
-----------------------------------

'g�adl,..�it:::J!������ _Rec r a emeo d nt _________ --. _____ ___,.,..wl 1 0 s_Man g_ _ _ _ _ _ _ _ _ _ _-= :;_ 

r,,,, A ' 

/ S1le..n<1nl'd Forfll No. 115 
Revised N'lvember 1951 
Prescribed b:r Gc,;1eral Services LEAVE BLANK REQUEST FOR AUTHORITY�dmm1s!!i.ft10n • 
GSAReg.,;,o,,v-106 ,

111103 TO DISPOSE OF RECORDS 
... 

(See Instructions on Reverse} 
DATE APPROVED 

TO. GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 
NOTIFICATION TO AGENCY

1 FROM (AGENCY OR ESTABLISHMENT) 

Hqs Army & Air Force Exchange Service 
IN ACCORDANCE WITil THE PROVISIONS OF PUBLIC

2 MAJOR SUBDIVISION LAW 91-287 DISPOSAL OF ITEHS MARKED "DISPOSAL 

Administrative Services Division APPROVED" IS AUTilORI ZED. 

3 MINOR SUBDIVISION 
J 

4. NAME OF PERSON WITH WHOM TO CONFER 15. TEL EXT. i DATE
Fred D. Avery Records Mgt Officer 330-2173 l_ 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for the head or this a11ency in matters pertaining to the disposal or records, and that the records described in thi1 li1t or 

schedule or _5__ pa11es arc proposed for dJSposal for the reason indicated: ("X" only one) 

A T h e  r e c o r d s  h a v e  B The records will cease to have sufficient value 
ceased to have suffi­ to warrant further retention on the exptratlon 
cient value to warrant or the period of time md,cated or on the occur­
further retention. ren or the event ape ed. 

□ 

97. 8 DESCRIPTION OF ITEM 10 
SAMPLE ORITEM NO {WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN

JOB NO 

Below are changes, additions and deletions to ESM 5-1, 
MFES Records Management. 

408-01, which reads 

1. 408-01 Training Program Planning and Review Files 

Documents reflecting the planning, development and evalua­
tion of MFES-wide programs for technical and management
training and general employee development, but excluding
files-described elsewhere in this section. These files 
include documents regarding the preparation, review, 
issuance and interpretation of directives or instructions 
concerning employee training. 

HQ MFES OPR: Permanent. Cutoff at close of fiscal year. 

Other offices: Cutoff at close of fiscal year. Destroy
after 5 years or upon supersession or obsolescence, which 
ever is sooner. 

Is changed to read: 

408-01 Training Program Planning and Review Files 

Documents reflecting the planning, d�velopment and evalua 
tion of MFES-wide programs for technical and management
traini�g and general employee development, but excluding
files described elsewhere in this section. These files 
include documents regarding the preparation, review, 

Fo-ar copio•, inclacling original, lo be nabmllled lo lhe National Arclaivea and Rec:osd■ Service 
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ITEM NO 
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3. 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

issuance and interpretation of directives or instructions 
concerning employee training. 

Cutoff at close of fiscal year. Destroy ifter 5 years 
or upon supersession or obsolescence, wluchever is sooner. 

408-03, which reads: 

408-03 Training Report Files 

Documents reflecting actual training progress and accom­
plishments. Along with directly related papers, this 
file includes quarterly, semi-annual, or annual reports
of.training accomplishments; summary reports, special
training reports; ADP listings and reports of employees
train�d; study reports; and coordinating actions. 

HQ AAFES OPR: Permanent; however, when consolidated or 
summarized-, the feeder reports will be destroyed and only
the consolidation or summary will be permanent. 
at close of fiscal year. 

Cutoff 

Other offices: 
after 5 years. 

Cutoff at close of fiscal year. Destroy 

Is changed to read: 

408-03 Training Report Files 

Documents reflecting actual training progress and accom-
;Jllshments. Along with directly related papers, this 
file includes quarterly, semi-annual, or annual reports
of training accomplishments; summary reports, special
training reports; ADP listings and reports of employees
trained; study reports; and coordinating actions. 

Cutoff at close of fiscal year. Destroy after 5 years. 

408-07, which reads:· 

408-07 Training Courses and Program Files 

Record copies of documents relating to the development 
and establishment�of specific technical, management or 
specialized training programs and courses of instruction 
for employees. These files are accumulated by personnel 
offices and include such documents as course outlines, 
program of instruction, handout material, tests, contracti, 
and agreements with outside agencies or organizations, 

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

9 
10 

SAMPLE OR ACTION TAKEN
JOB NO. 

