
  

 

 

  
   

 

  

  

 

 

 

 

 

 

 

 

  

   

 
 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-AFU-81-48 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 12/1/2024 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

Item 40/1/27 is permanent. Items 40/1/3 and 5 are disposition not authorized. 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

Item 40/1/1 was only a pen-and-ink change. 

In 1989, Air Force submitted N1-AFU-90-003 to cover all of their temporary items in AFR 12-50, 

Volume II, Disposition of Air Force Records under a single job number. It is therefore assumed that all 

of the temporary items on this schedule were superseded by N1-AFU-90-003. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 12/1/2024 NC1-AFU-81-48 



REQUE;~ °FO~ ~ECO~D"SPOSITION AUTHORITY 
(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 
2. MAJOR SUBDIVISION 

LEAVE BLANK 

JOB NO 

/:2 IfPl 

Directorate of Administration HQ USAF 
3. MINOR SUBDIVISION 

In accordance with the provisions o/ 44 USC 3303a the disposal re 
Quest, including amendments, ,s approved except for ,terns that 1may 
be stamped "d1sposa 1not approved"' or "withdrawn" ,n column IO 

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

Mrs. Grace T. Rowe 694-352 7 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authori~ed to ac_t for _this agency in ma~ers pertaining to the disposal of the agency's records; 
that the records proposed for disposal rn this Request of page(s} are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 

D A Request for immediate disposal. 

[i] B Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE ESENTATIVE E. TITLE 
HERBERT G, GEIGER, Chlef 

.. 1 MAY 1981 Jnformatio._ Mgt and Rcsaurce Div 

7. 8. DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Oates or Retention Penods)'u •, ,. : • _ .. 

POLICY, GENERAL AUTHORITY, and 
GENERAL MANAGEMENT) (Table 40-1) 

(Applicable Air Force-wide) 

The purpose of this submission is to have rules in the 
revised table 40-1 appraised. This revision is necessary 
because of the extensive changes in the civil service 
system over the years including impJ..E;~ntation of the 
Civil Service Reform Acts. Rule 1 ~!:ij1h1.g appraised as a 
under NARS job number, NCl-AFU-80-8, SF115, 20 Dec 79. A 
note is added to rule 1 to clarify that those documents 
which become background information to a publication are 
managed by table 5-1. 

1 

There is no change in rules 3 through 8 except minor 
editorial changes. However, we need to get rules 3 and 5 
appraised for permanent retention. 

These files become the basis for personnel and wage 
administration which support the legal and administrative 
validity of Air Force personnel and pay actions. These 
files are retained at Central Civilian Personnel Offices 
(CCPO) until inactivation, then are transferred to the 
gaining command to close out civilian personnel 

115-107 

9
• 10. 

SAMPLE OR ACTION TAKEN 
JOB NO 

NCl-AFU-7 -66 

/
• ;_,'\Jtt., 

STANDARD FORM 115 
Revised Ap"I, 1975 
Prescribed by General Services 

Adm1nistrat1on 
FPIIAR 141 r.l'R\ 101 - 11 4 

http:REQUE~~.FO


•• 

... 

7. 
ITEM NO 

I IJOB NORequest for Records Disposition Authority-Continuation 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

records. The files are held for 1 year after actions are 
completed and retired as permanent. These files are 
needed for future reference to substantiate personnel 
actions. They have historical significance since they 
provide developments, trends, in personnel and pay 
programs needed for analysis purpose. The annual 
accummulation is small. There is 1 cubic foot of files 
at WNRC for table 40-1, rule 3 and 21 cubic feet of 40-1, 
rule S. The files are maintained by subjects. They can 
be transferred to National Archives twenty years after 
retirement to the WNRC. The general restriction for 
security classified, Freedom of Information and Privacy 
Acts, as appropriate, apply. 

Rules 9-12 have been deleted. These are now included in 
the computerized Personnel Data System-Civilian (PDS-C) 
as described in table, 40-9. 

vist d- svhs1:A.J1-ftve--
Rule 13 disposition isAs deviation from GRSl, item 14a. 
We have found that we need to keep the files for 2 years 
after close of the month in which notification was 
dated. Rule 14 columns A and B have been reworded to exui:5t'~c'UlcseC011~J. 
include direct and non-direct hire for non-US citizens/\ . _tl 
Column D was changed because we need to satisfy specific .bi li'v le M. (See CLwie,Jt11illl,J 

