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TO: GENERAL SERVICES 

NATIONAL ARCHIVES AND RECOR DS SERVICE, WASHINGTON, D.C. 20408 

l\OTIFICATIO:l TO AGE:,'CY
I. FROM (AGENCY OR ESTABLISHMENT)

ARMY AND AIR FORCE EXCHANGE SERVICE 
2. MAJOR SUBDIVISION 

ADMINISTRATIVE SERVICES DIVISION 
colu.= IO. 
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RECORDS MANAGEMENT OFFICE 
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6. CERTIFICATE OF AGENCY REPRESENTATIVE: 
I hereby certify that I em authorized to act for the heed of this agency in matters pertaining to the diapoeal of record,, and that the reccrda deacrlbed in thla lilt or 

achedule of _1_ pages ere proposed for dispoaal for the reason indicated: ("X" only one) 

A T h e  r e c o  r da h a v e  B The reco.-da will cease to have sufficient value 
ceased t o  have auffi­ to warrant further retention on the e:r;piration 
cient value to warrant of the period of time indicated oron the occur• 
further retention. rence of the event specified. 
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5 OCT 77 AAFES RECORDS MANAGEMENT Office 
(Date) (Title) 

7. 8. DESCRIPTION OF ITEM 9. 
10. 

SAMPLE ORITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN
JOB NO. 

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

1. 903-09 SYSTEM LOG. That portion which reads "Destroy afte 
6 months" is amended to read "Destroy after 90 days." This 
file has no value after the 90 day period expires. 

2. 705-02 FIXED ASSET WRITEOFF FILES. That portion which 
reads " Destroy after 2 years" is amended to read "Destroy
after 4 years." These files contain supporting documents 
for accounting transactions and are peri0dically required 
by AAFES auditors. 

3. 705-06 FIXED ASSET OFFICIAL INVENTORY FILES. That portion
of subsection a (HQ AAFES files) which reads "Destroy
after 4 years." be amended to read "Destroy after 2 years.'
These files are of no value to the AAFES after a period
of two years. 
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