
,.. iC~QUEST FOR RECORDS DISPOSITION AUTHORITY 
(s.lltIfMtilllll till "",,.) 

GENERAL IERVICES ADMINISTRATION
 
NATIONAL ARCHIVES AND RECORDS SERVICE WASHINGTON, DC ...
 

TOAGENC'" 

Mr. R. P. Dwyer 703-614-3494 

I hereby certify that I 1m authorized to eet for this agency in mat18rs pertaining to the d..,.1 of the agency', rcords. 
that the records propoaed for despoal in this Request of IIIDI(I) .. not now needed for the business of thiS 

IgenCY or will not be needed after the retention periods lP8Cified; end that written concurrence from the Generai 
Aa:ountlng Office, if required under the provisions of Title 8 of the GAO Manuel for Guidlnce of Fajerll Agencies, IS 
Ittached 

A GAO concurrence. 0 is attached, or @ IS unnecessary 

• DATE !c:. SIQNATURE DF AGENCV "EPRESENTATIVE	 D. TITLE GRACE T. ROWE 
Chief. Records ~gmt Policy Branch1 «)	 OCT 19901 ~~-l 

s: ...TV c: 

t GRS OR tOOA"CrION7 B OESCRIPTIOf\o OF ITEM SuPERSEDED TAKE'"ITE~ 
(1Vitfl I ..~I... IW DIll•• or .",,, .. 110" "rIO~) JOB INARS VSENO ,CITATIOI'II ONl.Y) 

DEFENSE COURIER SERVICE (Table 205-6)
(Applicable Air Force-wide) 

This is a new table. 

The Defense Courier Service (DCS) is a joint
activity established by the Secretary of Defense 
in 1987. The Air Force is designated as the 
Executive Agent for DCS with the Commander in Chief,
Military Airlift Command, exercising command and 
oversight authority. DCS moves qualified material 
for all federal agencies and cleared contractors, 
over 8500 customers. DCS replaced the tri-service 
Armed Forces Courier Service (ARFCOS), its records 
currently disposed of~per Table 183-1. Accordingly,
all references to ARFCOS (including forms) have 
changed to DCS. 

We	 will delete Table 183-1 (Armed Forces Courier 
Service (ARFCOS» upon Table 205-6 approval. 

1	 Rule 1. We are destroying Receipt to Sender (DCS GRS 18. I . 
Form 1) after 2 years. This form is used to enter Item 2 I qualified material into DCS and is the first link 
in the chain of accountability between the 
originator and addressee. 

ITANDARD FOAM"S (REV I 6~ 
~",ro.a DrQ~A 
"PMR .1 C"R 101 11 • 
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2 

3 

Rule 2. We are destroying Authorization Record 
(DeS Form 10) at DCS Stations after 2 years. This 
form is used to certify persons authorized to 
represent an organization in DCS transactions. It 
is renewed annually and DCS stations need to retain 
it for two years for security reasons. 

Rule 3. We are destroying Authorization Record 
(DeS Form 10) at agencies when superseded, as the 
record is also retained at DCS Stations, per
Rule 2. 

4 Rule 4. We are destroying Transfer Form (DCS
Form 32) after 2 years. This form is used to 
invoice, transfer, or deliver DCS material. As an 
invoice, the form lists the contents of a 
consolidated shipment. When used as a transfer 
receipt, the form designates a qualified individual 
to escort DCS material. When used as a delivery
receipt, the form lists material for delivery to an 
addressee. 

GRS 18,
Item 2 

7 

5 

6 

Rule 5. We are destroying Courier Credential (DCS
Form 9) at their expiration or upon courier 
transfer from DCS. They are no longer needed at 
the end of this period of time. 

Rule 6. We are destroying scheduled itineraries 
for the transportation of material when superseded.
When an itinerary (route) changes, the superseded
one is no longer neeqed. 

Rule I. we are destroying administrative and 
operation~l d~ta in the Defense Courier Automated 
Management system (DCAMS) computer when entry is no 
longer valid. This DCAMS data consists of Rules 1 
and 4 records. 

