NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: NC1-334-82-01

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 09/24/2021

ACTIVE ITEMS

These items, unless subsequently superseded, may be used by the agency to
disposition records. It is the responsibility of the user to verify the items are still
active.

All other items remain active.

SUPERSEDED AND OBSOLETE ITEMS

The remaining items on this schedule may no longer be used to disposition records.
They are superseded, obsolete, filing instructions, non-records, or were lined off and
not approved at the time of scheduling. References to more recent schedules are
provided below as a courtesy. Some items listed here may have been previously
annotated on the schedule itself.

Item 1 was superseded by N1-334-86-001, item 63.
Item 4 was superseded by N1-334-86-001, item 6.

Item 5 was superseded by N1-334-86-001, item 7.

Item 9 was superseded by DAA-0334-2016-0001-0002.
Item 17 was superseded by N1-334-86-001, item 12.

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE



REQUEST FOR RECORUY”DISPOSITION AUTHORITY
(See Instructions on reverse)

LEAVE BLANX

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

JOB NO

MCl- 334 -F2-/

1. FROM (AGENCY OR ESTABLISHMENT)
Army and Air Force Exchange Service

Déh:C”tVED /95‘5

. MAJOR SUBDIVISION
Administrative Services Division

. MINOR SUBDIVISION
Records and Micrographics Section

. NAME OF PERSON WITH WHOM TO CONFER
§ONALD A

§. TEL. EXT.

L@y
N TO/AGENCY

NOTIFICA
In accordance with the provisions of 44 1.5.C 3303a the disposal re -
guest, including amendments, is approved except for items that may
be stamped “'disposal not approved” or “withdrawn" in column 10.

Rl ke W,

L2 E-EZ

T ,
rogram Ana ygg {(Rcds & Microgravhicg) |FTS+ 738-3127

Date Archivist of the United States

. CERTIFICATE OF AGENCY REPRESENTATIVE:

| hereby certify that f am authorized to act for this agency in matters pertaining to the disposat 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.

ElB Request or disposal after a specified period of
retent'

page(s) are no} now needed for the business of

time or request for permanent

C. DATE NATY AGENCY SENTAT E. TITLE
20 Jan 82 W Program Analyst(Records & Micrographics)
<
7. SCR!PTION OF ITEM SAMPgL‘E OR 10.
ITEM NO (with it weDates or Retention Periods) JOB NO.  |ACTION TAKEN*
Listed below are proposed changes and additions to the
Army and Air Force Exchange Service Manual 5.] Records
Management :
1 301-04 ACCESS REQUEST FILES [
[N&f’é%f‘f
Requests and authorizations for individuals to have NQW M‘MM
access to classified files. AAFij.*fE
|  |oRsis)y|dutit
Temporary. Cut off at close of fiscal year in which CSMMEL) M{q
authorization has been terminated. Destroy two years o Jte
after authorization expires. 3&!'04'
i, Gl
2 302-02 ART WORK, JOB CONTROL OF PROJECT FILES pao 1-3
a. Work Orders, AAFES FORM 3700-3, or Request for
Graphics and Photo Services, AAFES FORM 3350-19,
requestors' instructions, sketches and other related
papers. Arranged by division and by month.
Temporary. Cut off at close of fiscal year in 302-023
which job is completed. Destroy 1 year after C
cutoff. RS 13 34
(smme,
25 tfews
TS ANDARD FORM 11

Revised April, 1975

Prescribed by Generat Services
Administration

FPMR (41 CFR} 101-11.4



. } JOB NO. PAGE OF
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mznZ' NO. (With |ngiugisS%TtZ:'ngRSangy Periods) | Sﬁ"ég%ﬁog" ACTlo:\lo:I’AKEN
b. Log work containing job number and job history. Aﬁu~
Temporary. Cut off at close of fiscal year . G;FSI3/¥
Destroy 1 year after cutoff. Cﬁmw5>
3 304-03 FORMS MANAGEMENT REPORTS -
Delete.
4 305-01 LIBRARY ACQUISITION FILES

