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REQUEST FCR REZCORDS DISF DSITION AUTHO! Y

(See Instructions on reverse)

GEAVE SLANK |

NI-AFUL-§930

o8 WO .

Y5 GENERAL SERVICES ADMINISTRATION

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

OATE RECEIVED (// /?9’

1.FRom (Agency or sotudlshment)

DEPARTMENT OF THE AIR FORCE -~ HQ USAF

NOTIFICATION TO AGENCY

2. MAJOR SUBDIVISION

DIRECTORATE OF INFORMATION MANAGEMENT AND ADMINISTRATION

in soccordence with the provmions of 44 US C 3305-

.M BDIVISION
RECORDS MANAGEMENT POLICY SECTION

are prapomd for digpom!, the sipnature of the Archinst
"ot required.

TREWE SF PERGON wi¥H wrow YO CONFER

Pierre J. Jost
T CERTIFICATE OF ACENCY REPREEERTAYIVE

%/W

694-3527

. YELEPHONE EXT. JDATE ARCHIVIEY OF THE UNITED $YA5£$

B S S U

{ hereby certify that | sm suthorized 10 act for this sgency in matters pertaining to the disposa! of the agency’s records,
that the records proposed for disposa! in this Request of _THREE . pege(s) sre not now nesded for the business of this
sgency or will not be needed after the retention periods specified; and that written concurrence from the Generai
Accounting Office, if required under the provisions of Titie 8 of the GAD Manua! for Guidance of Federal Agencies, s

sttached.

A. GAO concurrence. D is attached, or & is unnecessary.

JUL 3 8 1969

" SIGNATL ASENCY RES D. YT E

%WT@"-""“

ATV

GRACE T. ROWE, Chief, Rcds Mgt Policy Sec
Directorate of Information Mgt & Admin

7 9 GRSOR | 10 ACTION
1TEW 8 DESCRIPTION OF ITEM SUPERSEDED |  TAKEN
~NO (With Inclusne Duotes or Retention Perods) JOB (NARS USE

CITATION OonLY)
HONORS AND AWARDS
(TABLE 900-1, RULE 4)
(APPLICABLE AIR FORCE-WIDE)
1 Request you approve the addition of a rule to cover

the disposition of the checklists for honors other
than funeral/memorial services. These checklists
(AF Form 1946 - Honor Guard Checklist) (see atch)
are designed for use for both funeral/memorial
services under Air Force Regulation 143-1, and
honor guard services other than funeral/memorial
services under a different regulation (AFR 900-37).
Part 5 of the form is designed for the latter, but
there are no disposition instructions when this
portion of the form is used. Upon recommendations
from the office responsible for this type of
records, we would like to destroy the completed
form(s) 1 year after the honors are rendered. On
the other hand, we would also like to add a Rule 12
to Table 143-2 (DISPOSITION OF REMAINS OF DECEASED
PERSONNEL) to refer the reader to Table 900-1.

115-108

NNT N 65 ()g

NSN 7540-00-434-4084

Qont lo

STANDARD FORM 115 (REV § 62
Proxcrideo by GSA
FPMR (4)CFR)10) 11 @



TABLE 900-1

TITLE OF TABLE
HONORS AND AWARDS

A

B

C

If the records
are or pertain to

mecx

consisting of

which are

then

4 military honors
checklist

completed military honors
checklist forms for honors
other than funeral/memorial
services

at bases that provide
military honors

destroy the completed

honors rendered.

forms 1 year after
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i, provide 1% rervices 1f g request it disapproved ind: s circumstances snd justification along with the omo‘ on the form Prepare this form in dup

plhicate Retain the oniginal tor the otficial file and | copy 10 your MAJCOM within five work days sfter Isting the ceremony If Honors are

dectined prenare a third copy of this form and forwe! HQ AFMPC/MPCCM

\ . ° HONORS REQUEST DATA . .

t INDIVIDUAL REQUESTING OR DESIGNATING RONORS (Nume and Address) ORGANIZATION PHONK 2 REQUEST MaDE

DAYTE lvm:

