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JOB NUMBER • \.REQUEST FOR RECORDS DISPOSITION AUTHORITY NI-AFU-02-12 ~ 

To:	 NATIONAL ARCHIVES & RECORDS ADMINISTRATION Date receiyed 1
 

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 S- /10/ Od-
1.	 FROM (Agency or establishment)
 

Department of the Air Force NOTIFICATION TO AGENCY
 

2. MAJOR SUBDIVISION In accordance with the provisions of 44 U.S.C. 3303a, the 
Communications and Information disposition request, including amendments, is approved 

I--:--~='"==,.....,,==----------------------l except for items that may be marked "disposition not 
3.	 MINOR SUBDIVISION approved" or "withdrawn" in column 10.
 

Enterprise Information Resource Management Division
 

5. TELEPHONE NUMBER4. NAME OF PERSON WITH WHOM TO CONFER 
(703) 588-6194Olthea S. Croom 

6. AGENCY CE~TIFICATIO~' U 
I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records and that the 
records proposed for disposal on the attached ill-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 
provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, 

[gI is not required	 D is attached; or D has been requested. 

DATE	 TITLE
 

Air Force Records Officer
 

! ,	 9. GRSOR 
10. ACTION TAKEN

7. ITEM N; I 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED JOB 
(NARA USE ONLY) CITATION 

I 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 36-26 through 36-51 

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 crossed out 
because this SF115 covers, for each table, only the 
three rules involving temporary electronic records. 

PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV. 3-91) 
Prescribed by NARA 36 CFR 1228 

115-109 



• • A	 B C D . ,.
\If the records	 which 

I RULE are or nertain to consistmz of 
a Electronic systems electronic records 

that replace 
temporary hard 
copy records 

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

c .blectromc copres mat are 
created using 
electronic mail and 
word processing or 
form filler software 

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

aestroy aner recordkeepmg 
copy has been created and 
filed or when no longer needed 
for revision, dissemination, or 
reference, whichever is later 

The above three rules apply to all series covered by Tables 36-26 through 36-51, with the
 
following exceptions:
 

Rules a and b do not apply to:
 

Table 36-26, Rule 1 - Records are permanent.
 
Table 36-26, Rule 8 - Records (official personnel files of civilian personnel) might warrant
 
retention if maintained electronically.
 
Table 36-26, Rule 21 - Rule cross references a table that includes permanent items.
 
Table 36-26, Rule 27 - Records are permanent.
 
Table 36-27, Rule 19.02 - Records might warrant retention if maintained electronically.
 
Table 36-27, Rule 32 - Records are filed in the official personnel folder.
 
Table 36-33, Rule 5-7 -Records are permanent,
 
Table 36-33, Rules 8 and 9 - Records might warrant retention if maintained electronically.
 
Table 36-33, Rule 13 - Records are permanent,
 
Table 36-36, Rule 1 - Records might warrant retention if maintained electronically.
 
Table 36-37, Rule 21 - Records are permanent.
 
Table 36-40, Rule 2 - Records are permanent,
 
Table 36-46, Rule 1 - Records are to be filed in Master Cadet Personnel Record, which might be
 
permanent if maintained electronically.
 
Table 36-46, Rule 1.01 - Rule cross references a table that includes permanent items.
 
Table 36-46, Rule 2 - Records might warrant retention if maintained electronically.
 
Table 36-50, Rule 1 - Records are to be filed in a series that is permanent.
 
Table 36-51, Rules 11 and 11.01 - Records might warrant retention if maintained electronically.
 

Rules a, b, and c do not apply to:
 

Table 36-51, Rule 1 - Records are unscheduled.
 
1- Ci\ 



• • Rule c does not apply to: 

Table 36-26, Rule 1 - Records are permanent.
 
Table 36-26, Rule 21 - Rule cross references a table that includes permanent items.
 
Table 36-26, Rule 27 - Records are permanent,
 
Table 36-27, Rule 32 - Records are filed in the official personnel folder, which is permanent.
 
Table 36-33, Rule 5-7 -Records are permanent.
 
Table 36-33, Rule 13 - Records are permanent,
 
Table 36-37, Rule 21 - Records are permanent.
 
Table 36-40, Rule 2 - Records are permanent.
 
Table 36-46, Rule 1.01 - Rule cross references a table that includes permanent items.
 
Table 36-50, Rule 1 - Records are to be filed in a series that is permanent,
 

The exclusion of penn anent series from the coverage of Rule c does not reflect archival
 
considerations. These records clearly lack value after creation of a recordkeeping copy.
 
However, the description of this schedule published in the Federal Register could be interpreted
 
as limiting its coverage only to series where the recordkeeping copies were peviously approved
 
for disposal. Consequently, these electronic copies have been excluded from this job but will be
 
included in a subsequent schedule.
 

\ - b
 



• • 
400 AFMAN37-1391March1996 

". 

TABLE36-26 1 
POLICY,GENERALAUTHORITY ANDGENERALMANAGEl\lENT I 

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

1 basicprogram HQUSAF dMAJCOMrecords wageschedules, permanent;retainat 
records reflectingba . delegationsof resolutionoffield- accumulatingoffice 

authority( com tsandcoordination) referredmatters, duringitsexistence 
anddevelopmento licies, studies,reportsand (SeeNotesland2). 
proceduresandmeth for otherrecordsforming AUTH:NCI-AFU-80-8 
conductingallphasesoftH F thebasisfor 
civilianpersonneladministr ion development, 
program managementand 

, continued 
, improvementofthe 

program 

2 (RESERVED) \ (RESERVED) 

2 
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TABLE36-26 I 
Continued. I 

A 
R 
U 
L Iftherecordsare 
E orpertalnto 

3 

..'. .. 

4 

wageadministration 

B 

consistingof 
recordswhichprovidethebasisfor
 
personnelprogramadministration
 
authorityandwhichsupportthelegal
 
andadministrativevalidityof
 
personnelandpayactions
 

1\ -

\ 
-

individuallyapprovedpositio 
classificationguidesandadviso 
allocationsusedasprecedentsfor 
GeneralScheduleandWageSched e 
positions 

wageschedules,overseasdifferential 
rateapprovals,andotherpay 
adjustmentauthorizationresulting 
frornlegislationorotheracross-the-
boardadministrativeaction
 

c
 

whichare 
authoritiesto 
administerUScitizen 
andlornon-UScitizen 
employees, such as, 
butnotlimitedto,base 
commander'swritten 
designationsof 
ci vi 1ian per sonne 1 
officer{CPO)and 
incumbentsofother 
positionstosign 
personnel action 
records;Officeof 
Personnel 
Management{OPM), 
HQUSAF,or 
MAJCOMexceptions 
orauthoritieswhich 
providebasisfor 
specificactionsor 
operations, butwh ich 
arenotappropriatefor 
inclusioninacasefile; 
recordsorother 
actionsordecisions 
wh icharepreceden t-
settingforfuture 
operations 
field-originated 
advisoryallocations; 
ten tati vedraftsof 
classification, 
qualificationor 
occupational standards 
furnishedbyOPMfor 
commentor 
.n formationbefore 

blication,and 
re tedcorrespondence 
not aintainedwith 
publi ationtowhichit 
pertai 
recordsv hich 
constitut hebasisfor 
personnela tions 
whichmayr uire 
reconstructio ta 
laterdate 

D 

then 

retainattheCPF 
duringitsexistence;on 
inactivationtransferthe 
filetogaining 
organ izationoractivity 
assignedresponsibility 
forclosingoutcivilian 
personnelrecords. 
Destroywhennolonger 
needed.{SeeNote5). 
AUTH:NI-AFU-90-9 

destroywhen 
supersededby 
publishedstandardsor 
otherprecedent 
decisions;orwhen 
obsolete,nolonger 
neededoron 
inactivationofoffice. 
AUTH:NI-AFU-90-3 

retainattheCPF 
duringitsexistence;on 
inactivationtransferthe 
filetogaining 
organizationoractivity 
assignedresponsibility 

5 
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TABLE36-26 I 
Continued. I 

A B C D 

R 
U 
L 1ft~~Ordsare 
E orper into conslstlngof whlchare then 

forclosingoutcivilian 
personneirecords. 
Destroywhennolonger 

6 

. .-. .-, ~ all wage 

needed.(SeeNote5) . 
AUTH:NI-AFU-90-9 
destroyafter 

.. ., ... .....:. 

1\ 
.. administration records 

notcoveredinrule5 
completionofsecond 
succeedingwage 
survey.AUfH:Nl-
AFU-90-3 

7 CPFmanpower rep tsandcoroIIaryrecords periodic staffing destroy2yearsafter 
managernentreports analyses, special e ffectivedateofreport. 

analysesforHQUSAF AUTH:NI-AFU-90-3 
andMAJCOM 

-
-. surveys,andfor 

specialprojects 
8 Official Personnel 

Folder(OPF) 
.nOPFfo,,,,,ch~~.mplo,,,,
recordingemploy. 'sfederalwork 

atCPFs transferfolderto 
NationalPersonnel 

historyandcivilse estatus RecordsCenter ,St 
Louis,MO,30days 

\\\ afterseparation.NPRC 
wiIIdestroy65years 
afterseparationfrom 
Federalservice. 
AUTH:NI-AFU-90-3 

8.01 employeemedical 
folder(EMF) \ seeT41-12,R3. 

AUTH: 
GRSl,ITEM21Al 

9 Intergovernmental copiesofassignrnentagr .. mentsand \ notappropriatefor destroy2yearsafter 
PersonnelAct(lPA) otherrelatedrecordsaccumulated fiIinginOPFifthe assignmentends,orat 
assignments duringtheassignment assigneeisanAF endofperiodof 

obligatedservice 
position requiredofanAF . v employeereturningto 

hislherposition, 
wh icheverislater. 
AUTH:NI-AFU-90-3 

10thru 
13 

(RESERVED) \ (RESERVED) 

14 non-UScitizensin recordsonalldirect-hirenon-US basical\ytb ameas disposeofasspecified 
foreign areas citizensinforeignareasandallsuch thosemainta edfor forrecordsofother 

indirecthiresexcludingthosecovered otheremploye . employees(orina 
byrule16 adaptedtomeet cal mannerthatwiIIsatisfy 

needs peculiarrequirements 
inadministeringnon-
UScitizensinthehost 
country),AUTH:Nl-
AFU-90-3 
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TABLE36-26 I 
Continued. I 

A 
R 
U 
L Iftherecordsare 
E orpertainto 

15 (RESERVED) 

\ indirect-hirenon-US 
citizensinFederal 
RepublicofGermany 

17 (RESER.VED) 
18 ployee - .-

re nsiderationfiles
'. -

C D 

whichare then 
(RESERVED) 

OPFsadministeredby destroy3yearsafter 
theCPFintheFederal separation ofemployee. 
RepublicofGermany AUTH:NI-AFU-90-3 

(RESERVED) 
destroy 1yearafterdate 
offinaldecision.(See 
Note4.)AUTH:Nl-
AFU-90-3 

(RESERVED) 
allocationsof destroy6monthsafter 
manpowerspaces supersession .AufH: 
issuedbythe NI-AFU-90-3 
manpoweroffice 

seetable37-14. 
AUTH:N l-AFU-90-3 

atCPFs destroy3yearsafter 
terrninationof 
compensationorwhen 
deadlineforfilinga 
c\aimhaspassed. 
AUTH:GRSl,lTEM31 

evaluationsconducted destroyafter2 
byHQUSAF consecutivereports 

havebeenfiled. 
AUTH:NI-AFU-90-3 

atmajorsubordinate destroy 1yearafter 
commands nextlikeinspectionor 

afier3years, whichever 
issooner.AUTH:N \-
AFU-90-3 

\ atCPFs destroyafter3years. 
AUTH:NI-AFU-90-3 

1\ 
\sedtoderivecivilian retireasperrnanent 

B 

conslstlnsof 

recordsofindirect-hirenon-US 
citizensintheFederalRepublicof 
Germany_ ' 

negativedeterminationsofacceptable 
levelofcornpetenceforwithin-grade 
increasesandbasisthereoflemployee's 
writtenrequestforreconsideration; 
reportsofinvestigation, written 
summariesortranscriptsofany 
personalpresentationsmade; final 
decision on requests for 
reconsideration 

unitmanningrecords.manpower 
authorizationlistings/vouchers.or 
letters 

, 

~~rsededcoPiesofFederaIPersonnel 
nualandAFregulatorymaterial 

we lylistingofinjuriesusedasa 
chec fileforallcasessenttoOfficeof 
Work s'CompensationPrograms 

lettersandco iesofformsand 
statementsfor chcaseusedasa 
checkfileforall sessenttothe 
OfficeofW orkers ompensation 
Programs,exc\udi copiesfiledin 
theEmployeeMedic Folderand 
copiessubmittedtothe epartmentof 
Labor 
evaluationofcivilianpers nel 
managementandadrninistr tion 
reportsandsignificantrelate ecords 

, 

24	 evaluation/inspection 

25 

civilianpersonnelstatusand 
improvemen tp lanreports 

end-of-month(EOM)fiscalyearreport 

19 
20 

(RESERVED) 
manning 
authorizations 

21 

22 

fileofofficial 
publications 
FederalEmployees' 
CompensationAct 
log 

FederalEmployees' 
CompensationAct 
case files 

\ 

,'. 
\' 
\ 

26	 personnel 
managementand 
administration 

27	 personnelstrength 

http:authorizationlistings/vouchers.or
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TABLE36-26 I 
Continued. I 

A B C 

R 
U 
L 
E 

l!th',":~
orpertainto eonslstinzof which are 

accounting -, offederalcivilianemploymentand 
corollarvrecords 

strengthandfull-time 
equivalentsoftheAF 

28 

-
~thfiscalqU"te"'portor

ianemploymentand 

- - - cords 
- - - -- -

29 . ..-- ""d-or-m~Of
federalcivillan loymentand 
corollaryrecords 

extractsofMonthlyReport ederal at 
CivilianEmploymentforms, puter MAJCOMslFOAslDR 
records.andcorollaryrecords Usand/orCPFsto 

derivecivilian-- personnelstrength 
-- statistics for 

commandersandkey 
, !\nanagementofficials 

NOTE(S): 
I. Whenrecordsbecomebackgroundmaterial toapubl ication, theyarehandledaccordingtotable3 7-7. 
2.TransfertotheNationaIArchivesinS-yearblockswhenthemostrecentrecordsintheblockare2Syearsold. 
3.TransfertotheNationalArchi vesin 1O-yearblockswhenthemostrecen trecordsintheblockare20yearsold. 
4. Whenaclassactioncomp lain tisfi led,refertotable36-29 ,rule2. 
S.YouarenotauthorizedtoretiretheserecordstoanyFederalRecordsCenter. 

D 

then 

(SeeNote3).AUfH: 
NCI-AFU·81-48 
destroyafterSyears 
unlessruleforfiscal 
yearapplies.AUfH: 
NI-AFU-90-3 
destroyafter2years 
unlessruleforfiscal 
yearorfiscalq~er 
applies.AUfH:NI-
AFU-90-3 
destroywhenobsolete, 
supersededomolonger 
needed.AUfH:NI-
AFU-90-3 

.. 
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These three rules (in~olving ~emporary electronic recprds) apply to all rules in the preceding tableJ fxcell f~(!fl L

J< 11 ~es q f~ d~ n ~ a.Pb7 7y 74"b t<. c, te ~ I 9 'J,,/ C,n d 271M d e./-1ecI d.t(; h[r t:.1'P 1 TOJ 

A	 B C D e« /rs'/. li 
If the records which J J 

RULE are or pertain to conslstlnz of are then 4"\d 'J-7. 
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
 

c Electromc copies	 that are -deStroy iller recorokeepmg
 
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
 
-


7
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TABLE36-27 

STAFFING 
I 

I -. ....... - _ ... ,'. J ,. 

A <, B C D 
R 
U 

L Iftherecordsare 
E orpertainto 'on'i'~ whichare then 
1 applicantsupplyfile employmentapplica .pnsfrompersons disposeofaccordingto 

seekingappointmento ideofDPM FPMguidanceand 
registersorasaresultofloc OPMagreements(See 
delegatedhiringorexamini Note2),AUfH:Nl-
authorities,rostersindexedtot AFU-90-3 
applications,authorizedraciala 
ethnicidentificationsandrelatedd a 

1.01 CivilServiceReform 
Act(CSRA) 

record so nthetypeofaction, 
processingtime,nameofpersonwho 

'\ destroyafterauditby 
OPMandAF 

delegatedauthorities authorizedfinalaction,dateof evaluators.AUTH: 
decisionandbriefstaternentsetting '\ NI-AFU-90-3 
forththerationaleforthedecision 
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TABLE36-27 I 
Continued. I 

C	 DA B
 
R
 
U 
L ~"'O'dsa,.
E rtainto eonslstlnaof whichare	 then
 

(RESERVED)
2 (RE~RVED) 
destroy2yearsafter2.01
 

jobelr~ supersession.AlTfH:
qualific .ons 
guestionn .res NI-AFU-90-3 

3 OPMcertific s ~- eachRequestforCertificatesubmitted destroywhen2years-
toOPM,eachCertificateofEligibles	 old(SeeNote2)..-. issuedbyOP.M,andrelatedpapers	 AlTfH:NI-AFU-90-3-
regardingobjectionstoeligibles, 
reasonsforpassingoverveterans,and 
copiesofSFs 171 

4	 appointee orrespondence, telegrams, andrelated acceptedappointments destroywhen 

availabilityinquiry ersconcemingavailabilityof individualenterson 

records ap intees duty. AUTH:N l-AFU-
-	 90-3 
-5	 declined retumtoOPMwith 

appointments, when repliesand 
namesarerecei ved applications.AlTfH: 
fromcertificateof NI-AFU-90-3 , 
eligibles 

6	 declined filewithapplication 
appointments, when (SeeNote2).AUTH: 
offersweremadefrom NI-AFU-90-3 
applicantsupplyfileof 
theinstallation 

7 examinations OPMexaminationrecords \ seeFPM.AUTH:Nl-
AFU-90-3 

8 destroyafter3months.AF''''bookl'''inwhi'hanswe~ 
havebeenrecorded,andcomplete AUTH:NI-AFU-90-3 
testanswersheetshavebeenpostedt 
individual'srecords 

9 testrecordsforindividualemployee \ forwardwithOPF 
showingallcurrentauthorizedaftest whenemployeeis 
scoresattainedbytheemployeeand reassignedwithinthe 
maintainedinhisorherOPF(see AF;destroyl yearafter 
table36-26)orinaseparatefile employeetransfersor 

separatesfromAF(See 
Note2).AUTH:NI-1\ 

\ 
AFU-90-3 

9.01 semiannualorotherinventoriesoftest	 destroyafter,
material'	 completionofnext 

, 
inventory.AlTfH:Nl-
AFU-90-3 

9.02 examination mastercopyofth~testsandannual	 destroywhen 1Oyears wi'hAFT"',\<01
testinventory Officer old.AUTH:NI-AFU-

\ 
90-3 

10 promotions recordsofindividualpromotion destroy5yearsafter 
actions.includingworkrecords.job personnelactionor

1 
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TABLE36-27 I 
Continued. I 

A B C D 

R 
U 
L 
E 

~''''Ord''''
ertainto conslstlnsof which are then 

analysis,PromotionEvaluation auditbyOPM, 
Patterns (pEPs ),andfi lesshowing whicheverissooner 
howcandidateswereratedandranked (SeeNote2).AUTH: 
whicharesufficienttoallow N I-AFU-90-51 

-- - - --
reconstructionforpurposeof 
determiningcompliancewithlocal, 

,- AFandFederalMeritPromotionPlans 

10.01 . PEPsforuseincentrallymanagedAF atAFCPMC,career deletefromdatasystem 
careerprograms programbranch whensupersededor 

revisedbynewPEP; 
destroyhardcopyafter 
5years(SeeNote2). 

