
INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: Nl-507-97-001 

All items in this schedule are inactive. Items are either obsolete or have been 

superseded by newer NARA approved records schedules. 

Description: 

This schedule is superseded in its entirety by Nl-507-11-001, with one exception. Schedule 

7335, rule 1.01 was superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-0001). 

N. B. NARA-style item numbers (1, 2, 3 ... infinity) were never applied to this schedule, so all 

we have to go on is the DFAS item number. 
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FROM (Agency or establishment) DEPARTMENT OF DEFENSE 

L..A..I has be.fi:S. requested. 

_,_, 09 
Prescribed by NARA 

REQUEST FOR RECORDS t .'.;POSITION AUTHORITY Joe N1!.. .1'iBER")/- f-",O 'l-
1

_ 
(See Instructions on reverse} ,� v {_ 1 

ro ATE RECEIVED NATIONAL ARCHIVES and RECORDS ADMIN151RA TION (NIR) / {) _ Q-/{)
WASHINGTON, DC 20408 I 

NOTIFICATION TO AGENCY 
DEFENSE FINANCE & ACCOUNTING SERVICE 
2 MAJOR SUBDIVISION In accordance with the provisions of H 

U.S C. 3303a the d1spos1tion request,
NOT APPLICABLE / APPLIES TO ENTIRE AGENCY 1nclud1ng amendments, 1s approved ei..cept

for items that mal_ be markea •d1spos1taon3 MINOR SUBDIVISION 
not approved• or w1thdnwn• in column 10 

4 NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE DATE 

GENEVIEVE R. TURNEY (703) 607-5165 

6. AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency in matters pertaining to e disposition of its records 
and that the records proposed for disposal on the attached gg page(s) are not now needed for the business 
of this agency or will not be needed after the retention eriods specified; and that written concurrence from 
the General Accounting Office, under the provisions o rTitle 8 of the GAO Manual for Guidance of Federal dr-,4{>� ru;t/
Agencies,

D ':i7 
is is attached; 

DATE TITLE 

DFAS-HQ RECORDS MANAGER 

7 9. GAS OR 10. ACTION 
ITEM SUPERSEDED TAKEN(NARA
NO JOB CITATION USE ONLY) 

::. 

Defense Finance and Accounting Service 
Records Disposition Regulation 

Contains all schedules for disposition of 
finance and accounting records. 

_____________________________....._________________ _ 
STANDARD FORM 115 (REV 3-91}NSN 7540-00-634-4064 

PREVIOUS EDITION NOT USABLE 
36 CFR 1228 
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SCHEDULE 6055, SAFETY PROGRAM ADMINISTRATION, 
s d1spos1t10n of records created or used by the Center Safety Program to .. ,elude safety and accident 

prevention (maintamed m OF AS safety offices except where otherwise noted) 

' 
1 d under the appropriate rule e n 1c verswn of the file 
J. cords ec romc mail , word processing, and other office automation 

ted when the file copy 1s generated or when no longer needed for reference or 
I 

1 

YEAR. DESTROY WHEN PLANNING FOR NEXT YEAR'S 
ETE (Nl-507-93-2, Item 172) 

2 Fmal reports and supportmg correspondence relatmg to findin° 
and recommendations dunng safety v1s1 

CUT OFF AT END OF CALENDAR YE DESTROY 3 YEARS AFTER CUTO 
DISCONTINUANCE OF FACILITY, WHI EVER IS SOONER (GRS I 8, It 9) 

3 ACCIDENT REPORTS 
related papers 

CUT OFF AT END OF CALENDAR YEAR. DESTR EARS AFTER CUTOFF. (GRS 18, 
Item I I) 

4 ACCIDENT INVESTIGATION R sttgation reports with pertment 
attachments, records, and related papers 

CUT OFF ON TERMINA TIO F COMPENSATION OR WHE , EADLINE FOR FILING 
TROY 3 YEARS AFTER CUTOFF (G SI, Item 31) 

5 INJURY FILES Records pertammg to medical trea nt provided to md1viduals 
Excludes copies filed in the Employee edical File 

CU FF ON TERMINATION OF COMPENSATION OR WHEN DEAD LIN FOR FILING 
AIM HAS PASSED. DESTROY 3 YEARS AFTER CUTOFF (GRS 1, Item 31 

6 FIRE INSPECTIONS AND TESTS Checklists and s1m1lar forms used i I 
property mspect1ons, mcludmg inspections and tests of mstalled s and 
detection equipment, portable fire extingmshers e 

ALENDAR YEAR. DESTROY 1 YEAR AFTER CUTOFF. (Nl-50 

7 HAZARDS REPORTS AND LOG Reports of hazards, mcludmg fire hazards, and log 

cut OFF AT END OF CALENDAR YEAR IN WHICH FINAL ENTRY MADE. DESTROY 5 
YEARS AFTER CUTOFF (Nl-AFU-90-3; AFMAN 37-139, T91-4, RS)r'----------/ 

�&w.w-- oJj_ i� /{,e()�6 _ I011-tq�
� fJlPlfCL¥-¾- /jc_�� 



( ) 

RAINING RECORDS Records showing train· 0 

( �-----) 

8 

(Nl-AFU-9 , AFMAN 37-139, T91-4, R16) '----------' 

HAZARD ABATEMENT PLANS Records used to plan and/or monitor efforts to reduce or 

CUT OF WHEN CLOSING ACTION IS TAKEN. DESTROY 5 YEARS AFTER CUTOFF. 

9 OUS MATERIAL OR COMMUNICATIONS MANAGEMENT Records that 
on hazardous material issues and the effect of the actions on operations and similar 

records pertammg to anagement of hazardous materials, waste, or communications (maintamed at DFAS­
HQ, Center and OPLO safety offices) 

DESTROY 50 YEARS F M THE DATE OF THE RECORD OR IN JANUARY 2031,  
WHICHEVER IS LATER) ee NOTE.4_*) (Nl-AFU-90-3, AFMAN 37-139, T32-1, R17) 

NOTE .4.*Destroy 50 yearsofrom the da of the establishment of the document or 50 years after the enactment of P.L. 96-
510, December 11, 1980, wh1cheve is later (Section 103, P.L. 96-510). If the Admm1strator of the Environmental 
Protection Agency (EPA), the EPA r 1onal administrator, the state or local environmental officials, or the DFAS 
Center director require a longer reten on period for the protection of the public health or welfare, submit a 
request to DFAS-HQ/CX for approval o he revised retention period and hold the records in a "pending 
d1spos1t1on" status. 

IO HAZARDOUS COMMUNICATION 
history of employees exposed to hazardous commu cations,rr

DESTROY WHEN 5 YEARS OLD OR WHEN SUP 
SOONER (GRS 1, Item 29b) 

11 (EMFS) Temporary or short-term 
records as defined m the Operatmg Manual (maint medical treatment facilities) 

CUT OFF ON SEPARATION 0 DESTROY I YEAR AFTER 
CUTOFF. (GRS 1, Item 21 

12  Records document g employee's exposure to 
ardous substances as defined in 29 CFR 1910 (maintained in DF medical treatment 

CUT OFF ON SEPARATION OR TRANSFER OF EMPLOYEE. DESTROY YEAR AFTER 
CUTOFF. (GRS I, Item 21b) 

13 INDUSTRIAL HYGIENE RECORDS. Baselme records, tests, surveys, evalua ons, etcr, which 
ascertain the presence or absence, nature, and degree of occupational health hazards (mamta ed in DF AS 
safety offices and occupational health offices). 

CUT OFF AT END OF CALENDAR YEAR. DESTROY 6 MONTHS AFTER CUTOFF (R 
WHEN SUPPORTING DEVIATIONS; DESTROY WHEN DEVIATION IS CORRECTED). 

14 ENVIRONMENTAL PROTECTION RECORDS. Plans and supportmg data for spill 
prevention control and countermeasures; oil and hazardous substance pollution contingency; hazardous 
waste; hazardous waste treatment, storage, and disposal facility operation, traffic abatement, and similar 
plans 



( 

HEN S__!If.EB.S. 
; AFMAH 37 I , , · 

AFMAN 3 Rl4) �------� 9, T32-l, 
CUT ON CLOSING ACTION. DESTROY 5 YEARS AFTER CUTOFF. (Nl-AFU-87-18, 

15 Records documentmg the basis for mtegratmg system safety, 
ental considerations mto the systems engineering process to mclude plans, 

reviews, summaries, etc. 

ESTROY 5 YEARS AFTER CUTOFF. 

16 

C (GRS l, Item 34) 

CUT OFF W BSOLETE. DESTROY UP _.....---_ 
�0=3' ) ( ) 



chedule 6055, Safety Program Administration 

KEEPING COPY HAS BEEN 

CTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of records 
that are eated on electronic mail and word processing systems and used solely to generate a 
recordkeepin opy of the records covered by the other items m this schedule Also mcludes electronic 
copies of records c ted on electronic mail and word processmg systems that are mamtained for updating, 
revision, or disseminat10 

a. Copies that have no further mistrative value after the recordkeeping copy is made. Includes 
copies mamtained by individuals · ersonal files, personal electronic mail directories, or other 
personal directories on hard disk or ne k drives, and copies on shared network drives that are 
used only to produce the recordkeepmg copy 

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RE 
PRODUCED. 

b Copies used for dissemination, rev1s1on, or updatmg that are maintamed in 
recordkeepmg copy 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLET 



Correspondence eertam.u:1~ 
_L.ntainea in eosfoffkes). ---------F~CALf"EA° ~--

SCHEDULE 7040, 
COMPTROLLER, COST ANALYSIS, AND BUDGET RECORDS,

governs d1sposit1on of records pertaming to cost analysis mcludmg cost mfonnat1on systems, plannmg 
factors, cost analysis methods, cost estimating, cost tracking, and life cycle cost. It also governs disposition 
of Budget Office records which pertain to preparation, analysis, JUstificat10n, and control of the budget 

office automation apphcahons, such as spreadsheet and presentation apphca 
1- The d1spos1hon specified under the appropriate rule o t e nonelectromc version of the file. 
J - Electronic version of reco e ectromc mail, word processing, and other office automation 

·1 e deleted when the file copy 1s generated or when no longer needed for reference or 

I FINANCIAL MANAGEMENT RECORDS Reports, correspondence, and related data that 
serve for control purposes m developmg or 1mprovmg budget office systems programs (mamtamed m 
Comptroller functional areas) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 3 YEARS AFTER CUTOFF. 
�---------J 
2 COST TRACKING RECORDS Reports, analyses, correspondence, and related data wh1c 
provide a chronology of costs by organization and program element (mamtamed m Comptroller ct1onal 
areas) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 3 YEARS AFTER CUTOF . (GRS 8, Item 6b) 

3 FORMAL BUDGET RECORDS Records contaming budget exh ts and final annual budget 
packages submitted from DFAS Centers to DFAS Headquarters (maintai am Budget offices) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 5 YEA 

4 BUDGET EXECUTION RECORDS Intern reports and records used to execute budget 
exh1b1ts and final annual budget packages (mamta1 m Budget offices) 

CUT OFF AT END OF FISCAL YEAR. STROY I YEAR AFTER CUTOFF (GRS 5, Item 2) 

5 Records generated to assist in the completion of the 
formal budget (mamtained m 

FISCAL YEAR. DESTROY I YEAR AFTER CUTOFF (GRS 5, Item 2) 

6 T CORRESPONDENCE RECORDS. Correspondence pertaming to routme internal 
budget pr 0ram execution (mamtamed m Budget offices) 

OFF AT END OF FISCAL YEAR. DESTROY 2 YEARS AFTER CUTOFF (GRS 5, Item I) 

7 COST AND ANALYSIS CORRESPONDENCE RECORDS. 
cost/economic analysis studies and est1matmg factors and methods mai 

CUT OFF AT END 0 R. DESTROY 3 YEARS AFTER CUTOFF (Nl-507-93-2, 



 

8 FUNo DISTIUBIJT10N
(rnaintamed in Cost offices) 

Mem 
CUT OFF AT E� (GRs 6, h 

oranda, from the Budget Office, fo, fund dfatnbutVU, >eto,d,em 

No OF Flse,\L l'Ela) AR. DESTRoy 6 YEAflS, 3 l>rONTlJs AFTEn CUTOFF 
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• 
Schedule 7040, Comptroller, Cost Analysis, and Budget Records 

ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electromc copies of records 
that are created on electromc mail and word processing systems and used solely to generate a 
recordkeepmg copy of the records covered by the other items m this schedule Also mcludes electronic 
copies of records created on electromc mail and word processmg systems that are maintained for updating, 
rev1s10n, or dissemination. 

a Copies that have no further admm1strative value after the recordkeepmg copy is made. Includes 
copies mamtamed by md1viduals m personal files, personal electromc mail drrectones, or other 
personal directories on hard disk or network drives, and copies on shared network drives that are 
used only to produce the recordkeepmg copy 

DESTROY /DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN 
PRODUCED. 

b Copies used for d1ssemmat10n, revision, or updating that are mamtamed m addition to the 
recordkeepmg copy 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 



• 

SCHEDULE 7205, 
ACCOUNTING OPERATIONS--FINANCIAL RECORDS 

This schedule governs disposition of records pertaining to the accounting operat10ns financial 
records accumulated by the Accountable Stations. 

(Reference· Financial Management Regulation, DoD 7000 14-R) 

I GENERAL LEDGERS Manual and machine fonn ledgers, to include but not hmited tort 
Operating Budget Ledger and Allotment Ledger pertaining to current, expired, and closed accou 

CUT OFF AT END OF FISCAL YEAR. DESTROY 6 YEARS, 3 MONTHS AFTER E LATER 
OF EITHER CLOSURE OF APPROPRIATE ACCOUNT OR LIQUIDATION OF LL 
OBLIGATIONS IN THE CLOSED ACCOUNT (GRS 7, Items 2 and 3) 

2 SUBSIDIARY LEDGERS Vanous fonns and fonnats covering allo ents, obhgattons, 
appropnat1on summaries, transactions paid by and for others; adjustments, s pense items, object classes, 
open allotments, industnal funds, stock funds, and deposit funds pertain1 to current, expired, and closed 
accounts. 

CUT OFF AT END QF FISCAL YEAR. DESTROY 3 YEA AFTER CUTOFF. (GRS 7, Item 4a) 

3 SUBSIDIARY LEDGERS Budget 
Authority (BA)/Allot111ent, or authorized replacement, ligation Authority/Suballotment, subsidiary 
d1stnbut1on of allotme�ts and BAs to other SMAs, J ma! vouchers, and apphcable records pertaining to 
recording commitments, obhgations, accrued exp d1tures (paid and unpaid), reports ofTDY and PCS on 
military or c1vihan tra�el under specific or ce ally managed allotments, and Status of Funds Data Base 
Transm1ss10ns pertam1rg to current, expire , and closed accounts 

CUT OFF AT END qF FISCAL Y R. DESTROY 3 YEARS AFTER CUTOFF. (GRS 7, Item 4a) 

4 FINANCIA1i, STAT ENTS, SCHEDULES, AND REPORTS Retained copies of records 
required by Servicing Cente ertaining to current, expired, and closed accounts 

FISCAL YEAR. DESTROY 6 YEARS, 3 MONTHS AFTER THE LATER 
OF EITHER CLO RE OF APPROPRIATE ACCOUNT OR LIQUIDATION OF ALL 

N THE CLOSED ACCOUNT (GRS 6, Item l a) 

5 D DIS1J'RIBUTION Memoranda, from the Budget Office, for fund D1stribut1on Records. 

FF AT END OF FISCAL YEAR. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF. 
S6, ltem l a) 



( ) 

( ) 

( ) 

( ) 

) 

(NI-AFU-90-3, AFMAN37-139, Tl77-16, R2)'--_______,, 

AFMAN 37-139, T177-16, R3) '----------' 

AFMAN37-139, T177-16, R5) �-------� 

SCHEDULE 7206, ACCOUNTING OPERA TIONS--AUTOMA TED 
DATA PROCESSING RECORDS, 

governs d1sposit1on of records pertain mg to the accounting operations 
automated data processmg records accumulated by the Accountable Stations 

(Reference Fmancial Management Regulation, DoD 7000 14-R) 

office automation applications, such as spreadsheet and presentation ap hca 
1- The disposition• pec11ied under the appropriate rul o t e nonelectromc version of the file. 
J_ - Electronic version of rec e ectromc mail , word processmg, and other office a utomat1on 

e deleted when the file copy 1s generated or when no longer needed for reference or 
11pd11liRg, Y•l11e1ie .. eF IS l11leF. 

1 DAILY DETAIL RECORDS L1stmgs used m daily operations; 1.e , Dally Operatmg Budget 
Ledger/Allotment Ledger, Daily Voucher Copy List, Genenc Extract Summary, Voucherless Travel 
RC/CC List 

CUT OFF UPON COMPLETION OF RECONCILIATION PROCESS. DESTROY ON CUTOFF 

2 SUMMARY RECORDS Data used for any number of days or penods withm a particular 
month, or for accumulation of any number of months for consolidated purposes 

CUT OFF AT END OF MONTH. DESTROY 6 MONTHS AFTER CUTOFF (NI-AFU-90-3, 

3 TABULATIONS Documentation that includes but is not hm1ted to edit hsts, transaction 
registers, ledgers, reports, and audit hsts File the followmg separately· 

a. Daily Operations (Rule 3 m previous draft) 

CUT OFF AT END OF MONTH. DESTROY 1 MONTH AFTER CUTOFF OR WHEN ALL 
QUESTIONS ARE RESOLVED, WHICHEVER IS LATER (See NOTE 4*) (NI-AFU-90-3, 

b. Year-End Operations (Rule 4 in previous draft) 

CUT OFF AT END OF MONTH. DESTROY 3 MONTHS AFTER CUTOFF OR WHEN ALL 
QUESTIONS ARE RESOLVED, WHICHEVER IS LATER (See NOTE 4*) (NI-AFU-90-3;
AFMAN37-139, T177-16,rR5) �-------� 

NOTE: ;l*Ensure annotations are transferred prior to destruction 

CONSOLIDATED TABULATIONS 

a. Annual appropnations records produced from monthly summary or other records, to 
include but not hm1ted to, selective transaction history hstmg, usually for an entire FY (Rule 5 m previous
draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 4 YEARS AFTER FY FOR WHICH 
RELATED APPROPRIATIONS ARE AVAILABLE FOR OBLIGATION (NI-AFU-90-3; AFMAN 
37-139, T177-16, RS)r(_ ________ _, 

4 



( ) 

~-------) 

CUT OFF AT END OF . DESTROY I YEAR AFTER CUTOFF (Nl-AFU-90-3; 
_1W.:IAN-3r7=139';,1Tfil7'77-4, Rl5, or GRS 6, Item lb)~--------~ 

<~ ______ ) 

5 

b. Consolidated tabulations for expired accounts pertaining to unliquidate 10ns 
transferred from lapsed appropriations produced from monthly summary o records, usually for an 
entire FY (Rule 6 in previous draft) 

CUT OFF AT END OF FIS R. DESTROY 6 YEARS, 3 MONTHS AFTER THE LATER 
OF EITHER OF APPROPRIATE ACCOUNT OR LIQUIDATION OF ALL 

IONS IN THE CLOSED ACCOUNT (GRS 6, Item I a) 

c. Consolidated tabulations for continuing X or No-Year appropriations documents (Rule 
7 in previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 4 YEARS AFTER CLOSING OUT OF THE 
INDIVIDUAL ACCOUNT OR ALLOTMENT ACCOUNT {Nl -AFU-90-3; AFMAN 37-139, T177-
16, RI 0) ...___________,, 

BASE MATERIEL/SUPPLY AUTOMATED SYSTEM 

a. Compurer listings including but not limited to EOD IMR and GLAC update, daily 
FPMR/OCCR update and reconc1hat10n, daily fuels division punch-out, base MCS transaction list, 
investment MACR status report and reconciliation list, equipment in use GLA update, SF obligated and 
unobligated and due-out report, OCCR record list and summary, investment equipment reconcihat10n 
GLAs 14041, and other miscellaneous listings, furnished to other organizations or included later in EOM 
products (Rule 8 in previous draft) 

CUT OFF UPON TRANSFER OF ANNOTATIONS AND RECEIPT OF NEW LISTING. 
DESTROY UPON CUTOFF. {Nl-AFU-90-3, AFMAN 37-139, T177-16, RI I and Tl77-4, Rl4) 

b. SF MACR status report, SF on order in-transit payable hst, PFMR reports, EO1M..ow�--
out listings, A & F due-out list, LP open item lists (Rule 9 in previous dr 

c. Daily, periodic and monthly summary automated records (Rule 10 m previous draft) 

CUT OFF AT END OF MONTH. DESTROY 30 DAYS AFTER CUTOFF. 

(NOTE: �*Schedule 7210 has been omitted from the revised SF 115 because it duplirated Schedule 7206.] 
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,.. ...._ 

Schedule 7206, Accounting Operations-Automated Data Processing Records 

ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of records 
that are created on electronic mail and word processmg systems and used solely to generate a 
recordkeeping copy of the records covered by the other items in this schedule Also includes electronic 
copies of records created on electronic mail and word processing systems that are maintained for updating, 
revision, or dissemination. 

a .  Copies that have no further administrative value after the recordkeepmg copy is  made Includes 
copie,s mamtamed by md1viduals in personal files, personal electronic mail directories, or other 
personal directories on hard disk or network drives, and copies on shared network drives that are 
used only to produce the recordkeeping copy 

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN 
PRODUCED. 
b Copies used for d1ssemmation, revision, or updating that are mamtamed in addition to the 

recordkeeping copy 

DESTROY /DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 



office automation apphcahons, such as spreadsheet and presentah~ . 

eds c,:e.eted1,y" I 
___ ...aa!!Jp].j:plllh~cawtte1orirnsnvn1m11rtb,---

( 

uk.l) ~ 

) 

3 

R3) �------� AFMAN 37- 1 39, T l 77- 1 8, 

4 

.,,, 

SCHEDULE 7220, 
VENDOR PAY OPERA TIONS--FINANCIAL RECORDS, 

governs d1spos1t1on of records accumulated in Vendor Pay Operations by the Accountable Stations 
consolidated under DFAS-DE 

(Reference Financial Management Regulation, DoD 7000. 1 4-R) 

1 - The d1spos1hon specified under the appropriate r ii e to the nonelectromc version of the file. 
,1 - Electronic version of reco e ectronic mails, word processing, and other office automation 

e deleted when the file copy 1s generated or when no longer needed for reference or 
11pd2IPA8 wh1chel'cr IS later 

1 FUND DISTRIBUTION. Memoranda, Advice from the Accounting Operations D" 
fund d1stribut1on records 

CUT OFF AT END OF JISCAL YEAR. DESTROY 6 YEARS, 3 
(GRS 6, Item l a) 

2 LOCATIONS Obhgat10n authority fonns and 
comparable documents used to provide s for commitment and obligat10n purposes related to current, 
expired, and closed accounts 

CUT OFF AT E F FISCAL YEAR. DESTROY 6 YEARS, 3 MONTHS AFTER THE LATER 
CLOSURE OF APPROPRIATION ACCOUNT OR LIQUIDATION OF ALL 

ATIONS IN THE CLOSED ACCOUNT (GRS 6, Item l a) 

COMMITMENTS 

a Unobligated commitments cancelled during FY or when appropriation expires (Rule 3 
m previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 1 YEAR AFTER CUTOFF. (N ln-AFU-90-3 ; 

b Unobhgated commitments pertammg to expired appropriations (Rule 4 in previous 
draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 5 YEARS AFTER FY FOR WHICH 
RELATED APPROPRJA TIONS ARE AVAILABLE FOR OBLIGATION ( _____AA )_ 

OBLIGATIONS 

a Documentation supporting undelivered orders outstanding and accrued 
expenditures unpaid (AEU) pertaining to current, expired, and close opriat1ons (Rule 5 in previous 
draft) 

CUT OFF AT END OF FISCAL YEA STROY 6 YEARS, 3 MONTHS AFTER FY IN WHICH 
URRED (GRS 7, Item 3) 

bligat1ons cancelled as bemg mvalid before funding appropriation closes (Rule 6 in 



  

ATlQN'ENTITLEMENT OCCURR ARS, 3 MONTHS AFTER F l' IN W 

l.'Tl\f~y 

CUT OFF AT END OF FISCAL YEAR. 

( 

. 
-----�-

------ --------� 

CUT OFF AT END OF FISCAL YEAR. DESTROY 6 YE HICH 
OBLIG ED. (GRS 7, Item 3) 

GI.' tin ir-5 EXPENDITURES 
�� .._ �\1,'\o...'\ O� M.�o1J� 

a. � supporting accrued expenditures paid (AEP) pertainin[lio!JO..cttrre'l'IT, expired, and closed apprcpriat10ns (Rule 7 in previous draft) 
CUT OFF AT END OF FISCAL STROY 6 YEARS, 3 MONTHS AFTER CLOSE OF 
FY IN WHICH �.....-u MENT WAS MADE, PROVIDED THERE ARE NO DISCREPANCIES 

H CORRECTIVE ACTION IS PRESCRIBED. (See NOTE 4*) (GRS 6, Item l a) 
NOTE: 4 * Records contaming d1screpanc1es identified by Servicing Center will be held until corrective action has been 

taken; otherwise, destroy when ehg1ble. 

b Retained vg1:1eheF copies (Rule 8 in previous draft) 
CUT OFF AT END OF FISCAL YEAR. DESTROY 1 YEAR AFTER CUTOFF. ( ) 

6 ACCOUNTSAA /RECEIVABLE -

a Record copies of ledgers and supporting records used to reflect approprr t� reimbursements, refunds, and credits to deposit fund and receipt accounts. (Rule 9 i ev1ous draft) 
CUT OFF AT END OF FISCAL YEAR. DESTROY 6 YEARS, 3 MO (GRS fo, Itemeµ{) 

1 
b 

� Nonrec r rl copres of ledgers and support1 records used to reflect approprrat10n reimbursements, refunds, md credits to deposit funds receipt accounts (Rule l O in previous draft) 
STROY 1 YEAR AFTER CUTOFF (GRS 6, Item lb) 

c Ledgers and su rting records used to reflect appropriation reimbursements, refunds, and credrts to deposit funds receipt accounts related to exprred and merged ("M") accounts (Rule 1 1  rn previous draft) 
CUT OFF ND OF FISCAL YEAR. DESTROY 6 YEARS, 3 MONTHS AFTER THE LATER 
OF EI R CLOSURE OF APPROPRIATE ACCOUNT OR LIQUIDATION OF ALL 

GA TIO NS IN THE CLOSED ACCOUNT. (GRSf, Item J..d) 
� Z-

7 REPORTS 

a Copies of reports pertrnent to Vendor Pay Operat10ns. (Rule 1 2  rn prev10us draft) 
CUT OFF AT END OF FISCAL YEAR. DESTROY 1 YEAR AFTER CUTOFF. '------ ) 

b Documents reflecting payment requrred to be reported to IRS, rncluding Treasury Department forms used to report payments (W-2s) (Rule 1 3  in previous draft) 
CUT OFF AT END OF CY IN WHICH PAID. DESTROY 5 YEARS AFTER CUTOFF. (Nel -AFU-9 1 -32, AFMAN 37- 1 39. ··.- 1 77- 1 8, RI3)ee }e

c. Rece1vmg reports--Original (marntfil_!)_ed.in-OpL-ocs")--(Rule74 in prev10us draft) 



  

Item la) 
Ntfl DES'fttu Y 

( 

CUT OFF AT END OF FlsCAL FE 
(GR£ 6, hem la) 

( 

( 

-
p Yious dl'ttft) 

raft) ( 

} 

--

90-3, AFMAN 37-139, Tf77-18, RIrO)r�------� 

CUT OFF 1 MONTH AFTER PAYMENT. FORWARDJO-DFAS-DE-7\:T-CUTOFF ( �g/, , �IC(_) 
::-::c:= =-: =--==-----:d.--;R:erre�1v�ing�reports--Copies (maintained in OpLocs) (Rule 15 in re · 

CUTrOFF AT END OF MO 6 YEARS, 3 MONTHS AFTER CREATED (GRS 6, I� I �-'} 

8 COLLECTION VOUCHERS. Accountable Stat10n copy of collect10n vouchers and supporting 
records (Rule 16 in previous draft) 

CUT OFF AT END OF FISCAL YEAR IN WHICH FINAL COLLECTION JS EFFECTED DESTROY 3 
YEARS AFTER CUTOFF (See NOTE 4*) (NI-AFU-90-3 , AFMAN 37- 139, T177-18, R5) 

9 POSTING MEDIA Records (other than source records) such as Journal vouchers, posting data 
transfer, similar fonns and specialized posting media for machine apphcat1ons, used to provide input data 
to the accounting operations (Rule 17 in previous draft) 

CUT OFF AT END OF i>AY. DESTROY 90 DAYS AFTER CUTOFF. (See NOTE 4*) (Nl-AFU-

10  CONTROL LOGS. Logs used to record disbursement and collection vouchers e 
payments for reporting Prompt Payment Act) (Rule 18 in previous d 

AR. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF. 

