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RECORDS MANAGEMENT POLICY SECTION ncn ..... rId. 
A	 HE UNITED STATU 

Pierre J. Jost	 694-3527 

I hereby certify that I am authorized to 8Ct for this 8gBnCV in INt18rI pa18ining to the disposal of the agency's records. 
ht the records pr~ for dispoal in ·this Request of 12 ... (s' .. not now MIdId for the business of this 
8genCY or will not be needed Ifter the retention periods lP8Cified; and that written concurrence from the Generai 
Aa:ounting Office. if required under the provis;ons of Title 8 of the GAO Manual for Guidance of Federal Agencies. is 
attached . 

A. GAO concurrence. 0 is attached. or EJ is unnecessary . 
•. DATE !I;•• lgN"TUM~ 0" Ag~NCY REPAESENTATIV~ O. TITL~	 • 

GRACE T. ROWE, Chief, Rcds Mgt Policy Sec 
Directorate of Info Mgt and Administration 

8 GRSOR 10 ACTION7. 8 DESCRIPTIOIII OF ITEM	 SUPERSEDED TAKE ... ITEM 
(Wjrfllrttlw_ Do,.. or R.'.rtflort IWrt0d6,	 JOB (NARS ClSENO CITATIOI'\j ONL 'fJ 

CHAPLAIN ACTIVITIES 
(TABLE 265-1, RULES 1 thru 53)

(APPLICABLE AIR FORCE-WIDE) 

1	 Because of many changes in the regulations per-
taining to the Chaplain and Nonappropriated Funds
 
activities, the Chief of Chaplains (HQ USAF/HC)
 
asked us to revise the disposition instructions of
 
the records pertaining to the Chaplain funds. The
 
changes are bringing the chaplain funds accounting

systems into the age of automation. Another area
 
of changes is the realignment and establishment of
 
uniform retention periods for related chaplain fund
 
accounting documentation. This realignment will
 
decrease the confusion encountered when like
 
records with differing retention periods were
 
maintained together. The logical and systematic

restructuring of this table will simplify the
 
filing and disposition of the Chaplain Service
 
records.
 

2	 The records in rule 28 are PERMAMENT because they

are case files concerning the construction of
 
chapels on Air Force installations. We believe
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Table 265-1 (Cont'd) 

that because of engineering innovations and archi-
tectural significance (such as the AF Academy
chapel) these records should be preserved perma-
nently. A precedent already exists with the US 
Army whereby you approved permanency of similar 
records (NC-AU-75-19). At the present time, we 
have 10 cubic feet of records on hand at this 
headquarters. 

3	 Rules 31 through 51 are rollover from Table 176-3,
Rules 44 through 44.7. (See attached conversion 
table) • 

For reasons mentioned above, request you approve 
the changes in this table for inclusion in our Air 
Force Regulation 12-50, Volume II. 



CONVERSION TABLE 

TABLE 265-1 T265-1 
(Current) (Revised) 

Rule 1 Rule 1 
Rule 1.1 Rule 2 
Rule 2 Deleted 
Rule 3 Deleted 
Rule 4 Deleted 
Rule 4.1 Rule 19 
Rule 5 Rule 14 
Rule 6 Rule 31 thru 51 
Rule 7 Rule 4 
Rule 
Rule 

8 
9 

(Reserved) 
Rule 6 

Rule 
Rule 

10 
11 

(Reserved) 
Rule 7 

Rule 12 Rule 22 
Rule 13 Rule 23 
Rule 14 Rule 16 
Rule 15 Rule 15 
Rule 16 Deleted 
Rule 16.1 Rule 13 
Rule 17 Rule 25 
Rule 18 Rule 20 
Rule 19 Rule 3 
Rule 20 Rule 24 
Rule 21 Rule 21 

TABLE 176-3 
(Current) 

Rule 44 Rule 31 
Rule 44.1 Rule 36 
Rule 44.2 Rule 37 
Rule 
Rule 

44.3 
44.4 

Rules 36/41/42/48/49
Rule 44 

Rule 
Rule 

44.5 
44.6 

Rules 50/51
Deleted 

Rule 44.7 Rule 43 
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20

25

TABLE 265-1 
(Revised) 

Rule 
Rule 
Rule 
Rule 
Rule 
Rule 
Rule 
Rule 

1 
2 
3 
4 

6 
7 
8 

T265-1,
T265-1,
T265-1,
T265-1,
New 
T265-1,
T265-1,
New 

Rl 
R1.1 
R19 
R7 

R9 
Rll 

Rule 
Rule 
Rule 
Rule 

Rule 
Rule 

28 
29 
30 
31 

32 
33 

New 
New 
New 
T265-1, R6 
& TI76-3, R44 
thru 44.7 
New 
New 

Rule 9 New Rule 34 New 
Rule New Rule 35 New 
Rule 
Rule 
Rule 
Rule 
Rule 
Rule 
Rule 
Rule 
Rule 
Rule 
Rule 
Rule 
Rule 
Rule 
Rule 
Rule 
Rule 

11 
12 
13 
14 

16 
17 
18 
19 

21 
22 
23 
24 

26 
27 

New 
New 
T265-1,
T265-1,
T265-1,
T265-1,
New 
New 
T265-1,
T265-1,
T265-1,
T265-1,
T265-1,
T265-1,
T265-1,
New 
New 

R16.1 
R5 
R15 
R16 

R4.1 
R18 
R21 
R12 
R13 
R20 
R17 

Rule 
Rule 

Rule 
Rule 
Rule 
Rule 
Rule 
Rule 
Rule 
Rule 
Rule 
Rule 
Rule 
Rule 
Rule 
Rule 
Rule 

36 
37 

38 
39 
40 
41 
42 
43 
44 
45 
46 
47 
48 
49 
50 
51 
52 

TI76-3,
TI76-3,
& 44.3 
New 
New 
TI76-3,
TI76-3,
TI76-3,
TI76-3,
TI76-3,
New 
New 
New 
TI76-3,
TI76-3,
TI76-3,
TI76-3,
New 

R44.1 
R44.2 

R44.3 
R44.3 
R44.3 
R44.7 
R44.4 

R44.3 
R44.3 
R44.5 
R44.5 

Rule 53 New 
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4tl· AD t2dO JVol IL tact 0ef0tier 1.98'7 

v, 
. -	 ~.R-' A B	 C D, 

U	 , 
L U die recorcII are	 .

\ 
It d 

E orpertafato ,4".' ...... 01	 wbida are thea , I 
t 

1 chaplain pWmiDS and records used in plaDning, adminiatration and oper- at HQ USAF retire as permanent (see note 
administration	 adon of religious propams, including studies, direc- 2).
 

tives, and llIIIllysesreflecting the organization of
 
propams, techniques employed to obtain objectives,
 

!---	 and results of prosram activities 

L1 below HO USAF destrov after 2 vears.
 
2 chaplain function per- atHQUSAF destroy after 4 years.
 

SOlIDelrosters
!---
atMAJCOMs destroy after lyear,~ 

4	 at other than HQ destroy upon receipt of next 
USAF or MAJCOMs one.

!---
4.1 other commands' oersonnel rosters	 at activities 

5 religious data listinas	 at installations 

6 cbaDlain funds see table 176-3. 
7 nonchaplain person- certifications that civilian clergymen or civilian or at mstallations destroy on cancellation of 

Del certifications military lay leaden are qualifled and authorized to certificaoon or termination of 
conduct ecclesiastical services, rites, or denomina- duties, whichever is sooner. 
tional classes on AF installations 

8 (RESERVED), attendance individual class reports	 destroy when individual is 
reassigned or withdraws from 
class or when informaoon has 
been posted to consolidated 
lreoorts.!--- I(


10	 OlBSERVEDl 
11	 consolidated reoorts destroy after 1 year. 
U reports chaplain professional and relisious facility utilization atHQUSAF destroy after 4 years.
 

reports
 

13 at other than HQ destroy after 2 years.
 
USAF
 

14 individual reports destroy after 1 year.
 
15	 CODljOlidatedreports at retire as permanent (see note
 

HOUSAF 2).
 
16	 consolidated reports at destroy after 2 years.
 

other than HO USAF
 

-16.1	 certi1lcation of attendance and olrerings (AF Form at installations destroy after 2 years.
 
1423)
 

17	 annual inspection of reports and related records see table IU-1.
 
chaplain professional
 
DrollJ'lUll
 

18	 chapel choir music copiea of music purchased and maintained for destroy upon inactivation of
 
and records ~ U8IIF in choir programs throughout the the unit (see note 1).
 

Year "	 .-
19 program records oouespondence and other background materials per- maintained to plan destroy when superseded, 0b-

taining to special chaplain programs future programs solete or no longer needed for 
referenoe. 

20 chapel continuity &Ie subjects 81 delIned in APR. 26~1 at MAJCOMs and destroy applicable Items when 
, installation chaplains suoerseded or deleted. 

21 chapel records	 records of funerals, marriages and baptisms dated destroy after SO years.
 
from 1949 to 1958
 

NOTES: 
1. Copies of music in good repair upon inactivation of the unit should be reported to MAJCOM/HC for possible redistribution to other in-
stallations. 
2. Oft'er to the National Archives in 5-year blocb when the latest record in the block is 25 years old. 
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ITABLE 176-1 ) 

NAP ADMJNIS'l'RATlVE MAl ~AGEMENT RECORDS 
f(- - ~	 -R	 If c D 

U
L If the recorda ~ 01' -
E ~to collliatlDg of whk:b are tIleD
 

-I historical files	 a charter. articles of agreement or constitution and at the Air Force retire as permanent (see note). 
bylaws. mmutes of meenngs, agenda, pollcy directives, Welfare Board at 
program authorizations and changes thereto. reports, HQAFMPC 
studies, charts, maps, and correspondence relating 
thereto that provide a chronology of NAP program-
ming and operations from the incepnon of an instrumen-
talIty through to the discontinuance of an actiVIty or the 
dissolubon of a fund I---

-1.1 at all other NAP destroy 7 yean after dJssolu-

I---	 actlVltles tion of NAP mstrumentality. 
-1.1	 records m rule I that are changes to policy directives, destroy when no longer 

program authorizations. and/or background and support needed. 
oaoers 

1 inspection reports inspections conducted by command requirements or as destroy on discontinuance of 
directed by higher authority an activity, or fund, which-

ever is sooner. 
3 orgaruzational charts	 separate charts outhnmg in detaIl each segment of the
 

NAP oraamzanon
~ 
4	 supporting data, pertinent changes, and related corre- destroy when no longer 

soondence needed. 

-NOTE: OtI'er to the National Archives m S-year blocks when latest record is 25 yean old. 

