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REQUEST FOR AUTHORITY •

TO DISPOSE OF RECORDS 

(See InstructIons on Reverse) 

GENERAL SERVICES ADMINISTRATION
 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408
 

1.	 FROM (AGENCY OR ESTABLISHMENT) In accordance wIth the provIsIons of 44 USc 33031 the drs-

DEPARTMENT OF THE AIR FORCE USAF posal request, ,"cludlng amendments. IS approved except for 
~~~~~~~~~---"~~~=:""":~==~--=-::~--=-==-=-------j	 Items that may be stamped "dIsposal not approved" or "WIth-
2. MAJOR SUBDIVISION	 drawn" '" column 10 Directorate of Administration 
3. MINOR SUBDIVISION 

Division 
5. TEL EXT 

1-29219 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certIfy that I am authorized to act for this agency In matters pertarrung to the disposal of the agency's records, that the records proposedfor disposal," thIS Requestof 
-2- page(s) are not now needed for the busrness of this agency or Will not be neededafter the retention periods speerfred 

H£nE.Er.- G. Gf:.!~EP.,C" :f 
DeCUil1JI1tEit,::;,; S::;;~emsLt, l:::.1l1l 

1!¥~~t3 iiIAumltm~tI.:inlin - - - ---~--- -- -
Date (TItle)
 

9.7. 8. DESCRIPTION OF ITEM	 10.SAMPLE ORITEM NO (With Inclusive Dates or Retention Periods)	 ACTION TAKENJOB NO 

CLASSIFICATION AND ASSIGNMENT RECORDS (35-4) 

(Applicable Air Force-wide) 

Clearance Records. The attached change to AFM NN-170 33 
12-50, table 35-4, rule 22 is to provide more 35-4-2 
adequate disposal standards for in-processing
clearance records. At present both in and out 
processing records are maintained for six months. 
The proposed rule 22.1 would allow units to 
destroy in-processing records which have no valu 
once all the incoming documents of the field 
personnel records and relocation actions are com 
pleted. Rule 22 would be changed to include onl 
out-processing forms. The proposed disposition
of destroy when all relocatable documents are 
present and accounted for is considered adequate
for Air Force needs. 

115-106	 STANDARD FORM 115 
ReVisedJanuary 1973 
Prescribed by General Services

Administration 
FPMR (41 CFR) 101-11 4 
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- - - - -- -

· TABLE 35-4 (Continued) 
-	 -. ---- - -

18 individual duty status cards cards used for military personnel	 destroy 6 months after card has
 
been filled, theindividual
 
separated, or on macuvation,
 
whichever is sooner.
 

I-
19	 cards used to record attendance retain as long as needed for audit
 

of contract technical service and purposes; destroy.
 
Similar personnel
 - -r-

20 sign 10/ou t registers	 documents which record arnval, in prepanng Unit 1testroy after 3 months.
 
departure, signature, and other
 , 
data 

, 
21 personnel status reports reports prepared by Units colo-
r cated with a servicing CBPO to 

report duty status changes .. 
I-

21.1	 10 CBPO work Unit destroy after 1 year. 

212 duty status change messages	 messages prepared by Units geo-
graphically separated from a
 
servicing CBPO to report duty
 
status changes
 

1-
,213	 In preparing Unit destroy after 3 month. 

22 clearance records	 ~ forms used to assure properGi destroy after 6 months
 
jiu£lprocessirig from an activlty~
 
.on PCS.dOl'TDY (note 3} :-T
 --_._-~ 
forms used to assure	 des't~y when 81122'.1 
in,;:processing J!Om an relocatable docu-

"* activity_on pes ments are present

and accounted.for.
 
, 
I 

1 

23 exchange officers	 reports submitted to officer's prepared by Allied officers tlestroy 5 years after exchange
 
home service officer returns.
 

I--
24 case flies of adrrunistratrve docu- on USAF and Allied officers destroy 1 year after completion
 

ments assignment, or when no longer
 
needed, whichever IS sooner.
 




