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JOB NUMBER , IREQUEST FOR RECORDS DISPOSITION AUTHORITY N1-AFU-02-11 

To:	 NATIONAL ARCHIVES & RECORDS ADMINISTRATION
 

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001
 
1 FROM (Agency or establishment) , I
 

Department of the Air Force NOTIFICATION TO AGENCY
 

2 MAJOR SUBDIVISION In accordance with the provisions of 44 USC 3303a, the 
Communications and Information drsposmon request, including amendments, IS approved 

~-..,....,..,~=-"""=o;~~,.---------------------__I except for Items that may be marked "disposition not 
3 MINOR SUBDIVISION approved" or 'withdrawn" In column 10 

Enterprrse Information Resource Management DIVISion 

5 TELEPHONE NUMBER4 NAME	 OF PERSON WITH WHOM TO CONFER DATE A~~V~T ~~ TfEL2ED STA.TES 
(703) 588-6194Olthea	 S Croom '-~(jL- UJlt:t{J. ~ 

v6 AGENCY CERTIFICATION 
I hereby certify that I am authonzed to act for this agency in matters pertanung to the disposinon of ItS records and that the 
records proposed for disposal on the attached ~ page(s) are not needed now for the busmess for this agency or Will not be 
needed after the retention pen ods specified, and that wntten concurrence from the General Accountmg Office, under the 
provisions of Title 8 of the GAO Manual for GUidance of Federal Agencies, 

[ZJ ISnot required	 o ISattached, or o has been requested 

TITLE 

Air Force Records Officer 

to
 (	 9 GRS OR
 
10 ACTION TAKEN7 ITEM 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED JOB 
(NARA USE ONLY) CITATION 

The SF115 relates to the three rules on the first
 
attached sheet, mvolvrnq temporary electronic records.
 
Specrhcallv, these three rules are to be added to the
 
followrnq attached tables In AFMAN 37-139:
 

Tables	 36-1 through 36-25 

The three rules on the first attached sheet Will apply to
 
all senes In these tables, except as noted In the text
 
adjoirunq the three rules.
 

The attached tables themselves have been crossed out
 
because this SF11 5 covers, for each table, only the
 
three rules mvolvrnq temporary electronic records.
 

/	 ' , 
115-109	 PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV 3-91) 

Prescribed by NARA 36 CFR 1228 



A· •	 C D 

If the records which
 
RULE are or oertain to 

, 
cons is tint! of are then 

,
 

a Electromc systems electromc records destroy on expiration
 
that replace of the retention penod
 
temporary hard previously approved
 
copy records for the correspondmg
 

hard copy records 

b	 electronic records destroy when the agency
 
that supplement determmes that the elec-
temporary hard copy tromc records are super-

records where the seded, obsolete, or no long-

hard copy records er needed for adrrurustrative,
 
are retamed to meet legal, audit, or other opera-
recordkeepmg tional purposes
 
requirements 

c ~lectromc copies	 mat are destroy aner recordkeepmg
 
created usmg copy has been created and
 
electromc mail and filed or when no longer needed
 
word processmg or for revisron, dissemmanon, or
 
form filler software reference, whichever IS later
 

The above three rules apply to all senes covered by Tables 36-1 through 36-25, With the 
followmg exceptions: 

Rules a and b do not apply to: 

Table 36-1, Rules 4, 13, 17, 18, and 23 - Records covered by Rule 4 could be permanent under 
other tables and rules. Records covered by Rules 13 and 23 are permanent. Records covered by 
Rules 17 and 18 might warrant permanent retention If mamtained electronically. 

Table 36-3, Rules 1-13 - Records covered by Rule 1 are permanent. Records covered by the 
remammg rules (2-13) should be excluded because the disposition instructions reference 
permanent rules or tables that mclude permanent rules and/or might warrant permanent retention 
if mamtained electronically. 

Table 36-9, Rule 4 and Table 36-11, Rule 1 - Records are permanent. 

Table 36-12, Rules 1, 9, and 17 - Records covered by Rules 1 and 17 are permanent. It ISnot 
likely that records covered by Rule 9 Will ever be maintamed electronically. However, records 
used for reconstruction purposes by NARA's MIlitary Personnel Records Center will very 
shortly be appraised as permanent. 

Table 36-19, Rules 1, 1.01, and 3 - Records covered by Rule 1.01 are permanent. Records 
covered by Rules 1 and 3 might warrant permanent retention if maintained electronically. 

Table 36-21, Rule 1.01 - Records are permanent, 

Table 36-24, Rules 1-8 and Table 36-25, Rules 1-1.03 - Some of these records are permanent 
while the others might warrant permanent retention ifmamtained electronically. 

1-", 



Rule c does not apply to the following Tables and Rules: 

Table 36-1, Rules 4, 13,23 
Table 36-3, Rule 1, 3,4, 11, 12, and 12.01 
Table 36-9, Rule 4 
Table 36-11, Rule 1 
Table 36-12, Rules 1, 17 
Table 36-19, Rule 1.01 
Table 36-21, Rule 1.01 
Table 36-24, Rules 1, 2, 4, 6, 8 
Table 36-25, Rules 1, 1.01, 1.02, 1.03. 

These records lack value after creation of a recordkeepmg copy. However, the descnption of 
this schedule that was pubhshed m the Federal Register could be interpreted as lirmtmg its 
coverage only to senes where the recordkeepmg copies were already approved for disposal. 
Consequently, these electronic copies have been excluded from the Job but will be included in a 
subsequent schedule. 

I-b 

NARA ·S web site IS http //WWW nara go\' 



36. Personnel. The tables m this senes cover records regardmg poltcyon all aspects ofcivihan and rmhtarypersonnel 
(mel udmg procurmg, promoting, trammg, and funding) They include the following tOPICSrelating to Clvtltan personnel 
staffing and mternal placement, labor relations, equal employment opportunity, discnrnmanon complaints, ment 
promotion, leave, health benefits and retirement They also mclude the following subjects related to rnihtary personnel 
accesslons,useandclasslficaiion,tralnlngandeoucatlon,promotlonsandevaluatlon,retlrementandseparatlons 

TABLE36-1 I 
MILITARY ANDCIVILIANPERSONNEL I 

A \. B C D 

R 
U 
L If the records are 

E orpertainto 'on';'t;n~ - whichare then 

1 Confidential DD Form 1555 I d under DODD at appropnate destroy when 6 years 
Statement of 5500-7 Standards of Conduct old, exceptthat records 
Affiliations and Counselor needed m an on-going 
Fmancial Interests - mvestigatron WIll be 
DODPersonnel retameduntilnolonger 

needed m the 
mvestigation AUTH 
NI-AFU-90-3 

1.01 report of DOD and 

defense related 
employment 

reports filed 

DODD5500-7 

m accordance \ atHQDFAS-DE 

, 
destroy 

AUTH 

after 3 years 

Nl-AFU-90-3 

2..
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TABLE36-1 I 
Continued. I 

A B C D 

R 

U 

L 

E 

1.02 

Ifth. ,:~ are 
orpertainto consistil1Kof 

Executive p,~\SF278filedunderDODD5500-7and 

Financial Discld ure required by the Ethics InGovernment 
Report Actof1978(P L 95-521) 

whichare 

at Judge Advocate 

General, HQ USAF 

and Office of the 

then 

destroy when 6 years 

old, except that records 

needed In an ongomg 

GeneralCounselofthe mvestigation will be 

AlrForce(SAF/GC) retameduntilnolonger 

\ 
needed in the 

mvesngation AUTH 
NI-AFU-90-3 

2 requests for approval re estsandrelatedcorrespondence approved requests at destroy after I year 
to attend technical, approving AUTH N I-AFU-90-3 
scientrfic or headquarters and/or 
professional orders-issumgoffice 

meetings 

3 disapproved requests destroy after 3 months 

or approved requests AUTH N I-AFU-90-3 

at acnvines other than 

mruleZ 
4 records of symposia, minutes, agenda and related records, dispose of with related 

conferences, accumulated by onsonng OPR of functional subject 
exhibits, scientific AF -cond uctedsym OSI a/con ferences matter files of the 
and technical actrvity or office 
conventions AUTH NI-AFU-90-3 
conducted or 
sponsoredbyAF 

5 control records, OO~d"''' destroy after 1 year or 
concerrungconductofevent hichdo whennolongerneeded, 
notdocumentan achievernen r have whichever IS sooner 
con tin UI ngreferenceval ue AUTH NI-AFU-90-3 

6 off-duty employment records and related correspon ence approved destroy on termmation 

requests/applicanons pertaining to requests for approva of of employment, when 
off-dutyemployment superseded by a new 

request, or on 

reassignment or 
separation of 
individual AUTH 

7 
~\ovoo 

N I-AFU-90-3 

destroy after 1 year, or 
on reassignment or 
separationofindtvidual 
concerned AUTH 
NI-AFU-90-3 

8 
9 

(RESERVED) 
duty and travel 
restnctions reminder 
letters 

\

\ 
(RESERVED) 
seetable31-8 

NI-AFU-90-3 

AUTH 

10 (RESERVED) \ (RESERVED) 
11 alcoholabusecontrol alcohol abuseiden n fication, treatmen t, atsocialacnonsoffices destroy 1year after end 
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TABLE36-1 I 
Continued. I 

A 

R 

U 
L If the records are 
E orpertainto 

case files (on or 
bHore30Sep94) 

11.01 

11.02 alcoholabusecontrol 
evaluation case files 

(on or before 3 0 Sep 

94) 

11.03 

12 drug abuse control 
case files (on or 
before30Sep94) 

12.01 MAJCOM drug 
abuse control data 

(Drug Rehabihtanon 

Action Management 
lnformanon System) 
(on or before3 0 Sep 

94) 

AFNIAN37-1391March1996 

B C D 

conslstinaof whichare then 

and rehabihtatron records required by of month acnon 

AFI36-27 or Substance Abuse (rehabihtanon, 
Rehabihtation and Treatment (SART) permanent change of 
casefilestrack3,4,5 station (PCS), or 

separation) IS 
completed, unless 

needed as background 

forcasefilessupportmg 

separation actions 

under other directives, 
in such cases, 
drsposinon WIll be the 

same as the fileswhich 

theysupport(SeeNotes 

2,and7) AUTH NI-
AFU-90-3 

required to meet the destroy 3 years after 
state of Califorrua completion of 
accreditanonstandards rehabrhtation AUTH 

N I-AFU-90-3 

alcohol abus idennfication, and atsocialacnonsoffices destroy 6 months after 
evaluatlOn(SAR track l.Z) for other than civihan end of month dunng 

employees which the commander 
decIdes entry Into 

program or track 3, 4, 
5, IS not appropnate 

(See Note 7) AUTH 

N I-AFU-88-5 

at SOCIalaction offices destroy 3 years after 
forcrvihanemployees caseisclosedt'SeeNote 

10) AUTH NI-AFU-
88-5 

records on mdividuals not authonzedv destroy I yearafterend 

for inclusion m the record groups, or 
not covered elsewhere m this 

regulation (see AFI 36-2701), SART 

\ 

1\ 
of month 

(rehabihtanon, 
separation) 

action 

PCS, or 
IS 

casefilestrack3,4,5 1 \ completed (See Notes 

2, 3, 4, 7 and 9) 
AUTH NI-AFU-90-3 

automated and manual files related to destroy 2 years after 
drug abuse rdentification, category of entry into the Drug 

abuse, acceptance of treatment, and Rehabihtation Program 

subsequent personnel actions used to or SART (See Notes 2, 
idennfy and track an mdividual's 3,4 and 5) AUTH 

acceptance/ decl mat IOn/progress m NI-AFU-90-3 

Drug Rehabih tanon Program, measure 

success of program objectives, support 
separation actions, and provide 
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TABLE36-1 1 
Continued. I 

A B C D 

R 

U 

L If the records are 

E orpertainto consistingof whichare then 

anal ysrsreportsorSxjc T data 

12.02 dru , abuse control drug abuse rdennficanon and atsocialactionsoffices destroy 6 months after 
eval non case fi les eval uatron recordsreq Ul red by AF 136- for other than crvihan end of month dunng 

orS T case files 270 I orSARTcasefilestrack 1.2 employees which the commander 
(onorbe re30Sep decides entry mto 

94) program or track 3, 4, 
5, IS not appropnate 
(See Note 7) AUTH 

NI-AFU-88-5 

12.03 drug abuse c; 
treatmentfiles(onor 

records related to a member's entry 

IntoandpartlclpattonlnrehabllltatlOn, 
accumulated 

AFI 36-2701 

under 
and not 

remove and 

year after 
destroy 

date 

I 
of 

before30Sep94 ) SART casefi lestrack3, 4 ,5 atsocialacnonsoffices completion of 
rehabihtation.or I year 
after the mdividual IS 

reassigned PCS, 
separates, retires or 
dies (See Note 9) 
AUTH NI-AFU-90-3 

12.04 drug abuse control 
evaluation case files 

drug ~~ 
evaluation 

idennficanon 
ecordsrequiredby.Af'Bo-

and at social action offices 

forcrvihanemployees 

destroy 3 years after 
casersclosedf SeeNote 

(on or before 30 Sep 2701 10) AUTH N l-AFU-
94) 88-5 

13 drug/alcohol abuse reports on drug/ cohol abuseprogram atHQUSAF/DPM retrre as permanent 
control statistics (on statusorSART dat (See Note 8) AUTH 

orbefore30Sep94) NCI-174-177 

14 at MAJCOM social destroy after 3 years 

actionsoffices AUTH Nl-AFU-90-3 

15 atsocialacnonsoffices destroy after 2 years 

belowMAJCOM AUTH Nl-AFU-90-3 

16 acaderruc rank requests for ap mtrnent, destroy when 

appointments recommendations for p motion mdivrdual is no longer 
withm acadermc ranks, and rated eligible for assignment 
records to mstructional 

17 equal opportunity adrmmstrative mqumes and 1\1action soffices 

positions or when no 
longer needed, 
whichever IS sooner 
AUTH Nl-AFU-90-3 

destroy 2 years after 
and treatment mvestiganve reports, records of eroffices case is closed AUTH 

statistics mtervtew and mcident/complaint Nl-AFU-90-3 

reports relatmg to equal opportunity 

matters 

18 reports on equal 
treatment program 

opportunity and 
status, mcludmg 

at H~/DPCH
andDP YCS 

destroy 

AUTH 

after 20 years 

NI-AFU-90-3 

equal opportunity complaints, racial 
incidents and affirmative actions plan 

statusreports 

19 atsocralacnonsoffices destroy after 2 years 

5 
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TABLE36-1 I 
Continued. I 

A B C D 

R 
U
 

L If the records are
 
E orpertainto consistingof whichare then
 

\. AUTH NI-AFU-90-3 

20 individual's grievance or complaint, at SOCIal Actions destroy 2 years after 
genera ;~appeals and report ofheanngor mquiry, copies of offices or any other dateoffinaldecisionor 
discnrmnanon decisions rendered, and related Iocation 2yearsafterdateofany 

complaints matenal action on thecaseafter 
final decision, 
whichever IS later 
AUTH NI-AFU-90-3 

21 adverseactions not e of proposed action and answer destroy 2 years after 
made mdividuals and notice of date of the adverse "decision] cludmgrecordsconcerrung action AUTH NI-
circumstan s of adverse action cases, AFU-90-3 

dates of de lIve of notices, sequence 

ofevents and state entsofwitnesses 

22 lecturercasefi les mofficesofrecord destroy after 3 yearscorrespondence ~~t,,'mg 
contracts with lecture ,bIOgraphIcal (See Note 6) AUTH 
sketches of lecturers, ost officer, N l-AFU-90-3 

mtroductions, evaluations lecturers 

andrelatedrnatenal 
23 USAF silver-hahde microfiche of th\ atHQUSAFOPR as permanentPersonnel retire 

1\
 
Plan(recordcopy) descnbedbyAFR8-12 upon supersession,
 

obsolescence, or
 
resc Ission (See Note 8)
 
AUTH N I-AFU-90-40
 

24 USAF Personnel allothercopies destroy when 

Plan superseded, obsolete, or 
no longer needed 

AUTH NI-AFU-90-40 

NOTE(S): 
I Userule5 fordisposruonoff leswh IchdonotmeetcrItenaforpermanentretentlonunder AFI3 7-13 8.chapter2 

2 Transfer copres offiles pertammg to mdrviduals being reassigned pnor to completing rehabilitation to SOCIalactions 

officesatgammgorgamzations 

3 TransfertoUSAFSpeclalTramlngGroupcoplesoffiles, W1thotherpersonnelrecords,fonndlvldualstransferredtothat 
Group 
4 Dlsposeoffilespertamlngtomdlvlduaisrecommendedfordlscharge,separatlon,orcourt-martlalundertables36-200r 
36-45,asappropnate 

5 DlsposeofrecordsfilesmtheUIFundertable36-16 

6 Iflecturer isstill under consideration forfuturemvitanon, documentation mayberetained until no longerneeded, then 

destroyed 
7 Destroy erroneous rdentificanon/nonsubstannated alcohol/drug abuse control case files upon nonfication of 

erroneous/nonsubstantlatedldentlficatlOn 
8 TransfertotheNatlOnalArchlvesln5-yearblockswhenlatestdocumentls25yearsold 

9 A temporary extension of the retention penod for the 1982-1983 drug abuse control case files and drug abuse case 

treatmentfi leshasbeengrantedunnl Iuxeptember 1999 
10 Whenaclassactioncomplamtrsfi led,refertoTable36-29 ,Rule2 



These three ruJ~n:~gg temporary electronic records) apply to all rules 'In the p;eCedmg table) 2)<.eeo'+ 
tjS" r"(.. JfF!."; 

A B C D 
If the records which 

RULE are or pertain to conslstins of are then 
a Electronic systems electronic records destroy on expiration 

that replace of the retention penod 
temporary hard previously approved 
copy records for the corresponding 

hard copy records 
b electronic records destroy when the agency 

that supplement determmes that the elec-
-- -- ---

temporary hard copy 
records where the 

tronic records are super-
seded, obsolete, or no long-

. - harp copy records er needed for administrative, . are retained to meet legal, audit, or other opera-
recordkeeping tional purposes 
requirements 

c t.lectronlc copies that are cestroy alter recorcxeepmg 
created usmg copy has been created and 
electronic mall and filed or when no longer needed 
word processing or for revision, dissenunation, or 
form filler software reference, whichever is later 

Exce. pflm	 5 I 

I,	 q .J b do hO;' C; pOllr +0 f'CL·I7'/js 

y) /3j 
/7, I~} Cf"1d 1-3 

2 . RLl le. c. d{,~s '1 p(fl/' -/-0 
b, r< Vi le5 Li, /3) J 2- 3, 

7
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TABLE36-2 I
 
PERSONNELIDENTIFICA TIONANDPASSRECORDS 

A	 B
R 

DC
I 

U
L 
E 

Iftherecordsare 
orpertainto consistingof which are then 

cards Issued to rmhtary personnel, permanently destroy Immediately If 
credenn Is	 their dependents or other authonzed surrendered or not to be reissued 

individuals to establish Identity as confiscated AUTH NI-AFU-90-3 
rmlitary personnel, protected 
personnel, noncombatants, or as 
entitled to privileges such as medical 
care, commissary pnvrleges, exchange 
patronage, and admission to rmhtary 
theaters, or for similar purposes under 

\.AFI 36-300 I 
2 cal badges, photographs, passes, 

id tificanon fingerprint cards and 
simi r records used to identify 
perso el residing on or permitted to 
enter a F installation or barred from 
such mst lations, or controlled area 
credentials or regulating entry to a 
land or wate rea, building, structure 
or room to wh h entry must be 
controlled to pr eet USAF physical 
resources situate hereon or contained 
therein 

3	 restncted area badg,e~SUed to 
mdrviduals who have en granted 
un escorted entry authon to restnct 
areas under AF 31-senes rectrves 

