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&.EAVE a&'ANKREQUEST FOR RECORDS DISPOSITION AUTHORITY JOBNO 

(See Instructionlon feW,..) N\.-~~ -9..0-(<0
OATERECEIVED TO GENERAL SERVICES ADMINISTRATION
 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408
 

1 FO'&~a¥e'Me'Yl!.t4M~e Air Force	 TOAGENCY NOTIFICATION
In accordance WiththeprovISIonsof 44 USC 3303a 

includIng ISapprovec 2 m~e~8~~~ of Information Management (SAF/AAIA thedIsposalreQuest. amendments.
exceptfor ItelTlS that may be	 notmarked"dIsPOSItIon
approl/lld"or "Withdrawn"'" column10 If norecords 
areproposedfordiSPOSal. of theArch,v,stthesIgnature IS3 ~~<t'h¥,c!§lvf.tlf~agement Policy Branch notrequIred 

4 NAMEOFPERSONWITHWHOMTOCONFER S TELEPHONE ARCHIVISTOFTHEUNITEDSTATES 

Mr. Jay N. Rivest 694-3431 

EXT. tj:;k6 ~--......~., -
6 CERTIFICATE REPRESENTATIVEOFAGENCY

I hereby certify that I am authonzed to act for this agency in matters pertaining to the disposal of the agency's records 
that the records proposed for disposal In this Request of pagels) are not now needed for the busmess of this 
agency or will not be needed after the retention penods specified. and that written concurrence from the General 
Accounting Office, If required under the provrsions of Title 8 of the GAO Manual for GUidance of Federal AgenCies.IS 
attached 

A GAO concurrence [j ISattached. or D ISunnecessary
 

B DATE C SIGNATURE REPRESENTATIVE
OFAGENCY	 D TITl-E,
Cn1ef, Records Mgt Policy Br 

~i JAN 1990 GRACE T. ROWE ~4.A--<- 'I ~ Directorate of Information Mgt 

9 GRSOR 10 ACTION7 8 DESCRIPTION	 SUPERSEDED TAKENOFITEM ITE~ 
(Wltlt l"ellu_ Date. or Rete"ho" PenolU)	 JOB (NARSUSENO CITATION ONLY)---------+------------------------------------------------------------~~ 

JOINT UNIFORM MILITARY PAY SYSTEM 
RECORDS AT BASE LEVEL (T177-32) 

(Applicable Air Force-wide) 

(JUMPS) 

This is 
purpose 

a 
of 

change 
this 

to our 
submission 

table 
is 

177-32. 
to: 

The NC-AFU-
75-50 

1 Revise rule 30 
the unit Leave 
all copies), 

to cover 
Control 

the 
Log 

disposition 
- unit Copy 

of 
(vice 

only 

2 Add 
unit 

rule 30.1 to 
Leave Control 

cover 
Log 

the disposition 
- MPSMA Copy, 

for 
and 

the 

3 Add rule 30.2 to cover 
unit Leave Authorization 
Assignments. 

the disposition 
Numbers--Block 

of the 

specific levels (unit leave clerks, commanders' 
representatives, and accounting specialists) 
maintain these documents to control military 
leave and provide an audit trail for the leave 
process for up to one after after annual recon-
ciliation. 

We attach our proposed disposition instruc-
tions, a sample of the records, and the 
General Accounting Office's concurrence. 

11S-108	 STANDARDFORM115 (REV8·83: 
PreK"bedby GSA
FPMR141 CFR)101 114 

http:AgenCies.IS


PROPOSED NEW/REVISED AIR FORCE RECORD RETENTION SCHEDULE 

TABLE 177-32 
JOINT UNIFORH HILITARY PAY SYSTEM (JUHPS) RECORDS AT BASE LEVEL 

I I A I' BCD E I 
IRULE IIf the record series titIe is l!::.co~n..:::s~i2.s!:..t I.::;wh~i~c::..:h-:a!!.!r..!:e,-- ....&~...au::.t:::.h:..::o"-r.:..:iz::..::ed~b~y'_Ii:..:.n:.:zg-:o~f,-- ---,I~th~e::.:..n!....-
1-1-----------1-----------1---------1-----------1----1 130 lunit leave control log - unit copy Ilogs used to control leave auth- lat units of attachment or Idestroy 1 year after accountable INC-AFU-75-50 I 
I I lorization numbers sign in/out Iassignment Ifiscal year I I 
I I I(AF Form 1486) I I I I 
1_1 1 1 1 1 • 