3 HONORS REQUESTED

A TYPE (Chech appropriate ftem) [J HONORS AND CEREMONILS FOR DISTINGUISHED PERSONS D COMMUNITY FUNCTION
D runErRAaLSERVICE O mEMOoRtAL SERVICE D cHANGE OF COMMAND CEREMONY OJ OTHER (Specify)
B8 LOCATION OF HONORS YO BE FURNISHED (Check appropricte doxzes)
D GOVERNMINT CEMEITERY D CHURCH D PUNERAL SEAVICE ESTABLISHMENT
O PRIVATE CENMETERY O on sast O ormen (Specify)
4 IF HONORS ARE FOR FUNERAL OR MEMORIAL SERVICES. COMPLETE THE FOLLOWING
A NAME OF DECEASED s GRADE C SSAN D DATYL OF DLATH
€ BRANCH OF SERVICE AND STATUS OF DECEASED (Chech appropriate doxes) O verEmAN (Specify War)
0O ar ronce O navy O anmy O Maning O mgvined O acrive purty
P.NEXT OF Kits OR AEPRESENTATIVE (Name ond Addruas) PHONE G. PUNERAL HOME (Nome and Address) PHONE
M PLACEL OF SERVICE | DATE AND TIME 4 PERASON YO REPORT YO

5 {F HONORS ARE FOR AN ACTIVITY OR FUNCTION OTHER THAN FUNERAL OR MEMORIAL SERVICES COMPLETE THE FOLLOWING

A PLACLOF ACTIVITY OR FUNCTION B DATE AND TiME C PEARSON YO REPORTY YO

D DESCRIPTION OF ACTIVITY OR FUNCTION

6 REQUESTED HONORS O arrroviDo D DISAPPROVED BY CHIEF OF SZRVICES (Mortuary Officer) DATE: TIME

(IR ACTIONS AND FACTS PERTAINING TO HONORS PROVIDED

7 PARTICIPATING MILITARY PERSONNEL (Enter number of permonne! in each box, as eppropriate )
PALLOCARERS HONORARY PALLSEARERS COLOR GUARD DRILL TEAM OTMER (Specify)
PIRING PARTY ONE MEMBER REPRESENTING CHAPLAIN BUGLER
TROOF EBCOAT atmn rorce LY OVER MEMBER IN CHARGE

8 INSPECTION AND COMMENTS YES NO

A Particlpants briefed and inspected prior 1o release fOr coremony

B8 All member received training betore time of participstion in ceremony

C All member dressed alike In prescrioed uniform

D ™onor Gusrd Commender reported unususl circumsatance s resuiting In unfevorable retiestion In Air Force (If yes, eaplain (n remarks)

9 NAME AND GRADE OF MONOR GUARD COMMANDIER SIGNATURE

10 RESOURCE EXPENSE DATA

A TIME SPAN OF ACTIVITY ® LOCATION OF ACTIVITY C MILEAGE (From base to place of
sctivity one way)

O YYPE OF VEMICLE(S) USED (Chech appropriote dox) € YOTAL NO OF MANHOURS SPENT
MODE ORIVER ONTYODY LOCALLY

O MILSTAFP CAR O PRIVATELY OWNED VEN O ovmner (Specify) O miLitany

D ML sus D commEnciaL sus Qeivivian

F Menpower Cost (Average hourly wage of participating membery timaes the No of perticiponts See AFR 1277-101) s

G Trevel Cost (Standard operating cost of specific government vehicle times No of vehicles end round trip milse trewvsled. or

leased or retnal coet of vehicies ()dtain per mile cost from the dose vehicle maintenance control and enalysw office) $

H Per Diem/Lodging Cost (Tolol coat forall porticiopting membery) s

1 Misceliansous Costs (1 ¢ hiring of dugler, etc ) '3

J  Torsl cost tor this cerernony (Sum of lterns F. G H ond | obouve) '3

REMARNKS (Cuntinur on reverc. If necessory)

