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LEAVE BLANKREQUEST FOR RECORDS DISPOSITION AUTHORITY 
(See Instructions on reverse) 

,~ 
J GENERA SERVICES ADMINISTRATION
 

NA TlONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408
 
FROM (AienCy or eatobluhrn"nt) 

DEPARTMENT OF THE AIR FORCE In accordance WI th the orovrsrons ~/ ~.! ..... ...........
:: oJO
'vIAJO"R-SUBDIVTs ION -----	 ------------------------- the disposal request. including amendments IS approved 

Directorate of Administration. HQUSAF except for Items may be marked "drsposmoothat not
-----'-------------------i approved" or "Withdrawn" In column 10 If no records 

I 'vIINOR SUBDIVISION are proposed for disPosal. the Signature of the Archivist IS 

not requ ored 

Ms L. S. Sienuta	 694-.3527 
, CERTIF,CATE OF AGENCY REPRESENTATIVE 

nerebv certify that I am authorized to act for thrs agency In matters pertaining to the disposal of the agency's records. 
~at the records proposed for disposal In thrs Request of 5 pagels) are not now needed for the business of trus 
qencv or will not be needed after the retention periods soec.fred. and that written concurrence from the General 
vccountmq Office. If required under the provrsrons of Title 8 of the GAO Manual for GUidance of Federal Aqencies. IS 

ttached 

, GAO concurrence 0 IS attached. or 00 IS unnecessary 

DATE C SIGNATURE OF AGENCY REPRESENTATIVE	 o TITLE 

GRACE T. ROWE 
Records ManagementBranch 

9 GRS OR 10 ACTION7 8 DESCRIPTION OF ITEM	 SUPERSEDED TAKENITEM 
(With Inclusuie Date. or Ret"nhon Persods )	 JOB (NARS USENO CITA TlON ONL YJ--------~-------------------------------------------------------;_---~--1_--~---

TABLE 182-2 (Revised) 
MAIL ACCEPTANCE AND DELIVERY 

The revised Table 182-2 identifies the form records
 
specificallf to simp11f7 recognition ot each records series at
 
postal activities. All the rules of Table 182-2 are shownso
 
that we may obtain one NARS' Job numberto oover the records
 
described in this table.
 

1 Rule 1: disposal standard continues as: 

destroy 2 years after cance1lation. • ••••••••••	 NC-174-HiO, 29 Mar 74, 
item 1. 

2 Rule 2: new rule; request approval of disposal standard: 

destroy 2 years after the laat entry on log 
bas been revoked• 

.3 Rule }: disposal standard continues as: 

destro,y after 2 years (see note). • ••••••••••	 NC-174-16C,29 to1ar 79, 
item 1. 

4 Rule 4.: disposal standard continues as: 

destroy whennew forms are posted. • •••••••••••	 NO174-16<, 29 Mar 79, 
item 1. 2.0 ~ 

II .A/'Jl )" .J 

STANOARD FORM 115 (REV 883) 
Prescrobed bY GSA 
FPMR (41 CFR) 101 11 4 

-108 



•••••••• 

• •••••••••••• 

7 

REQUEST FOR RECORDS DISPOSITION AUTHORITY - CONTINUATION	 2 6
 
iii. GAS OR 10. ACTION 

8 DESCRIPTION OF ITEM SUPERSEDED TAKENITEM (Wit,. 1ru:/IU'w Dot~. or Rd...tlon I'WrW.)	 JOB (NARSUSENO CITATION ONLY) 

5	 Bule 5: disposal standard clarified with no change in 
retention periods, 

destroy 1 year after permanently assigned 
personnel depart, or it person \laS TDYor 
in student status 6 months or less, destroy
3 mnths attar such transient departs. 