" 
Table 176-2 bas been renumbered Table ~7. 

ITABLE 176-3 I 
INAP FINANCIAL MANAGEMENT I 

R A B C D 
U 
L If the documents are 
E or pertain to coaslatfna of which are then 

-I budgetary data merchandise, payroll, proflVloss, cash flow, and at NAFFMB as a result of destroy after 5 yean. 
capital expenditure'budgets monthly. quarterly. or 

yearly budgeting practices -
1	 data on advanced approvals of expenditures for
 

fixed assets, such as authonzations for unprove-
ments, additions to buildings, purchase and in-
stallation of equipment, etc.
I---

1.1 
-, copies of documents described m rules I and 2 at NAP actiVIties destroy after I year or when 
~ no longer needed, whichever "	 .,-	 - is sooner. 

financial statements statements (including consolidated), reports. of at preparing activities destroy after S years. 

I--- and reports. audit and of inspections above base level 
3 

4 monthly and quarterly statements and reports, at preparing activities at destroy after 4 years. 

I--- with substantiating data base or unit level 
4.1	 at other than preparing destroy when no longer 

activities needed.
I---

5 working papers and other support data reiating to destroy when no longer 
statements and renorta in rules 3 and 4 needed.r--

6	 informational copies of unit fund statements and at other than preparing
 
reports, with related correspondence (including activities
 
retamed copies of premlODJtactivity r~rts)
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TABLE 116-3. alNTJN1JED	 J. -
R A	 B 
1:1
 
L IItile tIocImIeuW are I
 

E or pertain to CODIfItIq 01
 

6.1 computer listings of command input comprised of 
edit, error, out-of-balance and discrepancy data 

- used for mtemal processing 

6.2	 monthly and quarterly consohdated command 

reports, such as statement of finanCUll conditJon, 
statement of mcome and expense, NAP statement 
of employee census and other related data for all 
fund categones; e.g., welfare, memberslup, rev-
enue nroducina and seecsa! funds 

7 claims	 reports of IDCldents, supportmg and background 

evidence, with related correspondence that re8ect 
on the loss of funds, accidents, entries/omissions in 

official records, military disClpIinary actions and! 
or criminal actions 

8 board proceedings	 reports, supportmg data, and related correspond-
ence that relate to NAF losses and mvesnganons
 

thereof
 

\I N AF custodian cer-	 memorandum receipts of cash, other negotiable 

tJficate	 instruments, certificates of inventones of assets and 

habWties assumed by a temporary replacement or 
successor custodianI--

U	 -
10 insurance	 property, group life, accident and health, theft.
 

burglary/robbery, money and security, Workman's
 

Compensation and Employer's Liability, FIdelity,
 
~wred for orotection of all NAP assets
r---

11	 control registers wluch provide a detailed record 

of all pohcies and self-insurance owed that are also 
used to compute the charges to be amortized each 

month 

12 loans and grants	 requests for loan/grant, legal instruments (contract 
or agreement), and related control data used for 

,control	 of oavments made. balances due. etc. 

13	 mvestments (govern- savings bonds, treasury notes, bills, bonds and cer-
meot or government tificates, and documents used to negotiate transfer, 
agency secunnes) reissue, depos1t, and for redemption of the seeuri-

ties used for control of payments made, balances 

due. etc. 

14 general ledger	 ledger sheets in accounnng books of final entry 

15 JOurnals, registers	 basic books- of accounts wherem all c1assea of 
and ledgers	 transaCtions are originally recorded general Jour-

nals, caab tecelpts, joumals, check registers (cash 

disb~ent journals), voucher registers (accounts 

payable ledgers), recurring or closing journals, 
navroll ioumalsI--

15.1	 dally/monthly transactJon machine cards 

16 working funds	 reports, bank checks (triplicate copy), petty cash 
vouchers (duplicate), and COPIes of bank deposit 
slipS 

"---

.
 
C 

wbfdI are 

atHQAFMPC 

at HQ APAPC and HQ 

AFMPC 

. 

with financial management 
officers 

at NAP activities 

.-

record copies at 
NAFFMB re8ectJng all 
deposits, reimbursements, 
and a running balance of 
cash m the bank 

.. - - -
D 

then 

destroy after 4 months. 

destroy after S years. 

destroy 4 years after c1B1m IS
 

settled or otherwise closed.
 

destroy after 3 years (EX-
CEPTION: when data is
 
needed to support a clasm,
 
rule 1 applies).
 

destroy 12 years after change
 

of custodian.
 

destroy I year after change of
 
cnstodian.
 

destroy 4 years after expira-
tion, discontJnuance of the
 

protection, or liquidation of
 
the fund whichever IS sooner. 

destroy after 2 years. 

destroy S years after expi-
ration, cancellatJon or termi-
nation	 of loan or arant. 

destroy 5 years after tnmsfer 
or liquidation of the secunty. 

destroy after 6 years, 3 

months. 

destroy after 3 years. 

destroy 45 days after neees-
sary reconciliations are made 

with oertinent records. 

destroy after 4 years or on 

liquidation of the funds, pro-
vided a terminal audit IS saris-
lied; If discrepancies are 

mvolved see table 17S-2. 

I 

I 
I I 

\ 
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R A , B C D 
U 
L It tile I"ICOI"dI lie 

E orpertldDtD 01 wIdcb lie tIleD 

16.1 c:opia at prepariDs activ-
me. 

destroy 120 days after month 

17 monthend 
papers 

workins reconIa of bank (CBP) reconciliaIiOlll. and other 
audit workius papers used for detailiq seneral 
ledaer control account balanceI 

destroy after 2 years. 

·18 

~ 

daily reports reports of detail merchandise, cub, aa1es, food, 
service, etc., with sales slips, cub rqiIter tapes, 
resister adjustment, cbarse. credit tl'llllf'er, retail 
price change, cash receipt vouchers, and other 
related records 

record copies reflectins in 
summary a report on cash 
IUd cbarse sales used to 
support entries OD the con-
80lidated daily reoort 

destroy after 4 years, pro-
vided account is clear. 

·18.1 all other copies destroy 120 days after month 

~ 
·19 

~ 

consolidated daily reports record copies used to sup-
port entries in cash 
receipts journals and for 
postins the subsidiary 
accounts receivable ledaer 

destroy after 3 years, pro-
vided account is clear. 

·19.1 aU other copies destroy 120 days after month 

20 CRBSERVED) 
11 

~ 

accounts receivable individual subsidiary records of amounts due die 
fund, and supportins documents 

o8lce of record copies re-
IIectins merchandise sale 
on credit basis 

destroy after 4 years, pro-
vided the account is clear. 

11.1 copies at usins activities 
other than the o8lce or 
record 

destroy 120 days after month 
prepared. 

n prepaid expense 
ferred charge) 

(de- accounts control data used to determine cbarICI to 
be amortized each month reflectins the balance or 
an expenditure carried forward to be written oft in 
one or more foUowinR oerioda 

, 

destroy after 2 years. 

13 

-

disbursements checks, separate accounts payable vouchers with 
supportins purchase orders, receiviq report in-
voices, petty cash vouchers that reIect on pur-
chases of merchandise. suulies and IIerVices 

destroy after 4 years. 

14 checks in payment of proceeds or 10IIII or other 
i~yables 

destroy when loans or re-
ceivables are closed. 

·25 

-
open mess pest 
checks 

copy or guest check that reflects on food IIId bev-
crap items purchased or charpd by member or 
nest -

see table 215--6. 

·25.1 

-
copy or guest chec:lt that reflects on JIICbIe 
_~sales 

·26 kitchen CODY of nest chec:lt 
·27 bin80 IipahIre sheets and other pertinent data record copies reflectins 

prizea awarded and related 

destroy after 2 years. 

~ 
·27.1 all other copies destroy 120 days after month 

·lI 

r--
·Al 

machine reports vendins and amusement machine reportI, reim-
bunement slips, slot machine jIckpot receipta 

record copies reflectinS in-
coma f'tom varioua ma-
chiDes 

all otbet copies 

destroy after 2 years. 

destroy 120 days after month \ 
). 



• • 
--

~ 
-,;at; i"~ CONTINUED I 

-o 

JIP- ~" v~ U 30 October·1987 

A B C D -
~ 

11 
J, 
S 

IIdie recordIll'I 
«~to CllIlIIIIItIq of wlddlll'l theD 

-

~ 
f'Jf 

collection cash collection receipts record copies re1Iecting 

collection of NAP 
destroy after 4 years. 

membership dues, conces-
Slon mcome and related 

collections 

~ 
~.1 

all other copIes destroy 120 days after month 

~ 
receipt books and duplicate receipts record conies destrovafter I year. 

~ 
all other copies destroy 120 days after month 

prepared. 
~.,. accounts control records record copies destroy 4 years after NAP 

memberslup IS cancelled or 
otherwise terminated. pro-
vided the account is clear. 

~ all other copies destroy 120 days after NAP 
membership IS cancelled or 
otherwise terminated, pro-
vided the account IS clear. 

~ theater accounts fllm mspection reports, financial statements, pay- destroy after 2 years. 
roll vouchers, reconciliation of receipts and tick-
ets, cashier reports, admission ticket accounts, < 

attendance rosters, paid/free admission, cash/dis-
bursement books, bank statements, and cancelled 

checks 

S3 book department financial statements, certificates of inventones and destroy after 4 years (EX-
data other data pertaining to internal/external transac- CEPTION: destroy records 

tions (Air Force/other government agencies required for support of any 

re1Iect the procurement and resale of books cIaim-criminal or other ac-
tion-when action is resolved, 
provided the retention period 
has elapsed), 

M /RESER.VED) 

35 control records on control logs, registers and destruction certificates destroy after 2 years. 
accountable used to control this type of credit system 

coupons, tokens, 
chits, etc. 

36 hospital fund ledgers, journals. counC1l books, destroy after 4 years 

accounts cash/disbursement receipts, financial statements, (EXCEPTION: destroy 

cash vouchers, ven~o~ invoices, contracts and records reqwred for support 
purchase orders that reflect on the admmistration of any claim-criminal or other 
of activities financed by central and individual has- action-when action is 

pital funds resolved, provided the reten-

- tlon~od has e1a~ 
17 property records destroy after related property 

is disposed of (EXCEP-..~ nON: destroy records 

required for support of any 

c1aun-criminal or other 
action-when action IS 

resolved. provided the reten-

• mdiVldual eamtng 

data 
records 

taining 

of wage payments 

the amounts, dates, 
subject 
name, 

to taxes, con-
address and 

at activities 

NAP 
financed from 

tion period has elapsed). 

destroy 4 years after year 
wages are paid, For excep-

occupation of employee, period of employment, tions see note 4. 
social security data, quarterly and annual tax 

returns filed, and the dates and amount of tax --- monev deposits 
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38.1 

TABLE 176-3. OON'l'lNlJED 

! 