130.11unit leave control log - HPSHA copy I lat military pay subject matter Idestroy after accountable fiscal Inew 
I I I [area (HPSHII) [year provided all leaves have been I 1 
1 1 I 1 Iposted 1 11_1 1 1 1 1 1 

130.21unit leave Authorization numbers-- Icertification of leave number lat units of attachment or Idestroy 1 year after last account- lnew 1 
1 Iblock as~ignments Iblocks (AF Form 1134) 1assignment lable fiscal year shown on form I 11_1 -- __ -- __ 1 1 1 1 1 
1_1 1 1 1 1 1 

• 
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UNIT LEAVE CONTROL LOG 

1111 ___ '''lIIIm 
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_l1li11., 
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• 10 
...,. 

IIII" __ IICD 

~/_cr 
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DEOOl00 150ct JONES. ROBERT A •• AIC. X7122 522-66-2372 

Emergency Address: 123 Matn Street Denver CO 80123 No Days LV' 6 

-1>£00101 150ct GRANT. JAMES R •• TSgt. X4321 516-45-1287 

Emeraencv Address' 2112 Moline Aurora CO 80012 NI Davs lV' 2 

22-27 Oct 

23-24 Oct 

21 O~t 

.11. 23 Oct 

~O Od 

21 Oct .". 24 Oct 

27 Oct 

'R o,.t 

.,. 
22 Oct 

CANCEL 

.,. 24 o~t 
• 

D£00102 160ct OLSON MITCH C SSot X5321 216-75-4321 22-31 O~t 
.". 

22 Oct 

23 Oct 

2 Nov 

UIKKt.L 

Emeroency Address' 629 Broadway Denyer CO 80205 No Days LV' 10 

.". 
3 Nov .,. 5 Nov 

.,. 
.". .,. 

AF Form 1486. OCT 86 PHI-:VlOlIS 

Flpre 7-2. AF Form 1416, Ualt Leave Control Log• 
1.;01'1'10111IS ousocsre 

.". .,. f 
i 

• ---



UNIT LEAVE AUTHORIZATION NUMBERS -
UNIT IDENTIFICATION: 2nd 11M, Barksdale AFB la. BLOCK ASSIGNMENTS 

I 

DATE 
ISSUED 

BLOCK ASSIGNED 
TO 

AUTHIN 
BLOCK 

UNIT LEAVE CLERK ASSIGNED 
("_111 ....", 

SIGNATURE DATE 
CLOSED 

COMM_OER'S (0........ _' SIGNATURE

, ,...." _rtf" III ...... , of .. ,. _ ......... 10 __ 0' .._ .,_.,.,.. .",!No" _ .... '.d ____ dlfl_i~f~IfIoAl'O 

1987 
6 Jm 101 to 200 100 Fred IbSs. Ale FAui r~ 1987 

123 Am k'k 7? ~ P-t'L 
5 AI):; 201 to 300 100 .c~ .t')~ 

• 

NOTI!: tier.'tIIltt ",. Urtlt Co... ~e." 
o _"'0'* _1IIId (0, not 

d.",.tto .. III ... talll.1I tile llioe•• Ize o( leow outllorUolio 
"'OPe tllon 0",ontll 0(_ 

.. ;auollle (or 011)' UIIit It U ,...,o",,,,mded. 11_ ...... tIIot llloe. -""",e .. " 

AF .:::: 1134 Uti ~PMfTWQCf'PU 1115 .640-'8,,2)\&6 

Figure 7-3. AF Form 1134, Unit Leave Autborlzatlon Numbers-Block Assignments• 

•
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,, ITABLE 177-32 I 
JOINT UNIFORM MILITARY PAY SYSTEM mTUPa RECORDS AT BASE LEVEL p R A B C D 

U 
L U the recorda are 
E or pertain to coDlisUng 01 which In then 

1 snbstannanng infor- original of record transmittal listing with support- at military pay subject	 send to HQ AFAFC/AJQED 
matlon	 mg records such as report leave transactions, matter areas by the 6th workday of the 

MPOs, allotment authorizations, pay adjustment calendar month followmg the 
authonzanons, and related matters processed month bemg 

-	 reeorted (see note 1). 

