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1. FROM 	 (AGENCY OR ESTABLISHMENT) l~ t~ '3~DEPARTMENT OF THE AIR FORCE 
NOrtFICATIOr/TO AGENCY 

2. 	MAJOR SUBDIVISION 

In accordance w1th the provisiOns of 44 U.S.C 3303a the disposal re
Directorate of Administration, HQ USAF quest. mcluding amendments, is approved except for items that may 

3. MINOR SUBDIVISION 	 be stamped "disposal not approved" or "withdrawn" 10 column 10. 

Documentation Management 
4. NAME OF PERSON WITH WHOM TO CONFER Js. TEL EXT 

Mr. R. P. Dwyer 	 L694-3494 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency mmatters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 7 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. 

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

C. DATE D. SIGNATURE OF AGENCY REPRESENTATIVE E. TITLE 	Grace T. Rowe 
Documentation Management Branch5 DEC 1 
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ITEM NO. (With Inclusive Dates or Retention Periods) SAMPLE OR ACnON TAKEN 

JOB NO. 

MANAGEMENT ENGINEERING RECORDS (Table 25-1) 

(Applicable Air Force-wide) 


Table 25-1 is revised to reflect revised AFR 25-5 documen- NCl-AFU-7 -52 
tation requirements relating to general policies and 
procedures governing the conduct of productivity enhance­
ments studies (PESs) and work measurement programs. 
Except for Rules 1-7, some column B descriptions are 
changed slightly, but are basically the same documents as 
current rules documents. In Column C location of docu­
ments, Air Force Management Engineering Agency (AFMEA) 
replaces Air Force Manpower and Personnel Center (AFMPC), 
as AFMPC is the parent command of AFMEA, but AFMEA is the 
office responsible for the management engineering program 
(MEP). Column D dispositions remain the same, except for 
Rules 1, 21 and 38. 

Rules 1-7. This series of documents is expanded, in that 

current management advisory study records are now 

included as a portion of PES records. Also now included 

in this series are feasibility studies. A PES is the 

employment of work simplification and methods improvement 

techniques to increase productivity through cost reduc­
tion or increased production capability. It is also used 

to support the MEP objectives of developing and maintain­
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7. 	 8. DESCRIPTION OF ITEM SAMPLE OR 

ITEM NO. (With Inclusive Dates or Retention Periods) 	 JOB NO. 

ing Air 	Force manpower standards. A management advisory 
study (MAS) is similar to PES requirements, techniques 
and procedures, except that the study memorandum is 
signed at base level by the functional supervisor and 
Management Engineering Team chief/commander. Certain 
activities required for a PES .are optional for a MAS, an~ 
since a MAS is applicable to a single location, the 
results are released to other organizations only with 
permission of the functional office of responsibility. ~ 
feasibility study forms the framework for the conduct of 
standards development and PESs. It determines the 
potential for success of a procedural system or a 
proposed study, and the time when it would be practical 
to install a system or perform a proposed study. 

Rules 1, 21 and 38. Rule 1 disposition is changed, as 
current rule has two dispositions. As such, we added 
Rule 1.1 to break up the Rule 1 dual disposition. Rule 
21 disposition is changed to same as Rule 18 dispositio~, 
as it is necessary to keep these documents longer after 
pu~lication of the manpower standard. Rule 38 disposi­
tion is changed to destroy schedules when superseded 
rather than when purpose has been served. 

t 
Rule 1.1. Added, as explained in Item 2. 


Rule 27.1. Added, to cover disposition of Rules 22, 24 
25 and 27 data in computers. These computers are locat rl 
at the Air Force Design and Service Center, for AFMEA 
computer data; and at Data Automation offices, for 
MAJCOMs and bases computer data. As this computer data 
has flexible and often lengthy dispositions, it is 
reported eventually in "hard copy", which we believe 
precludes the requirement for a magnetic tape record 
inventory. 

Note. 	 Added, to assure that these documents will not b• 
retired 	to federal records centers. 

Current 	Rules 5 and 6. Deleted, as management advisory 
study abstracts are now included in Rule 3. 

t 	 Current Rules 8-12. Deleted, as these documents are no 

longer required. 


Current Rules 14, 19, 23 and 26. Deleted, as these rul~s 
documents are now included in Rules 13, 18, 22 and 25. 

10. 

