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=4EOUEST FOR RECORDS DISPOSITION AUTHORITY	 LEAVE BLANK•(See Instructions on reverse)	 ~------------ ----------~ 

JOB	 NO 

A/C/-33'1-83- / ------------------------------------------------~ 
TO	 GENERAL SERVICES ADMINISTRATION,
 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTQN, DC 20408
 
1. FROM (AGENCY OR ESTABLISHMENT) 

ARMY AND AIR FORCE EXCHANGE SERVICE NOTIFICATION TO AGENCY 
2. MAJOR SUBDIVISION 

In accordance With the prnvtsuns of 44 U.S C 3303a the disposal reADMINISTRATIVE SERVICES DIVISIO quest, including amendments, IS approved except for Items that may 
3. MINOR SUBDIVISION	 be stamped "disposal not approved" or "Withdrawn" In column 10 

Office Systems and Planning Bran.~cuh----~-----------~ 
4. NAME OF PERSON WITH WHOM TO CONFER	 15. TEL EXT 

MARILYN M. GASTON
 
~anagement Analyst (Records)FTS:738-2282
 
6. :"'<=0""::""'''10 c= 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 9- page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 
o	 A Request for immediate disposal. 

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

C.	 DATE D. SIGNATURE OF AGENCY REPRESENTATIVE E. TITLE 

9.7. 8. DESCRIPTION OF ITEM	 10.SAMPLE ORITEM NO (With lnclusrve Dates or Retention Periods)	 ACTION TAKENJOB	 NO. 

Listed below are proposed changes and additions to the Arm 
and Air Force Exchange Service Manual 5-1, Records Managem 

1 102-01 
,rn-V11 I 
Wd'A-
d;ro.,\JJ h 

s 

a. Recor of outgoing corresponden e-or~inated
by the Commander, Depu ander, Assistant to the~an er,Chi~f of Staff or commanders ot~% eadquarters. 

perm;~if at close of fiscal year. r r to
 
FRC 2 years after c~ffer to NARS 15 years after
 
utoff , ~
 

Ma..44 do...-tct. ci...o.. ~.5 C?Q
 
STANDARD FORM 115115-107 b~1\A \kJ ov-.. tz i 'S3~ COf .~ ~ aA:JUV'III~~	 Rev! sed Apri I, 1975 
Prescnbed by General ServicesIe!~ ~'JV11 ~I) j<f33. Aormrustrauon 
FPMR (41 CFR) 101-11 4 

IIA	 muJ tY1 ~-I-~~' (McDS3-J79) 



JOB NO. PAGE OFRequest for Records Disposition Authority-Continu~tion J Jf 
------r--------------'------r------t-----""" -b T. 

9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE OR 
ITEM NO. (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO. 

3 201-02 Committee Files 

Delete. See 1604-15. 

4 201-03 Committee Management Files 

Delete. See 1604-16. 

5 201-06 Host-Tenant Su~~ort Agreements 
-J~ Delete. See 1604~Cl-334-82-2) 

6 201-09 Commander AAFES Tri~ Files he.,1J 
Documents accumulated in planning trips conducted by the 
Commander, AAFES to installations in the CONUS and oversea 
areas. Included are topics of interest submitted by
HQ AAFES division and office directors, itineraries, and 
after action reports. 

a. Record Copy. 

Temporary. Cut off at close of fiscal year. Screen the 
files for historical data to be transferred to AAFES Or-
ganization History Files (501-01). Destroy remaining files 
in CFA 1 year after end of the Commanderls tour. 

b. Other Copies. 

Temporary. Cut off at close of fiscal year. Destroy 1 
year after cut off or when no ~onger needed for reference, 
whichever is sooner. 

7 303-02 Incoming and Outgoing Message Files ~()3-0:1a 

Copies of incoming and original authenticated copies of (~~
outgoing messages maintained by telecommunications unit B03-0~b 
and other centralized filing facilities. (GRS-12-3). 0D~ 
Temporary. Cut off monthly. Destroy 60 days after cutoff GRSI¥3~; 

;'l~tnt.Th<:. 
115-203 Four copies, Includlrig original, to be submitted to the National Archives STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Adrrurustratron 
GPO 1975 0 - 579-387 FPMR (41 CFR) 101-11.4 

http:l~tnt.Th


I PAGE OFJOB NORequest for Records Disposition Authority - Continuation 3 of 4 
9.7. 8. DESCRIPTION OF ITEM SAMPLE OR 10. 

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

8 311-03 Publication Background Files 

Delete. See 311-04(tKl-334-82-~. 

9 1604-15 Committee Files 

Files consist of but are not limited to directives, aOI-o~ 
charters, or correspondence establishing official l'fenYl'~long-term boards and committees and all other short- NC,-3,4-term committees; committee/work group reports; minates ?5"-d.,of meetings and other papers relating to establishment,
 
revision, or termination of individual studies and/or ~kl)
 
projects. Those committees considered "long-term"

in nature would include: Master Planning Board, Civilian

Advisory Board, Development Planning Committee, Armed
 
Forces Exchange Coordinating Committee, etc. Other
 
committees established for a specific, one-time purpose,

to be disestablished after that purpose has been accom-
plishedare considered "short-term" committees.
 

a. Long-Term Committee Files" A·r~/l.M.~ed a.lpho.hd-~IlJ/\
b)' \'\AW\~ "6 CGMWl.t ~e. I 
(1) Record copy. 

Permanent. Cut off at close of fiscal year. 
Maintain in office of record ,two years after 
cutoff, th\n ~ic~gfilm.~oTransfer hard copy o 
FRC. Offefi.,"to Years old. ~AI'{Swhen"B 

(2) Microfilm Copy. 

Temporary. Cut off at close of fiscal year. 
Maintain in office of record until no longer
needed for reference and destroy. 

(3) Other Hard Copies. 

Temporary. Cut off at close of fiscal year. 
Destroy two years after cutoff or when no 
1onger needed for reference. .'. - _ '.A •• 

b. Short-Term Committee Files 

Temporary. Cut off at close of fiscal year in 
which committee is terminated. Destroy two 
years after cutoff or when no lQnger needed for reference.' ' . . 

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

Administration 

GPO 1975 0 - 579-387 FPMR (41 CFR) 101-11.4 



PAGE OFJOB NORequest for Records Disposition Authority - Continuation I 4 of 4 
9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE OR 

ITEM NO. (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

10 1604-16 Committee Management Files ~ot-Q3
G.."'-bDocumentscreated in reviewtnq and coendtnat inq the estab- (cb..."spO$Ct.b/~

lishment, continuance and dissolution of committees, inclu lng ~ 
councils, boards, commissions, panels, task/work groups, e c. 
The coordination and review is to prevent overlap and dupl -
cation, preclude committee establishment when normal staff 
action will suffice, and to apply other management practici s 
to committees. Included are committee establishment propo als, 
approva 1s, papers reflecti ng changes· in committee membersh p , 
committee char ters , reports on establishment and. compos it t: n , 
and related papers. 

Temporary. Cut off at close of FY following dtscont ir uance 
or disapproval of establishment of committee. Destro 2 
years after cutoff. 

11 1204-08 Contractors' Payroll Files 

De 1ete . See 1204-03 b. 

.! 

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 
GPO 1975 0 - 579 ...387 FPMR (41 CFR) 101-11.4 


