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L&AYI .LANK •
REQUEST FOR RECORDSDlaaoIlTION AUTHORITY a NO. 

(SIIlltIttUttifllll III1M,.) 

• GENERAL	 aERVICEI ADMINISTRATION OATE RECEIYEO
 

NATIONAL ARCHIVES AND RECORDS SERVICE. WASHINGTON. DC ...
 
1. OM ' ...... n or... _A" 
:;-:Di;E~P=AR'inrT:-::ME:=;:;N~T;;o.;:0:;:F:-T_H_E_A_I_R_F_O_R_CE	 --I 1ft ICICCIfdInCII witi'! the provisions Of " U .S.C 330~!: 
2. MAJOR IU.t»IYISION ... d~1 NQ'*'. IN:h~ing .",..Idn\et ••. is 1PP'00Ie:: 

Directorate of Info Mgmt and Administration, SAF/AAD eaallPtfat I..". 1Nt NY" ""rked "dilPCllitian nOI~==~=rn;;=i--~~"""':';:;';';";~~--~----";""-";"'--~......... 1ft COlumn '0. If no
"01 "'wI~"	 '-O",sa. MIN	 .IU.t»IVISION .. IWCIPCIIId f.~ I,the .... .,,. of .. Archi"'lt is 

Branch	 not,..,i,.. tu. 
I. 

GRACE T. ROWE 

I hereby certify that I 1m luthorized to let for this agency in InIttars "'lIining to the dilposal of the agency's records, 
that the records propcad for dilPOlll in.this ReQuest of 2 .... (s) .. not now ~ for the business of this 
agency or will not be needed Ifter the retention periods .-cified; end that written concurrence frOm the General 
Accounting Office. if required under the provis;ons of Title 8 of the GAO Manuel for Guidance of Federl' AQa'\cies. is 
Ittached. 

A. GAO concurrence: 0 is attached; or [i] is unne<::ef!S8ry. 

O. I LE GRACE T. ROWE 

Chief, Records Mgmt Policy Section2"1 JUN 1989 

7. 8. OESCRIPTIC)h OF ITEM ITEM 
(Wj'" '"e'.a" DoII~' .r II"~",..,,h,.uNO	 I 

CLASSIFICATION AND ASSIGNMENT RECORDS
 
(Table 35-4)
 

(Applicable to 3507th Airman Classification
 
Squadron Only) 

1	 Rule 34. Changed the disposition of a'ssessment NC1-AFU-screening records to destroy after 1 year. Reason 84-7is that the Naval Postgraduate School, which
destroyed.them when no longer need~d"no longer
needs these Air Force records for research. Air 
Force now only needs these assessment screening
records for one year. 

2	 Rule 35. Delete. Reason we added a disposition

for nonassessment screening records is that these
 
were the records not sent to Naval postgraduate
 
School for research. Since we no longer send
 
the assessment screening records to this School,

there then is no longer a need to make a distinctio
 
between assessment and nonassessment screening

records. Both type~ are now kept in one file, and
 
disposed of per Rule 34. The one year disposition
 
now applies to the Rule 34 records. .
 

ITANOARO FOAM "SIRE v . '·Il 
PtelCro ... G Or G!tA 
FPMR lel eVA) 101·11. 



TABLE 35-4 ICLASSIFICATION AND ASSIGNMENT RECORDS 

R A	 B C D 
U 
L If records
 
E are consisting of which are then·
 
-34	 assessment biographical data, at 3507th *destroy

screening educational data, legal Airman after 1 year. 
records involvement, employment Classifi-

data, drug experience, cation 
physical or physiolo- Squadron,
gical disparities, Lackland 
credit information, AFB, Texas 
character references and 
responses on basic 
training candidates for 
high risk jobs 

-35	 * (RESERVED) 
-
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ITABLE 35-4 I 
ICLASSIFICATION 

R A 

Al'<!D ASSIGNMENT RECORDS (see Dote II 
B C D 

U 

L 
E 

If the records 

pertain to 

Ire or 
eonsistiDg 01 wbleb Ire then 

1 

-

personnel 
(see nete 

action 

2) 
fonns fonns used to request. announce. elect and record 

personnel actions. record results of classification 

board proceedings, and repon and record dUly 

stalUS changes 

in Field Record Group see table 35-1. 

2 

-
accumulated 

not covered 

throuah 10 

by activilies 

by rules 3 

deslroy arler 3 months or 
when no longer needed. 
whichever is sooner. 

3 

-
classification/on-the-job training action (AF Form 

2096tand dUlv SlalUS chansre (AF Form 2098) 
at CBPOs and CRPOs destroy afler 30 days. 

---..!.. assiRlUDent/personnel actionLAF Form 209S) 

5 

I-
6 

forms, board actions ar.c related records al HQ USAF and 

MAlCOMs 

al unit of assignment 
GSUs 

and deslroy when superseded. 
obsolete. on reassignment 
or separalion of individual. 
or on inaclivation. which-

I-

7 at CBPOs 

ever is sooner. 

deslroy after 3 months or 
when no longer needed. 
whichever is sooner. 