r\ AUTH:NI-AFU-90-51 

10.02 cordsofspecificjobanalysisrecords destroywben 
-
-

us dinvalidationofPEPsandother supersededor5years 
rec ds(Le., SFs52,certificates,etc.) afterstaffingactionis 
used rcareerprogramreferrals completed, whichever 

islater(SeeNote2). 
AUTH:NI-AFU-90-51 

11 recruitment recordsp rtainingtorecruitmentand atAFCPMC destroy5 yearsafter 
selection federalemploymentwith personnelactionor 
theAirForc Le.,interview auditbyOPM, 
evaluation,p erworkshowinghow whicheverissooner 
applicantwasr edandranked, (SeeNote2).AUTH: 
authorizedracia ndethnic NI-AFU-90-51 
identifications,re me,andrelated 
records) 

11.01 handicapped certificationfromthe terans atCCPOs destroyafter5years 
individual AdministrationoraStat Vocational fromdateof 
appointmentcase RehabilitationAgency; dical approval/disapproval. 
files examinationpertainingtot e AUTH:NI-AFU-90-3 

applicant'saccommodation equired 
foremployment;copyofthe 
employee'sSF50-B,SFI71, 
descriptionofduties,andotherre ted 
records 

12 reduction-in-force retentionregisters,noti"toempto; 
andworkcardswhicharelists 

destroyafter2yearsif 
noappealisfiled;if 

preparedbeforereduction-in-forcefor appeal isfiled,seetable 
eachcompetitivelevelaffected.and 36-29(SeeNote2). 
re1atedrecords . AUTH:NI-AFU-90-3 

13 federalequal jobinterestsheets/cardsofwomenand tCPFs disposeofin 
opportunity protectedminoritygroupsfor accordancewithOPM 
recruitment occupationsthatatelistedas guidance(SeeNote2). 

underrepresentedininstallation AUTH: N I-AFU-90-3 
FederalEqualOpportunity 
RecruitmentPlans 

14 FederalEqual determinationsforeliminating seerulel9.lAUTH: 

/0 
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TABLE36-27 I 
Continued. L 

