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\. REQUEST FOR ~ECORDS DISPOSITION AUTHORITY
 

(See Instructions on reverse)
 
JOB NC ]:-~r- 78 52 

TO GENERAL SERVICES ADMINISTRATION,
 
__ N_AT_IO_N_A_L_A_R_CH_IV_E_S_A_N_D_R_E_CO_R_D_S_S_E_RV_IC_E_, _W_A_SH_IN_G_T_ON_,_O_C_2_04_OB -l DATE RECEIVED
 

1. FROM (AGENCY OR ESTABLISHMENT) AUG 11	 1978 
DEPARTMENT OF THE AIR FORCE NOTIFICATION TO AGENCY 
2.	 MAJOR SUBDIVISION 

In accordance wltn the provrs.cns 01 44 USC 3303a the disposal re 1947 Administrative Support Group (HQ USAF) Quest. including amendments. IS approved exceot lor Items that/may 
3. MINOR SUBDIVISION	 be stamped "msposa' not approved" or "withdrawn" In COlumn 10 

Information t & Resources Division 
4. NAME OF PERSON WITH WHOM TO CONFER	 5. TEL EXT P 25 1978 

Mr. K. J. Bilek	 767-4496 
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 5 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. 

[XJ B Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE	 E. TITLE 

Information Mgt and Re$ollrce Diy2 8 JUL ,.:,]8 

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

MANAGEMENT ENGINEERING RECORDS (25-1)
(Applicable Air Force-Wide) 

1	 The management engineering table 25-1 has been NCI-

revised in its entirety to provide disposition AFU-

instructions for all documentation series hereto- 77-88
 
fore not previously addressed. The Air Force
 
management engineering program (MEP) is respon-
sible for providing management advisory service
 
at base and command level, and Air Force-wide.
 
Air Force commanders use this service to carry

out the command mission efficiently. As a basic
 
part of the Air Force manpower and organization

function, the MEP contributes to the primary

objectives of the DOD Productivity Program: tha
 
of achieving the optimum growth of productivity.

Through the use of the management engineering

discipline, the MEP determines manpower require-
ments for functional activities. The retention
 
periods will adequately serve all Air Force
 
requirements.
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25. Management EaPneering. These tables cover documentation relating to g~neral policies and procedures governing the conduct of management 
advisory studies and work measurement	 program, as well as boards and committees. 

TABLE 25-1 I 
MANAGEMENT ENGINEERING	 RECORDS 1 
R	 C DA	 B 
U
 
L which are then
If document. are or pertain to	 COIUiItillJ of 
E 

I management advisory stud} records	 * management advisory study pro- * approved proposals or requests * destroy 3 ye.irs after implcmcntation
 
posals/requcsts, IIith documentation maintained by AF:'IIEA for AF studies; action is taken on the management ad-

required by AFR 25 -5 for requesting MAlCOM for command studies or visory study report. or 2 years after reo
 
the conduct of a management advise- Command Management Engineering jec tion of management advisory study
 .,ry study	 Team (CMET) for base peculiar report. 

studies r--
2	 * disapproved proposals/requests destroy 1 year after disapproval action.
 

maintained by AF~IEA, MAlCOM
 
orOIET
 

r--
3	 * management advisory study reports. * approved for implementation and destroy 3 years after implementation of
 

with documentation required by AFR maintained by AFMEA for AF studies; the study recommendations.
 
25-5 for submission of management MAJCOM for command studies or
 
advisory study reports CMET for base peculiar studies
 r--

4	 * rejected by the approving authority * destroy 2 } ears after study
 
and maintained by AFMEA, MAJCO~I rejection.
 
orOIET
 

~ 
5	 * management advisory study * prepared and submitted by the man- destroy 3 years after submission date.
 

abstracts agement engineering teams to MAlC01\- •
M&Os and SOAs r--

6	 submitted semiannually by MAlCO~1
 
M&Os and SOAs to and retained by HQ
 
AFMEA for cross reference and
 
expanded application
~-

* 
7 management advisory study abstract prepared by HQ AFMEA and distribu- destroy when su perseded by nell' index.
 

indexes ted to all MAJCOM management
 
engineering staffs for cross reference 
and expanded application 

: 
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TABLE 25-1 (Continued)1 
R A
U 
L 
E If I!oc:U1MIlU are 01 pertain to 

manpower standards study records 

-
9 

-
\0 

-
II 

~ 
12 

o""""
I -

13~- .. 

-
14 

.........--
15 

~ 
16 

r---* 
17 

r---

18
 

* 

* 

-


B 

c-man,of 

* manpower standards study prelim-
inary plan (PRELIM-PLAN) 1\ ith doc-
umentation required by AFR 25-5 

* manpow cr standards study prelim-
inary report (PRELIM-REP) and man-
power standards study measurement 
plan (MEAS·PLAN) with documenta-
tion required by AFR 25-5 

manpower standards study measure-
ment report (MEAS-REP) and other 
manpower standards source data as 
requested by MEAS-PLAN, but not 
necessarily included in the standards 
FIN-REP. Note: Includes standard 
data input computation, measured man-
hour records, workload factor records. 
work unit production records, OPR con 
currences and comments 

C 

which are 

* for AF standards at functional man-
agernenr engineering team (FMET) 