4 OSI badges and credentials \ see table 71-1 AUTH 
NI-AFU-90-3 

5 Armed Forces liberty forms Issued to airmen to auth ize destroy on 
pass absences from official duties, or r reaccomplishment of a 

absences dunng normal off-duty H urs	 new pass, or on 
when credentials 111 rule I are not u ed reassignment or 
for those purposes separation of 

mdividual AUTH 
NI-AFU-90-3 

6 provisional pass forms Issued to enlisted members of t ISSUing activity destroy 90 days after 
the Armed Forces when delays might date of Issuance 
result In failure to report to proper AUTH NI-AFU-90-3 
station within time lirmt specified In 
orders or pass, or when a pass has 
expired or the individual does not have 
a pass or leave orders 

7 sent to In~vldual's 
comman~:, or station 
destination 
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TABLE36-2 I 
Continued. I 

A
 
R
 
U
 
L Iftherecordsare
 
E orpertainto
 

9 
lo~::theft ordes uction of 

creden Is/passes 

10 

11 apphcations \ 

11.01 

11.02 

12 

12.01 

B 

consistingof 

statements, certificates and related 
correspondence reporting the loss, 
theft or destruction of idennficanon 
credentials or passes 
forms or correspondence used as 
applications or requests for 
identificanon credentials or passes 

forms or correspondence used as 
apphcations or requests for 
idennfication credentials or passes 

apphcations not used for reiss of ID 
card 

copies of un escorted entry 
authonzanon rnamtamed by 
requesting acnvmes or as part of an 
entry control system 

C 

whichare
 
Issued to individuals
 

at activmes ISSUIng
 
replacement
 
credentials
 

disapproved 

retained by venfymg 
and ISSUIng acnvmes 
as receipts for US 
Armed Forces 
credentials Issued 
under AFI 36-3001 

at ISSUIng acnvines as 
a receipt for 
credentials, badges, 
and passes not covered 
by AFI 36-3001 

\. 
ed by current 
ves to be filed In 

dual's personnel 

used~bhe requestmg
activity ensure 
individual Issued 
authenticat s/badges 
are surrender upon 
reassignment 0 

separanon of 

D 

then 
destroy when 
mdividual reports to 
final destination 
AUTH NI-AFU-90-3 
destroy after 1 year 
AUTH NI-AFU-90-3 

destroy or return to 
requestmg office or 
mdividual, as 
applicable AUTH 
NI-AFU-90-3 

manage according to 
AFI 36-3001 and 
destroy upon receipt of 
processed apphcations 
which supersede or 
replace applicanons on 
file AUTH NI-AFU-
90-3 

destroy when 
superseded by a new 
application, on 
destruction of related 
credential, or 
immediately after 
Issuance of credential 
and entry on control 
log by ISSUIng office, as 
provided for In the 
prescnbing directive 
AUTH NI-AFU-90-3 

manage according to 
AFI 36-3001 and 
destroy upon receipt of 
processed applications 
which supersede or 
replace apphcations on 
file AUTH NI-AFU-
90-3 

(see table 36-12) 
AUTH NI-AFU-90-3 

destroy when nonfied 
that credential has been 
returned to issuing 
activrty AUTH NI-
AFU-90-3 
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TABLE36-2 I 
Continued. I 

A B 

R 
U 
L Iftherecordsare 
E orpertainto consistingof 

13 destruction forms or correspondence used to 
certificates certify the destruction of identification 

credentials permanently surrendered 
or confiscated 

14	 forms used to record burning or 
mutilation of blank accountable 
idennficanon credentials 

15 accountability \ logs, registers, receipts for blank 
records accountable forms, destruction

~">t" for destroyed blank 
ntable forms and sirmlar records 

15.01 accountability log" ~""p" '0' blankrecords	 account ihty forms, destruction 
certificat for destroyed blank forms 
and similar ecords 

15.02 

16 accountability	 log" registers, receipt '0' ~~ 
records for accountable forms, destructio 
Commissary certificates for destroyed forms nd 
privilege cards (DO similar records 
Form 2529) 

17 passports and visas	 authonzanons to apply for no-fee l~ 

passports and/or requests for visas an 
related correspondence (See Note) 

18	 annual report of passport applrcations 

19	 receipts and related correspondence 
for the Issuance of passports 

C D 

whichare then 
individual 
prepared by issumg or destroy after related 
destroying officials records (Rule 15) are 
who do not have destroyed AUTH Nl-
custody of the receipts AFU-90-3 
for the related 
credentials, and sent to 
the appropnate 
custodian 
prepared by destroying they become part of the 
officials accountability file (see 

rule 15) AUTH Nl-
AFU-90-3 

completed by issuing destroy 5 years after 
officers to record the Issue oflast card listed 
Issuance of on log or register form 
identification cards AUTH NI-AFU-90-3 
(lD) covered by AFI 
36-3001 
completed by issumg destroy after last badge 
officers to record the listed on the form IS 
Issue of idennfication destroyed AUTH Nl-
credentials/passes not AFU-90-3 
covered by AFI 36-
3001 
completed by issumg destroy 60 days 
officers to record the following expiration of 
Issue of subblocks of vahdity penod for that 
vehicle registration senes of vehicle 
idennfication forms to regrstration decal 
official vehicle AUTH NI-AFU-90-3 
registranon agents 
at Air Force Reserve destroy after I year 
and Air National AUTH NI-AFU-90-3 
Guard Units' orderly 
rooms 

destroy 6 months after 
submission of annual 

1\ 
report of passport 
apphcanons AUTH 
NI-AFU-90-3 

\ destroy after I year 
AUTH NI-AFU-90-3 
destroy when passport 
IS renewed, destroy 3 
months after 
mdrvidual's 
reassignment, or return 
of passport to the 
issumg agency 
AUTH N l-AFU-90-3 

NO TE:Th ebackofD 0Form I 05 6,Auth onzation toAppl yforaN 0-FeePassportand/ or Requestfor Visa, becomesthe 
receipt SeeOODI 1000 21-R For Alvl'Cacnvmes.seerule l S 

10 



These three rules (involving temporary electromc records) apply to all rules m the preceding table: 

A B C D 

If the records which 
RULE are or pertain to consistin~of are then 
a Electronic systems electronic records destroy on expiration 

that replace of the retention penod 
temporary hard previously approved 
copy records for the corresponding 

hard copy records 
b electronic records destroy when the agency 

that supplement determmes that the elec-

- temporary hard copy troruc records are super-
- - - records where the seded, obsolete, or no long-

hard copy records er needed for adrmrustrative, 
are retamed to meet legal, audit, or other opera-
recordkeepmg nonal purposes 
requirements 

c ntectroruc copies mat are cestroy aner recorcxeepmg 
created usmg copy has been created and 
electromc mall and filed or when no longer needed 
word processing or for reVISIOn,dissemmation, or 
form filler software reference, whichever ISlater 

I I
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TABLE36-3 I 
CASUAL TYREPORTING,NOTIFICA TION,ANDASSIST ANCE 

A B 
R 
U 

L Iftherecordsare 
E ornertainto conslstingof 
1 CasualtyReportmg, casual tyreports.supp Iemental reports, 

N rfication.and nonficationmessagestonext-of-km, 
Assi tanceRecords lettersofcircurnstancesand 

condolences,reportofcasualty,report 
offactsandcircumstances, 
acknowledgmentandlortransferof 
casual tyassistance.recordof 
emergencydata.casualtyassrstance 

summary,andrelatedcorrespondence 

(seerules 12and l Jforrrussmg 

persont s)supp Iemen taryreport) 
2 

3	 rmssmgand 
capturedpersons 

4	 personsreturnedto 

m Ihtarycon trol from 

rnissmgorcaprured 

status(SeeNote I) 
5 

6	 verysenously 
ill/mjuredor 
senouslyi 111mjured 

7 

woundedmacnon 
andnotsenouslyill 
onnjured 

C 

whichare 
atHQAFMPC/DPMC 

atmstallations 

helduntilfateof 
casual tyisdetermmed 
(atalllevels) 

atHQAFMPC/DPMC 

atmstallations 

1\ 

\,MPCIDPMC 

01,"&,1\
 
oIHQAFMPCIDP\ 

D 

then 
mcorporatemtothe 

masterrruhtary 

personnelrecordsafter 
thecasualtyassistance 

casehasbeenclosed 

andthensendtoNPRC 
undertable36-12,rule 

1 AUTH NI-AFU-
90-3 

destroy I yearafter 
casualtyassistancecase 

hasbeenclosed(See 

Notesland2} 

AUTH NI-AFU-90-3 

applyappropnate 
dispositromnstructions 

fordeceased(rulesl 
and2}orreturnedto 

rrulnarycontroltrules-l 
and5) AUTH Nl-
AFU-90-3 

seetable36-12 

AUTH NI-AFU-90-3 

destroy I yearafter 
casualtyassistance 
summaryhasbeen 

forwardedtoHQUSAF 

(EXCEPTION seerule 

II )(SeeNote3) 
AUTH NI-AFU-90-3 

destroy6monthsafter 
adrrumstrativeclosrng 
ofcase AUTH Nl-
AFU-90-3 

destroy 1yeara fter 
patientrsreported 
"WRITE,""BROKE," 

"MOVED "AUTH 

NI-AFU-90-3 

destroy6monthsafter 
receiptofreport 
AUTH N I-AFU-90-3 

12
 

8 
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TABLE36-3 1 
Continued. I 

A 

R 

U 
L Iftherecordsare 
E orpertainto 

9 
-, 

10 casualtyr ords 

rnamtamed levels 

ofcommand no 
coveredmthista e 

11	 reportofcasualty, 
returntormhtary 

control frornrmssmg 
mactionorcaptured 

status 

12	 rrussmgpersons 

supplementaryreport 

12.01 

13 

14	 recordofemergency 

data( ongmal) 

15	 recordofemergency 

dataiduphcate) 

16 

17 

B 

consistingof 

1\ 
fi\'Y 

reportwithat chmentsandallrelated 

mforrnatron 

formsforactiveduty/vfpersonnel 

forrnsforactrveduty AF personnel, 
ANG, USAFR,andAFReadyReserve 

notonextendedacuveduty 

form sfor ANGandUSAFRpersonnel 
entermgacnvedutymotli Al'nand 

whosepersonnelrecordsarenot 
forwardedtodutybase 

formsfor ANGandUSAFRpersonnel 
performlngdutywtthaunltotherthan 

C 

whichare 
atmstallations 

atotherthanHQ
 

USAFandreportmg
 
mstallations
 

atHQUSAFI
 
MPMDRand
 

reportmgmstallations
 

atHQAFMPC/DPMC 

atmstallanons 

f\ 
\,MPCIDPMC 

h"dbY~"'"Y
separated ItS(GSU) 

senttourntsof
 
attachment
 \ 
senttourutswhere
 

dutyisbemg
 

D 

then 
destroyafter 1year 
AUTH	 N l-AFU-90-3 

destroyafter 
adrruntstratrveclosmg 
ofcase, or when no 

longerneededto 

performmorutormg 

responsi brhtrestsee 
Note2) AUTH Nl-
AFU-90-3 

seetable36-12,rule 1 

AUTH	 NI-AFU-90-3 

ifafter 1Oyears,status 

isstillrmssmg, 
mcorporatemtothe 

masterrmhtary 

personnelrecordand 

thensendtoNPRC 

undertable36-12,rule 

1(SeeNote4) AUTH 

N I-AFU-90-3 

ifstatusisnolonger 
missmgbefore 1Oyears 

haveelapsed,seerule3 

(SeeNote4) AUTH 

NI-AFU-90-3 

destroywhenmember's 

statushaschanged 

AUTH NI-AFU-90-3 

destroyaftermember's 

releasefromextended 

activeduty AUTH 

N l-AFU-90-3 

destroy30daysafter 
member'sdeparture 

fromGSUorentryon 
EAD AUTH Nl-
AFU-90-3 

destroy90daysafter 
member'sdeparture 

AUTH NI-AFU-90-3 

13
 



----
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Continued. 1
 

C D
A	 B 

R
 

U
 

L Iftherecordsare
 
which are then


E orpertainto con~ingof
 
performed
umtof"'~'n"ndWh""
 

personnel cordsarenotforwardedto
 

dutybase 
senttolvlf'Fsservicmg destroywhenmember

fonn'fo"",v~p'''onn'' isreleasedfromhospitaltzedawa omthehome thehospital 
hospital AUTH NI-mstallation 
AFU-90-3 

atMPFs,Personal	 destroyupon19 recordofemergency fon",fO"'hVOdU~~'1 
data( carbonpunch assignedtothebaseonnst llation	 Affairsfiectionor permanentchangeof 

Customer ServtcetSee stanonorseparationof
card) -

Note5)	 member AUTH NI-
AFU-90-3 

NOTE(S):
1 RetamAFForm58,CasualtyAsSlStanceSummary,(lfnoAFForm58,retamcopyofAFForm 1312)andacopyoIDD
 

Form 1300, Departmen toIDe fenseReportofCasual ty, ordeathcertificatefor 5yearsmaccurnulan ngoffice
 
2 Destroycasualtyreportlngrecordsretalnedb)'lnstallatIonswlthonlyreportingresponslbillty6monthsafterdateof
 

death
 
3 Destroycasualtyreportlngrecordsretalnedb)'lnstallatlonsWlthonlyreportingresponslbillty6monthsaftermembens \
 

returnedtom IIItarycon trol
 
4 MIssmgpersonssupplementaryreports(SMR)covenngmultlplecrewmemberswlllberetalnedbyAFMPCIDPMCfor
 
1Oyearsa fterthel astcrewmem ber'sstatusi sresol ved, wrllbemcorporated m tothemasterrm IItarypersonnel recordand
 

thensentto NPRCundertable3 6-12, rule 1 SMR Wlllbefiledwithmasterm ihtarypersonnel recordofthepilotm
 

commandofthealrcraftorthesenlorrankmgmembennacommandmcident
 
____ = ThlsISanoPtIonalfileandmaybeestab~lshedatthedlscretIono~heChlef,MPF ----

I 
These three rules (involving temporary electronic records) apply to all rules in the precedmg table· e)fCCP+ (15 

'"vted be/tw i ~ 

A B C D
 
If the records which
 

RULE are or pertain to conslstins of are then
 

a Electronic systems electronic records destroy on expiration
 
that replace of the retention penod
 
temporary hard previously approved
 
copy records for the corresponding
 

hard copy records 

b	 electronic records destroy when the agency
 
that supplement determmes that the elec-
temporary hard copy troruc records are super--

- - records where the seded, obsolete, or no long-
hard copy records er needed for adrrunistrative, 
are retained to meet legal, audit, or other opera-
recordkeeping tional purposes 
requirements 

c Electronic copies	 mat are destroy arter recorckeepmg 
created using copy has been created and 
electronic mail and filed or when no longer needed 
word processmg or for revision, dissemination, or 
form filler software reference, whichever is later 

F-xce pflc-;.,!, . f< VI leJ- 4' ~ 6 c/o hof a pplf -/0 f{ VI le: I ~·/3 



---------TABLE36-4 I 
.'
 

PERSONNELDAT ASYSTEM-]\luAT ARY(BASELEVEL)(seenote) I . .
 
A B C , D 

R 

U 
L Iftherecordsare 

E orpertalnto consistingof whichare then 

1 DDNorPseudo drskfilesinsupportoflrlr-Nand inMPForCPFPSM disposeofin 7days or 
Processing Pseudo Processing unit whennolongemeeded 

forrecovery AUfH: 
NC l-AFU-85-25 

2 hstmgoutputfrom utihtylist.personnelfilecontroller, usedformanagemen t destroyafter30days. 
EODprocessmg duphcaterecordhst.Dfrbllist, andcontrolofPDS AUfH N l-AFU-9 1-39 

DESlREsummary, PseudoRemote 

list.etc. 
3 averagestrength AFForm380usedatHQUSAF, mMPFworkumt destroyafter 1yearor 

datareport MAJCOMs,andbasestomake omnacnvation, 

- --
managernentdecisionsregardmg whicheverissooner. 
health.welfare.andrnoraleofrruhtary AUTH NCI-AFU-85-
personnel. 25 

·/5
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TABLE36-4 I 
Continued.(seenote) I 

A 

R 

U 

L	 Iftherecordsare 
E	 orpertainto 

4 

aVO:~hdatare ort 

5	 da>lY""ngth,\ 

6	 (RESERVED) 
7	 transactionregisters 

resultmgfromBase 

LevelPersonnel 
System 

8	 transactionregisters 

resultmgfromBase 

LevelPersonnel 
S~tem 

9	 rejectedtransacnon 

10	 centralandlocal 
tables 

11	 documents 

supportmgsystem 

updates 

12	 PDSData 

Ven ficationproducts 

13	 productsresulnng 

fromthel'DSwhich 

aremecharncally 

producedoutput 
productsnotcovered 

elsewheremthis 

manual 

B 

consistingof 

urutstrengthreports 

'\ 
hereportitselfwluchiscornputer 

p ducedeachprocessmgday 

"'tmgoftmn,ac~h"hfa>l'd'" 
andrejectstof.Pf'o PFfor 
correction 

""mg,m'"OfiOhOOtd,\ 

pe"onndOOd'ng'h""o"n;~
sourcedocurnentanonnotother rse 

coveredmthisrnanual 

DESlRElIstmgandvanousother 
supportmgdocumentanon 

diskfilesusedtoproduceareport.or 
thereportitself, vanoushstmgof 
rruscellaneousm formation fromPDS, 
reen trydi skfil es 

C 

whichare 
atusmgactrvity 

atPersonnelSystem 

Manager(PSM)work 

center 

copiesatworkcenters 

otherthanPSM 

rdenti fymgand 

correctmgerrors 

usedforcoding, 
translatmgcodes, 
venfymgsystern 

routmes 
usedtoprepareinput 
transactions 

\ usedforobtarrung 
informanon, 
identifying 

discrepancies. 
ffectmgcorrecnons, 

neralquahtycontrol 
0 Salsofor 
mea urmgthe 

mana ementand 

contro fpersonnel 
officere onsrbihues 

suchdrversi edP'OOU't:~ 
purposesthati s 

rmpracncaltod elop 

aretentionperrod r 
each 

D 

then 
destroyafter3months 

orwhenpurposedis 
served, wh ichevens 

sooner AUTH NCI-
AFU-88-25 

destroywhennolonger 
needed AUTH NI-
AFU-90-3 

(RESERVED) 
destroyafter3 Odaysor 
whennolongerneeded, 
whichevenslater 
AUTH NCI-AFU-88-
25 

destroywhenpurpose 

hasbeenserved 

AUTH NCI-AFU-88-
25 

destroyafter6months 

AUTH NC I-AFU-88-
25 

destroywhenreplaced 

bynewhstmgor 
rrucrofiche AUTH 

NC I-AFU-88-25 

destroy3monthsafter 
mputorwhenno 

longerneeded AUTH 

NC l-AFU-88-25 

destroyafter Iyearor 
whennolongerneeded 

AUTH NCI-AFU-88-
25 

destroywhen 

supersededorwhenno 

longerneeded AUTH 

NC l-AFU-88-25 

Ib
 

http:diskfilesusedtoproduceareport.or


.----I
 

I
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TABLE36-4 I
 
Continued.(seenote) I
 

A B C D
 

R
 

U 

L Iftherecordsare 
E orpertainto con~stingof whichare then 

14 RIPproducts usedforauditand destroyafter3monthsR1P,~g'"d''''d"'''O'PO''t'O"
datanot herwisecoveredmthrs venficattonofdata	 orwhennolonger 
manual as quiredfunctional lnputoralreadyapart	 needed AtITH NCl-
documentat n ofPDSrecord	 AFU-88-2S 

15	 systemchange AFFo'm804~"eID,t'S"tem destroyafter 3yearsor 
requests Requirement/ angeRequestand whennolongemeeded,-- - supportmgrecor	 whichevenslater 

