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REQUEST FOR RECdRD&POSITION AUTHORITY:

(See Instructions on reverse)
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JOB NO

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

MNCI-BFU-R1-£3

DAU;BECENED

1. FROM (AGENCY OR ESTABLISHMENT)
DEPARTMENT OF THE AIR FORCE

Sdune 28, /78/(

2. MAJOR SUBDIVISION

Headquarters United States Air Force

NOTIFICATION TO AGENCY

3. MINOR SUBDIVISION

Information Management and Resources Division

4. NAME OF PERSON WITH WHOM TO CONFER

Mrs. Grace T. Rowe

5. TEL EXT

694-3527

In accordance with the provisions of 44 US C 3303a the disposal re
quest, including amendments, 15 approved except for items that, may
be stamped “disposa’ not approved” or “withdrawn™ in columr{

[A-9-82

Date

Archuvistof thUhlited Stales

6. CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby 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 disposal in this Request of
this agency or will not be needed after the retention periods speciﬁed.

[] A Request for immediate disposal.

page(s) are not now needed for the business of

[x] B Request for disposal after a specified period of time or request for permanent

retention.

C. DATE

D. SIGNATU

OF AGENCY REPRESENTATIVE

E TTLE pEppBERT G. GEIGER, Chicf
Information Mgt and Resource Div

JUN 12 1381

7. + DESCRIPTION OF 3. .
ITEM NO (With InClusve Dates or Retention | Periods) AR ACTION TAKEN
DOCUMENTATION MANAGEMENT PROGRAM (Table 12-1)
(Applicable Air Force-wide)
1 The purpose of this submission 1s to update table 12-1. NN-176-
Rules 34-39 are added and disposition authorities | 46

115-107

17, 20 and 31 are changed. Rule 17 covers information
required by documentation management personnel to monitor
the documentation program. We need a flexible disposi-
tion to apply to these files. They may be destroyed when
no longer needed for managerial, administrative or
reference purposes. We reevaluated our requirement for
microform system reports (rule 20). They serve no useful
purpose after/a years; therefore, the disposition,
destroy after)\ ears, meets our administrative needs.
These reports are no longer createds. Rule 31 is governed
by GRS 14, item 19b. Rules 34-39 are new rules. They
cover engineering data service/support (EDSCs) center
documentation. Their retention periods adequately serve
the administrative and reference needs of the Air Force.
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12. Documentation., Theso tables cover policies and proceduren governing the creation, maintenance, disposition, preservation,
storage and retrieval of documentation. They slso include documentation on the management of microform systems, the Freedom of
Information Act Program and the Privacy Act Program, L. .

TABLE 12-1 . '
DOCUMENTATION MANAGEMENT PROGRAM ,
R A B ' c D
u.
* * documents are ' .
: or pertain to consisting of ‘ which are then ' . -
(;RS’(O ” 1 documentation mansge- documcnls pertsining to development, ) *destroy when 6 years old "
y %) ment planning ectablishment, supplementation, and o or when no longer needed i
_dﬂ%) fssuarce of documentation managcment for reference, whichever is o
policies and procedures governing )
conduct of AF- snd command-wide - —} later (notes 2 and 7). . _.
documcutation managemcnt progresm
(see A¥R 12-1) ]
2 files maintenance and files maintunance and disposition destroy vhen superceded, obsolste, M
- disposition forms . ° plan, files disposition control label, or no longer needed, .
o and related papera pertaining to their . s
s preparation and revision .-
K} retirecent, transfer, forms ond rolated correspondence used at officos of destroy when purpose has been
or shipment of °* tc retire, tranarer or ship initistors bLelow served (note 5),
Jocumentation docupentation (pote ) 11Q USAF for documents . :
. , Placed in steging areas *
s 4
4 . .‘\ at office of documenta- | destroy when all documents listed
. ” tion onnager (DM) for have been retired or destroyed
 docuauntn placed in (note 5). :
' stojzing arces .
GRS J 5 ' . : at DM's, documentation | destroy vhen all documents listed e
S Mf3¢. '
. manogcoent officer's have becn decstroyed or transferred tl’
CSa. Q> , {(DMO's) and other _ ] to the National Archives, or when o
\ offices for documents no longer needed for referencs,
retired to records whichever is later [note 5).
) centers . '
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TABLE 12-1 (continued)

