
       

 

    

 

       

 
 
 

 
 

     
 

 
 

 
 

 
 
 

INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-AFU-81-52 

All items in this schedule are inactive. Items are either obsolete or have been superseded by 
newer NARA approved records schedules. 

Description: 

Item 40/8/4.4 was superseded by NC1-AFU-82-012 / 40/8/4.4. 
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 (dated 1987) under a single 
job number. The  items on this schedule are temporary. It is assumed that the 
remaining items on this schedule were therefore superseded by N1-AFU-90-003. 

Date Reported: 12/1/2024 NC1-AFU-81-52 

INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 



~ 
REQUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK 

{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 

Directorate of Administration. H() TTC:::A l.' 

3. MINOR SUBDIVISION 

Information Management and Resources Division 

JOB NO 

I/Ytl-/1Ftl- f)/-j-o6 
DATE RECEIVED/};1u;. ~ J ~ r/

2 1 

NOTIFICATI~ TO AGENCY 

In accordance with t~e prov,s,ons o/ 44 U S C 3303a the disposal re 
auest. including amendments, ,s app,oved exceot for ,terns that 1may 
be stamped "disposal not approved" or "withdrawn" in column 10 

~dh,lcM(OWhv--9-tf~t?/ 
[>are /J . ,r- " _Ar, l,11 /\I of 1/1<• II 11i1,•d S1111r, 

4. NAME OF PERSON WITH WHOM TO CONFER 

Mrs. Grace T. Rowe 

5. TEL EXT 

nQ4-1 '-? 7 
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 6 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. 

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

C. DATE E. TITLE 
HERBERT G, GE!G!:R, Chief11 MAY 1981 Information M t and Resource Div 

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

OPERATING OFFICIALS' CIVILIAN 
PERSONNEL DOCUMENTATION (Table 40-8) 

(Applicable Air Force-wide) 

1 This submission updates table 40-8. Rules 1-4 remain the NN-170-3 
the same. Rule 4.3 is added to cover notations of oral 
admonishment and notices reprimand. Rule 4.4 is added to 
cover performance appraisal forms. These documents may 
be destroyed after 5 years or when employee separates, 
whichever occurs sooner. We need for managerial and 
analysis purposes. Rule• T 1 6 remai~the same. Rule 
6.1 is added to call attention to the position management 
documentation. Rule 7 remains the same. In rule 8, 
column Bis changed to cover nominations for training. 
Column D updates the retention period from destroy after 
1 year to destroy after evaluation of completed training 
or when the training requirement no longer exists. This 
is a more realistic retention period and provides infor­
mation for operating officials to use in evaluating 
employee training and development needs. Rule 8.1 is 
added to cover those items which require no evaluation. 
These are not required for reference after the training 
is completed or where the training requirement no longer 
exists. 

~ r?. ~ G.~ 8 
115-107 STANDARD FORM 115 

Revised April, 1975 
Prescribed by General Services 

Adm1n1strat1on 
FPMR 141 C:l'RI 1"1-11 4 



e. 
IJOB NORequest for Records Disposition Authority-Continuation 

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

9. 
SAMPLE OR 

JOB NO 

10. 
ACTION TAKEN 

P.ule 9 is chanp,ed to cover the Indivirlual PevelopMent 
'Plan. The plan can he destroyed when obsolete or super­
seded or no longer needed, whichever is sooner. Rule 10 
remains the same. Co]urnn n to rule 11 is changed to add 
the requirement to hold the files for 1 year after tour 
of rluty is rescinded, or 1 year after final decision on 
an appeal or if a grievance, discrimination complaint, 
appeal or legal action is pending until the case is 
resolved. Experience has shown that these schedules are 
neened for backgrounrl/reference for the 1 year hold 
periorl or until the case is resolved, as applicable. 