6	 RIlle 6: new rule: 

destro,y when 1 year old. ••••••••••••••••••• GRS 12, 5c. 
7	 Rule 7: new rule; request approval ot disposal standard 

below; it provides tor an 8-year retention period stipulated
in US Postal Service Administrative Support Manual,
Section 213.6, paragraph 85 (see page 6 ot 6),

a.s~roi after 8 years. 
8 (former 7 rute 7): disposal standard continues as: 

destroy when no longer needed. • ••••••••••••• , 
item 1. 9	 (tormerlJ rule 8): disposal standard continues as: 

destroy when no longer needed. . . 
10	 Rule 10: (tormer1y rule 9): disposal standard continues as: 

destroy after recording tirst entry on 
a new torm, indicating box reissued. , 

item 1.11	 (tormer1y rule 10): disposal standard continues as: 

destroy when no longer needed. • ••••••••••••	 , 
item 1. 

12 Rule 12: (formerly rule 11): disposal standarc1 continues as: 

destroy 2 fears after cancellation. • ••••••••••••	 , 
item 1. 

13 (tormerly rule 12), disposal standard continues as: 

destrof atter 1 year. • ••••••••••••	 , 
item 1. 

(formerly rule 13), disposal standard reworded, 
~~~U~JD to provide 2 years retention: 

destroy atter 2 years when used as an 
intransit receipt b.1 the Base Information 
Transfer System, distribution otfice or 
other messenger (EXCEPTION: destroy suspense
copy of receipt atter return of signed receipt). •• NC-1,a-..I.DIII 

29 Mar 74 item 1. 
II"n....mA,. Rules 14, 15 deleted trom Table 182-2. 

Four coplel, IncludIng original 10 be lubmltted STANDARD FORM 11S·A (REV 12·83) 
to the National Arc",yel and Recordl Senrlce PreKrobed by GSA 

FPMR ,.1 CFRI 101·11 • 

http:II"n....mA
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REQUEST 

7 
ITEM 
NO 

15 

16 

17 

18 

19 

20 

21 

FOR RECORDS DISPOSITION AUTHORITY - CONTINUATION 

a.GASOR 
8. DESCRIPTION OF ITEM SUPERSEDED(fI'''' 1M' ... '.. Dot•• or R.,...,..".".,..,., JOB 

CITATION 

BIlle IS: (f'ormer17 nlle 16): disposal standard for the 
duplicate oopies continues as: 

destroy after 90 d~s or when no longer

needed, whichever is later.
 

Rule 16: (former17 rule 17): disposal standard continues as 
follows to meet USPS requirements: 

clestroy after 2 years. 

(a prior disposal standard vas in AFM12-50 (Change 16),

Table 10-2, rule 8, as follows:
 

destroy on return of signed doaument receipt,
or after 1year when used as an intransit 
receipt b.Y the base 1ntormation transfer 
s.Jstem, distribution office or other messenger.) ••• NC1-AFU-

9 Feb 77 
Rule 17: (tormer17 rule 18): disposal standard continues as 

destroy after 1year. 

(a prior disposal standard was in APM12-50 (Change 16),

Table 10-2, rule 9, as follows:
 

destroy on return of signed document receipt,

or after 1year when used as an 1ntransit
 
receipt b,y the base information transfer
 
system, distribution office or other messenger.) ...
 
(former17 rule 19): disposal standard continues as:
 

destroy on return of signed document receipt.
 

Rule 19: (tormer~ rule 20): disposal standard continues aSI 

destroy 1 year after termination of the
 
WSP service.
 

Rule 20: (former17 rule 21): disposal standard continues as 

destroy 3 months after cancellation of the 
WSP service, or when no longer needed, 
whichever is sooner. 

Rule 21: (formerly rule 22): request approval of the fo 