TYPED NAME GRADE ANO BASE OF CHIEP OF SLRVICES (Mortuary Officer} | SIGNATUREZ OF CHIEF OF SERVICES (Mortuary Officcr)

AF '!"O.R.M‘ 1946 PREVIOUS ZOITION I3 OBSOLETE 8 VS QPO 1002-30-079278 HONOR GUARD CHECKLIST
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i, provide 1% tervices 11 o cequest n disapproved, indic circumstances and justification siong with the other on the form Prepare this form in dup
plicate Retain the oniginal tor the otticial file and fo! opy 10 yout MAJCOM within five work days sfter eing the ceramony Hf Honors are
decined, prenare s third copy of this form and {orwa Q AFMPC/MPCCM
' : . HONORS REQUEST DATA .

' INDIVIOUAL REQUESTING OR DESIGNATING HONORS (Nume and Addrens) ORGANIZATION PHONE 2 REQUEST MaDE
OATE TIME
3 HONORS REQUESTED
A TYPE (Chech appropriate ftem) (D HONORS AND CEREMONIES FOR DISTINGUISHED PERSONS O cCOMMUNITY PUNCTION
D rungnraLseavice O memoniaL stavice O cHANGE OF COMMAND cangMmony OJ oTrnena (Specify)
B LOCATION OF HONORS TO BE FURNISHED (Chech appropriate doxes)
D GOVERNMENT CEMETERY O cnunen O rUNERAL SERVICE ESTADLISHMENT
O PriIVATE CEMETERY O onsast O ormen (Specity)
4 IF HONORS ARE FOR FUNERAL QR MEMORIAL SERVICES, COMPLETE THE FOLLOWING
A NAME OF OLCLASED 8. GRADER C SBAN D DATE OF DEATH
€ BRANCH OF SERVICE AND STATUS OF DECEASED (Chech appropriate doxes) O vevemAN (Spectfy War,
D ain Fronce O navy Oanmy O maning O mevinczo O acrive puTy
F.NEXT OF RINOR REPRESENTATIVE (Nome and Addriss) PHONE G. PUNERAL HOME (Nome and Address) PHONE
M PLACL OF SERVICE | DATE AND TIME J PERSON YO REPORT TO

5 IF HONORS ARE FOR AN ACTIVITY OR FUNCTION OTHER THAN FUNERAL OR MEMORIAL SERVICES COMPLETE THE FOLLOWING

A PLACELOF ACTIVITY OR FUNCTION 8 DATE AND TiME C PERSON TO REPORTY TO

D DESCRIPTION OF ACTIVITY OR FUNCTION

6 REQUESTED HONORS O arrroveED [ DISAPPROVED BY CHIEF OF SERVICES (Mortugry Officer) ODATE: TIME

(1B ACTIONS AND FACTS PERTAINING TO HONORS PROVIDED

7 PARTICIPATING MILITARY PERSONNEL (Enter number of pervonnel in each dox, as eppropriots )
PALLBEARENS HONORARNY PALLOEARERS COLOM GUARD DORILL TEAM OTHER (Specity)
FIRING PAARTY ONE MEMBER REPACIENTING CHAPLAIN PUGLENR
THOOF EDCORT AIR FORCE FLY OVER MEMBER (N CHARGE

8 INSPECTION AND COMMENTS YES NO

A Participants brisfed snd Inspected prior 10 relesse for coremony

8 All membern received tralning before time of participation In ceremony

C Al membern oressed slike In prescribed unitorm

D Monor Gusrd Commender reported unusual clrcumstence’s resulting In unfevorable refiestion In Alr Force (If yes, eaplain in remarhks)

9 NAME AND GRADE OF MONORA GUAROD COMMANDIEN SIGNATURE

10 RESOURCE EXPENSE DATA

A TIME SPAN OF ACTIVITY ® LOCATION OF ACTIVITY C. MILEAGE (From base t0 place of
activity one way)

