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pege(s) are not now needed for the business of this
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ADMINISTRATIVE SYSTEMS MANAGEMENT
(TABLE 4-1, RULE 5)
(APPLICABLE AIR FORCE-WIDE)

load Reports,
1) ; and the source documents.

when 3 years of data is accumulated.
roy the source documents after 1 year.
ments of Air Force Regulation 26-1, Vol

Information Management.

our disposition standards.

SAF/AADA (Plans) asked us to add two new rules for
the disposition of the Information Management Work-
computer graphs and reports (AF Form
The proposed 3-year
retention allao%ws for maintaining two current years
of information and discarding the oldest records
And to des-

ion, the proposed dispositions satisfy the require-

well as internal records management needs of base
It assures necessary
record keeping for verifying the accuracy of
workload factor data used in aggregation,
application of AF Manpower Standards and would help
support requests for additional manning.
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TABLE 4-1

TITLE OF TABLE
Administrative Systems Management

R A B C D
U If the records
L are or pertain to consisting of which are then
E
5 {Information Manage- |statistical information per- at MAJCOM/IMX, base Destroy when records
ment Workload taining to trend analysis, IMX and MET are 3 years old or when
Reports, computer man-hours/manpower earned and all management actions
graphs and reports workloads for IM Functional are completed, which
Account Codes (FACs) 11XX, ever is later. .
consolidated by base Plans and
Programs function (IMX), local
Management Engineering Team
(MET) and MAJCOM/IM (computer
generated product and AF
Form 1)
6 |Source documents source documents (i.e., at MAJCOM/IMX, base Destroy after 1 year.

other than those
described in Rule 5

forms from which data is
extracted, working papers,
etc.)

IMX, MET or functional
units

| 4




4 AFR 12-50 Vol II 30 October 1987

4. Administration Management. This table covers the records of administrative studies that assess the need for
administrative systems improvements. The workload and organizational data collected may result in the implemen-
tation of modern administrative systems.

TABLE 4-1 I
ADMINISTRATIVE SYSTEMS MANAGEMENT |
R A B C D
U
L | If the records are or
E | pertain to consisting of which are then
1 | admunstrative systems | approved admimstrative system study propos- | at HQ USAF and MAJCOM ||destroy 1 year after system
studies als approving authonties terminated or when no longer
needed for reference, which-
ever 1s later
2 at other activities destroy when system termi-
nated
3 disapproved proposals destroy 1 year after disap-
roval
4 data collection matenal such as typing logs, destroy 3 months after
time studies, interviews, questionnaires, com- approval/disapproval of pro-
puter printouts and related records posal or when no longer
needed, whichever s later

S. Publications Management. This table covers record sets of Air Force standard publications and other publications
in the publications systems subject to AFR 5-1, Air Force Publications Management Program, and AFR 5-31, Publi-
cations Libraries and Sets. It does not cover records which are printed or duplicated to meet distribution require-
ments, such as plans, programs, histories, studies, reports, correspondence, and other such records not included 1n the
AF publications system.

TABLE 5-1 I

EMENT |

PUBLICATIONS MANAG
R A B C D
U
L | If the records are
E | or pertain to consisting of which are then
*1 | regulations, manu- record set of each publication which have at HQ USAF/MAJCOMs/major [{retire as permanent (see
als, supplements, AF-wide or MAJCOM applicability subordinate commands notes 1, 2, 3, 5, 6, 8)
staff digests, pam- )
phlets, visual aids,
penodicals
2 below major subordinate com- retire as permanent (see
mands which have MAJCOM or |[[notes 2, 3, 6, 8)
AF-wide applicability (see note
7
*3 record sets of regulations, manuals, staff digest | major subordinate commands and |[|destroy after 7 years (see
below which do not have note 2)
AF-wide or MAJCOM appli-
cability
*4 | recurring and handbooks, booklets or brochures containing pamphlets that do not have destroy when rescinded, su-
one-time pamphlets | informative and nstructional (rather than AF-wide or MAJCOM applica- ||perseded or obsolete, or
) directive) materal bility when no longer needed (see
note 4)
*S | visual aids charts, posters, or other graphic illustrations visual aids that do not have
1ssued for either permanent or temporary AF-wide or MAJCOM applica-
display on walls, bulletin boards, etc bility
6 | headquarters oper- | record set of each publication as prescribed in | at HQ USAF OPRs retire as permanent (see
ating instructions AFR 5-1 notes 2, 3, 8)
(HOIs)
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