1ng disposal standard that replaces the one in prior rule 22: 

destroy after 6 months. 

(prior rule 22 specified: destroy when no longer needed.) 

3 oJ;. 6 
10. ACTION 

TAKEN 
(NARS USE 

ONLY) 

33,
item 1. 

73,
item 1. 

item 1. 

STANDARD FORM 115 A (REV 1283l 
to the Nltlonll Arc"'we, and Records Senrle. Pre.cr ,bed by GSA 

FPMR ,.1 CFR) 101·11 • 

l5204 .. our copies, Includln, original 10 bt submitted 
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ITABLE 182-1 I 
IMAIL ACCEPTANCE AND DELIVERY I 

R A B C D I 

Rule 
!able 182-2, 
Aj"R 12 - 5(' , 
1.4 May 84 

2 

U 
L 

E 

1 

r---
2 

• 
) 

U the cIocuJDeo1i are ... 
pertala to 

appo1Dt_nt of unit 
maU clerk or 11&11 
orderly 

•dispatcb and 
dal1vel7 receipts 
on accountable 
mail 

eoIIIiItiag of 

•DD 285, Appo1ntaent ot 
Military Fostal Clerk, 
Un! t Mail Clerk or Hail 
Orderly 

DD 2260, Un1 t Ma.1l Clerk/ 
Hail Orderly .&.ppo1Dt.ent 
lDg 

•PS )806, s.ce1pt for 
Registered MaU; 
PS. 3849A, Delivel7 !!otice 
or Receipt; 
PS 3849B, Delivery R8m1Dder 
or JWceipt; 
PS 3850, JWcord of Dell ftry 
Registered, Hwabered Insured, 
Cert1f'ied and CCI) Mall; 
PS 3854, MlLDifold B.egiatl7 
Diapatcb Book; 
PS )877, Firm Hailing Book 
tor Registered, Inaured, 
COD, Cert1f'ied, and ExprNS 

Mail; 
PS )88), P'1rm Deliftry 
Book- Registered, Cert1.r1ed 
and liullbered IDaured Mail;
DD 1384, Transportation 
Control and HoftlHDt DoeaeDt 

ftidI are 
oj( 

at postal 
unlt mall 
offlclal 
actlvltles 

actiVltles 
rooms and 

mall 

dIeD 

destroy 2 years atter 
caDcella tion. 

destroy 2 years after 
]alit entrr on log has 
re'YOked• 

destroy after 2 years 
(see DOte). 

the 
been 

J 

I 

I 
, 

I 

4 ma11 call or 
ot collection 
notices 

hours ~D 1115, Mailroom; USPS 
label 55, Hail Collection 
Times 

destroy ~hen 
are posted. 

ne~ forms 

5 po.tal d1rectol7 d1rectol7 carda/pr1Dtouts on 
persons assigned Folltal 
Service Center (PSC) polltal 
receptacles or autborized to 
reoeift -.il through glIDer&! 
del1ftl7 

*delltroy 1 year after 
permanently assigned 
personnel depart, or if 
person vall TDYor 1D 
.tudeJl't status 6 monthll 
or leIS, destroy ) monthll 
afier such transient 
departe. 

6 

* 
mall selzure 
reports 

documents 
the selzure 

pertal0lng 
of mall 

to at postal actlvltles destroy after I year. 

7 

* 
mail covers records. 

reSUlting 
including reports, 
from mail covers 

-

destroy after 8 years. 

7 8 change of address new -.iling 
information 

address at PSCa destroy 
Deeded. 

when DC! longer 

8 9 maU change notice DD 2258, Tuporary Mail 
D1IIpoa1tion r.utz,1ctiolUl 

9 10 issuing postal 
receptacles 

DD 2262, Receptacle at 
-.il 

PSCa or wdt 
roollll!l 

delltrey after ~cording 
tiret entry on a nev form, 
indicating box reiasued. 

10 11 lltatua ot f'SC 
cuatomere 

Dot1.ricat1oDl to 1IIl1ta at PSCe delltroy 
Deeded. 

when no longer 

11 12 stancl1ng
order 

dell"17 ~ 3801, 
Order 

Standing Deli ftl7 destroy 2 years 
cancellation. 

e.fter 
i 

12 13 recall ot 11&11 Ps 1509, 
tor Recall 

Senders Application 
of Mail 

at postal activities destroy atter 1 year. 
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TABLE 182-2 -Coatillaed I 
~ A	 B 

V 
L If the dOCWlleats are or
 
E perta1a to couIstiIIa 01
 