-

O TYPE OF VEHICLE(S) USED (Chech appropriate box) € TOTAL NO OF MANHOURS SPENT
MODE DRIVER ON YDY LOCALLY
D miLsvarrcan O pRIVATELY OWNED VEN O ovwuen (Specify) D micivany
O ML sus O commEnrciaL sus O civintan
F Manpower Cost (Average hourly wage Of participating membere times the No of perticipants. See AFR 177.101) Y
G Trevel Cost (Standard operating cost of specific governmant vehicle times No of vehicles end round trip miles troveled. or
leased or retnal cost of vehicies (Odtain per mile cost from the base vehicle maintenonce control and enalysw office) s
n Per Diem/Loaging Cost (Totol! cost for ell porticlapting membere) '3
[ Misceollaneous Costs (s ¢ Alring of bugiler, etc ) '3
4 Totsl cost tor this ceremony (Sum of iterna F, G H ond | ebove) s

REMARKRS (Conlinuc on reverec. If necessary!

TYPEO NAME GRADE AND BASE OF CHIEP OF SLRVICES (Mortuary Officer) | SIGNATURE DF CHIEF OF SERVICES (Morfuary Officer)

AF "‘O.ﬂ:‘a 1946 PWEVIOUS EDITION I3 OBSOLETE 0 VS GFO 1981-380-070278 HONOR GUARD CHECKLIST


http:esec'.npes.pr
http:off.c.al
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| TABLE 8001, CONTINUED |
R A B c | D
U
L | If the records are
E | or pertain to consisting of which are then
12 | memorandums of documents negotiated between contract management | at HQ AFCMD, destroy when superseded
agreement (MOAs) orgamzations and program offices for contract AFPROs, AFCMOs, pro- ||or on termnation of con-
administration support gram managers, and moni- [|tract administration sup-
toning organizations port of the program.
13 | DoD plant cognizance | questionnaires, agreements and related records cre- at HQ AFCMD destroy 10 years after
program case files ated under the DoD Contract Administration Serv- plant cogmizance has been
ices Plant Cogmzance Program between HQ transferred from HQ
AFCMD and DoD Military Departments and De- AFCMD.
fense Agencies when the Air Force 1s the executive
agency
14 at AFPROs and monitor-  ||destroy 6 months after
ing orgamzations plant cognizance transfer,
or when no longer needed,
whichever 13 sooner,
15 | defective parts and government-industry data exchange program forms at system program offices ||destroy on inactivation.
components control (ALERT)
program
NOTES:

1 Destroy matenals related to on-going programs when no longer needed.
2. Destroy records placed in admimstrative hold by the Renegotiation Board 6 years after the final determination of excess profits.

900. Awards, Ceremonies, and Honors. Tables in this series cover records pertaining to decorations, organizational

emblems, memorialization program, awards not covered elsewhere in this regulation, and the suggestion program.

TABLE 900-1 I
anLb

HONORS AND AWARDS (see note 1) |
R A B c | D
U
L | If the records are
E | or pertain to consisting of which are then
*1 | special honors, trophies | records pertaining to the special trophies and at HQ USAF or HQ retire as permanent.
and awards awards program sponsored by AF and private AFMPC
orgamzations, such as the General Curtis E.
LeMay Personnel Services Trophy and USAF
Personnel Awards, including nominations of indi-
viduals, units and groups, minutes of board meet-
ings, announcements of awards, and related forms
and correspondence
2 at initiating activities destroy after 2 years.
3 at intermediate headquar- [{destroy after | year.
ters and all nonselected
nominations
4 | (RESERVED)
5 | memonalization pro- case files accumulated by AFMPC/MPCASA and | at HQ AFMPC/DPMAJA ||retire as permanent.
gram each level of command 1n naming AF bases, or imtiating activities
streets, buildings, recreational activities, etc., in
honor of outstanding individuals
6 at major and subordinate destroy 1 year after comple-
commands tion of case.
7 | orgamzational emblems | copies of official emblem elements, approvals, at intiating activities forward to HQ
records resulting from changes in emblem, and USAFHRC/RIO on 1nac-
copynght releases i tivation of activity.
8 at intermediate headquar- ||forward to USAFHRC/RIO
 ters when no longer needed.
9 at HQ USAFHRC/RIO retire as permanent (see note

