REQUEST FOR RECORDS DISPOSITION AUTHORITY

JOB NUMBER .
N1-AFU-02-1

NATIONAL ARCHIVES & RECORDS ADMINISTRATION
8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001

Date received

FROM (Agency or establishment)

/
i/ aél/gcm}

NOTIFICATION TO AGENCY

Department of the Air Force

MAJOR SUBDIVISION
Communications and Information

MINOR SUBDIVISION
Enterprise Information Resource Management Division

In accordance with the provisions of 44 U S C 3303a, the
disposition request, including amendments, 1s approved
except for items that may be marked “disposition not
approved” or “withdrawn” in column 10

4 NAME OF PERSON WITH WHOM TO CONFER
Olthea S Croom

5 TELEPHONE NUMBER
(703) 588-6194

DATE

L-25-0

E'HVIST OF THE %(il ?ED STATES

AGENCY CERTIFICATION

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of 1ts records and that the
page(s) are not needed now for the business for this agency or will not be
needed after the retention periods specified, and that written concurrence from the General Accounting Office, under the

records proposed for disposal on the attached
provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies,

X 1s not required {J1sattached, or

vV

{] has been requested

DATE

SIGNATURE OF AGENCY REPRESENTATIVE

TITLE
Air Force Records Officer

7 ITEMNO

8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION

A /{;/)/z L2

9 GRS OR
SUPERSEDED JOB 10 ACTION TAKEN
CITATION (NARA USE ONLY)

The SF115 relates to the three rules on the first
attached sheet, involving temporary electronic records.
Specifically, these three rules are to be added to the
following attached tables in AFMAN 37-139:

Tables 36-1 through 36-25

The three rules on the first attached sheet will apply to
all series In these tables, except as noted In the text
adjoining the three rules.

The attached tables themselves have been grossed out
because this SF115 covers, for each table, only the
three rules involving temporary electronic records.

e

/’L@Mé@f/l, IR, Nz

115-109 PREVIOUS EDITION NOT USABLE

STANDARD FORM 115 (REV 3-91)
Prescnbed by NARA 36 CFR 1228



A » C D .
If the records which

RULE | are or pertainto | consisting of are then

a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding

hard copy records

b electronic records destroy when the agency
that supplement determimnes that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative,
are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
requirements

c Elecfronic copies that are destroy atter recordkeeping
created using copy has been created and
electronic mail and filed or when no longer needed
word processing or for revision, dissemination, or
form filler software reference, whichever 1s later

The above three rules apply to all series covered by Tables 36-1 through 36-25, with the
following exceptions:

Rules a and b do not apply to:

Table 36-1, Rules 4, 13, 17, 18, and 23 — Records covered by Rule 4 could be permanent under
other tables and rules. Records covered by Rules 13 and 23 are permanent. Records covered by
Rules 17 and 18 might warrant permanent retention 1f maintained electronically.

Table 36-3, Rules 1-13 — Records covered by Rule 1 are permanent. Records covered by the
remaining rules (2-13) should be excluded because the disposition instructions reference
permanent rules or tables that include permanent rules and/or might warrant permanent retention
if maintained electronically.

Table 36-9, Rule 4 and Table 36-11, Rule 1 — Records are permanent.
Table 36-12, Rules 1, 9, and 17 — Records covered by Rules 1 and 17 are permanent. It 1s not
likely that records covered by Rule 9 will ever be maintained electronically. However, records

used for reconstruction purposes by NARA’s Military Personnel Records Center will very
shortly be appraised as permanent.

Table 36-19, Rules 1, 1.01, and 3 — Records covered by Rule 1.01 are permanent. Records
covered by Rules 1 and 3 might warrant permanent retention if maintained electronically.

Table 36-21, Rule 1.01 — Records are permanent.

Table 36-24, Rules 1-8 and Table 36-25, Rules 1-1.03 — Some of these records are permanent
while the others might warrant permanent retention if maintained electronically.

|-a



Rule ¢ does not apply to the following Tables and Rules:

Table 36-1, Rules 4, 13, 23

Table 36-3, Rule 1, 3,4, 11, 12, and 12.01
Table 36-9, Rule 4

Table 36-11, Rule 1

Table 36-12, Rules 1, 17

Table 36-19, Rule 1.01

Table 36-21, Rule 1.01

Table 36-24, Rules 1, 2, 4, 6, 8

Table 36-25, Rules 1, 1.01, 1.02, 1.03.

These records lack value after creation of a recordkeeping copy. However, the description of
this schedule that was published 1n the Federal Register could be interpreted as limiting its
coverage only to series where the recordkeeping copies were already approved for disposal.
Consequently, these electronic copies have been excluded from the job but will be included 1n a
subsequent schedule.

I-b
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36. Personnel. Thetables in this series cover records regarding policy on all aspects of civilian and military personnel
(including procuring, promoting, training, and funding) Theyincludethe followingtopicsrelatingtocivilian personnel
staffing and internal placement, labor relations, equal employment opportunity, discrimination complaints, merit
promotion, leave, health benefits and retirement Theyalso include the following subjects related to military personnel
acce551ons,uséandcla551ﬁcafion,tralnmgandeducatlon,promotlonsandevaluatlon,retlrementandseparatlons

[TABLE36-1 |

MILITARYANDCIVILIANPERSONNEL |

defense related

employment

DODD5500-7

A \ B C D
R
U
L If the records are
E orpertainto consistingof - whichare then
1 Confidential DD Form 1555 fi\¢d under DODD at appropriate | destroy when 6 years
Statement of | 5500-7 Standards of Conduct | old,exceptthatrecords
Affihations and Counselor needed 1n an on-going
Financial Interests - mnvestigation will be
DODPersonnel retaineduntilnolonger
needed n the
investigation AUTH
NI1-AFU-90-3
1.01 report of DOD and reports filed in accordance wyth atHQDFAS-DE

destroy after 3 years
AUTH NI1-AFU-90-3
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TABLE36-1 |

349

Continued. I
A B C D
R
U
L If the recokds are
E orpertainto consistingof whichare then
1.02 | Executive Persgnnel | SF278filedunderDODD5500-7and at Judge Advocate | destroy when 6 years
Financial Disclogure | required bytheEthicsin Government General, HQ USAF | old,exceptthatrecords
Report Actof1978(P L 95-521) and Office of the needed in an ongoing
GeneralCounselofthe investigation will be
AirForce(SAF/GC) retaineduntilnolonger
needed n the
\ investigation AUTH
N1-AFU-90-3
2 requests forapproval | requestsandrelatedcorrespondence approved requests at | destroy after 1 year
to attend technical, approving AUTH NI-AFU-90-3
scientific or headquarters  and/or
professional orders-1ssuingoffice
meetings
3 disapproved requests | destroyafter 3 months
or approved requests | AUTH N1-AFU-90-3
atactivitiesother than
tnrule2
4 records of symposia, | minutes, agendagand related records, dispose of with related
conferences, accumulated by ponsoring OPR of functional subject
exhibits, scientific | AF-conductedsymposia/conferences matter files of the
and technical activity or office
conventions AUTH N1-AFU-90-3
conducted or
sponsoredbyAF
5 control  records, coryespondence destroy after 1 year or
concerningconductofeventsyvhichdo whennolongerneeded,
notdocumentanachievementgrhave whichever 1s sooner
continuingreferencevalue AUTH NI-AFU-90-3
6 off-duty employment | records and related correspon¥ence approved destroy on termination
requests/applications | pertaining to requests for approvakof of employment, when
off-dutyemployment superseded by a new
request, or on
reassighment or
separation of
individual AUTH
NI1-AFU-90-3
7 sapproved destroy after 1 year, or
on reassignment or
separationofindividual
concerned AUTH
N1-AFU-90-3
8 (RESERVED) \ (RESERVED)
9 duty and travel seetable31-8 AUTH
restrictions reminder NI1-AFU-90-3
letters
10 (RESERVED) \ (RESERVED)
11 alcoholabusecontrol | alcoholabuseidentification,treatment, atsocialactiondoffices | destroy1 yearafterend

3




11.01

Rehabilitation and Treatment (SART)
casefilestrack3,4,5

350 AFMAN37-1391March1996
TABLE36-1 |
Continued. |
A B C D
R
8]
L If the records are
E orpertainto consistingof whichare then
case files (on or and rehabilitation records required by of  month action
bafore30Sep94) AFI36-27 or Substance Abuse (rehabilitation,

permanent change of

station  (PCS), or
separation) 1S
completed, unless

needed as background
forcasefilessupporting

separation actions
under other directives,
n such cases,

disposition will be the
sameasthe fileswhich
theysupport(SeeNotes
2,and7) AUTH NI1-
AFU-90-3

required to meet the
state of California
accreditationstandards

destroy 3 years after
completion of
rehabilitation AUTH
N1-AFU-90-3

11.02

11.03

alcoholabusecontrol
evaluation case files
(onor before30 Sep
94)

alcohol abusé\ identification, and

evaluation(SARKtrack1.2)

atsocialactionsoffices
for other than civilian
employees

destroy 6 months after
end of month during
which the commander
decides entry 1into
program or track 3, 4,
5, 1s not appropriate
(SeeNote 7) AUTH
N1-AFU-88-5

12

drug abuse control
case files (on or
before30Sep94)

records on individuals not authorize
for inclusion 1n therecord groups, or
not covered elsewhere 1n this

regulation (see AFI 36-2701), SART
casefilestrack3,4,5

atsocial action offices
forcivihanemployees

destroy 3 years after
caseisclosed(SeeNote
10) AUTH N1-AFU-
88-5

destroy 1 yearafterend
of month  action
(rehabilitation, PCS, or
separation) 1S
completed (See Notes
2, 3,4, 7 and 9)
AUTH NI1-AFU-90-3

12.01

MAJCOM drug
abuse control data
(Drug Rehabilitation
Action Management
Information System)
(onorbefore30 Sep
94)

automated andmanual filesrelated to
drug abuse 1dentification, category of
abuse, acceptance of treatment, and
subsequent personnel actions used to
1dentify and track an individual's
acceptance/declination/progress n
DrugRehabilitation Program, measure
successofprogram objectives, support

separation _actions, and provide

destroy 2 years after
entry into the Drug
Rehabulitation Program
or SART (See Notes 2,
3,4and 5) AUTH
NI1-AFU-90-3
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[TABLE36-1 |

351

Continued. |
A B C D
R
U
L If the records are
E orpertainto consistingof whichare then
analysisreportsorSARTdata
12.02 | drug abuse control | drug abuse 1dentificatton and atsocialactionsoffices destroy 6 months after
evaldation case files | evaluationrecordsrequiredbyAFI36- for other than civilian end of month during
or SART case files 2701orSARTcasefilestrack1.2 employees which the commander
(onorbelpre30 Sep decides entry 1nto
94) program or track 3, 4,
5, 1s not appropriate
(See Note 7) AUTH
N1-AFU-88-5
12.03 | drug abuse ca%¢ | records related to a member's entry accumulated  under | remove and destroy |
treatmentfiles(onor intoandparticipationinrehabilitation, AFI 36-2701 and not year after date of
before30Sep94) SARTCcasefilestrack3,4,5 atsocialactionsoffices completion of
rehabilitation,or 1 year
after the individual 1s
reassigned PCS,
separates, retires or
dies (See Note 9)
AUTH NI1-AFU-90-3
12.04 | drug abuse control | drug aluse 1dentification and at social action offices destroy 3 years after
evaluation case files | evaluationkecordsrequiredbyAFI36- forcivihanemployees caseisclosed(SeeNote
(onorbefore30 Sep 2701 10) AUTH NI1-AFU-
94) 88-5
13 drug/alcohol abuse | reportsondrug/alcoholabuseprogram atHQUSAF/DPM retire as permanent
control statistics (on | statusorSARTdat (See Note 8) AUTH
orbefore30Sep94) NC1-174-177
14 at MAJCOM social | destroy after 3 years
actionsoffices AUTH NI1-AFU-90-3
15 atsocialactionsoffices destroy after 2 years
belowMAJCOM AUTH NI-AFU-90-3
16 academic rank | requests for appQintment, destroy when
appointments recommendations for  prgmotion individual 1s no longer
within academic ranks, and rdlated eligible for assignment
records to instructional
positions or when no
longer needed,
whichever 1s sooner
AUTH NI-AFU-90-3
17 equal  opportunity | administrative inquiries and {\atsocialactionsoffices destroy 2 years after
and treatment | investigative reports, records of dotheroffices caseisclosed AUTH
statistics intervieww  and 1ncident/complaint NI1-AFU-90-3
reports relating to equal opportunity
matters
I8 reports on equal opportunity and at HQ\USAF/DPCH | destroy after 20 years
treatment program status, including andDPMYYCS AUTH N1-AFU-90-3
equal opportunity complaints, racial
incidents and affirmative actions plan
statusreports
19 atsocialactionsdffices destroy after 2 years

5
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TABLE36-1 I
Continued. I
A B C D
R
U
L If the records are
E orpertainto consistingof whichare then
AN AUTH NI1-AFU-90-3
20 general giyevances, | individual's grievance or complaint, at  Social Actions | destroy 2 years after
appeals and | reportofhearingorinquiry,copiesof offices or any other dateoffinaldecisionor
discrimination decisions rendered, and related location 2yearsafterdateofany
complaints material actiononthecaseafter
final decision,
whichever 1s later
AUTH NI1-AFU-90-3
21 adverseactions notie of proposed action and answer destroy 2 years after
individuals and notice of date of the adverse
cludingrecordsconcerning action AUTH NI-
circumstandes of adverse action cases, AFU-90-3
dates of delively of notices, sequence
ofeventsandstatewentsofwitnesses
22 lecturercasefiles forms detailing nofficesofrecord destroy after 3 years
contracts with lecturesg, biographical (See Note 6) AUTH
sketches of lecturers, Rost officer, NI1-AFU-90-3
introductions, evaluations &f lecturers
andrelatedmaterial
23 USAF Personnel | silver-halide microfiche of thé\plan atHQUSAFOPR retire as permanent
Plan(recordcopy) describedbyAFR8-12 upon supersession,
obsolescence, or
rescission(SeeNote 8)
AUTH N1-AFU-90-40
24 USAF Personnel | allothercopies destroy when
Plan superseded,obsolete, or
no longer needed
AUTH N1-AFU-90-40
NOTE(S):

1 Userule5fordispositionoffileswhichdonotmeetcriteriaforpermanentretentionunder AF137-138,chapter2

2 Transfer copiesoffiles pertaining toindividuals being reassigned prior to completing rehabilitation to social actions
officesatgainingorganizations
3 TransfertoUSAF Special TrainingGroupcopiesoffiles, withotherpersonnelrecords, forindividualstransferredtothat

Group

4 Disposeoffilespertainingtoindividualsrecommended for discharge, separation, or court-martialundertables36-20or
36-45,asappropriate
5 DisposeofrecordsfilesintheUlFundertable36-16
6 Iflecturertsstillunderconsideration for futureinvitation,documentationmayberetaineduntilnolongerneeded, then

destroyed

7 Destroy erroneous identification/nonsubstantiated alcohol/drug abuse control case files upon notification of
erroneous/nonsubstantiatedidentification
8 TransfertotheNational Archivesin5-yearblockswhenlatestdocumentis25yearsold
9 Atemporary extension of the retention period for the 1982-1983 drug abuse control case files and drug abuse case
treatmentfileshasbeengranteduntil30September 1 999
10 Whenaclassactioncomplaintisfiled,refertoTable36-29,Rule2




These three ruleer}nv lving temporary electronic records) apply to all rules tn the preceding table; ex Ceo77i
4s

d'w
B C D
If the records which
RULE ! are or pertain to consisting of are then
a Electronic systems electronic records

that replace

temporary hard
copy records

destroy on expiration
of the retention period
previously approved
for the corresponding
hard copy records

b electronic records destroy when the agency
that supplement determines that the elec-
- temporary hard copy tronic records are super-

- F records where the seded, obsolete, or no long-
hard copy records er needed for administrative,
are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
requirements

