NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: NN-174-000066

Some items in this schedule are either obsolete or have been superseded by new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These items, unless subsequently superseded, may be used by the agency to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SUPERSEDED AND OBSOLETE ITEMS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They are superseded, obsolete, filing instructions, non-records, or were lined off and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Item 2 was superseded by N1-334-88-002, item 7.
Item 4 was superseded by N1-334-86-001, item 24.

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE
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TO: GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408
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NOTIFICATION TO AGENCY

1

FROM {AGENCY OR ESTABLISHMENT)
HQ Army § Air Force Exchange Service, Dallas, Texas

MAJOR SUBDIVISION
Administrative Services Division

items that may be st d

In accordance with the provisions of 44 U S C 3303a the dis-
posal request, including amendments, 1s opproved except for

disposol not approved®’ or * with-

drown” n column 10

3  MINOR SUBDIVISION
Records Management Office
4. NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT
FRED D AVERY Records Mgmt Officer 330-2173 /,:30~7@/
6 CERTIFICATE OF AGENCY REPRESENTATIVE Date Archivsst of the Usiled Slates
| hereby certify that | om outhorized to oct for this agency in matters pertaining to the disposal of the agency's records, thot the records proposed for disposal in this Request of
J page{s} are not now needed for the business of this agency or will not be ded ofter the retent periods speafied
255eP 73 ( %/ ég @\—\ N _RECORDS_MANAGEMENT QFEICER
{Date) {Signsrure of Agency Ripfesentative) {Tule)
7 B DE IPTION OF ITEM SAM:I.E OR 10
ITEM NO {%ith Inclusive tes or Retention Periods) JOB NO ACTION TAKEN
Below are changes and additions to Exchange Service Manual 5-1 AAFES
Records Management.
! a0D !
| ' ;
1. ' 103-12 Oversea Processir ; Records

Records pertaining to tr.nsfer of personnel to oversea locaticn., sucl as-
passport application:. v.sa applications, travel orders, physiz.l and
wmmunization papers, and related documents.

Cutoff when employee departs U. S. Destroy after one year.

CHANGE.

205-05 Strength Report

Which reads:

Periodic tabulations, tables, or other documents compiled
te repert actual or projected personnel strength by organil
zational units.
a. HY AAFES office of primary interest.
Permanent. Cutoff at close of fiscal year.
b. Reporting units.
Cutoff at close of fiscal year. Destroy after 2 years}

Is changed to read:

205-05 Strength Report

STANDARD"

Revised November 1970

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114

115-105
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7.
ITEM NO

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

9
SAMPLE OR
JOB NO.

10
ACTION TAKEN

Periodic tabulations, tables, or other documents compiled
to report actual or projected personnel strength by organi
zational units.
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b. Reporting units.

Destroy after 4 yeafs.

Cutoff at close of fiscal year.

701-03 Capital Expenditure Execution Files

Which reads:

Documents relating to the implementation of the Capital
Expenditure Program, accumulated by offices responsible
for fund allocations, allotments and obligations.

Included are: Capital expenditure approvals, project
approvals, fund diversion reports, supplementary allotment
requests and related documents. Arranged numerically by
exchanges.

a. HQ AAFES

Permanent. Cutoff at close of fiscal year.

b. Information copies in other offices.

Cutoff at close of fiscal year. Destroy after 2 years
Is changed to read:

701-03 Capital Expénditure Execution Files

Documents relating to the implementation of the Capital
Expenditure Program, accumulated by offices responsible
for fund allocations, allotments and obligations.

Included are: Capital expenditure approvals, project
approvals, fund diversion reports, supplementary allotment
requests and related documents. Arranged numerically by
exchanges.

a. HQ AAFES

Pexmasment . Cutoff at close of fiscal year. Des'h{oy A"m! {OYEG-E&

Utier uffices. N — _

Cutoff at close of the five-year reporting period.
Destroy after 2 years
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Four copies, including original, to be submitted to the National Archives

18—50428~1

GPO
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4. 408~01 Training Program Planning and Review Files

Which reads:

Documents reflecting the planning, development and evalua-
tion of AAFES-wide programs for technical and management
training and general employee development, but excluding
files described elsewhere 1in this section. These files
include documents regarding the preparation, review,
issuance and interpretation of directives or instructions
concerning employee training.

HQ AAFES 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,
whichever is sooner.

Is changed to read:

V/ | 408-01 Training Program Planning and Review Files

These files include documents pertaining to the prepara-
tion, review and interpretation of general instructions
concerning employee training.

Cutoff at close of fiscal year. ©Destroy after 5 years or
upon supersession, obsolescence, whichever is sooner.

5. 408-03 Training Report Files
Which reads:

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 trainir|g
reports, ADP listings and reports of employees trained, stludy
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. Cutoff
at close of fiscal year.

Other offices: Cutoff at close of fiscal year. Destroy
after 5 years,

Is changed to read:

Four copies, inclnding original, to he submitted to the National Archives 16—59428-1  GPO



_ Job No. ‘ Page

Admunistration

-A:“hwa of % pages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
9, 10
ITEI;. NO (WITH luc:us?:‘t-:sgilrglgz ggrg:::gn PERIODS) SAMELE OR ACTION TAKEN

v~ | 408-03 Training Report Files

These files include quarterly, semi-annual, or annual
reports of training accomplishments, and related papers.

Cutoff at close of fiscal year. Destroy after 5 years.
6. 410-03 Teleticketing Service Files

Which reads:

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:

v/ 1410-03 Teleticketing Service Files

Documents showing airline tickets furnished to employee
travelers, e.g., agent coupons, machine listings, copies
of authorizations, and related papers.

Cutoff at close of fiscal year. Destroy after 2 years.
7. 702-07 Working Fund Files
Which reads: '
702-07 Working Fund Files (ASC)

Documents used in‘accounfing and fund transfer, including
the following: copies.of daily.bank deposits at local "~
bapks (with adding machine tapes); copies..of checks
issued by exchanges with supporting documents; discrepancy
notices; depesit transfer to exchange account; working
fund report;; working fund check listing; schedule of dis-
honored checks; and other related papers.

Cutoff semi-annually. Destroy after 3 years.

Is changed to read:

Vv 1702-07 Working Fund Files

- Four copies, including original, to be submitted to the National Archives 16—50428~1  Gro
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Documents used in accounting and fund transfer, including
the following: copies of daily bank deposits at local
banks (with adding machine tapes); copies of checks
issued by exchanges with supporting documents; discrepancy
notices; deposit transfer to exchange account; working
fund report; working fund check listing; schedule of dis-
honored checks; and other related papers.

la. Copies of checks and supporting documents.

Cutoff at close of fiscal year. Destroy after 6 years|.
b. All other documents, including deposit slips, dis-
crepancy notices, deposit transfers, check listings, work-
ing fund report, schedule of dishonored checks, and

other papers.

Cutoff at close of fiscal year. Destroy after 3 yearsg.

8. 1501-03 Freight Bill Audit Files
Which reads:

Audit reports on paid freight bills forwarded by exchange
elements for verification of charges. Included are
copies of audit contracts, amounts overcharged, requests
for disbursement, amounts reimbursed, and directly re-
lated papers.

Cutoff at close of fiscal year. Destroy after 1 year.

Is changed to read:

V | 1501-03 Freight Bill Audit Files

Audit reports on paid freight bills forwarded by exchange
elements for verification of charges. Included are
copies of audit contracts, amounts overcharged, requests
for disbursement, amounts reimbursed, and directly re-

lated papers.

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

Foury copies, including original, to be submitted to the National Archives 16—69428-1  GPO