AUTH NI-AFU-92-22 -
16	 mamtam2calendarAFFo'mI945,p,,'~~m

Exceptionskeportand pportmg	 yearsmcurrentfiles, 
records	 thendestroyafter2 

additional years 
AUTH NI-AFU-92-22 

17 (RESERVED)	 \ (RESERVED) 

NOTE(S): 
1 ThePersonnelDataSystem(pDS)lscompnsedoftwobaslcparts PDS-MllltaryandPDS-Clvlhan Vanousmechamzed 
reportsmanagementproductsandcarddecksareproduced,eltheronaone-timeorrecuITlngbasis,assystemoutput The 
BaseLeveIPersonneISystem(BLPS)lsbasedonacentralcomputerfileofpersonneldataatbaselevel,uslngstandard 
programstoprocessdata,produceoutputproducts,andsuspensepersonnelactlons Bl.Pxsupportscurrentl'Dx-Mihtary
 
andPDS-ClvlllanatMAJCOMandHQUSAF ProductsfromPDSofsuchsignlficanceastorequirespeclficretentIon
 
penodsareldentifiedlnthlstableandtable36-9.Productsrelatlvetoauxillarysystemswhichelthersupportorare 
supportedbythePDS,suchasprojecttransltion,leave,andothershavlngunlquedlsposltloncntenaareldentlfiedln
 
appropriatesubjectrnattertablesmthe
~--.-----------

These three rules (InvolvIng temporary electronic records) apply to all rules In the preceding table' 

A B C DIf the records 
whichRULE are or oertain to consistino of are thena Electronic systems electronic records destroy on expiration 

that replace of the retention penod
temporary hard previously approved 
copy records for the correspondmg
 

b hard copy records
 
electronic records destroy when the agency 
that supplement determines that the elec--	 temporary hard copy troruc records are super-- - records where the seded, obsolete, or no lonz-

0hard copy records .	 er needed for admmistralIve are retamed to meet legal, audit, or other opera-' recordkeepmg tional purposes 
reqUIrements

c J:.lectrOnlCcopies mat are 
cestroy aner recoroKeepmgcreated usmg 
copy has been created and electronic mall and 
filed or when no longer needed 17word processmg or for revision, drssemmanoa, orform filler software reference, whichever is later 



TABLE36-S 

USAFAF ACUL TY /CADETRECORDS 

A B C D 

Iftherecordsare 
consistin zof whichare then 

records used as a primary source for at faculty departments retain in office for 10 
academic mformanon on officers and staff agencies years after departure 
assigned to USAFA teaching positions from USAF A then 

as a sole source for academic forward to Special 
informa n officers who have left Collections 

(DFSELSC) and 
destroy when no longer 
needed for reference 
AUTH NCI-461-82-5 

2 Tenure Associate correspondence pertaining to the 
Professors, Tenure initial request, Justification, 
Staff Officers, and Superintendent approval and AFI'v1PC 
Continuous Tour approval 
Officers 
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TABLE36-5 I 
Continued. I 

A B C D 

R 
U 
L Iftherecordsare 
E orpertainto consistingof which are then 

3 InS-tor Files forms and/or correspondence on destroy when no longer 
future, current, and past USAF A needed for reference 

instructors AUTH NCI-461-82-5 

4 correspondence pertairung to the destroy upon 
ca,,~~Advanc .egree available resources, AFIT eligibility completion of AFIT 

5 

Nornmati 

Graduate 

s .

PCO\ 
letters 

correspondence and related records at Graduate Studies 

trauung AUTH NCI-
461-82-5 

destroy after 25 years 
Applicanons concernmg apphcations and (Note I) AUTH NCI-

preparation for 461-82-5 
scholarships/fellowships 

6 Conduct and/or \ correspondence used to refer cadet for at Cadet Policy destroy upon 
Aptitude Probation ~emen' on, connnuation on, o. DIVISion graduation or, when 

oval from aptitude or conduct cadet would have 
bat IOn graduated AUTH 

NCI-461-82-5 

7 Counseling Record fO~:d 
cadets 

on daily contacts wrth 
nd are part of the individual's 

at Cadet 
Center 

Counseling destroy 1 year after 
graduation AUTH 

counsel 19 file NC 1-461-82-5 

8 Invesnganon Files mve",g:\"L
Wing Hon r Boards 

pertainmg '0 at Cadet Honor and 
Ethics on 1st & 2nd 

destroy 
AUTH 

after 1 year 
NCI-461-82-5 

class Cadets 

8.01 at Cadet Honor and destroy after 6 months 
Ethics in 3rd and 4th AUTH NCI-461-82-5 
class cadets 

9 Case Files 
Heanngs 

of Honor honor heanngs Of\ cadets guilty 
Honor 

cases at Cadet 
and Ethics 

destroy 
AUTH 

after 5 years 
NCI-461-82-5 

10 not guilty cases at destroy after 1 year 
Cadet Honor and AUTH NCI-461-82-5 
Ethics 

11 Honor 
Log 

Code Board numerical 
Boards 

Logof ruLHono\de at Cadet 
Ethics 

Honor and destroy 
needed 

when no longer 
for reference 

AUTH NCI-461-82-5 

12 Honor Review rrunutesof meetingsond baok\,nd destroy when no longer 
Committee matenal needed for reference 

AUTH NCI-461-82-5 

13 Honor and Ethics materialusedforhonorand e!h"\ at Cadet Honor and destroy after 1 year or 
Trammg training EthiCS when no longer needed, 

whichever IS sooner 
AUTH NCI-461-82-5 

14 EXit Questionnaire resignation 
code 

questionnaire on honor 
1\ 

15 (RESERVED) \ (RESERVED) 
16 \ 
17 \ 
18 Boards and 

In vesngations 

case files on cadets documentmg 
mvesngations and boards 

a'S~~:dgeAdvo te's office 
destroy 
needed 

when no longer 
for reference 

AUTH NCI-461-82-5 

19 Cadetl'romonon rosterusedtoprovidem formation destroyafter 1year 

I~ 
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TABLE36-S I 
Continued. I 

A B C D 
R 
U 
L Iftherecordsare 
E orpertainto conslstinaof whichare then 

List \ necessarytopublrshalistmgofall AUTH NCI-461-82-5 

~~tspossesSmgrankforthenext 
mottonltstterm 

20 Cadetlnformation for usedtoprovidefaculty ateachdepartment destroyafterpurpose 

Card 
-

depar entsandmstructorswitha hasbeenservedorlO 

- -
readyre renceacademicprofi leof yearsaftergraduatton 
currentan astcadets whichevenssooner 

. (Note2) AUTH NCI-
461-82-5 

21 (RESERVED) \. (RESERVED) 
22 Motor Vehicle forrnsusedtoreque errmssionfor atAlrOfficer destroywhen 

Information purchaseofamotorve icleandto Commandoffice superseded, whenno 
recordmforrnattonabo acadet's longerneeded,orupon 
motorvehrcleincludinga mmaryof graduation, whichever 
his/herdrrvmgrecord issooner AUTH 

NC 1-461-82-5 

23 DrumandBugle 

Corps 
fo'm"nd,mmpond,""to,~ 
cadet'smterest.experrence.and 

a tCadetDruman d 

BugleCorpsOffice 
destroyaftergraduation 

orwhencadetwould 
abihtiesmcludmgaudittonsheet om havegraduated 
tryouts AUTH NCI-461-82-5 

NOTE(S): 
1 RetamedatUSAF Academytheennreretenuonpenod 

2 Retalnedmdepartmenttheentlreretenttonpenod 

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C D 
If the records whichRULE are or nertaln to conslstlns of are then 

a Electronic systems electronic records destroy on expiration 
that replace of the retention period 
temporary hard previously approved 
copy records for the corresponding 

hard copy records 
b electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative, -

- - are retained to meet legal, audit, or other opera-- recordkeeping tional purposes 
- requirements 

c . Electronic copies that are oesrroy arrer recorOKeepmg 20 
created usmg copy has been created and 
electronic mall and filed or when no longer needed 
word processing or for revision, dissemination, or 
form filler software reference, whichever is later 



---
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TABLE36-6 I 
PERSONNELSURVEYS I 

A B C D 
R -U
 
L Iftherecordsare
 

E orpertainto 'O",I"lnaOf~ whichare then
 

1 personnel surveys	 correspondenceonan ouncement, atHQUSAFIDPCE destroyafter5years 
methodofadrrurustrano suspense andHQ AUTH NI-AFU-90-3 
dates.drsposinonmstructi nsusedto AFMPCIDPMYOS 

conductsurveys 

2	 atMAJCOMs,MPFs, destroyfol\owing 
CPFs	 closmgdateofthe 

survey AUTH.Nl-
AFU-90-3 

3	 selectDESlREmqulrystatementused
 
toi den tl fyresponden tsa trespecu ve
 

MPFsandCPFs
 ~
 
4 hsnngofrespondeesusedtoidenufy
 

andcontactrespondeesandforfollow- -,
upcontactsasnecessary 



- --

- --
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TABLE36-6 1 
Continued. I 

A B C D 

R 

U 
L Iftherecordsare 
E orpertainto consistinzof whichare then 

5 surveybookletsusedtoadrmruster des troyafteruseor 
survey	 sendtonextlocation, 

asdirected AUTH \
- NI-AFU-90-3 

6 a wersheetsusedtorecord sendtothe/urf'orce 
res nse~,thentocompileresponses Mihtaryl'ersonnel 

l'\. 

- Center(AFMPC)for 
opncaldocument 
scannertoreadand 
createdatafiles, 
destroywhenquahty-
controlledfileis 
created AUTH.Nl-
AFU-90-3 

7 ,ompu,,,p"n,ou,of,u,~tau,'" destroywhennolonger 
byOPRtoanalyzesurveyre ilts needed AUTH Nl-

AFU-90-3 
8	 "PO"of,u""yfindmg'Onda'~

analysis.andresultmgactronstak or 
planned 

9	 oompute,tap"onn,,,,,,,,,g,U,""O\ erasewhennolonger 
mamtamdataavailableforfurther needed AUTH Nl-
analysisandlongitudmalstudres . AFU-90-3 

" 

These three rules (mvolving temporary electronic records) apply to all rules in the preceding table: 

A	 B C D 
If the records which 

RULE are or pertain to conslstlnz of are then 
a Electronic systems electronic records destroy on expiration 

that replace of the retention period 
temporary hard previously approved 
copy records for the corresponding 

hard copy records 
b	 electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative, - are retained to meet legal, audit, or other opera-
recordkeeping tional purposes 

. requirements-
c Etectromc copies	 mat are cestroy aner recoroxeepmg 

created using copy has been created and 
electronic mail and filed or when no longer needed 
word processing or for revision, dissemination, or 
form filler software reference, whichever is later 



..
 

._--------_._- -- ---- ----------~-- - - .-----
TABLE36-7 I .- . 

FAMIL YSUPPORTCENTERS I .-
A ..--B----	 C D 

R -
-U - -

L Iftherecordsare . .E orpertainto 'on';,il~ whichare then
 

1 FamrlySupport destroywhen
pmg,..m'Off"~IY
Centerprograms	 SupportCenter Co esofoutlmes, superseded,obsolete,or 

indexes.letters.classl sonplans, nolongerneeded 
pubhcity,etc ,ofprogra available AUTH Nl-AFU-90-3 
orpending 

2 recordsoffamihes	 atbaselevel destroyafter 1yearor ongo<ngre'O'dOfind''''dU'~~'
seekingservices forservices.mformanononnst ction whennolongemeeded, 

(AFFonns2800and280 I) whichevenslater. 
AUTH NI-AFU-90-3 

\ 
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TABLE36-7 I 
Continued. I 

A B C D 
R 

U 
L Iftherecordsare 

E ornertainto conslstlnzof whichare then 

3 FamIlySupport formsandsirmlardocurn ts destroy3monthsafter 
Centercontact regardmgmdrvtdualswho gically quarter lyreportissen t 
records 

-
-

maylaterseekservicesofthe 

SupporrCentereitherbydtrect 
rmly 
ontact 

in IfTurth ercon tactis 

notmade AUTH NI-
- orreferral frorncommandersor er AFU-90-3 

baseazencres 
4 mtakesumrnanes recordsofi nd rvidual sseekmg ;~ destroyafter2years 

counselmg.mformation.referralor AUTH N I-AFU-90-3 
prograrnparnct pan on (AF Form2806) 

5 vol un teersservice AFForms2805 "\ atbaselevel destroy I yearafter 

.... _---- ... -.. -------
records f\ mdividualdeparts 

AUTH NI-AFU-90-42 

These three rules (involving temporary electroruc records) apply to all rules in the preceding table: 

A B C D 

RULE 
If the records 
are or pertain to consistina of 

which 
are then , 

a Electronic systems electronic records 
that replace 

temporary hard 
copy records 

destroy on expiration 
of the retention penod 
previously approved 

for the corresponding 

b electronic records 

that supplement 

hard copy records 

destroy when the agency 
deterrmnes that the elec-

c clectrontc copies 

temporary hard copy 
records where the 
hard copy records 
are retained to meet 
recordkeepmg 
requirements
tnal are 
created using 

electronic mall and 

word processing or 
form filler software 

trornc records are super-
seded, obsolete, or no long-
er needed for administrative, 
legal, audit, or other opera-
tional purposes 

aestroy after recorckeepmg 
copy has been created and 

filed or when no longer needed 
for revision, dissernmation, or 
reference, whichever is later 

. 



TABLE36-8 I 
POINTCREDIT ACCOUNTINGANDREPORTINGSYSTEM(pCAR.S 

A 

R 
U 
L Iftherecordsare 

E orpertainto 

1 mputtransaction 

registers 

2 processed 

transactions 

3 rejectedtransactions 

4 pomtsummanes 

5 ANG/USAFR 

retirementcredit 
summary/statement 
ofpomtseamed 

6 

B 

~stin~of 

"rt;:!:ng"umm,mmgm,nUal
mputto ARSfromtheMPF 

(Mlhta rsonnelFhght) 

h"mg"'fl~'l1tr'""'''O''
processmgm ARS 

hstmgsoftransact nswhrchfailedits 

andrejecttolvll'Fsfo orrection 

Ml'Fmemberrosterandpomt '\ 
sumrnanesforreservistsassigne 
theMPF 

prepnntedofcontinuousforms 

designedtobeusedforcomputer 
pnntmgwithml'Caksand/or 
manuallycompleted 

to 

\
 

SEENOTE) I
 
C
 

whichare 

producedbyMPFsand 

heldatMPFwork 

centers 

producedbyPCARS 

anddistnbutedto 
MPFs 

mMasterPersonnel 
RecordGroupand 

i'\1e1dReCOrdGroup 

a~~Fsandother 
wo centers 

\ 

D 

then 

destroyafter 16 

months AUTH Nl-
AFU-90-3 

destroyaftercorrective 

acnoncompletedor 
whenthehstrs 

supersededbyamore 

currenthst AUTH 

N l-AFU-90-3 

destroyafterreceiptof 
morecurrentreportsor 
whennolongerneeded 

AUTH NI-AFU-90-3 

seetable36-12,rules 
andl 1 AUTH Nl-
AFU-90-3 

destroyafter 1yearor 
whennolongemeeded, 
whrchevenssooner 
AUTH NI-AFU-90-3 

2S
 

1 
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TABLE36-8 I 
Continued.(SEENOTE) I 

A B C D 

U 
L	 Iftherecordsare 

R	 x,
E orpertainto	 whichare then 

7	 atAdjutantsfieneral dtsposeofaccordmgto 
officesmthe the legal requirements 
respectivestates ofthemdividualstates- AUTH NI-AFU-90-3 

8 workmgdatausedto accessionhsnri s, hstofrecycled atMPFworkcenters destroyafter Iyearor 
operatethePCARS	 transactions, list recordsrequinng whennolongerneeded, 

reconcihatronbetw enAPDS,PCARS whichevenssooner 
andARP AS,andvan scontrol AUTH Nl-AFU-90-3 

reports used toass urea v idcomputer 
update 

9	 statisucalreportsor ANGpomtsummary,errora alysis atMPFworkcenters, destroyafter 1yearor 
summanesusedto reports.mputandrejectanalys Nattonal'Guard whennolongerneeded, 
managePCARS reports,APDS- PCARSreconcl non Bureau.AirForce whichevenssooner 

reports, MPF performan ceeval ua n	 Reserve,HQUSAF AUTH Nl-AFU-90-3 

reports	 OfficeofArrf'orce 

Reserve, State 

Adjutantfieneral.and 
otheractrvrtiesas 

\appltcable 

\ 

NOTE:ThetermMPFappllesequallytomllltarypersonnelfllghts,consolldatedreservepersonnelofficesandtheAlr 
ReservePersonnelCenterOPRasthereferencelspertlnent 

These three rules (involving temporary electronic records) apply	 to all rules In the preceding table. 

A B C D 
If the records which 

RULE are or nertaln to conslstlnz of are then 
a Electronic systems electronic records destroy on expiration 

that replace of the retention penod 
temporary hard previously approved 
copy records for the corresponding 

hard copy records 
b electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-

-
hard copy records er needed for administrative, 

- -- are retained to meet legal, audit, or other opera-
recordkeeping tional purposes 

- requirements 
c ctectroruc copies that are destroy an:er recordkeepmg 

created using copy has been created and 
electronic mall and filed or when no longer needed 
word processing or for revision, dissemination, or 
form filler software reference, whichever IS later 



--
TABLE36-9 I 
PERSONNELDATASYSTEM--MILIT ARY ANDCIVILIAN(HQAFMPC) I 

A B C D 
R 
U 
L Iftherecordsare 
E orpertainto ~eOf whichare then 

1 HQAFMPCPDS- usedtodenvethe destroyEOMJul,Aug,"ompl"~Ub-
MILIT ARYPDS- system)forev emberonthe strength oftheAF as Oct,Nov,Jan,Feb, 
CIVILlAN(T APE) masterpersonnel easoftheendof ofEOMandfor Apr, May,after13 

eachmonth(EOM) retrieval purposes months AUTH.Nl-
AFU-90-3 

2 PDS-EOMMarand destroyafter3years-,
Jun AUTH NI-AFU-90-3 
3 PDS-EOMDec destroyafter6years-, AUTH NI-AFU-90-3 
4 PDS-EOMSep retireaspermanent\ (SeeNote) AUTH 

1\ N \-AFU-94-2 

27 
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TABLE36-9 I 
Continued. I 

A B C D
 

R
 

U
 
L Iftherecordsare
 

E orpertalnto consistingof whichare then
 

5	 HQAFMPCPDS- recordst nsacnonsprocessedby providescapabiluyfor destroyafter6months 
MILIT ARYPDS- SSAN,CC foreachupdate postanalysisfor AUTH NI-AFU-94-2 
CIVILlAN(T APE) actionsaffectmg.Af 

- personnel structure 
- - andforreconstructmg 

ofiuasterfi les 

6 HQAFMPC - usedformonthly destroyafter6months"an"'t'bn"'Ofup~~h'
Monthly(T APEand month.buildtopackase hoccurs reportsandrecoveryof AUTH NI-AFU-90-3 
Mrcroformjl'DS> reports,effectmgAF 

Civihan Personnelandstren&h 

" 
NOTE:Thlsappllestothefollowmg6masterfiles(ortheJrsuccessors) ActlveAlrmenMasterFlle,ActlveOfficers 

Master FIle, AIr N au onal GuardA IrmenMaster F ile, AIr N ational GuardOfficersMaster FIle, USAFReserveAlrmen 
M~ster FIIe, USAFReserveO fficersMaster Frle 

Tht4e jee t;lle; (mvolv:J~mporary electronic r?Ord~ apply to all rules in the preceding table; -e.xCe pf.
~ «t-( (' s q do hrJf qpp "I l> (l/.f t: <-j

