
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NCl-334-81-03 

Some items in this schedule are either obsolete or have been superseded by new 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These items, unless subsequently superseded, may be used by the agency to 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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Item 21 was superseded by Nl-334-86-001, item 50. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 



REQUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK 

·(See Instructions on reverse) JOB NO 

TO GENERAL SERVICES ADMINISTRATION, 

__N _AT_I_O N_A_L_ A_R_C _HI_VE_S_ AN_D_RE_C_O_R_DS_S_ER_ V_IC_E _, _W_AS_ H_IN_G_'f_Q_N,_O_C_2_0__4_08___--1 DATE RECEIVED 
1. FROM (AGENCY OR ESTABLISHMENT)

Army and Air Force Exchange Service 'I 1z�I.Sf'NOTI ATIO TO AGENCY 
2. MAJOR SUBDIVISION 

In accord.wee w,th tre prov,s,ons of 44 USC 3303a the disposal re Administrative Services Division 
c;uest. ,nclud,ng amendments. ,s approved except fo• ,terns that may 

3. MINOR SUBDIVISION be stamped ·•d,sposal �ot approved" or "withdrawn" in column I 0 

Records Management Office 
4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT 

RONALD A. KNIGHT 6-- tJ. -fl 
Records Management Officer FTS:738-2281 /)111,· 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency m matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 7 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 

D A Request for immediate disposal. 

G] B Request for disposal after a specified period of time or request for permanent 
retenti 

C. DATE E. TITLE 

17 Apr 81 Records Management Officer 

9.7. 8. ESCRIPTION OF ITEM 10.SAMPLE ORITEM NO (With Inclusive Dates or Retention Penods) ACTION TAKENJOB NO 

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

1 703-01 AAFES TIME CARDS 

Change to: 

703-01 CASUAL LABOR TIME CARDS 

Time cards used for non-recurring wage payments. 

a. Record copy. Maintained by HQ AAFES Payroll
Branch. Temporary. Cut off at close of calendar 
year. Destroy 3 years after cutoff. 

b. Other copies. Temporary. Used as support for 
working.fund disbursement checks. Transfer to 
702-01 for disposition thereunder. 

2 703-02 PAYROLL ALLOTMENT FILES 

Files pertaining to individual authorization records for 
employee organization dues, credit union/savings plan and 
other miscellaneous pay deductions to include Union Dues 

STANDARD FORM 115115-107 Changes made in this schedule concurred in by AAFES, 
Rev,sed Apdl, 1975 

Ron Knight, �CT /NARS-NCD, 5-08 . Prescnbed by General Services 
Adm1n1strat,on

� FPMR (41 CFR) 101-11 4 "(-J,a,J d,;;f-: ,-,,�, ! � , 
� � Al� � �� X'lA) f A,..,� 



JOB NO PAGE OF
Request for, Records Disposition Authority- Continuation I 

2 nf 7 
9. 

7. 8. DESCRIPTION OF ITEM 10.SAMPLE OR 
ITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

Deduction Register, Combined Federal Campaign Deduction 
Register, Other Deduction Registers, Miscellaneous 
Deduction Register, Employee Association Dues Register,
Savings Allotment Register and Match Reject Allotments. 

a. Microfiche record copy. Temporary. Maintain in 
microfiche storage area 3 years after cutoff and 
destroy. 

b. Paper copies and duplicate microfiche copies.
Temporary. Cut off at close of calendar year.
Destroy 1 year after cutoff. 

3 703-05 PERSONNEL ACTION FILES 

Delete. 

4 703-06 MISCELLANEOUS PAYROLL CHANGE FILES 

Change to: 

703-06 MISCELLANEOUS PAYROLL CORRESPONDENCE FILES 

Consists of miscellaneous correspondence pertaining to 
individual employee pay, leave balances and related papers. 

Temporary. Cut off at close of fiscal year.
Destroy 1 year after cutoff. 

5 703-17 GERMAN PAYROLL REPORTS 

Includes the monthly and annual German payroll reports 
(Stammkarten). 

a. Microfiched record copy (HQ AAFES). l£P1j�eAf'� • 
Cut off at end of calendar year and �t�in in 
microfiche storagek,t"' �cye.JLr.l � h--o-y, 

j.upJic�t-c w,1c110f1'4.e.. 

b. Other�cbpies. Temporary. Cut off at end of 
calendar year. Destroy when no longer needed 
for reference. 

6 703-18 REQUEST FOR AtITHORIZATION OF OVERTIME 

Request for overtime (AAFES FORM 1400-8) which includes 
employee name and requested overtime hours. Temporary.
Cut off at end of fiscal year. Destroy 1 year after 
cutoff. 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 
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Request for. Records Disposition Authority- Continuation I JOB NO 

7. 
ITEM NO 

7 

8 

9 

10 

115-203 

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

703-19 PAYROLL HOURS WORKING REPORTS 

Consists of Accepted Hours Records, Missing Hours Records 
and LWOP/Missing Hours Reports. 

a. Microfiche. Record copy. Temporary. Cut off 
at close of fiscal year. Maintain in microfiche 
storage area for 2 years and destroy. 