• 

115-203 Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Admin1strat1on 
FPMR (41 CFR) 101-11 4 



TADLI:: 40-8 

OPERATING OFFICIALS' CIVILIAN PERSONNEL DOCUMENTATION 

R 
u 
L 

E 

1 

2 

-
4.1 

-
4.2 

A 

If documents are 
or pertain to 

general employee management 

supervisor's record of 
employee 

B 

consisting of 

correspondence and other 
documents about or to indi­
vidual employees, or perti­
nent to employment matters 
in office of jurisdiction 

a record for each civilian 
employee assigned to the 
supervisor (AF Form 971) 

debt letters, letters of 
caution or warning, and 
similar papers 

employee career appraisal 
prepared for employees reg~ 
istered in an AF-wide or 
DOD-wide civilian career 
enhancement program 

C 

which are 

in general correspondence 
file 

attached to the supervisor's 
record of employee 

for employees separated from 
the installation for reasons 
other than RIF or for mili­
tary service 

for employees transferred 
within an organization or to 
an organization serviced by 
the same CCPO, separated to 
enter military service or in 
a RIF 

filed with supervisor's 
record of employee 

D 

then 

see table 10-1. 

see rules 3, 4, and 4.1. -destroy 60 days after sep­
aration, or when no longer 
needed for pending grievance 
or appeal. 

forward per AFR 40-293. 

destroy 2 years after date 
of letter, or when purpose 
is served, whichever isa 
sooner. 'W 

destroy 2 years from date 
on appraisal or when 
employee is no longer in•·· 
the program. 

\ 



TABLE 40-8 (Continued) 

R 

u 
L 

E 

A 

If documents are 
or pertain to 

B 

consisting of 

C 

which are 

D 

then 

4.3 

* 
notations of oral admonish­
ments and notices of repri­
mand 

see AFR 40-750. 

4.4 performance appraisal forms appraisal forms, documenta- ,tl.. _ 1 d.] l?wW~ destroy after 5 years or 
G1?~* tion of periodic perform- ..L.rl~ when employee separates, 
: SJ ~;.h ance, discussions, notes ~ ~ G, t«JW-€; whichever occurs sooner. 

(de-.· wy used to justify ratings1J 'J(a_3115t'°T (Note: see AFR ~0-452k 
W.~""'""i" r;x,..-, e,e,,"'fi~~. :;.J a,.,..d A-F"K' 4()- ?°'/0. J 

G:~s if,w_~ position descriptions ~~~..,,, •~ • of each basic ·-¥"7eee61iO'.J' .-hen canee'iled A 
(Sa.wie.) ""A) position eet?aelishce ift .&- f asded. w,. 

~-t----,-----------+--bff'-'-i-~+i:e>tt_~_f_~_·1:1_1'_.i.&_s_i_9_t!t-'e_R___---rr~,Q,~7<,vJvv.,1--_s_·E_e_T<_ah_le._'I_D_-_o_____..... .. 
b 6 position surveys a copy of position survey ~ G-- 1(0W>(,.. destroy when superseded. 

G'R's 1/ 1c(1)~ and related documents f" -J1 '/ ~fl ' 
-(~)6.1 position management "8" /'3 ~~--------------

* ~ee IJlr,b1c 49 8, aets :;,,) ~ See. Ta.,b/e W-5: 
f 

7 position sensitivity documents designating posi­ •, destroy when the posi­
tion as sensitive tion is cancelled or 

designation is changed. 
(If case is pending under 

AFR 40-732, retain until 
case is decided.) 

.... 



L 

8 

10 

11 

TABLE 40-8 (Continued) 

R 
u 

E 

8.1 
* 

-
* 9 

A 

If documents are 
or pertain to 

~mployee training and 
development 

pending personnel actions 

uncommon tours of duty 

B 

consisting of 

Individual Development 
Plan 

suspense copies of recom­
mendations or requests 
for personnel actions, 
recommendations for 
Incentive Awards and 
Quality Salary Increases, 
and related documents 

uncommon tour of duty 
schedules 

C D 

which are .then ' 

*for courses for which 
' 

evaluation is required 

-·--------~.:.:.:.......:..:.:.:.~....:.:.:.:::.:..:.::..:...,____:-
for courses which require 
no evaluation 

~estroy after evalu­
ation of completed 
training or when the 
training requirement 
no longer exists. 

destroy after completion 
of training or when the 
training requirement no 
longer exists. 

destroy when replaced by 
a new IDP or when purpose 
is served, whichever is 
sooner. 

destroy on notification 
of completion of action. 

*destroy l year after 
tour of duty is rescinded-. 
or 1 year after final W 
decision on an appeal, 
or if a grievance, dis­ .... 
crimination complaint, 
appeal or legal action 
is pending, retain until 
case is resolved. 

... . 



TABLE 40-8 (Continued) 

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

12 emergency essential lists which identify posi- used to identify positions destroy when superseded
* position and employee tions and employees as and employees needed in or cancelled. 

designations emergency essential support of emergency situa- . 
tions including disasters 
and wartime 

. 

.. , . 

.. . . 