C Electronic copies that are

created using

electronic mail and
word processing or
form filler software

desfroy afier recordkeeping
copy has been created and
filed or when no longer needed
for revision, dissemination, or

reference, whichever is later

Exce ptims |

i Rules a 45 do hﬂt' QPV/7
rules G /3

/7,19, gnd 23

7&0 rCcm/(/g cove rec/ 57

2. Rule c does a pply +o re covels Cﬂvel‘@g

/70) Rules G /3, 4273,
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TABLE36-2 I

0

PERSONNELIDENTIFICATIONANDPASSRECORDS ]

353

A

B

Iftherecordsare
orpertainto

consistingof

whichare

then

==mmc®

credentigls

cards 1ssued to nulitary personnel,
their dependents or other authorized
individuals to establish identity as
mulitary personnel, protected
personnel, noncombatants, or as
entitled to privileges such as medical
care, commuissary privileges, exchange
patronage, and admission to military
theaters, or for similar purposes under
NAFI 36-3001

cal badges, photographs, passes,

el residing on or permitted to
F installation or barred from

resources situate
therein

restricted area badge
individuals who have
unescorted entry authorily to restrict
areas under AF 31-series irectives

OSI badges and credentlals\

Armed Forces liberty |
pass

forms 1ssued to airmen to authdygize
absences from official duties, or for
absences during normal off-duty hQurs
when credentials n rule 1 are not used
for those purposes

y

permanently
surrendered or
confiscated

destroy immedately 1f
not to be reissued
AUTH N1-AFU-90-3

see table 71-1 AUTH
NI-AFU-90-3

destroy on
reaccomplishment of a
new pass, or on
reassignment or
separation of
individual AUTH
N1-AFU-90-3

provisional pass

forms 1ssued to enlisted members of
the Armed Forces when delays might
result 1n failure to report to proper
station within tume limit specified 1n
orders or pass, or when a pass has
expired or the individual does not have
a pass or leave orders

{ 1ssuing activity

sent to individual's
commande, or station
destination

destroy 90 days after
date of 1ssuance
AUTH NI1-AFU-90-3
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TABLE36-2 I

Continued. |

354

A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then

1ssued to individuals

destroy when
individual reports to
final destination
AUTH NI1-AFU-90-3

statements, certificates and related
correspondence reporting the loss,
theft or destruction of identification
credentials or passes

at activities 1ssuing
replacement
credentials

destroy after 1 year
AUTH NI1-AFU-90-3

10

applicatidgs

forms or correspondence used as
applications or requests for
1dentification credentials or passes

disapproved

destroy or return to
requesting office or
individual, as
applicable AUTH
N1-AFU-90-3

11

11.01

11.02

12

12.01

applications \

forms or correspondence used as
applications or requests for
identification credentials or passes

retained by verifying
and 1ssuing activities
as receipts for US
Armed Forces
credentials 1ssued
under AFI 36-3001

manage according to
AFI 36-3001 and
destroy upon receipt of
processed applications
which supersede or
replace applications on
file AUTH NI1-AFU-
90-3

applications not used for reissu§ of ID

card

at 1ssuing activities as
a receipt for
credentials, badges,
and passes not covered
by AFI 36-3001

destroy when
superseded by a new
application, on
destruction of related
credential, or
immediately after
1ssuance of credential
and entry on control
log by 1ssuing office, as
provided for 1n the
prescribing directive
AUTH NI1-AFU-90-3

manage according to
AFI 36-3001 and
destroy upon receipt of
processed applications
which supersede or
replace applications on
file AUTH NI1-AFU-
90-3

ctives to be filed 1in
1dual's personnel

(see table 36-12)
AUTH NI1-AFU-90-3

copies of unescorted entry
authorization maintained by
requesting activities or as part of an
entry control system

1ssued
authenticatoxs/badges
are surrenderdd upon
reassignment 0O
separation of

destroy when notified
that credential has been
returned to 1ssuing
activity AUTH NI-
AFU-90-3
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TABLE36-2 I

355

certificates

certify the destruction of 1dentification
credentials permanently surrendered
or confiscated

destroying officials
who do not have
custody of the receipts
for the related
credentials, and sent to
the appropriate
custodian

Continued. |
A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
individual
13 destruction forms or correspondence used to prepared by 1ssuing or | destroy after related

records (Rule 15) are
destroyed AUTH NI-
AFU-90-3

for the 1ssuance of passports

14 forms used to record burning or prepared by destroying | they become part of the
mutilation of blank accountable officials accountability file (see
1dentification credentials rule 15) AUTH NI-

AFU-90-3
15 accountability \ logs, registers, receipts for blank completed by 1ssuing destroy 5 years after
records accountable forms, destruction officers to record the 1ssue of last card listed
ertificates for destroyed blank 1ssuance of on log or register form
aycountable forms and similar records | 1dentification cards AUTH NI1-AFU-90-3
(ID) covered by AFI
36-3001
15.01 | accountability logs, registers, receipts for blank completed by 1ssuing destroy after last badge
records accountbility forms, destruction officers to record the listed on the form 1s
certificatey for destroyed blank forms 1ssue of 1dentification destroyed AUTH NI1-
and similar\cecords credentials/passes not | AFU-90-3
covered by AFI 36-
3001
15.02 completed by 1ssuing destroy 60 days
officers to record the following expiratton of
1ssue of subblocks of validity period for that
vehicle registration series of vehicle
1dentification forms to | registration decal
official vehicle AUTH NI1-AFU-90-3
registration agents

16 accountability logs, registers, receipt for blgnk at Air Force Reserve destroy after 1 year

records for accountable forms, destructio! and Air National AUTH NI1-AFU-90-3
Commussary certificates for destroyed forms‘\and Guard units' orderly

privilege cards (DD | similar records rooms

Form 2529)

17 passports and visas authorizations to apply for no-fee destroy 6 months after
passports and/or requests for visas an submission of annual
related correspondence (See Note) report of passport

\ applications AUTH
N1-AFU-90-3
18 annual report of passport applications \ destroy after 1 year
AUTH N1-AFU-90-3
19 receipts and related correspondence at activities destroy when passport

1s renewed, destroy 3
months after
individual’s
reassignment, or return
of passport to the
1ssuing agency

AUTH NI1-AFU-90-3

NOTE:ThebackofDDForm1056,AuthorizationtoApplyforaNo-FeePassportand/orRequestfor Visa,becomesthe
receipt SeeDODI1000 21-R ForAMCactivities,seerule19

/0




3

These three rules (involving temporary electronic records) apply to all rules 1n the preceding table:

A B C D
If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
- temporary hard copy tronic records are super-

- - . records where the seded, obsolete, or no long-
hard copy records er needed for administrative,
are retained to meet legal, audut, or other opera-
recordkeeping tional purposes
requirements

c Electronic copies that are destroy alter recordkeeping
created using copy has been created and
electronic mail and filed or when no longer needed
word processing or for revision, dissemination, or
form filler software reference, whichever 1s later

I
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TABLE36-3 I

CASUALTYREPORTING,NOTIFICATION,ANDASSISTANCE

356

A

B

Iftherecordsare
orpertainto

consistingof

whichare

then

=Em-CcR

CasualtyReporting,
Ndgfication,and
AssiNtanceRecords

missingand
capturedpersons

personsreturnedto
militarycontrolfrom
missingorcaptured
status(SeeNotel)

veryseriously
ll/injuredor
seriouslyill/injured

woundedinaction
andnotseriously1ll
orinjured

casualtyreports,supplementalreports,
notificationmessagestonext-of-kin,
lettersofcircumstancesand
condolences,reportofcasualty,report
offactsandcircumstances,
acknowledgmentand/ortransferof
casualtyassistance,recordof
emergencydata.casualtyassistance
summary,andrelatedcorrespondence
(seerules12and13formissing
person(s)supplementaryreport)

atHQAFMPC/DPMC

tncorporateintothe
mastermilitary
personnelrecordsafter
thecasualtyassistance
casehasbeenclosed
andthensendtoNPRC
undertable36-12,rule
1 AUTH N1-AFU-
90-3

atinstallations

destroyl yearafter
casualtyassistancecase
hasbeenclosed(See
Notesland2)

AUTH NI1-AFU-90-3

helduntilfateof
casualtyisdetermined
(atalllevels)

applyappropriate
dispositioninstructions
fordeceased(rules1
and2)orreturnedto
mulitarycontrol(rules4
and5) AUTH N1-
AFU-90-3

atHQAFMPC/DPMC

seetable36-12
AUTH N1-AFU-90-3

atinstallations

destroyl yearafter
casualtyassistance
summaryhasbeen
forwardedtoHQUSAF
(EXCEPTION seerule
11)(SeeNote3)

AUTH N1-AFU-90-3

HQAFMPC/DPMC

destroy6monthsafter
administrativeclosing
ofcase AUTH N1-
AFU-90-3

atinstallytions

destroylyearafter
patientisreported
"WRITE,""BROKE,"
"MOVED "AUTH
N1-AFU-90-3

atHQAFMPC/DP\R

destroyémonthsafter
receiptofreport
AUTH N1-AFU-90-3

12
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TABLE36-3 |
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Continued. I
A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
9 atinstallations destroyafterlyear
AN AUTH NI-AFU-90-3
10 casualtyreégords atotherthanHQ destroyafter
maintainedat]evels USAFandreporting administrativeclosing
ofcommandno nstallations ofcase,orwhenno
coveredinthistable longerneededto
performmonitoring
responsibilities(See
Note2) AUTH NI-
\ AFU-90-3

11

reportofcasualty,
returntomilitary
controlfrommissing
inactionorcaptured
status

finglissueonly

atHQUSAF/
MPMDRand
reportinginstallations

seetable36-12,rulel
AUTH N1-AFU-90-3

12

12.01

13

misstngpersons
supplementaryreport

information

reportwithattigchmentsandallrelated

atHQAFMPC/DPMC

ifafter 10years,status
1sst1llmissing,
incorporateintothe
mastermilitary
personnelrecordand
thensendtoNPRC
undertable36-12,rule
1(SeeNote4) AUTH
N1-AFU-90-3

ifstatusisnolonger
missingbefore 1 Oyears
haveelapsed,seerule3
(SeeNote4) AUTH
NI1-AFU-90-3

N

atinstallations

destroywhenmember's
statushaschanged
AUTH NI1-AFU-90-3

14

recordofemergency
data(original)

formsforactivedutyAFpersonnel

ANHQAFMPC/DPMC

destroyaftermember's
releasefromextended
activeduty AUTH
N1-AFU-90-3

15

16

17

recordofemergency
data(duplicate)

formsforactivedutyAFpersonnel,
ANG,USAFR.andAFReadyReserve
notonextendedactiveduty

heldbygXographically

destroy30daysafter
member'sdeparture
fromGSUorentryon
EAD AUTH NI-
AFU-90-3

forwardedtodutybase

formsforANGandUSAFRpersonnel
enteringactiveduty(notEAD)and
whosepersonnelrecordsarenot

senttounitsof
attachment

formsfor ANGandUSAFRpersonnel
performingdutywithaunitotherthan

senttounitswhere
dutyisbeing

destroy90daysafter
member'sdeparture
AUTH NI1-AFU-90-3

)
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1 / .
TABLE36-3 °* | . .
Continued. I .
A B C D
R
U
L Iftherecordsare
E orpertainto cons\lximf whichare then
unitofasdygnmentandwhose performed
personnelrgcordsarenotforwardedto
dutybase
18 formsforactivedutyAFpersonnel senttoMPFsservicing destroywhenmember
hospitalizedawayromthehome thehospital 1sreleasedfrom
installation hospital AUTH N1-
AFU-90-3
19 recordofemergency formsforactivedutyAFRersonnel atMPFs,Personal destroyupon
data(carbonpunch assignedtothebaseorinstyllation AffairsSectionor permanentchangeof
card) - - CustomerService(See | stationorseparationof
Note5) member AUTH NI-
AFU-90-3
NOTE(S):

1 RetainAFForm58,CasualtyAssistanceSummary,

(1fnoAFForm58,retaincopyof AFForm131 2)andacopyofDD

Forml 300,DepartmentofDefenseReportofCasualty,ordeathcertlﬁcateforSyearsmaccumulatmgofﬁce
2 Destroycasualtyreportlngrecordsretalnedbymstallatlonsmlhonlyreportlngrespon51bll1ty6monthsaﬁerdateof

death

3 Destroycasualtyreportlngrecordsretamedby1nstallatlonswllhonlyreportlngrespon51b1hty6monthsaﬁermemberls

returnedtomilitarycontrol

4 Mlssmgpersonssupplementaryreports(SMR)covenngmulnplecrewmemberswﬂlberetamedbyAFMPC/DPMCfor
1 Oyearsaﬂerthelastcrewmember'sstatu51sresolved,w11lbelncorporatedmtothemastermll1tarypersonnelrecordand
thensenttoNPRCundertable36-12,rulel SMRwillbefiledwithmastermilitarypersonnelrecordofthepilotin
commandofthearrcraftortheseniorrankingmemberinacommandincident
5 Thl51sanopt10nalﬁleandmaybeestabl1shedatthedlscretlonoﬁheChlef,MPF

These ::Lrei!mles (involving temporary electronic records) apply to all rules in the preceding table; X< CP tas
huytec

bejaw ;
A B C D
If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
N temporary hard copy tronic records are super-

- A records where the seded, obsolete, or no long-
hard copy records er needed for administrative,
are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
requirements

[ kBlectronic copies that are destroy atter recordkeeping
created using copy has been created and
electronic mail and filed or when no longer needed
word processing or for revision, dissemination, or
form filler software reference, whichever is later

Exceptiens . Rales @ b do wof Gpply Jo Rules [<13

Rule < doés ho‘}‘e‘pp/y +o Pujes /, 3 Y //} /1_{ [2.0]

4]

IS —



TABLE36-4 |

PERSONNELDATASYSTEM-M..{TARY(BASELEVEL)(seenote)

e ——————

A B Cc D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
1 DDNorPseudo diskfilesinsupportofDD-Nand inMPForCPFPSM disposeofin7daysor
Processing PseudoProcessing unit whennolongerneeded
forrecovery AUTH:
NCI1-AFU-85-25
2 histingoutputfrom utihitylist,personnelfilecontroller, usedformanagement destroyafter30days.
EODprocessing duplicaterecordlist, DDNlist, andcontrolofPDS AUTH NI1-AFU-91-39
DESIREsummary,PseudoRemote
list,etc.
3 averagestrength AFForm38QusedatHQUSAF, inMPFworkunit destroyafterlyearor
datareport MAJCOMs,andbasestomake ontnactivation,

managementdecisionsregarding
health,welfare,andmoraleofmilitary
personnel |

whicheverissooner.
AUTH NC1-AFU-85-
25
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Continued.(seenote) l
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A B C D

R

U

L Iftherecordsare

E orpertainto consistingof whichare then

4 averigestrength atusingactivity destroyafter3months
datareRort orwhenpurposedis

served,whicheveris
sooner AUTH NCI1-
AFU-88-25

5 dailystrengthdyta unitstrengthreports destroywhennolonger
needed AUTH N1-
AFU-90-3

6 (RESERVED)  \ (RESERVED)

7 transactionregisters hereportitselfwhichiscomputer atPersonnelSystem destroyafter30daysor
resultingfromBase preducedeachprocessingday Manager(PSM)work whennolongerneeded,
LevelPersonnel center whicheverislater
System AUTH NCI1-AFU-88-

25

8 transactionregisters copiesatworkcenters destroywhenpurpose
resultingfromBase otherthanPSM hasbeenserved
LevelPersonnel AUTH NCI1-AFU-88-
System 25

9 rejectedtransaction histingoftransachonswhichfailedits 1dentifyingand destroyafterémonths

andrejectstoCPFoNVIPFfor correctingerrors AUTH NC1-AFU-88-
correction 25

10 centralandlocal listing.microficheordi¥kfiles usedforcoding, destroywhenreplaced

tables translatingcodes, bynewlistingor
verifyingsystem microfiche AUTH
routines NCI1-AFU-88-25

11 documents personnelcodingsheetsorinp usedtoprepareinput destroy3monthsafter
supportingsystem sourcedocumentationnototherise transactions mputorwhenno
updates coveredinthismanual longerneeded AUTH