I---
38.2 

I---
39 

I---
-39.1 

-40 unit funda 

-
I---

41 

, 

42	 mmutes of meetings 

43	 packaged alcoholic 

beveraze sales shes 

43.1	 sales slip book log 

44	 chaplain funds 

-

44.1 

I---
44.2 

'--

" 

l'	 B 

li, 
tmIIfI1IDa 01 

individual pay records, forms or mecharuz.ed list-
ings in lieu thereof 

employees WIthholding exemption certificates 

(W4s) 
, 

time and attendance reports used for recordmg 

hours of work; regular. overtime, leave, and SIDlI-

tar data; transfer and change	 of rate forms. separa-
tion notices, time recapnulanon sheets, cancelled 

payroU	 checks, other comparable and supporting 

data 

requests for funds (cash disbursements). receiving 

reports, invoices, minutes of council meetings. 
other funding data, and related correspondence 

purchase orders, charge purchase register. vouch-
ers, cash control records, other funding supple-
mentary data, and related correspondence 

mmutes serving for control of fund expenditures 

(not a duplication of minutes covered elsewhere in 
this rezulation) 

sales slips/purchase register 

~es slip book logs used to record the ISSUe,use 

SDd destruction of sales slies 

-qre of the fund: orders establishing funds, dis-
b~ent limitations, waivers, records of dis-
&blution and other similar papers 

orders	 appointing fund custodians, approval for 
NCO custodians, records authorizing petty cash, 
warranty information and operating mstructions 

for maintenance history of J)ronertv 

letters appointing fund councils, accounting. 
records	 and Durchase order rellisters 

AFR~u..scti Vol D ~30 0d0IMr i987 

,r ~ T.--.l., -, " J 

" (.C	 D 

!'" 
wbicb 1ft	 tIleD 

record copies at send to NPR.C (CPR.) when· 
NAFFMB and used to records are 3 payroU years 

record information con- old, whether audited or unau-
~mmg all eammgs. dited, where they are eligible 

deductions and adjust- for destruction S6 years after 
ments made to each date of last entry or with per-
employee's pay dunng a sonnel folder (see notes I and 
calendar year 2). 

copies	 at other acnvines destroy 90 days after month 

retain as long as in eft"ect and 

for 4 additional years; and 

destroy (EXCEPTION: for 
Army and Air Force Motion 

Picture Service (AAFMPS). 
see note 3). 

destroy after 3 payroU years. 
(EXCEPTION: on discon-
tinuance of an instrumentality 

destroy when any discrepancy 
involved is cleared per table 

17~2.) (also see note 2 of 
table.7.) 

at squadrons or below for destroy when notified by 

on-base activities. R.eserve NAFFMB that account is in 

components, and for iso- balance. 
lated umts administered by 

aNAFFMB 

at squadrons or below or apply disposition mstructions 

at umt fund custodians in table 17&-3 across the 

who are authorized board. as appropriate (EX-
separate accounting by CEPTION: where volume is 
MAlCOMB small. records may be retained 

intact until 4 years after close 

of FY m which funds were 

allocated: and destrov), 

held by fund custodians	 destroy with related account-
ing records. 

at alcoholic beverage see table 21~S. 
outlets 

at installations	 destroy 6 years after FY in. 
which	 fund is dissolved 

.-
destroy when superseded. 
revoked. obsolete or when no 

longer needed. 

destroy 6 years after end of 
FY to which they oertain. 

http:mecharuz.ed
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R A ~ B C D 
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V	 ...,
If tbe cIocumeIID DeL
 

of "bid are then
E or""'" to ..-
monthly accounting records: minutes, statement	 destroy 4 years after end of44.3 
of operations and net worth, bank statements and FY to winch they pertain 
cancelled checks, chapel oll'ering certificates, bank (EXCEPTION: destroy 
deposit slips, receipts, vouchers, expenditure documents required for sup-
vouchers and supportmg documents, purchase ord- port of any claim when action 
ers is resolved provided the re-

tennon eenod has elapsed]. 
~ contracts	 dispose of per table 70-1. 
~ letters, indorsements, fund council agendas and	 dispose of per table 10-1, rule 44.5 

related supportmg documents and other corre- 2. 
spondence related to general administration of the 
funds but not needed as supporting documents for 
the accountinll. documentation 

f----
44.6	 nonexpendable property records and disposition of at MAJCOMs and mstal- destroy after disposmoa of
 

eroeertv records lations assets.
 
~ 

44.7	 statement of operations and net worth at other than msts11atIons destroy after 2 years. 
collection sheets	 bowling lane score sheets destroy after 1 month. '45 
and fee registers

I--- field ration mess supplemental service charge col- record copies destroy after 2 years. '46 
lection sheets 

~ 
'46.1 all other copies destroy 120 days after month
 

Iereeared.
 
~ 
'47	 golf course fee registers. swimmmg lessons and record COPIes destroy after 2 years.
 

pool registers, etc.

I---	 , I 
'47.1	 all other copies destroy 120 days after month - prepared. 

48	 other supporting documents that may not be included in specific destroy after 3 years, pro-

documents required detsJl in rules 1 through 47, providing detsJled vided related accounts have I
 

t 

for audit/IDSpectIon	 transaction breakdown in support of vouchers or been audited or mspected or 
accounting entnes (maintained WIth the voucher otherwise cleared for disposal, 
or as a separate reference collection); debit or 
credit advice; fund allocation authorization 
certified excerpts of council actions; board of 
officers' actions; inventory adjustments, legal fl 
records of establishment or cancellation of claims; 
other necessary authonzation in support of 
accountma entnes 

NOTES: 
I In sluppmg records to the records center, include copies of payor leave records which were forwarded for use in settlement of claims. (If dur-
mg the payroll year, a change IS made from machine to manual posting or Vice versa, interfile the forms used WIthout regard to the dilference in 
SIZe. Making an addmg machine tape of the yearly total of net payments. Tape total must equal the net pay total for year shown on the payroll 
control tegJSter. The tape is retainectby the civilian pay area and disposed of with the related payroll register.) Pack records for shipment as stated 
m chapter 7 List the name and location of all bases, stations, etc., other than parent orgamzanon, for which C1V1han payroll services were per-
formeddunng the penod covered by the records being shipped. 
l At tune of macnvanon or consolidation of payroll offices, records that have not reached the age specified for disposal WIll be forwarded to the 
gammgpayroll office, winch will dispose of the records in accordance with this table. ..~ 
3 For ongmal W4s at HQ AAFMPS, retain as long as in elI'ect; destroy after 4 additional years. For duplicate W4s m theater files, retain as long 
as ID effect or unnl employee IS separated, then destroy. 
4 For Turlush employees, retam in Turkey after terminatJon of employment until no longer needed to satISfy Turkish legal requirements, then de-
stroy. . 

11 
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no. HfIto1'fcaI Daa ..... Prupertl-. These tables cover records relating to general poJicies anel ~ p:
erning. development of histOrical data and special historical studies as a guide for AF.actiOQ;:',dtab1JabJllCllt~l4jl·lUiJl. 
teD8Jlceof museums; anel acquisition and disposition of and accountability for historical properties. 

•
 
rTABLE 211)-1 I rJIIS'I'ORICAL PROGRAM RECORDS <lee BOte 1) I 

R A B C D 
U 

L Utile records
 
E U'lor~to of wIdcb U'I tIleD
 

1	 periodic his- recorda prepared or collected by historical original narrative and one set of support· retire as permanent on inacti· 
tories and occa- oiIicers and historians under the Air Force ing records, copies of medical and HQ vation if they have not or wiD 
sional mono- historical program USAF stat!' oiIice histories maintained by not be microfilmed. If micro-
graphs, studies, HQ Unitecl States Air Force Historical 8Imed, see notes 2 and 3. 

-
I-- and reports Research Center (USAFHR.Cl 

1 original medical histories maintained by 
HQUSAFISO 

3	 copies or microfilm maintained by the destroy on inactivation of the 
origiDating unit unit. If microfilmed, see notes 

- 2. 4 and 6. 
4 copies retained by originating HQ destroy when DO longer 

USAF stall' office down to and including needed. 
directorate (or -Lie) level -5	 copies received by intermediate head·
 
quarters from lower echelons and re-
tained for research and reference
 

6	 source docu- subsidiary (or feeder) reports prepared at copies prepared and retained by a lower retire as permanent on iDacti-
menta	 the request of a higher organization or a unit (mcluding those prepared by a aqua. vaDon of the unit.
 

special activity for use in preparing a histor- dron at the request of ita parent wing)
 
ical report and not submitted to HQ
 

USAFHR.C
-
7	 copies prepared and retained by an ele- destroy when no longer
 

ment of a unit, by a stat!' office of a head- needed, or after 2 years,
 
quarters at major command or lower whichever is sooner.
 
level, or by a stat!' office of HQ USAF
 

below directorate level
-
8 at the unit or HQ USAF stall' office at destroy when no longer
 

directorate or above level for which the needed.
 

- renorts were
 

9 copies received and retained for research
 

and reference by the organization
 

the~rt
 

10	 Iustorical re- special collections of policy directives, stat!' collected and maintained by historians at destroy paper or microfilm
 

search and ref- studies, correspondence, and other oommu· HQ USAF/HQ USAFHR.C/MAJ· when superseded, obsolete, or
 
erence nicationa of exceptional importance; traJl· COMa/major subordinate commands; on inactivation of the unit,
 

scripts of interviews, journals; diaries; min- wings and independent squadrons for whichever is sooner (EXCBP· 
utes of important meetings or conferences; research documentation, or citation in nONS: if microfilmed, see 

mapI; charts; and statistical or other com- the preparation of periodic histories, note 2; if inactivated, see note 

pilations; prepared by or required by the occasional monographs. studies, and 5).
historical activity and maintained for re- reports for the purpose of contiIIued his-
search and reference torical reference 

NOTES: 
1. HQ UnitecI StateS Air Force Historical Research Center (USAFHR.C) is the ofBce of record for all narrative histories, IIlODOsraphs, studies, and 
reports, and their supporting records submitted by AF activities according to APR. 2UH. 
2. If microfilmed, destroy paper records after I year or when no longer needed, whichever is later, prov.ided microfilm baa been inspec:tecI and 

round acceptable. 
3. Retire origmal camera master silver negative, and first positive silver print therefrom, to the National Archives, Washington, DC 20408, 6 
months after microfilm has been accepted. 
4. Upon mactivat10n of the unit, all histories, monographs. studies, and reports maintained on microfilm wiD be sent to HQ United States Air 
Force Historical Research Center/TII, Maxwell AFB AL 36112. 
5. Upon inactivation of AFCON groups, wings, and higher level organizations, and AFCON or MAJCON unita that operatecl bases or Air Force 

stations all historical research and reference records, including microftlm, wiD be sent "to HQ Unitecl States Air Force Historical Research 

Centerll1I for sc:reening and final disposition. . 
6. At the discretion of thr: MAJCOM/SOA records management officers, paper copies may be transferred to the pining units. 

http:USAFHR.Cl


"I•	 E~c\-~•	 APlt u.-5C}~, Vol IL 3O-.0ef01Ief 1981l 

I	 . , .ITAJDIU~ CONTINtJEIt ~, ' n.1 

R A B C D If 
U ,
 
L If tile neonta are or
 
E pertafD to ebufItIDg of whfcll are then
 

11	 bwldmg or office set- records relating to automobtle parlung permits,
 
vices (not covered else- office space assignments and coding, mstallanon of
 
where) communicauon eqwpment;, ISSUance of room keys,
 

transportation services, locksmnh services and re-
lated records
 

U presentation aids (not schedules, wntten or recorded speeches, talkmg
 

covered elsewhere) and bnefing papers, graphic and speech aids, and
 

related records
 

13	 (RESERVED). 

