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. LEAVE BLANK
REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NO 

(See Instructions on reverse) I~& ~= IfJFifc:> rf~= 1YL_ 
TO	 DATE RECEIVEDGENERAL SERVICES ADMINISTRATION
 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408
 7bo~/=rYr
I FROM (A6enc) or .,tablt.h"\flntj	 --

NOTIFICATION TO AGENCY 

DEPARl'MENT OF THE AIR FORCE 
In accordance with the orov.srons of 44 USc 33030
 

2 MAJOR SUBDIVISION
 the disPosal request, Including amendments IS app'ov~d 
except for Items that may be marked "drsposmon notDirectorate of Administration, HQ USAF 
approved" or "Withdrawn" In column 10 If no records 

3 MINOR SUBDIVISION are proposed for disposal. the Signature of the Archiv.st .s 
not reqUiredReoords Management Branch 

4 NAME OF PERSON WITH WHOM TO CONFER	 5 TELEPHONE EXT. DATE ARCHIVIST OF THE UNITED STATEs 

Ms L. s. Sienuta	 694-3527 ;)-!(-'it'c, ~4~ 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorrzed to act for this agency Ifl matters pertaining to the disposal of the agf!ncy's records. 
tnat the records proposed for disposal In thrs Request of b paqels) are not now needed for the-business of trus 
agency or will not be needed after the retention periods specrtred. and that written concurrence from the General 
Accounting Office, If required under the provrsrons of Title 8 of the GAO Manual for GUidance of Federal AgenCies, IS 

attached 

A GAO concurrence 0 ISattached, or [!] ISunnecessary 

B DATE Ie SIGNATURE OF AGENCY REPRESENTATIVE D	 TITLE 

ot - )'I-~ () n	 GRACE T. ROWE 
hLQ L~ -I ~<.~ Records Management Branch 

9 GRS OR 10 ACTION7 8 DESCRIPTION OF ITEM SUPERSEDED TAKEN
ITEM 

(With Inctusiue Date. or Retention Periods) JOB (NARSUSE
NO CITATION ONLY)--------~--------------------------------------------------------------;---

TABLE 182-4 (formerly Table 182-5) (Revised) 
POSTAL ADMINISTRATION 

The revised Table 182-4 identifies the form reoords specifi-
cally to simplif,y recognition of each records series at
 
postal actiVities. All the rules of Table 182-4 are shown so
 
that we may obtain one BARS I ~ob number to cover the records
 
described in this table.
 

\ 1 Rule 1: request approval of disposal standard changed to: 

destroy 1year atter final disposition or 
when no longer needed, whichever is sooner. 

trom: 

destroy after 1 year or when no longer
needed, whichever is sooner. . . NC-l74-l6P, ~Mar--74,

item 1. 
~ 2 Rule 2: (formerly rule 4, Table 182-5): disposal standard 

continues as, 

destroy 2 years after case 1s closed.	 NC-174-l6b,~29-Mar--74,
item 1. 

Rule 3: (formerly rule 5, Table 182-5): disposal standard .Jcontinues as: ::20 L trt» <R; 

destroy 3 months after case 1s closed. . .	 NC-l74-16D, 29=Mar~4r 
NSN 7~4-4064 STANDARD FORM 115 (REV 883) 

P,eKrobed by GSA 

~ A ~ J..- !~1'FPMR (41 CFR) 101 114 

'a a- 'lf1J~ 

lS-108 

v 

http:Archiv.st


7 

REQUEST FOR RECORDS 0 2 OF 6 
9 GRSOR 10 ACTION 

B. DESCRIPTION OF ITEM SUPERSEDED TAKENITEM 
(Wltla Inch.. l.,. Dote. 0' R.t~ntlon P~rl0d4) JOB (NARSUSENO CITATION ONLY} 

.l 4 Rule 4 (formerly
continues as: 

rule 6, Table 182-5): disposal standard 

~ 5 

destroy after 1year
Whichever is Booner. 