R A B Cc D
U
L If documents are
E or pertain to consiating of which are then
6 at DM, DMO, and other offices for destroy after 1 year, or whea no
documents transferred between AF longer needed for reference,
activities and between AF wvhichever is later.
activities and other agencies
7
(RESERVED)
8
(RESERVED)
9 documentation disposition | recommendetions for new or at HQ USAF/DAAD(S) %etire with publication
recommendations revised disposition
instructions for AF record set of AFM 12-50
documentation (see table 5~1, rule 1)
10 at documentation management destroy’l year after disposition
offices réporting directly instructions are published;
to HQ USAF/DAAD(S) 1 year after specific {nstruc-

' tions are received if not
published in AFM 12-50; 1 year
after disapproval; or when no

. longer nceded, whichever is later.
10,1} at activities other than destroy 1 year after disposition
rules 9 and 10 instructions are publlshed;
1 year after specific instructiong
ore received if not published in
AFM 12-50; or 1 yesr after
disapproval,
11 documentation management annual or other reports of at HQ USAF/DAAD(S) ‘destroy after 3 years, or when no
reports documentation holdings °* longer needed for reference or
. and disposition enalysis, whichever is later.(not
12 DMO or DM consolidated reports destroy after 2 years.
13 feeder reports retained by destroy after 1 year.

preparing or intermediate
offices

05-2T KIV



scmlan bt

1"Aad&m‘ 1k microform systems documentation pertaining to | approved systems at HQ USAP/DAA | destroy 6 years after formal
hol v /ﬂ{ (previoualy, documenta- development, establishaent, V| aystem cancellstion
o 6RSIG tion storage and retrieval | issuance of procedures
tens relative to t H
1s (pssr) systems) p:o;os.:. fb;y:p;:;;ll of .approved systems at documenta- destroy when system is cancelled
systeus, changes to approved tion management offices below (EXCEPTION: forwerd to
systeas, cencellation or HQ USAF and .implementing HQ USAF/DAA, system documenta-
i completion of approved offices tion not previously submitted),
Shadd bu+’ 16 systems disepproved systems at destroy 6 years after
Egoé%{ HQ USAF/DAND(S) and MAJCOM/DAD| disepproval.
S g
16.1 dicapproved asystems at destroy 2 years after
originating offices disapproval,
- w,
@RS ’(p/// 17 other documentation documentation related to at documentation management ) destroy when no longer
ssnagement operations requests for filing offices needed for managerial,
C(lutdl’bn? equipment, presentstion of adminiatrative o
treining courses, and other )
documentation ur.ugenent. reference purpos (~0+e 7
— operations not covered bf R. A
o elsevhere G\?M) ?/[5[8&
= |18
19 | * Reserved v =
GRS’(“/” 20 microform systes annusl or other reports st HQ USAF/DAAD(S) * destroy after 6 years.
CSAM¢> reporte of microform syctem
21 " operations, related equip-
Reserved ment and coot data, and
22 summaries of such reports
.™ Reserved
GRS W/QO 23 Freedom of Information correspondence relating .destroy after 2 yeers.
(same Act (FOIA) Progres to adainistering the FOIA ‘ .
GRS/%b%aﬁ) 24 requests for information granting sccess to all requested
CSQW\Q—\) . records
Ifﬂ%b b4 .1 official file copy dispose of according to
GRS » of requested records disposition instruction
CSWM&) for the related record,
or with the related FOI
‘request, whichever is
later.
25 requests for informa~ [responding to requests for destroy after 2 years.

ssidflda
(2) @)

( same>

tion

non-existing records, to
requesters who provide
inadequate descriptions,
and to those who fail to
pay requlired feces
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TABLE 12~1 (Continued)-

33

05-21 RaV

collection sheects, and
relutcd accountaedle
documents

(see’note 3 below.)