•13 14 :ccountable	 receipts tor accountable 
container receipts	 containers: d1apa tched/ 

recei""d Y1a registered lI&il, 
dispatched/received T1& other 
than .registered III&il or Y1a 
inter-ottice distribution, 
and in pouches or other 
conaolida ted lI&iling. 

i--
16 IS	 unsigned duplicate copies 

uaed tor traoer or coDt.rol 
~es 

17 16	 Application tor *U Form 627 ued to obtain a 
Registration or receipt for sealed accountablli 
Certification ot containera being dispatched 
Oftioial Mail via registered mail 

i--
18 17 itA!' Form 627 uaed to obtain a 

receipt tor sealed accountable 
containers being dispatched 
via other than resistered mall 

i--
19	 18 UPtrm 627 uaed in plaoe ot aD 

1 accountable oontainer receipt 

20 119	 weapons S1steJi oorreaponcience, inchld1ns
 
pouch (WSP) letters ot author1t1, to
 
service establish and diaoont1aue
 

WSPservice
 
i--

21 20
 

22 21 postal analyses ~sis/ 8UIIIIIIIU7 doCUlllltntaI • and sUllllDaries	 trom Tranait Time Information 
System for Military Mall,
Postal Activity Reporting 

System,	 and Postal Net 
Alerts; and Container 
'Receipt	 Summaries 

NCYI'E: When an APO or Aer1al Terminal is closed, records 
postmaster (Military	 Recorda Unit). 

AFR 12-50 

C 

whicb aN 

at poatal activities 

at MAJCOMe 

at requ.sting 
activ1t1ea 

at postal	 actIv1t1ea 

of accountable mail on 

Vol n 

D 

dIeD 

I- . 
destror after 2 Tears when 
ued as an intransit 
receipt by the Base War-
.. tIon Transfer S,ystem, 
distribution office or 
other messenger. 
(BICEF'l'ION: destl"07 
.upense cop)' or receipt 
a.rter return of signed 
receipt). 

destl'07 at'ter C)O daT. or 
Wen no longer needed, 
vblcheV8r is later. 

de.tro;y after 2 yean. 

destroT after 1 ;year. 

de.troT on retarD of 
.igned document receipt. 

destro;y 1;YMl" atter 
termination ot the WSP 
senice. 

deatro;y .3 aonthe atter 
cancellation of the WSP 
service, or when no longer 
neede<t. whichever is SOODer. 
destro;y after 6 months. 

USPS forma aremailedtoserv1.ng 

http:aremailedtoserv1.ng
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.,'..................
 211.12 

,,/ 
v 

111.1 RIoordI 

.11 AU requeItI for mail CO¥a'I, with reoorda ~ 
ac:tioD ordered therecm, IDd aD repor1I iIIuecl pumaaDt 10 
them. an deemecS 10 be withiD the c:uatody ~ the Oaief 
POItal lupector. However. the pby8callocatioD 01 daia 
clata thaD be at the diIcfttioD 01 the Qic( PoIcaI 
Impector. ~ 

.II 1bc poItal iDIpect.on ill dw&e abaD prompcly
IIlbmit copieI 01 aD requeItI for mail COYm aDd tbc 
cSetamiDatiop made oftbem 10 the Qic( Poatal Iupector 
or delipee fOr review. 

.a If tbe __Qief PoItal IDIpecIor or -pee 
detcrmiDeI a mail CCMI' was impropc:rty ordered by a 
pottal iDIpec:Cor ill charge or ~ all data MlqUired
while the COWl' ... ill force mUit be deItroyed, aDd 1M 
requati.as authority DOtified of the mail ~ diIcoDtiD-
uaDCC ud the re&IOQI therd'or.• 

... My da&a CODCenIia& mail coven mUit be made 
available 10 uy mail oowr IUbject ill ally IepJ proceed-
iDa Ihrou&h appropriate cIiIcowIry procedura. 

.. '[be rcteDtioD period for fila IDd recorda 
pertaiDiDa 10 mail coven is 8 yean. 

111.7 AuIhaIttr".,artlng 10 

0Dcc • mail oowr IIu duJy ordered, authorizatiOil 
may be deIcp&ed 10 &II)' ofticer ill the PoItal Service 10 
