 copies of matenal master pos1t1ves, duplicate negatives, or pnnts destroy, salvage, or stage 

wluch has been for- when no longer needed 
warded to the DOD (except rule 2). 
Monon Media Records 
Center 

•4 local interest 6lms exposed for base information service, local 
photography /video telev1s1on news programs, and other purely local 

interest purposes 
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TAB E 95-2. CONTINUED I 
R A B C DIu 
L If the records are 
E or pertain to consisting of which are then 

•s film/video produced ID 
testmg film, photo-
graphic or video equip 
ment, or ID trammg 
ohoto11:raohers 

•6 video/photography pnnts no longer useful or not pertment to AF act1v1 
produced by other ties 
a11:enc1es ., ongmal photog-
raphy/v1deo which IS 
unusable because of 
mfenor auabty 

•a film/video requmng see AFR 12-50, vol I, para-
emergencv disposal graoh 4-5 

9 photographic artwork drawmgs, a01mauons, cartoons, utles and selected salvage for other uses, or des-
mounted photographs covered with acetate fotl on troy after compleuon of pro J 
which oertment instructions are wntten ect 

10 commercial pro Jects requests for producuon, outlmes and/or treatments, at HQ USAF/ destroy 20 years after motion 
final scnpts, talent releases, music nghts and cue MAJCOMs/maJor picture 1s accepted by AF 
sheets, reports on final conference, progress, status subordmate commands (EXCEPTION· see note 3) 
performance, crew, travel and temporary duty, cer-
tlficates for authonzed changes and scnpt coverage; 
production contracts, supplemental agreements, 
change orders, authonzauons for payment; and 
nouces of linal payment of the contract -

11 below ma Jor subor destroy 6 years after linal pay-
dmate commands ment for projects (EX-

CEPTION retam one copy 
of final scnpt, talent releases, 
and music nghts until final 
d1spos1t1on of related films). 

12 10-serV1ce production records pertammg to preparation of complete motion at HQ USAF/ destroy 20 years after produc-
records picture film or filmstrip subjects for use m trBIDmg, MAJCOMs/maJor tton of the motion picture 

onentatton, mdoctrmatton, and pubhc mformatton, subordmate commands (EXCEPTION· see note 3) 
ongmal requests and formats, approvals, production 
assignment, approved scnpts, correspondence regard-
mg production, final approval, and 101t1al release 
pnnt reqwrements -

13 below ma!'Jor subordt destroy 2 years after com 
nate commands nletton of nro1ect. 

•14 m service pro Ject rec records pertammg to assignment of AF umts for pho- at HQ USAF/ destroy 20 years after produc 
ords tography, varymg from a few shots to several reels, MAJCOMs/maJor tton completion (EXCEP-

requests for photography, letters of assignment, and subordinate commands TION see note 3) 
proJect status reports (see rule 12 for preparation of 
complete subjects) -

15 at HQ AA VS staff" destroy 2 years after comple 
offices and below uon of project. 
maJor subordinate 
commands 

16 mstrumentauon film see table 80-3 
•t7 film/video salvage or records relatmg to the destruction or salvage of film, below maJor subordt- destroy after 2 years. 

destrucuon film stnps, and video cassettes, 1 e , notices or nate commands 
ceruli.cates of destruction -

•ts at DOD Motton destroy after 5 years 
Media Records Center 
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TAB E 95--2. CONTINUED 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

19 film service request service project records, including 1mt1al request for destroy 2 years after closeout 
records mouon picture film and sound tapes, and related of film service project 

records 
•20 acqws1t1on records accession forms, receiving records and sumlar items destroy after 2 years, or when 

indicating film subjects received and entered into the no longer needed, whichever 
DOD Motion Media Records Center IS sooner 

21 loan records control records on film loaned to laboratones for 
reoroductlon and on film borrowed from NARS 

•22 film/video control recorrl:s used to control motion picture film/video at the DOD Motion destroy after 2 years, or when 
records within the DOD Motion Media Records Center, such Media Records no longer needed, whichever 

as master cards, retention cards, film cutter records, Center IS sooner 

- footage reports, inventory change records, shelf bsts, 
classdicanon/ downgrading records, withdrawal 
records. sh1ooin11: control records and sumlar records 

•23 locator cards hold throughout the bfe of the 
DOD Motion Media Records 
Center. They have the same 
ultunate d1spos1t1on as the 
records to whtch they oertam. 

24 records disposition directives and schedules governing motion picture destroy on discontinuance of 
schedules film d1Spos1t1on function, or when no longer 

needed, whichever IS sooner 
25 card catalogs and loca 

tor aJds- project number cards and utle cards (see note 4) hold unul the film IS destroyed 
or transferred to another 
agency (see note 2) 

*26 film number, subject, and categoncal index cards and 
master archival records of fil!'ms retained in the DOD 
Motion Media Records Center 

NOTES 
• 1 Report any motion p1cture/v1deo collection not covered in the table to SAF / AADAQD for appropnate d1spos1t1on instructions 
•2 The DOD Motion Picture Records Center retaJDS until no longer needed, then recommends SAF / AADAQD o�er to the National Archives 
Olfers should be chronological segments or within logical file arrangement SAF / AADQ provtdes d1spos1t1on mstruct1ons on unaccepted offers 
• 3  Project files related to films/video productions offered to and accepted by the National Archives will be transferred to the National Archives 
with related product. 
4 Dupbcate copies may be retamed until no longer needed 

I lTABLE 95-3 
•sc UND RECORDINGS I 
R A B C D 
u 
L If the records 
E are or pertaio to consisting of which are then -1 sound recordings those transcnbed to oaoer records erase or destroy 1mmed1ately 
2 those not transcnbed to paper request d1Spos1t1on record 

matenal instructions through 
channels from SAFI AADAQ 
(see note) 

3 destroy transttory matenal when 
no lonaer needed 

•4 video taoes l l see table 95 2 

NOTE The letter requesting d1Spos1t1on instructions will mclude a full descnpt1on of the subject matter or event recorded, and the purpose for 
which the recording was made 
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TA LE 3-2. CONIINUID 
R A 

u 
B C D 

L U the records 
E are or pertaio to consisting of which are then 

7 reports mobility status reports (C-ratmgs) on personnel and eqwp
ment 

destroy afte
no longer n
JS sooner 

r 2 years, or when 
eeded, wluchever 

_R8_ 
9 

sauadron act1v1tv reoorts 
vehicle status reports with 1nformat1on on velucle location, 
losses and ams 

10 oersonnel and TOY mann111.2 reoorts 

NOTES 
L Within 30 days after acceptance, send DD Form 1354, Transfer and Acceptance of Military Real Property, to the host BCE and one set of 
reproducible as built drawmgs, all brochures of warranties on mstalled equipment and any maintenance data that JDJght aid the BCE personnel 
2. See table 28-1 for wartime plans 
3. Offjer to the National Arcluves when 10 years old 

95. *Visual lnf:ormation (VD Systems. These tables cover records pertaining to all aerial and ground still photogra
phy, motion picture photography, sound recordings, and television, except reconnaissance photography, telemetry, 
and Armed Forces radio and television service. 

I TABLER9�1 I 
•STD L PHOTOGRAPHY I 
R A B C D 
u 
L U the records 
E are or pertain to consisting of winch are then 

1 official record photo- send according to AFRs 95-3 
graphs, with angina! and 95-4 to 1361st Aud1ov1s-
negatives or transpar ual Squadron, AA VS (MAC) 
enc1es (see note 1 )  ( see  note 5) 

2 photographs made a retire or d1Spose of with 
part of a pro Ject file, records of wluch they have 
report, or sun1lar group been made a part 
of records 

3 angina! negatives (see negatives from wluch pnnts have been submit• submitted with unsat1sfac- destroy after 3 months 
note 2) ted with reports tory, damage, accident, 

and sun1lar reoorts -
4 negatives and extra pnnts of photographs of AF not at base photograpluc destroy on death or retirement 

officers laboratones of the ind1V1dual <see note 3) -- not at base photograplucs destroy after 12 months (see 
laboratones note 3). 
of local commanders, retain until ind1v1dual 1s 
inspectors and key person- retired, relieved or reassigned- nel and destroy when no longer 

needed 
negatives of photographs of purely local interest destroy when no longer 
made for public relations use needed -

•s.1 of local ind1v1duals (other 
than officers) reqwnng 
recognition or 
1dent1ficat1on, 1 e ,  semor 
enlisted adVIsor, com-
plaints NCO, AFCOMS 

- advisory board member, 
etc 

5 
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TAB ... E 95-1 . CONilNUED I 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

•6 negatives wluch are valueless due to faulty pho 
tography, or because of s1.mdanty are considered 
to be duplications 

7 ongmal negatives or subJect matter not desired for record 
pnnts produced m 
trammg or practice (see 
note 4) 

8 duplicate negatives or - onnts 
9 photographs not cov-

ered above 
• 10 photograpluc work work request and related papers destroy 18 months after 

order monthly Visual Intiormatlon 

-
Workload Factors Report JS 
prepared

•u monthly Visual Infor AF Form 1340, Monthly Visual Information retam for 5 years, then de 

-
mat1on Workload Fae- Workload Factors Report stroy 
tors Report 

NOTES 
I Report any still photograpluc collection not covered m tlus table to SAFIAADAQ for appropnate dlspos1t1on mstruct1ons. 
•2 Disposable negatives and pnnts may be retamed beyond prescnbed retention penod only when recommended for retention by the 
MAJCOM/SOA/DRU VI manager 
3 EXCEPTIONS As spectfied m AFR 36-93. 
4 Photographs made as part of exammat1ons or exerctSes before the completion of trammg courses are not retamed as a part of the student's 
permanent record 
•5_ The 1361st AudtoVJSual Squadron collects and forwards to DOD Still Media Center for accessionmg DOD Sell Medta Records Center 
retams until no longer needed, then recommends to SAF / AADAQ to oftier to the National Arcluves. Oftiers should be chronological segments or 
w1thm logical file arrangement SAF/AADAQ provides d1spos1t1on mstructlons on unaccepted oftiers. 

I ITABLE 95-2 
•MO rmN PICTURE PHOTO! ;aAPHY/VIDEO I 
R A B C D 
u - . 
L If the records are 
E or pertain to consisting of which are then 

•t record motion picture motion picture photography, video tapes, and related send under AFRs 95-3 and 
photography/video audio recordmgs 95-4 to 1352 A VS/DOSLR, 

Norton AFB CA 92409 (see 
notes 1 and 2) 

1.1 educational teleV1S1on 
(ETV) oflicral record 
records 

•2 oflic1al release pnnts all pnnts d1stnbuted through the AF V11ual Intiorma- do not dJSpose of without 
tlon (VI) Library System under AFR 95 4 authonty of AF Central VI 

L1brarv 
•3 copies of matenal master pos1t1ves, duplicate negatives, or pnnts destroy, salvage, or stage 

wluch has been for when no longer needed 
warded to the DOD (except rule 2). 
Motion Media Records 
Center 

•4 local mterest films exposed for base mformat1on service, local 
photography /video telev1s1on news programs, and other purely local 

mterest purooses 
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TAB E 9S-2- CONTINUED 
R A 
u 
L If the records are 
E or pertain to 

•s film/video produced ID 
test1Dg film, photo-
graphic or video eqwp 
meat, or ID tra1D1Dg 
nhoto,.ranhers 

•6 video/photography 
produced by other 
a�enc1es 

•7 ong1Dal photog 
raphy/vtdeo which 1s 
unusable because of 

•s 
mfenor quahtv 
film/video reqwnng 
emerllencv d1soosal 

9 photographic artwork 

10 commercial proJects 

-
11 

12 m service production 
records 

13 

•14 ID service proJect rec-
ords 

-
15 

16 1DStrumentat1on film 
•17 film/video salvage or 

destruction 

•18 

I 
B 

consistinH of 

pnnts no longer useful or not pertment to AF act1v1 
ues 

drawmgs, a1111Dat1ons, cartoons, titles and selected 
mounted photographs covered with acetate foil on 
which nert1nent mstructlons are wntten 
requests for producnon, outlmes and/or treatments, 
final scnpts, talent releases, music nghts and cue 
sheets, reports on final conference, progress, status 
performance, crew, travel and temporary duty, cer 
t1ficates for authonzed changes and scnpt coverage; 
production contracts, supplemental agreements, 
change orders; authonzatlons for payment, and 
nonces of final payment of the contract 

records pertalllmg to preparauon of complete motion 
picture film or filmstnp subJects for use m trB1D1Dg, 
onentat1on, mdoctnnat1on, and public 1Dformauon, 
ongmal requests and formats, approvals, producuon 
assignment, approved scnpts, correspondence regard 
mg producuon, final approval, and m1t1al release 
pnnt reqwrements 

records penammg to assignment of AF umts for pho-
tography, varymg from a few shots to several reels, 
requests for photography, letters of assignment, and 
project status reports (see rule 12 for preparauon of 
complete subJCCts) 

records relaUng to the destruction or salvage of film, 
film stnps, and video cassettes, 1 e , notices or 
ceruficates of destrucnon 

AFR 12-50 Vol II 30 October 1987 

C D 

which are then 

see AFR 12-50, vol I, para 
araoh 4-5 
salvage for other uses, or des-
troy after completion of proJ-
ect. 

at HQ USAF/ destroy 20 years after motion 
MAJCOMs/maJor picture IS accepted by AF 
subordmate commands (EXCEPTION see note 3) 

below ma Jor subor- destroy 6 years after final pay-
dmate commands ment for proJectS (EX 

CEPTION retam one copy 
of final scnpt, talent releases, 
and music nghts unul final 
d!SllOSltlon of related films) 

at HQ USAF/ destroy 20 years after produc 
MAJCOMs/maJor uon of the mobon picture 
subord1Date commands (EXCEPTION see note 3). 

below ma Jor subord1 destroy 2 years after com-
nate commands oletion of oro1ect 
at HQ USAF/ destroy 20 years after produc-
MAJCOMs/maJOr uon completion (EXCEP-
subordinate commands TION see note 3) 

at HQ AA VS staff' destroy 2 years after comple-
offices and below Uon of project. 
ma Jor subordinate 
commands 

l lsee table 8(}-3 
below maJor subord1 destroy after 2 years. 
nate commands 

at DOD Motion destroy after 5 years 
Media Records Center 
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TAB E 95-2. CONTINUED 
R A B C D 
u 
L If the records 
E are or pertaln to consisting of which are then 

19 film service request 
records 

service project records, mcludmg m1t1al request for 
motion picture film and sound tapes, and related 
records 

destroy 2 years after closeout 
of film service project 

•20 acqwsltlon records accession forms, rece1vmg records and similar items 
md1catmg film subjects received and entered mto the 
DOD Motion Media Records Center 

destroy after 2 years, or when 
no longer needed, wluchever 
1s sooner 

21 loan records control records on film loaned to laboratones for 
reproduction and on film borrowed from NARS 

•22 film/video control 
records 

records used to control motion picture film/video 
w1tlun the DOD Motion Media Records Center, such 

at the DOD Motion 
Media Records 

destroy after 2 years, or when 
no longer needed, wluchever 

as master cards, retention cards, film cutter records, Center IS sooner 
footage reports, mventory change records, shelf 11Sts, 

- classlficat1on/ downgradmg records, withdrawal 
records. sh1ppm2 control records. and similar records 

•23 locator cards hold throughout the hfe of the 
DOD Motion Media Records 
Center They have the same 
ult1111ate d1spos1t1on as the 
records to wluch they pertam 

24 records disposition 
schedules 

directives and schedules governing motion picture 
film d1spos1t1on 

-

destroy on dlScontmuance of 
function, or when no longer 
needed, wluchever 1s sooner 

25 card catalogs and loca-
tor aids -

project number cards and title cards (see note 4) hold until the film IS destroyed 
or transferred to another 
agency (see note 2) 

•26 film number, subject, and categoncal mdex cards and 
master archival records of films retamed m the DOD 
Motion Media Records Center 

NOTES 
• t  Report any motion p1cture/v1deo collection not covered m the table to SAF/AADAQD for appropnate d1spos1t1on mstructlons 
*2 The DOD Motion Picture Records Center retains until no longer needed, then recommends SAF / AADAQD olrer to the National Archives. 
Offiers should be chronological segments or w1thm logical file arrangement SAF / AADQ provides d1spos1t1on mstruct1ons on unaccepted olrers 
•3  Project files related to films/video productions offered to and accepted by the National Archives will be transferred to the National Arcluves 
with related product. 
4 Duplicate copies may be retained until no longer needed. 

TABLEdlS-3 I 

•sc UND RECORDINGS 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

_1e sound recordings those transcnbed to oaoer records erase or destrov 1mmedtatelv _ 
2 those not transcnbed to paper request d1spos1t1on record 

matenal mstructlons through 
channels from SAF / AADAQ -- (see note) 

3 destroy transitory matenal when 
no longer needed 

•4 vtdeo taoes see table 95-2 

NOTE The letter requestmg d1spos1t1on mstructlons will mclude a full descnpt1on of the subject matter or event recorded, and the purpose for 
which the recordmg was made 
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ment are stored, accounted for, and distributed to AF activities. 

TABLER!ls-4 I 
•VISUAL INFORMATION <VD LmRARY SERVICE I 

- vtsual matenals request 
2 correspondence held base VI bbrary or film-

ISSWDll: actlvitv 
3 AF Central VI Library forms - VI product request 
4 

-
5 

_§__ 
-1,_ 

8 

!I (RESERVED) 
10 <RESERVED) 
11  coDDI1112t1on forms conlinnation of bookmg and or status of film, and 

other confirmation fonns 
12 <RESERVED) 
13 invoices fonns ISSued and renuned with film to regional VI 

bbrary-
14 film shlppmg cards, 1 e., punched cards used as 

mvoice record and as mput source for film due-m 
hstlnllll- film returns and sh11n1mir lists 

15 film pnnt control file a card for each pnnt m a VI bbrary used for 
inventory and data use 

-
16 continuation cards for film pnnts havmg numerous 

transactions 
17 master film record 

fonns 

18 mdividual pnnt and 
boobno record fonns 

19 film service account records accumulated m admmistratlon of the 
number control records mechanued film boobng and accounting system at 

AF Central VI Library reflecting 88Slgnment of 
account numbers to authom:ed film-usma activtties 

20 card catalog film number, subject and categoncal mdex of the 
films m the AF Central VI Library 

21 film inspections and reports on material inspection, receiving and 
acceptance acceptance of pnnts, and related correspondence -

22 

30 October 1981 

*This table covers records pertaintng to administration and operation of the Visual Information Library Service, a 
program by which motion picture films, film strips, video cassettes, slides, related transcriptions, and projection equip

R 
u 
L 
E 

A B 

If the record are 
or pertain to coufsthlgRof 

1 base VI bbrary audio- correspondence ISSUed and returned with film 

D 

then 

destroy I year after date of 
ISSue. 
destroy on return of film 

destroy 6 months after date of 
request 
destroy on turn m of film. 

destrov I vear after receu>t 
I 

destroy on return of film 

destroy 6 months after date of 
reauest. 

destroy when utilization data 
is tram1;nbed to other rec-
ords 
destroy 90 days aft� date of 
last aetlon 

destroy I year after return of 
film to the AF Central VI 
Library or regional VI h-
.brarv 

destroy 6 months after date of 
last en!!l'. on card 
destroy I year after sub.)CCt IS 
withdrawn, or all pnnts are 
disposed of. wluchever is 

I I
later 
destroy on removal of pnnt 
from active stock 
hold throughout the hfe of th 
AF Central VI Library mech 
amzed film service program, 
then destrov (see note l l  
hold throughout the hfe of t� 
AF Central Vl Library and 
destrov (see note I )  
See rule 38  

destroy after I vear 

C 

which are 

held by the requester base 
VI hbrarv 
held by the requestor-
other than a base VI 
hbrarv 
at AF Central Vl hbrarv 
<RESERVED) 
<RESERVED) 
onginals reta:med by over 
seas re11:1onal VI hbrarv 

held by requestor 

m AF Central VI Library 
case files of md1vidual 
films 
m central film hbranes 
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- (machine I.Jsungs) 
31-

...1L-33 
34-
35 

36-
37 
38 1nd1v1dual film case files 

mdiv1dual YI hbrary 
case files 

40 film mventory reports 
and continuation sheets 

41 
he 

42 film evaluation and - summary reports 
43 

NOTES. 

TAB 

R 
u 
L 
E 

l3 

24 

•25 
26 

r, 

-
28 

29 

30 

E 95-4. CONTINUED 
A 

If the records are 
or pertain to 

film hbrary accessions 

(RESERVED) 
film master booking 
status 

eqwpment control 

classlfied film repair 

d1stnbut1on and control 
records ( see note 2) 

B 

consisting of 

accession forms, stamped rece1vmg records, and 
similar items md1catmg film subjects received and 
entered m to the AF Central YI Library and 
groups of 1dent1fymg prmt letters assigned 

cards for each piece of audio visual equipment ID 
the mventory 

contmuat1on cards required on items having nu-
merous transactions 
records on repairs and alterauons made to each 
pnnt of film classified Secret 
master booking hsts 

master address 1.Jst 

short term loan due-in hsts 
Ion� term loan hsts (see note 3) 
voucher hsts 

dally address !1Sts 

dally transaction hst 
dallv error hsts 
records penammg to print requirements, d1stnbu-
tlon, film 1dentlfi.cat1on, techrucal accuracy, photo-
grapluc quahty film evaluation, replacement, secu-
nty classlfi.catlon, exlub1t1on clearances on film 
subjects approved, adopted, or procured for d1stn• 
bunon, may contain copies of contracts and 
matenal inspection and rece1vmg reports, produc-
tlon requests, scnpt 
correspondence and related matenal reftectulg au-
thonzatlon for estabhshment of hbranes, reports of 
field ha1son v1s1ts, mspect1on reports, YI service 
reawrements, YI hbrarv fac1ht1es 
reports 

machine hstmgs used to compile reports 

summary reports filed in case file of md1v1dual film 

film evaluations with attached summarv reports 

C 

which are 

at act1v1t1es serviced by 
oversea regional YI h-
branes 
at AF Central YI Library 
and act1v1t1es serviced 
d1rectlv bv that L1brarv 

D 

then 

see table 205-1 on classlfied 
films retamed with accounta• 
b1hty records 

see rule 38 on uncl.aswied 
films 

II 
destroy 6 years after film sub-

!ject 1s withdrawn from serv-
ice 
destroy I year after eqwpment 
IS turned 1n, salvaged, or 
otherwise removed from the 
mventory 
destroy 6 months after date of 
last entrv on card. 
destroy 30 days after mspec-
uon of film 
destroy 30 days after receipt 
of new hst. 

destroy 60 days after receipt 
of new IISt 

destroy I year after date of 
l1St 
destroy after receipt of new 
master hst 
destroy after 6 months 

destroy 5 years af,ter film 1s 
declared obsolete or removed 
from YI hbrary system. 

destroy I year after 1nact1va-
non of base 

destroy 3 years after closing 
date of report 

see rule 38 

destroy after I year 

I When function 1s assumed by another umt, transfer records to the ga1rung umt 
2. Hold 31 March and 30 September hstmgs of clasSJfi.ed films until the semiannual inventory and audn of classified films IS completed 
3 Hold those for 30 June and 31 December with semiannual film mventory and use reports (see rule 40) for each penod 

https://clasSJfi.ed
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•TABLE 95-5 I 

GRAPHICS I 

R 
u 

A B C I I D 

L If the records are or 
E pertain to consisting of which are then 

1 onginal and master 
graphics and products, 

subJect matter not deslJ'ed for record hold pending d1spos1t1on 
authonty approval 

references and cl10 art 
2 duolicate oroducts used to fill recumn11: requirements 
3 drafits, samples for 

11:raoh1c oroducts 
4 graphic work orders work orders and related papers used to schedule work, 

document workload, matenals used, man hours expended, 
and to oreoare renorts 

NOTE See table 95-1,  rule 1 1  for VI Workload Factor Report 

96. Mapping, Charting and Geodesy. These tables apply to all AF activities producing or acqwnng mapping, chart
mg and geodesy (MC&G) records. They do not cover aenal and ground still photograph and related photographic 
records (see tables in the 95-senes), except for prints as source material. 

DMAAC/SDDLA, Second and Arsenal Streets, St Louis MO 63118, operates the DOD Aeronautical Chart Library 

DMAAC/GDGG, Second and Arsenal Streets, St Loms MO 63118, operates the DOD Gravity Library. 

DMAAC/ADL, 8900 S. Broadway, St Louis MO 63125, operates the Free World Air Facibtles and Fhght Infor
mation Data Library. 

MAPPING. CHARTIN t; AND GEODESY (MC&G) RECORDS I 

R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

1 reqwrements, copies of directives, correspondence, reports of surveys, destroy when no longer 
investigations, studies, investigations, prototypes, and other records used needed 
and vahdat1ons as a basJS for 1mtratmg, modifying, updating, or d1scont1n-

uin2 MC&G orolll'ams 
2 development produced or not produced techmcal cartographic data destroy when no longer 

proJect files and documentary evidence of sources and methods used needed, or when production 
and results of background studies or reports created to of resultant cartographic 
fac1htate or support charting production programs product JS discontinued, 

whichever 1s sooner 
3 comptlatton in- records produced for AF use which define and dellDllt send to DMAAC/SDDLA 

structtons and areas to be charted, contents or charts, and pubhcatlons when no longer needed 
lustones, spectfi (including lithographic copies and techmques and meth 
cations, and re- ods followed), and also may include compilation reports, 
search reports ,JOb specifications, and specific reference to aenal photog-
(see note I )  raphy and other source matenals used for such mf,orma-

tton, cultural and natural features, place names, boundary 
Imes, aeronautical mformatlon, and sumlar data basic to 
the content, accuracy, and relrab1hty of charts and pubb 
cations 

compilation charts, maps, or aeronautical mformatlon publications destroy when no longer 
manuscnpt compiled from one or several other charts, maps or re- needed, or after pubhcatlon of 
workmg files lated sources resultant map, chart, or pubh-

cation, whichever JS sooner 
(see note 2) 

4 
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TAIJLE 96--1. CONTINUED I 
R 
u 

A B C D 

L If the records 
E are or pertain to conslsbng of wluch are then 

s film negatives photographically scaled negatives from each color sepa-
ration drawmg, used for prepanng metal press plates for 
final lithograpluc phase of map, chart, or aeronautical 
publicatlon reproduction 

held by the producmg 
agency as long as corre-
spondmg charts, maps, or 
aeronautical mformatlon 
publicatlons are current 
and used for add1t1onal 

destroy when superseded or 
obsolete 

onntlnizs 
6 research ref er-

ence records 
(see note 1)  

wntten results of analySIS and evaluation of data covenng 
a specific area or region, proJect files, area studies, or 
reports of studies of astrodynanucs, geodetic, geopolitl 
cal, or geophysical s1gruficance 

held by the producmg 
act1v1ty 

destroy 1 year after mcorpo 
ration m a completed proJect 
or publication, or when super 
seded or obsolete, wluchever 
1s sooner 

NOTES 
1 Forward one copy to DMAAC/SDDLA 
2. EXCEPTION Items deternuned to be uruque or of contmumg value may be retamed by the creatmg activity unt:11 superseded, obsolete, or no 
longer needed 

Mapping and charting records include various forms of aeronautical charts, targeting charts, weather charts, sensor 
simulator plates, terrain models, and similar products produced for training, operations, mtelhgence, air navigation, 
and other logistical operations, or for use m conductmg or supporting strategic and tactical air operations. 

I ITABLE 96--2 

MA ?PING AND ("If Al TING I 

R A B C D 
u 
L H the records 

E are or pertam to consisting wluch are then 

1 source matenals geodetic control data, terrestnal and aenal photographs send descnptlve lists to appro-
and charts, evaluated reports of pnor mappmg, hydro- pnate DOD library, reporting 
graphic, hypsograpluc, magnetic, grav1metnc, oceano- activity will be advtsed of dis 
grapluc, and meteorological data, and descnpt1ve or posmon. 
related mtelligence reports (see note 1),...._ 

2 other matenal destroy when superseded or 
obsolete, or when no longer 
needed. 

3 pnnted, photo- charts, maps, atlases, portfolios, photomaps, and all re- held by the producmg destroy when no longer 
processes, and lated mdexes, m map or other form, mcludmg each ed1- acuvmes needed 
SJmtlarly pro- t1on or vanant thereof'., produced for or by the AF 
duced charts and 
maps (see note 
2) 

4 pomt pos1t1onmg preprocessed sets of photographs return to Defense Mappmg 
data bases Agency (OMA) on receipt of 
(PPDBs) replacement matenals, or 

when no longer needed, 
whichever IS sooner (see note 
3) 

NOTES 
I They may also mclude mtelligence mformat1on, see tables m 200-Senes for d1spos1t1on mstruct1ons 
2 Forward 2 copies to DMAAC/SDDLA 

The mailing address for the OMA PPDB Repository IS Director, OMA Aerospace Center, A TIN. SDD/PPDB RepoSJtory, St Louis AFS 
MO 63 1 1 8 Send classified PPDBs via ARFCOS, and unclass1fi.ed PPDBs via First Class Registered Mail 
3 

https://unclass1fi.ed
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I TABLE!'96-3 
AERONAUTICAL INF DRMATION I 
R A B C D 
u I I 
L If ffie records 
E are or pertain to CODSISting of which are l lffien 

1 source matenals NOT AMs, airfield photographs, engmeenng drawings, send ongmal descnpt1on hsts 
and commurucattons from AF act1v1t1es, FAA, C&GS, to ffie appropnate DOD h-
Navy Oceanographic Office, and other Government brary, reporting urut wt!! be 
agencies (see note) advised of d1snos1t10n -

2 destroy copies when no 
lon2er needed 

3 aeronautical m final reproduced copies of fhght planning records, en held by AF act1v1t1es destroy when superseded, ob 
formauon pubh- route !ugh/low altitude charts, temunal fhght information solete, or no longer needed 
canons pubbcattons, foreign clearance guides, and s11DJ!ar docu 

ments nroduced for AF use -
•4 record set of aeronauucal information 0ubbcat1ons attOPR see table 5- 1 .  rule I 

NOTE. They may also include intelbgence mfonnatton, see tables in 2CJ0-5enes for d1spos1t1on instructions 

Geodesy records are created, acquired, used, or collected by AF elements m obtaming gravity surveys; horizontal 
control by the performance of aenal electromc geodetic surveymg, aenal electronic-controlled photography, or by 
other types of geodetic surveymg; and m obtaming vertical control by aenal electronic survey or other methods. 

I ITABLE 96-4 
GEt >DESY RECORDS I 
R A B C D 
u I I 
L If ffie records 
E are or pertain to consisting of which are then 

1 basic and or field data denved from satelhte tracking systems or conven 1mt1ally processed by or- destroy when no longer 
records uonal systems or conventional surveys (such as HIRAN, ganizat1ons perfomung needed 

SHIRAN, gravity, astrono!DlC, traverse, tnangulatton, or the survey 
observed data), data which may reflect on the prec1s1on 
of the observauons, and field computations mvolvmg this 

- data (see note) m1t1ally processed m the field or at ffie 
home station 

2 1mt1ally adJusted or re- send one copy to DMAAC/ 
duced geodetic or gravity GDGG 
data -

3 destroy prellmmary computa-
Uons when no Ionizer needed 

4 office records computations involved m detemunmg final values to be at orgamzat1ons perform destroy ongmals when no 

- denved from observed data by adjustment or some other mg computation longer needed 
process 

5 geodetic or gravity data send two cop1es to DMAAC/ 
GDGG 

NOTE Observed data may be recorded on film or tape, or hand recorded m field books or on forms Computations accomphshed at the home 
office, but which are the type usually performed m ffie field, are considered field records 

https://track.mg
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100. Communications-Electronics (C-E). These tables cover records pertaming to policies, procedures, standards, and 
operational doctnne for overall direction and planmng of C-E systems, including radio frequencies, communications 
security and cryptographic eqwpment, management of aircraft and missile control and warning ground environment, 
navigational and air traffic control ground environment, and electronic warfare equipment (air and ground). They 
also cover development of command control and communications security/cryptographic matters and the AF Mili
tary Affiliate Radio System (MARS). 

I !TABLE 100-1 
FREQUENCY MANAGE!\ [ENT RECORDS I 
R A B C D 
u 
L If the records are 
E or pertain to consisting of wbic:b are then 

1 radio frequency au- thonzabons 
hstings of radio frequency authonzabons (RFAs) 
and JFP BSS1gnment messages 

at HQ USAF and MAJCOMs destroy when superseded or 
cancelled 

1.1 at maJor subordinate com• send to gaming command on 
mands and C-E stabons tramf:er of!'C-E station or de-

stray when superseded or can 
celled. 

2- radio frequency 1n- intenm (temporary) assignment notdicabon forms at HQ USAF and MAJCOMs destroy when no longer 
tenm assignments and assignment messages needed 

2.1 at ma!'Jor subordinate com- transfer to gaming command 
mands and C-E stabons on transfer of C-E stabon or 

destroy when DO longer 
needed 

3 radio frequency his- data relatmg to acbvanons and deletions, and to destroy when no longer 
toncal data nronosals. mterference and en21JJCenm1: needed 

4 propagation records studies and related data on a parbcular path destroy when no longer 
needed 

5 radio frequency- ubhzabon repons 
punched cards or hsbngs of usage data at HQ USAF destroy after 2 yean. 

6 at MAJCOMs destrov after I """'r 
7 - c1rcwt files correspondence, electncal messages, and related 

data of an hlstoncal nature pertammg to a partlc 
at frequency management 
offices at maJor subordmate 

destroy 5 yean after deacbva-
non of CU"CWt or macbvabon 

ular cU"cwt or acbVJty usmg frequencies commands and above of usina: actlVJtv 
8 at frequency management destroy on deacbvauon of cir 

offices below maJor subor cwt, or when DO longer 
-- dmate command need...i wluchever JS sooner 

I TABLE 100-2 
US ,F HIGH FREQUENCY <HFl RADIO STATION RECORDS I 
R A B C D 
u 
L If the records are 
E or pertain to consisting of wbic:b are then 

1 master stabon loa:s records of events w1thm the station destrov after 3 months 
2 air/ground or records of acbvity at the operatmg pos1uon destroy after 30 days. 

ooint-to ooint loa:s 
3 radio c1rcwt opera- transcnbed messages of air/ground or point to-pomt 

tlons records transm1ss1ons, lhght followmg records, case files, en-
crypted messages, command control messages, ICAO/ 
wr ground-wr teletype records, phone patch records, 
message/contact number sheets, frequency morutor re 
ports, net contmwty logs. ATC clearances/adVJSOnes/ 
requests, emergency action messages, FOXTROT mes 
sages, other broadcasts, morale and welf:are messages and 
other 811"/ground or pomt-to point messages and forms 
used m c1rcwt ooeranons 

4 recorder tapes recordmgs of 811"/ground or point to pomt commuruca erase after 30 days 
tlons bv electncal means 
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TA ILE 100-2. CONilN\J.ED I 
R A B C D 
uL If the records are E or pertain to consisting of which are 
5 mission related doc- 1tmeranes, special comm11D1cat1ons support messages and uments commumcat1ons alert/act1vat1on messages 
6 eqwpment/ circuit logs or forms outages
7 station activity re- records of station act1v1ty, traffic count/analysis, frequen oorts cy usage and station personnel status 
8 mcraft accident or all records descnbed m rules I through 7 aboveloss of human hfe 

gency or mobile HF HF commumcatlons suppon m other than routme cir cumstances9 emergency, contm operations docu-
-- ments10 trarmng for reserve HF communications accumulated dunng umt trammg assembhes 
-- forces 
I TABLE 100-3 C-E PROGRAM ™PLF.M!6-RNTATION IR A B C 
uL If the records are E or pertain to consisting of which are 1 plant-m-place rec- complete master set showmg what, where, at the C-E fac1hty operating ords (PIPRs) and how C-E equipment 1s mstalled or 1s act1v1typlanned to be installed, mcludmg mstalla-tlon records/drawmgs, program docu-ments, C-E schemes, mtenm records and 

- base C-E records 
2 at all other act1vit1es 
-2.1 master copies of site adapted commun1ca- at AFCC area Headquarters Uons drawmg records for AF bases/sites which have engmeenng/ and miscellaneous related records installation respons1b1hty 
3 C-E!6-schemes a formatted engmeenng and mstallation plan that provides mstallation standards, obJectJves and performance predictions; a detailed resume of suppon construction (SCL); a bstlng of C-E matenals (mclud mg maJor and mmor items of eqwpment and hardware); engmeenng drawmgs; a narrative explanat10n of mstallation proce-dures, and test gwdance for the mstallatlon 
- team 
4 copies at C-E fac1hty operat-mg location -

thendestroy after 30 days, or on comple-tlon of m1ss1on wluchever 1s later destroy when eqwpment or circuit 1s returned to operations, or after 3months. whichever 1s later destroy after I year
destroy on compleuon of mvestlga-ll tlon, or after 6 months, whichever JS laterdestroy on completion of after action report, or after 6 months, whichever JS later 
destroy after 3 months 

D 
thensend to gammg activity or agency when C-E fac1hty 1s transferred from AF Junsdiction, except destroy md1v1dual records when they are superseded or obsolete 
destroy when superseded or obsolete.destroy mJScellaneous records when superseded or become obsolete. Master copies of site adapted draw mg records for mactlvated bases/sites will be sent to acqwnng activity at the time of release from caretaker status. destroy ongmal (master) scheme 2yean after program completion or cancellation 

forward to PIPR file after comple Uon of the program or destroy 2years after scheme cancellation 

https://CONilN\J.ED
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j TABLE 100-3 CONTINUED I 
R A B 
u 
L If the records are 
E or pertain to consisting of 

4.1 

-
5 
6 

7 C-E proJect engi records relatmg to the performance of 

) 

neenng files C-E systems and scheme engineenng that 
are not mcluded m the formal scheme 
package, such as survey reports, evaluation 
of altemanve sites or methods, systems 
analysis, calculanons, and predictions of 
fac1bty/system performance, logs and 
other record1Dgs of measured parameters, 
progress reports, management actions; can-
cellat1on notices, requests for techmcal and 
site data. and other source matenal 

8 contract services fund forecast reports - fund1Dg 
9 approved 1Dd1v1dual fund requests and re-

lated records -
10 d!S3pproved 10d!v1dual fund requests and 

related records 
11 commumcatlons- a coord1Dated schedule of implementation 

electromcs 1mple acnons ID the areas of engmeenng and ID· 
mentat1on plans stallatlon, manpower, albed suppon con- (CEIPs) struct1on, and logistics suppon 

...!L_ 
13 

-
14 

15 commumcat1ons- HQ USAF or HQ AFCC direction and 
electromcs 1mple guidance for the 1mplementat1on of ap• 
mentat1on d1rect1ves proved SORs- (CEIDs) 

16-
17 

C 

which are 

base wire cable schemes at 
C-E fac1bty operatmg loca-
non wluch IS serviced by 
commercial telephone com 
canv 
at succlv activities 
at all other acnv1t1es 

at orgamzatlon have C-E 
scheme engineenng respons1-
b!lmes 

at the program manager level 

. 

at MAJCOMs 
at fac1bty operatmg act1v1t1es 
and base commumcauons 
offices 
at other suppon act1v1t1es 

at HQ USAF and HQ 
AFCC 

at base commumcat1ons 
offices 
at all other act1v1t1es 

D 

then 

destroy 1 year after final b!lbng. 

see table 67-2 
destroy 6 months after completion 
and acceptance of the C-E mstalla 
tlon or scheme 1s cancelled, except 
that test spec!licatlons, test results, 
and other recorded performance data 
accumulated at orgaruzanons haV1ng 
respons1b1bty for analySIS of test and 
performance will be destroyed when 
no lonsrer needed 
destroy 2 years after program com-
plenon or cancellat1on of the C-E 
system or scheme 

destroy after 1 year 

destroy 2 yean after acceptance of 
the 1nstallanon 
destroy after 1 year 

hold with assocl3ted program docu-
ment (table l<l0-4, rule 4) 

send to PIPR file after acceptance of 
fac1bty 

hold with assocl3ted program docu 
ment <table l<l0-4. rule 4l 
destroy when no longer needed 

file with program records ID PIPR 
file after cro ..... am comcletlon 
hold with associated program docu-
ment (table ICJ0-4 rule 4) 

https://oro.,,.am
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TABLE lG0-4 I 
GRI >UND C-E FACTI IT!'? PROGRAMMING, PLANS, AND TECHNICAL REPORTS I 
R A B C D 
u 
L If the records 
E are or perllliD to comdsting of wbicb are then 

1 C-E programmmg - records 
USAF program commurucat1ons at HQ USAF destroy when no longer 

needed 
2 at MAJCOMs/maJor subord1- destroy on receipt of super 

nate commands sedin11: record 
3 C-E statements of 

requirements- (SORs) 

approved programmmg records and related 
records prepared according to USAF com-
mun1cat1orut-electrorucs programmmg gwdance 

at fac1bty operating act1v1ty 
programmmg office 

transfer to PIPRs after accept 
ance of fac1bty 

4 at act1v1t1es other than fac1bty destroy I year after comm1s-

- operating act1v1ty program s10nmg of the last factbty 
office mcluded m the olan 

5- dlSllpproved programmmg records and related destroy I year after disap-
records oroval. 

6 cancelled programmmg records and related docu at activities other than pro- destroy I year after cancella 

- mentatlon grammmg and implementing non 
MAJCOM 

7 cancelled SORs and related data at programmmg and 1mple- destroy I year after cancel 
ment1n11: MAJCOM !anon 

8 (RESERVED) 
9 PCSP workbooks destroy 4 months after the as 

of date. Hold magnetic tapes 
for a m.mtmum of 3 months 
after the as of date 

10 commllnlcatlons- controlled and uncontrolled reports related to a destroy after 6 months, or 
electronics (C-E) speclfic programs or several programs when superseded, whichever 
program status 1S later 
reoorts 

1 1  tactical reqwre- concepts of operations and related correspondence at HQ USAF/MAJCOM hold I year after completion 
ments case files pertammg to reqwrements, concepts, and descnp OPRs, maJor subcommand of the proJect (case), then de-

tions of future tactical commurucations electronic levels stroy 
eqw11ment 

u (RJ:-SERVEDl 
13 admmlstrative pro- transcnpt sheets, PCAM cards, and PCAM listings destroy 4 months from date of 

gram commun1ca- record or when no longer 
Uons support pro- needed, whichever IS later 
irram chanires 

14 Base Commuruca- a llstmg prepared by the base C-E officer of all at the host base destroy S years after annual 
uons-Electrorucs elWltlng C-E facibties and plans to change those C3RB meeting. 
Plan (BCEP) fac!l1t1es or acqwre new C-E capab1bt1es (future 
(resulting from reqwrements are projected over a S-year penod) 
annual meeting of- the base C3RB) 

15 at MAJCOMs, and act1v1t1es destroy I year after all elllSt-
other than those m rules 14  mg, programmed, and pro 
and 1 6  Jected reqwrements are vall-

- dated and reftected m 
MAJCOM C3 Proizram Plan 

16 at serv1cmg AFCC E-1 Com- destroy I year after all pro-
murucat1ons areas �ected new reqwrements have 

been recorded ut SORs 
17 eqwpment lists, standard fac1hty lists, standard installations 1nstruc- atiDPR retire as permanent 

technical orders, uons, technical orders and other technical publlca-
and publications - uons, CEM policy gwdance and procedures, with 

supportmg records 
at other than OPR destroy when superseded or 

rescinded 
18 
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TAI LE lll0-4. CONTINl JED I 
R A B 
u 
L If the records 
E are or pertain to consistmg of 

19 Command and agenda, mmutes of meetmgs, and related docu-
Control Commum- ments 
cations Reqwre-
ments Board- (CJRB) 

20 

21 required opera- ROCs, SPPs, RADs and d!l'ectly related corre-
uonal capability spondence 
(ROC), system 
package program 
(SPP), reqw.rement 
action d1rect1ve - (RAD) 

22 

I TABLEsl�S I 
GRC UND RADAR AND RACALS EVALUATION RECORDS I 
R A B 
u 
L If the records 
E are or pertam to consisting of 

1 quality control detection per�ormance data, quality control chart, 
reports quality control mspectlon sheets and comparable 

records used to record equipment performance -
1.1 

.L... evaluation reports station. system, and specral evaluation reports 
3-
3.1 techrucal records, still photos, charts, data forms, 

plans, report mclosures, survey data, etcs, used as a 
data base for orepann� reoorts -

4 station, system, and specral evaluation reports 

s ground radar sta- contmuous evaluation ongmal reports 
t1on reports-

6 reports consolidated m command penod1c reports 

TABLE lQ0-6 
C- EQUIPMENT NOM NCLATURE. EQUIPMENT, RECORDS, AND ENVI 
R A 

u 
L If the records 
E are or pertain to 

1 equipment nomen
clature cards 

2 airborne equipment 
records 

B 

consisting of 

form records of new assignments of electromc equip
ment and com nents 
work statements, letters, messages, engmeenng and 
mstallat1on plans, reports, charts, studies, directives, 
budgetary estimates, proposals, reviews, and field test 
of e u1 ent 

C 

which are 

atc:OPR 

at other than OPR 
at MAJCOM OPR 

other than MAJCOM OPR 

C 

which are 

at sites 

at  momtormg headquar-
ters 
at MAJCOMs 
at preparmg evaluation 
umts 

at sites and momtonng 
headquarters 

NMENTsFILES 
C 

which are 

D 

then 

destroy after 2 years 

destrov after I vear 
retire as permanent 

destroy 1 2  months from date 
of oro1Uam completion 

D 

then 

destroy after I year 

destroy when no longer 
needed 

destroy on mact1vat1on, or 
when supeneded by new 
repart, whichever IS sooner 
destroy I year after end of the 
year m which last entry 1s 
made 
destroy 3 months after end of 
reoort oenod. 

D 

then 

destroy when superseded or 
obsolete 
destroy 2 years after eqwp
ment 1s dropped from mven
tory, or proJect IS mactlvat
ed whichever 1s sooner 
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TABLE t()(H;. coNTINU m I 
R A B C D 
u I I 
L If the records 
E are or pertain to consisting of which are then 

3 environment files forms and related records created incident to report destroy 6 months after 
mg to the Electromagneuc Compatab1hty Analysis receipt of updated pnntouts 
Center (ECAC) the mstallat1on of new fixed, pre• 

- v1ously unreponed, and dismantled or removed C-E 

3.1 machme pnntouts which provide selected information destroy upon receipt and ver-
extracted from electroruc eqwpment data forms for 1ficauon 
each urut of eawoment 

4 mtrabase radio rec mtrabase radio records, and copy of eqwpment war used to record histoncal destroy upon exp1rat1on of 
ord ranty when applicable contract maintenance and warranty (EXCEPTION 

cost/warranty data for hold the Intrabase Radio 
government owned intra Documentation forms until 
base radios under warranty the radio 1s deleted from the 

mventorv, then destroy) 
s <RESERVEDl 

Table 100--7, Communications Security (COMSEC) Sysetms and Accountability Records, has been renumbered TABLE 
56-1. 

I TABLE!UMHI 
COMMUNICATIONS SECURIIY CCOMSECl POLICY. PLANS REPORTS CO LATERAL DATA 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

1 COMSEC surve1l• 
lance records -

COMSEC Surveillance Repon (CSSR) at HQ ESC COMSEC 
OPR 

retire to the ESC Special In-
telhgence Central RepoSltory 
as oermanent <see note) 

2 at AF Cryptologic Sup- destroy after 2 years (EX-
pon Center (AFCSC) and CEPTION destroy cancelled 
COMSEC uruts projects after 1 year) 

3 mtenm reports reports (status, mtenm, message, advisory) that pro at HQ ESC and COM-
vtde timely information and/or recommendations con- SEC uruts 
cerrung COMSEC acttv1ues, COMSEC m1ss1on 
gwdes, and related correspondence -

4 at uruts other than rule 3 destrov after 1 vear 
s repon background drafts, selected page pnnts, tI11SS1on logs, traffic sum at COMSEC uruts destroy 90 days after pubhca 

file manes, and related data that reflect the analytic back- uon of hard copy repons 
l!l"Ound of 12ublished re);!Qns 

6 collateral data reference publications, digests, diagrams, summanes, destroy when superseded, 
and related data obsolete, or when no longer 

needed. whichever is sooner 
7 transcnpts and recorded telephone conversations and transcnpts at ESC COMSEC uruts destroy 90 days after pubhca-

recordings thereof t1on of associated COMSEC 
surveillance reoons 

8 COMSEC survetl• correspondence of requested services, proposed pro j destroy 2 years after action 1s 
lance services ects, or other planrung data which are not accounted completed, or when 1t is de-

for by a COMSEC project designator termmed no further acuon 1s 
requ!I'ed (Note On assign 
ment of a COMSEC project 
designator, refile according to 
rule I or 2 as aoohcable) 
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T Al LE l0IHI. CONTINUED I 
R A B C D 
u 
L If the records 
E are or pertain to consuting of which are then 

9 • national COMSEC/ copies of background matenal to directives, plans, at HQ ESC OPR and destroy when superseded, ob 
EMSEC policy, and memoranda issued by NSC, NCSC, JCS, and AFCSC solete, or no longer needed 
gmdance, and plan- copies of related correspondence and records 
rung 

10 annual COMSEC reports prepared and subnutted accordmg to AFR at HQ USAF and ongi• destroy after 2 years, or when 
status report l<J0-45 natmg MAJCOMs no longer needed, whichever 

1s later -
1 1  at  AFSCS destroy 2 years after prepara 

tlon of b1enmal report 
12 b1enmal status re- at HQ USAF destroy 2 years after receipt - port of next b1enmal reoort 
13 at AFCSC destroy 2 years after prepara-

tlon of next b1enmal renort. 
14 commumcatlons records showmg accomplishment of CSEP obJectlves destroy after 2 years 

secunty education mcludmg mspectlons (other than IG ), documents on 
program (CSEP) bnefings and films shown, personnel attendance, se 

cuntv tests and scores, and status reoorts 

NOTE ESC has been designated the office of record for records of longtlme retention value Records appraised as permanent will be offered to 
the National Archives when sens1t1v1ty and class1ficauon no longer prevent their use for purposes or h1stoncal and other research 

Table 100-9, Tempest Policy Planning and Engineering Technical and Analysis Records, has been renumbered TABLE 
56--2. 

I TABLE 100-10 
Mll ITARY AFFILIATE R) DIO SYSTEM (MARS) I 
R A B C D 
u 
L If the records are 
E or pertain to consisnng of which are then 

1 applicatlon for mem at HQ AFCC, MARS destroy on each renewal or I year 
bersh1p Director, and area/region after termmatlon of membership 

MARS l:hrectors exerc1smg 
approval authontv -

2 at MARS stations destroy on termmatlon of member 

3 <RESERVED) II
ship 

I 
4 station cert1fi.cates at MARS station members retum to the cancelling authonty for 

lldestruction upon cancellation of 
membership 

5 1dent1ficat1on cards return to the 1ssumg authonty for 
destruction upon cancellation of 
membership -

6 destrov old card when suoerseded. 
7 MARS personnel no forms of assignments, change of status, destroy on reassignment or termma-

tlficatlon transfer or termmatlon of membership tlon of membership 
8 Air National Guard/ summanes of weekend ANG/USAFR unit destroy after 3 months 

Uruted States Air trammg!'data 
Force Reserves 
(ANG/USAFR) high 
frequency (HF) radio 
trauung part1c1pat1on 
data 
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TABI E 100--10. CONTINUED l 
R A B 
u 
L If the records are 
E or pertain to consisting of 

9 MARS repeater apph- 1rut1al applications for authonty to operate a 
cation and registration MARS repeater, and for annual registration 
records 

-
10 MARS member station forms and related records used for ass1gn1Dg 

questionnaires a station to the component (traffic system, 
base support, etc<) most needed 

11 

u membership system 
data cards 

13 membership system 
onntout 

...!L MARS messa2es 
15 operations records MARS c1rcwt log and traffic files, 1Dclud1Dg 

message receipts, cancellabons, undelivered 
messaii:es. etc 

16 MARS quanerly actlv- hours of MARS memberslup pan1c1pat1on 
nv reoort 

17 appo1Dtment of base letters of appo1Dtment or special orders 
MARS Director 

18 
thru (RESERVED) 
21 
22 MARS broadcast 
23 respons1b1hty of base station task hst 

MARS station 
24 MARS property records of MARS property acqwred under 

excess/surplus propeny program that per-
tam to the requ1s1t1on, 1Dternal red1stn-
bubon, canrubahzat1on, removal from for-
mal accountab1hty or return of MARS 
property to government surplus property 
red1stnbut1on a2encv 

25 MARS property sh1pp1Dg records, receipts, stock balance 
accountab1hty cards, hand receipts, etc that show where 

propeny ID MARS 1s presently located and 
where custodial resoons1b1hty 1s olaced 

26 (RESERVED) 

I TABLE 100--11 
C-iF OPERATIONS. SYSI'EM. AND FACILITY EVALUATION RECORDS 
R A B 
u 
L If the records 
E are or pertain to consisting of 

1 AF studies and re- studies result1Dg ID the 1rut1at1on, rev1s1on, or de-
lated records letlon of a C-E operations, system, or facility 

(RESERVED)...L 
...L (RESERVED) 
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C D 

which are then 

destroy I year after completion of 
annual registration 

destroy when 1Dfonnat1on 1s tran-
scnbed on cards or tapes 

destroy when superseded, when 
member 1s transferred or when 
membership IS temunated, whichever 
1s sooner 1f not transcnbed to data 
cards or mairnet1c taoe 
destroy when superseded or 
obsolete 
destroy when obsolete or after I 
vear. whichever IS sooner 

at MARS stations destroy after 3 months 

destroy after I year 

II 
destroy upon change of base MARS 
Director 

destrov after 6 months 
destroy when superseded or 
obsolete 

at 1Dstallat10n MARS destroy 3 years after end of calendar 
Director and Central year ID which transaction occurred 
Inventory Control 
PolDt (MARS Ware-
house) 

destroy 3 years after end of calendar 
year ID which formal MARS ac-
countab1hty of the property IS dis-
cont1Dued 

I I  

C D 

winch are then 

at maJor subord1Date com- destroy 3 years after all actions 
mands and above have been completed, study has 

been cancelled or when no longer 
needed 
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TAJ LE 100-11 . CONeu.1"' -'""" I 
R A B C D 
u 
L U the records 
E are or pertam to consistinsl: of which are then 

4 below maJor subordmate 
commands 

destroy after 1 year or when no 
lomi:er needed, wluchever 1s later 

5' Defense Commuru 
cabons Agency 
(DCA) evaluation 
reports� 

6 

copies of DCA operatJOnal evaluation reports of 
AF-operated DCA commurucatJons stations, with 
related correspondence 

at HQ USAF and 
MAJCOMs 

at maJor subordmate com 
mands and below 

destroy 2 years after reqwred 
actions are either completed or 
have become part of an approved 
HO USAF /MAJCOM oro2ram. 
destroy 1 year after required 
aebons are either completed or 
have become part of an approved 
HO USAF /MAJCOM nrosuam 

I *TABLE 100-12 
COMMUNICATIONS SEJ VICE LEASING RECORDS I 

R A B C D 
u 
L U the records 
E are or pertain to COJISlllting of which are then 

1 Defense Commer- lustoncal records 1Dcludmg commercial commuruca- at the telecommurucatJons destroy 6 months after serv1ce 
CJBl Commumca- t10ns work order; telecommumcabons service request certlficabon office (TCO) 1s d1SCOntmued, proVJded any 
boos Office (TSR), telecommurucabons service order (TSO); and AFCC base commum- correcbve acbon reqwred by 
(DECCO) leased modified use of leased commumcabons fac1hbes, sum- cabons office audit has been accomplished 
CJrcwts and eqwp- mary of authonzed eqwpment and services, 1Dd1v1dual (Excepbon: destroy CSAs 
ment telephone service record, commumcatJons service after venficatJon of recap1tuJa-

authonzabon (CSA); letters of military necessity, boo acbon). 
traffic and feas1blhty studies and surveys; electromc 
data processed commurucatJons service authonzabons 
(EDP-CSA), eqwpment order; request for commum-
cabons serv1ce; and other pert1Dent records or 
correspondence 

2 at other than aebv1t1es destroy when 1Dd1v1dual ser-
covered ID rule 1 vice JS dJScont1Dued. -

3 dJSapproved requests at destroy after 90 days 
any level 

4 locally-leased cir lustoncal records 1Dcludmg CSAs, TSRs, TSOs, at Air Force contractmg see table 7(H 
cwts and eqwpment modified use of leased commumcabon fac1ht1es, eqwp- offices 

ment order, local commurucabons service request; 
summary of authonzed eqwpment and services, local 
commurucabons service order; 1Ddiv1dual telephone 
service record, letters of m1btary necessity, traffic and 
feas1b1bty studies and surveys, request for commumca-
bons services, and other pertment records and 
correspondence -

s office copies at all other destroy 6 months after service 
locations except Federal JS d1scontmued. (Excepbon· 
Repubbc of Germany destroy CSAs after 

venficabon of recap1tulat1on 
action) < see note l 

6 at umts located ID Federal destroy 1 year after service 1s 
Repubbc of Germany d1scontmued provided any 

correcbve action reqwred by 
audit has been accomohshed 

local commuruca urut morutonng customer see table 1 1-1 ,  rule 1 I .  7 IItlODS 

8 review and revab Just11icat1on records, reports, and other related records destroy I year after be1Dg 
dat1on of existmg superseded by a later review 
leased serVJces or reva!Jdabon. 
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TA!llLE 100-12. CONIIN!lIED I 

R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

9 adm1mstrat1ve sup-
pon 

transitory records such as recumng issues of com-
merc1al companies pncmg sheets tanffs, recurnng 
repons from Defense Commumcat1ons Agency 

destroy when superseded or 
upon receipt of current 1Ssues 

(DCA), DECCO, etc , and other penshable data or 
mformatlon 

*NOTE AF Form 1070 may be destroyed after completion of mstallat1on However, before destroying, ensure appropnate information IS 
included on AF Form 1077 

TABLE 100-13 I 
TEI EPHONE AND TELH�RAPH SERVICES AND C-E FACILITIES ACCOUNTU G RECORDS I 

R A B C D 
u 
L If the records are 
E or pertain to consisbng of which are then 

1 unofficral telegraph telegraph company standard forms, includmg record of destroy 6 months after cutoff 
services message dellvenes, incommg money orders, registers of 

money order drafts issued and v01ded, money order 

- applications, prenumbered receipts to senders of money 
orders. and related records 

2 daily cash record (telegraph), cash collection voucher, 
monthly bills for unofficral telegraph messages, telegraph-
1c money orders, public vouchers for purchases and ser-
V1ces other than personal, and related records 

destroy 1 year and I month after 
close of the FY m which final 
payment was made, provided 
there are no outstandmg d1screp-
anc1es for winch corrective ac 
tlon has been prescnbed by HQ 
AFAFC 

•3 telephone toll calls toll tickets and reports of authonzed calls (AF Form 
1072) 

destroy when no longer needed 
(EXCEPTION destroy toll tick-
ets 6 months after they have been 
used for checkmg telephone com 
pany bills or lists of authonzed 
calls) 

4 telephone, tele-
graph, telautograph 
and nontact1cal 

vouchers (except toll uckets, see rule 3), with all back-
ground matenal 

destroy after 2 years 

radio accountmg 
records I 

5- telephone d1rec-
tones 

record set of each published directory, with all back-
2round matenal 

at issuing activities destroy when superseded or 
obsolete 

6 

•7 <RESERVED) 

consolidated card deck or manuscnpt from which d1rec-
tory IS compiled, and cards or manuscnpt penaming to 
specdic persons or act1v1t1es 

II 
8 

-
telephone and tele-
graph credit cards 

forms of commumcatlons service authonzat1011S and re-
lated correspondence requestmg the 1SSuance or cancella-
tlon of credit cards 

destroy I year after cancellation 

9 credit cards send cancelled card to the act1v-
1ty 1mt1atmg the commumcat1on 
service authonzat1on for trans-
m1ss1on to commercral comoanv 

10 operations control 
records 

pertiormance evaluations, station act1v1ty records, report 
of customer complamts and mquines, traffic samples and 
records of trouble repons 

destroy after 3 months 

11 confidentiality state-
ment 

statements signed by telephone operators that they are 
acauainted with the confidential nature of their work 

destro:t I year after termmat1on 
of dutv as switchboard operator 
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I ITABLE 100-14 
TELErOMMUNICATIONS CENTER/COMMUNICATIONS TERMINAL CTRIB) OPERATIONS I 

R A B C D 
u 
L If the records 
E lire or pertain to CODSIStIDg Of which are then 

1 messages ongmated ongmator's message copy and hard page copy of trans- destroy after I month (EXCEP-

I 

IDltted message TION automated TCCs, destroy 
after 10 days, provided history 
taoes exist) (see notes I 2) 

1,1 message history lustory tapes of ongmated and received messages degauss after I month 
taoes 

2 header card data data pertment to data pattern massages, mcludmg data destroy after I month (magnetic 
message forms, but excludmg message text tapes will be returned to ong1 

nator for reuse) (see notes I, 2) 
3 header/end of trans pnntout records pertinent to MTIS message traffic 

mlSSlOn 
4 messages received hard page copies, header card data, and Journal pnntout 

records of received messall!es 
5 multlpomt c1rcwt hard page copies of messages received on mult1pomt cir destroy after 24 hours, provided 

messages cwts not for that station adequate control records are 
mamtamed 

6 oaoer tapes oaoer taoe used for messue trans1D1ss1on I 
7 text of data pattern destroy after 10 days (see notes I ,Imessa11:es 3) 

magnetic tape reels recorded messages received from ongmator return to ongmator after 10 days 
(EXCEPTION 1f sufficient tape 
reels are not available, retention 
penod may be reduced to 72 
hours) ( see note I )  

8 operational control logs (serVlce, c1rcwt status, mtercept, service message, on destroy after I month (see note 
records !me/off lme work request control, lugh precedence mes 4) 

sage), messages (high precedence, service, service mter-
ruptlon), message reg1Sters, records on multiple and book 
messages processed, number sheets (operator, circuit, 
message and channel), reports (performance, equipment 
performance, mterface/trouble, auxiliary hne equipment), 
mamtenance work orders, magnetic tape hbrary mven 
tones. shift sunerv1sor checkhsts. and SIIDllar records 

9 TCC performance records on channel loads, speed of service reports, master destroy afiter 6 months 
records station logs, frequency logs, dally load reports, dally 

traffic figures, traffic analys1S records, recovery records, 
and smular records 

9.1 alternate routmg/ alternate routmg plans, routmg md1cator hstmgs, channel destroy when superseded or no 
channel parameter oarameter hstm�. and similar records 10011:er needed, whichever 1s later 

•10 COMSEC crypto- see table 56-1 ,  rule 24 
araoluc re21Ster 

11  crypto system con- encrypted traffic reports of certam mcommg and out at HQ ESC destroy on receipt of AF encryp 
trol records gomg messages ted volume summarv 

u at other than HQ destroy after 6 months 
ESC 

•13 general messages hard page copy of message addressed to and retamed by destroy when superseded or can 
addressed to TCC communications center, e g , JAFPUBs, DCSRELST A, celled by 1ssumg authonty lld

ALMILACTs. etc 
14 general messages hard page copies retamed by ongmatmg/transmJttmg destroy after I month (see note 

onq:uiated commurucat1ons centers 2) 
•ts customer agency hard page copies retamed by the rece1vmg commuruca 

general messages tJons centers on which they are not an addressee, but 
wluch are used to proV1de d1stnbut1on to customer 
agenc1es/act1v1t1es served, e g , ALPERSCOM, 
ALSAFECOM, ALAFCOM, etc 
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TAI LEul�14. COru , ~  1r.D I 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

16 general message destroy after I year or after last 
record message on a page 1s superseded 

or cancelled, whichever 1s later 
(see note 5) 

17 tracer action case messages and related correspondence pertaining to all destroy I year after case 1s 
files acnons taken to trace messa2e closed 

18 magnetic tape h- magnetic tapes not covered elsewhere in th1S table telecommurucatlons see table 100-16 
brary documenta centers 
lion 

NOTES 
I Header and text information will be retained beyond the specified penods for completion of tracer actions or other invest1gat1ve actions on 
hand 
2 In certain Justified instances, the retention of hard copies of narrative messages may be extended to not longer than 3 months based upon opera
nonal cons1derat1ons as determined by the local commander 
3 When space hm1tat1ons preclude lo-day retention, the retention penod may be reduced to not less than 72 hours for specified tennmals by serv
ice agencies providing that magnetic tape data pattern formatted messages transmitted by c1rcwt switch, and data pattern messages which contain a 
master data base that IS updated on a daily basis can be made available by the ongmator or retransm1SS1on purposes 
4 Dual purpose fonns used as an integral message regJSter may be destroyed after I month. However, when the fonn 1s used as a message traffic 
receipt (accountab1hty record) between rec1p1ent, the telecommurucatlons center and/or commurucat1ons tenninal, then the form must be retained 
for 2 years per table 205-1 
5 General message record may be filed in the same folder(s) as the related messages In such instances, apply procedures LI'! AFR 12-20 

I TABLE 1�15 
F.J.I CTRONIC WARF RE <EW) SYSTEMS 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

1 status and loca- EW pod reports at HQ USAF destroy after I year or when 
non of eqwp no longer needed, whichever- ment 1s sooner 

atdNR-ALC destrov after 2 vears 
3 at MAJCOMs and below destroy when no longer 

needed 
4 EW proJects case/proJect hlStory such as letter.;, messages, drafts, at HQ USAF /MAJCOMs/ retire as pennanent (EXCEP 

specml studies, reports from vanous m1htary and civil- maJor subordinate commands TION pubbshed matenal in 
1an concerns, maps, charts and other matenals relating files ongmated by other agen-
to spec1ahzed subJects/eqwpment concerning EW cies and which 1s readily 

available within DOD may be 
destroyed when purpose has 
been served) (see note) 

NOTE. If appbcable, include a bst in the case file of records used and removed from file on retirement. 

I ITABLE 1�16 
AU ODIN SWITCHING CE �ER OPERATIONS I 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

1 master station, eqwp at automatic switching cen destroy 5 months after 
ment outage, and con- ten, sem1automat1c, manual monthly cutoff 
figuration logs relay center.;, and automatic 

d1g1tal weather switches 
(ADWS) 
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TAI LE 1�16. CONTINUE > I 
R 
u 
L 
E 

2 
3 

A 

If the records are 
or pertain to 

recoverv records 
operations control rec-
ords 

4 routmg plans/md1ca-
tor/channel llstmgs 

s 

6 

7 

8 

service mterruptlon/ 
aux1harv records 
m�sage transnuss1on 
morutor taoes 
magnetic tape hbrary 
purge/transaction rec-
ords 
tape labels 

9 magnetic tape hbrary 
perpetual history 

10 
11 

12 

taoe failure reoort 
history/magnetic tape 
loiz 
history •A• tape 

13 history • B • tape 

14 

15 

16 
17 

overflow (OVF), mter-
cept (IC) and retneval 
taQes 
program hbrary tapes 
(PL T) or house oper-
atmJ!: (HOP) taoes 
work taoes 
header extract tapes 

18 

19 

history tapes of trans-
m1tted messaizes 
lme save tapes 

20 mterlace/suspected 
mterlace case files 

21 
22 

J1:eneral messages 
general message card 
deck 

B 

consistmg of 

circuit status logs, mtercept logs, alternate 
routmg records, service messages and logs, on-
lme/off-lme work request control logs, mag-
net1c tape library mventones, shift supervisor 
checklists, high precedence message logs, mes-
sage and channel number sheets, c1rcu1t 
number sheets and smular records 
alternate routmg plans, routmg md1cator list-
mgs, channel parameter llstmgs, and other s1m1-
lar records 
service mterruptlon messages, auxiliary !me 
eciwoment reoorts. and related records 

records pertment to mvest1gat1ons regardmg 
the occurrence of mterlace or suspected mter-
lace messa11:es 
taoe file mamtamed for retransm1ss10n ournoses 
card deck of hard page copies which are 
addressee, e g ,  Jomt Army-Air Force Pubhca-
Uons (JAFPUBs), Defense Commurucat1ons 
Svstems Relav Stat10ns (DCRELSTAs}, etc 

C 

which are 

at senuautomatlc and manual 
rel av centers 
at automatic swnchmg cen-
ters, ADWS and telecommun-
1cat1ons centers 

-

at ADWS 

at automatic sw1tchmg centers 

at manual relay centers 
at automatic swnchmg 
centers, semiautomatic, and 
manual relay centers 

D 

then 

destrov after 3 months 
destroy after I month 

destroy when superseded or 
l l no longer needed 

IIdestroy after 4 months 

I Idestroy after 3 I days 

I I
destroy after 13 months 

I Idestroy on purge of related 

I I
taoe 
destroy after related tape IS 
removed from mventory (see 
note 3)

I Idestroy after 3 months 
destroy after 2 months I I 
II

destroy after 3 I days, or when 
no longer needed, whichever 

II
1s later 
destroy after 1 1  days, or when 
no longer needed, whichever 
1s later (see note 1)  
purge after read m 

hold current and last pre-
cedmg tapes (see note 2) 

II ourize when 10b 1s comoleted 
purge after analysis 1s com-
oleted 
purge after 15 days 
I I 

purge after 15 days or when 
!! no longer needed, whichever 

1s sooner 
destroy I year after case 1s 

"closed 

Iour11:e after 14 davs 
destroy when superseded or 
cancelled by the ISSumg au-
thonty 
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TAI LE 100--16. CONTINUE!6-> I 
R A B C D 
uL If the records are E or pertain to consisting of which are then 

23 general message log destroy after all general mes-sages for the calendar year have been cancelled or super-seded (see note 4) 

24 tracer action case files records of all actions taken to trace messages destroy l year after case 1s and related loizs closed 
25 momtor pnnter and at automatic sw1tchmg l monthhigh speed pnnter out- device pnntouts, system, cumulative block message traffic, magnetic tape and penpheral destroy after centers and semiautomatic ' 

Iput products error count (CBEC), contmgency alternate relay centers routmg program (CARP) and configuration stat1st1cs and S1milar computer products 
26 tnbutary files an md1v1dual file for each connected tnbutary at automatic sw1tchmg destroy ldeactivation.year after tnbutary contammg ti:lecommumcat1ons service requests centers, senuautomauc and (TSRs), telecommumcauons service orders manual relay centers, and(TSOs), and other correspondence related to ADWSact1vat1on, deact1vat1on, and changes to the tnbutary operation, c1rcu1t and equipment, datarelated to message traffic operation, c1rcU1t and eau1oment problems. and other similar records 
27 commumcauons oper- destroy after l yearatlons (COMOPs) sum-manesNOTESl Retam for 30 days plus current day 1f history •A" tape IS bad 2 .  Older tapes may be retamed until no longer needed 3 Tlus form will be destroyed after 2 years when used as a record of destruction as outlmed m AFR 20S-2S 4 These logs may be filed m the same folder(s) as the related general messages In this mstance, procedures prescnbed m AFR 12-20 apply 

I TABLE 100--17 ITECHNICAL CONTRC L FUNCTIONS I 
R A B C D 
uL If the records E are or pertain to consisting of which are then 

I c1rcu1t, trunk, records pertammg to the activation, reconfiguration or at termmal stations and destroy when superseded or link, route or deactivation, mmal test and acceptance data, techmcal other designated control 6 months after deactivation system lustory evaluation program reports(TEP), out-of.-serv1ce quality stations (CCO, FCO, etc ) whichever 1s sooner, except control test records, to mclude spare channel test results, quality control test records 
- analysis products, and other related h1stoncal matenal which will be destroyed when replaced with the next like test record (see note l) 
I.I at other than termmal sta- destroy afer l monthtlons and designated con- t 

trol fac1lit1es 
2 techmcal control quality control test schedules, reportmg guides, cir- destroy when superseded operations cu1t/trunk d1rectones, DCA engmeenng drawmgs, systems/c1rcu1t layout diagrams/records, fault 1solat1on charts/ d1a2rams. and related oroducts -
3 master station logs, master clock logs, operational d1rec- destroy afer 11 months t1on/coordmat1on messages (ODMs/OCMs), record of t 

H F freauencv use/chanJtes. and related products 
4 outage outage/restoration records, work orders, equipment test records. outB1te summanes. and related records 
5 performance performance momtonng worksheets, tactical performance destroy after l monthworksheets assessment worksheets, m-serv1ce Q C testmg work- "!6-sheets. and other related worksheets 
6 status reoorts reports on status of systems, c1rcu1ts and eau1oment II destrov after l month 

https://switch.mg


destroy when superseded or 

destroy when the 
cancelled ( see note 2) 

on a page IS superseded or 
last message 

cancelled or when all current 

new page, whichever 1s 
entnes are transcnbed to a 

which are 

which are 
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TABLE 100-17. CON1 'INUED 
R A B C 
u 
L If the records 
E are or pertam to consisting of which are then 

7 general messages messages addressed to and retained by the TCF 
(DEFST As/DINST As etcd -

8 general message record or log used to record receipt of 
general messages 

sooner (see note 2) 

NOTES 
I Out of service Q C  testmg records will be replaced with the next hke test, the current year's ANNUAL test results will replace the preV1ous 
year's ANNUAL test results and the current QUARTERLY test results will replace the results from the same QUARTER of the previous year 
2. Records identified ID rule 8 may be filed m the same folder(s) as the related general messages In this 1Dstance, procedures ID AFR 12-20, figure 
2-1, paragraph 2c apply 

I jTABLE 100-18 
DE l>LOYMENT RECORDS 
R A B C D 
u 
L If the records are 
E or pertam to cons1stmg of then 

-
1 deployment of AFCC requests for deployment, D11ss1on directives, frag orders, destroy 2 years after D11ss1on 

mobile commumcat1ons MAJCOM vahdat1on messages, deployment directives, completion or when no longer 
umts (1Dcludmg ANG) amendments and extenS1ons to deployment directives, needed, whichever 1s sooner 

orders or reports, site surveys, post deployment summa-

) - nes, similar records, and related correspondence pert1-
nent to a specific m1ss1on 

2 at tasked umts destroy 4 years after m1ss1on 
completion or when no longer 
needed. wluchever IS sooner 

3 deployment preparation umt mob1hty plans, master checkhsts, and similar corre- destroy when superseded, obso-
spondence accumulated m general preparation for de- lete, or no longer needed which-
olovment. re11:ardless of the soec1fic D11ss1on ever 1s sooner 

4 deployment support any of the above records pertment to deployments m destroy when no longer needed 
support of tests, maneuvers, war games and similar ex- or after 2 years, whichever IS 

erc1ses . sooner 

I TABLE 100-19 
GO _,ERNMENT-OWNED Tl LEPHONE SERVICE RECORDS I 
R A B C D 
u 
L If the records are 
E or pertain to consisting of then 

1 telephone/wire com-
mumcat10ns history 
records 

records recordmg management, operation, and mamtenance 
of government-owned telephone and wire commumcat1ons 
equipment, mcludmg telephone equipment lme record, tele-
phone equipment key systems record/worksheet, cable rec-
ord, telephone number assignment record, and related 
records mamtamed m accordance with TO 00-2<r-8 

destroy when md1v1dual serv-
ice 1s d1scontmued, or when 
superseded by new record 
card 

2 telephone service, cable 
and tenmnal transfer 
records 

local commumcabons serV1ce requests, service orders, and 
cable transfer worksheets used to record mfonnat1on per-
t1Dent to cable and tennmal transfers 

destroy one year after com-
pleuon of action 

3 telephone service com-
olamts 

telephone trouble logs used to record telephone service com-
olamts 

destroy after I year 

4 lustory of battery serv-
ice 

monthly storage battery service record destroy when battery IS no 
loniter ID service 

5 circuit layout and trou-
ble renort records 

records which record c1rcwt layout and trouble reports for 
soecial circuits 

destroy one year after dis-
contmuance of service 
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TABLE 100-20 I 
CO ,IMUNICATIONS-ELECTRONICS (C-E) COMPUTER PROGRAMMING I 

R A B 
u 
L If the records 
E are or pertain to consisting of 

1 system case files authonzatlon records, requirements, plans, schedules, 
contractual and procurement records, drawmgs, spe-
cificat1ons, photographs; techmcal progress summanes 
and reports, techmcal v1S1ts, conferences, evaluations, 
results and conclus1ons, techmcal documentary reports, 
management reports on design and development efforts 
and engmeenng services, management task control num-
bers (MTCN) and related correspondence; operating 
reports, e g , progress management and termmauon re-
ports contammg techmcal and related adm101strat1ve, 
fiscal, personnel and logisucal mformation, notices of can 
cellat1on and related correspondence, mcludmg prelum-

- nary and cnt1cal design review project record books, for-
mal documentation 

l 

3 support systems 
case file 

4 management openmg and closmg statements, related cost analysis, 
task control software requirements, studies and change requests 
records 

5 computer prod-
ucts 

-

7 program emergency programmmg actions, design control num 
changes bers, program software control numbers, off-lme design 

changes, software patches, rev1s1ons, receipts, cert1fica-
tions and related exolanatorv and su111>ort1ve documents 

TABLE 100-21 
ME CONING INTERFERENCE JAMMING AND INTRUSION 
R A 

u 
L If the records are 
E or pertain to 

1 meaconmg, mterfer
ence, Jammmg; and 
mtrus10n (MIJI) rec• 
ords 

B 

coasistin of 

daily and weekly message/letter reports, reportmg 
procedures, special and trend studies, and related 
reports 

C 

which are 

at the OPR for tasked sys-
tems from their 101t1at1on 
through design, develop-
ment, testmg and mam-
tenance 

at programmmg center Ii-
branes 

at supportmg, part1c1pat-
mg, testmg or other ac-
t1v1ty not havmg pnme 
resJ>Ons1b1litY 
at the project management 
office (PMO) or the config-
urat1on control office 
(CCO) 

at programmmg center Ii· 
branes 

C 

which are 

at action offices 

D 

then 

upon disapproval or d1scontm-
uance of system, records will 
be condensed, noted and m-
eluded m a system summary 
and forwarded to the pro-
grammmg center library De-
stray remammg documenta-
t1on 

destroy disapproved or dis-
contmued system summanes 
after bemg held m library his-
toncal files for S years, or de-
stray S years after deacttva-
t1on wluchever 1s sooner 
destroy when superseded, ob-
solete, or no longer needed, 
whichever IS later 

destroy S years after task clos-
mg 

upon 1mplementat1on and ven-
ficat1on of the most current 
assembly (rev1S1on), hold two 
previous assemblies and asso-
ciated records ( three sequen-
t1al assemblies and doc-
umentat1on) and purge or de-
strov all other data. 
destroy previous assemblies 
after bemg m library tustoncal 
files S years or destroy S years 
afiter deae11vat1on, whichever 
IS sooner 
destroy when superseded, ob-
solete or no longer needed, 
wluchever IS later 

D 

then 

destroy when superseded, ob
solete, or no longer needed, 
whichever 1s sooner 

I 
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TAI!'JLE 100-21. CONTINUI!'D I 

R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then= 

-
2 at subordmate umts destroy after 6 months, or 

when no longer needed, 
wluchever IS sooner 

3 MIJI qu.arterly record copy of quarterly summary of selected at publications branch at reure as permanent to ESC 
MUI mc1dents and their evaluation performed action agency Spectal Intelligence Central 
dunn2 the oast 3 months Renns1torv (see notel -

4 all other copies destroy after 2 years, or when 
no longer needed, whichever 
IS sooner 

NOTE. ESC IS the office of record for records of longtime retention Records appraised as permanent will be offered to Nauonal Archives when 
sens1t1v1ty and classtficauon no longer prevent their use for purposes of h1Stoncal and other research. 

I ITABLE 100-22 
C-1 MINUYEMAN COMMUNICATIONS CABLE AFFAIRS I 
R A B C D 
u 
L U the records are 
E or pertain to consisting of which are then 

1 Hardened Inters1te mltlal requests generated by a utility/government agency at Cable Affairs Office destroy 1 year after de 
Cable Systems (HICS) to relocate, adJust, or cross a HICS easement, copies of (CAO) m an AFCC letlon of the MIN-
pro Ject/ case files consent to cross cable easement issued by the US Army squadron supportmg a UTEMAN IIIISSile cable 

Corps of Engmeers, engmeenng drawmgs, spectficauons, MINUTEMAN stra system at applicable base, 
and cost estunates; requests for fundmg, letters of agree tegic missile wmg or when no longer 
ment between the USAF and other parnes, photos, needed, whichever IS 
sketches, and memoranda of telephone conversauons sooner 
representmg other parties, reimbursement b1lbng requests 
and payment received vouchers, miscellaneous memo-
randa and other correspondence assOCiated with HICS 
relocat1on/ad1ustment oro1ect 

2 tract, landowner/tenant records uruque to a particular tract number, associated 
files with an erosion pro!'Ject; copy of returned annual Ian 

downer or tenant quest1onna1re/letter; copy of legal 
mstruments granung the USAF easement for mstallatlon 
of the HICS, mvest1gat1ons and settlement data regardmg 
land, property, or crop damage, erosion mvesugauon 
photographs, cost esumates, drawmgs, specifications: con-
tract sohc1tat1on data, techmcal prov1S1ons, repmr com-
pletlon notices, and m1Scellaneous memoranda for the 
record 

105. Weather. Policies, procedures and technical guidance governing environmental services activities. These activi
ties mclude ground/aenal weather observations and forecasts, climatology, weather modification, high altitude den• 
sity calculations, solar fl.are information, observations and forecasts of ionospheric disturbances, meteorological ser
vices related to air pollution control, and the storage and retrieval of environmental data. (Aenal weather reconnais
sance pilot and aircrew mstructions are contained in the 55-senes.) 