NC1-AFU-88-25
12 PDSData DESIREhstingandvariousother usedforobtaining destroyafterlyearor
Verificationproducts | supportingdocumentation information, whennolongerneeded
identifying AUTH NC1-AFU-88-
discrepancies, 25
ffectingcorrections,
neralqualitycontrol
0
officeresponsibilities

13 productsresulting diskfilesusedtoproduceareport,or ichserve destroywhen
fromthePDSwhich thereportitself, variouslistingof suchdiversified supersededorwhenno
aremechanically miscellaneousinformationfromPDS, purposesthatitys longerneeded AUTH
producedoutput reentrydiskfiles impracticaltoddyelop NCI1-AFU-88-25
productsnotcovered aretentionperiodfor
elsewhereinthis each
manual

A
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TABLE36-4 l
Continued.(seenote) J
A B C D
R
U
L Iftherecordsare
E orpertainto consjstingof whichare then
14 RIPproducts usedforauditand destroyafter3months
verificationofdata orwhennolonger
inputoralreadyapart needed AUTH NC1-
ofPDSrecord AFU-88-25
15 systemchange destroyafter3yearsor
requests  _ . whennolongerneeded,
i whicheverislater
N AUTH N1-AFU-92-22
16 AFForm1945,Persongel System maintatn2calendar
ExceptionsReportandsypporting yearsincurrentfiles,
records thendestroyafler2
additionalyears
AUTH N1-AFU-92-22
17 | (RESERVED) \ (RESERVED)

NOTE(S):

1 ThePersonnelDataSystem(PDS)1scomprisedoftwobasicparts PDS-MilitaryandPDS-Civilian Variousmechanized
reportsmanagementproductsandcarddecksareproduced,eitheronaone-timeorrecurringbasis,assystemoutput The
BaseLevelPersonnelSystem(BLPS)1sbasedonacentralcomputerfileofpersonneldataatbaselevel,usingstandard
programstoprocessdata,produceoutputproducts,andsuspensepersonnelactions BLPSsupportscurrentPDS-Military
andPDS-CivilianatMAJCOMandHQUSAF ProductsfromPDSofsuchsignificanceastorequirespecificretention
periodsareidentifiedinthistableandtable36-9.Productsrelativetoauxiliarysystemswhicheithersupportorare
supportedbythePDS,suchasprojecttransition,leave,andothershavinguniquedispositioncriteriaareidentifiedin
appropriatesubjectmattertablesinthe

Th Volv g
ese three rules (m ol mng temporaxy electronic records) apply to all rules 1n the precedm table;
=] .

reference, whichever is later

| A B
If the records thich >
RULE | are or p-ertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy record
b electronic records destroyfz\):hen thesaoency
that supplement determines that theaelec-
. temporary hard copy tromc records are super-
- - }rlecgrds where the seded, obsolete, or no long-
‘ " :: rectopy <rjecords er needed for administrative,
ained to meet legal, audit, or other opera-
recordkeeping tional purposes
requirements
c Electronic copies that are destroy atier recordkeep
ng
;lr:s:::n:lcsl;ill i copy has been created and 7
ord propnat and filed or \\{hen no longer needed ,
foord proc som:are for revision, dissemination, or



[ TABLE36-5 |

USAFAFACULTY/CADETRECORDS |

academic information on officers
assigned to USAFA teaching positions
as a sole source for academic

informa n officers who have left

and staff agencies

A B C D
R .
U
L Iftherecordsare
E orpertainto consistingof whichare then
1~ Biographical Sketch [ records used as a primary source for at faculty departments | retan in office for 10

years after departure
from USAFA then
forward to Special
Collections
(DFSELSC) and
destroy when no longer
needed for reference
AUTH NC1-461-82-5

2 Tenure Associate correspondence pertaining to the at Director of destroy 1 year after
Professors, Tenure initial request, justification, Assignments (DPR) ation or
Staff Officers, and Superintendent approval and AFMPC rescission
Continuous Tour approval appointment A ~
Officers NC1-461-82-5

I8
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Applications

concerning applications and
preparation for
scholarships/fellowships

Continued. |
A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
3 Ingtructor Files forms and/or correspondence on destroy when no longer
\ future, current, and past USAFA needed for reference
instructors AUTH NC1-461-82-5
4 Case correspondence pertaining to the destroy upon
Advance\Degree available resources, AFIT eligibility completion of AFIT
NominatiOg letters training AUTH NCI-
N\ 461-82-5
5 Graduate Program correspondence and related records at Graduate Studies destroy after 25 years

(Note 1) AUTH NCl-
461-82-5

6 Conduct and/or \ correspondence used to refer cadet for | at Cadet Policy destroy upon
Aptitude Probation placement on, continuation on, or Division graduation or, when
emoval from aptitude or conduct cadet would have
p¥pbation graduated AUTH
NC1-461-82-5
7 Counseling Record form used 1n daily contacts with at Cadet Counseling destroy 1 year after
cadets\and are part of the individual's Center graduation AUTH
counsellug file NC1-461-82-5
8 Investigation Files investiga)ve material pertaining to at Cadet Honor and destroy after 1 year
Wing Honyr Boards Ethics on Ist & 2nd AUTH NC1-461-82-5
class Cadets
8.01 at Cadet Honor and destroy after 6 months
Ethics 1n 3rd and 4th AUTH NC1-461-82-5
class cadets
9 Case Files of Honor | honor hearings of dccused cadets guilty cases at Cadet destroy after 5 years
Hearings Honor and Ethics AUTH NC1-461-82-5
10 not guilty cases at destroy after 1 year
Cadet Honor and AUTH NC1-461-82-5
Ethics
11 Honor Code Board numerical log of all Hono\Code at Cadet Honor and destroy when no longer
Log Boards Ethics needed for reference
AUTH NC1-461-82-5
12 Honor Review minutes of meetings and backjround destroy when no longer
Commuttee material needed for reference
AUTH NC1-461-82-5
13 Honor and Ethics material used for honor and ethics at Cadet Honor and destroy after 1 year or
Training training Ethics when no longer needed,
whichever 1s sooner
AUTH NC1-461-82-5
14 Ex1t Questionnaire resignation questionnaire on honor \
code \
15 | (RESERVED) \ (RESERVED)
16 \
17 \
18 Boards and case files on cadets documenting at Staff Judge destroy when no longer
Investigations 1investigations and boards Advocute's office needed for reference
AUTH NC1-461-82-5
19 CadetPromotion rosterusedtoprovideinformation destroyafterlyear

19
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TABLE36-5 I
Continued. ]
A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
List \ necessarytopublishalistingofall AUTH NCI1-461-82-5
ﬁsetspossessmgrankforthenext
prgmotionlistterm
20 CadetInformation formgusedtoprovidefaculty ateachdepartment destroyafterpurpose
Card depar\pentsandinstructorswitha hasbeenservedor10
T readyreNrenceacademicprofileof yearsaftergraduation
currentandpastcadets whicheverissooner
N (Note2) AUTH NC1-
461-82-5
21 (RESERVED) \ (RESERVED)
22 MotorVehicle formsusedtoreques{permissionfor atAirOfficer destroywhen
Information purchaseofamotorveNicleandto Commandoffice superseded, whenno
recordinformationaboiXacadet's longerneeded,orupon
motorvehicleincludingadymmaryof graduation,whichever
his/herdrivingrecord 1ssooner AUTH
NC1-461-82-5
23 DrumandBugle formsandcorrespondencetoreord atCadetDrumand destroyaftergraduation
Corps cadet'sinterest,experience,and BugleCorpsOffice orwhencadetwould
abilitiesincludingauditionsheets{rom havegraduated
tryouts AUTH NC1-461-82-5
NOTE(S):

1 RetainedatUSAFAcademytheentireretentionperiod
2 Retainedindepartmenttheentireretentionperiod

These three rules (involving temporary electronic records) apply to all rules in the preceding table:

A B C D
If the records which
RULE { are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
) hard copy records er needed for administrative,
N are retained to meet legal, audut, or other opera-
recodeeeping tional purposes
. . requirements
c‘ Electronic copies tnat are destroy after recordkeeping
created using copy has been created and
electronic mail and filed or when no longer needed
word processing or for revision, dissemination, or
form filler software reference, whichever is later

20
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[TaBLE366 ] .
PERSONNELSURVEYS |
A B C D

R

U S

L Iftherecordsare’

E orpertainto consistingof whichare then

1 personnelsurveys correspondenceonanhpuncement, atHQUSAF/DPCE destroyafterSyears
methodofadministratioR,suspense andHQ AUTH N1-AFU-90-3
dates,dispositioninstructignsusedto AFMPC/DPMYOS
conductsurveys

2 atMAJCOMs,MPFs, destroyfollowing

CPFs closingdateofthe
survey AUTH.N1-
AFU-90-3

3 selectDESIREinquirystatementused
toidentifyrespondentsatrespective
MPFsandCPFs

4 listingofrespondeesusedtoidentify
andcontactrespondeesandforfollow-
upcontactsasnecessary \

2]
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[ TABLE36-6_]|
Continued. I
A B D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
5 surveybookletsusedtoadminister destroyafteruseor
survey sendtonextlocation,
asdirected AUTH
- } N N1-AFU-90-3
6 ) ) answersheetsusedtorecord sendtotheAirForce
respopnses,thentocompileresponses MilitaryPersonnel
Center(AFMPC)for
opticaldocument
scannertoreadand
createdatafiles,
destroywhenquality-
controlledfileis
created AUTH.NI-
AFU-90-3
7 computerprintoutofsurd¢ydataused destroywhennolonger
byOPRtoanalyzesurveyreNlts needed AUTH N1-
AFU-90-3
8 reportofsurveyfindingsondata
analysis,andresultingactionstakdpor
planned
9 computertapesormassstorageusedto erasewhennolonger
maintamndataavailableforfurther needed AUTH N1-
analysisandlongitudinalstudies AFU-90-3

These three rules (involving temporary electronic records) apply to all rules in the preceding table:

A B C D
If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative,
T are retained to meet legal, audit, or other opera-
i recordkeeping tional purposes
. . requirements
c ‘Electronic copies thatare destroy after recordkeeping
created using copy has been created and
electronic mail and filed or when no longer needed
word processing or for revision, dissemination, or
form filler software reference, whichever is later

22



[ TABLE367 |

FAMILYSUPPORTCENTERS |
A —B C D
R -
U -
L Iftherecordsare . .
E orpertainto’ consistingof \ whichare then
1 FamilySupport programsofferedbytheFamily destroywhen
Centerprograms SupportCenter Copsesofoutlines, superseded,obsolete,or
indexes, letters, classlégsonplans, nolongerneeded
publicity,etc ,ofprogramgavailable AUTH NI1-AFU-90-3
orpending
2 recordsoffamilies ongoingrecordofindividuali¢quests atbaselevel destroyafterlyearor
seekingservices forservices,informationorinstkuction whennolongerneeded,
whicheverislater.

(AFForms2800and2801)

AUTH NI-AFU-90-3

273
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[TABLE367 |
Continued. I =
A B

R

U
Iftherecordsare

E orpertainto consistingof . whichare then —

3 FamilySupport formsandsimilardocum destroy3monthsa ert
Centercontact regardingindividualswhologically quarterlyreportissen
records maylaterseekservicesofthePgmily iniffurthercontactis

- SupportCentereitherbydirectpontact notmade AUTH N1-
i = | orreferralfromcommandersorother AFU-90-3
baseagencies

4 intakesummaries recordsofindividualsseeking destroyafier2years

counseling,information,referralor AUTH NI-AFU-90-3
programparticipation(AFForm2806) -

5 volunteersservice AFForms2805 \ atbaselevel ?:;:i,?giﬁ;;;a:é
records \ AUTH N1-AFU-90-42

~ ——
——————
~er——

These three rules (involving temporary electronic records) apply to all rules in the preceding table:

A B C D
If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention perod
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determunes that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for admunistrative,
are retained to meet legal, audut, or other opera-
recordkeeping tional purposes
requirements
c Electronic copies that are destroy after recordkeeping
created using copy has been created and
electronic mail and filed or when no longer needed
word processing or for revision, dissermination, or
form filler software reference, whichever is later




TABLE36-8 I

POINTCREDITACCOUNTINGANDREPORTINGSYSTEM(PCARS)(SEENOTE) |
A B - C D
R
U
L Iftherecordsare \
E orpertainto consistingof whichare then
1 nputtransaction producedbyMPFsand destroyafter16
registers heldatMPFwork months AUTH N1-
(MilitaryPersonnelFlight) centers AFU-90-3
2 processed listingsreflegtingalltransactions producedbyPCARS
transactions processinginPCARS anddistributedto
MPFs
3 rejectedtransactions | listingsofiransactignswhichfailedits destroyaftercorrective
andrejecttoMPFsforgorrection actioncompletedor
whenthelistis
supersededbyamore
currenthst AUTH
N1-AFU-90-3
4 pointsummaries MPFmemberrosterandpoint destroyafterreceiptof
summariesforreservistsassignedto morecurrentreportsor
theMPF whennolongerneeded
AUTH N1-AFU-90-3
5 ANG/USAFR preprintedofcontinuousforms inMasterPersonnel seetable36-12,rulesl
retirementcredit designedtobeusedforcomputer RecordGroupand andl 1 AUTH Ni-
summary/statement | printingwithinPCARSand/or FieldRecordGroup AFU-90-3
ofpointsearned manuallycompleted \
6 atNPFsandother destroyafterlyearor
workcenters whennolongerneeded,
A whicheverissooner
N AUTH NI1-AFU-90-3

25
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TABLE36-8 I
Continued.(SEENOTE) |
A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
7 atAdjutantsGeneral disposeofaccordingto
officesinthe thelegalrequirements
respectivestates oftheindividualstates
. AUTH N1-AFU-90-3
8 workingdatausedto accesstonlistings, histofrecycled atMPFworkcenters destroyafterlyearor
operatethePCARS transactions,listdfrecordsrequiring whennolongerneeded,
reconciliationbetween APDS,PCARS whicheverissooner
andARPAS,andvariduscontrol AUTH N1-AFU-90-3
reportsusedtoassureavajidcomputer
update
9 statisticalreportsor ANGpointsummary,erroralalysis atMPFworkcenters, destroyafterl yearor
summariesusedto reports,inputandrejectanalys NationalGuard whennolongerneeded,
managePCARS reports,APDS-PCARSreconci Bureau,AirForce whicheverissooner
- reports, MPFperformanceevalua Reserve, HQUSAF AUTH NI1-AFU-90-3
reports OfficeofAirForce
Reserve,State
AdjutantGeneral,and
otheractivitiesas
\appllcable

NOTE:ThetermMPFappliesequallytomulitarypersonnelflights,consolidatedreservepersonnelofficesandtheAir
ReservePersonnelCenter OPRasthereferenceispertinent

These three rules (involving temporary electronic records) apply to all rules 1n the preceding table.