(ll'i'OSrt tl!>-T 
AFPROVcO 

DISPOS�l NG.I 
ArPROVEO 

16-59428-1 GPO 

I 



�
 

'
 

Stjl.n
dard

•Form
 N

o. lllia 
◄

 
P•om�

gated 0-
1-4

9 by 
t
. 'J "2,

"'lii,
"°2.

 0 .o
 

General Services Adminlstrat1on 
ltJ

b
:Rio

.·-�
----

�-
-

-
P

a ge
_

3_
_

The N atlonal Aschlves
 

of _s__
 pa ges 

R
E

Q
U

E
S

T
 
F

O
R

 
A

U
T

H
O

R
ITY

 T
O

 
D

IS
P

O
S

E
 

O
F

 
R

E
C

O
R

D
S

-
C

o
n

ti
n

u
a

ti
o

n
 S

h
e

e
t 

7
. 

8
 

D
E

SC
R

IP
T

IO
N

 O
F

 
IT

E
M

 

IT
E

M
 N

O
. 

(W
IT

H
 IN

C
L

U
S

IV
E

 D
A

T
ES

 O
R

 R
ET

E
N

T
IO

N
 P

E
R

IO
D

S
) 

records 
of 

meetings, 
and related papers. 

A
rranged by 

type of course or program or otherwise as appropriate. 

Personnel division of office with primary responsibility
: 

Permanent. 
Cutoff at close of fiscal 

year, 
or on super­

session or 
obsolescence of course. 

Other 
offices: 

Cutoff at close of 
fiscal 

year. 
Destroy 

after 5 years. 

Is changed to read: 

408-07 
Training Courses 

Record�copies 
of documents relating t

o the development
and establishm

erit of specific technical,· management or 
specialized training programs and 

courses 
of instruction

for employees. 
These files are accumulated by personnel 

offices and include such documents as course outlines,
program 

of instruction, 
handout material, 

tests, 
contract�

and agreements with outside agencies or organizations,
records of meetings, 

and related papers. 
Arranged by 

type of 
course or program or otherwise as appropriate. 

Cutoff at close of fiscal year. 
Destroy after 5 years. 

4
. 

1101-01, 
which reads: 

1101-01 
Qual

ity 
Inspection Case Files 

Documents accumulated in the examination, 
sampling and 

testing of merchandise to verify or evatuate 
quality 

standards. 
Includes requests for 

evaluation 
or inspec­

tion, 
records of complaints, 

shipping and transfer docu­
ments, 

reports or laboratory tests and analysis, 
findings,

referrals to consultant inspectors, 
and related papers. 

Arranied by test or Job number. 

Cutoff at close
-of fiscal year in which action is complet�d.

Destroy after 
3 years. 

Is 
changed to 

read: 

1101-01 
Quality 

I�spection Case Files 

Documents accumulated in the 
examination, 

sampling and 
te?ting of m�

rchandise to verify or evaluate 
quality 

standards. 
Includes requests for evaluation or inspec-
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7. 8 DESCRIPTION OF ITEM 
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

tion, records of complaints, shipping and transfer docu­
ments, reports or laboratory tests and analysis, findings, 
referrals to consultant inspectors, and related papers.
Arranged by test or job number. 

Cutoff when AAFES dealing with vendor is terminated. 
Destroy after 3 years. 

205-05, which reads: 

5 .  205-05 Strength Report 

Periodic tabulations, tables, or other documents compiled 
to report actual or proJected personnel strength by 
organizational units. 

a. HQ AAFES office of primary interest. 

Permanent: Cutoff at close of fiscal year. 

b. Reporting units. 

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

Is changed to read: 

205-05 Strength Report 

Periodic tabulations, tables, or other documents compiled 
to report actual or proJected personnel strength by 

organizational units. 

a. HQ AAFES office of primary interest. 

Permanent: Cutoff at close of fiscal year. 

b. Reporting lini;t-s. 

Cut6ff at close of fiscal year. Destroy after 4 year•. 

1604-08, which reads: 

6. 1604-08 Price Change Voucher Files 

Machine and manual price change vouchers showing old prici, 
new price, and extensions. 

Cutoff-at close of fiscal year. Destroy after 3 years. 

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