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REQUEST FOR RECdRD~POSITION AUTKORITY' 

(See Instructions on reverse) 

TO	 GENERAL SERVICES ADMINISTRATION,
 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408
 

1. FROM (AGENCY OR ESTABLISHMENT) 

DEPARTMENT OF THE AIR FORCE 

nt and Resources Division 
4. NAME OF PERSON WITH WHOM TO CONFER	 5. TEL EXT 

/J-9-fJ,
Mrs. Grace T. Rowe	 694-3527 Dute 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records;
that the records proposed for disposal in this Request of 7 page(s) are not now needed for the business of
this agency or will not be needed after the retention periods specified. 
o	 A Request for immediate disposal. 

GJ B Request for disposal after a specified period of time or request for permanent 
retention, 

C. DATE E. TITLE HERBERT G. GEIGER, Chief 
JUN 1 2 1981 Information Mgt and Re~ource Diy 

9.7. 8~DESCRIPTION OF ITEM	 10.SAMPLE ORITEM NO (W,th Inclusive Dates or Retention Periods)	 ACTION TAKENJOB	 NO 

DOCUMENTATION MANAGEMENT PROGRAM (Table 12-1)
(Applicable Air Force-wide) 

1	 The purpose of this submission is to update table 12-1. NN-176-
Rules 34-39 are added and disposition authorities 46 
17, 20 and 3l are changed. Rule 17 covers information 
required by documentation management personnel to monitor 
the documentation program. We need a flexible disposi-
tion to apply to these files. They may be destroyed when 
no longer needed for managerial, administrative or 
reference purposes. We reevaluated our requirement for 
microform system reports (rule 20). They serve no useful 
purpose after ~a~ears; therefore, the disposition, 
destroy after )\~ears, meets our administrative needs. 
These reports are no longer created. Rule 31 is governed 
by GRS 14, item 19b. Rules 34-39 are new rules. They
cover engineering data service/support (EDSCs) center 
documentation. Their retention periods adequately serve 
the administrative and reference needs of the Air Force. 
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12. Documontation. TheBo table. cover poUch. and procedl1rellBOvcrning the creaUon, .. lntenance, d18poaltlon, pr ..ervaUon, 
.tor~~e and retrIeval or documentatIon. They alao Includl dOoumentatlon OD thl .. nage.ent or .lerororm .~'tem., the Frledom or 
InformoUon Act. Prograa and tha Privacy Aot. frau ... 

0TMLE 12-1 t 
DOCUl-\ENTATlON MANAG~1' PROGRAM I 
R A 8 C D 
U. dOCUlICnt.1al'l tL 

o • eondlting ot "hleb are then 0or pertaln toE 0 . ' 

1 documentation mana,e- docu~~nLa pertaIning to developm~nt, *destroy'when 6 years oldsroi6J/il m«nt .planning ectablhhlllcnt., ,upplemcnhtion, and or when no longer needed
~iet~ lssuar-ce or document.tlon ~nagcment for reference, whichever is 0' 

polteiel and procedures governin, later (notes_2 and 7). --cond'~ct ot AF- and convoand-wide -- -' doculIIClltaUon lIAn&gelllCntprogram
(se~ A,.'R 12-1) 

2 rIll' .. lntenancI and filea lIAlnt~nlnce and dlapo,ltion destroy when 6uperGcdld, obsolete,
... 411poaitloD fora. , ~IQn. file. disposltion control label, or ~ longer needed •
 
o, and related popero pertalnln, to thelr 
N preparatlon and revision ~ 

3 retirement, \zanarer. tor •• ond roleted corre'pondlDol ~.ed at offico. or deatroy when purpo'l baa been •or lhipment. at • ' te reUre, trandrer 01' ahip inltlatora below aerved (note 5). 
oS.lCUMDkUOA dDou.entatlon (DOte ~) IIQ USAF for dOCUlllI!Ot. 

, placed tn staglng are •• . 
I-

It • 
" at. orrico of doc~~nta- destroy "hen all document a listed 

.. tion mnnag~r (DM) ror have been retired or destroyed, 
docununtn placed 1n (note 5). 

0 .,loHlng &reU 
t"-

5 o at DM's, document.tlon deatroy when all docu~cnta listed 
~nDgcment orrlcer', have been dCGtroyed or tran.rerred . (D~IS) and olher to the National Archive •• or when 
orrlc~. for document, no longer needed tor reflrence,
retlred ~ riCOI'd. whichever 1. l.ter inoll 5). . . center. • . . 



