REQUEST FOR RECORDS DISPOSITION AUTHORITY
(See Instructions on reverse)

. ow 1-a5sf ck Bhaq

LEAVE BLANK

JOB NO

NCI-33%-34-2

TO. GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

DATE RECEIVED

1. FROM (AGENCY OR ESTABLISHMENT)
ARMY AND AIR FORCE EXCHANGE SERVICE

L /22 /3N

NOTIFICATION D AGENCY

2. MAJOR SUBDIVISION

In accordance with the provistons of 44 U.S € 3303a the disposal re

Administrative Services Division quest, ncluding amendments, 1s approved except for items that may
3. MINOR SUBDIVISION be stamped “disposal not approved” or “‘withdrawn” n column 10
—_ _Office S i nch
4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT - / 85/
- -
MARILYN M. GASTON Klﬂ Z'ZICJQ&VJW 8
) FTS:73R-2989 Duate Archivist of the United States

6. CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency’s records;

that the records proposed for disposal in this Request of

page(s) are not now needed for the business of

this agency or will not be needed after the retention periods specified.

[} A Request for immediate disposal.

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

retention.
C. DATE D. SIGNATURE OF AGENCY REPRESENTATIVE E. TITLE
/@9 g J Management Analyst (Records)
7. 8. DESCRIPTION OF ITEM 3. 10.
ITEM NO. (With Inclusive Dates or Retention Periods) SﬁggLSSOR ACTION TAKEN
isted below are proposed changes and additions to the
A and Air Force Exchange Service Manual 5-1, Records
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STANDARD FORM 115

Revised April, 1975

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4



Request for Records Disposition Authority — Continuation

JOB NO.

PAGE OF
2 _ 8

7.
ITEM NO.

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

9.
SAMPLE OR
JOB NO.

10.
ACTION TAKEN

b. All other Reports of Investigation.
(1) Record copy.

Cut off at close of fiscal
Destroy 2 years after

Temporary.
year in\which case 1is closed.
cutoff.

) Other copies.
Temporary. Cut off at close of fiscal
year in which case is closed. Destroy 1 year after

cutoff or whef administrative purpose has been served,
whichever is sqomner.

1701-05 CRIMINAI\ INVESTIGATION REPORT CONTROL LOG

Includes type of X{ase, case number, location, dates,

etc., relating to chiminal investigation reports.

Cut\off at close of fiscal year in
are glosed. Destroy 3 years after

Temporary.
which all cases
cutoff.

1701-06 ELECTRONIC SURVINLLANCE FILES

File includes Reports of Pperation concerning closed
circuit television, Targe Analysis, MICOM Summary
Operations Report, electrondc surveillance operations
and other supporting documents.

a. Record copy.

Cut off at c)lose of fiscal year in
estroy 5 years after

Temporary.
which surveillance is conducted.
final action. (GRS 18-10)

b. Other copies.

Cut off at close o
Destr

fiscal year in
1 year after

Temporary.
which surveillance is conducted.
final action.
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115-203

Four copies, includirig original, to be submitted to the NationaY Archives

GPO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by Genera! Services
Administration

FPMR (41 CFR) 101-11 4



Request for Records Disposition Authority — Continuation

JOB NO.

PAGE OF
8

7.
ITEM NO.

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

9

[) ) 10.
S'?(,;BLEO(_)R ACTION TAKEN

-08 INCIDENT REPORT FILES

Repor of shoplifting, employee theft, etc., that do
not qui\lify as serious incidents. Includes Incident
AFES FORM 3900-14 and Incident Record, AAFES
-16. Also includes reports of action taken

against shpplifters.

a. Retord copy (SSFOs, AAFES-EUR-SS, AAFES-~-PAC-

SS).

Tempo

Destroy 5 years gfter cutoff.

Temporary.
after cutoff,

1701-09 LOSS AND CRIME PREVENTION SURVEY FILES

Includes copies of Loss d Crime Prevention Surveys,

checklists and other relat documents.

Temporary. Cut off al close of fiscal year

which final action 1is taken. Destroy 2 years after

cutoff.

1701-10 KEY CONTROL RECORDS

Inventory records and forms relatiyg to key control.

Temporary. Cut off at close Vpf fiscal year

which keys are released. Destroy 1 ydar after cutoff.