I ITABLE 105-1 
OB ,ERVING RECORDS 

-R A B C D 
u 

) 
L If the records are 
E or pertain to consistin11 of which are then 

worksheets and records not menuoned elsewhere m this table destroy when no longer needed 
work charts 

1 
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TABL '1 105-1. CONTINU lm I 
R A B 
uL If the records areE or pertain to consisting of surfacmg observ- ongmal weather observation forms m the possession of mg records USAFET AC OLIA, Asheville, NC 2 

_,L duohcate station weather observation forms 4 recorder charts such as transm1ssometer rolls, wmd rolls, - and baroizraoh charts 5 barometer compansons 
6 upper air observ ongmal data m the possession of USAFETAC OL A, mg records Asheville, NC 
7 reconnaissance adiabatic charts, RECCO forms, detailed eye center and - records su00lemental vonex data messages 
8 all other reconruussance data 
9 space data ongmal optical or radio solar patrol logs, solar optical patrol film, solar radio stnp charts, 1onograms (traces/ films), nometer and radio SIDS charts and 1onosphenc - worksheets10 merged magnetic tapes of monthly d1g1tal data from SOON/RTSN observmg sites -

11 data such as magnetograms, magnetic data logs, work sheets, ongmal geomagnetic and other geophysical obser vat1ons that are mterpretable without reference to record - mg eau10ment and/or of lastmg value 
12 ongmal data such as space sc1ent1fic geophysical observa t1ons from rockets and satelhtes 

-•13 Defense Meteorological Satelhte Program (DMSP) 
-*13.1 
-*13.2 
-*13.3 
-•14 satelhte data not from DMSP 

-

C D 

which are thensend to the National Climatic Center after I month, or after orocessmg whichever 1s later destrov after 5 vearsdestroy after 1 month or when no Ionizer needed whichever IS later destroy when the aneroid barom-eter to which they apply 1s re-olacedsend to the National Chmatlc Center after 1 month, or after processmg, wluchever IS later 
destroy after 3 months or when no longer needed, wluchever 1s latersend to the National Geophysical Solar-Terrestnal Data Center after 90 days 
send to the National Geophysical Solar-Terrestnal Data Center after 180 davs send to the National Geophysical Solar-Terrestnal Data Center after 1 month, or after process-m<>. wluchever IS later send to the Nat10nal Space Sci ences Data Center after I month,or after processmg, wluchever IS 

c1es received at Air ongmal transparen- transfer to Nauonal Oceano-grapluc and Atmosphenc 
later 

Force Global Ad1I1.1J11strat1on (NOAA) after IWeather Central week.<AFGWC)ongmal transparen- transfer to NOAA after 90 days c1es received at Direct Readout Sitesall imagery other than ongmal trans destroy after 15 days (see note) 0arenc1espreprocessed com transfer to NOAA after I weekputer produced tapes of m1ss1on sensor data (mclud m11 1ma11erv) ongmal transparen transfer to NOAA afer 90 days c1es received by t 

Direct Readout Sites of NOAA High Resolution Picture Transm1s-s1on fHRPTl data 
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TABL 105-1. coNTINUtm I 
R A B C D 
u 
L If the records are 
E or pertain to consistmg of which are then 

• 14.1 ongmal transparen-
c1es other than 

destroy after IS days (see note) 

NOAA HRPT 
received at Direct 
Readout Sites, and 
all other 1D1a2erv 

• 14.2 

15 

selected data used for special studles/tra1D1Dg 

DMKP special sensor data magnetic tape from 10no-
sphenc sensors 

destroy when no longer needed 
(see note) 
send to the National Geophysical 
Solar-Terrestnal Data Center 
after I week 

16 magnetic tape from atmosphenc sensors send to the National Climatic 
Center after I week 

17 weather radar ongmal radar log produced by stations on the US Basic 
Weather Network and those that suppon the National 
Humcane Plan 

send to the National Chmat1c 
Center after I month 

18 
19 

dunbcates 
radar lo2s nroduced bv other stations 

destroy after I month 

20 radar scope photographs of tropical storms send to the National Cl1D1at1c 
Center when local purpose has 
been served 

21 
22 weather equip-

ment 

radar oerfonnance lo2s 
outage logs 

destroy when no lon2er needed 
destroy when no longer needed, 
or after 3 months, whichever IS 
later 

NOTE All film/paper conta1n1Dg silver which 1s to be destroyed will be transferred to the local base photo lab for silver extraction (reference 
AFR 400-14) 

I TABLE 105-2 
FO lF.CASTING RECORI S AND CHARTS I 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 
1 worksheets and records not mentioned elsewhere ID thlS table destroy when no longer needed 

workchans 
2 wntten, p1ctonal, or tenmnal forecast worksheets time cross sections, weather destroy after 3 months, or when 

magnetic tape fore- warrung and advisory logs, fught weather bnefing forms, no longer needed, whichever 1s 
casts flimsies. folder bnefin2 logs, and similar records later 

3 charts hand-prepared, recorded, or microfilmed meteorolog1cal destroy facsmule after 45 days, or 
or astrophysical prognoslS and analysis charts when no longer needed, which-

-- ever IS later 
4 destroy locally after I month or 

when no longer needed. which-
ever IS later 

at Det I I  2WS destroy after I vear...L 
6 meteorological or astrophysical charts designated by send to National Chmat1c Center 

A WS for 1D1crofilm1Dg or use ID special studies or National Geophysical Solar-
Terrestnal Data Center, as appro-
pnate, after I month or when no 
lon2er needed, wluchever IS later 

J 
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TABLE 105-3 I 
ELI CTRICALLY TRANSm - . !'� �  DATA RECORDS I 
R A 
u 
L If the records are or 
E pertain to 

1 teletype hard copy or 
magnetic tape data collec-
hons 

2 facsumle charts 
3 AFG WC copies of tele-

type data from Carswell 
ADWS 

4 commumcat1ons service 
records 

s commumcat1ons data re-
amrements 

I !TABLE 105-4 
OT .W.R WEATHER RECOR lS 

B 

consisting of 

outage logs 

teletype data reqwrements hstmgs and facs1mde 
oroducts l1Stmll!l 

I 
R 
u 
L 
E 

A 

If the records are or 
pertain to 

1 local �at1on 

_2_ pilot reports 
3 
4 environmental techru-

-- cal studies, publ1Shed 
or unpubl1Shed 

s -
.....L 

7 

-
9 

10 weather mod1ficat1on 
11 evaluat1on program 

records 

B 

consisting of 

autownter rolls and dlSSelillllat1on logs 

forms and PMSV 1025 
AIREP!'lollS 
ongmal collect1on reports, papers, notes, evaluations, 
conclus1ons, rules, etc 

comoutenzed summanes of environmental data 
worksheets comouter data. workcharts. or other data 
source matenal 

records pertammg to the location, acqwsmon, or use of 
sources of environmental data 
1011:S. reoorts. and sumlar records 
quahty control reg15ters and summanes, and locally or 
centrallv produced operat1onal evaluat1on data 

C D 

which are then 

destroy after 15 days or when no 
longer needed, wluchever IS later 

destroy after 5 days 
ll!'

destroy after 3 months or when 
llno longer needed, wluchever 1s 

later 
destroy when superseded 

C D 

which are then 

destroy when no longer needed, 
or after 1 month, whichever IS 
later 
destrov after 1 month. 
destroy when no longer needed 
send ongmals to the Nat1onal 
Chmat1c Center when no longer 
needed. 
destroy duphcates when super-
seded, obsolete, or no longer 
needed 

destrov when no lomi:er needed 
transfer/destroy with ongmal 
copy of related environmental 
studv (rules 4 and S) 
destroy when obsolete 

destroy after 5 vears 
destroy after 1 year or when no 
lon11:er needed. wluchever IS later 

110. Judge Advocate General. These tables cover records pertaming to decis10ns, opmions and policies concerning 
the substantive and procedural laws and directives applicable to civil law and nnhtary affairs; legal requirements, poh
cies and procedures mvolved in administering AF procurement and contracts; legal assistance for nnhtary personnel 
and their dependents, policies and procedures relative to patents, taxation, legislation and htigation mvolving the AF. 
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J 

I TABLE 110-1 
LEG L ADMINISTRATION 

R A 
u 
L If the records are or 
E pertain to 

personnel data on 
Judge advocates 

I 

-
I.I 

2 legal oprmons -
3-
4 
5 Board of Review De-- c1s1ons (BRDs) 
6 

7 card mdexes -
8 

9 digest cards 

10 legal assistance 
adm1rustrat1on 

10.1 annual reports of - legal ass1Stance 
10.2 

11  legal ass1Stance cases 

12 witness files 

13 release of mformatlon 

14 tax and ht1gat1on 

-
15 

-

I 
B 

consisbDg of 

educational background and bar quahficat1on data 
on profiess1onal officer-lawyers servmg as Judge-
advocates 

opm1ons establlShmg precedent 

mformatlon copies 

op1ruons based on crecedent op1ruons 
special collections of BRDs m tnals by court-
martial 
extra copy collections 

locator and/or cross references, mcludmg digest 
cards used for this purpose 

summary or digest of mformat1on contamed m legal 
op1ruons and reV!ew board dec1s1ons not used for 
dual purpose of locator and/or cross-reference for 
permanent records 
mstructlon and d1rect1on letters, reference files, and 
other records relatmg to adDUrustrat1on of the legal 
ass1Stance oroia-am 
statistical mformatlon regardmg the legal ass1Stance 
program 

case files, mcludmg legal and other records pertam-
mg to md1v1duals consultmg legal ass1Stance 
officers, personal papers for md1v1duals who cannot 
be located 
letters of authonzatlon for personnel to appear as 
witnesses m civil swts and correspondence which 
do not become oart of a case file 
records accumulated m requestmg and obtammg 
release of AF mformatlon for use m c1v1I courts or 
tnbunals 
records accumulated mc1dent to ht1gat1on ansmg 
out of tax disputes, legal actions mvolvmg the AF, 
Its personnel, or contractors, and adrmmstrat1ve 
proceedmgs, mvest1gat1ve reports, and legal proc-
essmg alf'ectmg accomphsbment of the AF D11ss1on 

C D 

which are then 

at HQ USAF destroy 3 years after md1v1d-
ual has separated or when no 
longer needed, whichever IS 
sooner 

at other than HQ USAF destroy after md1v1dual has 
senarated or det>arted PCS 

at ongmatmg offices (rec- retire as permanent after 
ord copies) reference requirements have 

been satisfied (see note 3) 
destroy when no longer 
needed 

at HQ USAF (record retire as permanent 
COPies) 

destroy after 2 years or when 
no longer needed, whichever 
IS later 

used to cover permanent retire with records to winch 
records they rerta.In 
used to cover other than destroy when records they 
permanent records cover are superseded or des-

troved 
destroy when records they 
cover are superseded, 
obsolete or destroyed 

destroy when no longer 
needed 

at HQ USAF retire as permanent (see note 
5 ) 

at other than HQ USAF destroy after 2 years or when 
no longer needed, whichever 
IS sooner 
destroy when case IS closed 
(see note 1) 

destroy after 3 years 

destroy after 5 years 

they become part of clmms 
case file 1f they pertam to Im-
gat1on concernmg a hospital 
recovery claim (see table 
1 1 2-1 ) 

at HQ USAF/JACL and retire as permanent, together 
JACI with related cross-reference 

mdex 

https://rerta.In
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I ITABLE 11�1 CONTINUED 
R A B 
u I I 
L If the records are 
E or pertain to consisting of 

16 -
17 reports of legal process submitted under AFR 

1 10-24 (except hospital recover chums, see table 
1 12-1, rule 15)-

1 18 

19 legislative records drafits of proposed legislation, legislat10n already 
mtroduced m Congress, and Executive Orders, 
with supporting memoranda and comments reflect• 
mg the AF position on legal sufficiency and effect, 
and card mdexes thereto 

1 20 

21 tnals of US personnel reports on exerc1Se of cnmmal Junsd1ct1on by 
m foreign countnes foreign tnbunals over US personnel, all mclosures 

and accompanymg records, reports of personnel 
confined m foreign penal mst1tut1ons, and other 
comparable reports and supportmg documents sub-
rrutted to HQ USAF and DOD concerrung the 
exercise of foreign cnmmal Junsd1ct1on over AF 
military personnel, c1v1han personnel servmg with, 
employed by, or accompanymg the AF who are 
US nationals, and dependents of all such military 
and c1v1han personnel '--

22 

23 German c1v!l proc correspondence which forwards to AF personnel 
esses CJv!l processes served by German courts, and re 

ports the action taken thereon 
24 

25 politico military mat- records concerrung politico military matters, such 
ters as negotiation and draftmg of treaties and other 

agreements mvolvmg military cons1deranons, mih 
tary nghts m foreign countnes, and military plan• 
nmg and policy aspects of national and mter-
national c1v!l aviation -

26-
27 reports on v1olat10DS of the law of armed conf11ct -
28 

29 Article 1 3 8  (UCMJ) complamts, reports of mqu1ry, and actions of the - complamts GCM authonty 
30 

public dockets for correspondence between DOD elements and pub 
I 

31 
CAB mtematlonal he and pnvate parties m CAB mtematlonal cases 
cases 

AFR 12-50 

C 

which are 

at other than HQ USAF/ 
JACL and JACI 

at HQ USAF/JACL and 
JACI 

at other than HQ USAF/ 
JACL and JACI 

at SAF/LL 

at other than SAF /LL 

at HQ USAF/JACI 

at other than HQ USAF/ 
JACI 

at HQ USAFE 

at other than HQ USAFE 

at HQ USAF or 
MAJCOMs when actmg as 
designated representative 
for DOD 

at HQ USAF 

at other than HQ USAF 

at HQ USAF/JACM 

at other than HQ USAF/ 
JACM 
at HQ MAC/JAO 

Vol II 30 October 1987 

D 

then 

destroy 2 years after end of 
year m which case was 
closed 
retire as permanent, together 
with related cross reference 
mdex 
destroy 2 years after end of 
year m which case was 
closed 
destroy after 20 years 

destroy when no longer 
needed 
destroy after 30 years 

destroy 2 years after case IS 
closed or 6 months after de 
fendant's departure or when 
no longer needed, whichever 
IS later 
destroy 2 years after close of 
calendar year m which last 
record 1s filed 
destroy 1 year after transfer 
or senaratlon of md1v1dual 
retire as permanent (see note 
3) 

destroy when no longer 
needed 
retire as permanent (see note 
4) 
destroy when no longer 
needed 
destroy 2 years after review 

destroy 1 year after action of 
GCM authontv 
destroy 10 years after close of 
related CAB cases 



253 AFR 12-50 Vol II 30 October 1987 

TAI LE 111>--l . CONTINUED I 
R A B C D 
u 
L If the records are or 
E pertam to consisting of which are then 

32 preventive law admm• 
1strat1on 

directives and other documents relatmg to general 
admm1strat1on or pohcy for admm1stenng the pre-

destroy when no longer 
needed 

ventlve law pro2ram 
33 preventive law mfor- pnnted matenal mtended for d1stnbut1on destroy when no longer 

matlon needed (see note 2) 
34 mvestlgatlve reports mvestlgatlve reports and case files, records of destroy 2 years after case IS 

and case files of US 
personnel prepared by 

adm1rustrat1ve proceedmgs, legal processmg, and 
other comparable correspondence prepared by 

closed or 6 months after of. 
fender's departure or when no 

foreign authontles foreign authontles m the mvest1gat1on of mc1dents longer needed, whichever IS 
and cnmes mvolvmg US m1btary personnel, c1v1l- later 
lllD personnel servmg with, employed by, or ac-
companymg the US forces who are US nationals, 
and dependents of all such m1htary and c1v1han 
personnel, m wluch Junsd1ct1on over the mc1dent 
or offense IS waived to US authontles or the pn-
mary n11:ht to 1unsd1ct1on rests with US authontles 

35 U S  Federal Mag1s-
trate Court 

completed cnmmal case files at base legal offices destroy 3 years after case IS l l
closed 

NOTES 
I Return personal papers to md1v1dual when the case IS closed or send by registered mat! to !us last known address, 1f returned. destroy Deliver 
other documents to the md1v1dual or destroy when case IS closed Treat such files as • confidential and pnvtleged • 
2 A copy of each pnnted item will be mamtamed m fihng cabmets, other copies will be stored elsewhere 
3 Offer to the National Archives m 5-year blocks when latest document 1s 25 years old 
4 Offer to the National Arcluves when 30 years old 
5 Offier to the National Archives when 25 years old 

ITABLE 111>--2 I 
PA :ENTS. COPYRIGHTS. i ND TRADEMARK RECORDS I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of winch are then 

1 patents, copynghts, dec1s1ons, op1mons, determmatlons, and recommenda- at HQ USAF/JACP destroy after 25 years 
and trademarks (gen- t1ons - era! records) 

2 at other than HQ USAF/ destroy when no longer 
JACP needed 

3 mvenuon disclosures records relatmg to mvent1ons on which patent ap- at HQ USAF/JACP retire after 5 years, and 
phcatlons are not prepared, resultmg from disclosure destroy 15 years thereafter 
of mventlons by m1htary personnel, c1vtl1ans, and 
from research and Government work performed 
under AF contract -

4 at other than HQ USAF/ destroy after 7 years 
JACP 

5 patent applications records relatmg to mvent1ons on which patent apph- at HQ USAF/JACP retire after 3 years, and 
cations have been filed m US Patent Office destroy 17 years thereafter 

6 at other than HQ USAF/ destroy 3 years after apph-
JACP cation has been abandoned lle

or issued mto a patent. 
7 secunty records on evaluations, correspondence, copies of applications retire after 3 years, and 

patent applications and tenders to the government for use of mventlon, destroy 9 years thereafter 
resttltmg from reV!ew of patent applications to ascer-
tam whether or not they should be placed under 
Secrecy Order m the US Patent Office or rescmded 
Secrecy Orders 



----
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L If the records 111'1! ur 

nghts, an.I ,...:.:cts !-� "' :k.!:I  government acquires licenses, reka•c�. mid 8 

pnnted matenal, , �"!'IS,. paients• correspon.l:<IO='

prercrrcJ he.en-
11 

procuremt'fll .... � .md other pertment papers 
ms, clS1 

mcnts 
12 

the mterdlA� ,,.· J.'dn:llt nghts and tecbmcal mfor· 

mation for .. .,_� _,...,.,...,. 

ishment. court-murtml j8risd1cu�,n. :tnJ tn3! by court-marnal mcludmg pretnal, tnal and post-trial procedure, deci, 
m�tru,·nons tor counsel, military Judges and others part1c1patmg m tnals. ew, 11 11d techmcal sions on revi

' MllITARY JUSTI<

If die records 11r11 
or pertall1 to 

correspondcn-.._,. ttlCfll\.� statlsucal reports and 
1 narrauve re-, summancs. <1ntU' .. nt> ,-{ scaV1ty

charge sheet< »..I ,,tber records accompany1Dg 
sll general Lourt• 

charges \\hen ,-c-t<'m:d fi.,r cnal chronology and 2 

court-maroal - �  .Jii:-ets. record of tnal proper, 

court-lllllftlSI ,,..,lc-1'\. Jeo:.ISIODS on reV1ew, and 
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coNnNUEDTABLE 110-1. B C D 
R A 
u 

which are thenconsis�!'"' E pertain to 
signed :ii;t'{'._-i1tll .. �ull'Yoncn of trademarks, copy- at HQ USAF/ JA relatmg destroy 20 years after date 

to mventlons and patents of issue 
ass1grunents 

' ·" :.1:u;c;:,,.1nght, been'°'!'
at HQ USAF/JA relatmg destroy 30 years after date 
to trademarks and copy- of issue 
nahts 

..,__ destroy when no longer
10 needed 

at HQ USAF/JACP destroy 12 years after final 
settlement or Jud1c1al de-
termmat1on 

patent mfnngemcnl 

ses. and roynlty 11dJUSt• 

-
, destroy when no longer 

needed 

records "' �t«ffldll wuh foreign countnes regardmg at HQ USAF/JA retire after agreement ex-
p1res and destroy 10 years 
thereafter 

13 foreign agrcc1111:111, 

formally c.,c-."IICni ra-ctds at HQ USAF/JACP ret1re after 10 years, and 
14 ongmally L�•unJ letters 

destrov 7 vears thereafter 
etent 

Tlus tat'llt"S ,"\.'l, er.. records peruming to111 . l\lilitsr)' Justice. military Justice admimstrat1on, nonjudicial pun

I TABLE1111-1 
I'', R ECORDS 

B C D 
R A 
u 
L which are thenconsisting of E 

destroy after 2 years or when 
mibwy Ju�tu:e 1ul-

no longer needed, whicheverrmmstrauon tr11,-n-- bnefs. sad other records relat-ports, 1n5!'
mg to mih� �11'-"e lk'' covered under general 

correscond--.. •11J le'� nnUllOllS 

IS later 

ongmals at HQ USAJ:IJAJ retire as permanent 
(see note I)

msrual record•, 
snJ spec1nl Clll l l l •  
msrual record• 

other related "'"' ;1.llicd papers
m,-olvmg II hml 
,:anduct J1�d111r�c 

1---

1--

..,__ 

duplicate and tnphcate copies 
on cases where appeal to US 
Court of Military Appeals 
(USCMA) IS not filed 
duplicate and tnplicate copies 
on cases where appeal to 
USCMA 1s filed 
accused's copy 

all copies other than rules 2, 
3,!'4!'and!'5 

destroy 30 days after comple-
non of appellate review 

destroy after final action by 
USCMA 

deliver to accused (see note 

I I
2) 
destroy I year after receipt of 
notu;e of completion of 
aooellate review 

3 

https://r,stc!'.lt


--

--
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TABLF. 111-1 . CONTINtn m  I 
R A B C D 
uL If the records are 
E or pertain to consisting of 
7 special court-martial records not mvolvmg a bad - conduct discharge 
8-
9 

10 summary court• - martial records 
11  -12-
13 

14 court-martial regis- devtces for control of cases which are to be tned ters and/or card or which have been tned by SllllllllllIY, spectal or - mdex general court-marual 
15 

15.1 court-martial log stat1Sttcal data (reqwrement ehm-mated 2 June 1975) 
-

15.2 

-16 court-martial Juns records accumulated tnctdent to the grantmg and diction exerctse of general, spectal and summary court-martial 1unsd1ctton {see note 4} 
17 card records reftectmg active and macnve general court-martial 1unsd1ctton of vanous commands 
18 court-martial and consohdated annual reports prepared by HQ Article I5 acttv1ttes USAF/JAJM from quarterly reports received reports (reqwre- from maJor commands ment ebmmated followmg report for 1st Qtr of CY - 1975)
19 -
20 md1v1dual and consolidated quarterly reports prepared by m&Jor command and subordmate court-martial Junsd1ct1ons -
21 

which are thenong111al (see note 3) destroy I5 years after final review 
accused's copy dehver to accused (see note 2)all copies other than tn 7 and destroy one year after final 8 reviewonginals tn Master Personnel and tnphcates m Field Record see table 35-1 Grouoduohcate coo1es destrov after 2 vearsaccused's copy 
all copies other than rules 10, 2)dehver to accused (see note 

destroy I year after final 11 and 12 revtewat HQ USAF/JAJM 7)retire as permanent (see note 
at other than HQ USAF/ destroy after 3 yearsJAJMat SPCM JUnsd1ct1onal level rewn m accumulatmg office (mcludmg GCM authonty 3 years, then forward to HQ exerc1smg SPCM JUnsd1ct1on), USAF/JAJM for consoh and pertamlllg to cases upon datton and retirement as per-which GCM action was com- manent (see note 8) nleted onor to I July 1 974) at SPCM Junsd1cttonal level destroy(includmg GCM authonty exerc1smg SPCMJunsd1ctton), and pertamlllg to cases upon which GCM action was com-oleted after 30 June 1974 retire as permanent (see notes 5 and 8) 

destroy when no longer neededat HQ USAF/JAJM 8)retire as permanent (see note 

at other than HQ USAF/ destroy after 3 years, or JAJM when no longer needed for reference. whichever IS later. at HQ USAF/JAJM destroy after 5 years or when no longer needed, whichever IS later at other than HQ USAF/ destroy after 3 years or when JAJM no longer needed, whichever 1s later 



� 

7) 
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TAB] E 111-1. CONTINUli h I 
R A B C D 
uL If the records 
E are or pertain to CODSISting of which are thenwnt of habeas the complamt, the answer filed by the Gov- at HQ USAF/JAJM, and the they become pan of the ong-
-

corpus ernment, copy of court dec1s1on, correspondence person has been court- ma! record of tnal with US Attorney, and other related matters martlaledaccumulated as the result of a complamt by the person released on a wnt of habeas corpus 
22 

23 at HQ USAF/JAJM, and the hold for 5 years after case 1s person was not tned by closed, retire to WNRC, de-court-martial stroy after 15 addltlonal years-
24 at other than HQ USAF I destroy after 2 yearsJAJM 
25 records of pun- forms, correspondence, and summanzed records ongmals at HQ USAF or destroy 30 years after final 1Shment imposed of oral pumshment, mcludmg separate appeals and AFMPC reviewunder Article 15 , actions that suspend, DUtlgate, remit, or set aside - UCMJ pumshment 
26 copies at CBPOs dispose of under AFR 35-44 and table 35-5, as appro-

� onate 
27 copies at staff Judge advocate destroy after I year or when offices no longer needed, wlnchcver 1s later 
28 wntten matenals mvest1gat1ve reports, statements, summanes of considered as a expected testimony, documentary evidence, etc basis for 1mposmg purushments under Article 15!6-. UCMJ t29 (RESERVED)
29.1 Article 15 Log (re- at SPCM Junsd1ct1onal level statistical data (mcludmg GCM authonty ex- retam m accumulatmg office qu1rement ehmmat-ed 3 years then forward to HQ 2 Jun 1975) erc1smg SPCM Junsd1ct1on), USAF/JAJM for consobda-and pertam to cases upon tlon and retirement as per-winch GCM action was com- manent (see note 8) oleted onor to I Julv 1974 
29.2 at SPCM Junsd1ct1onal level (mcludmg GCM authonty ex- destroyerc1smg SPCM Junsd1ct1on), and pertam to cases upon winch GCM action was com-p)eted after 30 June 1974 
30 records of proceed- proceedmgs to vacate suspension of sentence, ongmals (see note 6)  they become pan of  the ong-mg to vacate sus- mal record of tnal pension of sentence related papers comparable forms, correspondence, and other - of court-martial 
31 all copies other than rule 30 destroy Inroceedmlls year after action on 

court-martial orders orders promulgatmg the results of tnal by general copies fu�shed HQ USAF I destroy after 15 years or special court-martial, supplemental orders and JAJ, and not mcluded m the 6nal dccmon based on action by higher authon- record of tnal or m personnel ties files 
32 

- retire as permanent (see note -32.1 record copies mamtamed m annual blocks by 1SSumg act1v1tv 
33 all copies other than rules 32 and 32 I destroy I year after date of order 
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TABLE 111-1. CONTINUED I 

t ) 

R A 
u 
L If the records 
E are or pertain to 

34 court reporter's 
record -

35 

..__ 
36 

37 petitions for new 
tnal under Article - 73, UCMJ 

38 -
39-
40 -
41 

-
42 applications for 

rehef under Art!-
cle 69, UCMJ 

43-
jL__ 

45-
46 

-
48 Automated M1h-

tary J ust1ce 
Analysis and 
Management Sys-
tem (AMJAMS)- monthly output 
products/reports 

49 

50 AMJAMS quar-
terly and annual 

- output 
products/reports 

B 

consisting of 

court reporter's recordmgs and notes from which 
verbatim or summanzed records of tnal or mves-
tlgatlon have been prepared 

final action on petition 

petition, affidavits, bnefs, correspondence and 
other related papers 

final action on application 

apphcatlon, documentary or other evidence sub-
m1tted therewith, bnefs, correspondence and other 
related papers 

statistical data relatmg to court-martial and Article 
15 act1v1t1es 

C D 

which are then 

for tnals by special court- destroy 6 months after date 
martial resultmg m conviction of tnal 
and not mvolvmg a bad con-
duct d1schan,e 
for tnals by special court· destroy I year after date of 
martial resultmg ID conviction tnal or 60 days after con-
and IDVOlv1Dg approved bad clus1on of appellate review, 
conduct discharge and for whichever IS later 
Article 32 1Dvest1gat10ns and 
general court court-martial 
tnals resultlDg ID approved 
convictions 
for Article 32 mvest1gat1ons destroy after action of the au-
not resultmg ID referral of thonty accomphslung those 
charges to tnal and tnals results 
resultmg ID acquittals or m 
wluch the sentence IS d1sap-
proved and charges are 
d1sm1ssed 
ongmals they become part of the ong-

mal records of tnal 

accused's copy dehver to accused (see note 
2) 

all copies other than rules 37 destroy 2 years after final 
and 38 action on oelltlon 
ongmals they become part of the ong-

mal record of tnal 
all copies other than rule 40 destroy 2 years after final 

action on the net1t1on 
ongmals they become part of the ong-

mal record of tnal 

accused's copy dehver to accused (see note 
2) 

(RESERVED) 
all copies other than rules 42 destroy after 2 years 
and 43 
ongmals retam m HQ USAF/JAJM 

for 5 years, then retire to 
WNRC, destroy after 10 
additional vears 

all coo1es other than m rule 46 destroy after 2 vears 
reports with as of dates for destroy after 3 years or when 
months of January through no longer needed, wluchever 
November IS sooner 

report with as of date for destroy after 5 years or when 
month of December no longer needed, wluchever 

IS later 
at HQ USAF/JAJ retire as permanent (see note 

8) 
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TABLE 111-1. CONIINlJED I 

u 
R A 8 C I I D 
L U the recordsE are or pertain to consisting of which are l lthen 
51 at other than HQ USAF/JAJ destroy after 5 years or when no longer needed, whichever IS later 
52 AMJAMS destroy after l yearsource/mput forms data on Article 15 purushments 
- and computenzed records 
53 data on cases where court-martial charges are pre at HQ USAF/JAJM ferred-
54 at staff' Judge advocate offices destroy after 2 yearson cases that resulted ID tnal by court-martial- at staff Judge advocate offices on all other cases keypunch transaction cards and magnetic tape files 

destroy after l year-56 6destroy after semimonthlyupdate cycles, or when no longer needed, whichever IS laterReport lnd1v1dual Person (RIP) pro- personal background and ouhtary history mfor-mat1onduced as result of attach to file copy of AMJAMS source records pertam1Dg to case and dis pose of ID accordance with rules 52-55, this table as 
57 

AMJAMS/ADPmterface aooroonatedestroy after strength reports, mcludlDg DESIRE m1htary Justice Junsdictlonal strength data AMJ!6-STG pro- l year58 

duced as result of AMJAMS/ ADPS 1Dterf:ace 
59 AMJAMS edit hst- computer pnntout hstlng case 1Dputs, strength destroy after l year or when 1Dgs 1Dputs, and errors no longer needed, wluchever IS sooner 
60 executed purut1ve consohdated semiannual reports prepared by HQ at HQ USAF/JAJM 8)retire as permanent (see note discharges and USAF/JAJM from semiannual reports received federal and state from MAJCOMs - court felony con-v1ct1on reports 
61 at other than HQ USAF/ destroy after 3 years or when JAJM no longer needed, whichever IS later -
-62 1Dd1v1dual and consohdated semiannual reports at HQ USAF/JAJM destroy after 5 years or when prepared by maJor commands and subordinate no longer needed, whichever court-martial Junsd1ct1ons IS later 63 at other than HQ USAF/ destroy after 3 years or when JAJM no longer needed, whichever IS later NOTESl Regardless of action taken on the case after appellate review, all ong1Dal records of tnal by general court mamal are forwarded to HQ USAF/JAJM2 If a copy of the record cannot be dehvered to the accused for any reason, attach the copy prepared for him to the ong1Dal record and expla1D the reason for nondehvery. 3 These records are filed at the general court-martial Junsd1ct1on for 2 years, then forwarded to WNRC, Wash DC 20409 4 See AFR 111-1, paragraphs 2-1 and 2-2, l August 1984!6-, for rules on the exercise of general and special court-martial Junsd1ct1on 5 Those Junsd1ct1on authonues reflected m a JOIDt tenancy agreement have the same d1spos1t1on as the JOIDt tenancy agreement6 In general court-martial cases m wluch any pomon of the sentence has been suspended, and ID special court martial cases ID which an approved bad conduct discharge has been suspended, forward any report or proceed1Dgs to vacate a suspension to HQ USAF/JAJM for fihng with the ong1 nal records of tnal For special courts-martial, file the report with the ongmal record 7 Qff:er to the National Arcluves ID 5-year blocks when 50 years old. 
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8 Offer to the National Archives when 15 years old 

112. Claims. This table covers records pertammg to the mvestigatlon of accidents and mcidents which may result in 
claims and/or tort litigatton for or agamst the government, as well as records related to the processmg and settlement 
of such claims and tort litigation. Covered are records of all claims and tort litigation for which The Judge Advo
cate General is responsible. Excluded are records of formal contract claims, Air Force Industrial Fund laundry and 
dry cleaning claims, report of survey claims, and regular real estate acquisition, dispositton or rent claims. 

I ITABLE 112-1 
rt.A1 WS RECORDS I 

R A B C D 
u 
L If the records are 

E or pertain to consisting of winch are then 

1 general adm1ms- HQ USAF d1recuves and other records relat1Dg to destroy when superseded or 
tratlon general adm1mstrat1on or pobcy for handling cl81ms resc1Dded 

which are not covered elsewhere -
2 all other d1recuves destroy after 2 years 
3 completed cla1ms all cl81mS, whether settled or otherwise disposed of, destroy I year after the close 

case files ( except paid cl81mS (except rules 4 and 4 I) and claims as- of the fiscal year ID which 
hospital recovery serted by the AF cl81mS are settled 
claims, rule I 5) 
for which the 
Judge Advocate 
General is re- spons1ble 

4 cl81mS d1S8pproved or otherw1Se disposed of, paid destroy 6 years after the close 
under the M1btary Personnel and C1v1ban Employees' of the fiscal year ID which 
Cla1ms Act up to the maximum payable by HQ cl81mS are settled 
USAF/JACC or subrogated claims collected by setoff' 
under the M1btary Personnel and C1v1han Employees' 
Cla1ms Act at HO USAF/JACC -

4.1 disapproved cl81mS 1denufied m rule 4 at other than HQ destroy 3 years after the close 
USAF/JACC of the fiscal year ID which 

claim IS settled 
5 cla1ms records records of all cl811IlS processed by offices of the Judge copies I through 5 at HQ destroy after 90 days 

Advocate General's department and source docu USAF/JACC 
ments for the Claims Adm101Strat1ve Management 
Program (CAMP) -

6 copy 6 at offices takmg destroy I year after the close 
final d1spos1t1on of the fiscal year ID which 

cla1ms are settled, provided 
that cl81mS are accurately 
reflected ID CAMP 

7 claims reports 1Dvest1gat1on reports prescnbed ID AFR 1 12-1, Claims destroy I year after lapse of 
Manual, that are not ma1nt81ned and disposed of as statute of bm1tat1ons (note do 
part of a cl81mS case file (rules 3, 4, 4 L 16, 2 1 ,  and not retire to records center) 
221 -

8 1Dtemauonal agreement reimbursement reports destroy 3 years after the close 
of the fiscal year ID which 
reviewed 

..JL (RESERVED) II 
10 accident or 1Dc1 logs closed after the end of the FY ID which all cases at 1D1t1at1Dg authont1es for destroy after 3 years 

dent logs thereon have been closed or forwarded to another each FY to record occur 
cl81mS headquarters for final action rences that may result ID 

claims 
11 1Dvest1gauon re- 1Dvesugat10ns performed under AFR 1 10-14 at appo1Dt1Dg authonues' destroy after 25 years 

ports of aircraft or staff' Judge advocate - missile 1DC1dents 
12 at other than staff' Judge destroy after 3 years 

advocate offices 
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T ADI E 112-1. CONTINUED I 
R A B C D 
u 
L If the records are 
E or pertain to consisbng of which are then 

12.1 at MAJCOMs 
13 memorandum analysJS of unique or new chums issues of value for destroy when no longer- opinions research or leR:Bl precedent basis needed 
14 memorandum op1mons not ma1Dtamed and disposed of destroy after 90 days 

as part of a clmms case file (rules 3. 4. and 4 I )  
15 hospital recovery records accumulated as a result of actions under the those hav1Dg no tlnrd the file becomes a claims 

chums Medical Care Recovery Act (42 U.S C 2651-3) party tort hab1hty, SIDCe report ( see rule 7) 
no claim number 1s 
assu>ned -

16 pmd ID full or settled destroy 3 years after the end 
w1th1D delegated lmuts of the fiscal year ID winch 

clmms are settled -
17 reports and copies of doc- destroy I year after the FY ID 

uments reqwred to be wluch ht1gat1on 1s concluded 
sent and held by HQ 
USAF/ JACC ID cases 
1Dvolv1D2 ht12at1on 

18 (RESERVED) II 
19 CiBlms AdllllJIIS monthly reports of current FY clB1ms at HQ USAF/JACC and destroy after 10 years 

trat1ve Manage- JAED 
ment Program- (CAMP) 

20 at other than HQ USAF/ destroy after 5 years 
JACC and JAED 

21 tort ht1gat1on case admm1Strat1ve clmm files and records accumulated at HQ USAF/JACC destroy S years after FY ID 
files 1Dc1dent to ht1gat1on ansmg out of tort related chums winch the ht1gat1on IS con 

eluded -
22 ·at other than HQ destroy 2 years after FY ID 

USAF/JACC wluch htmatmn 1s concluded 

120. Inspector General. This table covers records related to pohc1es and procedures for the overall direction and 
planning of mspector general act1v1ties. 

I !TABLE U0-1 
INS PECTOR GENERAL ADI IW'l.l.llTRATIVE REPORTS I 
R A B C D 
u 
L If the records are or 
E perta1D to consisting of which are then 

1 ad1111Illstratlve 1Dqwnes reports and support1Dg records relat1Dg to matters destroy 2 years after final 
and 1Dvest1gat1on re adversely aff'ectmg the d1sc1pl1De, efficiency, morale, or action. 
ports welfare of orgamzat1ons, umts or personnel, not 1Dclud1Dg 

OSI 1Dvest1gat1ons, secunty pohce 1Dvest1gat1ons, techm-
cal 1Dvest1gat1ons of fires and Blrcraft accidents, mvestlga• 
t1ons of property survey officers, hne of duty mvestlga 
t1ons, or gnevances of c1vd1an employees hav1Dg other 
appeal nRhts 

personal conference formal complamts, correspondence m the form of com destroy I year after year ID 
penod reports or per plB111ts, and locally produced forms reftect1Dg a record of winch case IS closed 
sonal comp!B1nts mterv1ew and result1Dg action taken which are a result of 

personal conference penods or complamts presented 
under AFR 123-1!'1 

2 



--

destroy "'hen superseded, obsolete. or no longer needed 
destroy when no longer 
destroy when superseded, ob-solete. or no lomi:er needed destroy when no longer 

destroy "'hen superseded. obsolete. or no loni,er needed destroy reproducible masters when superseded, obsolete, or no longer needed 
destroy when NWSS rules are 
destroy 2 yean after NWS 1s declared obsolete, nonopera-t1onal, or dropped from the USAF or non-U.S NATO mventorv destroy when superseded, obsolete or no longer needed. 

retire as permanent on mact1vatton of the act1v1ty, or when no longer needed 
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122. Nuclear Surety. These tables cover records related to nuclear accident and incident pre\ae�ntlon programs, 
mcludmg pohcy and safety-rule regulations governing all operations with nuclear weapon systems 

I TABLE 122-1 INUCLEAR WEAPON SYSTEM SAFETY GROUP CNWSSG) RECORDS AND SAFETY RULES IR A B C D 
u 
L If the records are 
E1 or pertain to operational plan data documents 

consisting of descnpttons of mtended operations as source data for safety studies an
which arewith NWSs used at HQ AFISC/SNS d operational 

then destroy whneeded en no longer - (OPDDs) reviews of USAF/non-UtS NATO!6-NWSs at HQ USAF, MAJ-COMS and other offices of record 2 

technical nuclear analyses of adequacy of NWSS features at HQ AFISC/SNS safety analyses needed.3 - (TNSAs) at MAJCOMS and other offices of record at HQ AFISC/SNS 
4 

5 NWSSG safety workmg draft reports of 1n1t1al, preoperatlonal and study reports special safety studies and operational reviews of needed- USAF/non-UtS NATO NWSs 
6 1ntermed1ate vernons of reports for obtammg HQ USAF coordmat1on on conclusions and recommenda-tlons of NWSSG -7 HQ USAF approved final version of NWSSG reports of NWSS studies and ooerat1onal reviews 
8 copies of rules 5 thru 7 reports at HQ USAF and other offices of record 
9 safety rules pack- draft CSAF/CJCS memoranda, descnptlon of NWS, at HQ AFISC/SNS ages summarys of operat1onal concept, nuclear safety design features m NWS, and proposed NWSS rules, tncluded as appendix to rules 6 and 7 repons-10 at other offices of record publtshed 

11 rules water's back- correspondence and study reports concerning estab- at HQ AFISC/SNS ground files llshment, application and mterpretatlon of NWSS rules, mcludmg related JCS papers -

12 NWS cntlcal com- lists of cntlcal hardware, software or code com ponent hsts ponents subject to split handlmg/knowledge pro-cedures 
I TABLE 122-2 NU '"LEAR REACTOR RECORDS IR A B C D 
u 

If the records are or 
E pertain to consisting of which are then1 health physics and health physics d&1ly logs, water activity analysis logs, process control data Geiger-Mueller analysts logs, atr sample analystS logs, logs daily routme health physics logs, background and efficiency logs, portable survey mstrument calibration loll!!. and source movement. mventorv. and leak test 1011:s 
2 environmental sample data for the analystS of sotl, vegetation, and water sam-data oles that are sub1ect to radtoact1ve contanunatlon 
3 nuclear power plant daily operational records 1025 

L 
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TAI LE 122-2. CONTINUED I 
R A B C D 
u 
L If the records are or 

E 

4 

5 

6 

7 
8 

9 

pertain to consisting of which arecontractor shipment forms used by contractors when sluppmg rad1oact1ve records matenalrad1at1on level repons wluch provide data reqwred to analyze the pos-s1ble bwldup of radiation levels rachatlon film badge records that serve as a reference to dosimeter logs and provide a record of the accumulated radiation dosage ID a specific area for which the penmt was issued dosimeter log a log of each entry used to control the number of md1- at nuclear reactor v1duals m a  nuclear reactor plant at any one time, record plantsthe amount of rad1at1on exposure by each md1v1dual whde ID the plant, and to provide a record of who 1s ID the plant ID event of an emergency process control charts grapluc presentations used ID analyzmg trends ID plant chemistry parameters, and provide a basts for detennm-mg the need for changes ID chemical treatment of vanous plant svstems occupational exposure dosimeter film exposure hstmg used to prepare the record of occupational exposure to 10mzmg rad1at1on which 1s forwarded for mclus1on m md1v1dual's medical records 

then 

destroy after 2 years 
destroy after 1 year or when no longer needed, whichever 1s sooner 
destroy after 1 year 

TABLE 122-3I ACCIDENT/INCIDENT R a'ORT I 
R A B C D 
u 
L U the records are 

E or pertain to consisting of which are then 

1 nuclear accident/ analyses and statistical data summanes pre- filed with acc1dent/mc1dent destroy with related reports mc1dent deficiency pared for use m accident prevention, and deficiency report analyses and sum- quarterly summanes of nuclear acc1dent/m-- manes c1dent deficiency reports 
2 filed with nuclear weapon sys- destroy with case file (table tem case file 122!6--1) 
3 nuclear accident/ 1mt1al prehmmary, supplemental, or formal ongmal paper records at HQ destroy after microfilm or auto-mc1dent deficiency reports of acc1dent/mc1dent defic1enc1es USAF/IGDN mated data 1s detenruned ade-report (also see under AFR 127--4 quate substitute - table 127-2, rules 1 ,  2, and 3) 
4 microfilm copies of automated destroy after 30 years data-
5 copies retamed by ongmator destroy after 2 years, or on mactt-- vatlon of the activity, wluchever 1s sooner copies at MAJCOMs and destroy after 2 years, or when no below longer needed, whichever 1s sooner 
6 reactor/rad101sotope ongmal paper records at HQ destroy after 1mcrofilm or auto-
-
- systems accident/ USAF/IGDN mated data 1s detennmed ade-mc1dent reports auate substitute 7 microfilm copies of automated destroy after 30 years data 
8 copies retamed by ongmator destroy after 2 years, or on mactt-
- vatton of the activity, whichever 1s sooner 
8.1 copies at MAJCOMs and destroy·arter 2 years, or when no below longer needed, whichever 1s sooner 
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123. Inspection. Tlus table covers records related to the inspection system, which provides for factual evaluation of 
the effectiveness and economy of Air Force operations methods and procedures. 

I ITABLE 123-1 
INSP �CTION RECORDS7 

R A B C D 
u 
L U the records are 
E or pertain to consisting of  which are then 

1 mspectlon reports at MAJCOMs and sub- destroy 1 year after next like 
not otherwise cov- ordmate commands mspect1on or after 3 years, 
ered m this table wluchever 1s sooner -

2 record copies destroy 10 years after com-
oletion of sub1ect insnecuon -

•3 at IDSpected activttles, destroy 1 year after correc-
morutor1Dg, evaluat1Dg, or uve action has been taken, or 
approv1Dg authonttes when no longer needed, 

whichever IS later -
•4 mformauon copies of other urut 1Dspect10ns for self- at urut level destroy 6 months after own 

1Dspect1on purposes and replies when reqwred comparable inspection report 
received or when no longer 
needed whichever 1s sooner. -

•4.1 1Dformat10n copies of other urut mspections for moru- at base self-mspectton destroy upon receipt of next 
tonng the status of 1Ddivtdual uruts corrective office 1Dspect10n report for that 
actions, formulat1Dg exercise scenanos, and conduct- umt, or when no longer 
mg ORI type exerc1Ses needed, whichever IS sooner 

5 special 1Dterest items mspect1on files destroy after 1 year, or when 
no longer needed, whichever 
IS later -

6 copies of reports with active review find1Dgs destroy 2 years after ap-
oroval of 1Dsnect10n reoort -

7 1Dformat1onal background matenal collected dunng destroy when no longer 
an 1Dsoect1on needed 

8 surveillance records records reflectmg results of evaluations, 1DSpecttons onginals at HQ USAF/ destroy 10 years after com-
and staff' v1Sits by The Inspector General USAF, ID IGO (note· paper copies pletton of subJect 1Dspect10n. 
connecbOn with overall surveillance of AF pro- are normally microfilmed 
11:rams. 1D1SS10ns, and ooerattonal read1Dess withlD 3 vears) 

9 1Dspection team pro- inspection 1t1neranes, team personnel rosters and at 1DSpecuon offices destroy 1 year after comple-
grammmg change sheets, records on personnel augmentation, non of inspection to winch 

suggested items for inspection, special subjects for records pertam or when no 
1Dspecb0n (other than AFR 1 2 1  senes), and 1Dfor- longer needed, whichever IS 
mauon oemnent to si,ecial 1Dsoect10n efforts later 

10 inspection checkl1Sts IDS�tlon check11Sts, 1Dspecuon guides, 1Dd1v1dual destroy when superseded, ob-
methods of approach or s1m1lar records and papers solete, or no longer needed 
related thereto, not publ1Shed as, or supplement to, a 
standard pubhcabOn per AFR S-1 (see Table S-1), 
and, which are not used to record a completed 
insoec:non 

10.1 self 1Dspectlon see table 1 1-2, rule 33  
checklists -

11 1Dspect10n clearance certificates of umt property, certification of clearance at IDSpected uruts, pre- destroy after 1 year 
certificates from accountab1hty of station property, departure pared pnor to movement 

cert1ficates, authonzed personnel, vehicles, and cargo departure, to insure that all 
certlficates, comparable certificates, and papers d1rect1ves have been com-
related thereto plied with ID connection 

with san1tat1on, pohc1Dg, 
property, and all other 
resoons1b1ht1es 

12 operational read1- plans prepared for guidance of the conduct of opera- at MAJCOMs and below destroy when superseded"!'
ness nlans uonal readmess 1Dsoect1ons 
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TAB E 123-1. CONTINUI D I  
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

• 13 summary ofe1nspec- see table 123-2 
tor general act1v1t1es 

I "TABLE 123-2 
FRAUD, WASTE AND ABUS ' (FWAl RECORDS I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

-
1 case files l,JSAF FW A Disclosure (AF Form 635) or other format at HQ USAF and destroy 2 years after case 

for HOTLINE and non-HOTLINE disclosures, 1Dclud1Dg commands other than IS closed 
USAF FWA Data Collection (AF Form 634), HOT- AFOSI 
LINE Progress Repon, HOTLINE Completion Repon, 
reports of 1Dvest1gat1on or 1Dqu1ry, allegations of repnsal, 
summary completion repon and related records 

--
2 at HQ AFOSI and see 124-senes tables 

AFOSI field exten-
SIOnS 

_, 

2.1 rules I and 2 FW A disclosures which are substantiated at lughest command retire as permanent (note) 
and have wide media coverage, are 1Dvest1gated by level case resolved 
Congress, IDVOlve general officers or eqwvalent person-
nel, IDVOlve dollar losses or recovenes of $50,000 or 
more, reveal systemic problems ID AF adDUmstratlon 
and/or result ID maJor changes ID AF pohcy and pro-
cedures 

3 case files summary data computer pnntout summanes of open and closed FW A destroy when no longer 
cases needed 

4 selected case files data ID the computer 
5 FWA reports seDUannual repon of FW A disclosures to DOD on the 

status of cases, and related records _, 
6 data collection stat1st1cs cons1st1Dg of copies of USAF destroy after 2 years, or 

FW A Data Collection and other report stat1st1cs of audit, when no longer needed. 
1Dsoect10n and 1Dvest11zat1ve act1v1t1es whichever 1s later 

--

7 remedies plans plans used to determ1De what JUd1c1al, contractual and retire as permanent (note) 
adnumstratlve remedies are necessarv 

8 log registers logs record1Dg names, dates and other applicable data of destroy after 2 years, or 
disclosures when no longer needed. 

wluchever IS later 

NOTE Offier to the National Arcluves ID 5-year blocks when latest record 1s 25 years old 

124. Special Investigations. These tables cover records perta1mng to disposition of records accumulated mcident to 
the functions and responsibihties of the Office of Special Investigations, mcludmg cnmmal, countenntelhgence and 
special mvestigative services. 
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I TABLE 124-1 
AFI )SI CRIMINAL RECORDS I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 1Dvest1gat1ons 1Dto reports, statements, affidavits, correspondence, and at HQ AFOSI retire as permanent (see note 
olf.enses of espionage, related records perta1D1Dg to specific 1Dvest1gat1ons I )  
sabotage, treason, sed1-
t1on, v1olat1on of AFR - v1olat1ons 
205-57 and secunty 

2 at AFOSI field extensions destroy I year after Case 
Survey Form, Part III, 1s 
submitted to HQ AFOSI, or 
when no longer needed, 
whichever 1s sooner 

3 (RESERVED) 
4 1Dvest1gat10ns 1Dto reports, statements, affidavits, correspondence, and at HQ AFOSI destroy I 5 years after date of 

alleged v1olat1ons of related records perta1D1Dg to specific 1Dvest1gat1ons last action (see note 2) 
laws, regulations, and 
d1rect1ves (exclud1Dg 
1Dvest1gauons covered 
by rules I, 2, 3, 1 2, I 3, - and 14) 

5 at AFOSI field extensions destroy 3 months after Case 
Survey Form, Part III, 1s 
submitted to HQ AFOSI, or 
when no longer needed, 
whichever 1s sooner 

6 (RESERVED) 
7 procurement/disposal mformauon copies of 1Dterest to AFSC/ AFLC at AFOSI D1stncts 4 and destroy when no longer 

cases 5 neededI I 
8 reciprocal 1Dvest1ga- repons, statements, affidavits, correspondence, and at HQ AFOSI destroy after I year (see note 

tl0nS related records perta1D1Dg to specific 1Dvest1gat1ons 3) 
accomplished for and at the request of a local, 
state, or federal mvest1gat1ve agency m the US or 
host country mvestlgatlve agency overseas""""""'" 

9 at AFOSI field extensions destrov after 90 davs 
10 zero files (all cate- records contalDlng specific and nonspecific 1Dvest1- at HQ AFOSI destroy after 1 5  years 

genes conta1Ded ID gauve mformat1on 
1 24-senes tables) """"""'" 

11 at AFOSI field extensions destroy after 2 years, or 
when no longer needed, 
whichever IS later 

12 CI special 1Dqu1ry repons, statements, affidavits, correspondence, and at HQ AFOSI destroy I 5 years after date of 
cases mformatlonal data filed therewith concermng last action 

AFOSI act1v1t1es m 1Dd1v1dual case development""""""'" 
13 at AFOSI field extensions destroy 3 months after Case 

Survey Form , Part III 1s 
subDUtted to AFOSI, or 
when no longer needed, 
whichever 1s sooner -

1Dqumes from members of the public who are col- at HQ AFOSI destroy after I year or when 
lectors of mformat1on relat1Dg to DOD functions no longer determmed pen1-
or uruts, unsubstantiated reports allegmg 1mm1Dent nent by an annual review 
mvas1ons, plots, and sumlar events of a delusional 
nature, and assoned "crank" letters 

15 AFOSI reports of ID- reports, statements, and related records perta1D1Dg copies at non-AFOSI destroy when no longer 

14 

I 
vesw,auon to soec1fic mvest12at1ons offices neededI 

NOTES 
I Offer to the National Archives w1thm 25 years after date of last action 
2 Reports of mvesugauons conducted on AF personnel assigned to AFOSI/DIS. or who possess 82XX or 821XX AFSCs, or on whom AFOSI 

lDghas pend1Dg reprocurement action, will be filed wtth and destroyed under the same d1spos1t1on cntena as that for the AFOSI Applicant Processe
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I TABLE ll4-2 I 

COUNTERINTELLIGENCE O �ERATIONS AND PUBLICATIONS I 

countenntelligence op- reports, statements, affidavits, correspondence, 
R A B 

u 
If the records are or 

E pertain to couisting of 

erat1onal case files and related records regarding md1v1dual opera--
2 

-3 
4 countenntelligence- bnefings
5 

5.1 countenntelligencedemed area bnef-- mgs/debnefings
5.2 

6 publications prepared by AFOSI pertammg to non-DOD affiliated US c1t1zens/orgamza-- t1ons7 
8 publicatlons prepared by AFOSI pertammg to foreign c1nzens/or-- gamzanons 
9 

10 publications received from other sources per-taming to non-DOD affiliated US c1t1-zens/ orgamzat1ons 
11 publications received from other sources per-taming to foreign c1t1-zens/orir.amzat1ons
12 secunty vulnerability test cases NOTES 

tlonal development 

requests for and records of countenntelligence bnefings 
requests for and records of countenntelligence bnefings/debnefings 
countenntelligence special reports, local estl-mates, and OSI information bnefs 

record copies of recurnng and nonrecumng publicabons 

operational test reports with supporting docu-ments 
l Offer to the National Archives w1thm 25 years after the date of the last action 2 Custodians will adhere to cntena m AFR 124-13 

C 
which areat HQ AFOSI 
a t  AFOSI field extensions 
mfonnat1on copies at AFOSI Dist 44 and 70 at HQ AFOSI 
at AFOSI field extensions at HQ AFOSI 
at AFOSI field extensions at HQ AFOSI 
at AFOSI field extensions 
at HQ AFOSI 
at AFOSI field extensions and other act1v1t1es 
at any AFOSI activity 

at HQ AFOSI 

D 

then 

I)retire as permanent (see note 
destroy after I year, or when no longer needed, whichever 1s sooner destroy when no longer neededdestroy after 15 years 

tdestrov afer I veardestroy after 15 years. 
tdestrov afer 3 monthsdestroy not later than I yearafter acqu1s1t1on unless vali-dated on an annual bas1S for continued retention (see notes 2 and 3) destroy not later than I yearafter acqws1non unless vali-dated on an annual basis for continued retention (see notes 2 and 4) 
tdestroy afnote 2). er 10 years (see 

destroy when no longer needed, obsolete or on m-activation of the act1v1ty, 2).whichever IS sooner (see note 
destroy I year after acqw-s1t1on unless validated for re-tentlon for another year when 1t IS determined dunng the annual venfi.cat1on review by the Secretary of the Air Force that a continued threat ex1Sts (see note 2) destroy when no longer needed or obsolete, unless ongmatmg office requests its return (see note 2) !destroy after 15 years 

3 At the time the records are not validated for retention, offer them to the National Archives for a determination of their h1stoncal worth If refused by the Arch1v1st, the records will be destroyed 4 If not validated for retention, records will be destroyed 
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I ITABLE 124-3 

INVESTIGATIVE COLLECTIONS AND SURVEYS I 
R A 
u 
L If the records 
E are or pertain to 

1 countenntelh-
gence callee-
t1ons documents 
pertammg to 
non-DOD affil-
1ated US cm-
zens/orgamza- t1ons 

2 

3 countenntelh-
gence collect1on 
documents per-
talillng to for-
eign c1t1zens/or - gamzattons 

4 

-
....,L_ 

6 

-
7 -
8 -
9 

-
10 

-
.lL,_ 

12 

13 mformatlon col-
lect1on 

-
14 

-
15 

B 

consisbng of 

DOD mtelhgence mformatlon reports ongmated by 
AFOSI 

DOD mtelhgence mformatlon reports ongmated by 
AFOSI regardmg all collection targets except espionage 
and sabotage agencies (05) 

DOD IIRs ongmated by AFOSI regardmg espionage 
and sabotage agencies (05) 

DOD IIRs ongmated by AFOSI regardmg any type of 
collection target 

reports, papers, chppmgs, photos, or any other matenal 
ongmated by agencies other than AFOSI 

microfilm aperture cards (MACs) and general purpose 
cards (GPCs), data extracted from records 1dent1fied m 
rules 3. 6. 9) 
1nformat1on created by AFOSI on USAF 1nstallat1ons, 
fac1ht1es or operational sites 

1nformat1on pertammg to countenntelhgence, antlter-
ronsm, or secunty 1nvest1gat1ons/operat1ons ongmated 
by, and received or acquired from, agencies outside the 
DOD dunng the course of routme 1nvest1gat1ve or 
ha1son act1v1ty, which after receipt 1s  subsequently deter-
mmed to fall outside the area of mterest of the DOD, or 
which 1s determmed not to pose a threat to DOD per-
sonnel, property or functions and no DOD file 1s created 
or DOD 1nformat1on 1s 11:enerated 

C D 

which are then 

at HQ AFOSI destroy not later than 1 year 
after acqu1S1t1on unless vah-
dated on an annual basis for 
contmued retention (see note 
I ) 

at AFOSI field extensions destroy not later than I year 
after acqws1t1on unless vah-
dated on an annual bas1S for 
contmued retention (see note 
2) 

at HQ AFOSI retired to WNRC pnor to 
m1crofilmmg proJect, destroy 
after 6 years 

at HQ AFOSI destroy when m1crofilm 1s 
determmed adequate substl-
tute 

microfilm co01es destrov after 6 vears 
at HQ AFOSI destroy when m1crofilm IS 

determmed adequate substl-
tute 

microfilm copies destroy after 25 years 
at HQ AFOSI and have 
not been microfilmed 
all except record copies destroy after 3 years, or 

when no longer needed, 
wluchever 1s sooner 

at HQ AFOSI destroy after 25 years, when 
no longer needed, obsolete, 
or on 1nact1vat1on of activity, 
wluchever 1s sooner 

at AFOSI field extensions destrov after I vear 
at HQ AFOSI destroy when superseded, ob-

solete or no longer needed 

necessary to counter act1v- destroy when superseded or 
1ty directed agamst a rescmded 
USAF element or per-
sonnel 
pertment to closed mstal- destroy after I year 
latmns, fac1ht1es or opera-
llonal sites 
at any AFOSI act1v1ty destroy 1mmed1ately after an 

evaluation determmes a 
threat does not exist or not 
later than 3 months followmg 
acqu1smon 
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TABJ E 124-3. CONTINUED I 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

16 cnmmal/fraud reports responsive to HQ AFOSI collection require at HQ AFOSI and AFOSI destroy after 3 years, or 
collections ments field extensions when no longer needed, 

wluchever IS sooner 
17 development mformat1on on cnmmal and fraud act1v1t1es requinng at HQ AFOSI destroy after 15 years- files follow up action that may lead to an mvestigation 
18 at AFOSI field extensions !destroy after 2 years 
19 fraud surveys reports, statements, affidavits, correspondence, and mfor at HQ AFOSI destroy after 5 years 

mat1onal data concemmg AF appropnated and nonap• 
propnated act1v1t1es and mformational data used to ver-
1fy entitlement -

20 at AFOSI field extensions destroy 1 year after Case 
Survey Form, Part III, IS 
submitted to HQ AFOSI, or 
when no longer needed, 
wluchever IS sooner 

21 hostile establish- Hostile Establishment Profile (AFOSI Form 1 34) at HQ AFOSI and AFOSI 'destroy when superseded, ob-
ment file field extensions solete or no loni!er needed -

22 (RESERVED) 
22.1 aperture cards, maps, sketches, photographs at HQ AFOSI destroy when superseded, ob 

solete or no longer needed 
23 computenzed m- computenzed hostile mtelllgence profile system (CHIPS) 

formation col and terronst mc1dents profiling system (TIPS) computer 
lectlon pnntouts -

24 at AFOSI field extensions destroy when superseded, ob 
solete, no longer needed, or 
on d1I"ect1on of HO AFOSI 

24.1 computenzed m- CHIPS aperture cards, photographs and reports and at HQ AFOSI destroy when superseded, 
formation col- TIPS reports obsolete or no longer needed 
lection support 
file 

25 collection re- letter format operational directives destroy 3 years after cancel 
qu1rements lat1on or completion- (CRs) 

26 at AFOSI field extensions destroy when superseded or 
rescmded 

27 terronst act1v1- AFOSI, other US mtelhgence, State Department and at HQ AFOSI destroy when superseded, ob 
ties foreign broadcast reports, and news media articles on solete or no longer needed 

soec1fic terronst mc1dents. ,11;rouos and act1v1t1es 
28 mult1d1sc1pllne US mtelhgence reports, messages and adv1sones, AF 

mtelhgence messages, FAA reports, and news media articles used 
for mult1d1sc1pllne mtelllgence act1v1t1es and capabilities/ 
svstems 

29 mult1d1sc1phne AFOSI and other US mtelhgence reports, messages, 
countenntelll studies and analyses and MDCI program management 
11:ence (MDCn information 

NOTES 
I At the time the records are not validated for retention, offier them to the National Arcluves DOD-ongmated files wluch contain s1gn16.cant 
analytical comments, value Judgments or recommendations pertammg to mformat1on received or acqwred from agencies outside the DOD If 
refused by the Arcluv1st, the records will be destroyed 
2 If not validated for retention, records will be destroyed 
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I ITABLE 124--4 
SECURITY INVESTIGATIONS AND OPERATIONS I 

R A B 
u 
L If the records 
E are or pertain to conmting of 

1 1Dternal secunty 1Dvest1gat10ns of per.ionnel when the allegation falls 
1Dvest1gat1ons w1th1D the purview of AFRs 40-732 or 205-4, exclusive 
for OOO-affil- of copies of 1DVest1gat1ve reports furnished by the Office - 1ated personnel of Personnel Management 

2-
3 

4 special requests hm1ted personnel checks, normally a local agency check 
(LAC) or s1Dgle agency check (SAC) only, on persons 
who have access to areas but who do not reqwre a for-
mal secuntv clearance 

•4.1 cluld care pre- cluld care applicant local agency checks cons1stmg of 
emplCDJent 1Dformat10n developed while conduct1Dg 1Dvest1gat10ns 
screenmg ID suppon of Morale, Welfare, and Recreation (MWR) 
(favorable) Cluld Care/Youth Facilities 

•4.2 cluld care pre-
employment 
screen1Dg- (unfavorable) 

5 reciprocal ID• reports and correspondence prepared for other govern-
vest1gat1ons ment agencies 1DClud1Dg DIS 
(personnel se-) - cunty) 

5.1 

6 unfavorable requests, reports of 1Dvest1gat1ons of prospective ahen 
premantal ID• spouse of m1htary per.ionnel per AFR 2 1 1 - 1 8  
vesugatlons 
(when mamage - takes place) 

7 

8 unfavorable 
premantal ID• 
vesugauons 
(when mamage 
has not taken 
olace) 

9 favorable pre-
manta) 1Dves-
t11tat1ons 

10 (RESERVEDl 
1 1  protective ser- repons, statements, affidaV1ts, correspondence and 

vices 1Dvest1ga- related records regardmg 1Dd1v1dual case- Uons 
12 

C 

which are 

at HQ AFOSI where1D the 
affibat1on was not com-
pleted 

at HQ AFOSI where1D the 
affihatmn was comoleted 
at AFOSI field extensions 

at HQ AFOSI and AFOSI 
field extensions 

at AFOSI field extensions 

at HQ AFOSI 

at AFOSI field extensions 

at AFOSI field extensions 
which contain names of 
sources not released to 
DIS 
at HQ AFOSI 

at AFOSI field extensions 
overseas 

at AFOSI field extensions 

at  HQ AFOSI 

at AFOSI field extensions 

D 

then 

destroy I year after notlfica-
tlon that affiliation was not 
completed 

destroy after 15 years (see 
note 2) 
destroy after 3 months or 
when no longer needed, 
whichever IS sooner 

destroy after 3 months. 

destroy after 1 5  years 

destroy after 3 months 

destroy after 1 year 

destroy after 5 years (see note 
1) 

destroy after 1 year 

II 
I I  

destroy after 15 years 

destroy after 1 year, or when 
no longer needed, whichever 
IS later 
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TA ILE 124-4. CONT1!'NU11'.D I 
R A B C D 
u 
L If tbe records 
E are or pertain to consisting of which are then 

13 protective ser 1dentlficat1on data/summanes concemmg 1Dd1v1dual or at HQ AFOSI destroy after IS years 
vices referral ID- formation 

group reportable to USSS under AFR 124-16 

14 at AFOSI field extensions destroy after complet1on/ter 
mmauon 

15 protectl ve ser reports of either completed full scale protective services at HQ AFOSI destroy after S years, or 
vices operations operations or letter reports reflect1Dg the expenditure of when no longer needed, 

- AFOSI resources to provide hm1ted protective assistance whichever IS sooner 
to senior officials 

16 at AFOSI field extensions destroy after 3 months, or 
when no longer needed, 
whichever IS sooner 

17 personnel secu• mvest1gat1ons of personnel employed by or seekmg em at HQ AFOSI created destroy IS years after date of 
nty 1Dvest1ga- ployment from the government or whose relationship pnor to Oct 72 and mam last action 
ttons for DOD otherwise with the government reqwres a secunty clear- tamed ID support of DIS 
aflihated person- ance but exclusive of copies of 1Dvest1gat1ve reports fur 
nel rushed bv the Office of Personnel Mana2ement 

18 refugees/ defec reports, statements, correspondence and 1Dformat10nal at HQ AFOSI destroy 25 years after date of 
tors cases data filed therewith pertammg to or furnished by foreign last action 

.....- nationals 
19 at AFOSI field extenS1ons destrov after I year 
20 special 1Dqwry- reports, statements, affidavits, correspondence, and re- at HQ AFOSI destroy at the time an 

AFOSI person- lated records penammg to specific mqumes 1Dd1v1dual's assignment to 
nel AFOSI/ DIS IS termmated, 

or upon withdrawal of the 
82XX or 821XX AFSC, or 
after termmat1on of repro• 
curement process, whichever 

.....- 1s later 
21 at AFOSI field extensions destroy 3 months after com 

mand action has been com 
oleted 

NOTES 
I. Reports of mvest1gat1on conducted on an ahen spouse of AF personnel assigned to AFOSI/DIS, or who possess 82XX or 821XX AFSC, or on 
whom AFOSI has pendmg reprocurement action, will be filed with and destroyed under the same d1Spos1t1on cntena as the AFOSI Applicant 
Process1Dg Case File 1f the retention penod for the particular mvest1gat10n has expired 
2. Those files determmed to be of possible hlstoncal value, those of widespread pubhc or Congressional mterest, may be offered to the National 
Archives after I S  years. 

[ TABLE 124-5 I 
TECHNICAL SUPPORT OP RATIONS 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then

=========#==========I 

1 techmcal secunty requests, authonzat10ns, bneling outlines, hsts of at HQ AFOSI destroy after S years 
bnelings eqwpment displayed, and hsts of rec1pient(s) 

2 at AFOSI techmcal ser 'destroy after 2 years 
vices d1Stncts 

3 techmcal secunty sur requests, approvals, prel11nmary surveys, area at HQ AFOSI destroy after IS years_JI vey report files plans and schematics, clearances, requests for 
funds, reports, etc!', pertammg to a particular sur-
vey 
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R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

4 at AFOSI techmcal ser- destroy after 2 years, or when 

- vices dtstncts no longer needed, wluchever 
IS later ( see note I )  

s at AFOSI servicing dts- destroy after 3 months, or 
tncts when no longer needed, 

wluchever IS sooner 
6 at the requester or other destroy when resurvey IS 

orgamzat1ons completed, or when no longer 
needed 

7 techmcal support oper- techmcal surveillance records and products of at HQ AFOSI destroy under same destruc 
atlons such surveillance that are of operational and ev1 tlon cntena assigned to the 

denttary value produced m support of sub- substantive case supported 
stantlve mvest1gat1ons l <see note 2) 

-

-
8 at AFOSI techmcal ser- forward to HQ AFOSI 3 

vices d1stncts months afiter case IS closed or 
after command action has 
been completed, wluchever IS 
later 

9 techmcal support re- photo support repository and support documents at HQ AFOSI destroy after 6 years - pos1tory reports 
10 at AFOSI techmcal ser- destroy after 2 years 

vices dlStncts 
11 polygraph examinations reports of polygraph examinations, statement of at HQ AFOSI destroy after I 5 years, or with 

consent, charts and alhed papers related case file, whichever IS 
later 

12 at AFOSI field extensions destroy 3 months after close 
of related mvesturatlon 

13 special investigative 1dent1-kit reports, laboratory analysts, reports and at HQ AFOSI destroy after 1 5 years - services records concennng other forensic services 
14 at AFOSI field extensions destrov after 3 months 
15 forensic service pro AFOSI Form 10, Forensic Science Stat1St1cal at HQ AFOSI destroy after 5 years 

v1ded by an AFOSI Data 
regional forensic con---- sultant 

at AFOSI field extensions destrov after 3 months .1ll. 
15.2 stat1St1cal data summanes at HQ AFOSI destrov after 2 vears 
16 forensic hypnosis m- statements of consent, recordings and related destroy after 15 years, or with 

terv1ews records related case file, wluchever 1s 
later-

17 at AFOSI Field extensions l ldestroy 3 months after close 
of related mvest11zat1on 

18 forensic science pohcy correspondence pertammg to the operation of at HQ AFOSI and AFOSI destroy when superseded, re-
l!Utdance the forensic science nro-- field extensions scmded or no lonszer needed 

19 forensic travel records messages of request, TDY orders and travel see tables 10-3 and 177-20 
vouchers 

20 forensic digest offictal and professional mfonnauon on forensic at HQ AFOSI see table 5-1, rule 1 
science and mvesugat1ve techmques -

-

21 at AFOSI field extensions see table 1 1-1 rule 14 
22 AFOSI training pro- apphcants requests for trauung for forensic sci- at HQ AFOSI and AFOSI destroy after 5 years 

grams ence scholarship and spec1ahzed crurunal m field extensions 
vest1gat1ve course programs, and related docu 
ments 

23 National Cnme In- pobcy guidance and correspondence pertaining at HQ AFOSI destroy when superseded, re-
formation Center to operations of the NCIC/NLETS/CCHF scmded, or no longer needed 
(NCIC) I 
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u 
L If the records are or 
E pertain to consisting of 

24 backup 1nfonnat1on on NCIC tennmal entnes 
mto the NCIC computer -

25 HQ AFOSI tennmal entnes mto the NCIC com 
puter 

26 

,-
27 

-
28 

-
29 FBI validation hstm" 

NOTES 
I .  Copy of recurnng surveys will be retamed until resurvey IS completed. 
2. Retam for a m1mmum of 10 years 

I ITABLE 124-6 
SOl JRCE RECORDS I 
R A B 
u 
L If the records are 
E or pertain to consisting of 

1 AFOSI/Contacts- (OSI/C) 
2 

-
3 

--4 assocrated personnel 
s 
6 name traces matenal pena1n1ng to name checks of foreign nation-

als or other personnel m overseas areas of operational 
mterest to US agencies/ AF activities -

7 

8 source register 1dent1ficat1on data pertainmg to AFOSI contacts 
(OSI/Cl 

9 source register (CSI AFOSI Form 153- cards) 
10 

11 source dossier (CS) mvestlgatlons and other data penammg to coded - sources (CS) 

AFR 12-50 Vol II 30 October 1987 

C D 

which are then 

destroy 3 months after related 
entry IS removed from the 
comouter 

on deserters destroy (remove) entry from 
computer upon return of 
member to m1btarv control 

on weapons destroy (remove) entry from 
computer after 15 years, or 
when weapons are recovered, 
wluchever IS sooner 

on stolen automobiles, mo destroy (remove) entry from 
torcycles, and license computer after 4 years, or 
plates when items are recovered, 

wluchever 1s sooner 
on stolen propeny destroy (remove) entry from 

computer after I year, or 
when propeny 1s recovered, 
whichever IS sooner 

at HO AFOSI destrov when suoerseded 

C D 

which are then 

at HQ AFOSI destroy IS years after contact 
1s oennanentlv tennmated 

at d1stnct source coded send to gammg d1stnct 1f 
officers (SCOs) OSI/C 1s transferred or de-

stroy after I year 1f all per 
tment data has been prev1 
ously forwarded to HQ 
AFOSI 

at lower levels send to d1Stnct SCO after 
OSI/C IS transferred or per 
manentlv tennmated 

at HO AFOSI l ldestrov after IS vears 
at AFOSI field extensions l ldestrov after 2 vears 
at HQ AFOSI destroy after 15 years 

at AFOSI field extensions destroy after I year or when 
no longer needed, whichever 
IS sooner 

at HQ AFOSI !destroy 15 years after contact 
1s oennanentlv tennmated 
destroy 10 years after CSI 1s 
tennmated 

at AFOSI field extensions destroy 2 years after CSI IS 
tennmated 

at HQ AFOSI destroy l S years after CS 1s 
temunated 
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TA ILE 1�. CONTINUED IR A B C D 
uL If the records are E or pertain to consisbng of which are then 
12 at AFOSI field extensions destroy I year after termma-tion 
13 source register (CS) 1dent1ficat1on data pertammg to CS at HQ AFOSI destroy IS years after CS 1s termmated 
14 at AFOSI field extensions mmatedI year after CS IS ter-destroy 
15 area source pro- 1dent1ficat1on data pertammg to ASP personalities at HQ!6-AFOSI destroy 10 years after termma--- gram (ASP) dos-s1ers t1on 
16 at AFOSI field extensions destroy I year after termma-t1on 
17 ASP source cards AFOSI Form 159 at HQ AFOSI destroy 10 years after termma-t1on-
18 at AFOSI field extensions destroy 3 months after term1-nation 
1!I potential sources 1denttficat1on and related data pertaining to potenttal at AFOSI act1vtt1es destroy after they become sources active/transferred or tenm-nated 
20 open sources 1denttficat1on and related data penammg to open at AFOSI actlvtnes destroy after termmat1on sources 
21 SCO bum J15t 1denttficat1on of md1v1duals concerned at HQ AFOSI destroy IS years after date of on°•na) 
22 at AFOSI field extensions destroy Srecordyears after date of omnnal record 
23 monthly stat1st1cal statistical data at HQ AFOSI and AFOSI lldestroy after I year) data reoon field extensions 

I TABLE 124-7 lAFC >SI INVF.sllGATIVE SUPPORT RECORDS I 

R A B C D 
uL If the records are E or pertain to coasistlng of which are then 
1 evtdence logs ledgers reflectmg acqu1S1t1on and final d1spos1t1on of t1t HQ AFOSI and AFOSI destroy 2 years after the evtdence obtained during the course of an mvest1ga field extensions close-out date of the log t1on (all ledger entnes md1cate final dtspos1t1on of all ev1-dence)2 mdex documen names of subjects, mc1dentals, victims, and file at HQ AFOSI and AFOSI destroy when related case tatlon numbers extracted from mvesngattve records and field extensions file IS destroyed placed on mdex cards or computenzed for location and research purposes (mcludes AFOSI mformat1on m the Defense Central Index of Investuzat1onsl 3 <RJ:"SERVEDl 
4 lwson and Juns- letters of agreement, status of forces agreements, and at HQ AFOSI retire as permanent (see d1ct1onal agree- other smnlar or related records deabng with h81SOn note 3)ments matters of mutual mterest with and render requ1S1te assistance to mvesttgattve, law enforcement, mtelh-- gence, countenntelbgence, IIJld other US and foreign government agencies 
5 at AFOSI field extensions destroy when no longer needed 
6 complamt form file specific and nonspecific mvest1gat1ve matenal at detachments, resident destroy after I yearagencies, and operating loca-t1ons 
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TABJ E 124--7. CQNTINtri: n l 
R A B C D 
u 
L If the records 
E are or pertain to consisting of  which are then 

7 statistical docu collection of workload and man-hour statistics con- at HQ AFOSI destroy after 5 years -- ments cermmr mvest11zat1ons and related act1v1t1es 
8 data listings of technical support case with related destroy after 10 years 

correspondence, data cards and tapes 
9 at AFOSI field extensions destrov after I vear 

10 school and college test booklets and scoring stencils used by AFOSI as a destroy when superseded 
!ability tests prescreemng device m selectmg applicants for or obsolete 

(SCATS) AFOSI mvestuzat1ve dutv 
11  authonty to issue rosters of!'spec1al investigators courses/classes, letter destroy after I year or 

badges and creden- of authonzat1on for reservists, and related corre when no longer needed, 
ttals spondence, used as 1dennficat1on for personnel who wluchever 1s sooner 

qualify for and who are ehgible to be issued badges 
and credenttals 

12 badges, credentials, creden t1als at HQ AFOSI destroy 6 months after 
receipts and mspec- cancellation or when-- uon records suoerseded 

13 badge and credenttal receipt (copy I)  sent to AFOSJ D1Stnct 8 destroy when superseded 
upon surrender of badge and or no longer needed 
credentials -

14 badge and credential receipt (copy 2), ADP card, at HQ AFOSI 
machme llstm2s. and msnect1on/mventory renons 

15 badge and credential receipt (copy 3) and mspect1on agents receipt copy reports destroy when no longer 
reoons at AFOSJ field extensions needed 

16 bad2e and credential rece10t (coov 4) at AFOSJ D1stnct 8 -

I I 

16.1 badge and credenttal reoe1pt (copy 5) at HQ AFOSI destroy on surrender of 
badge and credentials to 
winch thev oertam 

17 mvesugauve control summary of mfonnat1on and data contamed m at d1vmon and branch levels destroy after 5 years, or 
summanes and data reports of mvest1gat1on, comlJlllJld acb.ons, and to establish controls and when superseded, obsolete 
cards review board deaS1ons susoenses to follow cases or no lon2er needed 

18 AFOSI mvestlga- factual and graplnc resumes penammg to AFOSI at HQ AFOSI/ ACM destroy after 5 years 
uve resumes for act1v1t1es and to pernnent patterns and trends m per-
USAF commanders sonnel secunty, countermtelhgence, cnmmal and 

fraud mvest1gat1ons, and actions taken against sub-
Jects of mvest1gat1ons -

19 at other offices destroy when no longer 
needed 

20 (RESERVED) I I  
21 (RESERVED) I I 
22 obJect1onable pictures, books, etc at HQ AFOSJ destroy after I year, or 

matenal when no longer needed. 
whichever IS sooner 

23 AFOSJ applicant applicant processmg records, copies of personnel at HQ AFOSI winch were destroy after disapproval 
mvesti.gati.ve proc- secunty mvest1gat1ons and records relating to the disapproved or termmated or termmati.on- essmg swtab1llty and retamab1llty of the md1V1dual 

24 at HQ AFOSJ winch were destroy at the ume an md1-
approved Vldual's assignment to 

AFOSI/DIS IS termmated, 
or upon withdrawal of the 
82XX or 821XX AFSC, or 
after tennmatlon of repro-
curement process, which-
ever 1s lon2er -

25 at AFOSJ field extensions destroy 3 months after 
completed action 1s for-
,;,a�ded to HO A J;>QSI 

https://termmati.on
https://mvesti.gati.ve
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TAB E 124-7. CONTINUJeD I 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

26 wire tappmg and reports and records required by AFR 124-18  on the at HQ AFOSI and accumu- destroy under same de-
eavesdroppmg rec- mventory and use of wire tappmg and eavesdroppmg lated by mvestlgatlve per- structlon cntena asS1gned 
ords devices sonnel to the substantive case sup-

oorted (see notes 1 and 2) 
27 1dent1-k1t composite 1dent1-klt composites at AFOSI field extensions destroy after 5 years 

constructed m un-
known sub1ect cases 

28 fraud/cnmmal reports, correspondence and related records on fraud at HQ AFOSI destroy after 3 years - bnefing program m1ss1on bnefings 
29 at AFOSI field extensions destrov after 1 vear 
30 specialized cnme mformatlon reports, special studies and reports, drug record copies at HQ AFOSI destroy after 6 years 

reports and studies abuse mformatlon, etc, that provide for AFOSI and 
AF commanders current mformat1on on types of 
cnmes, methods used, reasons and trends -

31 at AFOSI field extensions destrov after 2 vears -
32 at umts destroy after 1 year 
33 fraud evaluations d1stnct fraud manager umt evaluation reports con- at AFOSI field extensions 

s1stmJ1: of letters, messaJ1:es and statistical data 
•34 contraband drugs accountability of drug trammg aids (AFOSI Form destroy 1 year after last 

and paraphernalia as 32) and drug trammg aid mventory record (AFOSI entry 
tra10m2 aids Form 33) 1 1  

) 

NOTES 
1 Off'er records for permanent cases to the National Archives with related case under DOD guidelines specified m NCl-330-76-1, 6 May 1976 
2 Retam for a mm1mum of 10 years 
3 Off'er to the National Archives m 5-year blocks when latest record 1s 25 years old 

125. Security Police. These tables cover records relatmg to general policies and procedures govemmg the enforce
ment of military discipline, motor vehicle traffic control, pnsoner confinement and retrammg, mamtenance of stand
ards of conduct, and management of the sentry dog program. 

