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LEAVE BLANK
REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NO 

(See Instructions on reverse) NI .. 3~'j ..g7-1 
TO	 DATE RECEIVEDGENERAL SERVICES ADMINISTRATION
 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 '1-1:3 ....~1
 
1 FROM (Agency or establishment) NOTIFICATION TO AGENCY 

Arm~ and Air Force Exchange Service In accordance with the provrsrons of 44 usc 3303a 
2 MAJOR SUBDIVISION the disposal request, Including amendments, ISapproved 

except for Items that may be marked "dtsposrnon notAdministration Division approved" or "Withdrawn" In column 10 If no records 
3 MINOR SUBDIVISION	 are proposed for disposal, the Signature of the Archivist IS 

not requ Ired Administrative Services Branch 
4 NAME OF PERSON WITH WHOM TO CONFER	 5 TELEPHONE EXT DATE 

MARILYN M. GASTON	 ~TES 

?~;l6'i?Manaqement Analyst (Records Mgmt Officer) FTS:738-2282 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I 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 page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods spectfred. and that written concurrence from the General 
Accounting Office, If required under the provisrons of Title 8 of the GAO	 Manual for GUidance of Federal Aqencies, IS 
attached 

A GAO concurrence D ISattached, or [] ISunnecessary 

D TITLE
 
B DATE C.~:U~E~~tt~~~Y~:.SE~
 

/3 i1p-'1 B7 MAA~oNP'(	 Management Analyst (Records Mgmt. Officer) 

9 GRS OR 10 ACTION 7 8 DESCRIPTION OF ITEM	 SUPERSEDED TAKENITEM 
(WIth InclUSIVe Dates or Retention Periods)	 JOB (NARSUSENO CITATION ONLY) 

Listed below is a proposed change to the Army and Air Force 
Exchange Operating Procedures (EOP) 5-1, Records Management: 

1. 401-05 EMPLOYEE SERVICE RECORD CARD FILES	 GRS 1 
Item 2b 

Official summaries of employment history. These cards (de viataoril) Rrovide a concise chronology of personal and service data for employees. Arranged alphabetically by
employee. 

Temporary. Cut off at close of fiscal year in 
which employee is separated or transferred. Destroy 15 years after cutoff, or when no longer needed for reference, whichever is sooner. but not earlier than 3 year s after cut off. 

Proposed change to be Rublished in EOP 5-1-1, Records Management for Base and Post Exchanges: 

2. 2253-02 EMPLOYEE SERVICE RECORD CARD FILES	 GRS 1 Item 2b 
Official summa~ies of employment history. These 9ards (deviation)p'rovide a conClse chronology of personal and serVlce
 
data for employees. Arranged alphabetically by

employee.
 

Temporary. Cut off at close of fiscal year in which employee is separated or transferred. Destroy 15 years after cutoff, or when no longer needed for reference, whichever is sooner ..but not earller than 3 years after cut off. 

I lie-ttL 

• a u115-108 NS}(7540-00-634-4064	 STANDARD FORM 115 (REV 8·83) 
Prescribed by GSA 
FPMR (41 CFR) 101,11.4
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