1 1  BUYER INTERFUND BILLS--NON-FMS (See NOTE 5*) Bills receipted and mterfund zero 
balance listings, supply system updates and related adjustment vouchers. (Rule 19 in previous draft) 

CUT OFF AT END OF FISCAL YEAR IN WHICH BILLED. DESTROY 1 YEAR AFTER 
CUTOFF (Nl -AFU-91-13 ; AFMAN 37-139, Tl 77-4, Item 13.0's) �-----� 

12 AIRLIFT SERVICE INDUSTRIAL FUND REVENUE, BILLING AND RECEIVAB 
Invoice claims to public, cash collect10n vouchers, ACC transportation authonzat10ns ortatlon cargo 
movement documents, MT As & TCMDs, travel orders; voucher for tran"t·e,;..i-n:st"\A/een appropriation, and 
general correspondence used as backup to billing (mainta· n ustrial Fund Offices) (Rule 20 in 
prev10us draft) 

CUT OFF ATrC FY IN WHICH FINAL COLLECTION IS EFFECTED DESTROY 6 YEARS 
TOFF (See NOTE 6*) (GRS 9, Item l a) 

NOTES: 4*Records contaimng d1screpanc1es identified by Serv1cmg Center will be held until corrective action has been 
taken; otherwise, destroy when eligible. 
5*Foreign Military Sales Seller and Buyer lnterfund Bills are covered m Schedule 7360, Foreign Military Sales. 
6*For records related to foreign military sales, use Schedule 7360, Foreign l\hlltary Sales. 
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Schedule 7220, Vendor Pay Operations-Financial Records 

ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of records 
that are created on electronic mail and word processmg systems and used solely to generate a 
recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic 
copies of records created on electromc mail and word process mg systems that are mamtamed for updatmg, 
revision, or d1sseminat1on 

a Copies that have no further admmistrat1ve value after the recordkeeping copy is made Includes 
copies mamtained by ind1v1duals in personal files, personal electronic mail d1rectories, or other 
personal d1rectones on hard disk or network dnves, and copies on shared network drives that are 
used only to produce the recordkeeping copy 

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN 
PRODUCED. 
b. Copies used for d1ssemmat1on, revision, or updatmg that are maintamed in add1t1on to the 

recordkeepmg copy 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 
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SCHEDULE 7221, 
CENTRAL PROCUREMENT ACCOUNTING SYSTEM, 

(maintained in units as indicated) 

. . 
e apph nelectromc version of the file. 

ord processing, and other office automation 
d when the file copy is generated or when no longer needed for reference 

a. IC LISTINGS containing information used to balance svcmam-�en an out-
of-balance occurs, hstmgs use y Data Manager (Sysout, BRO, BRl , BR4, BR5, BR6, BR7, 
BR8, BR9, 3N l )  (mamtamed m t  e Data Base Adminis ocatJon) (Rule l in previous draft) 

CU ICH AUDITORS AUTHORIZE DISPOSAL. 
,n,u:�,...,. \.L.I'--¥"='--, TOFF. (GRS 6, Hem la) U-'--t'iltcb.ru..u.- J6/�{',4c.i f't:... �C, 
b REPORTS used by CPA customers to manage stock fund weapons systems, FMS 

open/closed cases, track financial status, mana e capital eqmpment purchase, identify dormant purchase 
requests, research megular fund status, control Os (D I O, l G l ,  I L i ,  lN l ,  l R l ,  l R2, I R5,  I R7, 2DA, 
2DB, 2DC, 2Dl ,  2D4, 2D5, 2D6, 2D7, D8, 2D9, l ,  2H2, 2H3, 2H4, 2J l ,  2J2, 2J3 , 2L l ,  2L3, 3D, 3D3, 
3H,  3N2, 4Al ,  4H l ,  4Ll ,  7A2, 7d l ,  I E l ,  9D2, 9F l ,  I I )  (mamtamed by MAJCOM, Budget, Item 
Manager, Resource Advisor, FSO, Other Customer) ule 2 m previous draft) 

CUT OFF WHEN SUPERSEDED. DESTROY UPON UTOFF. 

c. LISTINGS used to verify transactions proces d/interfaced, mismatched data, identify 
over-obligations, assist m delivery reporting (ERl ,  ER2, 1 0 1 ,  l , I H I ,  l J l ,  l R6, 2P6, 2T l ,  2T2, 9Ql )  
(mamtained OPLOCs, DAOs, FSOs). (Rule 3 m prev10us draft). 
e.Lt.T 05=r: Wl-\-<cU '.:;U 1f-'1:;-.1E. S S;i.) zi) 1:;, f: �11i::o:3, f1t..\,A-�'\ 

d LISTINGS used to manage the Direct Disbursement ction ( l B l ,  182, 1 83,  184, 
l J l ,  I J2, I S i ,  IV I, I V2, I V3,  2WI ,  3C I ,  3 S I ,  3V I ,  4M l) (maintained in PLOCs). (Rule 4 m previous 
draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 1 YEAR AFTER CUT 

e LISTINGS used to vahdate/reconctle/adjust open items, initiations, c m1trnents and 
obligations, reconcile FMS case transactions to dehvenes, balance at FY end. ( I  L I ,  IN  I ,  H2, 2H3, 2L2, 
2P I ,  2P2, 2P3, 2P4, 2P5, 2P7, 2P8, 2P9, 3TI ,  3T2, 8L I ,  8L3, 8N I ,  9M l ,  9P I ,  9P2, 9T l )  ( intained m 
OPLOCs, DAOs, FSOs) (Rule 5 m previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 2 YEARS AFTER CUTOFF, IF THE 
NO OUTSTANDING DISCREPANCIES FOR WHICH CORRECTIVE ACTIONS ARE 
PRESCRIBED BY DFAS-DE 

( l) "(A,of ,U�L�,U4--� Cft{,\J.t,t\.to� 

(i1 �!LlAi·"-� t,ov...uJkw� 
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Schedule 722 Central Procurement Accounting System 

IC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of records 
that are create n electronic mail and word processing systems and used solely to generate a 
recordkeeping cop of the records covered by the other items in this schedule. Also includes electronic 
copies of records crea d on electronic mail and word processmg systems that are mamtained for updating, 
revision, or disseminatio 

a Copies that have no fu er admm1strat1ve value after the recordkeepmg copy is made Includes 
copies maintained by ind1 "duals in personal files, personal electronic mail directories, or other 
personal directories on hard k or network drives, and copies on shared network drives that are 
used only to produce the record pmg copy 

DESTROY/DELETE WITHIN 180 DAYS A ER THE RECORDKEEPING COPY HAS BEEN 
PRODUCED. 
b Copies used for d1sseminat1on, revision, or u atmg that are mamtained m addition to the 

recordkeeping copy 

DESTROY/DELETE WHEN DISSEMINATION, REVISIO OR UPDATING IS COMPLETED. 
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AFMAN 37-139, T l 77-4, R21) �------� 

AFMAN37-139, Tl77-4, R26) �------� 

SCHEDULE 7225--

VENDOR PAY OPERATIONS - AUTOMATED DAT A PROCESSING 

RECORDS, 
governs disposition of records accumulated m the Vendor Pay and Government Branches by the 

Accountable Stations consolidated under DF AS-DE. 
(Reference Financial Management Regulation DoD 7000 14-R) 

office automation applications, such as spreadsheet and presentation ' 1 - The disposition specified under the appropriat pp 1ed to the nonelectromc version of the file. 
J - Electronic version of r y electronic mail , word processing, and other office automation 

1 e deleted when the file copy 1s generated or when no longer needed for reference or 
updatn1g, wl11cheve1 JS latero. 

1 INTEGRATED ACCOUNTS PAYABLE SYSTEM (IAPS) (maintained m OPLOCs and 
DAOs) 

a. Interface program listmgs used primarily to review vendor contracts, receipts, and 
payment transact10n mterfaces (BCAS, MEDLOG, SBSS) (Rule 1 in previous draft) 

CUT OFF ON SUPERSESSION. DESTROY ON CUTOFF. (See NOTE 4*) (Nl-AFU-91-12, 

b Opt10nal program listings used primarily to review status of vendor, contract 
appropriation summary table records, and to audit and correct mv01ces and receipts recorded m the IAPS 
data base (Rule 2 in prev10us draft) 

CUT OFF ON SUPERSESSION. DESTROY ON CUTOFF (See NOTE 4*) (Nl-AFU-91-12, 
AFMAN 37-139, T177-4, R22) ...__________J 

c Open items, obligation validat1on/reconciliat1on listings, 1 e Dormant Obligat10n List, 
BQ/IAPS Recon (Rule 3 m previous draft) 

CUT OFF AT END OF FISCAL YEAR IN WHICH BILLED. DESTROY 1 YEAR AFTER 
CUTOFF. (Nl -AFU-91- 12, AFMAN37-139, T l 77-4, R23) ...__________, 

d Prompt Payment Act information list used as report supporting detailed mforrnation 
(Rule 4 m prev10us draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 1 YEAR AFTER CUTOFF (Nl-AFU-91-12, 
AFMAN 37-139, Tl77-4, R25) '-----------' 

e. L1stmgs produced by end-of-day programs used to verify transact10ns processed, notices 
of follow-up act10n, payment computation/forecast lists (Rule 5 in previous draft) 

CUT OFF ON SUPERSESSION. DESTROY ON CUTOFF. (See NOTE 4*) (Nlr-AFU-91-1 2, 

NOTE: 4* Transfer annotations prior to destruction 
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AFU-9 1-1 2 ,  AFMAN 37- 1 39, T I77-4, R30) �-----� 

9 1-1A2 ,  AFMAN 37-1A39, T I77-4, R2 7) �------� 

f Voucher control log produced by end-of-day programs v1ous draft) 

CUT OFF AT END 0 . DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF 

g Daily Obhgat10n Vahdat10n Register (Rule 7 m prev10us draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 1 YEAR AFTER CUTOFF. (NOTE S.*) (Nl ­

h Add1t10nal end-of-day program listings (Rule 8 m previous draft) 

CUT OFF ON COMPLETION OF CORRECTIVE ACTION. DESTROY ON CUTOFF. (NAl-AFU-

Archived/Purged Contracts List (Rule 9 m previous draft) 

CUT OFF ON DATE OF ROY 6 YEARS, 3 MONTHS AFTER CUTOFF (GRS 6, 

2 STANDARD MATERIEL ACCOUNTING SYSTEM (SMAS) (maintained m OPLOCs and 
DAOs) 

a Listings used pnmanly to review supply transact10ns and their effect on the accounting 
records. (Rule I O in prev10us draft) 

CUT OFF UPON RECEIPT OF NEW LISTING; WHERE ANNOTATION IS REQUIRED, 
RETAIN RECORD UNTIL ANNOTATION HAS BEEN TRANSFERRED TO NEW RECORD. 
DESTROY ON CUTOFF. (N l-AFU-90-3, AFMAN 37- 1 39, T l77-4, R l4) '-------� 

b. Listings and reports used primarily to support stock fund general le�d�e�ijld.ate�,----
reconcile with the tnal balance, and to reconcile to expense, obh ursement data in the 
General Accounting System (Rule 1 1  in 

END OF FISCAL YEAR. DESTROY 1 YEAR AFTER CUTOFF (GRS 6, Item l b) 

3 BUYER INTERFUND BILLS -- NON-FMS (See NOTEA§:*) Bills receipted and mterfund zero 
balance hstmgs (Rule 1 2  m prev10us draft) 

CUT OFF AT END OF FISCAL YEAR IN WHICH BILLED. DESTROY 1 YEAR AFTER 
CUTOFF. (N l -AFU-9 1 - 13; AFMAN 37- 139, T I 77-4, R 1 3  02) '-----------' 

NOTES: S * Destroy these , ecords m annual blocks only 1f there are no outstanding d1screpanc1es for which corrective 
actions are prescribed by DFAS-DE. 

6 * Foreign Military Sales Seller and Buyer Interfund Bills are covered m Schedule 7360, Foreign l\11htary Sales. 
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( ) 

( ) 

( ) 

( ) 

4 

5 

R21) ,.__________, AFMAN 37-139, Tl77-4, 

(Nl-AFU-91-12, AFMAN37- 139,T177-4, R24) ,.__________, 

AUTOMATED MATERIEL ACCOUNTING SYSTEM (AMAS) 

a Listings used pnmanly to review supply transactions and their effect on the accounting 
records. (Rule 13 in previous draft) 

CUT OFF AFTER 3 MONTHS OR UPON RECEIPT OF NEW LISTING. (WHERE 
ANNOTATION IS REQUIRED, RETAIN RECORD UNTIL ANNOTATION HAS BEEN 
TRANSFERRED TO NEW RECORD.) DESTROY ON CUTOFF. (Nl-AFU-90-3, AFMAN 37-139, 
T177-4, Rl4) ,.___ 

b Listings and reports used pnmanly to support stock fund general le�d�0�er!:Jllld.l.t&;-to---
reconc1le with the trial balance, and to reconcile to expense, obh ursement data in the 
General Accounting System (Rule 14 inr_QI!:re�· ws--enirfr)"--� 

MATERIEL ACCOUNTS PAYABLE SYSTEM (MAPS) 

a Interface program listings used primarily to review vendor contracts, receipts, and 
payment transaction interfaces (Rule 15 in previous draft) 

CUT OFF ON SUPERSESSION. DESTROY ON CUTOFF. (See NOTE 4*) (NI-AFU-91-12, 

b Optional program hstings used pnmanly to review status of vendor, contract 
appropriation summary table records, and to audit and correct invoices and receipts recorded in the data 
base (Rule 16 in previous draft) 

CUT OFF ON SUPERSESSION. DESTROY ON CUTOFF. (See NOTE 4*) (NI-AFU-91-12, 
AFMAN 37-139 Tl77-4, R21) '--_________, 

c Open items obhgat1ons hstings (Rule 17 in previous draft) 

CUT OFF AT END OF FISCAL YEAR IN WHICH BILLED. DESTROY I YEAR AFTER 
CUTOFF (Nl-AFU-91-12, AFMAN37-139,T177-4, R23) '-------� 

d Products used to adJust stock fund general ledger for unprocessed supply payment 
interface transactions or open obhgat1ons and payment transactions used as support for Journal voucher 
(Rule 18 in previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 2 YEARS AFTER CUTOFF (See NOTE 5.*) 

e Prompt Payment Act infonnation list used to adJust stock fund general ledger for 
unprocessed supply payment interface transactions or open obligations and payment transactions (Rule 19 
in previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY I YEAR AFTER CUTOFF (NI-AFU-91- 12, 
AFMAN 37-139, Tl77-4, R24) '------------' 

NOTES: :!* Transfer annotations prior to destruction. 
S* Destroy these records rn annual blocks only if there are no outstanding d1screpanc1es for which corrective 

actions are prescribed by DFAS-DE. 



( 

(GR.s 6, Item 1 a) FlSCAL YEAR. D m previous draft) 

{ 

) 

( 

(NI -AFU-91-12; AFMAN 37- 139, Tl77-4, R29) '---------' 

91-12, AFMAN 37- 139 Tl77-4, R30) '--------� , 

f Listings produced by end-of-day programs used to verify transactions processed, notices 
of action, computation hst/materiel payment forecast (Rule 20 in previous draft) 

CUT OFF ON SUPERSESSION. DESTROY ON CUTOFF (See NOTEA�*) (NI-AFU-91-12, 
AFMAN 37- 139, T l 77-4, R26) '---------� 

g Voucher control log produced by end-of-day programs (Rule 2 I 

CUT OFF AT END OF ESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF. 

h Daily Obhgation Vahdat1on register (Rule 22 in previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 1 YEAR AFTER CUTOFF (See NOTE .S.*) 

End-of-day program listings (Rule 23 in previous draft) 

CUT OFF ON COMPLETION OF CORRECTIVE ACTION. DESTROY ON CUTOFF. (NI-AFU-

NOTES: i* Transfer annotations prior to destruction. 
S* Destroy these records m annual blocks only if there are no outstandmg d1screpanc1es for which corrective 

actions are prescribed by DFAS-DE. 
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Schedule 7225, Vendor Pay Operations-Automated Data Processing Records 

ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of records 
that are created on electromc mall and word processing systems and used solely to generate a 
recordkeeping copy of the records covered by the other items in this schedule. Also mcludes electronic 
copies of records created on electromc mail and word process mg systems that are maintamed for updating, 
revision, or dissemmation 

a Copies that have no further admm1stratlve value after the recordkeeping copy is made. Includes 
copies maintained by mdiv1duals in personal files, personal electronic mail directories, or other 
personal drrectories on hard disk or network drives, and copies on shared network drives that are 
used only to produce the recordkeeping copy 

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN 
PRODUCED. 
b Copies used for dissemination, revision, or updating that are mamtained m add1t1on to the 

recordkeeping copy 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 



NOTES. l - ,.Ins schedule mclades tic ch unit 1t1Sions of, cco, ds u catcd by elect. 01nc ,_na,'::;,!:p, ucessmg, and::nl 
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1 

AFMAN 37-139, T34-14 R2 01) '-----------� , 

2 

• 

NONAPPROPRIATED FUNDS (NAF) FINANCIAL MANAGEMENT 
SCHEDULE 7280, 

RECORDS, 
governs disposition ofrrecords pertaining to nonappropnated funds (NAF) 

maintained at Accountable Stations unless otherwise indicated. 
(Reference Financial Management Regulation, DoD 7000.r14-R) 

her 

office automatrnn apphcat1ons, such as spreadsheet and presentatrnn a 
2 - The d1spos1bon specified under the appropriate 1e to the nonelectromc version of the file. 
3 - Electronic version of rec e ectronic mail , word processing, and other office automation 

a e deleted when the file copy is generated or when no longer needed for reference or 
11pdol1Ag, wluehever 1s loler. 

BUDGETARY DATA 

a Data on advanced approvals of expenditures for fixed assets, such as authorizations for 
improvements, add1t10ns h.> buildings, purchase and installation of equipment, etc (maintained at 
approving agency) (Rule I in previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 5 YEARS AFTER CUTOFF (NI -AFU-90-3; 
AFMAN 37-139, T34-14, R2) .._______r___, 

b Copies of documents described in l a, above (maintained at NAF act1v1t1es) (Rule 2 in 
previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 1 YEAR AFTER CUTOFF. (NI-AFU-90-3,r

FINANCIAL STATEMENTS AND REPORTS 

a Statements (mcluding consolidated), reports of audit and of inspections (Rule 3 in 
prev10us draft) (maintained at preparing activities above Accountable Station level) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 5 YEARS AFTER CUTOFF (Nl -AFU-90-3, 
AFMAN 37-139, T34-14, R3) .._________ __, 

b Monthly and quarterly statements and reports, with substantiating data 

(1 )  At preparing act1v1t1es a t  Accountable Stations (Rule 4 in  prev10us draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 4 YEARS AFTER CUTOFF (Nl-AFU-90-3, 
AFMAN 37-139, T34-14, R4) '---------� 

(2) At other than preparing act1V1t1es (Rule 5 in previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 1 YEAR AFTER CUTOFF 
'---------·A) 

c Working papers, source documents, and other support data relating to statements and 
reports in 2a and 2b( I )  (maintained at preparing activity) (Rule 6 in prev10us draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 1 YEAR AFTER CUTOFF 
..__________ ) 



'---------) 

( 

( ) 

( ) 

( ) 

( ) 

AFMAN 37-139, T34-14, R6 01) ..___________, 

AFMAN 37-139, T34-14, R6 02) ..________� 

AFMAN 37-139, T34- 14, R8) '----------' 

90-3, AFMAN 37- 139, T:,4-14, R9) ..___________, 

.. 

d lnformauonal copies of unit fund statements and reports, with related correspondence 
(including retained copies of preparing activity reports) (maintained at other than preparing act1vit1es) 
(Rule 7 in previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 1 YEAR AFTER CUTOFF. 

e Computer listings of command input comprised of edit, error, out-of-balance and 
discrepancy data used for internal processing (maintained at Processing Center) (Rule 8 in previous draft) 

CUT OFF AT END OF MONTH. DESTROY 4 MONTHS AFTER CUTOFF (Nl-AFU-90-3, 

3 REPORTS, such as statement of financial cond1t10n, statement of income and expense, NAF 
statement of employee census and other related data for all fund categories, e.gr, welfare, membership, 
revenue producing and special funds (maintained at DFAS HQ and/or Major Commands) 

a Command Consolidated Reports -- Yearend (Rule 9 in prev10us draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 10 YEARS AFTER CUTOFF 
..__________ ) 

b Command Consolidated Reports -- Monthly & Quarterly (Rule 10 in previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 5 YEARS AFTER CUTOFF (Nl-AFU-90-3r, 

4 CLAIMS Reports of incidents, supporting and background evidence, with related 
correspondence that reflect on the loss of funds, accidents, entries/omiss10ns in official records, military 
d1sc1plinary actions and/or criminal act10ns, board proceeding data required to support a claim. (Rule 11 in 
previous draft) 

CUT OFF ON SETTLEMENT OR CLOSURE OF CLAIM. DESTROY 4 YEARS AFTER 
CUTOFF. (Nl-AFU-90-3, AFMAN 37-139, T34-14, R7) '----------' 

5 BOARD PROCEEDINGS Reports, supporting data, and related correspondence that relate to 
NAF losses and invest1gat10ns thereof which do not support a claim. (Rule 12 in previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 3 YEARS AFTER CUTOFF (Nl-AFU-90-3 , 

6 NAF CUSTODIAN CERTIFICATE. Memorandum receipts of cash, other negotiable 
instruments, certificates of inventories of assets and hab1ht1es assumed by a temporary replacement or 
successor custodian. (maintained by financial management officers) (Rule 13 in previous draft) 

CUT OFF ON CHANGF OF CUSTODIAN. DESTROY 12 YEARS AFTER CUTOFF. (Nl-AFU-

INSURANCE 

a Property, group life, accident and health, theft, burglary/robbery, money and security, 
Workman's Compensation and Employer's Liability, Fidelity, required for protection of all NAF assets 
(Rule 14 in previous draft) 
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( 
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(QRs 7, Item 2) 
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-

AFMAN 37- 1 39, T34- 14, R I In)n'---------� 

AFMAN 37- 139, T I76-3, R l 5.0 1 )  �-------� (NnI -AFU-90-3 ; 

.... 

CUT OFF ON DISCONTINUANCE OF THE FUND. DESTROY 4 YEARS AFTER CUTOFF (NnI ­
AFU-90-3, AFMAN 37-1n39, T34- 14, R I O)n�--------� 

b Control registers which provide a detailed record of all pohc1es and self-msurance owed 
that are also used to compute the charges to be amortized each month (Item 1 5  in prev10us draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 2 YEARS AFTER CUTOFF. (Nnl -AFU-90-3,n

8 LOANS AND GRANTS Requests for loan/grant, legal instruments (contract or agreement), and 
related control data used for control of payments made, balances due, etc (Item 1 6  in previous draft) 

CUT OFF ON EXPIRATION, CANCELLATION OR TERMINATION OF LOAN OR GRANT. 
DESTROY 5 YEARS AFTER CUTOFF (N l -AFU-90-3 , AFMAN 37- 1 39, T34- 1 4, R l 2) 

9 INVESTMENTS (GOVERNMENT OR GOVERNMENT AGENCY SECURITIES). 
Savings bonds, treasury notes, bills, bonds and certificates, and documents used to negotiate transfer, 
reissue, deposit, and for redemption of the securities used for control of payments made, balances due, etc 
(Rule 1 7  in previous draft) 

CUT OFF ON TRANSFER OR LIQUIDATION OF THE SECURITY. DESTROY 5 YEARS 
AFTER CUTOFF. (N l -AFU-90-3; AFMAN 37- 1 39, T34- 14, R 1 3) '---- - ----' 

10 GENERAL LEDGER Ledger sheets in accounting books of final entry 
draft) 

R. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF. 

1 1  JOURNALS, REGISTERS, AND LEDGERS Basic books of accounts wherein all classes of 
transactions are originally recorded general Journals, cash receipts, Journals, check registers (cash 
disbursement Journals), voucher registers (accounts payable ledgers), recumng or closing Journals, payroll 
journals (Rule 19 in previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 3 YEARS AFTER CUTOFF (NnI -AU-90-3 , 
AFMAN 37-1 39, T34- 14  R l 5) '----------' 

12 MACHINE LISTINGS Daily/monthly documents, including accounts receivable (credit 
balance, statements, delinquent accounts list, alphabetic sequence hst), accounts payable (vendor list, 
abbreviated vendor list, released invoice hst, vendor analysis report, cash requirements, aging rep

0 

ort, 
vendor change register, d1stnbut1on journal, voucher register), consolidated bankmg (cash reconc1hation 
hst, conversion hst), general ledger (chart of accounts, accounting period list, reference code hst, detail hst 
by account, detail hst by journal, year-to-date summary, report file hst-opr/BS, budget summary report, ltst 
of assets), inventory (inventory master, file maintenance audit report, transaction journal, inventory status 
report, critical inventory, out-of-stock report, slow moving item report, control ledger report) (Rule 20 in 
previous draft) 

CUT OFF ON COMPLETION OF RECONCILIATION. DESTROY 45 DAYS AFTER CUTOFF 

WORKING FUNDS. Reports, bank checks (triphcate copy), petty cash vouchers (duplicate), 
and copies of bank deposit shps reflecting all deposits, reimbursements, and a running balance ofcash in 
the bank (maintained at NAFFMB) (Rule 21 in previous draft) 

13 



) 

( ) 

( ) 

( ) 

) 

( ) 

14  

AFMAN 37- 1 39, Tl 76-3, R l 7) '-----------' 

AFMAN 37- 1 39, T34- 1 4, R2el )  �--------� 

AFMAN 37-1 39, T34- l4, R22) �-------� 

CUT OFF AT END OF FISCAL YEAR OR LIQUIDATION OF THE FUNDS. DESTROY 4 
YEARS AFTER CUTOFF (N l -AFU-90-3 , AFMAN 37- 1 39, T l 76-3 , R l 6) �--------' 

MONTH-END WORKING PAPERS Records of  bank (CBP) reconc1liat1ons, and other audit workmg papers used for detailing general ledger control account balances (Rule 22 m previous draft) 
CUT OFF AT END OF FISCAL YEAR. DESTROY 2 YEARS AFTER CUTOFF (Nele-AFU-90-3; 
15  DAILY REPORTS 

a Reports of detail merchandise, cash, sales, food, service, which are record copies reflectmg m summary a report on cash and charge sales used to support entries on the consolidated daily report (Rule 23 m previous draft) 
CUT OFF AT END OF FISCAL YEAR. DESTROY 4 YEARS AFTER CUTOFF, PROVIDED 
ACCOUNT IS CLEAR. (NeI -AFU-90-3 , AFMAN 37- 1 39, T l 76-3, R l 8) �-------� 

b Consolidated daily reports which are record copies used to support entries in cash receipt Journals and for postmg the subsidiary accounts receivable ledger. (Rule 24 m prev10us draft) 
CUT OFF AT END OF FISCAL YEAR. DESTROY 3 YEARS AFTER CUTOFF, PROVIDED 
ACCOUNT IS CLEAR (N l -AFU-90-3 ,  AFMAN 37- 1 39, T34- 1 4, R l 9) �------� 
16 ACCOUNTS R·  •,('EIVABLE Ind1v1dual subs1d1ary records of amounts due the fund, and supporting documents rei -:ctmg merchandise sale on credit basis. (Rule 25 m previous draft) 

(Nel -AFU-90-3 ,CUT OFF AT END OF FISCAL YEAR. DESTROY 4 YEARS AFTER CUTOFF 

17 PREPAID EXPENSE (DEFERRED CHARGE). Accounts control data used to determme charges to be amortized each month reflecting the balance of an expenditure earned forward to be written off m one or more followmg periods (Rule 26 in previous draft) 
CUT OFF AT END OF FISCAL YEAR. DESTROY 2 YEARS AFTER CUTOFF (Nel-AFU-90-3; 
18  DISBURSEMENTS. Checks, separate accounts payable vouchers with supportmg purch orders, receiving report invoices, petty cash vouchers that reflect on purchase of merchan , supphes and services (Rule 27 in prev10us draft) 
CUT OFF AT END OF FISCAL YEARA. DESTROY 6 YEA (GRS 6, Item l a) 
19 COLLECTION. n receipts which are record copies reflectmg collect1on ofNAF ome and related collections (Rule 28 m previous draft) 

ND OF ,"ISCAL YEAR. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF. , Item la) 



nt teGe 

20 HOSPITAL FUND ACCOUNTS. Ledgers, journals, council books cash/disburserne i� 
financial statements, cash vouchers, vendors mvo1ces, contracts and purchase nri:<W<t-ttTlif reflect on the 
administration of activities financed by central and ind1vid ___,_,_,..,"'-nds. (R�le 29 m prev10us draft) 
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Schedule 7280, Nonappropriated Funds (NAF) Financial Management Records 

ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of records 
that are created on electronic mail and word processmg systems and used solely to generate a 
recordkeepmg copy of the records covered by the other items in this schedule Also includes electromc 
copies of records created on electronic mail and word processing systems that are mamtamed for updatmg, 
rev1s10n, or d1sseminat1on. 

a Copies that have no further administrative value after the recordkeeping copy is made Includes 
copies maintained by ind1v1duals m personal files, personal electromc mail directories, or other 
personal directories on hard disk or network drives, and copies on shared network drives that are 
used only to produce the recordkeeping copy 

DESTROY /DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN 
PRODUCED. 

b Copies used for d1ssemmat10n, rev1S1on, or updating that are mamtained in addition to the 
recordkeeping copy 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 



   Tt=I-1--< e-1 -:, ) 

AFU-76-67)tA FMA..v :o1-11ill , TlJ!-=l·e-6', 

-%-lat·, AFMAru 31A-11A, 1" rt=l- .6A(r\JAC.lA- � . 3q 
I 

SCHEDULE 7300, ORIGINAL DISBURSING ACCOUNTS,* * 
governs d1spos1t1on of records pertaining to origmal source documents 

(Reference Financial Management Regulat10n, DoD 7000 14-R) 

1 .  ORIGINAL ACCOUNTS Original col lection and disbursement vouchers, bond issuance 
schedules, applicable contro l registers and listings, statements of accountabil ity and supporting records, 
Treasury statements and reconc1hat1ons, certificates of deposit, DJMS-RC information file (money l ists), 
summaries, and cover sheets, retiree and annuitant substantiating information, voucher hstmgs and 
summaries, VA Class N summaries, accounts receivable hstings, and other comparable data to mclude 
NATO Infrastructure Program 

a. DFAS Centers and OPLOCs 

( I ) REGULAR ACCOUNTS ,;_l,{-'\A
\?J._·:J\ 

CUT OFF AT END OF MONTH. TRANSFER 1 YEAR AFTER CUTOFF. DESTROY 6 YEARS, 
'<\.'.� \� 

3 MONTHS AFTER CUTOFF. (See NOTES * l�ndj) (GRS 6, Item l a  EXCEPTION), and NC I e
ie..L¼.01) � (v\J\ --A-FU.-'ib-3·, � o-:}--\ol\ \ T\l:f--S,i \-°b) 

-

( 
(2) i FMS CASES 

?P 
CUT OFF AT END OF MONTH IN WHICH FINAL PAYMENT MADE. DESTROY ft(YEARS 
AFTER FINAL PAYMENT ( 1\.)\-?JlD\A-QS-\ \ �\..'A-1A5()\bJ I ,  � lj'!0.5)( M&::: /JOff;,S,.. 3 

(JV(J(�S: Df< � FROZEN RECORDS ) 

CUT OFF AT END OF FY. FREEZE RECORD UPON RECEIPT OF DIRECTION FROM NARA. 
DISPOSE OF 6 YEARS, 3 MONTHS AFTER CUTOFF, OR ONCE FREEZE HAS BEEN LIFTED, 
IF FREEZE HAS CAUSED RETENTION BEYOND NORMAL DISPOSAL DATE. 

b. Accountable Stations 

FORWARD TO SERVICING DFAS CENTER FOR APPLICATION OF DISPOSITION 
INSTRUCTIONS IN la(l) ABOVE. (GRS 6, l a  EXCEPTION)e (A

Accounts and Supporting Documents pertammg to American Indiahs 
�4.oi) j(IV \ -�-Cco-'2>· Ai="AfAJ\.) 3,--�A • 

J'G(.
0 I""' 

NOT AUTHORIZED FOR DI Os--AL_filJCH RECORDS MUST BE RETAINED 
INDEFINITELY SINCE THEY MAY BE NEJIDE-1)..JNJJTIGATION INVOLVING THE 
GOVERNMENT'S ROLE AS TRUSTEE OF PROPERTYffEL··D--B-Y.J!!E GOVERNMENT AND 
MANAGED FOR THE BENEFIT OF INDIANS. (GRS 6, NOTE followinglre�_AA

* * See following page (schedule items 2a, 2b, 2c, and 2d). 

