REQUEST FOR RECORDS DISPOSITION AUTHORITY

LEAVE BLANK

. JOB NO
(See Instructions on reverse)

el HFESBS )b

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

DATE RECEIVED

2 L)=-°5—

1 FROM (Agency or establishment)

DEPARTMENT OF THE AIR FORCE

NOTIFICATION TO AGENCY

2 MAJOR SUBDIVISION

Directorate of Administration, HQ USAF

3 MINOR SUBDIVISION

Records Management Branch

not required

In accordance with the prowisions of 44 USC
the disposal request, including amendments, 1s approved
except for items that may be marked “disposition not
approved’” or “withdrawn’ 1n column 10 If no records
are proposed for disposal, the signature of the Archivist is

33C3a

I NAME OF PERSON WITH WHOM TO CONFER

Ms L. S. Slenmita

5 TELEPHONE EXT,

694-3527

DATE

G-13-85

ARCHIVIST OF THE UNITED STATES

6 CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authorized to act for this agency 1n matters pertaining to the disposal of the agency’s records,
that the records proposed for disposal in this Request of ____ 9 _ page(s) are not now needed for the business of tnis
agency or will not be needed after the retention periods specified, and that written concurrence from the General
Accountung Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, 1s

attached

A GAO concurrence D is attached, or [ﬂ IS UNNecessary

8 DATE C SIGNATURE OF AGENCY REPRESENTATIVE O TITLE
e . GRACE T. ROWE
2-14-35 9%61 ce | @&u"f Records Management Branch
7 " 9 GRS OR 10 ACTION
ITEM 8 DESCRIPTION OF ITEM SUPERSEDED | TAKEN
NO (With Inclusive Dates or Retention Periods) CleTBION (NgchS#SE
TABLE 182-1 (Revised)
ADMINISTRATION OF POSTAL ACCOUNTS
The revised Table 182-1 identifies the form records
spocifically to simplify recognition of each records series at
postal activities. All the rules of Table 182-1 are shown so
that we may obtain one NARS' job number to cover the records
described in this tabdble.
1. Rule 1: disposal standard continues as below except it now
shows the NOTE,that was at the end of the table, as an
EXCEPTION:
destroy after 2 years (EXCEPTION: destroy
verification copy after verification or
completion Of corl‘ective action). e0e00OOOGCOIOILIOGYS Ncl-m.az-L'?’ 3 M&y 829
item 1.
2 Rule 2: disposal standard continues as:
deatroy &fter 2 y‘ars. [ NN NN NN ENNENN] Nm—&m—a2—4’7, 3 my 82
item 1.
3 Rule 3: (formerly rule 4): change to: )
d‘atmy mer 6 mnthﬂ. Q@O0 0 06000 s00 00000000 Gm 12’ 1tw &
from: Ez LTew %&
deﬂtmy afterzyeara. S0000000ccs0csnscsee g%ﬁ j-8‘b-47, 3’4&’82,

115-108 C°P7 1406 m‘i‘*’% B/ ff/ﬁJ}Z/ﬂb’/%SN 7540-00-634-4064

STANDARD FORM 115 (REV 8 83)
Prescribed by GSA

FPMR (41 CFR) 101-11 4
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‘ JOB NO. PAGE
REQUEST FOR RECORDS DISPOSITION AUTHORITY — CONTINUATION 2 o 5
7 8 GRSOR | 10 ACTION
ITEM 8 DESCRIPTION OF ITEM SUPERSEDED TAKEN
NO (With Inclusive Dateg or Retention Periods) ClTig'?ON (Ng:f#SE
4 Rule 4: (formerly part of rule 4): disposal standard
continues as:
destroy upon completion of next audit. cecesses NCl-AFU-JO-A?, 3 May 82,
itenm 1.
5 Rule 5: new rule; request approval of disposal standard:
destroy 1 year after completion of form.,
() Rule 6: new rule: request approval of disposal standard:
destroy when credit is received from source
of supply.
7 Rule 7: (formerly rule 11): change to:
destroy 90 days after transaction completed.
from:
destroy after 1 year. eesssessssecssecsscss| NC-174-160, 29 Mar 74,
item 1.
8 Rule 8: (formerly rule 12): dispoeal standard continues,

slightly reworded, as:

return to HQ USAF/DAQA(S) when postage meter
operation is relocated or terminated.

9 Rule 9: (formerly rule 13): disposal standard continues as:
forward terminated license to US Postal Service
(UsPs).

10 Rule 10: (formerly part of rule 6): request approval of
disposal standard that continues as follows to meet USPS
requirements:

destroy 2 years after date of final entry.
from:

destroy 2 years after form completed or 2 years
after date of final entry, whichever is later.

(prior to the above 2-year period that met USPS
requirements, a l-year period had been specified in
this mtmction) G0 0000000090000 000000000000000 0 NCl-AFU—Bb—M, 26 Aug 84’

item 1,
11 Rule 11: (formerly part of rule 6): request approval of
disposal standard that continues as:
destroy 2 years after date of final entry.
(prior to the above 2-year period that met USPS
requirements, a l-year period had been specified
fol' thiﬂ diepoaal Btandard) 92000009000 c000000c0 0 NC1-m.80-“’ 26 Aug 84,
item 1.
115 204 Four coples, including original to be submlitted STANDARD FORM 115-A (REV 12 83)
to the National Archives and Records Service. Prescribed by GSA

FPMR (41 CFR) 101-11.4
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REQUEST FOR RECORDS DISPOSITION AUTHORITY — CONTINUATION

JOB NO.

PAGE

3 o 5

7 9. GRS OR 10 ACTION
ITEM 8. DESCRIPTION OF ITEM SUPERSEDED TAKEN

NO (With Inclusive Dates or Retention Periods) Jos (NARS USE
CITATION ONLY)

12 Rule 12: disposal standard continues as:

destroy 1 year after date of mailing.