14	 general reference pub- master, funcuonal, or operational files of publi- destroy when superseded, 
Iications (see note 2)	 canons (see APR S-31) and publicanons of other obsolete, or no longer
 

government agencies or pnvate orgamzanons needed, whichever IS sooner
 
which are not record COpies and are mamtalned
 

for zeneral reference
 

15	 technicallspectahzed not record COpies of pubhshed or reproduced
 

reference materials (see reports. directives or other records; extra sets of
 
note 2) motion PICtures, still photographs, slides, sound
 

recordmgs, maps, charts, and surular matena\s not
 
covered elsewhere and mamtamed for teehrucal or
 
specialized reference


f---
16 not record COpies of rule 15 reference matenals,. report them to SAF / 

but are considered worthy of permanent retention AADAQD per volume I, 
or dISPOSItion by other than actual destruction para 3-2. 

17 organizatIonal planmng	 orgamzanonal and funcncnal charts; personnel at HQ USAFiMAJ- retire as permanent one rec-

charts, mdicanng grades and ranngs; and other COMsimajor subordinate ord copy (see note 4).
 
orgamzatIonal plannmg records not covered else- commands stall' offices
 

where down to and including
 

dtrectorate or comparable 

level-18	 below orgamzanonal destroy when superseded or
 
levels cited in rule 17 obsolete.
 

NOTES: 
1. When disposmon mstrucnons for any material covered by these rules are predtctable (such as "destroy when next machme hsnng IS produced"), 
enter the predtctable event, nme, etc., as the cutoW instrucnons on the related AF Form 82. AF Forms 82 are not required for any matenal 
covered by this rule which is not filed or retained for any penod of time. However, they may be Identified on AF Forms 80 if specific material is 

idenbfied. except working papers and drafts which are destroyed dtuly or during the course of normal busmess. 
2. General reference publications and teehrucallspectalized reference materials, office mstrucnons, additIonal duty handbooks, workbooks and con-
tinwty folders, will not be reported on records. management reports. However, they may be tdennfied for disposition control purposes on AF 

Forms 80 and 82 at the discretion of the command records management officer. ;: 
3. When reports which are covered elsewhere in this regulanon are mamtained as feeder reports. summanes, or only foj information purposes, 
they may be filed and disposed of under the provisions of rule 8, this table. 
4. Olrer records to the National Archives.m S-year blocks when latest records is 25 years old. 
S. This rule IS not applicable	 je the record copies of organizat1onal charts, functional statements, and related records that record the essential 

orgamzation, staffing, and	 proced~ of the agency. 

.,~
I TABLE 11-2 1
I	 1-ADMINISTRATIVE RECORDS 

R A B C D
 
U
 

L If the recorda are or -
E pertain to conslstiDg 01 whfcll are then
 

1 congressional inquiries	 nonrounne mqwnes and replies relating to or at OSAF and HQ USAF retire as permanent (see note
 

involvmg AF policy, procedures, plans, classified 4).
 
informat1on, and other matters of importance-

such as changes m status or location of AF orgaa»
 

zations, acnvities or mstallanons, production fa-
cilities, major procurement or allied matters
'--
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R A B C D 
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L IItile recorda are 01'
 

E tertain to	 coDSfstlng of wbfcll are , tIlen 

below HO USAF	 destrov after S years.~ 
3	 routine and noncontroversial commumcanons at HQ USAF destroy after 2 years. 

from and to members of Congress relating to 

unclassified mformauon=-such as requests from 

nulitary personnel for discharge or reassrgn-
ment, for assistance ID placement ID federal ser-
VIce, to place contractors on AF bidders' lists as 

source of procurement, and mqumes from con-
stituents about surplus propertyr--

3.1	 at OSAF and all acnvmes destroy after I year. 
below HO USAF 

3.2	 congresaoaal travel letters, requests for travel orders, messages, tnp destroy after 6 months or 
reports, and related data and attachments per- when no longer needed, 
ta1D1ng to congressional travel sponsored by the wluchever IS sooner (see note 

Department of the AIr Force 3). 

3.3 (RESERVED) 
4 Joint Chiefs of Stall" JCS papers Implemented by the AF, and made they have the same dISPOSI-

(JCS) documents a part of the AF documentanon of the action non as the records they 

imnlemented document.r--
5	 JCS papers received for mformanonal purposes destroy when superseded, ob-

only solete or no longer needed. 

• 
r--

5.1	 brief packages, bnef sheet, index, coordmanon at HQ USAFIXOXJ retire as permanent after S 
and receipt sheet, tallung papers, background years (see note 4). 
papers, service changes, and other related 

papers to support bnef package
I---

5.2	 at other than HQ destroy after 3 years or when. USAFIXOXJ	 no longer needed, wluchever 
IS sooner.

I---
5.3	 Air Force responses to JCS taskmgs (replies at HQ USAFIXOXJ retire as permanent after S 

and support material) lvears (see note 4).
I---

5.4	 at other than HQ destroy after 3 years or when 

USAFIXOXJ	 no longer needed, wluchever 
IS sooner. 

6 Secretary of the Air fonnal delegations and assignments of authority record sets at SAF / AAA renre as permanent (see note 

Force Orders (SAFOs) and respoDSlbilitles ISSUed by (or by order ot) 4). 
the Secretary per AFR 11-18, and related back-

, ground data ~ .7 below SAF which are the they become background 

basIS for an AF publication matenal to the related publi-
cation (see table S-l). 

8	 at HQ USAF and renre as permanent (see note 

MAlCOM OPRs which 4). 
are not the basis for an AF 

[ Dublication r--
9 mformanon ec1pies	 destroy when superseded, ob-

solete or no lonzer needed.
I---

(RESERVED)
r-1L 
11	 drafts and related background data wluch are destroy after 2 years or when 

disapproved for ISSuance as a SAFO or AF no longer needed, whichever 
Dublicatlon is sooner. 

• 
·U support agreements host-tenant support agreements accomplIShed destroy 6 years after agree-

under AFR 11-4, with any modifications, ment IS superseded or ter-
memoranda of understandJDgs, as required; minated. 
reports and related records concerning services 

rendered and assignment of real property and 

facilities to tenant and attached UDIts"--
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ITABLE 11 -l. CONTINUED t -'R 
u 
L
 

E
 

-u.i 

~ 
-U.2 

~ 
U.3 

13 

14 

-
15 

16 

'---

17 

-
18 

-
19 

-

20 

11 

22 

23 

~ 
24 

- -' 1

• A 
. - -

If the records are or 
pertain to 

fund-raising campaigns 

General Accounting 

Office (GAO) and 

Defense AudIt Service 

(DAS) reports 

officIal vISIts/Staff VISIts 

deleganons/designa- - l' 

nons of authority arUf :: 
addrtional duty ~ <, 
ments 

officer of the day-(QIDr 
and charge orquattm 
(CO) 

reports- on applications 

for vending stand loca-
tions 

•
 
~
 

B
 
. -

~of 

mterservice support agreements and related 

correspondence accomplished under DOD 

4OOO.19-R 

support agreements accomplished under other 
than APR 11-4 and DOD 4OOO.19-R or pro-
curement directives, and not included In rule 12 

above 

mformanon COPIes of host-tenant support agree-
ments and other supwrt agr.::ements 

correspondence, receipts, mvoices and similar 
or related records 

reports and correspondence on GAOIDAS sur-
veys and reviews of AF acnvmes to evaluate 

effectiveness, economy of admmistration. and 

conformance to legal requirements; and reports 

and correspondence on action taken as a result 
of GAO/DAS findmgs/recommendations 

requests for permission to VISIt, reports of VISits 

(including findings. recommendations, and 

followup actions). and other directly related 

records relatmg to scheduled or special visits to 
perform staff or techmcal assistance to AF 

actrvmes, for conducUng studies, or attending 

sciennfic, technical, or professional meenngs or 
business conferences 

-

notIflcauons of visits, uineranes, rosters of visi-
tors, and comparable transItory material not 
needed to record visit reoorts -
visit schedules 

correspondence, forms. orders, and related 

records, but not needed to document a trans-
action. another record series, or not covered 
'elsewhere in this rellulation (see note 5) 

'l"eportS of 00. SDO. CQ. and comparable duty 

officers 

reports reqwred by AFR 34-2 identifyin~ -
number of applications for vending stand loca-
nons received from state licensmg agencies; 
number accepted, denied, and still pending, as 

pertains to applicat10ns from blind persons 

C 

wb1c:b are 

•
 

at HQ USAF 

below HO USAF 

at offices performing visus, 
and which are not made a 

part of or needed to docu-
ment another records 

series covered elsewhere 

at offices or organizations 

visited, and which are not 
made a part of or needed 

to document another rec-
ords senes 

at intermediate. monitoring 

or evaluatina offices 

at offices making visits, or 
at offices visited 

..~ 

at HQ AFMPC/DPMSC 

at MAJCOMS and inter-
mediate commands 

at installations 

. -
D 

then 

destroy when agreement is 

sunerseded or tenrunated. 

destroy on completion of 
next eqwvalent campargn or 
after I year If there is no next 
eauivalent camP8llUl. 

destroy after 5 years. 

destrov after 3 years. 

destroy 2 years after comple-
tion of next comparable visit, 
on completion of related 

study or when no longer 
needed, wluchever IS sooner. 

destroy on completion of 
next comparable visit or 
when no longer needed, 
whichever is sooner. 

destroy I year after all action 

has been completed.
 

destroy on completion of
 
VISIt.
 

destroy when superseded or
 
obsolete.
 

destroy when rescinded. su-
perseded or obsolete.
 

destroy after 3 montha.
 

see table 34-1.
 