-1 report of travel/leave time	 for ongmal, see table 177-5, 
rule 2 dunhcate see rule I f---

-3	 COpiesof records sent to HQ AFAFC/AJQED; destroy after 6 months 
e.g, MPOs DIY adjustment authonzatlons etc.

f--
4 receipted or retained copy of DD Form 139, Pay destroy receipted copy 6 

Adjustment Authorization months after receipt; destroy 
retamed copy 6 months after 
ongma1 records are sent to 
HQ AFAFC/AJQED. pro-
vided no mqwry IS made con-
cernmg nonreceipt of ongr-
nals.

f---S JUMPS pay record accessibihty (PRA) roster include ongmal semiannually 
With the submission of sub-
stantlatmg documents 
(May-November). (See rule 
I). Destroy retained copy 
after 6 months or when a new 
roster IS created.I--

6 leave request/authonzanon	 send Part I (and III. If 
received for processmg) to 
HQ AFAFC/AJQED by the 
6th workday of the calendar 
month followmg the proc-
essed month being reported 

f--	
I(see note 1) 

-7 at unit of attachment or	 destroy Part III after leave 
assignment	 block venfication unless there 

is a discrepancy m leave data. 
If there IS a discrepancy m 
leave data, forward Part III to 
the AFO For termmal 
leaves. destroy Part III 10 
days after the last day of 
leave if the member has not 
returned from leave f--

-8 for internal management forward Part III to urut. 

-
9 original JUMPS data change transaction register at CBPOs, personnel sys- send to HQ AFAFC/AJQED 

(JTR) tem management (pSM) by the 6th workday of month 
area followmg end of month proc-

- essed (see note I). 

comes of JUMPS data change transaction	 destroy after 6 months ~ 
ongma1 of JUMPS miscellaneous transaction regis- destroy after 90 days. 

- ter 
11 

acknowledged COpiesof military pay orders at preparing activities destroy after 6 months. 
(MPOS) 

12 

13 data collection listmgs	 all transactions processed, recycled, or rejected at urnt mput source destroy after 2 months (see 
dunng an update note 3). I---

14	 at military pay subject destroy 6 months after end of 
matter areas month m which created. '--
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ITABLE 177-32 CONTINUED. 
R A B C D 
U 
L If the records are 

E or pertain to consistinll of which are theD 

15 all transactions (transactions number only) that destroy after 6 months. 
processed in an update; inputs by another AFO, 
AFAFC, AFMPC, or CBPO for a member servo 

- Iced by that AFO 

*16 all transactions within a cycle that went to the destroy after 6 months pro-
recycle file at AFAFC vtded all transactions have 

- dronned from cycle. 

*17 all management notices provided by AFAFC destroy after 6 months pro-
vided no AFO action IS pend-
mil:. 

*18 rejected transaction rejected transactions destroy 90 days after end of 
hstmgs month in whtch all rejects on 

- the hstmg are cleared. 

*19 pay-affectmg transactions submttted by the CBPO at CBPOs, PSM 

- whtch are rejected at AFAFC 

*20 all transactions rejected to the operatmg director- at mthtary pay subject destroy after 6 months. 
ate at AFAFC matter areas 

21 leave and earrung duplicate copy of monthly statements of member's If bulk-filed, destroy when no 

statements leave and earnings longer needed but not later 
than 60 days after close of 
oenod to whtch they oertam. 

22 LES extracts (NBT certified COpies of listmgs created by the vanous destroy I year after end of 
2(0) products opttons of NBT 200 month created or when 

replaced by a newly certified 

I-- listmll:. 