A	 B C D
 
If the records
 which
RULE are or nertain to conslstins of
 are then
 

a Electronic systems
 electronic records destroy on expiration 
that replace of the retention period 
temporary hard previously approved 
copy records for the corresponding 

hard cOl'Y records
 
b
 electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tromc records are super-
records where the seded, obsolete, or no long- . 
hard copy records er needed for administrative, 
are retained to meet legal, audit, or other opera-
recordkeeping tional purposes 
requirements 

t.rectromc copies that are cestroy aner recorckeepmg
created USIng copy has been created and 
electroruc mall and filed or when no longer needed 
word processing or for revision, disserrunation, or 
form filler software reference, whichever is later 

c 

http:actionsaffectmg.Af
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TABLE36-10 I 
USAFRECRUITINGSERVICERECORDS L 

A B C D 

U
 
L Iftherecordsare
 

E orpertainto whichare then
 

R	 

"in!
1 Nationall.ead	 destroy2yearsafter1,"'ngbyfl~,","ngOffi"Of

Fulfillment namesandaII vailablemformation endofFYmwhichaII 
onprospectswh respondedtoa acnonsarecompleted 
nanonaladvertis ent, whichareused AUTH NI-AFU-90-3 
byfhghtsupervisor ndrecruiters 

2 Centeroflnfluence atrecruitmgofficesAETCFonnI303h:~Wl"d'
 
(COI)leads generatedasaresultofa rospective whichheldtheevent
 

ApplIcant(pA)COleve andatflight
 
supervisoroffices
 

3 data feedback	 destroyafter2yearsor"P""OO'd""h'bl,m"l~
mformationcardusedtoobtat	 whennolongemeeded, 
pertmentinformauonfromindi iduals	 wh Ich everissooner 
whomdicatetheinnterestmfindi	 AUTH Nl-AFU-90-3 
outabouttheUSAF 

4 vtsitorlog logtorecordvisttsbydrsnnguished \ atrecruitmgoffices destroyafter 1year. 
civihansandallrmlrtarypersonnel AUTH Nl-AFU-90-3 

5 Personallnterview recordsprepareddunngmterviewto \ atprepanngacnvitres destroy2yearsafter 
Records(PlRs) deterrnmeenhstrnentehgibrhty	 endoff'Ymwhichall 

actionsarecompleted 

AUTH NI-AFU-90-3 
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TABLE36-10 I 
Continued. I 

A 
R 

U 

L Iftherecordsare 

E orpertalnto 

6 nhstrnentcasefiles 

-

7 

8 

9 

10	 school program 

folders 

11 (RESERVED) 
12 Recruiterfrarly 

Acnvityl.og 

13	 Supervisor's 
Recruiter Activity 
Log 

B 

consistingof 
formsandrelatedrecordsusedto 

processandenhstindrvidualsmtothe 

rmhtaryservice/Seelvote 1) 

formsandrelatedrecordsusedto
 

processanden listindi VI dualsi n tothe
 

nuhtaryservicef SeeNote I)
 

\ -

""r;~I,"n",op"'tOOfrom
theDeia edEnhstmentProgram
 

(DEP)
 

casefilesonap icantsprocessedand 
disquahfiedbec usetheyfatledto 

meetmentalorph icalstandards, 
failedtoenhstmthe EPorregular 
AF oracceptassignm treservat IOn, 
ornofurtherenhstmen ctiorus 
contemplated 

md'V'dU'ld,,,pert"n'~~Of

school, visitsscheduled.dir tmail
 
programrnailouts.Axv ABh tmgs
 

andotherappropnatedata
 

\ 
forrnusedtol ogdailyexpectati on, \ 
literaturernai Ied,rep hesrecei ved, 
callsattempted,contactsmade, 
appomtmentsscheduled,numberof 
prospectswhofailedtoshowfor 
appolntmentandnul1Jberofprospects 

wh owererecon tacted forappoi n tmen t, 
walk-ms.drsquahfiedmdrviduals, 
Plksimtiated.etc .whichareprepared 
bytherecruiter 
evaluation and analysis of flight 
recruiters, which are prepared by the 
flight supervisor 

C	 D 

whichare	 then 

atrecrurtmgoffices	 sendtoappropnate
 
USAFMlIItary
 

Enlrstrnentf'rocessmg 

Statlon(MEPS)llalson 

officepnortoapphcant 
processmgatthat 
facihty	 AUTH Nl-
AFU-90-3 

atAFLlalson(MEPS)	 distn butecasefile 

Offices	 formsperAETCR33-2
 

andlvlihtary
 
Enhstmentf'rocessmg
 
Command(MEPCOM)
 
directives Destroy
 

remammgforms90
 
daysafterappltcant
 
enlistment AUTH
 

NI-AFU-90-3
 

atsquadronoperations	 destroy 1yearafterthe 

offices	 endofthemonthin
 

whichtheapphcant
 
wasdischarged
 
AUTH NI-AFU-90-3
 

atrecnntmgoffices	 destroy3monthsafter
 
theendofthemonth
 

casefi lewasrecei ved
 

bytherecruiter
 
AUTH NI-AFU-90-3
 

destroy2 yearsafter 
endofFY AUTH Nl-
AFU-90-3 

(RESERVED) 
destroyafter3months 

AUTH NI-AFU-90-3 

\
\ destroy when no longer 

needed or upon transfer 
to Consohdated 

http:Acnvityl.og
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TABLE36-10 I 
Continued. I 

A 
R 
U
 
L Iftherecordsare
 
E orpertainto
 

14	 Consolidated 
Recruitmg Activity 
Log 

15	 Squadron Operations 
Dally Acnvity Log 

16	 Squadron Operations 
Monthly Activity 
Log 

17	 market surveys 

18 
-

19	 comrmssrornng case 
files 

20 

These	 three rules (involving 

A 

If the records 
RULE are or pertain to 
a Electronic systems 

b 

- - -

-
c l:.lectromc copies 

8 

conslstlngof 

~;consolidated from Supervisor's 
uiter Activity Log, which are 
ared by the flight supervisor 

data,,\: daily recruiting operations 

data c~~1ated from Operations 
Dally Ac yity Log 

a record ofu employment rates, 
reserve compo ents, cultural and 
ethnic makeup 0 the market area, and 
Armed Services cational Aptitude 
Battery data 

apphcationsawaitingbrnrrd\ 

applications awaiting resubrrussion f~~ 
those who have been nonselected, have 
declmed a commission, or have been 
medically disqualified 

C 

whichare 

at squadron operations 

at recruitmg offices 

at flight and squadron 
operanons offices 

at Officer Trammg
 
School/medical/nurse
 
program manager
 
office and AFRS
 

1\ 

D 

then 
Recruiter Activity Log 
AUTH NI-AFU-90-3 
destroy 1 year after end 
ofFY AUTH Nl-
AFU-90-3 
destroy after 3 months 
AUTH NI-AFU-90-3 
destroy 1 year after end 
ofFY AUTH Nl-
AFU-90-3 
destroy 1 year after end 
ofFY AUTH Nl-
AFU-90-3 

destroy 2 years after 
end ofFY AUTH Nl-
AFU-90-3 
destroy 12 months after 
end of the month of 
entry Into active duty 
(EAD) AUTH Nl-
AFU-90-3 
destroy 12 months after 
the end of the month in 
which final action IS 

completed AUTH 
N 1-AFU-90- 3 

temporary electronic records) apply to all rules in the preceding table: 

B C D
 
which
 

conslstlnz of are then
 
electronic records 

that replace 

temporary hard 
copy records 

electronic records 

that supplement 
temporary hard copy 
records where the 
hard copy records 

are retained to meet 
recordkeeping 
requirements 
mat are 
created using 

electronic mall and 

word processing or 
l"~~ r.ll~ ___ c.... ____ 

destroy on expiration 

of the retention penod 

previously approved 

for the corresponding
 
hard copy records
 

destroy when the agency
 
determines that the elec-
tronic records are super-
seded, obsolete, or no long-
er needed for administrative,
 
legal, audit, or other opera-
tional purposes
 '?>I 

destroy arter recorckeepmg
 
copy has been created and
 

filed or when no longer needed
 
for revision, dissemination, or 

o: . .. . 
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i .................
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TABLE36-11 I 
PERSONNELSERVICES I 

A \ B C D 

R 
U 
L 
E 

1 

Iftherecordsare 
orpertainto 
services program 
planmng 

<0""';'20'\ 
studies, d''''''V''':~,,"all''''
reflecting orgamzan n of programs, 

whichare then 
see table 34-1 
NI-AFU-90-3 

AUTH 

and conduct and resu of program 

2 support 
morale, 

for relIgIOUS, 
welfare, and 

supply records, fund bU'\" 
Note) 

(See 

recreation facilines 
and activities 

~ 



TABLE36-11 I --Continued. I 
A B C D
 

R
,
 

U
 
L Iftherecordsare
 
E orpertainto consistingof whichare then
 

3 locatorcardsforprofessional
 
ecords entertamersofforeignnanonahty
 

performmgmoverseasrmlitary
 

~ establishments
 

4 constitutionsandby-laws.chartersor atresponsiblestaff destroy Iyearafter
 pnvat ,~
organizations'(P arttclesofagreement.legalreviewsby officesasdesignated discontmuanceofthe
 
records . - JudgeAdvocates,commander's bytheinstallatton PO(SeeNote) AUTH
 

~ovaitooperateonbase,blennlal commander NI-AFU-90-3
 
ewwaiversandrelatedpapers
 

5 destroyafter Iyearor
 m'~~ng"ndmonthlY
financ Istatements	 whennolongemeeded, 

whicheverissooner -
-

(SeeNote) AUTH: 
N l-AFU-90-3 

- . 

5.01	 Private financialaudits dreviews destroyafter 1yearor
 
orgaruzauons'(Po) whennolongemeeded,
 
recordsoftypes2 whichevenssooner
 
and3POsas (Exception Retainthe
 
descnbedmAFI34- mostrecentforl fiscal
 
123 year following
 

discontm uanceofthe 
PO,thendestroy) 
AUTH NI-AFU-90-3 

6	 reportson reportsrequiredbyaf'Bd-Zue \ atHQ destroyafter3years
 
applications for Identlfyingnumberofappllcatlonsfor AHvIPCIDPMSC AUTH NI-AFU-90-3
 
vendingstand vendmgstandlocanonsreceivedfrom
 

locations statehcensingagencies.number
 
accepted.derued.andstillpendmg.as 

pertainstoapphcationsfrornblmd 

persons \ 
7 destroyafter3months


"M~!tnd
mtermedi te AUTH NI-AFU-90-3
 
commands
 

8 atmstallation\ destroyafter2years
 
AUTH NI-AFU-90-3
 

Thes.f three rules (Involving temporary electronic records) apply to all rules in the precedmg table} .fi. ren-f -/-4txf
'<-",dfs q~e 1 1'1 f c ppl,! + ~e' J . A I If'." A 0 CINe' ~ c» "ere.. Ir! (?tA e ;

A <-" B C D
 
If the records
 which
RULE are or nertaln to consistinz of
 are then
 

a Electronic systems
 electronic records destroy on expiration 
that replace of the retention period 
temporary hard previously approved 
copy records for the corresponding 

hard copy records 
b	 electronic records destroy when the agency
 

that supplement determines that the elec-
temporary hard copy tronic records are super-

records	 where the seded, obsolete, or no long-
hard copy records er needed for adnunistrative, . 

- are retained to meet legal, audit,	 or other opera-- recorclkeeping tional purposes
 
. requirements
 

c ntectroruc copies that are
 aesrroy arter recorckeepmg
created using copy has been created and 
electronic mail and filed or when no longer needed 
word processing or for revision, dissemination, or 
form filler software reference, whichever is later 

http:accepted.derued.andstillpendmg.as
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TABLE36-12 I 
INDIVIDUALMILIT AR¥PERSOl'ONELRECORDS 1 

A B C D 

R 
U 
L Iftherecordsare 
E orpertalnto consistingof	 whichare then 

1 Ma terPersonnel recordswhlchcomprlsethehlstoryof atHQAFMPCand manageaccordmgto 

Reco Group	 amndivtdual'srmhtaryservice HQARPC AFI36-2608andrellre 

req uiredby AFI3 6-2608 tobefi led tn toNPRCafterHQ 

theMasterPersonnelRecordGroup AFMPCandHQARPC- - completeallpersonnel 
- actronste g .discharge, 

retirement.dismissal, 
payatage60) 
pertairungtothe 

\
 tndrvtdualtSeelvote-l)
 
AUTH NCl-AFU-80-
29 

1.01 CommandRecord	 disposeofpecAf'Be-'''~'omPd"th'hi'''''YOf 
GrouporFteld	 arund idual'smihtaryservice 2608 AUTH Nl-
RecordGroup	 require yAFI36-2608tobefiledm AFU-90-3 

theComm ndkecord'Groupand/or 
thef'ieldke rdGroup 

1.02	 Airforcefhscharge casefilesofhe mgproceedmgsof SAFIMIC transfertoNPRC 

Revrewlsoardtfinal applicants (MPR)afterHQ 

action) AFMPCandHQARPC 

com p leteall personn eI 
actionspertainingto 

theindividual Destroy 

after75years Also 

retirecassettetapesof 
heanngtoWNRCon 

anannualbasis.or 
whenvolurneperrruts, 
whicheverissooner 
Destroyafter75years 

(SeeNote7) AUTH 

NI-AFU-90-15 

2 personnel extracopiesofrecordscovered \	 retairnnofficefi leuntil 
mformationfile	 elsewheremthtsregulanonorother superseded,nolonger 

recordsnecessarytomanagethe needed.separation.or 
mernberattheumt/supervtsorlevel reassignrnentof 
whrcharekeptbythecomrnanders mdrvidualonl'CAor 
andsupervisorsinthe PCS(SeeNote8) 
Command/Supervisor Assigned AUTH NI-AFU-90-3 
Personnellnformattonf'rle 

3 Airf'orcel'ersonnel careerbn efs.se lectedandnon -selected	 destroywhennolongeratHQAF\INXC
Selection Panel packagesandrelatedrecordswhich neededorwhen 
(PSP)records pertalntoAlrForceSpecIalAct!vltles memberleaves 

Center(AFSAC) AFSAC AUTH NI-
AFU-90-3 

http:needed.separation.or
http:anannualbasis.or


--
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TABLE36-12 I 
Continued. I 

A 
R 
U 
L Iftherecordsare 
E orpertainto 

3.01 

- - : -
-

3.02	 AirAttache 
Informational 
Personnel Records 

4	 correctionofmihtary 
recordsofofficers 
andairmen 

5 

6 

7 

7.01 

8	 Personnel 
Accountabrlitykit 
(PAK) 

9	 servicenumber 

B 

conslstinzof 
recordspertaimngtomedical 
professionalstaffconcerningtheir 
professionalpapers,accompllshments, 
research.speeches.doctor/patient 
relanonship.etc 

. 

1\ 
'~""l,,'oo'ndnon"l""d 
pac gesandrelatedrecordswh ich 
pertai toairattaches 

copiesofpo pres.opimons.andother 
recordspertm nttotheestabhshment 
andfuncnonoft eAFBoardfor 
Correctionoflvhli ryRecords 
(AFBCMR)accum atedbytheboard 
under AFIs36-2603a 36-2401 (see 
table38-5,rule 1) 
casefilesofAFBoardforC ection 

ofMihtarykecords 

workmgpapers.memoranda.orother 
Internalwrittencommentarygenerated 
byboardrnembers.boardpresrdentsor 
board recorders 
recordswluch mdi vid ualsmust 
handcarryondeploymentfor 
managementpurposesatdeployment 
siteusedonlywhemndrviduahs 
deployedandmamtameddurtngentrre 
penodofdeployment 

regtsters.logsorcomparablerecords 

C 

which are 
atHQAFMSC/SGP 

atlnrectorateofarr 
AttacheAffairs,HQ 
AFISA 

atAFBCMR 

atHQAFMPCand 
HQARPC 
atotherthanSAFI 
MICB(S)andHQ 
AFMPCandHQ 
ARPC 

\ 

~l"'dbyth'
Boardat 

CandARPC 
lFI36-2401 

D 

then 
destroyon 
reassignment, 
separatton.inactivanon 
ofacnvity, whenno 
longerneeded,orafier 
5years, whicheveris 
sooner(SeeNotes 1 
and2) AUTH Nl-
AFU-90-3 
destroywhennoionger 
neededorwhen 
members leaves 
Attacheservice 
AUTH Ni-AFU-90-3 
destroywhennolonger 
required AUTH Ni-
AFU-90-3 

destroyafier75years 
AUTH NI-AFU-90-3 
destroyafier3years 
AUTH NI-AFU-90-3 
destroyafier2yearsor 
whemndividual 
transfersorseparates 
from service, whichever 
issooner AUTH.Nl-
AFU-90-3 
destroyoncompletion 
ofkevrewboard 
actions AUTH Nl-
AFU-90-3 
returntotheunitupon 
com pIetion of 
deployment.orgiveto 
mdivrdualuponl'OS, 
separattonordischarge 
mordertocornplywith 

appropnatedirectives 
(Exception return 
passportsperDODI 
1000 21-R) AUTH 
N l-AFU-90-48 
transfertoNPRC 
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TABLE36-12 I 
Continued. I 

A 

R 
U 

L Iftherecordsare 

E orpertainto 

10 ~bsentee/de~er!er "'" 
casefiles . 

11 

12 

13	 werghtmanagernent 
programorfitness 

Improvement 
tramingff'I'T) 
programcasefiles 

13.01	 (RESERVED) 
14	 farmlycare 

responsi bih ties 

15 

16	 Individual 
Mobihzatron 
Augmentee(IivlA) 
annualstatusreport 

16.01	 Indtvidual 
Management 
Augrnenteefllvl.A) 

B 

conslstingof 
usedtotdentifymdrvidualstowhom 
speci ficservicenumberswere 
assigned.ortocontroltheallotment 
andsuballotrnentofblocksofservice 

numbersobtainedfromlzepartrnentof 
theArmy,l947-1ulyl969 

DDForll)553,AbsenteeWantedby 

theArmedForces,DDForm6l6, 
ReportofRetumofAbsen tee W an ted 

ythe.Arrned'Servtces.andrelated 
r ords.concermngthemernber's 
un thonzedabsenceandreturn to 

miht control 

-

correspondence,a mistrative 

actions.summanes,c unsehng 

records,AFForm393,I dividual 
Recordsfor Weigh tMan ementand 

FrtnesslmprovernenfTrai Ing(FIT) 
Programs,AFForm 1975,P sonal 
Fnnessl'rogressChart.indrvi ual 
notificauoncorrespondencea other 
relateddocumentsrequiredby 40-
502 

\ 
AFForm357 

autornatedlrstmgofassrgnedsmgle 
mernbersponsorsandrrulitarycouples 

withdependents 

reportspertai n mgtoauthonzedan d 
asstgnedllvtAlevelsandforce 

readiness 

copiesofrecordscoveredelsewherem 

thisregulanonorotherrecords 

necessarytomanagethememberat 

C	 D 

whichare then 

(MPR)anddestroy 
whennolongerneeded 

Inthereconstructionof 
mihtarypersonnel 
records AUTH Nl-
AFU-90-3 

ongmalrecords disposeofper AF136-
ImtiatedatMPFsand 2608 AUTH Nl-
copiesatHQAFMPCI AFU-90-3 
DPMARS 

atMA1COMOPRs	 destroy 1yearafterth e 

unauthorizedabsenceis 

terrnmated AUTH 
Nl-AFU-90-3 

atsecuntypohceand seetable38-l.AUTH 

otherbaseagencies Nl-AFU-90-3 

mamtamedmumt destroyl yearafter 
orderlyrooms removal from 

program(s),after 
successful completion 
ofl'robatronand 

RehabIlltation(p&R), 
or90daysafter 
separation or 
retirement, whichever 
Issooner(SeeNote3) 
AUTH	 Nl-AFU-90-33 

(RESERVED) 

\ atunitorderlyroom, destroywhen 
firstsergean t'soffice, superseded.membens 

reassigned.orrequired~:ommond""eorDET/OL	 todocumentdependent 
inistrativeoffice	 careplan AUTH Nl-

AFU-90-3 

destroywhen"un\",ymom 
superseded AUTH 

N l-AFU-90-3 

destroyafter3 years
atHQ~~andAF AUTH Nl-AFU-90-3 
MAJCOMs, Q 

AFMPCand Q 
ARPC 

wlthUnitReserv\ destroywhen 

Coordinators supersededornolonger 
needed Attimeof 
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TABLE36-14 I 
Continued.(SEENOTE) I 

A B C D 
R 

L Iftherecordsare
 
E orpertainto whichare then
 

U	 ,.n"",.o.\
6	 destroyafter2months'nn'd"""""",,,,:~aPtitud'

battery(ASV AB)test\ alead AUTH NI-AFU-90-3 
mformation 

7 Enlistmentor formsonenhstmentsand atMPFsandcareer destroyafter3months 
-Reenlistment reenlistments assistanceunits AUTH NI-AFU-90-3 

Agreement-Armed . 
Forcesofthel.S," 
andAFreenlIstment 
ehgibihtyform 

NOTE:RulesapplytothosecoplesnotreqUiredbyotherdlrectlvestobefiledmindividualmilitarypersonnelrecords 
groups(seetable36-12) 

These three rules (involvmg temporary electronic records) apply to all rules in the precedmg table: 

A B C D
 
If the records which
 RULE are or nertaln to conslstins of are then
 

a Electronic systems	 electronic records destroy on expiration
 
that replace of the retention penod
 
temporary hard previously approved
 
copy records for the corresponding
 

hard copy records 
b	 electronic records destroy when the agency
 

that supplement determines that the elec-
temporary hard copy tronic records are super-

records where the seded, obsolete, or no long- .
 
hard copy records er needed for administrative,
 
are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
 
requirements 

c i ctectromc copies	 that are destroy alter recoroxeepmg
 
created using copy has been created and
 
electronic mall and filed or when no longer needed
 
word processing or for revision, dissemination, or 
form filler software reference, whichever is later 
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TABLE36·12 I 
Continued. I 

A 
R 

U 
L IfI~'m
 
E orpertain
 

folders 

\-

. 

