
• • LEAVE BLANK
REQUEST FOR RECORDS DISPOSITION AUTHORITY	 - -

JOBNO
(See Instructions on reverse) ~~/J= RFVoJJ!§, =,!dJ 

DATE RECEIVED ),GENERAL SERVICES ADMINISTRATIONTO 

o~/=~!jNA TlONAl ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 
1 FROM (Ae ..ncy or ... tobllahm ..nt) NOTIFICATION TO AGENCY 

DEPARTMENT	 ... "",....-.OF THEAIR FORCE 
... .............
In accordance with the provISions of 4~ ~ ~ :: oJ 

2 MAJOR SUBDIV\SiON----- the disPosal request, Including erneodmeo ts 15 app' .ve c 
except for Items that may be marked' drsoos.ncr no'Directorate of Administration, HQ USAF approved" or "Withdrawn" In column 10 If no recorc s 

3Ii,li"No"FisuBD Iv ISION are proposed for disPOsal, the Signature of the Arcruv.st s 

not required _______ Records Management Branch 
ol NAME OF PERSON WITH WHOM TO CONFER	 5 TELEPHONE EXT DATE ARCHIVIST OF THE U-NITED STATES 

~694-3527 o -:il I-D f> W' --,- '0' .s:PMe L. s. Sienuta 
t> CERTIFICATE OF AGENCY REPRESENTATivE 

I hereby certify that I am authonzed to act for this agency In matters pertaining to the disposal of the agency's records 
,at the records proposed for disposal In thrs Request of 3 pagels) are not now needed for the bus.ness or tn.s 

3gency or will not be needed after the retention periods specrtred. and that written concurrence from the Genera 
Accounting Office, If required under the provisrons of Title 8 of the GAO Manual for GUidance of Federal Aqencies. IS 

attached 

~ GAO concurrence 0 IS attached, or 00 IS unnecessary 

6 DATE C SIGNATURE OF AGENCY REPRESENTATIVE	 D TITLE 

GRACE T e ROWE9vL CL LL I 2~"-1' Records Management Branch 
9 GRS OR I 10 ACTIO,,-7 8 DESCRIPTION OF ITEM	 SUPERSEDED TAKEN 

IT"-M 
NO 

(With Inclusw .. Dote. or Ret ..nhon Periods) JOB (NARS USE 
CITATION ONL y) 

TABLE182-3 (Revised) 
MAIL MOVEMENT 

The revised Table 182-3 identifies the form records
 
specifical~ to simplify recognition of each records series
 
at postal activities. All the rules of Table 182-3 are shown
 
so that we may obtain one NARS'job number to cover the
 
records described in this table.
 

1 Rule 1: disposal standard continues as: 

destroy after 2 years {except" (see note) n was 
added to it) •••••••••• 10-174-16<, 29 Mar 74, 

item 1 
2 Rule 2: disposal standard continues as: 

destroy after 1 year. . . NO-174-16<, 29 Wr 74, 
item 1 

3 Rule 3: disposal standard continues as: 

destroy after 3 months. . . NC-l74-16C, ~ Mar 74, 
item 1. 

Rule 4: request approval in change in disposal standard to: 

destroy 60 days after message report
 
is submitted.
 

from: destroy after 1 year. •	 NC-174-1_6(:,29 Mar 74, 
NSN 7S4CHlO-634-4064	 STA\Hl'A~RM 115 (REV 8 631 

PreSCribed by GSA r- 07":: '" "" 
FPMR (41 CFR) 101-11 4 ,:) ~v","", 

115-108 

http:Arcruv.st


. . ..
 
JJOBNO.	 PAGE 

REOUEST FOR RECORDS DISPOSITION AUTHORITY - CONTINUATION 2 OF 3 
9 GRSDA 10 ACTION 7 8 DESCRIPTION OF ITEM SUPERSEDED TAKEN
ITEM (Wltll Inch .... ", Date. or Retention PerWd4) JOB (NARSUSE


NO CITATION ONLY) 

5 Rule 5: disposal standard continues as: 

destroy after 1 year or as specified
in contract, whichever is later. (except last 

word was changro to "later" trom "longer. II) ............. NC1-AFU-l:!2-49,3 Hay €2, 
iteI!l1. 

6 Rule 5.1: disposal standard continues as: 

destroy 2 years after shipping/billing
date or as specified in de1iver,y service 
contract, whichever is later. (except "UPS 

contract" was changed to "de1iver,y service contract," and 
last word changed to "later" trom "longer.") ••••••••••••• NCl-AFU-82-49, 3 May 82,

item 1. 
7 Rule 6: disposal standard continues as: 

destroy 6 months after remedial action
 
is completed. ••••••••••••••• NC-l74-1ED, 29 Mar 74,
 

it.em 1. 
( 8 Rule 6.1: request approval ot disposal standard that 

continues as: 

.r> 

destroy atter 6 months. 

