
LEAVE BLANK 
REQUEST FOR AUTHORITY 

D~ 8E<JM;iD JOB NO.--19,ij
TO DISPOSE OF RECORDS 

(See Instructions on Reverse) NC 1-·#'.rR-7 73 
TO: GENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 NOTIFICATION TO AGENCY 
------.:.-----

1.	 FROM (AGENCY OR ESTABLISHMENT) 
In Iccordance with the provisions of 44 U.S.C. 3303a the dis-

D.EPARTNf.;N'.l' OF 'DiE AIR FO~~'-- -----j	 posal request, including amendments, is approved except lor 
2. MAJOR SUBDIVISION	 items that may be stamped "disposal not approved" or "with· 

~....~.~~~£.ll~~~il!~!W~rn.ljS~TRA:~~T~I~O~N["	 J drawn" in column 10. 

3. MINOR SUBDIVISION 

p..ocUMENTATION SYSTEMS DIVISION 
4. NAME OF PERSON WITH WHOM TO CONFER 

I'm. K. J. aslek	 :1-'1-11 
6. CERTIFICATE OF AGENCY REPRESENTATIVE:	 (Date) 

I herw certify that I am authorized to act lor thi.s agency in matters pert~ining to the disposal of the agency's records; that the records proposedfor disposal in this Requestof 
--"--- page(s)are not now neededfor the buslness of this agencyor will not be neededaller the retention periodsspecified. 

::tE~ERT G. G~iU.;:R, C~je1 
D::cl":::e:-;tr.ticl S;st(mS D/'o'I:lcl
nj,. ...,.t,.r ..tn "t ,'''",inietr-,.t-", 

Date	 .. • - (TItle)' ' 

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

ADtUNl:S'1'RATlVE COMMUNICATIONS DISTRIBUTION 
CONTROL DOCUMENTATION (10-2)

(Applicable Air Force-wide) 

1	 See attached table 10-2. rule 8 which reduces e NN
 
retention period from 2 years to read 1 year.. 170-33
 
It bas been determined that 1 year is sufficien 
lenqth of time t.o retain a document receipt in 
case the container receipt has not been returne • 
Tracer action is always initiated 30 days after 
packaqe has been dispatched and is resolved 
within the current year,. This retent.ion period
vill adequatelyserve all a&dnisb:ative~ legal. 
requirements of the Air Force .. 

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

Administration 
FPMR (41 CFR) 101-11.4 L 
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TULE 10-2 
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ADMINISTRATIVE COMMUNICATIONS DISTRIBUTION CONTROL DOCUMENTATION 
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If doc:um~ta are or 
pertain to 

communications distribution 
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administration communication 
review~ time surveys and re-
suits 0 time survey s 

[RESERVED] 
suspense control 
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8 accountable communications 
control (see note) 
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forms or similar media 

message registers/logs 

message/ corre~ondence review/ 
improvement eck-lists, com-
munication transit time surveys, 
and similar documents 

extra copies of commuruca-
tions, forms, notes, etc. 

file copies of transitory 
communicauons 

file copies of nontransitory 

communications 

accountable container receipts 

C 

wbieb are . 
used to determine distribution 
made of incoming communica-
tions 

f.repared for subject roUb~ of 
erminated me~ traffic y

the message distri tion function 
of Telecom Centers 

used to review message or corres-
§ondence management and to 

etermine average transit time 
of dispatched communications 
to oilier organizations or bases 

reminders that on a given 
date an action is required or 
a reply to an action is 
expected 

used to obtain a receipt for 
accountable containers dis-
patched/received via registered 
mail 

.I 

used to obtain a receipt for 
accountable containers dis-
patched/received via other than 
registered mail or inter-office 
distribu tion 

used to obtain a receipt for 
accountable containers in 
pouches or other consolidated 
mailings 
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'destroy when ~urpooe has been ~ 
served, or after months, which-
ever is sooner, excep t rules 1.1 
and 2 

destroy when superseded or 
obsolete 

destroy when purpose has been 
served, or after 6 months, which-
ever 15 sooner. 
destroy when purpose has been 
served. 

destroy When reply is received 
or action is completed. 

destroy when purpose has been 
served, or me with transitory 
material per table 10-1. 

incorporate and retain with 
appropriate record series per 
other tables.
* destroy on return of signed 
document receipt, or after 1 
year. w~n thsed as a.~transit 
recerp t y t e base In orm a-
tion transfer system, distribu-
tion office or other messenger. 

destroy on return of signed 
document receipt, or after 1 
year when used 8S an intransit 
receipt by the base information 
transfer system, distribution '" 
office or other messenger. 

destroy after 1 year. 
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