8 (RESERVEDl 

9 

-

personnel action forms 

used as legal evidence 

copies of forms idenlified in rules I Ihrough 8 used as legal 
couns·manial 
proceedings 

evidence 

or other 
in 

legal 
dispose of wilh COUM· 

manial or other legal 
proceedings to which 
relare, 

they 

10 nOI filed as an altachmenl 
exhibil 10leaaLilroceedinsrs 

or deslroy 

needed. 
when no longer 

11 

-
data change/suspense 

nOlificalions 

fonns used 10 record discrepancies on discrepancies delecled 

during incoming/oulgoing 

and annual records review 

deslroy 

review. 
II next record 

12 on discrepancies delecled 

other than al rbe lime of 
destroy 

needed 

when no longer 
or afler nexi rec-

incoming/oulgoing 

annual review. and 

and 

main· 
ord review. 
sooner. 

whichever IS 

tained al CBPO work unil 

13 officer career 
statemenl 

objective fonns used 10 communicate 

nel managers at all levels 

career goals 10 person- al HQ USAF. 
and CBPOs 

MAlCOMs destroy when superseded 

or on separation. which-
ever is sooner. 

14 airman assignment 
preference stalemenl 
(oversea volunteer 
statements) 

AF Form 392 used 10 assign ainnen 

oversea preference 

to deslroy 6 months afler 
pon reporting monlh 10 

oversea preference. 

15 personnel 
relocation 

selected for records 

simment 
pertaining 10 requisition. 

seoannion or TDY 

assignment. ress- al MAlCOMs and major 
subordinate commands 

deslroy afler I year. 

16 individual 
lions 

job desc:rip- a job description for each established position destroy when superseded. 
cancelled or on inactiva-
tion of activily. 
is sooner. 

whichever 

17 

18 

t--
19 

duty rosters, and indi-
vidual duty status cards 

assignment preference 

applications/special 
duty assignments 

leiters, applications. DO Form 398. AF Fonns 

and related records required by AFR 39-11 
(except AF Form 392) 

109 approved 

disaneroved 

see table 11-2. 

place in relocalion Colder. 

return records to member. 
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TABLE 35-&. CO~T1~UED I 
R 
U 
L 
E 

A 

Ir the records 
pertain to 

are or 
consisting or 

8 

whlc:h are 

C 

then 

D 

20 (RESERVED. 

*21 personnel status reports reports prepared by units collocated with a servic-
109 CB PO to report duty status changes 

at preparing unit destroy when 
note 3 •. 

no longer needed hee 

*21.1 at CBPOs 

*21.2 duty ,tatus 
messages 

change messages prepared by geographically separated 
units from a servicing CBPO to report duty status 
changes 

*21.3 at preparing unit 

22 relocation folder records assuring proper ourproccssing from an 
activity on PCS or TOY. such as relocation prepa-
ration checklist. orders. record of emergency data. 
selection or nomination for training. and school 
quota/course project files 

at CBPOs destroy 3 months after report nut 
later than date (RNLTD, month. 
completion Ill' TOY. or when 
relocation action is cancelled hee 
note ol,. 

22.1 forms used to assure 
activity on PCS 

proper in-processing from an destroy when all relocatable records 
arc present and accounted for. 

22.2 forms 
Basic 

used to assure proper out-processing for 
Military Training Graduates (see note 3. 

at Air Foree military 
training centers (ATC. 

destroy after 3 month», 

23 exchange officers reports prepared by Allied 
to officer's home sen' ice 

Officers and submitted destroy 5 years after exchange 
officer returns. 

24 case files of adminisuauve 
Allied officers 

records on USAF and destroy I year after completion of 
assignment or no longer needed. 
whichever is sooner. 

25 specialty evaluation reports and related records at HQ USAF/DPXO retire as permanent. 

26 military 
gram 

sponsor pro- military sponsor 
ing activity 

program information forms at los- forward to gaining command. 

27 related correspondence at losing activity destroy when no longer needed. 

28 at gaining activuy 

29 AF Specialty Code 
(AFSC. Conversion 
Report 

reports which provide estimates of authorizations 
which will be reflected in AFSCs being affected 
conversion actions 

by 
destroy when 
is announced 
essed, 

next conversion action 
in AFR 39-1 i, proc-

30 advanced academic 
degree (AADI require-
meOls 

requests to establish/change AAD positions. AF 
education requirements. board reports and related 
correspondence used 10 establish. change or delete 
an AAD requirement in the manpower data system 
for line of the AF commissioned officers in 

kept by supervisors. HQ 
USAF. and MAJCOM 
functional managers 

destroy when superseded or when 
AAD requirement is deleted. 

grade of colonel 
AFR 36-19 

and below in accordance with 

31 (RESERVED) 

32 approved AAD require-
ments for changes in the 
manpower data system 

see table 26-1. 

33 enlisted 
ments 

aide assign- semiannual report, RCS: HAF-MPX(QI740I, 
which identifies personnel actions related to the 
allocation and assignment of AF enlisted aides 

destroy when superseded. 
or no longer needed. 

obsolete 

34 assessment 
records 

screening biographical data. educational data. legal involve-
menr, employment data. drug experience. physical 
or physiological disparities. credit information. 
character references and responses on basic train-
ing candidates for high risk jobs. 

at 3S071h Airman Classi-
ficalion Squadron. 
Lac:kland AFB. Texas 

retain for one year after calendar 
year cutoff ihen send to Naval 
Postgraduate School. Dept uf 
Administrative Services, Code 
S4Ea. Monterey CA 939ol0. "here 
they will be destroyed "hen no 
longer needed for research. 

35 nonassessment 
iug records 

screen- biographical data. qualification 
individual processing data used 
process 

information and all 
in the classification 

3507 ACS Airman Clas-
sification Squadron. 
Lackland AFB. Texas 

destroy after I year. 