Control records accumulated in procuring reading and
reference materials. Includes requisitions, purchase
orders, receiving reports, packing lists, invoices, and -~
related documents. ' :

a. Record copy(Central Library or Controlliﬁg foice)

Temporary. Cut off at close of fiscal year in 305:‘7)
which procurement action is terminated. Destroy
2 years after cutoff.
b. Other copies.
Temporary. Cut off at close of fiscal year. ﬁJQu[ ’
Destroy 1 year after cutoff. )
5 305-02 ORGANIZATIONAL MEMBERSHIP FILES
Documents accumulated in applying for and obtaining
membership in various professional/civic/community
organizations. Includes applications, justification,
approvals, invoices, and related documents.
a. Record copy(Central Library or Controlling Office)
, - | 305202
Temporary. Cut off at close of fiscal year in
which membership is terminated. Destroy 2 years
after cutoff.
b. Other copies.
Temporary. ~Cut off at close of flscal year, ' Ahg&f

destroy 1 year after cutoff.

6 310-02 FORMS REQUISITION FILES

IAAFES FORM 3300-15, Forms Publications Requlsltlon for ?FO'Oﬁatbtgﬁi ;)
forms and manuals and related documents. 7

Four copies, including original, o be submitted 10 the National Archives " STANDARD FORM - 115=A——
Revised July 1974
Prescribed by General Services
Administration
FPMR (41 CFR) 101-11.4

115-203

GPO : 1975 O - 579-387
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‘| JOB NO.

PAGE OF
3 of 7.

7.
ITEM NO.

8. DESCRIPTION OF ITEM
(With Inctusive Dates or Retention Periods)

9.
SAMPLE OR
JOB NO.

10.
ACTION TAKEN

10

11

Temporary. Cut off quarterly. Destroy 90 days

after cutoff.

310-03 FORMS SUPPLY - CONTROL FILES

AAFES Forms/Publications Status Report-Forms and Forms
Control Weekly Activity Listing, which are maintained
to reflect the status of supply of blank forms.

Temporary. Cut off at close of fiscal year.
Destroy 1 year after cutoff.

310-04 PUBLICATION OR FORMS SHIPPING ORDER FILES

Delete.

- 311-04 PUBLICATIONS DIRECTIVES RECORD SET

Official file copy of each AAFES internal publication,
staff memos, bulletins, manuals, supplements, and
similar material, together with supporting case files,
if any, maintained by the issuing/controlling office.
OPRs should send with the Request for Reproduction,
AAFES FORM 3350-10, all permanent directive background
material to the issuing/controllin

Permanent . Cut off at close of fiscal year in which
publications are rescinded or -superseded. Transfer
to FRC when 2 years old. Offer to NARS when 15 years
old.

311-05 PUBLICATION TYPEWRITER TAPES

Change to:

311-05 PUBLICATION TYPEWRITER TAPES AND TEXT WORD-
PROCESSING DISKS

Magnetic tapes and disks used in preparation of"
publications tapes and disks are revised or changed as
necessary. Arranged by publication.

Temporary. Maintain in active file until superseded
and reuse.

311-06 PUBLICATIONS/FORMS REQUIREMENTS FILES

office for filing undp

; g "
this disposition standard. W—wgﬁa G Jphobeticdfy by poblocaliony
<Eﬁaﬂe-ﬁb\ﬂuwaa¥tcal yv. -

310~03adb

311-04

3ji-05

Change to:

)

(Tnstruetions
Canmﬁe o.Jy)

(chinge)

115-203

Four copies, Including original, to be submitted to the National Archives

GPO : 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4
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JOB NO.

