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

2.	 MAJOR SUBDiVISIONDIRECTORATE OF ADMINISTRATION (HQ USAF) In accordance with the prnvrsions 0144 USC 3303a the disposal re 
__________________________ ---11 Quest Including amendments. IS apPloved except for Items that.may 
3 MINOR SUBDIVISION be stamped disposal not approved or 'withdrawn" In column 10 

DOCUMENTATION MANAGEMENT 
iJ NAME OF PERSON WITH WHOM TO CONFER	 s, TEL E)(T 

S/31¥2- ~J6dMR. D. F. SHUELL	 43527 O;',e A" ',,1, 1/ "f ,II,. (i III"'" S tate« 

G CERTIFICATE OF AGENCY REPRESENTATIVE 

~ hereby certify that ~am authorized to act for this agency in ma~ers pertaining to the disposal of the agency's records; 
that the records proposed for disposal ill this ReQuest of pagets) are not 110W !leeded for the busness of 
thrs agency or wi~i not be needed after the retention periods specfred. 
D IA R@qu@s~tor Irnrnedlate disposal. 

[i] ~ R@qu@s~for disposal after a specltled period off time or request tor permanent 
retentton. 

COATE	 Il<. TITLE 'lMal 
15 APR 1982 Itecumentltion M3ltagement Branch 

Imormation _ 
1. !l SCRIPTION OF ITEM !II. ~@. 

ITEM NO (With lnclusrve Dates or Retention Periods) SAMPLE OR ACTION TAKEN 
JOB NO 

ADMINISTRATION OF POSTAL ACCOUNTS 
(TABLE 182-1) 

(Applicable Air Force-wide) 

The purpose of this submission is to change the disposi- NCI-AFU-
tion of documentation pertaining to money order business 80-44 
and stamp sales. The change is required to comply with 
United States Postal Service (USPS) administrative 
guidelines for documentation maintained by military post 
offices. 

This recommended change has been coordinated with GAO. 

The recommended time limits will meet Air Force and
 
United States Postal Service requirements.
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:ADMINISTRATION OF POSTAL ACCOUNTS
R r~	 '_' ~l' nI'--~~----~~~~----~--~~--------------------------~'----------------------T--------------------------~----~A~ : ~ ~	 ! 

t ~ I rr documents arc consisting of which are chen'
I l! or pertain to
 

1	 ~.----------------------~----------------------------~----------------------_4---------------------- ___money orders report.s	 accumulated in connec- destroy after 2 years (Note)~ 1 
tion	 with postal func- .~-	 * tions or for verifica-, 2 records of money order forms tion destroy after 2 years

I and funds transactions .x-
! ,----~---------------------~~-----------------------------~

3	 daily record of stamp stamps, stamped paper, non-

sales postal'stamps on hand ..
 

I
f* stamp stock reqisitions	 destroy after 2 years (Uindo,,,

clerk copies - destroy upon . 
completion of next audit. ) !••	 !I~*---+-------------------------r---------------------------------Q * 5	 (RESERVE?) (RESERVED) 
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182. •Postal Operations and Of'tic1al Mall ~t. Theae tables cover disposition of documentation 
pertaining to policies, procedures and instructions governing worldwide postal operations, postal finance 
services, and official mail management and accountability; include operational instructions for air post
offices CAPOs), aerial mail terminals, base information transfer centers, mobile distribution systems,
mail directories, and transportation systems. 

TABLI~ 182-1 I 
ADMiNISTRATION OF POSTAL ACCOUNTS I 
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It dow.nta are 
or pert&iD to 

money orders ../ 

daily record of stamp sales If . 
I 

stamp stock t/ 
trust fund account 

record ot po.tap _ter
operaUou
(DOtcoqred Iv rule 14) 

audits 

.tbed credit receipt(a) 

funds and purchase order 

licnee to 1188 otticial
 
postage ... tera
 

Quarterl¥ Postage'

Expenditure Report
 

B 

cone1atlq ot 

reports
~---------------------------Iwith 

records of money order forms and 
funds transaction, 

stamps, stamped paper, non-poste] 
stamps on hand 

requisitions
\, ,. , I 

records of postal fuuds on hand or 
witndrawn 

Poetal Semce ud Air Force 
toJ'U uaed to ada1Dlatar 
poatace _tara 

fbatal Samce tonu ueed 
to docuent .Ulqa witb
peralt !apriDt
 
APO audit summaries
 

fixed Credit audit sheets 

fixed credit inventory record " 

rbed credit receipt 
tona 

unit maD clerk's receipt 

PS Fora 360l-A 

Quarterly Postage

Expenditure Report
 
torTllS 

c	 D 

wblcbare 

accUIIIUlatedin connection
 
postal functions or for


verification	 fdcslr0}l1 ycu!$aftcFalt-emfl~""
 
.arc complete.
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deetr07 1TNr attar tona 1&~ ~-- , , co.ple~f or data ot tiDal 
" s , entl'l, Vh1cbeverla later. 

deetro)r 1yO&I' atter date 
ot _1l1Dg. 

destroy efter 1 year. 

destroy after 6 months. 

destroy I year after reassignment, " , 
of individual inventoried. 

destroy vbeD the tbed 
credit la turned iD. 
destroy after I year. 

at otficee using	 return to HQ USAF/DAA(S)
postage meters	 upon relocation or
 

tel'lllination of POlltage
 
.eter operation •
 .-----------------.------.----~-

at HQ USAF/DAA(S)	 forward terminated
 
licenses to USPS.
 

deatroy after 1 yoar, or 

--Qwhenn.) lODler 'Ieedsd for
rflfureDce, whichever ia later_ 

NOTE: Destroy verification copy after verification or completion of corrective actions, 

'1 tt" ;91"\ 1 ... , t ..I~:,-orr ...!q"----'1 '1:'1': 1·.·~r·rl"!"': 


