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USAF RECRUITING SERVICE RECORDS (Table 33-1) 
(Applicable Air Force-wide) 

1	 The purpose of this submission is to establish a new table 
to cover disposition of USAF Recruiting Service records. 
The documentation covered by this table includes National 
Lead Fulfillment Listings of prospects responding to 
advertisement, Center of Influence, mailback information 
card, Personnel Interview Records (PIRs), enlistment case 
files, school program folders, Armed Services Vocational 
Aptitude Battery listings (ASVAB) activity and visitors 
logs. 

Listings and data feedback are used daily until all 
recruitement prospects are contacted and determined to be 
ineligible/not interested or a Personal Interview Record 
is completed. School program folders record visits,
mailings, ASVAB testing, and other data affecting
production efforts during a school year. After an 
applicant is determined to be tentatively qualified, the 
PIR prior to service, testing, status change, drug abuse, 
and follow-up appointments is completed/terminated. 
Enlistment case files contain forms used to process/ 
enlist personnel. 
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USAF Recruiting activities process 125,000 applicants
 
each year. Of this total the Air Force actually

enlist/commission approximately 88,000 applicants.
 

All of the recruiting service records are of short term 
retention. The retention periods specified will 
adequately serve the administrative needs of the Air 
Force. 

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

Administration 
CPO 1975 0 - 579-387 FPMR (41 CFR) 101-11 4 
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33. Recruiting. This table covers documentation unique to recruiting activities including enlistment 
case files, interview records and school programs. Not applicable to Consolidated Base Personnel Offices. 

I AlII E 33-1, USAF Recruiting Service Records 

R A II c I) 

1I 
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E III pertam In 

National Lead Fulfill-	 listing by flight and re- used by flight supervi- cut off at end of FY in which 
ment	 cruiting office of names and sors and recruiters all actions are completed, then 

all available information on destroy after 2 years. 
prospects who responded to a 
national advertisement 

Center of Influence	 ATC Form 1303 listing new at the Recruiting Office 
(COl) leads	 leads generated as a result which held the event and 

of a Prospective Applicant at the flight supervisor 
(PA) COl event office 

3 data feedback separate or detachable 
back information'card 

mail- used to obtain pertinent
information from individ-
uals who indicate their 
interest in finding out 
about the United States 

destroy
purpose
ever is0, 

after 2 years, or when 
has been served, which-
sooner. 

Air Force 

4 visitor log log to record visits 
tinguished civilians 
military personnel 

by dis-
and all 

at ~ecruiting offices destroy after 1 year. 

Personal Interview Re- documents prepared after in- at the preparing activity cut off at end of FY, in which 
cords (PIRs) terview to determine enlist- all actions are completed, hold-

~ent: eligibility for 2 years, then destroy. 

enlistment case files	 forms and related documenta- ~t recruiting office forward to appropriate USAF 
tion used to process and en- Military Enlistment Processing
list individuals into the mi- Station (MEPS) liaison office 
litary service (note 1) prior to applicant processing 

at that facility. 

5 

6 
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7 
at Air Force Liaison	 distribute case file forms per (MEPS) Office	 AFR 33-3 and Military Enlistment 

Processing Command (MEPCOM) di-
rectives. Cut off remaining
forms at the end of the month in 
which applicant enlisted, hold 
for additional 12 months, then 
destroy (note 2). 

8 enlistment case files	 case files on applicants se- forwarded to squadron cut off at the end of month inpara ted from the Delayed En- operations which the applicant was dis-listment Program (DEP) charged, hold for 12 months, 
then destroy. 

9	 case file on applicants pro- returned to the recruiter cut off at the end of the month cessed and disqualified be- case was received by the re-cause they failed to meet cruiter, hold for 90 days, then~ental or physical standards destroy.or failed to enlist in the 
~EP or regular AF or accept
~ssignment reservation or no 
~urther enlistment action is 
!contemplated 

10	 school program folders ~ndlvidual data pertaining to ~repared by the recruiter cut off at end of FY, hold for 2 ype	 of school, visits sche- additional years, then destroy. ~uled, direct mail program
nailouts and other appropri-
ate data 

11	 Armed Services Voca- isting of names and ad- ~t recruiting offices destroy the list 2 years after tiona! Aptitude Battery ~resses in a roster fOl~at of ~th school program date of test. 
(ASVAB) Ld st Lng l.ndividuals tested folders 
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12 Recruiter Daily Activi- form used to log daily expec- prepared by the recruite destroy after 3 months. 
ty Log tation, literature mailed,

replies, received, calls at-
tempted, contacts made, ap-
pointments scheduled, number 
of prospects who failed to 
show for appointment and num-
ber of prospects who were re-
contacted for appointment,
walk-ins, disqualified indi-
viduals, PIRs initiated, etc. 

13 Supervisor's
Activity Log 

Recruiter evaluation and analysis
flight recruiters 

of prepared by 
supervisor 

the flight destroy when no longer needed 
upon transfer to Consolidated 
Recruiter Activity Log. 

or 

14 Consolidated 
Activity Log 

Recruiting data consolidated 
visor's Recruiter 
Log 

from Super-
Activity 

cut off log at end of FY, hold 
for 1 additional year, then 
destroy. 

15 Squadron Operations
Daily Activity Log 

data on daily recruiting
operations

• 
~t Squadron Operations
Section 

destroy after 3 months. 

16 Squadron Operations
Monthly Activity Log 

~ata consolidated from Opera-
tions Daily Activity Log 

cut off log at end of FY, hold 
for 1 additional year, then 
destroy. 

NOTES 1: 
2: 

Refer 
Refer 

to 
to 

ATCR 
ATCR 

33-2 
33-2 

for 
for 

listing of applicable
appropriate forms not 

forms. 
forwarded per AFR 33-3. 