Rule 5 (formerly rule 7, Table 
continues as: 

or when 

182-5): 

no longer needed, 
••••••••••••• 

disposal standard 

HC-17 
item 1. 

, 29 Mar 74, 

\ 6 

destroy 3 months atter suspension is 
withdrawn, or on reassignment or 
separation of individual. ••••••••••••• 

Rule 6 (former~ rule 8, Table 182-5): disposal standard 
continues as: 

NC-17...- ...""" 
item 1. 

29 Mer 74, 

I 7 

destroy 1 year after privileges are 
reinstated, or 1year after reassignment
or separation of individual. ••••••••••••• 

Rule 7 (formerly rule 9, Table 182-5): disposal standard 
continues as: 

NC-174-
item 1. 

, 29 Mar 74, 

1 8 

destroy 3 months after limitation is 
withdrawn or on reassignment or 
aepara tion ot individual. • •••••••••••• 

Rule 8 (formerly rule 13, Table 182-5): disposal standard 
continues as: 

, 29 Mar 74, 

-9 

!10 

destroy after 2 years. • •••••••••••• 

Rule 10 (formerly rule 18): disposal standard continues as: 

destro.y atter 1year. 

Rule 9: "nev rule; request approval of disposal standard: 

destroy 1year after case closed or when 
no longer needed, whichever is later. 

••••••••••••• 

Rule 11 (formerly rule 14): request approval of disposal
standard changed to following to meet USPS retention 
requirements: 

destroy after 2 years. 

from: 

NC-174-1 
item 1. 

NC-174-l 
item 1. 

, 29 Mar 

, 29 Mar 

74, 

74, 

destroy after 1year. • •••••••••••• NC-174-l 
item 1 

, 29 M£,.r 74, 

Four copIes, Includlnl orllln.1 to be submItted STANDARD FORM l1S·A (REV 1283) 
to the Natlon.1 Archives .nd Records ServIce. Prescrobed by GSA 

FPMR (41 CFR) 101·11 4 

115204 
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REQUEST FOR RECORDS 01 T.ON AUTHORITY - CONTINUATION	 6 
9. GRSOR 10 ACTION 

8 DESCRIPTION OF ITEM SUPERSEDED TAKENITEM (WIt,. IracllU/Wl	 Date. or Retention PerlofUJ JOB (NARSUSE
NO CITATION ONLY) 

I 12	 Rule 12 (tormerly rule 19): disposal standard continues as: 

destroT 2 Tears atter termination. 

[ 13	 Rule II (tormerly" rule 20): disposal standard continues as: 

des troT atter 2 Tears. • •••••••••• -.... 29 Mar 7411 
item 1.
N0-1,.. \AV' 

~"--14 Rule 14: (~ewjul-e: request approval ot disposal standard.: 

destroT 30 days after verification of original. 

~ 15	 Rule 15 (formerll' rule 23): request approval ot disposal

standard changed to:
 

des troT when superseded. 

• •••••••••• NC-17","-..l~~,

item 1.
 

~ 16 Rule 16 (formerly rule 28): disposal standard for this
 
nonrecord series continues as:
 

trom: destroT atter 2 78&rs.	 29 Mar 74. 

destroy after 6 months and/or after
 
bulletin matter entered in a USPS
 
publication.
 

\ 17	 Rule 17 (tormer1y rule 30): disposal standard continues as: 

destroy on receipt ot a later reVision, or 
on inactivation ot using activ1tT, whichever 
is sooner. ••••••••••• 

J 18	 Rule 18 (tormerlJr rule 15): disposal standard continues as: 

destroT when superseded. ••••••••••• NC-1 , 29 Mar 74,
item L 

\ 19 Rule 19 (formerly rules 12, 'Z7, 29): disposal standard 
contin~e~ as tQ11ows, with addition of "whichever is latern~ and deLetion or "when superseded~:

destroT atter requisition is tilled or when no 
longer needed, whichever is later. 