NOTES I_* A copy of the NA TO Infrastructure Program vouchers will be kept with the prefinanced proJect files. 
2_* See DoD 7000.14-R, Vol 5, D1sbursmg Policy and Procedures, Chapter 20, for transfer procedures. 
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( ) 

( ) 

--

�' 

(SCHEDULE 7300) (continued) 

TRANSPORTATION BY FOREIGN CARRIERS (ORIGINAL ACCOUNTS) (mamtamed at 
Accountable Stat10ns) 

* *SC DULE ITEMS 2A, 2b, 2c, and 2d HA VE BEEN WITHDRAWN, PENDING REVISION 
OF DI OSITION INSTRUCTIONS. 

a r-·0 inal vouchers supported by intemat10nal English-language bills for freight, 
passenger, and househ �goods between foreign countries, and vouchers for the same service from foreign 
countries to the US 

CUT OFF AT END OF p�AA F THE ACCOUNT. DESTROY 6 YEARS AFTER CUTOFF. 
(PAE N D I N G) SAA

b Copies of original vouc _rs supported by international English-language bills for freight, 
passenger, and household goods between fotet&_n countries, and vouchers for the same service from foreign 
countries to the US. "--,,
SUBMIT TO SERVICING DFAS CENTERS WITH.ORIGINAL VOUCHER SUBMISSION (See
NOTE 3*) (Exception to GRS 9, Item lb) (P E AN D  I Nt'i) '-.,

c Original vouchers other than those supported by international English-language bills for 
freight, passenger, and household goods between foreign countrie�d vouchers for the same service from 
foreign countries to the US "-. 

FORWARD TO SERVICING DFAS CENTER AS DIRECTED (S�0:(E 3 *) (GRS 6, Item l a  
EXCEPTION) (P E N D  I N  G) , 

d Copies of original vouchers other than those supported by mtemat10 I English-language 
bills for freight, passenger, and household goods between foreign countries, and vouchers r the same 
service from foreign countries to the US 

SUBMIT TO SERVICING DFAS CENTERS WITH ORIGINAL VOUCHER SUBMISSIO�See 
NOTE 3 *) (GRS 6, Item l a  EXCEPTION) (P E N D I N G) 

' 
3. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of 
records that are created on electromc mail and word processing systems and used solely to generate a 
recordkeeping copy of the records covered by the other items in this schedule Also includes electromc 
copies of records created on electronic mail and word processing systems that are maintained for updating, 
revision, or d1sseminat1on 

a Copies that have no further adm1mstrat1ve value after the recordkeepmg copy is made 
Includes copies maintained by md1v1duals in personal files, personal electromc mail directories, or other 
personal directories on hard disk or network drives, and copies on shared network drives that are used only 
to produce the recordkeeping copy 

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN 
PRODUCED. 

b Copies used for dissemination, rev1s10n, or updating that are mamtained in addition to the 
recordkeeping copy 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 

October 7, 1 999 



Electronic version of record 
he e eted when the file co 

( ) 

( ) 

( 

SCHEDULE 7305, 
MERGED ACCOUNTABILITY AND FUND REPORTING (MAFR) 

SYSTEM RECORDS, 
governs disposition of working copies of records pertaining to the MAFR program at DFAS-DE, 

the d1spos1t1on of original records 1s shown m Schedule 7300, Original Disbursing Accounts 
(Reference Financial Management Regulation, DoD 7000 14-R) 

. 
2 - The d1spos1hon specified under the appropriate rul 1c vers10n of the file. 

as appropriation master vahdat1on file, sales code file, Accountable Stat10n file), interfund seller address 

3 - ectromc mail , word processrng, and other office automat10n 
py is generated or when no longer needed for reference or 

H , • • P. 

1 TRANSITORY WORK FILES Transitory MAFR control data having recurring updates (such 

file, records locat10n, mauer hstings of edit error and out-balance listings, miscellaneous correspondence 

CUT OFF AT END OF MONTH. DESTROY 30 DAYS AFTER MONTH IN WHICH CREATED 
OR WHEN SUPERSEDED BY FILES UPDATE (NI-AFU-90-3, AFMAN 37-139, Tl77-29, RI) 

2 RCS 7 1 12/71 13 ACCOUNTANT WORKING FILES Transitory reference data, EDP hstings 
of reconc1hat1on differences, DFAS-DE/AA suspense by ADSN data, voucher and DA 14-94 rejects; 
records including forms, other ADP hsting used in normal processing, EDP master cycle, by other hsting, 
7138 data and PIN listing, MAFR error listing; and other related hstmgs 

CUT OFF AT END OF FISCAL YEAR. DESTROY 2 YEARS* AFTER THE FY IN WHICH 
CREATED ( ) 
*DF AS-proposed increase in retention -- variance from N l-AFU-90-3, AFMAN 37-139, Tl 77-29, R2 
(30 days) 

3 RCS 71 12/7 1 13 ADSN, DCASR, CADC INPUTS, DCMD. 7112/7113 folders, mcludmg 
AUTODIN hst and EDP hstings of ADSN reports, 7138 cycle data, cash reports and DFAS-DEE/AA 
suspense, and other related EDP hstmgs including adjustment voucher, automatic vahdation and other 
related hstmgs and correspondence pertinent to DAO cycle and month-end processing; includes data 
peculiar to AMC transportation processing 

CUT OFF END OF FISCAL YEAR. DESTROY 2 YEARS AFTER THE FY IN WHICH 
CREATED (Nl -AFU-90-3, AFMAN37-139, T177-29, R3) �-------� 

4 MAFR, OTHER SERVICE TRANSACTIONS FOR AIR FORCE. Army, Navy, State 
Department, cycle and month-end data, including but not limited to vouchers, EDP hstings, 7110, 7111, 
7113, 8702 reports, SF 1221/TFS 224 schedules of transactions, other comparable data, correspondence 
and related by-products 

CUT OFF AT END OF FISCAL YEAR. DESTROY 2 YEARS AFTER THE FY IN WHICH 
CREATED (Nl -AFU-90-3, AFMAN37-139, Tl77-29, R4) �----------' 



( ) 

) 

) 

5 CROSS DISBURSING ACTIVITY. Request for fiscal infonnat1on, transportat10n request, bill 
of lading, and meal ticket, advice of reJection, reject list ings, open allotment listings and related 
documentation including correspondence 

CUT OFF AT END OF FISCAL YEAR. DESTROY 2 YEARS AFTER THE FY IN WHICH 
CREATED (Nl -AFU-90-3, AFMAN37-139, T 177-29, R5) �--------� 

6 INTERFUND BILLING TRANSACTIONS EDP hsting of AUTODIN, 7113, DD 1400, and 
seller and buyer summary b1lhngs, various internal EDP listings and reports such as unmatched 
sellers/buyers, delinquent listings, suspense listmg, delinquent case folders including buyer/seller 
correspondence and related records 

CUT OFF AT END OF FISCAL YEAR IN WHICH CREATED OR RECONCILIATION OF 
CHARGES IS COMPLETED, WHICHEVER IS LATER. DESTROY 4 YEARS AFTER CUTOFF. 
(Nl-AFU-90-3; AFMAN 37-139, T177-29, R6) �-------� 

7 EDP MASTER CONTROL LISTING Command summary, OAC feedback, worldwide-
nonworldwide, consohdat(!d appropnat10n control, Treasury cash report listings, and other comparable 
data 

CUT OFF AT END OF FISCAL YEAR. DESTROY 10* YEARS AFTER FY IN WHICH 
CREATED OR AFTER RECONCILIATION OF CHARGES IS COMPLETED, WHICHEVER IS 
LATER 
(*DFAS-proposed increase in retention Variance from Nl-AFU-90-3; AFMAN 37-139, T177-29, R7, 
which specifies "4 years" and "sooner".) 

8 ADJUSTMENT VOUCHERS. SF 1080, Voucher for Transfers Between Appropriation and/or 
Funds, and SF 1081, Voucher and Schedule of Withdrawals and Credits, and relared documents. 

CUT OFF AT END OF FISCAL YEAR IN WHICH CREATED. DESTROY 10* YEARS AFTER 
CUTOFF 
(*OF AS-proposed increase in retention, GRS 6, Item l a  exception) 

9 UNLIQUIDATED OR DISCREPANT PAYMENTS AND COLLECTIONS Copies of 
disbursements and collections made in support of OF AS contracts processed through MAFR system 

CUT OFF END OF FISCAL YEAR IN WHICH CREATED. DESTROY 10 YEARS AFTER 
CUTOFF (NI-AFU-91-19, AFMAN37-139, T177-29, R9) �--------� 



b. 

Schedule 7305, Merged Accountability and Fund Reporting (MAFR) System Records 

IO ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of records 
that are created on electronic mail and word processing systems and used solely to generate a 
recordkeeping copy of the records covered by the other items m this schedule Also includes electronic 
copies of records created on electronic mail and word processing systems that are maintained for updatmg, 
revision, or d1sseminat10n 

a. Copies that have no further admmistrative value after the recordkeepmg copy is made. Includes 
copies maintained by indlVlduals in personal files, personal electronic mail directories, or other 
personal directories on hard disk or network drives, and copies on shared network drives that are 
used only to produce the recordkeepmg copy 

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN 
PRODUCED. 

Copies used for d1ssemmat1on, rev1s1on, or updating that are maintained m add1t1on to the 
recordkeeping copy 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 



( ) 

( ) 

( ) 

( ) 

( ) 

I 

AFMAN 37- 1 39, T l 77- 1 7, RI ) t.__ ___________; 

R7) '----------� (Ntlt-AFU-90-3 , AFMAN 37- 1 39, Tl 77- 1 7, 

SCHEDULE 7310, 
INTERNAL CONTROL RECORDS, PHYSICAL LOSS OF FUNDS, 

AND ERRONEOUS PAYMENT CASE FILES, 
governs disposition of records pertaining to internal control functions, 

loss of funds. and erroneous payments (maintained at DFAS Centers or Accountable Stations). 
(Reference. Financial Management Regulation, DoD 7000 14-R, Volume 5) 

. 
office automation apphcatJons. such as spreadsheet and presentation a 

2 • The d1spos1non specified under the appropnate r 1e to the nonelectroo1c venion or the file. 
3 • Electromc version or rec • e ectronic mail , word processmg, and other office automation 

a e deleted when the file copy is generated or when no longer needed for rererence or 
llflil&IIAg, ·1·l11eluuef IS IIIIIF· 

TREASURY CHECKS AND SA VIN GS BONDS CONTROL 

a Transfer of checks report and related mternal control records (mamtained at Accountable 
Stations) (Rule I m previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 6 YEARS AFTER CUTOFF (Ntl -AFU-90-3 ; 

b Records on returned and undelivered checks and bonds (mamtamed at DFAS Centers and 
Accountable Stations) (Rule 2 m previous draft) 

CUT OFF UPON RECORDING DISPOSITION OF THE CHECKS AND BONDS. DESTROY 1 
YEAR AFTER CUTOFF. (N l -AFU-90-3 , AFMAN 37- 1 39, T l 77- 1 7, R2) �------� 

2 APPLICATIONS TO KEEP CASH ON HAND Forms or other documentat10n used to 
approve keeping cash on hand (Rule 3 m previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 6 YEARS AFTER CLOSE OF FY TO WHICH 
IT PERTAINS. (N l -AFU-90- 19, AFMAN 37- 1 39, T l 77- 1 7, RS) '-----------J 

3 CASH ACCOUNTABILITY CONTROL 

a Analyses of daily cash accountab1hty, receipt for transfer of cash and vouchers; transfer 
of currency, dally summary of cash collections; cashier 's  dally summary, and related data. (Rule 4 in 
previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY I YEAR AFTER CUTOFF. (See NOTEr�•) 
(N l -AFU-90-3, AFMAN 37- 1 39, T l 77- 1 7, R6) '---------� 

b Reports of overages and losses of public funds, and cash venficauon reports. (Rule 5 in 
previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY I YEAR AFTER CUTOFF.(See NOTEr�•) 

NOTE: �* Destroy when all outslandmg d1screpanc1es have been cleared 



( 

( 

( 

( 

( 

( 

�------ ) 

4 

AFMAN 37- 139,  T l 77- 1 7, R l2) '------------' 

APPOINTMENT ORDERS Administrative orders appointing individuals as the Accountable 
Official, Disbursing Officers, Agents, and Cashiers written designations of individuals with in the office to 
execute certificates on vouchers and other records; signature cards pertaining to certifying officers, and 
related data. (Rule 6 ID previous draft) 

CUT OFF AT END OF FISCAL YEAR IN WHICH ORDER IS REVOKED OR CANCELLED. 
DESTROY 6 YEARS AFTER CUTOFF (See NOTE .S.*) (N l -AFU-90-3 ; AFMAN 37- 1 39, T177- 17, 
RS) �-------� 

NOTE: S.. • Records containing discrepancies identified by DFAS Centers will be held unnl correcnve action has been 
taken; otherwise, destroy when ehg1blc. 

5 CONTROL FILES. Records contaming Accountable Station codes, name and address of 
Accountable Stations and serial numbers of all checks for which they are accountable, name of installation, 
and senal number of check-s1gn1Dg equipment. (Rule 7 in previous draft) 

CUT OFF WHEN SUPERSEDED OR OBSOLETE. DESTROY ON CUTOFF. (Nnl -AFU-90-3 ; 
AFMAN 37- 1 39, T l 77- 1 7, R9) �---------_J 

6 CONTROL LOGS. Forms used to provide reference and control of pay records, ne�ogw��-
1Dstruments, and s1m1lar data. (Rule 8 in previous draft) 

CUT OFF WHEN SUPERSEDED OR UH�� • DESTROY 2 YEARS AFTER CUTOFF. (See 
NOTE 6*) '-- -===--------'(GRS 23 ,  Item 8)

-===--

NOTE: 6* The more delimte d1spos1non 1s m keeping with proposals to update GRS 23. 

7 RETURNED CHECKS AND BONDS. Ongmal form of returned check or bond records, or 
comparable forms used for verification, information, accounting citation, and searchmg for disposition on 
returned checks or bonds. (Rule 9 ID previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 3 YEARS AFTER CUTOFF. (N l -AFU-90-3; 

8 CHECK PHOTOSTATS Photostats of checks returned from the Treasury and forwarded to 
Centers for use in processing claims and in reconciling overdrafts and underdrafts (Rule 1 0  in previous 
draft) 

CUT OFF AT END OF FISCAL YEAR IN WHICH CLAIM IS SETTLED. DESTROY 1 YEAR 
AFTER CUTOFF (N l -AFU-90-3; AFMAN 37- 1 39, T l 77- 1 7, R I 3) �-------� 

9 DEBIT VOUCHERS FOR CHECKING ACCOUNT DISCREPANCIES. Forms used to 
provide a complete summation of d1screpanc1es and overdraft or underdraft adjustments necessary to 
balance checking account (Rule 1 1  in previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 5* YEARS AFTER CUTOFF. 

(*DFAS-proposed increase in retention -- variance from N l -AFU-90-3; AFMAN 37- 1 39, T l 77- 1 7, Rl4) 

I O  TRANSMITTAL FORM. Forms, such as voucher transmittal sheets or comparable forms, 
reflecting the first and last number of each sequence m the voucher, the Accountable Station codes, 
voucher numbers (Rule 1 2 in previous draft) 



) 

) 

( ) 

) 

( ) 

( 

( 

3, AFMAN 37- 1 39, T 171- 17, R l 5) �-------� 
CUTOFF WHEN DAO ACCOUNTS ARE DESTROYED. DESTROY ON CUTOFF {Nl-AFU-90-

1 1  MAJOR PHYSICAL LOSSES OF APPROPRIATED FUND Documentation establishing 
physical loss, convening authority appointment of investigating officer on board, reports of investigation 
and associated papers containmg factual loss mformat1on, convening authority recommendat10ns, appeals, 
correspondence and recommendat10ns, grant or denial of relief, relief check information 

a DFAS Centers (Rule 1 3  in previous draft) 

CUT OFF ON DATE OF LAST ACTION. DESTROY 6 YEARS AFTER CUTOFF (NAl-AFU-90-3, 
AFMAN 37- 1 39, T 177-7, R2) ...__ ________ _, 

b Accountable Stations (Rule 14  in previous draft) 

CUT OFF ON DATE OF LAST ACTION. DESTROY 1 YEAR AFTER CUTOFF (N l-AFU-90-3, 
AFMAN 37- 1 39, T 177-7, R4) ...___________, 

12  MINOR PHYSICAL LOSSES OF APPROPRIATED FUNDS. Cert1ficat10n, investigatory 
reports, associated correspondence and recommendations, grant or denial of relief, relief check 
information 

a DF AS Centers (Rule 1 5  m previous draft) 

CUT OFF ON DATE 0..- LAST ACTION. DESTROY 5 YEARS AFTER CUTOFF (NAl-AFU-90-3, 
AFMAN 37- 1 39, T l77--, R3) ...____________, 

b Accountable Stations (Rule 1 6  in previous draft) 

CUT OFF ON DATE OF LAST ACTION. DESTROY l YEAR AFTER CUTOFF (Nl-AFU-90-3, 
AFMAN 37- 1 39, T 177-7, R4) ...____________, 

13 ILLEGAL, IMPROPER OR INCORRECT (ERRONEOUS) PAYMENT OF 
APPROPRIATED FUNDS Documentation establlshmg erroneous payment, appomtments of 
investigating officers, reports of mvest1gat1ons, appeals, requests for relief, correspondence and 
recommendat10ns, grant or denial of relief 

a DF AS Centers (Rule 17 m prev10us draft) 

CUT OFF ON DATE OF LAST ACTION. DESTROY 5 YEARS AFTER CUTOFF 
,____________ ) 

b Accountable Stations (Rule 18  m previous draft) 

CUTOFF ON DATE OF LAST ACTION. DESTROY 1 YEAR AFTER CUTOFF. 
,____________ ) 

lNOTE: Schedule 731 1  has been omitted from the revised verswn of this SF 1 15 because it duplicated Schedule 7310.1 
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Schedule 7310, Internal Control Records, Physical Loss of Funds, and Erroneous Payment Case Files 

ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electromc copies of records 
that are created on electronic mail and word processing systems and used solely to generate a 
recordkeep1Dg copy of the records covered by the other items ID this schedule. Also includes electronic 
copies of records created on electromc mail and word processing systems that are maintamed for updating, 
revision, or d1ssemmat1on 

a Copies that have no further admimstrat1ve value after the recordkeeping copy is made Includes 
copies maintained by md1v1duals m personal files, personal electromc mail directories, or other 
personal directories on hard disk or network drives, and copies on shared network drives that are 
used only to produce the recordkeeping copy 

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORD KEEPING COPY HAS BEEN 
PRODUCED. 

b Copies used for d1ssemmat1on, rev1s1on, or updatmg that are mamtained ID add1t1on to the 
recordkeepmg copy 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 



NOTES: I This sehetlt1le 1ncl11du eleet111nic • ti s111ns 11f I ec111 ds c1 eatcd b:,, clcct1 oni=• d p1 occssmg ao=thu 

-
......i:.-.JU&!~'ffltt-ffir---n~,ap p a;)tp,mlo,a.all De 

or records-ti eat a 6 
____ al-tJ11~p"1ht:1ca1111:n1or----""-~ 

( ) 

( ) 

( ) 

( ) 

( ) 

AFU-90-3 , AFMAN 37- 139, T1 77-27, RI) ..____ _______ __, 

AFMAN 37-1 39, T J 77-27, R6) '-------------' 

SCHEDULE 7315, US SAVINGS BOND RECORDS, 
governs disposition of records pertaining to US Savings Bonds 

(maintained at DFAS Centers or Accountable Stations). 
(Reference Financial Management Regulation, DoD 7000. 1 4-R, Volume 5) 

office automation applications, such as spreadsheet and presentatio 
2 - The d1spos11lon specified under the appro r· applied to the nonelectronic version of the file. 
3 - Electronic version e y electronic mailo, word processing, and other office automation 

ns will be deleted when the file copy 1s generated or when no longer needed for reference or 
updating,o�. hiehe, er 1s later. 

I TRANSMITTALS OR RECEIPTS Forms used to receipt/transmit inscribed or uninscribed 
Series EE bonds received/forwarded by Centers 

CUT OFF AT END OF PAYROLL YEAR. DESTROY ONSITE 2 YEARS AFTER CUTOFF (Ntl -

2 CLAIMS AND INQUIRIES. Correspondence concerning nonreceipt of US savings bonds, used 
to trace disposition of bond 

CUT OFF ON COMPLETION OF TRACER ACTION. DESTROY AFTER CLAIMANT HAS 
RECEIVED BOND OR BOND HAS OTHERWISE BEEN ACCOUNTED FOR (Ntl -AFU-90-3 ; 
AFMAN 37- 1 39, T 177-27, R2) '-----------' 

3 APPLICATIONS AND CONTROL RECORDS Accountabil ity reco,.:ls, used to control, 
venfy and balance accountability and to answer inqumes 

CUT OFF AT END OF PAYROLL YEAR. DESTROY 5 YEARS AFTER CUTOFF. (N l -AFU-90-
3 ;  AFMAN 37- 1 39, T l 77-27, R3) ..____ __________, 

4 CONTROL RECORDS FOR BONDS 

a Lists of inscnbed bonds held in or released from safekeeping at Centers, used to mamtain 
accountability and include date and reason released. (Rule 4 in previous draft) 

CUT OFF AT END OF PAYROLL YEAR. DESTROY 5 YEARS AFTER CUTOFF (N l -AFU-90-
3, AFMAN 37- 1 39, T l 77-27, R4) ,.______________, 

b Quarterly history (Rule 5 in previous draft) 

CUT OFF AT END OF PAYROLL YEAR. DESTROY 56 YEARS AFTER CUTOFF. (N l -AFU-90-
3 ,  AFMAN 37-1 39, T l 77-27, R5) ..____ _________ __, 

5 SAVINGS BOND REPORTS Reports of bond sales (Rule 6 m previous draft) 

CUT OFF AT END OF PAYROLL YEAR. DESTROY I YEAR AFTER CUTOFF (N lt-AFU-90-3; 



6 

.... 

Schedule 7315, U.S. Savings Bond Records 

ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of records 
that are created on electronic mail and word processing systems and used solely to generate a 
recordkeepmg copy of the records covered by the other items in this schedule Also mcludes electronic 
copies of records created on electronic mail and word processing systems that are maintamed for updating, 
revision, or dissemination. 

a Copies that have no further admmistrative value after the recordkeepmg copy is made. Includes 
copies mamtained by md1viduals m personal files, personal electronic mail drrectories, or other 
personal directories on hard disk or network drives, and copies on shared network drives that are 
used only to produce the recordkeeping copy 

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN 
PRODUCED. 

b. Copies used for d1ssemmatlon, revision, or updatmg that are maintained in addition to the 
recordkeepmg copy. 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 
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prest fund cashiers 

AFU-90-3, AFMAN 37-139, Tl77-19, R2) '-----------� 

SCHEDULE 7320, DISBURSING AND COLLECTION RECORDS, 
governs disposal of records accumulated in Disbursing and Collection in the DAO 

(Reference Financial Management Regulation, DoD 7000.14-R, Volume 5) 

�:ff-1£-S:-t-,,-'f;;:;:_���������=�=���==:::����HJ-efher 
office automation applications, such as spreadsheet and presentahgp appl 

2 - The d1sposit1on specified under the a ale-Will be applied to the nonelectronic version of the file. 
3 - Electronic · created by electronic mail , word processing, and other office automation 

app 1callons will be deleted when the file copy 1s generated or when no longer needed for reference or 
-----t1pdallng,wh1clie¥er-t!Hltt....,_. --------------------------

1 DAILY CASH ACCOUNT ABILITY Forms such as daily statements of accountability, daily 
summary of receipts, reimbursements and net disbursements, daily voucher control, cash collection record, 
daily voucher transmittal forms, and related data, used by the Disbursing D1v1s1on to provide summary 
information to the accounting operations d1v1s1on or to reflect daily transactions with other areas 

CUT OFF AT END OF FISCAL YEAR. DESTROY 1 YEAR, 1 MONTH AFTER CUTOFF (See
NOTE 4*) (Nl -AFU-90-3, AFMAN37-139, T177-19, RI)r'-----------' 

2 MONTHLY CASH ACCOUNT ABILITY Forms such as statements of accountab1hty, 
statement of designated depository account, foreign currency reports with supporting records, schedules, 
and related data 

CUT OFF AT END OF FISCAL YEAR. DESTROY 2 YEARS AFTER CUTOFF (NOTE 4*). (Nl­

3 SUBSIDIARY ACCOUNT ABILITY Subsidiary accountab1hty forms and related records u /
to record check issue overdrafts and underdrafts, funds in the hands of agents, overages and losse 
funds 

CUT OFF AT END OF FISCAL YEAR. DESTROY 1 YEAR AFTER CUT 

4 AGENT ACCOUNT ABILIT Y Statements of agent office ' account forms, transmittal for paid 
vouchers and related papers used as a control on funds entruste d returned by accounting and disbursing 
agents 

CUT OFF AT END OF FISCAL YEAR IN ICH AGENT TRANSACTIONS ARE REFLECTED 
IN THE ACCOUNTS OF THE PRIN E ACCOUNT ABLE ST A TION. DESTROY 1 YEAR 
AFTER CUTOFF (GRS 6, Item 

5 IMPREST FU Reimbursement vouchers and other related records 

CUT AT END OF FISCAL YEAR IN WHICH REIMBURSEMENT IS  COMPLETED. 
TROY 1 YEAR AFTER CUTOFF (GRS 6, Item I b) 

NOTE: 4 * Records containing d1screpanc1es idenllfied by servmng DFAS Center will be held unlll corrective action has 
been taken; otherwise, destroy when ehg1ble 



( 

<~ _________ ) 

( 

�---------- > 

�---------> 

.v 

6 CASHERING Receipt for transfer cash and voucher fonns, daily summary of cash collectio ,cashier accountability documents, comparable forms, and related papers, used to provide ade controlsover money, vouchers, and other documents received which require collection and/or 
CUT OFF AT END OF FISCAL YEAR. DESTROY 1 YEAR AF 

7 DEPOSITS. Certificates of deposit forms similar fonns used for lumted depositories), schedule of cancelled checks (except those red in rule 2), hsts of checks and negotiable instruments, or 1ted, by-others chargeback/cred1t back listings 
CUT OFF AT E FISCAL YEAR IN WHICH DEPOSITS HA VE BEEN VERIFIED OR 
UPON UTION OF ANY OUTSTANDING ADJUSTMENTS. DESTROY 6 YEARS, 3 

HS AFTER CUTOFF (GRS 6, Item l a) 
8 SCHEDULE OF DEPOSITS Schedule shows all deposit act 1v1ty activity of a specific day's business (Rule 7 1 in previous draft) 
CUT OFF AT END OF MONTH. DESTROY 6 MONTHS AFTER CUTOFF. 

9. CHECK CONTROL 

a Daily fonns and related mformat1on used m the rece Treasury check stock and for control of blank checks allotted for preparation and ISSuance e 8 in previous draft) 
OY 1 YEAR AFTER CUTOFF (GRS 6, Item 1 b) 

ssue summary and associated detail check issue data which includes (Rule 9 in previous draft) 
END OF FISCAL YEAR. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF. , Item l a) 

1 0  SEQUENCE CHECK LISTING Breaks m check numbers for checks processed 
CUT OFF AT END OF DAY. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF 

1 1  CHECK ISSUE LISTING Every computer-produced military payroll check issued by the Accountable Station 
CUT OFF AT END OF DAY. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF 

12  COMBINED CHECK ISSUE REGISTER A hst of checks and dollar amount per day, by check number. (Rule 1 1 e. 1  in previous draft) 
CUT OFF ON VERIFICATION THAT LEVEL 8 DATA WAS RECEIVED AND ACCEPTED BY 
DFAS-DE/AD. DESTROY ON CUTOFF. �-----------� 



( __________ ) 

(GRS 6, Item IaJ 
) (Rule 13 m 
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( 

CUT OFF AT £No g CRule 18 if! pleVJo d transfers, and 

( 

CUTOFF MONT FA S,DE (R:ule 19 ' 

�------- > 

AFMAN 37- 1 39, T l 77-32 R44) '-----------� , 

AFMAN 37- 1 39, T l 77- 1 9, R l 2) �--------� 

13 SUBJECT MATTER AREA (SMA) PAYMENT DATA. List for each SMA of checks issued 
or Electronic Funds Transfer trace numbers for that SMA (Rule 1 2 in previous draft) 

CUT OFF AT END OF DAY. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF 

14 REPLACEMENT CHECK. Application, unavailable check cancellations, adv�1c�eLOJ:��:;--
check copies, and related documents (maintained in DF AS Centers · previous draft) 

CUT OFF AT END OF_IlSC,�'YEAR:--. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF 

15 TREASURY CHECK ISSUE LIST. Check issue data, payroll check adjustments, and Treasury 
check adjustment report (Rule 14 in previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 1 YEAR AFTER CUTOFF 

16 FOREIGN CURRENCY CONTROL Limited depository account form reports, foreign 
currency receipts control forms, disbursement control forms, and exchange ledger (Rule 1 5  in previous 
draft) 

CUT OFF AT END OF FISCAL YEAR IN WHICH CREATED. DESTROY 1 YEAR AFTER 
CUTOFF (N l -AFU-90-3, AFMAN 37- 1 39, T l 77- 1 9, R I  1 )  �---------� 

17 INTERNATIONAL BALANCE OF PAYMENTS Summary payroll hst (Rule 1 6  in previous 
draft) 

CUT OFF AT END OF MONTH. DESTROY 6 MONTHS AFTER CUTOFF. (NeI -AFU-90-3 ; 

18 DAILY MESSAGE REPORT Messages pertaining to dally reporting of checks drawn on 
Treasury of United States, report of large individual payments, report of large ind1v1dual collections, and 
related informat10n (Rule 1 7  in previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 1 YEAR AFTER CUTOFF (N I -AFU-90-3 , 

19 POSTING MEDIA. Records ( other than source records) such as posting data 
similar forms, used to provide input data to accountin us raft) 

OF FISCAL YEAR.A. DESTROY 3 YEARS AFTER CUTOFF (GRS 7, Item 4a) 

20 J RECORD LISTING List of every J record passed to BQ (Rule 1 8  I in previous draft) 

CUT OFF AT END OF MONTH. DESTROY 1 MONTH AFTER CUTOFF. 
'-------------- ) 

21 LETTER OF TRANSMITTAL Submitted with original vouchers to D in 
previous draft) 

HLY. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF (GRS 6, Item l a) 
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AFMAN 37- 1 39, T l 77-19, R l 5) '----------' 

AFTERACUTOFF. '-----------✓ 

22 CONTINGENCY EXPENDITURES 

a Forms such as copies of vouchers or subvouchers for confidential expenditures m 
sub-vouchers for reimbursements of confidential funds, and supporting funds (Rule 20 i 1ous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 6 YEARS__,,,_,,n.,, 
(GRS 6, Item l a) 

b cy funds expenditure records (Rule 2 1  in previous draft) 

OF FISCAL YEAR. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF. 

