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LEAVE BLANK
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Prescnbed W General Serviees .~ REQULST FOR AUTHORITY :

GSA Rem. o3V 0 TO DISPOSE OF RECORDS A‘p ﬁ“’i“’, 1
(See Instructions on Reverse) ? Py ——

To: GENERAL SERVICES ADMINISTRATION,

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 I

1 FROM (AGENCY OR ESTABLISHMENT)

Headquarters, Army § Air Force Exchange Service ‘

2 MAJOR SUBDIVISION

3. MINOR SUBDIVISION

97

NOTIFICATION TO AGENCY

IN ACCORDANCE WITH THE PROVISIONS OF PUBLIC
LAW 91-287 DISPOSAL OF ITEMS MARKED "'DISPOSAL

|
Administrative Services Division | APPROVED" 1S AUTHORIZED.
|

Records Management

4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL. EXT. : 4' %' 73
Fred D. Avery £30-2173 L DATE

JOB NO.

| 173-215

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 disposal of records, and that the records described in this list or

schedule of 2

pages are proposed for disposal for the reason indicated: (‘X' only one)

A The recorda have B The records will cease to have sufficient value
ceased to have suffi- to warrant further retention on the expiration
cient value to warrant of the period of time indicated or on the occur-
further retention.

@ APRTS Ui

- Qecwc) S MQ wﬂL\ O'égce‘r

(Date) “—(Bignature$? Aftncy Representative) (Title)™”
2 8 DESCRIPTION OF ITEM SAMPS’LE oR 10
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODE) JOB NO. ACTION TAKEN

Below are additions and changes for Exchange Service
Manual 5-1, Records Management.

”
s

ADDITIONS

307-06 Parking Permit Control Records

Vehicle Régistration form, identifying car, owner, and
decal number, which supports 1ssuance of decal authorizing

employee to park in AAFES parking areas.

Destroy upon separation/non-local transfer of owner or
disposal of registered car.

403-12 Overseas Processing Records

Documents related to transfers of personnel from CONUS
to oversea activities of the Exchange Service.

Cutoff when employee departs the US. Destroy after 1 yearn
704-12 Concessionaire Insurance Files

Documents include insurance certificates, permium audits,
record of premium payments and related papers.

Cutoff when AAFES involvement ends. Destroy after 6 years

pISPOSEL EEFREY T

BISPOSAL APPTOVED

DISPOSIL ATUTIVIR

Four copi including original, to be submitted to the National Axchives and Records Service


http:di.po.a1

Standard Form Np. 115a
Promulgated 9-1-49 by

e Job No Page_2
= of __2 _pages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
7 8 DESCRIPTION OF ITEM 9 10
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) SA_,%';LEQR ACTION TAKEN
Change 410-03 which reads:
4. 410-03 Teleticketing Service Files DISPOSaL AZPROVES

Documents showing airline tickets furnished to employee
travelers, but not those used for accounting purposes.
Includes agent coupons, machine listings, copies of
authorizations, and related papers. Arranged as appro-
priate.

Cutoff at close of fiscal year. Destroy after 1 year.
Is changed to read:

410-03 Teleticketing Service Files

Documents showing airline tickets furnished employee
travelers, including agent coupons, authorizations and

related papers.

Cutoff at close of fiscal year. Destroy after 2 years.

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