3).
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TABLE 900-1. CONTINUED |
1

R A B C D

u

L If the records are

E or pertain to consisting of which are then

*10 decorations to individu- | case files of recommendations, decisions, awards | approved U.S. military retire as permanent (see note
als (mulitary and civil- announcements, board meeting minutes, and decorations (Medal of 2).
1an) related documents Honor, Air Force Cross,
Distingmished Service
Medal, Silver Star, Dis-
tingmished Flying Cross ,
Airman’s Medal) for war
and peacetime; all other
approved U.S. military,
U.S nonmilitary, and
foreign decorations relat-
1ng to wartime and/or
combat activities, at
awarding/approving
 authonty
*11 approved peacetime U.S. destroy after 25 years.
military, U.S. non-military
and foreign decorations at
awarding/approving
| authonty
*11.1 disapproved U.S. mulitary, ||destroy aftér 35 years (see
U.S. nonmilitary, and note 5).
foreign decorations at
| disapproving authonty
*11.2 approved/disapproved Aur ||destroy after 1 year.
Force achievement and
unit/campaign awards at
awarding/disapproving
authority
*11.3 approved/disapproved destroy after decoration 18
decorations and awards at ||awarded or 1 year after
iitiating and intermediate |(|disapproval.
monitonng headquarters
*114 copies of records relating to refused decorations | at awarding authonty destroy after 3 months (see
note 6).

12 decorations to foreign | case files of recommendations, decistons, awards retire as permanent 2 years
nationals and US citi- | announcements, board meeting minutes, and after completion of case.
zens not employed by related documents
US Government

13 decorations to umts approved and disapproved ||destroy 2 years after comple-

recommendations tion of case.

14 decoration recommen- | Records generated when a higher headquarters destroy 2 years after comple-
dations forwarded to disapproved recommendation and forwards it to tion of action.
lower headquarters a lower headquarters for consideration of a

lesser award

15 favorable communica- | records not required for processing under AFR destroy after | year.

tions 90048

*16 outstanding personnel personal data, letters of nomination, photo- selected nominees, non-
programs, e.g., out- graphs, and related papers selected nominees and
standing NCO/Airman munutes of board meetings
award, Junior Officer
of the Quarter, out-
standing Manager of
the Year, AFA repre-
sentative