A B C D 

R 
U 

L Iftherecordsare 
E orpertainto consistingof whichare then 

~~~rtunity
Re uitmentPlan 

underrepresentationandprioritiesfor 
accomplishment 

Nl-AFU-90-3 

15 ree loyment listofnamessupportedbysupervisor's atCPFs destroyafterexpiration 
priori list recordofemployee(AFFonn97I )or orlossofemployee's 

- -- --
supervisor'sernployeebrief reemploymentrightsor 

afterfinaldecisionona 

. .-.. . pendingappeal, 
whicheverislater . 
AUTH:NI-AFU-90-3 

16 (RESERVED)~ (RESERVED) 
17 ove,,,,,,,,,,ruihn\ 

requests 
mastercopiesofoverseascivilian 
personnelrequestswithposition 

atoverseasCPFs 
servicingtheposition 

destroy 1yearafter 
positionisfilled. 

descriQtionattached AUTH:NI-AFU-90-3 
18 individual \ recordspertainingtorecruitmentand destroy 1yearafter 

recruitrnentcasefiles r\onro,ov"",.",mPloym,nt expirationof 
employee's 
transportation 
agreement.AUTH: 
NI-AFU-90-3 

18.01 employeesselected 
forassignment 

'OPi'~""ing'OC"'<h(SF50B)'
transpo ationagreements,position 

atCPFs destroyafterretumof 
employeeor 1year 

overseasgranted descripti s,employmentagreements, afterretumrightsare 
retumrightstoUS cl~ . terminated.AUTH: 

NI-AFU-90-3 
19 affirmati veacti ons 

forminoritiesand 'ommitt""m~~~rg"m"tiViti'"recordsofcom nitycontacts,sexual 
atMAJCOMsand 
below 

destroyafter3yearsor 
whensupersededor 

womenanddisabled harassmentrecor s,reportsand obsolete, whicheveris 
supportingpapers gardingstatusof applicable.AUTH: 
employment . NI-AFU-90-3 

19.01 Al!inn"iveEmpl~
includingDevelopmen Opportunity 

destroySyearsfrom 
dateofplan.AUTH: 

Plan,FederalEqualOpp nityPlan, NI-AFU-90-3 
etc. 

19.02 unifonnguidelines EEo.n'll"i'WO'k'h""t'~ atAffirmative destroywhen5years 
onemployee statisticsdealingwithappiic tand Empioymentoffices old(SeeNote2). 
selection procedures candidateflowbyrace,sexand thnic AUTH:NI-AFU-90-3 

group 
19.03 annualadverseimpactdetennin:,\ns 

andanalysisofaltematemethods 
19.04 resultsofvaliditystudiestoinclude ~ 

recordsofjobanalysis,PEPvaiidation 
referralrosters,Promotionand 
PlacementReferraiSystemStatistics 

20 retiredmembersof recordsofappointmentsandproposed \ destroy5years after 
theuniformed appointmentswhichweredisapproved closeofyearinwhich 
services 

1\ 
employeewas 
appointedor 
appointmentwas 

\ 

" 
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TABLE36-27 I 
Continued. I 

A 
R 
U 
L If:tecordsare
 
E or tainto
 

\ 
21	 employe lacement 

assistance. . . . . . 
. . .21.01 

-
21.02 

22 

22.01 

22.02 

. 

23	 Part-Time
 
Employment
 
Program
 

24thru (RESERVED) 
24.02 

25	 employeeseparation 
from installation 

B 

consistingof 

individualcasefilesofemployees
 
registeredincareerprograms
 

CivilianC::areerEnhancement
 
Program(RegistrationandPersonal
 
AvaiiabilityForm),CentraISkills
 
BankRegistrationandGeographic
r\l'bm""onn 
hard~yreCOrdS 

""opP'~re<";vedand''''''dsOf
anypositi sinthepaycategoryseries 
andgrades the"stopperlist"during 
thetimelistsa einforce 

;nd;vld""I~""'P1O""
registeredinthe ODPriority 
PlacementProgra andthe 
AutomatedOverse Employment 
Referralf'rogram 
recordsrelatedtoDO announced 
baseclosure,transfero nctionor 
reduction,suchas:progr	 ming 
plans,phase-outplans,ina	 tivation 
orders,correspondenceper iningto 
servicingremainingpersonn lafter 
baseclosure,andrelatedrepor not 
coveredelsewhereinthisregula 'on 

specialandrecurringstatistical ~ 
narrativereportsandsupporting 
papersregardingstatusofpart-time 
careeremploymentdevelopedatthe 
CPF 

, 
, 

formsusedtoensurethataseparating 
employeeclearswithvarious 
installationacti vitiespriortodeparture 

C	 D 

which are then
 

disapproved.AUTH:
 
N l-AFU-90-3
 

atAFCPMC destroy2 yearsafter
 
registran tisremoved
 
fromtheprogram(See
 
Note2).AUTH:NI-
AFU-90-3
 

atCPFs deletefromdatasystem
 
whensupersededby
 
newgeographic
 
availabilityformsor
 
uponemployee's
 
withdrawalfromthe
 
system.AUTH:N 1-
AFU-90-3 
destroyafter2years. 
AUTH:NI-AFU-90-3 
destroy2yearsafter 
registrantisremoved 
fromtheprogram. 
AUTH:NI-AFU-90-3 

atMAJCOMs	 destroy2yearsafter
 
finalactiontakenon
 
baseclosureortransfer.
 
AUTH:NI-AFU-90-3
 

atHQUSAF, destroywhen2 years
 
MAJCOMsandCPFs old.AUTH:NI-AFU-

90-3
 

\	 (RESERVED) 

atCPFs	 destroyafter3months
 
ifmaintainedasa
 
separatefile;or
 
maintainanddisposeof
 
undertable37-llas
 
transitorymaterial(See
 
Note3).AUTH:NI-

12 
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TABLE36-27 I 
Continued. I 

A B C D 
R 
U 
L Ift~~~COrdsare 
E orper ainto consistingof whichare then 

\ AFU-90-3 

26 
gen'''I''\records 

recordspertainingtoactionssuchas 

approvedrequeststohireretired 

atbaselevel destroywhenrecordis 

2yearsold.AUTH: 
military,employmentofveterans, NI-AFU~90-3 

- . employmentofciviliansoverseas,and 

re..questsforemploymentinformation 

27 c",,,,pmgmm.,\
Whole/Totall'erso 

forms,in terviewquestions, 
records.ere. 

validation atAFCPMC destroy4 yearsafter 
ratingismade(See 

ScoreRecords Note2).AUTH:Nl-
AFU-90-3 

28 Defenselntelligence dividualemployeeregistrationin atCPFs,copy destroywhenrecordis 

Special Career D enseCi vii ian IntelligenceCareer forwardedtothe 2yearsold(SeeNote 
AutomatedSystem, De lopmentProgram,annual Defenselntelligence 2).AUTH:NI-AFU-
recordsandreports upda s,andresumeswhichare SpecialCareer 90-3 

- compl edbyemployeesintheDOD- AutomatedSystem 

wideCi ianlntelligenceCareer (DISCAS) 
Develo ntProgram 

29 'mpIOY"'~(P"i"lfonn,
initiatedbys ervisor 

atCPFs, withcopy 

forwardedtothe 
destroyafier3 years 

(SeeNote2).AUTH: 
DISCAS NI-AFU-90-3 

30 "qUi'ition"d~,qU""f'"
fillingpositionsc eredbytheDOD-

atCPFs,copy 

forwardedtothe 
destroy2yearsafter 
selectionismadefrom 

wideCivilianlntel enceCareer DISCASforarosterof roster(SeeNote2). 
DevelopmentProgr initiatedby eligibles AUTH:NI-AFU-90-3 
supervisor 

31 SESMeritStaffing applications(SF 171)a related atCPF destroywhen2years 
recordstoinc1udequalifi tions old(SeeNote2). 
standard,vacanciesannou cement, AUTH:NI-AFU-90-3 
documentationofrecruitm tefforts, 
listofallapplicants,selection 

proceduresapplied,complain appeal 
totheERBandthefindings, writ n 

recommendationonthosereferr for 
selection,ratingscheduleandshee 

andERBcasefile 

32 

33 

applicantSelective 

Serviceregistration 

certificationofSelectiveService 

registration \ acceptedappointments 

declinedappointments 

fileonrighthandside 

otDPF.AUTH:Nl-
AFU-90-3 

returntoOPM with 

application.AUTH: 
, NI-AFU-90-3 

34 ilinodaPpointm,nt. filewithapplication 
idnotregister, anddisposeof 
enoffersweremade accordingtoFPM. 
mapplicantsupply AUTH:NI-AFU-90-3 

fileoftheinstallation, 
orothersource 

13 
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NOTE(S): 
1.RetainSupervisorEvaluationoiEmployeeCurrentPerformanceand/orSupervisorEvaluationofEmployeePotentialfor 
FirstLevelSupervisorPositionsuntilreplacedbythesecondCivilianPotentialAppraisal. 
2.Whenaclassactioncomplaintisfiled,refertotable3 6-29,rule2. 
3.Destroyaccordingtotable36-29,rule9,ifseparationclearanceformdocumentsdefenserelatedemploymentcounseling 
requirementsotDODD5500-7. 
4.Approvedrequestsandsupportingdocuments,ifany,aremadeapartoftheapplicationthatwasthebasisforthe 
appointment.They,therefore,becomeapartofthepermanentpersonnelrecordoftheindividualconcerned. 

-
These three rules (in~OI~i~g temporary electronic records) apply to all rules in the preceding table) ~ x ccpf .u; If j 

~" IPS' 4d 6 d() If ttr 4fl'(1. -tl) t<. t... ~fS '/'1,1)2 ql-,d 302 a".,_cI (-vi 1e L ~..,e~: hI-I t:.f/'lj 
A B C D +() RIA./P 3~.If the records which
 

RULE are or nertaln to conslstlnz 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 tronie 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 Etectromc copies	 that are destroy arter recorckeeping
 
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 
-

/'1-
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TABLE36-28 l\. 
EMPLOYEECA~RDEVELOPl\IE!'Il I 

- A'\. - B C D 
R 
U . 
L	 If;h"ec.,';~
E	 orpertainto consistingof whichare then 
1	 annualtraining, ~<hlowingd';Ii'nqUOI'(CQJ atCPFs destroyafter5years. 

developmentand atafromPersonnelDefense AUTH:NI-AFU-90-3 
financialplans lianPersonnelDataSystem-

lian(DCPDS) 
2 civilian personnel atHQUSAF destroyafter4years."p~ining'''''ltingfrom

retraining basec sure,transferorconsolidation AUTH:N I-AFU-90-3 
offuncti ns 

3 atotherthanHQ destroyafter2years. 
USAF AUTH:NI-AFU-90-3 

4 trainingthrough individualco sefolderscontaining destroy2yearsafter 
installationfacilities	 trainingfonns comparablefonns, courseiscomp leted. 

courseoutlines,a endanceandrating AUTH:NI-AFU-90-3 
recordsandrelate aterialswhich 
areofficialandbasic ecordsof 
completedtrainingc rses 

5	 individualcasefilesco aining destroy3yearsafter 
applications,trainingsc edules, individualcompletes 
apprenticeshipagreemen (AFFM6) courseordiscontinues 
examinationrecords(perfo anceand training(SeeNote2). 
technicalinfonnationtests), AUTH:NI-AFU-90-3 
certificatesofeligibilityandre ted 
materials 

6	 trainingthrough recordspertainingtocoursesatte ded destroy2yearsafter 
otherthan byemployeesatotherinstallations, courseiscompleted 
installationfaci lities otherfederalagencies,or (SeeNote2).AUTH: 

nongovernmenttrainingfacilities	 NI-AFU-90-3 
otherthanthosecoveredbyrules6.1 
and6.2 

6.01 financialrecordsinsupportoflong- destroy 1yearafterend 
term,full-timetrainingwhicharethe \ ofobligated service or 
validationnecessarytoaccornplishthe settlementofclaim, 
serviceandreirnbursement whicheverislater. 
commitment ~ AUTH:NI-AFU-90-3 

6.02 financialrecordsinsupportofshort-
terrntraining \ 

J5
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TABLE36-28 I 
Continued. I 

A B C D 
R 

U 
L If~~ecordsare 
E or tainto conslsttnaof whichare then 

7 annua portof recordsoftrainingcompletions,duty destroywhen3 years 

civilian iningand hours,associatedcosts( except old.AUTH:Nl-AFU-
supplemen lrecords accountingandfinancerecords 90-3 

relatin¥toex nses coveredinthe65tables)whichare 

- paymentsfortravel,perdiem,tuition, 
contributions,awardsandrelatedfees 

8 C!!ntrallymanag:\ 
trainingand 

CareerEnhancementPlans(CEPs), 
coursefolders,andtrain ingrecordsfor 

atappropriatecareer 
programbranch, 

destroywhenupdated 

or2yearsafter 
developmentunder 
AFcareer 

r\"PmgmmpruiioiP,nt AFCPMC completion ofcourse. 
AUTH:N I-AFU-90-3 

management 
programs 

8.01 long-term,full-time nom ationsmaterials,recordsof atappropriatecareer destroy2yearsafter 
trainingandcareer selecti proceedingsandother programbranch, completionoftraining 

broadeningassign- records edintheanalysisprocess AFCPMCor (SeeNote2).AlITH: 
mentsmadeunder MAlCOM NI-AFU-90-3 

theauspicesof 
centrallymanaged 
careerprograms 

8.02 Career Enhancement DefenseCivilian ersonnelData atCPFs whenusedasatraining 
Plan(CEP) System(DCPDS) rm surveydocumentinlieu 

oftheannualtraining, 
developmentor 
financialplans,destroy 

after5years,otherwise 

destroywhenupdated. 
AVTH:NI-AFU-88-31 

8.03 (RESERVED) \ (RESERVED) 
9 apprenticeaction recordingainsandlossesdurin atHQUSAF destroywhen5years 

preceding6-monthperiodon old.AUTH:NI-AFU-
apprenticeprogram 90-3 

10 atotherthanHQ destroywhen3 years 
USAF old.AUTH:N I-AFU-

90-3 

11 apprenticeship 

approval 
lettersofapprovalofprogramsbythe 

USDepartmentofLaborand/or \ atHQUSAF destroySyearsafter 
completionof 

VeteransAdministration apprenticeprogram, 
withdrawalofapproval, 
orcancellation. 

~ AUTH:Nl-AFU-90-3 

12 atot erthanHQ destroy3 yearsafter 
USA: completion of 

apprenticeship, 
withdrawal ofapproval, 
orcancellation. 
AUTH:NI-AFU-90-3 

13 apprenticestandards apprenticestandardsform atHQUSAF destroy5yearsafter 

Ib 
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TABLE36-28 I 
Continued. I 

A B C D 
R 
U
L
E 

tftherecordsare 
o~ertainto eonsistlngof which are then 

completionof 
apprenticeprogramor 
when superseded, 
whicheverissooner. 
AUTH:NI-AFU-90-3 

14 atotherthanHQ destroy3 yearsafter 
USAF completion of 

apprenticeprogramor 
whensuperseded, 
whicheverissooner. 
AUTH:NI-AFU-90-3 

15 studentemployment 
andworkstudent 

re§]dspertainingto:cooperative
Edu ationPrograms,HarryS. Truman 

written agreements 
betweentheschool 

destroy2yearsafter 
agreementexpiresoris 

programs Fello shipProgram,FederaIJunior andAFactivity renegotiated, whichever 
Fellow ipProgram,andStudent main tainedatCPF s issooner.AUTH:Nl-
Voluntee erviceProgram AFU-90-3 

15.01 atCPFs destroyafter3years. 
AUTH:NI-AFU-90-3 

15.02 atHQUSAF destroyafter5years. 
AUTH:NI-AFU-90-3 

15.03 OPMForm 1495, .nancialEligibility recordsthatsupport destroy2yearsafter 
Statement theeligibilityof termination fromthe 

studentfor applicableprogram. 
employmentprograms AUTH:NI-AFU-93-6 
incircumstances 
wherefinancialstatus 
isafactor 

16 Development 
Opportunity 

trn;n;ngpI,n,."'IU,Hon.,n\ed
material 

atCPFs destroy2yearsafter 
employeeleavesthe 

Program(DOP) program(SeeNotesl 
and2).AUTH:Nl-
AFU-90-3 

17 careerrnanagement/developrnent \ seetable36-27,rule 
opportunitytrainingplan 19.I.AUTH:NI-AFU-

90-3 
18 centrallymanaged 

internprogram 
individualcasefilescontaining 
applications,trainingschedules, \ atappropriatecareer 

programbranch, 
destroy5yearsafter 
individualcompletes 

under AFCareer 
Management 

apprenticeshipagreements,certificates 
ofeligibilityandrelatedmaterials ~CPMC 

programor 
discontinuestraining 

Program (SeeNote2).AUTH: 
, NI-AFU-90-50 

NOTE(S): 
I.Ruleapp1iestothoserecordsnotrequiredbycurren tdirecti vestobefiledin theindi vidual 'sOfficialPersonnelF older. 
2.Whenaclassaction complain tisfiled,refertotable36- 29,rule2. 

17 
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These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A 
If the records 

RULE are or oertain to 
a Electronic systems 

b 

~ . .
. 
. . ..
 

1:.1ectromccopies 

" 

B C D 
which 

conslstlna of are then 
electronic records 
that replace 
temporary hard 
copy records 

electronic records 
that supplement 
temporary hard copy 
records where the 
hard copy records 
are retained to meet 
recordkeeping 
requirements 
that are 
created using 
electronic mail and 
word processing or 
form filler software 

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

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

I~
 



• • 
413 AFMAN37-1391Marc1l1996 

TABLE36-29 I 
EMPLOYEE-MANAGEMENTRELA TIONS I 

A B C D 
R 
U 
L Ift~Xt~COrdsare 
E orpe ainto consistingof whichare then 

1 originalofemployee'sgrievanceor destroy4 yearsafter 
amnin~grievanc and appeal,reportothearingorinquiry, caseisclosed(See 

da"ifi~H ~appeal' copiesofdecisionsrenderedand 
relatedmaterial,includinganyjudicial 

Notes Iand2). 
AUTH:NI-AFU-93-7 

proceedings 
1.01 individual - \ originalcomplaint,counselor'sreport, destroy4 yearsafter 

complaintsof . investigati ...eandhearingreports, caseisresolvedbyAF 
discrimination - copiesofdecisions.andrelated orEqualEmployment 

material,includinganyjudicial Opportunity 

[\'oding, Commission (EEOC) 
orbyaUScourt. 
AUTH:N I-AFU-90-3 

1.02 ma~~'ntd""i'ion'onWh"h"O' destroy2yearsafter 
nottot kedisciplinaryaction caseisclosed(SeeNote 

- 4).AUTH:NI-AFU-
90-3 

1.03 cardswhil~~scribecurrentstatusin 
processin chindividualcomplaint 

1.04 'OOO'dOf'om~otpU"Uod
beyondinform stage 

destroy2yearsafter 
dateEEOcounselor 
wasinitiallycontacted 
(SeeNote4).AUTH: 
NI-AFU-90-3 

2 c1assaction 
complaintsof 

o"ginal,omplain~';~'."'Port,
transcripts,exhibits,de .sions,related 

destroy4 yearsafter 
finalresolution. 

discrimination material( e.g.,meritprom tionfiles, AUTH:NI-AFU-90-3 
PPRS,etc.) 

3 adverseactions 
including 

noti=1i>rop<><odad""""~
supportingdocuments;statem tsof 

destroy4 yearsafter 
caseisclosed(SeeNote 

performance-based witnesses;employee'sreply;hea .ng 4).AUTH:NI-AFU-
actions.andappeals notices,reportsanddecisions;rev sal 93-7 

ofaction;andappealrecords 
3.01 

4 
(RESERVED) 
performance/incentiv 
eawards 

recommendations.approved 
nominations,memorandaofrecord, 
correspondencetakeninconnection 

\ 

\ 
(RESERVED) 
destroy2yearsafter 
c1oseofyearinwhich 
finalactionistaken 

4.01 

withperformanceorincentiveawards 

correspondenceormemoranda 
pertainingtoawardsfromother 
governmentagenciesorprivate 
organizations 

\ 

\ 
(SeeNotes2and4). 
AUTH:NI-AFU-90-3 
destroyafter2years 
(SeeNote4).AUTH: 
NI-AFU-90-3 

4.02 reportspertainingtotheoperationof 
thelncentivaAwardsl'rogram \ destroyafter3years 

(SeeNote4).AUTH: 
N l-AFU-90-3 

\ 
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TABLE36-29 I 
Continued. I 

A 
R 
U 
L Iftherecordsare 
E !\rpertainto 

5 p formance 
ap aisals 

-
- - -- -

... 
6 

7 

8	 separation actions 
foremployees 
servingoninitial 
appointment 
probationorunder 
appointmentwhich 
doesnotafford 
appealrightsand 
whichmayinvolve 
c1aimsfor 
unemployment 
compensation 

9	 counselingregarding 
Defense-related 
employment 

10	 leave 
transfer/sharing 
programs(submitted 
orresultingfroma 
request/contribution 
ofleave) 

11	 leave 
transfer/sharing 
programs 
(backgroundinfo) 

12	 health benefit 

B 

eonslstlnsof
 
formsdocumentingratingsofsuperior,
 
excellent,fullysuccessful,minimally
 
acceptable,orunacceptablenot
 
accompaniedbydemotionorremoval
 
recommendationofcurrentemployees,
 
employeesseparatedfromtheAir
 
Forceorappointedtoan'Sli'Spcsition
 
formsdocumentingaratingof
 
unacceptablewheredemotionor
 
removalisproposedbutnoteffected
 

1\ 
:~um'"t;n",ating"'r
me bersoftheSeniorExecutive 
Servi 

supervis 'sexplanationofreasonsfor
 
separation femployee,lettersof
 
resignation lieuofterminationfor
 
cause,andsi ilarcause.Filed
 
subjectivelyrat erthanin,orwith,
 
employee'spers nelrecords(See
 
Note3).
 

,tat""'"t"ign<dbl"'mpl~

confirmingtheyhavereceiv
 
counselingonreportingDefe e-
relatedernployment
 
informationsubmittedorresulti
 
fromarequestorcontributionofle e
 

, 
, 

informationalbackgroundorguidance \ 
materialsupportingtheprograms 

enrol Imen tform( s)andsupporting 

C 

which are 

atCPFs . 

atCPF 

atCPFs 

D 

then 

destroy4 yearsafter 
dateofappraisal(See 
Note4).AUfH:NI-
GRS-93-3 

destroyafterthe 
employeecompletes I 
yearofacceptable 
performancefromdate 
ofwrittenadvance 
noticeofproposed 
removalorreductionin 
gradenotice.AUfH: 
NI-AFU-90-3 
destroy5 yearsafter 
dateofrating( seenote 
4).AUfH:NI-AFU-
90-3 
destroy2yearsafter 
effectivedateof 
separation(SeeNote 
4).AUfH:NI-AFU-
90-3 

destroy3 yearsafter 
employeeseparates. 
AUfH:NI-AFU-90-3 

destroy6yearsafterthe 
FYinwhichtheeffort 
wascompletedor 
terminated.AUfH: 
N I-AFU-89-9 

destroywhennolonger 
needed.AUfH:NI-
AFU-89-9 

transfertoOPMwhen 

20 
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TABLE36-29 I 
Continued. I 

A B C D
 
R
 
U
 
L Ifthere~~are 
E orpertaln conslstlnzof wbichare then 

reg;stnlt;onf~ documentsofspouseseligiblefor fonnerspousecancels 
fonnerspouses benefits enrollment. when 

enrollmentis 
terminatedbythe 

- employingoffice,or-- -- -. whenfonnerspouse-- .- beginsreceivingan ... .. annuitypayment.. - AUTH:GRSI,ITEM35 
13 copiesofretirement destroyl yearafterthe ;nfonn'Hon~toOPMO'

applications resultingfroma pplicationfor CYinwhichthe 
retirement retirementoccurred. 

AUTH:NI-AFU-90-7 
14 civiliandrugtesting chainofcustodyfonns; itten atCPFs destroy3 yearsafter 

notificationtoreportfort ting; dateofdrugtestorone-

.
 correspondence,documen and yearafteremployee 

reports.relatedtorandom, vo nteer, separates.AUTH: 
applicant,reasonablesuspicio GRSl,ITEM3~ 
accident,andfollow-upto 
rehabilitationdrugtesting;emplo 
resultsforretest;correspondence 
relatedtotestresult . 

"' 
NOTE(S): 
I. Selectedrecordssuchasclassificationappealsdecisionsmayberetainedaspolicy/preceden tfiles, which aregovernedby 
table3 7-14,rule9 .Retiremen ttoafederalrecordscenterisnotauthorized. 
2.Foremployeesuggestions,inventionsandscientificachievements,seetable36-34. 
3.Recordsarenottobefiledalphabetically,orbyname,SSN,orotherpersonalidentifier. 
4. Whenclassactioncomplaintisfiled,refertotable36-29,rule2. 

2./
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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 conslstlns 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 cON records 
b electronic records destroy when the agency 

that supplement determines that the elec-
-- -- --

temporary hard copy 
records where the 

tronic records are super-
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 J::.lectromccopies mat are nestroy aner recoroxeepmg 
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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TABLE36-30 J 
CLASSIFICATION I 

A B C D 
R 
U 
L Iftherecordsare 

E orpertalnto cons.istin2of whichare then 

1 positiondescriptions files cribingestablishedpositions, recordcopies destroy2yearsafter 
inc1udin .nformationontitle.series, positionisabolishedor 
grade,duti andresponsibilities description is 

superseded. (note) 
AUfH:NI-AFU-88-2 

2 othercopies destroywhenposition 
isabolishedorposition 
descriptionsuperseded. 
AUfH:NI-AFU-90-3 
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TABLE36-30 I 
Continued. I 

A B C D 

R 
U 
L Iftherecordsare 
E orpertainto consistingof whichare then 

3 (RESERVED) -, (RESERVEDl 
4 position surveys sur ysorequivalentlistingsof destroy4yearsfrom 

- -- - --
----

posit! sandactions,reportsof 
misall tions,andcorrespondence 
pertaining lassificationaction 

dateofthereport,oron 
inacti vationofoftice, 
whicheverissooner 

. · -. · . resultingfro.. ositionaudits (SeeNote).AUfH: 
NI-AFU-90-3 

5 actionsresulting 
fromposition 

POSilionsu",eyf~Ui
(usedinsteadofare 

valent 
estfor 

optionalfiles;ifnot 
maintained,seerule4 

destroy2yearsafier 
effecti vedateofaction 

surveys personnelactionform request (SeeNote).AUfH: 
action) N I-AFU-90-3 

6 (RESERVED) \ (RESERVED) 
7 position plans,surveys,reportsandr ated destroyafterallaction 

management correspondence iscompletedornew 

. reportisissued, 
whicheverisapplicable 
(SeeNote).AUfH: 
NI-AFU-90-3 

NO~E:Whenclassactioncomplaintisfiled,refertotable36-29,rule2. 

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 er.nerrato to conslstlnz 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 

ciectroruc copies that are	 destroy aner recorcxeeping 
created using copy has been created and 
electronic mail and filed or when no longer needed z'tword processing or	 for revision, dissemination, or 

-	 form filler software reference, whichever is later 
. 

c 
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TABLE36-31 I 
UNIONAND/ORASSOCIATIONSOFSUPERVISORSANDMANAGEMENT I 

A~ B C D
 
R
 
U 
L Ifth.re'O,.,.re"'" 
E orpertalnto I\onsistingof which are then 
1 unionorassociation atCPFs destroywhenunionis~ilionforrecognition,

recognition reia ddocuments;installation'sletter nolongerrecognizedor 
ofrec itionandcertificationof whennolongemeeded, 
represe ative whicheverislater. 

AUTH:NI-AFU-90-3 
2 an'lY'i,.n~~,,",iningappropriatene ofunit;election 

agreement,relate ecords; 
disapprovalreques orunion 
recognition 

2,01	 sUmmaryOfreCOgnition~ , , atDOD/CPMS
 
agreemen tdata
 

3	 memorandumof initial""ionp,op",.",ou, destroywhen 
agreemen tunder proposals, workingdocumen and supersededorobsolete. 
labormanagemen t approvedagreement AUTH:NI-AFU-90-3 
relationsinfederal 
service 

http:Ifth.re'O,.,.re
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TABLE36-31 I 
Continued. I 

A 
R 

~\Iftherecordsare 
orpertainto
 

4
 ~1"'Po..rof
nrecogmtions 

5 unfaif borpractice 
compla ts - --. -... -

5.01 

6	 unionorassociation 
requestfor 
permissiontopost 
literature 

7	 unionorassociation 
management 
consultation 
meetings 

8	 grievancesfiled 
undernegotiation 
grievanceprocedure 

9	 arbitration awards 
rendered under 
negotiated 
agreement,and 
appealstherefromto 
FederalLabor 
RelationsAuthority 

10 

11	 officialtimeusage 
forrepresentation 
purposes 

NOTE(S): 

B 

consistingof
 
report,andallbackupmaterial
 

initialcomplaint,caserecord,and
 
decision
 

. 

1\ 
'~=tu"',"din~'II"ion 
app val/disapproval-

, 

minut,,~.'nd,opi"Of

decisionsma
 

initi'I,""'Ub<"IU~"t
successivestepsofgn vance 
procedure;manageme tdecisions; 
memosfortherecordan nyother 
pertinentrelatedevidence . 
requestforarbitration,awar 'pre-
and/orpost-hearingbriefs;ap eal 
proposallbriefanddecision,as 
applicable 

sumrnaryofofficialtimeexpendedfor 
representation purposes 

C 

whichare 

atCPFs 

atDOO/CPMS 

atCPFs(orother 
appropriatelevelof 
recognition) 

atDOO/CPMS 

atMAJCOMsand 
CPFs 

\ atDOO/CPMS 

!\ 

D 

then . 
destroywhen5 years 
old.AUTH:NI-AFU-
90-3 
destroy4 yearsafter 
resolution(notes2and 
3).AUTH:NI-AFU-
90-3 
destroy 1yearafter 
finaldecisionorlyear 
afterdateofanyfurther 
action onthecases, 
whicheverislater 
(notes2and3). 
AUTH:N l-AFU-90-3 
destroy2 yearsafter 
dateofinstallation 
approval or 
disapproval.AUTH: 
NI-AFU-90-3 
destroywhen 
supersededorobsolete. 
AUTH:N l-AFU-90-3 

destroy5yearsafter 
finalresolutionofcase 
(Notes2and3). 
AUTH: 
GRSl,ITEM28B 

destroywhenunionis 
nolongerrecognizedor 
whennolongerneeded, 
whicheverislater. 
AUTH:NI-AFU-90-3 

I.Recordsdescribedinthistableisnotauthorizedforretirementtoafederalrecordscenter. 
2.Selectedrecordsmayberetainedaspolicy/precedentfilesmanagedbytable 11-1,rule9. 
3.Whenaclassactioncomplaintisfiled,refertotable40-4,rule2. 



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

A B C 
If the records which 

RULE are or pertain to conslstlns of are 
a Electronic systems electronic records 

that replace 
temporary hard 
copy records 

b electronic records 
that supplement 

-- . 
- .--

temporary hard copy 
records where the 

. .. . 
~ 

hard ~opy records 
are retained to meet 
recordkeeping 
requirements 

c .Etectromc copIes that are 
created using 
electronic mail and 

- word processing or 
- form filler software 

D 

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

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

21 
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TABLE36-32 I 
OPERA TINGOFFICIALS'CIVILIANPERSOl"."NELRECORDS 

A B 

R 
U 
L Ifth~~OrdSare 
E orpert into consistlnaof 
1 generale ployee correspondenceandotherrecords 

managem t aboutortoindividualemployees,or 
pertinenttoemploymentmattersin- officeofjurisdictionfiledingeneral- -- correspondencefile
 

2 ..
 .. -" 

.
 
.
 

3 supervisor's supom"".semifWhkhi"
employeework	 RlPproductgenera dbyDCPDS 
folder	 whencertainperson lactionsoccur 

(e.g.,Promotion,App .ntment, 
ChangetoLowerGrade, tc~ 

3.01	 (RESERVED) \
 
4 \
 

4.01	 supervisor's dObtlo.",.I""""Of,,ution\
employeework warning,andsimilarpapers 
folder 

4.02	 (RESERVED) ~ 
4.03	 supervisor's notationsoforaladrnonishmentsand \ 

employeework noticesofreprimand 
folder 

, 
, 

I 
C	 D 

whlchare	 then 
seetable37-11. 
AUTH:N l-AFU-90-3 

filedinsupervisor's	 destroyPartA&Bwhen 
workfolder	 newbriefisreceived . 

CompletePartAon 
newbrief.DestroyPart 
Caccordingtotable 
36-29whenitcontains 
recordswhichcould 
leadtodisciplinaryor 
performancerelated 
actions, otherwise, 
destroyl'artflwhen 
newbriefisreceived. 
AUTH:NI-AFU-90-3 

filedinsupervisor's 
employeeworkfolder. 

(RESERVED) 

keptbysupervisor	 destroy2yearsafter 
dateofletterorwhen 
purposeisserved, 
whicheverissooner. 
AUTH:NI-AFU-90-3 
(RESERVED) 

keptbysupervisor	 removeoral 
admonishmentfrom 
PartCoftheemployee 
brief2yearsfromdate 
ofadmonishment. 
Destroyreprimands 
maintainedinthework 
folder2yearsfromdate 
ofnotice.AUTH:N 1-
AFU-90-3 
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TABLE36-32 I 
Continued. I 

A B C D 
R 
U 
L Iftherecordsare 
E orpertalnto consistinsof whichare then 

4.04 performanceappraisal,recordsusedto destroy3yearsafter 
supportortrackemployee elTectivedateof 
performanceduringtheappraisal appraisal,forwardto 

z 
z : 

: 

period,recordsofperiodic 
performancediscussion 

CPFifseparatedor 
transferred(CPF 

: : -.- ~ 
forwardstogaining 
activity).AUfH:NI-
AFU-90-3 

4.05 \ keptbysupervisorsof 
membersoftheSenior 
ExecutiveService 

destroyafterSyearsor 
when employee 
separates, whicheveris 
sooner.AUfH:N 1-
AFU-90-3 

4.06 AirNationalGuard NGBFo 430(T),Performance keptbysupervisor dispose3yearsafter 
supervisor's Standard ndCriticalElements elTectivedateof 
employeework Form,and BForm430-1(T), appraisal.forwardto 
folder Performance ppraisalForm CPFi fseparatedor 

. transferred(CPF 
forwardstogaining 
activity.)AUTH:NI-
AFU-90-9 

5thru 
8 

(RESERVED) \ (RESERVED) 

9 employeetraining 
development 

C"""Enhan,om'ntP~
consistingofPersonnelDa System-

keptbysupervisoror 
inacentral 

destroywhenreplaced 
byanewCEPonNhen 

Civilian(pDS-C)form administrative nolongemeeded, 
function whicheverissooner. 

10thru 
13 

(RESERVED) -\ AUTH:NI-AFU-90-3 
(RESERVED) 

14 Supervisor's 
employeework 

correspondence.forms.andother 
recordsrelatingtopositions, 

~ keptbysupervisor reviewannuallyand 
destroysupersededor 

folder authorizations,pendingactions,copie obsoletedocuments;or 
ofpositiondescriptions,requestsfor destroyalldocuments 
personnelaction,andrecordson relatingtoan 
individual individualemployee 

within lyearafter 
separationortransfer. 
AUTH:NI-AFU-90-3 

15 othercopiesofdocumentsduplicated destroywhen6years 
inOFPsnotprovidedfol'elsewherein old.AUTH:NI-AFU-
thistable 90-3 

16 AirNationalGuard 
supervisor's 

NGBForm904-1 ~Supervisor'sRecord 
offechnicianEmployment,and 

k"'th)"~'o
usedtopr erly 

rand disposeofin 
accordancewithTPR 

employeework relateddocuments supervise ll-time 293-31.AUTH:Nl-
folder employee. edto AFU-90-9 

documentactions 
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TABLE36-32 J 
Continued. I 

A B C D 
R 
U 
L Iftherecordsare 
E o~ertainto conslstlnzof	 which are then
 

taken,andhistoryof
 
em~loyment
 

17 (RESERVED)	 (RESERVED) 

NOTE(S): 
I.RESERVED. 
2.RESERVED. 

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	 conslstlnz 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 

c J::.lectromc copies	 mat are oestroy arter recorcxeepmg
 
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 
. 

30 
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TABLE36-33 I 
HONORSANDA WARDS(SEENOTEl) I 

A B 
R 
U -
L IftherecOrdSar\
 
E orpertainto consistlnaof
 
1 specialhonors, l~ recordspertainingtothespecial
 

trophiesanda wards trophiesandawardsprogram
 
sponsoredbyAFandprivate
 

ganizations,suchastheMackay 
Ir hyandUSAFPersonnelA wards, 
inel ingnominationsofindividuals, 
unitsa dgroups,minutesofboard 
meetin ,announcementsofawards, 
andrelate formsandcorrespondence 

2 

3 

4 militaryhonors complct«lmili""'h~~k1ist
checklist	 formsforhonorsothertha 

funeral/memorialservices 

5 memorialization	 casefilesaccumulatedbyHQ 
program	 AFMPCIDPMASAandinitiatin 

activitieswhichpertainonlytothe 
namingofAirForceiristallations 

6	 casefilesaccumulatedbyHQ 
AFMPCIDPMASAandinitiating 
activitiespertainingonlytothe 
namingofstreets,buildings,facilities, 
orrooms 

C 

which are 
atHQUSAF,HQ 
AFMPC,orMAJCOM 

atinitiatingactivities 

atintermediate 
headquartersandall 
nonselected 
nominations 
atbasesthatprovide 
militaryhonors 

atHQ 
AFMPCIDPMASAor 
initiatingactivities 

\ 

1\ 

D 

then 

destroyafter50years. 
AUTH:NI-AFU-92-23 

destroyafter2years. 
AUTH:NI-AFU-90-3 
destroyafter 1year. 
AUTH:NI-AFU-90-3 

destroythecompleted 
forms 1yearafter 
honorsrendered. 
AUTH:N l-AFU-89-30 
forwardtoHQ 
AFHRAlISRupon 
inacti vationof 
installation(SeeNote 
3).AUTH:N l-AFU-
92-23 
forwardtoHQ 
AFHRNISRwhenno 
longemeeded(See 
Note3).AUTH:Nl-
AFU-92-23 

~I
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TABLE36-33 I
 
Continued.(SEENOTE1)
 

A 
R 
U 
L Iftherecordsare 
E orpertainto 

7	 decorationsto 
individua military 
andci vilian) 

8 

9 

10 

11 

12 

13	 decorationsto 
foreignnationalsand 
UScitizensnot 
emplovedbvl.SL- ~~~~~~ 

•
 
I 

B 

consistingof 
casefilesofrecommendations, 
decisions,awardsannouncements, 
boardmeetingminutes,andrelated 
documents 

copiesofrecordsrelatingtorefused 
decorations 

casefilesofrecommendations, 
decisions,awardsannouncements, 
boardmeetingminutes,andrelated 

~ documents 

•
 
c 

whichare 

approvedU. S.mil itary 
decorations(Medalof 
Honor,AirForce 
Cross,Distinguished 
ServiceMedal,Silver 
Star,Distinguished 
FlyingCross,Airman's 
Medal)forwarand 
peacetime;allother 
approvedU.S.military, 
U.S.nonmilitary,and 
foreigndecorations 
relatingtowartime 
and/orcombat 
activities,at 
awarding/approving 
authority 
approvedpeacetime 
U.S.military,U.S.non-
militaryandforeign 
decorations at 
awarding/approving 
authority 
disapprovedU. S. 
military,U.S. 
nonmilitary,and 
foreigndecorationsat 
disapprovingauthority 
approved/disapproved 
AirForceachievement 
andunitlcampaign 

ardsat 
arding/disapproving 
hority 

app oved/disapproved 
deco tionsandawards 
atiniti ingand 
interme iate 
monitori 
headquart s 

\
 

421 

D 

then 
retireaspermanent(See 
Note2).AUfH:NI-
AFU-90-3 

destroyafter25years. 
AUfH:NI-AFU-90-3 

destroyafter35years 
(SeeNote5).AUfH: 
NI-AFU-90-3 

destroyafter 1year. 
AUfH:NI-AFU-90-3 

destroyafterdecoration 
isawardedor 1year 
after disapproval. 
AUfH:NI-AFU-90-3 

destroyafter3months 
(SeeNote6).AUfH: 
N l-AFU-90-3 
retireaspermanent2 
yearsaftercompletionof 
case(SeeNote2). 
AUfH:NI-AFU-91-10 

32..
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TABLE36-33 I 
Continued.(SEENOTE 1) I 

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

Governlaent
 
14 approvedand destroy2yearsafter
doc""ti"\i" 

disapproved completion ofcase. 
recommendations AUTH:NI-AFU-90-3 

15	 decoration _ ~ recordsgeneratedwhenahigher destroy2 yearsafter
 
recommenaation~ headquartersdisapproved completion ofaction.
 
forwardedtolower recommendationandforwardsittoa AUTH:NI-AFU-90-3
 
headquarters •. ~:erheaaqUartersforconsideration
 

alesseraward
 
16 favorable r~~snotreqUiredforproceSSing destroyafter 1year.
 

communications und AFI36-2864 AUTH:NI-AFU-90-3
 
17 outstanding perso ldata,lettersofnomination, selectednominees,
 

personnel programs, photogr hs,andrelatedpapers nonselectednominees
 
e.g.,outstanding andminutesofboard
 
NCO!Airmanaward, meetings
 
luniorOfficerofthe
 
Quarter,outstanding
 
Managerofthe
 
Year,AFA .
 
representati ve
 

18 miscellaneousAF announcementsofaco est,entry programsdesignedto destroyafter2yearsor
 
activity-sponsored applicationsorofnomin ionsand promoteespritdecorps, whennolongemeeded,
 
programs supportingrecords,result elated recognition,suchas whicheverissooner.
 

papersusedtomonitorandco trol beautycontests,dining AUTH:NI-AFU-90-3
 
programs hallofthemonth,or
 

operatorofthemon th
 
19 safetyawards norninationsandotherrecords _\ approvedawards destroyafter2years.
 

relatingtoawardsforoutstanding (recordcopy) AUTH:Nl-AFU-90-3
 
achievementsinthepreventionof
 
accidents
 

destroyafter 1yearor
 20	 ~n>vcdawa'd'rdcopy)	 whennolongemeeded, 
whicheverissooner. 
AUTH:NI-AFU-90-3 

21 other~nrules 19and
 
20
 

22 AFmaintenance applicationsandbackground destroyafter2years.
.ppn>~,awards material,andrelatedrecords recommen ationsat AUTH:NI-AFU-90-3
 
'HQUSAF
 

23
 , disapproved ,~
 
, recommendati nsat
 

HQUSAF
 
24 destroyafter 1year.
 approvedand ,~


disapproved AUTH:N l-AFU-90-3
 
recommendationsa
 
intermediate
 
headquarters
 

2S approved destroyafter2years.
 

33 
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TABLE36-33 I 
Continued.(SEENOTE 1) I 

R
 
U
 
L 
E 

26 

27 

28 

29 

30 

31 

32 

33 

34 

35 

36 

37 

A 

I~*S:lreCOrdSare 
or rtainto 

\

civil engine f-
a)Nllrdsprogr:a . 

-

transportation 
awards 
airtrafficcontrol 
annual awards 

aircraft"save" 
awards 

air weapons 
controller badge 

air traffic controller 
badge 

B 

consistingof 

casefilesofannualsubmissionsin
 
electricpowerandheatgenerating
 
plantcompetition,meritorious
 
achievementawardforprofessional
 
excellence,andcomparable
 
programs


1\
sUPP~~~documentationrelatingto 
annualt nsportationawards 
recordsp ainingtotheselectionof 
airtrafficc troller/facilityofthe 
year,inc1ud gnominations,records 
ofboardmeet gs,awards 
presentation,a drelateddata 

exemplaryservicereport
 
certificates,reviewboard
 
documentation,andrelated ata
 

applications and related records for 
award of air weapons controller 
badge, senior air weapons controller 
badge, or master air weapons 
controller bad~e 
applications and related records for 
award of air traffic controller badge 

C 

whichare 

recommendationsat 
initiatingactivities 
disapproved 
recommendationsat 
initiatinzactivities 
approvedawards 

disapprovedawards 

documentationof
 
selected
 
individual/facility,
 
boarddocumentation,
 
andrelated
 
correspondenceatHQ
 
AFC4A
 
documentationof
 
nonselected
 
individuals/facilities
 
andallrecordsother
 
thaninrule30
 
approvedawardsatHQ
 
AFC4A
 

disapproveda wardsat
 
HQAFC4A
 
certificatesatunitsto
 
which issued
 

allothersnotcovered 
byrules32,33,and34 
at 

intermediate levelsr-=

a oving/disapproving 

\ 
~~~I 

