REQUEST FOR AUTHORITY
TO DISPOSE OF RECORDS

(See Instructions on Reverse)

" LEAVE BLANK T

TO: GENERAL SERVICES ADMINISTRATION
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

DA):B RectAkp 1977 JOB NO: -
NC1 o el 3 I X

NOTIFICATION TO AGENCY

1. FROM (AGENCY OR ESTABLISHMENT)—

DEPARTMENT OF THE AIR FORCE

2. MAJOR SUBDIVISION itoms that may be o
o STRATION

3. MINOR SUBDIVISION

BOCUMENTATION SYSTEMS DIVISION

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT.

MR, K. J. Bilek 767-5321

In accordance with the provisions of 44 U.S.C. 3303a the dis-
posal request, including amendments, is approved except for
items that may be stamped ‘‘disposal not approved’' or ‘‘with-

6. CERTIFICATE OF AGENCY REPRESENTATIVE:

2-7- 7? <,AAMM@L/
(Date) Archivist of the United States

1 herﬁi certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency’s records; that the records proposed for dispesal in this Request of
page(s) are not now needed for the business of this agency or will not be needed after the retention periods specified.

TIRDERT G. GEIGLR, Chied
PRosvaentaticn Systomis Disisics

Nirsctnr=tn n{ APminjctperiemn

Date (Signature of Agency RepresentAtive)

1.5 JaH W7 %/ﬂ/ é éﬁw/

T (Titte)

7. 8. DESCRIPTION OF ITEM
ITEM NO. (With Inclusive Dates or Retention Periods)

9

: 10

SAMPLE OR 5
JOB NO. ACTION TAKEN

COHTROL DOCUMERTATION (16~-2)

1 See attached table 10-2, rule 8 which reduces the NN
retention period from 2 years tc read 1 year. 176~-33

ADMINISTRATIVE COMMUNICATIONS DISTRIBUTION

(Applicable R2ix Force-wide)

It has been determined that 1 year is sufficient

length of time to retasin a document receipt in
case the container receipt has not been returne
oracer action is always initiated 30 days after
package has been dispatched and is resolved
within the current year. 7This retention period
will adeguately serve all administrative, legal
reguirewents of the Air Force.

TR e egcsy = 2 A

STANDARD FORM 115
Revised January 1973

Prescribed by General Services

Administration
FPMR (41 CFR) 101-11.4

VA
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TABLE 10-2

ADMINISTRATIVE COMMUNICATIONS DISTRIBUTION CONTROL DOCUMENTATION

R A B C D
U
L | If documnents are or oonasisting of which are then
E | pertain to -
icati sstribut imi ; ine distributi destroy when purposc has been
1| communications distribution forms or similar media uscg tofd_etermme dlstnbun.on served, or aftcr% r;ponths, which-
made ol incoming communica- { ever js sooner, except rules 1.1
tions and 2
1.1 ?reparcd for subject routing of | destroy when superseded or
- erminated me traffic by = ] obsolete
the message distribution function
v of Telecom Centers
2 message registers/| destroy when purpose has been
ssage Tegl o8 served, or after 6 months, which-
ever is sooner.
3 administration communication message/conegondepcc review/ [ used to review message or corres-§ destroy when purpose has been
reviews, time surveys and re- improvement check-lists, com- gonden_ce management and to served.
sults of time surveys munication transit time surveys, | determine average transit time
and similar documents of dispatched communications
to other organizations or bases
4| [RESERVED]
51 suspense control extra copies of communica- reminders that on a given destroy when reply is received
tions, forms, notes, etc. date an action is required or or action is completed,
a reply to an action is
6 fite copies of transitory expected destsoy when purpose has been
communications served, or file with transitory
material per table 10-1.
7 file copies of nontransitory incorporate and retain with
communications appropriate record series per
other tables.

8] accountable communications accountable container receipts used to obtain a receipt for * destroy on return of signed

control  (see note) accountable containers dis— document receipt, ot after 1
patched/received via registered ¥:§éi;:vt e}r; &sg%:;cam gg{,‘;‘_t
mail tion transfer system, distribu-

tion office or other messenger.
-

9 used to obtain a receipt for destroy on return of signed
accountable containers dis- document receipt, or after 1
patched/received via other than year when used as an intransit
registered mail or inter-office receipt by the basc information
distribution transfer system, distribution »

office or other messenger.
10 used to obtain a receipt for destroy after 1 year,

accountable containers in
pouches or other consolidated

maeilings
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