17	 C IvIIIan/M IIItary 
Servicekeview 
Cards 

18 

19	 AFmorn mgreports 
andindexes 

20	 court reporter's
 
record
 

21	 mihtarypersonnel 
fhghtletters(MPFL) 
andALPERSCOM 
letters 

22 

23	 OfficerorEnltsted 
TramedPersonnel 
Requirement(TPR) 

NOTE(S): 

B 

conslstinsof
 
theumt/supervisorlevel
 

,\ . 
con olcardsshowmgdeterrrunauons 
ofact wedutyt)pedlschargefor 
civiha contractorpersonnelfl'ubhc 
Law95- 2) 

mormngreportsco aining 
informationongams, sses,or 
changesinstatusofpers nel 
assignedtoaunit,1947-1 6and 
indexes 

C	 D 

whichare then 
reassignmentor 
separation,forwardthe 
recordtothemember, 
andifreassigned 
withinthecornmand, 
forwardtherecordto 
thegainmgunit. 
AUTH NI-AFU-93-16 

atBoardsand retireaspermanent 
Correction Section, (SeeNote6).AUTH 
Atr Forcef'ersonnel NC I-AFU-82-52 
Center(SAFIM:IBR) 
atotherthan destroy2 yearsafter 
AFMPCIDPMDOA	 servicecredit 

determmationismade 
AUTH NI-AFU-90-3 

atNPRC(MPR)	 disposeofin.Ianuary 
2042,ifnolonger 
neededmdocumenting 
mihtaryservicetSee 
NoteS) AUTH Nl-
AFU-90-3 

,o"""port"""O,d,ng,ro,r:\	 destroy3yearsafter 
heanngsofthel'hysicalfivaluatro	 dateofheanng 
Boardconsistmgofverbatirnor 
summanzedrecordsandtapesand 
discsnottranscnbed 
recordcopies 

copiesusedasapohcyreferencefi Ie 
andmamtamedmcontrolnurnber 
sequencebycalendaryear 
mannmglevelbyAFSCs 

AUTH	 NI-AFU-90-28 

\ atHQAFMPC destroyafter2years 
AUTH NI-AFU-90-3

\ 
destroyafter90daysor"~~'nHQ 

\ 
AF C whennolongerneeded 

AUTH NI-AFU-90-3 
des troyafter2 years 
AUTH	 NI-AFU-93-17 

1 IfotherWlsereleasable,recordsehglblefordestructlOnmaybeglventOlndlVldualconcerned,lnlleuofdestructlon 
2 Atthedlscretlonofthel'v1AJCOM,lnformatlonalpersonnelrecordsmaybetransferredtogamlngMPFfor 
mtracornmandreassignrnents 
3 RESERVED 
4 Trans fertothe N at IonalArch Ives7 5yearsafterreti remen toftheMaster Personn eIRecords(MP R)to NP RC N att on al 
Arch Ives,a fterconsu Itat Ion WIth theAF,h istonans.genealogistsan dothercon cern edparties, wi Iideterm Ineth ed ISpOSInon 
oftheMPR AllorsomeoftheMPR\V111bedeslgnatedarchlvalandaccesslOnedmtotheArchives'holdtngs AnyMPRnot 
selectedforarchlvalpreservatlonmaybeeltherdonatedtoanappropnatemstltulIonordestroyed 



Th thr ee ru es (mvo vm%mporary e ectroruc recorh#;. exce(;1-lt'1£ n (I be)f)AAJ 
A B 

If the records 
RULE are or pertain to conslstlnz of 
a Electronic systems electroruc records 

that replace 
temporary hard 
copy records 

b electronic records 
that supplement 

. . temporary hard copy 
- . . -- records where the 

- hard copy records 
are retained to meet 
recordkeepmg 
requirements 

c electromc copies mat are 
created using 
electronic mall and 
word processing or 

. form filler software 

s app y to a ru es In t e prece dmg ta e; k.-d) 11 h bl 'I-g 
C D 
which 
are then 

destroy on expiration 
of the retention penod 
previously approved 

for the corresponding 
hard copy records 

destroy when the agency 
determines that the elec-
troruc records are super-
seded, obsolete, or no long-
er needed for adrmrnstratrve, 
legal, audit, or other opera-
tional purposes 

destroy alter recorckeepmg 

copy has been created and 
filed or when no longer needed 
for reVISIOn, dissemination, or 
reference, whichever is later 

38 
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5 Thisisadiscontinueddocume tlOnseriesconslsttngofapproxlmately6,500cubicfeetofrecords Thernorrungreports 

forthepenod 194 7-1959areonmic film, whllethoseforl959-1966areonpaper TheycanbedrsposedofZdyearsafter 
dateoflatestreport,1 e ,2042,assumi thattheiruseindocumenttngmilitaryservicehasceased. 
6 Transfercardstotheblational Archrv .n lOyearblocks30yearsafterservicecredltdetermtnatlOntsmade 

7 DDform293,DRBFtndtngsandDRFml orityreportswillbeincorporatedtntotheMPR Allotherrecordswillbe 

destroyedafter75yearsandwillbestoredsep telyfromthe!'vlPR. 
8 On tntercommandreasslgnment(PCAorPC thefi leisgiven tothemdi vtdualordestroyed On in tracommand 

reassign men t(PCAor PCS )th efileisgi ven tether Ividua I, forwardedtogatn tngcommander, ordestroyed 

TABLE36-13 I 
REENLISTMEl"T MDRETENTlOl'l(SEENOTE 1) I 

A- B c D 
R 

V 
L
 

E consistingof whichare then
 

1 careen n forma tt on formsmamtarnedandrnorutored aturntsofassignrnent sendtogainingunit 
andcounsehng under AFI36-2606 uponPCAwithout 

PCS;orsendtoBase 

Career Advtsorwhen 

theairmanisscheduled 

forPCS,separation,or 
isselectedfor 
reenltstment ForAF 

Reservepersonnel, 
destroyl yearafterloss 

ofmember.AVTH 

NI-AFU-91-27 

1.01 atMPFtnthecareer forwardforinclusionm 
enhancementelement theUPRGwhenthe 

arrrnarusscheduledfor 
PCS,gtvetothe 

memberupon 

separationor 
reenhstment.returnto 

umtofassignment 
when theairman 

becomesinehgibleto 

reenltst ForAF 

Reservepersonnel, 
destroy I yearafterloss 

of member AVTH 

NI-AFU-91-27 
2 selective 

reenltstment and 
selecnon 
eligibility 

records, 
rosters 

mcludmg anno:~ed 
created in selectm 

destroy 
AUTH 

after I year 
NI-AFU-90-3 

retention or nonselectmg airmen for continue 

3 duplicates of records, the original of \ destroy 6 months after 
which are tn the field record group 