D 

then 
AUTH:NI-AFU-9O-3 

destroyafter 1year. 
AUTH:NI-AFU-9O-3 

destroyafter2yearsor 
whennolongemeeded, 
whicheverislater. 
AUTH:NI-AFU-9O-3 

destroyonsubmissionof 
nextFY competition or 
whennolongemeeded, 
whicheverislater. 
AUTH:NI-AFU-9O-3 
destroyafter 1year. 
AUTH:NI-AFU-9O-3 
destroyafter2years. 
AUTH:N I-AFU-9O-3 

destroyafter 1year. 
AUTH:NI-AFU-9O-3 

destroyafter2years. 
AUTH:N I-AFU-9O-3 

destroyafter 1year. 
AUTH:NI-AFU-9O-3 
destroyoninacti vation 
ofunit,orwhen 
obsolete,whicheveris 
sooner.AUTH:NI-
AFU-9O-3 
destroyafter 1year. 
AUTH:NI-AFU-9O-3 
destroy after 1 year. 
AUTH: NI-AFU-9O-3 

destroy after 1 year. 
AUTH: NI-AFU-9O-3 
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TABLE36-33 1 
Continued.(SEENOTE 1) I 

A B C D
 
R
 
U
 
L Iftherecordsare
 
E orpertalnte conslstlnsof whichare then
 

_'\ or intermediate levels
 
38	 AF Inform ion nominations, minutes of meetings, at SAF/AAIQ destroy after 3 years or 

Managemen selectees, non-selectees, and other when no longer needed, 
Awards records relating to awards authorized whichever is later. - lAW AFI 36-2845	 AUTH: Nl-AFU-90-3 - - ~39 - . approved and disapproved at intermediate destroy after 2 years. 

recommendations and related headquarters AUTH: Nl-AFU-90-3 . -- records. -- . 
40	 at initiating activities destroy after I year. 

AUTH: NI-AFU-90-3 
41 aircraft and approved awards see AFI 36-2608. 

1\ 
a~~, and related records for 
awa of aircraft and munitions AUTH: NI-AFU-90-3 

maintenance badge maint ance badge 
42 disapproved awards at destroy after I year. 

disapproving authority AUTH: NI-AFU-90-3 
43 Manpower Awards nominatio , minute of meeting, atHQ USAF destroy after 2 years or 

selectees, no -selectees and other when no longer needed. 
records relatin to awards for AUTH: NI-AFU-91-21 
outstanding ad! vements in 
manpower for pr essional 
excellence 

44 approved awards destroy after 2 years. 
(record copy) at AUTH: NI-AFU-91-2l 
MAlCOM 

45 disapproved awards destroy after I year. 
(record copy) at AUTH: NI-AFU-91-2l 
MAlCOM 

46 initiating activity destroy after I year. 
AUTH: NI-AFU-91-21 

47 Acquisition Awards nominations, minutes of m''';~~ at SAF/AQ destroy after 3 years or 
selectees, non-selectees, and othe when no longer needed, 
records relating to awards authori d whichever is later. 
lAW AF Instructions. AUTH: NI-AFU-94-8 

48 approved and disapproved \ at intermediate destroy after 2 years. 
recommendations and related ~eadquarters AUTH: NI-AFU-94-8 
records 

49 at~itiating activities destroy after I year. 
AUTH: NI-AFU-94-8 

~ 
NOTE(S): 
I.Rulesapplytothosecopiesnotrequiredbyotherdirectivestobefiledinindividualmilitarypersonnelrecordgroup(see
 
table36-12).
 
2.TransfertotheNationaIArchivesin5-yearblockswhenlatestrecordis25yearsold.
 
3.TransfertoNationalArchiveswhennolongerneededbyHQAFHRAlISRforsitereference.
 
4.RESERVED.
 
5.Disapprovalauthoritywillforwardacopyofthedocumentannouncingdecision,andacopyoftheproposedcitation
 
annotated"Disapproved"foreachindividual,forfilinginthemember'sMasterPersonnelRecordGroup.
 
6.Approvalauthoritywillforwardacopyoftheorderandcitation,alongwithasignedletterorstatementfromthe
 
individualdocumentingnonacceptance,forfilinginthemember'sUnitPersonnelRecordGroup.
 

35 
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1 These thrre rules (inyolving temporary electronic records) apply to all rules in th~ preceding tablej ..f'(C e~,-I4.aT 
fZ{A € s q J s rI~ h'of t1tPlPY TO t(t.t I~'( s;-4/,rt/4 ~4 9 a...d /3 ,f:?",e PI.{k c. df f n7Ji 

A	 B C D tJ~f!-; JoIf the records 

RULE are or oertain to conslstlnz of 
a Electronic systems electronic records 

that replace 
temporary hard 
copy records 

b	 electronic records 
that supplement 
temporary hard copy -- records where the 

hard copy records -, -. -- are retained to meet 
recordkeeping 
requirements 

c Etectrcmc copies	 mat are 
created using 
electronic mail and 
word processing or 

-	 form filler software 

which 
are then Pi, les S- 7AnJ

destroy on expiration 

of the retention period (LlAie 13. 
previously approved 

for the corresponding
 
hard copy records
 

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
 

oestfoy aIfer recorokeepmg
 
copy has been created and
 
filed or when no longer needed
 
for revision, dissemination, or 
reference, whichever is later 

http:e~,-I4.aT
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TABLE36-34 I 
SUGGESTIONPROGRAM 

A 

R 
U 
L	 Iftherecordsare 
E	 orpertainto 

1	 suggesti s, 
inventions d 
scientific 
achievements -- - ..

2 - -
.. ... 

. -

4 products fromthe 
SuggestionProgram 
DataSystem(SPDS) 
whichare 
mechanically 
producedoutput 
products 

5 reports,controlled 
anduncontrolled 

6 datafilescreatedby 
theSuggestion 
ProgramData 
System 

NOTE(S): 

•
 
B 

conststlngof 
formsandotherrecordswhichpertain 
tosubmission,processing,evaluation, 
approval,disapproval,issuanceof 
award,reportsandrelated 
correspondence 

. 

minUIeSOfineetin"'o~"',"dafO'
recordshowingactiont en 

transcriptionrecordsofacar eck 
usedtoproduceareportorthere rt 
itselfwhichservediversifiedpu ses 

tabulations.sumrnaries.feederreports 
orin formation 

magneticcomputertapes 

•
 
C 

whichare 
atsuggestionprogram 
officesatalllevels 

atevaluatingoffices 

atsuggestionprogram 
officesatalllevels 

\ atsuggestionoffices 

i\ 
:~dngB.re.Le IProcessing 
Insta ation(DPI) 

D 

then 
destroy 1yearafter 
finalaction(SeeNotes 
land3).AUfH:Nl-
AFU-90-3 

destroy 1yearafter 
finalaction(SeeNotes 
2and3) 
(EXCEPTION: 
suggestion that 
becomespartofanother 
file--forexample,on 
changestoadirective--
becomespartofihe 
directivebackground 
file).AtrrH:Nl-~U-
90-3 
destroy2yearsa~er 
approvalor 
disapproval.AUTH: 
N l-AFU-90-3 
destroywhen 
supersededomolonger 
needed(SeeNote4). 
AtrrH:NI-AFU-90-3 

destroywhennolonger 
needed(SeeNote4). 
AtrrH:NI-AFU-90-3 
destroyuponexpiration 
ofcyc1eretentions 
requirementslistedin 
prescribingdirecti ve. 
AUTH:NI-AFU-90-3 

1.Forsuggestionprogramoffices,finalactionisdateofapprovalofanawardorwrittennotificationofnonadoption.
 
2.Forevaluatingoflices,finalactionisthedatethesuggestjonisimplemented.Finalactiononsuggestionsnot
 
implementedisthedateofdisapproval. ..
 
3.Ifvolumewarran ts,therecordsmaybedestroyedonadai Iy,weekly.mon thly,orsemiannualbasis;seeAF13 7-138, table
 
3.1,note2.
 
4.Notauthorized forretiremen ttoa federalrecordscen ter.
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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 oertain to conslstlnz 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 

c electrOnIC copres	 that are destroy atter recotc:1Keepmg 
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 

-

38 
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TABLE36-35 I 
USAFACADEMYA WARDS I 

A B C D 
R 
U 
L Iftherecordsare 
E ornertalnto co~stjngOr whichare then 
1 CadetA wards casefl eontainingeorrespondenee atGraduateStudies destroyafter50years 

pertainin odonorsponsorship,used (SeeNote).AlTfH: 
ineontinuou orrespondeneetonew NC 1-461-82-3 

-
" . -. ---

a wardproposal 
aeeountingforspo 

ndfinancial 
orship 

0" continuation ~ 
2 " . ., 0 - . atseleetionoffiee destroyafter 1year . 

AlTfH:NCI-461-82-3 
3 ThomasD. White nominations,biographieals tch, seleetednominations destroyafter2years. 

NationalDefense correspondeneerequestingboa atPlansandPrograms AlTfH:NCI-461-82-3 
Award members,Superintendent'sappr ai, 

andChiefofStaffAirForeeapprova 
4 nonseleeted destroyafter 1year. 

00 nominationsatPlans AlTfH:NCI-461-82-3 
0 andPrograms 

0 

NO TE: Retainedat USAF Aeademyforen tireretentionperiod. 

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 conslstinz of are then 

Electronic systems electronic records destroy on expiration a 
that replace 

-, 

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

hard copy records 
electronic records destroy when the agency b 
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, 

. - 0".	 are retained to meet legal, audit, or other opera-
recordkeeping tional purposes 
requirements 

.t.lectromc copies 111aTare cestroy aner recorc1keepmg 
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 
0 

c 
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TABLE36-36 I 
PERSONNEL RECORDS I 

A " B C D 
R '\ 
u 
L 
E 

Iftherecordsare 
orpertainto ~"'n'.f whichare then 

1 familyservices casehi oriesusedtorecorda destroywhennolonger 
program summa fthetypeofassistance needed.AUTH:Nl-

requested, horequestedit,facts AFU-90-3 
relativetothe se,assistance 
rendered,anda pecialproblems 
involved 

2 ttaining.ndexperi~Of
volunteersusedbyme rsofthe 

destroy2yearsafter 
separationofvolunteer 

CommitteeofAdministr .ontorecord (SeeNote).AUTH: 
volunteertraining,experie eand NI-AFU-90-3 
awards 

3 advisorycouncilmeetingminut atinitiatingactivities destroyafter 1year. 
AUTH:NI-AFU-90-3 

4 atMAJCOMs destroyafter2yearsor 
whennolongerneeded, 
whicheverissooner. 
AUTH:NI-AFU-90-3 

'\. 