IrUaIIIit mail aMI' npona cIirect1y 10 the requcst:iJl8 
autbority, If at aD JK*l'ble. the InDImittiq officer Ihould 
be • pottal iDIpedor. 

111.1 .......
 

.11 '[be Qic{ PoIlal IDIpeetor or delipee Ihall 
rmcw aD actioaI tabD ~ poItal iupecton ill chatp or 
tbcir _pew. upon iaitW IUbmiIIioD of a report OIl a 
requat for mail aMI'. 

.. 'Be 0Iicf PoIlal IDIpector'I ddcrmi.Dation ill 
aD matten CODCenIia& mail coven abaD be fiDaJ and 
CODdulive aDd DOt nbjec:t 10 f\u1her administrative 
NYicw . 

http:requati.as
http:iDIpect.on
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181. 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. 

ITABLE 181-1 I 
IADMINISTRATION OF POSTAL ACCOUNTS I 

R A B C 0 

U 
L If the cIocumenu III'Il or
 
E pertafII to c:ooslstiDg of which are then
 

1 money orders reports at postal acnvmes destroy after 2 years (see note) 

'"'T""'" records of money order forms and funds destroy after 2 years 
transactions 

-3 (RESERVED) 
4 stamp stock requlsltlons destroy after 2 years (wmdow clerk 

copses=-destroy upon completion of 
next audrt),
 

5 (RESERVED)
 
6 record of postage Postal Service and AF forms used to destroy 2 years after form completed
 

meter operations (not administer postage meters or 2 years after date of final entry,
 
covered by rule 14) whichever IS later.
 

6.1 permit imprint mailing Postal Service forms used to document destroy I year after date of malimg. 
statements marhngs With permit imprint
 

7 audits APO audit summanes destroy after 2 years.
 Ir-a fixed credit audit sheets destroy after I year.r-,-- fixed credit mventory record destroy I year after reassignment of 
mdtvtdua1mventoned. 

10 fixed credit receiptts) fixed credit receipt forms destroy when the fixed credit IS 

turned In. 
11 urut stamp and money Unit mad clerk's receipts destroy after I year 

order purchases 

U license to use officuLl PS Form 3601-A at offices usmg postage return to HQ USAF/DAQA(S) 
postage meters meters upon relocation or termmanon of 

postage meter operation. 
~ at HQ USAF/DAQA(S) forward termmated licenses to 

USPS 

14 Quarterly Postage AF Form 1394 destroy after 1 year or when no 
Expenditure Report longer needed. whichever IS later 

NOTE. Destroy verificanon copy after venficauon or completion of corrective actions . 

•
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ITABLE 182-1 I 
I MAIL ACCEPTANCE AND DELIVERY I 

R A B C 
U 

H the doc:ameJaU ... _L
 
E pertalD to COIIIIIUa8 01 "bleb are
 

1 appomtment of umt mail appomtment formslletters
 
clerk or owl orderly
 

1 accountable rruul dispatch and delivery receipts
 

3 allocation of block num-
bers
 

4 mad call or hours of col- notices
 
lection
 

5 postal directory	 dlJ'ectory cards on persons assigned
 
Postal Service Center (PSC) postal
 
receptacles or authonzecl to receive
 
mad through general delivery
 

6 (RESERVED)
 
7 change of address new IDBlllngaddress mformatlon at PSCs
 

8 mad change notice temporary awl routing and holdmg
 
mstrucnons 

9 ISSWDgpostal receptacles ISSuanceform at PSCs or urut owl rooms 

10 status of PSC customers notlficatlons to uruta at PSCs
 

11 standmg delivery order mad delivery authonzanons
 

12 recall of mad appllcatlons processed at postal acnvmes
 