TABLE 125-1 I 
SECl IR.IIY POLICE I 
R A B C D 
u 
L If the records are 
E or pertain to consistmg of which are then 

1 complamts and m- mc1dent/complamt reports, receipt ofepnsoner or at secunty pohce destroy after 3 years ( see note 
c1dents detained person, with affidavits, sworn statements, 6) 

reports to c1vd pohce, and confinement requests -
•1.1 copies at other act1v- destroy when no longer 

1t1es needed -
2 md1v1dual reference forms of md1v1duals listed as at secunty pohce destroy 3 years after close of 

suspects or sub Jects for any offense year when last entry was 
made (see note 2) -

2.1 md1v1dual mc1dent reference forms of md1v1duals destroy 3 years after close of 
listed as witnesses, complamants or v1ct1ms year when last entry was 

made, upon separation from 
the service, termmatlon of 
employment or transfer,-- whichever 1s sooner 

3 (RESERVED) 
4 secunty police act1v1t1es reports and supportmg docu- at secunty police destroy after 2 years - ments 

https://1dent1-k.tt
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5.2 

5.3 
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u I I 
L If the records are 
E or pertain to consisting of which are then 

senous cnmes/mc1dents reports and/or related sum- at MAJCOM OPRs destroy after 3 years or when 
manes not mamtamed with other senes no longer needed, whichever 

is sooner 

5 

copies other than rule 5 destroy after I year or when 
no longer needed, wlnchever 

-- is later 
AF Law Enforcement Termmal System (AFLETS) at secunty pohce destroy after 3 years or when 
forms all entnes on form are deleted 

from the NCIC computer, 
whichever is later -

AFLETS computer entnes destroy (cancel) when entry 1s 
no Ionizer vahd 

6 desk blotters a chronolog1cal record of delmquenc1es, mcidents, 
messages, etc -

7 

8 mc1dent mvestlga- records accumulated by secunty pohce pursuant to 
tlon cases mvest11zat1ons of mc1dents and cnmes -

9 other agencies mvest1gat1ve reports received from 
AFOSI 

10 absentee case files data on absentees wanted by the Armed Forces, 
(see table 35-1) reports of return of absentees, records on escaped 

pnsoners sentenced to discharge, forms and/or 
requests for service records and alhed papers, reports 
of aoorehens1on of absentees. leads for aoorehens1on 

11 <RESERVED) 
12 <RESERVED) 
12.1 property receipt AF Forms 52 for property found and not to be used 

records as evidence -
13 receipts and related correspondence for property of 

detamed personnel, and property impounded, seized 
as evidence. or otherwise held by secunty pohce 

13.1 dnver records mformatlon on motor vehicle accidents and v1olat1ons 
used for pomt assessments, revocation or suspension, 
and other actions aff'ectmg dnvmg pnv1leges 

14 traffic repons reports of traffic accidents, mc1dents, and related tick-
ets and v10lat1on notices -

14.1 tickets or v10lat1on notices 
14.2 v01ded v10lat1on notices -

reports of traffic studies, mcludmg those winch reflect 
the volume of velucular traffic entenng or departmg 
an mstallatlon or access road 

16 secunty pohce pa- special repons relatmg to activities or condltlons 
trol reports 

15 

-
16.1 ohvs1cal secuntv check records 
17 permits and reg1s- records of propeny and permits issued, excludmg 

tratlon records pnvate vehicle records 
18 firearm authonza- USAF employee firearm authonzat1on, and related 

tlon for employees records -

mformatlon copies 

at secunty pohce 

at secunty pohce 

at secunty pohce 

record copies 

destroy I year after date of 
last entry 
destroy after 3 months or 
when no longer needed, 
wluchever is sooner 
destroy after 3 years 

return to appropnate activity 
oer table 205-3 
see rules I, 2, 8, and 9 

I I 
I I 

destroy 3 months after d1spo-
s1t1on of orooenv 
destroy 3 years after d1spo-
s1t1on of property (see note I )  

destroy I year after d1spos1-
lion of entnes IA W AFR 
125-14 or when md1v1dual or 
sponsor retires, or termmates 
employment, wluchever IS 
soonersCsee note 3) 
destroy after 2 years. 

destroy 3 months after postmg 
and forfeiture of collateral, or 
dismissal 
destroy on preparation of new 
or amended report 

destroy after I year 

destrov after 3 months 
destroy I year after departure 
of owner on TDY or PCS 
destroy 2 years after exp1ra-
tlon or revocation 
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R A B 
u 
L If the records are 
E or pertam to consisting of 

19 

19.l (RESERVED) 
20 project 1dent1ficat1on forms from owner which identify property under Air 

oart1c1oat1on notice Force Cnme Prevention Pro11:ram 
entry control records regtSters of personnel, motor vehicles or other prop-

erty movmg mto or from restncted or controlled 
areas 

22 barred personnel records pertammg to persons proh1b1ted from entenng 
US m1btary 1nstallat1ons for cause, 1 e , those who are 
secunty-loyalty nsks, who possess undesirable traits 
of character or whose conduct IS preJud1c1al to good 

21 

-

C D 

winch are then 

10d1v1duals' copies destroy 1mmed1ately on revo-
cation or exp1rat1on date, 
whichever IS sooner 

I I  
at secunty pohce l ldestroy I year after owner has 

been reassumed or seoarates 
destroy after 3 months 

I 

for active mstallauons destroy 3 years after removal 
from the barred bst 

order and d1sc1plme 
for 10act1vated mstal destroy after 3 years 
lauons 

-
24 Armed Forces D1Sc1- reports of board proceedtngs, recommendations to the 

pbnary Control board, supportmg records 
Board 

25 charter or directive creatmg board -
26 records related to off'-hmlt actions -

) 
27 board member files 
28 m1btary working dog trammg and ut1bzat1on performance records such as 

(MWD) trammg narcot1cs/explos1ves detectors, and MWD team cert1 
ficat1ons for control of tra1010g and use as legal ev1 
dence of a do11:'s team rebab1btv 

28.1 MWD health and ser 1mmuruzat1on, cbrucal health certificates, X-rays, vet 
vice ennary exammattons, weight charts, certifi.cates of 

death, necropsy reports, and other standard medical 
forms prescnbed by 163-senes directives and AFR 
400-8 

29 MWD program status stat1St1cal reports on MWDs, handlers, and kennel at HQ AFOSP 
reports support strength, program change not1ficat1ons, and 

MWD reqwrements projections 
29.l at MAJCOMs and 

umts 
30 personnel 1dentlfica 

non credentials 
31 1dent1ficat1on card 

control lo1rs 
32 1dent1ficat1on card 

aoobcatlons 
33 orov1S1onal oasses 

destroy after 5 years 

destroy 5 years after board 1s 
dissolved 
destroy 5 years after off bmits 
action 1s v01ded 
see table 25-3 
destroy after death or retire 
ment of dog 

destroy when no longer 
needed (see note 4) 

destroy after 2 years 

destroy after I year 

see table 30-2 

receipts for 1dent1-
ficat1on credennals 

35 restncted area bad1>es 
36 1DSpect1on reports ftndmgs and recommendations resultmg from tDSpec- at act1v1t1es perf:ormmg destroy 2 years after all 

t1ons of ammurutlon and weapon storage fac1lmes, 10spect1on follow-up action 1s completed 
fund act1v1t1es, etc to detenmne an activity's capab1b 
ties to protect government property, take corrective 
action and for use 10 self-mspectlons -
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R A B 

u 
L U the records 

E are or pertain to consisting of 

36.1 

37 firearm or war tro 
ohv confiscation 

38 resource protection procedures for normal and emergency protection of 
plan (see table nonpnonty resources- 207-1) 

39 

40 secunty contamer records used on conta1Ders/vaults for stonng funds - check record 
41 

42 firearm/ammumtlon forms/records used ID conductmg daily 1DVentones 
1DVentorv records 

43 field mterv1ews data gathered about the presence of persons or etr-
cumstances ID law enforcement patrol areas 

44 alarm system test test records for 1Dtrus1on detection alarm systems 
records 

45 narcotic tra1Dmg controlled substance order forms, accountab1bty rec-
aids ords, 1Dventory and audit repons, records of de-

structlon and venficatlon of sh1oments (see note 5) 
46 pick up/restnct1on 1dentlficat1on and p!ys1cal descnptlon of 1Dd1v1dual -- orders and reason for order be1Dg issued 
47 

48 secunty pobce com- plans, schedules, rules, correspondence and related 
petitions records-

49 

NOTES 

C 

which are 

at 1DSpected act1v1t1es 

at secunty pobce 

master plans 

other than master olans 
at central depos1tones 

outside of central depos-
1tones 

record copies filed with 
the 1Dc1dent/comolamt files 
copies at secunty pobce 
w1th1D 1ssu1Dg and at other 
IDStallat10ns 

at host MAJCOMs 

at other MAJCOMs 
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then 

destroy after next 1Dspect10n/ 
test or upon correction of all 
defic1enc1es, wluchever 1s 

I I
later 
destroy 3 years after final 
d!so0S1t1on of orooertv 
destroy I year after super 
seded by new plan. 

destrov when suoerseded 
destroy after 3 months 

destroy after supersed1Dg rec-
ords are orepared 
destroy afiter 3 months 

destroy when a new form IS 
prepared or when no longer 
needed, wluchever IS later 
destroy after 2 years 

see rule I 

destroy after I year, or when 
member IS picked up, or the 
order IS cancelled, as appro 
onate 
destroy after 2 years or when 
superseded, whichever IS 
sooner 
destrov after I vear : 

File records used ID board proceed1Dgs and claims with the records to which they perta1D. 
2 Retain ID current files area and transfer to the gainlDg 1Dstallat10n on transfer of 1Dd1v1dual or sponsor 
3 Transfer to gam1Dg 1Dstallat10n on transfer of 1Dd1v1dual or sponsor Destroy records on local retirees when they no longer have base registra 
tlon For overseas act1v1t1es, destroy on reassignment of 1Dd1v1dual/sponsor to CONUS base for separation 
4 Umts will forward records on death or retirement of dog to the M1btary Rep0S1tory, M1btary Dog Records, M1btary Dog Vetennary Service 
Wilford Hall USAF Hospital, Lackland AFB TX 78236 
5 Maintam a separate file for each controlled substance shipment ID active status until all controlled substances ID the shipment have been 
disposed. 
6 Inc1dent/compla1Dt reports that are used as source records for AFLETS are disposed with applicable AFLETS records, or after 3 years, which
ever 1s later 
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TABLE llS-2 I' COR IECTION RECORDS 
R A-., u 
L U the records are 
E or pertain to 

1 pnsoner personnel 
records 

2 (RESERVED) 
3 correction officer's 

records 

-
4 
5-
6 

7 pnsoner reports and - rosters 
8-
9 -
9.1 

-
9.2 

10 pnsoner classlfica-
non summanes 

-
11 

12 retramees achieve-
ment test records 

13 correctional cus-
tody case files 

NOTES 

I 
B 

consisting of 

confinement orders, pnsoner release orders, pnsoner's 
personal history, mad and correspondence record, med 
1cal exam1Der's repon, request and receipt for health 
and comfon supplies, repon of or recommendation for 
d1sc1pbnary action, 1Dspect1on record for pnsoner ID 
segregation, request for 1Dterv1ew, pnsoner evaluation 
record, 1Dd1v1dual onsoner ut1b2at1on records 

pnsoner's personal deposit fund records, and related 
records used as the b8SIS on which a c1V1I claim, cnm1-
nal action or military d1sc1pl1Dary action has been 1m-
tlated ID connection with an entry or 01D1SS1on of an 
entrv 
other than those ID rule 3 
d1SC1pbnary books 

correction facility blotters and vmtor's registers 

roster, repons of escaped and returned from escape 
onsoners 
daily strength records 

Secunty Police Correcnonal Act1v1t1es Repon 

class1ficat1on matenal on each 1Dd1v1dual pnsoner 

answer sheets of achievement test adnurustered to re-
tra1Dees 
medical exam1Der's report, d1sc1pbnary purushment 
letter, weekly evaluation sheet of airman's attitude and 
performance, airman's personal history, and related 
documents accumulated as a result of nonJud1c1al action 
under An1cle 151 UCMJ 

C 

which are 

at correctional f.acdi 
ties 
ong1Dals 

other than ong1Dals 

at HQ AFOSP 

at MAJCOMs and 
correctional fac1bt1es 
paper or microfilm 
copies ID research col-
lection No l accumu-
lated by the 3320th 
Retrauung Group, 
Lowrv AFB 
paper copies or micro-
film service pnnts ID 
reference collecnon 
No 2 

D 

then 

destroy 4 years after release of 
pnsoner from confinement 

I I 
destroy after d1spos1t1on of 
claim, cnmmal acnon, or nub-
tary dlsc1pbnary action, pro-
v1ded the retention penod 
s,.,..,,1fied ID nde 4 has elaosed 
destrov after 4 vears 
destroy 4 years after date of 
last entrv 
destroy l year after date of 
last entrv 
destroy after l year 

destroy 8 years after date of 
last entrv 
destroy when no longer 
needed 
destroy after 3 years, or when 
no longer needed, whichever 
IS sooner 
destroy after l year 

destroy after 20 years (see 
notes l and 2) 

destroy after I year 

I I 
destroy 3 months after end of 
month ID which correctional 
custody terminated 

I If microfilmed, destroy paper records after microfilm has been 1Dspected and found acceptable 
2 Retire onginal camera master Silver negative to the WNRC. 6 months after microfilm has been accepted, for destruction after 20 years 
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TABLE 12S-3 I 
PRIVATE VEHICLE REGIS""RATION AND SALE I 

R A B C D 
u 
L If the records are or 
E pertam to consisting of which are then 

1 pnvate vehicle reg1stra 
tlons, financial respons1-
b1hty and ownership 

certificates of comphance-pnvate vehicle registration 
forms 

destroy after departure of 
registrant on PCS or ter-
mmat1on of md1v1dual vehicle 
registration or re-reg1strat1on 
of vehicles 

2 reg1strat1on 1dentificat1on label (see note) registrant will destroy on ter 

-- mmatlon or expiration of 
reg1strat1on or when replaced 
by current label 

3 record copies of nuhtary registration and certificate of destroy 1 year after temu-
title of motor vehicle forms nation of registration, sale, 

transfer of ownership, ship-
ment of vehicle to USA or 
other country, unless retention 
15 reqwred by Joint service 
and/or host country agree-
ment or arrangement-in 
wluch case, destruction will 
follow any records extension 
Send to gammg installation on 

- intra-theater transfers (see rule 
4) 

4 
5 pnvate motor vehicle 

sales transaction 

temoorarv re1nstrat1on records 
apphcatlons from Inlhtary and civilian personnel for pur 
chase or sale of pnvately owned motor vehicles 

at oversea locations 
destrov after 1 month 
destroy I year after individual I Icompletes oversea tour 

NOTE See table 30-2 for d1Sposit1on of accountab1hty forms such as AF Form 2 1 3 , logs, registers, etco used to issue sub blocks of installation 
pnvate velucle registration 1dent1fication decals to official velucle registration agents 

126. Natural Resources. This table covers records relating to general pohc1es and procedures governing the estab
lishment and management of fish and wildlife programs at installations. These programs include multiple use of land 
and water for forestry, outdoor recreation, hunting and fishing and grazing; conservation of land and water; establish
ment of installation conservat10n and beautification committee; etc. 

TABLE 126-1 I 

NA' "URAL RESOURCES (CC NSERVATION) I 
R A B C D 
u 
L If the records are or 
E oertain to consisting of which are then 

1 fish and wddhfe con plans, agreements, reports, photographs, and cor- destroy when superseded or 
servatlon respondence pertaming to the conservation and on inactivation of the instal-

development of fish and w1ldhfe resources on AF latlon 
installations -

-
2 minutes of conservation co1I1II11ttee destrov after 1 vear 
3 reports of sod and land management conservation program, support feeder reports at HQ destroy on consohdat1on, or 

water mg papers, and correspondence relating thereto USAF when no lom!er needed 
consohdated reports destrov after 2 vears...!... 

5 at MAJCOMs and below destroy when superseded, or 
!after 1 year, whichever 1s 
later 

6 forest management program plans, pohcies, budgeting authonzatlons, retire with other permanent 
'!conservation reports, procurement of supphes, services, labor, records of the installatmn as 

construction. and maintenance orcw1ded for!m table 87-2 
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127. Safety. These tables cover records pertammg to adm1mstrat1on of the AF safety program as tt apphes to the 
whole area of accident prevention. 

I TABLE 127-1 I 
SAFETY PROGRAM ADMINI ITRATION I 
R A B C D 
u 
L U the records are or 
E pertain to CODSISting of which are then 

1 safety program coord1- letters requesting/cert1fying that E-I teams have at urut of assignment destroy I year after Job 1s 
nation received safety indoctnnat1on bnefings at bases to completed 

whtch thev are deploved 
2 safety studies ind1vtdual studies whtch disclose areas in human at HQ USAF/IGO destroy when superseded, 

factors or in design, training, operations, or obsolete or no longer needed 
maintenance of AF equipment that may have an (EXCEPTION see para 
accident potential, and supporting records 3-2d(0 Vol 1, AFR 1 2-50, 

for disposal of collections of - such records considered 
worthy of preservation) 

3 at MAJCOMs and below destroy when no longer 
needed 

4 safety v1s1 t reports final reports and supporting correspondence re- at HQ USAF/IGDS destroy after 3 years 
lattng to findings and recommendations dunng 
safety VISltS 

4.1 at wing/base safety offices destroy after I year 
5 construction, explosives site plans, drawings, spec1ficat1ons, explosives destroy when superseded, ob 

fac1ht1es and/or opera- fac1hty hcenses, explosives waivers, deviations l l solete or cancelled. 
ttons and other related correspondence and reports 

6 operational review re- reports, related background matenal, and corre- at HQ USAF destroy 2 years after the 
ports spondence, accumulated as a result of DOD- weapon system 1s declared 

required penod1c reviews to re-examine the ade- obsolete, nonoperational or 
quacy and su1tab1hty of safety features in weapon dropped from the AF inven-- design procedures throughout the stockpile-to- tory 
target sequence and safety rules 

7 at MAJCOMs destroy when obsolete or no 
longer needed 

8 hazard reports reports, with related attachments and correspond- destroy after S years 
ence, concerrung but not hm1ted to UllSSlle, l l !
ground. and flying hazards 

9 safety programming inspection safety survey program, field effort destroy after programming 
mneranes, team personnel rosters and change the next year's safety cov-
sheets, records on personnel augmentation, and erage 

information oertinent to specific safety field efforts 
10 safety council meetings minutes of meetings related to flight, ground/ destroy after I year 

explosive, mtSstle and nuclear sa�ety operations 
and their 1morovement 

11 safety education ma- onginals of any matenals included in final pubh- destroy when no longer 
tenal cations such as safetv ma2azines kits etc needed 

12 ground safety manage- reports concerrung accident prevention act1v1t1es destroy after 2 years 
ment with 1dent1fymg problems, surveillance of accom- 1 1  

phshments and evaluating prevention act1v1t1es 
13 pnvate motor vehicle records of traffic safety training, inspect1on of with PMV flight super• destroy when ind1v1dual 1s 

(PMV) flight record member's personal vehicle, investtgatton of traffic visor promoted to E-5 and attains 
accident, and related correspondence the age of 26, upon reaching 

the age of 26, regardless of 
grade, when reassigned to 
another command or loses 
dnving pnvtlege for remain-
der of tour 111 the command 

) in which the pnvtleges were 
withdrawn 
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ITAI LE 127-1. CONTINUED 
R A 
u 
L If the records are or 
E pertain to 

14 PMV control umt rec-
ords 

, ,  

15 danger tags 

16 hazard abatement plans 

17 vanances to AF occu 
patlonal safety and 
health (AFOSH) re-
awrements 

I TABLE 127-2 

B 

consisting of 

nohficat1on of assignment to PMV control umt, 
accident reports, tra1n1ng records and related 
correspondence 

USAF Hazard Abatement Log 

requests for vanances, related records, records of 
vanances, and alternate safety/health measures 

Ml' HAP REPORTING REn "\RDS I 
R A 
u 
L If the records are or 
E pertain to 

1 aJrcraft, 1I11Ssl.le, ex-
plos1ves, and nuclear 
m1Shap reports (also see 
table 122-3, rules 3 , 4,- and 5) 

2 -
3 

4 ground accident re 
ports -

5 

6 flight, ground, and 
mumtlons m1Shap para 
phrased mformatlon 
messasr:es 

7 automated mishap data 

m1Shap cards, logs, and 
mventones 

8 

B 

consisting of 

USAF m1shap report senes, with pertment attach 
ments, records and related papers used m report-
mg and mvestlgahng 011shaps under AFR 127-4 

USAF accident report senes, with pertment 
attachments, records and related papers 

essenual mformatlon from selected mishap reports 

punched cards and magnetic tapes which are 
coded mformatlon relative to m1Shap causes, 
phase of operation, type of accident, crew mJu• 
nes, damage, time and place of occurrence, 
weather cond1t1ons etc • 
records used as an aid m researchmg for occur-
rences mvolvmg specific vehicles and/or md1 
Vlduals 
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C 

which are 

with PMV control umt 
supervisor 

C 

which are 

at HQ AFISC 

microfilm at HQ AFISC 

at MAJCOMs and below 

record copies 

at MAJCOMs and below 

at umts 

D 

then 

destroy on reassignment to 
another MAJCOM, discharge 
or tenmnatlon of employment 
with the AF 

l l destroy when no longer 
needed 

lldestroy 5 years after closmg 
action taken 
destroy I year after vanance 
tenmnated 

D 

then 

destroy after microfilm copies 
have been detenmned to be 
adequate subshtutes (see note 
I) 

destroy after 30 years, or 
when no longer needed, 
whichever IS later 
destroy after 2 years, or on 
macuvat1on of the activity, 
whichever IS sooner (see note 
2) (EXCEPTION same as 
rule SD) 
destroy after 5 years 

destroy after 2 years, or on 
macnvatlon of the activity, 
whichever 1s sooner (EX 
CEPTION MAJCOMsunay 
retam for 5 years those por 
hons of reports and attach 
ments that are essential to 
safietv analvs1S) 
destroy after 1 year 

destroy when no longer 
needed 

https://1I11Ssl.le
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,T Al LE 127-2. CONIINUED I 
R A B C D 
uL If the records are or E pertain to consisting of which are then 
9 acc1dent/inc1dent refer- records used to research specific occurrences at HQ AFISC destroy afer 2 years- ence sheets mvolvmg aircraft and OllSStle acc1dents/inc1dents t 

10 microfilm co01es destrov after 30 years 
11 pilot repeater files EAM cards winch serve as a record file of rated at HQ AFISC destroy when no longer ind1v1duals mvolved in one or more accidents/ neededmc1dents12 occupational mJunes OSHA Form IOOF, Log of Occupational lnJunes at orgamzat1onal levels destroy after 5 yearsand illnesses and Illnesses, OSHA Form 102F, Summary Re-pan of USAF Occupational lnJunes and Illnesses, and OSHA Form 102FF, Annual Summary Re-con of Federal Occu0at1onal Accidents NOTESI Reports of those acc1dents/mc1dents which result m wide pubhc interest, congress1onal mqu1ry or mvest1gat1on, or possible change in relations with a foreign nation, will be retired as permanent 2 Records pertammg to Semor Crown and Semor Year aircraft will be destroyed 2 years after weapon systems are declared obsolete, or dropped from AF mventory 

I TABLE 127-3 !MI! HAP SUMMARIES I 
R A B C D 
uL If the records are E or pertam to consisting of which are then 

) 
1 D11shap summanes eqwpment and personnel analyses on DllShaps destroy when superseded, ob-wluch have occurred dunng a specific penod, solete or no longer needed includma surVJval and e1ect1on summanes 
2 ground accident sum ground accident summaries, forms, and corre destroy after 2 yearsmanes spondence, winch constitutes a prehmmary monthly summary of 2round accidents 
3 (RESERVED) 
4 USAF accident bu!- stat1st1cal tables that summanze under one cover destroy when no longer letms the USAF accident exoenence for a calendar year needed 

I TABLE 127---4 iALI EGED FL YING VIOLAT ONS I 
R A B C D 
uL If the records are or E pertain to consisting of which are then 
-1 final repons of mvestl repons of outstandmg s1gn16.cance, such as alleged retire as permanent (see note) gallons flvin11: v1olat1ons of mtemauonal borders 

2 repons of not outstandmg s1gruficance destroy 2 years after case 1s reVJewed, analyzed and/or closed 
3 reports of flymg evaluations board proceedings dispose of with the records of wluch they are made a pan -

...L r"""'rts of coun-man1al oroceedine:s r'"""rts of claims a11:amst the 1zovemment ....L-6 r'"""rts made oan of aircraft accident reoons 7 mfonnat1on copies of reports destroy I year after mvest1-2at1on IS comoleted ) NOTE Off"er to the National Arcluves m 5 year blocks when latest record 1s 25 years old 
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136. Armament. These tables cover records relating to general policies and procedures governing the development, 
testing, evaluation, and maintenance of armament equipment, the receipt, storage and handling of armament, and the 
modifications, recondit10mng, demilitanzation, manufacture, surveillance and destruction of ammunition and explosive 
matenel Armament includes bombs and warheads (mcludmg nuclear types), guns, rockets, fuzes, air-to-arr and 
arr-to-ground guided missiles and associated components; small arms, explosive matenals, flares and propellants;
toxic, screemng, and incendiary mumtions, eJection and release equipment; spray mechamsm; fire control and bomb
mg systems; equipment components, accessones, supplies and fixtures. 

i TABLE 136-1 I 
ARM �MENT TRAINING 

R A B C D 
u 
L If the records are 
E or pertam to cons1sbng of which are then 

1 md1v1dual weap- personnel/crew evaluation reports used to update load destroy after I year or when re-
ons/ aircraft trammg and certlfi- placed by equivalent evaluation 
evaluation and cation documents 
certification -

1.1 used to record cert1- destroy when superseded, or when 
ficatlon and an md1v1dual has been relieved from 
decertification duties requmng cert1ficat1on Send 

with consolidated trammg record 
when md1v1dual IS reassigned (see 
table 35-1 rule I) -

1.2 load trammg and cert1ficat1on records for destroy when superseded, or when 
certification of munitions loadmg crews. an md1v1dual has been relieved from 

weapons loadmg Send with con-
sohdated record when an md1v1dual 
1s reass11tned (see table 35-1e, rule I )  

2 md1v1dual bom- records of bombmg and gunnery practice and bomb- destroy after completion of tra1D1ng, 
bardment and gun- mg m1ss1ons provided data required for md1v1d-
nery trammg ual trammg records have been 

extracted and entered on appro-
pnate record 

3 general bombard- trammg m au-to-a1r and air-to-ground gunnery and destroy after 6 months 
ment and gunnery bombmg, such as mstructor log reports, bombmg 
trammg range log, bomb tramer target sheets, and bombmg 

0rofic1encv work sheets 
4 (RESERVED) I I  
5 ground weapons AF Form 710, Ground Weapons Tra1rung Record at range offices destroy after 3 years 

trammg and - mamtenance 
5.1 

-
correspondence, requests, nobces, or s1mtlar data 
used to reflect the time, area and type of finng m 

destroy after I year 

schedulimz oersonnel for small arms tra1rung 
5.2 

-
local procedures estabhshmg safety measures, 
storage, issue and maJDtenance of equipment winch 
result m the issuance of a pubhcatlon 

dispose of as background matenal to 
the related publication (see table 
5-1) 

_g_ AF Form 522. Ground Weannns Tramm2 Data at md1v1dual's umt see table 50-2 rule 6 
*5.4 

*6 d1stmgu1shed pis-
toll nfteman 
bade:es 

Combat Arms Management Intiormabon System 
(CAMIS) Report (m paper form only) 
md1v1dual record of awards (pistol) and (nfle) 5 x 8 
cards recordmg credit pomts earned 

at HQ ATC 

destroy after 5 years (see note) 

destroy after 30 years 

I 
7 explosive ordnance 

disposal 
proficiency-

records accumulated m the program of contmuous 
trammg which IS essential to maintenance of profi-
c1ency up to standards established m Job Proficiency 
Guide 464 70 for entered on duty personnel 

md1v1dual profi-
c1ency trammg 
record forms 

destroy 18 months after they are 
completed 
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TA' ILE 13�1. CONTINUED I 

R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

8 cen1ficat1on control destroy after they have been com-
registers pleted and replaced by new venfied 

re21sters 
9 ammumtlon records expenditures of ammumtlon trauung allowances for destroy after 2 years 

1Dd1v1duals. umts. and activities 
10 murut1ons allow- requests, changes, estimates, and related records destroy when superseded 

ances 

NOTE If CAMIS becomes ID whole or ID pan a machine-readable records system, such ADP records are not authonzed for disposal 

I TABLE 13�2 l 
AD1Y .\�NT I 

R A 8 C D 
u 
L If the records are or 
E pertain to consistmg of which are then 

1 ammumt1on and ex- ammumtlon disposition repons or smular forms ong1Dals ma1Dta1Ded as see table 67-4 
plosive matenel used to repon and request authonty to dispose of property vouchers to the 

obsolete or unserviceable ammumt1on, components stock record account 
and explosives -

2 below maJor subord1Date destroy after 2 years 
commands -

2.1 at ma Jor subord1Date destroy after I year or wher. 

) 
commands and above no longer needed, wluch-

ever 1s later -
3 1Dspect1on and storage reports, penod1c repons of destroy after I year or when 

avaJlab1hty, req111rements, 1Dventones, and con- superseded by a new repon, 
sumotlon. and related correspondence wluchever 1s later 

4 waJvers or exemptions authonzatlons for waJvers or exemptions to em- at HQ USAF destroy 2 months after date 
to explosive safety and pineal distances ID relation to quantity of explo- of exp1rat1on. 
quant1ty�1stance en- s1ves accumulated 1Dc1dent to 1Dspect10ns con-
tena cern1Dg safety, surveillance, renovation, preser-

vatlon, repaJr, modification, dem1htanzat1on, manu-
facture, and destruction of ammumtlon and explo-
s1ve matenel -

s at other than HQ USAF destroy 1mmed1ately after 
date of exniratlon 

6 ammumt1on and ex- cards maJnta1Ded as a cumulative record covenng destroy 2 years after 
plosive matenel sur- the entire penod of storage at an 1Dstallat1on ammurutlon 1s shipped or 
ve1llance otherW1Se disposed of. or 

when superseded, wluchever 
1s sooner 

t7 explosive ordnance dis- form reports and related records at ong1Dat1Dg umts and destroy afer I year 
posal (EOD) 1Dtermed1ate rev1ew1Dg 

act1v1t1es/staff' offices -
8 at MAJCOMs and tech- destroy when no longer 

meal schools needed -
•9 at Det 63, Ogden ALC, destroy after 5 years 

NAYEODTECHCEN 
10 for EOD proficiency see table 1 36-1 

tra1D1DIZ 

-
t11 key control and issue destroy I month afer all 

log entry spaces are used and 
replaced by a new log, If no 
Ionizer reau1red 
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T Al LE 136-2. CONTINUED I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

12 mrcraft armament and munitions configuratton and expenditure docu- destroy when data has been 
munitions configuration ments extracted and entered on 

appropnate records or when 
no Ionizer needed 

13 covenant not to sue- completed records 1mt1ated in the interest of destroy 2 years after date of 
hold harmless agree- USAF which may involve c1vd1an chums at a later incident per federal ton 
ments date used in conJunct1on with providing EOD chums act 

assistance to civil aizenc1es 
14 nuclear ordnance ship- message repon COIISlsting of nuclear ordnance at MAJCOMs destroy after I year or when 

ping schedule (NOSS) shipment reqmrements to support conttngenc1es, no longer needed, whichever 
war plans, SIOP/alen posture and/or emergencies 1s later (see note) -

15 below MAJCOMs destroy 3 months after all 
movements are completed or 
when no longer needed, 
whichever 1s later (see note) 

NOTE These records are not retired to federal records centers 

140. Services. Tlus table covers records pertaining to pohcies and procedural guidance concenung the use, require
ments, computation, preparation of budget estimates and financial plans; issue, accounting for, redistribution, and 
maintenance of all furniture and apphances furnished to housekeeping and nonhousekeeping quarters; and applies to 
housing and supply officer functions at all activities down to base level. 

I iTABLE 140-1 
HOUSING MANAGEMENT ECORDS I 

R A B C D 
u 
L If the records are or 
E pertain to consisting of wluch are then 

1 furniture or appliances Jacket fi les, including request for issue or tum-in, tem- destroy when new control 
porary issue receipt, certtficate of inventory, and related records are prepared for sub
correspondence used to control the issue, exchange, sequent occupants, or when 
and/or tum in of furnishings or apphances provided for furruture or apphances are 
tenants of economv or e;ovemment quarters d1soosed (see note) 

2 quarters control locator card forms used to control tenancy assignments destroy when obsolete or no 
and quarters vacancies lone:er needed 

NOTE When a claim for damage, undue wear, or loss of propeny 1s pending, retmn records until the claim has been sat1sfactonly cleared. 

I ITABLE 140-2 
PRl MF. RIBS (PR-PRIME R ii'.ADINESS IN BASE SERVICES) RECORDS I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 postunng (planning) manning reqmrements (MAJCOM and base) with related HQ USAF and destroy after 2 years 
corresoondence below 

2 manpower recommended, approved, or disapproved conversions, destroy after 2 years or when 
and upgrade/downgrade actions no longer needed, whichever 

1s later ( see note) 
3 deployment volunteer requests, requests for assistance, deployment destroy after I year 

instructions and repons for both MAJCOM and USAF 
directed deolovments 

4 contingency /operations pbuis with related background matenal destroy when superseded 
obuts 
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TABLE 140-2. CONTINUED I 

R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

s 

6-
readiness committee 
meetmgs 

reports 

minutes of meetmgs 

trammg reports, plans, obJect1ves, results and recommen• 
dattons 

destroy after 2 years or when 
no longer needed, whichever 
IS later ( see note) 

7 
� 

8 

Management Evaluation Inspecbon/Operatton Readiness 
Insoect1on (MEI/ORn ms.,,....t1on rennrts and results 
staff assistance v1s1t reoorts and recommendations 
mob1htv status reoorts <PR team) condttton reuorts 

NOTE Not authonzed for retirement to federal records centers. 

*143. Mortuary Affairs. These tables cover records pertaining to logistic functions mcident to the current death pro
gram, the graves registration program, and the disposition of personnel effects of missmg and deceased personnel. 

I ITABLE 143-1 
CE." ETERY AND BURIAL ll F.CORDS I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 cemetery operations operating records related to bunal space, cost of opera- destroy after 5 years 
uons. mamtenance and ooerabons of base cemetenes 

2 reserving grave sites records reserving sttes m AF base cemetenes mamtamed destroy on cancellation of 
bv name of md1v1dual !rrave site or reservatmn -

2.1 cancellations hold until mstallatton 1s m-
activated then send to gammg 
orgamzat1on for destruction 
when no lon1�er needed 

3 mtennent reports penod1c reports of interments, available grave sites, grave at MAJCOMs destroy after 5 years 
site reservations, and s11D1lar reports -

3.1 . at bases retire as permanent on mactt-
vat1on of mstallatton or when 
cemetery IS placed m an mac-
uve status (see note) 

4 vital stat1St1c reoons reoorts to state or local vital statistics offices Idestrov after 5 vears 

NOTE Contact SAFIAADAQD for d1spos1t1on instructions 1f cemetery IS transferred to another federal agency or to a local government 
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TABLE 143-2 I 
DI� POsmoN OF REMAIN ; OF DECEASED PERSONNEL I 

R A 
u 
L If the records are or 
E pertain to

I= 
1 AF or unknown per-

sonnel 

2 foreign nationals who 
died while ID tram1Dg 
ID the US 

3 AF c1v1llan employees 
and/ or their depend 
ents and con tract 
techmcal representa-
t1ves and/or their 
deoendents 

4 deceased dependents of 
mtl1tal'Y 1>ersonnel 

5 deceased c1V1llans of 
foreign nationality em 
ployed at AF IDStal-
lat1ons 

6 deceased personnel 
covered by rules I thru 
5 

7 Anny, Navy, Marine 
Corps or Coast Guard 
oersonnel 

8 State Department per-
sonnel 

9 US citizens furnished 
mortuary service ID 
oversea areas at State 
De11artment reguest 

10 deceased personnel 
records 

11 military honors check 
list,_ 

B 

consisting of 

record copies of check lists of current deaths 
occurnng outside or 1Ds1de CONUS, d1spos1t1on of 
rema1DS-re1mbursable ba51s (for oversea use), 
preparauon and mspect1on of report, ceruficate of 
death (overseas), request for payment of funeral 
and/or 1Dtennent expense, 1denuficauon fi11d1Dgs 
and conclusions, personal property 1Dventory, 
1Dstruct1ons for d1spostt1on of rema1Ds, order 
appo1Dt1Dg summary court officer or escort, pur-
chase and delivery orders, paid vouchers, or Anny 
or Navy forms smnlar to and used ID lieu of 
above 

reta1Ded copies of records forwarded to respective 
agencies per AFR 143-1 

reta1Ded copies of 1Dstruct1ons for d1spostt1on of 
remams 
completed military honors checklist forms for 
retirees or veterans 

C 

which are 

at HQ USAF 

at bases that provide mill-
tarv funeral honors 

I I D 

then 

QPR holds 2 years, then 
reures as permanent to 
WNRC (EXCEPTION see 
rule 1 1  for military honors 
checklist for reurees and 
veterans) 

destroy after 2 years 

hold 2 years and then retire as 
permanent to WNRC 
destroy after 4 years 
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144. Fuels, Propellants and Chemicals. 11us table covers records pertammg to programmmg, procunng, receiving, 
stonng and distributmg all hquid and gaseous fuels, propellants and chemicals. It includes use of storage and han
dling facilities and pertinent equipment, the refueling service program, bulk petroleum redistnbution and base storage 
programs, quality surveillance, and testmg and inspection services. 

IITABLE 144-1 
FUELS. PROPELLANTS AND CHEMICAL RECORDS I 

R A B C D 
u 
L If the records are or / 

E pertain to CODSJSting of which are then 

1 aviation fuels and fuels umque ADPE pnntouts mcludmg receipt, at base fuel activities destroy after 1 year ( see 
ground petroleum and storage, issue, mventory, and item accountmg note) 
cryogemc products records and access control logs ,-

2 orders placed for products from contract sources destroy 6 years, 3 months 
and correspondmg receipts after ex01rat1on of contract. -
operanne; loss analysis destrov after 3 vears..L.. 

4 daily fuel requests and serv1cmg logs destroy after 6 months, or 
when no longer needed as 
aud1table source documents 
supportmg manpower and 
velucle authonzatlons, 
wluchever IS later -

weeklv aualltv control soot checks 
4.2 aircraft av1at1on fuel 1dentaplates, ground fuel destroy when superseded. 

1denta olates ,-
5 quarterly quality control mspection reports destrov after I vear,-
6 at acnvmes above base destroy when no longer 

level needed -
energy conservation reports, analyses, and policy destroy after 2 years ) 

' 

data comoutatlons ,-
7.1 reports and records concenung fuels storage/han at all levels destroy after 1 year, or 

dlmg capability, planned fac1llty/equ1pment when no longer needed, 
changes, fuel facility damage assessment/repair, wluchever 1s later. 
and fuel suooort olans 

8 aviation fuel and 011 certificates of tax exemption furnished by contract, at base fuels activities and destroy after 3 years. I II Isales charter and c1v1l aircraft operators SA-ALC 
9 test records laboratory test results at area testmg laboratones destroy after 6 months or 

. when no longer needed as 
aud1table service documents 
supportmg manpower and 
velucle authonzatlons, 
wluchever 1s later -

10 at base fuels act1v1t1es destrov after 6 months 
11  propellant and pressur helium reqwrements data and forecast of propel- at base reportmg require- destroy after 3 years. 

ant forecasts !ant report ments to SA-ALC 
u liquid fuels supervisor physical profile senal report, certificate of com- at requestmg and approv- destroy upon recertJ.ficatmn 

records petency, request for cert1ficat1on/recertlficat1on mg act1v1t1es or mellg1b1llty of md1v1dual. 
and aooroval 

13 mspectlon records records covenng the mspectlon of permanently destroy after 1 year 
mstalled base bulk fuel stora2e svstems 

14 construction pro Ject theater airfield capab1hty and construction data destroy 1 year after final 
orooosals action on the proposal II I 

NOTE For d1spos1t1on or SBSS record registers, see tables 67-4 and 67-8 

J 
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145. Commissaries. Tius table covers records pertaining to operation of comnussanes, mcludmg single manager sub
sistence supply, obtaming and storing food, sale of food, and maintenance of appropriate records It does not mclude 
retail store or grocery section activities provided as part of the Exchange Service. 

•TABLEe1�1 I 
COMMISSARY RECORDS I 

R A B C D 
u 
L If the records are or 
E pertain to coaslsting of which are then 

1 surveys of m1btary records used as baslS to conbnue operatmg store at HQ USAF, destroy after 6 years or when 
COID!DIS,S3I'}' stores MAJCOMS, no longer needed, wlnchever 
(RCS. DD- regions, complexes 1s sooner 
M(AR) l l 87) or bases 

2 coD11D1Ssary trust records of budget requests, allocauons and expend1 at COlllllmsary destroy 3 years after end of 
revolving fund tores of funds regions, complexes fiscal year to winch they per-

and stores tam 
3 lnstoncal accountmg records reftecbng trend analysis at HQ destroy when no longer 

of surcharge fund expenditures AFCOMS/ ACBM needed for operauonal pur 
lnoses" vendor files folders with merchand1Se orders, pncmg copies, order at regions, com- see table 7�2, rule 2 (see 

call registers, pnce bsts, BDO/BPA consumpuon plexes, and comm1S- note) 
record. and related data sarv stores 

5 AFCOMS Form 14, mamtamed with vendor files at HQ destroy after 2 years 
Mandatory Olf'er AFCOMS/DOM 
Review & Approval, 
control log and mes-
sages retamed under 
the mandatory sales 
proJU"am 

6 Vendor Coupon forms used to transuut coupons destroy after I 6scal year 
Transmittal, AF Form 
2368 

7 coupon accountmg manual or mecharuzed products at HQ see table 177-1, rule I and 
records AFCOMS/ ACFC table 177-4 

NOTE. Commissary Blanket Order Call Registers (AF Form 521 )  must be retamed for bfe of contract 

I I•TABLE 1�2 
COMMISSARY STORE RECeORDS I 

R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 cash control records audit tapes, records, and workmg papers generated as a at customer service destroy 3 6scal years after 
(except for dishonored result of performmg cash sales transacuons, and collect- manager's office close of fiscal year in winch 
check files, winch are mg funds from patrons or vendors final payment 1s elf'ected, pro-
covered elsewhere m VJded there are no dlSCrepan-- tins table) Cles 

2 mformauon copies destroy after 1 year or when 

- retamed elsewhere no longer needed, wlnchever 
1s sooner 

3 pnce bsts quarterly depot pnce bsts and supplements thereto, sm- destroy I year after February 
gle manager subsistence pnce bsts and supplements, inventory 
local nurchase nnce bsts 

-4 commissary voucher Smgle Store Commissary Voucher and Control Record at the control office destroy after 2 years ( note 1 )  
and control records (AF Form 2366) and sunoorttnlE records 

5 charge sales abstract of receipts forms, sbps with attached mformal 
bsts and other records relabnsz to char11:e sales 
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TAI LE 145-2. CONTINUED. I 
R A B C D 
uL If the records are or 

E pertain to consisting of which are then 

6 mformal mventones gam and loss statements and mventory transaction state- destroy after I yearments used for summanzmg and analyzmg comuussary ooeratlon 
7 requ1s1t1onmg, rece1v- destroy I year afiter comple-mg and transfer records requ1s1t1ons, call number registers, advices of action, stock status repons, purchase requests, BDOs/BP As, t1on of February mventory transfer of stock talhes and related data (see notes I and 2) -
8 the followmg computer-produced hstmgs Itemizedrece1v111g report (PCN. SDOOI-RECV I, 2) with adJust• ments, dBlly receipts register (PCN S0001-RECR 1, .2), summary rece1vmg repon (PCN SDOOl-RSUM 1!6-2.!6-3) 
!) vendor credit memos AF Form 890 at commissary store destroy 60 days after callee-aduurustrat1ve office tlon action IS complete. and at regions 

10 vendor credit register AF Form 891 destroy 90 days after callee-tlon action IS complete 
11  accountable mventones Repon of Gams and Losses (AF Form 51),  Inventory destroy 2 years after February Control Log (AF Form 359), mventory cenuicates, con- mventory (see note I) tractors' letters on dollar value and related matenal 
12 pnce adJustment documents supportmg pnce adJustment vouchers destroy after 2 6scal years. records 
13 commissary sales operatmg statements and related data rel)Orts
14 d1Shonored check files Pay AdJustment Authonzat1on (DD Form 1131), Cash at commissary destroy after 5 fiscal years (see Collect1on Voucher (DD Form 1139), and related stores (sensitive note 3) records matenal subJect to the Pnvacy Act must be kept 111 a controlled area) 
15 spot-check logs used to verify shelf pnces on a penodlc basis at c_ommlSS3r)' store destroy after 6 monthsaduun1Strat1veoffices 
16 sh1pp111g d1screpanc1es records concenung contractual d1screpanc1es; improper, destroy I year after resolu-defectlv!:, or m1sd1rected sh1ements1 and related data t1on 
17 damaged merchandise Inventory AdJustment Monetary Account (DD Form • at comuussary destroy 2 months after end of 708), Tally In-Out (AF Form 129), and related docu- stores accountab1hty penod to ments which thev oertam -
18 at control office destrov after 2 
19 subsistence consump- Subsistence Consumption Record (AF Form 1331) and destroy afiter I vears yeart1on related documents 20 COIIllill5S3r)' eqwpment records of acqu1s1t1on, mamtenance and d1spos1t1on of at bases or compar- destroy I year after final egmement able level d1soos1t1on of e<1woment 
21 control of cigarette Cigarette Purchase Certificate (AF Form 18 3) at COIIIJimSBl}' destroy when no sales have sales stores been recorded for 6 consecu-.tlve months 
22 menu plannmg board board mmutes, menu recap1tulat1on forms vetennanan at region, complex, destroy after I year111soect1ons of subsistence. and s1m1lar records or store level 
23 War Reserve Matenel ration requests, consohdated ration requests, memoranda at troop support destroy I year after require-(WRM) and con- ment IS updated tm111encv ration reauests of field ration issues, and comparable related data stores II 
24 bakery, tobacco, deb, operational and supportmg records �;troy after I year (see note produce and meat 11deoartment records 
25 quabty assurance evaluation forms and related data I destroy with related contract evaluations 

https://penod.Ic
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TA ILE 14S-2. CONTINUED. 
R 
u 

A 

L 
E 

If the reco
pertain to 

rds are or 

26 file mamtenance 
book 

update 

27 vendor file changes 
(PCN SDOOl FM25 I) 

28 create new month ven 
dor file (PCN. SDOOI 
MSTR. l) 

29 Vendor File Bwldup a 
Spare Receipts (PCN · 
SD001-FM30 l l  

30 Transaction File 
Recovery (PCN 
SDOOl FIX I I )  

31  Authonzed Item Order 
Form (AIOF) (PCN 
SDOOl-BUY I I )  

32 Vendor 
Cross-Reference List 
(PCN SDOOl-
X REF I 2. 3 4) 

33 Warehouse Pull Con-
trol Worksheet (PCN 
SDOOl-PULL l l  

NOTES. 

I 
B C 

consisting of which are 

computer bstmg for each item manager 

computer-produced bstmgs 

' 

1. These records will be maintamed on an accountable year basis 

used to detemune 
that the Vendor 
Create File was 
accomobshed 
used to msert spare 
receipts for vendors 

D 

then 

at end of each month, where 
applicable, combme bsts mto 
bmders and destroy 1 year 
after current fiscal year 

lldestroy when no longer 
needed 

send ongmal to AFO for pay-
ment For daily and frequent 
delivery items, maintam 
current CODY with vendor file 
destroy after 6 months or 
when no longer needed, 
whichever 1s sooner 

destroy after I year 

The accountable year begms 1 March and ends on the last day of February 
2 Commissary Blanket Order Call Register (AF Form 521) must be retamed for life of contract 
3 Where host base has a "returned check" pobcy, comply wtth host base Retirement to Federal Records Centers IS not authonzed 

I !-TABLE 14S-3 
MILITARY STANDARD REQUISmONING AND ISSUE PROCEDURF.s CMIISilUP)/MIUIARY 
STANDARD BILLING SYSTEM <MllmllLIS) 

R A B C D 
u 
L If the documents 
E are or pertain to consisting of which are then 

1 reqws1t1ons and - reqwrements bsttngs 
unmatched reqwS1tton bsts (SDOOl-OLRQ.n) at control office destroy after corrections have 

been made 
2 - ofr-lme reqws1ttons bsts (SDOOI-OLRQ 1) destroy after reqws1uon cycle 

or after 6 months 
3- requirements bst (SDOOl-RQLS.!'1), COIIlllllSSllI} suggested 

order IISt <DSOOI-REOR 1) 
destroy after 3 months 

4 open item bsttng (SDOOl-POIL 1) provide copy to AFO and 
complex Destroy complex 

- and control-office copies after 
3 months 

5 reaws1non bst (DSOOl-REOS I )  destroy after 6 months 
6 status reportmg docu-- ments 

sh1ppmg status report bst (SDOOl-PSSR.!'l)  and follow-up 
status reoort bsttmi: (SDOOI-FLUP 1) 

destroy after 3 months 

unmatched status report (SDOOI UPDI 2) and status card d�troy after action has been - error bst <SDOOI-STED n comnleted 
7 
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[ TABLE 1�3. CONTINUED I 

R A B C D 
uL If the documents E are or pertain to consisting of which are then 
8 reqws1t1on exception status report (SDOOl-UPDI l) destroy lIDVe!).to[V year after February -MILSTRIP vendor file hst (SPOOl MVFL) - - -

-9 rece1v10g documents rece1v10g report (SDOOl-RCVG.!6-l), receipts discrepancy hst (SDOOl-RCVG 2), reverse posted receipts, summary of rece1ots from DPSC sources (SDOOl-SREC l) 
10 unmatched receipts (SD001-RCV2 l) destroy after corrections are made. 
11 mventory hstmgs mventory and mventory adJustment (IAV) (SDOOl- destroymventory2 years after February ILST l) -12 reorder mventory hst (DPOOl RLSTl) destrov after 3 months 
13 monthly general ledger SDOOl-GLME.il destroy lmventoryyear after February summarv 
14 transfer 10-or-out hst SDOOl-TNFR l 
15 MILSTRIP item file listing used to update MILSTRIP item files destroy after reVJew mamtenance 
16 comm1Ssary ZERO bal SDOOl ZERO l destroy after 3 monthsance17 mterfund billing SDOOl BILL. l destroy after 3 months (pro-"!6-wie CODY to AFO) 

146. Food Senice. Tins table covers records pertallllilg to management and operation of appropnated fund food ser
vice activities, including central preparat10n facilities and flight kitchens. This table does not apply to medical food 
service factlities. 

I TABLE 1•1 IFnt •D SERVICE RECORDS IR A B C D 
uL If the records are or E pertain to consisting of which are then1 Subsistence Credit request for ISSue or tum-10, d1010g hall signature rec�rd, used to ensure fiunds destroy l year after end of Allowance Manage- register of cash collection sheets, cash collection record, are properly con accounting penod ment System (SCAMS) cash collection voucher, voucher for transfer between trolledor A La Carte System (ALACS) or Monetary mg fac1hty summary, comparable forms or cash repter appropnatlons and/or funds (d1Sbursements), daily dm Credit Allowance reports, and related records Management System - (MCAMS)

...L rece1ot for transfer cash and voucher destrov after transaction 
3 ration strength report used to estimate destroy after 3 monthsnumber of meals to be served 
4 MCAMS dmmg hall financial statement, monetary credit allow a result of the destroy 1 year after end of ance ration return MCAMS, under which d1010g fac1h- accountmg penod. ties receive money to buy food m heu food from sup of requ1S1t1on10goort102 comoussarv 

https://SDOOl-GLME.il
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TAB] .E 146-1. CONTINUED 
R A B 

u 
L If the records are or 

E pertain to consisting of 

4 MCAMS dmmg hall linanc1al statement, monetary credit allow-ance ration return 

5 dmmg hall food control food service production log 

-
6 mventory of class ( ) quartermaster supplies, semor cook's reqws1t1on, field ration dmmg hall stock record, subsistence request, tally m-out, mventory adjustment voucher, dally dmmg facility summary, monthly mane-tarv record. basic dadv food allowance comDutat1on 7 adm1mstrabon of cen subsistence request, daily control sheet, request for issue tral preparation fac1ll or tum-m, comparable forms and related records ties 
8 food service report food service operations repon, menu utilization report, consumer level subsistence appraisal program, unsat1sfac torv subsistence reoort and related records 

"9 food handlers 
10 lbght feedmg register of cash collection sheets, request for flight meals, flight meal delivery and return receipt, fught meal orders and issues, ground support meal request, stock and cost record of flight subs1Stence and meals, summary of flight feedmg, subsistence request 
11 Recipe and Menu Pnc RAMPS pon1on pnce mdex, RAMPS error audit list, 
- mg System (RAMPS) RAMPS basic daily food allowance component list com-putatlon, ALACS item pncmg, ALACS pnce reductmn record 

11.1 monthly update card deck/tape 
12 mstallatlon menu board mmutes of meetmgs, monthly recap1tulat1on, adjustment papers 
13 meal cards accountable cards 

C D 
winch are thena result of the MCAMS, under which dmmg fac1ll ties receive money to buy food m lieu of requ1s1t1omng food from sup D0nm,e; comm1ssarv used to ensure that destroy after next menu food supplies are cycle use properly issued, used, and accounted for m appropnated fund dmmg halls, and to assist food service personnel ID controllmg food issued m dmmg halls, or related to the financial status of the dmmg hall account destroy 1 year after end of accounting penod 
accumulated ID managmg central preparation act1v-ltles 

see table 161-6 used to record the destroy 1 year after end of number of meals requested and issued accountmg penod and cash collected for meals paid for by aircrews and oassen.e;ersused to establish destroy afer 1 yearmenu item pnces m t 

ALACS operations 
used to update data destroy after 60 days baseused to revise, destroy 1 year after comple delete, and add to t1on of menu cycle Air Force world wide menu issued to airmen destroy oo surrender to 1ssu entitled to sub mg authonty (see note) s1stence m kmd CSIKl 
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TA ILE 146-1. CONTINUED 
R A 
u 
L If the records are 
E or pertain to 

= 
14 meal card control reg-

1sters 

-
15 

16 supponmg payments to 

I 

B 

conSISting of 

numbered registers, mcludmg related mspecuon forms, 
receipts of accountable forms, and correspondence 

signature records, cash collecUon records, cash register 

C D 

which are then 

used to account for 
ISSUed, relSSued, 

destroy I year after umt-wide 
reissue of meal cards or on m-

withdrawn, lost, or activation of umt, whichever 
destroyed meal 
cards, and for 

1s sooner (see note). 

entnes on ration 
strength report 

at umts where annual meal 
card recall 1s waived, register 
will run contmuously, pages 
reured when outdated and de-
stroved after I vear (see n�•-\ 

at full food service records created pnor to FY 
contractors based on repons, daily dmmg fac1hty summary, Hight meal contract operations, destroy 10 years, 3 
monthly meal counts requests, comparable forms or cash register reports, and mcludmg base months, after penod covered 

related records maintenance con- by contract 
tracts, and food ser-

- vice attendant con-
tract operations 

17 records created after FY 75. 
destroy 6 yean, 3 months, 
after penod covered by con-
tract 

18 USAF subsistence subs1Stence specifications, unsatisfactory matenal repons used by d1et1t1ans, destroy I year after mtended 
standardization files (subsistence), packaging unprovement repons, consumer quality assurance purpose IS served 

level quality audit program protocols and computer out- spec1absts, and sta-
put, and other related correspondence t1st1cal support stair 

at Air Stair level to 
develop or refine 
subsistence stand-
ard1zat1on records 

NOTE. Subject to audit prov1s1ons of table 1 75-2 

148. Laundry and Dry Qeaning. This table covers records createg in the operation of laundry and dry cleaning ser
vices, mcluding contractual services, construction and operation of fixed plants, and prov1S1on of field laundry service. 

I ITABLE 148-1 
LAl JNDRY AND DRY CLEA SING RECORDS I 

R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 collection pomt records umt and orgamzatlonal laundry and dry cleamng records destroy as soon as laundry or 
related to receipt, processmg, return, and accountmg for dry cleamng 1s sausfactordy 
laundrv and drv cleanm11: accounted for -2 operations records sales uckets and cash collection vouchers destrov after I vear 

3 delivery receipts destroy as soon as property IS 
returned 

4 lmen mventory quanerly mventones used for hnen control and d1stnbu- destroy after I year 
uon 

t 
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160. Medical Service. These tables cover records pertammg to estabhshmg standards; performing, mterpretmg, and 
rev1ewmg physical exammat1ons, medical professional services related to patient care m spec1ahzed fields, and opera
tion of a medical laboratory service. 

I ITABLE 160-1 
MINUTES OF MEDICAL Ml ETINGS. PROFESSIONAL STAFFING, AND PROFESSIONAL ACTIVITIES REPORTS I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

•1 medical staff and com- see table 168-12 
m1ttee meetinas 

2 consultants employ-
ment records 

correspondence and forms relating to requests, appllca-
hons, authonzat1ons. and approvals for hmng c1v1llan 

destroy 6 months after ter-
llminauon of employment 

medical consultants at hosmtals 
3 mtern and resident 

traming 
ind1v1dual trainmg records, including rating repons for 
interns and residents undergomg formal professional 

hold for 50 years at trainmg
ll locations, then destroy 

trainin2 at hoso1tals 
4 repon of professional reports of the types, quality, and quantity of professional destroy after I year 

act1v1ttes of AF med1- services rendered by medical treatment facilities, together 
cal treatment fac1llt1es with information on consultant programs and protiess1onal 

meetin2s dunn2 the reoon oenod 
•5 professional credentials see table 1 68-12 

review files of medical 
staff members and 
allied health care prac-
tlttoners 

I ITABLE 160-2 
PH1 SICAL EXAMINATION RECORDS AND MEDICAL BOARD PROCEEDl!I GS I 

R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

1 physical examination copies of Report of Medical Exammatton (SF 88) not filed in Field Record destroy after I year 
reports and Repon of Medical History (SF 93), reflecting Group or retamed in refer-

physical examinations performed in relation to ence file (see rule I I )  
discharge, released-from active duty, retirement, 
flying, etc , retamed copies of electrocard1ograph1c - tracings of persons reJected for m1htary service 

1.1 retained ID an active refer- destroy when no longer 
ence file by a centficatton needed 
or waiver authonty 

2 physical examination worksheets used m prepanng physical exa1111nat1on destroy when mformatlon has 
work sheets reports been transcnbed to record 

copies of Report of Medical 
Examination 

3 medical board pro- records of Medical Board proceedings, except for destroy after I year 
ceedings copies filed ID cluucal records or Field Records 

Grouo 
4 v15ual classification copies of tests-with accompanymg stat1st1cal re-

and qualification ports-ad1111mstered as pan of the process of clas-
s1fvins: ind1V1duals reoortma for induction 

5 visual standards for correspondence, reports, stat1st1cs, and literature destroy when superseded, ob-
vaned AF assuznments on v1s1on refraction and s1m1lar items solete or no lonsrer needed 
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IT ADJ E 160--2. CONTINUED 
R A B 
u 
L If the records are 
E or pertaln to consisting of 

*6 appbcants to a Service ongmal hard copy of physical exammation re 
Academy/ROTC ports and other records of medical qualifications 
Scholarship Pro-
gram/U mformed Ser 
vices Umvers1ty of 
Health Sciences- (USUHS) 

*6.1-
*6.3 microfilm copies of rules 6 and 6 I records-

maclune bstmgs relatmg to schedulmg and man-
agement of phyS1cal exammauons, such as daily 
transaction bsungs, error bstmgs, schedulmg 
actions, and all other related computer generated 
products 

*6.S computer storage file of rule 6 4 records 
-

7 physical exammations phyS1cal exammauons, x-rays and related docu 
of local wage rate and ments 
domestic emolovees 

8 medical exammat1ons medical exammatlon reports and related docu 
of foreign students ments on foreign students elimmated for physical 

reasons from AF tramm11: 

I ITABLE 160--3 
LAI' ORATORY RECORDS I 
R A B 
u 
L If the records are or 
E pertain to consisting of 

1 cbmcal laboratory re- duplicate copies of cbmcal laboratory reports, water 
ports and food analysis, penod1c reports of laboratory ac 

t1v1t1es 
2 ledgers and logs general purpose ledgers of cbmcal specimens or pa 

t1ent 1denuficat1on mformat1on, sh1ppmg and rece1v 
1011' rea1sters 

3 blood transfusions blood transfUS1on forms (SF 51 8), 3 copies to request 
blood oroducts -

3.1 SF 518 3d copy retamed when product 1s 1Ssued 
with 1st and 2nd copies 

3.2 SF 518  1st copy, ongmal, post transfuS1on 

3.3 SF 518  2nd copy, post transfusion 

C D 

which are then 

at DOD Medical Examma send to the appropnate Ser 
t1on Review Board (DOD- vice Academy, ROTC Pro 
MERB) for medically gram or USUHS to wluch 
quabfied applicants the applicant was accepted at 

end of current year cycle 

at DODMERB for med1 destroy at end of current 
callv unauabfied aoobcants 1 vear cvcle 
at exammm11: facilities destroy after I year 
at DODMERB destroy 5 years after end of 

current vear cvcle 
system workmg papers destroy when superseded, ob 
(not mamtamed m apph- solete or no longer needed 
cants 1nd1v1dual file folder) 
at DODMERB 

destroy 2 years after end of 
current vear cvcle 
destroy on termmat1on of 
md1v1dual's employment 

destroy after I year 

C D 

which are then 

laboratory copies destroy after 2 years 

laboratory copies destroy after 7 days If product 

I I 

not requl!'ed 
destroy upon receipt of 2nd 
copy With transfUSlon data 
section canoleted 

patient chart copy to file m patient's chart after 
record transfUS1on and completion 
reaction data 
laboratory records con destroy after 7 years 1f no 
cenung transfused longer required for patient 
blood oroducts treatment dataI I 

) 
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TAB' 160-3. CONilN\JED I 
R A 
u 
L If the records are or 
E--- pertain to 

4 blood donor medical 
h1stones, reactions and 
d1spos1t1ons, donor 
blood processmg rec-
ords, blood bank proc-
essmg records and 
ledgers, quahty control 
records, blood sh1ppmg 
records, mvesugation 
of transfusion reactions, 
contracts or agree-
ments with civilian 
blood banks 

•s tissue exammation -
6 -., 

-
•s -
8.1 

•9 - cytology exammatlon 

•10 

-
•10.1 

11 autopsy reports 

u mdexes and ledgers to 
surgical and autopsy 
specimens 

13 sobnety exammatlon 

14 water pollution analysis 

15 summanes, survey re-
ports, workloads, and 
special reports 

B 

consisting of 

Blood Donor Record Cards (DD 572) recordmg 
reactions and d1spos1t1on of blood donors, (DD 
573) Sh1ppmg Inventory of Blood Collections, 
mvest1gat1on and lindmgs of each transfusion reac• 
tlon mvest1gat1on, quahty control test results and 
lot numbers of reagents used, issue and receipt for 
blood products wued, ledgers recordmg process-
mg of each transfusion request, local agreements 
with c1v1han blood banks 

tlssue exammat1on forms forwarded with fixed 
specimens, and/or other data for histopathological 
exammat1ons 

final report of tlSSue exammatlon (SF 5 1 5), mclud-
mg the rough draft permanently affixed to the final 
report 

shdes and/or blocks 

copies of Class I cytology exammat1on reports of 
vagmal, cervical, and other ftwds and tissue scrap-
ID!t!I 

copies of Class 11-V cytology exammatlon reports 
of vagmal, cervical, and other ftwds and tissue 
scrapmgs 

copies of Class 1-V cytology exammat1on reports 

autopsy protocol forms, abstracts of clinical 
records and other records and matenals which 
relate to mdiV1dual cases 

chnical reference and alphabetical name cards and 
ledgers 

results and requests for results of sobnety examma-
tlon, and related papers 

waste water surveillance analysis, and related cor-
resl!ondence and r5?Qrts 
year-end summanes of laboratory activ1t1es, qual-
1ty control, and/or proficiency survey reports, raw 
count workloads for prepanng reports, and other 
special reports concemmg specimens and/or 
act1vit1es 

C 

which are 

laboratory records con-
cemmg all steps m the 
procedures of obtammg 
and transfusmg blood 
products 

at Class A and B 
laboratones 

at medical fac1ht1es 
other than rule 5 

at Class A and B 
laboratones 

at Class C and D 
laboratones 

at Class A and B 
labor atones 

at Class C and D 
laboratones 
laboratory copies, 
mcludmg perm1ss1on 
form 

at medical facilities for 
possible use for m1htary 
1ust1ce ourooses 

for patient treatment or 
laboratory management 
purposes 

D 

then 

destroy 3 months after prepa-
ration of linal report (see rules 
7 8) 
destroy 3 months after receipt 
of completed report from h1S-
tooatholoizv fac1htv 
destroy after 7 years, or when 
no longer needed for trammg, 
h1stoncal or research pur-

I coses. whichever 1s later 
destroy after 5 years, or when 
no longer needed, whichever 
IS later 
mamtam and destroy per 
AFR 160-55 
destroy after 5 years, or when 
no longer needed. whichever 
IS later 
destroy after 7 years, or when 
no longer needed for trammg, 
h1stoncal or research pur-
poses, whichever IS later 

retam until mact1vat1on of 
fac1hty, at which time obtam 
d1Sposit1on instructions from 
SAF/AADO 
retam m laboratory until mac-
tivat1on of hospital, at which 
time obtam d1SpoS1tlon mstruc-
t1ons from SAF / AADO 
destroy after 2 years. 

destroy after I year or after 
next analvSIS of same source 
destroy after 2 years or when 
no longer needed for patient 
treatment, trammg or manage-
ment purposes, whichever 1s 
later 
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TABLE 160-4 I 
RA >IOLOGY RECORDS I 
R A B C D 
u 
L If the documents are or 
E pertain to consisting of which are then 

1 entrance and separation chest X-rays exposed m conductmg the apphcants accepted for mduc forward on a current b8SIS to 
exammat1on X-ray film medical exammat1on prel11runary to an tton, Reserve or Regular en NPRC (CPR) (see note I), film 

md1v1dual's entry mto, reenlistment for, or hstment for extended active files may be forwarded weekly or 
release or discharge from extended active duty or acttve duty for tram- monthly, dependmg on the rate 
military service m either an officer or en- mg, mcludmg apphcants for of accumulatton but will not be 
hsted status aV1at1on cadet trammg officer held longer than three months m 

candidate school, and ftymg addition to the accumulatmg 
service m an enhsted status month; shipments will be m 

weekly or monthly mcrements 
with the oldest week or month 
forwarded first (EXCEPTION 
separation and rettrement X-rays 
may be retained unttl the md1v1d-
ual has been separated or rettl'ed, 
then forward m accordance with 
procedures outlmed above) -

2 apphcants accepted for ap-
pomtments as officers, warrant 
officers, ft1ght officers and AF 
cadets -

3 members of the Reserve and 
National Guard ordered to 6 
months active duty for tram-
mg or extended active duty 
under the Reserve Forces Act -

4 current or former members 
who reenhst for add1t1onal 
penods of extended active 
dutJ! -

5 students and graduates of 
officer candidate schools - ,. 

6 chest and other X-rays made as a pan of all military personnel m 
the medical exammat1on for release or cludmg AF cadets (except 
dtScharge from extended active IDlhtary ser those Jilms transferred to the 
Vice Veterans Admm1strat1on m 

connection with d1sab1hty 
seoarat1ons) -

7 X-rays of apphcants for US service at the exammmg center file with d1agnost1c X-rays and 
academies made at the time of quahfymg dtSpose of as m rule 10, column 
exammatlons D, unless sooner requested to be 

forwarded to one of the service 
acade1D1es 

8 (RESERVED) I I 
9 penodtc fttght and see rule 10 

other physical exam1 
nations X-rav film 

10 diagnostic X-ray films, X-rays made m connection with d1agnos1s destroy/salvage after 5 years (see 
mcludmg ultrasound, and treatment of patients at medical fact!- note 2) 
computed tomography, 1t1es, mcludmg US Coast Guard personnel 
and nuclear med1cme and dependents (except those covered m 
films table 162-1 and AFR 16114) 

11  X-rays of unusual mterest or those selected destroy/salvage after 5 years, or 
for teachmg purposes when of no further value, which-

ever IS later 
12 negative pathological findmgs and pos1t1ve at mdustnal med1etne fac1ht1es destroy after 5 years 

patholog1cal findmgs that are static m for feperal c1vtl service em 1 1  

- nature (exceot as md1cated m rule 13) ployees 



--
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TABLE!l�. CONTINUED I 
R A B C D 
u II 
L If the documents 
E are or pertain to consisting of which are then 

13 pos1bve pathological 611d1Dgs that are not retire as permanent to NPRC (CPR) 
stanc ID nature, and one representative at the end of the calendar year ID 
X-ray of those that are static ID nature wluch an employee retires or other-

wise temnnates emnlovment 
•14 occupational health X-rays taken as a part of an occupational retalD ID medical file pend1Dg d1spos1-

examination (OHE) health medical surve!llance program ll tlon approval. 
X-ravs 

15 rejected applicant and applicants rejected because off.er to official state pubhc health 
registrant chest X-ray of pulmonary tuberculosis agency of rejected person's home 
film state; salvage or destroy 1f state 

health officer considers the report, 
1Dd1cat1Dg emtence of disease, 1s 
sufficient and does not desire the 
film 

16 applicants rejected for salvage or destroy after find1Dgs have 
physical reasons other than been entered on the physical exami-
disease of the chest nation form -

17 registrants unacceptable package and return to registrant's 
for 1Dduct1on local board Oabel package. 

EXPOSED X-RAY FILM, and 
1Dd1cate name of 1Dduct1on station 
makin1t sh10ment) 

18 chest X-rays for film accumulated by mob!le X-ray service negatives 1Dd1cat1Dg 1Dclude ID patient's medical record. 
tuberculosJS case umts pathology-- finding purpose., 

19 negatives 1Dd1catmg a nor- destroy after I month 
mal chest 

20 umdentlfied exposed X-rays wluch cannot be 1dent16ed with the destroy when encountered. 
X-rav film 1Dd1v1duals to whom thev pertalD 

21  nominal 1Ddex file cards filed alphabetically as 1Ddex to X-ray retire or destroy concurrently with 
films the X-ravs to wluch thev relate 

22 rad1at1on and radium copies of the followmg chmcal record retire as permanent to WNRC on 
therapy forms: Radiation Therapy, Radiation 1Dact1vat1on of the medical treatment 

Therapy Summary, Radium Therapy, and facility 
Doctor's Progress Notes, filed ID the 
Radiology Depanment (except those ID the 
1Dd1v1dual's medical record) 

NOTES: 
l Packing and 1dentlficat1on instructions. Do not bend, roll or fold film Type, pnnt or stamp the 1Dd1v1dual's SSN and name, m that order, on 
the front of each container used for enclos1Dg film X-rays for exam1Dees not yet assigned a SSN are retained until the SSN IS ava!lable for entry 
on the film preserver. (Protect the d1SClosure of OSI agent's grade as provided ID AFR 1611-4!) Req111S1t1on film preservers through medical supply 
channels under NSNs 7S3<>-0<Hil 2-39S0 and 7S30-0Hil2-4000. Show the complete return address on all packages of X-ray film 

a. Use negative preservers measuring 4 3/8- x 10 3/8-1Dches for all 4- x l0-1Dch and smaller sJZe films Do not use larger preservers for these 
films. Place 1Dd1v1dual 1dent1fymg!data parallel with and no lower than l l/4-1Dches below the front open end of these preservers, mstead of ID the 
space provided. 

b. Enclose all film larger than 4- x 10-mches m negative preservers of the 14 1/2- x 17 1/2-inch size However, 1f they are not ava!lable, use 
envelopes of the same size. Place 1Dd1v1dual's SSN, name and other 1dent1fymg information ID the space provided on the upper left comer of the 
14 1/2- x 17 l/2-IDch preserver If envelopes are used, fold flaps so that the glued surface does not come ID contact with the film. Place 
md1v1dual's 1dent1fy1Dg data ID the upper left comer parallel with the front top edge of the envelope 

c. X-rays need not be forwarded ID alphabetical or numenc sequence 
d See AFR 12-S0, volume I, chapter 7 for further pack1Dg and slupp1ng mstructlons There 1s no need to prepare SF 13Ss or to obtam advance 

approval for shipments to NPRC 
2 In oversea medical fac!lltles where adequate storage space IS not ava!lable and ID areas where chmatlc cond1t1ons cause X-ray film to detenorate 
before exp1rat1on of the 5-year retention penod, earher d1Spos1t1on w!ll be authonzed In such cases, specific d1spos1t1on 1Dstrucbons should be 
requested from SAF/AADAQ 

https://mformatJ.on
https://pos1t1.ve
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I TABLE 160-5 RA :>IOISOTOPE RECORDS I 

R A B C D 
uL If the records are E or pertain to consisting of which are then 
1 apphcatlons for By-prod approved apphcations and related records, such hold until maet1vat1on of fact! uct Matenal License and as correspondence, reports of survey and 1ty, retire as permanent to AFLC IM records of mmutes of meetings NPRC (MPR)rad1oact1ve commodity - management 
2 approved copies at USAF Rad101sotope destroy 5 years after expira-Comm1ttee t1on of hcense 
3 disapproved copies destroy upon receipt of the dlsaooroved form 
4 reports of mc1dents mvolv- hold as permanent records at mg accidents, thefts and USAF Radto1SOtope CoDIIDlt-loss of rad101sotopes or tee, HQ AFMSC/SGPZ, -- other hcensed matenals Brooks AFB TX 78235 
5 isotope accountab1hty records showmg receipt, use and disposal of at isotope ch1ucs when ISOtope mventory has rad101sotope matenal, md1catmg matenal on reached zero balance (1 e , nohand rad1oaet1ve matenal on hand) hold until mspected by US Nuclear Regulatory Agency;after mspect1on and certlfica tion by NRA, destroy records -- havm11: zero balance 
6 patient's records dosage records, scan sheet, tracmgs, copy of destroy after 5 yean, pro-consultation sheet, patient's mdex card, and v1ded that ongmal copy of re-apphcable worksheets port, 1 e , SF 513 or eqwva-
-- lent, has been placed m the md1V1dual's medical record. 

-

I ITABLE 160-6 
SPECIAL DIAGNOSTIC RECORDS. TUMOR REGISTRY. AND MEDICAL ILL usrRA TIONS I 
R A B C D 
uL If the records are or E pertain to consisting of which are then 
1 electrocardiograms and copies of electrocardiograms and electr�o- at laboratones, m annual destroy after 5 years (EX-reports graphic reports blocks, with preV1ous re- CEPTION cases of unusual ports on the same patient mterest or selected for teach-- filed with the most recent mg purposes may be retamed reoort mdefimtelv) 
2 at the Aerospace Medical destroy after 10 years, or DIVJSIOn when no longer needed, whichever IS later 3 electroencephalo- grapluc recordings of electncal activity of the abnormal findmgs destroy after 5 years, pro-grapluc tracmgs and bram, and retamed copies of reports Vlded a copy of the report IS -- reports m the md1v1dual's medical record 
4 normal findmgs destroy after I year, provided a copy of the report IS m the md1v1dual's medical record 
5 pulmonary function retamed copies of consultation sheet, onginal pul- destroy after 5 years, pro-tracmgs and reports monary funetlon tracmgs, and apphcable reports Vlded ongmal reports have been placed ID md1v1dual's medical record 
6 heanng conservation heanng conservation data forms and related ongmals file ID military health record J records for recordmg results of audunetnc exam1 or nonmilitary outpatient nations record, and dlSpose of per table 168-5-
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TA I LE 160-6. CONTINUED I 
R 
u 

A B C II D I 

L If the records are 
E or pertain to consisting of which are then 

7 duplicates send to Aerospace Medical 
D1v1s1on, Brooks AFB TX 
78235 (see table 8(}-3) 

8 tumor registry diagnostic, therapeutic and survival data on pa-
tlents with an established d1agnos1s of mahgnant 

at medical fac11it1es with 
tumor reg1stnes 

upon mact1vat1on of tumor 
registry or medical treatment 

neoplasm, and related records fac1hty (MTF), send to MTF 
assummg the tumor registry 
respons1b1hty If1no MTF has 
been designated to assume the 
tumor registry respons1b1hty 
from the closmg MTF, then 
request approval from HQ 
AFMSC/SGPC to ship to 
Armed Forces Institute of 
Patholo"v!, Wash DC 20306 

9 medical 11lustrat1on files onginal photographic matenal, mcludmg Medical at approved AF hospitals send to Director of Armed 
Illustranon Request and Release forms, ongmal Forces Institute of Pathology 
color transparencies and negatives, and related (Chief, Medical Illustration 
completed medical artwork Service), Wash DC 20305, 4 

times a year (EXCEPTION 
on mactlvatlon of fac1hty, for-
ward 1mmed1atelv) -

10 duphcate photographic matenal, mcludmg copies hold at medical fac1hty until 
of Medical Illustration Request and Release forms mact1vat1on, destroy 
and a set of color transparencies -

11 patient and sub.)Cct mdex cards hold at the activity until its 
mact1vat1on, and then forward 
to address md1cated m rule 9 -

12 patient re21sters 

•TABLE 160-7 I 
DR JG ABUSE TESTING PR :>GRAM I 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

1 drug abuse testing rosters, random selection records, and at base medical fac1hty destroy 3 months after all members 
related mformatlon and umt level hsted are tested or a "no show• 

record IS nrenned or received. -
2 "no show• record for personnel fa!lmg to destroy after 2 years 

ret>ort for testllll? -
...L unnalys1s led11:er at base medical fac1htv destrov after 5 vears 

4 drug screenmg unnalys1s record at base medical fac1hty destroy after record with annotated 
and testm2 laboratorv results 1s nrenared or received -

cham of custody documents at testmir laboratorv destrov after 5 vears...L 
6 at base medical fac1htv destrov after 2 vears 
7 drug testmg results drug screerung unnalys1s record, with anno- at testmg laboratory destroy after 5 years 

tated results (negat1ve/pos1t1ve) and related 
records -

8 at base medical fac1hty destroy after 2 years 
and umt level -

9 drug abuse unnalys1s testmg report and at HQ AFOMS and test destroy after 5 years 
b1ometnc data m<> laboratorv 
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TAIILE 160-7. CONilNUED I 

R A B C D 
uL If the records are 
E or pertain to consisting of which are then10 drug abuse rehab1lita- rehab1litat1on program report at HQ USAF, HQ lion (note) AFOMS, and 

- MAJCOMs/SOAs 
11 at base medical fac1litv destrov after 2 years 
12 drug detection quality reports prepared by the Armed Forces at HQ AFOMS and testmg destroy after 5 yearscontrol Institute of Pathology and testmg labora- laboratory

toryNOTE Drug abuse case treatment files for member's rehabilitation which are kept m Social Actions offices are destroyed per Table J<r-1 
161. Aerospace Medicine. These tables cover records pertaining to aircrew and aerospace effectiveness programs, 
physiological training, and other medical activities related to flying personnel, occupational health, b1oenvironmental 
engineering, military public health, and control of communicable diseases. 

I TABLE 161-1 I 
AF.1 1OSPACE MEDICINE Pl OGRAM RECORDS I 
R A B C D 
uL If tbe records are 
E or pertain to consisting of which are then 
1 aerospace med1cme re- reports and comparable records used m supervis- destroy after 2 years (EX-ports mg and momtonng the Aerospace Med1cme Pro- CEPTION destroy copies gram applymg the pnnc1ples of 81ght med1cme, mamtamed for research and uulitary public health, and occupanonal med1cme teaclung when no longer needed) 
2 medical recommenda- m member's health record hold accordmg to AFR hon for change in fty- I68-4, chapter 3 - mg or special opera-nonal duty 
3 m 81ght management hold all copies currently ap-offices and aircrew tram- plicable, for example, last mg/evaluation records annual or mcommg clearance, (AF Form 846) any groundmg unnl 1t IS re-placed by a copy rerummg the member to ftymg or spe-c1al ooerabonal dutv 
4 application for airman copies of FAA forms of medical h1Story and ex- retamed, accordmg to destroy after 2 years.medical certificate, and ammat1on AFR 160-104, by aviation report of medical ex- medical officers authonzed ammanon to perform medical exam1-nations for applicants for FAA medical certificates 
5 medical recommenda- AF Form 1042 actions at medical fac1lit1es destroy after 5 yearsnon for ftymg or spe-cial operational duty lo<> 
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TABLE 161-l I 
PH "SIOLOGICAL TRAINING/THERAPY RECORDS I 
R A 8 C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 Chamber Fhght Rec- ongmals at base trammg fac1ht1es send on a monthly basis to 
ord (AF Form 701) USAFSAM, where they are 

destroyed when no longer 
needed -

l copies hold at umt for 3 years, then 
destrov 

3 Phys1ological Trammg onginals used for program plannmg and as a at HQ USAF and USAF destroy when no longer 
Monthly Repon (AF source for medical and ll!ght safety research SAM needed 
Form 700), Chamber 
Reactor Case Repon 

-

-

- (AF Form 361 )  
4 copies at other than HQ USAF destroy after 3 years 

and USAFSAM 
5 Phys1olog1cal Trammg at base trammg fac1ht1es llhold at umt for 6 years, then 

Record (AF Form 699) destrov 
6 Phys1ological Trammg give to 1nd1v1dual on comple 

(AF Form 1 274) uon of tratntnl? 
7 Ind1v1dual Phys1olog- aircrew personnel records see table 60-S 

1cal Trammg Record 
(AF Form 702) 

8 non aircrew personnel records file tn tnd1v1dual's medical 
record and destroy upon 
depanure from active or 
reserve dutv 

9 Treatment Records onginals file tn tnd1v1dual's health rec 
(AF Form 1 3 S2 and SF ord (see note) 
S02) 

10 first copy at USAFSAM destroy when no longer 
needed 

11 other copies at HQ USAF and 
-

MAJCOMs 
ll at base tra1mn1t fac1ht1es hold for 3 years. then destrov 
13 Ind1v1dual Dive Rec- give to md1v1dual 

ord and Repet1t1ve 
Dive Worksheet (AF 
Form 1 3 S 3) 

-

14 Compression Chamber at base trammg fac1ht1es destroy after 3 years 
Operation Record (AF 
Form 1 3 S4) 

15 Compression Chamber angina) file tn tnd1v1dual's health rec-
Reactor Case Repon ord (see note) - (AF Form 135S) 

16 first copy at USAFSAM destroy when no longer 
needed 

17 copies at HQ USAF and 
-

MAJCOMs 
18 at base tramme: fac1ht1es hold for 3 vears. then destrov 
19 Oxygen Sens1t1v1ty file tn tnd1v1dual's health rec 

Tolerance/Pressure ord (see note) 
Test (AF Form 1 360) 

-

lO Instructor's Fhght/ at base trammg fac1ht1es give to md1v1dual, provided 
Dive Record (AF pertl!lent data 1s reflected on 
Form 7 1 2) the phys1olog1cal trammg 

reoon 

NOTE Documents are retamed m the health record for SO years after date of lastest record and then destroyed 
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I TABLE 161-3 COMMUNICABLE AND OT 'IER REPORTABLE DISEASE REPORTS l 

R A B 
uL If the records are or E pertain to consisting of 1 commumcable d1Sease copies of telegraphic or sumlar notifications of reoorts commumcable dlSeases occumn2 at AF actlvmes 
2 venereal d1Sease rec• monthly stat1St1cal tables showing venereal disease ords and reoorts rates 
3 venereal dlSC3Se reports data prepared for assembling information for con-and questionnaires trolling venereal dJsease, and used in part for pre-oanmz: oenod1c and stat1St1cal reoorts 

TABLE 161-4 IPEil SONNEL RADIATION EXPOSURE RECORDS I 
B 

consisting of summanes and l1Stmgs of exposure data, and related records which serve to promote effective control and d1rect1on of the TLD personnel dosimetry oro�am computer entnes of radiation exposure data con-s1Sting of radiation dos1Dtetry results and results of b1oassavscopies of rad1at1on exposure registration forms 
films which reflect minor radJatlon exposure, dosimetry film exposure record cards, and records of film issued to momtor ind1V1.dual exoosure films which indtcate abnormal or overexposure to 1omzing radiation, resultant reports of investlga-tlon. and sun...,rtin2 records <RESERVED)<RESERVED)OEHL Form 1499, Report of Occupational Expo sure to Iomzmg Rad1at1on 
AF Form 1527, HIStory of Occupational Exposure to Iomzing RadtaUon 
AF"fO Form 115, Pocket Dosimeter Results Log 

NOTE Offer to the National Archives when 75 years old 

C D 
which are thendestroy afiter 5 

destroy after 1 
years 
year 

C D 
which are thenat USAF Occupational destroy after 5 years, or when and Environmental Health no longer required, whlchever Laboratory (OEHL) L!I sooner 

retire as permanent (see note) 
at USAF OEHL and usmg destroy when data has been installations entered into the master radta-Uon exposure register at USAF OEHL 

destroy after 75 years. 
-

at the base medical service destroy when the AF Form 1527 for the report penod IS recetvedtransfer to the ind1v1dual's medical record, destroy when suoersededdestroy after 90 days, or whCII results of film badge are posted to 1nd1v1dual medical records. wluchever IS later 

) 

R A 
uL If the records are or E pertain to 1 thermoluminescence(TLD) personnel dosimetry program momtonng records 1.1 master rad1at1on exposure register 
2 radiation exposure data -
3 

-4 
-
..!...... 
.L.7 
-
8 

-
9 



I 
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TABLE 161-5 I 
BIOi NVIRONMENTAL SURVEYS AND MEDICAL INSPECTION REPORTS 

D 

then 

destroy selected matenals 
after S years Pertment sur-
vey reports, records, and 
correspondence, as deter 
mmed by the officer m charge, 
are held permanently (chrono-
logical w1thm the folder) m 
case files and retired on m-
actlvauon of fac1hty to 
WNRC 
retire as permanent on macU-
vat1on of urut. 
destroy I year after correcuve 
action IS completed 
destroy after I year 

destroy after S years. 

destroy after 10 years (note 2) 

destroy S years after the van-
ance or exemotlon ex1>1res 
destroy after 3 years 

destroy after 10 years (note 2) 

destrov after 20 vears 
destrov after 2 vears. 
destroy when superseded, ob-
solete or no longer needed. 