'to
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TABLE36-36 I 
Continued. I 

A B C D 

R 

U 
L Iftherecordsare 
E'\. orpertainto consistingof whichare then 

5 recordsnotcoveredinrules I ,2,3, destroyafter2years 
and4 (EXCEPTION:atHQ 

USAFtheymaybe 
destroyedwhenno 

- - longerneeded). 
AUTH:NI-AFU-90-3 

6 solicitatio casefiles lettersofaccreditation.applications, destroyafter3 yearsor 
statementsofunderstanding, valid whennolongemeeded 
licenses,lettersofauthorization,sales asdictatedbythe 
reports,operationalrecords,recordsof installation 
violationsandsuspensions commander, whichever 
accumulatedinconnectionwiththe issooner.AUTH:NI-
conductofcommercialtransactions AFU-87-33 
withAFmembersatAFinstallations 

7 passportsandvisas ~zation,toaPPlyfO,"o- fee seetable36-2,rule17. 
ortsand/orrequestsforvisasand AUTH:NI-AFU-90-3 
dcorrespondence 

7.01	 sem~i~ualreportsOfpassport seetable36-2,rule 18. 
applic ions AUTH:NI-AFU-90-3 

7.02	 receiPt~~~latedcorrespondence atAMCactivities seetable36-2,rule 19. 
fortheissu ceofpassports AUTH:NI-AFU-90-3 

8 marriage applications rmarriagebetweenAF destroy Iyearafter 
personneland reign nationals, and applicationisapproved 
relatedcorrespo ence ordisapproved 

(EXCEPTION:copy 
retainedbyapproving 
authoritymaybe 
destroyedwhenno 
longerneeded). 
AUTH:NI-AFU-90-3 

9 votingassistance ,",,",pond"","ndPUbli~ destroyaftemext 
data accumulatedinconnection hthe election.AUTH:NI-

administrationoftheFederal ting AFU-90-3 
AssistanceAct 

10 (RESERVED) \ (RESERVED) 
11 recruitmentfor rostersandrelatedcorrespondence atHQUSAFand destroyafter Iyear. 

civilian police MAJCOMs AUTH:NI-AFU-90-3 
12 atotherthanHQ destroy90daysafter 

USAFandMAJCOMs submissionofquarterly 
report. AUTH:N 1-
AFU-90-3 

13 post service destroyafter Iyear. 
employment AUTH:NI-AFU-90-3 
counseling 

14 NationalUrban 
Leagueveterans
 
affairs
 



• • 
428 AFMAN37-1391March1996 

TABLE36-36 I 
Continued. I 

A B C D
 
R
 
U
 
L Iftherecordsare 
E orpertalnto conslstlnzof whichare then 

15 copiesofSBPelectionnotificationto atinitiatingactivities documentsareretained 
S~~l~(SBP)	 spouseandotherrelatedrecords.SBP intheUPRGand 

documentsarealsotemporarily shouldbedisposed 
maintainedintherelocationfolder(at lAWAFI36-2608. 
MPFfor90days)( seeAFI36-21 02) AUfH:N l-AFU-90-3 

16 famiIydatarecordsusedtoestabl ish destroywhennolonger
~~ilydab'~O:\ contactwithdependentswhose needed.AUfH:Nl-

sponsorsareawayadvisingother AFU-90-3 

~"SOftk".tOth"AF
onsshoulddependentsmove 
rea.andprovidegeneral 
ionaboutnewlyarrived 
nts 

17	 destroyuponreturnofSignOO~~f"'i"mSloanooo", 
.. fromlend gcloset lendingitemsorwhen 

nolongerneeded. 
AUfH:NI-AFU-90-3 

18 retainedbythe"OO'dOthO""~OObYVOluntee" 
duringagivenm thandyear volunteeronan 

indefinitebasis. 
AUfH:NI-AFU-90-3 

NOTE:Accumulatingofficesrnayretainuntileligiblefordisposal,providedadditionalfilingequipmentisnotrequired. 

C I·	 ·thThese thr~ ru es invo VI~gte~orary e ectromc recor d)s app y to a 11 ru es m e preceding table; f'X e e 
/2-fA e 5 q q;, cI h -'1 fA AJp/-/ --10 r<.", If II 

vA B C D
 
If the records which
 

RULE are or pertain to consistin1! 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 

c electromc copies	 mat are cestroy aner recorokeepmg
 
created using copy has been created and
 
electronic mail and filed or when no longer needed
 
word processing or for revision, dissemination, or
 

. 
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TABLE36-37 I 
PROGRAMADMINISTRA TION I . 

A B C D 
R 

U 

L Iftherecordsare " 
E orpertainto ,(onsistingof whichare then 

1 schoolquotaslcourse re rdsconcern ingallotmentofschool atotherthanMPFs destroy3 monthsafter 
projectfile quota ndfulfillmentthereof, trainingquotasare 

inc1udin DYrelocationforschool allocatedbythe 
orMission dinessTraining command.AUTH:Nl-

AFU-88-17 
1.01 atMPFs seetable36-15. 

AUTH:NI-AFU-90-3 
2 airman training requestsforexceptionsto thorized allcopiesexceptrule3 destroyafter 1year. 

waiver airmentrainingandutilizat AUTH:NI-AFU-90-3 
proceduresinconnectionwith -the-
job,cross-training,andtrainingo 
unskilledairmeninthesemiskilled 
levels 

3 infieldpersonnel seetable36-12. 
[\lecords AUTH:NI-AFU-90-3 
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TABLE36-37 I 
Continued. I 

A 

R 

U 
L Iftherecordsare 
E orpertainto 

4 foreign trainees 
<, 

-
- -

. 
5 

6 

7 

8 

8.01 

9	 traininginstructors 

10 

11	 facultyboard 

proceedings and 

administrative 

disenrollments 

11.01 

11.02 

B 

conslstfngof 
requestsfortraining, trainingprojects, 
acceptanceornonacceptance 

messages,invitationaltravelorders, 
relatedcorrespondenceincidenttothe 

USAFprogramfortrain ingstudentsof 
foreigngovemmentsperAFI 16-1 05 . 

trainingrecordsforstudents 

(originals) 

AETCForm318(Prior I974),Allied 

StudentTrainingRecord 

'\dicalanddentalrecords 

i~,tudenttr ainingand 
achi vementrecordusedbylnter-
Amer	 anAirForcesAcademy 

(IAAF )toprovideinformationto 

each stu nt'shomecountry 

formsuse orecorddataon 

individuali structorspreserviceand 

inservicetrai ingrequirements,type 
ofinstructoras .gnment,and 

qualificationfo structorsupervisor 
assignment 

in"ructo<evaluati\"'d' 

originalsofproceedingso acuity 

boardsappointedtodeterm eall 
mattersrelatingtotheprofici ncy, 
deficiency,graduation,and 

eliminationofstudents,andoth r 
mattersreferredtothefacultyboa dby 
theschoo1commandant,andrecor s 

ofadministrative dis enrollments 
\ 

\ 

C 

whichare 

atHQUSAF 

belowHQUSAF 

atcommandsbelow 

HQUSAF,exceptHQ 

USAFA 

atHQUSAFA 

atmedicalfacilities 

andschoolsoffering 

intemandresident 

D 

then 
destroy4 yearsafter 
cornpletionofproject. 
AUTH:NI-AFU-90-3 

destroy2yearsafter 
cornpletionofproject. 
AUTH:NI-AFU-90-3 

seeprescribing 

directive.AUTH:Nl-
AFU-90-3 

destroyafter20years 

orwhennolonger 
needed, whicheveris 

sooner.AUTH:Nl-
AFU-90-3 

seetable41-11. 
AUTH:NI-AFU-90-3 

destroyoninactivation 

oflAAF A.AUTH: 
NI-AFU-90-3 

destroyimmediately 

afterreassignmentor 
separation.AUTH: 
NI-AFU-90-3 

seecommand 

prescribingdirectives 

andtable3 7-11. 
AUTH:NI-AFU-90-3 

destroyafter 1year. 
AUTH:NI-AFU-90-3 

destroyafter2years. 
AUTH:NI-AFU-90-3 

seetable41-1.AUTH: 
NI-AFU-90-3 
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TABLE36-37 I 
Continued. I 

A B C D 

R 
U 
L Iftherecordsare 
E orpertainto conslstlngof whichare then 

training 

12 collateraltraining sign-inandsign-outrecords,absentee belowHQUSAF destroy3monthsafter 
reports,delinquencyreports, class!coursecompletion 

-
-

suspensionrecords, trainingcheck 
sheets,medicalclearances,requests 

providedrequired 
informationispostedto 

- fordisciplinaryaction,progress theindividualtraining 

. 

\ 
- reports,examinationpapers, 

registrationforms.changerequests, 
recommendationsforelimination,and 
recordsofpreparationforoverseas 
movement 

record,orwhenno 
longemeeded, 
whicheverissooner. 
AUTH:NI-AFU-90-3 

13 loca\P,,,W cardsusedforlocatingastudentina 
classorsquadron 

destroyaftergraduation 
orelimination.AUTH: 
NI-AFU-90-3 

14 
15 

(RESER~) (RESERVED) 

16 progression timetables,graphsandchartsusedto destroywhen 
schedules indicateprogressandiorfor superseded,obsoleteor 

instructionalpurposes,suchasstudent oninactivationof 
familiarizationinitialcharts,progress activity, whicheveris 
chartsandchartsoffiyingtime sooner.AUTH:NI-

AFU-90-3 
17 studentresearch \ theses(WarCollege ),researchreports destroywhennolonger 

imondandSt'IICOllogo),
spacepowertheses(Squadron 

needed.AUTH:Nl-
AFU-90-3 

cersSchool),andstudenttheses 
tituteoff'echnology) 

18 trainingsummaries trai .ngsummariesandreportsof destroyafter 1year. 
elimi es,upgrading,absentees, AUTH:NI-AFU-90-3 
delinq ncies,standardizationchecks, 
ratingsc es,studentratioreports, 
activityre rts,recognitiontestsheets, 
rostersofst ents,andadvance 
reportsofgra uation 

19 generaltraining technical train greports,suchas destroyafter 1year. 
reports reportsofunitsa ignedfortraining, AUTH:NI-AFU-90-3 

reportsofstatusan changeofstatus, 
statusrecapitulatio ,strength,periodic 
training,combatrea .ness,and 
inspectionofinstructo 'classes 

20 academicinstructor requests,justifications, provalsand destroywhennolonger 
coursewai vers disapprovals eligibleforassignment 

toinstructional 
positionsinAUor 
whennolongemeeded, 
whicheverissooner. 
AUTH:NI-AFU-90-3 

21 educational source studies reports on education \ at HQAU hold until inactivation 

1-5 



• • 
431 AFMAN37-1391March1996 

TABLE36-37 I 
Continued. I 

[, A	 B 

\ Iftherecordsare 
orpertainto eonsistlnaof 

\ requirements of the AF, AU's role in 
meeting these requirements, studies on 
the effectiveness of educational 
programs, techniques, and related 
material 

22 retrainin request for retraining/lateral training
- and any supporting records (i.e., 

supplemental messages, letters of .- recommendation, etc.) 

22.01 

r\ 
23 student critiques	 i dividual, group and oral 

(s arized) critiques reflecting 
- stu ts' comments on training, base 

suppo facilities and services, and 
school uadron support for 
consider ion in corrective or 
improvem t actions 

24 

24.01 

25 AF established NCO charter case fit". ;ndUd:~m".
Academy Graduate chapter constitution, byla and other 
Association (See governing records 
Note 5) 

26	 records for maintaining chapt;'1 
activities, including chapter's mutes 
of meetings and reports 

27 test loll'. registers, destruction '«tifi;
accountability/contro	 inventories used to control and 
I	 account for test materials in the form 

of test booklets, examinations, answer 
keys, answer sheets, etc. 

NOTE(S): 
I.(RESERVED)
 
2.Retirewhenmicrotilmisdeterminedadequatesubstitute.
 
3.Returnmedicalexaminationreportstothebasehospital.
 
4.(RESERVED)
 

C	 D 

whichare then 
of AU or when no 
longer needed, then 
retire as permanent 
(See Note 2). AUTH: 
NC-AFU-75-41 

approved applications see table 36-12, rule 2 
and declination (note 3). AUTH: NI-
statements for AFU-90-3 
approved retraining 
requests 
disapproved destroy 3 months after 
applications	 disapproval/cancellatio 

n. AUTH: NI-AFU-
90-3 

for contractor training destroy with related 
courses contract. AUTH: NI-

AFU-90-3 

for other than destroy 2 months after 
contractor training all action is completed. 
courses AUTH: NI-AFU-90-3 
serving as destroy upon 
input/background data completion of related 
to training evaluations report/special study or 

until no longer needed, 
whichever is sooner. 
AUTH: NI-AFU-90-3 

at NCO academies	 destroy when charter is 
dissolved. AUTH: NI-
AFU-90-3 

destroy after I year. 
AUTH: NI-AFU-90-3 

destroy 6 months after 
individual pages are 
completed or closed 
out. AUTH: NI-AFU-
92-6 

S.Asassociations'chaptersareorganizedasprivateorganizations,therecordsmaintainedbythechaptersarenot 
consideredofficialrecordswithinthemeaningandintentofAFI3 7-138. 



•t:three rules (involving lmporary electronic records) ap~ly to ~ll 7t.les in the preceding tablej ..l~r t' pf'~ ,£.,.-!- Rt,(p( a J '&Crft,' 1'l~lt· aIP.pl.., fa F-I..t e 2-1. 
A B v 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 

c Etectromc copies that are destroy alter recofOKeepmg 

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 



432 

•

AFMAN37-1391March1996 

TABLE36-38 I 
INDIVIDUALACADEMICRECORDS I 

A B C D 
R 

U 
L Iftherecordsare 
E orpertainto conslstlngof whichare then 
1 trainingpro ess recordsofindividualtrainingand atAUandUSAF destroy30yearsafter 

educationofeachstudent,indicating School ofAerospace individualcompletesor 
subjectsstudied,numberofbours Medicine discontinuesatraining 
devotedtotheirstudy,finalgradeor course.AUTH:Nl-

-
- -

ratingofproficiencyobtainedineach 
subjectandlorthereasonfor 

AFU-90-3 

2 . . r\'omp~'tionOfth""=f'tudY 
atSchoolofHealth 
CareSciences, USAF 
(beforeFY82) 

3 ~~SI56.304.379.and565 atAETCtechnical 
(befor Y82) trainingcenterslfield 

trainingdetachments 
3.01 Att"'da~~tingRecO'd(AETC

Form379) llduplicatesand 
destroyafter 1year 
AUTH:NI-AFU-90-3 

originalson ofpartial 
courses/train sessions) 

3.02 'OCO"[,,"find~ltrainingand
educationofeac tudent 

atUSAFSpecial 
InvestigationsSchool 

destroy25yearsafter 
courseiscompleted. 
AUTH:NI-AFU-90-3 

3.03 AETCFonnS379(~f
completedcourses) 82andafter) 

atAETC(3785Fld 
TngGrpandMobil 

destroy30yearsafter 
individualcompletesor 

TngGrps) discontinuesatraining 
course.AUTH:Nl-
AFU-90-3 

3.04 StudentRecordoffraining TC atAETCtechnical destroy2yearsafter 
Form 156)(FY82andafter) trainingcenters informationisentered 

intoPipeline 
ManagementSystem 
(PMS).AUTH:Nl-
AFU-90-3 

3.05 rule3.4informationinPMS \ retainpendingapproval 
ofdisposition authority. 
AUTH:NI-AFU-90-3 

4 copiesofindividualtrainingrecords \ destroyongraduation 
oreliminationofthe 

\ studentfromtraining. 
AUTH:NI-AFU-90-3 

4.01 microformcopiesofECIstudent 
transcriptrecordsusedtoissuestudent 

~'tensioncou,se
In itute(ECI) 

retainatECIfor30 
yearsaftercourseis 

transcripts,diplomas,andcertificateof 
completion \ 

completed,then 
destroy.AUTH:N1-
AFU-90-3 

\ 
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TABLE36-38 I 
Continued. I 

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

4.02 recordsofnonresidentstudents, atAirCommandand destroy2yearsafter 
includingwritingassignments,course StaffColJege,AU initialprogram 
completion letters, program enrollment,orupon 

- - -
completion letters, correspondence 
fromstudents,etc. 

graduation, whichever 
issooner.AlITH:N 1-
AFU-90-3 

4.03 . atAirWarColJege destroy3monthsafter 
AU graduation,6months 

aftercancellation,or 
whennolongerneeded, 

1\ whicheverislater. 
AUTH:NI-AFU-90-3 

4.04 m~'P"Ofuon''''id'ntAU atAUData destroy5yearsafter 
Com andandStaffCollegestudent AutomationCenter initialprogram 
person ldataandstudentprogress enrolJment.AUTH: 

NI-AFU-90-3 
4.05 m.gncti"~on''''id'''tAi'W''

ColJegestud tpersonaldataand 
destroy 1Oyearsafter 
initialprogram 

studentprogre enrolJment.AUTH: 
NI-AFU-90-3 

5 ''''''d.oth'''th'''\ 
4.5 

through destroy 1Oyearsafter 
individualcompletesor 
discontin uesatraining 
course.AUTH:Nl-
AFU-90-3 

6 unittraining 
program 

AncillaryT"'iningR"'O"~''''
relatedtodutyperformance, t 

seetable36-1,rule2.-
AUTH:NI-AFU-90-3 

separatefromindividual'spri ryAF 
Specialty 

6.01 individua)trnining."'omp)i"'~\
insubjectsuniquetotheorganization 

destroy6monthsafter 
completionoftraining, 

andrequiredbyMAJCOMIFOA whensupersededor 
directives whenindividualno 

longerperformsthe 

1\ uniqueduties,as 
appropriate.AUTH: 
NI-AFU-90-3 

7 

8 

physical training basicmilitarytrainingchecksheets 
andschedules 

reportspertainingtosupervisionof 
physicaltrainingandathletic 
programs,athleticteams,andactivity 
reports 

\ 
\ 

destroyafter 
completionofbasic 
training.AUTH:NI-
AFU-90-3 
destroyafter 1year. 
AUTH:NI-AFU-90-3 

9 physicalfitnesstestreportworksheets \ destroyafterrecording 
andphysicaleducationattendance informationonGeneral 
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TABLE36-38 I 
Continued. I 

A B C D 

R 
U 

L Iftherecordsare 
E orpertalnto conslstlnzof whichare then 

records MilitaryTraining 

<, Record.AUfH:NI-
AFU-90-3 

10 ~iOIOgiCal 
nina 

seetable48-2.AUfH: 
NI-AFU-90-3 

11 (RE$RVED) - (RESERVED) 
12 maint anc~ 

training 
-.. casehistoryofthetrainingand 

evaluationofmaintenancespecialists 
filedinconsolidated 
trainingrecord 

givetoindividualas 
he/sheterminates 
militaryservice. 
AUfH:NI-AFU-90-3 

13 forindividualsbeing sendtogaining 
reassigned organization.AUfH: 

NI-AFU-90-3 
14 maintenancetrainingrecordor attraining destroyupon 

- IntercontinentalBallisticMissile managementor completionoftraining 
(ICBM)teamtrainingbranchtraining trainingcontrol andwhenfilesareno 

orksheet longerneeded.AUfH: 
NI-AFU-90-3 

15 atunittraining sendwithconsolidated 
activities trainingrecordwhen 

individualisreassigned 
(seetable36-12,rule 
1).AUfH:NI-AFU-
90-3 

16 maintenance oficiencytests, attraining destroywhen 
managementte s,andphasetests management,unit superseded,obsolete, 

trainingactivities,or nolongerneeded,or 
workcenters whenindividualis 

reassigned.AUfH: 
NI-AFU-90-3 

17 trainingcharts \ destroywhenreplaced, 
obsolete,ornolonger 
needed.AUfH:NI-
AFU-90-3 

18 individualproficiencyevaluati feederformstoupdate 
record themaintenance 

trainingrecords 
19 filedinconsolidated destroywhenreplaced 

train ingrecord bynextequivalent 
evaluation.AUfH: 
NI-AFU-90-3 

20 trainingrequestsandtraining 
completionnotificationrecordsused 
forcontrolpurposes \ 

destroyaftertrainingis 
completedandposted 
toapplicablerecord. 
AUfH:NI-AFU-90-3 

21 maintenancestandardizationand fi.~~~consolidated destroywhenreplaced 
evaluationprogramrecords,i.e., trai .ngrecord bynextequivalent 
personnelevaluationreports,and evaluation.AUfH: 
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TABLE36-38 1 
Continued. I 

A B C D 

R 
U 
L Ifther:t"dsare 
E orpertal to consistingof whichare then 

pointscomputationrecords NI-AFU-9O-3 
22 usedforpoints destroywhenpoints 

computation computation summaries 
areproduced.AUTH: 

- NI-AFU-9O-3 
22.01 - - duplicatecopies destroy2yearsafter 

23 

. . 1\' 
maintainedbyunit 
qualitycontrol 

pointscomputation 
summaries 

evaluation,orwhenno 
longerneeded, 
whicheverissooner. 
AUTH:NI-AFU-9O-3 
destroyafter Iyear. 
AUTH:NI-AFU-9O-3 

23.01 t"iOi~~tyrec"'ds'kaiOiog
rostersan rainingschedules 

destroyafterl year,or 
whennolongerneeded, 
whicheverissooner. - AUTH:NI-AFU-9O-3 

24 
ICBMmaiot~~training/require entsrecordsfiledin 

destroywhen 
indi vidualisremoved 

consolidatedtraini grecord fiomICBM 
maintenanceduty. 
AUTH:NI-AFU-9O-3 

25 ICBMproductioninspe torrecords atqualitycontrol destroywhen 
superseded,nolonger 
neededorwhen 
individual is 
reassigned.AUTH: 
NI-AFU-9O-3 

26 duplicatesofrecordsinrulesl 
through25 

2 \ destroyafter 1year,or 
whennolongemeeded, 
whicheverissooner. 
AUTH:NI-AFU-9O-3 

27 trafficsafety 
educationand 
drivingexperience \ seetable91-4. AUTH: 

NI-AFU-91-6 

28 OJTtraining \ sendtoMPFupon 
PCS;togainingactivity 
uponPCAw/oPCS;or 
givetoindividualupon 
separation,retirement, 
orpromotiontoE-9, 
providednotneededto 
recordfurthertraining. 