R A B c. D
u
L If dacuments ere * th
E or pertsin to consisting of which are en
26 | Freedom of Information denials of access to all or not appealed destroy after 5 years,
Act (FOIA) Program part of records requested
27 (continued) appealed destroy 4 years after final
denjial by the Secretary of the
Alr Force, or 3 years after
final adjudication by courts,
whichever 18 later.
27.§ official file copy of dispose of according to
% requested records under dispositign instruction
appeal for the related record,
or with the related FOI
request, whichever is
later,
28 files maintained for control | at FOI Managers' offices de}troy S years after date of
. purposes, including . last entry.
reglisters and similar
ot documents listing date,
nature of request and name
and address of requester
29 annual report to the at HQ USAP retire as permsnent. (note 8)
- Congress . 5
30 | * Regerved )
K} other reports *destroy after 2 years or when
no longer needfor admini-
strative use, whichever 19
sooner,
32 receipts for monies, cash st FOI Managers' offices see table 177-17.

legal opinions

‘ses table 110-1.

-~
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TABLE 151  (contigued)
R A B C D
u
L If documents are consisting of which are then
E or pertain to
3KSMﬂ%*34 engineering data documents pertaining to | at documentation destroy 6 years after
(&mdpk seE!tée/support development, establish- | management office system cancellation.
cefiters (EDSCs) on | ment, supplementation, in HQ USAF, HQ (Note 7)
on non-AFLC bases and issuance of manage-~ | Separate Operating 1
(Note 6) ment policies and pro- Agencles, HQ Major
cedures governing ESCs Commands and HQ
or other comparable Direct Reporting
systems Units
35 requests for establish- |at approving offices| destroy 1 year after
ment, supporting docu- termination of system.
ments and approval/ .
disapproval correspon-
dence
36 at implementing destroy upon termination
offices of system.
k37 disapproved destroy 6 years after
at documentation disapproval or on in-
management office activation, whichever -
at HQ USAF, HQ is sooner.
Ma jor Commands, (Note 7)
HQ Separate
Operating Agencles
and Direct
Reporting Units
k3 8 disapproved destroy after 1 year.

at originating
offices




TABLE

12-1 _(Contipued)
R A B C D
U
L If documents are consisting of which are then
E ot pertain to
*39 1 engineering data reference copies of data at the EDSCs

and drawings

maintained to service
requesters

PIEANEIR

NOTES: 1.

2.* If the docu

according td

3. When small 1
rule 24,

4, See NOTE in
receipt for

5. Forward to t

6. Documentatid
non-AFLC ba
result of Af
disposed of

7. Retirement

8. Records will

recoxrds are

entation results in the 1ssua
Table 5-1.,
olume makes {t more practical

Chart 7-3, this manual,
classified documents.

he next higher documentation i
n created as a result of AFR ]
es, will be disposed of per tI
67-28 prescribing directivg
per 67-series tables in this n

for pr

to Federal Records Center is nq

be offered to the National Af
15 years old (e.g., 1970-74 rq

ce of a publication, it 1

destroy when superseded,
obsolete, inactive, or
when purpose has been
served, whichever is
sooner. (see T67-15R5).

s handled

file and dispose of wit

ocedure when the SF 135

documentation 1in

8 used as a

anagement of fice on inactlivation.

2-41, prescribing direct
is table. Documentation
for EDSCs located on AFI
anual,

t authorized.

ve for EDSCs on
created as a
C bases will be

chives in 5-year blocks ghen the most recent
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