23 CURRENCY CONVERSION AND CONTROL Purchases, receipts for miscellaneous 
collections, rosters of personnel authorized and unauthorized to convert, summary change listings, and 
similar information when exchanging dollar instruments, foreign currencies, or m1htary payment 
certificates (Rule 22 in previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 1 YEAR AFTER CUTOFF (N l-AFU-90-3; 

24 FOREIGN CURRENCY GAIN OR LOSS REPORT Detailed hst of all gains and losses 
generated during re-evaluation of currency (Rule 23 in previous draft) 

CUT OFF DAILY. DESTROY 1 YEAR AFTER CUTOFF 

25 UNVOUCHERED CHECK ISSUE OR UNVOUCHERED CASH COLL,�.......,."'' 
Disbursing and collection Journal records (Rule 24 in prev10=usr__..d-- -, 

EAR. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF 

26 IMPREST FUND DISCREPANCIES Information which reflects imprest fund shortages to 
include supporting and related information (Rule 25 in previous draft) 

CUT OFF AT END OF FISCAL YEAR IN WHICH CASE IS CLOSED. DESTROY 2 YEARS 

27 IMPREST FUND ACCOUNTS Information which reflects receipt and accounting for imprest 
funds to include copies of reimbursement vouchers and receipts for funds entrusted to agent officers 
including acknowledgment of return of funds and statement of balance (Rule 26 in previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 2 YEARS AFTER CUTOFF 

28 INTEGRATED PAYING AND COLLECTING (IPC) AUDIT FILE REPORT. Reflects all 
activity in the IPC system during a specific day's business (Rule 27 in previous draft) 

CUT OFF DAILY. DESTROY 1 YEAR AFTER CUTOFF 

29 VOUCHER CONTROL LOG Daily hst of voucher numbers used, v01ded, not used, and 
missing for each Service Member's Account (SMA) (Rule 28 in prev10us draft) 

CUT OFF DAILY. DESTROY 3 MONTHS AFTER CUTOFF. �---------� 



30 PAYMENT LISTING List of all checks issued where amount does not exceed max1mu 
treasury file reporting amount and those checks paid in foreign currency (Rule 29 in previous aft) 

CUT OFF DAILY. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF. (G 

31 PAYMENT LISTING FOR OVER-MAXIMUM TREASU 
treasury checks issued that cannot be reported to Treasury on file 

CUT OFF DAILY. DESTROY 6 YEARS, 3 MONT 

32 SCHEDULES OF VOIDED CHE SrAND SPOILED CHECKS Check number stored on 
the Data Management Center/Data Pro smg Center (DMC/DPC) that are considered void or spoiled for 
Treasury reporting (Rule 31 in 10us draft) 

ROY 6 YEARS, 3 MONTHS AFTER CUTOFF. (GRS 6, Item l a) 

33 A YMENT LISTING List of all EFT payments (Rule 32 m previous draft) 

OFF DAILY. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF. (GRS 6, Item la) 
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SCHEDULE 7330, ADJUDICATION RECORDS, 
governs d1spos1tion of records pertaining to claims and collect10ns for military and civilian personnel, e g ,  

casualties, m1ssing-in-act1on, killed-in-act1on, prisoner-of-war, dependencies 
(maintained in DFAS Centers unless otherwise indicated) 

(Reference Financial Management Regulation, DoD 7000. 14-R) 

NOTES; I This sehedule 1neludes eleelreme uers1ens er nserds enated b�r eleetr9n1e mail, werd �n nd-othff--­
office automation applications, such as spreadsheet and presentation 

2 - The d1spos1t10n specified under the appropriat pp 1ed to the nonelectronic version of the file. 
3 - Electronic version of r y electronic mail , word processing, and other office a utomatrnn 

_ a.pp w1 be deleted when the file copy is generated or when no longer needed for reference or _ _ _ 
updat1n111, wh1Gheuer 1s later 

1 ADJUDICATED PAY AND ALLOWANCE CLAIMS AND ALLOWEQJ:LMM� 
(MILITARY AND CIVILIAN) Records reflecting development and ad eari'onof claims for pay and 
allowances, travel and transportation allowances, reimburse or transportat10n of dependents, and 
shipment of household goods 

ION. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF (GRS, 6, 

2 DENIED PAY AND ALLOWANCE CLAIMS (MILITARY AND CIVILIAN) Records 
reflecting development and denial of claims for pay and allowances, travel and transportation allowances, 
reimbursements for tran,1 ortat10n of dependents, and shipment of household goods 

CUT OFF ON FINAL ACTION. DESTROY 1 YEAR AFTER CUTOFF (Nl-AFU-90-3 , AFMAN 
37-139, T l 77-8, RI 01) �-------� 

3 CORRECTED MILITARY PAY AND ALLOWANCES Records used to adJu�d�1�ca�te�lli..J�fe---
final determination ofradJustment consistent with 10 U.S C 1532, Correct · ry ecords 

CUT OFF ON FINAL TROY 6 YEARS, 3 MONTHS AFTER CUTOFF (GRS 6, 

4 DEPENDENCY FOLDERS Applications for basic allowance for quarters for members with 
dependents, apphcat10ns for uniformed service 1dentificat1on and privilege card; correspondence and other 
material used to determine dependency upon or relationship to members and used to make determinations 
of dependency/ ehgibility entitlement to BAQ, dependent travel allowance, medical care for parents and 
parents-in-law, incapacitated children, students between the ages ofr2 l and 23, and all cases where 
relat1onsh1p or dependency is questionable 

CUT OFF ON SEPARATION OR SUBSEQUENT ACTION. DESTROY 6 YEARS AFTER 
CUTOFF (Nl-AFU-90-3 , AFMAN 37-139, T l 77-26, R2) �--------� 

5 CASUAL TY RECORDS Correspondence and other data required to detemnnea a e 
beneficiary to facilitate e; ped1t1ous payments, and replies to inquines;-used ��••-,, authorizing field 
payments or 6 month's d.::ath gratmty, and settlement ofrun a / n allowa�s, and to adjust and .,,---..prepare statements of unpaid accounts 7 --, ______ / 

OY 6 YEARS � MONms AFTER CUTOFF ,�6\f�l\) 111 -� e. � J 

-------j (A)l -i:tr=Ll -qD- 3) 
fl(. � 1,,e&) 

�\ 2- I\CjC\ 



( 

( ) 

( ) 

) 

) 

6 

AFMAN 37-139, T l77-8, R4) ----------� (Nl-AFU-90-3 , 

7 

(NI-AFU-90-3 ; AFMANr37-139, T l 77-8, R4r0 1) __________ � 

3, AFMAN 37-139, T l77-8, R4 02) ----------� 

9 

AFMAN 37- 139, T177-8, R6) '----------� 90-3 ; 

MISSING-I�TION INFORMATION Payments and adjustment records, cop.ies of 
correction of records, correspondence with dependents, divorce decrees, marriage certificates, beneficiary 
records, and all supporting records for disbursements maintained until member's status changes 

UPON DETERMINATION OF MEMBER'S STATUS, APPLY RULE 5 OR 7, AS APPROPRIATE 

PRISONERS-OF-WAR (POW) Payments and adJustment records, copies of correction of 
records, correspondence with dependents, divorce decrees, marriage certificates, beneficiary records, and 
all supporting records for disbursements maintained while in a POW status 

,/ Q/ C-LttD4=F, 
CUT OFF ON REMOVAL FROM POWER ST ATVS. DESTROY 56 YEARS AFTER S'f:A:'fUS. 

8 MIA, KIA, POW USSDP ACCOUNTS Quarterly cumulative records of missing-in-action 
(MIA), k11led-in-act1on (KIA), and prisoner-of-war (POW) uniformed services savings deposit program 
(USSDP) deposits/withdrawals, individual settlement files and settlement listings used to determine status 
and history of member's USSDP accounts 

CUT OFF ON CLOSURE OF ACCOUNT. DESTROY 56 YEARS AFTER CUTOFF. (Nl -AFU-90-

REMISSION/W AIYER OF INDEBTEDNESS 

a Applications from military members and civilian employees for rem1ss1on aiver of 
indebtedness to government, including all supporting records and final determinaf aintained at OF AS 
Centers) (Rule 9 in previous draft) 

CUT OFF ON FINAL ACTION. DESTROY 6 Y 
(GRS 6, Item I l a) 

applications from mihtary members and civilian employees for remission or 
waiver of i eclness to government, including all supporting records and final determination 

· ained at Accountable Stations) (Rule 10 in previous draft) 

CUT OFF ON FINAL ACTION. DESTROY I YEAR AFTER CUTOFF. (GRS 6, Item l b) 

lO FRAUD OR FORGERY RECORDS. Reports of investigations and correspondence created to 
establish amount of indebtedness, and to effect collection 

a DF AS Centers (Rule 11 in previous draft) 

CUT OFF ON FINAL ACTION. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF. (Nl-AFU-

b Accountable Stations (Item 12 in prev10us draft) 

CUT OFF ON FINAL ACTION. DESTrROY I YEAR AFTER CUTOFF (Nl-AFU-88-3, AFMAN 
37- 139, T177-8, R6 01) -----------� 



AC ---

( 

) 

) 

-lect 

AFU-90-3; AFMAN 37- 1 39, Tl 77-8, R l2) ,__ _________ _, 

R l 3) �----------� AFMAN 37- 1 39, T l 77-8, 

1 1  COMMERCIAL ACCOUNT CLAIMS lnfonnat10n related to commercial invoices an 
accounts against he US submitted to Claims Division, GAO, for settlement because of unre ed 
questions of law or fact Included are copies of contracting officers' reports, copie recommendations,
copies of GAO decisions, recommendations, and infonnation relative to pa nt or nonpayment, and 
similar infonnatlon (Rule 1 3  in previous draft) 

Item 1 0a or Item I Ob( l )  ) 

12  FILES Records initiating collection action and supportmg indebtedness, 
including rebuttal rs from member, correspondence concerning indebtedness, and copies of 
apphcat10 r waivers for m1htary members on active duty or out-of-service members whose 

edness was incurred while on active duty. (Rule 14 in previous draft) 

CUT OFF ON FINAL ACTION. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF (GRS 6, 
Item I Ob{ l )  or 1 0b{3) 

13 GARNISHMENT ACTIONS Case files containing legal opinions, supporting documents, legal 
process, pay over orders, copies of pay vouchers, and inquiries and general correspondence concerning 
garnishment of wages from m1htary members and DoD civilian persormel for- alimony and child support, 
bankruptcy and commercial indebtedness act10ns; also, applications under the Unifonned Services Fonner 
Spouse Protection Act for active duty and retired military members 

a DFAS Center� (Rule 1 5 in prev10us draft) 

CUT OFF ON CLOSl.JRE OF CASE. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF (Ntl -

b. Accountable Stations (Rule 1 6  in previous draft) 

CUT OFF ON CLOSURE OF CASE. DESTROY I YEAR AFTER CUTOFF. (NtI -AFU-90-3 ; 

14  ADMINISTRATIVE CLAIMS Documents relating to claims for  money or property which 
were administratively detennined to be due and owing the US for which the Governm(!!e�•��rt'tlrc:ol 
was not extended (maintained in Accountable Stations) (Rule 1 7  i ra ) 

CUT OFF AT END OF THE GOVERNMENT'S RIGHT TO COLLECT FIRST 
:QWl;D;--trl�ROY IO YEARS, 3 MONTHS AFTER CUTOFF. (GRS 6, Item 1 0b(2)(a)t) 

[NOTE: 4 * Schedule 7332 has been omitted from revised version of this SF 1 15 because 1t duplicates schedule 7330.1 



1 5  
Schedule 7330, Adjudication Records 

ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electromc copies of records that are created on electronic mail and word processing systems and used solely to generate a recordkeeping copy of the records covered by the other items ID this schedule. Also 1DCludes electromc copies of records created on electromc mail and word processing systems that are mamtained for updating, revision, or d1sseminat1on. 
a Copies that have no further administrative value after the recordkeeping copy is made Includes copies mamtamed by individuals ID personal files, personal electronic mail d1rectories, or other personal d1rectones on hard disk or network drives, and copies on shared network drives that are used only to produce the recordkeep1Dg copy 
DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN 
PRODUCED. 

b Copies used for d1ssemmat1on, rev1s1on, or updatmg that are maintained m addition to the recordkeepmg copy 
DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 



( ) 

'-------) 

( 

( ) AFMAN 37-139, T l 77-20, Rl2  01) '-----------' 

SCHEDULE 7333, TRAVEL RECORDS, 
governs d1spos1t1on of records pertainmg to the Defense Travel Pay Offices 

(maintamed m OPLOCs unless otherwise md1cated) 
(Reference Fmancial Management Regulation, DoD 7000 14-R, Vol 9) 

office automation apphcat1ons, such as spreadsheet and presentation ap he 
· 

l - The d1spos1t1on specified under the appropriate rule w o the nonelectromc version of the file 

J - Electronic version of records c ronic mail , word processing, and other office automation 
ap he e eted when the file copy is generated or when no longer needed for reference or 
Hpilet111g, wh1�l.e,.eF is IeteF, 

I FOLLOW-UP MANAGEMENT PRODUCTS 
a L1stmgs used to perform follow-up on outstandmg advances and obhgat1ons (Rule I m 

previous draft) 

CUT OFF AT END OF DAY. DESTROY I MONTH AFTER CUTOFF (NI-AFU-90-3 , AFMAN 
37-139, T l 77-20, R12) .____________, 

b Copies of follow-up letters and payroll deduction documents (Rule 2 in prev10us draft) 

CUT OFF WHEN TRAVELER SUBMITS SETTLEMENT OR COLLECTION TRANSACTION IS PROCESSED. DESTROY ON CUTOFF 
2 VALIDATION MANAGEMENT LISTINGS 

a For-Others Audit List and Ed1t/Vahdat1on List (Rule 3 in prevtous draft) 

CUT OFF AT END OF DAY. DESTROY 45 DAYS AFTER CUTOFF. 
b Other hstmgs used to validate system update (Rule 4 in previous draft) 

CUT OFF AT END OF DAY. DESTROY I MONTH AFTER CUTOFF 
3 OPTIONAL MANAGEMENT LISTINGS Listmgs used for techntcal evaluation, research, 
and/or as a reference. (Rule 5 in previous draft) 

CUT OFF WHEN SUPERSEDED OR OBSOLETE. DESTROY ON CUTOFF 
4 QUARTERLY MANAGEMENT LISTINGS. Listmgs used for the reconc1hat1on of accountmg 
data (mamtamed m Accountable Stations) · (Rule 6 m previous draft) 

CUT OFF AT END OF QUARTER. DESTROY 6 MONTHS AFTER CUTOFF (NI-AFU-91-15, 

https://wh1�l.e,.eF


<~ ________ ___,) 

.. VJ\ -----

( ) 

D ------

) 

- r, _____ t 

--------� AFU-90-3 , AFMAN 37- 1 39, TI 77-20, RI I )t'--

--------� AFMAN 37- 1 39, T I 77-20, RIO)t'--

5 DISKETTE INTERFACE FILES Interface files used to transfer pertinent infonnation and/or 
accounting data from one system to another (maintained in Accountable Stations) (Rule 7 in previous 
draft) 

CUT OFF ON COMPLETION OF UPLOAD. DESTROY 5 WORKDAYS AFTER UPLOAD. 
(NOTES 4, 5, 6*) (GRS 20, Item lb7 

NOTES: 4 * Workday equals one cycle. 
5 * The interface diskette used to update RITA ta,: table must be maintained for I year from date of upload. 

6 * The interface diskette used to update PDRMS is maintained unlll replaced. 

6 RECORD OF TRAVEL PAYMENTS: THE AUTO MA TED TRAVEL u.,.;.."' ,.,.,,,."o.x:.•,,._...,� 
ACCOUNTING SYSTEM (ATRAS) Central Travel History recor of master travel record 
information from OpLoc ATRAS data bases (mainta·",,''-""'r-1 AS-DE) (Rule 8 in prev10us draft) 

CUT OFF AT EN AL YEAR IN WHICH PAYMENT WAS MADE. DESTROY 6 
Y ONTHS AFTER CUTOFF (GRS 6, Item l a) 

7 OBLIGATION DOCUMENTS Document used to support a confirmed reservation of funds 
which establishes legal liability for payment by the government (Rule 9 in previous draft) 

CUT OFF UPON PAYMENT OR DEOBLIGA TION OF RESERVED FUNDS. DESTROY 1 YEAR 
AFTER CUTOFF 

8 CLAIMS Document(s) that support the submiss10n of a doubtful travel 
previous draft) 

CUT OFF UPON P�...-n::;,n NIAL OR DEOBLIGATION OF FUNDS. DESTROY 1 YEAR 
AEJ:EIH�l"CO»FF OR, IF PAID, ATTACH TO TRAVEL VOUCHER. (GRS 6, Item lb) 

9 POSTING MEDIA. Records, other than source records such as journal vouchers, posting data 
transfer, and specialized postmg media for machme applicat10ns, used to provide input data to the 
Accounts Management and Reconc1hat1on Branch. (Rule 1 1  in previous draft) 

CUT OFF WHEN DISCREPANCY IS CLEARED. DESTROY 90 DAYS AFTER CUTOFF. (NI ­

1 0  TRAVEL VOUCHERS Copies o f  paid travel vouchers utilized to upda�te�t;!!hs;.J.J:.t:J.U:IAJ----
Accounting System (Rule 1 2 in previous draft) 

1 1  CONTROL LOGS Disbursement and collection travel voucher control logs (Rule 1 3  in 
previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 1 YEAR AFTER CUTOFF. (N I -AFU-90-3, 



{ 

CCJT OFF AT END OF }'£A]{ la) ed t0 

13  

1 2  NONAVAILABILITY OF GOVERNMENT QUARTERS AND MESS Retained 
organizational copies of fonns and related records (maintained at issuing/approving authorities). (Rule 14 
in previous draft) 

CUT OFF AT END OF DAY. DESTROY I YEAR AFTER CUTOFF (N I-AFU-90-3; AFMAN 37-
139, TI77-32, R33) �---------� 

TRAVELER CHARGE CARD PROGRAM Reports and associated documents us 
administer government travel charge card program (maintained at unit coor applicant office) 
(Rule 15 in previous draft) 

. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF. (GRS 6, Item 



• 

1 4  

Schedule 7333, Travel Records 

ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies ofrecords 
that are created on electronic mail and word processing systems and used solely to generate a 
recordkeeping copy of the records covered by the other items in this schedule Also includes electronic 
copies of records created on electronic mail and word processing systems that are maintained for updating, 
revision, or dissemination. 

a Copies that have no further administrative value after the recordkeeping copy is made. Includes 
copies maintained by ind1v1duals in personal files, personal electronic mail directories, or other 
personal directories on hard disk or network drives, and copies on shared network drives that are 
used only to produce the recordkeeping copy 

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN 
PRODUCED. 

b. Copies used for dissemination, revision, or updating that are maintained in addition to the 
recordkeeping copy 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 



b 
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SCHEDULE 7335, CIVILIAN PAY RECORDS, 
governs d1spos1t10n of civihan employee pay records 

(maintained in Payroll Offices unless otherwise indicated) 
(reference Financial Management Regulation, DoD 7000 14-R) 

1.  Ind1v1dual pay records, fonns, reports or mechanized listmgs in heu thereof, containing 
information concerning all earnings, deduct10ns and adjustments made to each associate's pay during a 
payroll year 

CUT OFF AT END OF PAYROLL YEAR �RATION OF EMPLOYEE. SEND TO 
NPRC AFTER 3 PAYROLL YEARS, WHETHER AUDITEDbln:JN-A-Ull.IIE!?, WHERE THEY 
ARE DESTROYED WHEN 56 YEARS OLD. (NOTES 1, 2,�and �*) (GRS fiieintby--_ 

b. Civilian Payroll System Databases 

CUT OFF AT END OF PAYROLL YEAR. DESTROY 6 YEARS AFTER CUTOFF. 

Fire Protection and law enforcement personnel records \\)�•· �y J...\119A-T1D t\). 
NOT AUTHORIZED FOR DISPOSAL. HOLD INDEFINITELY}@ '() 61 U>)tiQL�11ctO 'f)F A 
2. INDIVIDUAL LEA VE AND LEA VE TRANSFER PROGRAM RECORDS. Forms, official 
records used in lieu of fonns, for recording official annual accumulation and use of associate' s leave to 
include records of leave data transferred 

a (Maintained in Payroll Offices) 

CUT OFF AT END OF PAYROLL YEAR. DESTROY 6 YEARS AFTER CUTOFF. 
(EXCEPTION :  RETAIN INDIVIDUAL RECORDS PERTAINING TO CLAIMS RECEIVED 
PENDING SETTLEMENT (NOTES 2 and J*). 

(Maintained in Timekeeper's Area) 

CUT OFF AT END OF PAYROLL YEAR. DEST E-AR-8-A.EIER CUTOFF. (GRS 2, Item 
9b) 

NOTES: I * Shipping records to NPRC: Include copies of pay or leave records which were forwarded to GAO for use of 
settlement of claims. If, during the payroll year, a change is made from machme to manual posting or vice 
versa, interfile the forms used without regard to the d11Terences m size. Make yearly total of net payments; 
total must equal the net pay total for year shown on the payroll control register. Pack records for shipment 
as stated m sh1ppmg procedures. List the name and location of all Accountable Stations, other than the 
parent organization, for which CIVIiian payroll services were performed durmg the period covered by records 
bemg shipped. (for Decentralized Payroll Offices) 

_2 * At the time of mact1vat1on or consolidation of payroll offices, records that have not reached the age specified 
for disposal will be forwarded to the gammg payroll office, which will dispose of the records per this schedule. 

Comply with the requirements of DoD 7000.14-R, Vol 8. (for Decentralized Payroll Offices) 
3 * Records contammg discrepancies identified by responsible DFAS Servmng Centers will be held until 

corrective action has been taken; then apply d1spos11ton as indicated. 

October 7, 1999 
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(SCHEDULE 7335) (continued) 
INDIVIDUAL ATTENDANCE, FLEXITIME AND OVERTIME RECORDS, AND CA TIO NS FOR LEA VE Source records supporting the official pay and leave records, including 

time and a ndance reports, flex1t1me attendance such as sign in/out sheets, authonzat1ons for premium pay 
or overtime, le pphcat1ons for Jury and military duty and home leave, compensatory ttme, leave 
applications for oth 5an home leave used to approve/disapprove or venfy leave information to be posted 
to time and attendance o s, transfer and change of rate forms, separat10n notices, time recapitulation 
sheets, cancelled payroll chec and other comparable or supporting data (maintained in timekeeper's 
area) 

/ Official pay and lea�r.� 
CUT OFF AT END OF PAYROLL YEAR. DE�EQ:' AFTER GAO AUDIT OR WHEN 6 YEARS OLD, WHICHEVER IS SOONER (NOTES 2, 4,:,AND�) (GRS 2, Items 7 and 8) 

NOTES· 2 • At the lime of inact1vahon or consolidation of payroll offices,ShJtt have not reached the age specified 
for disposal will be forwarded to the gaming payroll office, which will dis� of the records per this schedule. 
Comply with the requirements of DoD 7000.14-R, Vol 8. for Decentralized Pa coll Offices I ol b I *  Sul}erv1sors may retain leave apphcat1ons in office area unhl they are ehg1ble for destrucftori:.._qtVariable and flextime records are held at supervisor's area unhl ehg1ble for destruction

• 

t:Jof..<(}1 · J5 Fire protection and law enforcement personnel records 
NOT AUTHORIZED FOR DISPOSAL. HOLD INDEFINITELY. t-(------------;) 

--4,___ APPLICATIONS FOR LEA VE Leave apphcat10ns for other than home leave used by 
superv1sorlcn1p13i:Cl.Y.!:/d1sapprove or verify leave information to be posted to time and attendance forms 
(maintained in t1meke�,_s·area). __ _ 

----..... _____ ..... __ ......CUT OFF AT END OF PAY PERIOD. DESTROY-i\1'-ENllQE FOLLOWING PAY PERIOD IF TIME AND ATTENDANCE FORM HAS BEEN INITIALED BY--""ASSO� Item 6a) 

·--VIDUAL RETIREMENT RECORDS 
Forms or comparable approved records used to record amounts deducted from 

p y es for retirement under Civil Service Retirement System (CSRS) and Federal Employee's 
Retirement Syste FERS) 

(I ) 

CUT OFF UPON SEPARATIO R TRANSFER. FORWARD ALL HARD COPY INDIVIDUAL RETIREMENT RECORDS TO OF ICE OF PERSONNEL MANAGEMENT (OPM) (1�-AFU-96-3, AFMM� 37 139, Tl77 21 ,  R1) ( :::::-.,,_ ) (r4f 5 2- \-km. z� 
(2) Decentralized payroll o"l"fice 

CUT OFF UPON SEPARATION OR TRANSFER. "' "-.._CSRS RECORDS: FOR SEPARATIONS (TO INCCHDE RETIREMENT OR DEATH) AND TRANSFERS TO OTHER AGENCIES/PAYROLL OFFICESi!'ORWARD TO OFFICE OF PERSONNEL MANAGEMENT (OPM); FOR TRANSFERS BETWE'� AGENCY PAYROLL OFFICES, FORWARD TO NEW PAYROLL OFFICE. " FERS RECORDS: FORWARD ALL FERS RECORDS TO OPM; � RETIREMENT RECORDS ARE NOT TRANSFERRED BETWEEN PAYROLL OFFICES "' ,
M

�� ����j�"���k[;�:�� � 'cia \ 
DPVVl a.wp�QL � c'.HUtU.tll SU.l'r\rnt.1.v-�. 
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AFU-90-3, AFMAN 37-139, Tl77-21, R4 01) �--------� 

(Nl-AFU-90-3, AFMAN 37-139, T l77-21, R6) �------------' 

◄ 

(SCHEDULE 7335) (contmued) 

b Copies of md1v1dual retirement documents (SF 2806/SF 3 l 00)(mamtained m Payroll 
Offices) 

CUT OFF UPON SEPARATION OR TRANSFER. DESTROY 12 MONTHS AFTER CUTOFF. 

c Microfilmed copies of md1v1dual retirement documents (SF 2806/SF 3100) and copies of 
registers of separations and transfers (SF 2807/SF 3103) used to recreate lost records, balance reports and 
answer mqumes (mamtained m Payroll Offices) 

CUT OFF UPON SEPARATION OR TRANSFER. DESTROY 3 YEARS AFTER CUTOFF. (Nl ­

d Forms or comparable approved records used to control documents mamtamed in 
connection with the retirement records, such as register of separations and transfers, adjustments, and 
comparable actions (mamtamed in Payroll Offices). 

CUT OFF AT END OF PAYROLL YEAR. DESTROY 3 YEARS AFTER CUTOFF. (NOTES 2 
AND�) (NI-AFU-90-3, AFMAN37-139, Tl77-21, R5) �---------� 

e SF 2812, Report of Withholdmgs and Contributions for Retirement, Health Benefits and 
Life Insurance, IRCN l 061 Quarterly Retirement Recapitulation Reports, Annual Sum manes of Retirement 
Fund Transactions or Statements of Accountab1hty, and/or other comparable approved records used in 
connection with CSRS/FERS reconc1hat10ns of differences with corresponding agency accountmg 
deposit/clearmg account records (maintamed by Departmental Reporter). 

CUT OFF AT END OF CALENDAR YEAR. DESTROY 2 YEARS AFTER A COMPLETE 
RECONCILIATION CLOSEOUT WITH OPM HAS BEEN ACCOMPLISHED, AND ALL SF 
2812/AGENCY ACCOUNTING SYSTEM OUT-OF-BALANCES DIFFERENCES ARE 
CORRECTED/CLEARED. 

6. WAGE AND SEPARATION INFORMATION FILES. Forms or comparable records, notices 
of determination, notices of refusal to work offer, and other related records, used in connect10n with 
unemployment compensation claims 

CUT OFF AT END OF PAYROLL YEAR. DESTROY 2 YEARS AFTER CUTOFF. (NOTE 2*) 

7. FEDERAL EMPLOYEES HEALTH BENEFITS 

a Biweekly reports or records which include· Summary Page of Gross-to-Net Register, 
Health Benefit Lists by Camer, SFs 2812 and 2812A Reports (Enrollees by Carrier), Payroll Office 
Employee Lists, Adjustments Made to Health Benefit Reports, Work Sheets of Adjustments Made, SF 
2811 Reports, Discrepancy Letters from Camers, and Semi-annual Headcount Reports 

CUT OFF AT END OF PAYROLL YEAR IN WHICH LAST ENTRY WAS MADE. DESTROY 6 
YEARS AFTER CUTOFF. (NOTE 2*) �----------� 

NOTES 2 * At the time of inachvahon or consohdahon of payroll offices, records that have not reached the age specified 
for disposal will be forwarded lo the gaming payroll office, which will dispose of the records per this schedule. 

Comply with the requirements of DoD 7000 14-R, Vol 8. (for Decentralized Payroll Offices) t* DFAS-DE only: D1spos1hon 1s pending due to reconcihahon purposes. 