(was not previously submitted to NARS tor approval) 

\, 9 Rule 7: request approval tor change in disposal standard to: 

destroy after 2 years or when no longer

needed, whichever is later.
 

from: 

destroy after 2 years. . . NC-174-l6D, 29 Mar 74,
item 1. 

Rule S: request approval for change in disposal standard to: 

destroy after 1 year. 

from: 

destroy atter 6 months. • •••••••••••••• NC-174-16P, 29 Mer 74,
item 1. 

, 11 )I Rule 9: request approval ot disposal standard that 
continues as: 

destroy after 3 months. 

(was not previously submitted to NARS tor approval.) 

15 204	 Four c:oples, Inc:lud.ns orlslnal to be submitted STANDARD FOAM 11S-A (REV 1283) 
to the National Arc:hlyes and Rec:ords Service. PreSCribed by GSA 

FPMR (41 CFR) 101-11-4 

http:Inc:lud.ns
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ITABLE 112-3 I 
IMAIL MOVEMENT I 

R A 

U 
L If the cIocumeDts 11ft or 
E pertalD to 

1	 receipt and dispatch 
ot mall 

.-
2 

-

3 

!-
4 

5 

I-5.1 

6 

-
6.1 

7 

~ 
8 

9 

small-parcel 
ahipment b1lling or 
shiPFing docwnants 

irregular .akeup 
and diapatch ot 
mail 

irregular ha.ndl1.Dg 
or mall 

1Doomillg colllD8lld 
pouch 

B 

CCMIIiIUIIa of 

m-ail manifests: PS 2900, us
 
Military Hall by US Commercial
 
Air Carriers Dispatch Record;

Alaskan Air Hail Dispatch
Record;

PS 2942-A, AV-7 Delivery List;

PS 3830-A, Registry Dispatch

Record'
 
DD 1384, Transportation

Control and Movement Document;

DD 1385, Cargo Man1fest; .
 
Transportat10n Control Number
 
log forms;

Government B1lls of Lading;

DD 878, Military Mail Dispatch

Report
 

DD 1372, Mall Manif'eat 

Ittps 2277, Transit Time WOZ'll8 

tion Sfatem for M11itarr Mail 
Daily Work Sheet 

documente generated b,y

amall-parcel shipping
 
cOIll~1es
 

document. tor !lIBter1al sent
 
aa part of the Foreign M1li-
tary Sales/Security Assist-
ance Program which may be
 
needed to answer a Report of
 
Item Discrepancy
 

DD 2273, Irregular1ties in
 
Makeup and Diapatob ot Hail
 

Ps 2759, Report ot
 
Irregular Bandl.1q ot !ti11
 

log used to record pouch
 
DUlllber
 

C 

'II'hicbllft 

for registered mail 

for nonregiatered 
mail 

at postal activitiea 

at cited postal 
activities 

at other than cited 
postal aotiT1tiea 

at MAJCCI! postal 
squadrOD8 

at orig1Dat1ni 
stations 

•at rece1"f1q .tat10D 

D 

thea 

destroy after 2 years 
(see note). 

deatroy atter 1year. 

deatroy after 3 montha. 

*destroy 60 days
 
after message report
 
is submitted.
 

destroy after 1year or 
as specified in oontract, 
whichever is later. 

deetl'O'1 7M" art.Pi 
.hipping billlng date or 
as specified in 
delivery service 
contract, whichever 
is later. 

deatroy 6 months atter 
remedial aotion is 
completed. 

deatroy attar 6 .antha. 

If'*destroy roter 2 Teare or¥ben	 no onger Deeded,
vh1chner 1a later. 

-l<,d.eatro7 attar 1 year. 

deatroy after 3 IIIDDths. 

BOTE: When all APO or Mz'ia1 Mal1 Terminal is closed, records ot registered 11811 on USPS foZ1ll8are 1181led t.o 
aerviag polltlluter (H1l1t&ry Blloorda UD1t)• 

http:Bandl.1q
http:ha.ndl1.Dg
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181. Postal Operations and Official Mail Management. These tables cover disposition of documentation pertaining to
 
policies, procedures and instructions governing worldwide postal operations, postal finance services, and official mail
 
management and accountability; include operational instructions for air post offices (APOs), aerial mail terminals, base
 
information transfer centers, mobile distribution systems, mail directories, and transportation systems.
 