29 militaryaptitude 
rating 

formsaccumulatedbymilitary 
trainingdepartmentsofofficer 
candidateschoolsandaviationcadet 
trainingschoolstoevaluateleadership 
potential 

\ 
AUTH:NI-AFU-9O-3 
destroy3monthsafter 
graduation of 
individual class, 
providedsummary 
resultspertainingto 
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TABLE36-38 I 
Continued. I 

A B C D 
R 
U 
L 

\ 
~:lerecOrdSare 

E ertainto conslstlnaof which are then 

aviationcadetsare 
postedtothetraining 
record.AUTH:NI-
AFU-90-3 

30	 USAFairt ffic USAFATCcertificaterequestsusedto atrequesting destroyuponreceiptof 
control (AT - requestcertificateissue,reissue, activities,pertainingto certificate. AUTH:N 1-
certification replacement,orcancellation certificateissue, AFU-90-3 .	 reissueorreplacemen t 

31	 atrequesting destroyafter 1year. 
activities,pertainingto AUTH:N I-AFU-90-3 
certificatecancellation 

32 atHQAFCC destroyafter3years.
1\ AUTH:NI-AFU-90-3 

33 retumtoindividual§ec"';fi",=,noellod
vidualisrec1assifiedfrom aftercertificateis 
areerfield,ismedically marked"cancelled. " 
ed,retires,dies,orisreleased AUTH:N I-AFU-90-3 
SAFlReserveF orces
 

34 destroyupon
USAFA\"""Whhd"wn 
notificationof 
withdrawalbyHQ 
AFCC.AUTH:NI-
AFU-90-3 

3S	 atATCfunction destroywhen",;gnmen"p"'''':~'t;on'o'.	 specialorderswhic ppointunit supersededorobsolete . 
trainingandstandar ationspecialist AUTH:NI-AFU-90-3 
andassistant 

36 masterrosterofvalidA Ttcertificates
 
37 facilitytrainingguidesa~~1
 

indoctrinationprogramch cklists
 
38 ,,,ottt.p_enttothoappo'\"Of	 destroyupon 

USAFATCpersonnelasF AA terminationofthe 
examiners appointrnent.AUTH: 

NI-AFU-90-3 
39 e\	 atHQAFCC destroyafter4yearsrecordspertainingtothe

suspensionlwithdrawalofan (SeeNotel).AUTH: 
individual'sUSAF ATCcertificate NI-AFU-90-3 

40 atallotheractivities destroyafter 1year. 
AUTH:NI-AFU-90-3 

41 monthlytrainingschedulesandtests \ 
preparedtoevaluatetheresultsof
 
scheduledandsupplementaltraining \
 

42 applicationsfor FAAairman
 
certificationand/orrating
 \

\43	 notificationofATCfacility destroy 1yearafter 
c1assificationissuedannuallyandused beingsuperseded. 
todeterminetrainingtimelimits AUTH:NI-AFU-90-3 
requiredforissuanceofTacilityratings 



•
•
 
AFMAN37-1391March1996	 437 

TABLE36-38 I 
Continued. I 

A B C D
 
R
 
U
 

L
 ~=~cordsare 
E ainto	 eensistlnaof whichare then 

44	 OJTtrainingrecordcontinuationsheet givetoindividualupon 
pertainingtoA TCtraining,not terminationofATC 
recordedelsewhere,forofficers duties.AUTH:NI-
assignedtoA TCduties,andare AFU-90-3 

- maintainedinofficer'strainingfolder 
45 - ATCevaluationrecordkeptinofficer's givetoindividualwhen 

- trainingfolderorasatransitorypart thefacilityratingor. - oftheconsolidatedtrainingrecordfor	 position certification is 
enlistedpersonnel,asapplicable	 nolongervalid,the 

nextevaluationis 
performed,afacility 
ratingisissued,or 
individualisnolonger 
intrainingforafacility 
rating(SeeNote2}. 
AUTH:NI-AFU-90-3 

46 (RESERVED) \. (RESERVED) 
47 holdfor2years,then""<d.It""",,"~"d''''''nin,


trainingrecordkept trainingfolder givetoindividual.
 
AUTH:N I-AFU-90-3 

48 ATC/W'ath"''''Hfi''t\Hn, givetoindividualupon 
record permanenttermination 

ofATCduties.AUTH: 
NI-AFU-90-3 

49 ECIendofcourse ,oeo"",oeonlingthocomP'<Hon\ destroyafter6months. 
testingandjob ECltestsandjobinventories AUTH:NI-AFU-90-3 
inventoryprogram 

\ 
NOTE(S): 
I.Theserecordsmayberetainedin theofficeofrecordfor3 yearsaftercutoff. 
2.Aspecialevaluationresultinginrevokingafacilityratingwillberetaineduntilindividualisrecertifiedor 
reclassificationiscompleted.Specialevaluationofprogressforindividualsinupgradetrainingwillberetaineduntilthe 
individualisupgradedorrec1assificationiscompleted. 
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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 oertain to consistlaa 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 

c ciecrromc copies	 mat are aesrroy aner recoroxeepmg 
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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TABLE36-39 I 
AIRFORCEINSTITUTEOFfECHNOLOGY(AFIT)TRAlNINGRECORDS I 

•
 
A B C D 

R 
U 
L 

E 
~~cordsareainto consistlnaof whichare then 

1 (RESaVED) (RESERVED) 
2 activedu ,ANG individual educational credit atAFIT,Direetorateof destroy 1yearafter 

andreserv ffieers transcripts,certificatesofeompletion AdmissionsIRegistrar officerisdroppedfrom 

- ofeorrespondenceorgroupstudy AFrolIs.AUTH:Nl-
- - courses,eligibilityapplieations,and AFU-90-3 

simi larrecordswhichserveassouree 
. documentsfortheupdateofthe 

personneldatasystem(pDS)orrelate 
~~ligibilityfororadmissiontOAFIT 

ograms. 
3 admission eligibility 

records 
'~'dbri'fl<,qUotam ... agement 
doc ents,reportsandotherrelated 

destroywhennolonger 
needed.AUTH:Nl-

select nrecords AFU-90-3 
4 
5 

(RESERVED) 
-

\. 
\. 

(RESERVED) 

6 Graduateand 
Professional 

odU,"Hott~~an",;p""tt"Hng
toattendance IT 

destroyafter50years. 
AUTH:NI-AFU-90-3 

Continuing 
Education(pCE) 

7 reportsand 
statistical data 

reg;,,,aHon,.nrol~~t;'t;.,al 
reports,eoursedata,r earehstudies, 

destroywhen 
superseded,revised,or 

graduationpolieies obsolete.AUTH:Nl-
AFU-90-3 

8 airman education individualfilesofrequests destroy 1yearafter 
andcommissioning evaluationofeducationaltra eripts, offieerisdroppedfrom 
program(AECP) tests,eertificatesofeompletion AFrolls(note). 
applications correspondenceorgroupstudy AUTH:NI-AFU-90-3 

courses,correspondence,medical 
reports,andotherrelatedreeords 
pertainingtoeligibilityforand 
admissiontoAFIT 

9 (RESERVED) \ LRESERVED) 
10 roster rosterofedueationalbaekgroundof destroywhen 

officers superseded,revised, or 
obsolete.AUTH:Nl-
AFU-90-3 

11 eollegeeatalogs eollege/universitycourseofferings destroywhennolonger 
needed.AUTH:Nl-
AFU-90-3 

12 CommunityCollege 
oftheAirForce 

transcripts,grades,eourseevaluations 
andeoursecompletionreeords 

aHndh'M~T 
sch~lsregi rar's 

destroy5yearsafter 
eompletionofcourse. 

records pertainingtoacceptedtransfereourses section AUTH:NI-AFU-90-3 
asoutlinedbytheCommunityCollege 
oftheAirForee(inc\udingAFITshort 
coursereeords) 

NOTE:IfairmanisnotseleetedforAECP,returnreeordstoairman'sbaseEducationServicesOfficer(ESO). 



• •

c 

. . 
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 oertain to consistinz 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 

nrectromc copies	 mat are destroy aner recoroxeepmg 
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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TABLE36-40 I
 
TRAINING MATERIALS I
 

A B	 c

Iftherecordsare 
orpertainto eonslstlnzof which are then 

D 

R
U
L
E 

2 

curriculummaterials recordsetsofspecialtytraining 
usedinformal standards,coursetrainingstandards, 
trainingcourses coursesyllabi,plansofinstruction, 

coursecharts,andcomparable 
guidelines 

2.01 

3	 recordsetsoftrainingplans,technical 
trainingwritingproductionplans, 
evaluationplans,andinstructional 

aterials,inc\udinglessonplans, 
te ts,fiIms,charts,recordings,student 
stu guides,studentworkbooks, 
stude texts,programmed 
instruc . nalmaterial(tests,tapes, 
filmstrip Iides,scripts,forlive 
presentatio s,etc.),testmaterials, 
miscellaneou andouts( wiring 
diagrams,table data,etc.)and 
comparabledata currentor 
discontin uedcours 

3.01 

forcurrentcourses, 
exceptthosecovered 
byrules2and2.1 

forsubstantially 
revisedand 
discontin uedcourses 
attheAirWarCollege 
forsubstantially 
revisedand 
discontinuedcourses, 
exceptthosecovered 
byrule2 

forpossiblesecurity 
assistancetraining 

destroywhen 
supersededorrevised 
(notel).AUTH:NI-
AFU-90-3 

retireaspermanent 
(notes Iand2). 
AUTH:NC I-AFU-83-
55 
destroyafter IOyears 
(notel).AUTH:NI-
AFU-90-3 

destroywhenrevised, 
obsolete,oron 
discontinuanceofthe 
relatedcourse.AUTH: 
NI-AFU-90-3 

destroy8 yearsafter 
weapons 
systemlequipmentis 
phasedoutfromthe 
USAFinventory(note 
3).AUTH:NI-AFU-
91-34 

3.02 periodiccurriculum 
histories(formerly \
 seeruleI6.AUTH: 

NI-AFU-91-34 
rule3.1)

extensioncourse recordsetsofextensioncourse
4 \ atHQAU destroywhenrevised, 
materials directivesandResidentSchoolText, obsolete,oron 

withrelatedbackgroundmaterial discontinuanceofthe 
relatedcourse.AUTH: 
NI-AFU-90-31\ 
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TABLE36-40 I 
Continued. I 

A B C D 
R 
U 

L Iftherecordsare 

E orpertainto eonslstlnaof	 whichare then 

4.01	 recordsetsofextensioncourse atMAJCOMsand destroy 18monthsafter 
materialsproducedinsupportofthe subordinateunits EClcoursedeactivation 

extensioncourseprogramforECI, date.AUTH:NI-AFU-
includingcareerdevelopmentcourses 90-3- - (CDCs )andothemonresidentcourses, - -
andsupportingcorrespondenceand
 

. backgroundmaterial
 
4.02	 curriculumchangesandrelated hold20yearsinECI,
 

recordsusedtoactivate,suspend,or thendestroy.AUTH:
 
deactivateentirecoursesorindividual NI-AFU-90-3
 
coursevolumes;toannounce
 

temporarysuspensiontocoursesor
 
individualcoursevolumes;andto
 

issuespecialinstructionsconceming


iE;gnifi"n"h>n.OO<Ch,n."in
CIcurriculumwhenacourseis 

tivated 

4.03	 hist icaldata,coursestatus, volume
 

status, xaminationstatus, volume
 

review ercisedatacardsfor
 
extensio coursesandcareer
 
developm ntcoursesusedtofurnisha
 

completere ordofeverycourse,
 
supplement, RE,CE,andVRE
 
processedb I
 

4.04	 oou,se"'tu":~r"'t"'howth'
statusofactivean rogrammed 

coursesinthecurri lum 

5 jobqualification	 destroywhenrevised,recordsetsoffQ'Ss \ 
standards(JQSs) obsolete,oron 

discontinuanceofthe 

relatedcourse.AUTH: 
NI-AFU-90-3 

6 manuscripts or draftsofproposedorrevised destroywhenprinted 
proofs publications,texts,orothertra ing materialisreceivedand 

materials;printersgalleyorpag determinedaccurate,or 
proofs,andotherworkingorcont 1 retainforfutureuseif 
datausedincreating,preparing,an cameraready.AUTH: 
publishingtrainingmaterials NI-AFU-90-3 

7 nonrecordsetsof nonrecordcopiesofinaterial, forcurrenttraining destroywhen 
trainingmaterials identifiedinrules 1through5,usedin programs superseded,revised,or 

train ingprograms obsolete.AUTH:NI-\ 
AFU-90-3 

8 destroycurrentmaterial
I ~i~tinu'" mngprograms after2years.AUTH: 

N I-AFU-90-3 

9 trainingaidsactivity originaldrawingsofclassroomor thefinalphotograph, destroywhenobsolete 
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TABLE36-40 I 
Continued. I 

BA C D 

R
U
L
E 

\ ecordsa re!~!'s:tainto consistin2of whichare then 

casefi laboratoryequipment,demonstration drawing,andsummary ornolongemeeded. 
models,buildingplans,andlaboratory reportofapproved AUTH:NI-AFU-90-3 
equipmentinstallations,training trainingaids 
applications,photographs,listof 
printsanddrawings,billofinaterials, 
devices.partslist.engineeringand 
technical informationoperationsand 
maintenancemanual 

10 

11 

12 

13 mobiletraining 
setiequipmentfiles 
(MTS) 

14 

15 trainingsystems 
research and 
development 
materials 

16 periodiccurriculum 
histories 

dup atefilesofdrawingsof 
labora oryorclassroomequipment, 
demon ationmodels,buildingplans, 
andlabor toryequipment 

reqUestsfortraini~nids' workorders 
authorizingproduct n,dataon 
material,labor,produ iontime,and 
completiondates 
MTSinventories,move ntand 
locationrecords,trainersp ifications, 
proposal/trainingchangelo ,CEMO 
machinelistings,andcorresp dence 
pertainingtoMTS,equipment atus, 
andequipmentchange 

correspondence,EDPproducts,and \ 
researchreportsfrominternaland 
othersourcesrelatingtodevelopment, 
operationandevaluationoftraining 
systems 
periodiccurriculumhistoriesprepared 
bydirectorates,departments,or 
divisionsoftheProfessionalMilitary 
EducationResidentprograms 

sentwiththerelated 
equipmentwhenitis 
transferredto 
redistributionand 
marketingforsal vage 
orotherfinaldisposal 
action 

attheaerospace 
equipmentand 
technical services 
section,departmentof 
fieldtraining 

ondiscontinuanceofa 
MTSorportions 
thereof 

atMAJCOMsand
 
below
 

\ 

a,\eparingoffices 

destroy6monthsafter 
equipmentisdropped 
fromequipment 
authorization inventory 
data(EAlD)records. 
AUTH:NI-AFU-90-3 

destroywhen 
equipmentis 
transferredto 
redistributionand 
marketing,oron 
discontinuanceofthe 
course, whicheveris 
sooner.AUTH:Nl-
AFU-90-3 
destroyafter3years,or 
whennolongemeeded, 
whicheverissooner. 
AUTH:NI-AFU-90-3 
destroywhen 
supersededorobsolete. 
AUTH:NI-AFU-90-3 

destroy 1yearafter 
finaldispositionof 
relatedequipment. 
AUTH:NI-AFU-90-3 
destroywhen 
superseded,obsolete,or 
nolongerneeded, 
whicheverissooner. 
AUTH:NI-AFU-90-3 
destroyafter5years,or 
whennolongemeeded, 
whicheverissooner. 
AUTH:NI-AFU-9l-34 
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NOTE(S): 
1.NotapplicabletorecordsoftheAirForceAcademyoroftheJointMilitaryColleges. 
2.TransfertotheNationaIArchivesin5-yearblockswhenlatestrecordis25yearsold. 
3.TheMAJCOMfocalpointforSecurityAssistance(SA)storesonecopyoftrainingmaterialsfordiscontinuedcourses 
withpotentialforSAuse.TrainingactivitiesincludingANGandAFREScontactAFSATrrO,HQACCIDOT,HQ 
AMCIXOTT,orHQUSSTRATCOMIDONasappropriatetodetermineSAapplicability;andforwardssuchSAtraining 
materialidentifiedonRecordsTransmittalandReceipt(SFI35)toMAJCOM.TheMAJCOMfocalpointforSAprovidesa 
copyoftheSF 135toAFSA TrrO,RandolphAFB, TX781S0-S00 I . 

IThese thrit ru es cmvo ving temporary e e~romc record) ru es 10 e prece eJI . 
.
I s 11iPy to a 11 ·th d'mg ta 

f!. VI f S t? J 6.Jc do	 h sr Ci.tPP 6 RiA te. 'z . 
A B C D 
If the records which 

RULE are or nertain to conslstinz 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 

c hlectromc copies	 that are destroy aner recorOkeepmg
 
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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TABLE36-41 I 
USAFAA~DEMICTRAINING 

\. A 
R 
U 
L Ifth'~" 
E orpertainto 

1 Course \Administration 

2	 CadetScores 

3	 Academic 
Requirements 

4	 Instructor's 
Worksheets 

5 

6	 Cadet Grades 

-

I 
B C D 

consistingof whichare then 
fonnsforadministrationofclasses, ateachdepartment destroyatendof 
incJudingRequestforSpecial academicyearorupon 
ClassroomRequirements,Requestfor completedaction, 
CourseOfferingRestriction,Drop/ Add whicheverissooner. 
Authorization,Requestfor AUTH:NCI-461-82-17 

~;ng,p"l;m;n'<yCOU'"
nfonnation,Requestfor 
cWaiver,Pennissionto 
ndependentStudycourse, 
reIateddocuments 

,eco'dw~I'ru-.P"''''''''studies,gra edreviews,finalexam, 
. destroyafter 1yearor 

whennolongerneeded, 
turnoutexam validation exams, whicheverissooner. 
midtenns,and adedreviewof AUTH:NCI-461-82-17 
courseswithnofi alexam 
themes,researchp ers,graded destroy3monthsafter 
recitations,gradedr iews,other endofsemesterin 
gradedwork,labrepor andcase which administered 
studies, final exams, tu utand (SeeNote).AUTH: 
validationexams,midter exams,and NCI-461-82-17 
gradedreviewsforcoursesi whichno 
finalexamisziven 
fonnsforrecordingrawscoresa: d destroyafter 1yearor 
gradesduringperiodbetween whennolongerneeded, 
submissionofgradesatmidorend whicheverissooner. 
semester AUTH:NCI-461-82-17 

atPhysicalEducation destroyafter4 
office academicyears. 