1\ 
final action 
NI-AFU-90-3 

AVTH 

4 ANG Incentive bonus contracts, payment 
authonzations, ledgers, reports, related 
correspondence pertairung to the ANG 

~~~FS career
\n"m,nt 

destroy when no longer 
needed or 1 year after 
final action, whichever 

mcentive program IS later (See Note 2) 
AVTH NI-AFU-90-3 
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TABLE36-13 I 
Continued. I 

A B C D 
R 
U 
L Iftherecordsare 
E ol"pertainto ,o";'t;n'~ which are then 

4.01 AFRESEnhsted 
Incennvel'rograrn 

bonu"on''''tt~~",.''I'''d 
correspondencep rtamingtothe 

atHQAFRESIDPRV 

AFRESenhstedlm ntiveprograrn 
5 selective 

reenl Istme!ftbo~:~s 
'''O'd,p,rt''ning'~~Umo,
advancedpaymentofS 

atlvIAJCOMretentlOn 
officesoratMPFs 

destroyafter lyear. 
AUTH NI-AFU-90-3 

(SRB) careerenhancement 
6 specialretennon -, 

initiauveor 
"'O'd,pe'''inmg'''d'nt:~,on
such factorsandactionstake or 

of atMPFsorumts destroyafterl year. 
AUTH NI-AFU-90-3 

suzzesnons adoptionordisapproval 
7thru 

10 

(RESERVED) \ (RESERVED) 

11 reenhstrnentand 
retention program 

recordsrequiredby AFI36-2006 
whrchisnotcoveredelsewhereinth 

I~ destroyafterl year. 
AUTH Nl-AFU-90-3 

. regulation 
-v 

NOTE(S): 
1 Rulesapplytothosecoplesnotrequlredbycurrentdlrectlvestobefiledtnlndlvidualmilltal)1Jersonnelrecordgroups 
(seetable36-12) 
2 Seetable 177-25forthedlsposltlOnofactualpayrecordsmaintainedbytheAFOs 

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C D 
If the records "hich 

RULE are or pertain to consistinz of are then 
a Electronic systems electronic records destroy on expiration 

that replace of the retention period 
temporary hard previously approved 
copy records for the corresponding 

hard copy records 
b	 electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative, 

- . are retained to meet legal, audit, or other opera-- . 
recordkeeping tional purposes 
requirements-

ctectroruc copies	 that are destroy atter recoroxeeping 
created using copy has been created and 
electronic mail and filed or when no longer needed 
word processing or for revision, dissemination, or '+0 
form filler software reference, whichever is later 

c 



--

ITABLE36-14 
ENLISTMENT ANDREENLISTMENTRECORDS(SEENOTE) I 

A B C D 
R \u 
L Iftherecordsare 

E orpertainto consistinzof whichare then 

1 enltstmentand reportsofen hstrnen ts, r,nllstmen ts, destroyafter2years 

transferreports andreassignrnents AUTH NI-AFU-90-3 

2 rejecteden Itstment applicanonsandrelated \ destroyafter2years 

applrcations correspondence AUTH NI-AFU-90-3 

3 basictramee mtervi"""nd,UP,O<l,"",'\' destroy 1yearafter 
mterviewrecords cornpletionofcase 

AUTH NI-AFU-90-3 

4 recruitmgactivities enhstrnentprocessmgrecords destroywhennolonger\managementsupport needed AUTH Nl-
system(RAMSS) AFU-90-3 

DSDE027 
5 recruiterpersonnelrecords destroyl yearafter 

mdivrduahsremoved\ frornrecruiter 
production status. 
AUTH NI-AFU-90-3 

41 



TABLE36-15 I 
CLASSIFICA TlONANDASSIGNMENTRECORDS(SEENOTEl) ~ 

A B 

R "-
U 

L Iftherecordsare 
E orpertainto ~n'Of 
1 personnel action forrnsus torequest,announce,effect 

forrns(SeeNote2) andrecordp sonnelactions.record 

resultsofclass icationboard 

proceedings.an eportandrecord 

dutystatuschanges 

2 , 

3	 classif can on/on -th'-JObkaining \ 
actlon(AFForrn2096orRIP)and 

dutystatuschange(AFForrn2098) j 

4 assignment/personnelaction 

5 forrns,boardactionsandrelated 

records 

6 

I 
C 

whichare 

mf'reldkecord'Group 

accumulatedby 

activitiesnotcovered 
byrules3through I 0 

atMPFsandCRPOs 

\ 

~~USAFand
 
JCOMs
 

atun of assignment 
andG s 

D 

then 
seetable36-12. 
AUTH NI-AFU-90-3 

destroyafter3months 

orwhennolonger 
needed, whicheveris 

sooner.AUTH-NI-
AFU-90-3 

destroyafter3Odays 

AUTH NI-AFU-90-3 

destroywhen 

superseded,obsolete, 
onreassignmentor 
separationof 
mdividual.oron 
macti vation, whichev er 
rssooner AUTH NI-
AFU-90-3 

\	 "3
 



TABLE36-15- I 
CLASSIFICA TIONANDASSIGNMENTRECORDS(SEENOTE 1) I 

A B C D ,R 
U 
L Iftherecordsare
 
E ol]lertainto ~n.Of whichare then
 

1 personnel action formsus torequest,announce,effect mf'ieldkecord'Group seetable36-12.
 
forms(SeeNote2)	 andrecordp sonnelactions.record AUTH.NI-AFU-90-3 

resultsofc1ass icationboard 
proceedmgs,an eportandrecord 
dutystatuschanges 

2 ,	 accumulatedby destroyafter3months 
acti VI tiesnotcovered orwhennolonger 
byrules3 through 10 needed, whicheveris 

sooner.AUTH Nl-
AFU-90-3 

3 <1""fi,,"OniOn-lh,-jobtrain,ng)\ atMPFsandCRPOs destroyafter30days 
actlOn(AFForm2096orRIP)and AUTH.NI-AFU-90-3 
dutystatuschange(AFForm209S) 

4 assignrnent/personnelaction \ 
5 forms.boardactionsandrelated ~~USAFand 

records JCOMs 

6 atun ofassignment destroywhen 
andG s superseded,obsolete, 

onreassignrnentor 
separationof 
mdividual.oron 
inactivation, whichever 
issooner AUTH Nl-
AFU-90-3 

\ 
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TABLE36-15 I 
Continued.(SEENOTE 1) I 

A 

R 

U
 
L Iftherecordsare
 

E orpertainto
 

7 -, 
8	 rRESERVE~) --
9	 personnelactt 

formsusedasle al 
evidence 

10 

11 (RESERVED)
 
12
 

13 officercareer
 
objectrvestaternent 

14	 airrnanassignment 
preferencestatement 
(overseasvolunteer 
statements) 

15	 personnelselected 

forrelocation 

16	 mdrvidualjob
 

descnptions
 

17	 (RESERVED) 
18	 assignment 

preference 
apphcatrons/special 
dutyassignments 

19 

20 (RESERVED)
 
21 personnelstatus
 

reports
 

21.01 

21.02	 dutystatuschange 

messages 

B	 C 

consistinzof	 whichare 

atMPFs 

coplesotrormsldenttfiedln usedaslegalevidencein 
rules 1through7 courts-martialorother 

legalproceedmgs 

notfiledasanattachment 
orexhibittolegal 

1\	 proceedulgs 

\ 
\ --

atHQUSAF,MAJCOMsf:~'d'ocommun'"'' care rgoalstopersonnel andMPFs 

mana ersataI\levels 

usedtoassignairrnen toAFF_\ overseaspreference 

'OC?'d'P"ta'~~O"qu,,,,,on, atMAJCOMsandmajor 
assignment.reas gnment, subordtnatecommands 

separationor'I'D 

aJObd,"',P',onro.:\
estabhshedposition 

\
 
Ietters.app I,,,,,on',DDFom;l~ approved
 

398,AFFormsl09andrelated
 

recordsrequiredbyAFI36-2 I 10
 

(exceptAFForm392)
 

,\sapproved 

\ 
reportspreparedbyumts a,p\mguntt
collocatedwrthaservicmglvll'F 

toreportdutystatuschanges 

messagespreparedby a'MPF'\
 
geographicallyseparateduruts
 

fromaservicmglvll'Ftoreport
 
dutystatuschanges
 

I 

D 

then 

destroyafter3monthsor 
whennolongemeeded, 
whichevenssooner. 
AUTH NI-AFU-90-3 

(RESERVED) 
disposeofwithcourt-
marttalorotherlegal 
proceedingstowhichthey 

relate AUTH NI-AFU-
90-3 

destroywhennolonger 
needed AUTH'NI-AFU-
90-3 

(RESERVED) 

destroywhensuperseded 

oronseparation, 
whicheverissooner 
AUTH NI-AFU-90-3 

returntomember AUTH 

N I -AFU-90-3 

destroyafter 1year 
AUTH NI-AFU-90-3 

destroywhensuperseded, 
canceIIedoron 

mach vanon ofacti vi ty, 
wh Ich evenssooner . 
AUTH NI-AFU-90-3 

(RESERVED) 
placemrelocationfolder 
AUTH NI-AFU-90-3 

returnrecordstomember 
AUTH NI-AFU-90-3 

(RESERVED) 
destroywhennolonger 
needed(SeeNote3 ) 
AUTH	 NI-AFU-88-22 



379 An ..IAN37-1391 March 1996 

TABLE36-15 I 
Continued.(SEENOTE 1) I 

R 
U 

L 

E 

21.03 

22 

A 

Iftherecordsare 
orpertainto 

locatton folder 

-
-; 

-; 

22.01 

22.02 

23 exchangeofficers 

24 

25 

26 

27 

(RESERVED) 
rruhtarysponsor 
program 

28 

29 

30 

(RESERVED) 
advancedacadermc 

degree(AAD) 
requirements 

31 

32 

33 enhstedaide 

B 

consistingof 

recordsassuringproper 
outprocessmgfromanactrvity 
on PCSorTDY ,suchas 
relocationpreparauoncheckhst, 
orders, recordofemergency 

data,selectionomommationfor 
trammg.andschool 
quota! courseproject fi les 

formsusedtoassureproperin-
processmgfromanactivityon 

PCS 

formsusedtoassureproperout-
\~oceSSmgfOrBaslcMllltary 

rainmgGraduates(SeeNote3) 

'\5p"pmdbYAlh'" o I ersandsubnuttedto 

offic 'shorneservice 

,""fi~~"'rt"tiV<recordso USAFandAlhed 

officers 

\ 
m"''''Y'Pon''~~m 
mformauonformsa osmg 

activity 

"I atedcorresponden 00\ 

requeststoestabhsh/change 

AADposltlons,AFeducatlon 

req uiremen ts, boardreportsan 

relatedcorrespondenceusedto 

estabhsh.changeordeletean 

AADreqUirementmthe 

manpowerdatasystemforhne 

ofthe.Af'ccmmisstonedofficers 

mgradeofcolonelandbelowin 

accordanceWithAFI36-2303 

semiannual report, which 

C 

whichare 

atpreparmgunit 
atMPFs 

atAirForcemihtary 

trainingcenters(AETC) 

atlosingacttvity 

atgainingacnvity 

\ 
\ keptbysupervrscrs.HQ 

USAF,andMAJCOM 

d nctionalmanagers 

(RESERVED). 

app'OV'dAJU)~~
requirements for anges 

inthemanpowerda a 

system 

D 

then 

destroy3monthsafter 
reportnotlaterthandate 

(RNL TD)month, 
cornpletionoff'D'Yjor 
whenrelocationactionis 
cancelled(SeeNote4) 
AUTH NI-AFU-90-3 

destroy3 monthsafter 
reportmgmonth AUTH 

NI-AFU-90-3 

destroyafter3months 

AUTH NI-AFU-90-3 

destroyS yearsafter 
exchangeofficerretums 

AUTH NI-AFU-90-3 

destroyl yearafter 
completion ofassignment 
ornolongerneeded, 
whrcheverissooner. 
AUTH NI-AFU-90-3 

(RESERVED) 
forwardtogainmg 

command AUTH Nl-
AFU-90-3 

destroywhennolonger 
needed AUTH NI-AFU-
90-3 

(RESERVED) 
destroywhensuperseded 

orwhenAADrequirement 
isdeleted AUTH Nl-
AFU-90-3 

(RESERVED) 
seetable38-3 AUTH 

N l-AFU-90-3 

destroywhensuperseded, 

http:keptbysupervrscrs.HQ
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TABLE36-15 I 
Continued.(SEEl'iOTEl) I 

A B C D 
R 
U 
L Iftherecordsare 

E orpertainto consistingof whlchare then 

assignments ~ Iden tt fiespersonn elacnons obsoleteornolonger 
~~tedtotheallocationand needed AUfH Nl-AFU-

iznmentofafenhstedaides 90-3 

34 assessrnentscreenlng blO", aphicaldata.educational at3 507thAi rman destroyafterl year 
recoras . .- - .-- data,1 

emplo 

altnvolvernent, 
ntdata,drug 

Classification Squadron, 
LacklandAFB, Texas 

AUTH Nl-AFU-89-26 

- experience. hysical or 
physiological sparlnes.credit 
mforrnauon.cha cter 
referencesandrespo seson 
basictrainingcandida for 
highriskjobs 

35 
36 

37 

(RESERVED) 
humamtarianlEFMP 

apphcations 

~ 
case fiIeso fapp hca nons for 
humanitarianlEFMP 

reassignment/deferment' 
-. approved 

I'\.\0'00 
(RESERVED) 
destroyafterl8months 

A UTH. N l-AFU-89-34 

return tomember 18 

monthsafterdisapproval 
A UTH' N l-AFU-89-34 

NOTE(S): 
1 Rulesapplytothosecopiesnotrequlredbyotherdtrectlvestobefiledmmtlttarypersonnelrecordsgroups(seetable36-
12) 
2 Whenrecommendedactionsaredtsapprovedandnoalternateacttonsaresubstitutedbyapprovingorconvening 

authority,retainonecopyforMPFadmmistrativeseclton,andretumoriginalandallothercoptestotheonginator. 
3 Mamtenanceatthepreparingunlttsnotrequired 

4 TDYrelocattonrecordspertatningtoschool/trainmgquotasatotherthanMPFsaredtsposedofinaccordanceW1thtable 

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C D 
If the records which 

RULE are or pertain to consistins of are then 
a Electronic systems	 electronic records destroy on expiration 

that replace of the retention period 
temporary hard previously approved 
copy records	 for the corresponding 

hard copy records 
b	 electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative, . 

. - are retained to meet legal, audit, or other opera-. 
recordkeeping tional purposes 
requirements-

ClectroOlc copies	 that are destroy arter recorokeepmg 
created using copy has been created and 
electronic mail and filed or when no longer needed 
word processing or for revision, dissemination, or 
-t,..\r"'I""'" r.l1~1'" r'1"'\.H., ...... _ .....	 . <'. ... . 

c 
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TABLE 36-16 I 
PERFORMANCE REPORTING AND QUALITY CONTROL RECORDSjSEE NOTE 1) I 

ABC D 
R 
U 
L If the records are 
E or pertain to consisting of which are then 
1 u avorable 

mfo at ion files 
written adrrnrustranve admorution or 
reprimand not pursuant to Article IS, 

UIF custodian destroy I year after the 
effective date of 

(UIFsJ n officers 
and airm n 

UCMJ, or sentence of court-martial on 
active duty personnel, and documented 
evidence or supported allegations of an 
unfavorable nature, includmg control 

placement into UIF the 
most recent unfavorable 
correspondence or 
document not related to 

roster correspondence, adrmmstranve 
reprimand or 
admonition (See Notes 
1,2,4,5,6) 
(EXCEPTIONS a 
when the UIF con tams 
more than one 
document, destroy all 
records 1 year from the 
effective date of the 
most recent unfavorable 
correspondence or 
document, except when 
longer retention IS 
required by rule 5, b 
files WIll be destroyed 
when a member IS 
separated (WIthout 
Immediate return or 
contmuanon on active 
duty), retires or dies) 
AUTH NI-AFU-90-3 

2 at unrt commanders 
MAJCOMsIFOAs!umt (mcluding headquarters 
s and the ongmal of squadron section 
the UIF summary commanders) may hold 
main tamed 10 the UIF copies of both current 

and obsolete UIF 
summanes 10 the 
member's unit assigned 
personnel information 
file (see AFI 36-2608) 
until the member IS no 
longer assigned to the 
unit, following 
reassignment from the 
unit (does not mclude 
urn t redesign at IOns), 
they will be destroyed, 
all other copies will be 
destroyed upon receipt 
of updated or 
reaccornphshed UIF 
summary, or when all 
Items have been 

'- removed and the UIF 
has been terminated 
(See Note 2) AUTH 
N l-AFU-90-3 
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TABLE36-16 I 
Continued.(SEENOTE I) 

A B C D 

R 

U 

L Iftherecordsare 

E orpertainto consistlnsof whichare then 

3 onstudentsattendmg destroyperrule 1oron 

<, -
- -

Afi'I'Cflymg/techmcal 
coursesexceptas 

providedinrules 1 
and5 

terrmnanonoftrammg 
status( completion, 
removaland 

reassignmentfrom 

. controlofthetrammg 

unit), whichevens 

earher(SeeNote2) 
AUTH NI-AFU-90-3 

4 onpersonnel forwardtoHQ 
rmssing/capturedin AFMPCIDPMAJB 
action.exceptas whenthecommandor 
providedfonnrules I fie ldrecordgroupis 
and5 disposedofaccordmg 

toAFI36-2608 

AUTH NI-AFU-90-3 

5 sultsofcourt-martialconvicuonsor atMPFs,Speclal destroy2 yearsa fter 
p rshmentsunderArttcle 15,UCMJ, Acnonsl.Imt.orlfrut effect! vedateof 
orot rthanmmorcrvilcourt OrderlyRoom purnshrnent.orwhen 
con VIC ons( orjudgmentsequatmgto comrnandersigns 
convictio s)asexplamedmAFI36- blocks6and7ofthe 
3014pertal gtoacti veduty AFForm3070for 
personnel Article l Saction.or 

whenthemembens 

separatedrwrthout 
immedtatereturnor 
contmuationonacnve 

dutyj.renresordies 

(EXCEPTION when 
addinonal 
correspondenceor 
documentsareplaced 

mthel.Ilf'undertlns 

ruleorunderrule 1 

pnortoexprratronof 
thedisposmondateof 
documentsalreadyon 

file.thefilewtllbe 
retainedfor 1or2years 

fromtheeffectivedate 

ofthenew 

correspondenceor 
document,ordateof 
themostrecent 
unfavorable 

correspondence, under 
rule 1or2,appiIcable 
(SeeNote2) AUTH 
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TABLE36-16 I 
Continued.(SEENOTE 1) 

A B 

R 

U 

L Iftherecordsare 

E orpertainto conslstinzof 

6 (RESERVED) 
7 manualormechanlzedcontrolrostersoontto~\officersa airmen accumulated under AFI36-30 14 

8	 1;",OfdUty(L~\ ongmalcopyofa.Ff'ormf-tx.Lmeof 
deterrrunatronfil 

8.01 

9	 officers'
 
reclassification
 

boards
 

10	 quahficationrecords 

11	 NuclearWeapons 

Personnelkeliabrhty 

Program(PRP) 

12	 NuclearWeapons 

Personnelkehabihty 

Program(PRP) 
12.01 

12.02 

13 

14 

Dutyljetemunanonandf'Dform
 
261 ,Reportofln vesnganonl.meof
 
DutyandlvlrsconducrStatus
 
duphcatecopies
 

\ 
boa~~'d,ng"nd"I"'d
docum ts 

tom"","",,\ 

p"'onn'IR'I"b~"fi"to(AF
Form286),andNotl cation of -
Personnelkehabihty rogram 
Decertrfication Actron AFForm 

286A) 
decem fication case files 

Personnelkehabihtyl'rogram
 

Nouficanonandfiuspensronl.og/Af'
 
Form 164)
 

PRPstatusroster 

C 

whichare 

atHQAFMPCorHQ
 

AFRPC
 

onofficerswhoare
 
mefficientor
 
otherwiseunsuitable
 

mcurrentassignments
 

forl'Rf'certificatron
 

andpermanent
 
decertification
 

forPRPpermanent
 
decerti fication
 

for PRPtemporary
 
decertrfication
 

forremovalofPRP 

permanent 
decertification action 

I~RP-"I""'dU""pension 

yah tlOnofPRP 

status=
 

D 

then 

NI-AFU-90-3 

(RESERVED) 
destroyl year from 
dateorwhennolonger 
needed, whichevens 
sooner AUTH NI-
AFU-90-3 

Seetable36-12,rule 1 

AUTH NI-AFU-90-3 

destroy 1yearafter 
reconcihanonwith 
MPFcareer 
enhancement AUTH 
NI-AFU-90-3 

destroyafter5years 

AUTH NI-AFU-90-3 

destroywhenentnes 

ha vebeen transcn bed 

topermanentrecord 

AUTH NI-AFU-90-3 

mamtamandretireper 
AFI36-2608 AUTH 
NI-AFU-91-44 

destroy 1yearafterdate 

of decertification 

AUTH NI-AFU-91-44 

destroywhen 

mdividuahsnolonger 
assignedtol'Rl'duties 

oratCommander's 

discrenon AUTH Nl-
AFU-9144 

destroyl yearafterdate 

ofapproval AUTH 

NI-AFU-91-44 

destroyeachpagewhen 

allsuspensionsare 

resolved AUTH NI-
AFU-91-44 

destroywhen 

superseded AUTH 

NI-AFU-91-44 



384 AFMAN37-1391March1996 

TABLE36-16 I 
Continued.(SEENOTE 1) 

A B C D 
R 

U 

L Iftherecordsare \ 
E orpertainto ~onsistin(Jor whichare then 

14.01 PRPcertl ticates f~d"'h,pRPqual'fioa".n 
and reenmgprocess 

aturutsofassrgnment destroywhen 

mdrviduahsnolonger 
assignedtof'Rl'duues 
AUTH NI-AFU-90-3 

14.02 -
- f.n",f.'~~I"ea,,,gn'dIO

anotherun It thesamebasewho 
sendtothegammgumt 
of assignment AUTH 

willbeassigne ol'Rl'duuesatthe NI-AFU-90-3 
newumt 

15 drugabuse( onor 
before30Sep94) 

oonl,""Ofdrug.~ealm,"1
fiIesandotherrecord elatedtoa 

seetable36-1 

NI-AFU-90-3 

AUTH 

member'sentrymtoan artrcipation 

mrehabrhtauonaccumu tedunder 
AFI36-2701 

16thru 

20 

(RESERVED) \ (RESERVED) 

21 officerquah tyforce sumrnar'''OfP01,""alandP,"\ atMAJCOM destroy2 yearsafter 
managementrecords quahtyforceactronsonofficers lastentryorsoonenf 

assigned supersededornolonger 
needed AUTH Nl-
AFU-90-3 

NOTE(S): 
1 Rulesapplytothosecoplesnotrequlredbyotherdlrectlvestobefiledmlndlvldualmllltarypersonnelrecordgroups(see 

table36-i2) 
2 IfthecustodlanoftheUIFhasbeennotlfiedthatadmlnlstratlveel1mlnatlon/demotlonorcourt-martlalactlonlsunder 
consideratlon,delaydestructlonpendlngcompietlonoftheactIon 

3 (RESERVED) 
4 Effectlvedatelsthedatethelndlvlduailnltlallyacknowledgesrecelptoftheunfavorablelnformatlonordecllnestodoso 

withmthetrmeprescnbed 

5 Wherethedocumen tatron relatestothep lacementofthernembenn thedrugabuseprogram under AFPD 36- 27, the 

reten non penodi s 12mon th soruponsuccessfuIcomp lettonofthefol 1ow-onsupportphaseoftherehabih tan on program, 
whichevenslater 
6 SubJecttothepohclesandproceduresoutl ined lOAFB 6- 290 7, UIF recordswh ich wereplacedi n the UIFun derrule 1of 
thlstablemayberemovedpnortothenormaldlsposltlondate(s) 
7-1 i (RESERVED) 



These three rules (mvolvmg temporary electronic records) apply to all rules in the precedmg table: 

A	 B C D 

If the records which
 
RULE are or oertain to consistinz of are then
 
a Electromc systems electromc records destroy on expiration
 

that replace of the retention penod
 

temporary hard previously approved
 

copy records for the correspondmg
 
hard cOjJ~ records 

b	 electromc records destroy when the agency
 
that supplement detennmes that the elec-
temporary hard copy tromc records are super--

- . -.	 records where the seded, obsolete, or no long-
hard copy records er needed for adrmrustrative, 

. are retamed to meet legal, audit, or other opera-
recordkeepmg tional purposes 
requirements 

c niectroruc copies	 that are destroy atter recorckeepmg 
created usmg copy has been created and 
electromc mall and filed or when no longer needed 
word processmg or for reVISIOn, dissemmation, or 
form filler software reference, whichever IS later 



385 

I 
C	 D 

whichare	 then 
attestdevelopment	 destroywhennolonger 
activrtres	 needed AUTH Nl-

AFU-90-3 

filedmunitpersonnel seetable36-12,rule 
record group per AFI 1 I AUTH NI-AFU-
36-2608 90-3 

seetable36-22 
AUTH NI-AFU-90-3 

attestcontroloffices	 destroyafter2years 
(SeeNote2) AUTH 
NI-AFU-90-3 

keepcurrentand 
immedratelyprecedmg 

mventones.destroyall 
others(SeeNote2) 
AUTH NI-AFU-90-3 
destroyafter2 years 
AUTH NI-AFU-90-3 

destroyafter 
completronofnext 
quarterlymventory 
AUTH NI-AFU-90-3 

destroyafter Iyear 
AUTH NI-AFU-90-3 

aeeoun tabih tyrecord 
7.02 changeoITest 

Control Officer 
(TCO)and 
unannounced 
impartial official 
mventonesoITCO 
accounts 

8 recordoftest 
adrrnrnstration 

Alm,dF o""CIassification Test '\ 
(Al-CTj.Electromclratal'rocessmg 
Test(EDPT),DefenseLanguage 
ProficlencyTest(DLPT),Speclalty 
Knowledge'Test/Sk'I'j.Promotton 
FltnessExammalIon(PFE),USAF 
Supervtsorylixammationfl.Bzvf'Sli), 
Af'Readmg Abihnes'TestrAf'Re, T), 
AFDentalAptltudeTest(AFDA T), 
Defensel.anguageApntudefsattery 

(DLAB),AlrForeeOffieerQuallfying 
Test(AFOQT),BaslcAttnbutesTest 
(BAT) 

53
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TABLE36-17 I 
MILIT ARYPERSONNEL 

A 
R 
U 
L Iftherecordsare 
E orpertainto 

1 
''''d:~'n'material 

2 ''''U'''fonW~f 
promonontesti 
(currentcycIe) -

3 testvenficationor 
statementofrefusal 
totest 

4 testresults 
5 arrmanpromotion 

testrosters 

6 controlled test 

7 

materialdestruction 
certificatesor 
disposmonrecords 
mventonesoftest 
matenals{SeeNote 
3) 

7.01 controlled test 
matenal 

TESTINGRECORDS(SEENOTE I) 
B 

conslstingef 
specimensetsoftests, background 
matenal ontesti terns,tests,andtest 
battenes.forms.statrsncaldata.and 
relatedrnatenals 

.1\
 
hstmgofpersonnelmgradeli-t 
through E-8ehglbleforpromotlOn 
consideranonwhodeclmedtotest 

I,\OQT. BAT 

aceD ntabrhtylrstmgsorforms 
-
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TABLE36-17 I 
Continued.(SEENOTE 1) I 

A B C D 

R 
U 

L Iftherecordsareor 
E 

13 

pertainto 
testmatenal 

-

consistingof 

\ controlledtestmatenalgovernedby 
AFI36-2605,mc1udmgtestbooklets, 

,\k'Y",ndl"ttaP" 

whichare 

atTestControl 
Offices 

then 

destroysuperseded 