A B C D
If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for admunistrative,
- N are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
i . requirements
c Electronic copies that are destroy atter recordkeeping
created using copy has been created and
electronic mail and filed or when no longer needed
word processing or for revision, dissemination, or
form filler software reference, whichever 1s later

20



[TABLE36-9 |

PERSONNELDATASYSTEM--MILITARYANDCIVILIAN(HQAFMPC) 1

A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
1 HQAFMPCPDS- acompleteRDSrecord(bysub- usedtoderivethe destroyEOMJul,Aug,
MILITARYPDS- system)forev emberonthe strengthoftheAFas Oct,Nov,Jan,Feb,
CIVILIAN(TAPE) masterpersonnelfNgasoftheendof ofEOMandfor Apr,May,after13
eachmonth(EOM) retrievalpurposes months AUTH.N|-
AFU-90-3
2 PDS-EOMMarand \ destroyafter3years
Jun AUTH NI1-AFU-90-3
3 PDS-EOMDec \ destroyafter6years
AUTH N1-AFU-90-3
4 PDS-EOMSep retireaspermanent
(SeeNote) AUTH
N1-AFU-94-2

27
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TABLE36-9 I
Continued. I
A B C D
R
U
L Iftherecordsare -
E orpertainto consistingof whichare then
5 HQAFMPCPDS- providescapabilityfor destroyafterémonths
MILITARYPDS- postanalysisfor AUTH NI-AFU-94-2
CIVILIAN(TAPE) actionsaffectingAF
- personnelstructure
- andforreconstructing
ofmasterfiles
6 HQAFMPC transactidonsasofupdateforthe usedformonthly destroyafterémonths
Monthly(TAPEand month,buildtopackaseachoccurs reportsandrecoveryof | AUTH N1-AFU-90-3
Microform)PDS- reports,effectingAF
Civilian Personnelandstrength
X

NOTE:Thisappliestothefollowingémasterfiles(ortheirsuccessors) ActiveAirmenMasterFile, ActiveOfficers
MasterFile, AirNationalGuard AirmenMasterFile, AirNationalGuardOfficersMasterFile, USAFReserve Airmen
MaaterFile, USAFReserveOfficersMasterFile

These three rules (mvolvmo te mporary electronic r7cord

apply to all rules in the preceding table; £xXCe P%

th Ru/«; Qi€ do vt apply Fo
B C D
If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long- .
hard copy records er needed for administrative,
are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
requirements
¢ Electronic copies that are

created using
electronic mail and
word processing or

form filler software

destroy afier recordkeeping
copy has been created and
filed or when no longer needed
for revision, dissemination, or
reference, whichever is later

298
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TABLE36-10 |
USAFRECRUITINGSERVICERECORDS |
A B C D
R
U
L Iftherecordsare
E orpertainto consistinyof whichare then
1 NationalLead listingbyflightandrecruitingofficeof destroy2yearsafter
Fulfillment namesandallayailableinformation endofFYinwhichall
onprospectswhyrespondedtoa actionsarecompleted
nationaladvertiséqent,whichareused AUTH N1-AFU-90-3
byflightsupervisorsandrecruiters
2 CenterofInfluence AETCForm1303listipgnewleads atrecruitingoffices
(COl)leads generatedasaresultofaRrospective whichheldtheevent
Applicant(PA)COleve: andatflight
supervisoroffices
3 datafeedback separateordetachablemailback destroyafter2yearsor
informationcardusedtoobtat whennolongerneeded,
pertinentinformationfromindixduals whicheverissooner
whoindicatetheirinterestinfindi AUTH N1-AFU-90-3
outabouttheUSAF
4 visttorlog logtorecordvisxtsbydlstmgulshedA atrecruitingoffices destroyafter!year.
civiliansandallmilitarypersonnel AUTH N1-AFU-90-3
5 Personallnterview recordspreparedduringinterviewto atpreparingactivities destroy2yearsafter
Records(PIRs) determineenlistmenteligibility endofF Yinwhichall
actionsarecompleted

AUTH N1-AFU-90-3

29
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367

Continued. |
A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
6 nlistmentcasefiles formsandrelatedrecordsusedto atrecruttingoffices sendtoappropriate
processandenlistindividualsintothe USAFMilitary
mulitaryservice(SeeNotel) EnlistmentProcessing
Station(MEPS)liaison
officepriortoapplicant
processingatthat
facihity AUTH NI-
AFU-90-3
7 formsandrelatedrecordsusedto atAFLiaison(MEPS) distributecasefile
processandenlistindividualsintothe Offices formsperAETCR33-2
militaryservice(SeeNotel) andMilitary
EnlistmentProcessing
Command(MEPCOM)
directives Destroy
remainingforms90
daysafterapplicant
enlistment AUTH
N1-AFU-90-3
8 casefilgsonapplicantsseparatedfrom atsquadronoperations | destroylyearafterthe
theDelayedEnlistmentProgram offices endofthemonthin
whichtheapplicant
wasdischarged
AUTH NI-AFU-90-3
9 casefilesonapplicantsprocessedand atrecruttingoffices destroy3monthsafter
disqualifiedbechusetheyfailedto theendofthemonth
meetmentalorph3sicalstandards, casefilewasrecerved
failedtoenlistintheREPorregular bytherecruiter
AForacceptassignmgntreservation, AUTH NI1-AFU-90-3
ornofurtherenlistmendactionis
contemplated
10 schoolprogram individualdatapertainingtotypeof destroy2yearsafter
folders school,visitsscheduled,dirdctmail endofFY AUTH N1-
programmailouts, ASVABIi§tings AFU-90-3
andotherappropriatedata
11 (RESERVED) \ (RESERVED)
12 RecruiterDaily formusedtologdailyexpectation, destroyafter3months
ActivityLog literaturemailed,repliesrecerved, AUTH NI-AFU-90-3
callsattempted,contactsmade,
appointmentsscheduled,numberof
prospectswhofailedtoshowfor
appointmentandnumberofprospects
whowererecontacted forappointment,
walk-ins,disqualifiedindividuals,
PIRsinttiated,etc ,whichareprepared
bytherecruiter
13 Supervisor's evaluation and analysis of flight \ destroy when no longer

Recruiter Activity
Log

recruiters, which are prepared by the
flight supervisor

needed or upon transfer
to Consolidated

20
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TABLE36-10 |

368

Continued. |
A B C D

R

U

L Iftherecordsare

E orpertainto consistingof whichare then
Recruiter Activity Log
AUTH NI1-AFU-90-3

14 Consolidated destroy 1 year after end

Recruiting Activity
Log

data consolidated from Supervisor's
\ifpruner Activity Log, which are
prapared by the flight supervisor

of FY AUTH NI-
AFU-90-3

15 Squadron Operations | data\on daily recruiting operations at squadron operations | destroy after 3 months
Daily Activity Log AUTH NI1-AFU-90-3
16 Squadron Operations | data co}»?\lldated from Operations destroy 1 year after end
Monthly Activity Daily Achywity Log of FY AUTH NI-
Log AFU-90-3
17 market surveys a record of uhgmployment rates, at recrutting offices destroy | year after end
reserve compongnts, cultural and of FY AUTH NI-
ethnic makeup ofthe market area, and AFU-90-3
Armed Services
Battery data
18 at flight and squadron | destroy 2 years after
- operattons offices end of FY AUTH NI-
AFU-90-3
19 commuissioning case | applications awaiting board action at Officer Training destroy 12 months after
files School/medical/nurse | end of the month of
program manager entry into active duty
office and AFRS (EAD) AUTH NI1-
AFU-90-3
20

applications awaiting resubmission f&\
those who have been nonselected, have
declined a commission, or have been
medically disqualified

\

destroy 12 months after
the end of the month 1n
which final action 1s
completed AUTH
N1-AFU-90-3

These three rules (involving temporary electronic records) apply to all rules in the preceding table:

A B C D
If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for admunistrative,
T are retained to meet legal, audut, or other opera-
) recordkeeping tional purposes
) . requirements
c Electronic copies tnat are destroy atter recordkeeping
created using copy has been created and
electronic mail and filed or when no longer needed
:vord E‘rlocessing or for revision, dissemination, or
e Fillae AL . « e

©~. ..
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TABLE36-11 |

PERSONNELSERVICES |

368

morale, welfare, and
recreation facilities
and activities

Note)

A \ B D
R
8]
L Iftherecordsare
E orpertainto consistingof whichare then
1 services program studies, directives, And analyses see table 34-1 AUTH
planning reflecting orgamzatign of programs, N1-AFU-90-3

and conduct and resul of program

2 support for religious, | supply records, fund buijgets (See

52




TABLE36-11 |

Continued. ___] —_
A B C D
R ' :
U
L Iftherecordsare
E orpertainto consistingof whichare then
3 rofessional locatorcardsforprofessional
entectainerrecords entertainersofforeignnationality
performingtnoverseasmulitary
establishments
4 private \ constitutionsandby-laws,chartersor atresponsiblestaff destroylyearafter
organizations'(P articlesofagreement,legalreviewsby officesasdesignated discontinuanceofthe
records L JudgeAdvocates,commander's bytheinstallation PO(SeeNote) AUTH
\%)(rovaltooperateonbase,blenma1 commander N1-AFU-90-3
relewwaiversandrelatedpapers
5 mini¢esofmeetingsandmonthly destroyafterlyearor
financiglstatements whennolongerneeded,
whicheverissooner
T (SeeNote) AUTH:
N1-AFU-90-3
5.01 Private . financialayditsaydreviews destroyafterlyearor
organizations'(PO) whennolongerneeded,
recordsoftypes2 whicheverissooner
and3POsas (Exception Retainthe
describedinAFI34- mostrecentfor 1 fiscal
123 yearfollowing
discontinuanceofthe
PO,thendestroy )
AUTH NI1-AFU-90-3
6 reportson reportsrequiredbyAF134-206 atHQ destroyafter3years
applicationsfor 1dentifyingnumberofapplicationsfor AFMPC/DPMSC AUTH NI-AFU-90-3
vendingstand vendingstandlocationsreceivedfrom
locations statelicensingagencies,number
accepted,denied,andstillpending,as
pertainstoapplicationsfromblind
persons
7 atMAJCOMSand destroyafter3months
intermediyte AUTH NI1-AFU-90-3
commands
8 aunstallation\ destroyafter2years
y AUTH NI-AFU-90-3
Thesze ee rules (involving temporary electronic records) a1pp1y to all rules in the preceding tabley ¢% €€ (P?i 1‘4&71'
Kules Q& o et anply 4o vecords covered by Rule /.
A B C D
If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on exptration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
) hard copy records er needed for admunistrative,
- are retamned to meet legal, audit, or other opera-
recordkeeping tional purposes
) - requirements 23
c klectronic copies that'are

created using

electronic mail and
word processing or
form filler software

destroy after recordkeeping
copy has been created and
filed or when no longer needed
for revision, dissemination, or
reference, whichever is later
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TABLE36-12 |

INDIVIDUALMILITARYPERSONNELRECORDS |

371

A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
1 MasterPersonnel recordswhichcomprisethehistoryof atHQAFMPCand manageaccordingto
RecotdGroup anindividual'smilitaryservice HQARPC AFI36-2608andretire
requiredbyAFI36-2608tobefiledin toNPRCafterHQ
theMasterPersonnelRecordGroup AFMPCandHQARPC
) completeallpersonnel
actions(e g ,discharge,
retirement,dismissal,
payatage60)
pertainingtothe
individual(SeeNote4)
AUTH NCI-AFU-80-
29
1.01 CommandRecord recoxdswhichcomprisethehistoryof disposeofperAFI36-
GrouporField 2608 AUTH N1-
RecordGroup AFU-90-3
1.02 AirForceDischarge casefilesofheagingproceedingsof SAFMIC transfertoNPRC
ReviewBoard(final applicants (MPR)afterHQ
action) AFMPCandHQARPC
completeallpersonnel
actionspertainingto
theindividual Destroy
after75years Also
retirecassettetapesof
heartngtoWNRCon
anannualbasis,or
whenvolumepermuts,
whicheverissooner
Destroyafter75years
(SeeNote7) AUTH
N1-AFU-90-15
2 personnel extracopiesofrecordscovered retaininofficefileuntil
informationfile elsewhereinthisregulationorother superseded,nolonger
recordsnecessarytomanagethe needed,separation,or
memberattheunit/supervisorlevel reassignmentof
whicharekeptbythecommanders individualonPCAor
andsupervisorsinthe PCS(SeeNote8)
Command/SupervisorAssigned AUTH NI-AFU-90-3
PersonnellnformationFile
3 AirForcePersonnel careerbriefs,selectedandnon-selected atHQAFSAC/INXC destroywhennolonger
SelectionPanel packagesandrelatedrecordswhich neededorwhen
(PSP)records pertaintoAirForceSpecial Activities memberleaves
Center(AFSAC) AFSAC AUTH NI-
AFU-90-3

24
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TABLE36-12 |

372

Continued. l
A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
3.01 recordspertainingtomedical atHQAFMSC/SGP destroyon
professionalstaffconcerningtheir reassignment,
professionalpapers,accomplishments, separation,inactivation
- research,speeches,doctor/patient ofactivity,whenno
i relationship,etc longerneeded,orafter
Syears,whicheveris
sooner(SeeNotes]
and2) AUTH N1-
\ AFU-90-3
3.02 AirAttache ca¥eerbriefs,selectedandnonselected atDirectorateofAir destroywhennolonger
Informational pacRagesandrelatedrecordswhich AttacheAffairs,HQ neededorwhen
PersonnelRecords pertaiktoairattaches AFISA membersleaves
Attacheservice
- AUTH NI1-AFU-90-3
4 correctionofmilitary | copiesofpolgtes,opinions,andother atAFBCMR destroywhennolonger
recordsofofficers recordspertingnttotheestablishment required AUTH N1-
andairmen andfunctionofthgAFBoardfor AFU-90-3
CorrectionofMilaryRecords
(AFBCMR)accumW®atedbytheboard
underAFIs36-2603a
table38-5,rulel)
5 casefilesofAFBoardforCodgrection destroyafter75years
ofMilitaryRecords AUTH NI1-AFU-90-3
6 atHQAFMPCand destroyafter3years
HQARPC AUTH NI1-AFU-90-3
7 atotherthanSAF/ destroyafter2yearsor
MICB(S)andHQ whenindividual
AFMPCandHQ transfersorseparates
ARPC fromservice,whichever
1ssooner AUTH.N1-
AFU-90-3
7.01 workingpapers,memoranda,orother destroyoncompletion
tnternalwrittencommentarygenerated ofReviewBoard
byboardmembers,boardpresidentsor acttons AUTH N1-
boardrecorders AFU-90-3
8 Personnel recordswhichindividualsmust returntotheunitupon
AccountabilityKit handcarryondeploymentfor completionof
(PAK) managementpurposesatdeployment deployment,orgiveto
siteusedonlywhenindividualis individualuponPCS,
deployedandmaintainedduringentire separationordischarge
periodofdeployment inordertocomplywith
appropriatedirectives
(Exception return
passportsperDODI
1000 21-R) AUTH
N1-AFU-90-48
9 servicenumber registers,logsorcomparablerecords transfertoNPRC

15
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TABLE36-12 |
Continued. |
A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
registerfiles usedtotdentifyindividualstowhom (MPR)anddestroy
specificservicenumberswere whennolongerneeded
assigned,ortocontroltheallotment inthereconstructionof
andsuballotmentofblocksofservice militarypersonnel
R numbersobtainedfromDepartmentof records AUTH N1i-
theArmy,1947-July1969 AFU-90-3
10 absentee/deserter DDForm553,AbsenteeWantedby origtnalrecords disposeofperAFI36-
casefiles ) theArmedForces,DDForm616, mitiatedatMPFsand 2608 AUTH N1-
ReportofReturnofAbsenteeWanted copiesatHQAFMPC/ AFU-90-3
ythe ArmedServices,andrelated DPMARS
racords,concerningthemember's
unaythorizedabsenceandreturnto
milit
11 atMAJCOMOPRs destroyl yearafterthe
unauthorizedabsenceis
terminated AUTH
N1-AFU-90-3
12 atsecuritypoliceand seetable38-1,AUTH
otherbaseagencies N1-AFU-90-3
13 weightmanagement correspondence,adRunistrative maintainedinunit destroylyearafter
programorfitness actions,summaries,cunseling orderlyrooms removalfrom
improvement records, AFForm393,Ihdividual program(s),after
training(FIT) RecordsforWeightManagementand successfulcormpletion
programcasefiles FitnessImprovementTraiying(FIT) ofProbationand
Programs,AFForm1975,Pagrsonal Rehabilitation(P&R),
FitnessProgressChart,individual or90daysafter
notificationcorrespondenceangother separationor
relateddocumentsrequiredby AR 40- retirement,whichever
502 1ssooner(SeeNote3)
AUTH N1-AFU-90-33
13.01 | (RESERVED) \ (RESERVED)
14 familycare AFForm357 atunitorderlyroom, destroywhen
responsibilities firstsergeant'soffice, superseded,memberis
unitcommander's reassigned,orrequired
fficecor DET/OL todocumentdependent
administrativeoffice careplan AUTH N1-
AFU-90-3
15 automatedlistingofassignedsingle atunNorderlyroom destroywhen
membersponsorsandmilitarycouples superseded AUTH
withdependents N1-AFU-90-3
16 Individual reportspertainingtoauthorizedand atHQUSRAF/DPXX destroyafter3years
Mobuilization assignedIMAlevelsandforce AUTH NI1-AFU-90-3
Augmentee(IMA) readiness
annualstatusreport
16.01 | Individual copiesofrecordscoveredelsewherein withUnitReserV! destroywhen
Management thisregulationorotherrecords Coordinators supersededornolonger
Augmentee(IMA) necessarytomanagethememberat needed Attimeof
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TABLE36-14 |
Continued.(SEENOTE) |
A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
6 armedservicesvocatiQnalaptitude destroyafter2months
battery(ASVAB)testinglead AUTH NI1-AFU-90-3
information
7 Enlistrrientor formsonenlistmentsand atMPFsandcareer destroyafter3months
Reenlistment reenlistments assistanceunits AUTH NI1-AFU-90-3
Agreement-Armed
ForcesoftheUS,
andAFreenlistment
eligibilityform

