
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: Nl-334-88-002 

Some items in this schedule are either obsolete or have been superseded by new 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These items, unless subsequently superseded, may be used by the agency to 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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Item 3 was superseded by Nl-334-89-002, items 401-06 and 401-07. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 



�--_.,., 
,' \., 'f f 

... . 

LEAVE BLANKREQUEST FOR RECORDS DISPOSITION AUTHORITY 
JOB NO 

(See lnstruct10ns on reverse) 
N1- :,'3. 4- QB-2 

DATE RECEIVED TO GENERAL SERVICES ADMINISTRATION 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 1 2- 9,. 17 

1. FROM (Agency or establishment) NOTIFICATION TO AGENCY 
f or-'<:e t:xd,.\H'l{le !:;,ervicei\t.--my ,md Atr 

In accordance with the provIsIons of 44 USC 3303a 
2 MAJOR SUBDIVISION the disposal request, including amendments, Is approved 

except for items that may be marked "d1spos1t1on notAdr.r: 1 ni st rat to� Divis:rm 
approved" or "withdrawn" In column 10 If no records 

3 MINOR SUBDIVISION are proposed for disposal, the signature of the Arch1v1st 1s 

Adud.r.J strnt; v� SfffvSces '11"ii!H'ICt\ not required 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE EXT ARCHIVIST OF THE UNITED STATES□;x.M&-ril'in g, Gaston 
Records fi-t,:H1�fi'IE'fl-t OH l�e1· (? 14 )780-228; k 

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 spec1f1ed, and that written concurrence from the General 
Accounting Office, 1f required under the provIs1ons of Title 8 of the GAO Manual for Guidance of Federal Agencies, 1s 
attached 

A GAO concurrence 1s attached, or 00 Is unnecessary 

7 
8 DESCRIPTION OF ITEM ITEM 

(With Inclusiue Dates or Retention Periods) NO 

L lste.i .u:l:! ;n·oposi<•d <'hafi(fF-!'i- nAU �drUtion:.; tu the 
�nd ,.i.!r force fxch,:1eige Operi!!l�n� Prcce1ures {(OPi 

!"i- ·), ;{ec-{n•(!s, Na.nu�ent; 

l • 

He-cord� 1;:r�ilte<l 11. thC> !Jl'."t:p.:l!"�-Uon, r-�ordinat..to� ap:rj 
c.(u1sv1.:dat of ri'l9<1hr and 5;){!'(",Jal pf':rsorm�.l cepo:rtr.. 
tm-:-lw1erl ite re�.rts on cin11ar e,."nplo1a-.entn lat\<Jr 
tu!'.'t"Kl"I('£' ,1nO labtu· �tat.Lst ,:..r;s. ;;uHJ yses "n<l 

,. 

fon:;,i;if!i-:;ts, 
"f:iru:,t·lt,y qt'Mip stvdie�, ·rct.J:rr�ent proJ�(:t.;,nns, 
�1,·mdi uu""'"" per S'Vfl.5 .;ind nt�er coi,,;¾\r;&t.1-e n�port".z. eoncer-n­
tng var• c1..1s l:liSP��ct� of ;}G!'scnnel tJ,,.VVHJ("!raent .1r.:-t :\ v l t 1es. 
\rroW'JPd na---:ie- cf 1eµ�rt or t'l'l"<'.;),;�•::::t. 

{1) St,..1d; proj-'3.Ct� c:on,-erning -si0n 1'H·•;1nt 
st��t t5tl �,) l. re3c.:arr.h ;:,r,d wh c.ontributt:.: lOW<'.!rtl µ-ol i�y 
.ohd:ngt"!, �r -rm,·J.s�m·,sn.. tfH!i" unoer P�r�onnel Pol:icy Mid 

tl>re-ce!,lcnt J·U.,::t>ns 401 .l 

9 GRSOR 10 ACTION 
SUPERSEDED TAKEN 

JOB (NARSUSE 
CITATION ONLY) 

