
-eQlJEST FeR A=.;ro~DI DI., )s'T~ AUTttO~ &-~ 

tr.lltlfnlCtitIIU till 1M",) 

GENERAL SERVICEI ADMINISTRATION 
NATIONAL ARCHIVES AND RECORDS SERVICE. WASH 

USAF 

DIRECTORATE OF INFORMATION MANAGEMENT AND ADMINIS 

RECORDS MANAGEMENT POLICY SECTION 

Pierre J. Jost 694-3527 

I t.eby certify that I am authorized to 8Ct for this egency in mann pergining to the dilposll of the .ncy', rcords. 
that the ra::ords pr~ for dispcal in'this ReQuest of THREE I11III(" .. not now.-dld for the business of this 
egency or will not be needed Ifter 1he retention periods lP8Cified; 8nd that written concurrence from the Generai 
Accounting OffICe. if NQUirad under 1he provisions of Title 8 of 1he GAO MInuII for Guidlnce of Federll Agencies. IS 
an.ched. 

A. GAO concurrence. 0 is Ittached', or !Sa is unnecessary .
 
.
• DAT~ iD.TIT~EGRACE T. ROWE, Chief, Rcds Mgt Policy Sec Jm. ~ 8 1989 Directorate of Information Mgt & Admin , , GRS OR 10 ACTION 

8 DESCRIPTION OF ITEM SUPERSEDED TAKE ....ITE'"NO (IV.", I..~I... _ !lIDr., o. a."..M" "'f'I04Il JOE INAIIS USE 
CITATIO'" ONI.. 'fJ 

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

formes) 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.
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ITABLE 800-1 CONTINUED I 
R A B C D 
U 
L If the records are 
E or pertain to coDSlstlng of wbfeb are then 

12 memorandums of documents negotiated between contract management at HQAFCMD, destroy when superseded
 
agreement (MOAs) orgamzanons and program offices for contract AFPROs, AFCMOs, pro- or on tennmatlon of con-

~tratlonsupport gram managers, and moni- tract admuustratlon sup-
tonna oraanizations 'POrt of the orosram.
 

13	 DoD plant cogruzance questionnaires, agreements and related records ere- at HQAFCMD destroy 10 years after 
program case files	 ated under the 000 Contract Admuustration Serv- plant cogruzance has been 

Ices Plant Cogruzance Program between HQ transferred from HQ 
AFCMD and DoD Military Departments and De- AFCMD. 
fense Agencies when the AIr Force IS the executive 
agencyf--

14	 at AFPROs and morutor- destroy 6 months after 
mg orgaruzations	 plant cogruzance transfer, 

or when no longer needed, 
whichever IS sooner. 

15	 defective parts and govemment-mdustry data exchange program forms at system program offices destroy on mactivanon,
 
components control (ALERT)
 
erosram
 

NOTES: 
Destroy matenals related to on-going programs when no longer needed. 

2. Destroy records placed m admirustrative hold by the RenegotIation Board 6 years after the final detennmatlon 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. 

ITABLE 900-1 

HONORS AND AWARDS (see note 1) 

R A B C D
 

U
 
L If the records are
 
E or pertain to coDSlstlng of wbfeb are then
 

*1	 special honors, trophies records pertaining to the spectal trophies and at HQ USAF or HQ retire as permanent. 
and awards	 awards program sponsored by AF and private AFMPC
 

orgaruzatlons, such as the General Curtis E.
 
LeMay Personnel Services Trophy and USAF
 
Personnel Awards, including nominations of indi-
vidua1s, umts and groups, minutes of board meet-
ings, announcements of awards, and related forms
 
and correspondence
 -.a, at initiatina activines destroy after 2 years . 

3 at intermedtate headqua,r- destroy after I 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 m naming AF bases, or IDltiating activities
 
streets, bwldings, recreational activities, etc., in
 

- honor of outstanding individuals
 

6	 at major and subordinate destroy I year after comple-
commands tion of case. 