edttionswithm.Iudays 
ofreceiptofrevised 

editronsorasdrrected 
- - byHQ 

AFMPCIDPMMT - AUTH NI-AFU-90-3 

14 (RESERVED) \ (RESERVED) 
15 completedanswer answ~l~eetsforAFcT EST,EDPT, scoredloca\ly destroyafter6months 

sheets AFDA andAFRA T AUTH NI-AFU-90-3 

15.01 

15.02 
(RESER\l (RESERVED) 

15.03 

15.04 - answersheets rDLAB,DLPT sendmonthlyto 
IIIDLPTIII,an LPTI ATFL-EST -M, 

Foreignl.anguage 

Center,ATTN Test 
Control Officer 
Buildmgtif l ,Room 

l o.Presidroof 
Monterrey,CA95944-
5006 AUTH NI-
AFU-90-3 

15.05 answersheetsfor AFOQT scoredatHQAFMPC sendtoHQ 

AFMPCIDPMYOT, 
RandolphAFBTX 

78150-6001, where 

theywillbedestroyed 

whennolonger 
needed AUTH Nl-
AFU-90-3 

16 (RESERVED) \ (RESERVED) 
16.01 answersheetsfor ArmedSerVlces at.Att National'Guard destroy6monthsafter 

Vocatronal.Aptrtudelsattery NG)andAF sconng AUTH NI-
(ASVAB) R' serve(AFRES) AFU-90-3 

tes ngurnts.and 

ove easConsoltdated 

Base ersonnel 
Office andtestmg 

units 

17 completedanswer Airforcel'ersonnel'TestdSl (AFPT recordco tesatAir destroyafter2years 
cards 851) ForceMa owerand AUTH NI-AFU-90-3 

Personnel enter, 
Airmanl'ro otion 

Managemen ranch 

(HQ 

AFMPCIDP JW) 
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TABLE36-17 I 
Continued.(SEEl'IOTEl) I 

A B C D 

R 
U 

\ 
L Iftherecordsareor 
E pertainto :~iStingOf whichare then 

18 HtglrScoref rle Ilstl~~sedlntestcompromlse 
researc 

recordcopiesatHQ 
AFrvIPCIDPl'v1AJW 

destroyafter6months 
AUTH NI-AFU-90-3 

19 Curren tMaster F IIe mlcrofic~ntalnmgcurrenttest destroyafter2years 
(NITF) record AUTH NI-AFU-90-3 

20 USA£~EResults IlstmgSotUs~Eresul tsbyname destroyafter20years 
(Roster) -_ - andmonthofad imstration AUTH NI-AFU-90-3 

21 TestAnswerCard Ilstln~~ferrorrat~'TCO destroyafter 1year 
Reject/cnalysisl.rsung AUTH NI-AFU-90-3 

22 AFPR T23 7IMach me hstmgofindi V1dualst~mgbYTCO destroyafter 1year 
Run Rosters AUTH NI-AFU-90-3 

23 No-Showwaivers requestforno-showwai v~ destroyafter2years 
AUTH NI-AFU-90-3 

2~ Histoncallvlaster'I'est testrecordSPUrgedfromthec~ent destroyafter 1Oyears 

25 
Flle(MTF) 
T~~tCompromlse 
Cases 

MTF 
filesofinvesngation 

- \ recordcop Iesa tHQ 
AFl'vIPCIDPMAJW/D 

PMYOT 

AUTH NI-AFU-90-3 
destroyafter2years 
AUTH NI-AFU-90-3 

NOTE(S): 
I ThistablecoversrecordspertalningtomilitarypersonneitestmgasprescnbedmAFI36-2605,andlncludestestsfor 
aptltude,proficlency,procurementandpromotlonprograms (Seetableselsewherelnthlsregulatlonfortestsnotcoveredby 
AFI3 6-2605 ,such asci vihan personne Itestsin tables36-2 7and3 6-28,academlcandfl yrngprofi CIencytestsm3 6an d 13 
senestables,OSItestsmtables71-7 ,pnsonertestsmtable31-2,DANTEStestsmtable36-50,etc ) 
2 WhenaTCO'saccountlsdlsestabllshed,fumishacopyofdlsposltlonoftestmatenalstotheMAJCOiv1JFOAtestcontrol 
officerforreviewandreten tion for I year 
3 RESERVED 
4 3700PRGIDPPT,LacklandAFBTX78236-5000wtlldestroyafter2months 

These three rules (Involving temporary electronic records) apply to all rules in the preceding table: 

A B C D 
If the records whichRULE are or pertain to consistlns of are then 

a Electronic systems electronic records destroy on expiration 
that replace of the retention period 
temporary hard previously approved 
copy records for the corresponding 

hard copy records b electronic records destroy when the agency 
that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative, - are retained to meet - - legal, audit, or other opera-- recorclkeeping tional purposes 
requirements 

c l:.lectrOnICcopies that are 55
 
cestroy arter recorcxeepurg 

created USing copy has been created and 
electronic marl and filed or when no longer needed 
word processing or for revision, dissemination, or 
form filler software reference, whichever IS later 



TABLE36-18 I 
FLYINGSTATUSRECORDS(SEENOTE) 

A 

I 
B C D 

R 

U 

L Iftherecordsare 
E orj!ertainto 'on'i"~ whichare then 

1 flymgevaluatron boardproceedm sandsupportmg seetable 13-1 O,rule49 

boards,faculty records.suchaspli sicaland AUTH NI-AFU-90-3 
boards,or psychiatncexams, ajoraircraft 
aeronautrcalrating accidentandotherre orts,orders 

boards suspendmgpilotfrom retummg 

him/hertoflymgstatus 

2 flyingstatusreports "pO'~Ofnon""dOfl"'~
enlistedpersonnelon flying tatus 

seetable 13-1 O,rule50 

AUTH NI-AFU-90-3 
covenngman-yearauthonza ionsand 

supportmgrecordsforcrewan non-
crewrequirernents 
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TABLE36-18 I 
Continued.(SEENOTE) I 

A
 

R
 

U
 

L Iftherecordsare 
E orpertainto 
3 crew mforrnatron 

formats \ 

4 

5 

6	 Missileman Badge 

7	 Weapons Controller 

8	 parachute Jump 
records 

9 

10 

II 

12	 Space Badge 

B 

consistingof 
locally devised forms used to coIIect 
personnel and operational data on 
"lead-select" crews 
correspondence and related records 
pertammg to requests for suspensions, 
fear of flymg cases, excusal programs, 
non-rated officer unhzation, 
aeronautical rating data records that 

ertain to aeronautical ratmgs or 
s pensions or hazardous duty status 
co e changes and requests for update 
oft e Uniform Officer Record (UOR) 
or U form Airman Record (UAR), 
and a hcations or requests for 
parachu e Jump status, and other 
flying sta s actions 

apPhcatlOnsseq:uests for award of 
the Missilema Badge, Senior 
Misstlernan Ba e, or Master 
Missileman Bad 

\ 
forms recording Jum expenence, 
orders placing mdivid als on or 
removing them from JU p status, and 
logs which record parac te Jumps, 
used to substantiate certifi anon of 
parachutists' pay, requests r higher 
parachute ratings and indica e 
expenence of assigned person el 

suspense copy of the applicanon or 
request for award of the Basic, Senior 
or Master Space Badge 

c D 

whichare then 
see table 13- I 0, rule 5 I 
AUTH NI-AFU-90-3 

at see table 13- 10, rule 52 
MAJCOMs/FOAs/maJ AUTH NI-AFU-90-3 
or subordinate 
commands 

below major see table 13- 10, rule 53 
subordinate commands AUTH NI-AFU-90-3 
accumulated by destroy after 1 year 
approvmg/disapprovm AUTH NI-AFU-90-3 
g authonties 

see table 36-33 
AUTH NI-AFU-90-3 

for transferred send to new duty 
personnel station AUTH N 1-

AFU-90-3 

for separated give to individual 
personnel and AUTH NI-AFU-90-3 
individuals who are 
detached from Jump 
duty 

for deceased personnel forward for inclusion in 
personal effects (see 
AFI34-501) AUTH 
N I-AFU-90-3 

for rmssmg m action, forward for inclusion m 
\captured, or interred MPRG AUTH NI-
~ersonnel AFU-90-3 

destroy 3 months after 
approval/disapproval of 
the space badge (Note 
original IS filed m 
UPRG) AUTH NI-
AFU-90-3 

\ 
NO TE:Rulesappl ytothosecoplesnotrequlredbyotherdlrectlvestobefi ledmtherruhtarypersonnelgroupst seetable36-12) 



These three rules (mvolving temporary electronic records) apply to all rules m the preceding table: 

A B C D 

If the records which 
RULE are or pertain to consistinz of are then 
a Electromc systems electronic records destroy on expiration 

that replace of the retention penod 
temporary hard previously approved 
copy records for the corresponding 

hard copy records 
b electronic records destroy when the agency 

that supplement determmes that the elec-

- temporary hard copy tromc records are super-
- - records where the seded, obsolete, or no long-

hard copy records er needed for adrrumstrative, 
are retamed to meet legal, audit, or other opera-
recordkeeping nonal purposes 
requirements 

c Etectromc copies mar are cestroy arter recorcxeepmg 
created usmg copy has been created and 
electromc mail and filed or when no longer needed 
word processing or for reVISIOn,dtssemmation, or 
form filler software reference, whichever IS later 
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TABLE36-19 I 
PROMOTIONANDDEMOTIONRECORDS(SEENOTEI)	 I 

A	 B C D 

R 

U 
L . Iftherecordsare
 
E orpertainto consistingof whichare then
 

1	 proceedings.findmgsandrelated atHQAFMPCand destroyafter50years
 

promoti n.selection records HQARPC (SeeNote2) AUTH
Offi~!l'""boardsth ugh the NI-AFU-90-3 

gradeofCo e\ 
1.01	 boardreport.Secretanaldrrectionto atthe/url-orceoffice retireaspermanentG,n''''IOffi,\

~romotlOn~oa~	 boards.join tsta usn cs, Iettersof ofGeneralOfficer (SeeNote3) AUTH 

appomtrnent.boardagenda.board Matters( AFD PG) NCI-AFU-84-8 
membersh Ip, boardpresiden tand 

secreraryremarks.ehgi bl ean dse lectee 

demographicdata.eligible 

otificauon.recordenn-bnefandout-
b ef.oaths.requiredintervrews.call 
hst selecteebrographicaldata.Kl 
reco screerungmformauon.show 

cause signees.andbenchrnark 
-records 

2	 officerappomtrnent, drelated atotherthanHQ destroy 1yeara fter 
promouon.selectron records USAFIMPG,HQ finalactionoron 

boardsotherthan m AFMPCandHQ mactivanon, whichever 
rule 1 1 ARPC issooner AUTH NI-

AFU-90-3 

p,omd,n"\n gsan

2.01	 regularappomtrnents elrgibleandmehgi lehstings atHQAFMPC seerulel AUTH NI-
andindefimte AFU-90-3 
reservestatus 

2.02	 atotherthanHQ destroy6monthsafter 
AFMPC	 allacnonshavebeen 

completedforthe 

board AUTH N 1-
AFU-90-3 

2.03	 acceptanceoaths/statements, edical atHQAFMPCand seetable36-12,rule 1 
certificates.statementsofdechn non MPFs AUTH NI-AFU-90-3 

2.04	 atotherthanHQ destroy6monthsafter 
AFMPCandMPFs	 allactionshavebeen 

completedforthe 

board AUTH NI-
AFU-90-3 

2.05	 shorttermpromotion evaluationcomments \ atHQAFMPCorHQ destroywhen 

records( otherthan USAF mdrvidualseparates, 
thosernrules 1,1 I retiresonspromoted 
and2) orwhennolonger 

needed	 AUTH NI-
AFU-88-4
 

3 airman promotions boardprcceedmgs.findingsand destroyafter50years
 

\ 
a~~IMPcand 

relatedrecords HQ C (SeeNote2) AUTH 

NI-AFU-90-3 

http:selecteebrographicaldata.Kl
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TABLE36-19 I 
Continued.(SEENOTE 1) 

A B C D 

R 

U 
L Jfth:~d'ar<
 
E orpertai to consistinzof whichare then
 

4 atMPFs	 destroy 1yearafter 
approval AUTH N 1-
AFU-90-3 

5 recornmendatrons formdtvidualswho	 forwardper AF13 6--
-	 diedorbecarne 2502 AUTH NI-

-
rmssmgmaction AFU-90-3 
beforeprornonon was-
effected 

6	 otherthan mrule5 destroyonpromonon\. 
orsupersession, 
whichevenssooner 
AUTH NI-AFU-90-3 

7	 mquines: aivers.supplemental atMAJCOMs/HQ destroyafter 1year 
actions.an elatedrecordsnotpartof AFMPC AUTH NI-AFU-90-3 

theboardpro edmgs 

8 atMPFs	 destroy 1yearafterend 

ofcyc\e AUTH NI-
AFU-90-3 

9	 recordsrelatmgtore ovalsfrom atMAJCOMS/HQ destroyafter5years 

selectionlrsts, waivers cntena,and AFMPC AUTH NI-AFU-90-3 

relatedrecordsnotparto eboard 

proceedmgs 

10 atMPFs	 destroy 1yearafterend 

ofcyc\e AUTH NI-
AFU-90-3 

11 airman demotions	 recommendanonsforreducnon '\ approvedand destroyafter 1year 
grade,andrelatedrecords demotion drrected AUTH NI-AFU-90-8 

12 disapproved	 destroyafter3months 

AUTH N J-AFU-90-3 

\ 
NOTE(S): 
1 Rul esappl yon Iytothosenotrequ iredbyotherdrrecu vestobefil edin th eindi vid ual recordgroups( seetabl e3 6-12) 
2 Retain for5 years, thenretireto WNRC, wheretherecordswill bedestroyedafter45 additronal years 

3 TransfertoNatIOnalArchIvesafter50years 

http:actions.an


, 
These three rult)s (mvolvmg 
(2(/\ Ie s a <1- fJ A() L} 

A 
If the records 

RULE are or nertain to 
a Electromc systems 

b 

-
- --

--

c electromc copies 

err ctPpl-f -h0 ~(V'I'J5 
B 

consistinz of 
electromc records 
that replace 
temporary hard 

copy records 

electronic records 
that supplement 
temporary hard copy 
records where the 
hard copy records 
are retamed to meet 
recordkeepmg 
requirements 
mat are 
created usmg 

electroruc mall and 
word processing or 
form filler software 

, "}l,j · . 
trmporary electromc records) apply to all rules in the/precedmg tabl:i e)<ce(f't I d 

r(J"e~ b'1 (eLi rs ', J. OJ al?d 3,;- r< LA te C ,De5 
C D hoT qPfl-y
which
 
are then +0 RlAk /, 0/


destroy on expiration
 
of the retention penod
 
previously approved
 
for the correspondmg
 
hard copy records
 
destroy when the agency
 
determmes that the elec-
tromc records are super-
seded, obsolete, or no long-
er needed for admmistrative,
 
legal, audit, or other opera-
tional purposes
 

oestroy alter recordkeepmg 
copy has been created and 

filed or when no longer needed 
for reVISIOn, dissermnation, or 
reference, whichever IS later 

~,
 



391 AFMAN3 7-1391 Marchl996 

TABLE 36-20 I 
DISCHARGE AND SEPARATION (SEE NOTE 1) I 

A
 
R
 
U 
L Ifth'~'d,m

E or pertai to
 
1 adrmrustra ve
 

discharge or
 
separation fr
 
service for cau
 

2
 
3 -

- -

4	 requests for
 
discharge
 

5 

6	 report of transfer or 
discharge 

7	 separation

preparation
 

8	 (RESERVED) 
9	 exit questionnaires 

10	 request for waiver of 
discharge processing 

11 

12	 recruiting prospect 
card 

13	 approved waiver of 
discharge for 
fraudulent 
enlistment entry
(excludes waiver for
concealment ofpnor
service) 

NOTE(S):

B 

consisting of
 
board proceedings, board waivers,
 
recommendations, and other related
 
records
 

(RESERVED)
 
maintained at Legal Office as legal
 
evidence
 

.\ 
a phcations and other records related 
to elease from active duty, discharge, 
or s aration by reason of dependency, 
hard IP, or for the convenience of the 
gover ent 

forms and \ted rec~rds 

relocationP"~ projectfold", 
used to consolid te separation
processing recor and also Includes 
recommendations r separation for 
cause resulting m se aration 

\ 
questionnaires and s:~ records
 
accomplished during se aration
 
.PJoceSSlng
 
related records
 

personnel data and counseling action \ 

board proceedings, board waivers, 
recommendations, and related records 
on approved waiver resulting In 
retention 

C	 D 

which are then 
approved actions see rule 7 and note I 
resulting In discharge AUTH NI-AFU-90-3 

(RESERVED) 
actions not resulting In destroy after I year or 
discharge (See Note 2) on reassignment of 

member, whichever IS 

sooner (See Note 3)
AUTH NI-AFU-90-3 

disapproved acnons	 destroy 6 months after 
notification of 
disapproval AUTH 
NI-AFU-88-3 

approved actions see rule 7 and note I 
resulting In discharge AUTH NI-AFU-90-3 
at recruiting Units destroy 3 months after 

date of separation
AUTH NI-AFU-90-3 

(RESERVED) 
destroy after 6 months 
AUTH NI-AFU-90-3 

approved	 hold In the Field 
Record Group until 
exprration of the penod
of service or enlistment 
dunng which It was
approved, then destroy
(See Note 2) AUTH 
NI-AFU-90-3 

disapproved	 return to originator
AUTH NI-AFU-90-3 

maintained by the destroy I year after 
Reserve/Guard separation AUTH 
Counselor N I-AFU-90-3 

see rule 7 and note I 
AUTH Nl-AFU-90-3 

I Rulesapplytothosecoplesnotrequlredbyotherdlrectlvestobefiledlnlndlvldualmilltarypersonnelrecordgroups(see
table36-12)
2 Whenrehabllltatlonproceduresareapproved,fileacopymtheUnItPersonneIRecordGroupperAFI36-2608and
removewhenprobationorrehabilitatloniscompleteandsuspendedlnvoluntarydlschargelspermanentlycancelled
3 EXCEPTION SeeAFI36-2608forrecordscontalnmglnformatlonmdlcatlngtheposslbleexistenceofaphysicalor
mentaldefect,orpertalnlngtoalrmenholdlngapPolntmentsofReserveoftheAF,commlsslonedorwarrantofficer 



These three rules (involving temporary electronic records) apply to all rules In the preceding table. 

A B C D 

If the records which 
RULE are or pertain to conslstinz of are then 
a Electromc systems electromc records destroy on expiration 

that replace of the retention penod 
temporary hard previously approved 
copy records for the corresponding 

hard copy records 

b electromc records destroy when the agency 
that supplement determines that the elec-

- temporary hard copy tromc records are super-
- - records where the seded, obsolete, or no long-

hard copy records er needed for administrative, . are retained to meet legal, audit, or other opera-
recordkeepmg tional purposes 

requirements 

c niectromc copies mat are uestroy alter recorckeepmg 
created USIng copy has been created and 

electronic mall and filed or when no longer needed 
word processing or for revisron, dissermnation, or 
form filler software reference, whichever IS later 
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TABLE36-21 I 
AFTRANSITI Oi\"PROG RAMRECO RDS I 

A B C D 

R 

U 
L IfthereCOrdSare~ 
E orpertainto conslstinzof whichare then 

1 operation and \ pohcyandadrnuustranonfiles atotherthanHQ destroyafter 1year. 
adrmnistratronofAf ncludesrecordsnondennfied AFMPC/DPMA AUTH NI-AFU-90-3 

Transinonf'rogram e ewhereonthistable.ornotfiledm 

- ge ralcorrespondencefilesunder 
- - tabl 7-11 

1.01 - r atHQAFMPCIDPMA ret 1reaspermanen t 

> 

- . 
0- . (SeeNote) AUTH-

NC l-AFU-83-43 

2 indtvidualcasefiles reOOCdmQU\"hP," icipan, attransruonprogram 

offices 

destroy6monthsafter 
terrrunationofmihtary 
statusorreenlistment 
AUTH NI-AFU-90-3 

3 transinontraming 

agreements \ 
4 recurringreports repo,,,reQ",redb,th"P~~O'

coveredelsewheremthisre latron 
atMAJCOMandHQ 
AFMPCIDPl\1A, 

destroyafter 1year. 
AUTH NI-AFU-90-3 

transuionprogram 

offices 

5 Manpower 
Development 

reOO'd"",h"bUdg"""m",,,\
annualplans 

TrainingAct 
6thru 

9 

(RESERVED) \ (RESERVED) 

I .	 ·thThese thr ee ru eSt (InVO ving tempT e ectroruc recor d ) s app y to a 11J es m e prece I~g ta ej J~Aot- e~ P5 O-~c f/Cl1 4./PIf)/Y to rC'C(/Vf- > c(..n~r ~ '" !?,t..r 'e 
)A B v C D 

If the records which 
RULE are or nertaln to conslstinz of are then 
a Electronic systems electronic records destroy on expiration 

that replace of the retention period 
temporary hard previously approved 
copy records for the corresponding 

hard copy records 
b	 electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative, 

.	 are retained to meet legal, audit, or other opera-.- - recordkeepmg tional purposes 

> 
requirements 

J:.lectromc copies mat are destroy arter recoroxeeping 
created using copy has been created and 
electronic mail and filed or when no longer needed 
word processing or for revision, dissemination, or 
form filler software reference, whichever is later 

c 



TABLE36-22 I 
AIRMANPROMOTIONSYSTEM 

A 
R 
u 
L Iftherecordsare 
E orpertainto 

1 airman testcon trol 
rosters 

2 airmamnehgiblefor 
promotiontestmg 
rosters 

3 airman promotion 
testmgpurgeroster 

I 
... B 

\conslstlnzof 

hstsofindi"'dU'I,m"':~" 
promotroneligibrhtycnter requrred 

totakepromonontestf s) 
1''''OlPcr'OnnClnotol,g'bl,rO\ 
promonontestmg 

C 

whichare 
recordcopy( origmal) 

D 

then 

destroyafter 1year 
AUTH NI-AFU-90-3 

1istsofpersonn elbyAFSC.nd",.d, \ 
overdueforcomplenonofrequrred 
promotion test 
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TABLE36-22 I 
Continued. I 

A 

R 

U 

L	 Iftherecordsare 

E	 orpertainto 

4	 airmanpromonon 

elrgrbih hstmgs 

-

5	 airman promotion '\ 
meligibih tyhstmgs 

6	 airman promotion 

selecteeshstmgs 

7	 airmen promotion 

non-selecteeshstmgs 

8	 arrmanpromotion 

selection monthly 

mcrementlist 

9	 airman promotion 

datavenfication 

record 

10	 promotion test 
requirements 

11	 rostersandhstmgs 

coveredbyrules 1 

through 10 

12	 WAPSnotlce 

13	 promotion 

cutoff/selectanalysis 

hst 

14 

15	 postselectcontrol 
list 

16	 TICS309mputby 

MPF/HAFerrors 

B 

consistingof 
hstsofpersonnelmgradesE-1 

throughli-Sehgibleforpromotion 
consideration 

hstsofpersonnelmgradesE-1 

throughfi-Sinehgibleforpromotton 

consideranon 

~"""dg"d"E_lthmugh
owereselectedforprornotion 

highergrade 

h"Of:~mdgrnd'''fE-l through
E-8who erenotselectedfor 
prom ono tonexthighergrade 

1"'Otp",;~,g"d"E-4thmugh

E-8whosese uencenurnbens
 

effect Ivethefi stofthefollowmg
 

month
 

l"t'd,t"Obo"~dbythO" 
personneleligible orprornotion 

IlstmgContamlngt:~(qulrementsfor 
personneleligrblefor omotion 

mformatroncopies \ 
Iistmgconta im ngdatath"'\"d 
forpromonon 

hstmgreflectmgehgt bleperson el, 
quotaselected.nonwerghable 

personnel.prornotionopporturu nd 

cutoffscorerequiredforselectronb 

promouon.Af-SC 

IIsti ngofrecordsta tuschangestothe 

WAPSfile 

arejecthstingwluchidentrfies'Tlf.S 

309mputbyMPForHAF 

C	 D 

whlchare	 then 

destroyafter6months 

fromprocessmgmonth 

forgradesE-1 through 

E-3 Destroyafter l 
yearfromendofcycle 
forgradesli-tand 

above AUTH NI-
AFU-90-3 

destroyuru thstsaftero 

months	 DestroyMPF 

listsafter 1yearfrom 

endofcycle AUTH 

N I-AFU-90-3 

destroyafter 1year 
fromendofcycle 

AUTH	 NI-AFU-90-3 

mdividual'scopy	 destroywhennolonger 
needed AUTH NI-
AFU-90-3 

recordcopy( ongmal)	 destroyafter 1year 
AUTH NI-AFU-90-3 

destroyafter90da ysor 
whennolongerneeded, 
whichevenssooner 
AUTH NI-AFU-90-3 

mdrvidual'scopy	 destroywhennolonger 
needed AUTH NI-
AFU-90-3 

HQAFMPCrecord destroyafter 1Oyears 
copy AUTH NI-AFU-90-3 

\ 
copiesotherthanrule destroyafterl year 
13 AUTH NI-AFU-90-3 

HQAFMPCrecord destroyaftercycleis 
copy purged AUTH Nl-

AFU-90-3 
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TABLE36-22 I 
Continued. 

R 

U 

L 
E 
17 

18 

19 

20 

21 

22 

23 

24 

25 

26 

27 

28 

29 

30 

31 

32 

33 

I 
A 

Iftherecordsare 

orpertainto 
unprojec d 

promotions nd 

MPFIHAF 

promotion 
withholds/ 
cancellations 

speclalcategoryS_KT\ 
exemptpersonnel 

nonreconcilabletests 

received 

SSANchangelIst 

worldwidernaster 
promotion name list 

masterselectee 

promotion sequence 

numberhst 
nutial/supplemental 
masterpromonon 

select/nonselecthst 
promotion withhold 

hst 
batch transaction 

validate 

staffinput 
transactronregtster 
HAFreJect 
transacnonregister 
promotion history 

files; Cycle 
71A1after) 
semorNCOmaster 
fileupdatelist 

seruorNt.Omqurry 

hsung 

semorNCOInltlal 
ehgiblefile 

semorNCOmltlal 
eligiblereconcilable 

B 

consistingof 
hstmgofpersonnelwhowereselected 

forprornotionbutgradechangeswere 

effectedandsubsequentcyclewas 

activatedrfmernberehgrblefor 
promotion 

hstmgofpersonnelwhoare'SlcT 

exemptbecauseofCOMSECAFSCor 
\!sslgnedtoanSKTexemptPAS 