NOTE:Rulesapplytothosecopiesnotrequiredbyotherdirectivestobefiledinindividualmilitarypersonnelrecords

groups(seetable36-12)

These three rules (involving temporary electronic records) apply to all rules in the preceding table:

A B C D
If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long- .
hard copy records er needed for administrative,
are retained to meet legal, audut, or other opera-
recordkeeping tional purposes
requirements
c Electronic copies that are destroy alter recordkeeping
created using copy has been created and
electronic mail and filed or when no longer needed
word processing or for revision, dissemination, or
form filler software reference, whichever is later
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TABLE36-12 |
Continued. l
A B C D
R
U
L Iftheresgrdsare
E orpertain consistingof whichare then
folders theunit/supervisorlevel reassignmentor
separation,forwardthe
recordtothemember,
andifreassigned
. withinthecommand,
7 forwardtherecordto
\ thegainingunit.
AUTH NI-AFU-93-16
17 Cwvilhan/Military con{rolcardsshowingdeterminations atBoardsand retireaspermanent
ServiceReview ofacthvedutytypedischargefor CorrectionSection, (SceNote6). AUTH
Cards civiliatcontractorpersonnel (Public AirForcePersonnel NCI-AFU-82-52
Center(SAF/MIBR)
18 atotherthan destroy2yearsafter
AFMPC/DPMDOA servicecredit
determinationismade
AUTH N1-AFU-90-3
19 AFmorningreports atNPRC(MPR) disposeofinJanuary
andindexes 2042,ifnolonger
changesinstatusofpers neededindocumenting
assignedtoaunit,1947-19¢6and militaryservice(See
indexes Note5) AUTH NI-
AFU-90-3
20 courtreporter's courtreporter'srecordingsforfomal destroy3yearsafier
record hearingsofthePhysicalEvaluatio dateofhearing
Boardconsistingofverbatimor AUTH NI1-AFU-90-28
summarizedrecordsandtapesand
discsnottranscribed
21 militarypersonnel recordcopies \ atHQAFMPC destroyafter2years
flightletters(MPFL) AUTH NI1-AFU-90-3
andALPERSCOM \
letters
22 copiesusedasapolicyreferencefile atobherthanHQ destroyafter90daysor
andmaintainedincontrolnumber AFMRC whennolongerneeded
sequencebycalendaryear AUTH N1-AFU-90-3
23 OfficerorEnlisted manninglevelbyAFSCs XA destroyafter2years
TrainedPersonnel AUTH NI-AFU-93-17
Requirement(TPR)
NOTE(S):

1 Ifotherwisereleasable,recordseligiblefordestructionmaybegiventoindividualconcerned,inlieuofdestruction

2 AtthediscretionoftheMAJCOM,1informationalpersonnelrecordsmaybetransferredtogainingMPF for

intracommandreassignments
3 RESERVED

4 TransfertotheNationalArchives75yearsafterretirementoftheMasterPersonnelRecords(MPR)toNPRC National
Archives,afterconsultationwiththe AF,historians,genealogistsandotherconcernedparties,willdeterminethedisposition
oftheMPR AllorsomeoftheMPRwillbedesignatedarchivalandaccesstonedintotheArchives'holdings AnyMPRnot
selectedforarchivalpreservationmaybeeitherdonatedtoanappropriateinstitutionordestroyed
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three rules (mvolvmgpiecmpo;;{r? electronic records) apply to all rules 1n the preceding table; &/’ "}' L
d be

CACCptiens M )
A B C D
If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records

that replace
temporary hard
copy records

destroy on expiration
of the retention period
previously approved
for the corresponding
hard copy records

b electronic records destroy when the agency
that supplement determines that the elec-
- temporary hard copy tronic records are super-
.- records where the seded, obsolete, or no long-
hard copy records er needed for administrative,
- are retamned to meet legal, audit, or other opera-
recordkeeping tional purposes
requirements
C Electronic copies that are

created using

electronic mail and
word processing or
form filler software

destroy afier recordkeeping
copy has been created and
filed or when no longer needed
for revision, dissemination, or
reference, whichever is later
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5 ThistsadiscontinueddocumemNationseriesconsistingofapproximately6,500cubicfeetofrecords Themorningreports
fortheperiod1947-1959areonmiclfilm,whilethosefor1959-1966areonpaper Theycanbedisposedof75yearsafter
dateoflatestreport,1 e ,2042,assumingthattheiruseindocumentingmilitaryservicehasceased.
6 TransfercardstotheNationalArchivesin 10yearblocks30yearsafterservicecreditdeterminationismade
7 DDform293,DRBFindingsandDRFmiXxgrityreportswillbeincorporatedintotheMPR Allotherrecordswillbe
destroyedafier7SyearsandwillbestoredsepaxatelyfromtheMPR.
8 Onintercommandreassignment(PCAorPC{thefileisgiventotheindividualordestroyed Onintracommand
reassignment(PCAorPCS)thefileisgiventothemdividual, forwardedtogainingcommander,ordestroyed
TABLE36-13 |
REENLISTMENTANDRETENTION(SEENOTE1) l
A = B C D
R -
U .
L Iftherecordsare
E orpertainto consistingof whichare then
1 careerinformation Y formsmarntainedandmonitored atunitsofassignment sendtogainingunit
andcounseling underAFI36-2606 uponPCAwithout
PCS;orsendtoBase
CareerAdvisorwhen
theairmanisscheduled
forPCS,separation,or
1sselectedfor
reenhistment ForAF
Reservepersonnel,
destroylyearafterloss
ofmember. AUTH
N1-AFU-91-27
1.01 atMPFinthecareer forwardforinclusionin
enhancementelement theUPRGwhenthe
airmanisscheduledfor
PCS, givetothe
memberupon
separationor
reenlistment,returnto
unitofassignment
whentheairman
becomesineligibleto
reenlist ForAF
Reservepersonnel,
destroyl yearafterloss
ofmember AUTH
NI1-AFU-91-27
2 selective selection records, including annotadted destroy after 1 year
reenlistment and eligibility rosters created 1n selectin AUTH NI-AFU-90-3
retention or nonselecting airmen for continue
3 duplicates of records, the original of destroy 6 months after
which are 1n the field record group final action AUTH
\ N1-AFU-90-3
4 ANG Incentive bonus contracts, payment t MPFs career

authorizations, ledgers, reports, related
correspondence pertaining to the ANG
1ncentive program

evhancement

destroy when no longer
needed or 1 year after
final action, whichever
15 later (See Note 2)
AUTH NI1-AFU-90-3
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TABLE36-13 |
Continued. ]
A B C
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
4.01 AFRESEnlisted bonuscontracts,yeports,related atHQAFRES/DPRV
IncentiveProgram correspondencepgrtainingtothe
AFRESenhstedinventiveprogram
5 selective recordspertainingtolympsumor atMAJCOMretention | destroyafterlyear,
reenlistmentbonus advancedpaymentofS officesoratMPFs AUTH NI1-AFU-90-3
(SRB) careerenhancement
6 specialretention atMPFsorunits

initiativeor
suggestions

recordspertainingtoidenti§cationof
suchfactorsandactionstakenor

adoptionordisapproval

destroyafter]lyear.
AUTH NI1-AFU-90-3

7thru | (RESERVED) (RESERVED)
10
11 reenlhistmentand recordsrequiredbyAFI136-2006 destroyafter! year.
retentionprogram whichisnotcoveredelsewhereinth AUTH NI1-AFU-90-3
regulation
- ~
NOTE(S):

1 Rulesapplytothosecopiesnotrequiredbycurrentdirectivestobefiledinindividualmilitarypersonnelrecordgroups

(seetable36-12)

2 Seetable177-25forthedispositionofactualpayrecordsmaintainedbythe AFOs

These three rules (involving temporary electronic records) apply to all rules in the preceding table:

A B C D
If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative,
T are retained to meet legal, audt, or other opera-
recordkeeping tional purposes
. - requirements
¢ lectronic copies that are destroy alter recordkeeping
created using copy has been created and
electronic mail and filed or when no longer needed
word processing or for revision, dissemination, or
form filler software reference, whichever is later
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“[TABLE3614 |

ENLISTMENTANDREENLISTMENTRECORDS(SEENOTE)

A B D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
1 enlistmentand reportsofenl1stments,r§inhstments, destroyafter2years
transferreports andreassignments AUTH NI-AFU-90-3
2 rejectedenlistment applicationsandrelated \ destroyafter2years
applications correspondence AUTH NI-AFU-90-3
3 basictrainee interviewsandsupportingrecords destroylyearafter
interviewrecords completionofcase
AUTH NI-AFU-90-3
4 recruitingactivities enlistmentprocessingrecords destroywhennolonger
managementsupport needed AUTH N1-
system(RAMSS) AFU-90-3
DSDEQO27
5 recruiterpersonnelrecords destroyl yearafter
individualisremoved
fromrecruiter
productionstatus.

AUTH N1-AFU-90-3

4




TABLE36-15 |

CLASSIFICATIONANDASSIGNMENTRECORDS(SEENOTE1)

A B C D
R A\
U
L Iftherecordsare
E orpertainto consistingof whichare then
1 personnelaction formsuseédtorequest,announce,effect inFieldRecordGroup seetable36-12,
forms(SeeNote2) andrecordpsgsonnelactions,record AUTH NI1-AFU-90-3
resultsofclassificationboard
proceedings,andsgportandrecord
dutystatuschanges
2 accumnulatedby destroyafter3months
activitiesnotcovered orwhennolonger
byrules3through10 needed, whicheveris
sooner. AUTH'N1-
AFU-90-3
3 classification/on-the-jobtraining atMPFsandCRPOs destroyafter30days
action(AFForm2096orRIP)and AUTH NI1-AFU-90-3
dutystatuschange(AFForm2098)
4 assignment/personnelaction L
5 forms,boardactionsandrelated &I—éQUSAFand
records JCOMs
6 atunXofassignment destroywhen
superseded,obsolete,
onreassignmentor
separationof

individual,oron
inactivation,whichever
tssooner AUTH N1-
AFU-90-3
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TABLE36-15. |
CLASSIFICATIONANDASSIGNMENTRECORDS(SEENOTE1) |
A B C D
R \
U
L Iftherecordsare
E orpertainto consistjingof whichare then
1 personnelaction formsusedtorequest,announce,effect inFieldRecordGroup seetable36-12.
forms(SeeNote2) andrecordpygsonnelactions,record AUTH.NI-AFU-90-3
resultsofclassijcationboard
proceedings,andseportandrecord
2 accumulatedby destroyafter3months
activitiesnotcovered orwhennolonger
byrules3through10 needed,whicheveris
sooner.AUTH N1-
AFU-90-3
3 classification/on-the-jobtraining atMPFsandCRPOs destroyafter30days
action(AFForm2096orRIP)and AUTH.NI-AFU-90-3
dutystatuschange(AFForm2098)
4 assignment/personnelaction N
5 forms,boardactionsandrelated mQUSAFand
records JCOMs
6 atuniofassignment destroywhen
superseded,obsolete,
onreassignmentor
separationof
individual,oron
1nactivation,whichever
1ssooner AUTH N1-
AFU-90-3
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TABLE36-15 |
Continued.(SEENOTE1)

A B C D

R

U

L Iftherecordsare

E orpertainto consistingof whichare then

7 atMPFs destroyafter3monthsor

whennolongerneeded,
\ whicheverissooner.
- i AUTH N1-AFU-90-3

8 (RESERVER) ~ (RESERVED)

9 personnelactign™ copiesofformsidentifiedin usedaslegalevidencein disposeofwithcourt-
formsusedaslegal ruleslthrough? courts-martialorother martialorotherlegal
evidence legalproceedings proceedingstowhichthey

relate AUTH N1-AFU-
90-3
10 notfiledasanattachment destroywhennolonger
orexhibittolegal needed AUTH'N1-AFU-
proceedings 90-3

11 (RESERVED) \ (RESERVED)

12 \ -

13 officercareer forpsusedtocommunicate atHQUSAF,MAJCOMs destroywhensuperseded
objectivestatement caregrgoalstopersonnel andMPFs oronseparation,

manajersatalllevels whicheverissooner
AUTH NI1-AFU-90-3

14 arrmanassignment AFForm§92 usedtoassignairmento returntomember AUTH
preferencestatement overseaspreference NI1-AFU-90-3
(overseasvolunteer
statements)

15 personnelselected recordspertainiygtorequisition, atMAJCOMsandmajor destroyafterlyear
forrelocation assignment,reasyjgnment, subordinatecommands AUTH NI1-AFU-90-3

separationorTD

16 individualjob ajobdescriptionforeych destroywhensuperseded,
descriptions establishedposition cancelledoron

mnacttvationofactivity,
whicheverissooner.
AUTH N1-AFU-90-3

17 (RESERVED) \ (RESERVED)

18 assignment letters,applications,DDForm approved placeinrelocationfolder
preference 398,AFForms109andrelated AUTH NI1-AFU-90-3
applications/special | recordsrequiredbyAFI36-2110
dutyassignments (exceptAFForm392)

19 1sapproved returnrecordstomember

AUTH NI-AFU-90-3

20 | (RESERVED) \ (RESERVED)

21 personnelstatus reportspreparedbyunits atprgparingunit destroywhennolonger
reports collocatedwithaservicingMPF needed(SeeNote3)

toreportdutystatuschanges AUTH N1-AFU-88-22
21.01 atMPFs
21.02 | dutystatuschange messagespreparedby
messages geographicallyseparateduntts

fromaservicingMPFtoreport
dutystatuschanges
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L]
TABLE36-15 |
Continued.(SEENOTE1) |
A B C D

R

U

L Iftherecordsare

E orpertainto consistingof whichare then

21.03 atpreparingunit

22 locationfolder recordsassuringproper atMPFs destroy3monthsafter
outprocessingfromanactivity reportnotlaterthandate
onPCSorTDY,suchas (RNLTD)month,
relocationpreparationchecklist, completionof TDY,or
orders,recordofemergency whenrelocationactionis
data,selectionornominationfor cancelled(SeeNote4)
training,andschool AUTH NI1-AFU-90-3
quota/courseprojectfiles

22.01 formsusedtoassureproperin- destroy3monthsafter
processingfromanactivityon reportingmonth AUTH
PCS NI1-AFU-90-3
22.02 formsusedtoassureproperout- atAirForcemihtary destroyafter3months
\processingforBasicMilitary trainingcenters(AETC) AUTH NI1-AFU-90-3
- %rainmgGraduates(SeeNoteB)

23 exchangeofficers reRortspreparedbyAllied destroySyearsafter
Officersandsubmittedto exchangeofficerreturns
officer'shomeservice AUTH NI1-AFU-90-3

24 casefilegofadministrative destroylyearafter
recordsonUSAFandAllied completionofassignment
officers ornolongerneeded,

whicheverissooner.
AUTH N1-AFU-90-3

25 | (RESERVED) \ (RESERVED)

26 militarysponsor militarysponsorpiogram forwardtogaining
program information formsatlpsing command AUTH N1-

activity AFU-90-3

27 relatedcorrespondence atlosingactivity destroywhennolonger

needed AUTH N1-AFU-
90-3

28 atgainingactivity

29 | (RESERVED) \ (RESERVED)