7 orgaruzational emblems	 copies of official emblem elements, approva1s, at IDltiating actiVIties forward to HQ
 
records resulting from changes m emblem, and USAFHRC/RIO on mac-

tcopynght releases	 tivation of activity. -
8	 at intermediate headquar- forward to USAFHRC/RIO
 

ters when no lonser needed.
 -
9 at HQ USAFHRC/RIO	 retire as permanent (see note 

3), 

• 1>r 
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ITABLE 900-1 CONTINUED 

R A 
U 
L If the records are 
E or pertain to 

*10	 decorations to mdividu-
als (mihtary and cIVII-
Ian) 

-*11 

-*11.1 

*11.2 

-*11.3 

*11.4 

U	 decorations to foreign 
nationals and US em-
zens not employed by 
US Government 

13	 decorations to umts 

14	 decoration recommen-
danons forwarded to 
lower headquarters 

15	 favorable commumca-
bOns 

*16	 outstandmg personnel 
programs, e.g., out-
standing NCOI Airman 
award, Jumor OfIIcer 
of the Quarter, out-
standing Manager of 
the Year, AFA repre-
sentative 

*17	 RESERVED 

*18	 RESERVED 

8 

consfstfng of 

ease files of recommendations, decisrons, awards 
announcements, board meeting rmnutes, and 
related documents 

copies of records relating to refused decorations 

ease files of recommendations, decisions, awards 
announcements, board meeting minutes, and 
related documents 

Records generated when a higher headquarters 
disapproved recommendation and forwards it to 
a lower headquarters for considerabon of a 
lesser award 

records not required for processmg under APR 
900-48 

personal data, letters of nomination, photo-
graphs, and related papers 

C 

which are 

approved U.S. nuhtary 
decorations (Medal of 
Honor, AIr Force Cross, 
Dtsnngmshed Service 
Medal, Silver Star, DIS-
tmguished Flying Cross , 
AIrman's Medal) for war 
and peacetime; all other 
approved U.S. nuhtary, 
U.S nonnnlitary, and 
foreign decorations relat-
ing to wartime and/or 
combat acnvmes, at 
awarding/approving 

authon~
 

approved peacetime U.S.
 
mthtary, U.S. non-military
 
and foreign decorations at
 
awarding/approvmg
 
authontv
 

disapproved U.S. military,
 
U.S. nODDllhtary,and 
foreign decorations at 
disaDDrovina authontv 

approved/disapproved AIr 
Force achievement and 
urut/camp81gn awards at 
awarding/disapprOVIng 
authority 

approved/d~pproved 
decorations and awards at 
lDitiating and Intermediate 
momtonna headquarters 

at awardmg authonty 

approved and disapproved 
recommendations 

selected nommees, non-
selected nommees and 
minutes of board meetings 

D 

then 

retire as permanent (see note 
2). 

destroy after 25 years. 

destroy after 35 years (see 
note 5). 

destroy after I year. 

destroy after decoration IS 
awarded or 1 year after 
disapproval, 

destroy after 3 months (see
 
note 6).
 
retire as permanent 2 years
 
after completion of ease.
 

destroy 2 years after comple-
bon of ease.
 
destroy 2 years after comple-
bon of action.
 

destroy after 1 year.
 

,.... 
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ITABLE 900-1 CONTINUED I 
R A B C D 
U 
L If the records are 
E or gertain to c:oDSistlDg of wbicb are thea 

19	 miscellaneous AF announcements of a contest, entry apphca- programs designed to pro- destroy after 2 yean or when no
 
activity-sponsored tJODSor of nominations and supportJDg mote esprit de corps, longer needed, whichever is sooner.
 
programs records, results, related papers used to mon- recogrutJon, such as beauty
 

itor and control programs	 contests, dining hall of the 
month, or operator of the 
month 

20 safety awards	 nommations and other records relating to approved awards (record destroy after 2 years.
 
awards for outstanding achievements m the copy)
 
preventJon of accidents
 t--

11 disapproved awards (ree- destroy after 1 year or when no 

I-- ord CODY) longer needed, whichever is sooner. 
11 other than rules 20 and 21 

13 Secretary of Defense reports, photos, maps and correspondence approved awards at HQ destroy after 3 yean or when no 
Natural Resources relating to award nommations USAFILEE 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 

