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REQUEST FOR RECORDS DISPOSITION AUTHORITY

(See Instructions on reverse)

LEAVE BLANK

JOB NO

NIAFULT0-24

TO GENERAL SERVICES ADMINISTRATION

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

DATE RECEIVED

</9./5

1 FROM (Agency or establishment)

DEPARTMENT OF THE AIR FORCE

NOTIFICATION TO AGENCY

2 MAJOR SUBDIVISION

DIRECTORATE OF INFORMATION MANAGEMENT

3 MINOR SUBDIVISION

in accordance with the provisions o* 44 U S C 3303¢
the disposal request, including amendnents s approvec
except for items that may be marked “‘dispositior. no*
approved’’ or “withdrawn’ in colums 10 1f no recoros
are propossd for digposal, the signatureof the Archivist is
not required

RECORDS MANAGEMENT POLICY BRANCH

4 NAME OF PERSON WITH WHOM TO CONFER

Pierre J. Jost

5 TELEPHONE EXT. |DATE

V/?/‘/ 76 4

694-3527

ARCHIVIST OF THEWUNITED STATES

QQ@\\

6 CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby cerufy that | am authorized to act for this agency 1n matters pertaining to the disposal of the agericy's records

that the records proposed for disposal in this Request of

page(s) are not now needed for the business of this

agency or will not be needed after the retention periods specified, and that written concurrence from the Genera.
Accounting Office, 1f required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is

attached

A GAO concurrence D 1s attached, or @ IS unnecessary

8 DATE

C SIGNATURE OF AGENCY REPRESENTATIVE

instructions concerning the Microform Service
Centers and Microform Production Facilities
presently under Table 12-1 (Records Management
Program) should be under Table 6-1 (Reprographics)
because they pertain to the same functional area.
We slightly changed the title of the records to
cover a wider range of plants, centers or facil-
ities, but the dispositions are the same. Rules 19
and 20 are for approved requests, as for the disap-
proved ones, we would like to add two new rules.
The office responsible for the maintenance of theseg
records feels that the approving office should
destroy the disapproved requests after 5 years and
the requesting office only 2 years after disappro-
val.

Request you approve these changes.

g
t
1

[»)
" _ GRATE T. ROWE, Chief, Rods Mgt
88 FED 1t 9_‘/\ — /8}@% Policy Branch ’
Gt Directorate of Informatior VMgt
7 8 GRSOR < 10 ACTION
ITEM 8 DESCRIPTION OF ITEM SUPERSEDED!  TAKEN
NO (With Inclusive Dates or Retention Periods JOB (NARS USE
CITATION ONLY]
REPROGRAPHICS i
(TABLE 6-1. RULES 19 THRU 22)) ‘
(APPLICABLE AIR FORCE-WIDE)
1 It came to our attention that the disposition

R e S

NSN 7540-00 -4064

STANDARD FORM 115 (REV 8.83
Prescribed by GS&
FPMR (4) CFR) ITL 11 4
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TABLE 6-1

TITLE OF TABLE

REPROGRAPHICS
R A B C D
U If the records
L are or pertain to consisting of which are then
E :

*19 Printing Plants, requests to establish with at approving offices destroy 10 years
Duplicating Cen- supporting records and after inactivation
ters, and Micro- records of approval of plant, center
form Production or facility. 7
Facilities

*20 at implementing levels destroy on inacti-

at other than approving vation of plant,
offices center or facility.

*21 requests to establish with at approving offices destroy 5 years

supporting records and after disapproval
records of disapproval of plant, center
or facility.

*22 at requesting levels destroy 2 years

at other than approval
offices

after disapproval
of plant, center
or facility. r
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6. Reprographics;: This table covers. records on the requirements,: procurement, production-and cost: control* of. Air

Force reprographics ‘(printing, duplicating, copying, microform and. related processes); the acquisition,. utilization,
movement and disposition of reprographics equipment, and reports.

TABLE 6-1 I
REPROGRAPHICS

R A B C D

U

L If the records are

E or pertain to congisting of which are then

1 | controlled reprograph- | forms and other records that document history at HQ USAF/ destroy | year after equipment
1cs equipment of approved reprographics equipment (the MAJCOMs/SOAs and Iife in the AF (when equip-
requirements evaluations requests, approval, approving and operating ment 1s transferred to another
acquisition, maintenance, production volume, levels AF activity for use, also
transfers and disposal) transfer the related records to
gaining activity)
2 disapproved requests for reprographics equip- destroy after 2 years
ment
3 | uncontrolled repro- forms and related records at operating levels destroy after equipment 1s
graphics equipment : dropped from AF mventory
following salvage or turn-in of
eguipment
4 | n-plant services Job jacket files containing onginal matter, nega- | jobs at printing plants not | destroy 1 month after job
tives, requisitions, correspondence, and allied subject to reprinting completed
papers for each printing job
5 Jobs at printing plants sub- | destroy when obsolete  *~-
Ject to reprinting
6 forms and correspondence for printing at requesting activities destroy upon receipt of job,
or if used to prepare budget,
destroy after | year
7 forms and correspondence that document the at printing, duphicating and | destroy after 1 month
receipt and distnbution of reprographics jobs micrographics activities
8 forms, including requisitions, and correspond- at duplicating and micro- destroy 1 month after job
ence for duphicating or micrographics work graphics activities completed
9 at requesting activities destroy upon receipt of job
10 | contractor services forms, including requsitions, and correspond- at contractor facilities hold for audat trail, then de-
ence related to printing, duplicating and micro- stroy 2 years after all excep-
graphics work tions have been cleared

11 | the Public Printer ser- | forms, including requisitions, correspondence, at AF reprographics pro- | destroy 3 years after close of
vices and other federal | invoices, and specifications from reprographics curgment activities FY that job was completed or
printing sources procurement activities to the pnnting sources 2[ 2 J 3 ; L &K cancelled.

12 accounting records, including requisittons, destroy 3 years after the

transfer of funds, vouchers, receiving reports, period covered by the
and related records /01 s 3‘ é \f‘- account

13 | reprographics produc- | job logs, requisitions used in lieu of logs, data at AF printing, duplicating | destroy 3 months after report-
tion bases or other means of recording production and micrographics facih- ing production JAW AFR

ties or copier monitors, or | 6-1
at contractor factlities
14 | reports in—plant printing, duphcating, micrographic and | at HQ USAF destroy when 3 years old.
copying cost, production and inventonies; com-
mercial cost and production; production stand-
ards

15 at MAJCOMSs/SOAs and | destroy 1 year after reporting

reporting activities period.

16 | operating rules/notices { AF Form 1112, Copying Machine Limitation at copy managers’ offices destroy when superseded or
—other than visual and Unlawful Reproduction; Office Copy and posted on or near when machine has been per-
ards-—-applying to Machine Identification Restrictions, and local coplers manently removed
copiers perating notices

*17 | copier managers file copier authonzation, imits, maintenance, and at copier managers destroy when superseded,
related information obsolete, or no longer needed