13 accountable commumce- accountable container receipts used to obtam a receipt for
 
nons control	 accountable containers dIS-

patched/received via regis-
tered awl 

T	 used to obtam a receipt for 
accountable con tamers dis-
patched/received via other 

•	 than registered mad or VI8 

mter-office dsstnbunon 

ru- used to obtam a receipt for 
accountable contamers in 

pouches or other consolidated 
marhngs 

~ Unsigned duplicate COpiesused 
for tracer or control purposes 

~ apphcauoe, for registration or cer- used to obtam a receipt for 
tlficatlon of offiCIalmad	 sealed accountable contamers 

bemg dispatched via regis-
tered mad 

18	 used to obtam receipt for 
sealed accountable con tamers 
being dtspatched via other 
than registered awl 

19	 used m place of an account-
able con tamer receipt 

20 weapons system pouch correspondence. mcludtng letters of at MAJCOMs 
(WSP) service authonty. to establish and dlSCOn-

nnue wSP service 

11 at requestmg acnvmes 

11	 transit nme surveys and
 
results
 

NOTE: When an APO or Aenal Termmal IS closed, records of accountable awl on USPS forms are 

.493 

D 

theD 

destroy 2 years after cancellation. 

destroy after 2 years (see note). 
destroy on Issuance of new numbers. 

destroy when new forms are posted. 

destroy I year after permanently 
assigned personnel depart. or 3 
months after transient personnel 
depart. 

destroy when no longer needed. 

I
I 

destroy after recording first entry on 
a new form. mdtcatmg box reissued. 
destroy when no longer needed. 
destroy 2 years after cancellation. 
destroy after I year. 
destroy on return of Signed docu-
ment receipt, or after 2 years when 
used as an mtransit receipt by the 
Base Information Transfer System. 
distnbunon office or other mes-
senger. 
destroy after I year. 

destroy after I year. 

destroy after 90 days or when no 
longer needed. whichever IS later. 
destroy after 2 years 

destroy after I year. 

destroy on return of Signed docu-
ment receipt 

de str.~.t!lf!D,.'"o.'¥ttYl-ttr.....:..~ i. ~SP ~a 
destroy 3 months after cancellation 
of the WSP service. or when no 
longer needed. whichever ISsooner. 
destroy when no longer needed. 

mailed to servmg postmaster (Mlhtary 
Records Urut). 

•
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ITABLE 182-3 I 
IMAIL MOVEMENT I 

R A B C D
 

U
 
L U the documeats
 

E are or pertain to COIIIiIdIII of wbich are then
 

I receipt and dispatch JD81l JlWlifesta (PS Form 2900. AV-7. Alaskan Air Mad for registered mad destroy after 2 years 
of mail (see note)	 DIspatch Record, Transportation Control Movement
 

Document (TCMD). AV-7 and Transportation Control
 
Number (TCN) log forms filed with basic documents;
 
and smular forms. or mechanical substitutes)
 

, 

T for nonregistered mad destroy after I year. 
~ mad manifest for movement of mad by organizational destroy after 3 months. 

8Ircraft, rail or vehicle 

~ dally mad dispatch data at postal activmes destroy after I year. 
S small-parcel ship- documents generated by small-parcel shippmg com- destroy after 1 year or as 

ment billmg or pames specified in contract, which-
s!uppmg documents ever ISlonger nr documents for matenal sent as part of the Foreign destroy 2 years after s!up-

Military SalesiSecunty AssIStance Program which may pmg/bilhng date or as speer-