Former rule 12 disposal standard was: destroy after
 
requisition is tilled or when no longer needed. •••••••••••• NC-1 , 29 Mar 74,


item L 
Former rule 27 disposal standard was: destroy when 
requisition is comp1etelT tilled. •••••••••••• NC-174-l , 29 Mar 74,

item L 
FormE"r rule 29 disposal standard was: destroy when 
superseded. •••••••••••• NC-174-l , 29 Mar 74,

item L 

STANDARD FORM 115 A (REV 1283)J J 5204	 Four copies, Including original to be submitted
to the Nallonal Archive, and Records $ervlce.	 Prescrobed by GSA 

FPMR (~1 CFR) 101-11 ~ 
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R'EOUEST FOR RECORDS D ION AUTHORITY -CONTINUATION 

9, GRSOR 10 ACTION 
8, DESCRIPTION OF ITEM SUPERSEDED TAKENITEM 

(With IrtclUIIl1If! Date. or Rderttlon Perlod.)	 JOB (NARSUSENO CITATION ONLY) 

- 20 Rule 20: DeW rule: request approval of disposal standard: 

transfer with unserviceable equipment to 
the accountable USPS postmaster. 

115 204	 Four copies, Inclucf.ng original to be submitted STANDARD FORM 115·A (REV 1283) 
to the Nallortal Archives ancf Recorcfs Se",lce, Prew:robed by GSA 

FPMR (41 CFRJ 101,11.4 

http:Inclucf.ng
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ITABLE 182-4 ! 
IPOS"I' AL ADMlNISTRATION 1 

R A B C D 
U 
L 
E 

IIdie doc:umeats 
perlaiJI to 

are or 
COIISistiDI 0' ftjQ are dis 

4 

5 

1 

2 

-
3 

board or otticers 
proceedings and 
reports of survey 

POI tal otfense 
case fUes 

documents on circumstances on 
loss, damage, unserviceablli ty , 
or destruction ot USPS funds or 
property or aocountable 111&11,
and determining pecuniary or 
other responsibility
•postal otfense reports,
investigative (OSI) reporta 
and related reporta on 
investigation of offenses 
against the postal service 
under AF jurisdiction 

at field activities 

at MAJCOHpostal
squadrons 

at field activities 

¥destroy I year after 
final disposition or 
when no longer needed. 
whichever is sooner. 

atterdestroy 2 ;yearl 
case is closed. 

destroy 3 IIIODthaafter 
case is closed. 

6 4 utilization ot 
APO facllities 

approved/disapproved requests
from persons or organizations,
other than those authorized 

destroy after 1 year or 
when no longer needed,
vh1chever is sooner. 

7 1>-1I 
-

bf DOD 4525.6M,
H1litary Postal 

suspensions 

to use the 
Service 

v1thdrawaJ.. of use 
of APO privileges
from individuaJ../
orgenizations 

destroy 3 montha after 
suspension is withdraw, 
or on reaslignaent or 
separation of individual. 

8 6 revocationa 

I 
I 

destroy 1 year atter 
privileges are reinstated, 
or 1 year atter reassign-
ment or separation of 
indi Tictual. 

9 
r--

7 ! 11m.1ta tiona 
I 
I 

destra,y 3 aonths atter 
limitation i. v1thdravn, 
or on reassignment or 
separation of individual. 