D 

then 

destroy after I year 

destroy 4 years after removal 
from approved hst or direc-

R A 
u 
L If the records are or 
E pertain to 

survey reports, special 
reports, or mdustnal 
fac1hty mspect1on and 
environmental pollu-
tlon survey case files 

1 

-
2-
3 

4 fac1hty medical m-
snect1on reports 

•s dnnkmg water (note - I) 
•s.1-
•s.2-
•s.3-
*6  

-
6.1 

� matenal safety 
8 

NOTES 

I 
C 

which are 

at performmg act1v1t1es 

at ep1dellllological umts 

at!'MAJCOMs 

at environmental health 
acbvltles 
at base b1oenv1ronmental 
engineenng offices 

at USAF Occupational 
and Environmental Health 
Laboratory and base 
b1oenv1ronmental engineer-
mg offices 

at base level b1oenv1ron-
mental engineenng offices 
and other act1v1t1es 

Comply with rules d1spos1t1ons or federal, state or local reqwrements, whichever 1s later 
2 Mamtam these records m the current files area 1f necessary until eligible for disposal 

I TABLE 1611 
•� VIRONMENT AL HEAL' 'H I 
R A B C 
u 
L If the records are or 

B 

consisting of 

ep1dem1olog1cal survey reports or env1ronmen-
tal/pubhc health reports on air pollut1on, noise, 
radiation, and other environmental/health sur-
veys 

reports of mspecuon of sanitary conditions of 
barber sbons. 11vms nursene!l. etc 
bactenological analyses 

reports or letters by AF, local, state or federal 
a2enc1es relatm2 to sarutary survevs 
records of any vanance or exemption granted by 
the State or other izovemment authontv 
records of acuon taken to correct water supply 
v1olat1ons 
rad1ological and chellllcal analyses 

analvses to suooort EPA and state reauests 
data sheets on hazardous matenal 

E pertain to 

1 food mspectlon -
2 -

consisting of which are 

AF Form I 148, Daily Food Nonconformance 
Record-Classes 4 and 8 
miual, update and special samtabon mspecuon 
reports and correspondence of vendor's establish-
ments torv 

3 routme mspection reports and correspondence destroy after I year, or when- no d1screpanc1es are outstand 
msr, whichever 1s later 
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TA LE 161--6. CONTINUED I 

R A B C D 
u 
L If the records are or 
E pertain to consisting of winch are then 

4 sohc1tat1ons and attendant contract records destroy when no longer 
mcludmg reports of exammattons and/or testmg needed 
of food products, contract purchase agreements, 
and other msoect1on corresoondence -

5 AF Form 2062, Consumer Level Quality Pro- destroy after I year 
gram (COLEQUAP) Audit, AF Form 2063, lnd1-
v1dual COLEQUAP Report, DD Form 1 608, 
Unsatisfactory Matenal Reoort (Subsistence) -

6 DD Form 1740, Food Inspection Stamp Record for stamps not destroyed, destroy I year after form 1s 
and related records lost or stolen suoerseded -

7 for stamps destroyed, lost destroy 2 years after mvest1-
or stolen 12at1on IS completed -

8 suppon documents, forms, correspondence and destroy after I year (see note) 
laboratory evaluations for admmtstenng quabty 
assurance of fresh dairy products 

9 tiood handlers records AF Form 102 1 ,  Medical Cen1ficate ongmal at employmg Cacti- destroy when no longer 
1ty and copy at Environ- needed or give to food 
mental Health handler on transfer or separa-

tlOn -
10 AF Form 12 16, Food Handler Trammg destroy when superseded or 

Cen1ficate no lon2er needed 
11 food service medical AF Form 977, Food Facthty Samtatton Check at medical mspect1on ser- destroy after I year 

evaluation List, results of m1crob1olog1cal analyses, penod1c vice 
summanes of findmgs, and other related data -

12 at mspected act1v1ttes destroy after next medical 
evaluation or when all 
defic1enc1es descnbed m the 
repon are corrected, which-
ever IS later -

13 at other offices destroy when no longer 
needed -

14 reoorts of food borne illness mvest11zat1on destrov after I vear 
15 ammal bttes/quarantme DD Form 234 1 ,  Repon of Ammal Bite- ongmal at medical treat- file m patient's health or chm-

Potential Rabies Exposure ment facthty cal record -
16 Copy at Environmental destroy after I year 

Health -
17 copies at other act1v1t1es destroy when no longer 

needed 

NOTE Procurement tables dtspos1t1ons will apply ,f these records subst.ant1ate contractor performance 

162. Dental Services. These tables cover records pertauung to dental services and programs, including dental 
research and prevention of dental diseases, exammation and treatment of personnel, admmtstration of dental clinics 
and dental prosthetic laboratones. 

TABLE 162-1 
IN IVIDUAL DENTAL EAL TH RECORDS AND X-RAYS 
R A B C D 
u 
L If the records are or 
E pertain to consisting of wluch are then 

md1v1dual dental dental health record folders contammg dental ex on AF active duty mili mamtam and forward as pre
health records of ammat1on and treatment forms such as Dental Health tary personnel scnbed m AFRs 35-44, 168-4 
active duty military Record (SF 603), Consultation, Laboratory Reports, and 162-1 J 

1 

personnel (see notes Dental Patient History, Penodontal Sconng Chart, 
I, 6) and related records and data 
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TABL 162-1 . CONTINUED I 
R A B C D 
uL If the records are or E pertain to 2 
2.1 1Dd1v1dual dental health records of AF reserve person-nel3 1Dd1v1dual dental health records for other than active duty military per-sonnel (see notes 1, - 2, 3, 4 )  
4-
5 -
6 

-7 

-
8 

-
9 -
!U 

-
10 

•10.1 chmc 1Ddex cards 
11  dental treatment plans 

consisbng of 

I 

chruc 1Ddex (AF Form 1942) cards prepared for eventual 1Dclus1on with retired dental health records forms used w1th1D the dental service for treatment plannmg 

which are thenon Anny, Navy and Manne Corps active duty 1D1htary DCrsonnelon AF reserve personnel ma1Dtam and forward as prescnbed ID AFRs 35-44 and 168-4 
on retired AF general officers send to HQ AFMPC/ MPCDRR, and personnel on temporary Randolph AFB TX 78150 , 3 yearsd1sab1hty retired hst (TDRL) after year of last treatment 
on retired mihtary personnel retire to NPRC (MPR) 3 years after (exceot personnel ID rule 3) on dependents of military per- : vear of last treatment retire to NPRC (CPR) 2 years after sonnel (1Dclude dependents of year of last treatment retired m1htary personnel) on c1vtl1an employees retire records of employees trans-ferred to an AF activity w1thm the M1htary D1stnct of W ash1Dgton or to another activity w1th1D the federal service, and records of employees who are separated from the federal service, to NPRC (CPR) at the end of each calendar vear on foreign nationals dehver records ID a sealed envelope to the concerned alhed or neutral military 1Ddiv1dual on transfer to another AF base, on discharge from treatment, or on return to parent country follow1Dg tenn1Dat10n of traming, or dehver to the seruor member of a group repatnated, sub-1ect to cond1t1ons ID note 5on Amencan Red Cross per- send to Medical Director, Amencan sonnel Red Cross, WashlDgton DC 20006, 3vears after vear of last treatment on Coast Guard personnel on send to Commandant, US Coast active duty Guard, Wash1Dgton DC 20593, 1l vear after vear of last treatment on USAF Academy cadets send to Cadet Records, USAF Academy, for 1Dclus1on with the per-

tsonnel records, afer record IS com plete follow1Dg cadet's departure from USAF Academv on Peace Corps and State retire to NPRC (CPR) 1 year after personnel not covered ID rules Dept personnel, and all other year of last treatment 1 throu2h 9 1 destroy immediately (see note 7) 
destroy when proposed treatment has been completed and recorded on Dental Hea½th Record CSF 603l 
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TAI LE 162-1. OONTINVED I 

R A B C D 
uL If the records are orE pertain to consisting of which are then 

12 temporary dental used for exchangmg and re- destroy after all transcnpt1ons havehealth records ceiv1Dg treatment data from beett made on long-term records andanother dental facility have been m1ttaled by transcnb1Dgofficer-
13 used as a temporary recordpend1Dg amval of Field Rec-ord Grouo 
14 dental X-ray film exposed dental X-rays taken for evaluation, treat- hold as part of the Dental Healthment, and follow up care of Recorddental dtseases or oral man1-festatlon of svstemtc diseases-
15 1mt1al, full-mouth X-rays hold, so long as legible, as part ofthe Dental Health Record-
16 taken 1Dc1dent to hosp1taltzed 1Dclude with 1Dd1v1dual climcal rec-dental cases ords when reau1red-
-17 obta1Ded for other purposes, destroy when appropnate findmgsand determ1Ded to be of no are entered on 1Dd1v1dual's Dentalmore value Health Record 
18 Judged by a dental officer to hold ID a separate file, and destroybe of unusual 1Dterest or se when no longer usable or neededlected for teach1Dg or re-search oumoses-
19 umdentlfiable destrov 1mmed1atelyNOTES·Records dated before 1982 , which were retired to NPRC (MPR or CPR), are ID alphabetical sequence Records for 1982 and later, retired toNPRC (MPR or CPR), are ID numencal, termmal digit order, accompamed by the patient record retirement cards ID alphabetical order ID the firstbox of each accession Dental health records for D11litary personnel are destroyed 50 years after date of latest record Dental health records fornonm1htary persons are destroyed 15 years after date of latest record2. Receipts for dental records hand-earned to other medical fac1ht1es dunng the preced1Dg calendar year will be arranged m alphabetical sequenceand retired ID the last box of the dental records be1Dg retired for that year3 Nonm1lttary records pertam1Dg to deaths, dNorced spouses, and children who are no longer eligible for care may be retired at the end of theyear when change of status occurs4 If sponsor IS sttll assigned to the 1Dstallat1on, records of eligible family should be reta1Ded 1f the famtly are still ID the area and expect to receivecare at the fac1ltty, even though they did not receive care dunng the year L1kew1se, records for retired military personnel and their eltgtble famtlymembers, or eligible famtly members of active duty personnel who do not accompany the sponsor, should be retamed when 1t IS known that theystill reside ID the area and expect to receive care at the fac1ltty5 Before delivery of records to foreign nationals, screen records ID detail and remove all secunty 1Dfonnat1on, regardless of specific class1ficattonForward classified records to AFIS/INFOD for review and further transm1ss1on, 1f warranted, to the government concerned Forward records ofdeceased personnel directly topossible, forward them to HQ AFMSC/SGSB for trans1D1ttal to parent country If, for some reason, delivery of records to foreign nationals 1s not 6. A fire at NPRC (MPR) on 12 July 1973 destroyed approximately one million Master Personnel Records of AF personnel whose surnames begmwith the letters "Hu• through •z•  and who were discharged between 25 September 1947 and 31 December 1963 An add1t1onal 432,000 recordswere salvaged (No fire damage occurred to records of AF veterans whose surnames begm wtth the letters •A•  to "Hu•!6-) The destroyed recordscontam all 1Dduct1on and enltstment records, assignment and promotion orders, outpatient/health and dental records. and separation records. If1dent1fy1Dg mfiormatlon can be provtded (such as veteran's dates of service, urut or assignment), NPRC can venfy most of the facts about the •7member's 1D1litary service However, specific outpatient medical/dental data cannot normally be providedNPRC may destroy cliruc 1Ddex cards when encountered 

) 
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TABLE 162-2 IFAr.ILITY DENTAL RECOR!6-ll.'i: IR A B C D 
uL If the records are or 
E pertain to coDBisting of which are then1 dental appointments registers and appointment shps destroy when no longer needed 
2 dental attendance records for dental service repon data input destroy 3 months after subm1s-s1on of ret>On 
3 (RESERVED) 
4 dental services reonrts I Idestrov after 3 vears 
5 temporary dental pros- prosthodontlc prescnptlon and consultation re- destroy 6 months after inser-thetlc case reports quests not used to record local expemhtures of tlon of dental prosthesis precious metals, or winch show precious metal expenditure at another AF activity 6 dental registers of pre-c1ous metals and alloys registers and copies of prosthodontlc prescnptlons and consultation requests required as a voucher destroy I year after fiscal year cutolr., or on inactivation of for expenditure of precious metals activity after final inspection has been made and exceptions have been cleared 
7 tooth inventory man files closed out destroy I year after fiscal year agement cutolr., or on inactivation of dental fac1hty where a final inventorv has been made 
8 dental accreditation file cen1ficate that hospital dental service IS accredited propeny of the Council return the certificate promptly on Hospital Dental Ser- to CHDS on inactivation of vice (CHDS) dental fac1hty, revocation or other reason for tenmnatlon of accredited status -
9 accreditation gu1dehnes, dental service by-laws, destroy after I year or on in committee membership, minutes of hospital com- activation of dental fac1hty mittees. S"""!al tramina file and consultant hsts 

163. Veterinary Service. This table covers records pertairung to vetennary services and programs, including veten
nary food inspection, and health service. 

TABLE 163-1 IVETERINARY SERVICE IR A B C D 
uL If the records are or E pertain to consisting of which are then1 research arumal service records used for laboratory research at medical laboratones destroy S years after death of ammal or completion of re search effion or when no longer needed, wluchever is later 
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164. Aeromedical Evacuation. This table covers records pertairung to operation of aeromedical evacuation systems, 
mcluding movement of patients by air; aeromedical evacuation admmistration and operations. 

I TABLE 164-1 lAEI OMEDICAL EVACUATION RECORDS I 
R A B C D 
uL If the records are or E pertain to consisting of which are then1 patient air evacuation dally aeromed1cal patient evacuation reports and destroy after 3 monthsreports related papers concermng the ho)d1Dg and move-ment of patients withm the domestic aeromed1cal evacuatton system 2 patient transfer records Request for Patient Transfer or comparable forms ong1Dals file as a part of the medical used to record 1Dformat10n reqwred to transfer record accompany1Dg the patients from one military medical fac1hty to patientanother 
3 for local use destroy after patient has been transferred, or forms are no -

-
-

lomi:er needed 
4 Patient Evacuation Tag or comparable forms, con basic tag file as a permanent part of the s1st1Dg of the ship's record office tab, embarkation 1Dd1v1dual's clirucal record tab, and debarkation tab 
5 duplicate copy destroy on completion of local actton 
6 Patient Evacuation Mamfest or comparable forms destroy after I year 
- and supporting records used to list patients de-livered to the same offload terminal 7 Patient's Baggage Tag, or comparable forms, ID· destroy on delivery of bag-clud1Dg the patient's stub used when baggage 1s gage to the destmat1on med1-
-) moved together with the patient ID the same mili- cal treatment fac1hty tarv common earner 

8 patient transfer recommendations and authonza- destroy 3 months after trans-
-- t1ons fer of Datlent 

9e Panent Amval Notices at oversea commands destrov after 6 months 

-

167. Medical Logistics. This table covers records pertaming to a uniform system of property control under an 
1utomatic data processmg system and applies to all medical supply accounts supported by a B3500 computer. It 
:stablishes mechanized procedures for the requisition, purchase, rec:eipt, storage, issue, shipment, d1spos1t1on, stock 
::ontrol, identification and accountmg for medical matenel at AF act1vit1es. 

•TABLE 167-1 lBA! E MEDICAL STOCK RE CORD ACCOUNT 
R A B C D 
uL If the records are or E pertain to consisting of which are then 
1 medical matenel base medical stock record account data on magnetic destroy (delete) when no management system tape longer needed (MMMS) 
2 medical matenel edit records of transactions that were processed with medical matenel edit destroy 3 months after • 
-

lists 1Dvalid data as 1dennfied by specific error messages list, part I date", when no longer as of needed, or on assurance of correct computer process1Dg, whichever IS later 
3 medical matenel edit _, list, ;eart II 

) � excess error list 
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TAJ LE 167-1. CONTINUED I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

5 MEMO/MEMS edit 
hst 

6 tape control hstmgs mecharucally prepared hstmgs showing creation date destroy 3 months after • as of 
of last updated master file, last history file, last equip- dateu' 
ment master file, and last opening master file for use 
in the next orocessm2 cycle 

7 medical matenel mechanically prepared hstmgs of potential reqws1t1ons destroy 3 months after • as of 
requirements hsts date• ,  or when all items on 

hstmg are receJVed, can 
celled, or otherwise com-
oleted. whichever 1s later 

-
8 due in/due out records of all current due-m/due-outs and related destroy 3 months after • as of 

suspense hsts status documents dateu'II 
9 records of items requmng follow up follow-up alert hsts destroy when no longer- I Ineeded 

10 ootent1al follow-up hsts II-
11 medical matenel consohdated shipment hsts of items 

sh1ooed under one sluoment identification -
12 medical matenel contract morutors hsts of local pur - chase (LP) items in J:!Urchase order number seouence 
13 "BJ" Adjustment Status LJStmg, PCN N240020, 

(AAVB7M) 
14 medical matenel docu- mecharucally prepared accountable registers at bases operating destroy I year after close of 

' ment register prescnbed m AFMs 67-1 and 1 67-240 that reflect under B3500/4700 or FY to winch they pertain 
specific propeny transactions other standard mechan 

1zed medical matenel l 

system I 
15 medical matenel trans pans I, II  and III ( daily destroy after accuracy and I 

action register hsts) completeness of monthly 
transaction registers are 
venfied-

-
16 parts IV, V and VII destroy upon receipt of new 

( dailv hsts) cumulative hst. 
17 parts I, II and III destroy I year after close of 

(monthly hsts) records FY to which they pertain 
of transactions and bal-
ances for a specific 
month 

18 pan VI (monthly hsts), destroy 2 years after close of 
contammg records of FY to winch they penain 
transactions and bal 
ances for controlled 
substances under the 
Comprehensive Drug 
Abuse Prevention and 
Control Act of 1970 

19 cost center master IJSt mecharucally prepared IJStings of all vahd using destroy when superseded 
activities 

20 usmg activity fill rate mechanically prepared IJStings of medical and non- destroy I year after close of 
hst medical fill rate oercentages FY to winch they oenain 

-

I I 

-
21 medical matenel stock mechanically prepared hstmgs of item master records output from daily pro destroy 6 months after • as of 

status report reflecting asset data, requirement data, consumption cessmg date• ,  or when no longer 
and inventory data on which future requirements pro- needed, whichever JS later 
grams may be based 
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TAI LE 167-1. CONTINUED I 
R A B C D 
uL If the records are or E pertain to CODSISting of 
22 

23 pnme substitute cross- mecharucally prepared hstmgs showing pnme-sub reference bst st1tute relauonslut>S 24 war reserve matenel mechamcally prepared bstmgs of WRM projects, (WRM) stock status their levels, balances, and due m status work bsts 
25 WRM stock status renort 
26 WRM readiness bsts mechamcally prepared bstmgs of WRM projects showing overages and shortages 
27 medical inventory mechanically prepared bstmgs of dollar inventory strat11icat1on reoorts stratlficat1on of on hand and due-m assets 
28 high dollar issue bsts mechamcally prepared reports of cumulauve issues m descend1n2 dollar seQuence 29 reports of local pur mecahmcally prepared reports of issues of commercial chase items considered for stock bstmg action medical matenel ref- speclficat1ons, supply catalogs, pubhcauon indexes, and eaumment 2wdes erence records 

which are•as reqwred" reports thendestroy when no longer neededdestroy when superseded 
destroy when no longer needed 
destroy upon receipt of annu allv validated bst destroy when superseded, or no longer needed, wluchever 1s later destroy after I year 

destroy when superseded or obsolete 
31 medical custodian receipt records bstmgs and custodian requests/receipts that reflect authonzed eqwpment m use for each custodian custodmn copies destroy upon receipt of new bstmgs- account MEMO file copies destroy upon validation of new hstm2s 32-33 suspense copies destroy when no longer neededsource documents 1Ssue/turn-m records, sh1ppmg/rece1vmg records, destroy I year after close of property disposal turn m records, reports of survey, FY to which they pertain statements of charges, copies of collecuon vouchers retained by the property officer, DOD single !me release /receipt records, notice of lost or missing records, or other records which pertain to account able type transactions and contain a valid document number- catalog change actions, due m/due-out deleted record bst, due-ID/due-out reconc1bat1on hst, and any other document needed to support each entry or transaction on document re11:1sters excess reports records of excess reported or requested, and their destroy 3 months after •as of status date•, or when all excess actions have been completedw}uchever 1s later , 
37 dated item management dated item reconc1hat1on, dated item control, and destroy when superseded, ornonrotatable dated item bsts no longer needed, whichever1s later 
38 standard medical mechanically prepared inventory adjustments or destroy 2 years after close of matenel mventones accountable adjustment records used to adjust item FY to which they pertain - detail records balances 
39 10ventory control report PCN N240203, inventory count cards, inventory count bsts, item balance regis - ters used to orenare ad1ustment records 40 manual forms and cards associated with supply mven tory other than the standard medical matenel manage-ment svstem and used to record inventory balances 
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TAI LE 167-1. CONTINUED I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

41 b1eruual mventory of mechamcally prepared hstmgs or manual forms used destroy 2 years after close of 
controlled substances to certify mventory stock pos111on of drugs or other FY to wluch they pertain 

substances designated by the Bureau of Narcoucs and 
Dangerous Drugs as Schedule II, Ill, IV, or V con-
trolled substances 

-42 usmg acUvlty (cost registers and files mcludmg custody receipts, property destroy after 1 year 
center) property 15Sue and tum-in records, and other records reflecting 

transactions dunn2 the month 
43 temporary 15Sue r�e1pts used as temporary custody destroy or return to md1v1dual 

receipts on return of 0ro0ertv 
44 medical matenel sys- forms and related correspondence destroy after 1 year 

tems trouble rel!Qrts 
45 medical eqwpment machine hstmgs, supply support reports, and compar- destroy after 1 year, or when 

management reports able type reports relatmg to equipment survedlance, no longer needed, whichever 
control, 1dentlticauon, changes, accounung, red1stnbu- 1s later 
t1on. monetary obh1tat1ons etc 

46 custodian account files mdiv1dual files of personnel authonzed to receipt for destroy 1 year after becommg 
property and supphes, contauung current and non- superseded or obsolete 
current specimen signatures, name, grade, and cost 
center of custodian, and waivers granted for use of 
stamps when numerous repeuuve signatures are 
reowred 

47 financial reports medical matenel management reports, BMSO/BAFO destroy 1 year after close of 
reconcd1abon reports, tnal balance, operatmg state- FY to which they pertam. 
ments, special reports and analys1S, and other per-
bnent reports 

48 medical eqwpment work order repters destroy after 1 year- mamtenance 
49 work orders destroy when no longer 

needed -
50 machine hsbngs of bench stock balances used for destroy on receipt of new list-

spare parts management mgs for a valid daily/monthly 
0rocessm2 cvcle -

51 eqwpment h1Stoncal mamtenance file for items not trans- destroy on receipt of new 
ferred or donated reoort -

52 for items transferred destroy retained copies after 3 
or donated months -

53 contractor locator l!St destroy when sunerseded 

I TABLE 167-2 ! 
ME l>ICAL EQUIPMENT M, .INl"ENANCE TF.ST RECORDS 
R A B C D 
u 
L If the records are or 
E pertain to consistillJI: of which are then 

conducbv1ty test rec- forms recordmg tesung reqwred by Nauonal Fll'e destroy after 2 years 
ords Protection Assoc1auon Standard 56A 

2 leakage current test leakage current measurements, general and leakage applicable to eqwpment 
records current measurements, EKG forms remaminR m service 

1 

-
3 applicable to equipment destroy when eqwpment IS 

permanently removed removed 
from service 

4 defibnllator perform- DC defibnllator mspect1on forms apphcable to equipment destroy after 2 years 
ance test remammR m service -
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TA LE 167-2. CONTINUED 
R A B C D 
uL If the records are or E pertain to consisting of which are 
5 applicable to equipment removed from service 
6 audiometer cahbrat1on sound pressure level test data applicable to equipment records remainin in service 
7 applicable to eqwpment permanently removed from service 
TABLE 167-3 IME l>ICAL FACILITY EQi m•MENT REPORTING IR A B 
uL If the records are or E pertain to 
1 transaction reJect list 
2 transaction register 
3 tape control list 
4 cost center master hst ) 

R A 

uL If the records are or --E pertain to 1 medical matenel management system MMMS 
2 creation hsts 
3 tape control hsts 

) 

consisting of hstings of errors detected dunng computer processing of records of transactions that were mecharucally deter• mined to be invahd and were not processed or a message d1solaved to indicate incomolete master records registers containing reports of all valid transactions input to a processing cycle 
records showing creation date of last updated master, cost center and control file 
records of all valid act1V1t1es 

5 equipment reqwrement report of all durable supply and eqwpment items 1den-worksheet tified for use in the new fac!htv 
6 equipment purchase hst repon of items reqwnng procurement action and/or pro-Vides status of items due-in 7 dollar value recap1tula-tJon 
8 awred/in-use/available stora11:e in use installed and short report of the dollar value of all items reqwred, due-in, in warehouse space re-
g equipment installation reports of all items reqwnng installation and/or some .reawrement hst tvoe of utJlitv reau1rement 

10 master hst hst of all master records 
11  budgetary hst report of all financial data by item, type item and fiscal 

Vear 

I I•TABLE 167-4 MEDICAL WAR RESERVE ATERIEL WRM QUALITY ASSURANCE 
B 

consisting of medical war reserve matenel quahty assurance subsystem (MWRMQAS) data on magnetic tape 
1mt1al hstings received when activating MWRMQAS 
records of current tapes 

C 
which are 

C 
which are 

thendestroy when equipment IS removeddestroy after subsequent calibration IS com leted destroy when eqwpment 1.s removed 

D 
thendestroy after assurance of correct computer processing or when no longer needed. 
destroy on receipt and vali• dat1on of a complete master list.destroy upon receipt and vah-datJon of next processing cy-cledestroy upon receipt of new bstdestroy upon receipt and val-1dat1on of new hst 

D 

thendestroy (delete) when no longer needed 
destroy when no longer neededdestroy upon vahdauon of next hstin 
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TAllLE 167-4. CONTINUED I 

R A B C D 
u 
L If the records are or 
E pertam to consisting of which are then 

4 edit hsts records of mvahd transactions as 1dent11ied by error mes- destroy after corrections have 

II 

sages been processed and venlied, 
or when no longer needed, 
whichever IS later 

5 mspectlon and alpha- records of location of assets and management data destroy when superseded, or 
bet1cal hsts no longer needed, whichever 

1s later 
6 transfer action hsts records of relocation actions destroy when no longerl!

needed 
7 vahdatlon hsts records of dlff:erences between quantity on hand and destroy when superseded, or 

mventory code no longer needed, whichever 
IS later II 

l!

168. Medical Administration. These tables cover records pertaining to operation of medical treatment facilities, 
mcludmg hospitals, d1spensanes, chmc services, and pharmacies; and medical care for eligible ind1v1duals. 

I ITABLE 168-1 
GENERAL ADMINISTRATIV � RECORDS OF MEDICAL AcnvrrIES I 

R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

-1 medical services staff- reports reftectmg staffing data, used for budget at HQ USAF destroy after 5 years 
mg planmng and to vahdate manpower requirements 

2 conies other than rule I destrov after 3 vears. 
•3 nonavadab1hty state fac1hty copy of Umformed Services Medical at medical facilities destroy after 2 years. 

ments Treatment Fac1hty Nonava1lab1hty Statement 
(NAS) (DD Form 1251)  or comparable forms and 
related records used to authonze c1v1han medical 
services for orescnbed CHAMPUS benelicianes 

4 tlurd party hab1hty records accumulated as a result of the reportmg at medical fac1ht1es destroy I year after recon-
notice procedures to the staff Judge advocate under the c1hat1on with base staff 

Medical Care Recoverv Act (42 U S C  2651-3) 1ud11:e advocate's files. 
5 medical fac1hty mspec reports of mtemal samtary mspect1ons of medical reports of specdic prob- destroy on completion of 

tlon reports facdmes-such as 1nspect1on of wards, quarters, lems where correction of such action 
messes and food, barber and beauty shops delic1enc1es awmts budget-- ary or work order action 

6 reoorts other than rule 5 destrov after 3 months 
7 status reports of m- statistical reports and related papers pertammg to destroy after 5 years. 

active and surplus hos- status and capab1hty of mact1ve and surplus USAF 
Dltals hoso1tals and d1soensanes 

8 medical checkhst medical mvestlgator's check.list for casualties of destroy after 3 months. 
aircraft accidents 

9 ambulance emergency hospital alert mformatlon (aircraft/m1ssde crash) 
requests 

10 affihat1on agreements affihat1on agreements with c1v1han medical/tram- destroy when superseded, 
mg education 1nst1tut1ons and related records for obsolete or no longer 

I 
l l!

record/momtonng oumoses needed 
•11 patient or  chmcal serv- see table 168-12 

ice quest1onna1res/sur- I 
vevs 

•12 lme of duty determma- li.rst copy of AF Form 348 at medical fac1ht1es se! table 35-5, rule 8 I 
t1on Il! : 
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! TABLE 168-2 I 
NOTIFICATIONS AND ADMII" ISTRATIVE RECORDS PERTAINING TO INDI' !DUALS I 

R A B C 
u 
L If the records are or 
E pertain to consisting of which are 

1 very senously 111 re- copies of Report of Very Senously Ill, Removal at registrar offices 
ports from Very Senously Ill Roster, or other compar-

able reports 
2 very senously di roster Roster of Very Senously Ill, or comparable rost-

ers 
3 clearance sheets checkhst of clearance of personnel, mchcatmg at hospitals 

turn back of property, return of books to hbrary, 
and comoarable clearances 

4 leave requests requests by patients for formal leave dunng hos-
p1tahzat10n 

5 mtervenmg illness copies of reports subm.1tted to Justify, because of 
statements 11lness, noncompliance with assignment orders, 

orders to active dutv, or other orders 
6 spectacle ISSUe and cards or records md1catmg the d1agnos1s and 

receipt records for type of spectacles prescnbed, and recordmg the 
repeat refracture cases receipt for spectacles issued, mcludmg spectacle 

issue card and soectacle receipt 
7 (RESERVED) 
8 (RESERVED) 
9 (RESERVED) 

10 CHAP (Cluldren Have CHAP case files cons1Stmg of records, such as 

--- a Potential) program referrals evaluations and counsehniz 
11  renort.� reou1red b v  MAJCOMs 

) 11.1 CHAMPUS (C1v1han CHAMPUS case files (copies) m oversea areas serviced 
Health and Medical by AF approvmg author-
Program of the Uru- 1t1es 
formed Services) 

12 medical warnml!: tall: reauest for issuance of tal!S at embossm11: fac1ht1es 
*13 hospital mc1dents or 

unusual occurrences 

! TABLE 168-3 
AD .nNISTRA TIVE PATIENT RECORDS I 
R A B C 
u 
L If the records are or 
E pertam to consisting of which are1= 
1 register of patients books or similar volumes contammg Register of with and without chrucal 

Patients forms on which reg15ter numbers are record hbranes 
assigned m numencal sequence to patients admit• 
ted to a medical facility 

2 master mdex of patients cards used as a nommal mdex to all patients ad-
m1tted to a medical treatment facility, mcludmg 
related forms accumulated at Army hospitals 
before transfer of 1unsd1ct1on to AF 

3 locator cards for hos- cards contammg patient 1dentmcat1on data (not to at mformatlon desk- p1tal patients mclude master mdex of patients) 
4 at other locat1ons 

) 

D 

then 

destroy on d1spos1t1on or 
death of patient 

destroy after 3 months 

destroy on return of patient 

destroy after 6 months 

destroy after 3 years 

I I  
I I  
I I  

destroy 2 years after closmg 
date 
destrov after I vear 
destroy 5 years after end of 
FY to wluch they pertam 

destrov after I vear 
see table 168-12 

D 

then 

hold for 50 years at facility 
and then destroy, 1f facility 1s 
deactivated, retire to NPRC 
(MPR) to be retamed until 
SO-year penod has expll'ed 
(see note) 
destroy when medical facility 
1s mactlvated or placed on 
standby status ( see note) 

destroy 3 months after dis-
DOSltlOn of Patient 
destroy after I month or 
when no longer needed, 
whichever IS sooner 
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T ABI E 168-3. CONTINUED 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

5 ad1I11ss1on and d1spo- ad1I11Ss1on and d1spos1t1on hsts or s1m1lar consoh destroy after I year 
Slt!On dated reports of patient action-such as ad1I11s 

s1ons. d1Snnco1t1ons. mterward transfers 
6 chrucal record cover copies of the chrucal record cover sheet, and chru at hospitals without elm- destroy after 5 years or when 

sheets cal record narrative summary for all completed 1cal record hbranes fac1hty IS mact1vated, pro 

II 

cases and for cases disposed of by transfer V1ded the Register of Patients 
(see table 16�) IS ava!lable 
for the penod covered by the 
records to be destroyed; oth-
erw1se hold and destroy when 
fac1htv 1s mactivated 

•1 occupational therapy md1v1dual record used to 1dent1fy each patient destroy after I year 
treatment record who receives occuoatlonal theraov 

8 consent forms md1v1dual authonzat1ons for influenza 1mmuruza- completed pnor 1983 destroy after 5 years 
tlons 

8.1 completed m 1983 and file ID the patient's Outpatient 
later Record 

9 emergency room reg- books, ledgers or s11I11lar volumes used to record destroy after 5 years 
1Sters patient identification, date and time of arnval, 

comnlamt d1Snos1t1on and time of denarture 

NOTE WD-MD Forms 52 and WD-AGO Forms 8-24, arranged ID alphabetical order, should have been retired to NPRC (MPR), thos, 
arranged m numencal sequence should have been destroyed 

I TABLE 168-4 I 
CLINICAL RECORD! I 
R A B C D i 
u 
L If the records : 
E are or pertain to consisting of which are then 

1 chmcal records ch1ucal records of US m1htary personnel, 1Dclud- without chrucal record h retire to NPRC (MPR) I year after 
(see note I)- mg retired (except as provided m rules 5, 6, 8, 8 I ,  branes annual cutoff' 

8 2), AF cadets and OSI agents 
•2 with chrucal record h- retire to NPRC (MPR) 5 years after 

- branes or at the special 
treatment center 

annual cutoff' or on mact1vat1on of 
chmcal record hbrary or hospital 
(see notes 2 and 3) 

3- chmcal records of nonm1htary personnel (except as without chrucal record h retire to NPRC (CPR) I year after 

•4 

-
provided ID rules 5, 7, 8, 8 I, 8 2) 

-

branes 
with chrucal record h-
branes or at the special 
treatment center 

annual cutoff' 
retire to NPRC (CPR) 5 years after 
annual cutoff' or on mact1vat1on of 
chmcal record library or hospital 
l <see notes 2 and 3) 

5 - cl101cal records of patients (IIllhtary and non1I11h 
tary) transferred to another IIllhtary medical fac1l 
1tv 

with and without clm1cal 
record hbranes 

forward as prescnbed by AFR 
1 68--4 

6 - cluucal records of!'pabents transferred to a Vet• 
erans Adnumstrat1on hospital 

with and without clm1cal 
record hbranes 

transfer (1Dclud1ng X-rays) to the 
VA hospital WI.th the patient (see 
note 4) 

7 - chmcal records of Amencan Red Cross personnel with and without cluucal 
record hbranes 

send to Medical Director, Amencan 
Red Cross, Wash1Dgton DC 20006, 
at end of each month 

8 

--
chrucal records of Coast Guard personnel, with or 
without cl1D1cal record hbranes 

on active duty officers I year after cutoff', send to Com-
mandant 0-PO, US Coast Guard, 
Washmiuon DC 20593 
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T ABL ' 168-4. CONTIN JJ-D I 

R A B C D 
u 
L If the records 
E are or pertain to coasisting of which are then 

8.1 on acuve duty enlisted 1 year after cutoff", send to Com-
- personnel mandant G-PE, US Coast Guard, Wash1m1:ton DC 20593 

8.2 on reserve officers/ en- 1 year after cutoff'., send to Com-listed personnel mandant G-RA, US Coast Guard, - Wash1D11:ton DC 20593 (RESERVED)_,L_ 

---
-
-1!L (RESERVED\ 

11 climcal records of Veterans Adnwustrauon bene- without climcal record Ii- rettre to NPRC (MPR) 1 year after fiCJarJes branes annual cutoff" 
12 with climcal record Ii reure as provided ID rule 2branes or at the special treatment center 

•13 climcal records of NATO m1htary personnel and with and without climcal deliver ongmal records (1Dclud1Dg their dependents (1986 and later for dependents) record libranes X-ray film and medical exam1DaUon reports) ID a sealed envelope to the 1Dd1v1dual concerned on transfer to another AF base or retum to parent country following term1nat1on of - trmmnsr (see table 168-5 note 6) 
•14 climcal records of foreign nauonal military per without climcal record Ii- reure as provided 1n rule 3sonnel except NATO, non-military foreign branesnauonals, their dependents, and dependents (pnor 1986) of NATO m1btary personnel -•1s with climcal record librar- rettre as proVJded ID rule 4.  1es or at the speaal treat-ment center 
16 !1Y;;SER VED) 17 duplicate 1Ddex cards ID alphabeucal order with climcal record Ii- retire with the cl1D1cal records to of paUents branes which they perta1D (see note 2) (nominal 1Ddex) 
18 registers of pa- see table 168-3, rule 1t1ents 
19 field medical US Field Medical Card or sumlar form used ID ongmals file ID patient's chmcal records cards field 1dentmcat1on of casualttes for further med-1cal care -

t20 duplicates destroy afer 1t has served as a ba515 for preparauon of pauent's record and anv required notdicat1on acuon. 
•21 fetal momtor without climcal record rettre to NPRC (CPR) 1 year after stnps (see note libranes llannual cutoff" ID register number - I) sec1uence I 
•21.1 with climcal record reUre to NPRC (CPR) 5 years after libranes l lannual cutoff" ID register number sequence I 
•22 fetal momtor without climcal record reure 1 year after annual cutoff" ID locator cards libranes l l alphabetical order with fetal momtor - (see note 1) stnos to which thev oerta1D. I 
•22.1 with climcal record reure 5 years after annual cutoff" ID libranes alphabeucal order with fetal momtor stnos to which thev oertam IINOTES1 Climcal records of paUents whose cases are completed by return to duty, death, separation or retirement from the service, absence without leave or desertion, or discharge from the medical treatment factl1ty (in cases of nonmtlltary personnel) are placed ID an 1Dacuve file after entnes have been venfied 
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320 AFR 12-50 Vol II 30 October 1987 a In hospitals without cllrucal records llbranes, arrange the 1Dact1ve files alphabetically by patients' last names and group as follows (I) US military, 1Dclud1Dg retired and AF Academy cadets (2) All others Cutoff' inactive file annually and establish a new file as of I Januaryb In hospitals with cllmcal record llbranes, mamta1D cllmcal records ID register-number sequence c Cllmcal records perta1D1Dg to IIlllltary personnel are destroyed 50 years after date of latest record, cllrucal records perta1Dmg to nonmilitary patients are destroyed 25 years after date of latest record Cllmcal records for active duty personnel treated at Public Health Service medical facd-1t1es are retired to and destroyed by GSA Regional Federal Records Centers (see attachment 2) 50 years after date of last treatment, however, address requests for medical records to the facility where treatment was received 2 ThJS applies to cllrucal record library hospitals only Retire cllmcal records ID register-number sequence ID the two categones prescnbed ID note I (see also rules 2 and 4 ). Each category of cllmcal records 1s accompamed by an alphabetical llst1Dg or 3 x 5 cards, m alphabetical �equence, 17which contain the patient's name (last, first, IIllddle m1ual), register number, and SSN (or service number) as a m1rumum where applicable (see rule ) Smee cllmcal records are retl.red m register-number sequence, 1t 1s essential that the related nom1Dal mdex file be renred for reference purposes m the first box of each accession at the records centers •3 EXCEPTIONS USAF Regional Mechcal Center Clark, retire 3 years after annual cutoff', USAF Regional Medical Center Keesler, retire 4years after annual cutoff' 4 If VA returns the record, file 1t under its register number and retire as provided m rules I, 2, this table 
I TABLE 168-5 IHEAi TH. OUTPATIENT. ANl )  PSYCHIATRIC CLINIC RECORDS I 

R A B C D 
u 
L If the records are or E pertain to consisting of which are then1 health records of active health record folders contauung rec- mamtam and forward as prescnbed ID duty military personnel ords of dental and mechcal care, m- AFRs 35-44, 162-1, 168-4 (USAFA cadets) (see clud1Dg accounts of outpatient treat-notes I 2 7) ment (see AFR 168-4) 1.1 health records of AF ma1Dta1D and forward as prescnbed ID reserve oersonnel AFRs 35-44!6-. 168-4•2 medical health records medical health record folders as nonmilitary personnel (ID- retire to NPRC (CPR) 2 years after year for other than acnve prescnbed ID AFR 168-4 contalDlng clud1Dg dependents of re- of last treatment (except as provided m duty military personnel records of outpallent treatment, and tired military personnel) rules 3, 6, 7, 7 I, 7 2, 8, 8 I, 9 and 9 I)(notes I, 2 ,  3, 5)  receipts for outpatl.ent/dental records, (see notes 5 and 9) hand-earned to other mechcal fac1ll-ties-

-
•3 c1v1llan employees retire records of employees who are separated from the federal service to NPRC (CPR) m an Employee Medical Folder along with the Official Personnel Folder 
4 and AF personnel on tem-retired AF general officers retire to HQ AFMPC/MPCDRR, Ran-dolph AFB TX 78150, 3 years after year porary d1sab1llty retired of last treatment list (TDRL) 5 other retired military per- retire to NPRC (MPR) 2 years after sonnel vear of last treatment (see note 5) 5.1 dependents of retired IIllll- see rule 2tarv nersonnel 
6 Amencan Red Cross per- send to Medical Director, Amencan sonnel Red Cross, Washmgton DC 20006, 3vears after vear of last treatment 7 on Coast Guard active I year after year of last treatment, send duty officers to Commandant G-PO, US Coast Guard Washme:ton DC 20593 -7 .1 on Coast Guard active I year after year of last treatment, send duty enlisted personnel to Commandant G-PE, US Coast Guard Wash1D2ton DC 20593 -7 .2 on Coast Guard reserve I year after year of last treatment. send officers/ enlisted personnel to Commandant G-RA, US Coast Guard, Wash1D2ton DC 20593 
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T ADJ E 168-5. CONTINUED R A B C D 
u 
L If the records are or 
E pertam to consisting of which are then•s NA TO nuhtary personnel deliver ongmal records m a sealed and their dependents (I 986 envelope to the md1v1dual concerned on and later for dependents) transfer to another AF base or return to 

- parent country followmg termmat1on of tramm11: (see note 6) 

-

•s.1 foreign national nuhtary retire as provided m rule 2personnel except NA TO - (1986 and later) 
9 Veterans Admm1strat1on retire to NPRC (MPR) I year after year benefic1anes of last treatment 
u USAF A cadets after record 1s complete followmg ca• det's departure from USAF A, send to Cadet Records, USAF Academy, for mclus1on with the oersonnel records 9.2 cbruc mdex cards 3 x 5 mdex cards removed from the arrange m alphabetical order and ret.Jre Nonunal Chruc Index file at time m the same shipment as outpatient correspondmg outpatient records are records bemg reared for that year transferred or retired 10 psych1atnc treatment detailed psych1atnc notations of con- nuhtary personnel retire to NPRC (MPR) 2 years aftero 

-
records sultat1on, tests and treatment, mam- year of last treatment (see notes 1 and- tamed m the psych1atnc chruc 11 nonnubtary personnel retire to NPRC (CPR) 5) 2 years after year of last treatment (see notes 1 and 5) 12 USAF A cadets-graduates retire to NPRC (MPR) 5 years after 

- year of last treatment, retam at NPRC for an additional 45 vears. then destrov ) 12.1 USAF A cadets-d1sen- retire to NPRC (MPR) 5 years after rollees year of last treatment, retam at NPRC for an additional 20 years. then destrov 13 child advocacy m mental health chrucs l l retlre to NPRC (CPR) 2of last treatment (see notes years after year 1 and 5) 14 DD Form 2486, at HQ USAF/SGPC destroy after 5 yearsChild/Spouse Abuse l lIncident Reoort 15 emergency room treat- copies of SF 558 (medical record- at emergency rooms destroy after 2 years (see note 8) ment emerl!:encv care and treatment) I I16 emergency room con- ll see table 168-3, rule 9trol reJZJster NOTES•1 Outpatient and psych1atnc treatment records for n11htary personnel are destroyed 50 years after date of latest record Outpatient, psych1atnc treatment and child advocacy records for nonnuhtary patients are destroyed 25 years after date of latest record C1v1han employees' health records are destroyed 30 years after date of latest record, unless longer retention penods are reqmred by Regulatory Agencies such as Occupat1onal Safety and Health Adnurustratlon, Nuclear Regulatory Comnussmn (CFR Title 10!6-. Part 20 ), and Environmental Protection Agency Upon separation of the c1v1han employee, the ongmal pre-employment physical, d1sab1hty retirement, and fitness for duty exammat1ons are to be filed m the Employee Medical Folder 2 Records dated before 1970 which were retired to NPRC (MPR or CPR) are m alphabetical sequence Outpatient records for 1970 and later, retired to NPRC (MPR or CPR) per rules 2, 3, 5, 9, are m numencal, termmal d1g1t order Effective 1 January 1972, shipments to NPRC (MPR or CPR) are accomparued by a file of clm1c mdex cards m alphabetical order m the first box of each accession These cards are an mdex to all outpatient records transferred and retired dunng each calendar year (see AFR 168-4 , chapter 12!6-)3 Receipts for outpatient/dental records hand-earned to other medical fac1ht1es dunng the precedmg calendar year will be arranged m alphabetical sequence and retired m the last box of the outpatient records bemg retired for that year •4 RESERVED5 Records of personnel assigned to the mstallatlon and ehg1ble family members still m the area should be retamed 1f they expect to receive care at the fac1hty, even though they did not receive care dunng the year L1kew1se, records for retired m1htary personnel and their ebg1ble family members, or ebg1ble family members of active duty personnel who do not accompany the sponsor should be retamed when 1t 1s known that they still reside m the area and expect to receive care at the facility 
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0 6. Before delivery of records to NATO and foreign national personnel, screen records ID detail and remove all security 1Dformat10n. regardless of 
specific class1ficat1on Forward classified records to HQ AFIS/INFOD for review and further transm1ss1on, 1f warranted, to the government con
cerned Forward records of deceased personnel direct to HQ AFOMS/SGSB for transmittal to parent country If, for some reason,  delivery of 
records 1s not possible, forward them to the parent country through the appropriate US Defense Attache Office hsted ID AFR 1�. chapter 1 5 .  for 
unclassified matenal 
7 A fire at NPRC (MPR) on 12 July 1 973 destroyed approximately one rmlhon Master Personnel Records of AF personnel whose surnames begm 
with the letters "Hu" through •z•  and who were discharged between 25 September 1 947 and 3 1  December 1963 An add111onal 432.000 records 
were salvaged (No fire damage occurred to records of AF veterans whose surnames beg1D with the letters •A•  to "Hu"!) The destroyed records 
conta1Ded 1Dduct10n and enlistment records, a5Slgnment and promotlon orders, outpatlent/health and dental records, and separation records If  
1dent1fy1Dg mformat1on can be provided (such as veteran's dates of service, urut of assignment), NPRC can venfy most of the facts about the 
member's rmhtary service However, specific outpatient medical/dental data cannot normally be provided 
8 The 2-year penod may be determmed by cutt1Dg off at the end of the 2-year calendar cycle and holdmg for one year, or by monthly 1Dcre
ments, dependent upon local pohcy For example, records for the calendar year 1979 would be destroyed ID January 1982, or, 1f records are 
retamed on a monthly basis, January 1979 records would be destroyed ID January I 9 8 1 .  If files are mamta1Ded on a daily baslS, records may be de 
stroyed at the end of the 2-year cycle for that day 
� Nonm1htary personnel mclude such groups as nonrmhtary foreign nationals and dependents, dependents of foreign national m1htary personnel, 
except NATO, and dependents (pnor 1986) of NATO m1htary personnel. 

I TABLE 168-ii 
MEI JC..t. T  STATISTICAL. AND RELATED REPORTS I 
R A 
u 
L If the records are or 
E pertain to 

1 report of patlents 

-
2 

......._ 
2.1-
2.2 

3 chrucal record cover 
sheets 

3.1 chmcal record code 
sheet 

4 chmcal reference m-
dexes of diagnoses, - operauons, and deaths 

5 

6 clm1cal record cover 
sheet tabulations (not 
chrucal reference m-
dexes of diagnoses, op-
erat1ons, and deaths 
( see rules 4 and 5)......._ 

6.1-
6.2-

..Q. 
6.4 

7 health tables, charts, 
and stat1st1cal reoons 

B 

consisting of 

Report of Pauents (AF Form 235 senes) wluch 
provides current data on vanous aspects of med1-
cal workload and capab1hty 

monthly mach1De tabulations of data obtamed from 
reoon of oat1ents 
annual machine tabulations of data obtamed from 
reoort of oauents 
copies for stat1st1cal purposes 

machme hstmgs, supplemented by Clm1cal Refer-
ence Index cards 

monthly and penod1c mach1De tabulations of data 
obtained from the chrucal record cover sheets 

annual machme tabulauons of data obta1Ded from 
the chmcal record cover sheets (mcludes computer 
programm1Dg spec1ficat1ons, ADP-user hfe cycle 
records, and data element and codmg manuals not 
oubhshed as AF manuals) 
data concerrung disease rates, bed ut1hzat1on, 
workload etc for local oro2rams 

C 

which are 

at HQ USAF and 
MAJCOMs 

below MAJCOMs 

at HQ AFMSC 

at MAJCOM Surgeon 
Generals 

at hospitals with chmcal 
records hbranes 

at hospitals without chm-
cal record hbranes 

at hospitals with chmcal 
records hbranes 

at hospitals without elm-
1cal record hbranes 
at MAJCOMs 

at HQ!AFMSC 

NOTE Records retention beyond 50 years reqwres special authonzauon by SAF/AADAQ 

D 

then 

destroy after 3 years or when 
fac1hty 1s macuvated. which-
ever 1s sooner 
destroy after 2 years or when 
fac1hty IS macuvated, which-
ever 1s sooner 
destroy after 5 years 

destroy after 50 years 1f no 
longer needed ( see note I )  
destroy after 6 months 

destroy after 10 years, or 
when fac1hty 1s inactivated. 
whichever 1s sooner 
destroy after 5 years, or 
when fac1hty 1s macuvated, 
whichever 1s sooner 
destroy after 10 years, or 
when fac1hty 1s mactlvated 

destroy after 5 years, or 
when fac1htv 1s inactivated 
destroy when no longer 
needed 
destrov after 3 vears 
destroy after 50 years 1f no 
longer needed (see note 1 )  

l ldestroy when no longer 
needed 
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TABLE 168-7 
PHARMACY RECORDS I 
R A 

I I 

u 
L If tbe records are or 
E pertain to 

1 prescnptlon records 

2 stock records 

3 controlled substances 

4 receipts, d1Sbursements, 
and mventones of con 
trolled drugs 

5 bulk orders of noncon-
trolled dru2s 

6 mspect1on of drugs and 
b1ololllcals 

7 bulk compoundmg 

-
8 

9 mpatlent d1Spensmg 
records 

) 
10 reports, surveys and 

reviews 

TABLE 168-8 I 

B 

consistiJlg of 

DD Form 1289, DOD Prescnptlon, AF Form 
781 Multinle Item Prescnotlon 
AF Form 582, Pharmacy Stock Record 

AF Form 579, Controlled Substances Register 

receipts of ISSue from medical supply and bulk 
drug orders for narcotics, ethyl alcohol, whiskey, 
brandy, wme, and all drugs, as well as mventones 
of dru"� 

monthly repons of mspect1on of ward and cliruc 
dru2 stocks 
AF Form 2380, Pharmacy Manufactunng Control 
Data; AF Form 2382, Pharmacy Bulk Compound 
m11: Chronolo11:1cal Control Lo11: 
AF Form 2381 ,  Pharmacy Master Formula 

med1cat1on profiles, mcludmg AF Form 3067, 
Intravenous Record and AF Form 3069, Med1ca 
tlon Admm1Strat1on Record 
drug utilization reviews, quality assurance, nsk 
management reports, adverse drug reactions and 
other srec1al reDOns 

MEI IICAL SERVICE ACOOI: �T AND PROPERTY REOO RDS I 
R 
u 
L 
E 

A 

If tbe records are or 
l!!rtain to 

1 medical service ac-
counts-

1.1 

2 patient's fund account 
books 

3 records of patients star-
mg valuables 

B 

consisting of 

copies of cash collection vouchers or sun.liar 
forms, used for medical resource management pur-
J:!QSes 
supportmg receipts listed on cash collection 
vouchers 
ledgers, .JOUmals, and related records constituting 
an aud1table set of records to account for patient's 
funds deposited for safekeepmg 

records penammg to patients funds and valuables 
deposited for safekeepmg, such as Record of 
Patient Stonng Valuables (AF Form 1053), 
Envelope for Stonng Patient's Valuables (AF 
Form 1052), Patient's Effects Storage Tag, and 
any similar records 

C 

which are 

at pharmacies 

C 

which are 

·at medical treatment 
facilit1es 

D 

then 

destroy after 3 years. 

destroy 3 years after last 
entry 
destroy 2 years after last entry 
OD sheet 
destroy after 3 years 

destroy after I year. 

destroy after 3 years or when 
no longer needed, whichever 
IS sooner 
destroy when superseded, ob-
solete, or no lon11:er needed 
destroy after I year or when 
no longer needed, whichever 
IS sooner 
destroy when no longer 
needed 

D 

then 

destroy after 2 years 
(EXCEPTION see table 
175-2) 
destroy after 3 years (see 
note) 
destroy 2 years after the close 
of the FY to which they per 
tam (EXCEPTION· when 
clearance 1s required under 
circumstances outlined m 
table 175-2, destroy I year 
after evidence of clearance IS 
secured) 
destroy 18 months after close 
of the FY to which they per-
tam (EXCEPTION when 
clearance IS required under 
circumstances outlmed m 
table 1 75-2, destroy I year 
after evidence of clearance 1s 

) secured) 



324 AFR 12-50 Vol II 30 October 1987 

T Al LE 168-8. CONTINUED I 
... 

R A B C D 
u 
L If the records are or 
E penain to consisting of which are then 

4 patient's property rec- property shps, tags, receipts, and smular records destroy 6 months after depar-
ords which are a record of the receipt and return of pa- ture of patient 

t1ent's propenv. except funds and valuables 
5 treatment of pay pa Repon of Treatment Furrushed Pay Patients- destroy 4 years after close of 

t1ents Hosp1tahzat1on Furrushed (Part A) (DD Form 7), FY (see table 177-1S) 
Repon of Treatment Furnished Pay Patients-
Outpatient Treatment Furrushed (Pan B) (DD 
Form 7a), repons of hosp1tahzat1on and outpatient 
treatment, of VA, Bureau of Employees Compen-
sat1on benefiClarles and similar renons 

NOTE These records must be readily available for audit Pnmary d1spos1t1on for destroying these records IS table 177-1S,  rule 4 

I ITABLE 168--9 
HOSPITAL ACCREDITATION AND HOSPITAL MEMBERSHIP RECORDS I 
R A B C D 
u 
L If the records are or 
E pertain to CODSISting of which are then 

1 certificates of accred1ta certificate that hospital 1s accredited by the Joint at hospitals reaun the certificate promptly 
tlon Commission on Accreditation of Hospitals to JCAH on inactlvallon, re-

(JCAH) ductJon to dispensary status, 
revocation, or any other rea-
son for termination of accred-
1tat1on. 

-
2 accreditation survey re reports of presurvey mspect1ons by MAJCOMs, destroy when no longer 

ports and records apphcat1on for survey, survey reports of JCAH, needed. 
and related corresnnndence 

3 copies of JCAH survey reports and related corre- at HQ USAF /SG 
st>Ondence 

4 accred1tat1on references Hospital Accred!tat1on References, Bulletins of the at hospitals destroy when superseded or 
JCAH, other information on current accred1tat1on hospital's accred1tabon status 
requirements IS terminated through inacb-

vabon or reduction to d1spen-
urv status. 

5 Amencan Hospital records pertalrung to membership in AHA, survey destroy after S years or when 
Assoc1at1on (AHA) reports, and related records supeneded, whichever IS 
memberslup sooner 

I TABLE 168-10 
NURSING SERVICE RECO s I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 nursing supply records Central Nursing Supply Issue Record (AF Form at hospitals destroy 1 month after items 
S80), or comparable forms have been recumed and 

records 
2 nursmg service repon Nursing Service 24-Hour Report (AF Form S 87), 

or comparable forms 
3 ward reports statistical reports or listings of ward patients, such destroy after 3 months. 

as dally and weekly patient census, patient 
strenlrth reoorts. and ward natlent rosters 

operating room sched register or ledger contaming information on the cfestroy after S yearsI Iules for each da 
4 
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TAI LE 161H0. CONilNUE > I 
R A B C D 
u 
L U the records are or 
E pertain to consisting of which are then 

5 hsts of operations scheduled for the next day destroy when no longer 
needed 

6 stenhzer testmg docu forms md1catmg the efficiency of stenhzen destroy after 2 years 
mentat1on 

Medical food service records are created in the operation of medical food service activities. They consist of records 
used in menu planning; purchasing, storing, and issuing food supplies; production and service of meals to bed patients 
and dining room patrons; accounting for money from the sale of meals; accumulating workload data; and in the man
agement of clinical dietetics. 

TABLE 168-11 I 
MEDICAL FOOD SERVICE RECORDS I 

IR A B C D 
u 
L U the records are 
E or pertain to consisting of which are then 

1 work schedules Medical Food Service Work Schedule (AF Form destroy after I year 
2578), Datly Absentee Record (AF Form 2581), 
and Medical Food SerVJce Dally Work Assign-
ment (AF Form 2577) 

2 m-serv1ce trammg destroy when no longer 
needed 

3 workload data Diet Census (AF Form 2573), Diet Consultation destroy after 2 yean 
Record (AF Form 2576), and mformat1on copy of 
Medical Food Cost Report (AF Form 541)  

4 receipts for controlled Request for Issue or Tum-m (DD Form 1 150), destroy after I year, prov1dmg 
forms Hospital Invoice/ Receipt/ Account Receivable reqwrements of table 175-2 

Record (AF Form 1 127), copies of Ration Earn- have been met. 
mgs Record (AF Form 544) and for climes sup-
ported by Base Food Service, copy of Dmmg Hall 
S1R11llture Record (AF Form 1 3 39) 

5 food purchasmg, con Advance Orders, SubSIStence Requests (AF Form destroy after I year, unless 
trol, stonng, ISSumg, 287), Tally In-Out (AF Form 129), and Food needed for operational pur-
and food cost data Purchase/Use Record (AF Form 1 742), and poses.

extended copies Food Issue Record (AF Form 
543) 

6 menu planmng Regular and Therapeutic Hospital Menus, Menu 
Planner and Analysis (AF Form 2580), Therapeu 
tic Worksheet-Breakfast (AF Form 2495), Thera-
peutlc Worksheet-Dmner/Supper (AF Form 
2496) 

7 food production and Outpatients' and V1s1ton' Meal Log (AF Form destroy when no longer 
service 2563), Medical Food Service Cash and Forms needed. 

Receipt (AF Form 2570), Recipe Populanty 
Record (AF Form 2571), Meat/Salad Worksheet 
(AF Form 2575), Baker's Worksheet (AF Form 
2574), Diet Worksheet (AF Form 2486), Food 
Temperature Chart (AF Form 2582), Cooks 
Worksheet (AF Form 679) 
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TAI LE 168-11. CONTINUE!'> I 
R A B C D 
u 
L If the records are 

E or pertain to conslstina of which are then 

8 climcal d1etet1cs Diet Record (AF Form 1041). Therapeutic Menu 
Patterns, copies of Selective Menu (AF Form 1737 
and 1739), Therapeutic Menu (AF Forms 1738 
and 1740), Soft, Bland 4,  Fiber Restncted (Selec-
t1ve) (AF Forms!'2493 and 2494), Dental Soft-T&A 
Soft (AF Forms 2483 and 2484), Ped1atnc (AF 
Forms 249!'1 and 2492), L1qwd (AF Forms 248R 
and 2482), Calone Restncted (AF Forms 2499 and 
2500), Diabetic (AF Forms 2479 and 2480), Bland 
(AF Forms 2489 and 2490), Sodium Restncted 
(AF Forms 2478 and 2485), Modified Fat (AF 
Forms 2497 and 2498), Hyperlipoprot1enem1a Diet 
2/D1et 4 (AF Forms 2487 and 2488), Nounshment 
Order (AF Form 2568), Nounshment (AF Form 

--
2579), Nutntlonal Assessment (AF Form 2572) 
and Nutntlon History (AF Form 2569) 

9 Diet Order (AF Form 1094) and Diet Order l ldestroy afiter I year 
Chanize (AF Form 2567) 

I •TABLE 168-12 
ME DICAL QUALITY ASSUJ; ANCE RECORDS 
R A B C D 
u 
L If the records are or 

E pertain to consisting of which are then 

1 committee meetings minutes of the quality assurance and nsk manage- at medical treatment fac1I destroy after 4 years 
and c1v1lian peer ment (QA/RM) oomm1ttee, executive committee, 1t1es (MTFs) 
reviews medical stalf and facility wide committee, and 

c1v1han peer reviews ...... 
2 copies d QA/RM com- destroy after 1 year, or when 

1D1ttee and c1v1han peer no longer needed, whichever 
review 1D1nutes at MAJ IS later 
COMs/SG 

3 professional credentials records of pract1t1oner's formal education, training, ad verse action files destroy 8 years after pract1 
review files of medical cl1mcal expenence, and physical, moral and ethical t1oner separates from the ser-
and dental stall' mem- character, and acuv1t1es concerning climcal vice 
bers, and alhed health pnvlleges- care practitioners 

4 non adverse action files destroy 5 years after practl-
t1oner separates from the ser 
Vice 

5 patient or chmcal ser patient's op1mon of the quality of care received destroy after 1 year, or when 
vice quest10MlllJ'es/ and/or services rendered no longer needed, wlnchever 
survevs IS later 

6 medical fac1hty statements, with supporting data, winch report destroy afiter 4 months. 
incidents accidents inconsJStent with routine medical facility 

operation or patient care and winch estabhsh 
follow up remedial actions 

7 quahty assurance prob- continuing and supporting records of the assess destroy after 2 years, or when 
lem status ment, action, and follow up which IS accomphshed [[no longer needed, wluchever 

related to identified problems IS later 
8 occurrence screening checkbsts 1denufymg specific potentially important identify vahdated pos1nve estroy after 1 year, or when 

results of medical or surgical treatment occurrences rno longer needed, whichever- IS later 
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TA LE 168-12. CONTINUED 
R A B C D 
u I I I 
L If the records are or 
E perta10 to consisting of which are then 

9 identify no validated pos1- destroy after 3 months 
t1ve occurrences 

169. Medical Education and Research. This table covers records pertaming to professional papers and medical 
research. 

I TABLE 169-1 
ME DICAL EDUCATION AN D RESEARCH I 
R A 
u 
L If the records are or 
E perta1D to 

1 medical research and 
exoenmental case files 

2 pro�ess1onal papers 

3 aeromed1cal research 
data 

•4 cont1Du1Dg health edu-
cation (CHE) program 

) 

B 

consisting of 

records of work ID process or completed, and ID· 
d1v1dual oart1c1oat1on records 
reports of expenmental studies or research earned 
out at hospitals 

records for planmng and documentmg CHE 
activities certified as Category I by the 
AMA/PRA 

C D 

which are then 

retire as permanent to 
WNRC. 
reta1D at medical fac1hty for 5 

ll!years, retire as permanent to 
WNRC 

at USAF School of see table 80-3 
Aerospace Med1cme ll!
(USAFSAM) 

destroy after 6 years. II 
170. Comptroller. These tables cover records pertammg to the overall direction and supervision of comptroller func
tions, including budget, accounting and finance, statistics, auditing, program analysis, and progress analysis. They 
also include data on cost accounting for base civil engineer (BCE) activities in the area of real property management, 
such as utilities, fire protection, sanitation and custodial services, maintenance, improvements, and construction. 

I ITABLE 170-1 
PROGRAM CONTROL FILl<S I 
R A 
u 
L If the records are or 
E pertmn to 

1 financial management 

2 mtemauonal affairs 

3 umform commutation 

B 

consisting of 

reports, studies, correspondence, and related data 
that serve for control purposes ID develop1:ng or 
1morov1Diz comotroller systems oro11:rams 
agreements or arrangements, special studies, 
reports, correspondence, and related data that 
reflect on A1r Force part1c1pat1on ID mtemat1onal 
affairs oro11:rams 
commutation rates, umform conversions, reports 
and vouchers on commutations funds 

. 
C D 

which are then 

destroy when superseded, ob-
solete, or no longer needed 

at HQ AFROTC destroy after 2 years II 

) 
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TABLE 170-2 ICOST ACCOUNTING FOR BASE CIVIL ENGINEER ACTIVmEs IR A B C D 
uL If the records are E or pertain to consistmg of which are then1 cost accountmg reports, such as matenals and supphes used, base at civil engmeer activities destroy 3 years after accounts civil eng1Deers' cost ledger, cost reconc1hat1on, are cleared, provided any schedule of costs, monthly vehicle reports, JOur- needed corrective action has nal voucher, comparable forms, and related been accomphshed accord1Dg papers and bills, cost reports, work sheets; to table 175-2 expenditures of funds for the repwr, ma1Dte-nance, operation, management, and preservation of real property fac1ht1es to mclude refunds and reimbursements, forms pertammg to off'-reservation housmg and rental accounts such as request for issue or tum-m of household items, cash collection vouchers, pubhc voucher for refund, daily statement of operations, dwly cash register mach1De tapes, and md1v1dual tenants' folders1.11.2 (RESERVED)2 
3 

172. Budget. These tables cover records pertaining to the preparation, analysis, justification and control of the Air 
Force budget for appropnated funds; funding of approved programs and pro�ects w1thm appropnat1on; analyses of 
appropriations and expenditures m companson With budgeting estimates and obJect1ves; and furnishing of budgetary 
advice and guidance. 

I TABLE 172-1 IBU >GET ARY ANALYSES. S : IMM -'IHES AND SPECIAL STUDIES IR A B C D 
uL If the records are or E pertain to consisting of which are then 

1 analyses mterpretatlons and analyses of Executive Orders, retire as permanent (see note) statutes, other government pohc1es, regulations and mstructlons, correspondence, reports, and related records (such as cross-serv1cmg and JOtnt-serv1cmg agreements) that reft.ect on negotiations and consummations of 1Dterdepartmental and mter-agency agreements alf'ectmg budgetary respons1bli-1t1es 
2 summanes and special special pncmg exerc1Ses, proJects, workmg group at HQ USAF destroy 2 years after FY ID studies reports, correspondence, and related data winch created (EXCEP-

TION when records are needed for Justrlicatlon or other purposes, chart 2-1, item 5, apphes) ..,__ 
3 at MAJCOMs and below 
4 1Dternat1onal balance of form reports, studies, analyses, work sheets, corre-payments forecasts spondence, and related data that reft.ect estimated DoD expenditures ID foreign countnes for national m1htary construction (mclud1Dg OAF personnel exoend1tures)..,__ 
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T..\eRLE 172-1. CONTINUEI I 

R A B C D 
u 
L If the records are or 

E nertain to CODSistillll: of which are then 

5 source documents, feeder reports and supporting destroy when superseded, ob 
data that reflect estunated DoD expenditures m solete or after 2 years, which 
foreign countnes for national m1htary construction ever JS sooner (EXCEP 
(mcludmg DAF personnel expenditures) TION when records are 

needed for JUSt1ficat1on or 
other purposes, chart 2-1, 
item 5, aoohes) 

NOTE. OIiier to National Arcluves m 5-year blocks when latest record 1s 25 years old 

I ITABLE 172-2 
R'-IeIM"-TES AND FINAN"' ' PLANS I 
R A B C D 
u 
L If the records 

E are or nertain to consisting of which are then 

1 development records that document the fonnulat1on, develop- at HQ USAF and retire as permanent (see note) 
ment and establJShment of approved budgets and MAJCOMs 
financial plans, such as letter d1rect1ves from 
lugher authonty (lugher AF echelons, Office of 
Secretary of Defense, Office of Management and 
Budget, and congressional appropnat1ons comrnit 
tees), operating budget forecasts, wluch include 
foreign currency budgets, minutes of working 
groups, and committee meebngs, approved budget 
estimates, financial plans, reports, Justification data, 
correspondence, and related mfonnat1on -

2 below MAJCOMs destroy 2 years after FY m 
wluch created (EXCEP 
TION when records are 
needed for Just1ficat1on or 
other purposes, chart 2-1, 
item 5 aoohes) -

2.1 at other than budget destroy I year after the close 
offices of the FY to wluch 1t per 

tams 
3 call for estimates the "call" for estunated budget authonzat1ons, destroy 2 years after close of 

advices of allocation, suballocat1on and allotments, the FY m wluch appropnated 
the transfer of funds, reunbursements and other funds are obhgated (EXCEP-
fiscal transactions, with correspondence, reports, TION when records are 
manual stat1st1cal IJStmgs, mechanized runs, and needed for JUSt1ficauon or 
related data other purposes, chart 2-1, 

item 5 . aoobes) 
4 congressional heanngs correspondence, budgetary statements, forms, at prepanng offices and retire as permanent (see note). 

reports, transcnpts, inserts for heanng records, are not included m pub 
budget estimate instructions, and other related hshed congressional hear-
backup matenal that are or reft.ect data furnished mg records 
congresS1onal appropnat1ons committees dunng 
budgetary heanngs -

5 pubhshed m congresS1onal destroy 2 years after FY m 
heanng records or are wluch budget heanngs are 
furnished monitonng ac held or when no longer 
t1v1t1es for use dunng con needed, whichever IS later 
gress1onal budgetary hear-
lnQ.S 

) NOTE Oll'er to the National Arcluves m 5-year blocks when latest record IS 25 years old 
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TABLE 172-3 
FUNDING RECORDS I 
R A 
u 
L If the records are or 
E pertain to 

1 apportionment 

2 

3 allocation and allot-
ments 

4 program proJCCt and 
appropnat1on control 

s mdustnal management, 
stock and workmg 
funds 

-
6 

7 foreign military assJSt• 
ance appropnat1on and 
fundmg 

-
8 

9 military construction 

,___ 
10 

B 

consisting of 

form reports showmg Air Force requests, Office of 
the Secretary of Defense and Office of Manage-
ment and Budget approvals, with Justification data, 
correspondence and related papers 

reports, studies, worksheets and similar support 
documentatlOn, accountability ledgers and other 
accountmg media pertammg to the disbursement 
of public funds peruwung to annual, multiple 
and/oreno-yeareappropnatlons 

funding folders, approved budget and financial 
plans, program authonzatlons, budget author-
1zat10ns, apportionments, allocations, d1Stnbut1on 
schedules, status reports, and supportmg docu 
ments for momtonmr obl11rat1ons of the funds 
apportionment requests, fundmg charters and fi. 
nancllli plans, audit reports, budget authonzatlons, 
allocations, expenditure proJectlons, c1v11ian per-
sonnel analysis data, with correspondence, anal-
vses and related mformatlon 
source documents, feeder reports and support data 

records that reflect on the procurement, allocation 
and allotment of multiple and/or no-year appropn-
atJOn trust funds, trammg and grant aJd appropna-
uons, such as correspondence, reports, studies, 
analyses, accountability ledgers and other account-
mg media with budget authonzatlon, allotments, 
and related financial data 
source documents, feeder reports and support data 

budget authonzatlons, advices of allocation, sub-
allocations aJld allotments, maJor construction pro-
gram vouchers, program bsttngs, estimates, 
approvals, control documents, correspondence, 
analyses, and related data 

C 

which are 

at HQ USAF 

at MAJCOMs and below 

at HQ USAF/ 
MAJCOMs/maJor subor 
dmate commands 

at HQ USAF/ 
MAJCOMs/maJOr subor-
dmate commands 

at HQ USAF 

at MAJCOMs and maJor 
subordinate commands 

I I D 

then 

destroy when no longer 
needed, but not later than 20 
years after FY m which 
created 
destroy 2 years after FY m 
which created (EXCEP-
TION when documents are 
needed for Just1ficat1on or 
other purposes, chart 2- 1 ,  
item 5 .  aoolles) 
destroy 2 years after close of 
the FY m which appropn-
atlon was made available for 
obligation, or on recetpt of 
not1ficat1on of liquidation of 
funds 

destroy when no longer 
needed, but not later than 20 
years after FY m which 
created 

destroy when superseded, ob-
solete, or 2 years after close 
of the FY m which funds 
were made av&lable for obll-
e;atJon 
destroy when no longer 
needed, but not later than 20 
years after FY m which 
created 

destroy when superseded, ob-
solete, or 2 years after close 
of the FY m which funds 
were made av&lable for obll-
gauon, or on receipt of 
not1ficat1on of funds 
destroy when no longer 
needed, but not later than 20 
years after FY m which 
created 

destroy I 5 years after receipt 
of not1ficat1on of liquidation of 
the funds 
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T Al LE 172-3. CONTINUED 
R 

u 
L 
E 

If the reco

pertain to 

A 

rds are or 

11  

u Deutschemark con-
structlon 

-
13 -
14 

15 statistical control data 

I !TABLE 172--4 
em >GET REPORTS I 
R A 
u 
L If the records are or 

E nPrtAin to 

1 appropnatlons status 
reponsq 

-
2 

3 (RESERVED) 
4 RCS repons 

s ADP management m-
formation system, com-
puter systems program 

I 

B 

consisdng of 

source documents, feeder reports and suppon data 

advices of allocations, suballocatlons and allot-
ments, mcludmg reports on the Deutschemark, 
Defense Suppon and Occupation Cost Fund, 
analysis of appropnat1on status by activity, proJect 
and/or Deutschemark act1v1ty, with correspond-
ence and related data 

source documents, feeder reports and support data 

daily machme hstmgs of billings and w1thdrawals, 
daily object codes, project cumulative hstmgs, 
card control records. and comparable control data 

B 

of 

end of fiscal year annual repons reftectmg an 
analysis of the status of appropnatlons by operat-
mg agency code, project and/or activity, with 
corresPOndence and related data 
all other reports with correspondence and related 
data 

reqwred reports used to prepare budget estimates, 
financial plans, adjustments and rev1s1ons thereto, 
for postmg appropnatlon registers, and generally 
to monitor fundmg authonzat1ons, co1I1II11tments, 
obhgat1ons m1t1at1ons, disbursements and other 
fiscal transactions not covered elsewhere m the 
172-senes tables 
budget supponmg data computer system pro-
gram (CSP}-! ,  card summanes and master files 
used to suppon the fundmg requirements mcluded 
m the President's bud11:et 

C D 

which are then 

destroy when superseded, ob-
solete. or 3 years after close 
of the FY m winch funds 
were made available for obh-
gatlon, or on receipt of 
notification of hqwdat1on of 
the funds, wlnchever 1s apph-
cable. 

at HQ USAF destroy when no longer 
needed for reference. but not 
later than 20 years after FY m 
wluch created 

at MAJCOMs and maJor destroy 15 years after receipt 
subordmate commands of notification of hqwdatlon of 

the funds 
destroy when superseded, 
obsolete. or 3 years after close 
of the FY m winch funds 
were made available for obh-
11:atlon 
destroy after I year or when 
no longer needed, wlnchever 
1s later 

C D 

wh,i-h a•.a th.an 

destroy after 5 years 

destroy 3 years after the end 
of the fiscal vear 

I I  
destroy when superseded, ob-
solete or after 2 years, winch-
ever 1s sooner (EXCEP-
TION when records are 
needed for just1ficat10n or 
other purposes, chan 2-1,o 
item 5. apphes) 

at HQ USAF destroy after 7 years 
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173. Cost Analysis. This table covers records pertaining to the policies, principles, and mstructions for perf.ormmg 
cost analysis throughout the Air Force, mcluding cost mformation systems, planning factors, cost analysis methods 
and procedures, cost estimating, and cost estimate tracking, and Life Cycle Cost. 

I TABLE 173-1 ICO IT RECORDsl 
R A B C 
u 
L If the records E are or pertain to consisting of which are 
-

1 cost est1matmg reports, analyses, correspondence, and related data at HQ USAF and relat1onsh1p/cost factor which provide a chronology of O&M appropna- MAJCOMsprogram t1ons costs by omaruzat1on and oroiuam element 
2 suppon documents, data processmg cards, stat1st1-cal tabulations, and other workmg papers -
3 below MAJCOMs 
4 cost mformat1on contract cost-data summanes, functional cost hour at AFSC, ASD, ESD, 
- reports (CIR) reports, progress curve repons, FY functional SAMSO and sumlar cost hour repons, comparable reports, and organizationscorrespondence 

5-
6 md1V1dual program data files relating to CIR at HQ USAF and HQ renortma: rellwrements AFSC 

D 

then 
tdestroy afer 10 years or when no longer needed 

destroy when superseded, ob-solete, or after 2ever 1s sooner years, which-
destroy after 1 year, or when superseded, obsolete, or no loniter needed destroy paper records when converted to computer mput data 
store computer mput data m ADP data banks destroy after the acqu1sltlon ohase of each 11ro11:ram 

•175, Auditing. These tables cover records pertaining to the policies and procedures for auditing Air Force 
accounts, mcluding internal audits of accounts and records covering military property, sales, appropnated funds, 
nonappropriated funds, real property, Air Force control system, industnal audits, verification of accountmg and 
finance officers' accountability, and surveys of accounts and records of contractors. Thls senes includes procedures 
for processmg audit reports and tracking and following up on audit reports. 

*TABLE 175-1 IINTERNAL AUDIT A "'1D CONTROL RECORDS IR A B 
uL If the records E are or pertain to consisting of 
-1 mstallatlon- mstallat1on reports of audit level audits 

2 

-
-3 , retamed copies of mstallatlon repons of audit 
-

5 -
6-

C D 
which are thenat act1vltles havmg custody of destroy with the records to records audited which thev oertam held by mstallat1on commanders or destroy 2 years after all manage audit focal pomts and mtermed1ate or ment actions have been com-MAJCOM OPRs or audit focal pleted provided delic1enc1es have oomtsother management copies 
at Audit Agency area audit offices 

at Audit Agency MAJCOM representative offices 
other Audit Agency copies 

been corrected (see table 17 5-2) destroy when all useful purposes have been served destroy 5 years after close of FY m which ISSued, provided management actions and audit followup have been completed and all useful purposes have been served (see note) destroy 1 year after all manage-ment actions have been com-oleted-(See table 1 75-2) destroy when all useful purposeshave been served 
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TAI LE 175-1. COl'( J u.i l r.t;D I 

R A B C 
u 
L If the records are or 
E penaln to consiltiDg of which are 

audit programs and workmg paper files at Audit Agency area audit offices 7 

-8 commander's audit commander's audit program reports of held by mstallat1on commanders or 
program audit their staff' 

9 at Audit Agency area audit offices 

-
10 audit oroirnms and workm2 oaper files 
11 pubbc accountant pubbc accountant reports of audit at nonappropnated funded acuv1ues 

audits of nonap-- propnated fiunds 
12 held by 1Dstallauon commanders or 

audit focal pomts and 1Dtenned1ate or 
MAJCOM OPRs or audit focal 
oomts -

13 other management copies -
14 at Audit Agency area audit offices 

-
15 at Audit Agency MAJCOM 

representative offices t ) -
16 other Audit Agency copies 

-17 centrally directed Air Force reports of audit at act1v1t1es hav1Dg custody of 
audits records audited 

18 held by MAJCOM or Air Staff' 
OPRs/OCRs and associated audit 
focal pomts -
other mana2ement conies _!!_ 

20 at Audit Agency programm1Dg d1v1-
SlODS 

-
21 at other Audit Agency activities 

-
audit programs and working paper files at Audit Agency programm1Dg d1v1-

s1ons 
22 

-
at Audit Agency area audit offices 23 

D 

then 

destroy after 3 years provided all 
management acuons and audit 
followup have been completed 
and all useful purposes have been 
served (see note) 
destroy after all useful purposes 
have been served 
destroy I year after the FY ID 
which the report was issued pro-
v1ded audit followup has not 
Deen requested 

destroy when next pubbc 
accountant or Audit Agency 
reoort IS ISSUed 
destroy 2 years after all manage-
ment acuons have been com-
pleted provided defic1enaes have 
been corrected (see table 175-2) 
destroy when all useful purposes 
have been served 
destroy after next pubbc account-
ant or Audit Agency report of 
audit IS ISSUed 
destroy I year after all manage-
ment actions have been com-
oleted (see table 17 S-2) 
destroy when all useful purposes 
have been served 
destroy with the records to 
which thev oertam 
destroy 2 years after all manage-
ment actions have been com-
pleted provtded defic1enc1es have 
been corrected (see table 175-2) 
destrov when no lon2er needed 
destroy 5 years after close of FY 
ID which 155ued, provided 
management actions and audit 
followup have been completed 
and all useful purposes have been 
served (see Note) 
destroy I year after management 
actions and audit followup have 
been completed provided all use-
Cul ournoses have been served 
destroy after all management 
actions and audit followup have 
been completed provided at least 
3 vears have elaosed (see note) 
destroy after all mstallauon 
management actions and local 
audit followup have been com-
pleted provided at least 3 years 
have elaDSed (see note) 

https://COl'(Ju.il
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T..ll LE 17�1. CONTINI ED 
R A B C I I 

I 

L If the records are or 
E pertain to consisting of which are then 

24 audit control and data as to account or funds audited, at Audit Agency area audit offices destroy after 5 years 
planrung penod of audit, resources planned or 

expended, locations and time of audit, 
and statistical or audit planrung mfonna 

"""""""' uon and correspondence 
25 at Audit Agency Directorate of 

"""""""' Onerauons 
26 at other Audit Agency act1v1t1es destroy when mfonnat1on 

becomes noncurrent and no 
lon.,,er has anv useful nurpose 

27 Department of reports of audit at act1v1ues havmg custody of destroy with the records to 
Defense (DOD) 
Office of Inspector - records audited wluch they pertam 

General audits 
28 - held by MAJCOM or Air Staff 

OPRs/OCRs and associated audit 
destroy 2 years after all manage-
ment actions have been com-

focal nomts l nleted <see table 175-2' 
29 at Audit Agency Directorate of destroy 5 years after the close of 

- Operations the FY of issue provtded all use-
ful numoses have been served 

30 - held by the AsS1stant Auditor Gen 
eral 

destroy 2 years after all manage-
ment actions have been com• 
nleted 

31 other management or Audit Agency destroy when all useful purposes 
COPies have been served. 