23 6-month history pnntout filed in member's PCS destroy when purpose has 

package upon permanent been served, but not later than 

change of station (PCS) 6 months after date of last 

I--
entry. 

24 original of leave and earnings data created upon filed in member's manage- destroy per rule 22. 
member's seoarationlreenlistment ment case file 

25 daily transactions detat1ed record of all transactions received and at military pay subject destroy after 6 months. 
actions taken by AF AFC matter areas 

26 collection and dis- COpies destroy I year and I month 

bursement vouchers after close of FY in which 

created, provided there are no 

outstandmg discrepancies for 
which correcttve action has 

been prescnbed by HQ 

AFAFC (see note 2). 

27 control logs logs used to provide reference and control for destroy I year and I month 

records of disbursement, cross-disbursement, and after close of FY in whtch 

collectton voucher numbers for AF members and created. 

I-- members of other Services 

~ incoming and outllOIDa AUTODIN transmtssions destroy after 6 months. 

*29 data collection log print listings of all messages, destroy after 30 days. 

- commands; and s}'Stems activity_ 

30 logs used to control leave authorization numbers at uruts of attachment or destroy I year after account-
sign in/out (AF Form 1486); certification of leave assignment able fiscal year. 

- number blocks (AF Form 1134) 

*31 MPO document control log (AF Form 1373) destroy when actton is com-

32 transmittal letters forms and form 

pay records 

letters used to transmit military at military pay 

matter areas 

subject 

Dieted. 

destroy 60 days after close of 
pay period to whtch they per-
tain. 

, 
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ITABLE 177-31. CONTINUED 

R A 

U 
L U tile recorda are 
E or pertaiD to 

33	 nonava1labtbty of
 
govenunentq~
 
and mess
 

34	 posting media 

35	 JUMPS transaction 
cards
 

36 PCS package transfer
 
actions
 

I--
37 

38	 AFO payment authori-
zanon (JUMPS) 

I--
39 

r--
40 

41	 pay authonzation bal-
ance sheet
 

42	 pay service file leave
 
and earnmg statement
 
m1SmBtchlIstina
 

43	 pay service file utility
 
print optlons
 

44	 mternational balance
 
of payments
 -

..!L 
46 

47	 money lists (copies
 
other than AFO
 
retained file of dlS-
bursement and collec-
non vouchers)
 

48 one-time nuhtary pay-
roll money list 

49 seauence check Iistlnll 

50 TO Form W-2 

I--
51 

I 
B 

colllJlstlng of 

retained orgamzationai copies of forms and related 
records 

records (other than source data) such as journal 
vouchers, posting data transfer forms, similar 
forms, and specuilized posting media used for 
machine applicatlons, used to provide input data 
to the accounts control area 

BAM cards for JUMPS input transactlons 

original forms filed in member's Pes package 

COpies 

origInal forms authonzmg local payment by AFOs 
and other military Services, mcluding messages or 
letters advising paying AFO that payment has 
been entered on MMP~ used to SUDDQrt~yment 
second copies of above forms forwarded to paymg 
and collecting as subvoucher to nulitary pay 
voucher 

thtrd copies of above forms keypunched for input 
to dally update 

computer lIStings 

summary payroll list 

euarterlv list 
summary cards held for production of quarterly 
reoort 
data concerning regular payrolls 

data concerning one-tune pay authorizations from 
HQAFAFC 

breaks in check numbers of checks eroeessed 

listing of mismatches between pay service file and 
TO Form W-2 tape 

listing of data pnnted on member's TO Form W-2 
used to recreate W-2s. If necessary 

C 

wbleb are 

at issuing/approving 
authonties 

at all prepanng actiVIties 

at losing AFOs 

at military pay subject 
matter areas 

D 

tIlen 

destroy I year from date of 
issue. 

destroy after 3 months. 
EXCEPTION: when 
discrepancies are involved, 
destroy 3 months after 
discreeaacies are cleared. 
destroy after IS days. 