Ni'�- 'I i0-7 • 
i'«t-114-1 j 

(Chang�} 

, kpu��ry. r0t off at CIC5t' 
y1"',E\!'. '.i�st.roy "'Y"-'oi!> ilft?r 
•dt,-17·1-'') 

NSN 7540-00-634--4064 STANDARD FORM 115 (REV 8-83)
JI.A,,/ �/;;5 � Prescribed by GSA,.,,fftYrtJ-ner f:::'PI\/IQ /111 rFA\ 101.11 4 

115-108 
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• 
JOB NO PAGE 

REQUEST FOR RECORDS DISPOSITION AUTHORITY - CONTINUATION 
.:Z.. OF 

9 GRSOR 10 ACTION 

8 DE SCRIPTION OF ITEM SUPERSEDED TAKEN
ITEM 

(With lncluinue Dates or Retention Periods) JOB (NARSUSE
NO 

C ITATION ONLY} 

(3) Working paoers, drafts, charts, f�eder
materials and similar materlal used for preparing \Z}. 

Temporary. Cut off after final action 
on report. Destroy 6 months after
cutoff. If no final action is taken 
on report

1 
destroy 3 years after cutoff.

(NN-170-71) 
b. Oversea exchange system headquarters or

�imilar P.ersonnel offices with centralized responsibility.
\File unaer 401-01a or 401-01c, as applicable.} 

c. Other Copies 

Temporary. C close of fiscal 
year oy 2 years after cutoff or 

_____-wn,P.n no longer needed for reference, 
whichever is sooner. 

2. 401-03 PERSONNEL POLICY AND PRECEDENT FILES NC1-334-
81-4

Original documents accumulated bY. office responsible for ITEM 3
establishing P.ersonnel policy ana procedures throughout (Change) 
AAFES. Incluaes decisions rulings, interpretations,
study P.rojects, statistical studies and other documents
createH in formulating and directing the administration
of policies regarding emploY.ffient practices, regulations,
instructions, etc. Arrangea subjectively. 
(NC1-334-81-�, Item 3) 

a. Files created in FY 

Cut fiscal yearILi-....-,;•�

in whic seded or obsolete. Offer to
-ll)!Afffl""�n five-year blocks when 20 years old. 

b. New policy, changes and exceptions to exis · g
policy. 
Permanent. at close of fiscal year.
Off RA in five-year blocks when 20 

ears old. 
c. Other documents including study projects 

concerning significant statistical research and which
contribute toward policy changes or revisions. 

Temporary. Cut off at close of fiscal year
in which completed. Destroy 10 years after
cutoff. 

d. Working papers, drafts, charts, feeder
materials, and similar material used for preparing c. 

Temporary. Cut off after final action.
Destroy 6 months after cutoff. If no final
action is taken, destroy 3 years after cutoff. 

STANDARD FORM 115-A (REV 12-83)Four copies, including original to be submitted 
to the National Archives and Records Service. Prescribed by GSA 

FPMR (41 CFR) 101-11.4 

115-204 

Permanent. nFF 

·•·~-~ 

1980 and~ 

~of 
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STANDARD FORM 115-A (REV 12-83) 
Four copies, Including original to be submitted 
to the National Archives and Records Service. 

• 
JOB NO. 

REQUEST FOR RECORDS DISPOSITION AUTHORITY - CONTINUATION 

9 GRSOR 

8 DESCRIPTION OF ITEM SUP ERSEDED 
ITEM (With /nclwm,e Dates or Retention Periods) JOB 
NO CITATION 

3. 401-06 CENTRAL PROMOTION BOARD ADMINISTRATIVE FILES NEW 

Documents created and accumulated specifically in Human
Resources Directorate, HQ AAFES relating to the administra­
tion of the Central Promotion Boards. Files consist of
appointments of board members, guidelines, statistics,
announcements and related papers. 

a. Hard Copy. 

Temporary. Cut off at close of fiscal year. Kee
in CFA 3 years, then microfilm. Destroy hard co y
when microfilm has been verified. 

b. Microfilm Copy. 
Temporary. Destroy in CFA when no longer needed
for reference. 