GRS 23,
Item 3 

8 

9 Rules 9 and 10. We are destroying DCAMS data 
printouts for administrative and operational
recorGS ~h~n no longer needed. 

Rule 8. We are destroying administrative and 
opera~10nai aa~a in DCAMS on computer tape when 
longer needed. 

no 
GRS 23,
Item 3 

GRS 23,
Item 3 

.. 

115 20t	 Four copleo, Including original 10 be Jubmlltecl STANDARD FORM 115 A (REV 1283)
to the National Archheo and Recordo Serylce Presc"bed by GSA 

FPMR (41 CFR) 101-11 4 
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10	 Rule 11. We are destroying Worldwide Master 
Account (WWMA) Data (DeS Form 25), consisting of 
account information of DeS's 8500 customers, after 
three months. Des stations complete this form 
using Rule 2 records and send it to HQ Des. We 
only need to keep this form for three months since 
the data is entered into the WWMA computer system. 

11	 Rule 12. We are destroying account identification GRS 20,
and service information data in the WWMA computer Item 4 
when entry is no longer valid. 

12	 Rules 13 and 14. We are destroying WWMA data 
printouts for account identification and service 
information records after 2 years. This 
disposition meets Air Force needs. 

.' 

STANDARD FORM 115 A (REV 12-83)Four	 copies. Including original 10 be ,ubmllteCI 
to the National Archlwes and Records Serwlce	 Prescribed by GSA 

FPMR ,.1 CFR) 101-11 • 
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205. security. *These tables cover records relating to general
policies and procedures governing identification, classification,
and safeguarding classified information; reproducing,
disseminating, storing, and destroying classified matter;
reporting and investigating losses and other incidents involving
the compromise of classified information; investigating and 
clearing personnel for handling classified information; protecting
classified information in the hands of us industry and in 
educational research institutions; assuring the security of 
qualified material transported and delivered by the Defense 
Courier Service, etc. 

*TABLE 205-6 

DEFENSE COURIER SERVICE (DCS) I 
R A B C D
 
U
 
L If records
 
E are consisting of which are then
 

-1	 receipt to Receipt to Sender at DCS destroy after 
sender (DCS Form 1)	 Stations 2 years. 

and 
agencies 

-2	 authoriza- Authorization Record at DCS
 
tion record (DeS Form 10) stations
 

-3	 at destroy when 
agencies superseded. 

-
4 transfer	 Des Transfer Form at DeS destroy after 

form (DeS Form 32)	 Stations 2 years. 
and 
agencies 

-
5 cred£utiul~lcourier Credential at HQ DeS destroy at 

(DeS Form 9) and Des expiration
Stations	 or courier 

transfer 
from DCS.I-6 DCS routes	 scheduled itineraries at Des destroy when 

for the transportation Stations superseded.
of material and 

agencies 

-
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TABLE 205-6. CONTINUED 

R A B e 0 
u 
L If records 
E are 

-7 administra-
tive and 
operational 

-8 

consisting of 

data in computer in 
the Defense Courier 
Automated Management
System (DeAMS) 

data on computer tape
DeAMS 

in 

at HQ Des 
and Des 
stations 

at HQ Des 

destroy
(delete) when 

entry is no 
longer valid. 

destroy when 
no longer
needed. 

-9 DeAMS data printouts
(administrative records) 

at HQ Des 
and Des 
Stations 

destroy when 
no longer
needed. 

-10 

-11 account 
identifica-
tion and 
service- information12 

-13 

-14 

-

DeAMS data printouts
(operational records) 

DeS Worldwide Master 
Account (WWMA) Data 
(DeS Form 25) 

in the WWMAdata Data 
Base 

WWMA data printouts
(account identification) 

I 
WWMA data printouts
(service information) 

at HQ Des 

at HQ Des 
and Des 
stations 

at HQ DeS 

at HQ Des 
and Des 
stations 

at Des 
Stations 

destroy after 
3 months. 

destroy
(delete) when 

entry is no 
longer valid. 

destroy after 
2 years. 