October 7, 1999 
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AFTER CUTOFF. �----------� 

' • 
(SCHEDULE 7335) (continued) 

b. Forms or comparable records used for reg1strat10ns, changes of enrollment status, and 
related actions 

CUT OFF ON TRANSFER, SEPARATION, RETIREMENT OR DEATH. FOR TRANSFERRED 
OR SEP ARA TED EMPLOYEES, DESTROY 60 DAYS AFTER TRANSFER OR SEPARATION 
OR WHEN UPDATED FORMS HA VE BEEN RECEIVED FROM THE CIVILIAN PERSONNEL 
OFFICE. FOR RETIRED OR DECEASED EMPLOYEES, DESTROY 6 MONTHS AFTER DATE 
OF SEPARATION OR DEATH (Nlr-AFU-90-3, AFMAN 37-1r39, Tlr77-2r1 ,  R7) 

8. INDIVIDUAL EARNING DATA All other Treasury Department forms or comparable forms 
and magnetic media used to record and report wages and taxes withheld from employees' earnings, tax 
reconc 1hat1ons, and related act10ns 

q
CUT OFF AT END OF PAYROLL YEAR. DESTROY 6 YEARS AFTER CUTOFF (NOTE)°') 

9. INCOME TAX WITHHOLDINGS 

a. W-4 and/or state, county, or c ity equivalent withholding certificates used to determme 
rate ofwithholdmgs 

CUT OFF WHEN SUPERSEDED OR ON SEPARATION OF EMPLOYEE. DESTROY 6 YEARS 

b Payroll copy of W-2, Wage and Tax Statement 

CUT OFF AT END OFtT AX YEAR. DESTROY JUNE 30 FOLLOWING END OFtT AX YEAR 
(Nl -AFU-90-3; AFMAN37- 1 39, Tl77-2 1 ,  RS except10n) �-----------� 

AUTHORIZED DEDUCTIONS. Forms or comparable records used as authority for 
m ductmg from employee's wages for such purposes as savings bond authorization, charity

donations, umon dues, s, Thnft-Savmgs Plan election form, and electronic funds transfer sign-up
form. 

DESTROY WHEN NEW AUTHORIZATION HA E- ECEIVED AND MASTER PAY 
RECORD (MPR) OR MASTER EMPLOYEE RECORD (ME TED. ON TRANSFERS, 
FORWARD TO GAINING PAYROLL OFFICE WHEN APPLICABLE; ARA TIONS, 
DESTROYt30tDAYStAFTERtSEPARATION (GRSr2, ltems 1 4a, 1 6, and 1 7) 

1 1 . ALLOWANCES AND DIFFERENTIAL ELIG IBILITY FILES Forms or comparable 
records used to authorize payment of allowances and d1fferent1als. 

CUT OFF AT END OF PAYROLL YEAR WHEN AUTHORIZATION IS TERMINATED. 
DESTROY 3 YEARS AFTER CUTOFF. (NOTE 2*) (Nl -AFU-90-3, AFMAN 37- 1 39, T 1 77-21, RIO) 

NOTES· _2 * At the time ofmactivation or consolidation of payroll offices, records that have not reached the age specified 
for disposal will be forwarded to the gaming payroll office, which will dispose of the records per this schedule. 

Comply with the requirements of DoD 7000.14-R, Vol 8. (for Decentralized Payroll Offices) 
, * For foreign nationals: Comply with local tax regulations. 

October 7, 1999 
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AFU-90-3 , AFMAN 37- 1e39, T 177-2 1 ,  R l6) �---------� 

(SCHEDULE 7335) (continued) 

�YROLL CONTROL REGISTERS. Payroll control registers, basic records, mcludmg change shp�h ated records used to authorize or change payments to employees, bond issuance schedules, quarterly summary control purposes, payroll cert1ficat10ns an - o-date Pay Record Access1bihty (PRA) Audit, used for payroll s m� related reports, recapitulation of payroll data, and other related actions 
. 

CUT OFF AT END OF PAYROLL YEAR. DESTROY AFTER GAO AUDIT ORWH£rl 3 YEARS 
OLD, WHICHEVER IS SOONER (NOTES 2 andt°) (GRS 2, Item 23a) 
13. POSTING MEDIA. Records (other than source records) such as Journal vouchers, postmg data transfers, and other related speciahzed postmg media for machine operations used to provide input data to accountmg operations. 
CUT OFF AFTER 90 DAYS OR 90 DAYS AFTER ANY DISCREPANCY IS CLEARED. 
DESTROY ON CUTOFF (NOTE 2*) (NeI -AFU-90-3 ; AFMAN 37- 1 39, Tl 77-2 1 ,  R l 3) 
14. REPORTS Forms or comparable records used for reporting withheld taxes, retirement deductions, insurance deductions, and reports related to the pay operation 
CUT OFF AT END OF PAYROLL YEAR. DESTROY 4 YEARS AFTER CUTOFF (NOTES 2 
AND fl) (N I -AFU-90-3, AFMAN 37- 1 39, T l 77-2 1 ,  R l4) �--------� 
TS:----cL�!MS, WAIVERS, OR INDEBTEDNESS Records relatmg to claims, waivers, tax levies, garnishments, banlfruptc1es,.s_�ent of charges (includmg those resultmg from reports of survey), and other related cases, used for collecting;-deduc�aying actions on employees' documents. 
CUT OFF AT END OF PAYROLL YEAR IN WHICH CLAIM I'S"sE'f·T-LE�STROY 3 
YEARS AFTER CUTOFF. (NOTE 2*) (GRS 2, Item 1 8) ------
16. GAO OR OTHER AUDITORS EXCEPTIONS. Records relating to any exceptions taken by GAO or other auditors 

(NOTE 2*) (N l ­CUT OFF WHEN EXCEPTIONS ARE CLEARED. DESTROY UPON CUTOFF 

n:---co-N'PRG S Records used for recording disbursement and collection vouchers. 
CUT OFF AT END OF FISCAL YEAR. DESTROYIYEJ\R-AE.TE�NOTE 2*) (GRS6, Item lb) 

NOTES 2 * At the time ofmachvahon or consolidatmn of payroll offices, records that have not reached the age specified 
for disposal will be forwarded to the gammg payroll office, which will dispose of the records per this schedule. 

Comply with the requirements of DoD 7000.14-R, Vol 8. (for Decentralized Payroll Offices) t * DFAS-DE only: D1spos1t10n 1s pendmg due to reconcihahon purposes. 

October 7, 1 999 
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T1 77-2 1 ,  R l 8) �---------� AFMAN 37-1 39, 

(SCHEDULE 7335) (continued) 

18. YEAR-TO-DATE LISTING 

a. Biweekly listings of cumulative pay, deductions and leave data, used for responding to 
inquiries, reissuing W-2 forms, researching computer output messages, etc 

CUT OFF BIWEEKLY. DESTROY 90 DAYS AFTER CUTOFF. (NOTE 2*) (NtI -AFU-90-3 , 

b. Last biweekly listmg of each quarter for cumulative pay, deductions and leave data 

CUT OFF AT END OF QUARTER. DESTROY 3 PAYROLL YEARS AFTER CUTOFF. (NOTE
2*) (N I-AFU-90-3 ; AFMAN 37-1 39, T l77-2 1 ,  R 1 8  exception)t..____________, 

19. LISTINGS (not covered by rules I through 1 8) 

a. Products mcludmg but not limited to. permanent change reject l ist, permanent change 
control totals, permanent change cards, time and attendance (T&A) card d1str1bution list, T&A/temporary 
change card reject l ist, pay computat1Q!l mformation hst, FLSA worksheet, cycle transfer register, report of 
6 months A WOP, biweekly civilian manpower-ang._funding report, supervisor's leave informat10n list, TD 
Form W-2 error summary, used for edit of mput datafor postiQg___or updatmg records listing in rules 1 
through 1 8  ------.. __ _------ ·- -
CUT OFF AT END OF FISCAL YEAR. DESTROY AFTER GAO AUDIT OR 3 YEARSr-AFTER 
CUTOFF, WHICHEVER IS SOONER. (GRS 2, Item 22c) 

--b�roducts includmg but not limited to. T&A register and temporary change list, 
management noticelrst,18.t.:"eekly list, c1v1han accounting and expense hst, retirement mformation 
report/list, leave hst, variable balan�mployee directory, Intemat10nal Balance of Payments quarterly 
report, US savmgs bond report, health benefit-res�master record wage table, general schedule pay 
raise list, wage employee pay raise hst, retroactive pay ra-ise.n�tive, employee pay adjustment for 
retroactive pay raise used to consol idate, verify, and reconcile monthly,q� or armual summaries. -......__
CUT OFF WHEN ACTIONS ARE COMPLETED. DESTROY 2 YEARS AFTER CUTOF�S 

.__2, Item 22a) 

��oducts includmg but not limited to master pay record print, bond master prmt, used to 
ensure permanent cfiliirge-actit essed 

CUT OFF WHEN ACTIONS ARE COMPLETio:-DESTRO-Y._2 YEARS AFTER CUTOFF. (GRS
2, Item 22a) ---------------

NOTE· 2 • At the tJme of machvahon or consohdahon of payroll offices, records that have not reached the age specified 
for disposal will be forwarded to the gaming payroll office, which will dispose of the records per this schedule. 

Comply with the reqmrements ofDoD 7000.14-R, Vol 8. (for Decentralized Payroll Offices) 

October 7, 1 999 



(,....._ _____ ____.) 

( ) 

d~cument~.- ----------

( ) 

( ) 

-------

(SCHEDULE 7335) (continued) 

20. BIWEEKLY THRIFT SAVINGS PLAN (TSP) 

a. Initial, recycle, and interim runs of active and inactive hst and related error lists. 

CUT OFF ON SUCCESSFUL TAPE PROCESSING. DESTROY WHEN DATA HAVE BEEN 
ENTERED INTO THE MASTER FILE OR DAT ABASE AND VERIFIED, OR WHEN NO 
LONG ER REQUIRED TO SUPPORT RECONSTRUCTION OF, OR SERVE AS BACK-UP TO, A 
MASTER FILE OR DAT ABASE, WHICHEVER IS LATER. 

b Final run of active and inactive hst voucher/summary hst 

CUT OFF AT END OF PAYROLL YEAR. DESTROY 3 YEARS AFTER CUTOFF 

c TSP-2, Cert1ficat1on of Transfer of Funds/Journal Voucher, Form TSP-5, Employee 
Data/Payment/ Adjustment Records, and/or other comparable approved records used m connection with 
reconciliation of TSP differences with corresponding agency accounting deposit and clearing account 
records. 

CUT OFF AT END OF CALENDAR YEAR. DESTROY 2 YEARS AFTER A COMPLETE 
RECONCILIATION WITH THE NFC HAS BEEN ACCOMPLISHED, AND ALL NFC/AGENCY 
ACCOUNTING SYSTEM OUT-OF-BALANCE DIFFERENCES ARE CORRECTED/CLEARED, 
OR WHEN NO LONGER NEEDED (WHICHEVER IS LATER) '-------- ) 

7rr.--<;o.LLECTION AND DISBURSEMENT VOUCHERS Copies of vouchers and supportmg 

CUT OFF AT END OF MONTH. DESTR��-;;EARAFTER·CU-TOFF�-(�OTE 3*) (GRS 6, Item 
I b) --- ~-------

22. OPTIONAL RECORD FOLDERS. Copies of forms authorizing deductions and entitlements 
used on an optional basis. 

CUT OFF UPON TRANSFER OR SEPARATION OF EMPLOYEE. PULL THE INDIVIDUAL'S 
FOLDER, DISASSEMBLE IT, PUT THE VARIO US FORMS AND RECORDS IN A CENTRAL 
FILE, THEN DISPOSE OF THEM PER APPROPRIATE RULES OF THIS SCHEDULE. (Nl ­
AFU-90-3; AFMAN 37- 139, Tl77-21, R23) '-------------' 

23. GROSS-TO-NET REGISTER. Record by employee of all entitlements and deductions 

CUT OFF ON RECEIPT OF INDIVIDUAL PAY RECORDS. DESTROY UPON CUTOFF. (Nl ­
AFU-90-3, AFMAN 37-139,Tl 77-21, R24) '-------------' 

NOTES: J "  Records containing discrepancies identified by responsible DFAS Servicing Centers will be held until 
corrective action has been taken; otherwise, destroy when ehg1ble. 

October 7, 1999 
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(SCHEDULE 7335) (continued) 

24. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies 
of records that are created on electronic mail and word processing systems and used solely to generate a 
recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic 
copies of records created on electronic mail and word processmg systems that are maintained for updating, 
revision, or dissemination. 

a Copies that have no further administrative value after the recordkeeping copy 1s made 
Includes copies maintained by md1viduals in personal files, personal electronic mail directories, or other 
personal directories on hard disk or network drives, and copies on shared network drives that are used only 
to produce the recordkeepmg copy 

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN 
PRODUCED. 

b. Copies used for dissemination, revision, or updating that are maintained m addition to the 
recordkeepmg copy. 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 
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SCHEDULE 7340, 
DEFENSE JOINT MILITARY PAY SYSTEM -- ACTIVE 

COMPONENT (DJMS-AC) RECORDS, 
governs disposition of records pertaining to the Active Component Pay System 

(maintained in Applicable DFAS Centers, except a� otherwise indicated) 
(Reference. Financial Management Regulat10n, DoD 7000 14-R) 

OLLECTION AND DISBURSEMENT VOUCHERS Copies. 

CUT OFF AT END OF MONTH IN WHICffAtb-DISC�ES OR OUT-OF-BALANCE _CONDITIONS ARE CREATED. DESTROY 1 YEAR AFTER CUTOFF:-(GRS-6,...ltemlEL_ 

� DJMS-AC SUBSTANTIATING DOCUMENTS Substantiating records for DJMS-AC, 
includ1nglhe-origin�I document transmittal hsting with detailed mid-month and end-of-month payroll 
listings used for inquiries-and to advise financial organizations of deposits made to member's accounts, and 
supporting records such as reportsof leave-t@_nsactions, military pay orders, cadet pay orders, allotment 
authorizations, pay adjustment authorizations, pafrecord_access1b1hty roster, leave certifications, and the 
original DJMS-AC data change daily transact10n register (DTR),-ongIJJ_al forms authorizing local payment 
by Accountable Stations including messages and letters, and TLA ent1tlements:-----··-. 

--..._.._....,, -..---
CUT OFF AT END OF MONTH. DESTROY 6-Y.E-ARS,.3.MONTHS AFTER CUTOFF. (NOTE
t •) (GRS 6, Item la) ---------

ccountable Stations, MPFs, Military Relief Societies 

CUT OFF AT END OF MONTH. FORWARD ON·CU'FOFF-'I.OZRVICING DFAS CENTER 
FOR PROCESSING AS IN RULE la, ABOVE. (NOTES 2* AND 3•)(G'R.So-;item-la)_ 

f}O(�--�� and supporting documents pertaining to American Indians 

NOT AUTHORIZED FOR-OISPOSAL. SUCH RECORDS MUST BE RETAINED 
INDEFINITELY SINCE THEY MAYBE-NEEDED IN LITIGATION INVOLVING THE 
GOVERNMENT'S ROLE AS TRUSTEE OF PROPERTY-HELD BY THE GOVERNMENT AND 
MANAGED FOR THE BENEFIT OF INDIANS. (�fl":>l,r. Ncii):;.)'-------

-------
3. CONTROL LOGS (maintained DFAS Centers and Accountable Stations) 

---a�used to provide reference and control for records of disbursement, cross­
d1sbursement, and collecHcm·vouch�bers 

CUT OFF AT END OF MONTH. DESTROY 1 YEARAFfE"R-CUT-OF'.E_(QRS 6, Item lb) 
----_:__ 

NOTES : I *  For DFAS-CL only: Transfer to FRC 2 years after the last day of the fiscal year in which document was 
transmitted. 
For DFAS-DE only: Transfer to FRC 6 months after cutoff. 

2 * See DoD 7000.14-R, Vol 5, D1sbursmg Policy and Procedures, Chapter 20, for transfer procedures. 
3 * For DFAS-DE only: HQ Air Force Aid Society (AFAS) submits a microfilm of the source documents 

authorizmg allotments to repay the AFAS loans to DFAS-DE by January 20 for the previous calendar year. 
The hardcopy source documents are mamtained at HQ AFAS until the loan is repaid. 

October 7, 1999 
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SCHEDULE 7340 (continued) 

b. Incoming and outgoing file transfer transmissions. 

CUT OFF AT END OF MONTH. DESTROY 6 MONTHS AFTER CUTOFF. {N lt-AFU-90-3 ; 

c. Data collection log print l istings of all messages, commands, and systems activity 

CUT OFF AT END OF MONTH. DESTROY 30 DAYS AFTER CUTOFF. {N l -AFU-90-3 , AFMAN 
37-1 39, T l 77-32, R29) �----------' 

4. TRANSMITTAL LETTERS. Forms and form letters used to transmit military pay documents 
(maintained at DFAS Centers and Accountable Stat10ns) 

CUT OFF AT END OF PAY PERIOD. DESTROY 60 DAYS AFTER CUTOFF. (Ntl -AFU-90-3 ; 

AILY TRANSACTIONS. Detailed records of all transactions received and actions taken, used 
for inquiry/audit pu ses--fm�enters and Accountable Stations). 

CUT OFF AT END OF FISCAL YEAR. DESTROY 6 YEAlls,-J-MONTHSA_FTER CUTOFF. 
(GRS 6, Item l a) ----

6. DAILY TRANSACTION LISTING. Detailed record of all transactions received and actions 
taken by Servicing Centers (maintained at Input Source) 

CUT OFF AT END OF DAY. DESTROY 6 MONTHS AFTER CUTOFF. {N l -AFU-90-3 ; AFMAN 
37-1 39, T l 77-32, R l 5) '------------' 

7. REJECTED TRANSACTION LISTINGS ReJected transactions (maintained at Input Source) 

CUT OFF AT END OF MONTH IN WHICH ALL DISCREPANCIES OR OUT-OF-BALANCE 
CONDITIONS ARE CORRECTED. DESTROY 90 DAYS AFTER CUTOFF. (N l -AFU-90-3 , 
AFMAN 37- 1 39, Tl77-32, R l 8) �-----------

-S�NAGEMENT NOTICES. Data identifying transactions which require manual process ing. 

CUT OFF AT END OF FISCAL YEAR.DESTROY-6-YE-ARS,-3 .MO.I'iTHS AFTER CUTOFF. 
(GRS 6, Item l a) ----------------

9. MASTER MILITARY PAY ACCOUNT (MMPA) History of member's leave/pay 
transactions and leave and earnings data 

CUT OFF AT END OF FISCAL YEAR. DESTROY 56 YEARS AFTER CUTOFF. (N lt-AFU-90-3 ; 
AFMAN 37- 1 39, T l 77-30, R6) '------------' 

1 0. ALLOTMENT DAT A 

�ginal accounts hsting of domestic and foreign check vouchers, blanket payments, 
insurance payments, umforine1:tserv1ees.sIDLin�osit program (USSDP) 

CUT OFF AT END OF MONTH. DESTROY 6 YEARS, 3 MONTHSAFTER:-cuTOFF-:-(.GRS..§_,__ __ 
Item l a) .. 

October 7, 1 999 
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3, AFMAN 37- 1 39, T l77-30, R I S) '------------� 

(SCHEDULE 7340) (continued) 

b Operational copies of records in rule 9. 

CUT OFF AT END OF FISCAL YEAR. DESTROY 3 YEARS AFTER CUTOFF. (Ntlt-AFU-90-3, 

c .  Transaction h istories, blanket and VA voucher listmgs, debit and credit registers 

CUT OFF AT END OF MONTH. DESTROY 3 MONTHS AFTER CUTOFF '-------� 

d Reference hstings and cumulative 6-month allotment histories. 

CUT OFF AT END OF FISCAL YEAR. DESTROY 6 YEARS AFTER CUTOFF. (Ntlt-AFU-90-3 ; 

1 I .  LEA VE AND EARNINGS STATEMENTS (LES) Monthly statement of member's leave and 
earnings. 

CUT OFF AT END OF FISCAL YEAR. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF. 

12. DJMS-AC CENTRAL PAYMENTS (maintained at DFAS Centers) 

a. Listings by accountable Station code of products concerning amounts credited to 
financial organizations 

CUT OFF AT END OF FISCAL YEAR. DESTROY 3 YEARS AFTER CUTOFF. (Ntlt-AFU-90-3, 

b. Transmittal register and star report used for reference and balancing purposes 

CUT OFF AT END OF PAY PERIOD. DESTROY 1 YEARJU'TER-GUroEF� 

13. CENTRAL OR LOCAL PAY AUTHORIZATIONS Changes to service members' m id-month 
and end-month net pay amounts, used for updating central payroll processing, balancing payrolls, and 
controlling local pay authorizations 

CUT OFF AT END OF PAYROLL YEAR. DESTROY 3 YEARS AFTER CUTOFF. (Ntl -AFU-90-

14. SUMMARY ACCOUNT DATA 

--a...__ Transactions processed through summary account subsystem and are microform products 
used for balancingaccotmting-re�eparing miscellaneous indebtedness vouchers and reconcihation of 
clearing account analysis (maintained aiAppln:able- S Centers and Accountable Stat10ns) 

CUT OFF AT END OF PAYROLL YEAR. DESTROY 6 YEARS, 3 MONTHS A TER-C::U-T.OFF 
(GRS 6, Item l a) 

October 7, 1 999 
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(SCHEDULE 7340) (continued) 

b. Summarized mfonnat1on to control the MMPAs used to report to the fund manager on 
the financial position of the military pay appropriations (maintained at DFAS Centers). 

CUT OFF AT END OF FISCAL YEAR. DESTROY 5 YEARS AFTER CUTOFF (N It-AFU-90-3 , 

c. ·J/ Summarized infonnation to control the MMPAs used to report to the fund manager 
showing expenditures by entitlements and deduct10ns for the month (maintained at DFAS Centers). 

CUT OFF AT END OF FISCAL YEAR. DESTROY 3 YEARS AFTER CUTOFF. (N It-AFU-90-3 , 

15. VOUCHER BALANCING/RECONCILIATION (mamtained at DFAS Centers) 

a Summaries of DJMS-AC payment/collection transact10ns, used to reconcile 
payment/collect1on postmg with MMPAs or with cash accountability reports (MAFR) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 2 YEARS AFTER CUTOFF. (N l -AFU-90-3 ; 

---h-...._____Subsidiary records used to reconcile voucher balancing for disbursements and 
collect1ons; joum�her�ets; adjustment authorizations and other related data, used to 
reconcile pay/col lect1on posting with MlJJ>A-n>r·whh_MAfR. 

CUT OFF WHEN RECONCILIATION IS COMPLETE. DESTROY 1YEA'iiA'FTER·CU.'.[QFF. 
(GRS 6, Item lb) 

1 6. EDIT, RECONCILIATION, OR CONTROL DATA (maintamed at Applicable DFAS Centers 
and Accountable Stations) 

a Products used in correcting rejects, reconciliation data, and controlling/balancing central 
payments and allotments relative to check number/address validation, changes of address, FITW and W-2 
changes, SITW changes, nonmatches of company codes or addresses, out-of-balance totals, pay 
suppress10ns, zero pay authorizations, checkwriting totals, check transmittal lists, error lists, control totals, 
control cards, and similar products 

CUT OFF WHEN PURPOSE HAS BEEN SERVED. DESTROY UPON CUTOFF. 

b. Products concerning transmission of data via mag tapes, listings, or other methods of transmission. 

CUT OFF AT END OF MONTH. DESTROY 3 MONTHS AITER CUTOFF. 

October 7, 1 999 
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SCHEDULE 7340 (continued) 

17. FEDERAL INCOME TAX WITHHOLDING (FITW), FEDERAL INSURANCE 
CONTRIBUTION ACT (FICA), ST ATE INCOME TAX WITHHOLDING SITW) 

a Amounts of FICA wages/deductions and FITW deductions for military members which 
are copies of quarterly reports sent to Social Security Admmistration, Internal Revenue Service, or State 
Taxing Authorities 

CUT OFF ON PAYMENT OF TAXES. DESTROY 4 YEARS AFTER CUTOFF (N l -AFU-90-3; 

b Amounts of FICA wages/deductions and FITW/SITW deductions for military members 
which are copies used to determme benefits and answer inquiries. 

CUT OFF AT END OF FISCAL YEAR. DESTROY 56 YEARS AFTER CUTOFF (N l -AFU-90-3 ; 

18. TD FORM W-2 Data prmted on member's TD Form W-2, used for mquiry purposes and to 
recreate TD Forms W-2. 

CUT OFF AT END OF PAYROLL YEAR. DESTROY 4 YEARS AFTER CUTOFF. (N l  -AFU-90-
3, AFMAN 37- 1 39, Tl 77-30, R25) '-----------� 

-t-9----CLOSED SEPARATION/REENLISTMENT DATA. MMPA prmtouts, copies of pay 
adjustment�orizations,corresP._�ence and related records created at time of member's 
separation/reenlistment that reflect paymenlS'made (m�ed at DFAS Centers) 

CUT OFF AT END OF MONTH. DESTROY 6 YEARS, 3 MONTHS AFTER COTOFF:·-(GR.S_L 
Item l a) 

20. MANAGEMENT CASE FILES Copies of dependency determinations (maintamed at DFAS 
Centers). 

CUT OFF ON TERMINATION OF DEPENDENCY. DESTROY 6 MONTHS AFTER CUTOFF. 
(N l -AFU-90-3 ; AFMAN 37- 1 39, T l77-32, R70 (similar) ) '------------' 

21 .  REFERENCE MATERIALS DJMS-AC company code directories, JFTR indexes, DJMS-AC 
locators, and similar products (mamtained at DFAS Centers). 

CUT OFF AT END OF FISCAL YEAR. DESTROY 3 YEARS AFTER CUTOFF. (N l -AFU-90-3 ; 

October 7, 1 999 
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SCHEDULE 7340 (continued) 

22. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies 
of records that are created on electronic mail and word processing systems and used solely to generate a 
recordkeeping copy of the records covered by the other items in this schedule Also includes electronic 
copies of records created on electronic mail and word processing systems that are maintained for updating, 
revision, or dissemination 

a. Copies that have no further administrative value after the recordkeeping copy is made 
Includes copies maintained by ind1v1duals in personal files, personal electronic mail drrectones, or other 
personal drrectories on hard disk or network drives, and copies on shared network drives that are used only 
to produce the recordkeeping copy 

DESTROY/DELETE WITHIN 1 80 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN 
PRODUCED. ( ) 

b. Copies used for d1sseminat1on, revision, or updating that are maintained in add1t1on to the 
recordkeeping copy. 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 

October 7, 1 999 
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SCHEDULE 7341, 
TRAINEE MILITARY PAY SYSTEM (TMPS) RECORDS, 

governs dispos1t1on of records pertaining to basic m1 lttary trainees (BMT) 
(Reference Financial Management Regulation, DoD 7000. 1 4-R) 

i'liOTES. 1 - 'fhis schedult"inrltnres--deetr 0111c .cu.o'19'"0 
office automation applications, such as spreadsheet and presentation ap he 

2 - The d1sposit1on specified under the appropriate rul o the nonelectromc version of the file. 
3 - Electronic version of rec e ectromc mall , word processing, and other office automation 

e deleted when the file copy 1s generated or when no longer needed for reference or 
�ffleYeMH&tff,-----------------------

1 

1 SUBSTANTIATING INFORMATION Original or record transmittal ltstin w aw;HMmn 

records such as report leave transactions, MPOs, allotment authorization ..,.,,_,_.,.,.,,-,s ment authorizations, 
and related matters 

NOTE 4 * All original subslantiatmg documents are submitted lo Servmng Centers and retired per 
Schedule 7346, Military Pay Records Created Pnor lo Automation. 

2 MASTER BMT ACCOUNT BMT history of trainee's leave/pay transactions and leave and 
earnings data 

CUT OFF ON SEPARATION OR GRADUATION. DESTROY 3 MONTHS AFTER CUTOFF 

3 MANAGEMENT CASE FILES 

a. Detailed records of unit des1gnat1on, number of personnel assigned, and associated pay 
dates. (Rule 3 in previous draft) 

CUT OFF ON GRADUATION DATE. DESTROY 60 DAYS AFTER CUTOFF. 

b A TM card issued by Paying & Collecting, used to provide payment to BMT (Rule 4 m 
previous draft) 

CUT OFF ON GRADUATION PAYMENT. DESTROY UPON CUTOFF 

c VCR tape containing continuous pictures of each A TM transaction (Rule 5 m prev10us
draft) 

CUT OFF AT END OF UA Y. DESTROY 60 DAYS AFTER CUTOFF 

d , Copies of separation paperwork (Rule 6 in previous draft) 

CUT OFF ON DATE OF SEPARATION. DESTROY 6 MONTHS AFTER CUTOFF (N I -AFU-90-



) 

Tl 77-32, R70) ..__ ________ _ 

0 2 1 2 3 1 9 9  0 i : 5 3 FAX i 0 3  6 0 i  2329  DFH5 IHQ-CE � 0 0 3  

e. Discretionary files based on local needs which may include unprocessed Article 15 . 
(Ruh� 7 in previous draft) 

CUT OFF ON PCS, OR WHEN SUPERSEDED OR OBSOLETE (Nl -AFU-90-3; AFMAN 37-1 39, 

4 DAT A COLLECTION LISTINGS. All transactions that processed, recycled, or rejected during
an update. (Rule 8 in previous draft) 

CUT OFF AT END OF MONTH, DESTROY 6 MONTHS AFT£R CUTOFF. (GRS 20, Jtern lb) 

5 REJECTED TRANSACTION LISTINGS. Rejected transacnons. (Rule 9 in previous draft) 

CUT OFF AT END OF MONTH. DESTROY 90 DAYS AFTER CUTOFF. (See NOTEtS*) (Nl­
AFU-90-3; T177-32, R I &) -----------� 
NOTES: 5 • R�cords contnlnlng d1screpancic., idcnnficd by Dl-"AS Ccntcn will be held uotil corrective 

11ctio11 hiu been taken: othcrwm, dcstro) "hen clii;:iblc. 
6 * Destro)' � hen all outstllndmg irrcgularirie5 or discrepancies h.ne been c:.lca.rcu. 
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Schedule 7341 ,  Trainee Military Pay System (TMPS) Records 

ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of records 
that are created on electronic mail and word processmg systems and used solely to generate a 
recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic 
copies of records created on electronic mail and word processing systems that are maintained for updatmg, 
revision, or d1ssemmatlon 

a Copies that have no further admm1strat1ve value after the recordkeepmg copy 1s made Includes 
copies mamtained by ind1v1duals m personal files, personal electronic mail drrectories, or other 
personal directories on hard disk or network drives, and copies on shared network drives that are 
used only to produce the recordkeeping copy. 