ACTION TAKEN 


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

Administration 
<;l'<l · 1975 (l- 57~-1·387 FPMR (41 CFR) 101-11.4 

115-203 



TABLE 25-1 
JVJANAGEMENT Ei'JGINEERING RECORDS 
R A B 
l' 
L If documents are consisting of 
E or pertain to 

IteM 1 	 *productivity enhance- *associated feasibility 
ment study records studies, study proposals,I (includes manaiement requests, and memoranda 
advisory studies) with related documents 
(Bete) ( ~ \) 

rA--WL ~fio@r~ 
s- ~-'1ft/ t;J1.1 

* 

2 

3 	 *study plans and reports wiU 
related documents for sub­
mission of management advis­
ory study reports 

4 

(RESERVED)~ 

K (RESERVED) 

7 *study indexes 

[ 

r 	 D 

whid1 arc 	 then 

*approved proposals/ *destroy 3 years after implemen­
requests, held at AFMEAJ tation action is taken on the 

MAJCOMs or Command Man- final study report. 

agement Eniineering 

Team (CMET) 


approved proposals/ destroy 2 years after rejection 

requests later rejected, of the report. 

held at AFMEA, MAJCOMs 

or CMET 


*disapproved proposals/ destroy 1 year after disapproval 

requests, held at AFMEA, action. 

MAJCOMs or CMEI' 


*approved for implemen- destroy 3 years after implemen­
tation, held at AFMEA, tation of the study recommend-

MAJCOMs or CMET ations. 


*rejected by tae approv- destroy 2 years after study 

ing authority, held at rejection. 

.AFMEA, MAJCOMs or CMEl' 


*at AFMEA and MAJCOMs destroy when superseded. 




TABLE ~c;-1 (Continued) 

R 
u 
L 
E 

K 

[X 

~ 

D< 

P\ 

13 

~ 

15 

16 

17 

A 

If documents are 

or pertain to 


(RESERVED) 


(RESERVED) 


(RESERVED) 


(RESERVED) 


(RESERVED) 

manpower standards 
study records (aete) 
(.~ 1) 
IJ4-..,J.J ~~'fi<u~ 
3-~~l/ le S 

0 

consisting of 

*associated feasibility stud­
ies, memoranda, and measure­
ment plan (MEAS-PLAN) with 
related documents 

c 

which arc 

*for AF standards at 
Functional Management 
Engineerini Team (FMET) 
or designated lead team 

(RESERVED) 

for command standards 
at command lead team 

*for AF standards at 
MAJCOMs, SOAs, and 
input teams 

for command standards 
at MAJCOMs, SOAs, and 
input teams 

I) 

then 

destroy 1 year after verifica­
tion that standards are super­
seded, obsolete or upon inacti ­
vation of activity to which 
standards apply. 

destroy after publication of the 
manpower standard. 



TABLE ;25-l ((on tin ued) 

R A B (' I) 

u 
L 
E 

If dncumen ts are 
or pertain to 

consisting of which arc then 

18T~ 
II 

[).( 
~ 20 
~~ 

I-hwl 
/'3 

21 

22 

~ 
15 

25 

measurement report (MEAS-REP) *for AF standards at '*aestroy 1 year after verifica­
and other manpower standards FMET or designated lead tion that standards are super­
source data as requested by team seded, obsolete or upon inacti­

vation of activity to whichMEAS-~LM~, but not necessar- ._----------------------~
ily included in the standardf 
FIN-REP, including standard 
data input computation, meas· 
ured manhour records, work­
load factor records, work 
unit production records, OPR 
concurrences and comments 

*final report (FIN-REP) and 
proposals with related docu­
ments, including supporting 
computations, computerized 
output products, program 
management data, and impact 
application reports 

computerized output products 
pertainini to the unadjusted 
input data (raw data) such 
as operational audit detail, 
summary lists, data analyses 
and regression analyses 
products 

standards apply) Wlal'chever L's 
(RESERVED) so~"'ev-. ~ .hy 7(. \JJ~ 

._----------------------~ ~ ~. ~~/ 1- Jf-~fl 
for command standards at 
command lead team 

for AF and command stan­
dards at MAJCOMs or par­
ticipatini input teams 

*for AF standards at 
FMET or desiiOated lead 
team 

(RESERVED) 

for command standards 
developed by a command 
lead team 

*for AF standards at 
FMET or designated lead 
team 

~----------------------~ 

(RESERVED) 