AUTH:NCI-461-82-17 
fonnsforreportingcadetgradesand \ atOfficeofthe destroyuponcompleted 
errorsingrades i'\egistrar action.AUTH:NC 1-

461-82-17 

0(
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TABLE36-41 I 
Continued. I 

A 

R 
U 

L Iftherecordsare 
E orpertainto 

7 CourseEn ollment 

8	 Course Books 

9	 FinalCourseGrade 
Sheet 

10 

11	 Awardoffransfer 
Validation Credit 

12 

13	 academicadvisor 
records 

14 

15	 AcademicProgress 
Report 

B 

consistingof 
formsshowingstatusofcourse 
enrollments,suchas:Academic 
Program Summary, Academic 
Programchange,PermissionforLate 
Enrollment,attendancerecordsand 
relateddocuments 

\ coursesyllabus,lessonassignments, 
'i:douts,testingmateriaIS,grade 

istics,midtermandfinal 
minations 

alp andorderofineritlistingsby 
cours orcertificationascorrectbyall 
depart nts 

formsauthorizin transferofcredit 
fromothercolIege rcadets 

'orr""""'den''''nd''I''od'~
suchasgetwellplans,grades, 
AcademicReviewCommittee 
notifications,AcademicProgram 
Summaries,counselingsessions 

computerprintoutandrelated 
correspondenceofcadetAcademic 
progress 

NOTE: Maybereturnedtocadetatdiscretionofcourseinstructor. 

C 

whichare 

atOfficeofthe 
Registrar 

othercopies 

atOfficeofthe 
Registrar 

othercopies 

keptbyeachacademic 
advisor 

\ keptbyeachacademic 
advisorondisenrolIed 

~adets 

~X~'MdRe ords 

, 

D 

then
 
destroyafter 1year,
 
whensuperseded,or
 
upongraduation,
 
whicheverissooner.
 
AUTH:NCI-461-82-17
 

destroywhennolonger
 
needed.AUTH:NC1-
461-82-17
 

destroyafter6years.
 
AUTH:NC 1-461-85-3
 

destroyafter 1yearor
 
whennolongerneeded,
 
whicheverissooner.
 
AUTH:NCI-461-82-17
 
destroy 1yearafter
 
graduation.AUTH:
 
NC 1-461-82-17
 
destroyafter3months,
 
orwhennolonger
 
needed, whicheveris
 
sooner.AUTH:NC 1-
461-82-17
 
destroyaftercadet's
 
graduation.AUTH:
 
NI-461-92-4
 

destroy6monthsafter
 
cadet'sdisenrollment
 
date.AUTH:NI-461-
92-4
 
destroyafter
 
graduation,orwhenno
 
longerneeded,
 
whicheverissooner.
 
AUTH:NCI-461-82-17
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TABLE36-42 J 
USAFAA THLETICTRAINING 

A 
R 

U 
L 
E 

~;".'d,a,.
rtainto 

1 
Ath~~Perfo ance 

2 
Ph~;"IE~~Perfonnan . 
Counseling 
. . 

3 IntramuralSeason \ 
Participation 

4 Intramural 
Competition 

5 OICSummary 

6	 BasketballFiles 

7	 RecruitedAthletes 

8	 SportsContracts 

9	 SportsFiles 

10	 HomeFootballGame 
DayOperations 

11 (RESERVED) 
12 AthleticSchedule 

13	 SportsPublicity 
Information 

I 
B 

consistingof
 
testfonnsforgradingperformancein
 
physicaleducationandanswersheets
 

recordsondeficientcadets:i.e.,low 
PEgrades,remedialswimmers, weight 
controlprogramrecords,athletic 
probationrecords,PhysicalEducation 
Reviewcommitteerecords 
fonnsmonitoringteammember's 
attendance/participation 

1t.~srecOrdingCadet'sintramural 
ticipationandresults 

f:~~" .. on"'h',,","nd 
subc rsetogetarithmeticmeansfor
 
acade .cyear
 

=utm~~andbaskotball 
programs choolstobeplayed 

""fiI".fr;~onti'lathletes,unsucces lcandidates,
 
enrolledanddeparte cadetathletes
 

oont"ct".;th""d.u';n~on'f'"

futurenegotiationsforfootb I
 

individualcasefilesbysport/sc I 
usedformakingtransportation, 
lodging,andotherarrangementsfo 
eachscheduledcontest;intercollegi e 
athleticcontestcontracts( except 
football) 
reportsonfinances, weather 
conditions,personnelproblemareas, 
andincidents 

scheduleforeachsport 

filesofforms.newspaperclippings, 
picturesandarticlesonsportsand 
cadets,coaches,andstaffwho 
participateintheathleticprogramand 
formsrecordingpersonalinfonnation 
onenteringcadets 

C 

which are 
atPhysicalEducation 
office 

atBasketballOffice 

atAthleticDepartment 

atDirectorateof 
Athletics 

\ atDirectorateof 
Athletics

1\ 
\

\ 
atS~~fonnatiOn 
Office 

D 

then 
destroy30daysafter 
endofacademicyear. 
AUTH:NCI-461-82-16 
destroy 1yearafter 
graduation.AUTH: 
NI-AFU-88-11 

destroyafter Iyear. 
AUTH:NCI-461-82-16 

destroyafter5yearsor 
whennolongemeeded, 
whicheverissooner. 
AUTH:NCI-461-82-16 
destroy 1yearafter 
graduation or 1year 
aftercadetwouldhave 
graduated.AUTH: 
NCI-461-82-16 
destroyafter25years 
(SeeNote}.AUTH: 
NCI-461-82-16 
destroyafter4yearsor 
whennolongemeeded, 
whicheverissooner. 
AUTH:NCl-461-82-16 

destroyafter 1Oyears 
(SeeNote}.AUTH: 
NCl-461-82-16 
(RESERVED) 
destroywhennolonger 
needed.AUTH:NCI-
461-82-16 



•

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 eenslstinz 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 

c nrecrromc copies mat are aestroy aner recorcxeepmg 
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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TABLE36-42 I 
Continued. I 

A B C D 
R 
U 
L Ifthere~~Sare 
E orpertain consistine;of whichare then 

14 Ph"icaIEdU~ recordofallphysicaleducation 
grades,physicalaptitudeexamination, 

atAthletic 
Departmen t,Anal ysis 

destroywhen 
supersededomolonger 

swimtestscore,physicalfitnesstest, Division needed.AUfH:NCI-
- - - --

andintramuralJintercollegiate 
~rticipationforeachcadet 

461-82-16 

15 Physicalf'itness'Test . >. -. > 

~dinll'''U\t,orcad'' 
phYSI lfknesstests 

destroyafter4 
academicyears. 
AUfH:NCI-461-82-16 

16 SquadronAthletic 
Advisor'sRecords 

"",ospon\:nd"I"oddocum<n" Squadron Athletic 
Advisor'sOffice 

destroyoncadet's 
graduation.AUfH: 
NI-AFU-88-11 

17 CadetActiveWeight 
Control Ph"i"lfitn""'~:ntmlform,notificationso 

forwardtoAthletic 
DeptResearch/ Analysis 

- underweightloverwei tstatus,test Branchupon 
results,graphs,counselin ecords, graduation.Alff'H: 
andotherrelateddocument NI-461-82-16 

\ 

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 nertaln to conslstlns 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 

c hlectromc copies mat are destroy aner recoruxeepmg 
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 65 



R 
U 
L 
E 

traininganddutystatusreportofdaily atSEREoffice destroywhennolonger 
activities needed.AlITH:NCI-

461-92-3 

2 formsrecordinggradesforsurvival 
Records andevasionincludingSERETraining 

3 

4 

BasicCadet 
Training(BCT) 
Administration 
SummerTraining 
Records 

atBCTmonitors' 
offices 

forgraduatedcadets 

destroywhennolonger 
needed.AlITH:NCI-
461-82-9 

atMilitaryTraining 
Division 

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

A B C D

If the records
 whichRULE are or.nertetn to consistil!2 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 oestroy aner recordl(eepmg
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 

c 
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TABLE36-44 I 
FLYINGTRAININGRECORDS 

A 
R
 
U
 
L I'ktherecordsare
 
E ~~tainto
I 

1	 tactic, chniques, 
anddoctr es 
instruction 

1.01 

1.02 

1.03 

I 
B 

consistingof 
individualstudentandaircrewrecords, 
includingvarioustypeaircrafton 
whichastudentischecked;statements 
offiyingexperience;recognition 
testingforms;cockpit(blindfold) 
checklists;sequencerecords; 
transitiontrainingproficiencyreports, 

igh treperts,flightrecordwork 
eetsandcardfilesonflyingtime, 

ch kouts,recordsofairsickness, 
pro sschecksheets,phaseand 
accom .shmentcharts,ratingscales, 
gradeshe sforstandardizationflight 
checks,inst ctionchecksheets, 
assignmentsli ets,requestsfor 
trainingflightsa dassignmentof 
aircraft,examinat ns,and 
questionnaires 

logsandchartsforUPT,UNT,NBT 
andEWOTrecords 

C 

whichare
 

notregularflying
 
recordsrequiredby
 
AFIII-401
 

AETCundergraduate 
navigator(UNT), 
bombardier(NBT), 
andelectronicwarfare 
officer(EWOT) 
trainingrecords 

AETCundergraduate 
piloUraining(UPT) 
recordsofpilotswith 
directflyingor s= 

I <enu
 
Null \ 

D 

then 

destroy3 monthsafter 
completionoftraining 
phase,providedflying 
timedataarepostedon 
individualtrainingand 
flightrecords. 
(EXCEPTION: 
AFROTCformsand 
relatedpapersare 
destroyedafterzyears, ) 
AUTH:NI-AFU-90-3 

destroy 1yearafter 
completionoftraining, 
provideddataare 
postedonindividual 
trainingandflight 
records.AUTH:NI-
AFU-92-28 
destroyafter4 years;or 
1yearaftercompletion 
offiyingtrainingor 
requalificationtraining, 
provideddataare 
postedonindividual 
trainingandflight 
records;whicheveris 
sooner.AUTH:NI-
AFU-92-28 
destroyafter 
completionoftraining. 
AUTH:NI-AFU-90-3 
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TABLE36-44 1 
Continued. I 

A B C D 

R 
U 
L Iftherecordsare 
E orpertainto consistingof whichare then 

2 \ trainingaidsusage recordsreflectingindividualprogress 
andtimecompletedinaLinktrainer; 
Linktrainer-schedules;transition 

destroy3monthsafter 
completionoftraining 
phase,provided 

checkouts;requestsforassignmentto 
training; instrumentprogressrecords; 
extendedflightrecordsforinstrument 
training.instrumentquestionnaires; 

requiredflyingtimeis 
postedonindividual 
flightrecords.AUTH: 
NI-AFU-90-3 

operationalcertificatesforblind 
flying;schedules;activityreports 
missionsheets;transitionflying 
certificates; instrumen tinstruction 
sheets;andinstrumenttrainercharts 
(trackflownbystudent );notrecordsof 
individualaltitudechamberflights 

3 s~thetictrainer \ seetable2 I-5,rule4. 
time AUTH:NI -AFU-90-3 

4 flightinstructors \ 
records 

flyingtrainingreportsandrecordsof 
flyinginstructors,inc1uding 
instructionlogs,airplaneassignment 
sheets,flyingschedules,consolidated 

destroyafter6months 
(EXCEPTION:within 
AETC,destroy6 
monthsaftertheIPis 

raderecordsandreports,flying 
t iningreports,trainingstatuscheck 
sh ets,studentdispatchsheets, 

placedon unrestricted 
IPorders).AUTH:NI-
AFU-90-3 

inst ctor'stimesheetsforstudent 
requi ements,recapitulationforms, 
ands entratioreports 

5 aircrewinstruction 
records 

flyingtr iningrecordspertainingto 
simulate combatoperations,briefing, 

destroyafter 1year,or 
ondiscontinuanceof 

andinterr ation,inc1udingcombined 
trainingrep rts(recordofinterception 

activity, whicheveris 
sooner.AUTH:NI-

betweenbom rsandfighters),crew AFU-90-3 
flyingtrainin nstructions,crew 
status,combatc ewprogress,combat 
trainingmission eports,mission 
surveysheets,che sheetsfor 
recordingtimeand ades,phase 
checkscoresheets,a briefing forms 

6 aircrewquali fication 
certificates 

certificatesshowingt tanaircrew 
memberhasdemonstra dsatisfactory 
performanceandknowl geof 
procedures,techniques,e uipment, 

giveformspertaining 
topreviouslyassigned 
aircrafttoindividual 
concemed,ormaintain 

anddirectiveswhichwoul ssuresafe 
andsuccessfulaccomplish entof 
his/herflyingdutiesintheas .gned 

asdirectedbythe 
MAJCOM,whenan 
individual'saircraft 

aircraft \ assignmentischanged. 
AUTH: N I-AFU-90-3 

7L--":"'_...1 radarandbomb atofficeoforiain destroy6monthsafter 
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TABLE36-44 I-1Continued. 
B	 C DA
 

R
 
U
 
L
 Ifthe~t:t~dSare 
E	 orpertat to eonslstlnzof whichare then 

scoringsim lator obsoleteorsuperseded. 
frequencyba s AUTH:NI-AFU-90-3 

atotherthanofficeof destroywhen8 
origin superseded,obsolete,or 

nolongerneeded.- AUTH:NI-AFU-90-3-
9 Reserveflight --	 seetable 13-8.AUTH: - . NI-AFU-90-3 

10 flyingtraining .. destroyafter 1year, or 
training .. f\ 

~"mfta"';d"'~(;'
tra ing),reportsontransition	 ondiscontinuanceofreports 
train g,formation,navigation,time activity, whicheveris 
lost,re rtsofenteringc1assesand sooner.AUTH:Nl-
graduatl nc1asses AFU-90-3 

11	 qualificationanswer at destroyafterexam
comPle~t~"'tsto

sheetsandwritten qualificatio instrum~ntexams	 StandardizationlEvalu scoresareenteredin 
ationOffice aircrewqualificationexams 

recordandcertified, 
AUTH:N l-AFU-9 1-43 
destroywhen11.01 OpenlclOS<dbooke\~m'"texams	 superseded,obsolete,or 
nolongerneeded, 
whicheverissooner. 
AUTH:NI-AFU-91-43 

12 trainingprogress AETCFonn'240(fly;,gu.;n\	 destroy 1Oyearsafter 
individualcompletesor 
discontinuesatraining 
course.AUTH:Nl-
AFU-90-3 
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These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C 
If the records which 

RULE are or pertain to conslstlnz of are 
a Electronic systems electronic records 

that replace 
temporary hard 
copy records 

b electronic records 
that supplement 

- temporary hard copy 

- -- records where the 

.. .. .-.. 
hard copy records 
are retained to meet 
recordkeeping 
requirements 

c nrectroruc copies mat are 
created using 
electronic mail and 
word processing or 

- form filler software 
-

D 

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

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

70 
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TABLE36-45 I 
USAFAFLYINGTRAINING I 

A B C D
 

R
 
U
 

L Iftherecordsare
 
E orpertalnto ~,n'.f whichare then
 
1 ManifestandMaster fonnSf~Uo;ng"dverioy;ng atAirmanship destroyafter25years 

Jump jumprecor Division (SeeNote).AUTH: 
NCl-461-82-4 

2 IndividualJump upondisenrollmentor'''''fiI''foach~U'I'_''hU''
Record jumpsinc\udingt Advanced graduation,giveto 

parachutingRecor individual.AUTH: 
NCl-461-82-4 

\ 

7/ 
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TABLE36-45 I 
Continued. I 

A 
R 
U 

~7'O'd,m
E tainto
 

3
 
M';." an"
 

L	 p=:\ 
4	 parachuting~IY
 

Operations'
 o. -

5	 JumpCortifi<a'i\ 

6	 Parachute Log \ 

7	 AirmanshipCourses 

8 (RESERVED)
 
9
 

10 AircraftFlight
 
StatusandTime 

11 Airmanship
 
Activities
 

12 FlightRecords
 

13	 AviationCourses 

14	 FlightRequestsand 
Authorizations 

15	 LifeSupport
 
Training
 

B 

conslstinaef
 
recordspertainingtomaintenanceand
 
reliabilityofparachutesandparachute
 
relatedequipment
 

reportformaintainingrecordofdaily
 
parach uteoperations
 
formsgatheringparachutejumpdata
 
fromparachutistsforcertification
 

formsforparachuterepacking 

\ 
~ud,"'P'''''''''.''d''loted
d mentsforrecordingtrainingin
 
airm shipcourses
 

\ 
."'-

courses,US AFormO-588=s=:
 
fo~~~ummari~thepreviousdays
 
activities
 

fonn""O"ling'~;~ightmi"ions
andgradedreviewsi viation 
courses 

fonn'gnding'ad"'Sfl;~mi"ions.
performance,andrecord sultsof 
trainingfl ightmissions 

fonn"eqU"'ing.ndloggin\~

(cadet)
 

formsandrelateddocuments .\
 
recordinglifesupporttraining,bot
 
initialandrecurring,servicingAiC
 
oxygen,altitudechamber,3O-day
 
wave,etc.
 

C D 

which are then 

destroyafter3years, 
whennolongerneeded, 
when superseded, 
whicheverissooner. 
AUTH:NCI-461-82-4 
destroyafter 1year. 
AUTH:NCI-461-82-4 
destroyongraduation 
oreliminationofthe 
studentfromtraining. 
AUTH:NCI-461-82-4 

withparachute destroyafterlifeof 
parachute.AUTH: 
NCI-461-82-4 

atAirmanship destroyafter 1yearor 
Division whennolongerneeded, 

whicheverissooner. 
AUTH:NCI-461-82-4 
(RESERVED) 

destroyafter25years 
(SeeNote ).AUTH: 
NCI-461-82-4 
destroyafter 1year. 
AUTH:NCI-461-82-4 

at50thAirmanship destroy3Odaysafter 
TrainingSquadron endofsemester. 
(50ATS) AUTH:NCI-461-82-4 

atAeroClub destroyafter3months, 
orwhennolonger 
needed, whicheveris 
sooner.AUTH:NC1-
461-82-4 

atLifeSupport destroyupon 
Division graduation/disenrollme 

nt,whicheverissooner. 
AUTH:NCI-461-82-4 

NOTE: Retai nat USAFAforentireretentionperiod. 