ITABLE 181-1 I 
IADMINISTRATION OF POSTAL ACCOUNTS I
 

R A B C D
 

U
 

L If the documents are or
 
E pertaiD to coDBlstiog of whicb are then
 

1 money orders reports at postal acuvmes destroy after 2 years (see note)
 r-z records of money order forms and funds destroy after 2 years
 

transactions
 

-3 (RESERVED)
 

4 stamp stock reqursmons destroy after 2 years (Window clerk
 

copies-e-destroy upon completion of
 
next audit),
 

5 (RESERVED)
 

6 record of postage Postal Service and AF forms used to destroy 2 years after form completed
 

meter operattons (not admmister postage meters or 2 years after date of final entry,
 
covered by rule 14) whichever IS later.
 

6.1 permit impnnt maihng Postal Service forms used to document destroy I year after date of mailmg, 
statements maihngs WIth permit imprint
 

7 audits APO audit summanes destroy after 2 years.
 I 
~ fixed credit audtt sheets destroy after 1 year.
 

~ fixed credit Inventory record destroy I year after reassignment of
 
mdrvidual mventoned
 

10 fixed credtt receiptts) fixed credit receipt forms destroy when the fixed credit IS
 

turned In.
 

11 urut stamp and money unit mati clerk's receipts destroy after 1 year
 
order purchases
 

11 license to use official PS Form 3601-A at offices using postage return to HQ USAFIDAQA(S)
 
postage meters . meters upon relocation or termination of
 

postage meter operation
 

~ at HQ USAFIDAQA(S) forward terminated hcenses to
 

USPS
 

14 Quarterly Postage AF Form 1394 destroy after I year or when no
 

Expenditure Report longer needed, whichever IS later
 

NOTE: Destroy venficanon copy after venficanon or completion of corrective actions . 

.. 

, .• 
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ITABLE 181-1 I
 
IMAIL ACCEPTANCE AND DELIVERY I
 

R A B C D
 

U
 
L IIthe doc:aaIeIID .. or
 
E pertain to CIIIIIIIdBa of which are then
 

1	 appomtment of unit awl appomtment formsJ\etters destroy 2 years after cancellation.
 
clerk or IIWl orderly
 

1	 accountable mad dispatch and dehvery receipts destroy after 2 years (see note) 
3 allocation of block num- destroy on Issuance of new numbers.
 

bers
 

4 mad call or hours of col- notices destroy when new forms are posted
 
lection
 

5 postal directory	 directory carda on persons assigned destroy I year after permanently
 
Postal Service Center (PSC) postal assigned personnel depart. or 3
 
receptacles or authonzed to receive months after transient personnel
 
IDlIJl through general dehvery depart.
 

6	 (RESERVED) 
7 change of address new nuulmg address mformatlon at PSCs destroy when no longer needed.
 
8 mad change notice temporary IDlIJl routmg and holdmg
 

InstruCtiOns
 l 
9 lSSumgpostal receptacles ISSuanceform at PSCs or urut IDlIJl rooms destroy after recording lirst entry on
 

a new form, mdicatmg box reissued
 

10 status of PSC customers notlflcatlons to uruts at PSCs destroy when no longer needed.
 
11 standing debvery order IDlIJl delivery authonzatlons destroy 2 years after caacellanoe.
 
1l recall of mail appbcations processed at postal acnvmes destroy after I year.
 I 
13	 accountable eommumca- accountable con tamer receipts used to obtam a receipt for destroy on return of Signed doeu-

tlOns control	 accountable contamers dIS- ment receipt, or after 2 years when 
patched/received Via rep· used as an mtranslt receipt by the 
tered nuul Base Information Transfer System, 

dlStnbutlon office or other mes-
senger.

'14	 used to obtam a receipt for destroy after I year. 
accountable con tamers dIS· 
patched/received via other . than reptered IDlIJl or VIa 

mter-office distnbunon 

't5	 used to obtam a receipt for destroy after I year. 
accountable contamers m 
pouches or other consohdated 
nuuhng5 

~ unsigned duplicate COpiesused destroy after 90 days or when no
 
for tracer or control purposes longer needed. whichever ISlater.
 

~ apphcauon for reptratlon or cer- used to obtam a receipt for destroy after 2 years.
 
ulicauon of offic18lmad	 sealed accountable contamers 

bemg dispatched via regis-
tered IDlIJl 

I--
18 used to obtam receipt for destroy after I year
 

sealed accountable con tamers
 
being dispatched Via other
 
than reptered IDlIJl
 

19 used in place of an account- destroy on return of Signed docu-
able container receipt ment receipt.
 

