
--"'.	 "•REQUEST FOR RECORDS DISPOSITION. AUTHORITY LEAVE BLANK 
(See- Instructions on reverse) JOB NO 

TO GENERAL SERVICES ADMINISTRATION, 78 
__ N_AT_IO_N_A_L_A_R_CH_IV_E_S_A_N_D_R_E_CO_R_D_S_S_ER_V_IC_E_, _W_AS_H_IN_G_T_ON_,_D_C_2_04_0_8 __ --t DATE RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT)	 8 
Army and Air Force Exc~h~a~n~e~S~e~r~v~l~·c~e~ , 

2.	 MAJOR SUBDIVISION --------.:...:.--~--=---....::.....~:.....:....:.H---------
In accordance with the provls:on; of 44 USC 3 a the disposal reAdministrative Services Division Quest. including c'1lendments, IS approved exc for Items thot m<ly 

3, MINOR SUBDIVISION be stamped "disposal rot opproved" or "1'1 rawn" In column 10 

~~~ords Mana ement Office 
4. NAME OF PERSON WITH WHOM TO CONFER	 S. TEL EXT 

K. E. Bayro	 ~3_3_0_-_2_2_8_1 ~ ~I_){/_te	 ~ 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the dispo of the agency's records; 
that the records proposed for disposal in this Request of 2 page(s) are not no'0 eeded for the business of 
this agency or will not be needed after the retention periods specified. ff 
D A Request for immediate disposal.	 /( 

I. 

[Xl B Request for disposal after a specified request for permanent 
retention. 

C, DATE 0, SIGNATURE OF AGENCY REPRESENTATIVE E, TITLE 

)3 Apr 78	 Management Officer 

9.7, 8, DESCRIPTION OF ITEM	 10.SAMPLE ORITEM NO (WIth tncrusrve Dates or RetentIon Periods) f	 ACTION TAKEN,	 JOB NO 

isted below are proposed amendments and Air Force 
xchange Service Manual 5-1, Records 

1.	 406-11 TIME AND ATTE~IDANCE REGISTER
 
follows:
 

"406-11 TIME AND ATTENDANCE 

omputer generated Time and -fendance Registers
 
facility number, pay period ,ending dates, employee names
 
and social security numbe ':hours worked (including over-
time, holiday and Sunday 'ours)- vacation/sick leave taken
 
and bearing each emplo~ e's signature. Includes all em-
ployees on the U.S. p roll. Arranged chronologically

and maintained as flows:
 

a. Original copy - Bearing employees signature.
Maintained at Area Exchange levels. 

year.	 Destroy after 4 years. 

icate (yellow) copy. Cutoff at close of each
 
pay Transfer to Payroll Branch, HQ AAFES, for mai
 

disposition.
 

Destroy after 6 months. 

115-107 STANDARD FORM 115 
ReVISed Apr;l, 1975 
Prescnbsd by General Services 

Adrmrustranon 
FPMR (41 CFR) 101-114 



Standnr1 Form No. UG· 
!revised November 1951 
Prescribed by General Services LEAVE .LAlIK REQUEST YOR AUTHORITY Administration
 
GSA Reg. 3-IV-I06 DATE RECEIVED JOB NO.
TO	 DISPOSE OF RECORDS 11&-103 

{See Instructions on Reverse} 
DATE APPROVED 

TO:	 GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 CONGRESSIONAL AUTHORIZATION 

1. FROM (AGENCY OR ESTABLISHMENn	 HOUSEREPORTNO. CONGRESS DATEI 
Army and Air Force Exchange Service	 I SESSION 

2. MAJOR SUBDIVISION	 NOTIFICATION TO AGENCY 

Administrative	 Services Division CONGRESSHAS AUTHORIZED DISPOSAL OF ITEMS MARKED 
"DISPOSAL APPROVED"IN COLUMN 10-

3. MINOR SUBDIVISION 

Records Management Office 
4. NAME OF PERSON WITH WHOM TO CONFER 15. TEL. EXT. 

(Date) Archivist's Representative.K. E. Bayro	 330-2281 
6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I hereby certiCy that I am authorized to act Corthe head of this alCDCY in matters pertaining to the disposal of records, and that the record. deac:ribed in thi. Ii.t or 

schedule oC __ pases are proposed Cordispoaal Corthe reason indicated: ("X" only one) 

D 
A The records have B The records will cease to have sufficient value
 

ceased to have suffi· to wBlTant further retention on the ezpiration
 
cient value to warrant oC the period of time indicated or on the occur-

Curther retention. rence of the event specified. 

3 Apr 78 
(Date) 

7. 8. DESCRIPTION OF ITEM	 10.Page fI2	 9. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTIONPERIODS)	 ACTION TAKENJOB NO. 

c. Triplicate (pink) copy.

Cutoff at close of each pay period.
 

d.	 Approved leave and overtime requests. 

Cutoff after employee signs time and register

estroy after 90 days.
 

2.	 703-01
 
read as follows:
 

';703-01CASUAL LABOR TIME AND A 

Document used in updating Ca ual Labor payroll records 
within the U.S. payroll sy em and in the support and prep 
ation of related account' g reports. Arranged chronologic lly. 

a. Original, bear', g employees signature. Cutoff at
 
the close of each pa period, transfer to Payroll Branch,
 
HQ AAFES for maint ance and disposition.
 

Cutoff	 at of fiscal year. Destroy after 4 years. 

b. 

close of each pay period and transfer to 
Files. (702.07b)." 

3.	 DELETE THE FOLLOWING STANDARD 

~'1604-24 MECHANIZED TIHE AND ATTENDANCE REGISTERS (ER's)." 

F•• eopl •• , l.ct.diag orip ..... , to lie ........ u .. to ... Notional Arcldve ..... Recons. Semce
 