requirements in administering non-US citizens in the host 
country. Various countries have certain regulations that 
we must adhere to when employing their citizens. Rule 15 
was included in rule 14, except that portion pertaining 
to the Federal Republic of Germany, which is now included 
in rule 16. Column Din rule 16 is changed from 1 to 3 
years after separation of employee. We have found that 
due to intermittent employment of the same persons, we 
need to retain their records for at least 3 years. Rule 
17 is deleted since those records are now included in the 
PDS-C computer system (table 40-9). Rule 20 column Bis 
changed to reflect proper nomenclature for the documents 
covered in this rule. Rule 21 column C is changed to 
show that this rule applies to any office maintaining a 
file of official personnel publications. Rule 24 and 25 
are added to cover evaluation and inspection records. 
Dispositions are a deviation to GRSl, item 7c (l)(b). We 
have an administrative requirement to hold the 
evaluations made by HQ USAF until after two consecutive 
reports have been filed. The evaluations/inspections 
prepared and kept by subordinate elements are required 
for administrative reference for one year after the next 
inspection or for three years, whichever is sooner. Rule 

PAGE OF Ii./
B.. 'f 

9. 
SAMPLE OR 10. 

JOB NO ACTION TAKEN 

Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
Gl'O 1973 0 - 579•387 FPMR (41 CFR) 101-11 4 

115-203 

http:LWle.JH\ill.lj
http:svbS~i,+<.ve


, 
IJOB NORequest for Records Disposition Authority- Continuation 

7. 8. DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Dates or Retention Periods) 

?f. ailils the (;ivilian Personne 1 Status anrl 1rnproveinent 
Plan reoorts. c:RS 1, i tern 3a applies. 

Reference rule ?.7. Recornrnenrl that the enrl-of-rnonth (EOM) 
personnel strength Recounting for the fiscal year he 
inaintainerl as a perrianent record. These reports give 
statistics of the Air Force civilian personnel strength 
on an annual ""'a sis. The curnulati ve reports are 
significant since they woulrl historically track the 
strengt~ of the Air Force activities an<l/or give the 
strength for a specific perio<l of tirne. The volume on 
hanrl is unknown. The annual accurmlation is small. None 
have heen forwarderl to the Feileral recor<ls centers. They 
are file<l chronological Jy. The general restrictlons on 
security classifie<l, Free<lorn of Information and Privacy 
Acts apply. They rnav he offere<l to National Archives~ 
w.eo rn d.tM n tit E!llle, t4;.- =te Uffll t t.. ~vv- IO -yeo..v- hlo e.ks \uheYI 

thQ, ~os--t rec~t re.cc~cls t"' fhe hlock °'-"'€ :W yeo.Ys o Id. 
Rule ZB covers extracts from the personnel strength 
accounting systern an<l corollary <locurnentation use<l hy the 
major cornrnan<ls, separate operating agencies an<l direct 
reporting units. They nee<l to retain until ohsolete, 
supPrseclerl, or no longer neede<l for arlr.iini.strative 
reference. They are use<l for trend analysis and to 
answer queries. 

9. 
SAMPLE OR 

JOB NO 
10. 

ACTION TAKEN 

• 

-11_5___20-3-----"--------·-F-o-u;-~;;1-es-,-ln_c_lu_d_lng--o,-:-lg--:l-na--:1---:,,-o-:-b_e_s_u-=--bm---:-:-ltt:-e--:d-:-to---::-th-e--=N-=--a---:tl:-o-na---:1--=A-,c--=h-lv_e_s_ ___J__S_T_A_N_D_A_R_DL-FO_R_M_1_1_5_-A--

Rev,sed July 1974 
Prescribed by General Services 

Admin1strat1on 
(,i'O 197"i O - S'l'l-387 FPMR (41 CFR) 101-11 4 



40·. • Civilian Personnel. 'l'hese table~ cover documentation pertaining to administration ot th~ civilian personnel program, .. 
including recruitment, placement, position classification, career development, employee-management relations, labor 
relations, disciplinary actions, grievances, leave, performance evaluation, equal employment opportunity, and incentive 
awards. Tables 40-1 through 40-7 cover records created by elements of the Office of the Director, Civilian Personnel, 
HQ USAF, major commands, and the Central Civilian Personnel Offices. Those accumulated by operating officials are 
covered in Table 40-8. Payroll records, including time and attendance reporting, are in the 177 tables. Nonappropriate~ • • 
fund employee personnel records are covered in Table 176-2. 

Special Note: All references throughout the tables pertaining to HQ USAF include the Office of Civilian Personnel 
Operations (OCPO). 