32 management track report of audit trackmg summanes, at bases, MAJCOMs, or Air Staff d_estroy 2 years after all manage 
mg and status 
reportmg- RCS. DD-IG(SA) 1574 reports, and 

supporting records 
offices and assoC1Bted audit focal 
pomts 

ment actions have been com-
pleted provided all useful pur-
1 � have been served 

33 at Audit Agency Directorate of destroy 2 years after management 
Operations and programmmg d1v1 actions and audit followup have 
SIOns been completed provtded all use-

ful pumoses have been served """""""' 
34 at Audit Agency MAJCOM destroy I year after management 

representative offices and held by the actions have been completed. 
AssJStant Auditor General 

NOTE· Reports of audit and related audit workmg papers will not be held longer than 6 years unless the audit report contams mfonnatlon mvolv
mg the pecuruary hab1hty of md1v1duals, amounts due any agency of the federal government, or htlgatlon to wluch any agency of the federal 
government JS a party In such mstances, destroy records after subsequent audit reports disclose claims have been settled and/or all legal action 
(mcludmg appeals) has been completed and a total of 6 years has elapsed Since the onginal audit report was issued 

TABLE!'17�2 I 
REf'ORDS SUBJECT TO �UDIT OR INSPECTION (SEE NOTF.S) I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

•1 audit unaudited accounts or records for wluch the located at or controlled by dispose of as provided m tables 
s.--,tfied retention nenod has elapsed Air Force activities covenng the records -

•2 accounts or records for wluch the specified reten• 

- bon penod has elapsed and audit report(s) dis 
closed no defic1enc1es 
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TAI LE 175-2. CONTINUED I 
R A B C D 
u 
L Ir the records are or 
E pertain to consisting of which are then 

•3 accounts or records when audit repon(s) disclosed retain the audit repon and the 
deficiencies involving momes owed to the US records for 2 years after the 
Government the repon issuance, then 

dispose of as provided in 
tables covenng the records, 
provided all collection actions - are comoleted 

•4 accounts or records when audit report(s) disclosed retain the audit report and the 
defic1enc1es which involve suspected fraud, records for 2 years after the 
falstficat1on of documents, or cnmmal conduct repon issuance, then dispose 

of as provided in tables cover-
mg the records, provided all 
litigation (including appeals) 
and d1sc1plinary action 1s com-
oleted 

•s invest1gat1ons of GAO, accounts, records, supponing records and working retain the audit report and the 
DOD, or AF " hotline• papers not covered by rules 3 and 4 records for 2 years after the 
allegations repon issuance, then dispose 

of as provided m the tables 
covenntz the records 

I T e\BLE 175-3 
RErORDS HELD FOR GEN 'RAL ACCOUNTING OFFICE (GAO) AUDIT I 
R A B C D 
u 
L If the records are or ) E pertain to consisting of which are then 

1 site or comprehensive onginal money accounts, vouchers, contracts, and send to HQ AFAFC/DAD 
audit by GAO their supponing records that are or have been where they will be retired to 

audited by GAO the Denver Federal Archives 
and Records Center (F ARC) 
to be disposed of per table 
177-5 (see note 2 below) -

2 records in rule I that are unaudited, held over 3 
years from closing date of last penod audited (see 
note I )  

NOTES 
If unaudited records present a storage problem within the 3-year hold penod, submit a request for transfer approval through the Command 

Records Manager (RM) to HQ AFAFC/ DAD 
2 For shipping instructions see chapter 7 

176. Nonappropriated Funds. These tables cover records pertaimng to the admirustration of and accountmg for 
nonappropnated funds (NAF}: 

a Records of the Air Force Aid Society, Boy Scouts of America, women's clubs, and other such activities which 
have no official status with the AF are not official AF records. Therefore, thIS directive does not apply. 

b The Air Force Welfare Board admirusters the Atr Force Central Welfare Fund, the Central Membership Asso
ciation Fund, and such other nonappropriated funds directly assigned to the Board. Related records of operational 
matters concerning personnel management, financial management, and funding controls are covered m the followmg 
tables Retam records subJect to audit or mspection until cleared for disposal by the commander. 

c D1spos1t1on of Air Force Base Exchange records 1s governed by AAFES Manual 5-1. 

) 
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TABLE 176-1 I 
NAF ADMINISTRATIVE MANAGEMENT RECORDS I 

R A B C D 
u I I 
L If the records are or 
E pertain to CODSISting of which are then 

•1  h1stoncal files a charter, articles of agreement or constltutmn and at the Air Force retire as permanent ( see note) 
bylaws, minutes of meetmgs, agenda, pohcy directives, Welfare Board at 
program authonzat1ons and changes thereto, reports, HQ<AFMPC 
studies, charts, maps, and correspondence relatmg 
thereto that provide a chronology of NAF program-
mmg and operations from the mcept1on of an mstrumen-
tahty through to the d1scontmuance of an act1v1ty or the 
d1ssolut1on of a fund -

• 1.1 at all other N AF destroy 7 years after d1ssol u-
act1v1t1es t1on of NAF mstrumentahty -

•1.2 records m rule I that are changes to pohcy d1rect1ves, destroy when no longer 
program authonzat1ons, and/or background and suppon needed 
oaoers 

2 mspectton reports mspecttons conducted by command reqwrements or as destroy on d1scontmuance of 
directed by higher authonty an activity, or fund, wluch-

ever IS sooner 
3 orgamzatmnal charts separate chans outhnmg m detail each segment of the 

NAF or.11:amzat1on .._ 
4 supponmg data, pertinent changes, and related corre- destroy when no longer 

soondence needed. 

*NOTE Oft'er to the National Archives m 5-year blocks when latest record IS 25 years old 

Table 176-2 has been renumbered Table 40-7. 

TABLE 176-3 I 
NAF PINANCIAL MANAG 'MENT I 

R A B C D 
u 
L If the documents are 
E or pertain to consisting of which are then 

•1  budgetary data merchandise, payroll, profit/loss, cash flow, and at NAFFMB as a result of destroy after 5 years 

- capital expenditure budgets monthly, quanerly, or 
yearly budgetmg practices 

2 data on advanced approvals of expenditures for 
fixed assets, such as authonzat1ons for improve-
ments, additions to bwldmgs, purchase and ID 
stallatmn of eau1oment etc -

2.1 copies of documents descnbed in rules I and 2 at NAF act1v1t1es destroy after I year or when 
no longer needed, whichever 
1s sooner 

3 financial statements statements (mcludmg consolidated), reports of at prepanng activities destroy after 5 yean- and reports audit and of insoecttons above base level 
4 monthly and quanerly statements and repons, at prepanng act1v1t1es at destroy after 4 years 

with substant1at10g data base or umt level -
4.1 at other than prepanng destroy when no longer 

act1v1t1es needed 
5 worlang papers and other suppon data relatmg to destroy when no longer 

statements and repons m rules 3 and 4 needed 

-
mformattonal copies of umt fund statements and at other than prepanng -reports, with related correspondence (mcludmg act1v1t1es- retamed coo1es of oreoanmz act1v1tv reoons) 

6 
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TABJ E 176-3. CONTINUEI 
R 
u 
L 
E 

A 

If the documents are 
or pertain to 

6.1 

-
6.2 

7 claims 

8 board proceed1Dgs 

9 NAF custodian cer 
t1ficate 

-
u 

10 IDSUrance 

-
11 

12 loans and grants 

13 1DVestments (govern-
ment or government 
agency secunt1es) 

14 general ledger 

15 Journals, registers 
and ledgers 

-
15.1 

work1Dg funds 16 

( ) -

I 
B 

consisting of 

computer hstmgs of command 1Dput compnsed of 
edit, error, out-of-balance and discrepancy data 
used for 1Dternal orocess1Dg 
monthly and quarterly consohdated command 
reports, such as statement of financial cond1t1on, 
statement of IDCOme and expense, NAF statement 
of employee census and other related data for all  
fund categones, e g , welfare, membership, rev-
enue oroduc1Dll and soec1al funds 
reports of 1Dc1dents, support1Dg and background 
evidence, wnh related correspondence that reflect 
on the loss of funds, accidents, entnes/om1ss1ons ID 
official records, m1htary disc1plmary actions and/ 
or cnm1Dal actions 
reports, support1Dg data, and related correspond-
ence that relate to NAF losses and 1Dvest1ganons 
thereof 

memorandum receipts of cash, other negotiable 
1Dstruments, certificates of IDVentones of assets and 
hab1ht1es assumed by a temporary replacement or 
successor custodian 

property, group hfe, accident and health, theft, 
burglary/robbery, money and secunty, Workman's 
Compensation and Employer's L1ab1hty, F1dehty, 
reqwred for 0rotect10n of all N AF assets 
control registers which provide a detailed record 
of all pohc1es and self-lDSUrance owed that are also 
used to compute the charges to be amortized each 
month 
requests for loan/grant, legal IDStruments (contract 
or agreement), and related control data used for 
control of oavments made, balances due, etc 
sav1Dgs bonds, treasury notes, bills, bonds and cer-
nficates, and documents used to negotiate transfer, 
reissue, deposit, and for redemption of the secun-
ties used for control of payments made, balances 
due. etc 
ledger sheets ID account1Dg books of final entry 

basic books of accounts where1D all classes of 
transactions are ong1Dal1y recorded general Jour-
nals, cash receipts, Journals, check registers (cash 
disbursement Journals), voucher registers (accounts 
payable ledgers), recumng or clos1Dg Journals, 
11a:z:roll Journals 
dally/monthly transaction mach1De cards 

reports, bank checks (tnphcate copy), petty cash 
vouchers (duplicate), and copies of bank deposit 
slips 

C 

which are 

at HQ AFMPC 

at HQ AFAFC and HQ 
AFMPC 

with financial management 
officers 

at NAF act1v1t1es 

record copies at 
NAFFMB reflect1Dg all 
deposits, reimbursements, 
and a runmng balance of 
cash ID the bank 

D 

then 

destroy after 4 months 

destroy after 5 years 

destroy 4 years after claim 1s 
settled or otherwise closed 

destroy after 3 years (EX-
CEPTJON when data 1s 
needed to support a claim, 
rule 7 aoohes) 
destroy 12 years after change 
of custodian 

destroy I year after change of 
custodian 
destroy 4 years after exp1ra-
t1on, d1scont1Duance of the 
protection, or hqu1dat1on of 
the fund whichever 1s sooner 
destroy after 2 years 

I I
destroy 5 years after exp1-
ration, cancellation or termi-
nation of loan or iuant 
destroy 5 years after transfer 
or hqu1dat1on of the secunty 

destroy after 6 years, 3 
months 
destroy after 3 years 

destroy 45 days after neces-
sary reconethat1ons are m�de 
with 0ert1Dent records 
destroy after 4 years or on 
hqu1dat1on of the funds, pro-
v1ded a term1Dal audit 1s satls-
lied, 1f d1screpanc1es are 
1DVOlved, see table 1 75-2 
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TABLI 176-3. CONTINUEE 
R A B 
u 
L If the records are 
E or perta1D to coDS1sdng of 

16.1 

17 monthend work1Dg records of bank (CDP) reconc1llauons, and other 
papers audit work1Dg papers used for detailing general 

ledizer control account balances 
•ts daily reports reports of detail merchand1Se, cash, sales, food, 

service, etc , with sales slips, cash register tapes, 
reg15ter adJustment, charge, credit transfer, retail 
pnce change, cash receipt vouchers, and other 

- related records 
•1s.1-

AFR 12-50 Vol II 30 October 1987 

C 

which are 

copies at prepanng acuv-
1t1es 

record copies reflect1Dg ID 
summary a repon on cash 
and charge sales used to 
support entnes on the con-
solldated dailv reoort 
all other copies 

II D 

I 
then 

I
destroy 1 20 days after month 
oreoared 
destroy after 2 years 

destroy after 4 years, pro 
v1ded account 1s clear 

destroy 1 20 days after month 
prepared 

consolidated da1ly reports record copies used to sup- destroy after 3 years, pro-
port entnes ID cash v1ded account 1s clear 
receipts Journals and for 

-
•t9.1 

20 
21 

-
(RESERVED) 
accounts receivable 

21.1 

22 prepa1d expense (de-
ferred charge) 

23 

-
disbursements 

24 

•25 - open mess guest 
checks 

ind1v1dual subs1d1ary records of amounts due the 
fund, and supponing documents 

accounts control data used to determ1De charges to 
be amon1zed each month reflect1Dg the balance of 
an expenditure earned forward to be wntten off' ID 
one or more follow1D1Z oenods 
checks, separate accounts payable vouchers with 
supporting purchase orders, rece1v1Dg repon in-
voices, petty cash vouchers that reflect on pur-
chases of merchandise, suoolles and services 
checks ID payment of proceeds of loans or other 
receivables 
copy of guest check that reflects on food and bev 
erage items purchased or charged by member or 

post1Dg the subsuhary 
accounts receivable ledger 
all other copies 

office of record copies re 
flect1Dg merchandise sale 
on credit basis 
copies at us1Dg act1v1t1es 
other than the office of 
record 

destroy 1 20 days after month 
prepared

I I  
destroy after 4 years, pro-
v1ded the account 1s clear 

destroy 1 20 days after month 
prepared 

destroy after 2 years 

destroy after 4 years 

destroy when loans or re 
ce1vables are closed 
see table 2 1 5-6 

•2s.1-
•26 
•27 - bingo 

copy of guest check that reflects on package 
bquor sales 
latchen coov of izuest check 
signature sheets and other pertinent data 

•27.1 

•28 - mach1De reports vendmg and amusement machine reports, re1m-
bursement slips, slot mach1De Jackpot receipts 

•21.1 

record copies reflect1Dg 
pnzes awarded and related 
transactions 
all other copies 

record copies reflect1Dg in-
comes from vanous ma-
chines 
all other copies 

destroy after 2 years 

destroy 1 20 days after month 
oreoared 
destroy after 2 years 

destroy 1 20 days after month 
prepared 
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(RESERVED) 

) 
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TABLl 176-3. CONTINUEI I 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

•29 collect1on cash collection receipts record copies reftectmg destroy after 4 years 
collection of NAF 
memberslup dues, conces 
s1on mcome and related 
collections 

•211.1 all other copies destroy 120 days after month 
oreoared. 

•30 receipt books and duplicate receipts record coo1es destrov after I vear 
•30.1 all other copies destroy 120 days after month 

oreoared 
accounts control records record copies destroy 4 years after NAF 

membership IS cancelled or 
otherwise tenmnated, pro-
v1ded the account JS clear 

•31.1 all other copies destroy 120 days after NAF 
membership IS cancelled or 
otherwise termmated, pro-
Vlded the account IS clear 

32 theater accounts film mspectlon reports, financial statements, pay destroy after 2 years 
roll vouchers, reconcd1at1on of receipts and tick 
ets, casluer reports, admlSS1on ticket accounts, 
attendance rosters, pa1d/free adm1ss1on, cash/dis 
bursement books, bank statements, and cancelled 
checks 

33 book department financral statements, certificates of mventones and destroy after 4 years (EX-
data other data pertammg to mtemal/extemal transac- CEPTION destroy records 

t1ons (Air Force/other government agencies reqwred for support of any 
reflect the procurement and resale of books claim-cnmmal or other ac 

tion-when action IS resolved, 
provided the retention penod 
has elaosed) 

34 
35 control records on control logs, registers and destruction certmcates destroy after 2 years 

accountable used to control th1S type of credit system 
coupons, tokens, 
chits etc 

36 hospital fund ledgers, .JOUmals, council books, destroy after 4 years 
accounts cash/disbursement receipts, financial statements, (EXCEPTION destroy 

cash vouchers, vendors mv01ces, contracts and records required for support 
purchase orders that reflect on the admimstration of any claim-cnmmal or other 
of act1V1t1es financed by central and md1v1dual hos action-when action 1s 
p1tal funds resolved, provided the reten-

tlon oenod has elaosed) 
37 property records destroy after related property 

IS d1Sposed of (EXCEP-
TION destroy records 
reqwred for support of any 
cla1m-cnmmal or other 
action-when action IS 

- resolved, proV1ded the reten 
uon oenod has elaosed) 

md1v1dual earnmg records of wage payments subJect to taxes, con at act1V1t1es financed from destroy 4 years after year 
data tammg the amounts, dates, name, address and NAF wages are paid For excep 

occupation of employee, penod of employment, tions see note 4 

38 

J 
social secunty data, quarterly and annual tax 
returns filed, and the dates and amount of tax 
mo� d9!0Slts 
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TABLL 176-3. CONTINUED I 
R A B 
u 
L If the documents areE or pertain to cons1sbng of 1Dd1v1dual pay records, fonns or mechamzed hst-1Dgs ID heu thereof 38.1 

38.2-
39 employees w1thhold1Dg exemption certificates (W4s) 
-

*39.1 time and attendance reports used for record1Dg hours of work, regular, overtime, leave, and s1m1 lar data, transfer and change of rate forms, separa• uon notices, time recap1tulat1on sheets, cancelled payroll checks, other comparable and support1Dg data 
•40 urut funds requests for funds (cash disbursements), rece1v1Dg reports, 1Dvo1ces, mmutes of council meet1Dgs, other fundmg data, and related correspondence 
-

41 purchase orders, charge purchase register, vouch ers, cash control records, other fondmg supple mentary data, and related correspondence 

42 mmutes of meetmgs m1Dutes servmg for control of fund expenditures (not a duplication of m1Dutes covered elsewhere m this re2ulat1on) 
43 packaged alcoholic sales slips/purchase register bevera2e sales shos 
43.1 sales slip book log sales shp book logs used to record the issue, use and destruction of sales slips 
44 chaplam funds hf e of the fund orders establlslung funds, dis bursement lmutat1ons, waivers, records of dis solution and other smular oaoers - orders appomt1Dg fund custodians, approval for NCO custodians, records authonzmg petty cash, warranty mformat1on and operatmg mstrucuons for l:!rOl:!ert:x, mamtenance h1stor:x of l:!rooert:x 
44.1 

-
44.2 letters appo1Dtmg fund councils, account1Dg records and nurchase order re1nsters -

AFR 12-50 Vol II 30 October 1987 

C D 

which are thenrecord copies at send to NPRC (CPR) when NAFFMB and used to records are 3 payroll years record 1Dformauon con old, whether audited or unau cermng all earn1Dgs, d1ted, where they are eligible deductions and adJust for destruction 56 years after ments made to each date of last entry or with per employee's pay dunng a sonnel folder (see notes 1 andcalendar vear copies at other acuv1ues 2)destroy 90 days after month 1 0reoaredretalD as long as ID effiect and for 4 add1t1onal years, and destroy (EXCEPTION forArmy and Air Force Motton Picture Service (AAFMPS), see note 3) destroy after 3(EXCEPTIONpayroll years on d1scon t1Duance of an mstrumentahty destroy when any discrepancy mvolved 1s cleared per table 17 S-2 ) (also see note 2 oftable 40-70 at squadrons or below for destroy when notified by on-base activities, Reserve NAFFMB that account IS mcomponents, and for 1so balance.lated umts adm1mstered by a NAFFMB at squadrons or below or apply d1spos1t1on mstructlons at umt fund custodians m table 176-3 across the who are authonzed board, as appropnate (EX-separate account1Dg by CEPTION where volume ISMAJCOMs small, records may be retamed mtact until 4 years after close of FY m wluch funds were allocated. and destrovl held by fund custodians destroy with related account l lmg records 
at alcoholic beverage see table 215-5 outlets 
at mstallattons destroy 6which fllllld years after FY m 

IS dissolved 
destroy when superseded, revoked, obsolete or when no longer needed 

. destroy 6 years after end of FY to winch thev pertalD 
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44.3 

44.7 

•47 
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TABLl 176-3. CONilNUEI I 
R A B C D

) u 
L If the documents are 
E or pertain to consisting of which are then 

monthly accounung records m1Dutes, statement 
of operations and net worth, bank statements and 
cancelled checks, chapel off'enng certificates, bank 
deposit shps, receipts, vouchers, expenditure 
vouchers and support1Dg documents, purchase ord-
ers 

destroy 4 years after end of 
FY to which they pena1D 
(EXCEPTION destroy 
documents required for sup-
port of any claim when action 
1s resolved provided the re-
tentlon penod has elapsed) 

� contracts dispose of per table 70-1 
44.5 letters, 1Ddorsements, fund councll agendas and dispose of per table I 0-1. rule 

related supponmg documents and other corre- 2 
spondence related to general admm1strat1on of the 
funds but not needed as support1Dg documents for 
the account1Dg documentation 

44.6 nonexpendable property records and d1spos1t1on of at MAJCOMs and IDStal- destroy after d1spos1t1on of 
EroEenx records latlons assets 
statement of operatmns and net wonh at other than 1Dstallat10ns destrov after 2 vears 

•45 collection sheets bowhng lane score sheets destroy after I month 
and fee registers 

•46 field rauon mess supplemental service charge col- record copies destroy after 2 years 
lecuon sheets 

*46.1 all other copies destroy 1 20 days after month 
· orepared 

golf course fee registers, sw1mm1Dsg lessons and record copies destroy after 2 years 
pool registers, etc 

*47.1 all other copies destroy 1 20 days after month 
l nrenared 

48 other suppon1Dg documents that may not be 1Dcluded ID specific destroy after 3 years, pro 
documents required detail ID nlles I through 47, prov1d1Dg detailed v1ded related accounts have 
for aud1t/1Dspect1on transaction breakdown ID suppon of vouchers or been audited or IDSpected or 

accounting entnes (ma1Dta1Ded with the voucher otherwise cleared for disposal 
or as a separate reference collection), debit or 
credit advice; fund allocation authonzatmn 
cernfied excerpts of council actions, board of 
officers' actions, IDVentory adJustments, legal 
records of establishment or cancellation of claims, 
other necessary authonzauon 1n suppon of 
account1DII: entnes 

NOTES 
I In slupp1Dg records to the records center, IDClude copies of pay or leave records which were forwarded for use ID settlement of claims (If dur-
1Dg the payroll year, a change IS made from mach1De to manual postmg or vice versa, 1Dtedile the forms used without regard to the d1ff'erence ID 
size. Malung an add1Dg machme tape of the yearly total of net payments Tape total must equal the net pay total for year shown on the payroll 
control register The tape 1s retained by the c1v1ban pay area and disposed of with the related payroll registers) Pack records for shipment as stated 
ID chapter 7. List the name and location of all bases, stations, etcQ other than parent orgamzatlon. for which c1vl11an payroll services were per
formed dunng the penod covered by the records be1Dg shipped. 
2 At nme of 1Dact1vat10n or consolidation of payroll offices, records that have not reached the age specified for disposal will be forwarded to the 
gam1Dg payroll office, winch wlll dispose of the records ID accordance with tlus table 
3 For angina! W4s at HQ AAFMPS, retam as long as ID effiect, destroy after 4 additional years For duplicate W4s ID theater files, reta1D as long 
as ID effiect or untll employee 1s separated, then destroy 
4 For Turkish employees, retam ID Turkey after term1Dat1on of employment untll no longer needed to sausfy Turkish legal requirements. then de 
stray 
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TABLE 176-4 I 
NAF REAL PROPERTY MJ NAGEMENT RECORDS I 

R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

1 title papers deeds, court orders, land survey notes, maps, land destroy IO years after uncon 
title op1mons, abstracts of certificates of title, and dltlonal sale or release of con 
other evidences of title, mcludmg purchase con d1t1ons, restnct1ons, mort 
tracts, agreements, court proceedmgs and Judg- gages, or other closure, temu 
ments entnes, documents of payments, additional nation, or cancellat1on of 
land descnptmns, with related correspondence agreement 
that document the acqutsltlon of property by pur-
chase, donation, condemnation, exchange, and 
other such actions 

2 property accountable 1nd1v1dual property cards or ledger sheets showmg transfer with property on Jur-
data ongmal costs, maJor improvement, depreciation, 1sd1ct1onal transfer or return 

and other data, with supportmg proJect estimates, of property to local (CONUS) 
Just1ficat1ons, transfer vouchers, rece1vmg reports, or foreign (oversea) govern 
and correspondence essential to the ut1hzat1on of ment control 
fixed assets or physical property, which shall 

- remam wtth the orooertv 
3 records 10 rule 2 that relates to butldmgs or equip destroy 5 years after related 

ment which 1s disposed of by lease termmatmn, property or equipment 1s 
demoht1on, or salvage disposed oi, provided any 

needed corrective action 1s 
accomohshed oer table 175-2-

monthly/quarterly property hstmgs omnnals at NAFFMB destrov after 2 vears 
3.2 copies at NAF activities destroy when next hstmg 1s 

determmed accurate -
3.3 work copies at NAFFMB destroy on receipt of next hst 

and used for other than mg 
mventory -

3.4 at NAFFMB and used for destroy after completion and 
annual d1smterested party approval of next mventory 
mventory, and mventory 
team work oaoers 

4 excess and surplus correspondence, reports, vouchers and attached destroy after 5 years, pro 
property supportmg data, stock records cards, tum-10 shps, v1ded any needed corrective 

sh1ppmg records that reflect status of all transfers, action 1s accomphshed per 
donations, or d1si:,os,.Js of orooertv table 175-2 

5 property/equtpment requts1t1ons, issue shps (receipt records), other con- destroy on return of prop 
control trol data, and related correspondence that serve to emes, or when superseded by 

morutor requests for issuance or return of proper- a later receipt or signed 10-
ties ventorv hstmiz 

6 chaplams nonexpendable property records and see table 17 6-3 
related data 

-

I TABLE 17&-5 
NAF PROCUREMENT RE OROS I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 1nd1v1dual case files bids, contracts, mocb.ficatlons, or change orders, for d1sp0S1t1on see table 70-1 
with other contractual mstruments, supportmg 
data, and related correspondence pertammg to the 
procurement of supphes, equipment, and services 
that mclude contracts for construction, modifica
tions of fac1ht1es, and other services, except con
cessionaire services 

https://d1si:,os,.Js
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TAllI.F. 17�5. CONTINUE!6-) IR A B C D 
uL If the records are or E pertain to consisting of 
-

2 1Dv1tat1ons for bids bids, abstracts for bids, and other data, with re-lated correspondence perta1Dtng to procurement by formal advert1s1Dg and requests for proposals when made by negot1at1on 
3 

4 md1v1dual vendor files catalogs, brochures, and miscellaneous matenal md1cattng supphes and services off'ered by each vendor; correspondence regardmg changes of address, ma1ltng hsts, and comparabte records 
5 concess1ona1res approved appbcat1ons from prospective conces-Sionaires-
6 disapproved appbcattons from prospective con-cess10munes-7 case files contammg approved apphcatlons, agree-meats, financtal statements, certificates of msurance, data on 1Dstallat1on of equipment, fixtures, that reflect on vanous mdependent con-cessions, such as barber and beauty shops, news stands etc -
8 letters of complamt, nonces of noncomphance with the agreement, reports of violations of fire, sanitation, secunty, traffic regulations that reflect on vanous 1Ddependent concess10ns, such as barber ) and beautv shoDs, news stands. etc 

I TABLER17H 
NAR' SUPPLY RECORDS I 
R A B 
u 
L If the records are or E pertain to consisting of 
1 merchand1Se stock a perpetual 1Dventory compnsed of forms and cards show1Dg, by item, the receipt, issue, balance on hand, and umt cost placed ID an 1Dact1ve file when stock reaches a zero balance and 1s not to be restocked, or when balances are transferred to a new card or form 
2 food and services monthlv 1Dventorv sheets 3 theater eqwpment consohdated property records, such as slupp1Dg records, rece1vmg reports, registers of vouchers, related records, and reports of the receipt, issue, and transfer of each item of nonexpendable sound Dro1ect1on and theater e11w0ment 
4 reqwSitlODS onginals of requests for merchandise for central or comI!!!!able storerooms -
5 co121es of above 
6 vouchers ongmals of merchandise transfers or adJustment accountab1htl! vouchers -
-

7 co01es of above 
8 aooltcat1ons letters of aDDhcatton for bulk SUDDhes 

J 9 ration cards and cou- certificates covenng the destruction of used and pons unused cards and couoons 

which are successful bids 
unsuccessful bids (no award made) 

C 
which are 

thenforward for 1Dclus1on ID 1Dd1-v1dual case file (see rule 1). 
destroy after 3 years 
destroy when superseded, ob-solete, no longer needed, when vendor 1s removed from hst of supphers, or on mactt-vatton of the activity, whtch-ever 1s sooner forward for mcluston m case file (see rule 7) destroy when service 1s con-s1dered undesirable. destroy 4 years after termma-uon or cancellation of the agreemenL 
destroy 1 year after termma-tton of agreement 

D 
thendestroy 1Dact1ve file after 2years. 
destrov after 2 years.destroy 1 year after receipt of new consobdated property record 
destroy after 2 years
destrov after 2destroy after 2 months years. 
destrov after 2destrov after 1 months veardestroy after 2 years 
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TAI LE 176-6. 
R 
u 

CONTINUE!!') 
A 

I 
B C I D 

L If ffie records are or 
E nertain to consisting of which are lffien 

10- certificates or affidavits concerning the loss of 
cards 

..!L control re21sters 
12 unused obsolete, mutilated, or terrmnated ration destroy when no longer entl 

cards/coupons 1SSued to rmbtary and c1v1ban per tied to ration pnVl!eges, on 
sonnel for use ID ID!btary exchanges to ration accompbshment of a new 
selected items ration card or when covered 

ID rule 9 10 or 1 1  
13 Japan Central sales sbps reftectmg on Chmese-type merchandise destroy 3 years after date of 

Exchan2e sale 

TABLE 176-7 I 
NAI!'' RECREATIONAL SERVICES RECORDS I 
R A B C D 
u 
L If ffie records are or 
E pertain to consisting of which are ffien 

1 pubbc1ty monthly schedules of act1v1t1es, mfonnatlonal bu! destroy when no longer 
let1Ds, leaflets, and related pubbshed data that needed 
reflect on NAF club acttv1t1es or other recreation 
oroiuams 

2 membership appbcattons for memberslup, related correspond destroy 1 year after tennma 
ence, issuance of member cards or plates, letters of tton of membership. 
resignation, mdefimte suspensions that reflect on 
memberslup, pnV!leges of swimmmg pools, golf 
courses etc.,__, 

3 control registers destroy 2 years after final 
entrv 

•4 b11letmg accommoda- bed cards or registration cards and receipts used ID see table 90-3. 
ttons beu of bed cards that pertam to vmtmg officer 

quarters (VOQs) and transient amnan quarters 
(TAOs),-.

•s accommodations records for room or bed occu 
oancv controls that oertam to VOQs and T AOs 

6 theater authonzatlons for work.mg balances, motion pie destroy when superseded, ob 
tore schedules, employment of personnel, and solete, or cancelled 
related data -

7 operational data pertammg to presentation of pro destroy after 2. years. 
izrams. cancellation of showmizs. and related data 

8 
9 (RESERVED) 

10 

177. Accounting and Finance. These tables cover records pertaimng to administration and operation of the AF 
accountmg system. These are manual and mechanized records accumulated by all AF activities. They are used to 
show results of accountmg operations and to effect the official financial position of the activity. They relate to momes 

due the AF for sales, service, rentals, and other revenue; values of mventories, equipment, aircraft, buildings, and 
other assets; momes the AF owes to other government agencies, foreign governments, contractors, and other liabili
ties, and all other transactions affecting the accountmg operations and the financial position of the AF. (NOTE: In 
an mactivatmn, follow the procedures in AFR 1 77-10 1 ,  part 2, chapter 1 At oversea accountmg and finance offices 
when circumstances do not permit the regular retention period, or when storage is not available, submit a request for 
the disposal of copies of retamed accounts records to the Commander, Air Force Accountmg and Fmance Center, 
for approval.) 
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I TABLE 177-1 
FINANCIAL STATEMENTS AND CONTROLLED REPORTS I 
R A B C) D 
u 
L If the records are or 

E pertain to consisting of which are then 

consolidated state- records reflectmg on allocations, appropnatlons, at MAJCOMs destroy after S years 
ments and reports net d1Sbursements, reimbursements, tnal balances, 

accountability, financral matenal, V10lat1ons of 
AFR 177-16, costs, expenses, military and c1v1lian 
pay, medical mcome and equipment data, foreign 
m1htary sales, real property, supponmg records, 
and related schedules -

2 at ma.)Or subordinate com- destroy after 4 years (see table 
mands and below 177-IS) 

3 statements of certdi.ca- statements which attest to havmg read AFR destroy 1 FY after FY dunng 
tlon 177-16 which md1v1dual transfers 

(PCS), IS reassigned to duties 
not reqwnng statement or IS 
seoarated from service 

4 statement of account SFl219, or comparable forms and supportmg at field AFOs and reported destroy 2 years after accounts 
ability records reflectmg summanzatlons of all collec- to HQ AFAFC are cleared by HQ AFAFC 

nons, d1Sbursements, and transfers for each 
account month 

5 statement of des1g- ongmal SFI 149s and supponmg records, such as destroy after 6 years 
nated depository negotrated or cancelled checks (or cerufi.ed lists), 
account bank statements, check reconc1liat1on listmgs, and 

) 

related oaoers 
6 controlled reports correspondence and other papers relatmg to re- at HQ USAF and destroy after 2 years 

ports that mclude but are not limited to survey MAJCOMs 
code reports, surety bond report, contammg data 
reqwred by HQ USAF for subm1Ss1on to other 
government agencies and the Congress -

7 at ma.)Or subordinate com destroy after 1 year, or on 
mands and below inactivation of the office, 

whichever 1s sooner 
8 reports of accountmg workload and man-hour data at MAJCOMs and below destroy after 2 years - and finance activities exceot HQ AFAFC 
9 at HO AFAFC destrov after S vears 

10 R&D Job order cost Job order estunates and Job order time sheets at ma.)Or subordmate com destroy after 6 months or 
accountmg system mands and below when no longer needed, 

whichever IS later ,........ (JOCAS) 
11 records reflectmg cost structure of Job order destroy 1 year after super-

standard rates and man-hour rates seded, or when no longer 
needed whichever 1s later -

12 Job order cost accountmg system tables, register at field cost center man destroy after 1 year or when 
listmgs, detailed listmgs, and management reports agers and other activities no longer needed, whichever 

1s later ,........
13 monthly Job order register listmgs other than last at field AFOs supportmg 

month of FY R&D Job order cost ac-
countmg -

.)Ob order master history hstmg destroy 4 years after FY m 
winch created or when no 
longer needed, whichever 1s 
later,........

15 JOCAS tables, detailed listmgs, management re-
ports, and the Job order register l1Stmg for the last 
month of the FY 

) 

14 

https://cerufi.ed
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! TABLE 177-2 
DEFENSE CONTRACT FIN "NCING PROGRAM I 
R A B C D 
u 
L If the records are or 
E pertain to coasistfng of which are then 

guaranteed loan con- appltcat1ons for V loans and related records, held m operating area for send to HQ AFAFC/DAD 
tract negotiation correspondence between the Federal Reserve 2 years after case 1s closed where they are destroyed 

Bank and guarantor, loan or credit agreements and after 4 additional years. 
supplements thereto, guarantee agreements and 
sunnlements and related data 

1 

-
publtc vouchers (onginal) for purchases and ser- send to HQ AFAFC/DAD I 
vices other than personal covenng adm1n1Strat1ve year after completion of AF 
expenses incurred by the Federal Reserve Bank m audit for retirement to Denver 
connection with loans made pursuant to Executive Federal Archives and Records 
Order 10480 Center (DFARC) after 1 addt• 

tlonal year; DFARC wdl des-
troy these records 6 years and 
3 months from date of 

-- account 
3 card mdex control records that contain pertinent destroy when no longer 

information concermng the financtal status of the needed or on dtseontlnuance 
guaranteed loan borrowers of the Defense Contract Ft 

nancmg Program, whichever 
tS sooner 

2 

4 contractsrenegottatton agreements and unilateral orders pertammg to the held m operating area for send to HQ AFAFC/DAD 
Renegottatton Act of 1948 (SO!'U S C  App 1 193) 2 years after case 1s closed where they are destroyed 
and 1 9 S l  (SO U.S.C 121 1-1233), tax credit after 4 add1t1onal years 
computations, corresoondence, and related data 

5 contractors' indebted collectton vouchers, ledger sheets showing status 
ness of indebtedness and related data 

6 banking fac1ltttes case correspondence, reports and related data that destroy 6 years after term1-
files reflect establtShment and operation of banking nation of actlvtty or mactlva-

fac11ittes and deposttones, foreign currency, mdt- t10n of the tnstallatlon 
tary payment certtficates, milttary payment orders 
and US Treasurv checks 

! TABLE 177-3 I 
INIERNATIONAL ACCOUNTING RECORDS I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 financtal �boas copies of financtal agreements and arrangements at HQ USAF retire as permanent 
between the US and (onginals at Dept of State), correspondence, and 
foreign countnes or related data evtdencmg suppon rendered or re-
mternattonal orgamza- ce1ved by the USAF (for grant aid records, see- ttons table 400-1) 

2 at MAJCOMs and below see d1spos1tton governing the 
accounting records to whtch 
they pertam 

3 accounts receivable mternattonal and mtragovernment accounts con- destroy 4 years after final col-
and payable case files taming basic accounting records, related posting lectton and/or payment was 

records, reports, correspondence, copies of agree- made, provtded any correc 
ments, and collectton and payment actions tlve action reqwred by audit 

has been accompltShed (see 
table 17S-2) 
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TAI LE 177-3. CONTINUEI I 

R A B 
u 
L If the records are or 
E pertllin to consisting of 

4 foreign m1btary sales sh1pp1Dg records, machme bst1Dgs matenal IDSpec-
(FMS) (m1btary assist- t1on and rece1v1Dg report (DD Form 250), country 
ance) transaction report, and comparable and related 

records perta1D1Dg to accountmg for expenditures 
1Dc1dent to the Direct Forces Support Program, 
Common Items Programs, Excess Program, 
Foreign M1btary Factbt1es Program, Off' Shore 
Procurement Program, and the F ore1gn M1htary 
Sales Program (formerly the Reimbursable Aid 
(RMA) Program) -

_!... 
6 FMS suspense control cards, datly and monthly 

detail dehvery cards 
7 FMS case files US Department of Defense Offer and Acceptance, 

collecuon hJStory with receipts, disbursement 
records, dehvery hJStory with FMS transactions, 
audit summary sheets, computer ledger bsungs, 
and miscellaneous correspondence pertammg to 
the case 

8 detatled balance of reports of cash transactions aff'ect1Dg funds dis-
oavments transactions bursed and/or collected 

9 FMS btlhng copies of statements of FMS transacuons sub-
m1tted to foreign governments and support1Dg 
documentauon cons1st1Dg of vanous computer hst-
1Dgs and related correspondence; dehvery, and 
case control !JSttnas -

10 operat1onal copies of records m rule 9 

11 collection and dis- operauonal copies 
bursement vouchers -

12 copies of vouchers and support1Dg records mam-
tamed centrally for research and audit purposes 

13 command reimburse- command !JSts, accounts payable hsts, nonmterfund 
ments transactions IJSts, and other products supportmg 

FMS reimbursements to commands -
14 operat1onal copies 

15 reports of item d1screp- forms and !JSts of dJScrepanctes and related corre-
anc1es spondence 

16 Army and Navy 1DJtlal 1rut1al load cumulative hst, case spread sheets, 
load1Dg matenal audit notes, FMS transactions, and related doc-

umentatlon 

J 

17 Army /lnterfund b1ll1Dg data winch consists of Army Input Totals 
LJSt, ReJected Army Interfund Transactions, 
Army Interfund Unmatches by Product Control 
Number (PCN), RegJSter of Delete Out-of-Balance 
Actions taken, In-Balance Summary Cards List, 
Retail Stock Loss Allowance Transactions, Inter-
fund Zero Balance L1stmgs, Umdenttfied Input to 
Secunty AssJStance Accountmg Center (SAAC) 
Converter, FMS Interfund Summary Transactions, 
History File and other records pertammg to 
Armv /Interfund 

C D 

which are then 

at MAJCOMs and ALCs destroy 10 years after FY ID 
(1Dcludmg oversea depots) which case was closed 
and other oversea and 
momtonng acuv1ues 

(RESERVED) 
destroy after S years 

at HQ AFAFC destroy 10 years after FY ID 
which case was closed 

destroy 10 years after FY ID 
which created 

destroy after 8 subsequent 
cvcles have been received 
destroy after posung/bal-
anc1Dg actions are complete or 
when no lon2er needed 
retire to Denver FARC after 
3 years where they are de-
strayed 10 years after FY ID 

. winch created . 

destroy 3 years after dJS-
crepanc1es are resolved 
reUre to Denver FARC 3 
years after dJScrepancy 1s 
resolved, and destroy 10 years 
after dJScreoancv JS resolved 
destroy 10 years after FY ID 
which created 

destroy 3 years after FY m 
winch created 
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I TABLE 177-4 
REV! >L VING FUND RECOR DS I 

R A B 
u 
L If the records are or 
E pertam to consistmg of 

mdustnal funds nnntm2 reau1S1t1ons.....J__ 
2 ledgers (subS1d1ary and deta1l), registers, tnal bal-

ances, requ1S1t1ons, movement records, and sup 
portmg books of ongmal entry 

3 Air Force stock funds subs1d1ary ledgers, Journal vouchers, books of 
ongmal entry (mcludmg com1I11ssary Journals) 

-
3.1 computer listmgs of base mput compnsed of pre-

validation, edit errors, SRAN status, out-of. 
balance. and m-balance 

4 general ledgers books of final entry (manual and machme form 
ledgers) 

financial statements vear-end statementsJ_ 
6 comes of statements 
6.1 monthly, quarterly, selI118Dnual and annual Ii.nan-

c1al statements such as statement of financial con-
d1t1on, change ID capital of the fund, etc , and d1v1-
SIOn tnal balances 

7 medical/dental stock computer products mcludmg but not li1I11ted to A 
funds (B3S00/BV & F adjustment error list (B I D), daily matenel 
products) transaction list (B IF), daily update (B2E), BK!, 

BK2, and !BT card trans1I11ttal list (B2Q), proJect 
funds management record list (dally) (C2A), cost 
center/due-out change hst (CSP), due-m record 
audit list (F2H), cl&Jms payable/receivable status 
(F2N), cost center due-out reconciliation adJust-
ment list (F3K), OLA transaction update (dmly) 
(R7B}, erocesS1ng control reeQn (R7q -

8 local purchase and MILSTRIP payment listmgs 
(B3L/M), PFMR/CCR status (CIA) and recon-
c1liat1on (EOM), Medical Matenel Account1Dg 
System output (ClZ), Medical Matenel Man 
agement Repon, RCS HAF-SOS(M)7 1 36, Pro J-
ect Funds Management Record L1St (EOM) 
(C2A), negative billmgs report (C2D), monthly 
reimbursable mvestment transactions (C2K); stock 
fund reimbursable sales and sales returns (C2R) 
customer billing records (C2S), excess to DPSC 
(EOM) (C3B), clauns receivable/payable records 
(EOM) (C3P), on-order-mtranS1t and payable list-
mg (EOM) (C3W), summanzed general ledger 
entry (C3Y); general ledger summary !1Stmg 
(C6B), cost center list (EOM) (FIA), procurement 
fund summary record list (EOM) (F2A); local pur-
chase open item !1St (EOM) (F2M); MILSTRIP 
research and follow-up list (F2I), OLA transaction 
update (EOM), E, OLA, MOL, S transactions 
(CI C), DLA excess status deletions (B3B), delm-
quent accounts delete card l 1St (F2P); details 
records wntten off' list (F2O) 

9 Air Force Stock Air Force stock fund matenel accountant 
Fund Report1Dg Sys- errors/messages, stock fund managers' errors/ - tem (B3S00/YO) messages 

Air Force stock fund orocessmg control .1Q__ 

AFR 12-50 

C 

which are 

I 

at HQ!'AFAFC 

at HQ!'AFAFC 

used pnmanly to support 
medical/dental stock funds 
general ledger update, to 
reconcile with the tnal 
balance and to reconcile to 
expense, obligation, and 
reimbursement data ID the 
general accountmg (BQ) 
system 

,.-

Vol II 30 October 1987 

D 

then 

destrov after I vear 
destroy after 2 years, pro-
V1ded any corrective action 
required by audit has been 
accomplished (see table 
17S-2) 
destroy after 2 years, pro 
Vlded any corrective action 
required by audit has been 
accomnlished 
destroy after 6 months 

!destroy after 6 years 

destrov after S vears 
destrov after I vear 
destroy after S years. 

destroy after 3 months 

destroy after I year 

destroy 30 days after report 
month 

destrov after I vear 
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TABI E 177-4. CONTINUED I 
R A B 
u 
L If the records are E or pertain to consisting of 

_10.1_ 11:eneral led2er audit uodate 11 Air Force stock fund tnal balance, proof of accounts 
-
12 consohdated oavment h1storv hst 
13 RESERVED 
14 Automated Matenel computer hstmgs mcludmg but not lumted to Accounting System EOD, IMR and GLA update (D07), dwly (UI0S(>-11) PFMR/OCCR update and reconc1hat1on (DI I), EOD punch-out, FIA code hstmg (D32), SF MACR status report (DOS); daily fuels update and 
-- AMAS ounch-out (027) 
15 SF MACR status repon (EOM-D08), daily fuels update and AMAS punch-outs (EOM-D27), local purchase and MILSTRIP payment hst (D29), stock fund on-order, mtrans1t payable hst (MO!); orgaruzat1on cost center hsts (EOM plus all cost center repon card l1Sts) (M03), PFMR detail bil-1mg hsts (MOS), EOM punch-out (M 12), SFIMR repon (MIS), fuels sales analysis report (M27), av1-atlon fuels billings (mcludmg transfer out accounts payable and receivable hst with supponmg records-M28), stock fund unobhgated and obh• gated due-out summary report (M29), SF bdhng products (M0S/M33), PFMR repons (EOM) (M35), obligated due-out hstmgs (M36), LP and MILSTRIP research and follow-up hst (M37), maJor appropnated funded investment MACR status hst (M07), equipment m use general ledger update hst (Mcb7), OP-26 fuels budget exlub1t repon (M39), equipment m use (Q03), investment mventorv reconc1hat1on (006) 
16 machine cards mcludmg but not hm1ted to local purchase and MILSTRIP payment cards, A VFUEL obhgat1on transaction cards, E and R cards, G LA cards, fuel sales analysis repon cards, MILSTRIP follow-up cards, tnal balance repon cards, OP-26 repon cards17 seller mterfund cards 
18 A VFUEL Manage- A VFUEL transact1on/ed1t hst, Parts I throughment Accounnng VII (F3A), A VFUEL Transient Refuehng Sus-System (AMAS) pense Control (F2D), A VFUEL Transient Open - Item hst (F3F) 
19 assigned aircraf t vahdat1on control hstmg (F3E),wmg/base aircraft summary (F3C), wmg/base MDS summary (F3D), current month AZZ A VO, and AHR transmittal hst (F3H), consohdated transaction h1storv hst (F2R) commissary account- monthly local purchase receipts at inventory mg value/standard and cost, mterfund b1lhng trans-action hst, delete transaction hst, open Item hstmg, monthly general ledger summary hst, summary of ) rece1ots from DPSC sources 
20 

C 
which are 

used pnmanly to review SBSS transactions and their effiect on the ac-counting records 
used pnmanly to suppon AFSF general ledger update; to reconcile with the tnal balance, and to reconcile to expense, obh-gatlon and reimbursement data m the General Accounting (BQ) System 

D 
thendestrov after 6 vearsdestroy 2 years after close of the FY to winch they penam, provided any corrective action reqwred by audit has been accomphshed (see table 175-2)destrov af ter I vear 

I Idestroy after 3 months or upon receipt of new hstmg,where annotation IS reqwred, retain record until annotation has been transferred to new record.destroy after I calendar year 

destroy 30 days after month produced or processed 
' 

destroy 6 months after pro-duceddestroy after 3 months 
destroy I year after close of 
FY 

destroy after I year 
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I TABLE 177-5 
DISB lJRSEMENTS REIMBl. RSEMENTS. COLLECTION AND CONTRACT RI CORDS I 

R A B C D 
u 
L If the records are or 
E pertain to CODSISting of which are then 

1 ong1Dal accounts collection and dISbursmg vouchers, bond issuance at HQ AF AFC for GAO retire after 12 months to 
(money /d1sbursmg) schedules, apphcable control registers and hst1Dgs, Denver FARC where they 

statements of accountabJhty and supportmg are destroyed 6 years and 3 
records, telephone and telegraph bills, Treasury months from date of account. 
statements and reconc1llat1ons, certificates of de EXCEPTION Hold ongmal 
posit, and comparable data accounts pertauung to Amen-

can Indians 1Ddefirutelv 
•2 substant1Btmg records for the Jomt Umform Mil- at HQ AFAFC for GAO retire after 12 months to 

1tary Pay System (JUMPS) 1Dclud1Dg the ong1Dal Denver F ARC where they 
document transmittal hst1ng with supportmg are destroyed after a total of 6 
records such as reports of leave transactions, mill- years and 3 months. 
tary pay orders, allotment authonzat1ons, pay 
adJustment authonzattons, pay record access1b1llty 
roster, leave certtficat1ons, and the ong1Dal 
JUMPS data chanae transactton re11:1ster 

3 contracts with change orders, supplemental agree- at Denver FARC for destroy after 6 years and 3 
ments, pans !1Sts, drawmgs, charts, dtagrams, and GAO months 
related data, concermng purchases and sales of 
matenals, supplies, eqwpment and services, con 
struct1on, lease of land, and other property data 
(also see table 70-1) 

4 records descnbed ID rules I and 2 at bases for GAO send to HQ AFAFC/DAD 
after 3 vears (see table 175-3) 

4.1 records descnbed m rule I at bases for NATO Infra- send copy of vouchers to HQ 
structure Program USAFE/DEXN (see table 

8�) and the ongtnal with 
the records ID rule I above to 
HO AFAFC/AJOED 

5 Wherry or Capehart record of appropnat1ons, reimbursement reports, at HQ USAF destroy 6 years, 3 months 
Act Hous1Dg vouchers, to mclude expenses, mortgage msurance after final payment IS made 

premiums, and related accountmg records accordmg to FHA amorttza-
tlon schedule or mortgage IS 
omd (see note) 

NOTE Obtam clearance from HQ USAF/LEE and HQ USAF/JA before authonzmg destruction (See also table 90-lq) 

TABLE 177-6 I 
LE GERS. JOURNALS. GS. AND REPORTS I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

•1 general ledgers ledgers, allocat1on files, and command files for at MAJCOMs, maJor destroy 6 years and 3 months 
bases subord1Date commands, after FY to which they per

and other operatmg agen tam 
cies oer AFR 177-130 

2 reconciliation llst1Dgs credit and debit block reg1Sters, reconciled destroy after 6 months. 
mechamcal listings predetermmed and brought for
ward. and lot oroof llst1DllS 

•3 dally audit lists reconciled mechamcal !1Sts destrov after one month 
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I TABLE 177-7 
LO S OF FUNDS CASE FIi ES I 
R A B C D 
u 
L If the records 
E are or pertam to consistmg of which are then 

1 losses of appropnated reports of mvestlgatmg officers and of proceedmgs cases m which the AFO 1s destroy 4 years after date of 
funds of boards of officers, allied papers contammg fac granted relief and no other last action (see note 2) 

tual mfonnatlon on losses, correspondence, and person 1s held liable 
related papers used to detennme pecuniary liabd-
1ty for losses 

2 cases m which the 6-year destroy 6 years after date of 
statute of lim1tat1on allows last action (see note 2) 
an md1v1dual or bond com-
pany to file a claim for the 
amounts paid to cover 
losses of funds (see note 1) 

3 reports, substantlatmg data, 1D1scellaneous corre- at HQ AFAFC destroy after 5 years 
spondence concemmg shortages/overages m 
accountmg and finance officers' accounts, mclud 
mg but not limited to. quarterly report of unex-
plamed losses, semiannual report on day-to-day 
operatmg losses/overages under $500, subs1d1ary 
accountability record, synopsis of final acuon on - closed cases. letters and messages prov1dmg expla-
1auon of shortages 

4 at other than HO AF AFC destrov after 1 vear 
NOTES 
1 Cases m which the 6-year statute of lim1tat1on applies are 

a Cases m which loss 1s repaid voluntanly or mvoluntanly as the result of an approved findmg of liability by an mvesugatmg officer, board of 
officers, the Commander of the Accountmg and Fmance Center, or by the Secretary of the Air Force 

b Nonmvestlgated loss cases m which shortages were paid 
c Cases certified to the GAO as uncollect1ble 

2 Date of last action 1s the date GAO advises that the debt was collected, or collection efforts were termmated, and/or, 1f nothmg IS reported to 
AFAFC by GAO, I year from the date case was certified to the GAO 

I TABLE 177-8 l
I CLAIM COLLECTION.. MISSING-IN, ACTION. . KILLED-IN ACTION . . AND PRISONER-OF WAR CASE FILES I 

R A B C D 
u 
I. If the records are 
E or pertain to consisting of which are then 

1 pay and allowances (mil records refl.ectmg development and adjudication of at HQ AFAFC destroy 6 years after date of 
ttary and c1v1han) claims for pay and allowances, travel and transporta- final action - non allowances, reimbursements for transportation of 

deoendents. and shlDment of household 2oods 
*1.1  copies of rule 1 records pertammg to demed claims at other than destroy 1 year after close of 

AFAFC FY after final adjudication of 
the claim 

:z corrected m1htary pay and records used to adjudicate and make final detemnna- at HQ AFAFC destroy 6 years after date of 
allowances uons of ad1ustments consistent with 10 U S C  1 S52 final action 

3 casualty records correspondence and other data required to detemnne 
appropnate beneficiary and to facilitate expedmous 
payments. and replies to mqumes, used also for 
authonzmg field payments of 6 months' death gra-
tmty, and settlement of unpaid pay and allowances, 
and to ad1ust and prepare statements of accounts 

4 m1ssmg m action mforma payments and adjustment records, copies of cor- apply rule 3 or 4 I, as appro-
tton rect1on of records, correspondence with dependents, pnate

divorce decrees, marnage certificates, beneficiary
) records, and all supportmg records for disbursements 

mamtamed until member's status chan.,es 



I 
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TABI E 177-8. CONTINUED I 
R A B C D 
u 
L If the records are 
E or pertam to consistmg of which are then 

4.1 pnsoners-of-war (POW) rule 4 records used m admm1stenng member's finan- destroy 56 years after mem-
cial alfaJrs while m a POW status ber's return from POW status 

4.2 m1ssmg-m-act1on (MIA), quanerly cumulative records of USSDP depos- destroy 56 years after last 
k11led-m-act1on (KIA), and 1ts/w1thdrawals, md1v1dual settlement files and settle- account IS closed 
pnsoner-of-war (POW) ment hstmgs used to detemune status and history of 
umformed services savmgs members' USSDP accounts 
deposit program (USSDP) 
accounts 

5 rem1ss1on/waJver of m- apphcatmns from m1htary members and c1v1han em- destroy 6 years after date of 
debtedness ployees for rerruss1on or waJver of mdebtedness to final action 

government, mcludmg all supportmg records and final 
determmat1on 

6 fraud or forgery records reports of mvest1gat1ons and correspondence created 
to establish amount mdebtedness, and to efliect collec-
tlon 

7 commercial accounts of demed claims 
contract and sundry claims 
made agaJnst the govern-
ment or vice versa -

8 other than denied claJms, which are returned to destroy all remaJnmg papers 
claimant, forwarded to field AFO, or MAJCOM Mter 30 days, provided a case 
headquarters and/or to GAO for final processmg history card IS processed (see - rule 9) 

9 case history record cards reftectmg on claims other destroy after 3 years. 
than those demed 

10 collectmn case files records m1t1atmg collection action and supportmg retll'e to Denver FARC with 
1Ddebtedness, 1Dclud1Dg rebuttal letters from member, substant1at1Dg records ( see 
correspondence concemmg 1Ddebtedness, and copies table 1 77-5) 
of apphcat1ons for waivers for m1htary members on 
active duty -

11 rule 10 records for out-of-service member whose assoC1ate with Management 
1Ddebtedness was IDCUrred while member was on Case Files (Tl!77-32) or 
active dutv retired oav folder Tl 77-34) 

12 garnishment actions case files conta1D1Dg the legal process reftect1Dg devel- ID designated cen- destroy 6 years after case 1s 
opment, pay over orders, copies of pay vouchers, un- tral control office closed 
honored cases, and IDQUtnes -

13 ID offices other destroy I year after case 1s 
than designated closed 
central control 
office 

! *TABLE 177-9 
RE ORTS OF SURVEY RE ISTERS CHARGES COLLECTIONS AND NOT CES OF EXCEPTION RECORDS 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

1 repons of survey case repons of survey, records used ID heu of, and at the repon of survey destroy 6 years after final 
files correspondence pertam1Dg to, lost, damaged, or (ROS) A:dm1D1strator's action by the appo1Dtmg or 

destroyed government-owned or leased property, office approV1ng authonty 
1Dvest1gat10ns and reV!ews of facts and circum
stances 1Dvolved, assessment of financial hab1hty 
and actions on waivers and appeals thereof, 
actions taken on debts result1D2 from assessments 

: : 



� 
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TAI LE 177�. CONTINUE!'> I 
R A B 
u 
L If the records 
E are or pertain to consisting of 

retamed copies of repons of survey, records used 

- m beu thereof, and related correspondence and 
surmonm2 records 

2 

3 retamed copies of repons of survey used to sup 
pon supply system stocks mventory adjustment 

- vouchers or adjustments to m use accountable 
oronertv record items 

4 retamed copies of repons of survey or records 
used m heu thereof pertammg to damage to A.Ir 
Force motor vehicles -

s retamed copies of repons of survey and related 
correspondence used to suppon assessment of 
financlBI bab1bty 

6 reports of survey form registers and comparable forms that provide 
registers a complete record of each repon of survey 

7 GAO notices notices of exceptions that are 1SSued by GAO 
against d1Sbursement act1V1t1es of accountmg and 
finance officers charged with aooroonated funds 

I TABLE 177-10 
USl R CHARGES REPORT IH•'CORDS I 
R A B 

L If the records are) u 

E or pertain to consisting of 

1 user charges repons coosobdated reports, feeder repons, correspond 
and repons of services ence, and related data - rendered 

2 retamed copies of reports covered m rule I ,  
related correspondence, and other penment data 

TABLE 177-13 I 
FINANCIAL PROPERTY A :COUNTING RECORDS I 
R A B 
u 
L If the records are or 
E pertain to consisting of 

mecharuzed cards and dewl and summary cards 
tabulations 

1 

-
2 hstmgs and tabulations 

3 RESERVED 
RESERVED4 

C D 

I
I I 

which are then 

at prepanng acttvltles 

at supply accountable 
offices 

at transportation offices 
and m urut vehicle control 
officer files 
at accountmg and finance 
offices (AFOs) 

C 

which are 

at HQ USAF and HQ 
AFAFC 

at other than HQ USAF 
and HQ AFAFC 

. 

C 

which are 

for any number of days or 
penods w1thm a pan1cular 
month, for monthly, or the 
accumulation of any num 
ber of months for consob 
dated purposes 

destroy 2 years after m1t1at1on 

destroy 2 years from the date 
of adjustment 

destroy per table 77-1 

destroy I year after assess-
ment has been collected, or 
financial bab1htv IS voided 
destroy I year after final 
action IS completed on all 
entnes of a termmated reg 
1UPr. 
destroy I year after exception 
has been cleared by GAO 

D 

then 

destroy after 5 years 

destroy when superseded by 
follow on report, or I year 
after any d!Screpancies m 
reponed data are reconciled 
bv HO AFAFC 

D 

then 

destroy after necessary rec-
onc1bat1ons have been made 
with penment documents. 

destroy on receipt of new hst 
mg or when no longer 
needed. whichever IS later 
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TA LE 177-13. CONTINU 
R A B C D 
u 
L If the records are or 
E pertain to CODSJStiDg of which are then 

s basic transactions financial 1DVentory account1Dg (FIA) forms and at ALCs and bases destroy I year after close of 
records, requ1s1t1ons, and shlpp1Dg records, issue the FY or calendar year to 
and tum-ID shps, reconcil1at1on and adjustment which they pertalD 
vouchers. and other pert1Dent documents 

6 FIA monthly and/or quarterly reports, operat1Dg 
statements, special reports and analyses, and other 
tiert1Dent reoorts (manual or mechamzed) 

i TABLE 177-14 
All< LOGISTICS CENTERS ALCa) ACCOUNJING RECORDS I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 basic transactions cost ledger sheets, control registers, pro rata reg1s• at ALCs destroy I year after close of 
ters. recao1tulat1on work sheets and reconc1hat1ons FY to wluch thev oerta1D 

2 records covered ID rule I that are used to record destroy I year after FY ID 
more than I year's cost, such as motor vehicle whlch transaction IS entered 
cost records ID the led2er 

3 mechanized EAM daily detail cards destroy after reconc1hat1on 
cards and tabulations with oenod1c summanes 

4 penod1c summary cards ( except budget destroy after I year 
1ust1llcat1on cost summary cards. see rule 7) -

s tabulations and correction sheets (except daily hst- destroy I year after close of 
ID2S ID rule 6) FY to which they oerta1D -

6 daily hstlngs, when consolidated ID monthly hst- destroy after 90 days 
IDl>S 

7 hJStoncal cost data summary costs by orgamzatlon (operating cost re- destroy after 10 years 
ports), summary of cost by type production 
(budget!justmcatlon cost summary cards), and spe-
c1al oro1ect costs accumulated 

8 MAP ma1Dtenance and detailed records pertauwlg to all ma1Dtenance and destroy after 6 years 
rehabilitation project rehab1htat1on proJects on reimbursable truhtary 
records ass1Stance sales 

I TABLE 177-15 
AcroUNTs!coNTROL!RE!�oRDs I 
R A B C D 
u 
L If the records are or 
E pertain to coosisting of which are then 

•1 general ledgers manual and machme form ledgers, to mclude but at base level accounts con- destroy 4 years after FY to 
not luruted to the Operating Budget Ledger and trol SMAs which they pertam 
Allotment Led11:er 

2 subs1d1ary ledgers vanous forms and formats covenng allotments, destroy 3 years after FY to 
obhgattons, appropnat1on summanes, trans.actions wluch they pertam 
p81d by and for others, adjustments, suspense 
Items, object classes, open allotments, 1Ddustnal 
funds, stock funds, deposit funds, cash accountabil-
1tY. and exoenses -

3 successor (M) account ledgers destroy 3 years after hqu1da-
tlon 
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TAI LE 177-15. co�n D I 
R A B 
uL If the records are or E pertain to consisting of 
•4 support1Dg records (to Budget Authonty/Allotment (AF Form 401), or ledgers ID rules I, 2 ,  authonzed replacement, Obligation and 3) Authonty/Suballotment (AF Form 402), subs1d1-ary d1stnbut1on of allotments and BAs to other SMAs, Journal vouchers, and apphcable records perta1D1Dg to record1Dg commitments, obhgatlons, accrued expenditures (paid and unpaid), reports of TOY and PCS on military or c1v1han travel under specific or centrally managed allotments, and Status of Funds Data Base Transm1ss1ons 
5 allocat1on and allot• mg to contmumg X or ment records perta1D• allocation and allotment accounts of X and contracts, purchase orders, rece1v1Dg reports, and other applicable records perta1D1Dg to unhqwdated No-Year appro- No-Year appropnat1ons, and unhqu1dated obhga-pnat1ons t1ons of lapsed appropnat1ons that have been transferred to appropnate successor (M) appropn• at1ons 
6 financial statements schedules. and reoorts headQuanersretamed copies of records required by higher 

I TABLE 177-16 AU' 'OMATIC DATA PROC "SSING/PUNCH CARD ACCOUNTING MACHJNl 
R A B 
uL If the records are or E pertam to consisting of 
1 basic transactions 
2 daily detail machme data used ID daily operations cards 
3 penod1c summary data used for any number of days or penods with-mach1De cards ID a pan1cular month, or for accumulation of any number of months for consohdated ourrmses 
4 monthly summary ma-chme cards 
5 tabulations used ID tabulations that IDClude but are not hm1ted to edit daily operations hsts, transaction registers, ledgers, reports, ma1D• tamed m monthly mcrements 

penod1c summary tab-ulat1ons6 

monthly summary tab-ulations7 

•s consolidated machme annual appropnatlons records produced from 
- cards and tabulations monthly summary or other records, to mclude but not hm1ted to, selective transaction history hstmg, usually for an entire FY successor (M) appropnatlon accounts pertam1Dg to unhqu1dated obbgauons transferred from lapsed appropnatlons produced from monthly summary J 
� or other records, usuallv for an entire FY 

9 

C D 
wluch are thendestroy 3 years after FY for wluch related appropnauons are available for obhgatlon. (See table 177-2& for CtVJhanpay, and table 177-22 for mili-tary payq 
held until the obligations destroy 4 years after hqwda-are hqwdated (1Dclud1Dg t1onnew records created as a result of the transferred appropnatlons) 

destroy after 4 years. (Also see table 177-1 ) 
ACCOUNTS CONTROL IC D 
which are thendestrov oer table 177-15 destroy when necessary reconc1hat1ons are made with oenment documents destroy after 6 months 

destroy after reconc1hat1ons are made or when no longer needed. whichever 1s later destroy I month after monthly cutoff' or when all questions are resolved, which-ever 1s later (EXCEPTION. destroy year-end 6scal quarter tabulations after 3 months or when all questions are resolved, wluchever 1s later) 

destroy 4 years after FY for which related appropnauons are available for obhgat1on 
destroy 4 years after bqwda-t1on of obligations (see refer-ence to (M) accounts m table 1 77-15) I 
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TAI LE 177-16. CONTINUI D I 
R A B C D 
u 
L If the records are or 
E pertam to CODSISting of which are then 

10 contmwng X or No-Year appropnattons docu- destroy 4 years after closmg 
ments out of the md1v1dual alloca-

tton or allotment account 
11 base matenel/supply 

automated system 
(Uruvac 1050-11 prod-

computer listmgs mcludmg but not luruted to 
EOD IMR and GLAC update, daily PFMR/ 
OCCR update and reconc1liat1on, EOD punch-out, 

at base level subject matter 
areas (SMAs) 

see table 177-4, rule 14 

ucts) daily fuels d1v1s1on punch-out, base MCS transac-
tton list, mvestment MACR status report and 
reconc1liatton list, equipment mwse GLA update, 
SF obligated and unobligated and due-out report, 
OCCR record list and summary, LP MILSTRIP 
BNR, RNB, details validation list, mvestment 
equipment reconciliation GLAs 14041,  and other 

- miscellaneous listmgs, furmshed to other orgaruza-
t1ons or mcluded later m EOM products 

12 SF MACR status report, local purchase and MIL-
STRIP payment list, SF on order mtrans1t payable 

see table 177-4, rule 1 5  

--
list, PFMR repons, EOM punch-out hstmgs, A & 
F due-out list. LP open item lists 

13 daily, penod1c and monthly summary machme see table 177-4, mle 1 6  
cards 

I TABLE 177-17 
IN1 ERNAL CONTROL REC ORDS I 
R A B C D 
u 
L If the records are or 
E pertain to CODSlllting of which are then 

1 Treasury checks and transfer of checks repon and related mtemal control at AFOs, deputy destroy after 6 years - savmgs bonds control records AFOs, or agents 
2 records on returned and undelivered checks and destroy I year after d1spos1-

bonds tton of the checks and bonds 
1s recorded, destroy any re-
mammg records after I year, 
or on macttvat1on of office 
whichever 1s applicable 

3 (RESERVED) 
4 safe, vault secunty at AFOs, deputy see table 125-1 

control AFOs, or agents 
5 applications to keep destroy on macttvatton of 

cash on hand office 
6 cash accountability analyses of daily cash accountability, receipt for destroy after I year, provided 

control transfer of cash and vouchers, transfer of currency, any d1Screpancy IS cleared 
daily summary of cash collections, caslner's daily 
summarv. and related data -
repons of overages and losses of public funds, and 
cash venficat1on reoorts 

7 

appomtment orders admuustrattve orders appomt1ng mdJv1duals as destroy 6 years after cancel-
casluers and agents, orders, such as des1gnat1on and lat1on or revocation of the 
appomtment of deputy to accountmg and finance order, provided there are no 
officer, wntten des1gnat1ons of md1v1duals w1thm the outstandmg d1screpanc1es for 
office to execute cen1ficates on vouchers and other which corrective action has 
records, Signature cards pertauung to cen1fymg been prescnbed by HQ 
officers. and related data AFAFC (see note) 

8 
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TAI LE 177-17. CONTINUJ D I 
R A B C D 
u 
L U the records are or 
E pertain to consisting of which are then 

9 card control files cards conta1Dmg d1sburs1Dg symbol numbers, name attHQtAFAFC destroy when no longer 
and address of AFOs, and senal numbers of all checks needed 
for winch AFO IS accountable, name of 1Dstallatton, 
and senal number of check-s11tmn2 eau1oment -

10 cards conta1D1Dg name of 1Dd1v1dual bonded, effective 
and termtnat1on dates of bond, and name of surety 
comoanv 

11 check control mach1De record control cards of all pay checks trans- destroy after 1 year 
ferred to HQ AF AFC vault for safekeep1Dg until 
malled to rec101ent 

12 returned checks and ong1Dal form of returned check or bond records, or destroy after 3 years 
bonds comparable forms used for venficat1on, 1Dformat1on. 

accountmg c1tat1on, and searchmg for d1spos1t1on on 
returned checks or bonds 

13 check photostats photostats of checks ong1Dated ID GAO and for- destroy 1 year after c1aun IS 
warded to HQ AFAFC for use ID process1Dg claims settled. 
and ID reconctl1D1t overdrafits and underdrafts 

14 search cards for forms (work sheets) used to provide a complete sum- destroy after 2 years 
check1Dg account matton of d1screpanc1es and overdraft or underdraft 
d1screpanc1es adJUStments necessary to balance an AFO's check1Dg 

account 
15 transmittal card file forms, such as voucher transmittal sheets or compar- destroy when the AFO's 

able forms, reftect1Dg the first and last check number accounts are destroyed 
of each sequence ID the voucher, the d1sburs1Dg sym-
bol. voucher number. and ledger code 

16 control logs logs used to provide reference and control for records at AFOs destroy 60 days after close of 
of travel oavments calendar vear 

17 forms used to provide reference and control of micro- destroy with 1D1crofilmed 
filmed pay records, negotiable IDStruments, and s1m1lar records to which they pena1D 
data 

NOTE HQ AF AFC advtses AFOs of outstand1Dg d1screpanc1es w1th1D specified retention penod In the absence of such advtce, AFOs may de
stroy the records when ehgible 

I ITABLE 177-18 
_£QMMERCIAL SERVICES-FINANCIAL RECORDS I 

R A B C D 
u 
L U the records are 
E or pertain to consisting of which are then 

1 fund d1stnbut1on memorandum advice, from the accounts control area, destroy after end of FY to 
of fund d1Stnbutton records which thev oertam 

2 obhgatton authonty obhgat1on authonty forms, m1htary 1Dterdepartmental destroy 4 years after com1D1t-
purchase request, proJect orders and comparable doc- ment and obhgat1on or 4 years 
uments used to provide funds for commitment and ob- after expiration date stated on 
b2at1on purposes record" 

•3 cancelled commit- unobhgated commitments (UOCs) reta1Ded per AFR destroy 1 year after cancel 
ments 177-102, chaoter 9 lat1on 

3.1 cancelled obhgattons undelivered orders outstand1Dg (UOO) and accrued destroy 6 years and 3 months 
expenditures unpatd (AEU) used to support claims by after cancellauon 
vendors II 

4 accounts receivable ledgers and suppon1Dg records used to reflect ongmals at AFOs destroy 6 years and 3 months 
appropnat1on reimbursements, refunds, and credits to after penod of account 

J deoos1t fund and recemt accounts -

https://search.mg
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TABI E 177-18. CONTINUED I 
R A 
u 
L If the records are 
E or pertain to 

5 

6 accrued expenditures 
pa1d files 

-
,...Q.. 

•7 

7.1 <R PSERVED) 
8 record transmittal 

9 copies of reports per-
bnent to commercial 
service SMA 

10 postmg media 

11  control logs for re-
cordmg disbursement 
and collection 
vouchers 

12 commitments or obli-
gatlons 

8 C D 

consisting of which are then 

collection vouchers and supportmg records copies at AFOs destroy 3 years after close of 

expenditure vouchers and Air Force Contract Man-
agement D1vwon (AFCMD) and Defense Contract 
Adm1mstrat1on Service Regions (DCASR) disburse-
ment reports held per AFR 177-120 

mterfund transactions and bv other re111sters 
onginal substant1at1ng records with copies of expend1-
ture vouchers held oer AFR 177-102 

summary statement of acbvlty forms and/or s1ID.1lar 
forms, received by subJect matter areas (SMAs) to 
control transnus:non of source records pertammg to 
anoroonat1on rellllbursements 

records (other than source records) such as Journal 
vouchers, posttng data transfer, sumlar forms and spe-
c1alized postmg media for machme applicatlons, used 
to orov1de mout data to the accounts control area 

all acuve commitment and obhgatmg records as 
reflected on the open item/record hst and others, used 
to suppon comlllltments and obligations m accountmg 
records 

NOTE HQ AF AFC advises AFOs of outstandmg d1screpanc1es wlthm spec1fi.ed retention penod 
stroy the records when eligible 

I ITABLE 177-19 
PA NG AND COLLECTIN 
R A 8 
u 
L If the records are 

FY m which final collection 1s 
effected, provided there are 
no d1Screpanc1es for which 
correctlVe actions are pre 
scnbed by HQ AFAFC (see 
note) 
destroy 6 years and 3 months 
after close of FY m wluch 
final payment IS made, pro 
v1ded there are no d1screp-
anc1es for which corrective 
actions are prescnbed by HQ 
AF AFC (see note) 

destroy 6 months after receipt 
IS furnished SMA 

I I
destroy I year after FY to 
wluch they pertam 

destroy after 90 days, or 90 
days after discrepancy wluch 
may be mvolved 1s cleared 

destroy 6 years after close of 
FY m which created 

when paid, dispose of per rule 
6 or 7, as applicable, when not 
paid, d1Spose of per rule 2 or 
3 

In the absence of such advice, AFOs may de

C D 

E or pertain to coosisting of which are then 
:l=========l==::::::::=============l=======#=========I 

1 da1ly cash accounta-
b1hty 

forms such as daily cash accountability and transaction 
summary, daily summary of receipts, reimbursements and 
net d1Sbursements, da1ly voucher control, cash collection 
record, daily voucher transllllttal forms, and related data, 
used by the paymg and collectmg subJect matter area 
(SMA) to provide summary mformat1on to the accounts 
control area, or to reflect daily transactions with other 
SMAs 

destroy I year plus I month 
after close of FY to which 
they pertam, provided there 
are no outstandmg d1screp-
anc1es for which corrective 
actions are prescnbed by HQ 
AFAFC (see note) 

https://spec1fi.ed
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TABI E 177-19. CONTINUE!') I 
R A B C D) u 
L If the records are 
E or pertain to 

2 monthly cash ac-
countab1hty 

3 subs1d1ary accounta-
bibty 

4 agent accountab1hty 

-
5-
6 

7 cash1enng 

• 8 deposits 

9 check control 

•9,1 replacement checks 

10 US savings bonds 
(also see table 
177-27) 

11 foreign currency con-
trol 

12 special reports 

posting media13 

14 contingency expend1-
tures-

14.1 

consisting of which are then 

forms such as statements of accountability, recapitulation destroy 2 years after close of 
of block control level totals of checks issued, statement FY to which they pertain, 
of designated depository account, report of foreign provided there are no out 
currencies, with supporting records, schedules, and standing dlSCrepancies for 
related data which correcuve actions are 

prescnbed by HQ AFAFC 
l (see note) 

subsidiary accountab1bty forms and related records used destroy I year af'ter FY in 
to record check issue overdrafts and underdrafts, funds in which created 
the hands of aaents, overalles and losses of funds 
statements of agent officer's account forms, transmittal for destroy I year after the agent 
paid vouchers and related papers used as a control on transactions are ref! ected in 
funds entrusted and returned by accounting and disburs- the accounts of the pnnctpal 
in11: agents AFO 
agent officer's cash blotter and comparable forms destroy 4 years after close of 

the FY to which thev oertam. 
reimbursement vouchers and other related records held by or for cash destroy I year after re1m-

nurchasina aaents bursement 
receipt for transfer cash and voucher forms, daily sum- destroy after 1 year 
mary of cash collect1ons, cashiers dally summary, compa-
rable forms, and related papers, used to provide adequate 
controls over money, vouchers, and other documents 
received which reqwre collection and/or disbursement 
action 
certificate of deposit forms and similar forms used for destroy 1 year after FY in 
designated hm1ted depositones, schedule of cancelled which deposits have been 
checks (except those covered in rule 2), ltsts of checks confirmed 
and negotiable instruments, or microfilm copies of checks 
and instruments det>OSlted 
forms, check issue register and related information used destroy 6 years and 3 months 
m the receipt of Treasury check stock and for control of after FY m which created. 
blank checks allotted for preparation and issuance 
apphcatlon, unavailable check cancellations, advtSe of 
status. check coo1es, and related oaoerwork 
apphcauons for cash purchase of senes E or H bonds, destroy I year after FY in 
receipt for m1SCe!laneous collections, transmittal of bond which created 
1Ssuance schedules, bond control forms, and comparable 
forms and related information 
luruted depository account form reports, foreign currency 
receipts control forms, disbursement control forms, and 
exchan11:e led2er 
Joint message form used for dally reporting of checks destroy after I year 
drawn on Treasury of Uruted States, report of large indt• 
v1dual payments, repon of large individual collections, 
and related 1nfonnat1on 
records (other than source records) such as Journal destroy after 90 days, or 90 
voucher, posting data transfer, and similar forms, used to days after any discrepancy IS 
proVJde input data to account control area cleared 
forms such as vouchers for confidential expenditures destroy 4 years after close of 
memo, subvouchers for reimbursements of confidential FY, proVJded any exceptions 
funds and suooortinR records are cleared 
intelligence contingency funds expenditure records destroy 2 years after close of 

FY, provided any exceptions 

J 
are cleared 

_I 
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TAI LE 177-19. CONTINU E:D I 
R A B C D 
u I I 
L If the records are 
E or pertain to consisting of which are then 

15 currency conversion purchases, receipts for miscellaneous collect10ns, rosters at personnel, AFOs, destroy 1 year after FY ID 
and control of personnel authonzed and unauthonzed to convert, clubs, hotels, urut which 1SSued, or on settlement 

summary change hstmgs, and s1m1lar 1Dformat1on orderly rooms, and of 1rregulant1es or d1screpan 
sumlar act1v1t1es c1es, whichever IS later 
when exchangmg 
dollar 1Dstruments, 
foreign currencies, or 
m1btary payment 
certificates 

16 dollar IDStrument purchase control forms at Air Post Offices destroy after 6 months or on 
and US-sponsored completion of reVJew by ap-
bank1Dg fac1lit1es propnate authonty, which 

ever IS later 
17 public vouchers for public voucher forms for purchases and services other destroy after 5 years when 

medical services than personnel, and support1Dg 1Dformat1on that relates to vouchers are completed as to 
charges for emergency treatment of mibtary personnel by payment, or 6 years after date 
c1v1ban phys1cW1s, hospitals, or climes claim first accrued when 

vouchers are IDCOmplete or 
d1SBoproved as to payment 

18 commissary report1Dg monthly commissary operating statements and corre- destroy atiter 2 years. 
(also see table 145-1) spondence that constitute a part of the report1Dg system 

on comnussanes and comrmaarv store 0l?!;rat1ons 

NOTE HQ AF AFC advises AFOs of outstandmg d1SCrepanc1es withm specified retention penod In the absence of such advice, AFOs may de• 
stroy the records when eligible 

I ITABLE 177-20 
TRAVEL RECORDS I 

R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

1 transportation memorandum card copy of transportation request forms, destroy 3 years after close of 
requests US Government passenger warrants, travel and transpor FY ID which obbgat1ons are 

tat1on warrants, and requests for passenger transportation IDCUrred 
when offi.CJBI travel between two oveneas stations re-
awres travel to be 5!!:rformed 011 a fore1B!! carrier 

2 government bills of copy 8 of GB/Ls, 1Dclud1Dg copies of freight warrants, destroy I year after close of 
lad1Dg (GB/Ls) car manifests, bills for occasional services, foreign bills of FY ID which obbgat1ons are 

ladmg and foreign consignment notes from carriers of IDCurred 
foreign countnes, used to support account1Dg records, 
obluzatJons and charszes on shlnn1Dsz records 

•3 J0IDt travel regulation superseded pages destroy when no longer 
(JTR) needed 

4 Record of Travel DD Form 1588 for military members and forwarded to destroy 6 years after member's 
Payments HO AFAFC/AJOED aer AFR 177-103 S"""'ratJon,___, 

_, 4.1 DD Form 1 588 for c1v1lian employees, Reserves, and destroy filled forms 2 years 
Guard members not separated from employment or serv- after date of last entry 
ice 

4.2 DD Form 1588 for c1v1ban employees, Reserve, and destroy 1 year after date of 
Guard members !Zn&rated from emolovment or service s..,,,,rat1on -

5 microfilm copies of forms covered ID rule 4 destroy I year after FY ID 
which last image was exposed 
on reel 
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TAB E 177-20. CONTINUED I 

R A 
u 
L If the records are 
E or pertain to 

•6 allotments, commit-
ments and obhgat1ons 

7 accrued expenditures 
oaid 

8 ledgers of accounts -
9 

10 control logs 

11 postmg media 

• •12 automated travel 
record accountmg 
system (ATRAS) --, management hstmgs rl J 

./ NOTE HQ AF AFC advises AFOs of outstanding discrepancies w1thm specified retention penod 
stroy the records when ebg1ble. 