Jµpf11 .. o,.t-c HA1c.,vo-�'-"-' 
b. OtherAcopies. Temporary. Cut off at close of 

fiscal year. Maintain in CFA 2 years after 
cutoff and destroy or when administrative value 
has been served, whichever is sooner. 

703-20 QUARTERLY WAGES BY EMPLOYEES 

Report of gross quarterly earnings by employees. 

a. 

b. 

Microfiche record copy. Temporary. Cut off at 
close of calendar year. Maintain in microfiche 
storage area 4 years after cutoff and destroy. 

bf" 
, l\(t.. "4, I £,1,0-/lc..t..e 

OtherAcopies. Temporary. Cut off at close of 
calendar year. Maintain in CFA 2 years after 
cutoff and destroy or when administrative value 
has been served, whichever is sooner. 

703-21 MONTHLY DOLLAR PAYROLL STATISTICS 

Personnel costs by Exchange provided to Financial 
Management for budgetary purposes. 

a. Microfiche record copy. Temporary. Cut off at 
close of fiscal year. Maintain in microfiche 
storage area 5 years after cutoff and destroy. 

b. Other microfiche copies. Temporary. Cut off at 
close of fiscal year. Maintain in CFA 2 years 
after cutoff and destroy or when administrative 
value has been served, whichever is sooner. 

c. Hard copy. Temporary. Cut off at close of fisca 
year. Destroy 1 year after cutoff. 

704-04 GROUP INSURANCE CARD FILES 

Delete. 

Four copies. Including orlglnal, to be submitted to the National Archives 

t, 1'0 l'J75 ( l - 574-387 

9. 
SAMPLE OR 

JOB NO 

PAGE OF 
3 of 7 

10. 
ACTION TAKEN 

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

Adm1nistrat1on 
FPMR (41 CFR) 101-11 4 



Request fo� Recor<ts Disposition Authority- Continuation I JOB NO 

7. 
ITEM NO 

11 

12 

13 

115-203 

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

704-05 RETIREMENT CARD FILES 

Change to: 

704-05 RETIREMENT FISCAL REPORTS 

Includes Retirement Redeposit Report, Permanent Retire­
ment Refund Check Register, Retirement Refund Report. 
(Due to frequent reference, hard copies of the Retirement 
Refund Report are kept in CFA for 2 years and destroyed.) 

T�M/>o(ZJHl-1.t. 
a. Microfiche record copy. Pnmsnsnt. Cut off at 

close of fiscal year. Maintain in microfiche 
storage areat:ev .. :l,5 7/llU'-1- a.� clu-r44-'f. 

b. Other microfiched copies. Temporary. Cut off at 
close of fiscal year. Maintain until no longer 
needed for reference. 

704-06 GROUP INSURANCE PRINTOUT FILES 

Printouts of employees covered by group insurance sent to 
the insurance carrier. Included are Dependent Wife 
Insurance Report, Group Personal Accident Insurance, and 
related reports. Microfiched. 

a. 

b. 

Microfiche record copy. Temporary. Cut off at 
close of fiscal year. Maintain in microfich� 
storage area for 6 years after cutoff l:;;ii�vJ �l,'i#j", 

,:J.u(lt,,1-h:. r,1�c:.�v'lt..L- c,.,,..;1L t-<-4-#-<I� 
Other

A
copies. Temporary. Cut off at close of 

fiscal year. Destroy when no longer needed for 
reference. 

704-11 SHORT/LONG TERM DISABILITY FILES 

Documents accumulated on histories of non-job-connected 
disabling injuries or illnesses, including medical 
reports, records of weekly payments received, and related 
papers. Disabilities are placed in the long term 
category after 6 months. T�ee@ &�@ cas fileg, M��&��ed 
a.;},f:ll'leeetieally 'ay a�e, @fte @'l!'e l!'@lrnifte@ ia ae@i.e files 
11nti 1 empl gygg rQtur00 to ,a:e¥lt, 61! ffl 1!:l1e lea� tent 
1soat0ggry, ol-i,00 emf!layee Fe@ettes ttte a�e ef 62 yeaF6. 

a. Short term. Temporary. Cut off at close of 
fiscal year in which employee returns to work. 
Destroy 2 years after cutoff. 

Four copies. Including ortglnal, to be submitted to the National Archives 

Cl'O 197�i c, - 57�-387 

PAGE OF 
4 of 7 

9. 
SAMPLE OR 10. 

JOB NO ACTION TAKEN 

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

Adm1n1strat1on 
FPMR (41 CFR) 101-11 4 

?ot/~o!t cd111t£C) 

. '' . ' ' 
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Request fo� Records Disposition Authority-Continuation I JOB NO 

7. 
ITEM NO 

14 

15 

16 

115-203 

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

b. Long tenn. Temporary. Cut off at close of 
fiscal year in which employee returns to work 
or retires. Transfer to FRC 2 years after 
cutoff. Destroy 6 years after cutoff. 

