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CLASSIFICATION AND ASSIGNMENT RECORDS
 
(Table 35-4)


(Applicable Air Force-wide)
 

1	 Rule 36. Added, to dispose of humanit~rian/EFMP
 
applications case files for applications approved
 
after 18 months. Air Force needs these case files
 
for 18 months for possible congressional inquiries

and reference purposes.
 

2	 Rule 37. Added, to return humanitarian/EFMP

applications case files for applications
 
disapproved to member 18 months after disapproval.
 
Air Force returns these case files since they
 
often contain sensitive medical and personal
 
information, much of it submitted by the member,
 
and sees no reason for maintaining an additional
 
repository to secure them.
 

STANDARDFDRM"S tREv. '"'~ 
".IC"DeCl II),G~A 
'PMR ,.1 C..RIJOI·l1. 



TABLE 35-4 ICLASSIFICATION AND ASSIGNMENT RECORDS IR A	 B C D 
U
 
L If records
 
E are consisting of which are then
 

-36	 humanitarian/ case files of appli- approved destroy after 
EFMP cations for humani- 18 months. * applications tarian/EFMP reassign--37 ment/deferment disapproved	 return to
 

member 18
* months after 
disapproval. 

-
EFMP: Exceptional Family Member Program 
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ITABLE 35-4 I
ICLASSIFICATION A.....D ASSIGNMENT RECORDS (see DOte 1) I 

R A 

U 
L If tbe records are or 
E pertain to 

1	 personnel action forms 
(see note 2) 

f--
2 

f--
3 

I---

r-i-
5 

I---
6 

-
7 

8	 (RESERVED) 
9	 personnel action fonns 

used as legal evidence 

-
10 

11	 data change/suspense 
notifications 

-
12 

13	 officer career objective 
statement 

14	 airman assignment 
preference statement 
(ovenc:a volunteer 
statements) 

15	 personnel selected for 
relocation 

16	 individual job deserip-
tions 

n	 duty rosters, and indio 
vidual duty status cards 

18	 assignment preference 
applications/special 
duty assignments ~ 

19 

B 

conslstinR 01 

fonns used to request. announce. elJ'ect and record 
personnel actions, record results of classification 
board proceedings, and repan and record duty 
status changes 

classificatiOn/on-the-job training action (Af Fonn 
2096) and duty_status chanae (Af fonn 2098) 
asshmment/DCrsonnel action (Af form 209't 
fonns. board actions and related records 

copies of fonns identified in rules I through 8 

forms used to record discrepancies 

fonns used to communicate career goals to person-
nel managers at all levels 

Af	 form 392 

records penaining to requisition. assignment, reas-
simment SCI)8I'Jtionor TOY 

a job description for each established position 

letters. applications, DD Form 398. Af fonns 109 
and related records required by AfR 39·11 
(except AF Fonn 392) 

C 

wblcb are 

in field Record Group 

accumulated by activities 
not covered by rules 3 
throuRh 10 

at CBPOs and CRPOs 

at HQ USAf and 
MAlCOMs 

at unit of assignment and 
GSUs 

at CBPOs 

used as legal evidence in 
courts-martial or other legal 
proceedings 

not filed as an attachment or 
exhibit to lezal eroeeedinss 

on discrepancies detected 
during incoming/outgoing 
and annual records revie w 

on discrepancies detected 
other than at the time of 
incoming/outgoing and 
annual review. and main-
rained at CBPO worle unit 
at HQ USAF. MAlCOMs 
and CBPOs 

used to assign ainnen to 
oversea preference 

at MAlCOMs and major 
subordinate commands 

approved 

disaneroved 

D 

tben 

see table 35-1. 

destroy after 3 months or
 
When no longer needed.
 
whichever is sooner.
 
destroy after 30 days.
 

destroy when superseded.
 
obsolete. on reassignment
 
or separation of individual.
 
or on inactivation. which.
 
ever is sooner
 
destroy after 3 months or
 
when no longer needed.
 
whichever is sooner.
 

dispose of wlth court-

martial or other legal
 
proceedings to which the)'
 
relate.
 
destroy when no longer
 
needed.
 
destroy at next record
 
review.
 

destroy when no longer
 
needed or after next rec-
ord review. whichever IS
 

sooner.
 

destroy when superseded
 
or on separation. which-
ever is sooner.
 
destroy 6 months after
 
pon reponing month to
 
oversea preference.
 

destroy after 1 year.
 

destroy when superseded.
 
cancelled or on inacuva-
tion of activity. whichev er
 
is sooner.
 
see table 11-2.
 

place in relocation folder.
 

return records 10 member. 
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TABLE 3S-4. COroiTINUED 

R 
U 
L 
E 

A 

If the records 
pertain to 

are or 
consisting of 

8 

which are 

C 

then 

D 

20 <RESERVED) 

*21 personnel status reports reports prepared by units 
ing CBPO to report duty 

collocated with a servic-
status changes 

at preparing unit destroy when 
note .l). 

no longer needed Isec 

*21.1 at CBPOs 

*21.2 duty status 
messages 

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

*21.3 at preparing unit 

22 relocation folder records assuring proper outprocessing 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 tiles 

at CBPOs destroy 3 month, after report not 
later than date (RNL TD) month. 
completion of TOY. or when 
relocation action is cancelled Ivee 
note ~). 

22.1 forms used to assure 
activity on PCS 

proper in-processing from an destroy when all relocatablc rccord-, 
are present and accounted fur. 

22.2 forms used to assure proper out-processing for 
Basic Military Training Graduates (see note 3) 

at Air Force military 
training centers (ATO 

destroy after 3 months. 

2J exchange officers reports prepared by Allied 
to officer's home service 

Officers and submitted destroy 
officer 

5 years after exchange 
returns. 

24 case files of administrative 
Allied officers 

records on L:SAF and destroy I year after complet inn of 
assignment or no longer needed. 
whichever is sooner. 

25 specialty evaluation reports and related records at HQ USAFiDPXO ret ire as permanent. 

26 mil itary sponsor 
gram 

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 activity 

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 next conversion acuon 
is announced in AFR 39-1 i, pro,· 
esscd. 

30 advanced academic 
degree (AAD) require-
ments 

requests to establish/change AAD positions. AF 
education requirements. board reports and related 
correspondence used to establ ish. change or delete 
an AAD requirement in the manpower data system 
for line of the AF commissioned ofticers in 
grade of colonel and below in accordance with 
AFR 36-19 

kept by supervisors. HQ 
USAF. and MAlCOM 
functional managers 

destroy when superseded IIr "hen 
AAD requirement is deleted. 

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(QI7401. 
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-
ment. employment data. drug experience, physical 
or physiological disparities. credit information. 
character references and responses on basic train-
ing candidates for high risk jobs. 

at 3507th Airman Classi-
fication Squadron. 
Lackland AFB. Texas 

retain for one year after calendar 
year cutoff [hen send to Naval 
Postgraduate School. Dept of 
Administrative Services. Code 
54Ea. Monterey CA l)31)~O. "here 
they will be destroyed when no 
longer needed for research. 

.15 nonassessment 
illg records 

screen- biographical data. qualification 
individual processing data used 
process 

information and all 
in the classificauon 

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

destroy after I year . 