1701-11 MEMORANDUM OF INQUIRY FILES

Reports prepared by AAFES investigator concerning
their investigations of exchange losses resylting from
housebreaking, robbery, fraud, customer o1\ employee
dishonesty, and other felonies and misdemeanoXs. This
includes Verbal Communication Record (HOTLINEY, Memo-
randum of Inquiry (MOI), interview records,\ cover
sheets, transmittal sheets, lists of property siQlen/
recovered, recommendations for action to minimize \re-

currence and related papers.

ry. Cut off at close of fiscal year.

Cut off monthly. Destroy 1l year
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115-203

Four copies, including original, to be submitted to the National Archives \

GPO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4



Request for Records Disposition Authority — Continuation

JOB NO.

PAGE OF
4 8

7.
ITEM NO.

8. DESCRIPTION OF ITEM

SAMPL 10,
AMELER | AcTiON TakeN

(With Inclusive Dates or Retention Periods)
a. Record copy.
Temporary. Cut off at close of fiscal year. jbb
Destro¥ 5 years after cutoff.
b. ther copies. W‘ ii =
orary. Cut off at close of fiscal year. thaAA/é1
Destroy 2 yeaxs after cutoff,
8 1701-12 HOTLINE NACTIVITY FILES Lvew
Includes initial tr{nscriptions of calls and letters of
complaints not pertRining to Fraud, Waste and Abuse
(FWA), and FWA StatisYical Reports.
a. Non-FWA Report
(1) Record copy.
Temporary. Cuf off at close of fiscal
year. Destroy 1 year after citoff.
(2) Other copies.
Temporary. Destroy ter 90 days or when
administrative purpose has been sk{rved, whichever is
sooner.
b. FWA Statistical Reports.
(1) Record copy.
Temporary. Cut off at cloge of fiscal
year. Destroy 5 years after cutoff or wh no longer
needed for reference, whichever is sooner,
(2) Other copies.
Temporary. Destroy after 90 days oX when
administrative purpose has been served, whicheve
sooner.,
115-203 Four copies, includirig original, to be submitted to the National Archives STANDARD FORM 115-A

GPO 1975 O - 579-387

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4



Request for Records Disposition Authority—Continuation

JOB NO.

PAGE OF
5 8

7.
ITEM NO.

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

9.
SAMPLE OR
JOB NO

10.
ACTION TAKEN

10

702-01 PROPERTY DAMAGE REPORT FILES

S, reports, correspondence' and investigative
recprds relating to AAFES property damage including
mer property damage, whether or not a claim for
sation was made, excluding copies kept as part of
claim \files covered under Appendix 7, Section 4, ESM

»

Teypporary. Cut off at close of calendar
year. Destrpy 5 years after cutoff.

b. - Othe
statistical re

coples’ (excluding copies for mechanized
rt).

Temporary¥. Cut off at close of calendar
year. Destroy 2 yRars after cutoff,.
c. Copy for medhanized statisitical report.

Temporary. D

troy 90 days after data is en-
tered into system. -

1702-02 OCCUPATIONAL SAFE
SURVEY FILES

AND HEALTH INSPECTIONS AND

Documents pertaining to Occupational Safety and Health
inspections and surveys includ{ng findings and recom-
mendations for correction and re\ated documents.

a. Record copy (Exchange/Dis\ribution Regions).

of calendar year
Destroy 2 years

Temporary. Cut off at clos
in which correction 1is completed.
after cutoff.

b. Other copies.
Temporary. Cut off at close of calendar year

in which correction is completed, Destroy 1
cutoff.

be/

—334-84
CEren )

Tob
with—
drawi

115-203

Four copies, including original, to be submitted to the National Archives \

GPO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by Generat Services
Administration

FPMR (41 CFR) 101-11.4



Request for Records Disposition Authority — Continuation J0B NO PAGE :F 8
9.

7. 8. DESCRIPTION OF ITEM 10.
ITEM NO. (With Inclusive Dates or Retention Periods) S/;\JI\C,;ELSOOR ACTION TAKEN
11 1X02~-03 OSHA SAFETY AND HEALTH COMPLIANCE RECORD Vel B34-80-3 zob

