
REQUEST FOR AUTHORITY •

TO DISPOSE OF RECORDS 

(See Instructions on Reverse) 

TO: GENERAL SERVICES ADMINISTRATION 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

1. FROM (AGENCY OR ESTABLISHMENT)DEPARTMENT OF THE AIR FORCE In aeecrdanee with the provisions of 44 U.S.C. 3303. the dis-
___ --------------------------------1 posal request, including amendments, is approved except for 
2.	 MAJOR SUBDIVISION items that may be stamped "disPOSlI not approved" or "with· 

drawn" in column 10.DIRECTORATE OF ADMINISTRATION 
3. MINOR SUBDIVISION 

DOCUMENTATION SYSTEMS DIVISION 
4. NAME OF PERSON WITH WHOM TO CONFER	 TEL. EXT. 

MR. C. J. PHILLIPS 
6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I 'ltreby certify that I am authorized to aet for thi.s agency in matters pert~onongto the disposal of the age.ncy's records; that the records proposed for disposal in Ihis Request of 
~ page(s) are not now needed for the busrness of this a,eney or WIll not be needed after the retention periods specified. 

HERBERT G. GEIGER, Cttlef 
Documentation Systems Divfsl. 24 SEP 1m 
OiIectOflte of Administrattq 

Date	 (Title) 

9.7. S. DESCRIPTION OF ITEM	 10.SAMPLE ORITEM NO. (With Inclusive Dates or Retention Periods)	 ACTION TAKENJOB NO. 

CIVILIAN PAY RECORDS 

(Table 177-21) 

Proposed revision amends rule 15 to include docu-
mentation resulting from indebtedness and report

of survey. This will specifically identify

reports of survey charges allowing the deletion
 
of Rule 7, Table 177-9, being submitted separate
 

Also adds new rule 22 and Note 3 to provide
compatibility with other subject matter tables,

(military pay, travel, commercial services) whic
 
already contain disposition instructions for 
collection/disbursement vouchers. 

(BEING SUBMITTED CONCURRENTLY TO GAO)
 

115-106	 STANDARD FORM 115 
Revised January 1973 
Prescribed by General Services

Administration 
FPMR (41 eFR) 101-11.4 
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If documents are or 
pertain to 

-;\-claims. waiver~ 
or indebtedness 

GAO or AF Auditor 
General Representative 
exceptions 

control logs 

year-to-date listings 

liatings (not covered by 
rules 1 through 18 

B 

consisting of 

*documents relating to claims, 
waivers, statement of charges (in-
eluding those resulting from re-
ports of survey, and other related 
cases 

records relating to any 
exception taken by GAO 
or AF Auditor General 
Representative audit 

biweekly listings of 
cumulative pay, deduc-
tions and leave data 

manual or machine 
products 

computer output products 
(such as, master pay records 
and employee directory) 

C 

which areused 

for collecting, deducting, 
or repaying actions 
on employees' records 

. " 

for recording disburse-
ment and collection 
vouchers 

for responding to' 
inquiries, re-issuring W-2 
forms, researching 
computer output mes-
sages, etc. 

for edit of input data 
for posting to or updating 
records listed in rules 1 
through 16 

to consolidate, verify, and 
reconcile monthly, 
quarterly, or anjsual 
summaries 

for control purposes with 
in and between civilian 
pay and data processing 

D 

then 

retain until final settlement, 
then destroy when audited or
 
unaudited records are 3 payroll
 
years old (note 2).
 

retain until exceptions
 
are cleared, then
 
destroy (note 2).
 

destroy 1 year after
 
close of fiscal year in
 
which created (note 2).
 

destroy after 90 days
 
(Exception: Last listing .
 

I .~of each quarter will be I' 
retained for 3 years) (see i 
note 2). 

destroy when purpose is 
served. 

destroy after updating 
of summaries is completed 
and audited for 
accuracy. 

destroy when listings are 
replaced. 
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TABLE 177-21 (Continued) 
A	 BR 

U 
If documents are	 consisting of L 
or pertain toE 

22	 collection and dis- copies
bursement vouchers* 

----'	 - .. 

Not ... :	 I. In IIhlpplnK r('I'"r,11I to the rtl!'r;rdll renter, Include I'Oflll'" ,,( 
pRyor	 Irllvl! rp(,(I"III which wrre forwRrrl",1 til CiAO ror 1I"f' In 'lI'ltl"III('nt 
or	 ('IRlmlI. !lr, ,llJrlnK t.h" flnyroll yrllr, n ,'hnnl{o III mn,I" frolll mll"ltI,II' 
to mRnlJ"lllIl~tI"1f "' vl ..1' Vr'rll", Intl'rlll'! thp formll UII,!r! wlthout "'v.nrd 
to	 thp. ,lIfrprpn,'p" In IIlz ... Mnl<r! "" n,ldlng mur-hlno lnlu' IIr till' Y"lIrly 
tot.Alor	 nr-t J1l1ymPfltll. Till'" tot nl must r'llllli th .. m-t lilly tntnl ror Y"nr 
p.h"w"	 lin ti", 1II,}'r,,1I ""II' rol r"((I~t"r. Till' tllllf' III r!"lnl,H'" hy t hn 
.. Ivlltll" IlIly IIr,'n, nn-I ,11""',11",1 of with till' r,-Iht,-,I IllIyr,,1I rI'I{IH'-"",) 

c 

which are used 

to answer inquiries,
process claims, make 
pay adjustments 

loentlon o( nil h.~rll, IItntlon!!, ete., 
rur whl ..h clvlllun pllyrol! lI('rvle(,1I 

• . . 
jn 
! 

then 

destroy 1 year and 1 month 
after close of FY in which ,
created, provided their are 
no outstanding discrepancie~
for which corrective act i•. 
has been prescribed by . 
AFAFC. 

) 
other thnn the pnrent orRBnllRtlon, 

were p('rformed durl:tR the period 

I'R.·k rpI'orrl" (." ddflrrwnt HII IItnt"d In "'lflfll,:r 7, !.lilt lhp 11111111'1111,1 • A fo' M 177 -In-I. I'lIrt oll{ht.., 

*3. AFAFC advises PFOs of outstanding discrepancies within specified retention 
period. In the absence of such advise, AFOs may destroy the records. 

cllvl'r",1 hy th,' roenrrla h('lnK ..hlpI'l'd. 

2. At tlmn of Innctlvntlon or eonsnlldntlon or p .. yrol! Omrl'., records 
thnt hnve not ""111'111',1th .. nlf" "pl'('III"I\ for (1I"111,"nl will he forwnr""d 

•	 tn t h" v.nlllltllC IIIIYI'IIII "m.·... whleh will (11,,1'''"'' of thfl rocords lu necord-
,,1\,,(, wlt.h till' ,1I~1"'lIlt 11111111,111'111111'.COIlll'ly with th .. rl'l,lIlrl'llIl'nlll of 




