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~EQUEST FOR RECOROIISPOSITION AUTHORITY
 
(See ·Instruct s on reverse)
 

78 85Not 
TO: GENERAL SERVICES ADMINISTRATION, 

__ N_AT_IO_N_A_l_A_RC_H_IV_E_S_A_N_D_R_E_CO_R_D_S_S_ER_V_IC_E..;...' _W_AS_H_IN_G_T_ON...;.,_D_C_2_04_0_8 __ --I DATE RECEIVED 

1. 3 MP.'f 1975 
NOTIFICATION TO AGENCY 

2. MAJOR	 SUBDIVISION 

Office of The utant General: 
3. MINOR	 SUBDIVISION 

Records Management Division 

4. NAME	 OF PERSON WITH WHOM TO CONFER 5. TEL EXT. 

R. Bonnell 693-1939 
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 11 page(s) are not now needed for the business of
this agency or will not be neede.dafter the retention periods specified. 
o A	 Request for immediate disposal. 

specified period of time or request for permanent 

C. DATE 

1.7f¥Al.	 Chief, Records Management Division 

7. 8. DESCRIPTION OF ITEM 9. 10. 
ITEM NO. (With Inclusive Dates or Retention Periods) SAMPLE OR ACTION TAKEN 

JOB NO. 

1.	 In accordance with CFR 101"11.507(b), request authority

to destroy the nonpermanent paper records listed on the
 
attached 10 pages after microfilm has proven to be an
 
acceptable substitute. The records will be converted to
 
microform in accordance with 4lCFR 101-11.507(c)(2). The
 
microfilmed copies will be held for less than 10 years.
 

a. Destroy paper records after microfilm copies have 
proven to be an acceptable substitute. 

b. Dispose of the microfilm copies in accordance with 
the standards approved for the original paper records. 

115_107 STANDARD FORM 115 
Revised April, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 



TnE. ":.. :.lm'::"::6 OCl\..R TAFFS fi.LE:s consist o.f parer do cumcn cs that are to be converted 
to Scott u?cataole microfiche, then destroyec. The microfiche will be retained for 
the ?erio2 indicated, then destroyed in accordance with appropriate regulations by 
the OCAF~ Ac~inis~rative Office. 

TAFFS File :;0. Description Volume (Inches)
Classification Disposition Annual Accumulation (Inches)

~ 

101-02 Office general management files. 11 
unclas Destroy after 1 yr. or on 6 

discontinuance 

101-03 Office inspection and survey files. 3 
unc1as Destroy after next comparable 1-1/2

survey. 

101-07 
unc1as . 

101-08 
SECRET 

101-15 
uncIae 

101-16 
unc1as 

101-17 
unc1as 

101-18 
uncI as 

101-19 

unc1as 

101-20 

unc1as 

Office records tran~mitta1 files.
 
Destroy when records listed
 
thereon have been destroyed.
 

Record access files.
 
Destroy on supersession
 

Office mail control files.
 
Destroy after 2 years.
 

Office financial files.
 
Destroy after 1 year or discontinuance.
 

Office service and supply files.
 
Destroy 1 year after completion

of action.
 

Office property record files.
 
Destroy when superseded
 

Office equipment approval and
 
utilization files~
 
Destroy when superseded.
 

Classified matter inventory

reporting files.
 
Destroy after next inventory.
 

1 

1/2 

1/4
1/8 

2 
1 

1/4
1/8 

1/8
1/16 

1/4
1/8 

1/4 

1/8 _ 

1/4 

'1/8 



TAFJ.~ ~ile ~o. 
Classi:ication 

~_~::ip....tion 
Disposition 

Volume 
Annual 

(Inches2 
Accumulation (Lnches) 

101-23 

unc1as 

Office space assignment 
li1es. 
Destroy when superseded 

record 1/4 

1/8 

101-24 
unc1as 

Office file numbers files. 
Destroy when superseded 

3 
1-1/2 

102-01 
unc1as 

Office general personnel 
Destroy after 1 year. 

files. 2 
1 

102-04 

unc1as 

Supervisor/manager employee
record files. 
Destroy when superseded 

1 

1/2 

102-05 
unc1as 

Job description files. 
Destroy on abolishment of position. 