13 Rule 13: new ruley request approval of disposal standard:
destroy after 2 years.
14 Rule 14: disposal standard continues as:
destroy after 1 year or when no longer needed,
whichever 1s later. socccecncs
15 Rule 15: (formerly rule 7): change to:
destroy after 6 months.
from:

destroy after 2 year.

specified in this instruction)
16 Rule 16:
destroy upon completion of next audit.

change to:
destroy 1 year after account is withdrawn,

17 Rule 17: (formerly rule 9):

from: destroy 1 year after reassignment of

individual inventoriad,

18 Rule 18:

———

(formerly rule 10): change to:

individual, whichever is sooner.
from:

destroy when the fixed credit is turned in,

e® 00 00000 0

(prier to above 2-year period, a l-year period had been

nev rule; request approval of disposal standard:

destroy when superseded or upon reaseignment of

NC1-AFS-8D-44, 26 Aug €0,

item 2.

NC1-AFU-8D-23, 20 Jun €0,

item 3.

NC-174~16

item 1.

NC-174-16

item 1.

ncl-uu-éo-za, 20 Jun €0,

item 2.

115 204 Four coples, including original to be submitted

to the National Archives and Records Service.

STANDARD FORM 115-A (REV 12 83)

Prescribed by GSA
FPMR (41 CFR) 101-11.4

D, 29 Mar 74’

D, 20 Mar 74,



Rules,
Table 182-1,
AFR 12

11

13

6.1

' page 4 of 5
492 AFR 12-50 - Vol 1I

182.. ‘Postal Operations and Official Mail Management. These 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 (APOs), aerial mail terminals, base

information transfer centers, mobile distribution systems, mail directories, and transportation systems.

TABLE 182-1

ADMINISTRATION OF POSTAL ACCOUNTS ]

R A B C “ D

U

L If the documents are or

E pertain to consisting of which are then

1 mopey ordéers PS Yorm (PS) 6019, Military Post | at postal activities ?.u after 2

Office (MPO) Report of Money vinri’i Igg : d"{:ﬁ tar
g:g:;en m::inesa, and supporting wﬂigitignfggwmcun
on of cor
K g
2 reoords of mongy order forms destroy after 2 years.
and fund transsctions—
DD Porm (DD) 885, Money Order
Control Becord; PS 6990,
Invoice Money Order Form; the
PS Form 17, Stamp Requisition
ussd to requisition money
orders
~1¥
3 stamp stock Ps 17, Stamp Requirsition custodian of fd..w after 6 montha.
postal effects’
(COPE) copies at
postal activities
4 window clerk's destroy upon completion
copies at postal of next audit,
activities

5 PS 3295, Daily Record of Stemps, | ai postal activitles| destroy 1 year after

® Stamped Paper and Fompostal completion of form.

Stamps Issued and Received;
PS 3958, Main Stock Transaction
Record
6 PS 3220, Claim for Stamped destroy when credit is
» Bnvelope Diecount received from source of
supply.
]

7 | unit stamp and ‘#DD 1118, Unit Mail Clerk's at unit meil room destroy 90 days after
money order Receipt for Funcs and Furchase transaction completed.
purchases Record
. F %

8 | official postage | PS 3601-A, ldcense to Use ' at offices using return to

tage Meter official postage HQ USAF/DAQA(S) when
moter licenses Fos ® Meters pos postage meter operetion
is relocated or
terminated.
9 at HQ USAF/DAQA(S) forvard terminated
license to US Postal
Service (USPS).
* - -

10 | postage meter PS 3602-P0, Report of Meter at postal actniines destroy 2 years after

operations Setting, and supporting and offices using form completed.
documents official postage

(not covered in meters

1 rule 14) PS. 3602-A, Daily Reocord of *destroy 2 years after

Feter Bogister Readings; date of final entry.
PS 3603, Receipt for Postage
Mater Settings;
PS 3610, Record of Postage
Meter Settings;
PS 3533, Application and
Voucher for Refund of Postage
ancd Fees
- -

12 |permit imprint PS. 3602, Statement of Mailing at official mail destroy 1 year after date
mailing state- With Permit Imprints; activities of mailing.
ments P3 3602-PC, Statement of Mail-

ing Bulk Rates;
PS 3605, Statement of Mailing
Bulk Zons Rate
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AFR12-5¢ ~ Vol 11

"[TABLE 182-1Continued ]

page 5 of §

Credit Examination Récord

18 | f£ixed credit
receipts

L4
PS 3367, Mixsd Crcdit Receipt;
PS 3369, Stamp Credit Recsipt

R A B C D
U
L If the documents are or
E pertain to consisting of which are thea
13 | daily financial , 1412-B, Daily Finanoial et postel sctivities || destroy after 2 years.
' report Rsport, and supporting documents
1, | postage expendi- [ PS 3612, Official Mail Postage |kt official masl destroy after 1 year
. ture reports Meter m;.m:-ly Raport; activities, or vksn no longer meeded,
AP Form 1394, Quarterly Fostage | MAJCOM or SOA/DaA, | Vhichever 1s later.
Expenditure Report and HQ USAF/DAQA(S)
— 3 — = - -
15 | audits audit summary—-IDD 2259, Report at OOPE at postal des after 6 months.
of Audit of Postal Accounts activities broy
16 at wvindow olerk at destroy upon completion
. postal activities of pext audit.
— o
17 audit record--PS 3368, Stamp at postal activities ||” destroy 1 year after

aceount is wvithdrawm,

h-'

destroy vhen superseded
or upon reassignment of
individual, vhichever is
sooner,