• •. . 
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 eonslstlnz 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 

c clectroruc copies	 tnat are destroy arter recorckeeping 
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 
-

73 



• • 
450 AFMAN37-1391March1996 

TABLE36-46 I 
USAFAAPPLICANT/CANDIDATERECORDS I 

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

1 Candidate older correspondenceandformspertaining appointed forwardtoCadet 
toeachindividualseeking ExamsandRecordsfor 
appointmenttotheUSAFA,suchas: inc1usioninMaster 

- ChangeofAddress,For ActionMemo, CadetPersonnel 

- -
AdditionalSourceLetter ,Nomination 
AcknowledgmentLetter,MissingData 

Record.AUTH:NC 1-
461-82-12 

. - andlrocuments, USAFACandidate 
itnessTestScore, 

minationl ApplicationforUSAF A, 
W drawalCard,Applicant 
Que ionnaire,highschoollcollegel 
preptr script,acceptance/declination 
forms 

1.01 personal tarecord,candidate forwardtothe 
- activityrec d,USAFAcandidate Directorateof 

evaluation,a issionpanelreview InstitutionalResearch 
sheet,candidat writingsample fordispositionIA W 

table38-6.AUTH: 
NCI-461-82-12 

1.02 drug"'dakOhOt.bU\fi'''' forwardtoDirectorate 
ofCadetPersonnelfor 
retentioninCPR-I. 
AUTH:NCI-461-82-12 

2 
USAFA""dida"'~ua:~,schoollcollege/preptranscri , 

notappointed destroyafter 1year 
(Note 1).AUTH:N 1-

ACT/SATscores,retiremento ers, AFU-88-10 
deathcertiticates,letterof 
recommendation,nomineecard, . 

2.01 ,m",pondon''''''dfonm'p'rtain;
toeach indi vidual seeking 

destroyaftereach 
admission cycle. 

appointmenttoUSAF Anotincluded AUTH:NI-AFU-88-10 
inRule2 

3 Admissions administrati verecordssuchas \ destroyafter 
Administration ApplicantCards,Applicant admissionscycle. 

Questionnairesonpersonsnotyet AUTH:NCI-461-82-12 
candidates,etc. 

4 CandidateforUSAF nomineecardsandnominationforms destroyafter 1year. 
Academy forcontactingprospectivecandidates AUTH:NCI-461-82-12 

S ReportofCandidate formsprovidedmembersofCongress destroywhennolonger 
Status onfinalstatusoftheirnominations needed(Note2). 
(Congressional) AUTH:NCI-461-82-12 

NOTE(S): 
I. lfuotappoin ted,return birthcertificates,adoptionpapers,orotherlegaldocumentstoindi vidual after 1year. 
2.ForwardtoDirectorateoflnsti tutional Researchafter4 years.(SeeT3 8-6,R 1). 

7't
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These thr,e rules (involving temporary electronic records) apply to all rules in the preceding table) ,,1<. { e~.f f1,,,t/ 1 
r VI. (PJ c.' J 6 don rH" qtPlJi., -1---0 /2 '" Jf s' ~ /: 0/ J 2·'d (?-~ l-f r: M I ncr 

~ the records B ~VhiCh D atff 17 -1--0 
RULE are or nertaln to conslstlns of are then p 1-1/-r II OJ. 
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 

c ctectromc copies mat are destroy aner recorckeeping 
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 

7S
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TABLE36-47 I 
APPLICATIONSFOREDUCA TIONALPROGRAMS I 

A B C D 

R 
U 
L Iftherecordsare 
E orpertainto '\. conslstlngof whichare then 

1 appllcationsfor "\ recordsreflectingeligibility, forqualified destroyafterl year. 
officertraining suitability,physicalandmental applicantswhoenter AUTH:NI-AFU-90-3 
school(OTS), qualifications,statusofapplication, training 
airmeneducation election,nonselection,interview 
andcommissioning ardresults,acceptance,declination 
program(Al;CPk or squalification,andrelatedrecords

-flyingtraining - refle tingactionstakenbyexamining
 

. .. andse ct\l!gactivity
. 
2	 forapplicantswho destroyafter6months. 

failedtocomplete AUTH:NI-AFU-90-3 
processing 

3 examination~ersheets	 destroyafter Iyear. 
AUTH:NI-AFU-90-3 

4 rO"tin",ontrolca:~ITFonno. destroyafter3years. 
2~,recordsreflectin ec1inationor AUTH:NI-AFU-90-3 

- eliminationfromscho orOTS 
5	 reportofphysical formsuSedbyexamini~enterto atexaminingcenters destroyafter 

aptitudeexam(P AE) transmitresultsofthel' \ admissionscycle(l 
testing USAF Aapplicants July).AUTH:NI-

,	 AFU-90-3 
6 applications for recordsreflectingeligibility, :~. atHQUSAFIINFP, destroy2 yearsafter 

intelligence suitability,statusofapplication, MAJCOMfunctional selectionboardaction, 
education programs selection,non-selection,boardres Its, managers,and orwhennolonger 

careerbriefs,actionstakenby \ supervisors needed, whicheveris 
selectingactivity,andrelatedrecords \ later.AUTH:NI-

AFU-89-24 ~ --- - -

These three rules (involving temporary electronic rec,ords) apply to all rules in the preceding table: 
.. ~-' - •... 

A B C D 
RULE If the records are consisting of which are then 

or pertain to 
a Electronic electronic records that destroy on expiration of the 

systems replace temporary hard retention period previously 
copy records approved for the 

corresponding hard copy 
records 

b electronic records that destroy when the agency 
supplement temporary hard determines that the 
copy records where the electronic records are 
hard copy records are superseded, obsolete, or no 
retained to meet longer needed for 
recordkeeping requirements administrative, legal, audit, 

or other operational 
purposes 

,C Electronic copies that are created using destroy after recordkeeping 
electronic mail and word copy has been created and 
processing or form filler filed or when no longer 
software	 needed for revision, 

dissemination, or reference, 7~ 
whichever is later. 
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TABLE36-48 I 
COMMUNITYCOLLEGEOFTHEAIRFORCERECORDS I 

A B C D 

R 
U 

<, 
L Iftherecordsare 
E ornertalnto ~istin2of whichare then 

1 descriptionof 
courses 

OO~"'fin"ruction'''''d
simila cordsofcoursesconducted 

destroy4 yearsafter 
coursehasbeen 

byAFando ermilitaryservice inactivatedor 
schools superseded.AUTH: 

NI-AFU-90-3 
2 studentenrollment 

inCCAFassociate 
'OPi"Of"'.min'~d
trainingcertificates 

destroyafterdatahas 
beenenteredondegree 

degreeprograms programprogress 
report.AUTH:NI-
AFU-90-3 

\ 
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TABLE36-48 1 
Continued. I 

A B C D 

R 
U 
L Iftherecordsare 
E ornertalnto eonslstlnaof whichare then 

3 registrationapplicationforrns,official forstudentswhohave destroy4monthsafter 
transcripts,andcorrespondence	 retiredorseparated studentretiresor 

fromacti vedutyand separates.AUfH:NI-
whohavenotjoined AFU-90-3- theANGor Active -- Reserve 

3.01	 . .. forstudentswhoha ve destroy3 yearsafter 
. notcommunicated latestcommunication 

withCCAFfor3years	 fromthestudent. 
AUfH:NI-AFU-90-3 

3.02	 forstudentswhohave destroy 1calendaryear 
completedprogram aftergraduation(See 
requirements Notel).AUfH:NI-

AFU-90-3 

4 accreditationotAl' atCCAF destroyafter50years''If-,tUd~''ubm;tt<dto
schoolsorcourses accreditingass .ations, administrativecenter (note2).AUfH:Nl-

correspondenceto ndfrom AFU-90-3 
accreditingassociat nofficials,and 
relatedrecords 

5 (RESERVED) ~SERVED)"'-
6 articulation	 destroyafter 1year,or fonnalag"""""tso.-oth~

agreements memorandaofunderstandin with when superseded, 
civilianinstitutionsforrecogni .onof whicheverislater. 
CCAFstudentsandgraduates AUfH:NI-AFU-90-3 

7 degreeprogram completeddegreeprogramprogr~~ destroyafter50years. 
reportandrelevantapprovingrecord AUfH:NI-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 nertaln to censlstlns 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 co~ 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 Electronic copies that are cestroy arter recorckeepmg 
created using copy has been created and 78 
electronic mail and filed or when no longer needed 
word processing or for revision, dissemination, or 

- form filler software reference, whichever is later 
.-



• • 

TABLE36-49 I 
USAFAPREPARATORYSCHOOLRECORDS I 

A B C D 
R 
U 
L Iftherecordsare 
E orpertainto 'ons;~ whichare then 

1 StudentRecordCard da"On'''hstud'~ atPreparatorySchool destroyafter30years 
(SeeNote).AlITH: 
NC 1-461-82-13 

\ 

7?
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TABLE36-49 I 
Continued. I 

A B c D 

R 
U 
L Iftherecordsare 
E orpertalntq conslstlnaof whichare then 
2 Prep School \

Administration 
formsandotherrecordsfor 
administrationofthePrepSchoolsuch 

destroyattheendof 
academicyear,orwhen 

asStudentEnrollmentQuestionnaire, nolongerneeded, 

- MilitaryTrainingEvaluation whicheverissooner. 
_ _ Worksheet,Instructor'sComments, AUTH:NCI-461-82-13 

-
__ 

iSGradeSheet,PhYSical
Qgram,ReportofDffense, 
tatusReport,SignIn/Out 
FlightE valuation, 

3 PreparatorySchool 
Folder 

lRecordofDffenses 

correspon~nceandforms
document in student'sacademic 
historyandre edactivitieswhileat 
thePrepSchool 

Re..t-a-; ... Q'" UfA F-
!tCl\J.e.,.,.., Q"'J, Jert~~ 
~fi-e,r 30 ~ettrJ·. ' 
hll1'1t ~ NI--/l-rfj. 0 1- 2, 

4 Regular Airmen Trainingrecords Forms623, atPreparatorySchool return therecordsto 
Records 991), WeightMana ementRecords ondisenrolledstuden ts theindividualfor . 

(AFForm379),Safe ecords(AF handcarrytonext 
FormI285),Small training(AF permanentdutystation. 
Form 1360),MotorVehi eOperator AUTH:NI-461-82-13 
QualificationsandRecord 
Licensing,Examinationan 
Performanceandotherrelate ata 
pertainingtoregularairmenatt ding 
theprepschool 

5 atPreparatorySchool forwardrecordsto 
ongraduates CadetPersonneloffice 

forappropriate 
disposition.AUTH: 
NI-461-82-13 ., 

NOTE:RetainatUSAF Academyforentireretentionperiod. 

80
 



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

A B C D 
RULE If the records are consisting of which are then 

or pertain to 

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

copy records approved for the 
corresponding hard copy 
records 

b electronic records that destroy when the agency 
supplement temporary hard determines that the 
copy records where the electronic records are 
hard copy records are superseded, obsolete, or no 
retained to meet longer needed for 
recordkeeping requirements administrative, legal, audit, 

or other operational 
purposes 

C Electronic copies that are created using destroy after recordkeeping 
electronic mail and word copy has been created and 
processing or form filler filed or when no longer 
software needed for revision, 

dissemination, or reference, 
whichever is later. 

?fl
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TABLE36-50 I 
EDUCATIONSERVICESPROGRAM I 

A B C D 

R 
U 
L Iftherecordsare 
E ornertalnto conslstinzof which are then 

1 indivi aI's forms,supportingrecordsforentries sendtoMPFrecords 
education leveland ofcompleted courses ofstudy, custodian for 
progress transcriptsorphotostaticcopiesof dispositionper AFI3 6-

highschoolandcollegecredits,and 2608(seetable36-12,- unofficialcopiesofDANTESand	 ruleslandl.l).-
othertestreportswhichareachron ide	 AUTH:NI-AFU-90-3 

-. ofeducatipnallevelandprogress 

2 requests fortuiti on formsandotherrecords atbaseeducation destroyafterinvoices 
assistance	 officeswith havebeenpaidand 

appropriateschool finalgradesbeen 
contractinvoices recordedinIndividual 

RecordEducation 
ServicesProgramform. 
AUTH:NI-AFUF-93-2 

3	 recordssupporting
 
consolidatinggrade
 
sheets
 

4	 casesof
 
noncomplianceor
 
failure
 

5	 DANTES destroyafter2years.app'''ationSfurt''''''te~rtyandinventoryreports,an .milar AUTH:NI-AFU-90-3 
forms;whichareinformatio a1copies 
otTormssupportiveofDANT 
activities 

6 Education Services formsandsupportingrecords atHQ destroyafter5yearsor 
ProgramReport USAFIMAJCOMsor whennolongerneeded, 

baseeducationoffices whicheverislater.\ AUTH:NI-AFU-90-3 

7 memorandumof agreementsandchangesthereto \ atMAJCOMsorbase destroy2yearsafter 
understanding terminationorK"'tionOftk" cancellationof 

institutional program. 
AUTH:NI-AFU-90-3 

8 educationrecords applicationsandrelatedrecords	 destroywhennolonger 
notcoveredabove	 prescribedbyAFI36-2306suchas needed.AUTH:NI-

Bootstrapapplications;notrequiredto AFU-90-3 
befiledinthepersonnelrecordgroups \,
perAFI36-2608 



• • 
d) °th dOThese thr ee ru es cmvo vmg Jempoquy e rr recor s ap7t to a 11 ru es m e prece ing ta bl e; 

<: 4 If' ( C J tC c/,; to? '12#/") () a t" I~ /,
vA B C' D 

If the records which 
RULE are or nertaln to consistinz 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-
o- - -- 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 Etectroruc copies mat are nestroy alter recorckeepmg 
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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TABLE36-51 I 
DEPENDENTS'SCHOOLRECORDS I 

A B 

R 
U 

L Iftherecordsare 
E orpertainto consistingof 
1 historical program operatingpolicies,curricula,teaching 

methods,andsimilarrecords 
2 admini tration recordspertainingtointemal 

- administration;schoolevents; 
- -- athletics;honorstudents;parent-

teacherandotherorganizations; 
.. teachersnotices.student 

transportation;civilianemployeespay, 
leave,attendance,travel,andother 
personnelmatters( exceptemployee 
recordcards );tennreports;cost 

'S'nHng;l","oxtboo",;reqU"""
ortingcommanderfonnaterials, 
rsandsupplies 

3 c1assregisterbooks ind~h''''''''O''ISOfdaiIY' 
anddailyattendance weekI emester,andyearlyscholastic 
registers marksan averages;attendance;and 

datesofwit awals 
4 absence, tardiness, dailyrecords absentees; tardyslips; 

andpasses transferslipsn ifyingteachersofuew 
assignments;no esofchange; 
applicationsforpe issiontobe 
absent;passslips;an comparable 
records 

5 

6 

7 

8 attendanceand periodicstatistical,monthly 
strengthreports enrollment,andotherreportswhich 

areteachersreportstoprinciPals 
9 secondaryschool reportscompiledfromclassregister 

c1assreports	 booksandaresourcerecordsfrom 
whichindividualstudentpennanent 
recordsispreparedandlorextractedon 
request 

C	 D 

whichare	 then 
disposition pending. 
AUTH: Unscheduled 

notcoveredinother	 destroyafter3 years. 
tables,e.g.,supply	 AUTH:NI-AFU-90-3 

hall passes	 destroyatendofeach 
day.AUTH:NI-AFU-
90-3 

absen teereports	 destroyafier60daysor 
whennolongemeeded, 
whicheverissooner. 
AUTH:NI-AFU-90-3 

c1assreentrypermits	 destroyatendofschool 
yearorwhennolonger 
needed, whicheveris 
sooner.AUTH:NI-
AFU-90-3 

notcoveredinrules4, destroyafter 1year. 
5,and6 AUTH:NI-AFU-90-3 

\ 

'\ 
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.TABLE36-51 I 
Continued. I 

A B C D 

R 
U 

L	 Iftherecordsare 
E	 orpertainto consistingof which are then 

.\ 
10 enrollmentdata applicationforenrollmentoftuition destroy 1yearafter 

student;coursepreferencesignedby graduation, withdrawal, 
parent;admissioncard;transfercard; transfer,ordeathof 
dropcard;andsimilarrecords student.AUTH:Nl-

AFU-90-3 

11	 individuals dent acumulati verecordsofstandardized completedon holdattheschoolfor5 
permanentre or achievement.mentalabilitytests, graduationor yearsaftergraduation, 
andtranscript yearlygradeaverage,attendance,and withdrawal ofstudent; withdrawal,transfer,or 
(grades9through similarinformationmaintainedforthe andcopiesof death ofstudent, then 
12) individualstudent transcriptsfumished retireto WNRCfor 

secondaryschools, disposalafter70 
colleges,and additional years. 
prospectiveemployers EXCEPTION:On 
upon special request inactivationofschool, 

transfertoDistrict 
Officewheretheywill 
behelduntilendofS-
yearretentionperiod 
andthenretiredfor 
remaining70years). 
AUTH:NI-AFU-90-3 

11.01	 individual student transferredatthe destroy 1yearafter 
record(grades requestofthestudent's graduation,departure 
kindergarten through newprincipal fromcommand, 
8) withdrawal from 

school,ordeath, 
whicheverissooner. 
AUTH:NI-AFU-90-3 

12	 studentpersonnel healthdata;.",,,,rereports"'~
record correspondencewithparentsreg rding 

absence;recordsofachievements d 
aptitudetests;notesonactivities, 
hobbies,andspecialinterests, \ 
miscellaneousinformationusedby \ 
studentcounselors \ 

13 reportstoparents scholasticgrades,personalitytraits, givetoparentsatend 
andcertificatesofpromotionorfailure ofschool year,on 

transferofstudent,or 
ondeparturefrom 
command.AUTH:NI-
AFU-90-3 

14 (RESERVED) (RESERVED) 
15 SectionSixschools registers,elementaryschool schoolretains;on 

cumulativerecordcards,andother discontinuanceof 
records '. school,transferto 

departmentof 
educationofstatein 



• • 

--- -

.. 
457 

AFMAN37-1391March1996 

TABLE36-S1 I 
Continued. I 

A 

R 
U 
L Iftherecordsare 

E orpertainto 

16	 accountingof 
disclosuresof 
personally 
identifiable _. 

CB 

whichareconslstlnaof -,
\ recordsindicating( 1)thepartieswho 

..
 
information(Gener!l1 
EqucationProVisjons 
Act) 

-

These three rules (involving 
r...... (;1 {P~ 12 )..j, , 

A 
If the records 

RULE are or nertain to 
a Electronic systems 

. 
b 

.. --
.... ..... 

c	 i electronic copies 

-

averequestedorobtainedthe 
1 formationand(2)thelegitimate 
int eststhesepartieshadin 
requ tingorobtainingthe 
info tiQA(doesnotapplyto 
disclosu toaparentofastudentor 
aneligible udent,disclosures 
pursuanttot writtenconsentofa 
parentofastu ntoraneligible 
studentwhenth onsentisspeci ficas 
totheparticipants whomthe 

disclosuresareto ade,disclosures 
toschoolofficiaIs,or isclosuresof 
directoryinformatio 

\ 

temporary electronic recqrds) apply to all rules in the preceding
fC'~ < 4 c rt'a ,-, ur C1f}"fJ/t.-. 

'B	 C ID 

which 
eonslstlns of are 
electronic records 
that replace 
temporary hard 
copy records 

electronic records
 
that supplement
 
temporary hard copy
 
records where the
 
hard copy records
 
are retained to meet
 
recordkeeping
 
requirements
 
that are
 
created using
 
electronic mail and
 
word processing or
 
form filler software
 

.. 

TO /2<..1-{ Ie I., f(y/f5 qJ6 c/o nl'T ClrFP/i
--/-0 Pub- /1 Qn~ 

II, 0(.
then 
destroy on expiration 
of the retention period 
previously approved 
for the corresponding
 
hard copy records
 
destroy when the agency
 
determines that the e1ec-
tronic records are super-
seded, obsolete, or no long-
er needed for administrative,
 
legal, audit, or other opera-
tional purposes
 

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

D 

then 
whichschoolislocated. 
AUTH:NI-AFU-90-3 
holdwithspecific 
studentrecordsto 
whichtheypertainfor 
thelifeofthose 
records,orforSyears, 
whicheverislonger, 
anddisposeofin 
accordancewith 
applicablerules. 
AUTH:NI-AFU-90-3 

taplel f'')( c: ff1 -I1.~rJ .1 