2 
l/2 

102-07 
unc1as 

Pending request files. 
Destroy on receipt of notification 
of completion of requested personnel 
action. 

~ 'I,.:1 ... 

1/8 

..'-
102-11' 
unc1as 

Securitv awareness files. 
Destroy after the next periodic
application or on inactivation of 
the office. 

3 
1-1/2 

102-12 
unclas 

102-13 
unc1as 

103-05 
unclas 

201-02 
unc1as 

£. 

£. 

conf. 

conf. 

Temporary duty travel files. 
Destroy after 2 years. 

: 

Office military personnel files. 
Destroy 1 year after transfer or 
separation of individual. 

Policy and precedent files. 
Destroy individual documents when 
~uperseded or obsolete. 

Administrative files. 
Destroy after 2 years. 

1 
1 

1/2
1/4 

2 
1 

1/4
1/8 

. 



----TAFFE !. He !\o. DescriPtion V.olume (Inches)""--'-------C1assi'ica:':ion Disposition Annual Accumu~ation (Inches) 

•201-06 Staff visit files 1/4
unclas Destroy after 2 years. 1/8 

201-07 f;'l;ference files.paper 46
 
uli.clas& conf Destroy when no longer needed· to 23
 

facilitate or control work •
 

.-.,' '.. ' .. :, " i .~.. . 

.'~ 

215-04 Public service reporting files. llf, 
unclas Destroy after 3 years. 1/16 

215-05 Program promotion and recognition 1/8
files. 

unclas Destroy after 2 years. 1/16-• • 
....
 

216-04 Space management control files. 1 
uncIae Destroy when superseded. 1/2 

224-01 IG inspection files (Headquarters. 3 
Department of the Army). 

uncIae Destroy 1 year after the next 1-1/2
comparable inspection. 

227-02 Personnel-type order files. 10 
unclas Destroy after 5 years. 5 

227-03 Publication reference set files. 5 
unclas Destroy when superseded. 2-1/2 



TAFF::-_.
Cla8so 

ilc ~o. 
ication 

Descri ..tion_____ !:.:!:..J:! __ . _ 

Di·"Fos:i..t:ion 
Volume 
Annual 

(Inches)
Accumulation (Inches 

227-14 

unclas 

228-02 
unclas 

Printing and binding requisition
files. 
Destroy after 2 years. 

Historians source files. 
Destroy 2 years after publication
of the related volumes. 

1/4 

1/8 

~ 
.L 

1/2 

228-03 
unclas 

Historical inquiry files. 
Destroy when obsolete or no 
needed. 

longer 
88 
44 

305-06 
unclas 

.2 7 
& 

Transmittal letter files. 
Destroy after 6 months or 
discontinuance. 

00. 

6 
'l 
oJ 

--
317-02 
unclas 

412-06 
unc1as 

412-10 
unc1as 

505-15 
unc1as 

Status of funds reporting files. 
Destroy after 1 year. 

Feature story review files. 
Destroy after 6 years. 

Public inquiry files. 
Destroy after 2 years. 

Security compromise case files. 
Destroy 2 years after completion
of final corrective or disciplinary
action. 

1/4 

2 
1 

1/4
1/8 

1/4
1/8 

508-09 
unc1as 

FBI criminal-type reporting
Destroy after 3 years. 

files. 1-1/2
1 

512-03 Foreign
files. 

national visit reporting 1/4 

uncI as Destroy after 2 years. 1/8 

603-03 
uncI as 

Manpower
Destroy 

survey
afte~!l 

': 

schedule 
year. 

files. 1/4
1/8 



CL -. '~i. _t ion 
D~~~.e!.!E~-:::.~..: 
Di.f;p~Sitl.o!1. 

Vo Iume 
Annual 

(Inches/_
Accumulation (Inc:--

60L,-03 
unclas 

606-03 
unclas 

606-05 
unclas 

7 
, 

• I 

Unit award case files. 
Destroy after 1 year. 

Safety hazard files. 
Destroy after 2 years. 

Safety standard files. 
Destroy after 2 years. 