TABLE 40-1 

POLICY, GENERAL AUTHORITY, AND GENERAL MANAGF.MENT 

R A B C D 
u 
L If documents are consisting of which are then -
E or pertain to 

1 

2 

3 

basic program documenta­
tion 

(RESERVFJ>) 

*HQ USAF and MAJCOM docu­
ments reflecting basic 
delegations of authority 
(comments and coordination), 
and development of poli­
cies, procedures, and 
methods for conducting 
all phases of the AF 
civilian personnel admin­
istration program 

documents which provide 

*wage schedules, 
resolution of field-referred 
matters, studies, reports, 
and other documents forming 
the basis for development, 
management, and continued 
improvement of the program 

authorities to administer US 

*they are permanent, and 
are retained at accumu­
lating office during i~s 
existence. (Notes 1 v.A,~ ~ 

[~by~.\/J~ 
·(;. ~~ J o/lO/~~ 

hey are permanent and 
the basis for personnel citizen and/or non-US citizen etained at the CCPO 
program administration employees, such as, but not ·ts existence1 on 
authority and which sup­ limited to, base commander's inactiva ·on transfer the . .... 
port the legal and admin­ written designations of civil­ file toga ng organiza-
istrative validity of ian personnel officer (CPO) tion or activ assigned 
personnel and pay actions 

--------------~ti
and incumbents of other posi­

ons to sign personnel action 
documents1 Office of Person­
nel Management (OPM), HQ 
USAF, or m~or command 
(MAJCOM) e~eptions or 
authoritie~'which provide 
basis for specific actions or 
operations but which are not 
appropriate 

responsibility closing 
out civilian perso 1 
records, retain for 1 a~ 
after actions are comple 
then retire. 

·o Ls f OS ~ t-co Y) I 
NoT Ayfroved. 



TABLE 40-1 (Continued) 

DBR 
u 
L 
E 

A 

If documents are consisting of 
or pertain to 

C 

which are then 

3 

4 

(continued) for inclusion in a case file; 
records or other actions or 
decisions which are precedent 
setting for future operations 

individually approved posi­ field-originated advisory destroy when superseded by 
tion classification guides allocations; tentative published standards or other 
and advisory allocations drafts of classification, precedent decisions; or whe..ia.. 
used as precedents for qualification, or occupa­ obsolete, no longer needed. 
General Schedule and Wage tional standards furnished for reference, or on inacti­

5 

6 

Schedule positions 

wage administration *wage schedules, oversea 
differential rate approvals, 
and other pay adjustment 
authorization resulting fro 
legislation or other across 
the-board administrative 
action 

by OPM for comment or 
information before publi­
cation and related corres­
pondence not maintained 
with publication to which 
it pertains 

*documents which consti~ute 
the basis for personnel ac­
tions which may require 
reconstruction at a later 
date 

all documents not covered 
in rule 5 

vation. 

ey are permanent and 
are tained at the CCPO 
d~ring s existence; on 
inactivat 
file to gain aniza-
tion or activit • ned 
responsibilit 'ng 
out civilian • 
records, reta· 
after actions 
then retire. 

destroy after 2 years. 

7 CCPO manpower manage­ reports and corollary 
ment reports records 

periodic staffing analyses, 
special analyses for HQ 
USAF and MAJCOM surveys, 
and for special projects 

destroy 2 years after 
effective date of report. 



L 

8 

TABLE 40-1 (Continued) 

R 
u 

E 

* 9 

* 10 

* 11 

* 12 

A 

If documents are. 
or pertain to 

Official Personnel Folder 
(OPF) 

(RESE~VED) 

(RESERVED) 

(RESERVED) 

(RESERVED) 

13 chronological journal 
file , 

I 
; 

l 

14 *non-US citizens 
in foreign areas 

['~¾_"??~~ 
~X' G, °1:ei...;e.) aj10J8i) 

-
15 (RESERVED) 

16 *Indirect Hire Non-US 
Citizens in Federal 
Republic of Germany 

B 

consisting of 

an OPF for each civilian 
employee, documenting 
employee's Federal work 
history and civil ser­
vice status 

notifications of person­
nel actions for all ac­
tions that OPM requires 
to be recorded on SF SO 

*records maintained ~ U1e 
aueefte ehae they awly / 
te ReR Yi ei.liBeRs OV\ o.. l 
d.lv-ect- h.:t"e. noV\-V,S. c~ti"%-etts 
i'.."' -W<'ei:j~ ct-"'e~s ~ a1i.._ ~uc-." 
tl-\1krec.-T h~res exctvJ.~ t'ltc..,e,.. 
LG\/Q.('ed by Jwie iu 

records of non-US citi­
zens in the Federal 
Republic of Germany 

C 

which are 

retained at the Central 
Civilian Personnel Office 

basically the same as 
those maintained for other 
employees, adapted to meet 
local needs 

OPFs administered by the 
CCPO in the Federal Repub­
lic of Germany 

D 

then 

manage in accordance 
with the FPM. 

destroy 2 years after close 
of month in which notifica­
tion was dated. 

