
'itandard ForD1No 115 
evised November 1951. ... -Prescribed by General Services . LEAVE .LAlIK REQUEST FOR AUTHORITYAdm mist.ratron 

GSA Reg. 3-IV."06 
'11&-103 TO DISPOSE OF RECORDS 'AREC~V~ 

(See Lris tr u ct soris on Reverse) 
DATE APPROVED S. 

1973 ~:~7}"7
TO: GENERAL SERVICES ADMINISTRATION, 

-
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 

NOT! FICAT!ON TO AGENCY 
1 FROM (AGENCY OR ESTABLISHMENT) 

Army & Air Force Exchange Servl.ce 
IN ACCORDANCE WITH THE PROVISIONS OF PUBLIC

2 MAJOR SUBDIVISION 
LAW 91-287 DISPOSAL OF ITEMS MARKED "DISPOSAL 

Administratl.ve Servl.ces Division APPROVED" IS AUTHORIZED 

3 MINOR SUBDIVISION 

Records Management Office 3..)/-13 5l{~ f. t)'h,.,;jjl
4 NAME OF PERSON WITH WHOM TO CONFER 15 TEL. EXT I DATE~~ CIlIVIST OF TIlE UNITED S~ATESFred D. Avery 2173 

(I6. CERTIFICATE OF AGENCY REPRESENTATIVE 

1 hereby certify that I am authorrzed to act for the head of this agency in matters pertaining to the disposal ofrecords, and that the records delcribed in thil lilt or 

schedufe of _2_ pages are proposed for chsposal for the reason indicated' ("X" only one) 

The records will cease to have sufficIent value 
to warrant further retention on the expiration 
of the period of time mdicated or on the occur-
rence of the eve t specified. 

97. 8 DESCRIPTION OF ITEM 10 
SAMPLE OR ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS ACTION TAKENJOB NO 

Changes for AAFES Records Management Manual, ESM 5-1 

Change 705-01, whl.ch reads: 

1. Fl.xed Assets Purchases Files 

documenting the approval and 
Included are purchase orders,


receiving reports, vo r checks, invoices and sl.milar
 
documents. These files use 0 document purchase and for
 
posting to appropria~e accounts.
 

Cutoff at close of fl.scal year. 

Is changed to read: 

705-01 Fixed Assets Purchases Files 

These fl.les contain papers documenting the approval and
 
purchase of fixed assets. Included are purchase orders,

receiving reports, voucher checks, invoices and similar
 
documents. These fl.les used to document purchase and for
 
posting to approprl.ate accounts.
 

Cutoff at close of fiscal year in which l.tem is sold or
 
otherwl.se disposed of. Destroy after 6 years.
 D SPDSAL APPIlDVE!J 

/ 

Fo_ copi•• , illcl.dillg Origill", to be aaJomiH... to the Nalioa" .lbcmve. aad Re~o~u Semce 

http:otherwl.se
http:Administratl.ve
http:Servl.ce


lBta.ndal"'.1 Form No. lllSa 
I'romulgr.ted 9-1-49 by 

... General Services Administration .. Job No. _ Page 2. 
The Nationa.!·Arcblves 

of·_2_ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Conlinualion Sheet 

7. 8 DESCRIPTION OF ITEM 
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

Change 1605-01, which reads: 

2. Fixed Assets Purchase Files 

rs documenting the approval and purchase of 
cluded are purchase orders, receiving 

reports, voucher c s, invoices and similar documents. 
These files used to docu t purchase and for posting. to 

.{ . .appropriate accounts~ 

Cutoff at close of fiscal year in 
have,been cleared and.data returned to 
Destroy after 6 years. 

Is chaIlged to read: J 

4. 

Contain papers documenting the approval and purchase of 
fixed assets. Included are purchase orders, receiving 
reports, voucher checks, invoices and similar documents. 
These files used to document purchase and for posting to 
appropriate accounts. 

Cutoff at close of fiscal year in which item is sold or 
otherwise disposed of. Destroy after '6 years. 

Change 302-02, wh1ch reads: 

3. Postal Re.cords 

Consists Forms and suppor t ing papers such as receipts
for registere d cert1fied mail, insured mail, reports 
of loss, etc. Inc s such documents as POD FORM 434 . 
(Record of Accountable POD FORM 3877 (Firm Mailing 
Book.Record). Arranged 

Cutoff monthly pestroy
after 2 years. 

Is changed to read: 

302-02 Postal Records 

Consists of Forms and supporting papers such as receipts
for registered and certified mail, insured mail, reports 
of loss, etc. Includes such documents as POD FORM 434 
(Record of Accountable Mail), POD FORM 3877 (Firm Mailing 
Book Record). Arranged chronologically. 

Cutoff monthly. Destroy after 6 years. 

FOlD"copie., iDeluding original, 10 bo subnUHecI 10 Ihe NatioDal Archives 

9. 10. 
SAMPLE OR ACTION TAKENJOB NO. 

ISPOSAL APPROV!E 

ISPQSAL APPROVED 

16-59428-1 GPO 


