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Listed below are proposed amendments to Army and Air 
Force Exchange Service Manual 5-1, Records Management: 

1.	 Paragraph 703-15 - Payroll Salary Advance Reports,

Correspondence and Trial Balance Schedule. These
 
files include correspondence, monthly and quarterly
 
salary advance schedules prepared by exchange

activities, computer printouts of monthly mechanical
 
reconciliations and related documents.
 

Cutoff at close of fiscal year. Hold as office 
reference 1 year. Destroy after 2 years. 

2.	 1604-37 - Payroll Salary Advance Reports, Correspondence
 
and Trial Balance Schedules. These files include
 
correspondence and manually prepared salary advance

schedules prepared by exchange activities and related
 
documents.
 

Cutoff at close of fiscal year. Hold as office
 
reference 1 year. Destroy after 2 years.
 

r.arcopi••, . 