30 advancedacademic requeststoestablish/change keptbysupervisors,HQ destroywhensuperseded
degree(AAD) AADposttions,AFeducation USAF,andMAJCOM orwhenAADrequirement
requirements requirements,boardreportsand nctionalmanagers 1sdeleted AUTH NI-

relatedcorrespondenceusedto AFU-90-3
establish,changeordeletean

AADrequirementinthe

manpowerdatasystemforline

oftheAFcommissionedofficers

ingradeofcolonelandbelowin

accordancewithAFI36-2303

31 (RESERVED), (RESERVED)

32 approvedAAD seetable38-3 AUTH
requirementsfordhanges N1-AFU-90-3
inthemanpowerdata
system

33 enlistedaide semiannualreport,which destroywhensuperseded,
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TABLE36-15 |

Continued.(SEENOTE1)

380

A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
assignments < identifiespersonnelactions obsoleteornolonger
relatedtotheallocationand needed AUTH NI-AFU-
&ignmentofAFenhstedaldes 90-3
34 assessmentscreening | biogsaphicaldata,educational at3507thAirman destroyafterlyear
records - . _ data,l , ClassificationSquadron, AUTH NI1-AFU-89-26
) - emplo LacklandAFB,Texas
- expertence,jhysicalor
- physiological¥sparities,credit
information,chalgcter
referencesandresponseson
basictrainingcandida
highriskjobs
35 {(RESERVED) (RESERVED)
36 humanitarian/EFMP | casefilesofapplicationsfor approved destroyafter1 8months
applications humanitarian/EFMP AUTH.NI1-AFU-89-34
reassignment/deferment - N\
37 disapproved returntomember18
monthsafterdisapproval
AUTH-NI-AFU-89-34
NOTE(S):

1 Rulesapplytothosecopiesnotrequiredbyotherdirectivestobefiledinmilitarypersonnelrecordsgroups(seetable36-

12)

2 Whenrecommendedactionsaredisapprovedandnoalternateactionsaresubstitutedbyapprovingorconvening
authority,retainonecopyforMPFadmuinistrativesection,andreturnoriginalandallothercopiestotheoriginator.
3 Maintenanceatthepreparingunitisnotrequired

4 TDYrelocationrecordspertainingtoschool/trainingquotasatotherthanMPFsaredisposedofinaccordancewathtable
VA7 virlal

These three rules (involving temporary electronic records) apply to all rules in the preceding table:

A B C D
If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative,
- : are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
X - requirements
c klectronic copies that are
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created using

electronic mail and

word processing or
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Qestroy alter recordkeeping
copy has been created and
filed or when no longer needed

for revision, dissemination, or
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TABLE 36-16 |

PERFORMANCE REPORTING AND QUALITY CONTROL RECORDS (SEE NOTE 1) |

381

A

B

C

If the records are
or pertain to

~mr R

consisting of

which are

then

unfavorable

written administrative admonition or
reprimand not pursuant to Article 15,
UCM]J, or sentence of court-martial on
active duty personnel, and documented
evidence or supported allegations of an
unfavorable nature, including control
roster correspondence,

UIF custodian

destroy 1 year after the
effective date of
placement into UIF the
most recent unfavorable
correspondence or
document not related to
admunistrative
reprimand or
admonition (See Notes
1,2,4,5,6)
(EXCEPTIONS a
when the UIF contains
more than one
document, destroy all
records 1 year from the
effective date of the
most recent unfavorable
correspondence or
document, except when
longer retention 1s
required byrule 5, b
files will be destroyed
when a member 1s
separated (without
immediate return or
continuation on active
duty), retires or dies)
AUTH NI-AFU-90-3

all copies of UIF summary

at
MAJCOMSs/FOASs/unit
s and the oniginal of
the UIF summary
maintained 1n the UIF

unit commanders
(including headquarters
squadron section
commanders) may hold
copies of both current
and obsolete UIF
summaries 1n the
member's unit assigned
personnel information
file (see AFI 36-2608)
until the member is no
longer assigned to the
unit, following
reassignment from the
unit (does not include
unit redesignations),
they will be destroyed,
all other copies will be
destroyed upon receipt
of updated or
reaccomplished UIF
summary, or when all
items have been
removed and the UIF
has been terminated
(See Note 2) AUTH

NI1-AFU-90-3
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TABLE36-16 |

382

Continued.(SEENOTE1)
A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
3 onstudentsattending destroyperruleloron
AETCflymng/technical | terminationoftraining
coursesexceptas status(completion,
- providedinrulesl removaland
and$ reassignmentfrom
controlofthetraining
unit),whicheveris
earlier(SeeNote2)
AUTH N1-AFU-90-3
4 onpersonnel forwardtoHQ
missing/capturedin AFMPC/DPMAIJB
action,exceptas whenthecommandor
providedforinrulesl fieldrecordgroupis
and5 disposedofaccording
toAF136-2608
AUTH N1-AFU-90-3
5 sultsofcourt-martialconvictionsor atMPFs,Special destroy2yearsafter
pusushmentsunderArticle15,UCM]J, ActionsUnit,orUnit effectivedateof
orotherthanminorcivilcourt OrderlyRoom punishment,orwhen

convictions(orjudgmentsequatingto
convictions)asexplainedinAFI36-
3014pertal
personnel

commandersigns
blocks6and7ofthe
AFForm3070for
Article15action,or
whenthememberis
separated(without
immediatereturnor
continuationonactive
duty),retiresordies
(EXCEPTION when
additional
correspondenceor
documentsareplaced
intheUlFunderthis
ruleorunderrulel
priortoexpirationof
thedispositiondateof
documentsalreadyon
file,thefilewillbe
retainedforlor2years
fromtheeffectivedate
ofthenew
correspondenceor
document,ordateof
themostrecent
unfavorable
correspondence,under
rulelor2,applicable
(SeeNote2) AUTH
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TABLE36-16 |

383

Continued.(SEENOTE1)
A B C D

R

U

L Iftherecordsare

E orpertainto consistingof whichare then

N1-AFU-90-3

6 (RESERVED) (RESERVED)

7 controligsterson manualormechanizedcontrolrosters destroylyearfrom
officersandairmen accumulatedunderAFI136-3014 dateorwhennolonger

- needed,whicheveris
) sooner AUTH NI1-
AFU-90-3
8 lineofduty(LO originalcopyofAFForm348,Lineof atHQAFMPCorHQ Seetable36-12,rulel
determinationfil DutyDeterminationandDDForm AFRPC AUTH N1-AFU-90-3
261,ReportoflnvestigationLineof
DutyandMisconductStatus
8.01 duplicatecopies destroyl yearafter

reconciliationwith
MPFcareer
enhancement AUTH
NI1-AFU-90-3

9 officers’ boardgroceedingsandrelated onofficerswhoare destroyafter5years
reclassification documapts inefficientor AUTH NI1-AFU-90-3
boards otherwiseunsuitable

incurrentassignments
10 qualificationrecords | temporaryf§rms destroywhenentries
havebeentranscribed
topermanentrecord
AUTH NI-AFU-90-3

11 NuclearWeapons PersonnelReliabilytyCertificate(AF forPRPcertification maintainandretireper
PersonnelReliability | Form286),andNoti}cationof ) andpermanent AFI[36-2608 AUTH
Program(PRP) PersonnelRehabilityRrogram decertification N1-AFU-91-44

DecertificationAction{AFForm
286A)

12 NuclearWeapons decertificationcasefiles forPRPpermanent destroyl yearafterdate
PersonnelReliability decertification ofdecertification
Program(PRP) AUTH N1-AFU-91-44

12.01 forPRPtemporary destroywhen
decertification individualisnolonger
assignedtoPRPduties
oratCommander's
discretion AUTH N1-
AFU-91 44
12.02 forremoval of PRP destroyl yearafterdate
permanent ofapproval AUTH
decertificationaction NI1-AFU-91-44
13 PersonnelRehabilityProgram forPRP-relatedduties destroyeachpagewhen
NotificationandSuspensionLog(AF uspension allsuspensionsare
Form164) resolved AUTH N1-
AFU-91-44
14 PRPstatusroster forGommander's destroywhen
validationofPRP superseded AUTH
statu NI1-AFU-91-44
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TABLE36-16__|
Continued.(SEENOTE1)
A B C D
R
U
L Iftherecordsare
E orpertainto \Qonsistingof whichare then
14.01 | PRPcertificates foxmnsusedinthePRPqualification atunitsofassignment destroywhen
andigreeningprocess individualisnolonger
assignedtoPRPduties
AUTH NI1-AFU-90-3
14.02 ) sendtothegainingunit
) ofassignment AUTH
N1-AFU-90-3
15 drugabuse(onor seetable36-1 AUTH
before30Sep94) N1-AFU-90-3
inrehabilitationaccumulatedunder
AFI136-2701
16thru | (RESERVED) \ (RESERVED)
20 -
21 officerqualityforce summartesofpotentialandpendipg atMAJCOM destroy2yearsafter
managementrecords | qualityforceactionsonofficers lastentryorsoonerif
assigned supersededornolonger
needed AUTH N1-
AFU-90-3
NOTE(S):

1 Rulesapplytothosecopiesnotrequiredbyotherdirectivestobefiledinindividualmilitarypersonnelrecordgroups(see
table36-12)

2 IfthecustodianoftheUlFhasbeennotifiedthatadministrativeelimination/demotionorcourt-martialactionisunder
consideration,delaydestructionpendingcompletionoftheaction

3 (RESERVED)

4 Effectivedateisthedatetheindividualinitiallyacknowledgesreceiptoftheunfavorablein formationordeclinestodoso
withinthetimeprescribed

5 WherethedocumentationrelatestotheplacementofthememberinthedrugabuseprogramunderAFPD36-27,the
retentionperiodis1 2monthsoruponsuccessfulcompletionofthefollow-onsupportphaseoftherehabilitationprogram,
whicheverislater

6 Subjecttothepoliciesandproceduresoutlinedin AFI36-2907,UlFrecordswhichwereplacedintheUIFunderrule1of
thistablemayberemovedpriortothenormaldispositiondate(s)

7-11 (RESERVED)

5]
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These three rules (involving temporary electronic records) apply to all rules 1n the preceding table:

that replace
temporary hard
copy records

A B C D

If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records

destroy on expiration
of the retention period
previously approved
for the corresponding
hard copy records

b electronic records destroy when the agency
that supplement determunes that the elec-
N temporary hard copy tronic records are super-
- - - records where the seded, obsolete, or no long-
hard copy records er needed for administrative,
: are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
requirements
[ Electronic copies that are

created using

electronic mail and
word processing or
form filler software

destroy after recordkeeping
copy has been created and
filed or when no longer needed
for revision, dissemination, or
reference, whichever 1s later
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TABLE36-17__|
MILITARYPERSONNELTESTINGRECORDS(SEENOTE1)
A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
1 testdevglopment specimensetsoftests,background attestdevelopment destroywhennolonger
material materialontestitems,tests,andtest activities needed AUTH NI-
batteries,forms,statisticaldata,and AFU-90-3
- relatedmaterials
2 requestforwarkerof listingofpersonnelingradeE-4 filedinunitpersonnel seetable36-12,rule
promotiontesti through E-8eligibleforpromotion recordgroupper AFI 11 AUTH N1-AFU-
{currentcycle) ~ considerationwhodeclinedtotest 36-2608 90-3
3 testverificationor
statementofrefusal
totest
4 testresults OQT,BAT
5 arrmanpromotion seetable36-22
testrosters AUTH N1-AFU-90-3
6 controlledtest accoyntabilitylistingsorforms attestcontroloffices destroyafter2years
materialdestruction (SeeNote2) AUTH
certificatesor NI1-AFU-90-3
dispositionrecords
7 nventoriesoftest keepcurrentand
materials(SeeNote immediatelypreceding
3) inventories,destroyall
others(SeeNote2)
AUTH N1-AFU-90-3
7.01 controlledtest destroyafter2years
material AUTH NI1-AFU-90-3
accountabilityrecord
7.02 changeofTest destroyafter
ControlOfficer completionofnext
(TCO)and quarterlyinventory
unannounced AUTH NI1-AFU-90-3
impartialofficial
inventoriesof TCO
accounts
8 recordoftest ArmedForcesClassificationTest destroyafter|year
administration (AFCT),ElectronicDataProcessing AUTH NI1-AFU-90-3

Test(EDPT),DefenseLanguage
ProficiencyTest(DLPT),Specialty
KnowledgeTest(SKT),Promotion
FitnessExamination(PFE),USAF
SupervisoryExamination(USAFSE),
AFReadingAbilitiesTest(AFRAT),
AFDentalAptitudeTest(AFDAT),
DefenseLanguageAptitudeBattery
(DLAB),ArrForceOfficerQualifying
Test(AFOQT),BasicAttributesTest
(BAT)
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TABLE36-17 |
Continued.(SEENOTE1) |
A B C D
R
U
L Iftherecordsareor
E pertainto consistingof whichare then
13 testmaterial controlledtestmaterialgovernedby atTestControl destroysuperseded
AFI36-2605,includingtestbooklets, Offices editionswithin30days
scorekeys,andtesttapes ofreceiptofrevised
- editionsorasdirected
- - byHQ
AFMPC/DPMMT
. - AUTH NI1-AFU-90-3
14 (RESERVED) (RESERVED)
15 completedanswer answe?iheetsforAFCT EST,EDPT, scoredlocally destroyafterémonths
sheets AFDARandAFRAT AUTH N1-AFU-90-3
15.01 (RESERVED) (RESERVED)
15.02
15.03
15.04 ~ answersheetsforDLAB,DLPT sendmonthlyto
II/DLPTIILandDLPTI ATFL-EST-M,
ForeignLanguage
Center,ATTN Test
ControlOfficer
Building631,Room
16,Prestdioof
Monterrey,CA95944-
5006 AUTH N1-
AFU-90-3
15.05 answersheetsforAFOQT scoredatHQAFMPC sendtoHQ
AFMPC/DPMYOT,
RandolphAFBTX
78150-6001,where
theywillbedestroyed
whennolonger
needed AUTH N1-
AFU-90-3
16 (RESERVED) (RESERVED)
16.01 answershectsforArmedServices atAirNationalGuard destroy6monthsafter
Vocational AptitudeBattery NG)andAF scoring AUTH N1-
(ASVAB) Reserve(AFRES) AFU-90-3
tesyngunits,and
ovenseasConsolidated
BaseRersonnel
Officeyandtesting
units
17 completedanswer ArrForcePersonnel Test851(AFPT recordcopresatAir destroyafter2years
cards 851) ForceManpowerand AUTH NI1-AFU-90-3

PersonnelGenter,
AirmanProngotion

5%
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TABLE36-17 |
Continued.(SEENOTE1) |
A B C D
R
R N
L Iftherecordsareor \
E pertainto cohgistingof whichare then
18 HighScoreFile l1stuﬁ€§sedmtestcompromlse recordcopiesatHQ destroyafterémonths
researc AFMPC/DPMAJW AUTH N1-AFU-90-3
19 CurrentMasterFile microfichecontainingcurrenttest destroyafter2years
MTF) record AUTH NI1-AFU-90-3
20 USAESEResults l1stmgsoﬂJSf\§Eresultsbyname destroyafter20years
(Roster) -. - andmonthofadiyinistration AUTH NI1-AFU-90-3
21 TestAnswerCard llstlngoferrorrat&{yTCO destroyafterlyear
RejectAnalysisListing - - AUTH N1-AFU-90-3
22 AFPRT237/Machine llstmgoﬁndlwdualst\\stmgbyTCO destroyafterlyear
RunRosters AUTH N1-AFU-90-3
23 No-ShowWaivers requestforno-showwaivegs destroyafter2years
AUTH N1-AFU-90-3
24 HistoricalMaster Test testrecordspurgedfromthec\qent destroyafter10years
FileMTF) MTF AUTH N1-AFU-90-3
25 TestCompromise filesofinvestigation recordcoptesatHQ destroyafter2years
Cases \ AFMPC/DPMAJW/D | AUTH N1-AFU-90-3
' PMYOT
NOTE(S):

1 ThistablecoversrecordspertainingtomilitarypersonneltestingasprescribedinAF136-26035,andincludestestsfor
aptitude,proficiency,procurementandpromotionprograms (Seetableselsewhereinthisregulationfortestsnotcoveredby
AFI36-2605,suchascivilianpersonneltestsintables36-27and36-28,academicandflyingproficiencytestsin36and 13
seriestables,OSltestsintables71-7,prisonertestsintable31-2, DANTEStestsintable36-50,etc )