13 8 

I
I 

I 
I 
I 
I 

I 

I 
I 

claims paid bf 
USPS and UPS 

~l&1ms forma: PS 542, Inquiry 
About a Registered Article or an 
Inaured Parcel or an Ordinary

i Parcel,
I PS 565, Registered Hall Appl1ca-

tion for Indeim1 ty/Inqu1ry ; 
l'S 673, Report of Ritled Faroel;
PS 1510, Hail Nondelivery Report;
PS 2855, Cla1a for Indemm.ty-
InterDational a.gistered und 
Insured Mail; 
PS 37&J, Wrapper Found Wi·.hout 
Contents;
PS 3812, Request for PayllliJntof 
Doll8stic Poetal Insurance 'Claim 
Ident1f'ication;
PS 3831, Receipt for Art! :les 
IluBg$d in Mall; 
PS 3841, Post. artie. Eaco.rd of' 

destroy atter 2 years. 

Claim 

18 

19 cO.plaintl and 

I • 1.IIqu1ri.. 

10 I unit 111&11service 
I 1n8pectioD 

custo.r COlIIIIGDts: PS 4314-C, 
Customer Service Card; 
PS 4314-P, Customer Service 
Cs.rd 

ahecWlts 

destroy I year after case 
closed or when no longer
needed. whichever is 
later.I destr~ after 1 year. 

, 

I 
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TABLE 18l-4-Coatunaed J 
R A B C D 
U 

-5, L , E 

If the documents 

pertam to 

are or 
consisting of which III'e then 

11 tracers -proceaa1nc recorda: PS 3830-',
Registl7 Diapatoh R8cordJ 
PS J854, &,1etered Mall 
D1apatch Bill 

-destroy after 2 years. 

19 12 designation/te~ 
!nation of postal 

Do 2257, Designation/Termination 
MP~1P~COPB-PlO (see 1I0te) 

destroy 2 years 
term1na tion. 

after 

clerks 

20 13 

-
registry balance 
and 1nventol7 

~ 2261, rlegistered Mail 
Balance and Inventory 

- at postal aotlY1t1ea destroy after 2 Y8ars. 

14 
• 

duplicate copy at MPO supervisor or 
desigIlAted reprea8Z1 

I ativa/agency 

destroy Xl dqs 
ftrltlcatioZi of 

t.fter 
origill&l • 

23 

28 

15 

16 

postal operationa 
proficiency 
training 

postal bulletins 

." 
master 
Guide 

Job Proficiency ,-at MAJ COM postal.
equadrone and 

I postal actiVitiea 

I at postal actiVities 

I 

~estroy when superseded. 

destroy after 6 months 
and/or aftpr bulletin 
lII&tter entered in a USPS 
publication. 

30 17 distribution and 
locatloZi listings 

~il distribution 
MFO location lists, 
documents 

soheme, 
and related 

destroy on receipt of • 
later revision, or on 
inacti .. tioZi ot uainl 
act1Vit.7. whichevar ia 
a001181'. 

15 18 ~ventories of 
postal supplies 

•PS 1586, Supply }(ecord; 
and PS 1590, Supplies and Equipment 

at postal activities I destroy wh8Z1superseded. 

USPS equipment Receipt 

1':) 
27) 

19 ;equisit10ns for 
USPS equipment, 

PS 1567, Requisition for 
and Steel Stamps Only; 

Rubber destroy after 
is filled or 

requisition 
when no 

29) supplies, publ1ca-
tions, coded tags 

PS 1578-A, Requisition for Large 
lAbels; PS 1578-B, Requis1tioZi 

lanc-r needed, 
18 later. 

whichever 

and labeu tor !loll-Standard Pacing Sl1pe 
or lAbeu; 
PS 1957-0, Request for Military 

i 
I 

Tags and Iabeu; 
PS 1957-D, Raqusst for T&6s and 
lAbels; 
PS 4686-', Shipping Order; 
PS 4984, Repair Parte Bequ1ai-
tioD; 
PS 7380, Supply Center Requisition; 
PS 7381, Requisition for Supp1ie., 

II 
I 
I 

i 
, 
I 

I 
I 
I 

I , 
Semces orlquipMllt I 

I 

J 

20 
• 

repaira to 
aquip!l8l1t 

poatal equipMllt h1atol7 
Record Sheet 

- PS 4805, Work ' transfer with unserviceable 
I equipment to the accountablel 
' USPS postmaster. 

i 

I 

!lOTi: MPC'--Mil1t.&r)"Po.tal 
~Po.tal ,iDanoe 

Clerk, 
attic.r. 