25 
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If the reeonU are or L 
pertalD to coDSistiDg of which are	 thenE
 

community service pro- reports at HQ AFMPCIMPCASC destroy when superseded,
16 
gram obsolete, or no longer 

needed.- at other than HQ destroy after 2 years. n 

- AFMPC/MPCASC 

legal agreements and permits obligating the AF destroy when superseded, ob-lS 
solete or no longer needed. 

locator or personnel cards, machme hstmgs, rosters and comparable destroy when superseded, or19 
data data	 on reassignment or separation 

of individual (see note 1). 
(See table 182-2 for postal di-
rectorv.) 

duty rosters rosters, forms and other records	 destroy after 6 months or on 

inactivation of unit, which-
ever IS sooner. 

31 mdrvtdual record of cards used for mtbtary personnel	 destroy 6 months after card 

duty	 has been filled, or destroy 

unmedtately after individual 
IS separated or transferred; or 
on mactivanon of unit, 
whichever is sooner 

30 

f--
32	 cards used to record attendance of contract tech- destroy when no longer
 

meal service and similar eersonnel needed for audit purposes,
 

33	 internal inspections! letters, checkhsts, report of findings, and docu- destroy 1 year after comple-
self-mspecnon check- ments pertaining to penodic local mspecnona/ln- non of next comparable in-


hsts/inventones (not ventories and are not a part of or needed to docu- spectlon!mventory or when
 

covered elsewhere) ment another record series covered elsewhere no longer needed, whtchever
 
\ is sooner.
 

34 overtune requests form record of approval or disapproval of over- at supervisory, approval destroy when records are 3
 

time, holiday premium pay, and compensatory authority, or admirustra- payroll years old (see note 2).
 
time nve level
 

35 gtfts from foreign gov- background informanon related to gift presenta- destroy after 30 years or
 
enunents to AF per- nons, requests to retatn gtfts for official use, when no longer needed,
 
sonnel, consultants and appnusa1s, request approvals, reports, guidance on whichever IS sooner.
 
their dependents accepting gifts, investigative data, admtrustrative
 

or dtsctp1inary action against violatof! of gift
 
acceptance and rePOning provisions
 

°36 fiexinme attendance supplemental time and attendance records, such kept by supervisor destroy after 3 years or after
 
records as Slgn-tn/Slgn-out sheets and work reports, used GAO audit, whichever is
 

for time accounting under ftexttime systems sooner (see table 177-21, rule
 j1fl J 'Z-, s-t: 
3). 

NOTES: -	 . 
I When the reverse of AF Form 624 is used to record a disclosure of personal informabon covered by the Pnvacy Act, the form must be kept for 
at least 5 years from the date"of the last disclosure or the life of the record, whtchever is longer. (See AFRs 1\-24 and 12-35.) 
2. Documents may be retained in office until eligible for destruction. ..~
 

3 When congressional travel records are used as background for case 81es, their disposition wtll be the same as the files they support,
 
4. Ofrer to National Archives in 5-year blocks when latest record is 25 years old. 
5. See table 40-1 for CIvilian personnel office authorities, table 70-5 for designation and appointment of contracting officers, table 182-2 for ap-
potDtment of urut mati clerk, and table 177-17 for appointment of cashiers and agents. 
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ITABLE J2S.,1 I 
IINSPECnON RECORDS I " 

R A B
 
U
 

L II tile reeonll are
 
E	 orpertlJDto collllltlDa of 

1	 inspection reports
 

not otherwise eov-
ered in this table
r--

1	 record copies 

r--
-3 

r--
information copies of other	 UDit inspections for self--. 
inspection purposes and replies when required 

-
information copies of other	 UDit inspections for moni-
toring	 the status of individual UDits corrective 

actions, formulating exercise	 1lCell8ri0ll, and conduct-
mg OR! type exercises 

-••1 

S	 special interest items inspection files 

-
6	 copies of reports with active-review findings 

....--
7	 informational background materia1 collected during 

an insDection 

8 surveillance records	 records re1lecting results of evaluations, inspections 

and sta1l' visits by The Inspector General USAF. in 

connection with overa1l surveillance of AF pro-
JttIUDS. missions, and ooerational readine118 

9	 inspection team pro- inspection itineraries, team penonnel rosters and 

gramming	 change sheets, records on personnel augmentation, 
suggested items for inspection, special subjects for' 
inspection (other than APR 121 series), and infor-
mation oertinent to soecia1 insDection elforts 

10 mspection checklists	 IDSpect10n checklists, inspection guides, individual 
methods of approach or similar records and papers 
related thereto, not published as, or supplement to, a 

s~ publication per APR Sool (See Table Sool); 
and. w~ are not used to record a completed 

10.1	 self-inspection ,
 
checklists
 

11 mspection clearance	 certificates of UDit property. certification of cleJl1Ulce 

certificates	 from accountability of station property. departure 
certlftcates, authorized personnel. vehicles, and cargo 

certlftcates, comparable certiIcates, and papers 
related thereto 

12	 operational readi- plans prepared for guidance of the conduct of opera-
ness plans tional readiness insoectiona 

C 

-'IdI are 

at MAlCOMB and ~ 

ordinate commands 

at inspected activities, 
monitoring, evaluating, or 
approving authorities 

at UDit level 

at base self-inspection 

o1Iice 

originals at HQ USAF/ 
IGD (note: paper copies 

are normally microfilmed 

within 3y~l 
at inspection o1Iices 

. 
e-

at inspected UDits, pre-
pared prior to movement 
departure, to insure that all 
directives have been com-
plied with in connection 

with sanitation, policing, 
property. and all other 
re8Donsibilities 

at MAlCOMB and below 

D 

tIleD 

destroy I year after next like 

inspection or after 3 years, 
whIchever is sooner. 

destroy 10 yean after com-
metion of subiect insnection. 

destroy I year after corree-
tive action bas been taken, or 
when	 no longer needed, 
whichever is later. 
destroy 6 months after own 

comparable inspection report 
received or when no longer 
needed whichever is sooner. 

destroy upon receipt of next 
inspection report for that 
UDit, or when no longer 
needed, whichever is sooner. 

destroy after 1 year. or when 

no longer needed, whichever 
is later. 
destroy 2 yean after ape 

Droval	 of insDection reoort. 

destroy when no longer 
needed. 
destroy 10 yean after com-
pletion	 of subject inspection. 

destroy I year after comple-
tion of inspection to whIch 

records pertain or when no 

longer needed, whIchever is 

later. 
destroy when superseded, ob-
solete, or no longer needed. 

see table 11-2, rule 33. 

destroy after 1 year. 

I 

destroy when superseded. 

,II 
I 

II 
I I' 

I 
j:1 
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U die recardI 
peJ1IdD to 

an or 
aI ftfdI .... 
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6 precision 

equipment 
measurement mech·niud card system recorda, aDd other reIat.ed 

or comparable forma UIed for rec:ordiDa raulta of 
deItroy 3 months after entry. 

precision IIIeIIIII'iq equipment inspectionI aDd 
cahDration operations, and for eatablisbiDg reiD-
soection and rec:alibration IChedulel 

7 produCtIon and control permaDalt and temporary control-uumber carda, destroy when superseded or 
number cards cn.-reference carda..aDd similar recorda used to 

provide. method ofcontinuity,lUId to ISIUI'fl tba& • 
obsolete. 

spec:i1lc: commodities can be identi&ed to the pro-
-~ and DonDIO catetrorv 

8 engineenng drawings see table 67-15. 
and related records 

9 base-Ievel contracted- purchase requ.esU, work speci1lcations, contracts, at contnct maintenance destroy I year after close of 
maintenance control registers, ledgers, iDspection reports, or- ofIIceI FY in which designated 

den for supplies or services, and reIat.ed or maintenance is completed or 
comparable records maintained in the perfOl1lWlCe accepted. 
of modification, moclermzation, rebuilding, 
overhaul, repair, or servicing of materiallllldlor 

--- equipment by commercial organizations 

contract to the AP 
IlJICler 

10 at bale procurement o8i- see table 70-1. 
c:a 

11 clean room environ- environmental comparison data and environmental destroy after 2 years. 
ment tallv used for historical 

12 management of items worbheets, 8UIIlIIW'ia, status reports, evaluations, at ALCa deItroy when no longer 
subject to repair forecast data, shortage Iista, and related 6stinp to needed or I year after last 

_iMlSTRl control aDd reoort items subiect to rmair entrv. whichever is sooner. 

13 AF LogJStics Com- reports or other records relating to investigation on toolalequipment Dot destroy 2 yean after annual 
mand (AFLC) tool! 
equipment control and 

of loss/recovery 

under AFLCR 
of toolalequipment 

~ 
covered found in foreign object

dam8ae (POD) critical 
cuto1f or when no 

needed whichever 
longer 
is later, 

- accountability program area but Dot to exceed 6 vears. 

13.1 on toolalequipment not destroy I year after annual 
fOUDd in low/DOD POD cuto1f or when DO longer 
cridcaI area needed, whichever is later, 

- but not to exceed 6 vears. 

14 on toola!equipment destroy when DO longer 
recovered needed. 

IOTES: . ~ 
Repair requirements reports in rule 1.1 ~ by reportina activities which are not needed to IUpporl maintenance projects may be destroyed 

fter 1 year. 
2. Destroy engine overhaul records ~ '..YCIIfIr or when- no longer needed for analysis or raearch, whichever is sooner. 