4. 403-06 PERSONNEL TEST FILES NEW 
Documents created at HQ AAFES in the coordination of specif!
tests or test items to determine qualifications or measure
aptitudes and proficiencr of individuals, including actions 
such as preparation and issue of tests, test items test aid ,
test announcements, development of norms for specific tests,
etc. Arranged by name or title of test. 

a. Individual Test Results. 

Temporary. Cut off at close of fiscal year.
Destroy 2 years after cutoff. 

b. Statistical Validation Studies. 

Temporary. Cut off at close of fiscal year.
Destroy 5 years after cutoff. 

5. 405-01 EMPLOYEE COMPLAINT AND INQUIRY FILES NEW 
Cor spondence created in responding to active and former �
employ com laints, except EEO complaints, and inquiries , 
regaroing ES personnel policies, procedures 

1 
management, du,, 

etc. Include e correspondence with active/rormer � 
t
. 

employees and fie offices investigations, documents rb{ 1 , u-l�substantiating the e o ee s allegations or management's
compliance with personne olicy and procedures! corrective tVi""IJAI" 
9ct1on taken and other rel a papers. Filed a phabeticall Y.. r,('J.l
lDocuments pertaining to appea or rievances will be filed
under 405-03, Appeals and Grievanc ase Files.) ,��- QJ._ 

a. Record Copy. t.P� 
Temporary. Cut off at close of fis • year in
which final action is taken. Destroy �ars
after cutoff. 

- J��

b. Other Copies. 

Tern ora Cut_Q.JE:f._,.a-1H*rnE�of fiscal year in
Destroy 1 year 

PAGE 

,3 OF 
10 A CTION 

TAKEN 
(NARSUSE 

ONLY) 

Prescribed by GSA 
FPMR (41 CFR) 101-11.4 

115-204 

P ry. 
~n is taken. -------
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• 
REQUEST FOR RECORDS DISPOSITION AUTHORITY -CONTINUATION 

JOB NO. PAGE 

8 DESCRIPTION OF ITEM
ITEM 

(With lnclusiue Dates or Retention Periods) 
NO 

6. 405-15 PRE-RETIREMENT COUNSELING PROGRAM FILES 

Documents created in planning, coordinating and directing
a pre-retirement counseling program. Included are re�orts 
on eligible employees, statistics, instructions, listing
of counselors and related correspondence. 

a. Record Copy. 

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

b. Other Copies. 

of fiscal year. 

7. 407-07 STRENGTH REPORT FILES 

Periodic printouts compiled to report actual personnel
strength by organizational units. 

a. Record Copy (HQ AAFES) 

Temporary. Cut off at close of fiscal year.
Destroy 10 years after cutoff. 

b. Other Copies. 

8. 408-17 HPP EMPLOYEE UPWARD MOBILITY PROGRAM FILES 

Documents created in skills identification and development
and in career development planning. Includes UA referral 
rosters and Referral Roster Nomination1 AAFES FORM 1200-19,
and Employee Career Development Plan, AFFES FORM 1200-63. 

Temporary. Destroy upon separation of employee
or when obsolete or superseded. 

9. 411-01 EMPLOYEE IDENTIFICATION FILES 

a. Employee identification card·� s..2.�����r1zand related application
documents • 

• Destroy 3 months after return to an
authority. 

b. Identification Card Control, AAFES FORM 3100-79 

Temporary. Cut off at close of fiscal year.
Destroy 5 years after cutoff. 

9 GRS OR 10 ACTION 

SUPERSEDED TAKEN 

JOB (NARSUSE 
CITATION ONLY) 

NEW 

NN-174-
066
Item 2 
(Change) 

NEW 

GRS 11 
_,Item 4o

(Deviati n) 

STANDARD FORM 115-A (REV 12-83) 
to the National Archives and Records Service. Prescribed by GSA 

FPMR (41 CFR) 101-11.4 

Four copies, Including original to be submitted 115-204 

(I . • ·:-s 
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