TABLE 12-1 (Continued) I , . 
R II B C D 
U 
L 
E 

It documents are 
or pert-in to conshUng at which are then to" 

N' 
I 

6 at DM, DKI, and other officel 
documents transferred between 
activities and between AF 

for 
IIF 

destroy after 1 year, or when 
longer needed for reference, 
whichever II later. 

no 
V\ o 

activities and other agencies 

7 
(RESERVED) 

8 I 

(RESERVED) 

9 documentation 
reco_ndatlon. 

disposition recommendations for new 
revised disposition
instructions for IIF 

or at HQ USAF/DAAD(S) Mretire 
record 

with publication
set of AFM 12-50 

~ 
documentation (see table 5-1, rule 1) 

10 at documentation management
offices reporting directly 
to HQ USAF /DAAD (S ) 

destroy"],year after disposition
instructions are published;
1 year after specific instruc-
tions are received if not 

I--
10.1 

• 

, 

at activities other 
rule. 9 and 10 

than 

published in ArM 12-50; 1 year 
after disapproval; or when no 
longer needed, whichever is later. 

destroy I year after disposition
instructions are published:
1 year after specific instruction~ 
.are received if not published In 
ArM 12-50; or 1 year after 
dt se pprove L, 

11 

I--

documentation 
reporta. 

management annual or other reports
documentation holdings
and d1spoalUon 

ot at HQ USAF/DIlAD(S) 'destroy after 3 year,.. or when no 
longer needed for reference or 
snalysis, whichever is later. (not 

12 
I---

13 

1 

DKI or DM consolidated reports 

feeder reports retained by
prer:ring or intermediate off ces 

destroy 

deltroy 

after 

after 

2 yesra. 

1 year. 
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(§RS/u/1l 20Csa.,"~) I---
21 

22 

G1\5 l~/J.O 23 
. (SD--..wL) 

G"R~ IqjlfRa(J I\~ 2 

CSctw-e..) ~ 

GF,S 11//~b 24.1..Csa..w.e) 

r-
25;'1(S14JJ{~~ 

(~) (a.) 

CsCl-h\e) 

.-

.1crotora ayatem.
(prevloulll, docuaenta. 
tlon etora,e and retrieyal
(DSU) aJat ... ) 

other doeu.entatlon 
.. na'''At operation. 

* Reserved 

.tcrofora ayat .. 
repOrt! 

• Reserved,. Reserved 

Freedo. ot Intor .. UOD 
Act (lOlA) fro..... 

documentation pertaining to 
development, eltabllsb.eQt,
ilauanee ot procedure a 
relative to IYlteaa;
propoule for approval ot 
Iyatea., change. to approved
aysteml, cancellation or 
coapleUoA ot approveeS
ayate .. 

doc~entatlon relateeS to 
reque.ta tor tiling
equi~nt, pre.entation ot 
traln'ng couraea, and other 
4oeu.enta~lon ..nasement 
operatlona not covered 
elaewhere 

annual or olher reporta
of .Jcrofora .yete.
operation., related equip.
!lent and coot data, and 
au.aarlea ot auch report a 

corre.pondenee relating
to adainlatering the lOlA 

r~ueata tor lAtor ..tloA 
• 

official file copy 
of requested records 

.. 

requestn for informa-
tion 

.•approved ayateaa at HQ USAr/DAA 
~ 

·approved .Yltem. at doeumenta-
tion manseement ottieel below 
IIQ USAF and .1.plemenUng 
officel 

disapproved IYlte.a at 
JlQ ~F/DAR)(S) and MAJCOM/DAD 
di,approved IYlte.a et 
orlginatlna officea 

' ..t doCu.eDtation .. nag ___ pt 
ottic .. 

at H~ USAF/DAAD(S) 

granting aCceaa to .11 requeateeS
recorda 

responuing to requests for 
non-existing records, to 
requesters who provide
inadequate descriptions,
and to those who fall to 
pay required fees 

dectroy 6 YUri after (oraal 
'0 

Iysl~ cancellation . , 
~ II 
destroy "hen IYlte. II ceneelled
 
(EXCEPI'I ON: for"srd to
 
IIQ USAF/OM, .yate. docUlllenh-.
 
tlon not previously lub.ltted).
 

dutrof 6 lear a .tter
 
cUlipproval.
 

deltroy 2 yeara after 
dhapproval. 

-destroy when no longer
.needed for managerial, 

administrative, ~ 
reference ~~.te 7),

~b(R. 
G\l(~J 'tit5: sa 

,. .. .-- . 

• destroy after 6 years. 

.deakG,. anar a ,eara • 

.... 
N• 
~dispose of according to
 

disposition instruction
 
for the related record.
 
or with the related For
 
-r eque s t , whichever is
 
later •
 

destroy after 2 years. 