ITABLE 66-3 I 
R A ," J	 D.>	 e 
U 
L U the recorda 
E are or to 01 

1	 materiel/equip- hiatorical recorda for aircraft, air laImchedI for items tnDaferred, dODated.. sencl with related items; destroy 

ment individual ground launched miasiles, eaaines, propellers, or sold retIiDed copies after 3 months. 
historical files bombsights. parachutes, aerospace ground 

equipment, traiDiDa equipment, CEM equip-
ment, precision meaaurement equipment, real 
property iDstalled equipment, IDd similar items, 
maintained per TO 00-20-1 
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A' B C
 
~ .....U II...... L 1I'8. __ to 01	 wIddt are

B 
p- made part of surplus property 

l account 

for equipment destroyed, ~ abandoned, reclaimed, sal-
valled. lost or missin<r 

~	 for expended air launched 
missiles 

for ground launched missiles ~ expended or destroyed (not 
related to APR 110-14). and 
reentrv vehicle 

used to record significant his-~ 
torical data for special appli-
cations as prescribed m APR 
~1. MAlCOM or chief of 
maintenance 

~ ..,	 used to record time com-
p1iance technical orders. and 
all entries have been trans-
ferred to mechanized reoorts 

I-- used to record installatiOIl .. 
time used, condition, removal 
and return for rehabilitation of 
video head, -., used to record installation 
time used, condition, removal 
and storase of imue tubes 

I-- historical records for specific inertial navigation ~ to record significant his-

-
'10 

units maintained per TO 00-20-10-10 torical data during organi-
zational, intermediate. and 
deoot level maintenance 

I--
'11	 records at TR.C containing 

infoJ1ll8lion on maintenance 
actions which occurred prior 
to and including the previous 

I cvcle to the TR.C ~ 
OU records at TR.C containing 

field and/or TR.C data of the 

I"'- current cycle 

'13 repair aoaIysia report	 at originating TR.C 

. .~	 - , 
)	 at other activities t-!!!.	 
, 

'U	 manual data forms maintained with equipment ..-
in curreut use, 8lled·in and last entries have 
been carried forward to new forma 

~ 
'H automated data forma maintained with equip- prepared" by bases operatinS" 

ment in current use an automated maintenance 
management system, for - which data is stored iIl'com-

Iouter memotv 

, ) 

D 

. -
tbea 

send with related Item to appro-
priate Defense Property Disposal 
Office for disDOSItion. 
destroy three months after &ban-
donment of search or physical 
disposition. 

send and dispose of the same as 
table ~8. rule 33. 

destroy when no longer needed 
or as directed by MAlCOM or 
the chief of mamtenance; or 
when the eqwpment IS trans-
ferred anelv rule 1. 

destroy after venficatlon of all 
entries on the mechamzed re-
ports. 

destroy 6 months after Video 
head is returned for rehabili-
tation. 

destroy 1 year after amage tubes 
are retired. 

send to Technology Repair 
Center (TRC) with the related 
hardware per TO 00-20-10-10. 

destroy after processmg all per-
linent mformation mto data base 

or when related equipment is per-
manently removed from inven-
torv. 
send with related hardware, as 
part of historical record, after 
entrv into data base. 

destroy after data IS entered in 
data base or when no longer 
needed. whichever IS sooner. 
destrov when no lonaer needed. 
hold as part of equipment his-
torical file, or destroy after 3 
months if they do not contain his-
torv information. 
hold the last 7 reports; when 8th 
report is received, destroy earliest 
one. 

-
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*17 

*. 

·25 

e26 

err 

*28 

*29 

*30 

A 

IItile recordI 
IN 01' to 

materiel/equip-
ment individnal 
historical files 

, -, 

oflice appliance 

IDedical equipment 

ground weapons 

historical data 

•
 
of 

aircraftlmisaile condition report 

radiographs, photographs, and other recordings 

methods with reports of findings 

worksheets used in compliance with functional 
check flight (FCF) as required in 00-20 series 

TOs. TO l-I-JOO. and apphcable weapon sy&-

high power electron tube records, i.e., electron 

tube field life record and electron tube per-
fonnance and status report 

deferred discrepancy recorda for Inter-
continental Ballistic Missiles, maintained in TO 

TRACALS equipmem status file comprised of 
data forms which portray daily history of the 

facility/site, including ground cbeclt cer-
tifications, flight inspection reports, graphs, 
NA V AIDS ground recordings and certification 

forma, system performance ratings, and any 

other significant data pertinent to TRACALS 

equipment and not included in nJIes I through 

inspection reports for ~CALS equip-
maintained (or the Jut special/periodic 

1Dapection 

record for each indivi· 

inspection, maintenance, and firing data on 

ground band and shoulder weapons 

...... ~----•
 
C 

wllicb IN 

those sets of forms containing 

only maintenance actions or 
information where sufficient 

considered significant, i.e., sur-
veillance of airframe struc-
tural components for fatigue 

in stress after repairs, and 

maintained by eqwpment 
serial number in the individual 

coDSJdered routine 

maintained as completed FCF 

worksheets for the last 
phase/periodic inspection 

for assIgned launch facilities, 
complexes or launch control 

at the facihtylsite 

..'" 

for weapons ~erred, do-
nated or sold per applicable 

~ -
"r \/":.; 

D 

~ 
c 

-, 

last 5 reports; when 6th re-
18 received, destroy earliest 

after return from PDM 

information 18 transcnbed to 

recorda. 

WIth equipment when 

or destroy when 

18 dropped from AF 

(see note I). 

after 3 months or when 

by next FCF worksheet, 
is later. 

as part of equipment hlBtori-
file; destroy when replaced by 

special/periodic inspection 

with related weapon; de-
held copies after 3 months. 
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•
 
made part of surplus property forward With related i 
account Defense Property Dis 

for dIS 

for weapons otherwise destroy 3 months after aband 
dropped from property ment of search or phYSicaldis 
account, i.e., destroyed, aban- sition. 
doned, rec1auned, salvaged, 
lost or missm 

recumng inapect10n reports for weapons stored	 destroy when superseded. °33 
or used b an or . tion 

launch site histon- records reflecting variances and adjustments to	 destroy on deactivation of launch °34 
cal data ~ considered when a1iining the weapons sys- site facility or when replaced by 

tem in silo to assure combat readiness a new senes rmssile. 
conS tion 

NOTES: 
t. Turn in film eligible for disposal to the Defense Property Disposal Office on a quarterly basis for recovery of silver content. 
2. Rules were renumbered due to Records Information Manasement System computer program requirements. 

rANALYSIS AND EVALUATION RECORDS I 
R A B	 C D 

L If the recordl are or
 
E pertain to c:oasIstfng of which are then
, U 

1 actuaria1 analysis	 correspondence, teletypes;' general purpose data destroy when engme IS 

sheets, aerospace engine life data, engine failure. dropped from mventory. 
rate graphs and computations, ofticial engine 
failure rate table, and similar records 

2 oll analysis program used oil analysIS request for ground eqwpm,ent and destroy 3 months after trans-
aircraft cribing and statistical proces-

sina.r-
3	 oil analysis record for use in visible 81e see table 66-3, rules I through 

3.2.1.I--
4 spectrographic analysis worksheets destroy when no longer 

needed. 
5	 mamtenance and corro- summary reports of evaluation results, such as copies at project office destroy 10 years after accept-

sion evaluation pro- project directive change- notiCes by the monitoring anee and/or rejection of pro} 
gram projects agency, acknowledgement recorda, intenm, spe- ect. 

cial, and flna1 reports (including backup data) by 
evaluatina oflices, and project notifications by the 

r-- monitoriDg asency 

6 copies at other than pro} destroy when no longer 
ect offices needed. 

7 production count	 carda that accumulate production credit and stan- .... destroy when superseded or 
dard cost data to provide information for mainte- obsolete. 
DanCe enaineerina cost accountina sY8t.em-

8 source materia1	 deatroy 3 months after prep-
aration of detail cards. 

9	 mamtenance produc- summary reports formulated from production daily reports deatroy on receipt of monthly 
tion and uti1ization count carda; used to evaluate, analyze, and pro- summary. .reports vide maintenance information	 

> 

I--
10 reports other than rule 9 deatroy I year after as of date. . 

above 

11 maintenance analysIS	 summary reports from maintenance data systems daily reports deatroy after 90 days or on 
used to evaluate, analyze, and provide mainte- receipt of monthly summary. 
Dance information'-- -
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If. o.n ....... Plum. ad Programming This table coven records ~pertaiDing ~~ pQ1i~YL8!i~~ .@ltd 
manal~ent proQedura tOt ~the progtamming of. facility maintenance, repair, OP.Cf3tion,_~d ~ew ~JJStrucP9n ~g" 
all funding sources available for such purpose. I <,l/: 

ITABLE 16-1 I 
I-PROGRAMMING avo. ENGINED RESOURCIS I -

R A- S C D 
" U 

L U tile ncronII 
, I E ueOl'DS1aiDCO of wIddlue tbeD 

i -I MCP	 and minor annual (PY) MCP recorda and essential su~ at HQ USAPILEEP retire as permanent a master copy of 
I 
I	 CODStruc:tion porting evidence (line listinp) each program document with line list-, I	 IprolJl'Bllll, in- ing, (note 2) 

eluding P-341. 
, I	 • NAF.andO&M
 

by contract
 
II 1 extra or reference copy records of MCP.	 destroy when no longer needed (EX-
, , P-341. NAP. and o&M programs CEPTION: retain one copy of each
 

document for 5 yean after pro~ year
 
involved, or until no longer needed,
 

- then destroy).
 

3	 conatnzctiou project justi1Jc:ations, aite plans, destroy 4 years after year program was 

maps, definitive drawings, photographs, ma- enacted into law. or when no longer 
chine tabulations, listinp, BAM cards tapes; needed, whichever is later. (note I) 
narra&ive repor18. studies, CUJiespondence re-
lati.u to aule 1 

4	 line item proj- program submissions, correspondence, repor18. at MAlCOMa and below hold for monitoring and control pur-
ects (that are and other aeJated papers poses: for disposition see table 89-1. 
IlDDI'O.vedl 

l' 5	 line item proj- hold for resubmission purposes; if not
 
ects (DOt accept- approved after.5 years, destroy,
 
ed for c:urrmt
 
CODStruction
 

, 

-6 budget anthori- USAF COIIItnICtion program document (the at HQ USAFILEBP retire the final issuance as permanent. 

- zation c:onstruction ftmdiauz authorization) I[note 2) 

7 superseded changes and/or revisioDs of fundint destroy 6 years after superseded. 
"I authorizadOllS-

at MAlCOMa and below destroy 2 years after su....!... 
9	 statisdcalllUlDllWies, tabulations, worbheets, destroy after 2 years or when no longer 

correspondence, and othez data relating to needed, whichever is sooner, 
apportionment requtSt, ftmd allocations, re-
aDocations, withdrawals, and the tnDIf'er of 
t\mds-

10 project case me..	 ~ project approval and funding in- are approved projects destroy eight years after completion and 

t~ wort orders, engineer drawings, final payment of settlement of the proj-
~ speciftcationa, materials approval, eel. (EXCEPTION: Should an ofllcial 
ad odIeJ' related data inquiry thereon be made at any time , ' . ,	 during or after final settlement of any 

... 

~ ....-	 claim. retain files for 2 additional vears.) 