1/2
1/4 

1/4
1/8 

1/2
1/4.... 

702-03 
unclas 

702-04 
unclas 

702-05 
unclas 

704-02 

unclas 

704-03 
unclas 

705-01 
unclas 

Eligibilitv files. 
Destroy after 2 years. 

Eligibility determination files. 
Destroy after 1 year. 

Inquiry files. 
Destroy after 3 months. 

Recruiting advertising media 
files. 
Destroy after 5 years. 

Examination/enlistment files. 
Destroy after 18 months. 

Appointment application files. 2 
Destroy after 6 months or on 1 
discontinuance, whichever is first. 

1/2
1/4 

1 
1/2 

1-1/2
3/4 

7 

3 

1 
1/2 

706-04 
unclas 

Active duty reporting files. 
Destroy after 1 year or on 
discontinuance, whichever is 

1/4
1/8

first. 

707-03 
unclas 

708-03 
unclas 

Identification card files. 1/4
Destroy when card is voided prior 1/8 
to issue, is replaced, or is no 
longer valid. 

Informational personnel files. 1/4
Destroy 1 year after transfer or 1/8
separation of the individual. 



TAFr~ File No.---Clas6iflc.;:don 
Dc sr.r Lp t Lon 
Dieposition 

Volume 
Annual 

(rnchcG)
Accumulation (Inches: 

708-09 
unclas 

Mobilization designee files. 
uestroy 1 year after terminat~on 
of mobilization designation or on 
d:tscontinuance, whichever is first. 

2 
1 

710-02 

unclas 

Reserve Officer career management
files. 
Destroy on final separation from 
the.~Army. Resezve , 

1/4 

1/8 

unclas 

Military personnel distribution 
control files. 
Destroy after 1 year or on discon-
tinuance, whichever is first. 

1 

1/2 

714-02 
unclas 

04 
714-$ 
UiiCras 

Military personnel assignment fiIes.8 
Destroy after 1 year or on disccn- 4 
tinuance, whichever is first. 

Branch transfer request files. 4 
Destroy after 1 year or on discon- 2 
tinuance, whichever is first. 

715-0; 
unclas 

Organization roster files. 
Destroy after 1 year or on discon-
tinuance, whichever is first. 

1/4
1/8 

716-02 
unclas 

Leave of absence files. 
Destroy after 6 monthS-or on dis-
continuance, whichever is first. 

8 
4 

716-08 
unclas 

Leave control log files. 
Destroy after 1 year or on discon-
tinuance, whichever is first. 

6 
3 

717-02 
uncus 

717-()7 
uncus 

717=08 

'l1nclas 

Promotion eligibility roster files. 
Destroy after 2 years. 

Reserve Officer Eromotion files. 
Destroy after 2 years. 

Reserve general officer promotion
files~ 
Destroy after 2 years. 

1/4
1/8 

1/4
1/8 

1/8 

1/16 



TAI:.:& rUes No. 
Class:"f:ica.tion 

Des(.:.ript:ion
Disposition 

717-09 
unclas 

Reduction in grade file. 
Destroy after 3 months or 
continuance. 

on dis-

718-01 
unclas 

Approved
Destroy 

tr.ilitarya,,,ardcase 
after 1 year. 

files. 

720-01 
unclas 

Disciplinary status files. 
Destroy after 1 year or on 
tinuance. 

discon-

1.27-01 
>:I1clas 

Discharge board proceedings
Destroy after 2 years. 

files. 

E •• ~..... - - < 

. ,.." 
• - - ~"~ 

. ,~....-------- . -- " 

-

901-02 Administrative files. 
unclas Destroy after 2- yeazs, 

1001-02 Administrative files. 
unclas Destroy after 

continuance. 
2 years or on dis-

1002-03 
unclas 

Training
Destroy 

inspection files. 
after 2 years. 

1002-06 
unclas 

Target practice files. 
Destroy after 1 year or 
tinuance. 

on discon-

1003-01 

unclas 

Equivalent training authoriziation 
approval files. 
Destroy after 5 years. 

1003-03 
unclas 

Reservfl training project files. 
Destroy 2 year~ after completion
of the project or on discontinuance. 