I ITABLE 177-21 
•CIVILIAN PAY I 
R A 
u 
L If the records are 
E or!'aertafn to 

•1 md1v1dual pay 
records (IPRs) 

2 md1v1dual leave 

•3 leave and attendance 
files 

• J 

B C D 

consisting of which are then 

unobhgated commitments or obhgat1ons, and unhqu1dated 
obbgat1ons, such as basic agreements for storage of 
household goods and related services, rel.Dlbursement 
vouchers, comparable forms, and related data 

disbursement and collection vouchers, with supporting 
commitment and obl111:at1on records 
subs1d1ary accounts receivable ledger for appropnat1on 
refunds 
subsidiary ledger of deposit funds mamtamed on forms, 
such as general ledger or appropnauons reunbursement 
record 
disbursements and collection vouchers logs 

records (other than source records) such as Journal 
vouchers, postmg data transfer, similar forms, and spe-
ciabzed posting media for machine appbcat1ons, used to 
orov1de mout data to accounts control area 
bstings produced by ATRAS that are used for reconc1ba-
tion and followup on obhgatlons 

B 

consisting of 

approved pay records mcludmg forms, hstmgs or micro-
form used to record mformanon concerning all earnings, 
deductions and adJUStments made to each employee's pay 
dunng a calendar year 

forms, official records used m heu of forms (mcludmg 
records of leave data transferred, 1f apphcable) for 
recordmg official annual accumulation and use of 
employee's leave 

subsidiary records supportmg the official pay and leave 
records, mcludmg time and attendance reports, authonza-
tlons for premium pay, leave apphcat1ons for Jury duty 
and home leave, and s1m1lar mformanon, used as source 
for oostmiz oav and leave documentation 

destroy 3 years after FY for 
which related appropnanons 
are made avallable for obbga-
tlon, provided there are no 
d1screpanc1es fer which cor-
recnve action has been pre-
scnbed by HQ AFAFC (see 
note) 

destroy after 3 years 

destroy I year after close of 
FY or calendar year m wluch 
created 
destroy after 90 days or 90 
days after any discrepancy 1s 
cleared. 

In the absence of such adVlce, AFOs may de

C D 

which are then 

send to NPRC (CPR) after 3 
payroll years, whether audited 
or unaudited, where they are 
ehgible for destructlOD 56 
years after date of last entry 
or with personnel folder (see 
notes I 2 4 and 7) 
destroy after 3 payroll years, 
whether audited or 11Daud1ted 
(EXCEPTION retain md1-
v1dual records pertammg to 
claims received pending settle-
ment Csee notes 2 3) 
destroy after 3 payroll years, 
whether audited or unaudited 
(see notes 2, 4) See note 6 
and table 1 1-2, rule 36 for 
vanable and ftex1t1me records 
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TABLE 177-21. CONTINUED I 
•CIV LIAN PAY I 

R 
u 
L 
E 

A 

If the records are 
or pertain to consisting of 

B C 

which are then 

D 

-

appbcat1ons for leave leave applications fa- other than home leave used by at supervisors' oper- destroy after 3 payroll years, 
supervisor to approve/disapprove or venfy leave m atmg area whether audited or unaudited 
formation to be posted to time and attendance forms 1f bme and attendance form 

has NOT been 101t1aled by 
emolovee (see notes 2. 5) 

3.2 

4 md1v1dual retirement forms or comparable approved records used to record 
amounts deducted from employee's wages for retirement 

-

destroy at end of pay penod 1f 
time and attendance form has 
been 101t1aled by emoloyee 
forward to Office of Personnel 
Management the records on 
separated employees and on 
those transferred outside the 
Air Force, forward docu 
ments on employees trans-
ferred w1thm the AF to the 
new AF payroll office (see 
AFR 177-104) 

microfilmed copies of md1v1dual retirement documents forward to HQ AFAFC (TC) 
(SF Form 2806) and copies of registers of separations per AFR 177-104, where they 
and transfers (SF Form 2807) used to recreate lost are destroyed after 3 years, or 
records, balance repons and answer mqwnes when no longer needed, 

wluchever 1s later 
5 md1v1dual rebrement 

records control files 

6 wage and separation 
mformat1on files 

7 federal employees 
health benefit 

8 mcome tax with-
holdmgs 

-
9 

10 allowances and ddf'er-
ent1al ebgib1hty files 

forms or comparable approved records used to control 
records mamtamed m connection with the retirement 
records, such as register of separations and transfers, 
adJUStments. and comnarable actions 
forms or comparable records, notices of determmat1on, 
notices of refusal to work off'er, and other related 
records, used m connecbon with unemployment com 
!!C!l.sat1on claims 
forms or comparable records used for registrations, 
changes of enrollment status, repons, transmittals, and 
related acbons 

Treasury Depanment forms or comparable forms used 
to record and repon wages and taxes withheld from 
employees' earnmgs, tax reconcibat1ons, and related 
actions 

forms or comparable records used to authonze payment 
of allowances and d1ff'erentials 

used to determme 
rate of w1thholdmgs 

destroy after 3 years (see note 
2) 

destroy after 2 years (see note 
2) 

destroy 60 days after transfer 
or separabon of employee, or 
when updated forms have 
been received from the C1 
vil1an Personnel Office (EX-
CEPTION for retmng or 
deceased employees, see AFR 
1 77-104) (see note 2) 
destroy after 4 years, except 
Wage and Tax Statements 
which will be destroyed after 
30 June followmg the tax year 
Csee note 2) 
destroy 4 years after form 1s 
superseded or obsolete (see 
note 2) 
destroy mactJve documenta 
tJon after 3 payroll years, 
whether audited or unaudited 
Csee note 2) 
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TABLE 111-21. co, ... 1 1r•nJ D I  
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

1 1  withholding and de-
ductlons authonza-
t1ons 

forms or comparable records used as authonty for with-
holding or deducting from employee's wages for such 
purposes as saving bonds, umon dues, chanty donations 
and allotments 

destroy when new authonza-
t1on has been receJVed and 
Master Pay Record (MPR) 
updated On transfers, for-
ward to gaunng payroll office 
when apphcable, on separa-
t1ons, destroy when no longer 
needed by payroll office 

12 payroll control reg1s-
ter document files 

payroll control registers, basic records, mcludmg change 
slips and other related records used to authonze or 
change payments to employees, bond ISSuance schedules, 
quarterly summary of year-to-date Pay Record Access1bd· 

destroy when audited or un-
audited records are 3 payroll 
years old (see note 2) 

1ty (PRR) Audit, used for payroll control purposes, pay-
roll certifications and summary controls, related reports, 
reca01tulanon of navroll data. and other related actions 

13 posting media records (other than source records) such as Journal 
vouchers, posting data transfers, and other related special-
1zed posting media for machine operations, used to pro-

destroy after 90 days, or 90 
days after any discrepancy 1s 
cleared (see note 2) 

v1de mnut data to accounts control area 
14 reports forms or comparable records used for reporting withheld 

taxes, retirement deductions, insurance deductions, and 
destroy after 4 years (see note 
2) 

renorts related to the nav oneratlon 
15 claims, waivers or m- records relating to claims, waivers, statement of charges retam until final settlement, 

debtedness (including those resultmg from reports of survey), and then destroy when audited or 
other related cases, used for collectmg, deducting, or unaudited records are 3 pay-
re0av1mz actions on emolovees' documents roll years old (see note 2) 

16 GAO or AF Auditor records relating to any exceptions taken by GAO or AF destroy when exceptions are 
General Representa- Auditor General Representative audit cleared (see note 2) 
t1ve exce0t1ons 

17 control logs records used for recording disbursement and collection destroy I year after close of 
vouchers fiscal year m winch created 

l (see note 2) 
18 year-to-date bstmg biweekly listings of cumulative pay, deductions and leave destroy after 90 days (EX-

data, used for responding to mqwnes, reissuing W-2 CEPTION last listing of 
forms, researclung computer output messages, etc. each quarter will be retamed 

for 3 years) (see note 2) 
19 listings (not covered products mcludmg but not limited to permanent change destroy when no longer 

by rules I through reJect list, permanent change control totals, permanent needed 
1 8) change cards, tune and attendance (T&A) card d1stnbu-

t1on list, T&A/temporary change card reJect list, pay 
computation mformat1on list, FLSA worksheet, cycle 
transfer register, report of 6 months A WOP, biweekly 
c1v1llan manpower and funding report, supervisor's leave 
mformanon list, TD Fonn W-2 error summary, used for 

- edit of mput data for posting or updatmg records listed m 
rules I throu2h 16 

20 products including but not limited to T &A register and destroy after updatmg of sum-
temporary change list, management notice list, IBP manes 1s completed and 
weekly list, c1v1llan MAFR and expense list, CSR mfor- audited for accuracy 
matlon report/list, leave list, vanable balance list, 
employee directory, IBP quarterly report, US savings 
bond report, health benefit reset list, master record wage 
table, general schedule pay raJSe list, wage employee pay 
raise list. retroactive pay raise narranve, employee pay 
adJustment for retroactive pay raise, used to consolidate, 

- venfy, and reconcile monthly, quarterly, or annual sum-
manes 
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TAI LE 177-21. CONTINU 'D 
R A 
u 

I 
B C I I D 

L If the records are 
E or pertain to consisting of which are then 

21 products mcludmg but not !muted to master pay record destroy when hstmgs are 
pnnt, bond master pnnt, used to ensure permanent change replaced 
actions are oroperly orocessed 

22 collectlon and dis- copies used to answer mqumes, process claims, make pay destroy I year and I month 
bursement adjustments after close of FY m which 

created, provided there are no 
outstandmg d1screpanc1es for 
which corrective action has 
been prescnbed by HQ 
AFAFC 

23 optional record fold- forms authonzmg deductions and entitlements hsted m upon transfer or separation of 
ers AFR 177-104, paragraph 24-9 and covered ma>ther rules employee, pull the md1v1dual's 

of this table, used by c1vl11an pay areas on an optional folder, d!Sa5Semble 1t, put the 
bastS vanous forms and records m 

their designated macuve files, 
then dispose of them m 
accordance wtth the appro-
pnate rules of this table 

24 Gross-to-net register mformat1on used for research and mqumes on pay data destroy after md1vtdual pay 
records (IPRs) are received 

NOTES 
I In sh1ppmg records to the records center, mclude copies of pay or leave records which were forwarded to GAO for use m settlement of chums 
(If, dunng the payroll year, a change 1s made from machme to manual postmg or vice versa, mterfile the forms used without regard to the 
differences m size Make an addmg machme tape ·or the yearly total of net payments Tape total must equal the net pay total for year shown on 
the payroll control register The tape IS retamed by the c1v1han pay area, and disposed of with the related payroll register«) Pack records for ship
ment as stated m chapter 7 List the name and location of all bases, stations, etc , other than the parent orgaruzauon, for which c1v1han payroll 
services were performed dunng the penod covered by the records bemg shipped 
2.  At t1me of mactlvatlon or consolidation of payroll offices, records that have not reached the age specified for disposal will be forwarded to the 
gammg payroll office, which will dispose of the records m accordance with the d1spos1t1on schedule Comply with the reqwrements of AFR 
177-104, pan eight 
3 HQ AF AFC advtses AFOs of outstandmg d1screpanc1es w1thm specrlied retention penod In the absence of such advice, AFOs may destroy 
the records, when they are ehg1ble 
•4 Retam records created after 31 December 1 977 on fire protection or law enforcement personnel until notified by SAF/AADQ 
•5 Supervisors may retam leave appbcat1ons m office area until they are ehgtble for destruction 
*6 Vanable and flex1t1me records are held at supervisor's operatmg area until ehg1ble for destruction 
•7 On the SF 1 3 5, Item 6h, instead of usmg • AFR 1 2-50, volume II, table 177-2 1 ,  rule I "  enter m this block "ORS 2, Item l (b)" 

I ITABLE 177-22 
Mil IT ARY PAY RECORDS CREATED PRIOR TO JUMPS I 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

1 pay record Jackets nuhtary pay records and related records at Denver FARC destroy 10 years after date of 
forc:OAO seoaratlon 

2 (RESERVED) I I 
3 1D1crolilmed pay rec- at alternate site destroy after 56 years 

ords for regular and 
1rre11:ular closeouts I I 

4 (RESERVED) II 
5 microfilmed pay rec- at alternate site destroy after 6 years 

l lords for separated 
members 

- pay history monthly and cumulative 6 months h1stones of pay trans- at Denver FARC destroy 56 years after FY m 
actions under the AMPS 360 system forc:OAO which created 

6 
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years 

1 vear to which thev __..;ft 

outstandmg �cies foa, 

which corrective acti011 bas 

been prescnbed by HQ 
AF AFC ( see notel. 

destroy 1 year after c:Jose of 

ments wdl be destrOYed 00 
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TABLE 177-22. co� •�\.J r s,.  I 
R 
u 

A B C D 

L If the records are 
E or pertaw to consisting of which are then 

7 

-
operational 
microfilm copies at 
HOM.FAFC 

destroy after 6 years or when 
no longer needed 

7.1 final leave balance (pnor to JUMPS) bsungs send to Denver F ARC after 4 
years where they are de-
stroyed after a total of 56 

8 W-2 extract m1croform W-2 data produced under the AMPS 360 sys- destroy after 4 years 
tem 1 1 

9 (RESERVED) II 
10 (RESERVED) I I 

j TABLE 177-23 I 
CAsDET PAY RECORDS AT AIR FORCE ACCOUNTING AND FINANCE CENTERs() FAFC) I 
R A B C D 
u 
L If the records 
E are or pertain to consisting of which are then 

1 cadet pay m1btary pay records, travel cards, and other records per- atsHQsAFAFC send to Denver F ARC 2 
tammg to pay whde m cadet status years after cadet's graduanon 

or separation from service 
where they wdl be destroyed 
after a total of 56 vears. 

• ) j TABLE 177-24 
AF IIESERVE OFFICER TD l .•. G CORPS <AFROTC) PAY RECORDS I 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

1 AFROTC pay pay orders send to Denver F ARC where 
they wdl be destroyed after 6 

l vears 
2 pay repons destroy 1 year after close of 

vear to which thev -�---

3 summary of earnings bstmgs - destroy 3 yean after close or 

4 collection and d1Sbursmg vouchers destroy 1 year plus I month 
after close of FY in wbicb 
created, proVlded there are no 

5 (RESERVED) 
, ,  

6 AFROTC pay m1btary pay orders, dependency certificates and other at orgamzat1onal 
oav nenod 
destrov after 3 .._.... 

substantiatm11 records levels 
oavroll vouchers and summarv of earnm25 hstmgs..]__ 

destroy after 4 yean, ucept 

copies of wage and tu lettle-

• 
8 mcome tax and FICA withholdmg records 

later than 30 Septcmber fol-

Jow•na the tax vear 

https://llett.le
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TA LE 177-24. CONTINUED 
R 
u 

A B C D 

L 
E 

If the records are 
or pertain to consisdng of which are then 

9 AF Jumor ROTC in-
structor pay 

instructor contract data cards, log1st1cal report cards, 
contract dates and computations of pay for instructors, 
and records relating to each school 

at HQ AFROTC destroy 6 years after ind1v1d
ual has tenmnated employ
ment, or I year after 

al 1s settled 

NOTE HQ AF AFC advises AFOs of outstanding d1screpanc1es within specified retention penod In the absence of such advice, AFOs may de
stroy the records when ehg1ble 

I I*TABLE 177-25 
Ali RESERVE PAY AND J LLOWANCE SYSTEM (ARP AS) RECORDS I 
R A B C D 
u 
L If the records are 
E or pertain to consisbng of which are then 

1 Reserve and Air pay Jackets with manual pay records and entitlement data at Denver FARC for destroy 56 years after year in 
National Guard such as declaration of benefits received and waivers, sub- all USAF Reserve which created 
(ANG) pay s1stence and dependency certificates and other pay infor- members 

matton records, forms and correspondence -
2 at Denver FARC for 

ANG members paid 
by AFAFC pnor to 
I Jan 68 -

3 at appropnate State 
AdJutant General for 
ANG members paid 
by the ANG Comp-
trailer pnor to I Jan 

-- 68 
4 at the Denver FARC 

for noncomputenzed 
payments after I Jan 
68 -

5 onginals of quarterly master file history, voucher and rettre to Denver F ARC 
transaction data for computenzed payments where they will be destroyed 

after a total of 56 vears
1--

6 operational copies of above at central reference destroy after 6 years and 3 
areas at AFAFC months1--

7 at functional areas destroy after I year or when 
no longer needed, whichever 
IS sooner 

8 supporting documents signature cards, numbered and unnumbered m1htary pay at AFAFC retire to Denver FARC 
orders, travel voucher ciB.lms, statement of tours of duty, where they will be destroyed 
adjustment authonzattons, correction of records, medical after a total of 6 years and 3 
certificates, hoe of duty detenninattons, accounts rece1v- months 
able closed case files for out of service members, partial 
payment vouchers, officer umfonn allowance certificate 
and maintenance forms, quarterly quality exams, earning 
statement for manual payments made after I Jan 69, and 
other related records -
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TAI LE 177-25. CONTINU !:D I 

R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

9 register of ARPAS 1Dput transaction hst1Dgs with cert1f- at ARP AS payroll retam at ARPAS payroll 
1cates and forms such as application for basic allowance offices office Destroy after 6 years 
for quarters for members with dependents, hazardous and 3 months per table 177-5 
duty orders, officer's certificate of statement of service, 
authonzat1ons fur 1Dact1ve duty tra1D1Dg action requests, 
court martial orders, report of casualty or message, 
discharge or separation orders, active duty orders, state-
ments of tour of duty, medical certificate, l1De of duty 
determ1Dat1on, travel vouchers or subvouchers, officer 
uruform allowance cert1ficat1ons and mamtenance allow-
ance forms, forms used to record travel payments and 
other related records, employee's w1thhold1Dg allowance 
and w1thhold1Dg exemption certificates, authonzatlons to 
start or stop BAO credit, sumature cards 

10 edit reconc1hat1on computenzed hstmgs that are action items (reJect hst- at AFAFC destroy after 3 months or 
and control data 1Dgs), master file reviews, dropped masters, accounts when corrective action has 

receivable collect1ons, 1Dterface d1screpanc1es and IDCOm- been taken, whichever IS later 
olete leave hstlDll:S 

11 other hst1Dgs and computenzed l1Stmgs of 1Dput/batch totals, master pnnt- destroy after quarterly master 
tabulations outs, urut master file reviews, search requests, check data file h1Story has been received 

and other related hst1Dgs that do not need corrective 
action 

12 federal IDCOme tax employer cop1es of ID Forms W-2 and hst1Dgs, adJust- destroy 4 years after taxes are 
w1thhold1Dgs and ment records, FICA extracts and other related records paid (see Treasury Depart-
Federal Insurance ment Circular E) 
Contnbut1on Act 
<FICA) 

13 management ID· computenzed hst1Dgs used for reports, h1stoncal data and destroy after 3 years or when 
formation for evaluation and control purposes purpose has been served, 

whichever 1s sooner 
14 voucher data detailed payroll money hsts, summanes and cover sheets 1Dclude ID ongmal accounts 

and d1Spose of per table 
177-5 

15 subs1d1ary data hstmgs used to reconcile voucher balanc1Dg for dis- reta1Ded ID the fiscal destroy I year and I month 
bursements and collect1ons, b1l11Dg records, and FICA area at AFAFC after close of FY ID which 
and FITW summanes, Journal vouchers, worksheets fo_r created, provided there are no 
schedule a transactions, transcnpts, ledgers and other outstand1Dg d1screpanc1es 
account1Dg data 

16 collection and dis- copies of paid vouchers at m1btary pay sub-- bursement vouchers Ject matter areas 
17 copies of paid vouchers with support1Dg records that are reta1Ded ID fiscal area 

used for account1D11: ourooses at AFAFC 
18 1Ddebtedness control 1Ddebtedness forms and data at AF AFC for ID• destroy I year after final col-

service and out-of- lect1on or when case 1s closed. 
sel'V!ce Reserve and 
ANG members 

19 records control data logs used to provide control for partial payment author- at ARP AS payroll "destroy when all payments 
1zat1ons offices have been reconciled 

20 reference matenals locators, master tables and other similar products used at m1htary pay sub- destroy when obsolete, super-
for reference purposes Ject matter areas seded, or when no longer 

needed -
locators, master tables and other similar products used at ARP AS payroll 
for reference and 1DQu1rv purposes offices 

22 post1Dg media records (other than source data) used for mach1De apph- at nuhtary pay sub- destroy when purpose has 
cation or control 1ect matter areas been served 

21 

II 
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TABLE 177-26 I 
PAY ALlDTMENT RECOI DS I 
R A B C D 
u 
L If the records are 

E or pertain to consisting of which are then 

1 start, stop or change class E, Q, N, and D allotment folders of m1btary and destroy 6 years after year of 
files c1v1ban personnel conta1D1Dg correspondence aff'ectmg separation from service 

specific money accounts, allotment authonzation request 
for change notice of credit due, dependency certificate-
wife or child under 21 , parent dependency affidavit, 
dependency certificate-mother and/or father; local 
forms 1Dclud1Dg requests for pay 1Dformat1on, change of 
address, mod1ficat1on or reduction of allotment payment 
authonzatlon. and authonzat1on for special pay 

2 dependency folders appbcat1ons for basic allowance for quarters for members destroy 6 years after separa 
(DEP) at AF AFC with dependents, appbcat1ons for uruformed service 1den t1on from active duty unless 

tlfication and pnv!lege card, correspondence and other subsequent acnon-lD which 
matenal used to determ1De dependency upon or relation case, destroy 6 years from last 
ship to members and used to make determmat1ons of de- acnon 
pendency/ebgib1bty entitlement to BAQ, dependent 
travel allowance, medical care for parents and parents-
ID law, stepchildren, adopted children, 11legit1mate child-
ren and all cases where relat1onsh1p or dependency 1s 
quest1onable 

2.1 dependency folders ongmals of records ID rule 2 approved and sent to 
(DEP) at AFOs HQ AF AFC/ AJSD 

10 days after end of 
month 

2.2 disapproved and sent 
to HQ AFAFC after 
90 davs -

2.3 dupbcates of records ID rule 2 at AFOs destroy 12 months after date 
of last action or when no 
longer needed, whichever IS 
sooner -

2.4 rebuttals or referrals at AFOs and sent to destroy 6 years after separa 
HQ AFAFC upon t10n from active duty unless 
receipt subsequent acnon-lD which 

case, destroy 6 years from last 
action 

3 correspondence fold- commurucat1ons perta1D1Dg to returned checks/bonds, at HQ AFAFC destroy 6 months after date of 
ers stop pay actions; Red Cross commercial IDSUrance and last action or when no longer 

credit uruon 1Dqwnes, field level 1Dqwnes on allotment needed 
status, change of address 1Dformat1on, 1Dd1v1dual com-
puter pnntouts on status of accouuts, copies of authonza-
t1ons for special pay; forms of pay adJustment authonza-
boo: AF AFC work sheets. and comparable data 

I !TABLE 177-27 
us A VINGS BOND RECO s I 
R A B C D 
u 
L If the records are 

E or putaiD to consisting of which are then 

1 transmittals or receipts transmittal or receipt of senes E bonds, used to destroy on site after 2 years. 
(IDSCnbed or unlD• receipt/transmit bonds received/forwarded by HQ 
scnbed bonds) AFAFC 

2 claims and 1Dqumes correspondence concern1Dg nonreceipt of US sav- destroy after claimant has 
1Dgs bonds, used to trace d1spos1t1on of bond recet_l!ed bond or bond has 

otherwise been accounted for 
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TAI LE 177-27. CONTINUED I 

R A 
u 
L If the records are 
E or pertain to 

3 senes E bond sales 

4 bonds held m safekeep• 
mg at HQ AFAFC (tn• - scnbed) 

5 
6 savm.11:s bond reoorts 

I ITABLE 177-28 

B 

consisting of 

accountab1hty records, used to control, venfy and 
balance accountab1htv and to answer mawnes 
hsts of bonds held m or released from safekeeping, 
used to mamtam accountab1hty and mclude date 
and reason released 
auarterlv history 
reoorts of bond sales and ourchases 

AF MEMBER FHA CASE Fl LES I 

R A 
u 
L If the records are 
E or pertain to 

1 md1v1dual case folders 

TABLE 177-29 I 

B 

CODSISting of 

request for cernficatton of ehgib1hty fonns, 
cernficatton of temnnat1on (used for dtScon-
tmuance of loans and paid-up loans), premium 
notice (mdtcattng airmen's name, service number, 
case number, effective date, and amount of money 
paid to FHA) and copy of pay adjustment authon-
zatton reftectmst mdebtedness to government 

C 

which are 

C 

which are 

received from AF per-
sonnel through FHA rela-
tlve to loans for purchase 
of pnvate homes 

ME RGED ACCOUNTING AND FINANCE REPORTING (MAFR) SYSTEM RECORDS (see note) I 
B 

cons1Sting of 

tranSttory MAFR control data having recurnng 
updates (such as appropnatmn master vahdat1on 
file, sales code file, ADSN file), mterfund seller 
address file, records location, master hstmgs of edit 
error and out-balance bstmgs, lillScellaneous 
corresoondence 
transitory reference data, EDP ltstmgs of reconctl 
1at1on differences, TC suspense by ADSN data, 
voucher and DA 14-94 rejects, records mcludmg 
AF Forms 1543, 1 544, DD 870, other EDP hstmg 
used m normal processmg, EDP master cycle, by 
other hst1ng, 7 1 3 8  data and PUN hstmg; MAFR 
error hstm2. Cl6. Cl!. C257. other related hstmgs 
71!12/7 1 1 3  folders, mcludmg AUTODIN ltst and 
EDP hstmgs of ADSN reports, 7 1 38 cycle data, 
cash reports and TC suspense; and other related 
EDP ltsttngs mcludmg adjustment voucher, 
automatic val1datton and other related hstmgs and 
correspondence pertment to AFO cycle and 
month-end processing, mcludes data peculiar to 
MAC transoortatlon orocessm11: 
Anny, Navy, State Department, cycle and 
month-end data, mcludmg but not ltm1ted to 
vouchers, EDP hstmgs, 7 1 10, 7 1 1 1 , 7 1 1 3  reports, 
SF 1221/lFS 224 schedules of transactions, other 
comparable data, correspondence and related by-
oroducts 

R A 
u 
L If the records are 
E or pertain to 

1 transitory work files 

2 7 1 1 2/7 1!1 3  Accountant 
workmg files 

3 71!12/7 1 1 3  ADSN, 
DCASR, CADC inputs 

4 MAFR other service 
for air data 

D 

then 

destroy after 5 years 

destrov after 56 Years 
destrov after I vear 

D 

then 

destroy 2 years after case tS 
closed 

C 

wluch are 

at!HQ!AFAFC 

D 

then 

destroy 30 days after month m 
which created or when super-
seded by files update 

destroy 6 months after month 
created, or when no longer 
needed 

destroy 2 years after the FY 
m whtch created or when no 
longer needed, whichever 1s 
sooner 
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TA ILE 177-29. CONTINUE ) I 

u 
R A B C I I D L If the records areE or pertain to consisting of which are then 

5 cross d1sburs1Dg acuv- request for fiscal mformauon, transportation lty (USAF AC) request, bill of lad1Dg, and meal ticket, advice of reJecuon, reJect hst1Dgs, open allotment hst1Dgs and related documentation 1Dclud1Dg correspond ence 
6 1Dterfund bill1Dg trans- EDP hstmg of AUTODIN, 7113!6-, DD 1400, and destroy 4 years after FY ID actions seller and buyer summary b11l1Dgs, vanous 1Dternal which created or after recon-EDP hst1Dgs and reports such as unmatched c1hat1on of charges IS com sellers/buyers, del1Dquent hst1Dgs, suspense hst1Dg, pleted, whichever IS sooner del1Dquent case folders 1Dclud1Dg buyer/seller corresoondence and related records 
7 EDP master control command summary, OAC feedback, worldwide hst1Dg nonworldwide, consolidated appropnat1on control, Treasury cash report hstmgs, and other compa rable data NOTE Only copies of records are covered by tins table; the d1spos1t1on of ong1Dal records 1s shown ID table 177-5 

l TABLE 177-30 lJOI!6-NT UNIFORM MILITA lY PAY SYSTEM (JUMPS) RECORDS AT AFAFC IR A B C D 
u 
L If the records areE or pertain to consisting of which are then1 substantlatmg data sent to HQ AFAFC by retire after 18 months to account1Dg and finance Denver FARC (see table offices and CBPOs 177-5)2 personal financial financial 1Dformat1on on 1Dd1v1dual members, form destroy 6 years after members' '!6-record (PFR) erlv ma1Dta1Ded at base level seoaratlon (see note) 3 daily transactions detailed records of all transactions received and destroy after 6 yearsactions taken by HQ AFAFC, used for 1Dawrv/aud1t ourooses 
4 manag�ent notices data 1denttfymg transactions which require manual process1D2 
5 leave and earrung monthly statement of member's leave and earrungs destroy after 3 yearsstatements (LES) 
6 master military pay �month history of member's leave/pay transac- retire to Denver F ARC account (MMP A) t1ons and leave and earn1Dgs data where they will be destroyed 56 vears after vear of creation 
7 allotment data onginal accounts hstmg of domestic and foreign retire to Denver F ARC check vouchers, blanket payments, IDSurance pay- where they will be destroyed ments after a total of 6 years and 3months from date of account ID accordance with table 177-5ooeratlonal copies of records ID rule 7 destroy after 3 years -

.....!... 
9 transaction h1stones, blanket and VA voucher hst ID"" debit and credit re1Z1Sters -10 reference l1St1Dgs and cumulative �onth allot destroy after 6 yearsment h1stones 

11 reference matenals JUMPS company code d1rectones, JTR 1Ddexes, destroy after 3 yearsJUMPS locators and similar oroducts 12 JUMPS central pay- hst1Dgs by ADSN of products concem1Dg amounts ments credited to financial orgaruz.at1ons for personnel 01ud centrallv --
-13 transmittal register and stat report used for refer- destroy after I yearence and balanc1Dg purposes 
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TABI E 177-30. CONTINUE l I 
R A 
u 
L U the records are 
E-- or pertain to 

14 

15 central or local pay 
authonzatlons 

16 summary account 
data 

--
17 

--
18 

19 voucher balancmg/ 
reconciliation 

19.1 voucher balanc 
1ng/reconc1llat1on 

20 edit, reconciliation, 
or control data 

-
21 

22 (RESERVED) 
23 conversion master 

military pay account 

24 FICA wages and/ or 
FITW deductions 

-
24.1 

25 TD Form W-2 

8 

consisting of 

detailed MM and EOM payroll llstmgs used for 
mqwnes and to advise financial orgaruzatlons of 
deoos1ts made to members' accounts 
changes to AF members' mid-month and end-
month net pay ammmts, used for updatmg central 
payroll processing, balancmg payrolls, and con-
trollm11: local oav authonzat1ons 
transactions processed through summary account 
subsystem and are m1croform products used for 
balancmg accountmg reports, prepanng 1I11scel-
laneous mdebtedness vouchers and reconc1llat1on 
of cleann1r account analvs1s 
summanzed mformat1on to control the MMPAs 
used for repon purposes 

summanes of JUMPS payment/collection transac 
ttons, used to reconcile payment/collection postmg 
with MMPAs or with cash accountability repons 
CMAFR) 
subs1dtary records used to reconcile voucher 
balancmg for disbursements and collections, jOur 
nal vouchers, worksheets, adjustment authonza 
ttons and other related data, used to reconcile 
pay/collection postmgs with MMPAs or with 
MAFR 
products used m correcting rejects, reconciling 
data, and controlling/balancmg central payments 
and allotments relative to check number/address 
validation, changes of address, FITW and W-2 
changes, nonmatches of company codes or 
addresses, out of balance totals, pay suppressions, 
zero pay authonzat1ons, checkwntmg totals, check 
transmittal lists, error lists, control totals, control 
cards and S1m1lar oroducts 
products concernmg transm1ss1on of data VJa mag 
tapes hstlmzs AUTODIN transit routmgs 

data on MMPA at time of member's conversion to 
JUMPS, used m adjustmg or correctmg the 
MMPA 
amounts of FICA wages/deductions and FITW 
deductions for military members 

data pnnted on member's TD Form W-2, used for 
in0u1ry purposes and to recreate TD Forms W-2 

C 

which are 

at HQ AFAFC 

reports to the fund man-
ager on the financial post-
t1on of the military pay ap-
proonat1ons 
repons to the fund man-
ager showmg expenditures 
by entitlements and deduc-
ttons for the month 

copies of quanerly reports 
sent to Social Secunty Ad 
mm1strat1on or Internal 
Revenue Service 
copies used to determme 
benefits for annuitants of 
retired members, and to 
answer m0u1nes 

D 

then 

mclude m ongmal accounts 
and dispose of per table 
177-5 
destroy after 3 years 

destroy after 5 years 

destroy after 3 years 

destroy after 2 years 

destroy 1 year plus I month 
after reconc1llat1on of d1screp-
anc1es 

destroy after 6 months or 
when reconc1llat1on, correc 
tton, or balancmg purpose has 
been served, whichever 1s 
sooner 

destroy after 3 months 

retlre to Denver FARC 
l l where they will be destroyed 

after a total of 6 vears 
destroy 4 years after FY to 
which they penam 

destroy 56 years after penod 
to which they penam 

Idestroy after 4 years I 
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ITA JLE 177-30. CONTINUED 
R A B C D 
u ' 
L If the records are 

E or pertain to CODSISting of which are then 

26 closed separation/ MMPA pnntouts, copies of pay adjustment destroy after 6 years, 3 
reenhstment data authonzat1ons, punch card transcnpts, correspond- months 

ence and related records created at tune of 
member's separauon/reenhstment and reflect pay-
ments made 

NOTE This 1s a d1scontmued senes Retired segments at the Denver FARC are ehg1ble for destruction through 1986 

TABLE 177-31 I 
FINANCIAL SI'ATEMENTS SCHEDULES AND CONTROLLED REPORTS AT AFAFC I 
R A B C D 
u 
L If the records are 

E or pertain to consuting of which are then 

1 cash accountmg reports and supportmg records showmg cash at HQ AFAFC destroy 2 years after FY m 

- accountab1hty status of financial act1v1t1es through wluch created 
disbursement and collection transactions exceot 

2 June finals of above reports and statement of trans- destroy 4 years after FY m 

- actions and accountab1hty (foreign transactions) wluch created 
renorts 

3 consohdated certification and statement of reasons, destroy 5 years after FY m 
countnes, and amounts for contracts let m excess which created 
currency countnes paid m dollars reoort 

4 appropnatlon account• reports and supportmg records portraymg the destroy 4 years after FY m 
mg data status of appropnated funds m terms of avmlabil- wluch created 

1ty, commitments, obhgat1ons, disbursements and 
collections. exceot -

5 reports of appropnatlon reimbursements June destroy 5 years after FY m 
finals, reports of status of proJect by obligation which created 
allotment code, June finals, report of budget exe-
cut1on finals, and annual report under Section 
1 3 1 1-Supplemental Appropnat1on Act of 1955 
(Public Law 663) 

6 expense accountmg reports and supporting records showmg the destroy 4 years after FY m- data exoense mcurred m selected act1v1t1es exceot which created 
7 fourth quarter reports of recapltulatlon of comnus- destroy 5 years after FY m 

sary store reimbursable operatmg costs and report which created 
of reimbursable property d1Spos;.l expenses and 
report of proceeds from sales of lumber or timber 
oroducts 

8 financial statements reports and supportmg records showmg the finan- destroy 3 years after FY m 
(general ledgers) cial posltlon of the USAF and selected act1v1t1es, which created 

exceot -
9 financial statements required by TD Circular 966, destroy 5 years after FY m 

AF mdustnal fund statements and schedule for which created 
annual budget estimate for mdustnal fund, AF 
stock fund statements and schedule for annual 
budget estunate for stock fund, and USAF consoh-
dated tnal balance ( 4th auarter /June final) 

-10 miscellaneous type a vanety of reports and supportmg records not destroy 3 years after FY m 
accountmg data classified m above rules which created 

11 annual summary of retirement fund transactions destroy 5 years after FY m 
which created 
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I TABLE 177-32 I 
JOINT UNIFORM MILITAJ; Y PAY SYSTEM (JUMPSl RECORDS AT BASE T �EL I 
R A 
u 
L If the records are 
E or pertam to 

1 substant1atmg mfor-
matlon 

-
•2 -
•3-
4 

-
•s 

-

-
•7 

-
-•s 

9 

-
•10  

11 -
12 

13 data collection hstmgs-

B 

coos11ting of 

onginal of record transmittal hstmg with support 
mg records such as report leave transactions, 
MPOs, allotment authonzat1ons, pay adjustment 
authonzatlons, and related matters 

report of  travel/leave time 

copies of records sent to HQ AF AFC/ AJQED; 
e 2 MPOs. oav ad1ustment authonzattons etc 
receipted or retamed copy of DD Form 1 39, Pay 
Adjustment Authonzatlon 

JUMPS pay record access1b1hty (PRA) roster 

leave request/authonzatlon 

ongmal JUMPS data change transaction register 
(JTR) 

co01es of  JUMPS data change transaction 
ongmal of JUMPS miscellaneous transaction regis 
ter 
acknowledged copies of m1htary pay orders 
<MPOs) 
all transactions processed, recycled, or rejected 
dunng an update 

C 

which are 

at 1D1l1tary pay sub JeCt 
matter areas 

at urut of attachment or 
assignment 
. 

for mtemal management 
purposes 
at CBPOs, personnel sys-
tem management (PSM) 
area 

at prepanng activities 

at urut mput source 

at m1htary pay subject 
matter areas 

D 

then 

send to HQ AF AFC/ AJQED 
by the 6th workday of the 
calendar month followmg the 
processed month bemg 
reported (see note I) 
for ongmal, see table 1 77-5, 
rule 2· duohcate see rule I 
destroy after 6 months 

destroy receipted copy 6 
months after receipt, destroy 
retamed copy 6 months after 
ongmal records are sent to 
HQ AF AFC/ AJQED, pro-
v1ded no mqwry IS made con-
cermng nonrece1pt of ong1-
nals 
mclude ongmal semiannually 
with the subm1SS1on of sub-
stant1atmg documents 
(May-November) (See rule 
I ) Destroy retamed copy 
after 6 months or when a new 
roster IS created 
send Part I (and III, 1f 
received for processmg) to 
HQ AFAFC/AJQED by the 
6th workday of the calendar 
month followmg the proc 
essed month bemg reported 
l (see note 1)  
destroy Part III after leave 
block venficat1on unless there 
1s a discrepancy m leave data. 
If there 1s a d1Screpancy m 
leave data, forward Part III to 
the AFO For termmal 
leaves, destroy Part III 10 
days after the last day of 
leave 1f the member has not 
returned from leave 
forward Part III to urut 

send to HQ AF AFC/ AJQED 
by the 6th workday of month 
followmg end of month proc-
essed (see note I )  
destroy after 6 months 
destroy after 90 days 

"destroy after 6 months 

destroy after 2 months (see 
note 3) 
destroy 6 months after end of 
month m which created 

14 
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TAB ,.,E 177-32. CONTINUED 
R A 
u 

If the records are 
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I 
B C DI 

E or pertain to consisting of 

15 all transactions (transactions number only) that 
processed m an update, inputs by another AFO, 
AFAFC, AFMPC, or CBPO for a member serv-
iced bv that AFO -

•16 all transactions w1thm a cycle that went to the 
recycle file at AF AFC -

•17 all management notices provided by AFAFC 

•18 rejected transaction rejected transactions 
listings-

•19 pay-aff'ectmg transactions subnutted by the CBPO 
wluch are re1ected at AFAFC-

•20 all transactions reJeCted to the operating director 
ate at AFAFC 

21 leave and earning duplicate copy of monthly statements of member's 
statements leave and earnings 

22 LES extracts (NBT certified copies of hstmgs created by the vanous 
200) products options of NBT 200 

which are 

at CBPOs, PSM 

at military pay subject 
matter areas 

then 

destroy after 6 months 

destroy after 6 months pro 
v1ded all transact10ns have 
dron,.,,.d from cvcle 
destroy after 6 months pro 
v1ded no AFO action 1s pend 
lnl!: 

destroy 90 days after end of 
month m wluch all rejects on 
the listing are cleared 

destroy after 6 months 

1f bulk filed, destroy when no 
longer needed but not later 
than 60 days after close of 
nenod to wluch thev oertam 
destroy I year after end of 
month created or when 

-
6-month lustory pnntout filed m member's PCS 

replaced by a newly certified 

destroy when purpose has 

-
24 ongmal of leave and earnings data created upon 

member's 5et>llratlon/reenlistment 
25 da1l y transactions detailed record of all transactions received and 

actions taken by AFAFC 
26 collectlon and dis- copies 

bursement vouchers 

27 control logs logs used to provide reference and control for 
records of disbursement, cross d1Sbursement, and 
collectlon voucher numbers for AF members and 
members of other Serv:tces -
mconun11: and out11:om2 AUTODIN transm1ss1ons _A_ 

-•29 data collect1on log pnnt listmgs of all messages, 
commands and svstems act1v1ty 

30 logs used to control leave authonzat1on numbers 
sign m/out (AF Form 1486), cert1fi.cat1on of leave 
number blocks (AF Form 1 134) 

•31 MPO document control log (AF Form 1 373) 
-

32 transnuttal letters forms and form letters used to transmit military 
pay records 

package upon permanent 
change of station (PCS) 

filed m member's manage-
ment case file 
at military pay subject 
matter areas 

at units of attachment or 
assignment 

at military pay subject 
matter areas 

been served, but not later than 
6 months after date of last 
entrv 
destroy per rule 22 

destroy after 6 months 

destroy I year and I month 
after close of FY m wluch 
created, provided there are no 
outstanding d1screpanc1es for 
wluch corrective act10n has 
been prescnbed by HQ 
AFAFC (see note 2) 
destroy I year and I month 
after close of FY m which 
created. 

destrov after 6 months 
destroy after 30 days 

destroy I year after account-
able fiscal year 

destroy when act10n IS com 
oleted 
destroy 60 days after close of 
pay penod to which they per 
taJlff 
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TAI LE 177-32. CONIINUI D IR A B•
l 

uL If the records are E or pertain to consisting of 33 nonavadabd1ty of reta1Ded orgaruzauonal copies of forms and related government quarters recordsand mess 
34 post1Dg media records (other than source data) such as Journal vouchers, posting data transfer forms, similar forms, and spectahzed post1Dg media used for mach1De appbcat1ons, used to provide 1Dput data to the accounts control area 35 JUMPS transacuon EAM cards for JUMPS 1Dput transactions cards 
36 PCS package transfer ong1Dal forms filed ID member's PCS package actions 
-37 copies 
38 AFO payment authon- ongmal forms authonzmg local payment by AFOs zatlon (JUMPS) and other m1btary Servtces, 1Dclud1Dg messages or letters adv1S1Dg pay1Dg AFO that payment has 
-- been entered on MMPA. used to suo1>ort oavment 
39 second copies of above forms forwarded to paymg and collectmg as subvoucher to m1btary pay voucher 
40 thU"d copies of above forms keypunched for 1Dput to dadv uodate 
41 pay authonzatton bal- computer bsungs ance sheet 
42 pay service file leave and earrung statement mismatch bstm2 
43 pay service file utility pnnt options 
44 1Dtemat10nal balance summary payroll bst - of payments auarterlv bst 
46 summary cards held for production of quarterly reoort 
47 money IISts (copies data concem1Dg regular payrolls other than AFO retamed file of dis-bursement and collec-tton vouchers) 48 one-time m1htary pay- data concem1Dg one-ume pay authonzatlons from roll n,nnPV hst HQnl.FAFC 
49 seauence check hst1D<> breaks ID check numbers of checks orocessed 
50 ID Form W 2  IISUng of m1Smatches between pay service file and TD Form W-2 taoe - hsttng of data pnnted on member's TD Form W-2 used to recreate W-2s, 1f necessary 51 

375 

C D 
which areat 1SSU1Dg/approvmg authontles 

thendestroy I year from date of issue 

at all prepanng act1v1t1es 

at losmg AFOs 

destroy after 3EXCEPTION monthswhendiscrepancies are 1Dvolved, destroy 3 months after d1Scr""anc1es are cleared destroy after IS days 
destroy after gammg AFO venfies 1Dclus1on of appropn ate records and post1Dg of loavments destroy after 6 months or when no longer needed, whichever 1s soonersend to HQ AFAFC/ AJQED by 15th of!6-month!6-follow1Dg end of month proca.sed (see note I)destroy I year plus 1 monthafter close of FY ID which created, proVJded there are no outstand1Dg discrepancies for which correcnve actton has been prescnbed by HQ AFAFC (see note 2) see rule 34 

at m1btary pay subJect matter areas destroy after 6 months 
destroy after 3 months. 
destroy when no longer needed, but no later than 2months after date of creation destroy after 6 months 
destroy 2 months after crea non of auarterlv rerortdestroy after 3 months 

destroy after 2 years 



payment/collection 

--
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, ,w , �  •TABLE 177-32. CO,.. I 
R A B 
uL If the records areE or pertain to CODSJSting of 

52 edit error bst error conditions created when 9B product controlcards fail B-3500 edits 
53 check issue bstmg every computer produced m1btary payroll checkJSSued by the AFO54 
55 pay sel'Vlce file pnnt current pay and leave mformatlon and summary oflast 32 transactions 
56 error cards cards used to correct errors or reject transactions 
57 JUMPS grams computer pnntouts transmitted via AUTODINcontammg specllll mstructlons from HQ AFAFC -- to AFOs re m1btarv oav (!rocessm15 
58 leave orders (emer- copies of leave orders authonzmg emergency orgency and special) specJBI leave for oversea personnel to CONUS 
59 servicemen's group copies of formsbfe msurance elec-t1ons or decimations60 reconc1bat1on bsts summanes of JUMPS transact1ons, used to reconcile payment/collection post-mgs with master m1btary pay accounts or withcash accountab1btv reoorts <MAFR)
61 reference matenals JUMPS company code directones, JTR mdexes,JUMPS locators, hstmg of amounts pBld centrallyto financial orgaruzattons, and other sumlar products 
62 pay adjustment copies of pay adjustment authonzat1ons 1mt1atedauthonzatlon by AFO or received from other AFOs or HQAFAFC-
63 

-
64 temporary lodgmg request for TLA and supportmg records such asallowance (TLA) TLA worksheets, TLA expense, 1mt1al TLAentitlements authonzabon and connnuatlon request/approval65 -

•66 

•67 management case files mdebtedness records, mcludmg bankruptcy 
-

68 basic allowance for quaners (BAQ) recert1ficat1on 
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C DI 

which are thendestroy upon correction oferrorat paymg and collectmg see table 177 -19subrect matter areasat subject matter areas destroy after 3 monthsother than paymg and col-lectm2filed m member's PCS destroy when purpose haspackage upon PCS I been served, but not later than 
6 months after creationat mihtary pay subject destroy upon correcbon ofmatter areas error or upon determmat1onthat transactton was erroneousand will not be resubmitteddestroy when obsolete or rescmded. 

at umts of attachment or destroy after approval ofassignment leave request/authonzat1onformat CBPOs destroy when superseded bynewly executed election. 
destroy I year after year/month comes m balance. 
destroy after 6 months 

at 101t1atmg mibtary pay destroy suspense copy uponsubject matter areas return of receipted copy,stroy receipted copy afterde-
6months.at rece1vmg m1btary pay mclude ongmal m substanb•subject matter areas atmg records (see rule I); de-stroy retamed copy withDROTs (see rules 13 and 14longmal forms used to send to HQ AFAFC/AJQEDcompute and support pay per AFM 177-373, volume Imentcopies at m1btary pay sub- see rule 26ject matter areas used to0rov1de data for navment case file copies at TLA m1 destroy I year after tcrunna-tmnng office used forauthonzat1on and payment bon of TLA (EXCEPTION.when dJSCrepanc1es are ID·valved, destroy 6 monthsafter thev are cleared\at m1htary pay subject mclude m PCS package uponareas PCS, 1f separating or reunng,mclude m separat1on/rebrement nanerwork l- rule 7 1 'destroy 2 y ears  after member!departs PCS or when superseded cv new recernficat•on 
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TAB .lo" 177-32. CONJlNUE D  1 
R A B C D 
u 
L If tbe records are E or pertain to coaslstlng of which are thenauthonzat1on/designat1on for emergency pay and destroy upon PCS or when allowances superseded by new authonza , t1on.-

•10 d1SCret1onary files based on local needs destroy upon PCS, when superseded, obsolete, or no longer needed, wluchever 1 s  
�oon•• -•71 separation/retirement paperwork destroy 6 months after mem-- destrov .. � .. r destroy after I year 6 months_•12_ Article IS/court martial order (CMO) •73 state mcome tax w1thholdmg (SITW) recertification destroy when purpose has been served, but not later than 6 

•74 

t1onmonths after date of crea-
•75 quality assurance all transactions mput mto a data collection batch destroy after cycle bas been batch pnnt (to venfy keyed data) ll successfully transmitted to AFAFC 
•76 data collection mput all transactions transmitted to AF AFC via data destroy after receipt and transmittal listmg collection m a cycle(s) pnntmg of AF AFC update results•77 password control password and operator IDs for personnel author mamtamed by the AFO destroy I year after the roster rosters (AF Form ized access to the m1D1computer 1s replaced by a new roster 199)
•78 mput transaction list AFO transactions assigned a document number at military pay subject destroy after 3 monthsings matter area NOTES.I. HQ AF AFC/DAD retires to Denver F ARC with ongmal accounts per table 177-52. AFOs are notified of d1SCrepanc1es or out-of balance conditions by DAD or Directorate of M1btary Pay via the voucher balancmg and MAFR reconctliat1on reports. Vouchers must be retamed until d1Screpanc1es or out-of-balance conditions are corrected 3. Autbonzatlons for members who tum m a meal card upon becommg elig1ble for basic allowance for subsistence (BAS) are venfied to the daily regJSter of transactions (DROT), then filed with the meal card control reg1ster, and destroyed per table 146-1, rules 14 and/or IS  

I TABLE 177-34 j.... • - �-� AND ANNUITA� T PAY SYSTEM CRAPS) RECORDS AT AFAFC IR A B C D 
u 
L If tbe records are E or pert.am to consisting of which are then 
1 retired pay folders source records used to establ1Sh and contmue the tennmated due to death or retire to Denver FARC after pay of retiree and to establJSh entitlement of removal from temporary I year where they will be de unpaid pay and allowances and death gratuity to d1Sab1lity retired bst stroyed 6 years after calendar the survivors, to mclude retirement orders, data year m winch terminated for payment of retired armed forces personnel, survivor benefits elections, emergency mfonnanon, statement of employment, w1thholdmg certificates, Veterans Adn11n1Strat1on and Office of Personnel Management waivers, correction of mfonnatlon, etc , and records such as medical reports, court-appomted fiduciary and other related papers per tain1011: to mentallv mcomcetent md1v1duals 

station (PCS) package permanent change of pay service file (PSF) pnnt, leave and earning statement (LES) history pnnt, mdebtedness records, and s1m1lar records 
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TABLE 177-34 I 
RE'l 1REE AND ANNUIT AN r PAY SYSTEM (RAPS) RECORDS AT AF AFC I fR A B C DII 
L If the records are 
E or pertain to consisting of which are then 

2 annwty pay folders source records used to estabbsh and continue the tennmated due to death or 
(RSFPP, SBP, hlillted pay of an annwtant, such as application for termination of annwtant 
income) annuity, dependency indemmty compensation, and (see note l )  

social secunty information, certificate of continued 
ebgib1hty, onmmum income claUDS, request for 
federal income tax withholding, custodianship 
cernfi.cate and other documentlnR evidence -

3 dJSallowed ll!Illted income clauns, correspondence destroy I year after claim has 
and other pertinent data been dJSallowed 

4 retirement orders with copies sent to HQ AF AFC for information destroy 90 days after date of 
revocations order 

5 trustee folders (men source records used to estabbsh and continue pay- terminated due to death of destroy 6 years after calendar 
tally incompetent re- ments to trustee in behalf of mentally incompetent member, appointment of year in which terminated. 
tlrees) member, such as apphcat1on for trusteeship, legal representative or 

trustee pledge of respo11S1b1hty, surety bonds, when member 1s declared 
trustee desicrn,.t1on trustee reoorts etc comoetent 

6 trustee folders (men source records (medical reports, court orders, terminated due to death, destroy 6 years after calendar 
tally incompetent apphcat1on for trusteeship, trustee pledge of discharge, separation or year in which terminated. 
active duty members) respons1b1hty, surety bonds, trustee des1gnat1on, when member JS declared 

trustee reports, comfort items reports, mibtary pay competent (see note 2) 
orders, and other related records) used to estabhsh 
and continue payments to court-appointed fiduc1-
arv or to a trustee in behalf of active duty member 

7 personal financial financial information on mdJVJdual members for terminated due to death, destroy after 6 years (see note 
records (PFR) for warded to AF AFC/RPT by accounting and discharge, separation or re- 3) fmentally incompetent finance officer t1rement-- active duty members 

8 for members who continue 
on active duty 

9 substantiating infor- allotment authonzat1ons (starts, stops, changes) send to HQ AFAFC/DADA 
mat1on indebtedness, tax levies payroll deduction agree- after 3 months where they 

ments, and other related records, used to increase will be retired to Denver 
or decrease the net oay of the retiree or annwtant FARC oer table 177-S 

10 update processing data change of check, correspondence, and allotment destroy 3 months after pro-
(not pay-aifecting) addres.1es, authonzatlons for depoSJt of federal cessing date 

recumng payments, monthly certificates of 
emtence copies of request for stop payments, 
removal of stop payment action, and unavailable 
check cancellations, requests for d1spos1t1on of 
checks and bonds and returned check docu-
mentatlon, and other mJScellaneous history items 
and company code changes, used to update the 
master file h1storv 

11  retlree/annwtant pay account identification, entitlement data, pay and onginals (month-end) at retire to Denver FARC 
master file history allotment data, accounts receivable and transaction HQsAFAFC where they will be destroyed - hJStory after a total of 40 vears 

12 operational copies in cen- destroy daily copies after 
tral reference area at HQ receipt of month-end, destroy 
AFAFC month-end copJCS after 10 

vears 
13 operational copies of daily destroy after receipt of next 

and month end, in func- month-end copies 
t1onal areas at HQ 
AFAFC 

-

f 
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TAI LE 177-34. CONTINITli n  I 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

14 voucher data retiree, annuitant, and allotment voucher hstmgs ongmals at HQ AF AFC retire to Denver F ARC 
and summanes, blanket company and financial where they will be destroyed 
orgaruzat1on hstmgs and summanes, bond after a total of 6 years and 3 
schedules, VA Class N summanes and accounts months per table 177-5 
receivable hstmgs and other related data -

15 copies m the fiscal area at destroy I year plus I month 
HQI AFAFC after close of FY m winch 

created, provided there are no 
outstandme: d1Screoanc1es -

16 copies used for reference destroy after 2 years or when 
and mquiry purposes at DO longer needed, wluchever 
HQIAFAFC IS sooner 

17 voucher balancmg, subs1d1ary data used to reconcile voucher balanc- m the fiscal area at HQ destroy I year plus I month 
reconCJhauon and con- mg for disbursement and collections, such as AFAFC after close of FY m winch 
trol data accounUng controls, processmg parameters, pay created, provided there are no 

authonzauons, deposit, check and bond totals and outstandmg d1SCrepanc1es 
check control summanes, blanket company and 
VA Class N deb1t/cred1t registers, Journal vouch 
ers, work sheets for schedule of transactions, tran-
scnnts. lede:ers. and other accountme: media 

18 edit, reconciliation and uncleared transactions, lot proof hstmgs, manage destroy after I year or when 
exception hstmgs ment notices, pay status analysis, payment and DO longer needed, wlnchever 

processmg exceptmns, VA allotment and master IS sooner 
file reconc1hat1on hsUngs and other sumlar prod-
ucts, used for research, correction, review and 
reconc1hauon of re1ects. conditions or events 

19 management mfonna data winch reflects the activity of the retiree and destroy after 2 years or when 
uon annuitant pay system, mtemal exammatmn no longer needed, wlnchever 

records, and other related records, used for stat1s- 1s sooner 
ucal and mana2ement nurooses 

20 reports (controlled or tabulations, summanes or feeder reports used for destroy after I year or when 
uncontrolled) budszet. stausucal or mfonnauon 0ur0oses no lone;er needed 

21 tax data federal mcome tax withholdmg records such as destroy 4 calendar years after 
TD W2, W2Ps, W2P negative/zero balances, a.hen taxes are pmd 
control IISts, retiree and annuitant W2P control 
hsts 

I II22 reference matenals company code d1rectones, locators and other s1m1 destroy when superseded 
lar nroducts 

23 transmittal letters forms or correspondence used to transmit records destroy when records or 
or to reauest records or mformatlon mformat1on are received 

24 postmg media records (other than source data) used for machme destroy after 90 days or when 
apphcauon or control such as post data transcnpt DO longer needed 
forms. work sheets 

25 control logs manual and computer payments used to record destroy I year after close of 
disbursement and collection vouchers FY m winch created 

26 record control logs of numbered and unnumbered source records destroy 90 days after clo,;e of 
such as MPO loszs. transmittal loas FY m wluch created 

NOTES 
I L1m1ted mcome cases are subject to be reopened 
•2 If member 1s placed on the permanent or temporary d1Sab1hty retired hst, records will be retired per rule I 
3 Tlus senes JS d1scontmued, retired segments at Denver FARC are ehg1ble for destruction through 1986 

f 
:.,, 
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TABLE 177-35 I 
*QUALITY ASSURANCE Pl OGRAM (OAP) RECORDS FOR ACCOUNTING A ND FINANCE OPERATIONS I 

R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

I planmng records on developmg, formulatmg and 1ssumg at 1ssumg activities of destroy 3 years after super-
pohc1es, gwdelmes, and overall direction of the MAJCOMs and HQ seded, obsolete or mact1vat1on 

-- QAP for all accountmg and finance operations AFAFC of act1v1tv 
I.I at AFOs destroy I year after super-

seded, obsolete or mact1vat1on 
of office 

2 admm1strat1ve techmcal BSS1stance and advice on quahty matters, at 1ssumg or requestmg destroy I year after super-
management motivational matenal, and routme commumcatlons activities seded or obsolete or when no 

about appomtmg a QAP momtor estabhshmg and longer needed, whichever 1s 
rev1ewmg performance standards and goals, estab- sooner 
hshmg samphng plans, evaluatmg effiectlveness of 
the QAP, or about awards or recogmtlon for out-
standmii: auahtv achievement 

3 exammatlons, m- reports on exammat1ons, mspectlons, systems and at offices performmg the destroy after 3 years 
spectmns and surveys surveys (mcludmg findmgs, recommendations, exammatlons, mspectlons 

- rebuttals and followup actions), and other related 
records 

and surveys 

4 at exammed, mspected or destroy I year after all cor-
surveyed activities rect1ve actions have been 

completed or after next 
comparable exammat1on, 

- mspect1on or survey, wluch-
ever 1s later 

5 at MAJCOMs, mterme- destroy I year after all actions 

- d1ate, morutormg or evalu- are completed 
atmll: offices 

6 mformat1on copies of other destroy 3 months after own 
unit or activity mspectmns comparable mspect1on repon 
or exammat1on repons fur- 1s received or when no longer 
mshed for self:-mspectlon, needed, whichever 1s sooner 
and reohes when reau1red 

7 work papers records reawred to develon standards at HOcAFAFC destrov after 4 vears. 
8 tabulations, computer pnntouts, copies of records, at offices performmg the destroy after I year 

etc exammat1on mspect1on and 
survevs 

9 quahty aids quahty assurance bulletins, checkhsts, self- destroy when superseded, ob-
mspectlon gwdes or slDlllar records, and related solete, or no longer needed 
mformatlon not pubhshed as, or a supplement to a 
standard oubhcatlon oer AFR 5-1 (see table 5-ll 

178. Cost and Management Analysis. These tables cover records pertaining to the methods of analyzmg management 
in terms of principal D11ss10ns or orgamzat10nal objectives, developmg standards to evaluate performance, providing 
planning factors, isolating problem areas to facilitate command dec1s1ons, and insunng economical use of AF re
sources. 
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I ITABLE 178-1 
STl DIES AND REPORTS I 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

1 studies, analyses, and formal management analyses, studies and summa accumulated at manage retire as permanent Off'er to 
summanes nes that measure and evaluate Air Force perform 

ance m carrying out its substantive m1ss1on respon-
s1b1ht1es but excluding management analyses, stud 

ment analysis offices and 
functional staff offices hav 
mg pnmary respons1b1bty 

National Arcluves when 25 
years old 

1es and summanes covered elsewhere m AFR for managing the program 
12-50, such as office management studies covered or system 
by table 10-1 and feas1b1hty studies for mfonnat1on 

- management technology and equipment covered 
bv tables 12-1 and 300-1 

2- routine penod1c analyses and studies destroy when obsolete or no 
Ionizer needed 

3 feeder repons and other background or source destroy when no longer 
data required for val1dat10n of costs, to complete needed 
est1D1ates, reflect chanaes and/or trends 

4 program evaluation 
review technique - (PERT) 

diagrams and analyses created to graphically and 
analytically monitor the progress of command pro-
grams and proJects 

at management analysis 
activities 

destroy after 8 years 

5 at staff act1v1t1es destroy when superseded, ob-
solete, or no lonaer needed 

6 information require-
ments management 

basic pobc1es and procedures pertammg to AF m 
formation requirements management program 

at HQ USAF and MAJ-
COMs and made a part of 
the record set of the apph 

see table 5-1 

cable pubhcatlon to wluch 
they penam 

7 

-
reports control case 
files 

directives prescnbmg reports, correspondence, and 
other action records on each repon accumulated 
by information requirements management control 

superseded or obsolete 
documentat10n pertammg 
to current reports 

destroy superseded or obso-
lete records upon receipt of 
new matenal 

offices 
8 all records pertammg to destroy 2 years afiter d1scon 

d1scontmued reports tmuance 
g dally reports notices 

(ORN) advisory mes 
sages 

ORN advisory messages, information copies of 
apphcat10ns for approval of reports forwarded to 
HQ USAF for ORN confirmat10n of mter-com 

at information require 
ments control offices 

destroy after I year 

mand reoons 

I TABLE 178-2 
COl T CENTER PERFORMANC"E MEASUREMENT SYSTEM I 
R A B C D 
u 
L If the records are 

E or pertain to consisbng of which are then 

--1 cost center perf.ormance master file monthly (except June) CCPSs at MAJCOMs and destroy at end of fiscal year 
summary (CCPS) below 

2 master file of June CCPS destrov after 3 fiscal vears 
3 cards, magnetic tapes, edit hstmg produced m the destroy after 60 days 

orocess of creatma CCPS -
cost data audit hstme: destrov at end of fiscal year ..!... 

5 transcnpt forms destroy when no longer 
needed 
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*182. Official Mail and Administrative Communications Distribution Management. These tables cover disposition of 
records pertammg to policies, procedures and instructions govemmg worldwide postal operations, postal finance ser
vices, and official mail management and accountability; mclude operational instructions for air post offices (APOs), 
aenal mad terminals, base information transfer centers, mobile distnbution systems, mad directories, and transporta
tion systems. 

I ITABLE 182-1 
AD �INISTRATION OF POSTAL ACCOUNTS I 
R A B 
u 
L If the records are 
E or pertain to consisting of 

1 money orders PS Form (PS) 6019, M1.htary Post Office 
(MPO) Report of Money Order Busmess, 
and supponmg records 

2 records of money order forms and fund 
transactions-

DD Form (DD) 885, Money Order Con-
trol Record, 

PS 6990, Inv01ce Money Order Form, 
PS Form 17, Stamp Requ1s1t1on used to 

reQu1S1t1on money orders 
3 stamp stock PS 1 7, Stamp Requ1S1t1on 

-
4-
5 PS 3295, Dally Record of Stamps, 

Stamped Paper and Nonpostal Stamps 
Issued and Received, 
PS 3958

1 
Mam Stock Transaction Record 

6 PS 3220, Claim for Stamped Envelope 
D1Scount 

7 urut stamp and money DD 1 1 1 8 ,  Urut Mall Clerk's Receipts for 
order ourchases Funds and Purchase Record 

8 official postage meter PS 3601-A, License to Use Postage Meters 
licenses 

-

-
9 

-
10 postage meter opera PS 3602-PO, Repon of Meter Settmg, and 

t1ons (not covered m supportmg records 
rule 14) 

11 PS 3602-A, Daily Record of Meter Regis 
ter Readmgs, 
PS 3603, Receipt for Postage Meter Set 
tings, 
PS 3610, Record of Postage Meter Set 
tmgs; 
PS 3533,  Apphcat1on and voucher for 
Refund of Postue and Fees 

12 pemut 1mpnnt ma1lmg PS 3602, Statement of Mmbng With Per 
statements mlt lmpnnts, 

PS 3602-PC, Statement of Ma1hng Bulk 
Rates, 

C 

which are 

at postal act1v1t1es 

custodian of postal effects' 
(COPE) copies at postal 
act1v1t1es 
wmdow clerk's copies at 
J>OStal activities 
at postal act1v1t1es 

at urut mail room 

at offices usmg official 
postage meters 

at SAFI AADAQA 

at postal act1v1t1es and 
offices uSJDg official 
postage meters 

at official mall act1v1t1es 

I D 

then 

destroy af'ter 2 years (EXCEP 
TION destroy venficatlon copy 
after venlicat1on or completion of 
corrective action) 
destroy after 2 years 

destroy after 6 months 
ld

destroy upon completion of next 
audit 
destroy 1 year after completion of 
form 

destroy when credit IS received from 
source of suoolv 

'destroy 90 days afiter transaction 
comoleted 
return to SAF/AADAQA when 
postage meter operation IS relocated 
or termmated 
forward tennmated hcense to US 
Postal SerVJce <USPS) 
destroy 2 years after form com-
pleted 

destroy 2 years after date of final 
entry 

destroy I year afiter date of mailing 

PS 3605, Statement of Ma1hng Bulk Zone 
Rate 

I13 daily financial repon PS 1 4 1 2-B, Daily Fmancial Repon and at postal act1v1t1es destroy after 2 years I 
suooortma records 
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TAB E 182-1. OONTINUED 
R A 
u 
L If the records are 
E or pertain to 

•14 postage expenditure 
reports 

15 audits -
16-
17 

18 fixed credit receipts 

I TABLE 182-2 
MATI ACCEPTANCE AND I ELIVERY 

( R 
u 

A 

L If the records are 
E or pertam to 

•1 appomtment of  urut 
mail clerk or mat!-- orderly 

•2 

•3 dispatch and dehvery 
receipts on account-
able mail 

•4 mail call or hours of 
collectton notices 

5 postal directory 

•s.1 

I 
B C D 

consisting of which are then 

PS 3612, Official Mad Postage Meter Quar at official mat! act1v1t1es, destroy after I year or when no 
terly Repon, MAJCOM or SOA/DAA longer needed, whichever 1s later 
AF Form 1 394, Quarterly Postage and SAF/AADAQA 
Expenditure Report, 
PS Form 176, Penalty Mat! Stamp Requ1s1 
tlon, 
AF Form 202, Quarterly Official Mat! 
Stamp Reqws1t1on/Use Report, 
AF Form 3216, Consohdated Official Mail 
Postage Report 
audit summary-
DD 2259, Repon of Audit of Postal 
Accounts 

audit record-
PS 3368, Stamp Credit Exammat10n 
Record 
PS 3367, Fixed Credit Receipt, 
PS 3369, Stamp Credtt Receipt 

I 
B 

consisting of 

DD 285, Appomtment of Mthtary Postal 
Clerk, Urut Mad Clerk or Mad Orderly 

DD 2260, Urut Matlclerk/Orderly 
Desumat1onL01t 
PS 3806, Receipt for Registered Mat!, 
PS 3849A, Dehvery Notice or Receipt, 
PS 3849B, Dehvery Remmder or 
Receipt, PS 3850, Record of Dehvery 
Registered, Numbered Insured, Certified 
and COD Mat!, PS 3854, Marufold 
Registry Dispatch Book, PS 3877, Firm 
Matlmg Book for Registered, Insured, 
COD, Certified, and Express Mad, PS 
3883, Firm Dehvery Book-Registered, 
Certified and Numbered Insured Mad, 
DD 1384, Transportation Control and 
Movement Document 
DD 11 15, Matlroom, USPS Label 55, 
Mail Collect10n Times 
directory cards on persons assigned 
Postal Service Center (PSC) postal 
receptacles or authonzed to receive mail 
through general dehvery 

at COPE at postal act1v1- destroy after 6 months 
ties 

at wmdow clerk at postal destroy upon completion of next 
activities audit 
at postal activities destroy I year after account 1s with-

drawn 

destroy when superseded or upon
llreassignment of mdtv1dual, winch 

ever 1s sooner 

C D 

which are then 

at postal act1v1t1es, urut mat! destroy 2 years after cancellat1on 
rooms and official mail act1v1-
ties 

destroy 2 years after last entry on 
log has been revoked 
destroy after 2 years (see note) 

l ldestroy when new forms are posted 

destroy I year after permanently 
assigned personnel depart, or 3 
months after transient personnel 
depan 
1f person was TDY or m student 
status 6 months or less, destroy 3 
months after transient departs 
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TAB E 182-2 CONTINUED 
R A 
u 
L U the records are 
E or pertain to 

•6 mall seizure reoorts ., mad covers 

•s charuze of address 
•9 mad change notice 

•10 1ssumg postal recepta-
cles 

•u status of PSC custom-
ers 

•12 standmg delivery 
order 

•13 recall of mad 

•14 accountable contamer 
receipts 

-
*15-
•16 Application for Regis-

trat1on or Cert1ficat1on - of Oflic1al Mail 
•11 

-
*18 

•19 weapons system 
pouch (WSP) service -

•20 

•21 postal analyses and 
summanes 

B 

consisting of 

records 2erta!!!!!!)� to the seizure of mail 
records, mcludmg reports, resultmg 
from mad covers 
new ma1lm2 address 1nformat1on 
DD 2258, Temporary Mall D1spos1t1on 
Instructions 
DD 2262, Receptacle Record 

notlficat1ons to uruts 

PS 380 1 ,  Standmg Delivery Order 

PS 1 509, Senders Application for Recall 
of Mad 
receipts for accountable contamers: 
dispatched/received via registered mall, 
d1Spatched/rece1ved via other than 
registered mad or via mter-oflice d1stn-
button, and m pouches or other consoll-
dated ma1hngs 

unsigned duplicate copies used for tracer 
and control ournoses 
AF Form 627 used to obtam a receipt 
for sealed accountable contamers bemg 
d1soatched via ree;,.tered mail 
AF Form 627 used to obtam a receipt 
for sealed accountable containers bemg 
d1soatched via other than resnstered mall 
AF Form 627 used m place of an 
accountable contamer receipt 
correspondence, mcludmg letters of  
authonty, to  establish and d1scontmue 
WSP service 

analys1S/summary records from Transit 
Time Information System fer M1htary 
Mad, Postal Act1v1ty Reportmg System, 
and Postal Net Alerts, and Contamer 
Rece11>t Summanes 

C 

which are 

at postal act1v1t1es 

at PSCs 

at PSCs or urut mail rooms 

at PSCs 

at postal act1v1t1es 

at postal act1v1t1es 

at MAJCOMs 

at requestmg act1v1t1es 

at postal act1v1t1es 

AFR 12-50 Vol II 30 October 1987 

I I D 

then 

destroy after I year 
destroy after 8 years 

destroy when no longer needed 

desi,oy after recordmg first entry on 
a new form, 1nd1catm2 box reissued 
destroy when no longer needed 

destroy 2 years after cancellation. 

destroy after 1 year 

destroy after 2 years when used as 
an mtranslt receipt by the Base 
Information Transfer System, d1stn• 
bution office or other messenger. 
(EXCEPTION destroy suspense 
copy of receipt after return of signed 
rece1otl 
destroy after 90 days or when no 
lomrer needed wluchever 1s later 
destroy after 2 years 

destroy after 1 year 

destroy on return of stgned docu-
ment receipt 
destroy 1 year after termmat1on of 
the WSP service 

destroy 3 months after cancellation 
of the WSP service, or when no 
Ionizer needed wluchever 1s sooner 
destroy after 6 months 

NOTE· When an APO or Aenal Termmal IS closed, records of accountable mad on USPS forms are mailed to servmg postmaster (M1htary 
Records Urut). 
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I TABLE 182-3 I 
MATI MOVEMENT I 

R A B C D 
u 
L If the records 
E are or penain to consisting of which are then 

• 1  receipt and dispatch awl marufests (PS Form 2900, US M1htary Mad by for registered mail destroy after 2 years (see 
oflmail US Commercial Air Camers Dispatch Record, Alas note) 

kan Air Mall Dispatch Record, PS 2942-A, A V-7 De-
hvery List, PS 3830-A, Registry Dispatch Record, 
DD 1 3 84, Transportation Control and Movement 
Document, DD 1 3 85, Cargo Mamfest, Transportation 
Control Number log forms, Government Bills of Lad 
mg, DD 878, M1htary Mail Dispatched -

for nonre1Z1Stered mall destrov after l year..L-
DD 1372. Mad Manifest at postal activities lldestroy after 3 months. 

•4 PS 2277, Transit Time Information System for M1h- lldestroy 60 days after message 
tary Mad Daily Work Sheet reoort IS submitted 

5 small-parcel ship- records generated by small parcel sh1ppmg compames destroy after l year or as 
ment billmg or ship- specuied m contract, which-- pmg records ever IS later 

•s.1 records for matenal sent as part of the Foreign Mih destroy 2 years after ship-
tary Sales/Secunty Ass1Stance Program which may be pmg/bdhng date or as spec1-
needed to answer a Report of Item Discrepancy lied m delivery service con 

tract, whichever IS later 
•6 irregular makeup DD 2273, Irregulantles m Makeup and Dispatch of at cited postal act1V1tles destroy 6 months after reme- and dispatch of mail Mail dial acuon IS comoleted. 
6.1 at other than cited postal destroy after 6 months 

act1v1t1es 

( -•7 irregular handling PS 2759, Report of Irregular Handlmg of Mail at MAJCOM postal destroy after 2 years or when 
of mall squadrons no longer needed, wlnchever 

IS later 
•s at omru1at1n2 stations destrov after l vear 
•9 mcommg command log used to record pouch number at rece1vmg station "destroy after 3 months. 

oouch 

NOTE When an APO or Aenal Mad Tenrunal IS closed, records of reg1Stered mad on USPS forms are mailed to servmg postmaster (Military 
Records Umt) 

I •TABLE 182-4 
PO :TAL ADMINISTRATI< N RECORDS I 

R A B C D 
u 
L I f  the records are 
E or pertain to consisting of which are then 

•1 board of officers pro- records on circumstances on loss, damage, unserv1ceabd- at field activities destroy 1 year after fimd 
ceedmgs and reports 1ty, or destruction of USPS funds or property or account d1spos1t1on or when no longer 
of survey able mall, and detennmmg pecumary or other respons1bil- needed, whichever IS sooner. 

1tv 
postal offense case postal offense reports, mvest1gat1ve (OSI) reports and at MAJCOM postal destroy 2 years after case 1s 
files related reports on mvest1gat1on of offenses agamst the squadrons closed 

postal service under AF Junsd1ct1on 

2 

-
at field act1v1t1es destroy 3 months after case IS 

closed 
4 uuhzauon of APO fa approved/disapproved requests from persons or orgamza destroy after 1 year or when 

c1ht1es tlons, other than those authonzed by DOD 4525 6M, to l lno longer needed, whichever 

3 

- use the M1htarv Postal Service (MPS) 1s sooner 

f 
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TAB E 182-4. CONTINUE ll I 

R 
u 
L 
E 

If the rec
or pertain to 

A 

ords are 
consisting of 

B 

s suspensions 

6 revocations 

. 

,..__
7 llIIlltauons 

•s chums paid by USPS claims forms PS 542, lnqwry About Registered Article 
and UPS or an Insured Parcel or an Ordinary Parcel; PS 565, 

Registered Mad Appbcat1on for Indemruty/lnqwry, PS 
673, Report of!'Rlfled Parcel; PS 1510, Mail Nondelivery 
Report, PS 2855, Claim for Indemruty-lntematlonal 
Registered and Insured Mail, PS 3760, Wrapper Found 
Without Contents; PS 3 812, Request for Payment of 
Domestic Postal Insurance/Claim Identification, PS 383 1 ,  
Post Office Record of  Claim; PS 3 84 1 ,  Post Office 
Record of Claim ., complaints and customer co1DD1ents. PS 4314-C, Customer Service 

inqwnes Card; PS 4314--P, Customer Service Card 

10 urut mad service checkbsts 
insoectlon 

•11  tracers processing records: PS 3830-A, Registry Dispatch 
Record: PS 3854 Remstered Mad D1soatch Bdl 

•12 des1gnauon/term1- DD 2257, Des1gnauonifermmanon MPC-FPC-COPE 
nation of postal PFO (see note) 
clerks 

•13 registry balance and PS 2261 ,  Registered Mail-Balance and Inventory - inventory 
•14 dupltcate copy 

•1s postal operations master Job Profietency Gwde 
proficiency trammg 

•16 postal bulletins 

•17 dlStnbuuon and loca- mad dlStnbunon scheme, MPO location l.JSts, and related 
non i.lSUngs records 

•1s inventones of postal PS 1586, Supply Record; PS 1590, Suppbes and Eqwp-
supplies and USPS ment Receipt 
equ1oment 

•19 reqUISltlODS for PS 1567, ReqWSJbon for Rubber and Steel Stamps Only, 
USPS eqwpment, PS 1578-A, ReqU1S1bon for Large Labels, PS 1578-B, 
suppbes, pubbca ReqU1S1t1on for Non-Standard Facing Sltps and Labels, 
t1ons, coded tags and PS 1957-C, Request for M1btary Tags and Labels, PS 
labels 1957-D Request for Tags and Labels, PS 4686-A Ship-

ping Order; PS 4984, Repair Parts Requ1s1t1on, PS 7380, 
Supply Center ReqU1S1t1on; PS 7381 ,  ReqUJSltlon for Sup-
obes Services or Fnu1oment 

C D 
tI I 

I 
which are then 

withdrawals of use destroy 3 months after suspen 
of APO pnvdeges s1on IS withdrawn, or on reas 
from ind1v1duals/or SJgnment or separauon of ind1-
gamzat1ons Vldual 

destroy I year after pnv1leges 
are reinstated, or I year after 
reassignment or separation of 
ind1v1dual 
destroy 3 months after bm1ta 
t1on IS withdrawn, or on reas-
s1gnment or separation of ind1-
v1dual 
destroy after 2 years. 

destroy I year after case 
closed or when no longer 
needed, whichever IS later 
destroy after I year 

destroy after 2 years 

destroy 2 years after termma-
t1on 

at postal act1v1t1es destroy after 2 years 

at MPO supervisor destroy 30 days after 
or designated venficat1on of ongmal 
reoresentat1ve/a11eency 
at MAJCOM postal destroy when superseded 
squadrons and 
l)()Stal act1v1t1es 
at postal act1v1t1es destroy after 6 months and/or 

after bullbn matter entered 10 
a USPS oubbcanon 
destroy on receipt of a later 
rev1S1on, or on macuvanon of 
using acnv1ty, whichever 1s 
sooner 

at postal act1v1t1es destroy when superseded 

Destroy after reqUJSltlon IS 
filled or when no longer 
needed, whichever IS later 

-
f 
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TAB E 182-4. CONTINUED I 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

•20 repairs to postal 
equipment 

eqwpment lustory-PS 4805, Work Record Sheet transfer with unserviceable 
equipment to the accountable 
USPS postmaster 

183. Courier Administration and Operations. This table covers records accumulated in the admtrustratJ.on and opera
tion of the Armed Forces Coune� Service, a tnservice agency (Army, Navy, Air Force) of the Jomt Chiefs of Staff'. 

I ITABLE 183-1 
AR!'.1 ED FORCES COURIEI SERVICE CARFCOS) I 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

1 Receipt to Sender ARFCOS Form I, used as a receipt for ARFCOS copies used by destroy on return of Signed 
material to sender agencies other than receipt, or after I year when 

ARFCOS act1v1t1es used as an mtrans1t receipt. 
to obtam a receipt 
for accountable 
contamers 
dispatched thru 
ARFCOS -

2 at Armed Forces hold I year and send to 
Couner Stations ARFCOS Supply Center 
(ARFCOST As) wluch will consolidate and 

send to WNRC, destroy when 
6 yean old 

3 Pouch Invoice llstmg ARFCOS Form 3 
matenal 

4 Couner Des1gnat1on ARFCOS Form 5, used to designate an escort for 
ARFCOS matenal between ARFCOSTAs 

5 Delivery Receipt for ARFCOS Form 4 
ARFCOS matenal 
from account -

6 copies used by destroy after I year 
agencies other than 
ARFCOS act1v1t1es 
as an mtrans1t 
receipt for mcommg 
accountable con-
tamers thru 
ARFCOS 

7 Receipt for ARFCOS ARFCOS Form 2 at ARFCOST As destroy upon tum-m of 
controlled items/ accountable item. 
eou10ment 
request for ARFCOS ARFCOS Form 7 destroy after I year 
supplles/egu1[!ment 

8 

ldent1ficat1on Card ARFCOS Form 9, used to identify couners/ass1stant destroy 1mmed1ately upon 
for couners/ass1stant couners relocation of couner/ass1stant 
couners couner, IAW ARFCOS Man-

ual Ch 16 i;,ara2ra0h 1602h 

9 

•10 Armed Force Couner ARFCOS Form 10, used for authonzatlon of account hold I year and send to 
Authonzat1on Record and signature venficat1on ARFCOS Supply Center 

which will consolidate and 
send to WNRC, destroy when 
6 vears!old 

https://admtrustratJ.on
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TAI LE 183- 1.  CONTINUED I 
R A 8 C D 
u 
L If the records are 
E or pertain to cons11ting of wluch are then 

11 Channel and Cost ARFCOS Form 13, used for planmng and budget1Dg at destroy after I year 
Reoort HO USAF level 

12 Statement of Ref-usal ARFCOS Form 17, used for poss1ble pumuve action destroy after I year 
to Serve as Des1g-
nated Couner/Couner 
Assistant 

13 Allowance L1St ARFCOS Form 1 8, used to set level of ARFCOS forms destroy when superseded 
on hand 

14 Records Slupment ARFCOS Form 20, used as a receipt for records shipped destroy after disposal date of 
List the records 1t forwarded 

15 ARFCOST A lnven ARFCOS Form 23, used as an 1Dventory and balance destroy after I year!!'
torv record 

190. Public Affairs. These tables cover documentation relating to general policies and procedures for internal m
formation and community relations programs; and information and advice regarding an internal information effort 
which will inform and motivate Air Force personnel, maintain liaison with pubhc news media, promote public under
standing of Air Force activities, and develop and maintain cooperation between the AF and the community. 