L ) (T7em 8) <
Delygted. File under Occupational Safety and Health \‘lb -
Inspdctions and Survey Files, 1702-02, (ty'

oW
12 1702-04 \DOD CONSOLIDATED REPORT OF INJURIES,-ILLNESSES ﬂJ¢/-339-3ﬁi3
AND PROPENTY DAMAGE FILES
(z7eM j
Reports and \correspondence.
a. Reco copy.
Temporaly. Cut off at close bf calendar
year. Destroy 5 ars after cutoff.
b. Other copie
Temporaty. ut off at close of calendar
year. Destroy 1 year afXer cutoff,
13 1702-05 INJURY AND ILLNESS REPORT FILES ﬂ/f’“)
Forms, reports, correspondeNce and investigative
records relating to on-the=-job \injuries/illnesses and
customer injuries whether or not claim for compensa-
tion was made, excluding copies f\jled in the Official
Personnel Folder, and copies kept\ as part of claim
files, covered under Appendix 7, SecW\ion 4, ESM 5-1.
a. Record copy.
Temporary. Cut off at close\ of calendar
year., Destroy 5 years after cutoff. (GRS \-32)
b. Other copies (excluding copy for Yechanized
statistics report).
Temporary. . Cut "off at close of ¢
year., Destroy 2 years after cutoff,
c. Copy for mechanized statistical report.
Temporary. Destroy 90 days after data entere
into system,
115-203 Four copies, includirig original, to be submitted to the National Archives - STANDARD FORM 115-A

GPO 1975 O - 579-387

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4



Request for Records Disposition Authority — Continuation

JOB NO.

PAGE OF
7 8

7.
ITEM NO.

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

9

’ 10.
Sﬁ’ggLEOOR ACTION TAKEN

14

15

16

702-06 LOG AND SUMMARY REPORT OF FEDERAL OCCUPATIONAL
JURIES AND ILLNESS FILES

s, reports, correspondence and related medical and
tigatory records relating to on-the-job injuries/
ses whether or not a claim for compensation was

Record copy.
mporary. Cut off at close of calendar year.
Destroy 5 ykars after cutoff. (GRS 1-32)

b. OtheX copies.,

Destroy 2 years a{ter cutoff.

1702-07° EXPOSURE, MRDICAL AND ANALYSIS RECORD FILES

Exposure and medical rdgcords, and analysis thereof, of
employees exposed to tox{c substances or harmful physi-
cal agents as defined in {9 CFR 1910.20.

Temporary. - Cut off At close of fiscal year in
which employee is separated.\ Destroy 30 years after
cutoff,

1703-02 CLASSIFIED MATERIAL ACCE FILES

Documents maintained by control poim\s or custodians of
classified files that constitute autkorization for in-
dividuals to have access to classified\defense informa-
tion or material. Authorizations cont{in individual's
name and signature, level of acceXs authorized,
briefing acknowledgement, and signaturd, of official
authorizing access. '

a. In CONUS.
Temporary. Cut off when access is tegminated

for any reason, then transfer to HQ AAFES-SS fox main-
taining under 1703-03.

ne o/ :’ab
WZ‘{’hc{mw:,

pe W

115-203

Four copies, including original, to be submitted to the National Archives

GPO 1975 O - 5’79-38?

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4



JOB NO PAGE OF

Request for Records Disposition Authority — Continuation 8 8

7 8. DESCRIPTION OF ITEM SAMPQL.E OR

. 10.
ITEM NO (With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN

b. Overseas.

—
Temporary. Cut off when access is terminated 4-J<7l9
for any reason, then transfer to designated security 1fh__
contrdl office for maintaining under 1703-03. \‘lL

17 1703-03 XERSONNEL SECURITY CLEARANCE CASE FILES

Clearance~léyel forms, access authorizations, state-
ments of persk{nal history, and other documents relating
to security cldarance status.

a. Record oQpy (HQ AAFES-SS).

Temporary. \ Cut off at close of fiscal year in
which employee retirds or terminates. Destroy 2 years
after cutoff.

b. Other copies.

Temporary. Cut o at close of fiscal year in
which employee retires or tdrminates. Destroy 2 years

after cutoff or when adminidtrative purpose has been
served, whichever is sooner.

18 1703-06 POSITION OF TRUST CASE

LES NEW

Check, AAFES FORM
ry and other docu-
National Agency

File 1includes National Agency
1100-23, statements of personal his
ments relating to the status of
Check.

a. Record copy (HQ AAFES-SS, AAFESZPAC-SS).

Temporary. Cut off at close of scal year inm
which employee retires or terminates. Des¥roy 5 years
after cutoff.

b. Other copies.

Temporary. Cut off at close of fiscal
which employee retires or terminates. Destroy 2\years
after cutoff or when administrative purpose has
served, whichever is sooner.

N STANDARD FORM 115-A

Revised July 1974
Prescribed by General Services
Admimistration
GPO 1975 O - 579-387 FPMR (41 CFR) 101-11 4

115-203 Four copies, including original, to be submitted to the National Archives