10 weapons system pouch correspondence. mcludmg letters of at MAlCOMs de str-~-t1J,..eo.'t'Q,fit..
 
(WSP) service authonty. to establish and dlSCOn·
 ~~~ i·~SP

tmue wSP service .~~ 
11 at requesting acnvines	 destroy 3 months after cancellation
 

of the WSP service. or when no
 
longer needed. whichever IS sooner
 

11	 transit time surveys and destroy when no longer needed
 
results
 

NOTE: When an APO or Aenal Termmal IS closed, recorda of accountable mad on USPS forms are	 mailed to servmg postmaster (MIlitary 
Recorda Urut). 

•
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ITABLE 182-3 I 
IMAIL MOVEMENT I 

R A B C D 

U 
L U tile documeDa 
E are or pertaiD to COIIIiIbI til which are then 

1 receipt and dISpatch nuuJ maaifesu (pS Form 2900. AV-7. Alaskan Air Mad for registered mad destroy after 2 years. 
of nuuJ (see note) DIspatch Record. Transportation Control Movement 

Document (TCMD). AV-7 and Transportation Control 
Number (TCN) log forms filed with basic documents; 
and Similar forms. or mecharucal substitutes) 

2 for nonregistered mad destroy after I year 
3 mad manifest for movement of mad by organizational destroy after 3 months. 

aircraft, rad or velucle 

'"4 dady mad dispatch data at postal acnvines destroy after I year 
5 small-parcel slup- documents generated by small-parcel shlppmg com- destroy after I year or as 

ment billmg or parues specified m contract, wluch-

"5.1 
sluppmg documents 

documents for matenaJ sent as part of the Foreign 

ever ISlonger. 
destroy 2 years after slup-

Military SaJes/Secunty AssIStance Program wluch may pmglbdlmg date or as speer-
be needed to answer a Report of Item DISCrepancy fied In UPS contract, wluch-

ever IS longer. 
6 Irregular makeup USPS forms at CIted postal acnviues destroy 6 months after reme-

and dISpatch of III8lI dial action IS completed. 
rrr at other than CIted postal destroy after 6 months. 

acnvities 

7 Irregular handling at MAlCOM postal destroy after 2 years, 
ofnuuJ 

S-, Incommg command log used to record pouch number 

squadrons 

at ongmabng acnvmes destroy after 6 months. 
destroy after 3 months. 

pouch 

NOTE: When an APO or AenaJ Mad TermmaJ IS closed. records of registered rnBJlon USPS forms are maded to serving postmaster (Military 
Records Urnt). 

J 'i5'?>- I (50..,\0\'£ fL t.e )~ ~ c '. A !""",'- '21 -(~ I 
-i 
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ITABLE 182-5 I
I POSfAL ADMINISTRATION DOCUMENTATION 

R A B C 0 
U 
L H tbe dOCWlleD" IN 01' 
E pertaiD to colllistlDg of which are tben 

1 board of officers pro- documents on circumstances on loss, damage, at field acnvines destroy after I year or when no 

ceedmgs and reports of unserviceabrhty, or destruction of USPS longer needed, whichever IS sooner 
survey funds or property or accountable mad, and -determmmg pecuniary or other responsibihty 

-:z (RESERVED) 

-3 (RESERVED) 

4 postal offense case files investigative (OSO reports and related re- at MAlCOM postal destroy 2 years after case IS closed 

ports on mvesnganon of offenses against the squadrons 

postal service under AF junsdicuon 

-s at field acnvines destroy 3 months after case IS closed 

6 unhzanon of APO facil- approved/disapproved requests from persons destroy after I year or when no 

ltIes or organizations, other than those authonzed longer needed, whichever IS sooner 
by DOD 4S2S 6M, to use the Mdltary Postal 

=r 
Service (MPS) 

suspensions Withdrawals of 
APO pnvdeges 

use of 
from 

destroy 3 months after suspension IS 

Withdrawn, or on reassignment or 
• 

mdrviduals/orgamza- separation of mdrvidual. 
nons r-s- revocations destroy I year after 

reinstated. or I year 
pnvileges are 

after reassign-
I 

ment or separation of mdrvidual. 

~ hmitanons destroy 3 months after hmrtanon IS 

withdrawn, or on reassignment or 
separation of individual. 

10 mail received, dispatched documents showing mad received, dispatched destroy after I year or when no 
and on hand and on hand longer needed, wluchever IS sooner 

