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(See Instructions on reverse)
 

TO: GENERAL SERVICES ADMINISTRATION,
 
__ N_AT_IO_N_A_L_A_R_CH_IV_E_S_A_N_D_R_E_CO_R_D_S_S_E_RV_IC_E..:...., _W_A_SH_IN_G_T_ON....;,_D_C_2_04_0_8 __ --f DATE RECEIVED
 

1. FROM (AGENCY OR ESTABLISHMENT)	 SEP 1 8 1978 
NOTIFICATION TO AGENCY 

and Resources Division 
4. NAME OF	 PERSON WITH WHOM TO CONFER 5. TEL EXT 

767-4495 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorizedto 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 e page(s} are not now needed for the business of
this agency or will not be neededafter the retention periods specified. 
D A Request for immediate disposal. 

IiJ B Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE	 E. TITLE'..
nERBERT G. GlIGER, CIIie' 

8 SEP 1978 'nformation Mgt and Resource Diy 

7. 8. DESCRIPTION OF ITEM 9. 10. 
ITEM NO. (With Inclusive Oates or Retention Periods) SAMPLE OR ACTION TAKEN 

JOB NO. 

AIR RESERVE PAY AND AI.J..ClVANCESYSTEM (ARPAS) DOCUMENTATI 
(T177-25)

(Applicable Air Force-wide) 

1	 Attached completely revised table 177-25 of Air FOrce NCI-AFU-

Manual 12-50 is submitted for your review. 76-74
 

The proposed revised table includes all documentation 
currently described in table 177-33, which will be deleted 
from AFM 12-50. A single consolidated table will slinplify
operations at the functional financial offices concerned. 

The proposed revision also reduces retention period of 
documentation currently described in rule 16 of table 
177-25. New rules 19 and 20 apply. Reduced retention 
period is reoammended because all processed data appears 
on the master file history (rule 5) which is retained for 
56 years. other output products are used for reconcilia-
tion, resubmission of rejected items, and for management 
information. Several other rules have been added to show 
record series and dispositions unique only to this system. 

The proposed revision will adequately serve Air FOrce 
requirements. 

STANDARD FORM 115 
Revised April, 1975 
Prescnbed by General Services 

Administration 
FPMR (41 CFR) 101-11A 

115-107 



Table 

Doc 
R 

AU 
L 

If documents are or pertain toE 

1	 serve and Air National 
ard Pay Records 

2 

6 

8 upporting documents 

B 

consi sting of 

jackets wi th 
a1 pay	 records and 

ntitlement data such as 
eclaration of benefits 

ived and waivers,
sistence and dependency 

rtificates and other pay
information records, forms 
and correspondence 

arterly master e 
istory, voucher and 
ransaction data for com-
terized payments 

arning statements 
or computer and manual 
ayments made in 1968 

c	 D 

which are	 then 

at DFARC for all USAF destroy 56 years after
 
Reserve members paid year in which created.
 
prior to 1 Jan 68
 

at mem-
bers paid by AFAFC
 
prior to 1 Jan 68
 

r---~------~------tat the appropr1ate

State Adjutant

General for ANG mem-
bers paid by the ANG
 
Comptroller prior to
 
1 Jan 68
 
at or non-

computerized payments

after 1 Jan 68
 
or ret re to ere
 

they will be destroyed
after a total of 56 years 

destro~ after 1 years. 

entral reference area
 
operat ona copies and destroy after year or
 
are retained in func- when purpose has been
 
tional areas served \.,hicheveris


ier.
 
at DFARC destroy after 10 years,


13 months.
 



iTable 177-25 
Alr Reserve Pay and Allowance S: stem (ARPAS)

Documentati.on
 

R oA B c 
U 
L. thenwhich areIf documents are or pertain to con5isl;ng ofE 

10 

9 earni~g statements for 
manual payments made 
after 1 Jan 1969 

at AFAFC 

retire to DF~~C after 
2 years wh ere they wi 11 
be destroyed after a 
total of 6 years, 3 month 
(Note 1) 

destroy after 6 years. 

11 originals of register of 
~~PAS input transaction 
listings with certificates 
for computerized payments;
signature cards, numbered 
and unnumbered military
pay orders, travel 
voucher claims, statements 
of tours of duty, adjust-
ment authorizations,
copies of correction of 
records, medical certifi-
cates, line of duty
determinations, accounts 
receivable closed case 
files for out of service 
members, notices of levy,
copies~of "paid by others" 
partial payment vouchers,
officer uniform allowance 
certificate and main-
tenance forms, quarterly
quality examinations, and 
other related documents 

retire to DFARC \..here 
they will be destroyed
after a total of 6 years, 
3 months in accordance 
,v.LthTl77-5 (Note 1). 

http:Documentati.on


L 

Table 

Pay and Allowance ARPAS) 

R ocA B 
U 

thenIf documents are or pertain to consi sting of which ore
E 

12 opies of register of 
PAS input t~ansaction 

istings with certificates 
ad fOl~s such as applica-
ion for basic allowance 
or quarters for member 
ith dependents, hazardous 
uty orders, officers 
ertificate of statement 

service, authorization 
or inactive duty training

tion requests, court-
rtial orders, report of 

asualty or message,
ischarge or separation
rders, active duty

rs, statements of tour 
duty, medical certifi-

ate, line of duty deter-
ination, travel vouchers 
r subvouchers, officer 
rriform all.owance certifi-
ations and maintenance 
llowance forms, forms 
ed to record travel 

at ARPAS 
offices 

payrJll forward to AFAFC/DADA 
after the end of each 
fiscal year and before 
31 Dec. AFAFC will 
retire to DFARC where 
they will be destroyed
after 6 years ~ 3 months 
(in accordance with 

T111-5 (Note 1). 