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN 
PRODUCED. 

b Copies used for d1ssemmatlon, revis10n, or updatmg that are mamtained m addition to the 
recordkeepmg copy 

DESTROY /DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 



~UT~ 
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SCHEDULE 7342, 
RESERVE OFFICER TRAINING CORPS (ROTC) PAY RECORDS, 

governs d1spos1t1on of Reserve Officer Training Corps (ROTC) Pay Records 
(mamtained at Accountable Stations) 

(Reference Financial Management Regulation, DoD 7000 14-R) 

I PAY ORDERS Copies, substantiatmg documents and listings. 

CUT OFF AT END OF MONTH. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF 
Item l a) 

2 PAY REPORTS Reports pertainmg to pay. 

CUT OFF AT END OF FISCAL YEAR. DESTROY I YEAR 

3 

ESTROY 3 YEARS AFTER CUTOFF. (GRS 6, Item 5b) 

4 DISBURSEMENT VOUCHERS. Copies of vouchers and supportmg 
ally for research and audit purposes 

:AT END OF MONTH. DESTROY I YEAR AFTER CUTOFF (See NOTEr* )  (GRS 6, 

NOTE: * Records contammg discrepancies identified by Servicing Centers will be held until corrective action has been 
taken; otherwise, destroy when ehg1ble. 
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AFMAN 37-139, T177-l l ,  R I  I)r�---------� 

AFMAN 37-139, T177-l 1, R l2) '------------) 

AFMAN 37-139, T177-l I, Rl2.01) �---------� 

SCHEDULE 7343, CADET PAY RECORDS,
governs d1spos1t1on of records pertaining to pay for Service Academy cadets 

(maintained at Accountable Stations, unless otherwise noted) 
(Reference Fmancial Management Regulation, DoD 7000 14-R) 

NOTES: I Tins schfflttlc inehtdu eleetronie YeF!IOft! of FeeoFds eFeeled by eleelronrn mail, word processmg, and other 
office automation applications, such as spreadsheet and presentation apphcatlons 

2 - The d1spos1tion specified under the appropriate rule w1I e nonelectromc version of the file. 
3 - Electronic version of records romc mall , word processing, and other office automation 

a " e eleted when the file copy 1s generated or when no longer needed for reference or 
pdat1ng,wh�a 

I CADET PAY Military pay records and other records pertaining to pay while in cadet status 
(maintained at DFAS Centers) 

CUT OFF ON GRADUATION OR SEPARATION. DESTROY 56 YEARS AFTER CUTOFF. (NI­

2 PAY ST A TEMENTS Pay statements of cadets 

CUT OFF ON GRADUATION. DESTROY 4 YEARS AFTER CUTOFF. (NC l -461-82-1, RI) 

3 ACCOUNTING POSTING MEDIA Journal vouchers and other related specialized posting 
media for machine operations used to effect mternal adjustment through accounting system (maintained at 
DFAS Centers and Accountable Stat10ns). 

CUT OFF AT END OF FISCAL YEAR. DESTROY I YEAR AFTER CUTOFF (NCI-461-82-1, 
R6) '--------------' 

4 TAX AND INTEREST DISTRIBUTION W-2 hstmgs, quarterly FICA reports and state tax 
vouchers 

CUT OFF AT END OF CALENDAR YEAR. DESTROY 6 YEARS AFTER CUTOFF. (NCI-461-
82-1, R8) �------------' 

5 TRANS MITT AL LETTERS Receipt copy of document transmittal letters 

CUT OFF AT END OF FISCAL YEAR. DESTROY I YEAR AFTER CUTOFF (N l -AFU-88-13, 

6 DEBT MANAGEMENT CONTROL SHEETS Manual balancing sheets to mechamzed 
system 

CUT OFF AT END OF FISCAL YEAR. DESTROY 4 YEARS AFTER CUTOFF. (Nlr-AFU-88-13; 

OTHER CONTROL SHEETS Manual balancing sheets to mechanized system 

CUT OFF AT END OF FISCAL YEAR. DESTROY I YEAR AFTER CUTOFF (Nl-AFU-88-13, 

7 
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8 TRUST LEDGERS Ledger of trust revolving computerized balancing system 

CUT OFF ON GRADUATION. DESTROY 1 YEAR AFTER CUTOFF. (NC l-46 1 -82- 1 ,  R l3) 

control of source documents 

9 GENERAL LEDGERS Trial balance 

C FISCAL YEAR. DESTROY 3 YEARS AFTER CUTOFF (GRS 7, Item 4a) 

10  DOCUMENT CONTROL LOGS. Logs of numbered source documents used to provide mtemal 

CUT OFF AT END OF FISCAL YEAR. DESTROY 3 MONTHS AFTER CUTOFF. (NC l -461-82- 1 ,  
R7) '-----------' 
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Schedule 7343, Cadet Pay Records 

ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of records 
that are created on electronic mail and word processing systems and used solely to generate a 
recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic 
copies of records created on electronic mail and word processing systems that are maintained for updating, 
revision, or dissemination 

a Copies that have no further administrative value after the recordkeeping copy 1s made. Includes 
copies maintained by ind1v1duals m personal files, personal electronic mail dJTectones, or other 
personal directories on hard disk or network drives, and copies on shared network drives that are 
used only to produce the recordkeeping copy 

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORD KEEPING COPY HAS BEEN 
PRODUCED. 

b Copies used for dissemination, revision, or updating that are maintained m add1t1on to the 
recordkeeping copy. 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 



--....----b-r a.pp 
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AT END OF QUARTER. DESTROY 1 YEAR AFTER CUTOFF. (GRS 6, Item lb) 

( ) 

) 

R5) '----------' AFMAN 37- 1 39, T 177-25 , 

AFMAN 37- 139, T 177-25 , R12) '------------' 

SCHEDULE 7344, 
DEFENSE JOINT MILITARY PAY SYSTEM -- RESERVE 

COMPONENT (DJMS-RC) RECORDS, 
governs d1spos1t1on of records pertaining to the Reserve Component Pay System 

(mamta•ned at Apphcable OF AS Centers, except as otherwise noted) 
(Reference Financial Management Regulation, OoO 7000 14-R) 

NOTES: I This sehedttlttttffltd�f'Oltt�ef Feeeros eFea�ernng,..and-Dther-
-

office automatmn apphcahons, such as spreadsheet and presentation applications. 

2 - The d1spos1hon specified under the appropriate rule will lted to the nonelectromc version of the file. 
3 - Electronic versmn of records romc mall , word processing, and other office automation 

apphcat e e eted when the file copy 1s generated or when no longer needed for reference or 
------...uptl1tt111g,whtelie�•er is le1ff-F,.-----------------------

1 DJMS-RC PAY -- MASTER HISTORY Originals of quarterly master file history, voucher and 
transaction data for computerized payments, drill pay. 

CUT OFF AT END OF QUARTER. DESTROY 56 YEARS AFTER CUTOFF. (NtI -AFU-90-3, 

2 DJMS-RC PAY. Central operat10nal copies of originals of quarterly master hist er 
and transaction data for computerized payments, drill pay (maintai ca e OF AS Centers and 
Accountable Stations) 

3 SUPPORTING DOCUMENTS Signature cards, numbered and unnumbered m1h 
orders, travel voucher clat ns, statement of tours of duty, drill attendance records 
authorizat10ns, correction uf records, medical certificates, hne of du inations, accounts receivable 
closed case files for out-of-service members, partial paymeitlH'Ouchers, officer uniform allowance · certificate and maintenance forms, quarterly exams, earning statement for manual payments and 
other related records (mamtained ountable OF AS Centers and OJMS-RC Payroll Offices). 

D OF MONTH. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF. (GRS 6, 

4 FEDERAL INCOME TAX WITHHOLDING (FITW), ST ATE INCOME TAX 
WITHHOLDING (SITW), AND FEDERAL INSURANCE CONTRIBUTION ACT (FICA) 
Employer copies of TO Forms W-2 and listings, adjustment records, FICA extracts and other related 
records 

CUT OFF ON PAYMENT OF TAXES. ·DESTROY 4 YEARS AFTER CUTOFF (N I -AFU-90-3t, 

SUBSIDIARY DATA L1stmgs used to reconcile voucher balancmg for disbursements and 
collections, bill mg records, and FICA, FITW, and SITW summaries, journal vouchers, worksheets for 
schedule of transactions, transcripts, ledgers, and other accounting data 

CUT OFF AT END OF FISCAL YEAR. DESTROY 1 YEAR AFTER CUTOFF PROVIDED 
THERE ARE NO OUT�TANDING DISCREPANCIES (N I -AFU-90-3 ; AFMAN 37- 1 39, T1 77-25, 
R l 5  ( 1  yr, l mth) ) (__ _ _________, 

5 



( ) 

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

( ) 

( ) 

) 

6 

AFMAN 37- 139, T 1 77-25, R20 & 2 1 )  �----------' 

VOUCHERS-ACCOUNTING COPY Copies of paid vouchers with supporting records that are 
used for accounting purposes 

CUT OFF AT END OF FISCAL YEAR. DESTROY 1 YEAR AFTER CUTOFF PROVIDED 
THERE ARE NO OUTSTANDING DISCREPANCIES (Nl-AFU-90-3; AFMAN 37- 1 39, T 177-25, 
R 15  ( 1  yr, 1 mth)r) �---------� 

7 DEBT MANAGEMENT Debt management forms and data for in-service and 001u!U=J- lf-l;;erori'Clr-
Reserve and National Guard members 

CUT OFF ON FINAL.,�Cg}.U.�H'CJJ'vOORRCC:AASE CLOSURE. DESTROY 1 YEAR AFTER 
, Item lb) _gJ 

8 Posting Media Records (other than source records), such as postmg data transfers and similar 
forms, used to provide input data to accounting operations (maintamed at Accountable Stations) 

CUT OFF WHEN POSTING IS COMPLETED OR ALL DISCREPANCIES ARE CLEARED. 
DESTROY 90 DAYS AFTER CUTOFF. (Nl -AFU-90-3, AFMAN 37- 139, T 177-25, R22) 

9 Listings and Tabulations Included but not hm1ted to edit hsts, transactions registers, ledgers, 
reports maintained in monthly/quarterly/year-end increments (maintained at Accountable Stations) 

CUT OFF UPON RECEIPT OF NEW LISTING. DESTROY UPON CUTOFF. (Nl -AFU-90-3; 
T 177-25, R I  I ) r�---------� 

1 0  Reference Materials Locators, master tables, and other similar products used for reference 
purposes (mamtained at Accountable Stations) 

CUT OFF WHEN SUPERSEDED OR OBSOLETE. DESTROY UPON CUTOFF. (Nl-AFU-90-3, 

1 1  Management Information Computerized hstings used for reports, historical data and for 
evaluation and control pur es (maintained at Accountable Stations) 

1:�r
cJ_, 

CUT OFF J V).A � . DESTROY 2 YEARS AFTER CUTOFF GR-Wff-EN-pttR:P6s-E-tt1\'S-A
-BEEN SERVED, WHICHEVER"'IS'SOONER (Nl -AFU-90-3; AFMAN 37- 139, T 177-25, R 1 3) 
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Schedule 7344, Defense Joint Military Pay System-Reserve Component (DJMS-RC) 

ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electromc copies ofrrecords 
that are created on electronic mail and word processing systems and used solely to generate a 
recordkeeping copy of the records covered by the other items m this schedule Also includes electronic 
copies of records created on electromc mail and word processmg systems that are mamtained for updatmg, 
rev1s10n, or dissemination 

a Copies that have no further admm1strat1ve value after the recordkeeping copy 1s made Includes 
copies mamtained by ind1v1duals in personal files, personal electronic mail directories, or other 
personal directories on hard disk or network dnves, and copies on shared network drives that are 
used only to produce the recordkeeping copy 

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN 
PRODUCED. 

b. Copies used for d1ssemmation, revision, or updatmg that are mamtamed m addition to the 
recordkeepmg copy 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 



n1r vecs,on of Feeords ct eatea D th 
de 

( ) 

1 

l 

SCHEDULE 7345, MILITARY FHA CASE FILES, 
governs disposition of records pertaming to FHA case files (maintained at DFAS Centers). 

(Reference Financial Management Regulation, DoD 7000. 14-R) 

NOTES: 1 TIM schcd11le inel11des reeerd, genera•ed w1U1 word preoessing and ele1:&reni1: mail applu:ahons 
1s- The d1sposit1on will be apphed to the official file as indicat 
J - The electro · y e electronic mail and word processing apphcatrnns will be 

leted-whett-the-ftl�ertt•edor 'll'hen ne longer needed fer referenee er 11pd11hng. 

INDIVIDUAL CASE FOLDERS. Request for certif ication of ehgibiltty forms, certification of 
termmatton (used for d1scontmuance of loans and paid-up loans), premium notice (md1cating name, service 
number, case number, effective date, and amount of money paid to FHA) and copy of pay adjustment 
authonzat1on reflecting mdebtedness to government received from military personnel through FHA relative 
to loans for purchase ofrpnvate homes 

CUT OFF WHEN CASE IS CLOSED. DESTROY 3 YEARS AFTER CUTOFF-(S@e NOTEs:!"} 

NOTE: .4,* Title 8, GAO Pohcy and Procedures Manual for the Guidance of Federal Agencies prescribes the 3-year 
retention. 

http:leted-whetHM-ftle-eop,.-i�~flu~Ftt.ed


2 

l I 

Schedule 7345, Military FHA Case Files 

ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of records 
that are created on electronic mail and word processing systems and used solely to generate a 
recordkeeping copy of the records covered by the other items in this schedule Also includes electronic 
copies of records created on electromc mail and word processmg systems that are mamtained for updating, 
revision, or dissemination 

a Copies that have no further adm1mstrat1ve value after the recordkeeping copy is made Includes 
copies maintained by mdividuals in personal files, personal electromc mail directories, or other 
personal directories on hard disk or network dnves, and copies on shared network dnves that are 
used only to produce the recordkeeping copy 

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN 
PRODUCED. 

b Copies used for d1ssemmation, revision, or updating that are maintained in addition to the 
recordkeeping copy. 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 



---· 

----------
� 

;'__� 

3, AFMAN 37-139, Tl77-22, R7.01) ,._ _______ _/ 

0� f.�YttDVAL H€.Dm 1''t.)')1r9D�'1. j)l?Af'blL.\T� 

) ( --------JYEARS AFTER CUTOFF WIA- M=ll..-qo-3·Jt(,t\A:N IJ:JA-�4 ,  /Q.1) 1.--

�� !-:�\C\"'-•

_,... 

SCHEDULE 7346, 
MILITARY PAY RECORDS CREATED PRIOR TO AUTOMATION, 
governs d1spos1t1on ofrm1htary pay records created pnor to automation to mclude active duty pay, reserve 

pay, retired pay, and annuity pay (mamtamed at Federal Record Centers (FRCs)r) 
(Reference Financial Management Regulation, DoD 7000 14-R) 

�nelutltt-electro11te-¥ttS111-H'eeOl'ds erealed by eleGIF9AiG mail, word prn,ei;smg, and-othel'-
-'office automation apphcahons, such as spreadsheet and presentation apphcahons. 

.1 - The d1spos1t1on specified under the appropriate rule will be appheA-to-fftnmlidectromc version of the file. 
J - Electronic version of records created by-flttttomc mail , word processing, and other office automation 

�lt'be deleted when the file copy 1s generated or when no longer needed for reference or 
------111tttpdltftng.-whtelie�•er 1s latOFr------------------------

l ACTIVE DUTY PAY RECORDS Military pay records and related records 

CUT OFF ON CONV�SIONTO-;;-_;MS. DEST��.OY ON OCI�(?l!ER l, 2017 (40 YEARS AFTER _IMPLEMENTAJ:-IONOFAJUMPS) ( _ �- - - ·  

2 DJMS-RC LEA VE BALANCES Final leave balance (pnor to JUMPS) hstings 

CUT OFF ON CONVERSION TO JUMPS. DESTROY 56 YEARS AFTER CUTOFF {Nl-AFU-90-

3 RESERVE AND NATIONAL GUARD (NG) PAY RECORDS Pay jackets with manual pay 
records and entitlement data such as declaration of benefits received and waivers, subsistence and 
dependency certificates and other pay information records, forms and correspondence 

CUT OFF AT END OF PAYROLL YEAR. DESTROY 56 YEARS AFTER YEAR IN WHICH 
CREATED (See NOTE :l*) (Nl-AFU-90-3, AFMAN 37-139, Tl77-25, RI) 

NOTE: i • NG records not located at FRCs are located at the appropriate State Adjutant General 

4 RETIRED PAY FOLDERS Source data used to establish and continue the pay of a retiree, to 
include retirement orders, data for pay of retired armed forces personnel, statement of employment, 
withholding certificates, Veteran Affairs and Office of Personnel Management waivers, etc , and records 
such as medical reports, court appointed fiduciary and other related papers pertaining to mentally 

CUT OFF AT END OF CALENDAR YEAR IN WHICH DEATH OCCURRE'X:_DESTROY 6 

incompetent individuals 

_:_..TerminatecrANNUITANT PAY FOLDER�_. due-to aeath or termination of annuitant ehg_i_b1h�-
,( See NOTE S*) -------

CUT OFF _.ftT""END OF CALENDAR YEAR IN �HICH TERMINATED..;;STROY 6 YEARS � 
R'CUTOFF . _ 

5 

7A �lllr) 
NOTE: S • Limited income cases are subject to be reopened. 

http:DEST~~.oy
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Schedule 7346, Military Pay Records Created Prior to Automation 

ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electromc copies of records 
that are created on electromc mail and word processmg systems and used solely to generate a 
recordkeepmg copy of the records covered by the other items in this schedule Also includes electromc 
copies of records created on electromc mail and word processing systems that are maintained for updatmg, 
revision, or d1ssemmat10n 

a. Copies that have no further admm1stratlve value after the recordkeeping copy is made Includes 
copies mamtamed by ind1v1duals in personal files, personal electromc mail drrectories, or other 
personal d1rectones on hard disk or network drives, and copies on shared network drives that are 
used only to produce the recordkeepmg copy 

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN 
PRODUCED. 

b Copies used for d1sseminat1on, revision, or updatmg that are mamtamed m add1t10n to the 
recordkeepmg copy 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 



w.11 be apphcd to th 
ords cr@attd by 

appheahons Ii b 

) 

( ) 

AFMAN 37- 139, T l 77-34, RIr)r'------------/ 

SCHEDULE 7347, RETIRED PAY RECORDS 
governs d1sposit1on of retired pay records maintained by DFAS-CL 
(Reference Financial Management Regulation, DoD 70000 14-R) 

NOTES. I - 'fins schedule rncludcs elect. 0111c +cl s1011s of I ecurds ei eated 1,, eleetro111e mail, ,1·ord proeess111g, 11nd other 
office automation apphcat1ons, such as spreadsheet and presentation apphcahons 

· 1 - The d1spos1hon specified under the appropriate rule e nonelectronic version of the file. 
J - Electronic ,·ersion of rec e ectromc mailo, word processing, and other office automation 

w1 e deleted when the file copy 1s generated or when no longer needed for reference or 
upllalrng, wlu�he,,er 1s laler 

� 'fhe cUtoif and disposition h1s1ruct1011s fur lmm ,• 6 Hie.'aw/ an as fellows: 

CUT OF AT END OF CALENDAR YEAR IN WHICH DEATH OCCURRED OR TERMINATED d)D\�A'. 
FROM RETIRED PAY SYSTEM. DESTROY 6 YEARS AFTER CUTOFF. {NI-AFU-90-3, "])Gfusrr\O)\J 

\\\)5t�U.C.-1\ D�S 
R;>ie.
-r:-r� s 

1 RETIREMENT DOCUMENTSffRANSACTIONS Retired pay case Jacket documents 
consisting of  the retirement order or  equivalent transaction (automated), Statement of  Service, Tower \ - lo./ \� Cert1ficat1on, and pay data form. 

' 'I 
2 ENTITLEMENT/ELIGIBILITY RECORDS. Certificates of entitlement and ehgib1hty 
including birth certificate (child), certificate of adoption (child), affidavit acknowledging paternity (child), 
mamage certificate (new spouse), affidavit supporting common law mamage (spouse), and certification of 

\fnnu1tant identity 
I 

3 THIRD PARTY ACCOUNT MANAGEMENT RECORDS Retired pay case Jacket records 
covering minimum income individuals, incapacitated individuals, and disabled/minor ind1v1duals These 
documents consist of guardianship papers, power of attorney, custodianship of minor, representative payee 

Jpphcatlon, and child annuitant physicians certificate. 

4 ACCOUNT COMPUTATION INFORMATION. Retired member account computation 
documents, including active duty death worksheets, VA (Minimum Income Widow) (MIW) accounts, 
Board for Correction ofrM1htary Records (BCMR) cases, social security statements (armuitant, offset), 
dependent's indemnity compensation (annuitant, VA offset), and requests for other income information 

\ \(offset) 

5 DEBT RECORD Retired pay records relating to debt incurred by the member. These records 
include the completed Pay Adjustment Authorization (DD Form 139), Request for Waiver of Indebtedness, 

Jnd Waiver Determination letter. 

·. .)6 LEGAL RECORDS. Two way memo included in retired member case jacket 

7 TRUSTEE RECORDS FOR MENTALLY INCOMPETENT. -(See NO'f'E S•) Source data 
used to establish and continue payments to trustee in behalf of mentally incompetent 
member/retiree/annuitant terminated due to death, discharge, separation, appointment of legal 
representative or when member is declared competent 

CUT OFF AT END OF CALENDAR YEAR YEAR IN WHICH TERMINATED. DESTROY 6 
YEARS AFTER CUTOFF. (Nl-AFU-90-3; AFMAN 37-139, Tl 77-34, RS & 6) '-------' 

N�embeNs-placeil on the permanelffortempora1ydrsab1l1ty-ret1red-hst,records--w1ll--be-icetir.ed_p.tr.... 
-instru�hons..for..ltems-l-6� 

http:permaife1ffOrte-mporary-drsablllty-retlred-hst,recordS-Wlll-be-I'etir.e!l..p.tr


8 SURVIVOR BENEFIT PLAN (SBP) ELECTION CERTIFICATIONS/FORMS. SBP 
certification and forms consisting of Retired Serviceman's Family Protection Program (RSFPP) Election, 
Reserve Component Survivor Benefit Plan (RCSBP) Election, Service Secretary Dnven Election, SBP 
application (MIW), SBP Plan Election certificate, SBP Open Season, SBP Election (former spouse), and 
Deemed SBP Election (former spouse) 

CUT OFF ON DEATH OF MEMBER. -FORVlARB TO DFAS-DE UPON Cu IOFF 1z:.sT.eD� SU( �1:'A 'f S 
Arr �tc. tLl-ro�F. (j\

,t 
�f\9 DEATH NOTICES Records documenting the death of a retired member These include the 'I-�\,t

Report of Casualty (DD Form 1 300), death certificates, and coroner's  reports (in case of homicide) � O.,\t"' 

CUTAOFFAONADEATHAOFAMEMBER. �ltPt)N"CtrfOFF: b£- SiEAD� sv, �'.: :�A1 : ,  __, 
-•'\ -('7-r;. ,p l:) ., , ,. 1 !-rvt �- • .... � ) -;) ;-: ,... 

10  TAX RECORDS Retired member tax records which include the W-4, and the annual tax option 
cert1ficat1on and former spouse records which include the W-4P. 

CUT OFF AT END OF TAX YEAR. DESTROY 4 YEARS AFTER CUTOFF. 

1 1  RPS PAY MASTER FILE HISTORY (MICROFICHE) -- MONTHLY /QUARTERLY. 
Account ident1ficat10n, entitlement data, pay and allotment data, accounts receivable, and transaction 
history 

a. DFAS-CL (Rule 1 1  in previous draft) 

CUT OFF AT END OF CALENDAR YEAR. DESTROY 10 YEARS AFTER CUTOFF. 

b. Functional areas at DFAS-CL (Rule 1 2  m previous draft) 

CUT OFF AT END OF MONTH. DESTROY AFTER RECEIPT OF NEXT COPIES 

c. Central reference area in DFAS-CL (Rule 1 3  m previous draft) 

CUT OFF AT END OF QUARTER. DESTROY 56 YEARS AFTER CUTOFF. 

http:1l.ST.eo
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Schedule 7347, Retired Pay Records 

ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electromc copies of records 
that are created on electronic mail and word processmg systems and used solely to generate a 
recordkeeping copy of the records covered by the other items in this schedule. Also mcludes electromc 
copies of records created on electromc mail and word processing systems that are mamtained for updating, 
revision, or dissemination 

a Copies that have no further admmistrative value after the recordkeepmg copy is made Includes 
copies maintained by md1viduals in personal files, personal electronic mail d1rectones, or other 
personal d1rectories on hard disk or network drives, and copies on shared network drives that are 
used only to produce the recordkeepmg copy 

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN 
PRODUCED. 

b Copies used for d1ssemmation, revision, or updatmg that are mamtamed m addition to the 
recordkeeping copy 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 



) 

) 

( 

( ) 

------------ OFF (GRS 6, Item 
~ 

90-3, AFMAN 37-139, T l 77-34, R l 2) '--------------' 

SCHEDULE 7348, ANNUITANT PAY RECORDS, 
governs disposition of records m any media which are created by or support 

the annuitant pay system at OF AS-DE, as well as other systems contammg sumlar records at other OF AS 
Fmance Centers 

(Reference Fmancial Management Regulation, DoD 7000. 1 4-R) 

1 .  ANNUITANT PAY ACCOUNTS-- MAIL IMAGE ROUTING AND OPTICAL 
RECORDING SYSTEM (MIRORS) OPTICAL DISKS. 

a Annuitant Pay Accounts (See NOTE I *) 

CUT OFF AT END OF CALENDAR YEAR IN WHICH TERMINATED DUE TO DEATH OR 
TERMINATION OF ELIGIBILITY. DESTROY 6 YEARS AFTER CUTOFF (Nl-AFU-90-3, 
AFMAN 37-1 39, T l 77-34, R2) '-------------' 

NOTE: I • L1m1ted mcome cases are subject to be reopened. 

b Source data used to estabhsh and continue payments to annuitants, such as applicat10n 
for annuity, Dependency Indemmty Compensation, Social Security information, certificate of contmued 
eltgib1ltty mm1mum mcome claims, request for federal income tax w1thholdmg, custodianship certificate, 
correspondence, other documenting evidence, retrree death gratuity mformat10n, survivor benefit elections, 
emergency mformat1on, claim for arrears of retired pay, divorce decrees, death certificates, mamage 
certificates (Rule 1 m previous draft) 

CUT OFF AT TERMINATION. DELETE 6 YEARS AFTER CUTOFF (N l-AFU-90-3, AFMAN 
37-139 , T l 77-34, RAI )A�--------� 

2. CAPS PAY MASTER FILE HISTORY (MICROFICHE)A-- MONTHLY/ QUARTERLY. 
Account ident1ficat1on, entitlement and pay data, accounts receivable and transaction history. 

a. DFAS-DE 

CUT OFF AT END OF CALENDAR YEAR. DESTROY 10 YEARS AFTER CUTOFF (N l-AFU-

b. Functional areas in DFAS-DE 

CUT OFF AT END OF MONTH. DESTROY AFTER RECEIPT OF NEXT MONTH-END 
COPIES (N l -AFU-90-3, AFMAN 37-1 39, T l77-34, R l 3) '------------' 

c. Central reference area in DFAS-DE 

CUT OFF AT END OF QUARTER. DESTROY 56 YEARS AFTER CUTOFF (exception to N l ­
AFU-90-3, AFMAN 37- 1 39, Tl77-34, RAI I -- 40 years)A'-----------� 

SUBSTANTIATING DAT A (PAY AFFECTING) Indebtedness, payroll deduction 
agreements, an ce data used to change the net pay of an annuitant filmed with the M1crographic 
Information Management System1�m�.,_� 

CUT OFF ON DATE FILMED. DESTROY 6 YEARS, 3 MONTHHS°"�'ffi-l�llI 
l a) 

October 7, 1 999 



{ ) 

{ ) 

( ) 

( 

( ) 

------

(NOTE 2*) (Nl-AFU-90-3; Tl77-34, R l 8) '-----------' 

8. 

(SCHEDULE 7348) (continued) 

�OUCHERADATA 

a �n�t original voucher listings and summaries, blanket company and financial 
organizat10n hstmgs and summ nes, and accounts receivable hstmgs, check payment detail, and other 
related data 

CUT OFF AT END OF MONTH. DESTROY 6 Y i\R 3 MONTHS AFTER CUTOFF. (GRS 6, 
Item l a) 

b. Operational copies of records m Rule 4a 

CUT OFF AT END OF FISCAL YEAR. DESTROY I YEAR AFTER CUTOFF (G� b.)._ 

5. RECONCILIATIONS. Subsidiary data used to reconcile voucher balances for disbursement and 
collections, uncleared transactions, lot proof listings, pay status analysis, and other similar products used 
for research, corrections, review and reconc1hation of rejects, conditions, or events to mclude edit and 
exception listings. 

CUT OFF AT END OF FISCAL YEAR. DESTROY I YEAR, I MONTH AFTER CUTOFF. 

NOTE: 2 * Destroy when all outstanding 1rregularihes or discrepancies have been cleared. 

6. TAX DAT A. Federal income tax w1thholdmg records such as TD W2, W2Ps, W2P negative/zero 
balances, annuitant W2P control hsts 

CUT OFF AT END OF TAX YEAR. DESTROY 4 YEARS AFTER CUTOFF. (Nl-AFU-90-3; T l77-
34, R21) '-----------� 

7. MANAGEMENT DATA. Data which reflects the activity of the annmtant pay systems internal 
examination records, and other related records used for statistical and management purposes 

CUT OFF AT END OF FISCAL YEAR. DESTROY 2 YEARS AFTER CUTOFF. (Nl-AFU-90-3, 
Tl  77-34, RI 9) '-----------� 

WORKLOAD CONTROL SYSTEM (WCS) (MICROFICHE). Record of purged document 
control numbers of MIMS reels. 

CUT OFF AT END OF CALENDAR YEAR. DESTROY IO  YEARS AFTER CUTOFF. 

9. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES 

a Copies that have no further admmistrative value after the recordkeeping copy is made 
Includes copies maintamed by ind1v1duals m personal files, personal electronic mail directories, or other 
personal directories on hard disk or network drives, and copies on shared network drives that are used only 
to produce the recordkeeping copy 

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN 
PRODUCED. �------� 

October 7, 1999 



( ) 

• 

(SCHEDULE 7348) (continued) 

b Copies used for d1sseminat1on, revision, or updating that are mamtamed in addition to the 
recordkeeping copy. 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 

October 7, 1 999 
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SCHEDULE 7349, 
MARINE CORPS TOTAL FORCE SYSTEM (MCTFS) RECORDS, 

governs dispos1t1on of records pertaining to MCTFS at DFAS-KC 

NOTES. I - 'fhis-schedttte-mclutlrs-1:lectron1e-version-f.records-eFe&t�y-electron1ll-rnail,-woro-pro1:ess1ng,...and-mhu 
office automation applications, such as spreadsheet and presentation apphcatio · 2 - The disposition specified under the appropriate rule w· e nonelectromc version of the file. 

3 - Electronic version of record c romc mail , word processing, and other office automation 
e eleted when the file copy is generated or when no longer needed for reference or 

pdating,-wh1cheYer-is-latei, 

1 COLLECTION AND DISBURSEMENT VOUCHER. Original collection and d1sb 
vouchers, statements of transactions, statements of accountability, collection schedules, ect1on 
vouchers, disbursement schedules, disbursement vouchers, and all other schedule vouchers or 
documents used as schedules or vouchers 

CUT OFF AT END OF MONTH. DESTROY 6 YEARS, 
Item l a) 

2 UMENTS Substantiating records for MCTFS, including 
the original documents transmittal mg with detailed mid-month and end-of-month payroll hstmgs used 
for inquiries and to advise ti c1al organizations of deposits made to member's accounts, and supporting 
records 

AT END OF MONTH. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF (GRS 6, 

3 DAILY TRANSACTIONS Detailed records of all transactions received and actions taken, used 
for mquiry/aud1t purposes 

CUT OFF AT END OF DAY. DESTROY 6 MONTHS AFTER CUTOFF 

4 REJECTED TRANSACTIONS 

CUT OFF AT END OF MONTH. DESTROY 6 MONTHS AFTER CUTOFF (NOTE .4*) 

NOTE: :l * Destroy when all outstanding irregularities have been cleared. 

5 MANAGEMENT NOTICES Data ident1fymg transactions which require manual processing 

CUT OFF AT END OF MONTH. PLACE ON MICROFICHE AND DEST,�-.-.., CE 
DOCUMENTS UPON VERIFICATION OF THE MICROF STROY MICROFICHE 6 
YEARS, 3 MONTHS Al TER CUTOFF "' 

er, the records are no longer being m1crofiched, then 
CUT OFF MONTH. TRANSFER TO FRC 3 YEARS AFTER CUTOFF. DESTROY 6 

___..r-.-,,.., .. ,�, 3 MONTHS AFTER CUTOFF (GRS 6, Item l a) 

6 MASTER MILITARY PAY ACCOUNT (MMPA) History of member's  leave/pay 
transactions and leave and earnings data. 

CUT OFF AT END OF FISCAL YEAR. DESTROY 56 YEARS AFTER CUTOFF 



(. _________ ~) 

('-----------~) 

<~ _________ ). 

W), od Federirl--
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~ep;rat1on 

H. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF (GRS 6, 

7 ALLOTMENT DAT A Original accounts hsting of domestic and foreign check vouchers, 
blanket payments, insurance payments, uniformed services savings deposit program and transaction 
histories 

CUT OFF AT END OF FISCAL YEAR. DESTROY 56 YEARS AFTER CUTOFF 

8 LEA VE AND EARNING STATEMENTS (LES) 
earnings 

9 MCTFS PAYMENTS Regular and special payments issued to Manne Corps Active and 
Reserve members b i-monthly 

CUT OFF AT END OF FISCAL YEAR. DESTROY 50 YEARS AFTER CUTOFF 

1 0  VOUCHER BALANCING RECONCILIATION Summaries of MCTFS payment transactions, 
used to reconcile payment posting with MMPAs 

CUT OFF WHEN PAYROLL HAS ACHIEVED MILITARY PAY VOUCHER/REGISTERED 
(MPV/Reg) BALANCED. DESTROY 13 MONTHS AFTER CUTOFF 

1 1  FEDERAL INCOME TAX WITHHOLDING (FITW), ST ATE INCOME TAX 
WITHHOLDING (SITW), AND FEDERAL INSURANCE CONTRIBUTION ACT (FICA) 

a Copies of amounts of FICA wage deductions, FITW, and SITW deductions for m1htary 
members used to determine benefits and answer inquiries. (Rule 1 I in previous draft) 

CUT OFF AT END OF FISCAL YEAR. TRANSFER TO MICROFORM 3 YEARS AFTER 
CUTOFF. DESTROY 56 YEARS AFTER CUTOFF. (SSIC 7430/IOB2)1 � )

Sf:,CJ.)}t\J ti\>$\ 62.IZ. (!.. EX 
b Federal .ncome Tax (FITW), State Income Tax Withholding (SIT a 

Insurance Contribution Act (FICA) Copies of quarterly re ia ecunty Administration or 
Internal Revenue Service reflecti A wage deductions, FITW and SITW deductions for 
m1hta u e 1 2  in previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 4 YEARS AFTER CUTOFF (GRS 2, Item 13b) 

12  CLOSED SEPARATION REENLISTMENT DATA ACCOUNT MMPA printouts�DPM�r 
pay adjustment authorizations, correspondence and related records created at f 
reenlistment and reflect payments made (Rule 1 3  in prev1ow...4rftffi1 

13 DAT A COLLECTION LISTINGS All transactions that processed, recycled, or rejected during 
an update (Rule 1 4  in previous draft) 

CUT OFF BI-MONTHLY. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF 
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Schedule 7349, Marine Corps Total Force System (MCTFS) Records 

ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of records 
that are created on electronic mail and word processing systems and used solely to generate a 
recordkeeping copy of the records covered by the other items in this schedule Also includes electronic 
copies of records created on electronic mail and word process1Dg systems that are ma1Dtained for updat1Dg, 
revision, or d1ssem1Dation 

a Copies that have no further adm1Distrative value after the recordkeeping copy is made. Includes 
copies mainta1Ded by 1Dd1v1duals ID personal files, personal electronic mail directories, or other 
personal directories on hard disk or network drives, and copies on shared network dnves that are 
used only to produce the recordkeeping copy 

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORD KEEPING COPY HAS BEEN 
PRODUCED. 

b. Copies used for d1ssem1Dat1on, revision, or updat1Dg that are maintained ID addition to the 
recordkeep1Dg copy. 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 
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SCHEDULE 7360, FOREIGN MILITARY SALES (FMS) RECORDS 
This schedule 
-- governs disposition of records pertammg to Foreign Military Sales (FMS) acttv1ties. The records listed 
m this schedule are from those offices performing financial management on FMS cases (Reference· 
Fmanc1al Management Regulation, DoD 7000 14-R, Volume 15, Chapter 6); and 
-- covers records created by computer operators, programmers, analysts, systems adm1mstrators, and all 
personnel with access to a computer 

NOTES: I TIIIS schedule mcl11des electrenie , ers1ens ef reeerds creeled l,�• eleelren1e m111I, '1'1'9Fd pFeeessm�her 
office automation applications, such as spreadsheet and presentation applications. 

2 - The d1spos1tion specified under the appropriate rule will be nonelectromc version of the file. 
3 - Electromc version of records ere me mall , word processmg, and other office automation 

ap he e ed \\hen the file copy is generated or when no longer needed for reference or 
ting;-wluclteYtt-ts-11tte 

CASE FILES 

a Ongmal or office copies of FMS case documentation ( See NOTE 4*) to mclude letter 
of request, pricing data, correspondence, financial analysts/termination liability worksheets, Defense 
Requirements Survey Report, letter of mtent, letter of offer and acceptance, mod1ficat10ns and 
amendments, Memorandum of Understanding (MOU)or Memorandum of Agreement (MOA), ,, ; \ 
Congressional notification, financial control documents, Implementation Directives, DSAA 1200 system 
documentation, execution documentation, special logistics documentation, shtppmg/control records, ;(:',\ � 
management reviews, case closure documentat1on, and reopened case documentation. (Item l in previous 1>--'�<0'3(_>,.U::..'.: _; 

J. · '\, Idraft) q,,'v--t �·, · . i}' ef)30 �f-.-\1,I? ,\ "v-� · ,\. 
CUT OFF AT END OF FISCAL YEAR IN WHICH CASE CLOSED. DESTROY KYEARS-

.J>AFTER CUTOFF. l-AFU-�0-3, AFMAN 39-13�, Tl97-3, R5') (
�tu\- :;1ol - q5 - I r, !> l l'\f 5015'". \ > q40,  05) ) �..,r ---9�' 0-,t

v�,:"?r 1Ji>
�:rNOTE: ct •  paragraph 060201 of referenced regulatwn. 

b All FMS electronic 1magmg data stored by FMS case designator. (Rule 2 m prev10us
draft) 

CUT OFF AT END OF FISCAL YEAR IN WHICH CASE CLOSED. DESTROY 1 0  YEARS 
AFTER CUTOFF (Nl-AFU-90-3, AFMAN 37-139, T l 77-3, R7) �----------.../ 

2 FMS REPORTS Reports, such as detailed balance of payment transactions affectmg funds 
disbursed and/or collecteo. FMS forecast of deltveries report, part I-status of open cases quarterly report, 
part II-status of closed cases only annual report, and Reports of Status of Funds or Execution 

a OF AS-DE (Rule 3 m previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 1 0  YEARS AFTER CUTOFF (Nl-AFU-90-3; 

b OPLOCs and DAOs (Rule 4 in previous draft) 

CUT OFF WHEN SUPERSEDED. DESTROY UPON CUTOFF (Nl -AFU-90-3, AFMAN 37-139, 
T 1 6-1, RrI 0) '-------------' 



CUT OFF AT END On:1se,.L YEAR IN W111c11 ALLOCATED. DESTRoy 5 YEARS AFTER 
CUTO:fi'ti". (GRs 5, Item 3a) 
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CUTOFF (Nlr-AFU-90-J;  AFMAN 37-139, Tl77-3, Rri 3) �---------� 

FMS ADMINISTRATIVE BUDGET 

a Originals or copies of documentation relating to estimating, d1stnbU1.u:i.e-:-fflTI:te:icec 
the budget (Rule 5 in previous draft) 

b Equ1pmt'nt inventory records for items purchased under the FMS Admimstrat1ve Budget 
(Rule 6 in previous draft) 

CUT OFF WHEN SUPERSEDED. DESTROY UPON CUTOFF. 

4 FMS CONTRACT FILES Copies of Paying or Accounting Office Contract files containing 
FMS fund c1tat10ns (Rule 7 in previous draft) 

CUT OFF AT END OF FISCAL YEAR IN WHICH CONTRACT IS CLOSED. DESTROY 10  
YEARS AFTER CUTOFF 

5 FMS COLLECTION AND DISBURSEMENT VOUCHERS 

a. Original collection and disbursement vouchers (Rule 8 in previous draft) 

CUT OFF AT END OF MONTH IN WHICH CASE IS CLOSED. DESTROY 10 YEARS AFTER 
CUTOFF (Nl-AFU-90-3 , AFMAN 37-139, Tl77-3 , Rl2) �---------� 

b Copies of vouchers and supporting records maintained centrally foQJr:;:e.seareh-aiiiaa 
purposes (Rule 9 in previous draft) 

CUT OFF AT END EAR IN WHICH RECONCILIATION COMPLETE. DESTROY 
_L��ttF1TER CUTOFF. (GRS 6, Item l b) 

6 FMS BILLING DOCUMENTATION 

a Copies of statements of FMS transactions submitted to foreign governments and 
supporting documentation consisting of various computer listings and related correspondence, delivery, 
and case control hstings. (Rule IO in previous draft) 

CUT OFF AT END OF FISCAL YEAR IN WHICH CREATED. DESTROY IO  YEARS AFTER 
CUTOFF (N I -AFU-90-3, AFMAN 37-I39, Tl 77-3, R9) �--------� 

b. Microfiche of statements ofrFMS transactions submitted to foreign governments and 
supporting documentation consisting ofrvanous computer hstings and related correspondence dehvery and 
case control hstings (Rule 11 in previous draft) 

CUT OFF AT END OF FISCAL YEAR IN WHICH CREATED. DESTROY 10 YEARS AFTER 
CUTOFF. (Nl-AFU-90-3; AFMAN 37-139, Tl 77-3, R9) '-------------' 

7 COMMAND REIMBURSEMENTS. Command lists, accounts payable hsts, non-interfund 
transaction hsts, and other products supporting FMS reimbursements to commands (Rule 12 in previous 
draft) 

CUT OFF AT END OF FISCAL YEAR IN WHICH CREATED. DESTROY 10 YEARS AFTER 
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8 ARMY AND NA VY LOAD MATERIAL lmt1al load cumulative ltst, case spread sheets, audit 
notes, FMS transactions, and related documentation. (Rule 13 m previous draft) 

CUT OFF AT END OF FISCAL YEAR IN WHICH CREATED. DESTROY 10 YEARS AFTER 
CUTOFF. (Nl-AFU-90-3 , AFMAN 37-139, T l 77-3, Rl6) '-------------' 

9 INTERFUND BILLS FOR FMS CUSTOMERS Buyer and seller listings, transactions, and 
data (Rule 14 m previous draft) 

CUT OFF AT END OF FISCAL YEAR IN WHICH BILL CLEARS. DESTROY 1 0  YEARS AFTER 
CUTOFF 

10 ARMY INTERFUND. 8111mg data which consists of Army Input Totals List, reJected Army 
interfund transactions, Army interfund unmatches by product control number (PCN), register of delete out­
of-balance actions taken, m-balance summary cards ltst, retail stock loss allowance transactions, interfund 
zero balance hstmgs, unidentified mput to Deputate for Security Assistance converter, FMS interfund 
summary transactions, ht! ,ory file, and other records pertaining to Army mterfund. (Rule 1 5  m previous 
draft) 

CUT OFF AT END OF FISCAL YEAR IN WHICH BILL CLEARS. DESTROY 1 0  YEARS AFTER 
CUTOFF 

1 1  REPORTS OF DISCREPANCIES (RODs) Financial RODs and related correspondence 
(Rule 16 in previous draft) 

CUT OFF AT END OF FISCAL YEAR AFTER DISCREPANCY IS RESOLVED. DESTROY 10 
YEARS AFTER CUTOFF. (Nl-AFU-90-3 , AFMAN 37- 139, Tl 77-3, R l5) 

12  ACCOUNTS RECEIVABLE AND PAY ABLE CASE FILES International and 
mtragovemment accounts contaming basic accounting records, related postmg records, reports, 
correspondence, copies of agreements between US and foreign countries or international organizations 
(ongmals at Department of State), evidence support rendered or received, and collection and payment 
actions. (Rule 17 in previous draft) 

CUT OFF A 1, �ND OF FISCAL YEAR IN WHICH FINAL ACTION OR PAYMENT IS MADE. 
DESTROY YJYEARS AFTER CUTOFF. (See NOTE .4*) ( ft.)\- "3lol-96- \ � l)\.&) 5015". I  ifiD '\40. � 

NOTE: :l * D?f:t destroy until all corrective actions re�ired by any audit have been accomplished. ) 

13 SHIPPING RECORDS Machine listings, material inspection and receivmg report (DD Form 
250), country transaction report, and comparable and related records pertainmg to accountmg for 
expenditures incident to the Direct Forces Support Programs, Common Items Programs, Excess Program, 
Foreign Military Fac1ltt1es Program, Off Shore Procurement Program, and the FMS Program (formerly the 
Reimbursable Aid (RMA) Programr) (Rule 1 8  in previous draft) 

CUT OFF AT END OF FISCAL YEAR IN WHICH CASE CLOSED. DESTROY 10  YEARS 
AFTER CUTOFF (NI-AFU-90-3, AFMAN 37- 139, Tl77-3, R4) '-----------_/ 
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Schedule 7360, Foreign Military Sales (FMS) Records 

ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of records 
that are created on electronic mail and word processmg systems and used solely to generate a 
recordkeepmg copy of the records covered by the other items m this schedule Also mcludes electronic 
copies of records created on electronic mail and word processmg systems that are maintained for updatmg, 
revision, or dissemination 

a Copies that have no further admm1strative value after the recordkeepmg copy is made Includes 
copies maintained by md1viduals m personal files, personal electronic mail directories, or other 
personal directories on hard disk or network drives, and copies on shared network dnves that are 
used only to produce the recordkeeping copy 

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN 
PRODUCED. 

b. Copies used for d1ssemmation, revis10n, or updatmg that are maintamed m addition to the 
recordkeeping copy. 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 
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SCHEDULE 7400, REVOLVING FUND RECORDS 
governs d1spos1tion of records pertaining to the revolving fund 

(Reference. Fmancial Management Regulation, DoD 7000.14-R) 

NOl'ES. I - 'fhls schedule mclades elechonic 1e1s1011s of�I, •;rnrd proeessing, and ol�r-
oflice automation applications, such as spreadsheet and presentation ap hcaf 

2 - The d1spos1t1on specified under the appropriate o the nonelectronic version of the file. 
3 - Electronic versio Pd y electronic mailo, word processing, and other office automation 
-appl ca ions will be deleted when the file copy 1s generated or when no longer needed for reference or 

-----pdattng;-wh�Mvertt-b....,.,-----------------------

1 INDUSTRIAL FUNDS (maintained at DFAS Centers and Accountable Stations) 

a Printmg requis1t1ons (Rule I m previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 1 YEAR AFTER CUTOFF (Nl-AFU-90-3, 

b Ledgers (subsidiary and detail), registers, trial balances, requisitions, movement records, 
and supporting books of original entry) (Rule 2 m previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 2 YEARS AFTER CUTOFF (See NOTEA�•) 
(Nl-AFU-90-3 , T177-4, R2) ,__ ________ ___, 

2 STOCK FUNDS 

a Subsidiary ledgers, Journal vouchers, books of ongmal entry (includmg commissary 
Journals) (maintamed at DFAS Centers and Accountable Stations) (Rule 3 m previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 2 YEARS AFTER CUTOFF. (See NOTEA�•) 
(Nl -AFU-90-3 ,  Tl77-4, R2) ,__ _________ __, 

b Computer hstmgs of Accountable Station input comprised of prevalidat10n, ed1 
stock record account number status, out-of-balance, and m-balance (mam Centers) (Rule 4 
m previous draft) 

3 GENERAL LEDGERS. Books of final entry (manual and machme form ledgers) R 
previous draft) 

CUT OFF AT END OF1F]ISDU.-¥E:�:7)EESS'TflRR◄OY 6 YEARS, 3 MONTHS AFTER CUTOFF 
(GRS 

NOTE: :l * Destroy these records in annual blocks and only if there are no outstanding discrepancies for which corrective 
actions are prescribed by servicing DFAS Center. 
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4 FINANCIAL STATEMENTS 

a. Monthly. quarterly, semi-annual and annual financial statements such as statement of 
financial condition, change in capital of the fund, etc., and division trial balances (maintained at DF AS 
Centers). (Rule 6 in previous drafts) 

CUT OFF AT END OF FISCAL YEAR. DESTROY S YEARS AFTER C UTOFF. (Nl-AFU-90-3 ; 
AF1\-1AN 37- 139, T l 77-4, R6.0 l) '-----------....,, 

b. Copies of statements (maintamcd at Accountable Stations). (Rule 7 in previous draft) 

CUT OFF AT END OF FlSCAL YEAR. DESTROY 1 YEAR AFT£R CUTOFF. (Nl -A.FU-90-3 , 
AFMAN 37- 1 39. T l 77-4, R6) 

c. Year-end statements (maintained at Accountable Stations) (Ruk 8 in previous drafc) 

C lJT OFF AT END OF FISCAL YEAR. DESTROY 5 YEARS AFTER CUTOFF. a,-;l-AFU-90-3 ; 
AFMAN 37-139, Tl 77-4, R5) 

5 STANDARD MATERIEL ACCOUNTING SYSTEM (01100/BJ) PRODUCTS (maintained at 
OPLOCs and DAOs) 

a. Records used to identify authorized users of the system and to list transaction validation 
tables at base level which consist of: Fund Code Table (UEO), General, Ledger AccowiL Description Ta 
(UFO), List of Authorized SMAS Users (UMO), List of Modified SMAS Users (UMl), Proof of ounts 
Table (UHO), Sales Code Description Table (UGO), Transaction TD Code Table Report. e 9 in 
prev10us draft) 

CUT OFF AT END OF FISCAL YEAR DESTROY 2 YEAR 
a:ad GRS 20, Item:; le. le, aad 3a) 

b. Records used to effect y reporting, perform monthly reconciliations. or satisfy 
research requirements which cons1 Aerospace Guidance and Meteorology Center File OBJKDA), AF 
Stock Fund Trial Balance .rt File (OBJSBA), Air Force Matenel Command File (OBJKEA), Detail 
Record vs GLA Re 1 iation List (VMO), Followup co Depot File (OBJTDB), Medical Materiel 

port File (OBJSVA), Selective Transaction History (SQO). (Ru1e l O in previous draft) 

UT OFF AT END OF FISCAL YEAR DESTROY 3 YEARS AFTER CUTOFF. (GRS 6, Item Sb; 
ima GR� 20, :kem 3a) 

c Voucher for Transfers Between Appropriations and/or Funds (UA�-~ 

transfer of funds (billings). (Rule I 1 in previous draft) 

CUT OFF AT END �:JSt:A°LYEAR. DESTROY 6 YEARS, E MONTHS AFTER CLOSE OF 
JX-l�NHTCiHff:FINAL PAYMENT WAS MADE, PROVIDED THERE ARE NO DISCREPANCIES 

FOR WHICH CORRECTlVE ACTION IS PRESCRIBED. (GRS 6, Item la; Bftd GRS 2Q,'l�effl .3n) 

d. Daily Transaction History (S00), Reject Suspense (TCO) used to validate the results of 
daily transaction processing. (Ruk 12 in previous draft) 

CUT OFF AT END OF MONTH. DESTROY 3 MONTHS AFTER CUTOFF. (GRS 20, lceffl le) 
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e. AF Stock Fund Report Requests (UKO), Daily Processing Summary Section 1 (FLO), 
Daily Processing Summary Section 2 (FMO) used to validate interface transaction input and output. (Rule 
13 m previous draft) 

CUT OFF AT END OF MONTfl. DESTROY 3 MONTHS AFTER CUTOFF. (GRS 20, Hem l'e) 

f. Records used to perform and document required reconciliations and pro-. 1de SMAS 
database information to other users for further analysis which consist of: Accounts Receivable Detail 
(SNO), Accounts Receivable Summary List (SCO), Acquisition Fund Control Report (SSO), ock 
Fund Approved Operating Program (SGO), AF Stock Fund Approved Operating Pro!IT tarns (SFO). 
AF Stock Fund TMR/GLA Reconciliation (SJO), AF Stock Fund Obligation Fl eport (SKO). Bill 
Nwnber Log (UBO), BNR 1 50 Day Followup List (YOO), BNR 60 D o lowup List (VCO), Cost of 
Operations Division Sales Report (HFO), Daily lnterfund Proc · g Control List (VHO), Due-Out 
Reconciliation Report (HBO). Follov,up to Depot (VB , nterfund Accounts Payable Open Item List 
(VJO). Inventor)' Reconciliation Report (HAO LOG Due-In vs SMAS Interfund Detail 
Reconciliation List (VNO), MILSTRIP earch and Followup List (YEO), Reimbursable Issues/Sales & 
Creditable Returns Analysis (S , cock Fund Inventory Management Report (STO), Transaction 
Stratification (SEO), U cessed lntcr[und Detail Transactions (VGO). (Rule 14 in previous draft) 

g. AF Stock Fund Proof of Accounts (SRO), AF Stock Fund Trial Balance (SAOu.....i;)etc� 
ReJeCL List (VTO), Medical Materiel Management Report (RCS: HAF-SGS(lv , Monthly 
Transaction I-llstoI)' (SPO), Post Closing Audit Listing S10). m previous draft) 

CUT OFF AT END OFnF AR. DESTROY 3 YEARS AFTER CUTOFF, PROVIDED ANY 
CORRECIJl'lE-;J;"CTJON REQUIRED BY AUDIT HAS BEEN ACCOi\lPLISHED. (GRS 6. Item 

; e:nd GRS 29, lteFfl 3b) 

h. Collection Voucher Log (UCO), Disbursement Voucher Log (UDO). __IB�=-U�:-----
prev1ous draft) 

6 STANDARD :MATERIAL ACCOUNTING SYSTEM (SMAS) (maintained at Accountable 
Stations) 

a .  Matenel accountant erro'rs/messages; stock fund managers' errors/messages. (Rule 17 in 
previous draft) 

CUT OFF AT END OF MO.'.'JTH. DESTROY 30 DAYS AFTER CUTOFF. (N l-Afl.J-90-3; AFMAN 
37- 1 39, Tl 77-4, R9) ......_________ __, 

b Processing control. (Rule 1 8  in previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 1 YEAR AFTER CUTOFF. (N l -AFU-90-3 : 
AFMAN 37-139. Tl77-4, RlO) _____________, 

c. General ledger audit update. (Rule 19  in previous draft) 

CUT OFF AT END OF FISC ARS, 3 MONTHS AFTER CUTOFF. 



( 
) 
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) 

(NI-AFU-90-3, AFMAN 37-139, T177-4, R l l )  '-----------' 

AFMAN 37-139, T 177-4, R12) �----------� 

d. Trial balance, proof of accounts (Rule 20 m previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 2 YEARS AFTER CUTOFF (See NOTEr�*) 

NOTE: 4 • Destroy these records in annual blocks and only if there are no outstanding d1screpanc1es for which corrective 
actions are prescribed by servicing DFAS Center. 

e Consolidated payment history hst (Rule 21 in previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY I YEAR AFTER CUTOFF (NI-AFU-90-3, 

7 SELLER INTERFUND BILLS -- NON-FMS (See NOTErS*) 811ls distributed to buyers 
(maintained at Accountable Stations) (Rule 22 m previous draft) 

CUT OFF AT END OF FISCAL YEAR IN WHICH BILLED DESTROY 1 YEAR AFTER CUTOFF 
(Nl-AFU-91-13; AFMAN 37-139, T177-4, R13) 

NOTE: S * Transfer annotations prior to destruction. 
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Schedule 7400, Revolving Fund Records 

ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of records 
that are created on electronic mail and word processing systems and used solely to generate a 
recordkeepmg copy of the records covered by the other items in this schedule Also includes electronic 
copies of records created on electronic mail and word processing systems that are mamtained for updating, 
revision, or dissemination 

a. Copies that have no further administrative value after the recordkeeping copy is made. Includes 
copies mamtamed by individuals m personal files, personal electronic mail directories, or other 
personal directories on hard disk or network drives, and copies on shared network dnves that are 
used only to produce the recordkeeping copy. 

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN 
PRODUCED. 

b. Copies used for d1ssemmat1on, rev1S1on, or updating that are maintained in addition to the 
recordkeepmg copy 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 
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SCHEDULE 7600,
INTERNAL AUDIT AND INSPECTION RECORDS, 

governs disposition of records pertaining to audits and inspections done to evaluate effectiveness and 
economy of DF AS operations, methods, and procedures (maintained in DF AS offices responsible for 

performing audits or inspections, unless otherwise noted) 
(Reference: Financial Management Regulation, DoD 7000.14-R, Volume 15) 

NOTES. I - 'fins schedule mchtdu elceh on1e , ersions of Ie�d "' eleetronie 111e1I, we Pd jlFeeessmg.and etheF­
office automation apphcations, such as spreadsheet and presentation apphcat1ons. · 2 - The disposition specified under the appropriate rule will e nonelectromc version of the file. 

3 - Electronic version of records c romc mailA, word processmg, and other office automation 
a I e eted when the file copy is generated or when no longer needed for reference or 

Mtt1tte .  

1 AUDIT/INSPECTION PROGRAMMING Records pertaining to planning, organizing, 
directing, and controlling the audit or inspection program. Includes schedules, resources planne r 
expended for the program, plans for the conduct of a specific audit, inspection 1tineranes, tea personnel
rosters, and similar records 

CUT OFF WHEN SUPF.RSEDED OR OBSOLETE. DESTROY ON CUTOFF (Nl-507-93-2, Item 
185) 

2 REPORTS OF AUDIT. Report created upon completion of an d1t to show findings, 
recommendations, and similar information and to track followup act10 taken to correct identified 
deficiencies 

CUTOFF WHEN ALL DEFICIENCIES HA VE BEEN C ECTED. DESTROY 2 YEARS 
AFTER CUTOFF (Nl-507-93-2, Item 186) 

3 eports of audit (held by mstallation commanders or 
their staff) 

CUT OFF WHEN PURPOSE HAS BE SERVED. DESTROY UPON CUTOFF (Nl-507-93-2, 
Item 187) 

4 . Documented worksheets, minutes of meetings, and reports addressmg 
the risk of assessable units. 

ETION OF VULNERABILITY ASSESSMENT. DESTROY 5 YEARS 
(N 1-507-93-2, Item 188) 

Letters stating compliance or noncomphance with internal 

OFF ON COMPLETION OF NEXT COMPARABLE STATEMENT. DESTROY 5 YEARS 
TER CUTOFF. (N1-507-93-2, Item 189) 

6 ANNUAL STATEMENT OF ASSURANCE SENT TO SECDEF (RCS: DD-COMP (AR) 
1618) Annual reports including description of evaluation report of material weakness, status of corrective 
action and other similar records (maintained at DF AS HQ) 

CUT OFF ON COMPLETION OF NEXT COMPARABLE STATEMENT. DESTROY 5 YEARS 
AFTER CUTOFF. 
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Schedule 7600, Internal Audit and Inspection Records 

ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electromc copies of records 
that are created on electronic mail and word processmg systems and used solely to generate a 
recordkeepmg copy of the records covered by the other items in this schedule Also includes electronic 
copies of records created on electronic mail and word processing systems that are maintamed for updatmg, 
rev1s1on, or d1ssemmation 

a Copies that have no further admm1strat1ve value after the recordkeeping copy is made Includes 
copies maintamed by indlVlduals m personal files, personal electronic mail drrectones, or other 
personal directories on hard disk or network dnves, and copies on shared network drives that are 
used only to produce the recordkeepmg copy. 