I ITABLE 190-1 
PUlll IC AFFAIRS I 
R A 8 C D 
u 
L If the records 
E are or pertain to consisting of which are then t 
1 public alfmrs re- pubbc affairs releases to news media, 1Dclud1Dg sta cop1es other than file copies destroy when no longer 

leases tlstlcal reports, data sheets, news releases, speeches, needed 
scnpts, bnefings, answers to quenes, photographs, 
slides, motion pictures, videotapes, background 
matenal, clipp1Dgs, audio record1Dgs, and public 

,__ service radio programs 
1.1 ongmals or official file copies destroy afiter I year 

on any subJeCt wluch are de 
term1Ded by the Public Alfmrs 
Officer to be rout1De or hav1Dg 
no last1Dg or only temporary 
s1gruficance to the urut's nus-
S100 oolic1es or status -

2 ongmals or official file copies retire as permanent (see note 
wluch are determ1Ded by the 5) 
Public All:mrs Officer to be of 
lastlng s1gruficance ID relation 
to the urut's nuss1on, policies, 
status and all ongmal releases 
of the Office of Public Alfmrs 
(SAF/PA) 

2.1 recrwtlng home releases to local news media for enlistments ID the destroy after 3 months 
"!'town news releases delayed enlistment program and enlistment or com 

1I11Ss1omn11: 1Dto the USAF 
3 b1ograph1cal files b1ograplucal sketches, photographs, news clipp1Dgs, for members transfemng from forward to gB1D1Dg act1v1ty 

and related correspondence reflecung on the one AF 1DStallat1on to another on transfer of 1Dd1v1dual 
careers of AF members (nubtary and c1v1lian) who -- have performed outstand1Dg services for the AF 
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T ABL ' 190-1. CONTINUE!> I 

R A 
u 
L If the records are 

E or pertain to= 
4 

-
s 

-
6 

7-
7.1 

8 -
9 

10 special events plan-
n1Dg 

11 public aft'a1rs offices 
files of hometown 
news releases 

u card 1Ddex file 

12.1 log books 

13 speakers bureau 
files 

•14 AF newspapers 
and news penodt-
cals 

-
15 

16 national scouting - orgaruzatlons 
17 
18 

-
19 

8 

consisting of 

correspondence, Dllnutes of meet1Dgs, photographs, 
plans, layouts, draw1Dgs, manpower requirements, 
progress reports, and similar records used m plan-
rung mtl1tary ceremorues, retirements, funerals, 
ded1cat1ons. soec1al holldavs. parades, etc 
hometown news release data, with background or 
support1Dg matenals and related correspondence 

names, dates and news subjects of each news 
release form forwarded to Home Town News 
Center 

b1ographtcal data. s• x 10• glossy photograph, 
type of orgaruzatlon and events for which speaker 
IS best swted, subject matter he IS best qualtfied to 
present, and record of speeches and publtc appear-
ances made 
record sets publ1Shed under AFR 190-1 

COPies 
scout1Dg project officer's monthly summary of 
mstallatton's act1V1ty ID the program 

scout1Dg ltatson officer's monthly narrative and sta-
tlstlcal reports summanz1Dg regional part1c1pat1on 
ID the pro11;ram 
scout1Dg hatson officer's annual report and aper• 
at1Dg plan of activities ID each region, 1Dclud1Dg 
budget data 

C 

which are 

for c1Vdians who transfer to 
another government agency 
or separate from the AF 
(except for those covered by 
rule 6) 
at SAF/PA 

at HQ AFSINC for retired 
general officers and 
appo1Dted officials (see note 
ll  
at MAJCOMs for VIP ctvtl-
tans 
at MAJCOMs and below for 
active duty and retired gen-
era! officers 
(RESERVED) 
all files other than rules 3 
through 7 I 

at public affairs offices 

. 

produced at any level by or 
through public afl"arrs offices 

at 1Dstallat1on and regional 
levels 
(RESERVED) 
at regional and director, 
USAF scout1Dg levels 

D 

then 

destroy on separation of ID• 
d1v1dual from the AF 

transfer files to HQ USAF 
OPR on separation from the 
AF 
retire as permanent (see note 
2) 

destroy on separation of ID• 
dtvtdual from the AF 
destroy when no longer 
needed 

destroy 5 years after separa• 
tton of 1Dd1v1dual from the 
AF or when no longer 
needed (see note 3) 
destroy after 4 years, or 
when no longer needed, 
wluchever JS sooner 

destroy when no longer 
needed or send to gatrung 
IDStallatton public afl"atrs 
office If news IS d sufficient 
1Dterest 
destroy after I year 

!!destroy when no longer 
needed 
destroy when 1Dd1v1dual ts 
separated from the AF, or 
send to gatrung activity on 
transfer of 1Ddtvtdual 

destroy when no longer 
needed or on 1Dact1vat10n of 
the organtzauon for which 
published (see notes 6 and 
7) 

see table 1 1-1 
destroy after 2 years 

destroy after 2 years 

destroy after 10 years 
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TABI E 190-1. CONTINUED I 
R A B C D 
u I II 

If the records are IE or pertain to consisting of which are llthen 

20 pobbco-m1htary 
matters 

21 Jtmeranes of v1S1ts messages, correspondence and form records mam-
tamed by "v1s1tors bureaus• to monitor vJSJts by 
US citizens to oversea areas 

22 basic pubbc aff'mrs 
records 

letters, messages and other documentation denot 
mg pobCJes, procedures and guidance 

23 d1stmgwshed v1s1tor messages and other correspondence, guest hsts, m-
Iprogram documen- V1tat1ons, schedules, a1rhft requests, authonty to 

tat1on use commercial 81rtl0rts. etc 
24 pubbc alf.aus pro- correspondence, news cbps, b1ograph1es, bro 

gram reference and chures, schedules, pnor releases, releasable state• 
guidance matenal ments, and data on orgamzabons, plans, programs, 

eawoment. tactics. techruau ..... caoab1btv etc 
25 news media visitor messages and other correspondence, guests hsts, - documentation mv1tat1ons. schedules. results of v1s1ts 
25.1 after action reports, summanes, chppmgs, and 

evaluation comments 
26 exh1b1t case tiles mformabon on the development, acqu1S1bon and 

use of AF exh1b1ts for pubbc dJSplay 

27 pubhcabons of the pubbcanons such as Current News, Supplemental 
Newschppmg and Chps, Equal Opportunity Current News, Radio-
AnalysJS Service TV Defense Dialog, Selected Statements, F ore1gn 

Media Edition of Current News, and Fnday 
Review of Defense Literature 

28 news chppmg col- news chppmgs taken from newspapers, penod1cals, 
lecbon and the wire services 

-· 
29 

. 

at AF Onentanon Group 

at SAF/AAR 

paper copy at SAF/AAR 

microfilm copy at SAFI 
AAR ,  

see table 1 10-1 

destroy 1 year after com-
plebon of v1s1t 

destroy when pobc1es, pro 
cedures or gwdance are 
superseded or no longer 
current 
destroy when no longer 
needed 

destroy after 1 year. 

destroy when no longer 
needed 
destroy when exhibit JS re 
furbJShed or retired, or 
when no longer needed, 
whichever 1s later 
retire as permanent (see note 
4) 

donate to the Library of 
Congress when no longer 
needed 
transfer It as nonrecord 
reference matenal to the 
NARS M1htary Archives 
D1v1s1on when no longer 
needed 

NOTES. 
1 Appointed oflic1als consist of the Secretary of the AF, the Under Secretary, Assistant Secretanes and the Chief Sc1ent1st 
2. Off'er to the National Archives m 10-year blocks when latest document 1s 25 years old. 
3 These records are not authonzed for retirement to federal records centers 
4. Offier pubhcanoos dated before 1982 to National Archives m 10-year blocks when the most recent publications are 30 years old Off'er pubbca
bons dated 1982 and later to National Archives m 10-year blocks when the most recent pubbcanons are S years old 
S Off'er to the National Archives m S year blocks when latest record 1s 20 years old 
•6. On macbvanon, AF newspapers and news penodJcals may be presented to a local library, college or other pubbc activity on request See 
AFR 12-S0, volume I, paragraph 4-10 for transfer rules. 
•7. See table S-1 for record sets of Air Force penod1cals. 
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TABLE 190-2 I 
HO �E TOWN NEWS CEN' "ER RECORDS I 
R A B C D 
u 
L If the records are 
E or pertain to comlsting!'of wblcb are then 

1 

-
home town news cen- master media case files of the vanous news media (news-
ter data papers, radio stations) which participate m serv1c1Dg 

releases of hometown news 

retire as permanent on mac 
ttvatton of the home town 
news center 

2- card 1Ddex for control of rule I records mterfile cards m their related 
master media case folders 

3- media marker records of code listings for classlf'ying the 
news releases of vanous news media 

destroy when superseded or 
no longer needed 

4- news release gwdes used for develop1Dg news items and 
feature story releases 

5- statistical data, tabulations, summanes, and related reports 
reftecttmz the tvne and auantttv of work accomnlished 

destroy after I year. 

_!_. 
--1... 

coo1es of act1v1tv and eff'ecttveness r�ns 
radio and TV 1Dterv1ew data, and related mterv1ew tapes oninna!§ return to oncnn11.ttmz acttv1tv. 

8 

-

copies destroy 3 months after release 
of the 1Dterv1ew tape to the 
hometown news medul, or I 
month after the onginal 1Dter 
view tape IS killed, whichever 
1s anolicable 

g- card 1Ddex of the TV stations ID each state, used as a con-
trol reference of their coveraste 

destroy when obsolete or no 
Ionizer needed 

10 b1ograph1cal files cons1st1Dg of home town news releases 
and b1ograph1cal data, attached photos, negatives or 
onnts and other oen1Dent data 

destroy 2 months after date of 
release to the home town 
media for nublicatton. 

I T ABLEs190-3 
AM �RICAN FORCES RADI!'O AND TELEVISION (AFRT) RECORDS I 
R A B C D 
u 
L If the records are 
E or pertain to couutillg of wblcbRare then 

1 negotiations and con- talks, frequency limitauons, c1v1lian boundary disputes, at Joe.al AFRT destroy 2 years after macttva-
ft1cts of AFRT opera- and background 1Dformat1on on sett1Dg up AFRT facilities tlon of urut 
tlons 

2 authonzabon to oper- frequenetes granted, emergency frequencies and call signs 
ate 

3 public aft"atrs 1Dtemal broadcasting policies destroy after a new policy of 
1Dformat10n oroJZrams the same sub1ect IS made. 

4 operation of AFRT operational 1DStructtons destroy when superseded or 
obsolete. 

recorded discs or records of discs or magnetic tapes destroy after 1 year or when 
magnetic tapes no longer needed, whichever 

IS sooner 

5 

6 program restnctton records pena1D1Dg to the establishment/removal of pro- at broadcasting destroy when superseded or 
files gram restnct1ons imposed by the teleV1s1on 1Ddustry uruts ID oversea on macttvatton of urut. 

areas 
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200. Intelligence. These tables cover disposition mstructions for records pertammg to collection, identification, 
evaluation, classification and dissemination of general and techmcal mtelligence. 

I TABLE 20(H I 
INTELLIGENCE RECORm I 

R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 indexes or accession manual or maclune-produced subjective, regional, based on AF intelligence retire as permanent with the 
- lists country or s1m1lar indexes or accession lists of raw production act1v1t1es or records to which they pertain 

!bushed intelligence used for research, 1dentlfica their fimshed intelligence (see note) 
t1on, and location purposes, and prepared by AF products 
intelligence -

2 based on intelligence see table 1 1- 1  
research or library-type 
act1v1t1es of intelligence 
holdings on raw and fin-
JShed mtelllgence products 
of other act1v1t1es -

3 special mdexes or b1bllog- d1Spose of ong:inals with the 
raph1es prepared m sup- study or project of which 
port of studies or projects thev become a oart. -

4 destroy mformation copies 
when no lon11:er needed. 

5 mtelllgence record data accumulated mc1dent to dlSsemmatmg mtel- destroy 1 year after reqwre 
d1Ssemmat1on hgence reports, pubhcat1ons and other records, ment 1s dJSContlnued or super 

supportmg agreements, mterpretmg general release seded 
pohCJes, and substantiating reqwrements of the 
vanous reCJments of mtelh11:ence records 

6 jomt and external see table 25-3 tcommittee member 
shJD 

7 captured records captured or confiscated enemy records request d1Spos1t1on mstructlons 
from SAF/AADQ when the 
possewng activity no longer 
needs the records. 

8 Sens1t1ve Compart- DD Form 1 847-1 or surular forms at AFIS/INSB destroy atiter 70 yean 
mented Information 
(SCI) Nondisclosure 
A11:reements (NDAs) 

NOTE Olfer to the National Archives in 5-year blocks when latest record 1s 25 yean old 

I lTABLE 200-2 
co LECTION RECORDS I 
R A B C D 
u 
L If the records are or 
E pertain to coasl.stlng of which are then

I= 

1 raw mtelhgence mtelhgence information reports on domestic, at HQ USAF see table 1 1- 1 .  
foreign, SCJentlfic and techrucal mtelhgence matters 
which have been recorded on microfilm or micro-
film aperture cards, or have been determined not 
required -

- information copies at other destroy when superseded, ob 
than HO USAF solete or no lon11:er needed 

source and raw matenal, such as photographs, destroy 1 year after comple-
messages, and other mtelligence accumulated by tlon of l'!:J'<lrt 
ongmators and used m preparmg DoD mtelhgence fmformatlon reoorts 

2 

3 
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t .  

TAJ LE 200-2. CONTIN\lli1 
R A 
u 
L If the records are 
E or pertain to 

4 collection reqwre-
ments-

5-
6 

7 proposals for collec-
boo of mtelbgence 

8 collection operations 

9 collection devices 
projects 

10 USAF name reg,stry 

11  

12 collection gwdance 

-
13-
14 

-
15 

-
16 

17-
18 

-
19 

20 ELINT data reduction 

-
21-
22 

-

I 
B 

colllistiJlg of 

correspondence and records pertauung to levy and 
collecuon action (for which DIA 1s the office of 
record) 

corRSpondence and related records regarding 
presentation of proposals for collection of mtelh-
irence not develoned into collection reawrements 
correspondence and related records regarding 
mdiVldual case development and explo1tabon re-
lated to special pro Ject or case file 

records reflecung act1V1t1es of collection teams that 
momtor the development of devices and eqwp-
ment from the standD01Dt of mtelhirence needs 
record on penons for whom the AF has respons1-
blhty 

DIA manuals, mstruct1ons, and gwdance letters 
accumulated at all AF activities and listed m AFR 
o-4 

record sets of AF 200-senes manuals contauung 
AF-produced photographic interpretation keys 
(PIKs) 

AF standard mtelhgence pubhcat1ons not cont81D-
!!!& PIKs 
HQ USAF mtelhgence guidance numbered letters 
which provide requirements, collection gwdance 
of a limited nature, and specific reporting mstruc-
tlODS 

m1SS1on folders contammg electronic mtercept and 
analys15 reports, supporting papers, and assorted 
technical matenals 
master intercept tapes maintained for EDP to pro-
v1de a complete uodated records of mterceots 
subs1d1ary punched cards or other mass data 
records used m processing ELINT data 

C 

which are 

at HQ USAF 

at ongmatmg elements 

action information sets at 
field collection acUV1Ues 

records recorded on 
1I11crofilm 
md1v1dual files 

directed to be returned by 
current DIA manuals 

not directed to be returned 
bv current DIA manuals 
at Rome Air Development 
Center 

retamed m conformance 
with CODIBD-75 

at act1v1t1es other than 
rules 14 and 15 

record sets at HQ USAF 

information copies 

on unknown emitters and 
for intercepts ongmated 
by the md1V1dual orgamza-
tlOD 

D 

then 

destroy 1 year after cancella-
Uon or completion. 

destroy 3 years after cancella-
t1on or comoletlon 
destroy 90 days after cancella-
boo or comoletlon 
destroy 2 years after cancella-
tlOD 

destroy 1 year after comple-
uon of project case and prepa-
ration of resulung mtelhgence 
reports (EXCEPTION 
selected records may be 
retained mdefimtely as back-
ground for known recurnng 
ooerat1ons) 
destroy 2 yean after project 1s 
completed or cancelled. 

see table 1 1 - 1  

destroy when inactivated or 
no 10011:er needed 
request d1Spos1t1on instructions 
from HQ AFIS/INSA(R) 

destroy when supeneded. ob-
solete. or no lonsrer needed 
see table 5-1 

retain 5 year.i after superseded 
or rescinded, retire as perma-
nent. 
destroy when superseded. ob-
solete or no lonsrer needed 
see table 5-1 

retire as permanent 5 years 
after superseded or rescinded 

destroy when superseded or 
rescinded 
destroy after I year 

destroy 4 years from date of 
mterceot 
destroy when no longer 
needed 
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TAB �E 200-2. CONTINUE.I I 
R 
u 
L 
E 

23 

A 

U the records are 
or pertain to consisting of 

B 

24- blood chits reports of lost blood chits 

25 
26 OPTINT 

inventorv reports 
photographic Ii.Im and pnnts, paper analogs and 
microfilm 

-
'r7 

28 TELINT paper analogs, messages, and reports 

-
29 magnetic tape 

quality data will be held for 2 

degauss tapes after annual 
revtew An absolute llllJIJ-
mum of classical mode quality 
will be held for 3 rears. 

J!L RADINT over-honzon detection COHD) nacked data ta.,..., 
31 ARIS packed-data tapes 

-
32 Aerospace Defense Center packed-data tapes 

33 PHOTINT filmed test events, data on paper analogs, magnetic 
tapes and photographs 

•34 intelligence debnefs" debnefs, tramcnpts, messages, studies, reports, 
and related files on correspondence, maps, charts and other records 
pnsoners of war pertammg to the subject matter. Includes all types 
(PWs), combat of storage/recording formats, 1 e., typed, handwnt-
escapees and evaders, ten, electrorucally produced or photographed, etc 
peacetime captives, 
internees/detainees, 
whether civilian or- military 

*36 

C 

which are 

not covered in rule 22 

Apollo Range Instrumen-
tat1on Ships (ARIS) 
packed data tapes and Ii.Im 
stored at Air Force East-
em Test Range, Patnck 
AFB. Flonda 
packed data tapes and Ii.Im 
retained by Foreign Tech-
nolo1rv D1v1s1on 

at Joint Services Support 
Directorate, Air Force 
Intelligence Service 
(AFIS/INU) 

at AFHRC 
at Air Force act1v1t1es 
other than rules 34 and 35 

D 

then 

destroy after 3 years or when 
transcnpt1on to computer tape 
has been accomohshed 
destroy I year after release 
from accountab1htv 
destrov when su.,..rcMed 
degauss/destroy data after an 
annual revtew An absolute 
llllD.lillum of class1cal mode 
quality data will be held for 5 
years. 

destroy analogs after an 
annual review An absolute 
ID1DllllUm of classical mode 

deaauss/destrov after I vear 
degauss tapes after annual 
revtew An absolute m1ru-
mum of class1cal mode quality 
data will be retained 3 vears. 
degauss tapes after annual 
review An absolute llllJIJ• 
mum of classical mode quality 
data will be retamed 5 vears 
destroy filmed test events after 
10 years. Duplicate films will 
be destroyed after 5 years 
retain pending approval of 
d1spoS1tion authonty. 
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TABLE 200-3 I 
INTELLIGENCE FSIIMAT � RECORDS I 

R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

1 

-
intelhgence estunates data relating to analyses of the intenbons, capa- record sets and supporting retire as permanent (see note). 

b1hbes and vulnerab1hbes of nabons and areas, records at ongmating 
developed for use m operabonal plannmg offices 

2 information copies destroy when supeneded, re-
scmded or no loruzer needed. 

3 intelbgence contnbu- data supporting an AF contnbubon to the destroy after S yean or when no 
tlons and estunates national or Joint estunate longer needed, wluchever IS 

sooner 
4 fimshed intelligence specialized mtelhgence publicabons, estimates, record sets and supportmg retire as permanent when re-

reports studies, surveys, reports, analyses, evaluabons records at office of prep- scmded, superseded or obsolete 
and appnusals, includmg both general and arat1on (see note) 
techmcal mtelligence and mtelligence con-- cemmg their combat applicabons 

5 mformatlon copies, mclud- destroy when superseded, re-
mg copies of intelligence scmded or no longer needed 
reports produced by other -- a2enC1es 

6 intelligence reference pnnted or processed matenals, photographs or information copies of fin- retire as pennanenL 
records maps accumulated at any organIZabonal level 1shed intelligence reports 

as a reference file or for library mtelligence at ongmatmg activity 
research purposes -

7 at HQ USAF and pro- destroy S yean after record IS 
duced by other nabonal superseded or rescinded 
intelligence agencies, DIA, 
unified and spec:tal com-
mands, or by AF act1v1bes 
for deoartmental level -

8 at other than HQ USAF destroy when superseded, re-
scinded or no lon2er needed 

NOTE: Offier to the National Arcluves in S-year blocks when latest record IS 2S years old 

I TABLE 20()-4 I 
INTELLIGENCE POLICY J ,Nil PLANNING RECORDS I 
R A B C D 
u 
L If the records are 
E or per1ain to consisting of which are then 

1 policy directives nonstandard pubhcabons and letters that are d1rec- record sets at HQ USAF retire as permanent S years 
uve in nature, winch establish pnnciples for all after superseded or rescmded. 
AF intelligence components of unified and spec•-
lied commands, and the USAF INTEL senes 

mformauon copies destroy when superseded or 
rescmded 

2 

plannmg HQ USAF plans, d1rect1ves, commumcabons, and rebre as permanent. 
supporbng records relating to tmplementabon of 
DIA plans and development of AF mtelhgence 
resoons1bwbes, m1ss1ons and or"amzabon 

3 

production planning producbon surveys and studies, program morutor- retire as permanent (EXCEP-
support mg, and collection planmng data system reports TION destroy case files of 

mctdent to development and support producbon source matenals 2 years after 
plannmg completion of study or sur-

4 

-t 
vev) 

5 annexes to JOmt, com- commurucabons and records received from other master sets at ongmatmg see table 28-1 
mand, operations, and Defense agencies, AF components of unified and headquarters 
wartime plannmg specified commands, and subordmate AF echelons 
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T ADI E 21J0-4. CONTINUED I 
R A 
u 
L If the records are 
E or pertain to 

6 

7 disclosure of m1htary 
mformatlon to foreign 
governments and m-
ternatlonal organ-
1zat1ons -

8 

-
9 

-
10 -
10.1 

11 signed receipts for 
records released to 
accredited representa-
t1ves of foreign 
nations (see table 
205- 1 ,  rules 4 
through 4 5 for ex-
changes under 
NATO, SEATO or 
CENTO a2reements} 

12 contract development 
and momtonng 

13 production expend1-
tores 

14-
15-
16 

8 

consisting of 

records of National M1htary Information Dis-
closure Pohcy Committee (NDPC) wluch an-
nounce the National Disclosure Pohcy (NDTC-1), 
AF representation on the NDPC, approval and 
demal by the NDPC of requests for exception sur-
veys of foreign governments conducted by NDPC 
renresentatlves. and related papers 
pohc1es which reflect, substantiate, and implement 
mternatlonal or b1lateral negotiations, arrange-
ments, and agreements on exchange or release of 
classified/unclassified m1htary mformatlon to for-
eum srovernments and mternatlonal or2amzat1ons 
completed control case files on release of records 
to foreign governments, foreign nationals, and 
mternat1onal orgamzat1ons, contalJllng requests for 
the records, authonzat1ons, and justifications for 
the release, and related papers 

documentation of 1mplementat1on, contract devel-
opment, substantive momtorslup, bids, proposals, 
brochures, technical guidance, repons, corre-
spondence, contracts and amendments, fullillment 
of reqwrements, studies, and contractor final 
repons of external ass1Stance and contracts and 
agreements with Government agencies and c1V1ban 
contractors that provide technical and scientific 
contnbut1ons for mtelh2ence efforts 
master files of project or task assignment forms 
authonzatlon for commitment and expenditure of 
mtellurence nroduct1on resources 
project or task case files 

routme matters or one-time requests cons1stmg of 
reference records, machme tapes, repons, 
bnefings, records that establish production pohcy, 
planning, or nrocedural development 

C 

which are 

at HQ USAF for mom-
tonng purposes and/ or 
coordmat1on 
at HQ USAF 

at any AF level with dis-
closure authonty 

pertinent to disclosure of 
classified information 

pertment to disclosure of 
unclassified mformatlon 

mformat1on copies below 
major command level per-
tment to disclosure of 
classified and unclassified 
mformat1on 
cond1t1ons of dJSClosure, 
and serve as a records of 
the transfer of accountab1l-
1ty for classified m forma-
tlon, and as a certificate of 
agreement on the pan of 
the rec1p1ent government 
about further handlmg of 
the mformatlon 

documentmg expenditures 
of nroductlon canab1bt1es 
documentmg expenditures 
mc1dent to adm1mstrat1on 

D 

then 

destroy when superseded, ob-
solete, or no longer needed 

destroy afiter 10 years 

destroy after 2 years or when 
no longer needed, whichever 
IS sooner 

destroy after 6 years 

retire as permanent (EXCEP-
TION· destroy drafits and 
workmg papers when obso-
lete) 

retire as permanent 

destroy after 2 years 

-
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I TABLE 200-5 
FOR] IGN NATIONALS I 

R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

1 requests for visits requests for authonzatlon to VJSlt AF mstallat1ons at HQ USAF destroy after 2 years 
and/or mdustnal fac1ht1es, degree of secunty clas-

- slficauon authonzed, letters of authonty to vmt, 
report of visit, and log books 

1.1 at other than HQ USAF destroy short term visit 
requests ( I-30 days) after 3 
months, destroy long term 
v1s1t requests (I month-I 
year) after I year 

2 tour folders tour letters, biographical sketches, 1ttneranes, and at HQ USAF or 
pertment protocol mformatton on foreign nationals MAJCOMs 

- under auspices of OSAF or Chief of Staff', USAF, 
Inter-Amencan Relauons Pro1rmm or MAP 

3 forms and lo1ZS at HO USAF destrov after 20 vears 
4 country files records contammg mformauon on countnes which destroy after 2 years. 

send representatives to v1s1t AF mstallat1ons 
5- awards general orders and correspondence concermng at HQ USAF destroy after 4 years. 

awards or recommendations for awards 

..L.... at field act1v1ues destrov after 2 vears 
7 lo� at HO USAF destrov after 20 vears 
8 medical treatment see table 1 68-4 
9 accredited attaches a roster of service attaches accredited to the AF, record copies at ongi• destroy after 20 years 

m booklet form, revised quarterly, contammg pos1 natmgdoffices 

- uon assignments, local addresses, and basic family 
data (used pnmanly for protocol matters) 

10 mformauon copies destroy when superseded or 
no lon11:er needed 

205. Security. These tables cover records relating to general policies and procedures governing identification, 
classification, and safeguarding classified information; reproducing, disseminating, stonng, and destroying classified 
matter; reporting and investigating losses and other incidents involving the compromise of classified infonnation; in
vestigating and cleanng personnel for handling classified information; protecting classified information in the hands of 
US industry and in educational research institutions; etc. 

I iTABLE!'l0S-1 
IINFORMATION SECURJJY PROGRAM 

R A B C D 
u 
L If the records are 

E or pertain to consisting of which are then 

1 onginal classdicatlon master hstmg by title and orgaruzauon of officials at HQ AFOSP destroy after 5 years (see note I )- authonty designated to exerCJse this authonty 
2 at other levels destroy when superseded, obso 

lete or no lon11:er needed -
3 requests to delete officials from the master ilsnng destroy upon nouficauon of com 

pleted actJOn 
4 class1ficat1on evalu challenges to clasSJficauon and requests for mandatory destroy after I year 

at10ns review 
5 secunty control rec- key issue logs destroy I month after all entry 

- ords spaces are used and replaced by a 
new loa. 1f no lonaer r'""'1 1red 
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TAI LE 20S-1. CONIINUEI I 
R A B C D 
u II -
L If the records are or 

E pertain to CODSistfllll: of which are then 

6 forms 1dentlfy1Dg persons responsible for storage fa. destroy when superseded or no 
clhnes or contamers, record1Dg the operung, clos1Dg longer needed 
and checklDg of secunty type equipment, and results 
of room or area secuntv IDSDectlon -

7 authontv to escort or handcarrv classified matenal destrov afiter 1 vear 
8 emergency planning plans which detail procedures and respons1b1hbes for destroy when superseded or no 

emergency protection, removal, or destrucbon of longer needed I 

classified matenal ID case of natural disaster, civil dis-
turbance, or enemy action 

9 secunty 1Dc1dents find1Dgs by an offiClal ID detenmrung 1f a compromise, for NA TO secunty destroy after 3 years ( see note I) 
probable compromise, 1Dadvertant access or secunty 1Dc1dents 
deV1at1on has occurred IDVOlv1Dg classified 1Dforma 
non -

10 for other secunty destroy after 2 years ( see note I) 
1Dc1dents 

11 access control records nongovemment h1stoncal researcher cerbficanon not destroy upon termmat1on of 
to disclose classified 1Dformabon access authontv -

u forms used to certify access to Restncted Data mfor- destroy when superseded, obso-
mabon ID possession of DOE or federal agencies lete, or no longer needed 
other than NASA, access lists, authonty to open or 
close alarmed areas, and SIIDllar tvoes of records 

13 Top Secret control Top Secret reg1Sters, its attached receipts and destruc- destroy 5 years after all reg15ter 

- non certificates page entnes have been made 
mact1ve (note 1) 

14 access records and cover sheets rellecbng persons destroy 2 years after related Top 
who have access to a parbcular Top Secret docu- Secret material 1s destroyed, 
ment, or to whom the 1Dformabon has been disclosed transferred, downgraded, declas-

sdied or rebred -
15 Too Secret IDVentones destrov after 1 vear 
16 record suspense re suspense records for classified matenal requinng a on-loan suspenses destroy after 2 years or give to 

ce1pt, and destruction receipt the borrower, whichever 1s apph-- certificate file cable (see note l l  
17 normal suspenses destroy upon return of signed 

rece1ot. -
18 receipt for classified matenal, or destruction cert1fi- 1Dact1ve records destroy after 2 years (see note I) 

cates 
19 secunty termmat1on statements completed when termmat1Dg access to spe at urut of assign - statements c1al program matenal ment 
20 at AFSCO because destroy when member's secunty 

person refused to clearance status IS changed to 
acknowledge de- "IN ADJUDICATION • 
bnefin2 -

21 statements, 1Dclud1Dg those perta1D1Dg to special pro- ID the Urut Person- destroy after 2 years ( see note 1) 
gram matenal, completed when md1v1duals are de- nel Records Group 
bnefied upon termmat1on of employment or military (UPRG) 
service, or contemplated absence from duty or em-
ployment for 60 days or more -

22 at urut of assign-
ment for c1v1han 
oersonnel -

23 at AFSCO because destroy when member's secunty 
person refiused to clearance status IS changed to 
acknowledge de- " IN ADJUDICATIONlfl 
bnefin2 

24 secunty classdicanon record copy of publ1Shed ed1bons and changes, forms at the 1sswng act1v- destroy-after 10 years (see note 

- gwdes rellect1Dg approvals, rev1S1ons, re1Ssuances, reviews, or ity or office of pn- 2) 
cancellations; and other related records marv resoons1b1htv 
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I ITABLE 20S-l CONTINUED 
R A 
u 
L If the records are 
E or pertain to 

25 

26 Intemat10nal Pact 
OrgaruzatJon (IPO) 
control records 

-
27 

-
28 

-
29 

-· 
30 

31 special access program 
records -· 

32-· 
33 -
34-
35 

36 waivers-
37 

38 surveys, mspectlons 
and program revtews-_,39 

41 

t.l mfonnat1on secunty • 
�

l 
reports 

B 

consisting of 

mfonnat1on copies 

destruction certificates, receipts, registers, and dis 
closure records at the destroying subregistry 

registers and receipts at control pomts 

Central Umted States Registry (CUSR) approval of 
estabhshment or d1sestabhshment of Air Force sub-
registnes and records of establishment or d1sestab-
hshment of control pomts under a subregistry 

md1vtdual record receipts m the active accountab1hty 
file 

authonzanon to estabhsh program, reports, reviews 
and other related records 

program plans and secunty mstructlons 

forms used to formally record authonzatJon for access 
to snec,Jal ornunom matenal 
authonty to devtate or not comply with program re-
qwrements 

requests for open, unattended storage of classified 
matenal, establ1Shment of pneumatic tube systems, or 
authonzat1on for central destructlon fac1lit1es 

secunty 1DS....,..1ons 
mformanon secunty program revtews 

Agency Information Secunty Program Data Report 

C 

which are 

for COSMIC, 
COSMIC Top 
Secret ATOMAL, 
or other IPO Top 
Secret matenal 
for NATO Secret, 
NATO Secret 
ATOMAL, NATO 
Confidential 
ATOMAL, or 
other IPO Secret or 
Confidential 
matenal 

at HQ AFOSP and 
program offices of 
pnmary respons1-
b1litv 
copies at other 
offices 
at program offices 
of pnmary respon-
s1b1htv 
copies at other 
offices 

approved 

dJSapproved 

approved 

disapproved 

at HQ AFOSP 

D 

then 

destroy when superseded, obso-
lete, or no longer needed (see 
note 3l 
destroy 10 years after the ma-
tenal has been destroyed or per 
manently transferred to another 
registry or subregistry (see note 
n 
destroy 2 years after the matenal 
has been destroyed or penna• 
nently transferred to another 
registry or subregistry (see note 
1). 

destroy 2 years after record has 
been destroyed or returned to the 
1 serv1c10a •ubrein•ttv (see note ll 
destroy 1 year after dJSCStablish 
ment of subregistry or control 
pomt. 

destroy when the records 
descnbed on receipt are bemg 
destroyed and have been listed on 
certificate of destruction. 
destroy 2 years after the program 
IS termmated ( see note 1) 

destroy after 1 year 

destroy 2 years after the program 
IS termmated (see note 1). 

destroy when superseded, obso-
lete. or no lomi:er needed 
destroy upon term1nat1on of 
access 
destroy upon explJ1ltlon date or 
when no Iona-er needed. 
destroy upon return of requested 
action 
destroy when obsolete or no 
longer needed. 

destroy upon return of requested 
action 
destrov after 1 Vear 
destroy after 1 year, or upon 
completion of next comparable 
vtslt, whichever IS later 
destroy when no longer needed 
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TAI LE 20�1. CONilNUEI!6-> I 
R A B C I I D 
uL If the records are 
E or pertain to consisting of which are then43 at other levels destrov after I vear 
44 code words and nick- fonns used to account for the assignment or cancella- I destroy 2 years after codewords names tlon of code words and nicknames or mcknames are cancelled (see I note I )  45 scientific and technical secunty sponsorship, includmg requests for authonza- destroy after I yearmeet1n1ZS tlon and notifications of meet1n1zs I INOTESRetam ID accumulatmg office unt!I ehgible for destruction (EXCEPTION On mactlvatlon, see 6, AFR 12-50!6-, volume I, chapter 6 )  2 Retire after the system, program, or pro.)eCt 1s tennmated or phased out of the mventory 3. General reference pubhcat1ons and technical/spec1ahzed reference matenals w!II not be reponed on records management reports However, they may be 1dentlfied for d1spos1t1on control purposa on AF Fonns 80 and 82 at the d1scret1on of the command records management officer 

I TABLE!6-2�2 CENSORSHIP I 

u 
R A B C I I D L If the records are E or pertain to coufsdng!6-of which are then1 censorship subm1ss1on records to prevent transm1ss1on of 1nfonnat1on that secondary censorship sta- destroy 6 months after Armed sheet rmght be useful to an enemy, and to dlSSelDlllate uon copy Forces censorship has been mfonnatlon that rmght assist the US and its Alhes d1scont1nued or after con-demned communicatlons are - d1soosed of 
2 other than rule I destroy when no longer needed as mtelhgence source matenal or reports of censor-sh10 v10lat1ons -3 censorship action shp shns without extraction destroy after 6 months 
4 shps with extraction destroy 6 months after extrac-tlons have been d1soosed of 
5 register of censorship destroy when superseded stamo holders 
6 censorship stamp ac- destroy I year after assump-countab1hty certificate t1on of accountab1hty by a new custodian 
7 travelers censorship destroy when the arucle to certificate which affixed has been I I 

ooened 
8 travelers censorship destroy I year after Items extraction record hsted have been d1soosed of 
9 censorship valuables destroy after I year102 

I I 
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I ITABLE 205-3 
PER� ONNEL INVFSilGATl ONS ar, I 
R A B 
u 
L 
E 

If the records are 
or pertain to consisting of 

1 reports of mvesttga-
ttons 

reports prepared outside AF 

2 personnel secunty m- nonderogatory reports of personnel secunty mves-
vest1gat1ons t1gat1ons conducted by DIS 

-
2.1 reports conducted for local service contractors who 

reqwre only unescorted entry into restncted areas 

-
3 derogatory reports of personnel secunty mvest1gat1ons 

conducted by DIS 

4 nonderogatory mvestlgatlve files received from the 
Office of Personnel Management (OPM) -

5 derogatory reports received from OPM 

6 cnmmal mvesttga- reports furrushed commanders other than those ID rule 
tlons 7 

-
7 reports furmshed commanders, consisting of docu-

ments incorporated ID records of legal proceedings 
such as statements. affidavits. and Stmtlar matters 

8 countenntelltgence 
mvest1gat1ons 

9 loss or comprorruse of action copies of mvest1ganons incorporated with 
classified matter reports sent to commanders _,

10 other copies of 1Dvest1ganons forwarded with reports 
descnbed ID rule 9 

-

1 1  v10lat1ons of!'secunty reports pertaining to safeguarding of classified 1Dfor-
directives matlon that do not 1DVOlve a subJectlon to compro-

mlSe conStderatlon 
12 incidents or persons reports sent to commanders other than those m rule 

not under the control 13 
of the Air Force 

13 reports sent to commanders, which are retained ID 
mtelltgence files 

C 

which are 

furnished AF com-
manders 

at Atr Force Secunty 
Clearance Office 
(AFSCO) 

D 

then 

returned to the AFOSI dis-
tnct or AFOSI act1v1ty from 
whtch received when no 
Ionizer needed 
destroy after revtew and com-
pletlon of clearance or after 
record1Dg the 1Dvest1gat1ve 
data when clearance action 1s 
reowred 
destroy 3 months after con-
tract IS complete or when the 
person for whom tt was con-
ducted term1Dates employ-
ment whichever IS sooner 
dispose of as prescnbed by 
AFRs 40-732 or 205-32, as 
annltcable 
destroy after the results have 
been recorded as reqwred by 
AFR 205-32 
destroy on ultimate d1spos1t1on 
of the case, employee's sepa-
ration from the AF or transfer 
to another federal aizencv 
dispose of as provided ID 
AFRs 40-732 or 205-32, as 
appltcable, or destroy on ultt• 
mate d1spos1non of the case 1f 
action ts not taken under these 
reir.ulattons 
dispose of accord1Dg to dtspo-
s1t1on instructions of the legal 
actions involved. 
dispose of as provided m 
AFRs 40-732 or 205-32, as 
apphcable, when action ts 
taken under these re1n1lat1ons 
destroy 2 years after date of 
last action taken by final re-
v1ewm11: authontv 
destroy I year after date of 
last acnon taken, provided 
such copies have not been 
utlhzed m processing cases 
under AFRs 40-732 or 
205-32 
destroy I year after last action 
taken 

destroy on d1spos1t1on of the 
case 

dJSpose of according to d1spo-
sttlon 1DStruCtlons of the mtel-
h11:ence files 
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T ADJ E 205-3. CONTINUED I 
R A B C D 
u I I 
L If the record are 
E or pertain to COD111Sting of which are then 

14 secunty case files complete case files at!'AFSCO see table 205-5 -
duphcate case files other than those m rule 14 

16 record of action taken on cases adjudicated under at AFSCO 
AFRs 205-32 and 40-732, transcnpts of proceed-
mgs, with exh1b1ts, and memoranda, with official 
mstruments reflect1n2 final decisions 

16.1 secunty case h1Story mdex cards g1vmg summary of secunty cases 
record card 

17 unknown subjects m- reports of mvest1gat1ons, wherem names of sub- destroy after appropnate ad-
vest1gat1ons jects are unknown, conducted by AFOSI and for- numstratlve act10n, such as 

warded to commanders for review and action Report of Survey, Damage 
Propeny Repon, etc , IS com-
pleted or when a detenmna-
tlon IS made that no other 
action 1s contemplated 

18 pres1dentral support mvest1gat1ve reports, nommatmg correspondence, forwarded with recom- destroy upon receipt of notlfi-
nommat1ons evaluations, summanes, medical reports, state- mendatlons for selection of cation of selection from 

ments and recommendations, mcludmg copies of the nommee AFSCO 
such record at elements m the nommatlon process -

19 nonselected by a nommat- hold until the nommatmg 
mg element without for- commander determmes that 
wardmg the nommat1on to an appeal to the nonselect1on 
AFSCO will not be filed, then destroy 

the mvest1gat1ve repon and 
hold the rema1D1Dg pan of the 

- nommatlon file for I year, 
then destroy 

20 nonselected by AFSCO or 
huther review level 

21 pres1dentral support letters of notification of selection for assignment at MAJCOMs, base destroy upon notification of 
assignment to presidential support duties Cluefs, Secunty Pohce and termmat1on of duties or 

umts of assumment ass11Z:nment -
22 at AFSCO destroy after 5 years or upon 

reassignment, whichever IS 
later -

23 quarterly roster of personnel assigned to pres1den- at AFSCO, MAJCOMs, destroy when superseded 
t1al support duties base Cluefs, Secunty Po-

bee, and umts of as-
summent 

I !TABLE 205-4 
INl >USI'JUAL SECURnY PROGRAM I 
R A B C D 
u 
L If the records are 
E or uertain to coasistin2 of which are then 
1 mdusmal secunty pol- records relating to the DoD mdustnal secunty established by DoD ID mstances where revocation of 

ICY program that concern the safeguardmg of md1v1dual or facility clearance has 
classified mformat1on m the hands of bidders and been recommended to the DIS cog-
contractors mzant secunty office, copies of the 

penment forms that are mcorporated 
with records of these actions are 
disposed of after notification by DIS 
cogruzant secunty office that all 
action has been accomplished fD1spos1t1on of-all other records are 
grescnbed ID the followmg rules 
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TA' LE 205-4. CONTINUED I 

R A B C D 
u 
L If the records are 
E or oertafn to conSJStin2 of which are then 
2 secunty agreements the secunty agreement used by the com-

mander havmg secunty superv1s1on of a 
ongmals send to DIS cogmzant secunty 

office 

- contractor to comply with the DoD mdus-
tnal secunty manual 

3 copies destroy 3 months after the secunty 
a2reement IS termmated 

4 fac1bnes secunty clear-
ance surveys 

data used to perform surveys m exammmg a 
contractor to determme whether he IS capa-

ongmals send to DIS cogmzant secunty 
office 

- ble of properly safeguardmg classified mfor-
matlon 

5 copies destroy 3 months after the secunty 
a2reement IS termmated 

6 industnal secunty m-
spect1on report 

mspectlons to determine whether contrac-
tors are prov1dmg proper protection for 
classified matenal accordmg to the mdus-

destroy I year after new mspectlon 1s 
performed, or when no longer 
needed, whichever 1s later 

tnal secunty manual and their contracts 
7 contract secunty class1 

ficabon specifications -
the secunty classrlicat1on assigned to van-
ous elements (information records, matenal, 

copies destroy when superseded, or when 
related contract IS termmated. 

etc ) of pnme and subcontractor 
8 copies incorporated with 

contract records 
destroy accordmg to d1spos1t1on in-
structlons for the contracts 

9 secunty of class!lied records relating to the mspectlon and its destroy I year after new mspectlon IS 
mtiormabon case files followup to msure the adequacy of secunty 

practices w1thm contractor fac1ht1es 
performed, or when no longer 
needed. wluchever 1s later 

10 central index file re-
ouests 

data used to obtam secunty clearance status 
of contractor oersonnel from DIS 

destroy 6 months after complenon of 
assumment 

11 mdustnal defense rec- see table 78-3 
ords 

I TABLE 205-5 I 
PEI SONNEL SECURilY P ROGRAM I 
R A B C D 
u 
L If the records are 
E or uertain to CODSISblll!: of which are then 
1 personnel secunty records of personnel secunty mvestlgabon and at base secunty pohce destroy 2 years after md1v1d-

clearance and access clearance ual has been separated from 

- active duty or has termmated 
c1v1han emolovment 

2 m the Umt Personnel Record see table 35-1, rule 1 1 
Grouo <UPRG) -

3 emergency or special access certificates or at umts of assignments or 1ssu- destroy upon termmatlon of 
documents and related correspondence m2 authont1es access -

m a soec1al secuntY file see rules 23 throu2h 25 J.... 
5 l11mted access authonzatlons and related corre- at umts of assignment or base return to 1ssumg authonty 

spondence secunty police when access authonzatlon 1s 
withdrawn or ex1>1res -

6 at 1ssumg authont1es destroy 2 years after hm1ted 
access IS termmated 

7 personnel secunty in- umt requests for mvestlgatlon, clearance or un- destroy when no longer- vest1gat1on requests escorted entrv needed 
8 request to DIS for an mvest1gabon, venficatlon destroy upon receipt of mves-

of pnor mvest1gat1on and tracers t1gat1on report or response to 
ouerv 

9 duty and travel re- records requestmg, denying, approvmg and at base secunty pohce or destroy upon termmat1on of - !!
stnct1on venfymg duty and travel restnctlons CCPO and 1ssuml!: authont1es restnctlon 
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TABL 205-5. CONTINUED 
R A 
u 
L If the records are 
E or pertain to 

10 

11 personal history state-- ments 
12 

13 secunty term1Dat10n 
statements 

•14 Classified Information 
Nondisclosure Agree-- ments (NdAs) 

•15 

16 c1v1han secunty - documents 
17-
18 
19-

...llL 

22 

23 special secunty files 
(SSF) 

-
J!_ 

25 

26 special secunty case 
files 

-
26.1-
27 

28 secunty case history 
record card 

I 

B 

consisting of 

completed personal history statements, personnel 
secunty questionnaires or comparable forms 

secunty tenn1Dat10n statements 

dutv and travel restnctlon corresoondence 
clearance certificates or records of completed ID• 
vest11zat1ons 
access cen1ficates or related correspondence 
personal lustorv statements or sumlar fonns 
any record not covered ID rules 16 through 2 1  

unfavorable personnel secunty 1Dformat1on, 1Dves-
t1gat1ve reports, correspondence and related 
records 

(RESERVED) 
correspondence forward1Dg the SSF to AFSCO 
and related records 

complete case files, 1Dclud1Dg case summanes, 
memoranda of final decmon correspondence, 
letters of 1Dtent to deny or revoke clearance or to 
deny ehgib1hty for assignment to sensitive pos1-
tlons, exlub1ts, and related case records for cases 
adJud1cated under AFRs 205-32 and 40-732 

dupbcate case files 

1Ddex card giv1Dg summary of secunty cases 
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C 

which are 

ID the UPRG 

at base secunty pohce or 
umts of assumment 

for m1htary personnel 

fo r  c1v1han personnel 

completed upon tenn1Da-
tlon of emoloyment 
completed upon tenn1Da-
tlon of S""'"lal access 

at base secunty pohce 
until dec1s1on to close file 
favorably /unfavorably 

at base secunty pohce 
until final decmon IS 
received from AFSCO 
at AFSCO, 1f not closed 
favorably 

at AFSCO, 1f closed favor• 
ably 
at local bases until final de-
c1s1on IS made 
at AFSCO 

I I D 

then 

destroy after annotat1Dg DD 
Fonn 2 1 4  per AFR 205-32, or 
upon term1Datlon of restnc-
tlon 
see table 35- 1 ,  rule I I 

destroy when employment 1s 
tenn1Dated 
see table 205-1 

see table 35- I, rule I .  

reta1D pend1Dg d1spos1t1on 
aooroval 
see table 205-1 

see rule 9 
see rule I 

see rules 3 throuah 6 
see rule 1 2  
destroy when the record IS no 
longer needed or upon ter-
mmatlon of emplovment 
destroy after favorable dec1-
s1on by local commander, or 
send to AFSCO 1f not closed 
favorably 

destroy upon receipt of final 
dec1s1on from AFSCO 

destroy 20 years after final 
dec1s1on 

destroy I year after final dec1-

II 

SIOn 
destroy after final dec1s1on 1s 
received from AFSCO 
destroy 20 years after final 
dec1s1on or when no longer 
needed. wluchever 1s later 
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207. Aerospace Systems Security. These tables cover records relatmg to general policies and procedures governing 
philosophy, pnnciples and policy for protect10n of AF weapons systems, designated support systems, warning, and 
command/control systems against enemy clandestme operations, attack by hostile groups, and other ground threats 
Also includes aerospace secunty system plannmg, emergency security procedures, mternal control procedures, re
stncted areas, facilities and equipment, nuclear weapon secunty, and secunty standards for mdividual weapon sys
tems. 

I TABLE 207-1 
AERO SPACE SYSTEMS SECin ITY I 

R A 
u 
L If the records are 
E or pertain to 

1 aerospace secunty op-
erat1ons evaluations 

1.1 secunty systems 

1.2 

2 secunty system per-
formance data 

3 
4 records of visitors 

5 

---
6 aerospace secunty plan 

(OPLAN 207( )) 
7 
8 apphcat1on for aenal 

photographic license 

9 
10 restncted area 1dent1fi-

cation credentials 
11 secunty dev1at1ons 

12 

13 

14 1dent1ficat10n codes 

•ts nuclear weapons move-
ment olf-base 

B 

consisting of 

test, survey, and inspection reports 

intrusion detection system plans, proposals, and 
authonzat1ons 

contracts, work orders, drawings, specifications 

reports on intrusion detection alarm system per-
formance 

requests for visits to restncted areas. 
authonzat1on for contractors to visit m connection 
with classified matters 
master plan 

other than master olan 
records regarding granting licenses to foreign 
nationals to take aenal photographs, resulting m 
favorable information 
resulting m unfavorable information 

approved dev1at1ons from secunty cntena con-
tamed m AFR 207-senes d1rect1ves and related 
correspondence 

expired dev1at1ons 

disapproved dev1at1ons 

s1gn/counters1gn and duress lists 

bstmgs of nuclear weapons convoy movements 
and related records 

C 

which are 

at secunty pohce and 
operating act1v1t1es (see 
note I) 

at MAJCOMs 

below MAJCOMs 

D 

then 

destroy I year after actmn 
completed or after next m-
soect1on. whichever 1s later 
destroy I year after system 1s 
removed from fac1hty. 

destroy I year after system 1s 
removed from fac1hty, when 
obsolete or no longer needed, 
whichever 1s sooner 

t1re as permanent (see note11 ��e

lldestrov after I vear 

lldestroy 3 months after com-
olet1on of the v1s1t(s) 
destroy I month after termma-
tlon of authonzat1on 
destroy I year after bemg su-
oerseded 
destrov when suoerseded 
destroy after 3 months 

destroy after 2 vears 

llsee table 30-2 

destroy when urut and/or m-
stallatlon 1s mact1vated or 
when reason for waiver no 
longer exists, whichever 1s 
sooner 
destroy I month after exp1ra-
tlon date or on cancellation of 
wa1ver whichever 1s sooner 
destroy I month after final 
action of approving authontv 
destroy when superseded or 
comorom1sed 

IIdestroy after I year 

NOTES 
I Civil engmeenng, budget and procurement activities mamtam records relating to intrusion detection equtpment (IDE) systems m the appropnate 
senes for their functional area 
2 Offier records to the Natmnal Archives m 5-year blocks when latest record 1s 25 years old 

L 
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TABLE 207-2 I 
Ml! SILE SECURIIY RECORDS I 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

1 secunty d1Spatch pred1spatch not1ficat1on used to notify key and code con destroy after 3 months or 
trol center of reqwrement for a dispatch when no longer needed, 

whichever 1s later -
•· 
2 approved dispatch nouficauon used to notify lhght secu destroy after I month 

nty control and mJSS!le combat crews of an approved 
d1soatch-

3 dispatch records used to manage dispatch of secunty destroy after I year 
escons and camoer alert team members 

...L secunty message log alarm situations used to record secuntv alert messa11:es destrov after 3 months 
5 helpmg hand and covered wagon repons used to record see table 12S-I 

uochanneled reoorts 
6 secunty response ft1ght time distance response matnx winch are specific destroy after I year 

response cnteria for alarms 
7 key and code control reg15ters, and matenal handlmg records used to issue, see table JOO-7 

transfer, and destroy National Secunty Agency one time 
code tables 

8 physical exammat10ns mmuteman camper mspect1ons used to record dis- destroy after I year 
creoanc1es of self contamed urut I I 

208. Antiterrorism. Tius table covers records related to policies and procedures designed to reduce the vulnerability 
of USAF personnel, installations, and other resources to terrorist attacks; awareness programs to alert USAF 
members to the terronst threat; and training in defensive measures intended to minimize the likelihood of their being f 
v1ct1m1zed. ' 

I TABLE 208-1 J 
A,� 1 r.--ORISM RECOR )S I 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

1 ant1terronsm services repons and correspondence related to development of at HQ USAF/IGT destroy after 2 years or when 
ant1terronsm programs for US Government agencies, no longer needed, wluchever 
DOD/USAF Commanders IS later -

2 at other HQ USAF destroy after I year or when 
offices and com no longer needed, wluchever 
mands 1s later 

3 ant1terronsm bnef • reports of antlterronsm bnefings/trammg related to the at HQ USAF/IGT destroy after 2 years or when 
mgs/trammg terronst threat at a particular area and general threat m no longer needed, wluchever 

large overseas areas, mcludmg techruques that can be 1s later 
employed to counter the threat -

4 at other HQ USAF destroy after 3 months or 
offices and com when no longer needed, 
mands whichever IS later 
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210. Historicsl Data and Properties. These tables cover records relating to general policies and procedures gov
erning development of histoncal data and special historical studies as a guide for AF action; establishment and main
tenance of museums; and acqwsitmn and disposition of and accountability for histoncal properties. 

I ITABLE 21�1 
1m rI'ORICAL PROG 1AM RECORDS (see note I) I 

A B C D 
u 
L If the records 
E-- are or pertain to coaslstfng of which are then 

1 penodic hls records prepared or collected by hlstoncal onginal narrauve and one set of support reure as permanent on macu 
tones and occa- officers and lustonans under the AJr Force mg records, copies of medical and HQ vauon 1f they have not or wt!! 
sional mono- hlstoncal program USAF stalf office histones mamtamed by not be mJcrofilmed. If mJcro 
graphs, studies, - and reports 

HQ United States Alr Force H1stoncal 
Research Center (USAFHRC} 

filmed, see notes 2 and 3 

2 - origmal medical hlstones mamtamed by 
HOIIJSAF/SG 

3 copies or microfilm mamtamed by the destroy on inacuvauon of the 

- onginattng urut urut. If microfilmed, see notes 
2. 4 and 6. 

4 copies retamed by onginatmg HQ destroy when no longer 

- USAF staff office down to and mcludmg needed. 
directorate (or coml!arable} level 

s copies received by mtenned1ate head-

-- quarters from lower echelons and re 
tamed for research and reference 

6 source docu- subs1d1ary (or feeder) reports prepared at copies prepared and retamed by a lower retlre as permanent on macu 
ments the request of a higher orgamzauon or a urut (mcludmg those prepared by a squa- vauon of the urut. 

special actlVJty for use m prepanng a hlstor dron at the request of its parent wmg) 

- 1cal report and not submitted to HQ 
USAFHRC 

7 copies prepared and retamed by an ele- destroy when no longer 
ment of a urut, by a staff office of a head- needed, or after 2 years, 
quarters at maJor command or lower whichever 1s sooner 

- level, or by a staff" office of HQ USAF 
below directorate level 

8 at the urut or HQ USAF staff" office at destroy when no longer 

- directorate or above level for whlch the needed. 
rel!QrtS were l![el!ared 

9 copies received and retamed for research 

--
and reference by the orgamzauon 
reauest1n2 the reoort 

10 hlstoncal re speaal collecuons of policy d1rect1ves, staff" collected and mamtamed by hlstonans at destroy paper or mJcrofilm 
search and ref studies, correspondence, and other co=u- HQ USAF/HQ USAFHRC/MAJ- when superseded, obsolete, or 
erence rucauons of exceptional 1mponance, tran COMs/maJor subordmate commands, on macttvauon of the urut, 

scnpts of mterv1ews, Journals, dianes; mm- wmgs and mdependent squadrons for wluchever 1s sooner (EXCEP 
utes of important meetlngs or conferences; research documentatton, or c1tat1on m TIONS· 1f mJcrofilmed, see 
maps, charts, and statlsttcal or other com- the preparation of penod1c hlstones, note 2, 1f macuvated, see note 
ptlatlons, prepared by or required by the occasional monographs, studies, and S) 
hlstoncal act1v1ty and mamtamed for re- reports for the purpose of conttnued his-
search and reference toncal reference 

NOTES. 
I HQ Uruted States Air Force H1stoncal Research Center (USAFHRC) 1s the office of record for all narrative hlstones, monographs, studies, and 
reports, and their supportmg records submitted by AF act1v1t1es accordmg to AFR 210-1 
2. I f  microfilmed, destroy paper records after I year or when no longer needed, whichever 1s  later, provided mJcrofilm has been mspected and 
found acceptable. 
3 Retire onginal camera master silver negative, and first positive silver pnnt therefrom, to the National Archives, Washmgton, DC 20408, 6 
months after microfilm has been accepted 
4 Upon mactlvauon of the urut, all lustones, monographs, studies, and reports mamtamed on microfilm will be sent to HQ Uruted States Air 
Force H1stoncal Research Center/TH, Maxwell AFB AL 36 1 1 2  
S Upon mactlvatlon of AFCON groups, wmgs, and higher level orgamzatu5ns, and AFCON or MAJCON uruts that operated bases or Air Force 
stations, all lustoncal research and reference records, mcludmg microfilm, will be sent to HQ Umted States Air Force H1stoncal Research 
Center/TU for screenmg and final disposition 
6 At the discretion of the MAJCOM/SOA records management officers, paper copies may be transferred to the gammg uruts 
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TABLE 210-2 I 
MUS �UM PROGRAM Rlo'n 1RD5 I 

R A B C \ D 
u I I  
L If the records are or 

E pertain to consisting of which are then 

•1 general authonty basic delegations of authonty to estabhsh museums, at HQ USAF and retire as permanent (note) 
develop policies, procedures, and methods to mamtam Uruted States Air 
and promote its assigned =ss100, and conduct all Force Museum 
phases of the AF museum program <USAFM) 

•1.1 at MAJCOM and retam pendmg approval of 
subordmate commands d1sp0S1t1on authonty -

·•1.2 at the museums 
2 h31son data correspondence, photographs, brochures, and other destroy when no longer 

types of pnnted matter used to reflect techrucal and needed. 
nontechrucal assistance provided contemporanes of 
museums slDlllarly engaged m the estabhshment and 
promotion of aeronautical history 

museum operation correspondence and related data m support of retam pending approval of 
data management, operation and admm1strat1on of muse lld1Spos1bon authonty 

ums and their predecessors 
•3.1 monographs, studies, record set of monographs, h1Stoncal studies, photo- at the USAFM and retam pendmg approval of 

nhotoaranhs mcaJ>hs and other related h1stoncal data other museums d1s'OOS1bon authonty II 
4 h1stoncal property proffers of gift; acceptance letters, item record cards, destroy 20 years after prop 

loan, disposal, and transfer vouchers, directly related erty leaves AF mventory, and 
correspondence, and other records ev1dencmg the all legal settlements have been 
estabhshment and rehef of property respons1b1hty, finahzed 
which are the only authonzed record of museum h!S 
toncal nronertv mventorv 

5 hlstoncal property correspondence, photographs, brochures, and other transfer acuvated record to 
source data types of pnnted matter which provide the basis to the lustoncal property records e

negotiate for hlstoncal ob Jects of s1gruficance and (rule 4) files. 
unportance to the exh1b1ts program of museums -

6 remammg records destroy when no longer 
other than rule 5 needed 

•7 Report of USAF His record of all h1Stones item of all types (RCS SAF- at USAFM retam pendmg approval of - tone Property PAqA)8001) m museums d1spos1t1on authonty 
•s at other than USAFM 

NOTE Oll'er to the National Archives m 5 year blocks when the most recent records pertam to museums that have been closed for 5 years. 

211. Personal Aff':airs. This table covers records pertaming to family services and matters of personal concern to 
servicemen, such as emergency financial assistance, insurance, voting assistance, airmen's deposits, separation coun
seling and processing 

I ITABLE 211-1 
PEI SONAL AFFAIRS RECORDS I 

R A B C D 
u 
L If the records are 

E or pertain to comistingoof which are then 

•1 f31D1ly services pro case h!Stones used to record a summary of destroy when no longer needed. 
gram the type of assistance requested, who 

requested 1t, facts relative to the case, assist-
ance rendered, and any special problems - mvolved 

•2 trammg and expenence records of volunteers destroy 2 years after separauon of 
used by members of the Committee of volunteer (see note) 
Adnu1ustrat1on to record volunteer tra1rung, -- exnenence and awards 

....!.. advisory council meetmg mmutes at m1tratmp; act1v1t1es destroy after 1 year 
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TABL 211-1. CONTINUED I 
R A B 
u 
L U the records are 
E or per1lliD to CODSISbng of 

•4-
5 records not covered ID rules I, 2, 3, and 4 

6 solicitation case files letters of accreditation, apphcat1ons, state 
ments of understand1Dg, valid licenses, 
letters of authonzat1on, sales reports, opera-
bona! records, records of v10lat1ons and 
suspensions accumulated ID connection with 
the conduct of commercial transactions 
with AF members at AF 1Dstallat1ons 

7 passports and visas authonzations to apply for no-fee passpons 
and/or requests for visas and related corre 
snondence-

7.1 senuannual reoorts of passoort aoohcations 
7.2 receipts and related correspondence for the 

ISSuance of oassoorts 
8 mamage applicat10ns for mamage between AF per 

sonnel and foreign nationals, and related 
correspondence 

9 voting assistance data correspondence and publications accumu 
lated m connection with the admmlstratlon 
of the Federal Vot1D2 Assistance Act 

-
10 servicemen's group life case files on deceased, separated or retired 

msurance oersonnel 
11  recruitment for c1v1ban rosters and related correspondence 

police 
12 

13 postserv1ce employ 
ment counsehn2 

14 National Urban League 
veterans affairs 

C D 

wb.lcb are then 

at MAJCOMs destroy afiter 2 years or when no 
Ionizer needed wluchever 1s sooner 
destroy after 2 years (EXCEP-
TION: at HQ USAF they may be 
destroyed when no lonii:er needed) 
destroy after I year 

see table 3�2. rule 17 

see table 3�2 rule 18  
at MAC activities see table 3�2, rule 19 

destroy I year after apphcanon 1s 
approved or d1Sapproved (EXCEP-
TION copy retained by approv1Dg 
authonty may be destroyed when no 
Ionizer needed) 
destroy afiter next election 

destroy after I year 

at HQ USAF and 
MAJCOMs 
at other than HQ USAF destroy 90 days after subnuss1on of 
and MAJCOMs Quanerlv reoon 

destroy after I year. 
I II 

15 survivor benefit plan copies of SBP election notification to at 1mt1at1Dg act1v1t1es destroy after I year 
soouse and other related records 

•16 fanuly data records fanuly data records used to establish con 
tact with dependents whose sponsors are 

destroy when no longer needed 

away ad1V1s1Dg other Fanuly Services 
offices at other AF 1Dstallat1ons should 
dependents move to a new area, and pro 
v1de general 1Dformat10n about newly 
amved deoendents 

•17 signed receipts for items loaned out from destroy upon return of lend1Dg items 
lend1D1Z closet or when no longer needed 

•ts record of hours accrued by volunteers dur retamed by the volunteer on an 
IDR: a 21Ven month and vear 1Ddefirute basis 

NOTE Accumulatmg offices may retam until eligible for disposal, provided additional filing eqwpment 1s not reqwred. 
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213. Education Senices Program. This table covers records pertaining to unplementation of the AF Education Serv
ices Program through educational guidance, promotion of the Commuruty College of the Air Force (CCAF), Exten
sion Course Institute (ECI) participation, and Defense Activity for Non-Traditional Education Support (DANTES) e 
opporturuties. 

TABLE 213-1 I 
EDl JCATION SERVICES PROGRAM I 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

i md1vtdual's educational forms, support1Dg records for entnes of completed send to CBPO records custo-
level and progress courses of study, transcnpts or photostatic copies chan for disposition per AFR 

of high school and college credits, and unofficial 35-44 (see table 3S-l,  rules I 
copies of DANTES and other test reports winch and I l ). 
are a chrorucle of educational level and oro2ress 

2 requests for twtlon forms and other records at base education offices destroy 2 years after: twtlon 
ass1Stance with appropnate school has been paid to IDSUtuuon, or 

contract 1Dvo1ces wmver of reimbursement or 
payment to AF has occurred, 
or final grade has been re-
corded ID lnd1vtdual Record 
Education SerVJces Program 
form, whichever 1s applicable 

3 records supportmg con-
sohdatln11! llt'a_de sheets 

4 cases of noncomphance 
or fmlure 

5 DANTES applications for tests, testmg acuv1ty and IDVen destroy after 2 years. 
tory reports, and SIDlllar forms, winch are 1Dforma 
tlonal copies of forms supportive of DANTES eactlvttles 

6 Education Services forms and supportmg records at HQ USAF/MAJCOMs destroy after 5 years or when 
Program Report or base education offices no longer needed, whichever 

IS later 
7 memorandum of under- agreements and changes thereto at MAJCOMs or base edu- destroy 2 years after termma-

stanc:bng cation offices tlon or cancellauon of IDSbtu 
uonal oro1rram 

8 education records not applications and related records prescnbed by destroy when no longer 
covered above AFR 2 1 3-1 such as Bootstrap apphcatlons, not needed. 

reqwred to be filed ID the personnel record groups 
oer AFR 35-44 

214. Dependents' Education. This table covers records pertammg to planrung, supervising, and conducting depend
ents' schools and educational systems and programs. 

I ITABLE 214-1 
DEPENDENTS' SCHOOL I 'F.CORDS I 
R A B C D 
u 
L If the records are 
E or pertain to coasisting of which are then 

1 h1Stoncal program operating policies, cumcula, teach1Dg methods, and retire as permanent 
SIDlliar records 
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TABI E 214-1. CON?INUED 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

admuustratlon records pertammg to 1Dtemal admmlstrauon, not covered ID other destroy after 3 years 
school events, athletics, honor students, parent• tables, e g , supply 
teacher and other org8DIZ8Uons, teachers notices, 
student transportation, civilian employees pay, 
leave, attendance, travel, and other personnel 
matters (except employee record cards), term re-
ports; cost accounting, lost textbooks, requests to 
supporting commander for matenals, repair.; and 
suoobes 

3 class register books 1Ddlv1dual teachers records of dally, weekly, 
and daily attendance semester, and yearly scholastic marks and aver• 
reiosters a� attendance and dates of withdrawals 

4 absence, tard1Dess, and daily records of absentees, tardy sbps, transfer hall passes destroy at end of each day 
passes sbt,s not1fy1Dg teachers of new assignments; 

notices of change, apphcauons for penmss1on to 
be absent; pass sbps, and comparable records 

2 

-
-s absentee reports destroy after 60 days or when 

no longer needed, whichever 
1s sooner 

6 class reentry permits destroy at end of school year 
or when no longer needed, 
whichever 1s sooner -

7 not covered ID rules 4, 5, destroy after I year 
and 6 

8 attendance and penodlc stat1st1cal, monthly enrollment, and other 
stremzth reoorts reoorts which are teachers reoorts to 0nnc10alsCt g secondary school class reports compiled from class register books and are 
reports source records from which 1Dd1v1dual student per 

manent records 1s prepared and/or extracted on 
reauest 

10 enrollment data appbcauon for enrollment of twtlon student, destroy I year after gradua-
course preference signed by parent, adm1ss1on tlon, withdrawal, transfer, or 
card. transfer card. droo card, and sumlar records death of student 

11  1Dd1v1dual student per• a cumulative records of standardized achievement, completed on graduation hold at the school for 5 years 
manent record and mental ab1bty tests, yearly grade average, attend- or withdrawal of student, after graduation, withdrawal, 
transcnpt (grades 9 ance, and sumlar 1Dformat1on ma1Dtamed for the and copies of transcnpts transfer, or death of student, 
through 12) 1Dd1v1dual student furrushed secondary then retire to WNRC for dis 

schools, colleges, and posal after 70 add1t1onal years. 
prospective employers EXCEPTION On 1Dact1va 
upon special request t1on of school, transfer to DIS 

tnct Office where they will be 
held until end of 5-year reten 
t1on penod and then retired 
for rema1D1Dll 70 vears) 

11.1 1Dd1V1dual student transferred at the request destroy I year after gradua 
record (grades klnder- of the student's new pnn- t1on, departure from com-
garten through 8) Clpal mand, withdrawal from 

school, or death, whichever 1s 
sooner 

12 student personnel rec- health data, absence reports and correspondence 
ord with parents regard1Dg absence; records of 

acluevements and aptitude tests, notes on act1v1J 
ties, hobbies, and special interests, miscellaneous 
information used by student counselors 



� 
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TAJ LE 214-1 . 
R 
u 

CONTINUE >  
A 

I 
B C I I  D 

L If the records are 
E or pertain to consisting of which are then 

13 reports to parents scholastic grades, personality traits, and certificates give to parents at end of 
of promotion or failure school year, on transfer of stu 

dent, or on departure from 
command 

14 (RESERVED) I I 
15 Section Six schools registers, elementary school cumulative record school retains, on d1scontm-

cards, and other records uance of school, transfer to 
depanment of education of 
state m which school 1s lo-
cated 

16 accountmg of d1sclo- records md1catmg (I) the pan1es who have hold with specific student 
sures of personally requested or obtamed the mformat1on and (2) the records to wluch they pertam 
1dent11iable mfor- legitunate mterests these pan1es had m requestmg or for the life of those records, 
mallon (General Edu- obtammg the mformatlon (does not apply to d1sclo- or for 5 years, whichever 1s 
cation Prov1s1ons Act) sure to a parent of a student or an eligible student, longer, and dispose of m 

dlSClosures pursuant to the wntten consent of a accordance with applicable 
parent of a student or an eligible student when the rules 
consent 1s specific as to the pan1c1pants to whom 
the disclosures are to be made, disclosures to school 
officials. or disclosures of directory mformanon) 

215. Morale, Welfare, and Recreation (MWR). These tables cover records pertaining to MWR programs and facil
ities. 

I TABLE 215-1 
MO IALE. WELFARE AND RECREATION I 
R A B C D 
u 
L If the records are 
E or pertain to colWSting of which are then 

1 morale, welfare and studies, directives and analyses reflectmg orgaruza- retire as permanent (see note 
recreation programs lion of programs, and conduct and result of pro- 2) 

gram act1v1t1es 
2 support for religious, supply records, fund budgets (see note I) destroy after I year. 

morale, welfare and 
recreation fac1ht1es 
and act1v1t1es 

3 ohoto11:raohv contests photo entnes m four 11roups 
4 recreation programs records concermng sports, motion pictures, service destroy after 2 years or when 

clubs and entertainment, youth act1v1t1es, special no longer needed, wluchever 
mterest groups, and smular act1v1t1es of appropn- IS sooner 
ated fund act1v1t1es not covered elsewhere 

5 professional entertam- locator cards for professional entertamers of for- destroy on mactlvatlon of 
ers e1gn nat10nahty perform.mg m oversea military act1v1ty 

establishments 
6 tnenmal survey and base survey results and plans for future develop- at bases destroy after 6 years 

onont1zat1on ment of morale, welfare and recreation prol!:rams 
6.1 Morale, Welfare and annual base level plans for current and future destroy after 4 years. 

Recreation (MWR) MWR programs 
Pro11:ram Plan 

-7 MWR facilities pro- fac1bt1es hstmg that portrays fac1hty data to MWR destroy when new hst 1s 
grammmg list report manaaers received 

8 key punch cards used to update or provide new destroy cards when necessary 
facility mformatlon mformat1on has been entered - mto the SY5tem 

https://perform.mg
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TAB E 215-1 I 

R A 
uL 
E 

If the records are or pertain to 
9 

•10 logistics support records 

B C II D 
consisting of which are thencorrespondence and related data which provide destroy after I year or when instructions or fac1htv information supersededa vanety of records pertaining to the log1st1cs sup- see appropnate functional port of MWR fac1ht1es and act1v1t1es table and rule to which the I I records belone: 

NOTESRetain property reqwsn1ons and property disposal records unit mact1vat1on per AFM 67-12 Off'er to the National Archives m 5-year blocks when latest record 1s 25 years old 
I jTABLEe21S-2 AEI O CLUB RECORDS IR A B 
uL If the records are or E pertain to consisting of 

1 meetings minutes of safety, Board of Governors, standardization and general membe111h1p and others used for safety, or11;anizat1onal and operational requirements 
2 pilot information file important ftymg safety information for pilots necessary (volume II) to improve the aero club safety program 
3 aero club memberslup and membership apphcat1ons (AF Form 17 I0), oflic1al ord training folder ers (Reserve and Guard personnel), standardized 

4 FAA training records 
s md1v1dual VA tram-mg/certification 
6 dally aircraft operational forms 

7 aircraft records and maintenance records 
8 covenant not to sue and mdemnitv a11:reements aero club personnel serv-ices contracts 

10 aircraft lease ae:reements 11 reports and records, gen-eral corresnondence 
9 

answer sheets, pilot check-out records (AF Form 1584), and other data reqwred by club manager used for membership, admm1strat1ve and standard1zat1on purposes
records reqwred by the FAA which reftect the part1c1 pat1on and accomphshment of students enrolled 1n an FAA approved course all records reqwred by the VA which reftect the part1 c1pat1on, training and accomplishments of each student enrolled 1n a VA approved course used to certify the training of each student and certtfi.catlon of payments bv the VA reports of ft1ght and aircraft usage, and servicing which are used for dally aircraft operation, d1screpan c1es, repair, usage and servicing 

airframe and engine log books, certificates of regis trat1on, air worthiness, and associated records required bv FAA AF Form 1585, Covenants and Indemnity Agreements 
contracts used to obtain aero club ft1ght instructors, mechanics and supervisors of f!vme: contracts used to lease aero club aircraft not covered elsewhere m this table 

C D 
which are thendestroy after 2 years 

II
destroy after I year, or as safety mfiormat1on item directs Irelease to the md1v1dual mem-ber on transfer or termination of membership, provided the member's account 1s cleared, or destroy records not re-quested by such member.i after I vear ll (see note I) 

I(see note 2) 
retain on each aircraft, in !�hour increments, between required inspection cycles Records rellectmg the last 200 hours of operation on each mrcraft are reqwred Whenrecords exceed the 2�hour retention reqwrements, des trov 1n !�hour increments transfer with mrcraft or d1S-pose of as reqwred by appro-pnate FAA directives destroy 6a1i;reementyears after penod of 
see table 70-1 
destroy after I year 
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IT Al LE 215-2. CONTINUED 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

12 aircraft acc1dent/1nc1dent reports and related records used m reportmg and at aero clubs destroy after 2 years or on m-
reports mvestlgatmg aero club aircraft acc1dents/1nc1dents act1vat1on, whichever IS 

sooner 

NOTES 
I Destroy after I year from the date the student graduates from the course to wluch the record pertams, termmates his or her enrollment m that 
course or transfers to another school, or as otherwise prescnbed by Federal Av1at1on Regulations FAA trammg records wluch are used to sup
port VA tram.mg and/or cert1fic�t1on of trammg shall be retained m accordance with rule 5 
2 Records and accounts pertauung to each penod of tr8llll.Dg will be kept mtact and m good condltlon for a penod of 3 years followmg termma
t1on of enrollment, unless notified by the VA or GAO to keep them for a longer penod of time Include those FAA trammg records used to sup
port cert11icat1on of VA tram.mg 

I ITABLE 215-3 
LIBRARIES I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of winch are then 

1 library acqu1s1t1ons requ1s1t1ons, rece1vmg reports, purchase orders, pack- destroy completed orders 
mg lists, requests for ISSue or tum-m, and related after 3 years 
records winch are control records accumulated by 
libranans for matenals procured from appropnated or 
nonappropnated funds, or received from any other 
source 

2 library d1spos1t1on sluppmg documents, tum-m slips, schedule of callee- destroy after 3 years 
files uons, mventory adJustment vouchers, and related 

records winch are records of each item withdrawn e
from oermanent holdm2s of a librarv collection 

3 library shelf lists oftic1al card bstmgs of reading and reference matenal cards or holdings trans transfer with collection 
wluch are the permanent collection of AF libranes, ferred as a complete Ii-
set up m accordance with rules of professional libran- brary collection 
anslnp -

- t4 cards on dissolved destroy I year afer d1ssolu-
bbrarv collections tlon of bbrarv 

5 cards on matenal transfer with record, or de-
removed from a callee- stray after I year, whichever 
tlon IS aoolicable 

6 card catalogs author, title, and subject mdex to permanent holdings on transfer of a complete col-
of library collection mamtamed m accordance with lectlon, send with collection, 
rules of professional bbrananslup or destroy on removal from 

or dissolut1on of collection 
7 'RESERVED) 
8 library loans book cards, reserve cards, overdue notices, and sllllllar destroy when expended. 

records of the char2e-out system -
9 requests for issue, or tum-m, duplicate shelf list cards, destroy when matenal IS 

bookmarks, and comparable records for library returned, on consobdatlon of 
matenals issued to 1nd1vtduals and act1V1t1es for records, or on other proper 
mdefirute oenods settlement of resoons1b1litv 

10 library balance on records contammg total number of items m permanent destroy I year after transfer of 
hand library collecttons, records of all add1t1ons and with- the complete collect1on or on 

drawals d1ssolut1on of bbrarv 
11 reports of audit reports of library control records destroy after I year, provtded 

any corrective action required 
by table 17S-2 has been ac-
comolished 

https://tr8llll.Dg
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TAB · .F. 215-3. CONTINUE! IR A B C D 
uf L If the records are or E pertain to consisting of which are then 
•u annual and seIIIJlln- statistics of library hold1Dgs and operation retalD ID the accumulat1Dg nual library reports office for the life of the library, destroy upon 1Dact1va-lion of the hbrarv 13 reciprocal library sys- correspondence and related records establishmg a at base libranes and destroy when superseded, ob-tem records base library as a member of a regional system of morutonng headquar- solete, upon d1SSOlut1on of cooperating libranes ters agreement, or 1nact1vat1on of base. wluchever 1s sooner NOTE. Records may be reta1Ded ID accumulat1Dg library offices until eligible for destruction, provided add1t1onal filing equipment IS not reqwred 

I TABLE 215-4 ICH LD CARE CENTERS (se � note 1) IR A B C D 
uL If the records are E or pertain to consisting of which are then 
1 cluld care operations cards used as a patron registration record, authonzatton at child care centers destroy upon reasstgnment or for medical treatment m emergency s1tuattons, identify dtscharge of sponsor or after child and sponsor, and to record 1mmUl117.atJons, known period specified m mtergov-allergies and special mstruct1ons; and related records to emmental agreements with 1Dclude child care food program records under Public state or local agencies destg-Law 95-627 nated to momtor child care - centers wluchever IS later 

•2 registers wluch proVJde daily record of attendance, col- destroy after 3 years or after lectton of fees and sign m/out of patrons, and related penod specified m IDtergov-records (see note 2) ernmental agreements with state or local agencies author-1zed to morutor cluld care cent..,.,._ wluchever IS later NOTESI The records covered by thJS table are not authonzed for renrement to a fiederal records center •2. If the child care center IS not us1Dg a cash register or other prenumbered receipt, a copy of the AF Form 1182 will be made and sent to the NAFFMB The AF Form 1182 IS backup to the cash report and IS retamed per table 176-3, rules 18 and 18 I. The ongmal of the AF Form 1182 IS kept JD the child care center 
I TABLE 215-5 ICONTROL PROCUREMEN AND SALE OF ALCOHOLIC BEVERAGES IR A B C D 
uL If the records are E or pertain to consisting of which are then 
1 establishment of letters and supportmg records used as a basts for estab- destroy 2 years after dJScon-alcoholic beverage IJShment of an alcoholic beverage function t1Duance of outlet, or mstru outlet mentalitv 1s dissolved 
2 management records correspondence, records of purchases and related data destroy after 2 years or when used to plan programs no longer needed, wluchever IS aoobcable 
3 procurement gwdance policy records, guidance, laws, statutes used to deter- destroy when superseded records m1De orocurement orocedures 
4 controls on sale/use of letters, messages, operatmg 1nstruct1ons, etc destroy when obsolete, super-alcoholic bevera�es seded or no loDl!er needed 
5 permits, stamps, taxa- appbcat1ons, forms, correspondence, as reqwred by law destroy upon renewal or re-lion olacement 
6 pncmg mformatton on pncmg, surveys, etc , used to pnce destroy after I yearalcoholic beverBRes 
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TABLE 215-5. CONTINUED 
R A B C D 
u I I I 
L If the records are 
E or pertain to comdstmg of which are then 

7 packaged alcohohc sales slips/purchase register at alcohobc bever• destroy after I year 

l--lf-=b=e.:..ve::r:.:a=e=-s -=sal=es-=--s..,l ....,._--1----------------------"1 age outlets 
8 sales shp book log sales shp book log used to record the issue, use and de lldestroy 1 year after last entry 

struction of sales sh cs 

I ITABLE 215-6 
AIR FORCE OPEN MESS PROGRAM I 
-R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 establishment of Air charter with related records destroy 2 years after d1scontmu• 
Force open mess ance of open mess, or 2 years 

after the mstrumentahty IS dJS-
solved. 