destroy after gammg AFO 
venfies inclusion of appropn-
ate records and posting of 
eavments, 

destroy after 6 months or 
when no longer needed, 
whichever IS sooner. 
send to HQ AFAFC/AJQED 
by ISth of month followmg 
end of month processed (see 
note 11 

destroy I year plus I month 
after close of FY m whIch 
created, provided there are no 
outstanding discrepancies for 
whIch correcnve acnon has 
been prescribed by HQ 
AFAFC (see note 2). 
see rule 34. 

destroy after 6 months. 

destroy after 3 months. 

destroy when no longer 
needed, but no later than 2 
months after date of creation. 
destroy after 6 months. 

destroy 2 months after crea-
tion of Quarterly report. 
destroy after 3 months. 

destroy after 2 years 
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ITABLE 177-32 CONTINUED 

R A
 

U
 
L IIthe records are
 

E or pertaiD to
 

52	 edit error list 

53	 check ISSue lisnng 

-
54 

55	 pay service file pnnt 

56	 error cards 

57	 JUMPS-grams 

58	 leave orders (emer-
gency and special) 

59	 servicemen's group 

hfe Insurance elec-
nons or declinanons 

60	 reconcihauon lists 

61	 reference materials 

62	 pay adjustInent
 
authorization
 

-
63 

-
64 temporary lodgmg
 

allowance (TLA)
 
entitlements
 

6S 

--66 

-67 management case files 

I--
68 

•
 
B 

coDllstlng 01 

error	 condmons created when 9B product control 
cards fail B-3SOOedits 

every computer-produced military payroll check 

issued by the AFO 

current pay and leave InformatIon and summary of 
last 32 transactions 

cards	 used to correct errors or reject transactions 

computer pnntouts transmitted VIa AUTODIN 

containing special Instructions from HQ AF AFC 

to AFOs re militarY nav nrocessina 

copies of leave orders authonzing emergency or 
special leave for oversea personnel to CONUS 

copies of forms 

summanes of JUMPS payment/collectIon transac-
tions, used to reconcile payment/collection post-
mgs with master military pay accounts or With 
cash accountabilitv reports (MAFR) 

JUMPS company code directories, JTR indexes, 
JUMPS locators, listIng of amounts paid centra11y 

to finanC1al organizations, and other similar pro-
ducts 

COpies of pay adjustment authorizations uunated 

by AFO or received from other AFOs or HQ 

AFAFC 

request for TLA and supporting records such as 

TLA worksheets, TLA expense, initial TLA 

authorizatIon and continuation request/approval 

indebtedness records, mcluding bankruptcy 

basic	 allowance for quarters (BAQ) recertification 

•APR 12-50 

C 

which are 

at paymg and collecting 

subject matter areas 

at subject matter areas 

other	 than paymg and col-
lecnnz 

filed m member's PCS 

package upon PCS 

at military pay subject 
matter areas 

at units of attachment or 
assignment 

at CBPOs 

at lIlltiating military pay 

subject matter areas 

at receiving military pay 

subject matter areas 

ongmal forms used to 

compute and support pay-
ment 

copies at military pay sub-
ject matter areas used to 
provide data for navment 

case file copies at TLA mi-
tiating office used for 
authorization and payment 

at military pay subject 
areas 

Vol n 30 OCtober 1987 

D 

tIIen 

destroy upon correction of 
error.
 

see table 177-19.
 

destroy after 3 months.
 

destroy when purpose has
 
been served, but not later than
 

6 months after creatIon.
 

destroy upon correction of
 
~ororupond~tion
 

that transactIon was erroneous
 

and will not be resubmitted.
 

destroy when obsolete or re-
scmded.
 

destroy after approval of
 
leave request/authonzatIon
 

form.
 

destroy when superseded by
 

newly executed election.
 

destroy 1 year after year/
 
month comes in balance.
 

destroy after 6 months.
 

destroy suspense copy upon
 

return of receipted copy; de-
stroy receipted copy after 6
 

months.
 

include origina1 in substantI-
ating records (see nile 1); de-
stroy retained copy with
 