1009-07 Foreign
files. 

national reserve training 

unclaa Destroy after 
tinuance. 

2 years or on discon-

Volume
 
Annual
 

1/8
1/16 

1/2-
1/4 

1/4
1/8 

1/4
1/8 

3 
1-1/2 

1 
1/2 

2 
1 

1/4
1/8 

1 

1/2 

1/4
1/8 

1/4 

1/8 

(Inches)

Accumulation (Inches)
 



e
 . 
TA7-:-(~ Fj>? No.----_.- ~---
ClaC::f.::'fic<3.t Lon 

De~s;.£tpt. i..£!!. 
Dis;;osit.ien 

Volume 
Annual 

(Inches) 
Accumulation (Inches) 

1012-0i 
unclas 

1101-02 
unclas 

Student selection files. 
Destroy 2 years after close 
school year. 

Administrative files. 
Destroy after 2 years or on 
tinua'J.ce. 

of 

discon-

2 
1 

1 
1/2 

1107-09 
unclas 

. Film newsletter file$. 
Destroy on superseSS10n
cence. 

or obsoles-
1/4 
1/8 

111,1-14
unclas 

"JW.§ elf 
tmelas 

Flight regulation violation files. 1/4
Destroy 1 year after case is closed.1/8 

*,OQ@ me¥eMast files 
DQit~8y after 19 yoars. 

~j7t . ft. 

1401-03 
unclas 

1401-04 
unclas 

Agreement files. 
Destroy 6 years after supersession. 

Orientation and briefing files. 
Destroy on supersession or obsoles-
cence. 

12 
6 

24 
12 

1401-06 
unclas 

1401-07 
unclas 

Staff visit files. . 
Destroy after 2 years. 

Reference paper files. 
Destroy when no longer needed 
facilitate or control work. 

to 

1/2 
1/4 

300 
150 

1414-07 
unclas 

1416-10 

unclas 

Materiel allowance files. 
Destroy 1 year after supersession. 

Supply or equipment authorization 
files. 
Destroy when incorporated in a num-
bered publication or on rescission,
whichever is first. 

6 
3 

6 

3 

.8
 



Class::.fic.~tion 

1416-10 

\lnclas 

1416-36 

unclas 

unclas 

1421-07 

unclas 

1430-03 
unclas 

1501-02 
unclas 

1501-07 
unclas 

5=22 
1503-03 
unclas 

150'.-20 
unclas 

e 
-.. . 

Dcs~-:rl.;;tton
Dis;,osition 

Volume 
Annual 

Supply or eguip~ent authorization 1-1/2

files.
 
Destroy when incorporated in a 3/4

numbered publication or on rescission
 
whichever is first.
 

Aircraft distribution and transfer 6 
files.
 
Destroy on final disposition of the 3
 
aircraft.
 

Army aircraft inventory, status, 12
 
and flying time reporting files.
 
Destroy after 2 years. 6
 

Labor pool and equipment operating 6
 
files.
 
Destroy after 6 months. 3
 

Status of publication files. 1/4

Destroy after 1 year. 1/8
 

Administrative files. 40
 
Destroy after 2 years or on dis- 20
 
continuance.
 

Reference paper files! 36
 
Destroy when no longer needed to 18
 
facilitate or control work.
 

Acquisition files. 1/4

Destroy 6 years after approval of 1/8

the completed real estate audit.
 

Real p~~_rt~_t.iJiz_ation files. 1/4

Destroy after 2 years or on dis- 1/8

continuance of the installation.
 

(Inches)

Accumulation (Inches:
 



• 
Tl.!'E r~_2-e No. D€£cription Volume. (Inches)
Clas5ifi.:a:ion Disposition Annual Accumulation (Inches 

1505-02 
unclas 

-
Disposal files. 
Destroy 6 years after disposal
action on the property. 

48 
24 

-
1515-10 
unclas 

Cost estimating files. 
Destroy on discontinuance of the 
function to which they relate. 

1/2
1/4 

1515-19 
unclas 

Progress reporting files. 
Destroy after 5 years. 

1/4
1/8 