13 destroy after mon.ths. 



Tobie 177-25 
Air Reserve Pay and Allowance System (APRAS) 
Doc umeut at ion 

R 
A	 BU
 

L
 
E If documenll ore Or pertoin to consisting of
 

14 Financial Data Files (FDFs)	 lorigina1 employee's
[withholding a Ilowanc e and 
~ithholding exemption
c ert ificates 

15	 ion .lnaf au thor i za t ions 
to start or stop BAQ 
'c r ed i t 

16	 coples of notices of 
indebtedness, inquiries,
source documents, claims 
and other related 
Ii1"\1" ume n t s 

17 record of travel payments	 forms used to record
 
travel payments
 

18 

c 

which or. 

filed in mem~er's 
financial data folder 
at the ARPAS payroll
office (Note 2) 

at DFARC for TDY pay-
ments made by AFAFC 
to reserve members 
during the period 
1 Jan 68 - 31 Mar 74 
at AFOs 

o 

thon 

r~tain original as long
as in effect plus 4 addi-
tional years, then 
destroy. If retention 
period has not expired
when mem~er becomes 
deceased, separated, dis-
charged, retired or is 
assigned to a non-pay
status, forward to AFAFC/ 
DADA with ARPAS supporting
documents. 
forward to AFAFC/DADA 
with ARPAS supporting
documehts when recerti fi-
cation spaces are filled 
or when superseded.
retain i1 accordance with 
AFM 177-105 • 

destroy 10 years after 
last period to whi.::hthey 
pertain. 

fo rwar d to CBPOs/ ARPAS 
payroll offices at the 
end of fiscal year to 
wh ich they. pertain. 
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R 
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L
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C8A

If documents are or pertain to consisting of which are 

o 

then 

19 dit, reconciliation 
ontrol data 

and omputcrized listings 
ich are action items 

(reject listings), master 
file reviews, dropped

sters, rebuilt master 
file errors, accounts 
receivable collections,
interface discrepancies
and incomplete leave 
list' s 

at AFAFC destroy after 3 months 
or to/hencorrective action 
has been taken whichever 
is later. 

20 other stlngs an 
tabulations 

computerized list of 
input/batch totals, maste 
printouts, unit master 
file reviews, search 
requests, check data and 
other related listings

ich do not require
corrective action 

destroy after quarterly
master file history has 
been received. 

2 lncome tax and 
Federal Insurance Contri-
bution Act (FICA) 

emp oyer s 0 

forms and listings, adjus 
ment documents, FICA 
extracts and other 
related documents 

years a ter 
taxes are paid (see
Treasury Department
Circulat' E). 

management
records 

tnformat comput zed 1 st s 
used fOr reports, histor-
ical data and for evalua-
tion and control ses 

destroy a ter years
when purpose has been 
served {o/hicheveris 

or 

23 vou<;her data deta ed payroll money 
lists, summaries and 
cover sheets 

tnc tn orig nal 
accounts and dispose of 
in accordance with T177-5 
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177-25 

If documents 

and Al l owanc e 

A 

ore or pertoin to 

Sy st em (ARPAS) 

B 

consi sting of 

c 

which or. 

D 

then 

24 listings used to reconcile 
cher bala~cing for 

isbursements and collec-
tions, billing documents,

d FICA and FITW sum-
ries, journal vouchers,

sheets for schedule of 

retained in the 
area at AFAFC 

fiscal destroy 1 year plus 1 
month after close of 
fiscal year in wh ich 
cr~ated, provided there 
are no outstanding dis-
crepancies. 

26 

pay su -

27 debtedness control forms at AFAFC for 
service and out-of-
service Reserve and 
Air National Guard 

stroy 1 year after f 
collection or when case 
is closed. 

28 

29 

ocument 

reference 

control data 

materi~ls 

logs used to provide
ontrol for partial pay-
nt authorizations 

locators, master t s 
and other similar products
sed for reference and 

inquiry purposes 

at AFAFC destroy'after 1 year pro-
vided copies of "paid by 
others" vouchers have 
been received. 
destroy when superseded. 



Table 177-25 
and Al lowance System (ARPAS 

R A B c o
 
U
 

L
 which or.If documents are or pertain to consi sting of	 then 
E 

30 media documents (other than destroy when purpose has 
source data) used for been served. 

hine application or 
control 
_. . .	 ,.__ ~ " --.-- .. -- ..--.------.-.- .....-.J.---- ..--- --.._---------.---.------1--------1----- ..------	 --.- ------~~---. 

ABBREVIATIONS:	 DFARC Denver Federal and Records Center
 
USAF United States Air
 
Al.~G Air National Guard
 
AFAFC Accounting and (Air Force)
 
BAQ Basic AlloHance for
 
TDY Temporary Duty

.4J:\J Accounting and F~i~~u\.c
 
CBPO Consolidated Base Per-sonne.L
 
FICA Federal Insurance
 
FIN Federal Income Tax
 

NOTES: 1. Documents for periods prior to 1 Jul 1975 wtll be retained for 10 years, 3 months. 
2 When member transfers to a unit serviced by another office, member handcarries to the 

gaining unit of assignment. 