DROTs (see niles 13 and 14).
 

send to HQ AFAFC/AJQED
 
per AFM 177-373, volume I.
 

see nile 26.
 

destroy 1 year after termina-
tion of TLA (EXCEPTION:
 
when discrepaaeies are m-
volved, destroy 6 months
 
after they are cleared).
 

include in PCS package upon
 

PCS; if separatIng or retiring,
 
include m separation/retire-
ment oaoerwork (see nile 71).
 

destroy 2 years after member
 
departs PCS or when super-
seded bv new recertIficatIon.
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ITABLE 
R 
U 
L 
E 

8 

~ ·70 

r--·71 

I---
1.72 

·73 

.,4 

·75 

1'7'7-32CONTINUED .
 
A 

IIthe I'eCOIdI are 
or pertafD to 

pennanentchangeof 
stanon (PCS) package 

quality assurance 
batch print 

."	 data collection input 
transmittal listing 

·77	 password control
 
rostera (AF Form
 
199)
 

·78	 mput transaction Iist-
inJlS_ 

NOTES: 

I 
B 

coDldatiDg 01 

authonzat1on/desJgnation for emergency pay and 
allowances 

dascrenonary files based on local needs 

separat1on/retirement paperwork 

Article IS/court mart1al order (CMQ) 
state Income tax WIthholding (SITW) 
recernficanon 

pay service file (pSF) print, leave and earning 
statement (LES) history pnnt, indebtedness 
records, and similar records 

all transactions Input Into a data collection batch 
(to venfy keyed data) 

all transactions transmitted to AF AFC via data 
collection in a cycle(s) 

password and operator IDs for personnel author-
ized access to the IDJDlCOmputer 

AFO	 transacnons assigned a document number 

C D 

wblch Ire then 

destroy upon PCS or when 
superseded by new authonza-
non, 

destroy upon PCS, when 
superseded, obsolete, or no 
longer needed, whichever IS 

sooner. 
destroy 6 months after mem-
ber separates. 
destrov after 6 months. 
destroy after I year 

destroy when purpose has 
been served, but not later than 

6 months after date of crea-
tion. 
destroy after cycle has been 
successfully transmitted to 
AFAFC. 
destroy after receipt and 
printing of AFAFC update 
results. 

maintained by the AFO destroy I year after the roster 
IS replaced by a new roster 

at ID1litary pay subject destroy after 3 months. 
matter area 

1. HQ AFAFCIDAD retires to Denver FARC with ongmal accounts per table 177-S. 
2. AFOs are notified of discrepancies or out-of-balance condinons by DAD or Directorate of Military Pay VUl the voucher balancing and MAFR 
reconciliat1on reports. Vouchers must be retained unt1l discrepancies or out-of-balance conditions are corrected. 

i,
l 
I 

~ 

3. Authonzations for members 
register of transact10ns (DROT), 

ITABLE 177-34 I 
RE'I'IREE AND ANNUITANT 

R A 
U 
L IIthe records are 
E or pertaI.a to 

1 reared pay folders 

who turn in a meal card upon becommg eligible for bastc allowance for subslstence (BAS) are verified to the dally 
then filed with the meal card control register, and destroyed per table 146-1, rules 14 andlor IS. 

PAY SYSTEM CRAPS)RECORDS AT AFAFC 

B 

colllfltfna 01 

source records used to establish and connnue the 
pay of retiree and to establish entitlement of 
unpaId pay and allowances and death gratwty to 
the survivors, to include retirement orders, data 
for payment of retired armed forces personnel, 
survivor benefits elections, emergency information, 
statement of employment, withholding certificates, 
Veterans Adnurustrat10n and Office of Personnel 
Management waivers, correction of information, 
etc., and records such as medical reports, court-
appointed fiduciary and other related papers per-
tainina to mentally incomoetent individuals 

C D 

wblch are then 

termmated due to death or 
removal from temporary 
disability reared hat 

retire to Denver FARC after 
I year where they will be de-
stroyed 6 years after calendar 
year In which temunated. 

I,I