11 mad transit time for MPS data records destroy when no longer needed. 
use 

1:2 USPS eqwpment and requisittons . destroy after requisition IS filled or 
supphes when no longer needed 

13 claims postal claims paid by the USPS and UPS destroy after 2 years. 

14 tracers reports processed by AF activities through destroy after I year 
USPS and UPS 

15 supply record stock level and reorder controls destroy when superseded 

-16 (RESERVED) 

-17 (RESERVED) 

18 urut mall service mspec- checklists destroy after I year 
non 

19 designanon/termmanon desrgnanon/termmanon documents destroy 2 years after termmauon. 
of postal clerks 

20 registry balance and in- mventones at postal acnvuies destroy after 2 years. 
ventory 

-:zt (RESERVED) 

-:z:z (RESERVED) 

:zJ postal operations profi. at postal squadrons, destroy after 2 years 
ciency trammg detachments 

-U (RESERVED) 

-15 (RESERVED) 

-;26 (RESERVED) 

1.7 coded tags and labels destroy when reqursruon IS 

completely filled . 

•
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ITABLE 181-5-Coadnued I 

R A B C D 

U 

L If tile dOCIIDIeats are or 
E pertain to ~of which are tllea 

Z8 postal bulletms destroy after 6 months and/or after 
bulletin matter entered m a USPS 
pubhcauon, 

19 USPS eqwpmentl forms used to receipt and acknowledge ac- destroy when superseded, 
supphes countabrhty for certain USPS eqwpment/ 

supphes 

30 dlStnbuuon and location mall distnbunon scheme, APO location hses, destroy on receipt of a later revision, 
lIStings and related documents or on macuvanon of usmg acnvity, 

wluchever IS sooner. 

, . 
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183. Courter Administration and Operations. This table covers documentation accumulated in the administration and 
operation of the Armed Forces Courier Service, a triservice agency (Army, Navy, Air Force) of the Joint Chiefs of 
StafI'. 

I-TABLE 183-1 I ~t--
IARMED FORCF3 COU8IDI SERVICE (ARFCOS) I 

R A B C D 
U 
L If die documeD1I are or 
E pertafD to couIstIDg of wbicb are then 

1 Recapt to Sender	 ARFCOS Form I. used as a receipt for copies used by agenCIes other destroy on return of SIgned
 
ARFCOS matenal to sender than ARFCOS actiVlttes to receipt, or after I year when
 

obtam a receipt for account- used as an intranslt recapt. 
able contamers dispatched 
tbruARFCOS 

7	 at Armed Forces Couner hold I year and send to 
Stations (ARFCOST As)	 ARFCOS Supply Center 

wbtch will consohdate and 
send to WNRC. destroy 
when 6 yean old. 

3 Pouch InVOIce!istmg	 ARFCOS Form 3 i 
matenal
 

4 Couner Deslgnatton ARFCOS Form S, used to designate an escort
 
for ARFCOS matenal between ARFCOST As
 

5 Delivery Receipt for ARFCOS Form 4
 
ARFCOS matenal
 I 
from account 

"'6	 copies used by agenCIes other destroy after I year. 
than ARFCOS acttvittes as an 
intranstt receipt for mcommg 
accountable contamen tbru 
ARFCOS 

7	 Receipt for ARFCOS ARFCOS Form 2 at ARFCOST As destroy upon tum-m of
 
controlled Items! accountable Item.
 
eqwpment
 

8	 request for ARFCOS ARFCOS Form 7 . destroy after I year .
 
suppliesleqwpment
 

9	 Identification Card for ARFCOS Form 9. used to Identtfy couners/ destroy unmediate1y upon
 
COuners/asslStant cou- asststant couners relocation of courier/
 
rien asststant courier. lAW
 

ARFCOS Manual Cb 16. 
paragraph 1602b. 

10 AUthOnzattODRecord	 ARFCOS Form 10. used for authonzatton of destroy after I year.
 
account and signature venflcatton
 

11	 Channel and Cost ARFCOS Form 13. used for plannmg and bud- destroy after I year.
 
Report getmg at HQ USAF level
 

U	 Statement of Refusal to ARFCOS Form 17. used for posstble puruttve destroy after I year.
 
Serve as Designated action
 
Courier/Courier AIIIia-
tant
 

13 Allowance List ARFCOS Form 18. used to set level of destroy when superseded.
 
ARFCOS Forms on band
 

14 Records Shipment LISt ARFCOS Form 20. used as a reeespt for records destroy after disposal date of
 
slupped the records It forwarded.
 

15 ARFCOST A Inven- ARFCOS Form 23. used as an mventory and destroy after I year.
 
tory balance records
 

•
 