FPC-neet Postal Clerk; oo~-CUatod1an ot Poatal Itt.cta; 
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182. 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 182-1 I 
IADMINISTRATION OF POSTAL ACCOUNTS I 

R A B C D 

U 
L U the documents are or 
E pertain to consisting of which are then 

1 money orders reports at postal acnvmes destroy after 2 years (see note) 
~ records of money order forms and funds destroy after 2 years 

transactions 

·3 (RESERVED) 
4 stamp stock requismons destroy after 2 years (Window clerk 

copres=-desrroy upon completion of 
next audit) 

5 (RESERVED) 
6 record of postage Postal SeJ"VIceand AF forms used to destroy 2 years after form completed 

) 

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

6.1 pemut imprint maihng Postal Service forms used to document destroy I year after date of maihng 
statements mailmgs with permit rmpnnt
 

7 audits APO audtt summanes destroy after 2 years.
 IT fixed credit audit sheets destroy after I year. 
~ fixed credit Inventory record destroy I year after reassignment of 

mdividual mventoned, 
10 fixed credit receiptfs) fixed credit receipt forms destroy when the fixed credit IS 

turned In. 
11 urut stamp and money umt mail clerk's receipts destroy after I year. 

order purchases 

12 license to use official PS Form 360\-A at offices using postage return to HQ USAFIDAQA(S) 
postage meters . meters upon relocation or termination of 

postage meter operation 

~ at HQ USAF IDAQA(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 verification or completion of corrective actions. 
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ITABLE 182-2 I
IMAIL ACCEPI'ANCE AND DELIVERY 

R A B C D 

U 
L If the documents are or
 
E pertain to coDSistfJlg of which are then
 

1	 appomtment of urut mail appomtment formslletters destroy 2 years after cancellatJon.
 
clerk or IIIlI1Iorderly
 

2	 accountable mati dispatch and delivery receipts destroy after 2 years (see note) 

3	 allocation of block num- destroy on Issuance of new numbers. 
bers 

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

5 postal directory	 directory cards 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
 
mail through general delivery depart.
 

6	 (RESERVED) 

7	 change of address new marhng address informanon at PSCs destroy when no longer needed. 

8 mati change notice	 temporary mail routmg and holding
 

mstrucnons
 

9 issuing postal receptacles ISSuance form at PSCs or umt mail rooms	 destroy after recordmg first entry on 

a new form, mdicatmg box reissued, 

10	 status of PSC customers nonficanons to umts at PSCs destroy when no longer needed. 

11	 standing delivery order mail delivery authonzatJons destroy 2 years after cancellation. 

11	 recall of mail applications processed at postal acnvines destroy after I year 

13	 accountable commumca- accountable contamer receipts used to obtam a receipt for destroy on return of Signed docu-
nons control	 accountable contamers dis- ment receipt, or after 2 years when 

patched/received VIa regis- used as an mtransit receipt by the 

tered mail Base Information Transfer System, 
drstnbunon office or other mes-
senger. 

14	 used to obtain a receipt for destroy after I year. 
accountable containers drs-
patched/received via other . than	 registered mail or VIa 

inter-office distnbunon 

15	 used to obtam a receipt for destroy after I year. 
accountable con tamers In 

pouches or other consolidated 

mailings 

16	 unsigned duplicate COpies used destroy after 90 days or when no 

for tracer or control purposes longer needed, whichever IS later 

~ application for registration or cer-	 used to obtain a receipt for destroy after 2 years 

uflcancn of offiCial mail	 sealed accountable contamers 

being dispatched via regis-
tered marl 

ru	 used to obtain receipt for destroy after I year. 
sealed accountable containers 

bemg dispatched via other 
than registered mail 

~	 used m place of an account- destroy on return of Signed docu-
able container receipt ment receipt 

10 weapons system pouch correspondence, mcludmg letters	 of at MAJCOMs de str.~-tUf!IJ.-I'a,¥tt1'
(WSP) service authonty, to establish and d1SCOn- ~~ ct·~SP 

nnue	 WSP service S~~rn- at requestmg acnvines	 destroy 3 months after cancellation 

of the WSP service, or when no 

longer needed, whichever IS sooner. 