2 meetmgs mmutes of Nonappropnated Funds Council, advisory destroy 2 years after mmutes of 
committee and general membership meetmgs meetmgs no longer apply to or 

impact on the operation of the 

open mess 
3 membership data or membership applications, rosters, studies or reports used l ldestroy upon transfer of member 

reoorts for plannm111 or promotional purposes or when no lon111er needed. 
4 trammg programs, handouts, pamphlets, tralll1Dg aids, rosters, and related destroy after 2 years, when super-

workshops or sem- matenal seded, or no longer needed,- mars whichever 1s applicable. 
5 records related to planmng, developmg or estabhshmg 

tramm111 pro!U'llJDs or oohcv e 
-6 samtat1on and house- reports and related records required to operate food and destroy after 2 years 

keepmg bevera2e nrolEnms 
7 food service sarutat1on checklist destrov after 90 days 
8 supplies and eqwp- forms, letters, hsts, reqU1S1t1ons "destroy after I year. 

ment 
9 fac1hty mamtenance, work orders, service call logs, AF Form 139 1 s, proJect destroy 3 years after fiscal com-

repair, improvement booklets, letters and related records plet1on 
or construction 

10 essential feedmg designation of a n open mess as a n essential feedmg factl- destroy 2 years after the open 
1ty with related records mess 1s dissolved or when the 

commander rescmds the essential 
feedm111 fac1htv des1111Dat1on. 

11 safety bulletms, rosters or Visual aids needed to encourage destroy when obsolete, super-
satietv proitramS seded or no lon2er needed 

u awards program letters, citations, certrlicates, background records for the see table 900-1 
USAF Mentonous nn,.., Mess Mana2er Award 

13 advertlsmg, promo- posters, calendars, flyers and plannmg records destroy after 1 year or when no 
tlons, publicity, pub- longer needed 
he relations 

14 reports of mspectlon, reports, responses or related correspondence destroy after 4 years or when 
audit or VISlt superseded by a later aud1t/V1s1t/ 

1nspect1on 
15 open mess operatmg policy letters, operating mstructlons, messages and destroy when superseded. 

contmwtv files related mformation 
16 open mess manage- letters, analyses, studies, and other related data used m destroy after 1 year or when 

ment plannm2 the open mess prosmuns sn.,,.r,,...ted 
17 workmg records papers, forms, tapes, scatter sheets and other supportlllg destroy after 2 years or when no 

records used to develoe 221ici or programs longer needed, whichever 1s later 
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TAJ LEd21�. CONTINUEd) I 

R A B C D 
u 
L If the records are or 
E pertain to consisting of winch are then 

18 open mess guest accounts control copies winch reflect on food and bever- destroy after 90 days, provided - checks age items purchased or chared bv member or guest account IS clear 
for cacka11:e hauor sales ..t-trov after 180 davs. ..!!.. 

20 kitchen COPV of check 1..t-trov when no lon11:er needed. 

•TABLE 215-7 I 

GENERAL MEMBERSHIP CLUBS I 
R A B C D 
u 
L If the records are 
E or pertain to consisting of wllich are then 

1 establishment of gen• constitution and by laws, policy directives, author destroy 2 years after d1sconbn• 
era! memberslup clubs 1zat10ns, property rewards, studies, charts, and related uance or 2 years after the 

correspondence mstrumentahty is dissolved (see 
note l). -

2 changes to policy d1rect1ves (except published standards destroy when supeneded, ob-
directives), authonzatlons and/or background and sup solete, or no longer needed. 
port papers 

--
3 minutes of meetings minutes of club, advlSOry and standing comm1ttee meet• destroy 2 years after minutes no 

mgs longer 1mpact on the operation of 
the 11:eneral memberslup clubs 

4 inspection reports reports, except those m rule 5, conducted by command destroy on d1sconnnuance of a 
reawrements or as directed by huther authonty club oPCrabon -

(f 5 reports made of ndmg clubs, animals, stalls, arena, etc at ndmg clubs destroy 60 days after mspectlon is 
recorded. 

6 F1rearms/ammumt1on records on sale of ammumtlon, invoices and receipts for at memberslup destroy 2 years after the end of 
transactions resale, firearms acqU1S1t1on and d1spos1t1on records, sworn club offices the year bought (see note 2) 

statements and returns receipts for lost, stolen, or moper-
atlve firearms and mventorv of weaoons 

--
7 membership locator member's locator cards and dues records destroy after 2 years or expiration 

cards and records date of memberslup 
8 membership club m- annual memberships club report destroy after I year 

formation report (see 
note 3) 

NOTES 
I Published d1rect1ves are controlled by table 5-1 
2. Adm1mstrat1ve records reqwred by the Bureau of Alcohol, Tobacco and Firearms (BA TF) regulations will be sent to the regional BA TF w1thm 
30 days after dissolution of the Rod and Gun club 
3 Aero clubs and Open Messes are excluded from this report smce they are covered by other reports. 

265. Chaplain. Tlus table covers records pertaining to the chaplain's functions and religious program, including reli
gious services, sacraments, and ntes; religious education, leadership, and lectures; use of chapels, factlities, and equip
ment; and professional records and reports of chaplain activities. 



� 
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[ TABLE 265-1 CHAP .,UN ACTIVITIF.S I 
R A B C D 
uL U the records are E or pertain to consisting of which are then 
1 chapla1D planning and records used ID planning, admm1strat1on and oper- at HQ USAF 2)retire as permanent (see note admuustrat1on anon of rehgious programs, 1Dcludmg studies, d1rec-tlves, and analyses rellectmg the orgamzat1on of programs, techmques employed to obtam obJectlves, and results of program act1v1t1es -
1.1 below HQ USAF destrov after 2 vears -2 sonnel rosters chapla1D function per- at HQ USAF destroy after 4 years. 
3 at MAJCOMs destroy after 1 vear-
4 at other than HQ destroy upon receipt of nex,t USAF a MAJCOMs one.-
4.1 other commands' personnel rosters at oossess1D� activities 
5 relimous data lisUn� at 1Dstallat1ons 
6 chaola1D funds see table 176-3 7 nonchaplam person- certi1icauons that c1v1WU1 clergymen or c1v1llan or at 1Dstallat1ons destroy on cancellat1on of ne1 certifications military lay leaders are qualified and authonzed to certdicauon or term1Dat1on of conduct eccles!a5Ucal services, ntes, or denom1Da- duties, whichever 1s sooner Uonal classes on AF 1nstallat1ons 
8 <RESERVED) 
9 attendance 1Dd1v1dual class reports destroy when 1Dd1v1dual 1s reassigned or withdraws from class or when 1Dformauon has been posted to consolidatedrenorts 

10 (!lESERVEDl t 
11 consolidated r"""rts destrov after 1 vear 
12 reports chapla1D professional and religious facihty utilization at HQ USAF destroy after 4 yearsreports 

-

-
13 at other than HQ destroy after 2 yearsUSAF- 1Dd1v1dual reoorts destrov after I vear 
15 consolidated reports at retire as permanent (see note HO USAF _JL_ 

-
16 consolidated reports at 2)destroy after 2 years.other than HQ USAF 

•16,l certification of attendance and olfenngs (AF Form at mstallat10ns destroy after 2 years.1423)
17 annual 1Dspecuon of see table 123-1. chaplam professional reports and related records oroizram 
18 chapel choir music copies of music purchased and mamtamed for destroy upon 1Dact1vat1on of and records repeated usage ID choir programs throughout the the umt (see note I) year
19 program records correspondence and other background matenals per- ma1Dtamed to  plan destroy when superseded, ob-ta1D1Dg to specw chapla1D programs future programs solete or no longer needed for reference20 chapel contmwty file subjects as denned ID AFR 265-1 at MAJCOMs and destroy applicable items when 1Dstallat1on chaola1Ds suoerseded or deleted 
21 chapel records records of funerals, mamages and baptisms dated destroy after SO years from 1949  to 1958 

I Copies of music ID good repur upon mact1vat1on of the umt should be reported to MAJCOM/HC for possible redistnbuuon to other ID· •stallat1ons.2 .  OIiier to the Nauonal Archives in S-year blocks when the latest record ID the block 1s 25 years old 
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300, Data Automation. These tables cover records which relate to automatic data processing, planning, design 
management, procurement and operations functions governed by the 17 1- and 300-Series of regulations and manuals. 

I ITABLE 300-1 
DAT l AlITOMATION PRnt RAM RECORDS I 

R A B C D 
uL If tbe records are E or pertain to consisting of which are then 1 specdic data systems records defirung the system and its objectives, at HQ USAF/ retire as permanent when planrung records request to estabbsh the ADS or ADPS, authonz MAJCOMs/SOAs system 1s d1scont10ued. mg d1rect1ves, studies companng present and pro posed systems, cost analyses, ADPE requirements, tangible benefits, expected savmgs, pnonty sched-ules, design plans, eqwpment resources (these m-elude Data Automation Requirements (DARs), Data Processmg D1rect1ves (DPDs), Data Proc-essmg Plans (DPPs) and economic analyses) -
2 at ADP uruts destroy 5 years after unple-mentatlon date. -
3 d!Sapproved systems destroy5 years after final actton.-
3.1 at AFDSDC for confi.gu- destroy when ADPS Ill du-ration management pur• conbnued or totally rede-noses signed (see note 2). system development not1ficat1ons (SDNs) (World wide M1htarv Command and Control System) system test spec1fi.cat1ons, test runs, machme bst mgs of test date and test results system test records an approved system destroy 1 year after dlllCOn• tmuance of the svstem year after final 
4-
5 a disapproved proposed destroysvstem actionmvahd destroy after -

1 
AF Form 1815 , Ddliculty Report (DIREP), or similar deficiency or d!llcrepancy report 6 months. 

vabd reports which con- destroy after 1 yearstttute a systems deficiency notificationat HQ USAF program and progress reports on planrung operation of, or operatmg - reports ADS/ ADPS at their bases retire as permanent. 6 

-7 consobdated reports at MAJ CO Ms/SO As destroy 1 year after the sys-tem becomes operational 
destroy after consobdated renort Ill """""l"f"lldestrov after 6 months. 

8 at maJor subordmate com mands-
9 at MAJCOMs/SOAs -

10 
11 planrung records master plans, feas1b1bty studies with associated charts and diagrams, and supportmg data such as correspondence, studies, reports and any other data that reflect on the charactenst1cs of the data automation act1v1tv 
12 program management development of plans, pobcy and procedures govemmg the management and operation of the ADP oroa:ram 
13 data elements and AF Forms 247 and supportmg records associated codes standardization with all data standardization programs for ADS/ ADPS, DD Forms 1625 and supporbng records on DOD standard data elements and codes, other Federal or national agencies standardization requests and JUst1ficat1on for data systems -

at bases at HQ USAF and MAJCOMs 
at policy determination levels 
approved requests at AFDSDC and approved requests for uruque codes at MAJCOMs/SOAs which are mamtamed as background/research ma-tenal 

retire as permanent 

IIdestroy 3 years after data element or code 1s can-celled/termtnated. 
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TABI E 300--1. CONTINUED 
R A 
u 
L If the records are 
E or pertain to 

14 

-
15 
16 (RESERVED) 
17 (RESERVED) 
18 computer-shanng re 

ports 

19 systems design specrli 
cations for systems for 
wluch related magnetic 
tape data 1s authonzed 
for blankin2 

20 systems design specrli 
cations for systems for 
which related magnetic 
tape data 1s not author 
1zed for blankmg 

21 summary control state 
ment 

22 statistical data requests 

-
23 
24 hardware selection (see 

note I) 

25 ADPE purchase 
requests-

26 

27 ADPE ut1bzat1on and 
mamtenance-

.RL 
28-
29 

-
30 

-
31 

-

B 

consistmg of 

quarterly reports of ADP service provided to 
another agency or obtmned from a commercial 
source 
records conta1D1ng operating procedures for 
implementation of a specrlic data system, in-
eluding detmls of computer techruque logic 
charts, and input/output record ft.ow data 

a narrative and statlStlcal summary of status and 
oro2ress of onnc1Dal oro2rams and obiectlves 
forms and related correspondence 1mt1ated to 
establish or revise statistical data programs from 
an approved data system, prov1dmg ADP 
centers background for the program file, and to 
control the work Dow 

agency requirements, specrlicatlons for hardware, 
software, and suppon capab1ht1es of vendors of 
complete mstallabons or of maJor penpheral 
equipment winch are selection cntena for pro-
curements in the establishment or modrlicatlon of 
an ADP mstallat1on 
informational copies of purchase request forms, 
purchase approvals/d1SBpprovals and supportmg 
data 
purchase request forms, purchase approvals/ 
d1SBnnrovals and suooortmg data 
forms or cards that eqwpment operators com 
plete relative to machme use, nonuse or mam-
tenance 

dmly detail cards, intermediate summary decks, 
related maan,.bc files and machme listm11:s 
monthly summary of cost and ubbzatlon repons, 
card decks, magnetic tape files, and machme hst 
1n1ZS 
cards, magnetic tapes, and associated machme 
hstings produced in the process of creating 
management products from the monthly sum-
manes 
monthly summanes of ADPE cost and utlh 
zatlon report, EDPS by application and hours of 
use repons, card decks, tape files, and associated 

C 

which are 

copies of approved 
requests mamtamed by 
ongmator 

d1sa00roved reauests 

at ADP uruts 

approved requests 

dlSBDDroved reauests 

at HQ USAF 

at procunng act1v1t1es 

at data processmg installa-
hons (DPis) 

at other than DPis 

at DPls 

I I D 

then 

destroy after 2 years or on 
publication of the data ele-
ments and related features, 
wluchever IS sooner 
destrov after 2 months 
I 
I I 

destroy after 3 years
"!'

destroy after final magnetic 
tape records produced by sys-
tem have been blanked. 

retam with the related mag 
netlc tape 

destroy when superseded, ob-
solete or no Ion....,. needed 
destroy on d1SCont1nuance of 
the program 

destrov after 3 months 
destroy 2 years after specific 
configuration of eqwpment 1s 
dlSCODtmued 

destroy after 2 years 

see table 70-1, rules I and 2 

destroy after I year 

destrov after 3 vears 
destroy after 3 months. 

destroy after 3 years 

reqwnng agency establishes 
d1Spos1t1on. 

destroy after I year 

-machme listings 

https://maan,.bc
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TABI.E 3�1. CONTINUED I 
R A B C D 
u 
L If the records are . 
E or pertam to consisting of which are then 

32 at MAJCOMs and mter destroy after 2 years 
med!Bte commands -

33 at HO USAF destroy after I year,-
34 ADPE supply re requ!I'ements for cards, paper and magnetic tape 

au1rements reels. and mventorv of ADPE sunnhes 
35 ADPE site environ dally or weekly thermometer/hygrometer destroy after 3 years or 90 

ment recordmgs days after the release of the 
system from the US govern-
ment mventory, wluchever IS 
sooner 

36 reut1bzat1on and dis records that pertam to the red1stnbut1on, re- I destroy after 2 years 
position of excess ut1bzat1on and d1:spos1t1on of ADPE that 1:s 
ADPE excess to needs of activity havmg physical pos- I 

sess10n of the propeny -
37 at act1V1bes haVlng physical see table 68-2. 

p05sess10n of the property 
38 ADPE accountab1hty ADP Eqwpment Inventory Repon (RCS at DPis I destroy after preparation of - HAF-ACD(M)7104) I next repon or when no longer 

needed 
39 related records (AF Form 782, Eqwpment at other than DPls destroy after 2 years follow 

Order, and DD Form 1 1 55, Delivery Order) mg the date on wluch the 
eQwpment IS dlScontmued -

39.1 ADP Eqwpment Inventory Repon (RCS destroy when no longer 
HAF-ACD(M)7104) and related records con needed 
cemmg the management of ADPE (Equipment 
Custodians, Accountability Certlficat1on, Mamte 
nance Aareement. etc!) -

40 contractor's mvo1ces for rental and other charges at DPis destroy after 3 years. 
mcurred for use of ADPE -

41 physical mventory and general ledger account 
code (GLACl reconc1hat1on 

42 ADPE title transfer letter of agreement between ADP vendor and rebre as permanent 
AF act1V1ty, md1catmg transfer of title of an item 
of government-owned ADPE for a bke item of 
contractor-owned ADPE 

43 hfe cycle records one copy of Program Mamtenance Manual, destroy when the entire ADS 
Functional Descnptton, Data Reqwrements IS discontinued or the ADS IS 
Document, Data Base Speclficat1ons, System totally redesigned (see note 3) 
Subsystem Speetficat1ons, Program Spec1fi-
cations, Test and Implementation Plan Test 
AnalySJs Repon, Operations lmplementa 
t1on/Convers1on Documentation, Computer 
Operation Manual, Operations One Time Docu-
mentatlon, User lmplementauon/Convers1on 
Documentation, User Manual, User One-Time 
Documentation, Development Center User 
Documentation, prepared m support of each 
phase withm the •1ife cycle• of the ADS and are 
part of the proJeCt folder that provides ADS 
background information to the development 
center rest1ons1ble for the svstem ( see note 2) 

NOTES 
I Hardware consists of the central procesSJng urut and all of its penpheral devices and recordmg med!B. 
2 Records descnbed here should not include records covered by other tables and rules (e g , record sets of pubhcations, record copy of data auto
mation reqwrement) 
3 Records w1tlun the proJeCt file may be replaced as 1t IS superseded or revised. The pro Ject file should contain only current records 



--
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I!'TABLE!'3.,..2 
DOCUMENTATION FOR!'S 'RVICING MACHINE-READABLE RECORDS 
R A B 
u 
L If the records are 
E or pertain to consisting of 

1 1Dput spec1ficat1ons detailed descnpnon of each transaction that gen-
erated some act1v1ty ID the system ID the form they 
appear at the time they enter the computer system, 
1dentdicat1on title, recordmg media, purpose, fre-
quency, volume, and source; detailed descnpt1on 

- of the contents of each mput to the basic record 
file and a graphic illustration of each 

2 

3 output (report forms) detailed descnpbons of products of the system that 
specifications are to be used outside the computer center con-

s1st1ng of a llsnng of the outputs by sequence, 
name, media, purpose, frequency, volume and dis-
tnbutlon, a detailed record descnptlon, and sam-
pies of output m the fam of layouts or copies, 
k�ed to names and numbers m the outEut hstm2s 

4 apphcanon program records reftecbng the latest mformat1on for a gen-
manual era) descnptlon of the funcnon use, and meth-

odology of the program cons1sbng of a descnpt1on 
of mput, files, and output, source and obJect code 
llsnngs and ft.ow diagrams showmg the logic of the 
program, descnpbon of program output messages, 
and codmg mformabon, test plan, program test, 
and operabniz 1DStruct1ons 

!I user gwdes mformabon used m trammg or explammg overall 
system co1WStmg of handbooks, gwdes to data 
availalnhtv, and nrocedures for ciuervm2 files 

6 system operatmg pro- user onented 1nstrucbons ( 1)  to prepare mput 
cedures data, (2) for control and mterpretabon of output 

reports, and (3) for procewng work on the com-
puter -

7 

8 pnnted final report stabst1cal tabulanon and an analyslS of the fi.ndmgs 
of a study or survey mcludmg a narrative descnp-
bon of methodology employed for systems which 
reciwre retention of related ma211ebc tane data 

I TABLE 300-3 ! 
I NONERASABLE MEDIA I 

R A B 
u 
L If the records are 
E or pertain to comisting of 

1 ADP program card punched cards contammg common language 
files source program data (source deck) 

machine-punched cards contammg coded machme 
language 1nstruct1ons arranged m proper sequence 
(object deck) 

-

C 

whach are 

for systems for which the 
related magnetic tape data 
1s authonzed for blankmg 

for systems for which the 
related magnetic tape data 
1s not authonzed for blank 
IDR: 

for system for which the 
related magnetic tape data 
IS authonzed for d1spos1 
hon 
for systems that requlJ'e 
retention of data 

C 

which are 

D 

then 

destroy at time final magnetic 
tape records produced by sys-
tem have been scratched 

hold with the related mag-
neuc tape 

destroy on termmabon of sys-
tem 

t 
hold with systems spec1fica-
hons 

destroy at the time magnebc 
tape reels are scratched 

hold with file (systems) spe-
clficabons 
hold one copy of the pnnted 
report with related file spe-
c1ficanons 

D 

then 

destroy when the source deck 
1s placed on tape or disk and a 
grandfather backup 1s 
achieved 
destroy after successfiul com-
plet1on of a program rev1S1on 
or after related program has 
been removed from system tl (see note S-m table 300-4) 

2 
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T Al ILE 300-3. CONllNUEI , I 

R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

3 prepunched utility or processor program card 
decks used to update mstallatlon systems software 

destroy after receipt and sue-
cessful use of new cards from 
the manufacturer or program-
mer, or I year after d1SCon-

- tmuance of program or sys-
tem 

4 Job stream (Job stack, Job control) card decks used 
to activate program-procesS1Dg modules perfiorm-
mg a data-processmg Job 

destroy md1v1dual cards or 
sets of cards when replaced 
by new cards and when 
necessary changes (1f any) 
have been made to appropn-
ate data-processmg manual 
(see note I)  

5 ADP program control - cards 
punched cards contauung data for program con-
trol generated by the producer or user 

pertment to a specific run 
or cvcle 

6 for repetitive use and 
updated either by ADP or 

destroy md1v1dual cards after 
replacement by new cards, de-

user stroy control deck I year after 
program bas been removed 
from system, or after system 
bas been dlSContmued (see 
note n 

7 

-
ADP source data 
cards (or paper tape as 
applicable) 

punched or paper tape conta1D1Dg data abstracted 
from source records and used for conversion to 
magnetic tape or processmg on electnc accountmg 
machme (EAM) eqwpment created after January 
I, 1970 

held by ADP operational 
elements as backup to 
magnetic tape or disk 

destroy when related mag-
neuc file bas been proven to 
be satisfactory and bas grand-
father backup. 

8 

-
EAM output llstmgs and 
repons 

destroy after 6 months 1f used 
m processmg without bemg 
convened to maimet1c •a-

9- on magnetic tape destroy after venficatlon of 
data on related ma1met1c taoe 

10 punched cards that contam ongmal entry data 
with film or wntten IDSerts (see note 2) 

destroy m accordance with m-
structlons applicable to the 
bard copy or other files 

-- recordmg the same process, 
transaction . or case 

NOTES: 
Rules 5 and 6 refer to parameter cards associated with the execution of vanous options of operational programs These mclude data cards, 

penodlc (monthly or quanerly) options executed only occasionally, and quenes to mformat1on retneval systems They do not mclude card decks 
for generalized mterpreter systems used with computer sunulatlon software packages such as SIMSCRIPT, GPSS, DYNAMO, and SUllllar systems. 
These decks have the status of program source decks Sundarly, all except report generation decks m file management system are considered to be 
source program decks and should be retamed or destroyed m accordance with the cntena of rules 5, 6, 7 of table 300-4 
2. Punched cards are sometimes used as records, such as checks, savmgs bonds, and reqws1t1on forms In such cases, the functional retention 
penod developed m other tables will apply 

I ITABLE 3D0-4 
ER SABLE MEDIA (see no :e 7) I 
R A B C D 
u 
L If the records are 
E or l!!:rtain to coas11tin11 of which are then 

•1 RESERVED 
2 test tape magnetic tape used by programmer for 10d1- at DPI level dispose after system bas accepted 

- Vldual run testing of proposed system, and or d11contmued, whichever 1s 
not under llbrarv control sooner 
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TAI LE 300-4. CONTINUJ D I 

R A 8 
uL If the records are E or pertain to consisting of 
3 system debuggmg test data (see notes 2, 3, 4)  
4 svstem acceptance test data (see notes 2 .  3. 4)  
5 program tape or disk tapes (disk packs) contammg sequence of pack mstructlons reqmred to accomplish the pro-- cessmg of data or solvmg a problem 

" 6  

-
7 

8 raw data mput magnetic tapes contammg data abstracted from source records or other media and entered mto the system for the first time -
9 

-
10 

11 workmg tape (m- tape contammg output or control w1thm or put/output) from one run to a subsequent run that mamp• ulates, sorts and/or moves data through the systems, mcludes checkpoint, edit, correction, reJect list, unmatched data eliminating error, - . and rerun tapes 
12 

13 vahd transaction magnetic tapes contammg valid file of Items used wnh a master data tape mput file for creation of master data tape output file -
14 

-
15 

16 information retneval system master refer- magnetic media contammg data created by the mergmg of pnor master file with valid ence transaction data to create a new master file (mcludmg the secunty copy tape of data on - disk packs) 
17 

C D 
which are thenhold until related program IS dis-contmued 
updated dispose afiter third update cycle. 
EDP application used m a ter- dispose after agency exhausts use of tape the last update of specific mmated svstem required m audit trail (see dispose of m accordance with note 5) functional gu1delmes provided by GAOused for updatmg with exist- dispose of first generation data mg program and required to suppon reconstruction of mas- founh processmg machme pass. upon successfW completion of ter file not reqmred to support recon-structlon of master file and/or dispose after raw data 1s pro-cessed mto final data and proved used as input for a one-time satisfactorystudy or survey officially designated to replace dispose of m accordance with or serve as the basic source instructions applicable to the data m lieu of the • hard •hard copy" or other file docu-copy• or other mput source mentlng the same process, trans• document action or case used m an updated system dispose after subsequent magnetic etapes that contam the accepted detail data have been created and proved sat!Sfactory 
used m a one-time study or dispose after master data tape has survey been oroved to be sat!Sfactorv partially valid transaction after all outstandmg Items are dispose after third update cycle. liqwdated from current status taocsvalid transaction after cumula- dispose after third update cycle tlve final master tape IS pre-pared and detenmned to be successful, and there 1s no necessity for stat1st1cal analvs1sused m addltlonal statistical destroy when no longer needed analysisa cumulative index to dispose after tlurd update cycle. sc1ent1fic and techrucal publi-cations, and b1bliograpluc and other nonrecord matenal (see note I) an mdex to record matenal such as correspondence, legal destroy when no longer needed heanngs, and dec1s1ons, patents and trademarks, and record conv of oublicatlons 
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TABLE 300-4. CONI1NU1!D I 

R A B C D 
u 
L If the records are 
E or pertain to consisting of winch are then 

18 

-
scientific magnetic 
media source dau 

recordmg received from expenmental sensor 
mstruments for scientific measurements such 
as outer space orb1tmg spacecraft, oceano-
graphic and geophysical phenomena, and 
medical research (mcludmg analog tape) 

converted or converted only 
m part to raw data d1g1tal 
magnetic tape media 

dispose after meanmgful data has 
been analyzed 

19 

-
not converted or converted 
only m part to raw data d1g1-
tal ma2Det1c taoe media 

dispose after deteruunmg data 
will not be converted to raw data 
duntal mAonenc taoe media. 

20 

-

magnetic media contammg data created 
either from analog magnetic tape or recorded 
directly on magnetic digital tape for sc1entt.fic 
measurements of astronomic, outer space, and 
oceanographic phenomena, air and water 
quality, and medical research measurements 

held m national data centers destroy when no longer needed 

21- not duphcated m national data 
centers 

22 - duphcated m national data 
centers 

dispose after determmmg data IS 
not required outside the data cen-
ters 

23 not cahbrated or vahdated dispose after subsequent magnetic 
tapes contammg the accepted 
data have been created and 
oroved sat1sfactorv 

24 summary data file magnetic tape contammg aggregates of md1-
v1dual observations from vahd transaction or 
master data files that are dl58ggregates of 
oubhshed data 

substantially unpubhshed, 
such as tapes contammg data 
that are d1SClosure free 

destroy when no longer needed. 

25 publication tape magnetic tape contammg source output data 
extracted from the system (without destroy-
mg the source tapes) 

reproduced and d1ssemmated 
as a pubhcatlon or used for 
reproducmg a p�nted pubhca-
tton 

record copy 1s permanent record 
(see table 5-1) 

26 pnnt tape used for producmg reqwred 
pnntouts of tabulations, ledg-
ers, tables, registers, and 
reoorts 

dispose after output has been 
released and approved 

27 

-
reformatted data file magnetic tape contalDIDg essentially duphcate 

data from the master data file but which 1s 
created for use with other computer hard-
ware systems 

created ·for the specific pur-
pose of information mter-
change 

dispose of as proVlded for master 
data tape 

28 of specific apphcatton for 
agency computer hardware 
svstems 

dispose when determmatlon 1s 
made that such format 1s un-
necessarv 

29 sample and subsam-
pie data files 

magnetic tape contammg md1v1dual obser-
vattons selected from a larger census or sur-
vey file such as stratified or pure random 
sample files with or without we1ghtmg fac-

disclosure free useful m staus 
ttcal analysis or pohcy fonnu-
latton models and s1mulatton 
studies 

destroy when no longer needed 

tors 
30 

----
secunty backup file magnetic tape that 1s 1dent1cal m format to 

master tape retamed as secunty m case mas-
ter tape IS damaged or madvertently erased 

updated dispose of after 3rd update cycle 

31 a one-time study or survey destroy when no longer needed 
as determmed by each md1v1dual 
DPI 

32 magnetic tape hbrary card decks and magnetic tape files destroy card decks and dispose of 

- control/transaction 
records 

magnetic tapes after the fourth 
undate cvcle 1s created 

https://nec~�o.rv
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TA D I  
R A 8 C D 
u 
L If the records are 
E or pertain to consisting of which are then 

33 mach1De hst1Dgs destroy afiter 3 months (see note 
6) 

34 transaction shps destroy after 3 months or when 
no longer needed, except table 
20S-l applies when the shps 
serve to account for classified 
matter 

35 other agency files magnetic tape created by other agencies not destroy when no longer needed. 
altered substantiall v bv rec1ment II 

NOTES· 
L The term "dispose• ID column D 1s synonymous with the terms "scratch",  " erase",  and "blank." "Cumulative data.ti ID rule 16, 1mphes no earlier 
data 1is deleted ID the present pass 
2. This type of data 1s d1fferent1ated from simple debugging test data ID that the data set is used to exerCISC all possible data system options with1D 
the complete set of programs System debuggmg test data means data used to debug ind1v1dual programs or groups of programs pnor to final 
acceptance tesnng, It must be reta1Ded until the related program IS d1scont1Dued. 
3 Acceptance test data may also be contractually defined spectficatlon or item ID software systems be1Dg procured and 1t or a hst1Dg of 1t may 
have to be kept with the contract file. D1spos1t1on applicable to the contract file would apply to thlS acceptance test data. 
4 In other cases, pan1C11larly ID systems where account1Dg for funds 1s 1Dvolved, 1t may be required that the files be kept until a particular version 
of a system has been audited and approved by the GAO. Retention penods ID thlS case will be ID accordance with the specific functional file. This 
means that specific acceptance test data sets might have to be kept for the hfe of the particular version of a software system or until all records 
produced under that system have been d1Sposed of 
S Just as the acceptance test data may need to be kept beyond its useful hfe for auditing purposes, programs which processed that data may also 
be kept for audit purposes beyond the operational hfe of the particular system Disk packs are relatJVely expensive for long-term storage and there 
1s usually a backup copy of the system on magnetic tape. In these cases, the tape copy of the program together with all relevant dOC11mentat1on 
may be used m heu of the disk pack vemon Either source or obJect versions of the system may be used for this purpose. 
6. Maclune listings may be reta1Ded for as long as 1 year when they provide audit trails of the last record1Dg made on a specific reel and may be ii 
useful ID retnev1Dg a lost file or ID determ1D1Dg how a file may have been 1Dadvertently scratched. ' 
7 Erasable media cons1St of magnetic tape (analog, digital), drums disk, disk packs, data cells and other devices that store data ID an erasable 
mode. 

TABLE� 
AU OMA TED DATA PROC""� �ING SYSTEMS CADPS) SECURilY RECORDS I 
R A 8 C D 
u 
L If the records are I 

E or pertain to consisting of which are then 

1 Worldwide Military records definmg the WWMCCS and its obJectJves, pro- at HQ USAF/ destroy when super-
Command and Control v1d1Dg each WWMCCS site the basic policy, gwdehnes, MAJCOMs/SOAs and seded, obsolete, or no 
System (WWMCCS) techruques and procedures wluch can be used to 1mple designated WWMCCS longer needed 

ment seC11re, dependable WWMCCS ADP systems; and ADP sites 
prescnbe minimum reqwrements, standards, cntena, and 
specifications for 1DterfaC1Dg each WWMCCS ADP site 
into a secure resooDS1ve teleorocess1D1Z network 

2 threat and ruk assess- records used to appnuse the Designated Approving 
ment document Authonty (DAA) of relative nsk(s) versus functional or 

operational UDpact of any anticipated threat to ADP sys-
tems or sites 

3 user 1dentlfica- a pla1D text or computer language set of characters wluch at ADPS fac1ht1es 
tlon/passwords umquely identifies any authonzed office, person, or staff 

agency who may directly have access to, use and receive 
products or services (hardware or software) from an 
ADPS comouter facility or term1Dal 

4 ADP system secunty records which descnbe ADPS, classification thereof, at MAJCOMs/SOAs 
document current status, to include threat and nsk, other physical and ADPS facilities 

or environmental factors, corrective actions to problems 
and requests for wmvers or exceptions to established -
secuntv 1DStallat1on cntena 
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TA 1 !1LE!3�S. CONTINUED I 

R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

5 ADPS test reports reports contauung data reftectmg on the mtermcdlate or 
final results of ADP system secunty features of soft-
ware/hardware and other tests prepared by civil agencies 

at HQ USAF/MAJ-
COMs/SOAs or 
AFDSDC, which are 

hold m office area 5 
years; then destroy when 
no longer needed. 

- under contract to the government, federal agencies and 
other IDliltary services 

prepared by or for AF 
at nrenanniz activities 

6 at HQ USAF /MAJ 
COMs/SOAs, which 

destroy when no longer 
needed. 

are received from other 
IDliltary services or 
federal aizenc1es 

7 ADPS secunty rec-
ord(s) 

record(s) definmg ADPS secunty program(s) for a 
specific ADPS facility and Its obJectlves, prov1dmg each 

destroy when super 
seded, obsolete or no 

with the basic policy, gwdelmes, techruques and proce longer needed. 
dures which can be used to implement secure, depend-
able ADPS, and prescnbes mm1mum reqwrements, stand 
ards, cntena and specifications for mterfacmg each 
ADPS fac1hty mto a secure, responsive teleprocessmg 
network, also any type of reports which relate to ADPS 
audit compliance with secunty procedures 

8 ADP operational publl-
cations 

m1croform wluch descnbes the ADPS and the class1fi-
cation, IDlcroform copy of the computer operation man 
ual (OM) and users manual (UM) and program mamte-
nance manual (MM) of each ADPS which are not part of 

at MAJCOMs/SOAs 
and ADPS fac1httes 

destroy when ADPS IS 
d1sconttnued, superseded 
or totally redesignated. 

record sets of nubhcatlons 
9 ADP secunty mc1dent reports used to 1dent1fy common AF ADP secunty prob destroy after I year 

reports !ems and/or per!Dlt the alertmg of AF ADP activities of 
lu11:h probab1htv secuntv threat mamfestatlon 

10 ADP contmgency plan- records to provide for acluevement of the AF ADP secu destroy when super-
nmg nty program's purpose when ADP secunty measures fad seded, obsolete or no 

lon11:er needed 
11  approval of  an  ADPS to 

process classified mfor - matlon 

Designated Approval Authonty approval/d1sapproval 
letter, data processmg mstallatlon (DPI) secunty plan, 
secunty test and evaluation, and other records 

approved destroy after ADPS 1s 
retired or approval IS 
suner<ieded. 

12 d!Sapproved destroy I year after dis-
annroval. 

13 ADPS entry control registers of personnel reqwnng access m ADPS re- . 
strtcted or controlled areas 

at MAJCOMs/SOAs 
and ADPS facilities 

destroy after I year 

310. Contractor Data Management. This table covers records for managing data required by and acquired from Air 
Force contractors. 

TABLE!310-1 I 

MA �AGEMENT OF CONTR!ACTOR DATA I 
R A B C D 
u 
L If the records are 
E or pertam to consisting of which are then 

1 data item descnptlon a case file on each standard modified or uruque (U) at MAJCOM Data Man destroy I year after comple-
(DID) data item contammg data item descnpt1on form agement Offices, mter- t1on of the contract 

Justtficat1on for approval of and related corre mediate data management 
spondence used to control and standardize data offices and Program Data 
item requirements levied on contractors Management Offices - (PDMOs) 
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TABLEt310-1. CONTINUED I 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

1.1 a case file on each R&D data item at mtermed1ate data man- destroy on completion of the 
agement offices and related contract. 
PDMOs 

2 requirement for data to data calls, proposed data lists, local and higher at PDMOs destroy on completion of the 
be acqwred from mdus- headquarters data reviews, quality assurance m- program. 
try and DoD agencies spectlons, and surveillance actions 
under terms of a con-
tract 

-
·3 command contractor mmutes, findmgs, actions, recommendations with HQ AFSC Co- see note I 

data management re Chamnan 
view board 

4 with members destrov 1mmed1atelv 
5 data management pro- studies, analyslS, reviews of effectiveness of data at MAJCOM data man- destroy when no longer 

gram, policy evaluation management, and command policies and proce- agement offices needed (see note 2) 
dures developed as a result of these studies, - analySIS and reviews 

6 at other than MAJCOM 
data manaa:ement offices 

NOTES 
Transfer Rule 3 records located m current files area to the DOD clearance officer as successor m function to the Board. All rule 3 records 

already stored m Federal Records Centers are authonzed for unmed1ate disposal 
2. Records are not authonzed for retirement to Federal Records Centers. Any records already stored there should be returned to the retinng 
act1v1ty for appropnate disposal. 

320. Value Engineering. This table covers records pertainmg to pohcies, procedures, and actions required in the t 
implementation of the Air Force Value Engmeenng Program. 

I TABLE 320-1 

VAl UE ENGINEERING PROGRAM RECORDS I 
R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

1 value engmeer- policies and 1mplementmg mstructlons at HQ USAF and retire as permanent (see note)- mg MAJCOMs -2 below MAJCOMs destroy after 5 years 
3 procedures, actions and status reviews of the value 

eninneennir oroirram 
4 1mplementmg obJectlves, task descnptlons management reviews, m- below HQ USAF destroy I year after resc1ss1on 

olans house oro1ects and related acuv1tv records or super3e551on 
5 evaluations and stat1st1cal summanes of value engmeenng actions and destroy 3 years after close of 

re"IIOrts related records FY 

NOTE Offer to the National Archives m 5-year blocks when latest record 1s 25 years old 

f 
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355. Disaster Preparedness. This table covers records pertauung to disaster preparedness. 

( (?t I ITABLE 355-1 DISASTER PREPAREDNF3S II R A B C D 
uL If the records are E or pertain to consisting of which are then 
1 (RESERVED) 
2 nuclear /biological/chem- see table 55-6, rules 1, 21cal (NBC) conventlonal and 3attack, warmng and reporting, detection, decontammatlon, damage assessment and related activities 
3 accidents IDVOlv1Dg NBC USAF accident repons with pertment attach- at HQ USAF destroy after 30 years matenals or components ments, records and related papers used ID re-and other accidents as portmg accidents under AFR 355-1 - defined by AFR 355-1 

•4 at field act1v1t1es prov1d1Dg destroy after 2 years or ass1Stance when no longer needed, wluchever IS later -
•5 mfonnauon coo1es 
*6 urut tra1D1ng exercJSeS reports and other data used ID evaluatmg a urut's destroy after 2 years or capab1ht1es as demonstrated dunng a trammg when no longer needed, 

--- exercise wluchever 1s later 
7 1Dfonnauon copies destroy when superseded or no lon11:er needed 
8 natural disasters reports, messages and other data descnbmg Sltua uon accomplishments and results, loss of person- at HQ AFRES destroy after 5 yearsnel, eqwpment, matenal, all'craft, and related cost expenditure data -

•9 at field acuv1ues prov1dmg destroy after 2 years or ass1Stance when no longer needed, wluchever IS later -
10 mfonnatlon copies destroy when no longer needed 
11 

thru (RESERVED) I I13 
14 civil disorders reports, messages and other data at MAJCOMs and sub destroy after 2 years or on ordmate commands pro- mact1vat1on of the act1v1ty, 

--- v1dm11 ass1Stance whichever IS sooner 
15 mfonnauon copies destroy when no longer needed 

*16 equipment correspondence, research and development eval- destroy after 2 years or uatlons, procurement, util1zat1on, and other mfor- at MAJCOMs and below when no longer needed, mauonal data wluchever 1s later -
•17 mspect1on records for rad1ac eqwpment (see at field activities destroy 24 months after T O  l lH+-1-5) date of last entry, 1f no other current data IS on the form -
*18 action copies of unsatisfactory conditions expen- see table 66-1 enced 
•19 protective shelters correspondence, messages and related records destroy after 2 years or pertammg to markmg, stockmg and mspectmg when no longer needed, wluchever IS later -
*19.1 correspondence, messages, and related records at MAJCOM and below pertammg to collectlve protection and contam-mat1on control areas 
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TABL 355-1. CONTINUED 
R A 

L U the records are 
E or pertain to 

•20 

-
•20.1 

•21 disaster support group 
and disaster response 
force 

'"22 NBC transactions not 
covered elsewhere ID this 
table 

23 m1hrary support to cJVd 
uenc1es 

24 rRESERVED) 
•:zs mihtary support to civil 

agencies 

26 assJStance agreements 

-
r, 

•21 plans 

-
•29 

•30 support plans 

31 (R'Ft�ERVED} 
•32 planmng board or staff 

meeting 

•33 disaster preparedness 
trammg-

34 

•35 -
•36 -

B 

coaslSting of 

surveys 

reports, correspondence, messages, perta1D1Dg to 
operations at shelters, to 1Dclude fallout Time 
History Charts, Explosive Control Data and 
shelter act1v1tv 1011:s 
correspondence, messages and related records 

correspondence, messages and other records 
relating to matters not affecting adm1mstrat1on or 
DOllcv 
reports, messages and related records 

reports, correspondence, messages, and other 
records pertaunng to military support to civil 
authontv. civil defense and related oro.,.,.,.m� 
formal agreements to wluch two or more agen-
c1es are SJgnatones 

concepts, policy and guidance on disaster pre-
paredness planmng and operations, mcludmg 
operations plans or other plannmg directives and 
assoCJated reoorts 
plans established to supplement the parent com 
mand document; details local area policies and 
concepts necessary for response m emergencies 
or dJSaSters 
records sumlar to those descnbed ID rules 28 and 
29 above, developed 1n support of or received 
from subordmate echelons, lateral commands and 
other defense agencies for momtonng purposes 
and/or for coordination of olanned ooeratJons 

minutes of meetings, correspondence, messages, 
and related records perta1D1Dg to the status of 
overall base effectiveness 1n disaster preoaredness 
tra.mmg outlines, lesson plans, methods and test 
sheets 

on-the--Job trauung (OJT) 

listing of personnel who have taken specialized 
disaster preparedness tra1D1Dg courses 

1Dd1v1dual tramml{ records 

C 

which are 

at 1Dstallat10n disaster pre 
paredness and base civil 
engineer offices 

at 1Dstallat1on civil 
eng1Deer offices 

at MAJCOMs and below 

at MAJCOMs and below 

at HQ AFRES and ong1 
natmiz aizenc1es 

at MAJCOMs and below 

at ong1nat1Dg agencies 

1Dformat1on or review 
CODles 

at MAJCOMs and below 

at MAJCOMs and below 

at MAJCOMs and below 

comoletelv filled ID 

I I D 

then 

destroy when superseded 
or umt/mstallation 1s 
1Dact1vated, whichever JS 

sooner 

destroy after 2 years or 
when no longer needed, 
whichever JS later 
destroy after 2 years or 
when no longer needed, 
whichever JS later 
destroy after 2 years 

destroy after 2 years or 
when no longer needed, 
whichever 1s later 
destroy when superseded, 
rescinded or on macti 
vat1on of the umt, wluch 
ever 1s sooner 
destroy when superseded 
or no lomz:er needed 
destroy after 2 years or 
when no longer needed, 
wluchever JS later. 

-

destroy after 2 years or 
when no longer needed, 
whichever JS later 

destroy after 2 years or 
when no longer needed, 
whichever 1s later 
destroy after 2 years or 
when no longer needed, 
whichever JS later 
see table 35-1 and table 
5�) 
destroy after 2 years or 
when no longer needed, 
whichever 1s later 

f 
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TABL '!'355-1. CONTINUED I 
R A B C D 
,u 

If the records are or 
E pertain to CODSIStfng of which are then 

*36.1 trammg records on mchv1duals removed from inactive forms forwarded destroy when md1v1dual 
spec1abzed teams but remammg on station to D158llter Preparedness separates from station 

Officer /Noncomm1SS1oned 

- Officer (NCO) or trauung 
NCO 

37- on md1V1duals transferred send to gammg orgamza-
to another base tJon 

38 on md1v1duals dlllCharged destroy 1mmed1ately 
from service 

39 staff' assistance v1s1ts reports and related correspondence at MAJCOMs and below destroy when obsolete or 
SU 

*360. Air Base Operability. Tius table covers records pertaining to policy, planning, organizing, training and exer
cise guidance on the integration of Air Base Survivability (ABS) enhancements. 

I !*TABLE 360-1 
AD BASE OPERABILITY R !!:CORDS I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 air base operab1hty plans, correspondence, messages, checkbsts, and related at MAJCOMs and retire as permanent (see 
olanruna: records below note 1). 

2 air base operab1hty correspondence, messages, and related records 
meet1mzs and exercises 

3 host nation suppon or information or reVJew copies of formal agreements to 
bllateral airreements which two or more a2enc1es are s12natones 

4 staff assistance v1s1ts repons and related correspondence destroy 2 years after super-
seded, obsolete, or no 
longer needed 

--
5 air base operab1hty pro- correspondence, messages, and related records 

gram, eqwpment, and 
fundmir 1rut1at1ves 

6 air base operab1hty and correspondence, checklists, messages, operatmg pro- at mstallatlon air base retire as permanent (see 
SUJ"Vlval recovery cen- cedures, trammg allocat1ons and related records surv1vab1hty offices note 1) 
ter operations and 
tra1runir 

NOTE. Offer to National Archives m S-year blocks when latest records are 25 years old. 

400. Logistics. These tables contam disposition instructions for records created or accumulated 10 connection with 
logistic planning, policies, and support, encompassmg supplies, equipment, transportation, mamtenance, construction, 
and operation of facihties, movement of personnel, and other simtlar services to render the military force efficient and 
etfective in both combat and noncombat operations, mcluding implementation, execution, and admmistration of 
Hi-Yalu, Grant Aid, Security Assistance Program, and USAF Mutual Security Military Sales programs, cross
servicmg between the AF and air arms of other NA TO nations; foreign military facilities program. 
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TABLE 400-1 I 
SECURITY ASSISI' ANCE PROGRAM RECORDS I 
R A B 
u 
L U the records are 
E or pertain to consisting of 
1 Journal of M1htary a quarterly pubhcat1on which mcludes statistical 

Assistance and control type data, summanes of status, and 
oro2ress of orinc1ole oro11:rams and ob1ect1ves ,__ 
(RESERVED) ...l.. 

3 supportmg records, mcludmg m1scellaneous statlS 
ttcal data, pohttcal messages and reports, coordma-
non and/or comments from OSD, Army, and 
Navy covenng tn serv1ce programs, and related 
corr"'roOndence 

4 records of AF sec- program duectlves, matenel guidance records, 
t1ons of MAAGs and etc , and requis1t1on case files 
m1ss1ons -

5 copies of records used for reqwS1t1omng and 
dehvery of matenel and services; also smnlar-type 
supply transactions processed accordmg to MIL-
STRIP MILST AMP, and UMMIPS orocedures 

6 foreign m1htary sales case files which contain all records reqwred to 
(FMS) momtor and process the sale and delivery of 

matenel and services to ehgible foreign countnes 
from receipt of the USAF case d1rect1ve to final 
accounttng and closmg of the case, mclud1ng copy 
of the USAF directive, letter of request, letter of 
olf'er and acceptance, supply transacttons, program 
changes, procurement data, requ1S1t1on data, de-
livery llstmgs, sh1ppmg mformatton, closmg action 
and related corresoondence ,__ 

7 reports, such as FMS dehvenes and/or serv1ces 
performed, which contam all actual matenel, tram-
mg. and services provided to ehgible foreign coun 
tnes -
dehvery lists and detailed dellverv cards .....L 

9 reports, such as FMS forecast of dehvenes report, 
part I-status of FMS (open cases only) quarterly 
report, part II status of FMS (closed cases only) 
annual report -

10 

,__11 data processmg records, such as punch cards, 
suspense listings, checkhsts, proof hsts, momtor 
hsts, error lists. and sumlar data 

1l grant aid automated tnmsactlon source data m card format, such as 
program control data DMAS, P&R, CODIIDltments, correcttons, MASL, 

delivery, supplemental program directives, reqw-
s1t1on status, routing 1denttfier, GL 1 88, as re-

,__ guested data and forecast data 
13 dally source data input tape for run BFOO 

I -
14 daily source data mput tape for run 8DOO 

C 

which are 
at HQ USAF 

at HQ USAF 

at HQ USAF, HQ AFSC, 
HQ AFLC, HQ ATC, 
ALCs and momtonng 
act1v1t1es 

at perfonnmg orgamza-
lions 

at AFAFC act1v1t1es 
at HQnlFAFC 

at other than HQ AFAFC 

D 

then 
retire as permanent 

retire as permanent 

retire as permanent 

destroy when no longer 
needed 

destroy 10 yean after FY m 
which case IS closed 

t 
destroy when no longer 
needed, provided mformatlon 
thereon has been made part 
of a case file 
see table 177-3 
destroy 10 yean after penod 
of report 

destroy when superseded by 
an updated report, or when 
no longer needed 
destroy 60 days after item 
action or termmal reports 
have been oreoared 
destroy 7 calendar days after 
cards have been converted to 
the source data mput tape 

hold 10 calendar days, des-
troy after data has been input 
to the basic system 
hold 30 calendar days, de-
stroy after data has been m-
out mto the baS1c svstem 

f 
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TAl LE 400--1. CONIINUED 
R 
u 
L 
E 

A 

If the records are 
or pertain to 

15 

-
16 

17 grant aid reportmg -
1g 

-
20 

21 grant aid country files 

-
22 

23 mumtlons control case 
files 

24 strategic trade control 
case files 

I 

B 

comfstlag of 

detaJI delivery data 

reqwsinons and status data for Secunty Assistance 
Program line 

monthly detail supply perfonnance reports, and 
monthly MSAF detailed supply performance re-
port 

quarterly summary of Secunty Assistance Pro-
gram performance and forecast 

mibtary assistance uncle and service list used to 
provide pnce, source availability, and leadbme 
data for use by the umfied commands and military 
deuartments 
reqwsibon data, delivery data, forecast mforma-
bon, item bsbngs, program d1recbve, supplemental 
d1recbves, program status, and related corre-
soondence 
copies of bstmgs, suspense data, transcnpt sheets, 
and SUDllar-type data 

completed control case files pertammg to the lSSU• 
mg of mumtlons export licenses for the sale of 
items on the US Mumuons Last to foreign free 
world and other than free world governments, 
contaJnJng requests for sales, mumbons export 
bcenses, concurrence or nonconcurrence, JUStlfi-
cation for actions and related oaoers 
completed control case files pertammg to the 
exportabon of materials and eqwpment to free 
world and other than free world governments, 
contammg requests for control/ decontrol, con-
currence or nonconcurrence, Justlficat1on for 
actions and related oa� 

C 

which are 

at MAJCOMs and above 

below MAJCOMs 

at performing activities 

aucoordinabng,ropera-
tional, and supportmg 
activities 
at HQ USAF 

I D 

then 

hold on tape for I FY after 
rebrement of the program 
!me; produce and funush a 
hard copy to the appropnate 
finance and accountmg activ• 
ity for later retirement to 
WNRC 
delete from the permanent 
history tape at the ume the 
Secunty As.mtance Program 
Imes are retired 
retire as permanent. 

destrov after I vear. 
destroy after 3 yean (EX-
CEPTION· when macbve, 
rebre the!'30!'June!'report!'to 
WNRC!'as tl 
destroy when supeneded by 
an updated repon. 

destroy S yean after comple-
bon of supply action. 

destroy when no longer 
needed. 

destroy after 10 yean. 
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TABLE 400-2 I 
PRt >PULSION AND GAS TURBINE POWER PLANT RECORDS I 
R A B 
u 
L If the records 
E are or pertain to consisting of 

propulsion cen- deb1t/cred1t records, master tape, reports, 
trahzed account• stock record accounts, DoD smgle bne 
mg item release/receipt records, matenel 

mspect1on, and receiV1Dg report 

1 

-
2 - engine status report 

3 

4-
5 -

engine reporbng scmwmual auC1lft engme reclamation and 
rework/repair report 

6 requirements/mventory analys15 report 
(RIAR) (mrcraft/llllSSlles) 

-
7-
8 -

mterserv1ce engine reports 

g -
Jg_ 

11  

-
<R'FI-SERVEDl 
(RESERVED) 
worldwide engine mventory summary 
report 

12 

C 

which are 

at Oklahoma City Air Logis 
tics Center (OC-ALC) for the 
AFJ203!'1 accounts, for as long 
as the engine IS ID the AF m 
ventory 

held by the engine manager at 
the reportmg activity 
at act1V1t1es reporbng to the 
base eninne manaa:er 
at HQp\FLC 

at other than HQ AFLC 

prepared by Engine Inventory 
Manager ALC and submitted 
to HQ AFLC and HQ USAF 
senuannually on completion of 
requirements and overhaul 
comDutabon 
consolidated at HQ AFLC 

at other than HQ AFLC 

prepared and d1stnbuted by 
OC-ALC to HQ USAF, HQ 
AFLC, and EIM monthly to 
reflect worldwide mventory 
bv tvn,, model and senes 
at other than HQ USAF and 
HQnA!'FLC 

I I D 

then 

cut off' on loss of engine by exchange, 
transfer, donation or sale and detenm-
nation of property accountab1bty, hold 2 
years and destroy (EXCEPTION sup-
portmg records reflecting d1spos1t1on of 
propulsion units tenn1Date from the cen• 
tral account are destroyed 12 years after 
the engme has been dropped from the 
AF mventory; the Central Account will 
retam gam and loss mformat1on f<r 12 
years after the TM engine has been ter-
mmated from the AF mventorvl. 
destroy after 1 year or when no longer 
needed whichever IS sooner 
destroy 30 days after subm1SS1on of the 
succeedm11: reoort 
destroy 12 years after the engines are 
dron,,,.d from AF mventorv 
destroy after 1 year or when no longer 
needed. whichever is sooner 
destroy 3 years after close of the buymg 
year 

f 
destroy 12 years after the engines are 
dro'lll"rl from AF mventorv 
destroy after 2 years or when super-
seded whichever IS sooner 

destroy 12 years after the engines are 
dropped from AF mventory 

destroy after 2 years or when super• 
seded whichever 1s sooner 

Resources conservation policies and procedures governing the effort to reduce the cost of operating the Defense 
establishment without degrading mission effectiveness are covered by this table. Its present scope in the AF requires 
participa_tton by all AF activities and personnel worldwide, and this program gives the AF a formal system for 
measuring the effects of new policies, procedures, and ideas, and for evaluating the results of increased management 
attention to day-to-day problems. 

• 
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TABLE 400-3 I 
RE! OURCES CONSERVATI )N (RECON) PROGRAM RECORDS I 
R A B C D 
u 
L If the records are 
E or pertain to coDSisting of which are then 

1 

-
AF resources conserva-
t1on program 

resources conservabon program md1V1dual savmgs 
action, RECON program summary, auditor 
evaluabons and reports, funcbonal evaluations, 
comparable forms and related records 

at MAJCOMs and bases destroy 1 year after close of 
the FY m which savmgs are 
reported. 

...L at HO USAF retire as oermanent 
3 records at all levels reqwred to support md1V1dual 

savmgs for the penod m winch such savmgs are 
reoorted 

destroy I year after close of 
the FY m which savmgs are 
rennrted 

I TABLE 400-4 I 
LO GISTICS PERFORMANC� � AND EVALUATION SYSTEM tl.PMES) 

R A B C D 
u 
L If the records are or 
E pertain to coDSisting of which are then 

1 Logistics Pertiormance LPMES, related correspondence, consohdated re- destroy 2 years after the apph 
and Evaluation System ports, and DoD swnmanes cable fiscal year. 
fLPMES) 

I TABLE 400-5 
PRl CIOUS METALS RECO1 ERY PROGRAM I 
R A B C D 
u 
L If the records are 
E or pertain to coDSisting of which are then 

-
1 reclamation and use of forms, reports, logs, accountab1hty records and at HQ USAF/ destroy after 2 years. 

preetous metals correspondence MAJCOMs/ma:J()r subor-
dmate commands 

2 below maJQr subordinate destroy after I year. 
commands 

401. Materiel Programming. This table covers records pertaining to planning, orgaruzmg, directmg, executmg, and 
managmg the AF Matenel Procurement Program. This 
on/support systems, selected item, or categones of materiel funded from the procurement appropriations for a par
ticular program year. 

I ITABLE 401-1 
MATERIEL PROCUREMENT PROGi .4.M CONTROL RECOF DS I 
R A B C D 
u 
L If the records are or pertain 
E to consisting of which are then 

1 directives, HQ USAF-approved at HQ USAF, HQ AFLC, HQ retire as permanent 
oroszram AFSC and HO ESC 

2 directives, program status reports, destroy 3 year.i after completion of obh-
contractual mamtenance reqwre- gat1ons covered by the buying program 
ment data II 

program consists of the spectfic quantities of weap

status reports and related data at HQ USAF and HQ AFLC destroy after completion of the pro-
!!gram, or 90 days after superseded, 

whichever IS sooner 

3 

https://T.PMF.Sl
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800. Acquisition Management. This table pertains to planning, organizing, coordinating, directing, and controlhng
the AF weapon/support/control systems. Weapon systems records applicable to specific functional areas-such as 
programming, research and development, procurement, supply, maintenance, training, secunty, and operations-are 
placed in the series covering the specific functional area. 

l TABLE 80CH 
ACt )UISmON MANAGEMl NT RECORDS I 
R A B C D 
u 
L If the records are or 
E pertain to consisting of which are then 

1 system acqu1S1t1on pro- 1nitllll required operational capability (ROC), develop- at planning act1v1t1es hav- send to system program 
-

gram files ment concept paper/decision coordmatmg papers mg pnmary respons1b1bty office on program approv-(DCP), program management d1rect1ve (PMD), pre- for approved systems alluninary design, advance planning, baselines, and de-C1S1ons accomplished m the conceptual phase of the acqu1S1t1on hfe cycle 
2 mg pnmary respons1b1bty at planning act1V1t1es hav- termination of program destroy 10 years after the for systems terminated (see note 1) dunng the conceptual nhase- at svstem proitram offices retain under rule 5...L 
4 at other act1v1t1es destroy when the system 1s phased out of the mven-tory, terminated, or when no longer needed, winch-ever 1s sooner 
5 program management plan (PMP), updated PMDs at system program offices destroy 30 years after the and supplements, basic management plans, approved system IS terminated or development concept papers, advance procurement phased out of the mven- tplan, real property facibt1es plan, test plans/results, torynsk assessments, IDJlestones, and program dec1S1ons accomphshed dunng the vahdat1on, full scale devel-opment, baselines, production and deployment phases of the acqu1s1t10n hfe cycle -6 at monitonng, supporting, destroy when the system IS testing, and participating phased out of the mven-act1v1t1es tory, terminated, or when no longer needed, which-ever IS sooner. 7 Program Management support, planning, engmeenng, test and evaluation at system program offices send to using/supporting Respons1b1bty Transfer records, including reference matenals, manuals, command m accordance (PMRT) and Turnover engmeenng drawings, specuicat1ons and related data with the PMR T and tum----- Package Files necessary to support and operate the system over allreement 
8 at system program offices destroy 6 years after the but not needed by the system 1s phased out of the using/supporting com- inventory or terminated mand or when no such (see note 2) command exists -
9 at the using/supporting commands-

10 at monitonng, supporting, destroy on completion of part1c1patmg and testing the transfer or term1nat1on act1v1t1es of the svstem 
11  selected acqu1s1t1on re- quarterly reports destroy 3 years after the ports system IS phased out of the inventory, terminated, or when no longer needed, wluchever IS sooner f 
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TAIILE 800--1. CONTINUED I 
R A B C D 
u 
L If the records areE or pertain to consisbng of which are then12 memorandum� of documents negotiated between contract management at HQ AFCMD, destroy when supersededagreement (MOAs) orgaruzatlons and program offices for contract AFPROs, AFCMOs, pro- or on tenmnatton of con-adm1mstrat1on suppon gram managers, and mom- tract adDUmstratton sup-tonn2 or2aruzat1ons 1-�·· nf •'-• nrnOt'am13 DoD plant cogmzance quest1onna1res, agreements and related records ere- at HQo\FCMD destroy 10 years afterprogram case files ated under theDoD Contract Adm1mstrat1on Serv- plant cogmzance has beenices Plant Cogmzance Program between HQ transferred from HQAFCMD and DoD Military Departments and De- AFCMDfense Agencies when the Air Force 1s the executiveagency-14 at AFPROs and momtor- destroy 6 months aftermg orgamzat1ons plant cognizance transfer,or when no longer needed,wluchever IS sooner15 defective pans and govemment-mdustry data exchange program forms at system f)rogram offices destroy on mact1vat1on"components control (ALERT)oro2ram 

I.NOTES matenals related to on-gomg programs when no longer needed.2 Destroy records placed m admm1strat1ve hold by the Renegot1at1on Board 6 years after the final determmat1on of excess profits 
900. Awards, Ceremonies, and Honors. Tables m this series cover records pertaimng to decorations, organizational 
emblems, memorialization program, awards not covered elsewhere in this regulation, and the suggestion program. 

I TABLE 900-1 IHO 'IIORS AND AWARDS (u • note 1) IR A B C D 
uL If the records areE or pertain to consisting of which are then 
•1  special honors, troplues records penammg to the special trophies and at HQ USAF or HQ retire as permanentand awards awards program sponsored by AF and pnvate AFMPCorganizations, such as the General Curtis ELeMay Personnel Services Trophy and USAFPersonnel Awards, mcludmg nommatlons of md1-v1duals, umts and groups, mmutes of board meet-mgs, announcements of awards, and related forms- and correspondence 
2 at 1mt1atm2 activities destrov after 2 vears 
3 at mtermed1ate headquar- destroy after I yearters and all nonselectednommatlons 
4 (RESERVED) 
5 memonahzat1on pro- case files accumulated by AFMPC/MPCASA and at HQ AFMPC/DPMAJA retire as pennanent 

-
gram each level of command m nammg AF bases, or 1mt1atmg act1v1t1esstreets, buddmgs, recreational act1v1t1es, etc., mhonor of outstandmg md1v1duals 

6 at major and subordmate destroy I year after comple-commands non of case 
7 orgamzatlonal emblems copies of official emblem elements, approvals, at 1mt1atmg act1v1t1es forward to HQrecords resultmg from changes m emblem, and USAFHRC/RIO on mac-copynght releases nvatlon of act1v1tvat mtermed1ate headquar- forward to USAFHRC/RIOters when no lon2er needed8 at HQ USAFHRC/RIO retire as permanent (see note9 

3) -
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TABLI 900-1. CONTINUED I 
R A 
u 
L If the records are 
E or nertain to 

•10 decorations to md1v1du-
als (nubtary and civil-
1an) 

-
•11 

-
•11.1 

-
•11.2 

-
•11.3 

-
•11.4 

12 decorations to foreign 
natlonals and US cltl• 
zens not employed by 
US Government 

13 decorations to uruts 

14 decoration recommen-
dattons forwarded to 
lower headquarters 

15 favorable commuruca-
tlons 

·16 outstandmg personnel 
programs, e.g , out• 
standing NCO/ Airman 
award, Juruor Officer 
of the Quarter, out• 
standmg Manager of 
the Year, AFA repre-
sentat1ve 

•17 RESERVED 

.!!L RESERVED 

B 

consistillll: of 

case files of recommendations, dec1s1ons, awards 
announcements, board meetmg mmutes, and 
related documents 

copies of records relating to refused decorations 

case files of recommendations, dec1S1ons, awards 
announcements, board meetmg mmutes, and 
related documents 

Records generated when a lugher headquarters 
d1Sapproved recommendation and forwards 1t to 
a lower headquarters for cons1derat1on of a 
lesser award 
records not reqwred for processmg under AFR 
900-48 
personal data, letters of nommatlon, photo-
graphs, and related papers 

C 

which are 

approved U S military 
decorations (Medal of 
Honor, Air Force Cross, 
Distmgu1shed Service 
Medal, Silver Star, Dis-
tmgwshed Flymg Cross , 
Airman's Medal) for war 
and peacetime; all other 
approved U S  military, 
U S nonmilitary,p.nd 
foreign decorations relat 
mg to wartime and/or 
combat act1v1t1es, at 
awardmg/approvmg 
authontv 
approved peacetime U S 
military, U S. non-military 
and foreign decorations at 
awardmg/approvmg 
authontv 
d1Sapproved U S military, 
U S. nonmilitary, and 
foreign decorations at 
d1saoorovm2 authontv 
approved/disapproved Air 
Force achievement and 
urut/campa1gn awards at 
awardmg/d1sapprovmg 
authontY 
approved/d1Sapproved 
decorations and awards at 
1rut1atmg and mtermedtate 
morutonn2 headquarters 
at awardmg authonty 

approved and disapproved 
recommendations 

selected nommees, non 
selected nominees and 
mmutes of board meettngs 

-
I I  D 

then 

retire as permanent (see note 
2) 

destroy after 25 years 

destroy after 35 years (see 
note 5) 

destroy after I year 

e 
destroy after decoration 1s 
awarded or I year after 
d1Sapproval 

destroy after 3 months (see 
note 6) 
retire as permanent 2 years 
after completlon of case. 

destroy 2 years after comple 
tlon of case. 
destroy 2 years after comple 
uon of acuon 

destroy after I year. 

- f 

https://nonmilitary,p.nd


439 AFR 12-50 Vol n 30 October 1987 

T.4.1 ILE 900-1. COi, • ,, ... u&.11 I 

R A B C D 
uL If the records are 
E or pertain to consisting of which are then 

19 DUSCellaneous AF announcements of a contest, entry appbca- programs designed to pro- destroy after 2 years or when no act1v1ty-sponsored recogmt1on, such as beauty longer needed, whichever 1s sooner tions or of nommat1ons and supporting mote espnt de corps, programs records, results, related papers used to mon-1tor and control programs contests, dmmg hall of the month, or operator of the month 
lO safety awards nommations and other records relating to approved awards (record destroy after 2 yearsawards for outstandmg achievements m the copy)prevention of accidents -
21 d1S8pproved awards (rec- destroy after I year or when no ord coov) longer needed, wluchever IS sooner 
22 other than rules 20 and 21 
23 Secretary of Defense reports, photos, maps and correspondence approved awards at HQ destroy after 3 years or when no Natural Resources relatmg to award nommations USAF/LEE longer needed, whichever 1s later Conservation and (see note 4).Environmental Quality Awards and General Thomas D. White Natural Resources and - v1ronmental Awards Conservation and En-

-

24 approved awards at mstal- destroy on sublDISSlon of next annual lations rece1vmg award entry or when no longer needed, wluchever 1s later (see note 4) -
2!I dlSaooroved awards 
26 AF maintenance applications and background matenal, and approved recommenda- destroy after 2 years- awards related records tions at HQ USAF 27 dl58pproved recommenda-t1ons at HO USAF -
-28 approved and dJSapproved destroy after I yearrecommendations at mter-mediate headouarters 
29 approved recommenda- destroy after 2 yearstions at 1mtiatm11: act1v1t1es -
30 disapproved recommenda- destroy after I yeartlons at 1mt1atm11: act1v1t1es 
31 civil engmeenng case files of annual sub1D1SS1ons m electnc approved awards destroy after 2 years or when no awards program power and heat generating plant competl- longer needed, whichever 1s later tion, mentonous achievement award for professional excellence, and comparable programs-
32 disapproved awards destroy on submission of next FY competition or when no longer ne .. ,1,.,i whichever 1s later ,_33 transportation awards supporting documentation relatmg to annual destroy after I yeartransoortation awards 

1 - (RESERVED)I �  
35 air traffic control records pertauung to the selection of air documentation of selected destroy after 2 yearsannual awards traffic controller/fac1bty of the year, mclud- md1v1dual/fac1bty, board mg nommations, records of board meetmgs, documentation, and related awards presentation, and related data correspondence at HQ AFCC-
36 documentation of nonse- destroy after I yearlected md1v1duals/fac1bt1es and all records other than m rule 35 
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TAB 
R 
u 

E !IOIH. CONTINUED 
A 

I 
B C II D 

L If the records are 
E or pertain to consisting of winch are then 

37 aircraft "save• awards exemplary service repons, cen1ficates, review approved awards at HQ destroy after 2 years 
,-- board documentation, and related data AFCC 

38 disapproved awards at HQ destroy after I year 
,-- AFCC 

3!1 cen1ficates at uruts to destroy on 1Dact1vat1on of 
winch issued urut, or when obsolete, wluch 

,--
40 all others not covered by 

ever IS sooner 
destroy after I year 

rules 37. 38, and 39 
41 air weapons controller apphcatlons and related records for award of air at approv1Dg/d1sapprov1Dg destroy after I year 

badge weapons controller badge, seruor air weapons or 1Dtermed1ate levels 
controller badge, or master air weapons con 
trailer badiz:e 

42 air traffic controller apphcat1ons and related records for award of air at approv1Dg/d1sapprov1Dg destroy after I year 
bad11:e traffic controller badae or 1Dtermed1ate levels 

43 AF Adm1D1strat1on nommatlons, m1Dutes of meet1Dgs, selectees, at HQ USAF destroy after 3 years or when 
Awards non-selectees, and other records relat1Dg to no longer needed, wluchever 

,-- awards authonzed IA W AFR 900-35 1s later 
44 approved and disapproved recommendations and at 1Dtermed1ate headquar- destroy after 2 years 

,-- related records ters 
45 at wuatln"' act1v1t1es destrov after I vear 

•46 aircraft and murutlons apphcatlons and related records for award of air approved awards �FRp15-44 
,--
•47 

ma1Dtenance badge craft and murutlons mamtenance badge 
disapproved awards at destroy after I year 
d1sannrov1D1Z authontv 

NOTES 
1. Rules apply to those copies not reqwred by other d1recuves to be filed ID 1Dd1v1dual military personnel record group (see table 35-1) 
•2 Offer to the National Archives ID 5-year blocks when latest record 1s 25 years old. 
3 Offer to the National Arcluves when no longer needed by HQ USAFHRC/RIO for on-site reference 
4. Not authonzed for retirement to federal records centers. 
•s. Disapproval authonty will forward a copy of the document announc1Dg dee1S1on, and a copy of the proposed citation annotated " Disap
proved• for each 1Dd1v1dual, for fi.hng m the member's Master Personnel Record Group. 
*6 Approval authonty will forward a copy of the order and citation, along with a Signed letter or statement from the 1Dd1v1dual document1Dg 
nonacceptance, for fil1Dg ID the member's Urut Personnel Record Group. 

[ TABLE II00-2 I 
su•:GESTION PROGRAM 
R A B C D 
u 
L If the records are 
E or pertain to coosisting of which are then 

1 suggestions, 1Dvent10ns forms and other records which pertain to submis- at suggestion program destroy I year after final 
and scientific aclueve- s1on, processmg, evaluation, approval, disapproval, offices at all levels action (see notes I and 3) 
ments ISSuance of award, reports and related �orrespond 

ence 
2 at evaluatmg offices destroy I year after final 

acllon (see notes 2 and 3) 

-
(EXCEPTION suggestion 
that becomes pan of another 
file-for example, on changes 
to a directive becomes pan 
of the d1rect1ve background 
file)- • 
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TA IILE 900-2. CONTINUED I 

R A B C D 
u 
L If the records are 
E or pertain to consisting of which are then 

minutes of meetings or memoranda for record at suggestion program destroy 2 years afiter approval 
showm11: actton taken offices at all levels or disaooroval 

3 

1!'4 products from the transcnptlon records of a card deck used to pro- destroy when superseded or 
Suggestion Program duce a report or the report itself which serve no longer needed (see note 4) I Data System (SPDS) d1vemfied purposes 
which are mechamcally 
produced output prod-
ucts 

5 reports, controlled and tabulations, summanes, feeder reports or mfor at suggestion offices destroy when no longer 
uncontrolled matlon needed (see note 4) 

6 data files created by the magnetic computer tapes at the serv1cmg Base- destroy upon expiration of 
Suggestion Program Level Processmg Installa- cycle retenttons reqwrements 
Data System t1on (DPI) listed m AFM 171-132, vol-

ume!'I 

NOTES 
I. For suggestion program offices, final action IS date of approval of an award or wntten notification of nonadoptton 
2. For evaluating offices, final action IS the date the suggestion IS 1mplemented. Fmal action on suggestions not implemented IS the date of dlS
approval. 
3. If volume warrants, the records may be destroyed on a daily, weekly, monthly, or semiannual basis, see AFR 12-50, volume I, chart 4--1,  note 
2. 
4 Not authonzed for retirement to a federal records center 

BY ORDER OF THE SECRET ARY OF THE AIR FORCE 

OFFICIAL LARRY D. WELCH, General, USAF 
Chief of Staff 

WILLIAM 0. NATIONS, Colonel, USAF 1 Attachment 
Director of Information Management Alphabetical Index of Tables 

Administration 

SUMMARY OF CHANGES 
This regulation applies to all Air Force Activities, mcluding the A1t National Guard, Reserve Forces, and contrac
tors who create, accumulate or manage Air Force records. The decision logic tables (DLTs) are updated to show 
the latest termmology, correct addresses, office symbols of referenced activities, and retent10n periods for Alr Force 
records. Editorial changes to the DL Ts clanfy the descnption of records and standardize wording and format. 
Rules are revised, deleted, and added in the appropnate tables. New tables are added. 
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ALPHABETICAL INDEX OF TABLES 

Acc1dent/Inc1dent Reports 122-3 Basic Agreements 70-6 t 
Accounts Control Records 177- 1 5  Bids or Proposal Records 70-4 

Acqws1t1on Management Records 800-1 B1oenv1ronmental Surveys and Medical Inspection Reports 161-5 

Acqu1S1t1on Quality Assurance Records 74-1 Budget Reports 172-4 

Ad111.1DJstrat1on of Postal Accounts 182-1 Budgetary Analyses, Summanes and Special Studies 172-1 

Admirustratlve Commurucatlons D1stnbut1on and Control 10-2 Bullt-up Roof Management Program 91- 1  1 

Adm1mstrat1ve Orders 10-3 

Adm1mstrat1ve Patient Records 1 68-3 Cadet Pay Records at Air Force Accounting and Fmance 177-23 

Admirustrat1ve Records 1 1-2 Center (AFAFC) 

Admirustratlve Systems Management 4-1 Casualty Reportmg, Not1ficat1on, and Assistance 30-3 

Aeto Club Records 2 1 5-2 Cataloging Records 72-1 

Aeromed1cal Evacuation Records 1 64- 1 C-E Nomenclature, Eqwpment, Records, and Environment 100-6 

Aeronautlcal Information 96-3 Flies 

Aerospace Med1cme Program Records 161 - 1  C-E Minuteman Commurucatlons Cable Affiairs 100-22 

Aerospace Systems Secunty 207-1 C-E Operations, System, and Fac1hty Evaluation Records 100-1 1 

Aerospace Vehicle and Eqwpment Inventory, Status, and 65-1 C-E Program lmplementatlon 100-3 

Ut1hzat1on Reporting Cemetary and Bunal Records 143-1 

AF Contractors Insurance Program Records 70-1 1  Censorship 205-2 

AF Members FHA Case Flies 177-28 Chaplain Act1v1t1es 265-1 

AF Reserve Officer Tra1rung Corps (AFROTC) Pay 177-24 Charactenstlcs Gwdes and Design Handbooks 80-4 

Records Cluld Care Centers 2 1 5-4 

AF Transition Program Records 35-l ai  C1vd Av1at1on and M1htary Fhght Plan Records 60-2 

AFOSI Crurunal Records 124- 1 C1vll Engineer Data Automation Program Records 85-1 

AFOSI Investigative Support Records 1 24-7 C1vll Engineer Design Data 88-2 

Air Base Plannmg Records 88-3 C1v1I Engmeenng Resources and Work Force Management 85-4 

Air Base Operab1hty Records 360-1 C1vll Engmeenng RED HORSE Program Records 93-2 

Air Force Institute of Technology (AFIT) Trairung Records 50-3 Civilian Pay 177-21 

Air Force Logistics Command Aeronautlcal Depot Mamte- 66-13  C1v1han Personnel Stat1st1cal Accounting System 40-9 

nance lndustnal Technology Program Chum, Collection, MJSSmg-In-Actlon, K1lled-In-Act1on, and 177-8 

Air Force Open Mess Program 215-6 Pnsoner-of War Case Files 

Air Logistics Centers (ALCs) Accounting Records 177-14 Claims Records 1 12-1 tAir Reserve Pay and Allowance System (ARPAS) Records 1 77-25 Classlficatlon 40-5 

Air Surveillance Records 55-3 Classlficatlon and Assignment Records 35-4 

Air Traffic Control (A TC) Records 60-1 Chrucal Records 1 68-4 

Air Transportation Records (Except LOGAIR) 76-1 Collectlon Records 200-2 

Aircraft Assignment, Utlhzatlon, and AVJatlon Fuel Records 55-2 Command and Control 55-12 

Aircraft Maintenance 66-5 Commercial Services - Fmanc1al Records 177-18 

A1rcraft/Missde StatlStlcal and Histoncal Records 67- 1 6  Comrms.sary Records 145-1 

Aircrew Life Support Program 55- l b  Co=issary Store Records 14S-2 

Aircrew Personal Authentication 64-3 Collllil.lttee and Board Records 25-3 

Airdrop Inspection Records/Malfunctlon and Act1v1ty SS-14 Commurucable and Other Reportable Disease Reports 161-3 

Reports Commurucatlons Secunty (COMSEC) Systems and Ac- 56-1 

Autield and Base Snow Removal and Ice Control 9 1 -9 countab1hty Records 
Airfield and Road Pavement Marking Records 9 1-8 Commurucatlons Secunty (COMSEC) Pohcy, Plans, 100-8 

Airfield Fhght Lme Vehicle Authonzatlon 55-13 Reports, Collateral Data 

Airspace Management 5S-16 Commurucatlons Service Leasmg Records 100-12 

Alleged Flymg Violations 127-4 Commurucatlons/Electrorucs (C-E) Computer Programmmg 100-20 

Amencan Forces lud10 and Television (AFRT) Records 190-3 Commuruty College of the Air Force Records 53-3 

Analysis and Evaluation Records 66-4 Conservation Program Records 78-5 

Antlterronsm Records 208-1 Contract Claims Records 70-9 

Applications for Educational Programs 53-2 Contract Performance Records 

Armament Contract Termmatlon and Settlement Records 70- 10 

Armament Trllllllllg Contractmg Records 70-1 e 70-1 3  

AUTODIN Sw1tchmg Center Operations 100- 1 6  Contractor Techrucal Representat1ves/Techruc1ans Records 70-12 

Automated Data Processmg Systems (ADPS) Secunty 300-S Control, Procurement and Sale of Alcoholic Beverages 2 1 5-5 

Records Correction Records 12S-2 

Automatic Data Processmg/Punch Card Accountmg 177- 1 6 ,  Correspondence, Messages, and ProJect Flies 10-1 

Machme Accounts Control Cost Accounting for Base C1v1I Engmeer Act1v1t1es 

Armed Forces Couner Service (ARFCOS) Contractor Capab1hty Records 

170-2 

Cost Center Performance Measurement System 178-2 

Ballment Agreement Records 70-7 Cost Records 173-1 

Base CIVIi Engineer (BCE) Brochures, Reports and Control 91- 1  Countenntelhgence Operations and Pubhcat1ons- 124-2 •
Records Customer Integrated Automated Procurement System 70- 16 

Base Medical Stock Record Account 167-1 (CIAPS) 
Base Stock Record Accounts 67-4 Customs and Entry Reqwrements Records 75-2 
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Data Automation Program Records 3� 1 Ground Radar and Tracals Evaluation Records 
Defense Contract Fmancmg Program 177-2 

.. 

Dependent's School Records 2 14-1 

Deployment Records •� • 8  

Depot Accountable Supply Records 67-6 

Depot Mamtenance Records 66-2 

Des1gnabng and Nammg Defense Eqwpment 82-1 

D1S11Ster Preparedness 355-1  
D1Sbursements, Reimbursements, Collection and Contract 177-5 

Records 
DISCharge and Separation 35-9 

D1Spos1tton of RemaJns of Deceased PersoMel 143-2 
Documentation for Serv1cmg Machtne Readable Records 300-2 
Drug Abuse Testing Program 160-7 
Due-In Asset Management and Control Records 67-2 

Education Services Program 213- 1  
Electncally Tranmutted Data Records 105-3 
Electroruc Warfare (EW) Systems 1�15  
Employee Career Development 40-3 

Employee-Management Relations 40-4 

Engineer QuaWicatton Records and Project Control Files 88- 1 

Engmeenng Data D1Stnbution and Control Records 67- 1 5  

Enl1Stment and Reenlistment Records 35-3 

Environmental Health 161 -6 

Environmental Planmng 19- 1  

Eqwpment Matntenance 66-8 

Eqwpment MaJntenance HIStoncal Records 66-3 

Eqwpment Management System 67- 1 1  

Erasable Media 3�4 

Estimates and Fmanc1al Plans 172-2 

Evacuation Plans of Aircraft m Severe Weather 64-2 

Excess Aircraft Disposal Under AF Special Defense Prop- 65-2 

erty DtSposal Account 
Excess and Surplus Property Records 68-2 

Excess Real Property Records 87-4 

F ac1httes Board 86-3 

Factl1ty Dental Records 162-2 

Factluy Folders and Work Control Records 9 1 -6 

Family Housmg Construction Records 90-2 

Fam1hy Support Centers 30-7 

Fmanc1al Property Accountmg Records 177- 1 3  

Fmanc1al Statements and Controlled Reports 177- 1 

Fmanc1al Statements, Schedules and Controlled Reports at 177-3 1 

AFAFC 
Fire Protection 92-1 

Fhght Inspection Records 55-10 

Fhght Operations 60-3 

Flymg Status Records 35-7 

Flymg Tra1DJng Records 5 1 - 1  

Food Service Records 146- 1 

Forecasbng Records and Charts 105-2 

Foreign Nationals 200-5 

Forms Management 9- 1 

Fraud, Waste and Abuse (FW A) Records 123-2 

Frequency Management Records 100-1 

Fuels, Propellants, and Chemtcal Records 144-1 

Fundmg Records 172-3 

General Adn11DJstrat1ve Records of Medical Acttvtues 168- 1 

General Membership Clubs 21 5-7 
Geodesy Records 96-4 

Government-Owned Telephone Service Records 100- 19  

Graphics 95-5 
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