be needed to answer a Report of Item Discrepancy fied in UPS contract, which-

ever ISlonger. 
6 Irregular makeup USPS forms at Cited postal acnviues destroy 6 months after reme-

and dispatch of mad dial action IScompleted. 
'6.1 at other than cited postal destroy after 6 months. 

actiVIties 

7 Irregular handlmg at MAJCOM postal destroy after 2 years. 
of mail squadrons

'8 at onglftStlng activities destroy after 6 months. 
mcomlDg command log used to record pouch number destroy after 3 months. 
pouch 

NOTE: When an APO or Aenal Mad Termmal IS closed. records of registered mad on USPS forms are maded to serving postmaster (Military 
Records UOlt). 

Au-~"'...;..tQR.(l C '. T /~3-1 (sa,\.\'( i.t: )~ ~Ci' A r-~._ '2-S-I~~ '( 
-.) 

---.I -
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ITABLE 181-5 I
IPOSTAL ADMINISTRATION DOCUMENTATION I 

R A 

U 
L U the dOCllllWl" ue • 
E pertafD to 

1 board of officers pro-
ceedmgs and reports of 
survey 

-1 (RESERVED) 
-3 (RESERVED) 
4 postal offense case files 

~ 
6 unhzation of APO factl-

JtIes 

~ 

~ 

~ 

10 mad received, dispatched 
and on hand 

11 mati transit time for MPS 
use 

12 USPS eqwpment and 
supplies 

13 cl81ms 

14 tracers 

15 supply record 

-16 (RESERVED) 
-17 (RESERVED) 
18 unit M811 service mspec-

tlon 

19 desrgnanon/termmanon 
of postal clerks 

10 registry balance and in-
ventory 

-11 (RESERVED) 
-11 (RESERVED) 
13 postal operations proll-

ciency trammg 

-14 (RESERVED) 
-15 (RESERVED) 
-16 (RESERVED) 
17 coded tags and labels 

B 

COIIIiItIDa 01 

documents on circumstances on loss. damage. 
unservrceabrhty, or destruction of USPS 
funds or property or accountable mati. and 
determmmg pecuniary or other responsibrhry 

mvesnganve (OSI) reports and related re-
ports on mvesnganon of offenses agamst the 
postal service under AF junsdrcnon 

approved/disapproved requests from persons 
or orgameanons, other than those authonzed 
by DOD 4525 6M. to use the Mlhtary Postal 
Service (MPS) 
SUSpenSIOns 

revocations 

lumtanons 

documents showmg mati received, dispatched 
and on hand 

data records 

requisinons . 
postal c181MSpard by the USPS and UPS 

reports processed by AF acnvines through 
USPS and UPS 

stock level and reorder controls 

checklists 

desrgnancn/temnnauon documents 

mventones 

C 

whicb are 

at field acnvines 

at MAJCOM postal 
squadrons 

at field activines 

WIthdrawals of use of 
APO privileges from 
mdrvrduala/orgamza-
nons 

at postal acnvines 

at postal squadrons. 
detachments 

D 

tben 

destroy after I year or when no 
longer needed. whichever ISsooner 

destroy 2 years after case IS closed 

destroy 3 months after case ISclosed 

destroy after I year or when no 
longer needed. whichever ISsooner 

destroy 3 months after suspension IS 
WIthdrawn. or on reassignment or 
separauon of mdtvtdual. 

destroy I year after pnvt\eges are 
reinstated, or I year after reassIgn-
ment or separation of mdtvtdual. 
destroy 3 months after IilDltation IS 

WIthdrawn. or on reassIgnment or 
separation of mdlvtdual. 
destroy after I year or when no 
longer needed. whichever ISsooner. 
destroy when no longer needed. 

destroy after requssmon IS filled or 
when no longer needed. 
destroy after 2 years. 