1,...",. .., r -,. ~ -., ,. - "T _,. 

du•re,r a. ya&l' anal' Hi~idfiu 
'*i:e11 ~aiM litaaaaM-& &118 &'lip&i' 
eaiea, e•uJza1i8 a• Ppaa iLRaa·U.m 
"iiltiaa at aatilorUy ta ·NI:blt 
&t.aailu•ri& apply 

LA~Jdo/~ ~~ 

3- io-~4./ [efti....J 


destroy 1 year after implemen­
tation of standard or after the 
input data serves no useful 
purpose in any specific data 
collection or analyses project, 
whichever is longer. 



TABLE ;25-1 (Continucdl 

R~------~A~------+-----------~D---------+---------~(·--------~------------0~--------~.u 
If documents areL 

E or pertain to 

:z1att 30 
~~ 

consisting of 

computer entries of rules 
22, 24, 25 and 27 computer­
ized output products 

*standards maintenance docu­
mentation includin~ review 
process, partial remeasure­
ment, data analyses, revised 
equations and manpower 
tables, as appropriate, for 
AF and command standards 

documented manpower iUides 
defining manpower allowances 

which arc 

for command standards 
developed by command 
lead team 

at AF Design and Service 
Center and MAJCOMs/bases 
data automation offices 

at the preparin~ 
activity 

then 

t>~sI:~ f4 ~ o..e~ett~~, 	"-'-~ 
d&s~y&:lntl) lieu s+e,,,erd 
iiP e~&P&&a&ti ex no luacex: 1 
;aeecJea. 1?vl~) :l.~ Ol'$'1 ~~ ~ 
~ '7. I:b...J.J b'l'l· \4/,U Pllll b.Net; I·IJ ~ 

destroy on the same basis as the 
original FIN-REP to which they 
pertain. 

destroy 1 year after guide is 
superseded or obsolete. 

wlih~p~rli~~d~~~trlio~-----------+---------------~ 


*disapproved manpower stand­
ard studies coordinated 
through the FMET or AFMEA 
study staffing process 

at the using activity 	 destroy when superseded or 
obsolete. 

destroy 2 years after disappro­
val as a standard or, if it is 
determined that the proposal can 
be used as a manpower guide, 
then rules 29 and 30 apply. 



25-1TABLE (Continued) 

R A B _{' I) 

u 
L 
E 

If documents are 
or pertain to 

consisting of which arc then 

32 *existing reports and sup­
porting documentation for 
standard studies that have 
been cancelled during de­
velopment for AF or command 
standards 

destroy 2 years after cancella­
tion. 

33 

34 

Air Force Manpower 
Standard (AFMS) 

record set of each publica­
tion, which includes a prin­
ted copy of each issuance; 
edited manuscript; document 
showing signature of approv­
ing authority; document show 
ing latest review by approv­
ing authority and related 
background, such as document! 
relating to developing, 
coordinating and issuini 
each publication 

at issuing activity 

at preparing activities 

retire as permanent (see ae~e ~ 
~ael:e a 1) ( ~.;l..) 
~~ J.A ltvAt.;. fictttc:. 3-~-S?iJ !etti:J 

I 

destroy 1 year after AFMS is 
superseded, obsolete or rescin­
ded (aete )... ( ~ IJ , 
r:~~hy~ ~~~3 ..3o­
~"{ leff€J 

35 

36 

management engineering 
program status and 
schedule report (RCS: 
HAF-Ml'M()(712l) ~~·~ 
(~' 

AF Form 29, Management Engin 
eering Program Quarterly 
Status Report; and AF Form 
501, Management Engineering 
Program Study Schedule 

. 

at MAJCOMs and SOAs 

*at AFMEA 

destroy 3 years after date of 
report. 

destroy when no longer needed • 

37 

I-­

Air Force MEP master 
schedule (Re"te) 
(_~ r) 

schedule with related docu­
mentation 

at MAJCOMs and SOAs ~1:S'e$~
destroy 1 year after &:iasl:re 
baa: :C 111 zniel!i or wken no 
lonier. b:{,ded. -r~;r??.\Ait.U 
giJ\, 'R. (lilA ,_ II­

I c/ -
38 *at AFMEA 

activity 
or using *destroy when superseded. 

I 




