
--REQUEST FOR RECORDS DISPOSITION AUTHORIT.Y LEAVE BLANK 

(See Instructions on reverse) JOB	 NO 

TO	 GENERAL SERVICES ADMINISTRATION, A'6J- /!.FL/- j/ /-.5/
NATIONAL ARCHIVES AND RECORDSSERVICE, WASHINGTON,DC 20408 

DATE RECEIVE/?! ~t. Ittj/ / 
1. FROM (AGENCY OR ESTABLISHMENT) 

DEPARTMENT OF THE AIR FORCE 
NOTIFICA'::1rO AGENCY 

2. MAJOR SUBDIVISION 
In accerdancewith the orovrsions 0/ 44 USC 3303a the drsoosatre Directorate of Administration. HQ USAF ouest. Including amendments. IS ap~loved except for Items that ,may 

3. MINOR SUBDIVISION	 be stamped "dlspos~: not aoproveu" or "withdrawn" In column 10 

Information Management and Resources Division 
4. NAME OF PERSON WITH WHOM TO CONFER	 5. TEL EXT Tfe'-fvrned \if z-thev -r Ildic-n 

694-3527 Oil" An 11111\( 01 'he 1.'",/<'<15101('\Mrs. Grace T. Rowe 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to 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 4 pagers) are not now needed for the business of 
nus agency or will not be needed after the retention' periods specified. 
D	 A Request for immediate disposal. 

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

C. DATE	 E. TITLE 

L 8	 MAY 1981 

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

" 
PERSONNE~DATA SYSTEM-CIVILI 40-9)

(Ap~cable Air Force-

1 able 40-9 has bee~vised to describe ~he documents re-' NN-170-3 
q red after the c~n;~ion of the civilia personnel " 
sta stical accounting stem to the comput ized 
Person el Data System - Civ ian (PDS-C). The ormer 

basically tailored oward card inputs, the 
ed on keyboarding i ormation into the om-

puter.Note 1 xplains the Personn~~Data System in 
general terms. .The description of t e documents and t 
retention period'E;',~re The various straight forwar 
retention periods h~e been set to provi details of 
actions taken, furnish,audit trails of lnf ation to 
insure accuracy of the '~esent input/output ll~~ and to 
comply with OPM requirem~~s. The retention pe~ods 
listed will serve the admint'strativeneeds of the~Air

"	 '>.Force. 

I
 
115-107 STANDARD FORM 115 

Re vr s e d April. 1975 
Prescnbed by General Services 

Administration 
r-n •• ,... ••• ,..,-r"" .. " ..... 4 
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TABLE 40-9 

PERSONNEL DATA SYSTEM-CIVILIAN 

R	 A 
U 
L If documents are 
E or pertain to 

* 1 strength 

*	 3 master
 
update
 

* 4	 monthly HQ USAF CA trans~ 
action history (tape file) 

'a d microform 

4.1 

* 

(note 

consisting of 

~omplete Active Civilian 
(CAl eport of every member 
on the USAF file as of 

edit table entries~d 
additions to and/or de~ -
tions from edit table 

recor ~ transactions 
processedlb SSAN 

which are 

ed to derive the civilian 
h of the AF as of 

h (EOM) 

prepare input

transactto~
 

used	 to verify tha't 
edit	 table is correct 

records t ~rovide capa-
bility for pos~nalysis

of actions affecting AF
......personnel structure and~or 
reconstructing all activities 

~ithin the personnel functio~ 
a8'tQey relate to individuals, 
commanas~ or to the force 
structure 

D 

then 

,
Oct,
May 

erase EOM Sep, Mar, D ~ 
Jun after 5 years. ~ 

3 months after 

destroy when rep~

by new listing. ~
 

<, 

erase ta~ after 180
 
dilys. ~
 

destroy Miroform ~i~, . 
after 1 year. ~ 

. ...,. 
i: ' '. ,.
 



. 
TABLE 40-9 (Continued) 

R A B D 
U 
L 

E 

If documents are 
or pertain to 

consisting of which are then 

*	 5 ~m~~ r~sulting from i'a~d deck used to produce docum~~iCh serve such ~~estroy when superseded,
the PD~-~ich are not a rep~~, or the repo~t diversified~rposes that or ~~urpose has been 
covered else~ in this itself . it is impractiCa~_~e~elop served." r 
manual ~ a retention period ~ach " 

civilian personnel data ~ obsolete punched cardS'i~" in CCPO work unit ~. destroy after 60 ~~ ,• 6 "ni~y file . "o'-.on inactivation, whl.'e.Q.-
~ eve~sooner (note 2). ~ 

cards on pe;SOR~l dropped destroy afte~,l year, 
from rolls or on inactivati~, whi¢h-

ever is sooner (not·e~ • 

listing of base	 ........
HQ USAF reject lis~i~ . machine	 ."us'e~y the CCPO to take 'd~rOy 90 days after ~ • 8 ~ system transactions which cor recbdve actions recei'P~r when corrective 
~d not process to the ~ transact1~~C.SS.d. 

HQ'U~file 

• 9 ~nsaction registers!
I reSUl~g from Base Level 

personne~~stem (BLPS)-~ 
the report'it~f.Which 
computer produced~ 
cessing day 

is 
pro-

~ 

at CCPO Personnel systern~ .destroy after 
Manager (PSM) work center <, ~ 

90 day~ 

10 

* 
~ 

~Qpies at other work +<. centers 
<,destroy when purpose 

been served~ 
has 

... 
" .... 

1 
.,.... ,!., •• 

.' 
: 
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>TABLE 40-9 (Continued) 

R A n 
U 

If documents are consisting of which are then 
E or pertain to 

*11 data	 i~omputer ized microfiche' "Us'e~ obtain current ~t~~ when superseded
; fi~-reflecting civilian personnel~ or"h.n~ : personn~r'e~ormatio 

.. 

+-;	 -.........---
1. The AF Per~o~el Data System (POS~ is comprised of fh~~asic parts: POS-Officer, POS~irman, and POS-Civilian. 
Various mechanized'ma~gemerrt reports and card decks are produced, either on a one-time~ recurring basis, 
as a system output. The'Ba~ Level Personnel System (BLPS) is b~U~ a central computer file of pe~nnel data at 
base level using standard proqr-a s to process, data, produce output docum-en~ and suspense personnel ac trons , BLPS 
supports current POS-C at MAJCOM an USAF. Documents from PDS-C (support;a--bY.BLPS) of such significanc;a,s~ require
specific retention periods are identifie ...... table. Documents relative to a~"i'~ systems which eitheriQ.....this support
or are supported by the PDS-C, such as promotloA" retention, leave accounting, and others aving unique disposition 

~ criteria, are identified in appropriate subject m~t~r table in the 40 series. 

2. Salvage cards in accordance with DOD Manual 4l60.2lM. 

", 

.~
'-.-

" , 


