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RfSOOEST FOR RECORDS DISPOSITION' A.UTHORITY 

(See Instructions on reverse) JOB	 NO 

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

1. FROM	 (AGENCY OR ESTABLISHMENT) 

DEPARTMENT OF THE AIR FORCE 
2.	 MAJOR SUBDIVISION 

In accordance with tre orovrsrons of 44 USC 3303a the disposal reDirectorate of Administrati USAF quest. mcluding amendments. IS awoved except fa' Items that may 
3. MINOR SUBDIVISION	 be stamped "disposal not approved" or "Withdrawn" rn column ·10 

Documentation Management 
4. NAME	 OF PERSON WITH WHOM TO CONFER 5. TEL EXT 

Mr. Neil Vande raaf	 694-3494 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 4 page(s) are not now needed for the business of
this agency or will not be needed after the retention periods specified. 
o	 A Request for immediate disposal. 

£l B Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE 

Documentatton Mjlnll,-p.ment Briiieti 
24 MAY 1981 Information Mgmt and Resources DiY 

9.7.	 10.SAMPLE	 ORITEM	 NO ACTION TAKENJOB	 NO 

CADET	 PAY (UNITED STATES AIR FORCE ACADEMY 
REGULATION 12-50, TABLE 177-1) 

APPLICABLE TO UNITED STATES AIR FORCE ACADEMY ONLY 

Attached submission is for your review and approval. 

The revised table 177-1 has been reduced in size and 
aligned to form a more logical sequence of documentation 
pertaining to Cadet Pay within the Academy. Previous 
rules	 are indicated on the new table. An explanation of 
changes is also attached. They are minor administrative 
changes with two new rules and three rules with reduced 
retention periods. 

The disposition criteria will adequately serve the
 
requirements of the United States Air Force and the
 
Academy.
 

\ 

115-107 STANDARD FORM 115 
ReVISed Ap" I. 1975 
Prescribed by General Services 

Administration 
FPMR (4t CFR) 101-11 4 



June 17, 1982 

Memoto NCD 

Subject: NCl-461-82-1 

In this job Air Force requests approval of revised U.S. Air Force Academy 

Regulation 12-50, Table 177-1 covering Cadet Pay Records. The retention 

periods for proposed Rules 1-3, 8, and 10 remain unchanged from those cur-

rently authorized as indicated in ColumnE of the decision logic table. The 

job proposes minor changes in the retention periods of currently disposable 

records to be covered by Rules 4, 6, 7, 9, and li. ''New''Rule 5 is simply 

the third copy of pay authorization orders that are disposable under Rules 3 

and 4. 

NewRule 12 covers manual balancing sheets to the Acade~'s EDP(Electronic 

Data Processing) control system. These are the textual counterparts of the 

machine-readable housekeeping files that are disposable under GRS20, Part I, 

Items 27-29. As such they are short-term cadet pay accounting records that 

possess no archival value. 

NewRule 13 covers folio ledgers of what is described as a "trust revolving 

fund manual balancing system." These are facilitative pay accounting records 

possessing administrative value only. 

It should be noted that the Acade~'s substantive pay records (see proposed 

Rules 2, 3, and 10) are forwarded to the Air Force Accounting and Finance 

Center, where they becomedisposable records covered by AFM12-50. 

I recommendapproval of this job. Because of its routine nature, this job 

should bypass the commentstage and go directly for fomalto .'.IiI.NNM

concurrence and to N for signature. 

--~A.~ 
Richard A. Wire
 

Archivist
 



TABLE 177-1
 

CADET PAY
 

R 
U A 

L If documents are 
E or pertain to 

1 Cadet Pay Statements 

2 Cadet Pay Records 

3 Cadet Pay Order 

4 

S 

6 Posting Media 

. T Document Control Logs 

S Tax and Interest 
Distribution Records 

B 

Consisting of 

pay statements of cadets 

individual cadet pay record 

original copies of authorizations to payor change the pay 
accounts of cadets. Includes statement of charges for 
government property lost, damaged or destroyed, "A",
"AA"series orders and all substantiating pay documents 

second copies 

third copies 

journal vouchers and other related specialized posting 
media for machine operations 

logs of numbered source documents 

W-2listings, quarterly PICA reports and Cadet Personal 
Investment Trust Fund interest distribution records and 
state tax vouchers 

C 

Which are 

at Cadet Pay 

at Computer Resources 
in ecmputee bank 

at Cadet Pay 

at originating agency 

at Cadet Pay 

used to effect internal 
adjustment through MAF 

used to provide internal 
control ot source 
documents 

at Cadet Pay 

D 

Then 
... 

destroy 4 years after 
graduation. 

closed out annually, on 
discharge, or graduation
and forwarded to AFAFC 

forwarded to APAFC 
monthly. 

destroy I year after 
graduation. 

destroy after 3 months. 

destroy after I PY. 

destroy 3 months after 
close of FY to which 
they pertain. 

destroy 6 years after CY 
to which they pertain. 

E 

Former Table 
and Rule 
,

TI77-1, R2 

T177-1, R3 

T177-1, RS 

T17T-I, R6 

new 

T17T-I, R9 

T17T-I, RIO 

T17T-I, Rll 

_. 

~: 
! 



TABLE 177-1 (cont'dl 

CADET PAY 

R 
U A B C 0 ... -e 

E 

L 
E 

If 
or 

documents are 
pertain to Consisting of Which are Then 

Former Table 
and Rule 

9 Audit Registers P20, F30, F40, and FSOlistings at Cadet Pay destroy after 1 academic T177-1, R12 
year. 

10 Transmittal Letters original copies of document transmittals forwarded to AFAFe. T177-1, R13 

11 eopies/returned original of document transmittals destroy eopies on receipt 
of original; destroy origi-
nal 3 months after 

T177-1, R14 

receipt. 

12 EDP Control manual balancing sheets 
crossfoot and balance) 

to mechanized system (F80 destroy
year • 

after 1 academic new 

. . 
13 Folio Ledgers ledger of trust revolving fund manual balancing system 

. 

. . 
. . "~ 

, 

, 
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TABLE 177-1, CADET PAY 

R4 (T177-1, R6)	 Changed from "destroy 3 years after fiscal year to which they 
pertain." These records contain a detailed description of pur-
chases made by cadets during their enrollment at the Academy. 
They are needed for reference and verification of charge. This is 
the copy held by the originating agency when the cadet charges an 
item. 

R5 (NEW)	 This is a new rule for third copies of the pay order. It is needed in 
Cadet Pay for 3 months and then destroyed. 

R6 (T177-1, R9)	 Decreased from "destroy 3 years after fiscal year to which they
pertain." These documents are not needed longer than 1 fiscal 
year. 

Rll (T177-1, R14)	 Decreased from "destroy 1 year after fiscal year to which they 
pertain." These documents are not needed longer than 3 months 
after original is returned from the Accounting and Finance 
Center. 

R12 (NEW)	 These are manual records of transactions used as a balancing 
system to F80. These records are not needed longer than 1 year 
after the end of the academic year. 

R13 (NEW)	 These are ledgers of trust revolving fund manual balancing 
system. They are used daily throughout the month for posting 
transactions against folio accounts and balancing system with 
MAFR. 