PAGE OF
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9

7. . DESCRIPTION OF ITEM ) 10.
ITEM NO. (With _JM_CmEm Om“mw_oﬂ mﬂm:ﬂo: Periods) mQMMrmOOm ACTION TAKEN
311-06 PUBLICATIONS WMOGHWMZMZHm FILES
Correspondence from AAFES elements to AD-M requesting w\\law& mN#SJBQV
changes/additions to the master distribution requirements v
for AAFES directives. « .
Temporary. Cut off at end of fiscal year. Ummnﬁo%
1 year after cutoff. ,
12 311-07 PUBLICATION MASTER MATS
Change to:
311-07 PUBLICATION CAMERA"READY=PENDING!FILES
Masters of the latest publications used for reproduction m‘?.oww ﬁ@rPJMﬁv
purposes. Arranged by vcvwwnmﬁHOS. ,
HmabOHmH%. Keep in CFA until publication is rescinded,
superseded or obsolete, then destroy.
13 311-08 PUBLICATIONS PLANNING FILES
Change to:
311-08 DIRECTIVES PLANNING FILES
Background matter relating to directives (ESMs and N
changes, SMs, ESBs, MILs, Command Letters, Retail Mark- |3}/-0% ﬁW>h>Jmmv
up Manual, Pricing Manual for CONUS Exchanges) including
drafts, research and history notes, and similar materials.
This file is for OPRs to keep background material they
need. Any material that should becomé a permanent part
of the publication's history should be sent to the issuing/
controlling office with the Request for Reproduction,
AAFES FORM 3350-10, where it will be controlled under
disposition standard 311-04.
Temporary. Cut off at close of fiscal year. .
Destroy 2 years after cutoff.
Hbm/ 311-09 POLICY AND PROCEDURES CONTROL FILE

Correspondence between Administrative Services Division
and various HQ bH<HmHosm\ommHnmm on incorporating
policies and procedures into AAFES directives.

New

Temporary. Cut dmm at close of fiscal year in which
action has been completed. Destroy 1 year after
cutoff.

115-203

Four copies, _:n_cm_mm original, to be submitted to the National Archives

-GPO . 1975 O - 579-387

STANDARD FORM 115-A
Revised July 1974

Prescribed by General Services

Administration
FPMR (41 CFR) 101-11.4



Request for Records Disposition Authority — Continuation JOB NO. ' PAG; oc:f _
V : 9.
7. 8. DESCRIPTION OF ITEM 10
ITEM NO. (With Inciusive Dates or Retention Periqd;) } , : Sﬁg;LSOQR ACTION TAKEN
15 311-10 PUBLICATIONS HISTORY CONTROL FILES -

History of all AAFES directives (ESMs, ESM,changes, ESBs,ﬁJQVJ
SMs, AOs, Ops Plans, Contingency Plans, MILs, Command ,
Letters, Master Plans, Retail Markup Manual, Pricing
Manual for CONUS Exchanges, HQ Circulars) including title
and date of publication, OPR, date received in AD-M,
number of pages, print quantity, date sent to AD for
signature, date sent to print plantg;date distributed,
date camera-readys sent to Europée, date camera-readys
returned from print plant and superse531on/rec151on
1nformat10n.

Temporary. Keep in active files until no longef'
needed for reference and destroy.

16 311-11 HQ CIRCULAR CASE FILES

- a. Contfolliﬁg Office. This file contains back-
ground material, requests for reproduction and surplus AJQVG
printed copies of HQ Circulars.

Temporary. Cut off at end of calendar year.
Destroy after 1 year.

b. Other Offices.

: News
Temporary. Destroy when no longer needed for
reference. '
17 "1 311-12 MAJOR AAFES EVENTS CASE FILES
This file contains the backup, requests for reproduction
and printed copies of the monthly Major AAFES Events.
a. Record copy. Issuing or controlling office. AJQV(
Temporary. Cut off at close of fiscal year.
Destroy 1 year after cutoff.
b. Other copies. k . Aj
ew/

Temporary. Destroy 90 days after monthly
cutoff.