*17 RESERVED

*18 RESERVED
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TABLE 900-1. CONTINUED |
R A B C D
4)
L | If the records are
E | or pertain to congisting of _ which are then
19 | miscellaneous AF announcements of a contest, entry apphica- | programs designed to pro- {ldestroy after 2 years or when no
activity-sponsored tions or of nominations and supporting mote esprit de corps, longer needed, whichever is sooner.
programs records, results, related papers used to mon- | recogmtion, such as beauty
itor and control programs contests, dining hall of the
moath, or operator of the
month
20 | safety awards nomunations and other records relating to approved awards (record [|destroy after 2 years.
awards for outstanding achievements in the | copy)
prevention of accidents
21 disapproved awards (rec- [|destroy after 1 year or when no
ord copy) longer needed, whichever is sooner.
22 other than rules 20 and 21
23 | Secretary of Defense | reports, photos, maps and correspondence approved awards at HQ destroy after 3 years or when no
Natural Resources relating to award nominations USAF/LEE longer needed, whichever is later
Conservation and (see note 4).
Environmental Quality
Awards and General
Thomas D. White
Natural Resources and
Conservation and En-
vironmental Awards
24 approved awards at mstal- ||destroy on submission of next annual
lations receiving award entry or when no longer needed,
whichever is later (see note 4).
_2_; disapproved awards
26 | AF maintenance applications and background material, and | approved recommenda- destroy after 2 years,
awards related records | tions at HQ USAF
27 disapproved recommenda-
| tions at HQ USAF
28 approved and disapproved ||destroy after | year.
recommendations at inter-
mediate headquarters
approved recommenda- destroy after 2 years.
| tions at initiating activities
disapproved recommenda- }|{destroy after 1 year.
tions at initiating activities
31 | civil engineering case files of annual submissions in electric approved awards destroy after 2 years or when no
awards program power and heat generating plant competi- longer needed, whichever is later.
tion, meritorious achievement award for
professional excellence, and comparable
programs
32 disapproved awards destroy on submusston of next FY
competition or when no longer
needed, whichever is later.
transportation awards | supporting documentation relating to annual destroy after 1 year.
transportation awards
34 | (RESERVED)
38 | air traffic control records pertaining to the selection of air documentation of selected ||destroy after 2 years.
annual awards traffic controller/facility of the year, includ- | individual/facility, board
ing nominations, records of board meetings, | documentation, and related
awards presentation, and related data correspondence at HQ
AFCC
36 documentation of nonse- destroy after | year.
lected individuals/facilities
and all records other than
in rule 35
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| TABLE 900-1. CONTINUED |
R A B c | D
U
L | If the records are
E | or to consisting of which are then
37 | aircraft “save” awards | exemplary service reports, certificates, review approved awards at HQ destroy after 2 years.
board documentation, and related data AFCC
38 disapproved awards at HQ |[|destroy after 1 year.
AFCC
39 certificates at umts to destroy on inactivation of
which 1ssued unit, or when obsolete, which-
ever 1s sooner.
40 all others not covered by destroy after | year
rules 37, 38, and 39
41 | air weapons controller | applications and related records for award of air | at approving/disapproving |{destroy after 1 year
badge weapons controller badge, senior air weapons or intermediate levels
controller badge, or master air weapons con-
troller badge
42 | air traffic controller applications and related records for award of air | at approving/disapproving |[destroy after 1 year.
badge traffic controller badge or intermediate levels
43 | AF Admnistration nomunations, minutes of meetings, selectees, at HQ USAF destroy after 3 years or when
Awards non-selectees, and other records relating to no longer needed, whichever
awards authonzed IAW AFR 900-35 18 later.
) approved and disapproved recommendations and | at intermediate headquar- ||destroy after 2 years.
related records | ters
at inihiating activities destroy after 1 year.
*46 | aircraft and mumtions | applications and related records for award of air- | approved awards see AFR 35-44.
maintenance badge craft and mumtions mamntenance badge
*47 disapproved awards at destroy after 1 year.
disapproving authority
NOTES:

1. Rules apply to those copies not required by other directives to be filed in individual military personnel record group (see table 35-1).
*2. Offer to the National Archives in 5~year blocks when latest record 1s 25 years old.

3. Offer to the National Archives when no longer needed by HQ USAFHRC/RIO for on-site reference.
4. Not authorized for retirement to federal records centers.

*5. Disapproval authonty will forward a copy of the document announcing decision, and a copy of the proposed citation annotated “Disap-

proved” for each individual, for filing in the member’s Master Personnel Record Group.

*6. Approval authority will forward a copy of the order and citation, along with a signed letter or statement from the individual documenting

nonacceptance, for filing in the member’s Unit Personnel Record Group.

[TABLE 900-2 |

SUGGESTION PROGRAM

R A

L | If the records are
E | or pertain to
1 | suggestions, inventions

and scientific achieve-
ments

| conotg o

which are

- —— —

then

forms and other records which pertain to submus-
sion, processing, evaluation, approval, disapproval,
issuance of award, reports and related correspond-
ence

at suggestion program
offices at all levels

destroy 1 year after final
action (see notes 1 and 3).

at evaluating offices

destroy 1 year after final
action (see notes 2 and 3)
(EXCEPTION: suggestion
that becomes part of another
file—for example, on changes
to a directive—becomes part
of the directive background
file).

. Ve '