14 approved awards at mstal- destroy on submission of next annual 
lations receiving award entry or when no longer needed, 

f-- whichever is later (see note 4). 
15 disapproved awards 

16	 AF maintenance applications and background material, and approved recommenda- destroy after 2 years.
 
awards related records tions at HO USAF
 r--

21 disapproved recommenda-

- tJons at HO USAF
 

21	 approved and disapproved destroy after I year.
 
recommendations at inter-
mediate head~uarters
 ~ 

19	 approved recommenda- destroy after 2 years.
 
tions at initiatinll: activities
 r--

30	 disapproved recommenda- destroy after 1 year.
 
tions at initiatinll: 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 generatJDg plant competi- longer needed, whichever is later. 

tion, meritorious achievement award for 
professional excellence, and comparable 
programst--31 disapproved awards	 destroy on subuusston of next FY
 

competition or when no longer
 
needed. whichever is later.
 

33 transportation awards supportJDg documentation relating to annual destroy after 1 year.
 
transoortation awards
 

34 <RESERVED)
 
35 air traffic control records pertaining to the selection of air documentation of selected destroy after 2 years.
 

annual awards	 tralIic controller/facility of the year, includ- individual/facility, board
 
ing nominatJons, records of board meetings, documentation, and related
 
awards presentation, and related data correspondence at HQ
 

- AFCC
 

36 documentatJon of noose- destroy after 1 year.
 
lected mdividuals/facilities
 
and all records other than
 

in rule 3S
 

. ..... 
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ITABLE,..1 CONTINUED 

R A B C D 
U 

L If the recorda are 

E or pertain to collliltfng of wblch are then 

37 8U'craft "save" awards	 exemplary service reports, certJ1icates, review approved awards at HQ destroy after 2 years.
 
board documentation, and related data AFCC
r--

38	 c:bsapproved awards at HQ destroy after I year.
 
AFCC
r--

39 certificates at uruts to destroy on macnvauon of 
wluch ISSUed unit, or when obsolete, wluch-

ever IS sooner.I---
40 all others not covered by destroy after I year 

rules	 37 38 and 39 

41 8U' weapons controller	 applicattons and related records for award of 8U' atapprovmg/d~pprovmg destroy after I year 
badge	 weapons controller badge, seruor air weapons or mtermediate levels
 

controller badge, or master 8U' weapons con-
troller badll:e
 

41	 air traffic controller applicattons and related records for award of air atapproving/d~pprovmg destroy after I year.
 
badll:e traffic controller badll:e or intermediate levels
 

43 AF Admmistration nommations, minutes of meetings, selectees, atHQUSAF destroy after 3 years or when 

Awards non-selectees, and other records relating to no longer needed, whichever 
awards authonzed lAW APR 900-3S IS later.-

44	 approved and disapproved recommendations and at intermediate headquar- destroy after 2 years.
 
related records ters
r--

45	 at lDltlatlnll: acnvmes destroy after I vear. 

*46 aircraft and mumttons applicattons and related records for award of air- approved awards see APR 3s-44.
 

- maintenance badge craft and murutlons mamtenance badge
 

*47	 disapproved awards at destroy after I year.
 
dssaeorovine authority
 

NOTES: 
1. Rules apply to those copies not required by other directives to be filed in mdividual military personnel record group (see table 3S-1). 
*2. Offer to the National Archives in s-year blocks when latest record IS 2S years old. 
3. Offer to the Nattonal Archives when no longer needed by HQ USAFHRC/RIO	 for en-site reference. 
4. Not authorized for retirement to federal records centers.
 
*S. DIsapproval authonty will forward a copy of the document announcing decision, and a copy of the proposed CItation annotated "Disap-
proved" for each mdividual, 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 mdivtdual documenting
 

nonacceptance, for filing in the	 member's Unit Personnel R.ecord Group. 

ISUGGESTION PROGRAM I 
R A B C D
 

U
 

L If the recorda are
 

E or pertain to collliltfn& of wblch are then
 

1	 suggesttons, inventions forms and other records which pertain to subll11S- at suggestton program destroy I year after final
 
and scientific achieve- sion, processing, evaluation, approval, disapproval, offices at all levels action (see notes I and 3).
 
ments issuance of award, reports and related correspond-

ence 

1 at evaluating offices	 destroy I 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 dtrecttve background
 

file).-


