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,!standard F�r:m. No. llli 
Revised November 1951 • 
Prescribed by General Services . REQ.ST FOR AUTHORITYAdministration 
GSA Reg. 3 -IV-106 TO DISPOSE OF RECORDS115-103 

(See Instructions on Reverse) 

TO: GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES AND RECORDS SER VICE, WASHINGTON, D.C. 20408 

I. FROM (AGENCY OR ESTABLISHMENT) 

Army and Air Force Exchange Service 
2. MAJOR SUBDIVISION 

In accordance with the prov1s1ons of 44 U S C 3303a 1he d1SJ)osal re
Administrative Services Division quest, including amendments. ,s approved eicept for ,terns that may 

be stamped "disposal not approved" or "withdrawn" ,n column 103. MINOR SUBDIVISION 

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

Ronald A. Knight 

6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I hereby certify that I am authorized to act for the head of this agency in matters pertaining to the dispo1al of record■, 

1chedule of __3_ pages are proposed for disposal for the reason indicated: ("X" only one) 

A T h e  r e c o r ds h a v e  B The records will cease to have sufficient value □ ceased to have suffi­ to WatTant further retention on the expiration 
cient value to warrant of the period of time indicated or on the occur• 
further retention. rence of the event specified. 

�?.d ro Records Management Officer 
(Date) cy Representative) (Title) 

9.7. 8. DESCRIPTION OF ITEM 10. 
SAMPLE ORITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN

JOB NO. 

Listed below are proposed additions to Army and Air Force 

Exchange Service Manual 5-1, Records Management: 

SECTION 7 

CATALOG SALES FILES 

1. 1307-01 CATALOG ORDER CORRESPONDENCE FILES 

Correspondence relating to customer inquiries regarding 
catalog order problems. File consists of correspondence, 
catalog sales order, order status preprint, and other 
supporting documents. (Source documents (hard copies) 
microfilmed are destroyed after editing of film.)
Arranged alphabetically. Files maintained at HQ MFES 
Catalog Sales Center (CSC) only. 

a. Cases which are resolved without claim action. 

Temporary. Cutoff at close of fiscal year in 
which case is closed. Destroy when 3 years old 
or when administrative value has been exhausted 
whichever is sooner. 

b. Cases which result in claim action. 

Temporary. Cutoff at close of fiscal year.
Destroy when 6 years old. 

2. 1307-02 CATALOG SALES ORDER, MFES FORM 4150-120 

Catala Sales Order MFES Form 4150-120 is used b 
Fom copio■, l■clacling origi■al, lo be ■-1,mlHed lo the Nalio■al Archive■ and Re�owd■ Sew-rice 

_· ___ : _)_(:;_~a-,--(fE_.BI-.:,.__✓_ . ,:i 
LEAVE BLANK • .<,., 
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7. 
ITEM NO. 

3. 

4. 

5. 

6. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

authorized customers to place orders for catalog merchan­
dise. (Source documents (hard copies) microfilmed are 
destroyed after editing of film.) Document is reviewed 
as part of processing procedures in responding to customer 
inquiry or processing of claim. Files maintained at HQ 
AAFES CSC only. 

Temporary. Cutoff at close of fiscal year.
Destroy when 6 years old. 

1307-03 CATALOG ORDER SHIP TICKET 

Address/Customs/Shipping Label, AAFES Form 4150-119, the 
information thereon is entered in the automated catalog
sale file. Files maintained at HQ AAFES CSC and CSC 
warehouse. 

Temporary. Cutoff monthly. Destroy
90 days.OLD, 

1307-04 SCHEDULE OF CUSTOMER DEPOSITS 

Preprints used to reconcile fiscal account 143-02. Source 
documents (hard copies) microfilmed are destroyed after 
editing of film. Files maintained by HQ AAFES CSC only.
Arranged alphabetically. 

Temporary. Cutoff at close of fiscal year.
Destroy when 1 year old. 

1307-05 SIGNATURE CARD - MAIL ORDER CATALOG 

Remote Location Authorized Signature Card, AAFES Mail 
Order Catalog, AAFES Form 4500-14, is used by Commanders 
in remote locations to designate an official responsible
for insuring that catalog orders are only initiated by
authorized customers. Files maintained at HQ AAFES CSC 
only. Arranged alphabetically. 

Temporary. Cutoff when superseded and destroy. 

1307-06 ACS ORDER STATUS REPORT 

Customer order status is maintained in the computer file 
and released on an individual basis as requested. Every 
9 months the file is purged and all completed order data 
is produced from the computer in microfilm format. Files 
maintained at HQ AAFES CSC only. 

Cutoff at close of fiscal year. 
Four copies, lncludlrig original, to be submitted to the National Archives 

GPO · 1975 O - 579-387 

9. 
lO.SAMPLE OR 

ACTION TAKEN JOB NO. 

STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 

115-203 

Temporary. 
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7. 
.ITEM NO. 

7. 

8. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

Destroy when 6 years old or when administrative 
value has been exhausted, whichever is sooner. 

1307-07 ACS CROSS-REFERENCE TABLE 

Quarterly computer printout in Alpha sequence by customer' 
name listing all catalog orders processed during that pe­
riod. (Source documents (hard copies) microfilmed are 
destroyed after editing of film. ) Files maintained by HQ 
MFES CSC only. 

Temporary. Cutoff at close of fiscal year.
Destroy when 6 years old or when administrative 
value has been exhausted, whichever is SJ Oner. 

1307-08 FILE MAINTENANCE FOR ACS ORDER MASTER 

Catalog System Order Master File Maintenance RC 44 only,
MFES Form 6200-37, is used to update customer order and 
record receipt of delayed partial payment. Files main­
tained at HQ AAFES CSC only. 

Temporary. Cutoff at close of fiscal year.
Destroy when 1 year old. 

9. 
10.SAMPLE OR 

ACTION TAKENJOB NO. 

Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
GPO 1975 0 - 579 .. 3g7 FPMR (41 CFR) 101-11.4 

115-203 