~~~oftest( sjrecei vedthatwerenot 
co attblewtth.Af SCdata 

1""!,,,,,,nolwhoh,veh,d, 
correct SSANandIndlcateslf 
WAPSfi hasbeencorrected 

h,"ngO~~Cl"red'
nonselected, ehgibleor 
nonweighable rpromotion 

sequencenumberassi ed==v 
l''''ngOf''l''''t''''ndn~~re''bY

promotton.Al'Sflconsrder for
 
promotion 

IlstlngOfjJersonnelwhosepro~on 
hasbeenwithheld 

lisnngoftransacnonscheckedfor \ 
vahditythatprocesstothemaster 
personnel file 

hstingoftransacnonsthatupdatethe 

masterpersonnelfile 
.~ 

hstmgoftransactionsthatha ve 

rej ected fromthemasterperson nel fi Ie 

rmcrofichecopies 

listmgoftransacnon InputtotheIEF 

Ilstmgofpersonnelellglblehnellglble 

forpromonon 

listsofeveryli-Zandfi-Bmthe/ur 
Force 

listofrmsmatchdata.mrssmgrecords 

ordupllcaterecords 

C 

whichare 

copiesatotherthan 
HQAFMPC 

HQAFMPCrecord 

copy 

D 

then 

destroyafter I cycle 

AUTH NI-AFU-90-3 

destroyafter I year 
AUTH NI-AFU-90-3 

destroyafterlOyears 

AUTH NI-AFU-90-3 

destroyafter2cycles 

AUTH NI-AFU-90-3 

destroyafter 1Oyears 

AUTH NI-AFU-90-3 

destroyafter6months 

AUTH NI-AFU-90-3 

destroyafter3months 

AUTH NI-AFU-90-3 

destroyafter I Oyears 

AUTH NI-AFU-90-3 

destroy6monthsafter 
board adjourns 
AUTH NI-AFU-90-3 

destroy90daysafter 
boardadjourns 

AUTH NI-AFU-90-3 

destroy I yearafter 
boardadjourns 

AUTH NI-AFU-90-3 

destroy90daysafter 
boardadjourns 

http:attblewtth.Af
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TABLE36-22 I 
Continued. I 

A 
R 
U \ 
L Iftherecordsare 

E orpertainto 

list 
34 rnasterpromotion 

mehztblehst 
35 masterrnanual 

select/nonselecthst 
.-36	 out-of-system -

supplemental 
promotioncases 

37 non weighable 

lisungs 
38 

39	 promotion
 

correspondence
 

B	 C D 

~sistingOf	 whichare then 

-, AUTH NI-AFU-90-3 

Ilsto~~nnelmehglblefOr destroyafterl year. 
promotic consideranon AUTH NI-AFU-90-3 

IlstOfpers~~conslderedfor destroyafterl Oyears 
promotionma uallv AUTH NI-AFU-90-3 

destroyafter Iyear docum'nt't;'~~",1 
supp lemen ta \case AUTH NI-AFU-90-3 

destroyafter6months1''''IP''''nnd'hg,b,\,tton
mnonweighablestatus	 AUTH NI-AFU-90-3 

copiesotherthanrule destroywhennolonger 
37 needed AUTH NI-

AFU-90-3 

MPFcopies destroya fterl year. lettersof '\
 
recommendations/nonrecomrnen at ion AUTH NI-AFU-90-3
 
s.controlrosteracnon,
 
withhold/reinstatementacnon.etc
 

-, 

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A 

If the records 
RULE are or nertaln to 
a Electronic systems 

b 

-
-- -

-
.niecrroruc copies 

B 

consistinz of 
electronic records 
that replace 
temporary hard 
copy records 

electronic records 
that supplement 
temporary hard copy 
records where the 
hard copy records 
are retained to meet 
recordkeeping 
requirements 
mat are 
created using 

electroruc mail and 
word processing or 
form filler software 

C D 
which 
are then 

destroy on expiration 
of the retention penod 
previously approved 
for the corresponding 
hard copy records 
destroy when the agency 
deterrrunes that the elec-
trornc records are super-
seded, obsolete, or no long-
er needed for administrative, 
legal, audit, or other opera-
tional purposes 

cestroy arter recorruceepmg 
copy has been created and 
filed or when no longer needed 
for revision, dissemination, or 
reference, whichever is later 

c 



TABLE36-23 I 
ATTRITIONINFORMA TION I 

A B C D. ,R 
U 
L Iftherecordsare 

E orpertainto consistingof whichare then 

1 CaderAttntron	 doc entsreportmgcadet atlnstitutional destroywhennolonger 
week monthlyattntionbyclassand Research needed AUTH NCI-
byreaso toshowgams.losses.and 461-82-11 
summary ta), mon thlyreportsof 
attntionrate feachserviceacademy, 
reportsoncadet tntion byvanous 
categones 

2 serviceacademy allothercopies	 destroy Iyearafter 
graduanon.orwhenno 

longerneeded, which 
evenssooner AUTH 

NCI-461-82-11 

3 USAF AGraduates_ researchonattr atGraduateResearch destroyafter IOyears 

\
in on Ofg"dU'''\

Attnnon classes (SeeNote) AUTH 

- NCI-461-82-11 

4	 Cadet formsconsohdatmgnotationsof \ atOfficeofReglstrar destroy I yearafter 
Departure/Turnback actionstakentoprocessrecordsof action iscomplete 
Record dCIJ.artmgcadets AUTH NCI-461-82-11 

NO TE: Retain edm officetheentirereten tt on penod 

-/	 \
 
These three rules (involving	 temporary electronic records) apply to all rules m the preceding table: 

A B C D
 

If the records which
 

RULE are or pertain to cons is tine: of are then
 

a Electronic systems electromc records destroy on expiration
 

that replace of the retention penod
 

temporary hard previously approved
 

copy records for the corresponding
 

hard copy records 

b	 electromc records destroy when the agency
 

that supplement determmes that the elec-
temporary hard copy tromc records are super-

records where the seded, obsolete, or no long-

hard copy records er needed for administrative,
 
are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
 

requirements
 

c ctectroruc copies	 mat are oestroy after recoroxeeping
 

created USIng copy has been created and
 

electronic mall and filed or when no longer needed
 

word processing or for revision, dissemination, or
 
form filler software reference, whichever IS later
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TABLE36-24 I 
CADETPERSONNELRECORDS I 

A B C D 
R 

U 
L Iftherecordsare 
E orpertainto consistingof whichare then 

I C'detPen;onne~ 
Recordt CPR-I) 

permanentandtemporarydocuments 
asdefinedmAFI36-2608 

mamtamedbythe 

Offi ceofCadet 
mergewith 
disenrollrnentrecord 

Personnelandpertam anddisposeof 
tocadetspendmg disenrollmentrecord 

disenrollment IA WTable36-25 

AUTH NI-461-9l-1 

2 mamtamedbythe upon graduation 

OfficeofCadet estabhshf'ield 
Personnelandpertam Personnel Record 

tocadetswhoareto GroupandMaster 
graduate Personne1Record 

GroupfA W AFI36-
2608(SeeNote4 ) 
Forwardpermanent 
retentiondocumentsto 

Officeofthekegistrar 
forretentIonmMaster 
CadetPersonnelRecord 

(SeeNotes 1,2&3) 
AUTH NI-46I-9I-I 

3 ==v=,Masterorfreldl-ersonnelkecor 
Group 

destroyaftercadet's 

classgraduates 

AUTH NI-46I-9I-l 
4 AtrOfficer petm,nent,ndl<mpOmtYdoeument\ mamtamedbythe forwardtoOfficeof 

Commandmg(AOC) hstedmkulesfiandobelow AOCwhlchpertamto CadetPersonnelthru 
Record(CPR-2) cadetsonwhom appropnategroupfor 

disenrollmentactron mergmgwith 

disen rolimentcasefi Ie r Disposeof 
disenrollmentcasefile 

fA WTable36-25 

AUTH NI-46I-91-l 

70
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T ABLE36-24 I 
Continued. I 

A B C D 
R 

U 
L Iftherecordsare 
E orpertainto consistingof whichare then 

5 temporarydocumen tssuch as, butn ot mamtamedbyAOC AOCWllldestroyupon 

\
hmuedto.Cadetl'erformancekeports, 
Basicfladetf val uanonkeport, 
MemorandumforRecord,Cadet 
ConductSummary,Cadet 
Intervtew/Evaluanon.Formfor 

oncadetswhoareto 
graduate 

graduation AUTH 
NI-461-91-1 

ernarks, CadetPersonal In formation, 
OCevaluatlono!CadetRatmg 

Fo .Acaderrncl'robation 

Not! canon.Professional'Trammg 
Summ ry,UpperClassPerformance 
Summa ,CadetPersonnelData 
Summary heet.Individuallvlrhtary 
RatmgSum ary,Conducti Aptitude 
Probation Let r(s),Academy 
Board! Academ RevrewComrrnttee 
Actionfcopyonly Mmutesof 
Ehgrbrhtyflomrm eAcnons, 
rmscellaneousletters ndreports, 
Mihtarykeviewcom ttee/Physical 
Educanonkeviewf.om tteaActron, 
Cadet'Irend'Graph.Ltarso Officer 
Nommeefivaluation 

6 permanentdocumentssucha butnot AOCWlllforwardto 
ltrmtedto.Accountmgoffnscl ures Officeofthekegistrar 

forfilemMaster 
Personnel Record 
Groupupongraduanon 

(SeeNote4) AUTH 
NI-461-91-1 

7 MasterCadet 
PersonnelRecord 

formsanddocuments,suchas 
SchoolTranscnpt,College 

High \ atOfficeofthe 
Registrar 

destroy90da ysafter 
disenrollmentor 

(Temporary) T ranscn pts, ScholastlcBackgroun d, graduation AUTH 
In VI tation toTra vel Order, Offerof N 1-461-91-1 
Appomtrnentl.etter.Reportof 
CandrdateStatus.Candtdate 

Evaluanon.Candidate/vcnvrnes 
Record, USAF ACandldateFltness 
Test,Col legeReport, Release 
Statement.Reportofl.iarsorrOfficer 
counselmg.Nornmationfor 
Appomtrnent.Tentanveblommanon, 
NonceofCandidacy.Evaluanonof 
Precandidate, Question nat re, Service 
Acadermesl'recandidate 

Questionnaire.Adrrussronsl.iaison 
Office VlSIt,AddressIn formation, 
vanousletters, USAF ASelection'Test, 

7( 



I 

8 

- .,.~---.TABLE36-24 I 
Continued. I 

B D 

R 
·U 

L Iftherecordsare 

E orpertainto conslstinzof whlchare then 
druzabusecernficate.etc 

formsanddocumentssuchas' destroypaperrecords6MasterCadet ,~ 
PersonnelRecord PermanentRecordCard,Personnel yearsaftercadet 
(Permanent) DataSheet,AppointmentOrders, graduatesorwould 

cademicWaivers,Independent havegraduatedand 
dtesCourse.French retainmicrofilm 

Aca emy/MllltaryExchangeprogram referencecopyatthe 
docum tat ion, Academy Academy(SeeNote5) 
Board! A demicReviewCommlttee AUTH.NI-461-91-1 
Actions,Re rdoffhsenrcllmentfrom 

OfficeTypeTr nmg,CadetPersonnel 
SummarySheet, ernficateofkelease 
orfnschargefrom tiveDuty(DD 
214),CorrectiontoD ")14, 
SeparationReferral,Te erof 
Resignation,Statemento nsent, 
CadetAcceptanceRecord,S ected 

SpecialOrders.Summary'Irai ng 

Letter .medical records.Disclosu eof 
Cadet/Cadetf'andidatelnformati , 
Accoun tingoffnsc losures,detai Iso 

HonorViolationufapphcablej.board 
actions( Ifapplicable) 

NOTE(S): 
I.Forcadets(mcIudmgforelgnexchangestudents)whograduatebutarenotcommissioned,andarenotpnorservlce,
 
forwardtoOfficeoftheRegistrarformlcrofilming
 

2.Forcadetswhograduate,butarenotcommlssloned,andarepriorservlce,forwardtotheDlsenrollmentBranchofCadet
 
Personnel
 
3 Forcadetswhograduate,butarecross-commissioninglntoanotherbranchoftheservlce,forwardtoappropriateagency
 
lAW AFI36-2608. -
4 FieldPersonnelRecordGroupandMasterPersonnelRecordGrouparenotmadeforforeignexchangestudents.Glve
 

foreignexchangestudentsthisdocumentationupongraduatlon
 

5 Microfilmpaperrecords 1:teara~erca~.etgraduatesorwo.uldh;~v~graduat~ __ I _
 

These three rules (involving temporary electronic records) apply to all rules 10 the preceding table) 

(L)('<;e.f't tJ,a+ yv1e.r 0..1b, 9- C. do ~ ~f r'» k rvter I .z 4: 6 '1 ~ 

t-l~ rvler c::\ 9- b Jo hot o..ffl., +O...-",le.J~ "3/~ ,,7; I , / I 

A B C D 
If the records which RULE are or nertain to conslstlnz of are then 

a Electronic systems electronic records destroy on expiration 
that replace of the retention penod . 
temporary hard previously approved 
copy records for the corresponding . 

hard copy records 
b electronic records destroy when the agency 

that supplement deterrnines that the elec-
temporary hard copy Ironic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for adrrurustranve, 

to meet are retained legal, audit, or other opera-
record keeping tional purposes 
requirements 

c I ctectroruc copies that are oestroy aner recorcxeepmg 
created USIng 72-copy has been created and 
electroruc mail and 

word processing or 
- filed or when 

for revision, 
no longer needed 

dissemmation, or 
form filler software reference, whichever is later 
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TABLE36-25 I 
CADETDISENROLLMENTIDEPARTURERECORDS I 

A B C 
R 
U
 
L Iftherecordsare
 
E orpertainto consistingof whichare
 
1 Cadet Disenrollment cadet disenrollrnent case files (which at Office of Cadet 

consist, in part, of the CPR 1 and CPR Personnel for 
2) (See Table 36-24) disenrolled cadets~O'd\ granted education 

delay 

1.01	 at Office of Cadet 
Personnel for 
disenrolled cadets 
ordered to active duty 

1.02	 at Office of Cadet 
Personnel for 
disenrolled cadets 
transferred to the 
obligated reserve 

1.03	 at Offi of Cadet 
Personn 1for 
disenroll cadet not 
covered el ewhere 

D 

then 
forward required 
documents, as defined 
m USAFAR 537-32 to 
Office of the Registrar 
withm 60 days of 
disenrollment 
Establish Field 
Personnel Record 
Group lAW AFI 36-
2608 and forward to 
HQ AFMPC upon 
disenrollrnent AUTH 
NI-461-92-1 
forward required 
documents to Office of 
the Registrar for 
retention in the Master 
Personnel Record 
within 60 days of 
disenrollment 
Establish Field 
Personnel Record 
Group lAW AFI 36-
2608 and mali record to 
gaming MPF upon 
disenrollment AUTH 
NI-461-92-1 
forward required 
documents to the Office 
of the Registrar for 
retention in the Master 
Personnel Record 
withm 60 days of 
disenrollment 
Establish Field 
Personnel Record 
Group lAW AFI 36-
2608 and mall record to 
HQ ARPC upon 
disenrollment AUTH 
NI-461-92-1 
forward required 
documents to the Office 
of the Registrar for 
retention In the Master 
Personnel Record 
within 60 days of 
disenrollment AUTH 
N \-461-92-1 

73 
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TABLE36-25 I 
Continued. I -

A B C D 
R 
U 
L Ifth"''''dm~ 
E orpertainto \consistingof whichare then 

1.0~ c espondence,copiesofselected atOfficeofCadet destroyl yearafter 
doc rnentsfrorndisenrollmentcase Personneloncases conclusionofcase 
files, dotherrelatedrecords involvinghtigation, AUTH NI-46l-92-l 

- conce ngeachcase highlevelinquiries.or 
- -- con troversial med Ia 

exposure 
1.05 - temporaryre rdsheldmCPRland atOfficeofCadet destroy90daysafter 

CPR2notrequi dforMasterorf'reld Personnel endoftheAcademic 
PersonnelRecor roup Yearinwhich 

drsenrollmenttakes 
place AUTH NI-461-
92-1 

2 Separation 
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