22	 transit time surveys and destroy when no longer needed.
 
results
 

NOTE' When an APO or Aenal Termmal IS closed, records of accountable marl on USPS forms are mailed to servmg postmaster (Military 
Records Umt), 
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ITABLE 182-3 I 
I MAIL MOVEMENT I 

R A 8 C D
 

U
 
L U the documents
 
E are or pertain to coDSistlng of which are then
 

1	 receipt and dispatch mati mamfests (PS Form 2900. AV-7. Alaskan AIr Mati for registered mati destroy after 2 years 
of mati (see note)	 Dispatch Record. Transportation Control Movement
 

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

1 for nonregistered mati destroy after I year. 
3 mati manifest for movement of mati by orgamzational destroy after 3 months. 

aircraft, rail or vehicle 

'"4 daily mati dispatch data at postal acnvmes destroy after I year 
5 small-parcel ship- documents generated by small-parcel shippmg com- destroy after I year or as 

ment billing or pames specified m contract. which-
shipping documents ever ISlonger 

5.1	 documents for matenal sent as part of the Foreign destroy 2 years after ship-
Military Sales/Secunty Assistance Program whtch may pmg/billmg date or as speer-
be needed to answer a Report of Item DIscrepancy fied m UPS contract, which-

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

and dispatch of mati dial action IS completed. 
6.1	 at other than Cited postal destroy after 6 months. 

acnvmes 

7 Irregular handling at MAJCOM postal destroy after 2 years. 
of mail squadrons 

8 at ongmatmg acnvmes destroy after 6 months. 
9	 mcommg command log used to record pouch number destroy after 3 months.
 

pouch
 

NOTE: When an APO or Aenal Mati Tennmal IS closed. records of registered mati on USPS forms are mailed to serving postmaster (Mihtary 
Records Unit). 
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ITABLE 182-5 I 
IPOSTAL ADMINISTRATION DOCUMENTATION 

R A B C D 

U 
L H the documents are or 
E perta1a to consfsting of which are then 

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 mall, and -deterrmmng pecuniary or other responsibihty 

"2 (RESERVED) 
"3 (RESERVED) 
4 postal offense case files mvesuganve (OSI) reports and related re- at MAlCOM postal destroy 2 years after case IS closed 

ports on invesngatron of offenses against the squadrons 

5 
postal service under AF junsdicnon 

at field acnvines destroy 3 months after case IS closed 

6 utilization of APO facil- approved/disapproved requests from persons destroy after I year or when no 
mes or orgamzanons, other than those authonzed longer needed, whichever IS sooner 

by DOD 4525 6M, to use the Mlhtary Postal 

7 
Service (MPS) 
suspensions withdrawals of use of destroy 3 months after suspension IS 

APO privileges from withdrawn, or on reassignment or 
mdrviduals/orgamza- separation of mdivrdual, 
nons 

---s revocations destroy I year after pnvileges are 
reinstated, or I year after reassign-
ment or separanon of individual. 

~ hmrtations destroy 3 months after hmitanon IS 

withdrawn, or on reassignment or 
separation of mdrvrdual, 

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

11 mad transst tune for MPS data records destroy when no longer needed. 
use 

12 USPS equipment and 
supphes 

requismons . destroy after requisition 
when no longer needed 

IS filled or 

13 claims postal claims paid by the USPS and UPS destroy after 2 years. 
14 tracers reports processed by AF actrvmes through destroy after I year. 