2 WhenaTCO'saccountisdisestablished,furnishacopyofdispositionoftestmaterialstotheMAJCOM/FO Atestcontrol
officerforreviewandretentionforlyear
3 RESERVED

4 3700PRG/DPPT,LacklandAFBTX78236-5000willdestroyafter2months

These three rules (1involving temporary electronic records) apply to all rules in the preceding table:

A B C D
If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
- - hard copy records
electronic records destroy when the agency
that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative,
- are retamned to meet legal, audit, or other opera-
reco.rdkeeping tional purposes
X SN requirements 55
c blectronic copies that are

created using

electronic mail and
word processing or
form filler software

destroy after recordkeeping
copy has been created and
filed or when no longer needed
for revision, dissemination, or

reference, whichever 1s later




TABLE36-18 |

FLYINGSTATUSRECORDS(SEENOTE) |

A B D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
1 flyingevaluation boardproceedingysandsupporting seetable13-10,rule49
boards,faculty records,suchasphysicaland AUTH NI1-AFU-90-3
boards,or psychiatricexams,Najoraircraft
aeronauticalrating accidentandotherreports,orders
boards suspendingpilotfromyrreturning
him/hertoflyingstatus
2 flyingstatusreports reportsofnonratedofficersand seetable13-10,rule50

enlistedpersonnelonflyingytatus

coveringman-yearauthorizationsand

supportingrecordsforcrewandnon-
crewrequirements

AUTH N1-AFU-90-3

56




AFMAN37-1391March1996

TABLE36-18 |

Continued.(SEENOTE) |

388

A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
3 crew information locally devised forms used to collect see table 13-10, rule 51
formats \ personnel and operational data on AUTH NI1-AFU-90-3
"lead-select” crews
4 flying status actiqns | correspondence and related records at see table 13-10, rule 52
pertaining to requests for suspensions, | MAJCOMs/FOAs/ma; | AUTH NI1-AFU-90-3
) fear of flying cases, excusal programs, | or subordinate
non-rated officer utilization, commands
aeronautical rating data records that
ertain tO aeronautical ratings or
sugpensions or hazardous duty status
code changes and requests for update
of theg Uniform Officer Record (UOR)
or Unyform Airman Record (UAR),
and applications or requests for
parachu¥g jump status, and other
flying stakus actions
5 below major see table 13-10, rule 53
subordinate commands | AUTH NI1-AFU-90-3
6 Missileman Badge applications oy requests for award of accumulated by destroy after 1 year
the Missilemar\ Badge, Sentor approving/disapprovin | AUTH N1-AFU-90-3
Missileman Badge, or Master g authorities
Missileman Bad,
7 Weapons Controller \ see table 36-33
AUTH NI-AFU-90-3
8 parachute jump forms recording jump\experience, for transferred send to new duty
records orders placing individials on or personnel station AUTH NI1-
removing them from jungp status, and AFU-90-3
logs which record parachyte jumps,
used to substantiate certifi§ation of
parachutists' pay, requests for higher
parachute ratings and indicae
experience of assigned personyel
9 for separated give to individual
personnel and AUTH NI-AFU-90-3
individuals who are
detached from jump
duty
10 for deceased personnel | forward for inclusion in
personal effects (see
AFI1 34-501) AUTH
N1-AFU-90-3
11 for missing 1n action, forward for inclusion 1n
&ipmred, or interred MPRG AUTH NI-
ersonnel AFU-90-3
12 Space Badge suspense copy of the application or a\ approving destroy 3 months after

request for award of the Basic, Senior
or Master Space Badge

/disapproving
autQorities

approval/disapproval of
the space badge (Note
original s filed 1n
UPRG) AUTH NI-

NOTE:Rulesapplytothosecopiesnotrequiredbyotherdirectivestobefiledinthemlitarypersonnelgroups(seetable36-12)
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These three rules (involving temporary electronic records) apply to all rules in the preceding table:

A B C D
If the records which

RULE [ are or pertain to consisting of are then
Electronic systems

electronic records
that replace
temporary hard
copy records

destroy on expiration
of the retention period
previously approved
for the corresponding
hard copy records

electronic records
that supplement
temporary hard copy
records where the
hard copy records
are retaned to meet
recordkeeping
requirements

destroy when the agency

determines that the elec-
tronic records are super-
seded, obsolete, or no long-
er needed for administrative,
legal, audit, or other opera-
tional purposes

Electronic copies

that are

created using
electronic mail and
word processing or
form filler software

destroy afier recordkeeping
copy has been created and
filed or when no longer needed
for revision, dissemination, or
reference, whichever 1s later

5%
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TABLE36-19 |
PROMOTIONANDDEMOTIONRECORDS(SEENOTE1) |

A B C D

R

U

L Iftherecordsare

E orpertainto consistingof whichare then

1 officegappointment, | proceedings,findingsandrelated atHQAFMPCand destroyafter5Oyears
promotign,selection | records HQARPC (SeeNote2) AUTH
boardsthrQughthe N1-AFU-90-3

1.01 Generalofficex’ boardreport,Secretarialdirectionto attheAirForceOffice retireaspermanent
promotionboar boards,jointstatistics, lettersof ofGeneralOfficer (SeeNote3) AUTH
: T appointrhent,boardagenda,board Matters(AFDPG) NCI-AFU-84-8

membership,boardpresidentand
secretaryremarks,eligibleandselectee
demographicdata,eligible
otification,recorderin-briefandout-
bief,oaths,requiredinterviews,call
listy selecteebiographicaldata,IG
recorgscreeninginformation,show
causedgsignees,andbenchmark
records )

2 officerappointment, | proceedingg, findingsandrelated atotherthan HQ destroylyearafter
promotion,selection records USAF/MPG,HQ finalactionoron
boardsotherthanin AFMPCandHQ nactivation,whichever
rulel 1 ARPC 1ssooner AUTH N1-

AFU-90-3

2.01 regularappointments | eligibleandineligiglelistings atHQAFMPC seerulel AUTH N1-
andindefinite AFU-90-3
reservestatus

2.02 atotherthanHQ destroy6monthsafter

AFMPC allactionshavebeen
completedforthe
board AUTH N1-
AFU-90-3

2.03 acceptanceoaths/statements,medical atHQAFMPCand seetable36-12,rulel

certificates,statementsofdeclination MPFs AUTH NI1-AFU-90-3

2.04 atotherthanHQ destroy6monthsafter

AFMPCandMPFs allactionshavebeen
completedforthe
board AUTH NI1-
AFU-90-3

2.05 shorttermpromotion | evaluationcomments atHQAFMPCorHQ destroywhen
records(otherthan USAF individualseparates,
thoseinrulesl,1 1 retiresorispromoted
and2) orwhennolonger

needed AUTH N1-
AFU-88-4
3 alrmanpromotions boardproceedings,findingsand atHQAFMPCand destroyafter50years
relatedrecords HQ C (SeeNote2) AUTH
N1-AFU-90-3
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TABLE36-19 |
Continued.(SEENOTE1)
A B C D
R
U
L Ifthe}é\o\rdsare
E orpertaihto consistingof whichare then
4 atMPFs destroylyearafter
approval AUTH N1-
AFU-90-3
5 N recommendations forindividualswho forwardper AFI36-
diedorbecame 2502 AUTH N1-
missinginaction AFU-90-3
beforepromotionwas
effected
6 otherthaninrule$ destroyonpromotion
orsupersession,
whicheverissooner
AUTH NI1-AFU-90-3
7 mquiries)yvairvers,supplemental atMAJCOMSs/HQ destroyafterlyear
actions,andgelatedrecordsnotpartof AFMPC AUTH NI-AFU-90-3
theboardprod¢edings
8 atMPFs destroyl yearafterend
ofcycle AUTH N1-
. AFU-90-3
9 recordsrelatingtoreryovalsfrom atMAJCOMS/HQ destroyafterSyears
selectionlists,waiversfcriteria,and AFMPC AUTH NI1-AFU-90-3
relatedrecordsnotparto
proceedings
10 atMPFs destroyl yearafterend
ofcycle AUTH N1-
AFU-90-3
11 arrmandemotions recommendationsforreductionin approvedand destroyafter]year
grade,andrelatedrecords demotiondirected AUTH NI1-AFU-90-8
12 disapproved destroyafter3months
AUTH N1-AFU-90-3
NOTE(S): \

1 Rulesapplyonlytothosenotrequiredbyotherdirectivestobefiledintheindividualrecordgroups(seetable36-12)
2 Retainfor5years,thenretireto WNRC, wheretherecordswillbedestroyedafter45additionalyears
3 TransfertoNationalArchivesafter50years

0O
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These three rul%s (involving temporary elecfronic records) apply to all rules 1n the preceding table; € XC

created using

electronic mail and
word processing or
form filler software

destroy alter recordkeeping
copy has been created and
filed or when no longer needed
for revision, dissemination, or

reference, whichever 1s later

6l

e

b Bt

Qwles adb  Ap wor cpply 10 vecomds cave w rules 1,701 and 3¢ Ru le € ches
A B C D
If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
N temporary hard copy tronic records are super-
- - records where the seded, obsolete, or no long-
hard copy records er needed for administrative,
- are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
requirements
C Electronic copies that are
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TABLE 36-20 |
DISCHARGE AND SEPARATION (SEE NOTE 1)
A B C D

R

U

L If the%kords are

E or pertain to consisting of which are then

1 administratyve board proceedings, board watvers, approved actions see rule 7 and note 1

discharge or recommendations, and other related resulting 1n discharge | AUTH N1-AFU-90-3
separation fr records
service for cau
2 (RESERVED) (RESERVED)
3 - maintained at Legal Office as legal actions not resulting 1n | destroy after 1 year or
, ) evidence discharge (See Note 2) | on reassignment of
member, whichever 1s
\ sooner (See Note 3)
AUTH NI1-AFU-90-3
4 requests for applications and other records related | disapproved actions destroy 6 months after
discharge to Yelease from active duty, discharge, notification of
or sgparation by reason of dependency, disapproval AUTH
N1-AFU-88-3

5 approved actions see rule 7 and note 1

resulting 1n discharge | AUTH NI1-AFU-90-3

6 report of transfer or forms and ¥elated records at recruiting units destroy 3 months after

discharge date of separation
- AUTH NI1-AFU-90-3
7 separation relocation prepgration project folders
preparation used to consolidite separation
processing records and also includes
recommendations §or separation for
cause resulting 1n separation

8 (RESERVED) \ (RESERVED)

9 exit questionnaires questionnaires and siNlar records destroy after 6 months
accomphished during seharation AUTH NI1-AFU-90-3
processing

10 request for waiver of | related records approved hold 1n the Field
discharge processing Record Group until
expiration of the period
of service or enlistment
during which 1t was
approved, then destroy
(See Note 2) AUTH
NI1-AFU-90-3
11 disapproved return to originator
AUTH NI1-AFU-90-3
12 recruiting prospect personnel data and counseling action maintained by the destroy 1 year after
card Reserve/Guard separatton AUTH
\ Counselor N1-AFU-90-3
13 approved waiver of board proceedings, board waivers, see rule 7 and note 1
discharge for recommendations, and related records AUTH NI1-AFU-90-3
fraudulent on approved watver resulting in
enlistment entry retention
(excludes waiver for
concealment of prior
service)
NOTE(S):

1 Rulesapplytothosecopiesnotrequiredbyotherdirectivestobefiledinindividualmilitarypersonnelrecordgroups(see
table36-12)
2 Whenrehabtlitationproceduresareapproved, fileacopyintheUmitPersonnelRecordGroupper AFI36-2608and
removewhenprobationorrehabilitationtscompleteandsuspendedinvoluntarydischargeispermanentlycancelled
3 EXCEPTION SeceAFI36-2608forrecordscontaintnginformationindicatingthepossibleexistenceofaphysicalor

mentaldefect,orpertainingtoairmenholdingappointmentsofReserveofthe AF,commissionedor warrantofficer

ol




These three rules (1involving temporary electronic records) apply to all rules in the preceding table.

'

A B C D
If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
. temporary hard copy tronic records are super-

- records where the seded, obsolete, or no long-
hard copy records er needed for administrative,
are fetained to meet legal, audit, or other opera-
recordkeeping tional purposes
requirements

c Electronic copies that are destroy atter recordkeeping
created using copy has been created and
electronic mail and filed or when no longer needed
word processing or for revision, dissemination, or
form filler software reference, whichever 1s later
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TABLE36-21 |
AFTRANSITIONPROGRAMRECORDS |
A B C D
R
U
L Iftherecordsare\
E orpertainto consistingof whichare then
1 operationand \| policyandadminustrationfiles atotherthanHQ destroyafterlyear.
administrationofAF ncludesrecordsnotidentified AFMPC/DPMA AUTH NI-AFU-90-3
TransitionProgram elsewhereonthistable,ornotfiledin
1.01 atHQAFMPC/DPMA | retireaspermanent
(SeeNote) AUTH-
NCI1-AFU-83-43
2 individualcasefiles recordsrequixgdforeachparticipant attransitionprogram destroy6émonthsafter
offices terminationofmilitary
statusorreenlistment
AUTH NI1-AFU-90-3
3 transitiontraining \
agreements
4 recurringreports reportsrequiredbythisprogramnot atMAJCOMandHQ destroyafterlyear.
coveredelsewhereinthisredulation AFMPC/DPMA, AUTH N1-AFU-90-3
) transitionprogram
offices
5 Manpower recordssuchasbudgetestimatesa
Development annualplans
TrainingAct
6thru | (RESERVED) \ (RESERVED)
9

These three rules (involving tempor,

Cules 4_.6.:

N

electronic records) apply to all

ng table; ()i C eo’if"

les in the precgd
m ndl Q/}ZzQ/Y 7('0 Cend $ co¥er ’7'4 Ql« fe /o7
D
If the records whlch
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration

that replace
temporary hard
copy records

of the retention period
previously approved
for the corresponding
hard copy records

b electronic records destroy when the agency
that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative,

) N are retained to meet legal, audit, or other opera-
i recordkeeping tional purposes
X . requirements
c ‘Electronic copies that'are

created using

electronic mail and
word processing or
form filler software

desiroy alter recordkeeping
copy has been created and
filed or when no longer needed
for revision, dissemination, or
reference, whichever is later




TABLE36-22 |

AIRMANPROMOTIONSYSTEM —l

A + B C D
R \Y
U
L Iftherecordsare
E orpertainto consistingof whichare then
1 airmantestcontrol listsofindividualsmeetingbasic recordcopy(original) destroyafterlyear
rosters promotionehgibilitycriteryarequired AUTH NI1-AFU-90-3
totakepromotiontest(s)
2 airmanineligiblefor | listsofpersonnelnoteligiblefo
promotiontesting promotiontesting
rosters
3 alrrmanpromotion listsofpersonnelbyAFSCandgrade
testingpurgeroster overdueforcompletionofrequired
promotiontest
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TABLE36-22__|
Continued. |
A B C D

R

U

L Iftherecordsare

E orpertainto consistingof whichare then

4 airmanpromotion listsofpersonnelingradesE-1 destroyafterémonths

throughE-8eligibleforpromotion fromprocessingmonth

consideration

forgradesE-1through
E-3 Destroyafterl
yearfromendofcycle
forgradesE-4and
above AUTH N1-
AFU-90-3