destroy after I year. 

destroy when superseded 

destroy after I year. 

destroy 2 years after termmanon, 

destroy after 2 years. 

destroy after 2 years 

destroy when reqmsmon IS 

completely filled. 

•
 

I 
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ITABLE 18l-5-CoDtfDued I 
R A B C D 

U 
L If the documellts are or 
E pertaiD to I I.. of whlell are thell 

18 postal bulletins destroy after 6 months andlor after 
bulletm matter entered in a USPS 

pubhcanon, 

19 USPS eqwpmentl forms used to receipt and acknowledge ac- destroy when superseded. 
supplies countabihty for certain USPS eqwpmentl 

suppltes 

30 dlStnbutlon and location nwI distnbuno» scheme, APO location lists, destroy on receipt of a later revision, 
lIStings and related documents or on macuvanon of using acnvity, 

whichever IS sooner. 

" .
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183. Courier AdministratioD aDd Operatioas. This table covers documentation accumulated in the administration and 
operation of the Armed Forces Courier Service, a triservice agency (Army, Navy, Air Force) of the Joint Chiefs of 
Std'. 

I*TABLE 183-1 I ~t--
IARMED FORCES COUIIIDI SERVICE (ARFCOS) I 

R A B C D 
U 
L U the documeDD ue or 
E pertIWt to c:oDSistfDg of wblch ue then 

1 Receipt to Sender ARFCOS Form 1, used as a receipt for copies used by agencies other destroy on retum of SIgned 
ARFCOS matenal to sender thaD ARFCOS actiVIties to receipt, or after 1 year when 

obtain a receipt for account- used as an mtransu receipt. 
able containers dispatched 
thru ARFCOS r-r at Armed Forces Couner hold 1 year and send to 
StatlODS(ARFCOST As) ARFCOS Supply Center 

whtch will CODSOhdateand 
send to WNRC; destroy 
when 6 years old. 

3 Pouch Invoice hstmg ARFCOS Form 3 
material 

4 Couner Desrgnanon ARFCOS Form S, used to designate an escort 

5 Delivery Receipt for 
ARFCOS matenal 

for ARFCOS matenal between ARFCOST As 

ARFCOS Form 4 I 
from acccunt 

7 copses used by agenCIes other destroy after 1 year. 
thaD ARFCOS actiVIties as an 
intraJISIt receipt for mcolD1Dg 
accountable containers thru 
ARFCOS 

7 Receipt for ARFCOS ARFCOS Form 2 at ARFCOST As destroy upon tum-m of 
controlled Items! accountable Item. 
equipment 

8 request for ARFCOS ARFCOS Form 7 . destroy after I year. 
supplies/equipment 

9 Identification Card for ARFCOS Form 9, used to identify couners/ destroy unmediately upon 
COuners/asslStant cou- assIStant couners relocatton of couner/ 
nen BSSIStantcourier, lAW 

ARFCOS Manual Ch 16, 
paragraph 1602h. 

10 Authonzatton Record ARFCOS Form 10, used for authonzatlon of destroy after I year. 
account and signature venflcation 

11 Channel and Cost ARFCOS Form 13, used for plannmg and bud- destroy after 1 year. 
Report getmg at HQ USAF level 

12 Statement of Refusal to ARFCOS Form 17, used for pos8Ible punrnve destroy after 1 year. 
Serve as Designated action 
Courier/Courier Aasia-
taat 

13 Allowance List ARFCOS Form 18, used to set level of destroy when superseded. 
ARFCOS Forms on hand 

14 Records Shipment LISt ARFCOS Form 20, used as a receipt for records destroy after disposal date of 
shipped the records It forwarded. 

15 ARFCOST A Inven- ARFCOS Form 23, used as an inventory and destroy after I year. 
tory balance records 

•
 