USPS and UPS 

15 supply record stock level and reorder controls destroy when superseded 

·16 (RESERVED) 
·17 (RESERVED) 
18 umt mad service mspec- checkhsts destroy after I year 

tlon 

19 designauon/termmanon designanon/termmanon documents destroy 2 years after termmanon 
of postal clerks 

lO registry balance and in- inventones at postal acnvmes destroy after 2 years 
ventory 

·11 (RESERVED) 
·22 (RESERVED) 
13 postal operanons profi- at postal squadrons, destroy after 2 years 

ciency training detachments 

·24 (RESERVED) 
·25 (RESERVED) 
·26 (RESERVED) 
21 coded tags and labels destroy when requssinon IS 

completely filled. 
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ITABLE 182-5-ConUnued I 
R A 8 C D 

U 

L U the documents are or 
E pertain to consfstlq 01 which are then 

28 postal bulletms destroy after 6 months and/or after 
bulIetm matter entered m a USPS 

publication. 

29 USPS eqwpmentl forms used to receipt and acknowledge ac- destroy when superseded. 
supplies countabrhty for certam USPS eqwpmentl 

supplies 

30 distrrbunon and location mati dlstnbutlon scheme. APO location lists, destroy on receipt of a later revision, 
hstmgs and related documents or on mactrvanon of usmg acnvuy, 

whichever is sooner. 



'An u-so Vol n 14e 1984 497 

183. Courier 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 
Staff. 

I*TABLE
IARMED 

1113-1 I ~~ 
FORCES COURIER SERVICE (ARFCOS) I 

R A B C D 
U 
L If the doeumentB are or 
E pertain to coDBlsting of which are then 

1 Receipt to Sender ARFCOS Form I, used as a receipt for COpies used by agencies other destroy on return of Signed 

ARFCOS material to sender than ARFCOS acnvmes to receipt, or after I year when 

obtam a receipt for account- used as an intransit receipt, 
able contamers dispatched 

thru ARFCOS 

'"T at Armed Forces Couner hold I year and send to 

Stations (ARFCOST As) ARFCOS Supply Center 
which will consolidate and 

send to WNRC; destroy 

when 6 years old. 

3 

4 

5 

Pouch Invoice listing 

matenal 

Couner Designation 

Dehvery Receipt for 
ARFCOS material 
from account 

ARFCOS Form 3 

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

ARFCOS Form 4 I, 
""6 COpies used by agencies other destroy after I year. 

than ARFCOS activities as an 

intransrt receipt for incommg 

accountable contamers thru 
ARFCOS 

7 Receipt for ARFCOS ARFCOS Form 2 at ARFCOST As destroy upon tum-m of 
controUed items/ accountable Item. 
eqwpment 

8 request for ARFCOS ARFCOS Form 7 .. destroy after 1 year. 
supplies/eqwpment 

9 Identlficatton Card for ARFCOS Form 9, used to Identtfy couriers/ destroy tmmediately upon 

courrera/assistant cou- assistant couners relocation of courier/ 
ners assIStant couner, lAW 

ARFCOS Manual Ch 16, 
paragraph 1602h. 

10 Authonzatlon Record ARFCOS Form 10, used for authonzanon of destroy after I year. 
account and signature venfication 

11 Channel and Cost ARFCOS Form 13, used for p1anmng and bud- destroy after I year. 
Report gering at HQ USAF level 

U Statement of Refusal to ARFCOS Form 17, used for possible puninve destroy after I year. 
Serve as Designated action 

Courier/Couner Assis-
tant 

13 AUowance List ARFCOS Form 18, used to set level of destroy when superseded. 
ARFCOS Forms on hand 

14 Records Shipment List ARFCOS Form 20, used as a receipt for records destroy after dlSposa1 date of 
shipped the records It forwarded. 

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