3-}3
18 T GN DIRECTIVE PUBLICATION RECORD SETS
 "Reesrd sats oF
! —.ef,non-directive publlcatlonSEeeefé—sess. OPRs ﬁ[evj
should screen for applicable historical information and

transfer to the history file (501-01a)., )
Four coplies, Including originai, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974

Prescribed by General Services
Administration
FPMR (41 CFR) 101~11.4

115-203

GPO 1975 O . 579-387
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7.

ITEM NO.

N

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

10.
SAMELER | ACTION TAKEN

19

20

21

22

23

Temporary. Cut off at close of fiscal year.
Destroy 2 years after cutoff or when superseded
whichever is sooner.

312-03 RECORDS DISPOSITION CAMPAIGN FILES

Delete. Note: None of the records are stored in
Federal Records Centers.

05 ,
902-8% DATA SYSTEMS EQUIPMENT REFERENCE FILES

These documents include specific hardware, software and
telecommunications back-up materials and related
correspondence for projects. Included are detailed
configurations by AAFES location and current operational
requirements.

Temporary. ‘Cut off at close of fiscal year in which
the system is terminated. Destroy 5 years after
cutoff.

1306-08 VENDOR REGISTRATION FILES

Consists of AAFES FORM 3900-58, Visitors Registration,
AAFES FORM 3900-56, Notice of Appearance before Exchange
Activity and AAFES FORM 3900-57, Notice of Appearance
before Exchange Activity Continuation Sheet.

Temporary. Cet off at close of fiscal year. -Transfe
to FRC or RHA (as applicable) 1 year after cutoff.
Destroy 10 years after cutoff.

1306-09 SELECTION COMMITTEE'FILES

Records of the MerchandiseLSelection Committee,
including voting records and approved documents

. pertaining to the committee recommendationms.

Temporary. Cut off at close of fiscal year. Keep
in CFA for 2 years and retire to FRC or RHA, as
applicable. Destroy 6 years after cutoff.

1701-10 KEY CONTROL RECORDS

Includes inventory records and forms relating to key
control. Arrenged chronologically. ‘

Temporary. Cut off at close of fiscal year in which
records are initiated. Destroy one year after

New

New/

News

News

cutoff.

115-203

Four copies, including original, to be submitted to the National Archives

GPO : 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4
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7.
ITEM NO.

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9.
SAMPLE OR

10.
JOB NO. ACTION TAKEN

24

25

702-23 CHECK-~CASHING PRIVILEGE FILES

Change to:

702-23 CHECK-CASHING PRIVILEGE .FILES

Case files relating to advancing, revoking or suspending,
restoring, and general supervision of check-cashing

L}

202-23 @SP%;{{?"

privileges. Included are letters to the individual abougk:} »?ﬁbfé&u@;

the individuals, notices to and from banks concerned,
copies of the returned checks, envelopes showing attempts
to contact the passer, reimbursement receipts, and other

related papers. e» e ec ) 5 To 705 e commangders “bJ

Temporary. Cut off at close of fiscal year in which
case is closed,ox-whexe.offiee—pare=toesw!t. permity.
et —affoauaidspde in_shichorasado_floscd—and—Fathre—
<to-#BG~or-RifA-- Destroy 6 years after cutoff.
Kneded by R Mo pex K. knesh, 3/17/53]
70266 DEFERRED PAYMENT PLAN FILES

Case files concerning repayment obligations resulting
from the purchase of merchandise on a credit plan. Includ
are Deferred Payment Plan applications, Deferred Payment
Plan Charge Tickets, Deferred Payment Plan Statements of
,Accounts, letters to the individual about the debt, letter
to post/base commanders about the individuals, Pay
Adjustment Authorization, reimbursement receipts and other
related papers.

Temporary. Cut off at close of fiscal year in which
case is closed, emmhere-cffice-space—deesmitpermit,
-Lutseff-at.endnal_quarter in.vhich casgoiv=pioseds.

' SRRt 2Rl Destroy 6 years after

JIE TN O ST
afia + 3//7/?23 - I

o

Key/
ad

115-203

Four copies, including original, to be submitted to the National Archives

GPO : 1975 O - 579~387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4