704-12 MISCELLANEOUS EMPLOYEES CLAIM FILES 

Documents accumulated on the group insurance program, 
including death benefits, hospitalization, out-patient 
medical treatment, payments made, disputed claims, and 
related papers, not included in other categories of this 
program. Case files arranged alphabetically by employee 
name. 

Temporary. Cut off at 
which claim is closed. 
after cutoff. Destroy 

close of fiscal year in 
Transfer to FRC 2 years 

3 years after cutoff. 

704-14 WAIVER OF PREMIUMS FILES 

Documents accumulated on employees who have been disabled 
for more than 9 months and whose hospitalization and life 
coverage premiums have been waived by the carrier. Case 
files arranged alphabetically by employee name. 

Temporary. Cut off at 
which employee returns 
eligible for coverage. 
after cutoff. Destroy 

close of fiscal year in 
to work or no longer 

Transfer to FRC 2 years 
4 years after cutoff. 

704-22 SHORT PACK CLAIMS FILES 

Change to: 

704-22 GENERAL AVERAGE CLAIM FILES 

�ocuments relating to General Average declared on vessels 
containing AAFES cargo. Includes notice of general 
�verage cargo manifests, purchase orders, vendor's invoices, 
�equisitions, transfer vouchers and related cargo shipping 
klocuments. 

a. 

b. 

Record copy (HQ AAFES). Temporary. Cut off at 
close of fiscal year. Transfer to FRC 3 years 
after cutoff. Destroy 6 years after cutoff. 

,.-w)uJ. 
Other

11 
copies. 

fiscal year. 
Temporary. Cut off at close of 

Destroy 1 year after cutoff. 

Four copies, Including ortglnal, to be submitted to the National Archives 

9. 

SAMPLE OR 
JOB NO 

PAGE OF 

5 nf' 7 

10. 
ACTION TAKEN 

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

Admin1strat1on 
FPMR (41 CFR) 101-114 

'(JtJl/,I J. ( t:M11,~J 

'7Dlf-.,.,/¢t ~d.t.1£/.!.) 
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Request fo� Records Disposition Authority- Continuation r JOB NO PAGE OF 

6 rd= 7 

7. 
ITEM NO 

17 

18 

19 

20 

115-203 

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

704-24 FRAUDULENT CHECK FILES 

Delete. 

9. 
SAMPLE OR 

JOB NO 
10. 

ACTION TAKEN 

704-27 ACCEPTED/REJECTED AETNA SAVINGS PLAN APPLICATIONS NEJ 
Listing by name and social security number of employees 
making application to enroll in the AAFES Savings Plan 
administered by Aetna. 

Temporary. Cut off at close of fiscal year. 
Destroy 1 year after cutoff. 

704-28 PAYROLL DEDUCTION/LUMP SUM CONTROL (AETNA SAVINGS AJGfiJ 
PLAN) 

Bi-weekly report of employee contributions to the savings 
plan. 

a. 

b. 

c. 

Microfiche record copy. Temporary. Cut off at 
close of fiscal year. Maintain in microfiche 
storage area for 6 years and destroy. 

Jup/1 w,.fY.., IKIC.,,_.f,� 
OtherAcopies. Temporary. Cut off at close of 
fiscal year. Maintain in CFA for 3 years and 
destroy or when administrative value has been 
served, whichever is sooner. 

Hard copy. Temporary. Cut off at close of 
fiscal year. Maintain in CFA for 1 y�� 
(frequent reference) after cutoff 2nciAdestroy. 

704-29 AETNA ACTIVITY REPORT - AAFES EMPLOYEE SAVINGS 
PLAN 

Bi-weekly and monthly reports provided by Aetna on the 
savings plan. 

a. Temporary. Destroy when a new report is 
provided by Aetna except for the final year-end 
report. 

b. Year-end Report. Temporary. Cut off at end of 
calendar year. Maintain in CFA for 6 years and 
destroy. 

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

Adm1n1strat1on 
FPMR (41 CFR) 101-11 4 

·---

Nt!FJ 
---



Request fo� Records Disposition Authority- Continuation I JOB NO PAGE OF 

7 of 7 

7. 
ITEM NO 

21 

115-203 

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

704-30 INTERNAL MANAGEMENT REVIEW FILES 

These files contain documents relating to inventory 
variances. Included are instructions for taking the 
official inventory, schedule of variances/differences, 
IMORs and IMTRs, explanatory correspondence, and related 
papers. 

Temporary. Cut off at close of fiscal year in 
which investigation completed. Transfer to 
FRC 2 years after cutoff. Destroy 5 years 
after cutoff. 

This ce rtifies that the records des cribe� 

9. 
SAMPLE OR 

JOB NO 
10. 

ACTION TAKEN 

on this form will be microfilmed 1n accc rdan ce 
wirh the s tandards s et forth in 41CFR lCl-11.506. 

Four copies, Including orlglnal, to be submitted to the National Archives 

(.J•tJ 1')15 o - 57'-l-38i 

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

Admin1strat1on 
FPMR (41 CFR) 101-114 

' 


