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(See Instructions on reverse)
 

NCI-Af:u~78 50 
TO: GENERAL SERVICESADMINISTRATION, 

__ N_AT_IO_N_Al_AR_C_H_IV_ES_AN_D_RE_C_OR_D_S_S_E_RV_IC_E_, _W_AS_H_IN_G_TO_N_,_D_C _204_08 __ --.; DATE RECEIVE~UG· 1 tn"s 
1. FROM	 (AGENCY OR ESTABLISHMENT) IVII 

DEPARTMENT OF THE 
2. MAJOR	 SUBDIVISION 

• '" In accordance with the orcvrsions 01 44 USC 3303a the disposal reo_D_l_r_e_c_t_o_r_a_t_e_o_f_A_d_m_l_n_l_s_t_r_a_t_l_O_n-----------1quest, Including amendments, IS applOved except for Items that,may 
3. MINOR	 SUBDIVISION be stamped "drspcsal not approved" or "withdrawn" In columrl 10 

Information t and Resource Division 
4. NAME	 OF PERSON WITH WHOM TO CONFER 5. TEL. EXT. s 
Mr. C. C. Ratcliffe	 67-4502 

6. CERTIFICATE OF AGENCY REPRESENTATIVE. 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records;
that the records proposed for disposal 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. 
o A	 Request for immediate disposal. 

Ii] B Request for disposal after a specified period of time or request for permanent 
retention. 

E. TITLE HERBERT G. GEIGER, thief 
Information Mgt and Resource Di" 

7. 8. DESCRIPTION OF ITEM 9. 10. 
ITEM NO (With Inclusive Dates or Retention Periods) SAMPLE OR ACTION TAKEN 

JOB NO. 

TELEPHONE AND TELEGRAPH SERVICES AND C-E 
FACILITIES ACCOUNTING RECORDS (100-13) 

(Applicable Air Force-wide) 

1	 The attached Table 100-13 contains recommended NN 170-
new rule to provide retention period for confi- 33
 
dentiality statement maintained for each switch-
board operator.
 

The recommended disposition criteria is adequate

for Air Force purposes.
 

A copy of Table 100-13 is provided for your ease 
of reference. 

??ule. II) Ta.ble. JOO-13 

115-107	 S NDARD FORM 115 
e vt se d April, 1975 

rescnbed	 by General Services I 
Administration 

FPMR (41 CFR) 101-11.4 



TABLE 110-13 1 
TELEPHONE AND TELEGRAPH SUVICES AND C-E FACIUTIES ACCOl'NTlNG IlECOIlDS I 

,"
R A B C D
 
U
 
L If decumenh are or _dti ....1 whiehare l ....
 
E pertain to 

1 unofticial teJecraph lervieea	 telqraph company standard deatroy 6 montlta after euto«.
 
forma, inciudinc reeords of
 
JDMDCe deliveries. incominc
 
money orders. recistel'l of
 
money order drafts iaaued or
 
voided. money order applica-
tions. prenumbered reeeipta
 
to aendel'l of money orders.
 
and related records
 •-

2	 daily calh record (telecrapla); clntroy 1 year altd 1 mosth
 
eaah collection voucher; alter dose of the FY in
 
monthly bills for unofficial wbich final payment is .....
 
telecraph IneHale!l. tele- provided there are no out-
craphie money orders. ltandinc discrepancies for
 
public vouchers for purchues which corrective action ...
 
and servieea other than ..-- been prescribed by A.FAFC.
 
IOnal. and related reeordl
 

3 telephone toll calls	 toll tickets and reports of destroy when purpote ....
 

authori.d calls (AF Form been lefVed. (Eiu,ticm:
 
1072) Dntroy toll tickets, uaed
 

.for ehet-kin( telephone c0m-

pany bills or Hats of author-
ised calls. after 6 months.) .-

4- telephone. telecraph. vouchers (except toll tieketl. destroy after 2 years.
 
telautocraph, and non- lee rule 3). venders invoiees,
 
tactical radio aecountinc and related eorrnpondeDft
 
records
 

5 telephone diredorin	 record let of each published at the iuuinc activity destroy when new con-

directory, with all back- selidated directory is issued,
 
around material. except or when obsolete,
 
material in rule 7
 L.__ 



, 

7 

• telephone and teIecrapb 
credit cards 

, 
-t 
w "" 

1.	 operatioaa eont1'ol 
records 

11 co~fidentiality
-)(.	 st.at.ement s 

nonreeord copies 

forma of communication 
.ernce authorization a aDd 
related correspondence 
~i. the issuance or 
eaneeUation of credit 
carda 

eNditeards 

performanee naluatioDa, 
atation activity recorda, 
reports of customer 
comRlaints and inquires, 
traffic samples and records 
of trouble reports 

statements signed
by each telephone
operator that they
are acquainted. with 
the confid.ential nature of their 
Hork 

consolidated current card 
deck or equivalent manu-
let'ipt doeumentl from 
which tM conlOlidated 
directol'7 ia compiled, 
and iDdividual carda or 
equivalent manuscript 
document. pertaining 
to a apeeific penon or 
lIdivity 

cancelled 

deatroy when auper-.ded 
or oIMolete. 

see table 11-1. 

destroy 1year after can-
eell.tion.
 

returned to the actiTity 
initiating the commUDM:a-
tion 8el'Vice authorill.tion 
for tranami .. ion to eom-
mercial eomP4'n7. 

destro7 after 3 months. 

de st.roy 1 Yf'8.r
af't.e r termination 
of cut.y as sv i.t.ch-
'ooard operator. 

..
 

•
 