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN 
PRODUCED. 

b Copies used for d1ssemmation, revrsron, or updating that are mamtamed in addrtron to the 
recordkeepmg copy 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 
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SCHEDULE 7700, REPORTS OF SURVEY,
governs disposition of records pertaining to reports of survey (ROS) and related documents (maintained in 

DF AS Centers, unless otherwise noted) 
(Reference Financial Management Regulation, DoD 7000.r14-R and 

Accounting and Reporting for Government Property Lost, Damaged or Destroyed, DoD 7200 I 0-M) 

NOTES. I - Tl11s schedule mcladu clcch 0111c +crsions of records ere11ted by eleetrenie-m�sing.-and--Othei:­
office automation applications, such as spreadsheet and presentation ap he 

·· 2 - The disposition specified under the appropriate r e to the nonelectromc Hrsion of the file. 
3 - Electronic version o y electronic mail , word processing, and other office automation 

ions will be deleted when the file copy is generated or when no longer needed for reference or 
----.,mdahng, .. hie he, er 1s l11teP. 

1 CASE FILES 

a Records used in heu of, and correspondence pertaining to, lost, damaged, or d""n�� 
government-owned or leased property, invest1gat1ons and reviews of facts and CII:Q.l.ffl'Srances involved, 
assessment of financial habihty and actions on waivers and ap e�....-.,�, o , actions taken on debts 
resulting from assessments. (Rule I in previous 

YCLE. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF. (GRS 6, 

b Retained copies of reports of survey or records and related correspondence (Item 2 in 
previous draft) 

CUT OFF ON FINAL ACTION. DESTROY 2 YEARS AFTER CUTOFF (Nl-AFU-90-3 , AFMAN 
37-139, T23-23, R2) �---------� 

c Retained copies of reports of survey or records used to support supply system stocks 
inventory adjustment vouchers, or adjustment to in-use accountable property record items (Rule in 
previous draft) 

CUT OFF ON FINAL ACTION. DESTROY 2 YEARS AFTER CUTOFF (Nl-AFU-90-3 , AFMAN 
37-139, T23-23, R3) '-----------� 

d Retained copies ofrreports of survey or records pertaining to damage to government 
motor vehicles (Rule 4 in previous draft) 

CUT OFF ON FINAL ACTION. DESTROY 3 YEARS AFTER CUTOFF (NI-AFU-90-3; AFMAN 
37-139, T23-23, R4) '-----------� 

e Retained copies of reports of survey or records used to support assessment of financial 
hab1hty (maintained at Accountable Stations) (Rule 5 in previous draft) 

CUT OFF ON COLLECTION OF ASSESSMENT OR VOIDANCE OF FINANCIAL LIABILITY. 
DESTROY 1 YEAR AFTER CUTOFF (Nl -AFU-90-3 , AFMAN 37-139, T23-23, R5) 

2 REGISTERS Form registers and comparable forms that provide a complete record of each 
report of survey (maintained at DFAS Centers and Accountable Stations) (Rule 6 in previous draft) 

CUT OFF ON TERMINATION OF REGISTER. DESTROY 1 YEAR AFTER CUTOFF (Nl-AFU-



( 

3 

AFMAN 37-139, T23-23, R7) �--------� 

GAO NOTICES Notices of except10ns that are issued by GAO against disbursing and 
accounting officers charged with appropriated funds (maintained at DFAS Centers and Accountable 
Stations) (Rule 7 in previous draft) 

CUT OFF AFTER GAO CLEARANCE. DESTROY 1 YEAR AFTER CUTOFF. (Nl -AFU-90-3, 



l 
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Schedule 7700, Reports of Survey 

ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of records 
that are created on electronic mail and word processing systems and used solely to generate a 
recordkeepmg copy of the records covered by the other items in this schedule Also mcludes electronic 
copies of records created on electronic mail and word processing systems that are maintained for updating, 
rev1s10n, or dissemmation 

a. Copies that have no further admm1strative value after the recordkeepmg copy is made Includes 
copies mamtamed by ind1v1duals in personal files, personal electronic mail directories, or other 
personal directories on hard disk or network drives, and copies on shared network drives that are 
used only to produce the recordkeeping copy 

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN 
PRODUCED. 

b Copies used for d1sseminat10n, revision, or updating that are maintained m addition to the 
recordkeepmg copy. 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 
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SCHEDULE 7705, 
FINANCIAL PROPERTY ACCOUNTING RECORDS, 

governs disposition of records pertaining to financial property accounting 
(Reference Financial Management Regulation, DoD 7000-14R) 

· NOTES. I - 'fins schedutrinrludn-dcctnmfC"'ftniom-of1 cco1 ds c1 cattd b) eleetron1e n1111I, .. ord proeessrng, end other 
office automation apphcahons, such as spreadsheet and presentat�io:n.!a�pp�l�ic�at�io�n�s��====-

= 
-

2 - The disposition specified under the appropriate rule will red lO Ifie nonelectromc version of the file. 
3 - Electronic version of recor� romc mail , word processing, and other office automation 

�1-bnJeTeieii'when the file copy 1s generated or when no longer needed for reference or 
--------npdatmg;"Wtnehcvcrirlatcr.------------------------. 

AUTOMATED RECORDS (maintained at DF AS Centers and Accountable Stations) 

a Detail and summary records (Rule 1 in previous draft) 
0-M.&... lfd._ � 1" 'c.. tt PoJJ 

CUT OFF� RECONCILIATION. DESTROY tJt>ON CUTOFF (NI-AFU-90-3, AFMAN 37-139, 
T l  77-13, Ri ) <�---------� 

b Listings and tabulations (Rule 2 in prev10us draft) 
tw.cl D�L.�.-1� U.PDtJ 

CUT OFF ON"RECEIPT OF NEW LISTING. DES'.fROY UPON CUTOFF. (NrI-AFU-90-3, 

BASIC TRANSACTIONS (maintained at Accountable Stations) 

a Financial inventory accounting (FIA) forms and records, requ1sit1ons, and shipping 
records, issue and tum-in slips, reconciliation and adjustment vouchers, and other pertinent documents 
(Rule 3 in prev10us draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 2 YEARS AFTER CUTOFF (Nl-AFU-90-3; 
AFMAN 37-139, T l77-13, RS) (1 year increase in proposed retention) �------------' 

b FIA monthly and/or quarterly reports, operating statements, special reports and analyses, 
and other pertinent reports. (Rule 4 in prev10us draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 2 YEARS AFTER CUTOFF (Nlr-AFU-90-3, 
AFMAN 37-139, T l77-13, R6) (1 year increase in proposed retention)r�----------_./ 
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Schedule 7705, Financial Property Accounting Records 

ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of records 
that are created on electronic mail and word processmg systems and used solely to generate a 
recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic 
copies of records created on electronic mail and word processing systems that are maintained for updating, 
revision, or dissemination. 

a Copies that have no further administrative value after the recordkeeping copy 1s made Includes 
copies mamtamed by individuals in personal files, personal electronic mail directories, or other 
personal directories on hard disk or network dnves, and copies on shared network dnves that are 
used only to produce the recordkeeping copy. 

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN 
PRODUCED. 

b Copies used for d1ssemmat10n, revision, or updating that are maintained in addition to the 
recordkeepmg copy 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 



e electronic mail and word processing applications will be 
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AFMAN 37-1 39, T 1 77- l ,  R5) �----------� 

AFMAN 37- 1 39, T l 77- l ,  R6) �-----------' 

SCHEDULE 7710, 
FINANCIAL STATEMENTS AND CONTROLLED REPORTS, 

governs disposition of records pertaining to financial statements and 
controlled accounting and finance reports 

(Reference Financial Management Regulation, DoD 7000 14-R) 

NOTES. I - 'fhls schedule includes , ecmds grne1atcd 111th i,01d proecssmg an&eleetrome-ma.1-1tpphe11tions.--
2- The d1spos1hon will be applied to the official file as rnd1cat 

1 CONSOLIDATED STATEMENTS AND REPORTS 

a Records reflecting on allocations, appropriations, net disbursements, reimbursements, 
trial balances, accountability, financial material, v10lations, costs, expenses, m ihtary and c1v1lian pay, 
medical income and equipment data, foreign mil itary sales, real property, supporting records, and related 
schedules (maintained at DFAS Centers and Accountable Stations) (Rule 1 in previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 10  YEARS AFTER CUTOFF (N le-AFU-90-3 ; 
AFMAN 37-1 39, T 1 77- 1 ,  R� (5-year increase in proposed retent10n) '------------_J 

b Consol idated statements and reports related to expired and merged 
(maintained at Accountat 1e Stations) (Rule 2 in previous draft) 

CUT OFF AT END OF FISCA��·" HICH APPROPRIATE ACCOUNT IS CLOSED OR 
ALL OBLIGA HE CLOSED ACCOUNT ARE LIQUIDATED. DESTROY 6 YEARS, 3 

AFTER CUTOFF. (GRS 6, Item l a) 

2 STATEMENT OF ACCOUNT ABILITY SF 12 1 9, or comparable forms and support· 
records reflectmg summarizations of all collect10ns, disbursements, and transfers fo account month 
(maintained at Accountable Stations) (Rule 3 in previous draft) 

CUT OFF AT END OF FISCAL YE 
NOTE .4.*) (GRS 6, Item la 

:l * Destroy these records in  annual blocks only 1 f  there are no outstandrng discrepancies for wh,ch corrective 
actions are prescribed by servicing DFAS Centers. 

3 STATEMENT OF DESIGNATED DEPOSITORY ACCOUNT Original SFs 1 149 and 
supporting records, such as negotiated or cancelled checks (or certified hsts), bank statements, check 
reconc1hat1on listings, and related papers (maintained at DF AS Centers) (Rule 4 in previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 6 YEARS AFTER CUTOFF (N le-AFU-90-3; 

CONTROLLED REPORTS Correspondence and other papers relating to reports that include 
but are not limited to survey code reports, surety bond report, containing data required by DFAS for 
subm1ss1on to other government agencies and Congress 

a. DFAS Centers (Rule 5 in previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 2 YEARS AFTER CUTOFF (NeI -AFU-90-3, 

4 
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3 ,  AFMAN 37-139, Tl77-1, R 9) '-----------' 

3,  AFMAN 37- 1 39, Tl77-1, R S)r'-----------' 

6 

AFMAN 37- 1 39, T 1 77- 1 0,rR 1  ) �---------� 

b. Accountable Stations. (R ule 6 in previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY I YEAR AFTER CUTOFF (NI-AFU-90-3 , 

REPORT OF ACCOUNTING AND FINANCE ACTIVITIES (RAF AS) Workload and 
manhour data 

a. DFAS <;:enters (R ule 7 m previous draft) 

CUT OFF AT END OF ,:ALENDAR YEAR. DESTROY 5 YEARS AFTER CUTOFF. (Nl -AFU-90-

b. Accountable Stations (R ule 8 m previous draft) 

CUT OFF AT END OF CALENDAR YEAR. DESTROY 2 YEARS AFTER CUTOFF. (Nl -AFU-90-

USER CHARGES REPORTS AND REPORTS OF SERVICES RENDERED 

a Consolidated reports, feeder reports, correspondence, and related data (maintained at 
DFAS Centers) (R ule 9 m previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 5 YEARS AFTER CUTOFF. (Nl-AFU-90-3 , 

b Copies of consolidated reports, feeder reports, correspondence, and related data 
(mamtamed at Accountable Stations). (R ule 10 in previous draft) 

CUT OFF ON COMPLETION OF FOLLOW-ON REPORT. (See NOTErS.*) DESTROY UPON 
CUTOFF (Nl-AFU-90-3, AFMAN 37-139,T177-10, R2) �---------� 

NOTE � • If the report contains d1screpanc1es, destroy 1 year after d1screpanc1es are reconciled by servicing DFAS 
Centers. 



Schedule 7710, Financial Statements and Controlled Reports 

1,£ ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electromc copies of records 
that are created on electromc mail and word processmg systems and used solely to generate a 
recordkeeping copy of the records covered by the other items in this schedule. Also mcludes electronic 
copies of records created on electronic mail and word processing systems that are maintained for updatmg, 
revision, or d1ssemmation 

a. Copies that have no further administrative value after the recordkeeping copy 1s made. Includes 
copies maintained by md1viduals m personal files, personal electronic mall directories, or other 
personal directories on hard disk or network drives, and copies on shared network drives that are 
used only to produce the recordkeepmg copy 

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN 
PRODUCED. 

b Copies used for dissemination, rev1s1on, or updatmg that are mamtamed in addition to the 
recordkeeping copy. 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 
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AFMAN 37-139, Tl77-14, R7) '------------� 

SCHEDULE 7740, LOGISTICS ACCOUNTING RECORDS, 
governs d1spos1t1on of records pertaining to accounting records at Logistics act1v1t1es only 

(Reference Financial Management Regulation, DoD 7000 14-R) 

NOTES: I Tlus schedule 1ncl11du eleetronie ,ers1011s efreeeFlls eFe11led IJy eleelre11ie m111�1!{H) 
office automation applications, such as spreadsheet and presentation a 

·2 - The disposition specified under the appro ria p ied to the nonelectronic version of the file. 
3 - Electronic versio e y electronic mail , word processing, and other office automation 

ca ions will be deleted when the file copy is generated or when no longer needed for reference or 
updating, whithtitl rs late1 . 

I BASIC TRANSACTIONS Cost ledger sheets, control registers, pro rata registers, recap1tulat10n 
work sheets and reconciliations used to record one year's  cost. 

CUT OFF AT END OF FISCAL YEAR. DESTROY I YEAR AFTER CUTOFF (NrI -AFU-90-3 , 

2 ELECTRONIC ACCOUNTING MACHINE (EAM) TRANSACTIONS AND 
TABULATIONS 

a Daily detail transactions (Rule 2 in previous draft) 

CUT OFF WHEN RECONCILIATION WITH PERIODIC SUMMARIES IS COMPLETE. 
DESTROY UPON CUTOFF (Nl-AFU-90-3 , AFMAN 37-139, Tl 77-14, R3) 

b Penod1c summary transactions (except budget Justification cost summary transactions), 
tabulations and correction sheets (Rule 3 in previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 1 YEAR AFTER CUTOFF (NI-AFU-90-3 , 

c Daily listings, when consolidated in monthly listings (Rule 4 in prev10us draft) 

CUT OFF AT END OF MONTH. DESTROY 90 DAYS AFTER CUTOFF. (Nl-AFU-90-3 , AFMAN 
37-139, Tl77-14, R6) ,._____________, 

3 HISTORICAL COST DAT A Summary costs by organization (operating cost reports), 
summary of cost by type production (budget justification cost summary cards), and special project costs 
(Rule 5 in previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY IO Y EARS AFTER CUTOFF. (Nl-AFU-90-3, 

MATERIEL ACCOUNTS PAY ABLE (MAP) MAINTENANCE AND REHABILITATION 
PROJECT RECORDS Detailed records pertaining to all maintenance and rehabilitation proJects on 
reimbursable military assistance sales (Rule 6 in previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 6 YEARS AFTER CUTOFF (NI-AFU-90-3 , 
AFMAN 37-139, T l 77-l4, R8) �-------------' 

4 
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AFU-90-3, AFMAN 37-1 39, T l 77- l ,  R I O)n'------------' 

AFMAN 37-1 39, T l 77- l ,  R l2) '------------' 

AFMAN 37- 1n39, T l 77- l ,  R l 3) '------------� 

Rl4) '---------------' AFMAN 37- 1 39, T l 77- ln, 

39, T l 77- l ,  R l 5) '------------� AFMAN 37- 1n

R&D JOB ORDER COST ACCOUNTING SYSTEM (JOCAS) 
a Job order estimates and Job order time sheets. (Rule 7 in previous draft) 

CUT OFF ON COMPLl TION OF JOB ORDER. DESTROY 6 MONTHS AFTER CUTOFF (N l ­

b. Records reflecting cost structure of Job order standard rates and manhour rates (Rule 8 
in prev10us draft) 

CUT OFF WHEN SUPERSEDED. DESTROY 1 YEAR AFTER CUTOFF. (Nl -AFU-90-3 , AFMAN 
37- 1 39 T l  77- 1 ,  R I  1 )  '------------.../ 

c JOCAS tables, register listings, detailed listings, and management reports (Rule 9 in 
previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 1 YEAR AFTER CUTOFF (Nnl -AFU-90-3, 

d Monthly job order register hstings other than last month of FY. (Rule I O  in previous 
draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 1 YEAR AFTER CUTOFF. (Nnl -AFU-90-3 ; 

e. Job ord, r master history hstmg (Rule 1 1  in previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 4 YEARS AFTER CUTOFF (Nnl -AFU-90-3; 

f JOCAS tables, detailed hstings, management reports, and the job order register listing for 
the last month of the FY. (Rule 12 in previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 4 YEARS AFTER CUTOFF (Nnl -AFU-90-3, 
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Schedule 7740, Logistics Accounting Records 

ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of records 
that are created on electronic mail and word processmg systems and used solely to generate a 
recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic 
copies of records created on electronic mail and word processing systems that are maintained for updating, 
revision, or d1sseminat1on 

a Copies that have no further administrative value after the recordkeepmg copy is made Includes 
copies maintamed by individuals m personal files, personal electronic mail directories, or other 
personal directories on hard disk or network drives, and copies on shared network drives that are 
used only to produce the recordkeepmg copy. 

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN 
PRODUCED. 

b Copies used for d1ssemmat10n, revision, or updating that are maintained in addition to the 
recordkeeping copy 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 
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SCHEDULE 7750, 
FINANCIAL STATEMENTS, SCHEDULES AND CONTROLLED 

REPORTS, 
governs d1spos1t1on of records pertaining to financial statements and 

controlled finance and accounting reports (maintained at DF AS Centers and OPLOCs) 
(Reference. Financial Management Regulation, DoD 7000 14-R) 

NOTES: I This sehellule inelulles eleelren1e '.'ers1ens ef reeeFlls ePe11led lly eleelFen1e m11111 weFd pFeeessing,anlHl 
office automation applications, such as spreadsheet and presentation a 

2 - The disposition specified under the appro ria p ied to the nonelectronic version of the file. 
3 - Electronic versio e y electronic mail , word processrng, and other office automation 

ca ions will be deleted when the file copy 1s generated or when no longer needed for reference or 
upd11llng, wlueh@"'@F 1s l11leF 

I CASH ACCOUNTING 

a Reports and supporting records showing cash accountability status of financial activities 
through disbursement and collection transactions (Rule I in previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 2 YEARS AFTER CUTOFF (NJ-AFU-90-3, 

b Year-end finals of above reports and statement of transactions and (foreign transactions) 
reports commitments, obligations, disbursement and collections (Rule 2 in previous report) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 4 YEARS AFTER CUTOFF (NI -AFU-90-3, 
AFMAN 37-139, 177-31, R2) �---------� 

c Consolidated certification and statement of reasons, countries, and amounts for contracts 
let in excess currency countries paid in dollars report (Rule 3 in previous report) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 5 YEARS AFTER CUTOFF (NI-AFU-90-3, 
AFMAN 37-139, T l  77-3 1, R3) �---------� 

2 APPROPRIATION ACCOUNTING DAT A Reports and supportmg records portr'""·,,_tfl"I> 
status of appropriated funds in terms of availability, commitments, obligatlon ements and 
collections (Rule 4 in previous draft) 

CUT OFF AT END OF FIS . DESTROY 6 YEARS, 3 MONTHS AFTER CLOSURE OF 
APPROPRI��.._,.._,OUNT OR LIQUIDATION OF ALL OBLIGATIONS IN THE CLOSED 

NT, WHICHEVER IS LATER. (GRS 6, Item l a) 

3 APPROPRIATION ACCOUNTING DATA-YEAR-END FINALS Reports ofrap r'QPl:llfttmn 
reimbursements year-end finals, reports of status of project by obligation allotment , ear-end fmals, 
report of budget execution finals, report of budget execut10n finals, a a report under Sect10n 1311, 
Supplemental Appropriation Act of 1955 (Public Law u e 5 in previous draft) 

CUT OFF AT END OF F�_,.,.._. EAR. DESTROY 6 YEARS, 3 MONTHS AFTER CLOSURE OF 
APPROPRIAD�rcouNT OR LIQUIDATION OF ALL OBLIGATIONS IN THE CLOSED 

NT, WHICHEVER IS LATER (GRS 6, Item l a) 
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AFMAN 37-139, Tl77-31, R7) '-----------� 

AFMAN 37- 139, Tl77-3l, R7) '------------' 

EXPENSE ACCOUNTING DAT A 
a Reports and supporting records showing the expense incurred m selected activities 

(Rule 6 in previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 4 YEARS AFTER CUTOFF (NI-AFU-90-3, 

b. Fourth quarter report of reimbursable property disposal expenses (Rule 7 in previous 
draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 5 YEARS AFTER CUTOFF. (NI-AFU-90-3, 

5 FINANCIAL STATEMENTS (GENERAL LEDGERS) 
a. Reports and supporting records showing the financial position of OF 

activities (Rule 8 m previous draft) 

CUT OFF AT END OF FISCAL YEAR. DESTROY 6 YEARS, 3 
(GRS 7, Item 2) 

b Fmancial statements required by T D  ·rcular 966, mdustnal fund statements and 
schedule for annual budget estimate for mdustria nd, stock fund statements and schedule for annual 
budget estimate for stock fund, and consoli ed tnal balance. (Rule 9 in prev10us draft) 

CUT OFF AT END OF FISC EAR. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF 
(GRS 7, Item 2) 

6 ANEOUS TYPE ACCOUNTING DATA A variety of reports and supportmg 
assified in rules I through 9. (Rule 10 in previous draft) 

T OFF AT END OF FISCAL YEAR. DESTROY 3 YEARS AFTER CUTOFF. (GRS 7, Item 4a) 
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Schedule 7750, Financial Statements, Schedules and Controlled Reports 

ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of records 
that are created on electronic mail and word processing systems and used solely to generate a 
recordkeepmg copy of the records covered by the other items in this schedule. Also mcludes electronic 
copies of records created on electronic mail and word processing systems that are mamtained for updating, 
revision, or dissemination. 

a Copies that have no further administrative value after the recordkeeping copy is made Includes 
copies maintained by individuals in personal files, personal electronic mail directories, or other 
personal directories on hard disk or network drives, and copies on shared network drives that are 
used only to produce the recordkeeping copy 

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORD KEEPING COPY HAS BEEN 
PRODUCED. 

b. Copies used for d1ssemmat1on, revision, or updating that are maintained m add1t1on to the 
recordkeeping copy 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 
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SCHEDULE 7755, LEDGERS, VOUCHERS, AND LISTINGS, 
governs disposition of records which are common to all functional areas within the a�countable station 

(Reference Financial Management Regulat10n, DoD 7000 14-R) 

Th1.J sehedtlle ineludes eleetFeRie v@rs1eAE of ra.:grd& £reated by electronic wail word processing and other 
office automation apphcat1ons, such as spreadsheet and presentation applications. 

2 - The disposition specified under the appropriate rule will be Ire ,mnelectromc version of the file. 
3 - Electro me version of records ere 1c mail , word processing, and other office automation 

e e ed when the file copy 1s generated or when no longer needed for reference or 
11ptl11tin11:, an·hiehe\•er is l11ler 

I GENERAL LEDGERS Ledgers, allocation files, and command files 

CUT OFF AT END OFAF STROY 6 YEARS, 3 MONTHS AFTER CUTOFF 
a GitcS 1 /2-

2 RECONCILIATION LISTINGS Credit and debit block registers, reconciled mechanical 
hstmgs predetermined and brought forward, and lot proof hstmgs 

CUT OFF AT END OF MONTH. DESTROY 6 MONTHS AFTER CUTOFF. (Nlr-AFU-90-3, 

DAILY AUDIT LISTS Reconciled mechanical hsts 

CUT OFF AT END OF DAY. DESTROY 1 MONTH AFTER CUTOFF (Nl-AFU-90-3; AFMAN 
37-139, T l 77-6, R3) �---------� 



.. 
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.. 
Schedule 7755, Ledgers, Vouchers, and Listings 

ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of records 
that are created on electronic mail and word processmg systems and used solely to generate a 
recordkeeping copy of the records covered by the other items m this schedule. Also includes electronic 
copies of records created on electronic mail and word processmg systems that are maintained for updatmg, 
revision, or dissemmat1on 

a. Copies that have no further admmistratlve value after the recordkeeping copy is made. Includes 
copies mamtamed by individuals m personal files, personal electronic mail directories, or other 
personal d1rectones on hard disk or network dnves, and copies on shared network dnves that are 
used only to produce the recordkeeping copy 

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN 
PRODUCED. 

b Copies used for d1ssemmat10n, rev1s1on, or updatmg that are mamtamed m addit10n to the 
recordkeepmg copy. 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 
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SCHEDULE 7800, DEFENSE CONTRACT FINANCING RECORDS, 
governs d1sposit1on of records pertammg to advance payment pool agreements and mdebted contractors 

contractmg act1vit1es (maintained at OF AS-CO Contract Government Debt Office) 
(Reference Fmancial Management Regulation, DoD 7000.14-R) 

NO'fES. I - TIiis schedule li1c.udes elecn onlc ver slons of r ecm ds er eated by elect. unit marl, 1101 d p1 oeusing, and othu 
office automation applications, such as spreadsheet and presentation applications. 

2 - The d1spos1t1on specified under the appropriate rule wil e nonelectronic version of the file. 
3 - Electron.c version of record c ron.c mail , word processing, and other office automation 

e eleted when the file copy 1s generated or when no longer needed for reference or 
updating, ohieboer is later. 

1 ADVANCE PAYMENT POOL AGREEMENTS Documentation relatmg to Advance Payment 
Pool Agreements with nonprofit educational mst1tutions 

CUT OFF ON EXPIRATION OF AGREEMENT. DESTROY 4 YEARS AFTER CUTOFF 

2 INDEBTED CONTRACTORS. Documentation pertammg to delmquent debts of defense 
contractor 

CUT OFF ON DATE OF FINAL ACTION. DESTROY 6 YEARS AFTER CUTOFF {NC l-AFU-



. 
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Schedule 7800, Defense Contract Financing Records 

ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of records 
that are created on electromc mail and word processing systems and used solely to generate a 
recordkeepmg copy of the records covered by the other items in this schedule. Also mcludes electronic 
copies of records created on electronic mail and word processing systems that are maintained for updatmg, 
rev1s1on, or d1ssemmation 

a Copies that have no further admm1strative value after the recordkeeping copy 1s made Includes 
copies maintamed by ind1v1duals in personal files, personal electronic mail directories, or other 
personal directories on hard disk or network drives, and copies on shared network drives that are 
used only to produce the recordkeeping copy 

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN 
PRODUCED. 

b Copies used for d1sseminat1on, rev1s1on, or updating that are mamtained in addition to the 
recordkeepmg copy. 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 
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SCHEDULE 7801, 
MECHANIZATION OF CONTRACT ADMINISTRATIVE 

SERVICES (MOCAS) RECORDS, 
governs disposition of records accumulated by ind1v1dual offices while carrying out the operat10nal 

business of contract payment offices at DF AS Columbus Center and its offsite locations 
(Reference Financial Management Regulation, DoD 7000 14-R) 

· NOTES. l - 'fins schedule mcludes elecli 0111c ,u SiOns of, ecu,ds c, eated b) elect, 011,c 1111111, nord proeemng, and other 
office automation applications, such as spreadsheet and presentation apphcat · 2 - The disposition spec,lied under the appropriate rule o t e nonelectromc vers,on of the file. 

3 - Electromc version of rec e ectromc ma,1 , word processrng, and other office automatwn 
apphea I e deleted when the file copy is generated or when no longer needed for reference or 
11pdatmg, ,,h.ehe,er ,s later. 

1 PAYING OFFICE CONTRACT FILES. Payment records for contracts w!!h.J.S,I J.LJ.H<tJn 
Forms 250, basic contracts/mod1ficat1ons, contractor invoices, payme rs and subvouchers, and any 
other document required to effect payment 

�..-.:::.-t",:r'.:::-"'F CONTRACT. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF 
.JS.�tt"frn-4_•) (GRS 3, Item 3a( l ) ) 

NOTE: 4 * F,les known to be pertinent to unsettled claims, incomplete rnvest,galions, or pendmg htigat,ons w, 1 1  not be 
destroyed unt,1 settlement of the cla,m or completion of the rnvest,gat,on or ht.gallon. 

2 SHIPMENT CONTROL RECORDS. Documents maintained to ensure prompt receipt of 
Material Inspection and Receiving Reports and invoices These may include reports and listings 

CUT OFF ON COMPLETION OF THE RELATED CONTRACT; EXCEPT THOSE RELATING 
TO TRANSFERRED CONTRACTS AND CONTRACT NUMBER CHANGES, CUT OFF ON 
TRANSFER OR CHANGE IN CONTRACT NUMBER. DESTROY 1 YEAR AFTER CUTOFF 
om 16s 94, ) �-------- -� 

3 RECONCILIATIONS Subsidiary data used to reconcile voucher balances for disbursements 
and collections, uncleared transactions, status analysis, and other s1m1lar products used for research, 
corrections, review and reconc1hation of rejects, cond1t10ns, or events to include edit and except10n hstings 

CUT OFF AT END OF FISCAL YEAR. DESTROY 1 YEAR, 1 MONTH AFTER CUTOFF OR 
WHEN ALL OUTSTANDING IRREGULARITIES OR DISCREPANCIES HA VE BEEN 
CLEARED &H AFU 99 3; )( ) 

4 CONTRACT LOCATOR DAT A Locator cards, registers, data sheets, and summary hstino 
used to tract the location of contract files. 

CUT OFF WHEN SUPERSEDED OR OBSOLETE. DESTRO 

CUTOFF. (GRS 3, Item 4a) 

ORTS Statistical reports and management summaries 
r reference and management purposes. 

CUT OFF SUPERSEDED BY SUBSEQUENT REPORT/SUMMARY. DESTROY 2 YEARS 

5 
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. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF. (GRS 6, 

---0 2 1 2 3 / 9 9  O i : 5 5 FAX i O J  60i  2 8 2 9  DFH5IHQ-CE ... 

6 DA TA COLLECTION LISTINGS. All transactions that processed, recycled or rejected during 
an update. 

7 SUBSTANTIATING INFORMATION. Original or record transmittal listing�w!iictl..5J.1Plr)0ftmJr-
records that effect changes/adjustment to the MOCAS database oi:._r T:\1c�:d-:!Mttlmr:--

--------1) 1-( 20, ltera le) (GRSDESTROY Z MONTHS AFTER CUTOFF. CUT OFF AT 'END OF MONTH. 

[Schedule 7805 has been omitted from the re,·ised SF 1 15 because it duplicates Schedule 7801.] 
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