.. 

http:reque.ta
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TABLE 12-1 (C;-ontlnued)] 

R i. B C D 
U 
L 
E 

If d~cu~entR Ire 
nr Dcrt"n to . conilliting ot "hlch are . t.hen .... 

N 
I 

26 
r--
27 

Freedom ot InformatloQ
Act ('OlA) Prop--
(conUnWt4) 

denial. ot acce •• to all or 
part ot record. requa.tad 

not appealed 

appealed 

deslroy Arter 5 ~eeu. 

destroy 4 ~eara after final 
deniol b~ the Secrelary of tha 
Air Force. or 1 year. after 
final adjudication bl court.,
~hlchever 1. later. 

VI o 

~ 
27. 

.1f. 
official 
requested
appeal 

file copy of 
records under 

dispo~e of according to 
d Lspo s Lt Lon instruction 
for the related record, 
or with the related FO! 
request,
later. 

whichever is 

i-
28 

-

. " 

" - " "" . ", . 
I 

fl1ea maintained (or control 
purposea, including
register. and similar 
documents 11sting daie, 
nalure of request and na.. 
and addres. ot reque.ter 

at fOl Hanagarl' ottlo .. . de.troy 5 yaar"attar
l.. t antl'l: 

date ot 

29 
-:--)0
~ * Reserved 

Inoual report
Congre .. 

to tba It. HQ USAF reUre, 

• 

.. permanenl, (note 8) 

31 other rep;>rta "destroy after 2 yelu or when 
no longer nee~for admlnl 
strative use, whichever 1~ 
sooner. 

~ 

-
32 receipts (or monies, cish 

collection sheets, Ind 
relulcd accouot.ble 

at 1'01 Manager.' oftlc .. , see table 
(see'note 

171':'11. 
1 balov.) 

Ilo~ur:lcnts -33 . legal opinions "sea table 110.'1'. 

. 

•
 



TABLE 12-1 (Continllpnl 

R A 
U
 

L If document. are
 
E or pertain to
 

e ng t n ee-r Lng data 
servite/support
centers (EDSCs) on 
on non-AFLC bases 
(Note ,> 

~3 5 

36 

37 

38 

8 

consisting of 

documents pertaining to 
development. establish-
ment, supplementation,
and issuance of manage-
ment policies and pro-
cedures governing ESCs 
or other comparable
systems 

c 

which are 

at documentation 
management office 
in HQ USAF, HQ 
Separate Operating
Agencies, HQ Major
Commands and HQ
Direct Reporting
Units 

D 

then 

destroy 6 years a~ter 
system cancellation. 
(Note 7) 

----------------------------~----------------~~----~--------~--------~---------.
requests for establlsh- at approving offices destroy 1 year after 
ment, supporting docu- termination of system.
ments and approval/
disapproval correspon-
dence 

at implementing destroy upon termination 
offices of system. 

-----------------------------~~~--------~------------~~---------~---------~------~disapproved destroy 6 years after 
at documentation disapproval or on in-
management office activation, whichever 
at HQ USAF, HQ is sooner. 
Ma jor Comma nd a , (Note 7) 
HQ Sepa ra te
Operating Agencies
and Direct 
Reporting Units 

disapproved destroy after 1 year.
at originating
offices 



TABLE 12-1 (Continued) 

R A B c D
 

U
 

l If document. Ire consisting or which are then
 
E or pertain to
 

*39	 engineering data reference copies of data at the EDSCs destroy when superseded,and drawings maintained to service obsolete, inactive, or 
requesters	 when purpose has been 

served, whichever is 
sooner. (see T67-15R5). 

_1.	 . , .~, 1NOTES:	 _ .. ,~ 

2.*	 If the docu entation results in the issua ce of a publication, it s handled -
according t Table 5-1. 

3.	 When small olume makes it more practical file and dispose of wit documentation in -rule	 24. -4.	 See NOTE in Chart 7-3, this manual, for p ocedure when the SF 135 s used as a
 
receipt for classified documents.
 

5.	 Forward to he next higher documentation lanagement office on inac ivation. 
6.	 Documentati n created as a result of AFR 2-41, prescribing direct ve for EDSes on 

non-AFLC ba es, will be disposed of per tlis table. Documentation created as a 
result of A r& 67-28 prescribing dLr ectLve for EDSCs located on AFI~ bases will be 
disposed of per 67-series tables in this n anua L, 

7.	 Retirement 0 Federal Records Center is n( t authorized. 
8.	 Records wil be offered to the National A chives in 5-:-yea;r henblocks the I1)ostrecent 

records are 15 years old (e.g., 1970-74 r cords to be offered in 1 90), 