11 r.- ate dlsapproved'projects	 destroy on determination that their 
accomDlishment is no lonller reauired.~ 

12	 manufacturer'. cmJop troubleshooting in- - destroy when no longer needed. 
strucdon&, maintenance instructions, parts lista, , 

- and related papers which do not dURUcate oth-
er recorda on file - - -

r 

13	 project inform&- project dati, correspondeDce repom, and' other pertain to projects destroy when no longer needed. 
tioDallDd con- related papers approved _lower eche-- -
trot files- lOllS 

II 

I 

I 
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01 -11.g~t· co~ , 
... ., 1 ~c" • r ,B	 C J D" i ~...<1 i<'.J),~ ~ -..1~ ' •~ .-	 - ..	 ~ ---~ ~ U If die records 

- -.. coasUtlaa 01	 which are tileDareorDertafDto
I

monthly reports of repair, minor construction,	 destroy when uo longer needed. (l!X- .F==" rogrsJD reports~ p . modification, and operation and mamtenance CEPTION: Destroy the 30 September
 
projects proposed or in progress report after S years, or when no longer
 

needl!d whichever is later.)
 
reports, related forms, and working papers destroy after 1 year.
~ormance~ evalual10Dpro-

a1'8IIl recQrds 
1,....-0-
_._~: 1. explOSIveSite planmng generated by APR 127-100 will be disposed of m accordance With table 127-1, rule S.
 r'~ to Nal10ualArchives m IO-year blocks when latest documents are 30 yean old. 

fijLE .1] I 
~BOARD,-A:;:=- B	 C DA• ....U 

If die records.. consfsting of	 which are tIleDareor~toI 
F'"" 
I approved Facilities Board (FB) minutes at HQ USAF/MAJCOMs/major destroy after S yean.minutes of 

meeungs serving as final approval for funding O&M subordmate commands/bases/ 
projects stations 

f- (RESERVED)u, 
in members file	 destroy when no longer needed, or3 

after 1 year, wluchever is sooner 
(EXCEPTION; when interflled with 
related projects, the disposition gov-
emmsr the eroiect annlies). 

f- at actrvities other than rules 1 and destroy after 1 year (EXCEPTION: 4
 
3 when interflled with related projects,
 

the disposition governing the project
 
illll1lliesl.
 

rTABLE 86-4 I 
rNATOINFRASTRUcrtJRE PROGRAM I 
R A B C D 

U 
L If die records are or
 
E pertafD to consJstlng of - whfcb are tileD
 

I	 SLICE-project case facilities projects. site plans, maps, drawmgs, stud- at HQ USAFE/DEXN. destroy after Joint Formal
 
files(U S. records m ies, correspondence and a copy of the infrastruc- NATO Infrastructure Acceptance Inspection (JF AI)
 
support of the NATO ture disbursing vouchers for Preflnanced Projects Division and audit by the NATO
 
Infrastructure Pro- (see note) Board of Auditors.
 

.naml 

'NOTE: A copy of the vouc~ wiD> be kept with the prefinanced project files. The original vouchers will be sent by the AFO to 'HQ 
APAFC/AJQED per table 177-5, rule 4.1-with the original accounts descnDed in table t77-S, rule 1. .... 

87. Real Property Management. These tables cover records pertaining to policy, procedures and 1'esponsibilities per-
tainingto acquisition, management, use, disposal, inventory accounting, and reporting of real property. Except for 
inventory, exclude contractor-operated industrial facilities which are covered by table 78-3. 
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11. Administrative, ~~ .These tables cover administrative recotds not provided for_el$ewlrere inthis reguJa~ , 

r TABLE 11-1 I 
IOFFICE SUPPORT I 

R 
U 
L 

E 

1 

1 

3 

4 

4.1 

tIIJ'U 

4.6 

5 

6 

f--
7 

r--
8 

\I 

9.l 
10 

A 

U the records are or 
pertaiD_ to 

office admirustrative 
files 

(RESERVED). 
~ERVED~ 

source, support or con-
trol dats 

(RESERVED). 

(RESER VEo). 
reports, controlled and 
uncontrolled (defined in 
APR 700-11) (not cov-
ered elsewhere) (see 
note 3) 

. 
precedent files 

f1lESERVED). 
office instructions, addi-

B 

conslstfnll of 

records accumulated by indiVIdual offices that 
relate to the mternal administration or housekeep-
ing activities of the office rather than the functions 
for which the office exists, including recorda 
related to the office organization, staflint, pro-
cedures, and communications; the expenditure of 
funds, including budget papers; day-to-day 
administration of office personnel including train-
ing and travel; supplies and office services and 

eqwpment requests and receipts; the use of office 
space and utilities; copies of internal activity and 

workload reports (mcluding work progress, statis-
tical, and narrative reports which are prepared in 
the office and forwarded to higher levels), if not 
covered elsewhere; and other materials that do not 
serve as official records of the programs of the 
officeJ:note 5) 

working papers, drafts, stenographic notes, tapes 

and disks that have been transc!ribed; charts, 
diagrams, or other graphic material used for 
briefings; or sinuIar data that are summarized in 
fina) or other form which are used to facilitate or 
control work in progress and are not needed}or 
record 

information copies 

extra copies of selected recorda received or 
created reftecting policies, procedures, instructions 
or functional responsibilities; examples of typical 
cases; and similar data which is or is not in other 
record series that may serve as an eumple, reascm 
or iustification for a later action 

collection of reports, checklists, worksheets, cor-

C 

wIdcIlare 

at preparing activities 

at requiring activities 

at monitoring or inter-
mediate activities 

'0" 

D 

tileD 

destroy after 2 years, or 
when no longer needed, 
whichever is sooner. 

.JJl?A £.-) , .J 

destroy when no longer
 
needed (see note 1).
 

destroy when no longer
 
needed.
 

• submit a recorda disposition 
recommendation per volume 
I h 1-2b. 
destroy when no longer 
needed .
 
destroy when superseded,
 
obsolete, or no longer
 
needed, whichever is sooner.
 

destroy when superseded, ~.tional duty hand- respondence, instructions, and related records obsolete or no longer 
books/workbooks (see which prescribe or state IJ desired way of perform- needed, whichever is sooner. 
note 2) ing a local task or function whi!;:hare not appro-

priate or issued as standard publications (see table 
5-1) 
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t13. _Colt ~ 1bia table ~VeIJ reco.rds$ttah';Dg to the PDlicies._principlc:s.~aDd~eti~ fu£~~~ 
cost analysis throughout the Air Fdrce, including cost information systems. planning factors, cost analysis methOd$ 
anc:fprocediiies, cc:ilIt eetimaDng,- and cost estimate trackiiig; and Life CYcle Cost. .- - - - . ~ , : ) 

ITABLE 173-1 I 
ICOST RECORDS I 

R A B C D 
U 
L U the reeordI 
E are or pertain to 01 wbIcb are tIleD 

1 cost estimatiDg reports, 8D8lyses, correspondence, and related data at HQ USAF and destroy after 10 years or -relatioDShip/cost factor which provide a chronology of O&M appropria- MAlCOMB when no longer needed. 

I-- program tiona COlts by oraauization and DroaraDl element 
1 support documents, data processing cards, statisti- destroy when superseded, ob-

cal tabuiatiOll8, and other working papers solete, or after 2 years, which-
ever IS sooner.I--

3 below MAlCOMB destroy after I year, or when 
superseded, obsolete, or no 
lonzer needed. 

4 cost information contract cost-data summaries, functioual cost-hour at APSe, ASD, ESD, destroy paper records when 
reports (CIR.)	 reports, progress curve reports, FY functioual SAMSO and similar converted to computer input 

cost-hour reports, comparable reports, and orgauizationa data. 
correspondenceI--

5 store computer mput data in 
ADP data banks.I--

6 individual program data files relating to cm at HQ USAF and HQ destroy after the acquisition 
. reauirementa	 APSe lphase of each eroeram, 

*175. AudidDg. These tables cover records pertaining to the policies and procedures for auditing Air Force 
accounts, including internal audits of accounts and records covering military property, sales, appropriated funds, 
nonappropriated funds, real property, Air Force control system, industrial audits, verification of accounting and 
finance oftieen' accountability, and surveys of accounts and records of contractors. This series includes procedures 
for processing audit reports and tracking and following up on audit reports. 

I-TABLE 175-1 I 
IINTERNAL AUDIT AND CONTROL lWX)RJ)8 I 

R A B C D
 
U
 
L U the recordI
 
E are or pertain to 01 wbIcb are tIleD
 

1	 installation- insta11ation reports of audit' at activities having custody of destroy ~th the records to
 
level audits - records audited whichth~
I--

1 , held by insta11ation commanders or destroy"2 years after ab manage-
audit focal points and intermediate or ment actions have been com-

r:	 
MAlCOM OPRs or audit focal pleted provided deficiencies have - ~ .-	 oointa been corrected (see table 17S-21. I--	

T 

"'~~.l,

3 ,,~	 other management copies destroy when all useful purposes
- .... have been served. I--

4 reta1ncct copies 0.' ~on reports of at Audit Agency area audit o~ destroy S years after close of FY 
audit In which issued. provided- ,	 management actions and audit 

foUowup have been completed 
and all useful purposes have been 

- -	 - served (see note). I--
5 at Audit Agency MAlCOM destroy 1 year after all manage-

representative oiIlces ment actions have been com-
DIeted. LSee table 17S-21. I--

6 other Audit Agency copies destroy when all useful purposes 
have been served. '---
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U
 
L If tile ~ Ire 01'
 

E pertafa to 01 widell Ire tIIeB
 

7 audit prognms UId workiDa papa: files at Audit Agency area audit offices	 destroy after 3 years provided all 
. lDIIIIlISement actions and audit 

foUowup have been completed 

and all useful purposes have been 
served (see note). 

-
8 commander's audit commander's audit program reports of held by installation commanders or destroy after all useful purposes 

program audit their sta1r have been served. 

9 at Audit Agency area audit offices	 destroy I year after the FY m 

which the report was issued pro-
vided audit foUowup has not 
been requested.-10	 audit DrolUllDlS and workinll DIlDCf files 

11 public accountant public lCCOuntant reports of audit at nonappropriated funded activities destroy when next pubhc 

audits of DOnap- accountant or Audit Agency 

- propriated funds renort is issued. 

12	 held by installation commanders or destroy 2 years after all manage-
audit focal points UId intermediate or ment actions have been com-
MAlCOM OPRs or audit focal pleted provided deticiencies have 

-	 looints been corrected (see table 17S-2)' 

13 other management copies destroy when all useful purposes
 

- have been served.
 

14 at Audit Agency area audit offices	 destroy after next pubhc account-
ant or Audit Agency report of 
audit IS ISSued.-

15 at Audit Agency MAlCOM destroy 1 year after all manage-

representative offices ment actions have been com-

- IDleted (see table 17S-2).
 

16 other Audit Agency copies	 destroy when all useful purposes
 

have been served.
 