5 alrmanpromotion lhistsofpersonnelingradesE-1
ineligibilitylistings throughE-8meligibleforpromotion
consideration
6 alrmanpromotion 1stsofpersonnelgradesE-1through destroyunitlistsafter6
selecteeslistings 8whowereselectedforpromotion months DestroyMPF
tonexthighergrade histsafter 1 yearfrom
endofcycle AUTH
N1-AFU-90-3
7 arrmenpromotion listofparsonnelgradesofE-1through
non-selecteeslistings | E-8whowerenotselectedfor
promotiogtonexthighergrade
8 arrmanpromotion listofpersognelingradesE-4through destroyafterlyear
selectionmonthly E-8whosesequencenumberis fromendofcycle
incrementlist effectivethefiXstofthefollowing AUTH N1-AFU-90-3
month
9 airmanpromotion listsdatatoberevigwedbythose individual'scopy destroywhennolonger
dataverification personneleligibleforpromotion needed AUTH N1-
record AFU-90-3
10 promotiontest l1stmgcontammgte?g;qmrememsfor recordcopy(original) destroyafterlyear
requirements personneleligibleforpromotion AUTH N1-AFU-90-3
11 rostersandlistings informationcopies destroyafter90daysor
coveredbyrulesl whennolongerneeded,
through10 whicheverissooner
AUTH NI-AFU-90-3
12 WAPSnotice listingcontainingdatathatwasused individual'scopy destroywhennolonger
forpromotion needed AUTH N1-
AFU-90-3
13 promotion listingreflectingeligiblepersonyel, HQAFMPCrecord destroyafter10years
cutoff/selectanalysis | quotaselected,nonweighable copy AUTH N1-AFU-90-3
list personnel,promotionopportunityand
cutoffscorerequiredforselectionb
promotionAFSC
14 coplesotherthanrule destroyafterlyear
13 AUTH N1-AFU-90-3
15 postselectcontrol listingofrecordstatuschangestothe HQAFMPCrecord destroyaftercycleis
list WAPSfile copy purged AUTH N1-
AFU-90-3
16 TICS3091nputby argjectlistingwhichidentifiesTICS
MPF/HAFerrors 30%91nputbyMPForHAF

66
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394

Continued. I
A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
17 unprojected histingofpersonnelwhowereselected
promotionsgnd forpromotionbutgradechangeswere
MPF/HAF effectedandsubsequentcyclewas
promotion activatedifmembereligiblefor
withholds/ promotion
cancellations
18 specialcategorySKT\ | listingofpersonnelwhoareSKT
exemptpersonnel exemptbecauseof COMSECAFSCor
ssignedtoanSKTexemptPAS
19 nonreconcilabletests l}s&r;goﬂest(s)recel vedthatwerenot destroyafterlcycle
recerved copatiblewithAFSCdata AUTH NI-AFU-90-3
20 SSANchangelist listinofpersonnelwhohavehada destroyafterlyear
correctddSSANandindicatesif AUTH N1-AFU-90-3
WAPSfilghasbeencorrected
21 worldwidemaster listingofpeksonnelselected, destroyafter10years
promotionnamelist nonselected,¥peligibleor AUTH N1-AFU-90-3
nonweighablefprpromotion
22 copiesatotherthan destroyafter2cycles
HQAFMPC AUTH N1-AFU-90-3
23 masterselectee listingofpromotionglecteesby HQAFMPCrecord destroyafter10years
promotionsequence sequencenumberassiyned copy AUTH N1-AFU-90-3
numberlist
24 mitial/supplemental | listingofselecteesandnongelecteesby
masterpromotion promotion AFSCconsideredfor
select/nonselectlist promotion
25 promotionwithhold ]lstlngofpersonnelwhoseproﬁ\tlon destroyafterémonths
list hasbeenwithheld AUTH N1-AFU-90-3
26 batchtransaction listingofiransactionscheckedfor
validate validitythatprocesstothemaster
personnelfile
27 staffinput listingoftransactionsthatupdatethe destroyafter3months
transactionregister masterpersonnelfile AUTH NI1-AFU-90-3
28 HAFreject listingoftransactionsthathave
transactionregister rejectedfromthemasterpersonnelfile
29 promotionhistory microfichecopies destroyafter 1 Oyears
files(Cycle AUTH N1-AFU-90-3
71A/after)
30 senorNCOmaster histingoftransactioninputtothel EF destroyémonthsafter
fileupdatelist boardadjourns
AUTH N1-AFU-90-3
31 sentorNCOinquiry listingofpersonneleligible/ineligible destroy90daysafter
lListing forpromotion boardadjourns
AUTH N1-AFU-90-3
32 sentorNCOinitial listsofeveryE-7andE-8intheAir destroylyearafter
eligiblefile Force boardadjourns
AUTH N1-AFU-90-3
33 sen1iorNCOinitial histofmismatchdata,missingrecords destroy90daysafter
eligiblereconcilable orduplicaterecords boardadjourns

67
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TABLE36-22 |
Continued. |
A B C D
R
L )
L Iftherecordsare
E orpertainto X(\sistingof whichare then
List AN AUTH N1-AFU-90-3
34 masterpromotion listofpdsonnelineligiblefor destroyafteriyear,
neligiblelist promotiogconstideration AUTH NI1-AFU-90-3
35 mastermanual hstofpersohﬁconmderedfor destroyafteriQyears
select/nonselectlist | promotionmagually AUTH N1-AFU-90-3
36 out-of-systém - documentationdTlual destroyafterlyear
supplemental - supplementalcase AUTH N1-AFU-90-3
promotioncases :
37 nonweighable listofpersonneleligibldforpromotion destroyafterémonths
listings innonweighablestatus AUTH N1-AFU-90-3
38 copiesotherthanrule destroywhennolonger
37 needed AUTH Ni-
AFU-90-3
39 promotion lettersof MPFcopies destroyafterlyear.
correspondence recommendations/nonrecommenyation AUTH N1-AFU-90-3
| s,controlrosteractlon,_
withhold/reinstatementaction,etc

N\

These three rules (involving temporary electronic records) apply to all rules in the preceding table:

A B C D
If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative,
T are retained to meet legal, audut, or other opera-
recordkeeping tional purposes
. - requirements
¢ Electronic copies that are destroy after recordkeeping
created using copy has been created and
electronic mail and filed or when no longer needed
word processing or for revision, dissemination, or
form filler software reference, whichever is later

(31




TABLE36-23 | —
ATTRITIONINFORMATION _|
A B C D
R . ’
U
L Iftherecordsare
E orpertainto consistingof whichare then
1 CadetAttrition docwymentsreportingcadet atInstitutional destroywhennolonger
weekl\monthlyattritionbyclassand Research needed AUTH NC1-
byreasoN(toshowgains,losses,and 461-82-11
summarydgta),monthlyreportsof
attritionratesQfeachserviceacademy,
reportsoncadetAftritionbyvarious
categories
2 serviceacademy allothercopies destroylyearafter
graduation,orwhenno
longerneeded,which
everissooner AUTH
NC1-461-82-11
3 USAFAGraduates, researchonattritionofgraduate atGraduateResearch destroyafter1Oyears
Attrition classes (SeeNote) AUTH
. . NC1-461-82-11
4 Cadet formsconsolidatingnotationsof \ atOfficeofRegistrar destroylyearafter
Departure/Turnback | actionstakentoprocessrecordsof actioniscomplete
Record departingcadets AUTH NC1-461-82-11

NOTE:Retainedinofficetheentireretentionperiod

These three rules (involving temporary electronic reéords) apply to all rules 1n the preceding table:

A B C D
If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention perod
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative,
are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
requirements
c lectronic copies that are

created using

electronic mail and
word processing or
form filler software

destroy alter recordkeeping
copy has been created and
filed or when no longer needed
for revision, dissemunation, or
reference, whichever 1s later
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TABLE36-24 |
CADETPERSONNELRECORDS __|
A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
1 CadetPersonne permanentandtemporarydocuments maintainedbythe mergewith
Record(CPR-1) asdefinedinAFI36-2608 OfficeofCadet disenrollmentrecord
Personnelandpertain anddisposeof
tocadetspending disenrollmentrecord
disenrollment [AWTable36-25
AUTH N1-461-91-1
2 maintainedbythe upongraduation
OfficeofCadet establishField
Personnelandpertain PersonnelRecord
tocadetswhoareto GroupandMaster
graduate PersonnelRecord
GrouplAWAFI36-
2608(SeeNote4)
Forwardpermanent
retentiondocumentsto
OfficeoftheRegistrar
forretentioninMaster
CadetPersonnelRecord
(SeeNotes1,2&3)
AUTH N1-461-91-1
3 temporaryrecordsnotrequiredior destroyaftercadet's
MasterorFieldPersonnelRecor classgraduates
Group AUTH NI1-461-91-1
4 AirOfficer permanentandtemporarydocument maintainedbythe forwardtoOfficeof
Commanding(AOC) | listedinRulesSand6below AOCwhichpertainto CadetPersonnelthru
Record(CPR-2) cadetsonwhom appropriategroupfor
disenrollmentaction mergingwith
-\ hasbeeninitiated disenrollmentcasefile
Disposeof

disenrollmentcasefile
IAWTable36-25
AUTH N1-461-91-1




AFMAN37-1391March1996 397
TABLE36-24 |
Continued. I
A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
5 temporarydocumentssuchas,butnot maintainedbyAOC AOCwlldestroyupon
limitedto,CadetPerformanceReports, oncadetswhoareto graduation AUTH
BasicCadetEvaluationReport, graduate N1-461-91-1
MemorandumforRecord,Cadet
T ConductSummary,Cadet
Interview/Evaluation,Formfor
emarks,CadetPersonallnformation,
OCevaluationofCadetRating
Folm, AcademicProbation
Notifjcation,ProfessionalTraining
Summygry,UpperClassPerformance
,CadetPersonnelData
Summarygheet,IndividualMilitary
RatingSumigary,Conduct/Aptitude
ProbationLettgr(s),Academy
Board/Academi¢ReviewCommuttee
Action(copyonly\Minutesof
eActions,
muscellaneouslettersindreports,
ttee/Physical
EducationReviewCommytteeAction,
CadetTrendGraph,Liaisoy Officer
NomineeEvaluation
6 permanentdocumentssuchasybutnot AOCwllforwardto
limitedto, AccountingofDiscldgures OfficeoftheRegistrar
forfiletnMaster
PersonnelRecord
Groupupongraduation
(SeeNoted) AUTH
N1-461-91-1
7 MasterCadet formsanddocuments,suchas High atOfficeofthe destroy90daysafier
PersonnelRecord SchoolTranscript,College Registrar disenrollmentor
(Temporary) Transcripts,ScholasticBackground, graduation AUTH
InvitationtoTravelOrder,Offerof NI1-461-91-1

AppointmentLetter,Reportof
CandidateStatus,Candidate
Evaluation,CandidateActivities
Record,USAFACandidateFitness
Test,CollegeReport,Release
Statement,ReportofLiaison Officer
counseling,Nominationfor
Appointment, TentativeNomination,
NoticeofCandidacy,Evaluationof
Precandidate,Questionnaire,Service
AcademiesPrecandidate
Questionnaire,AdmissionsL1aison
OfficeVisit,AddressInformation,
variousletters, USAFASelectionTest,

I




TABLE36-24 |
Continued. 1

. A

Iftherecordsare
orpertainto

cak=k.

consistingof

whichare

then

drugabusecertificate.etc

MasterCadet
PersonnelRecord
(Permanent)

-

formsanddocumentssuchas-
PermanentRecordCard,Personnel
DataSheet,AppointmentOrders,
cademicWaivers,Independent
diesCourse,French
Academy/MilitaryExchangeprogram

SummarySheet,
orDischargefrom

SeparationReferral, Te
Resignation,Statemento

Letter,medicalrecords,Disclosukgof
Cadet/CadetCandidateInformati
AccountingofDisclosures,detailso
HonorViolation(1fapplicable),board

actions(1fapplicable)

destroypaperrecords6
yearsaftercadet
graduatesorwould
havegraduatedand
retainmicrofilm
referencecopyatthe
Academy{(SeeNote5)
AUTH.N1-461-91-1

NOTE(S):

1.Forcadets(includingforeignexchangestudents)whograduatebutarenotcommissioned,andarenotpriorservice,
forwardtoOfficeoftheRegistrarformicrofilming

2.Forcadetswhograduate,butarenotcommissioned,andarepriorservice,forwardtotheDisenrollmentBranchofCadet

Personnel

3 Forcadetswhograduate,butarecross-commissioningintoanotherbranchoftheservice,forwardtoappropriateagency

IAWAFI36-2608.

4 FieldPersonnelRecordGroupandMasterPersonnelRecordGrouparenotmadeforforeignexchangestudents.Give
foreignexchangestudentsthisdocumentationupongraduation

5 Microfilmpaperrecords1yearaftercadetgraduatesorwouldhavegraduated

These three rules (involving temporary electronic records) apply to all rules 1n the precedin

-

ﬂ.)(cef“i‘ that rvles a, L/ ¥ C do n_(j— QPFIy Yo v
do ot Gpply tovles 3,5 ¢77;

and rvler a ¢k

gtable)
Ier I/ZIL#} 6/ 4 8/

A B C D
If the records which

RULE | are or pertain to consisting of are then

a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved ‘
copy records for the corresponding -

hard copy records

b electronic records destroy when the agency
that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative,
are retained to meet legal, audit, or other opera-
reco.rdkeepmg tional purposes
requirements

[ klectronic copies that are desfroy afier recordkeeping
created using copy has been created and 7 2"
electronic mail and filed or when no longer needed
word processing or for revision, dissemination, or
form filler software reference, whichever is later
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CADETDISENROLLMENT/DEPARTURERECORDS |

399

A

B

Iftherecordsare
orpertainto

consistingof

whichare

then

=lmeca R

1.01

1.02

1.03

Cadet Disenrollment
Record

cadet disenrollment case files (which
consist, 1n part, of the CPR 1 and CPR
2) (See Table 36-24)

at Office of Cadet
Personnel for
disenrolled cadets
granted education
delay

forward required
documents, as defined
in USAFAR 537-32 to
Office of the Registrar
within 60 days of
disenrollment
Establish Field
Personnel Record
Group IAW AFI 36-
2608 and forward to
HQ AFMPC upon
disenrollment AUTH
N1-461-92-1

at Office of Cadet
Personnel for
disenrolled cadets
ordered to active duty

forward required
documents to Office of
the Registrar for
retention 1n the Master
Personnel Record
within 60 days of
disenrollment
Establish Field
Personnel Record
Group IAW AFI 36-
2608 and mauil record to
gaining MPF upon
disenrollment AUTH
N1-461-92-1

at Office of Cadet
Personnel for
disenrolled cadets
transferred to the
obligated reserve

forward required
documents to the Office
of the Registrar for
retention 1n the Master
Personnel Record
within 60 days of
disenrollment

Establish Field
Personnel Record
Group IAW AFI 36-
2608 and mail record to
HQ ARPC upon
disenrollment AUTH
N1-461-92-1

covered elewhere

forward required
documents to the Office
of the Registrar for
retention 1n the Master
Personnel Record
within 60 days of
disenrollment AUTH

N1-461-92-1
73
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TABLE36-25 |

400

Continued. |
A B C D
R
U
L Iftherecordsanx
E orpertainto N\consistingof whichare then
1.04 atOfficeofCadet destroylyearafter
Personneloncases conclusionofcase
involvinglitigation, AUTH NI1-461-92-1
X highlevelinquiries,or
—_— controversialmedia
exposure
1.05 atOfficeofCadet destroy90daysafter
Personnel endoftheAcademic
Yearinwhich
disenrollmenttakes
place AUTH N1-461-
92-1
2 SeparationReferral formsusedasachronological destroywhenall
Checkhist checklistforprocessingdisenyollment actionshavebeen
- andturnbackactions finalized. AUTH'
- NC1-461-82-8
3 ReportofCadet formsusedtoreporttothe atOfficeofthe destroy6émonthsafter
Separationto congressionalsponsortheseparati Registrar endofacademicyearor
Washingtonand ofacadetbeforegraduation whennolongerneeded,
Congress whicheverissooner.
AUTH N1-461-92-1

/\/% ' Rules a 44 do mat apPly 7o recovdy Co\e/e(!/é’? 1@4/55, /J' l.0/=/.03

@ule ¢ dees net apply 72 rules 1 /o/ /03

A B IC D
If the records \ which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
. temporary hard copy tronic records are super-
: - records where the seded, obsolete, or no long-
hard copy records er needed for administrative,
- are fetained to meet legal, audit, or other opera-
recordkeeping tional purposes 7?
requirements
c Electronic copies that are desiroy alter recordkeeping
created using copy has been created and
electronic mail and filed or when no longer needed
word processing or “for revision, dissemination, or
- form filler software reference, whichever is later