* for AF standards developed by a 
designated AF lead team but main-
tained by AFMEA 

for command standards at command 
lead team 

for AF standards at ~fAJCOMs, SOAs, 
input teams and HQ AFMEA 

for command standards at MAJCO~I>. 
SOAs and input teams 

* for AF standards at functional man-
agement engineering team 

for AF standards developed by a desig-
nated AF lead team but maintained by 
AFMEA 

for command standards at command 
lead team 

for AF standards at MAJCOMs, SO ..\;. 
input teams and HQ AFMEA 

for command standards at ~AJCO~h. 
SOAs and input teams 

for AF standards at functional manage-
ment engineering team 

D 

then 

destroy I year after \ crification that 
standards are -uper-eded, obsolete 
or upon inactiv arion of activity to 
IIhich standard, applv, 

* destroy after publication of the 
manpower standard. 

destroy I year after I erificatlon that 
standards are superseded, obsolete or 
upon inactivation of activity to which 
standards apply. 

destroy after publication of the man-
power standard. 

destroy I year after I erification that 
standards are superseded, obsolete or 
upon inactivation of activity to which 
standards apply. 

•
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19 

* 1---

for AF standards developed by a dcsig-
nated AF lead team but maintained by 
AnlEA 

I 
I 
! 

]0 for command 
lead team 

standards at command I 

~ 
21 

~ 

for AF and command standards at 
MAJCOMs or participating input teams 

destroy after publication
FvJli.(" Sto.\'\dQnL 

of t~~:lan- ' 
C~ ~MI~ 

n 

* -
manpow er standards study final 
report (FiN-REP) and proposals \\ ith 
documentation required by AFR 
25-5 Note: Includes supporting com-

for AF standards 
ment engineering 

at functional 
team 

manage- destroy 1 year after' erification that 
standards are superseded, obsolete or 
upon inactivation of activity to which 
standards apply. 

: 

! 

putations. computerized output pro-
23 

* -
ducts. program estimating equations. 
program management data, applica-
tion plans and reports 

for AF standards developed by a de-ig-
nated AF lead team but maintained by 
AFMEA 

,, 

24 for command standards developed by a 
command lead team 

~ 
25 

* f--

26 

* 

computerized output products per-
taining to the unadjusted input data 
(raw data) such as operational audit 
detail, summary lists, data analyses. 
and regression analysis products 

for AF standards at functional manage-
ment engineering team 

for AF standards developed by a dcsig-
nated AF lead team but maintained by 

AFMEA 

destroy 1 year after implementation 
of standard or after the input data 
sen es no useful purpose in any 
specific data collection or analysis 
project, which e, er is longer. I 

f--
27 for command standards developed by 

command lead team 
~ 

28 

* 

i---

29 

* 
f--

30 

standards currency review documen-
tation including review process, par-
tial rerneasurcment, data analysis, re-
vised equations and manpower tables 
as appropriate 

documented manpower guides defin-
ing manpower allowances with sup-
porting documentation 

for AF and command standards 

at the preparing activity 

at the using activity 

destroy on the same basis as the 
original FIN-REP to which they 
pertain. 

destroy 1 year after guide has been 
superseded or determined to be 
obsolete. 

destroy after guide has been super-
seded or determined to be obsolete. 

• 
~ 

31 

* 
disapproved 
proposal 

manpower standard MAJCOM or SOA prepared studies 
and have been coordinated through 
the functional management engineer-
ing team or HQ AnlEA study staffing 

destroy 2 years after disapproval as a 
standard or if it is determined that 
the proposal can be used as a man-
power guide, then rules 29 and 30 

process apply. 
I---

32 existing reports and supporting do » for AF or command standards destroy 2 years after cancellation. 

* 
umentation 
have been 

for standard studies tl , t 
cancelled during develop-

ment 
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TABLE 25-1 (Continued)l 

R 
U 

A B C D 

L 
E If IIocuJnellQ aR ~ pertain to cOllJi8tiJlJ of wmch are then 

33 

* 

r--
34 

* 

Air Force manpower standard 
(AFMS) (AFR 8-10) 

record set (ArR 5-1) of each publi-
cation. which includes a printed copy 
of each issuance; edited manuscript: 
document showing signature of ap-
proving au thority ; document show ing 
latest annual review by approving au-
thority and related background such 
as documents relating to developing. 
coordinating, and issuing each 
publication 

at issuing activity 

at preparing activities 

retire as penn anent (see note I. 
table 8-1). 

destroy 1 year after AFMS is super-
seded, obsolete or rescinded. 

35 

*-
36 

command management engineering 
program status and schedule. (ReS: 
HAF-PRM(Q) 7121) 

AF Form 29, command management
engineering status: and AF 501. com-
mand management engineering pro-
gram schedule 

prepared by ~1.-\JCOMs and SOAs 

at HQ MEA 

destroy 

destroy 

3 years after date of report. 

when purpose has been served. 

* 
37 

* 
Air Force MEP master schedule schedule IIith related documentation at MAJCOills and SOA~ destroy 1 year after schedule has been 

superseded or IIhen purpose has been 
served. c---

38 at HQ AFME.-\ or using activity destroy when purpose has been served. 

* 

• 