17 centrally directed Air Force reports of audit at activities having C1\Stody of destroy with the records to
 

- auchts records audited which they pertain,
 

18	 held by MAlCOM or Air Staft' destroy 2 years after all manage-
OPRslOCRs and associated audit ment actions have been com-
focal points pleted provided defiCienCies have 

- been corrected (see table 17S-2). 

.J2.. other manaaement CODies destroy when no longer needed. 

10 , at Audit Agency programming divi- destroy 5 years after close of FY 

sions	 in which issued, provided 

tDaIUlg1IJDent &coons and audit 
fOUOWllP have been completed 

and all useful purposes have been 
served (see Note). 

I--
II at other Audit Agency activioes destroy 1 year after management 

, 
actions and audit foUowup have 

- - been completed provided all use-,--~ ful have been served.-n audit prognms and workina paper files	 at Audit Agency programming divi- destroy after all management 
!lions actJons and audit foUowup have 

been completed provided at least 

- 3 vears have elaosed (see note). 

13 at Audit Agency area audit oftlces	 destroy after all installation
 

management actions and local
 
audit foUowup have been com-
pleted provided at least 3 yeaJ:S
 ..	 - have elaesed (see note). 
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P'"., 8CC01IIl1I or recorda wIleD audit report(l) diIcloIed 

cleflcieDC:ies Involving mcmies owed to the US 
retain- abe audit report IDd the 
recordI for 2 yean after the 

OovemmeDt the report iIIumce, tIleD 
dispose of II provided in 
tabla covering the recordI, 
provided all collec:tion actioua 
are comnleted. 

10-.. accounts or records wIleD audit report(s) dilclosed retain the audit report IDd the 
ddlcieDCies which involve IUIpeCted fraud, records for 2 years after the 
falsi1lc:ationof documents, or criminal conduct report issuance, then dispose 

of II provided in tabla cover-
ing the records, provided all 
litipdon (mcluding appeals) 
and cUsc:ipliDary action is com-
IDieted. 

~ 
'5 investiptiona of GAO, accounts, records, IIIIpporting recordI and wortdq retain the audit report and the 

DOD, or AP 'hotline" papers not covered by rula 3 IDd 4 records for 2 years after the 
allep1iODS report issuance, tIleD dispose 

of .. provided in the tabla 
coverinJr the records. 

rT~LE 175-3 I 
~RDS HELD FOR GENERAL ACCOUNTING OFFICE (GAO) AUDIT I 
R A B C D 

U 

L Ifdie recordI are or 
E pertIfIa tID 01 nidi ... ... 
1	 site or comprehelllive origiDal money lICCOunts,vouchers, contnlCta, and send to HQ AFAPCIDAD 

audit by GAO their IIIIpporting records that are or have been where they will be retired to 
audited by GAO	 the Dalver Pederal Archives 

and Records Center (PARC) 
to be disposed of per table 
177-5 (see note 2 below). -
2	 records in rule I that are unaudited, held over 3 

yean from closing date of lat period audited (see 
note n 

NOTES: 
I. If unaudited records present a storage problem within the ].-year hold period. aubmit a request for transfer approval through the Command
 
IUcords Manager (RM) to HQ AFAFCI DAD. .
 
1 Por shipping instructioua see chapter 7.
 

176. Noaapproprlated FundI. These tables cover records pertaiDing to the administration of and accounting for 
Donappropriated funds (NAP): ~ _ . 

a. Records of the Air Foice Aid Society. Boy Scouts of America. women's clubs, aDd other such activities which 
have DO of6clalstatus with the AF are not ofticial AF records. Therefore, this directive does not apply. 

b. The Air Force Welfare Board administers the Air Force Central Welfare Fund, the Central Membenhip Ass0-
ciation Fund, and such other nonappropriated funds directly assigned to the Board. Related records of operational 
matters concerning personnel management, financial management, and funding controls are covered in the following 
tables. Retain records subject to audit or inspection until cleared for disposal'by the commander. 

c.	 Disposition of Air Force Base Exchange records is governed by AAPES Manual 5-1. 

Ii \ 
I 
t I 



Rescinded. Use property acco.g fUes m the 145-1p	 These records concern functiODs _d dIlties~.
• 71O-senes of tJus. regulation. 

" 

145-11 

ROTC cadet evaluation reports 

Authonty!
 
Privacy Act: A0703 04aDAPC
 

Documents of cadet ratings prepared by Profes-
sors of Mihtary Science and commanders pnor to 
graduation. Included are evaluation reports and 
related mformation 

Dispofition: 
Destroy 2 years after graduation, or send to 
higher command on request. 

145-1j 

ROTC scholarship sehlcted applicant files 

Authonty· NC-AU-76-10
 
PrIvacy Act: A0703.04DAPE
 

Documents relating to the selection of mdivtduals 
for ROTC scholarships. Included are apphca-
nons, reference questionnaires, interview work-
sheets, desenpuve reports, Scholarship Selection 
Board vote sheets, evaluatton score sheets. docu-
ments reflecting College Entrance Exammatton 
Board scores. and related documents. 

Disposition: 
Destroy I year after mdividual graduates or IS 

disenrolled, 

145-1k 

ROTC scholarship nonselected applicant files 

AuthOrity: NCI-AU-83-48 

Documents reflectmg the nonselectton of appli-
cants for ROTC	 scholarships, Included are appli-
cations, physical exams. and medical histories, 
secondary school transcripts, documents reflect-
IDg extracurricular acnvmes, documents reflect-
109 CEEB scores. and related documents. 

Disposition: 
Destroy I year after graduation of the 
non-selectee's class. 

145-1m 

ROTC graduate	 8Ies 

Authority: 

Documents used to determine assignment of 
graduates. showing names and pertinent infonna-
non concerrung students scheduled to complete 
the senior Reserve officers training course and to 
be commissroned in the US Anny Reserve. In-
cluded are rosters, cards. tapes. orders. and relat-
ed documents. 

DIsposition: 
Destroy I year after completton of assignment. 

145-1n 

Inquiry and eUgibWty 8Iea 

Authority: NN-I66-204
 
Pnvacy Act: A0702.03aUSAREC
 

Documents related to venfytng the ehgtbthty of 
mdivrduals for	 the Reserve Officer Trarnmg 
Corps. Included	 are letters. reports. designation 
of Distmguished Mihtary Students. and SImilar 
documents. 

DIsposition: 
Destroy after 2 years. 

140 

ROTC unit eftiuations 

Authonty: 

Documents related to ratmg and reporting. on
 
ROTC Units fathng to meet the standards
 
required for retention. Included are reports of de-
ficiencies by professors of military SCience. recom-
mendations of major commands. notices of
 
probattonary status. W8lVers, acadennc evaluation
 
reports. correspondence about corrective acnoe,
 
and sumlar or related documents.
 

DIaposition:
 
Destroy S years after expiration of the waiver or
 
removal of the urnt from probation.
 

145-1q 

ROTC performance reports 

Authonty: 

Documents reflectmg the performance of ROTC 
graduates by class standtngs at officer onentatton 
courses. Included are reports to Anny areas. re-
ports to DA Stalf agencies. notices to the presi-
dent of each msntunon of how well the ROTC 
graduates from his or her school performed, and 
Similar or related documents. 

DIsposition:

DA Staff offices and offices of major command
 
headquarters: Destroy when no longer needed for
 
current operations.
 
Other offices: Destroy after 2 years.
 

145-1r 

ROTC class standings 

Authority: 

Documents re8ectmg class standtngs and failures 
of ROTC officers attending officer onentatton 
courses. Included are forms, printouts, correspon-
dence. and sumlar or related documents. 

DIsposition: 
Destroy after 3 years. 

145-la 

NDCC Instructor se1ectlons 

Authority:
 
PrIvacy Act: AlOO5.0lDAP£
 

Documents relating to choosing instructors-fer 
NDCC schools. Included are letters With detailed 
expenence quahficatlons. approvals by the Anny 
Stalf. and similar	 or related documents. 

DIsposition: 
Destroy 2 years after termination of employment 
by the school. 

145-1b 

NDCC uniform approvals 

Authority: 

Documents relating to approval for NDCC 
schools to adopt untfonns similar to the Anny 
untform. Included are recouuwndattons. approv-
a1s, and SlIDilar related doclIiImts. _ , 
DIsposition: 
Destroy on drscontmuance Qf the Unit or OD 

adoptton of another untfonn. 

165 
REUGIOUS ACl'IVITIFS 

Presalblng DJreettre: 
AR 165-20	 Dunes of Chaplams and 

Commander's ResponSibilities 

15 OCTOBER	 1986'-UPDATE • AR 25-400-2 

chaplams; rehgtous programs. including secvtc 
sacraments, and rites; use of ctiapets and sirm 
activities; auxrhary chaplains; and ;ehglc 
reports. 

Number 

165 

General religious	 activities correspondence 

Descnption and Disposition: 
a. General correspondence relating to rehgi. 

acnvities that cannot logically be filed With 
detailed records listed below. Destroy afte 
years 

b Documents relating to rehgious acnvn 
that are received for mformation only. on wh 
no action IS required- Destroy when no Ion 
needed for current operations 

165-lOa 

Chaplain privileged counseling/intemew com! . 
mcation cases 

Authonty:
 
Pnvacy Act: A0722.05DACH
 

Documents relatmg to counseltng of a pnvile 
nature between Anny chaplams and Army m 
bers or their dependents Included are memo 
da, resume of counsehng mterviews, notes. lett 
forms, or related documents 

DIsposition: 
Destroy 2' years after completion of IDdIVl( 
cases. 

165-lOb 

Religious census.	 education, and registration 

Authonty:
 
Pnvacy Act: A072206DACH
 

information accumulated by chaplains to pre 
data on religious educatton and trammg neec 
faith groups. denommations, or rehgious s 
Included are mdrvidual quesnonnaires, sun 
correspondence. memoranda for the rec 
counseltng data (but not those appropnate fo 
number 16S-2Oa above). index cards. and SIT 

or related tnformatton. 

DIsposition: 
Destroy when no longer needed for cur 
operations. 

165-lOc-

Baptism, marriage, and funeral ftI~ 

Authonty:
 
Privacy Act: A0722.02DACH
 

Documents maintained m Headquarters, De 
ment of the Army, related to reporting each 
tism. mamage, and funeral service performe 
mthtary chaplams, auxiliary chaplains, and 
authonzed Civilian clergymen for military pe 
ne1 and authorized cmhans. Included are Ie 
forms, and related documents. 

DIsposition: 
Destroy in CPA	 after 50 years. 

165-lOd 

Chapel registers 

Authonty: 

Documents refiecnng marriages. funerals 
baptisms. Included are chapel registers and 
ed documents 