~dispose of as specified 
for records of other 
employees (or in a manner 
that will satisfy peculiar 
requirements in administei 
ing Non-US citizens in 
the host country). 

*destroy 3 years after 
separation of employee. 



.. 
TABLE 

R 
u 
L 
E 

* 17 

18 

19 

20 

21 

22 

40-1 (Continued) 

A 

If documents are 
or pertain to 

(RESERVED) 

employee reconsideration 
files 

(RESERVED) 

manning authorizations 1 

fil~ of official 
publications 

Federal Employees' Com­
pensation Act log 

B 

consisting of 

negative determinations 
of acceptable level of 
competence for within­
grade increases, and 
basis thereof; employees 
written request for re­
consideration; reports of 
investigation, written 
summaries, or transcripts 
of any personal presen­
tations made; final deci­
sion on requests for 
reconsideration 

*unit manning docu~ents, 
manpower authorization 
listings/vouchers, or 
letters 

superseded copies of 
Federal Personnel Manual 
and Air Force regulatory 
material 

weekly listing of injuries 
used as a check file for 
all cases sent to Office 
of Workers• Compensation 
Programs 

C 

which are 

allocations of manpower 
spaces issued by the man­
power office per AFM 26-3 

* 

maintained by CCPO 

D 

then 

destroy 1 year after date 
of final decision. 

destroy 6 months after 
·supersession. 

see table 11-1, rule 14, 
and AFR 40-171. ·-

destroy afters years. 



---

TABLE 40-1 (Continued) 

R A B C D 
u 
L If documents are consisting of which are then 
E or pertain to 

23 Federal Employees' Com­ letters and copies of forms de> t"-v-o y a_-f~ I)
pensation Act case files and statements for each 

case used as a check file ye,a..¼. 
for all cases sent to the 
Office of Workers' Compen­
sation Programs 

*24 Evaluation/Inspection evaluation of Civilian evaluations conducted by destroy after two con­
Personnel Management and HQ USAF secutive reports have A 
Administration Reports been filed. • 
and significant related 
documents-

*25 prepared and maintained at destroy 1 year after 
major subordinate commands next like inspection 

or after 3 years, 
whichever is sooner. 

*26 Personnel Management Civilian Personnel Status monitored by the ccro· destroy after 3 years.1
and Administration and Improvement Plan •,

Reports __.._______________..___________ • -·-----------------------------------

,CA ~i--~,v-.-J Q_cl hy K, \JJ ~1/'-c.__~ (f':---'.. G, Ko'A.( e / 3 ///<fl~) -fo Ct01/""<'e ~-t- i..·viaJVf:r-·t~f •
0v~~S'>(c"' °D J0-r~(1i8\ tL ·-k'v /e ~3;J 

http:eIt~l-'~/v-.-JQ.cl
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TAULE 40-1 (Continued) 

R 
u 
L; 

-~i 

*27 

*27o2 

A 8 C D 

If documents are consisting of which are then 
or pertain to 

=--------

personnel streneth retire as permanent 
accoW1ting 

End-of-month (EOM) fiscal used to dcrive the civilian 
year report of Federal Civ­ (Note J). 
ilian Employment and coroll'lrJ 

strength and full-time 
equivalents of the Air 

records Force. ~1 
1-----------------t-
! End-of-month fiscal quarter destroy after 5 
I report of Federal Civilian years unles-s rule 
, Employment :md corollary for fiscal year 

records, applies. 

End-of-month monthly report destroy after 2 
of Federal Civilian &nploy­ years unless rule 
ment and corollary records for fiscal year 

or fiscal quarter 
applies. 

extracts of Monthly Report 
of Federal Civilian Employ­
ment forms, computer 
documents, and corollary 
records 

*28 used by MAJCOMs, Separate 
Operating Agencies (SOAs), 
Direct Reporting Units (DRUs) 
and/or CCPOs to derive civil­
ian personnel strength sta­
tistics for commanders and 
key management officials 

destroy when obsolete, 
.superseded, or no longer 
needed for adrninistrativ 
reference. 

Noto 11 Whon ~ocumanta bocomo bnokground mat~rial to a publication, they are handled according to table 5-1 • 
• - ' .,,._ ''_'_ I' I •• • • ' •• • , , , 1 • • • • • •· 

Note 2: Offer to the National Archives in 5-year blocks when the most recent records in the block are 
25 years old. 

Note J: Offer to the National Archives in 10-ycar blocks when the most recent records in the block 
aro 20 ye:1rs old. 


