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ITEM NO 
DESCRIPTION OF ITEM 

(With I clusrve Dates or Retention Periods) 

!II. 
SAMPLE OR 

JOB NO 

~o 
ACTION TAKEN 

MAIL MOVEMENT RECORDS 
(Table 182-3)

(Applicable Air Force-wide) 

The purpose of this submission is to change the retention 
period for billing and shipping documents generated by 
United Parcel Service (UPS) to allow for the variance in 
retention periods required by UPS contracts. The 
extension is also required for processing claims against
the UPS. 
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This recommended change has been coordinated with GAO. 
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L If documents arc consisting of 
E-. or pertain to 

j' 5 small-parcel
records 

shipment billing or 
mentation 
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I which are 

generated by the United 
Parcel Service or any
other small-parcel
shipping company 

for material sent as 
part of the Foreign
Military Sales/Security 
Assistance Program
which may be needed to 
answer a Report of Item 
Discrepancy 

J) =l 
then 

destroy after 1 year, or as 
specified in UPS contract, which-
ever is longer. 

destroy 2 years after shipping/
billing date, or as specified
in UPS contrAct, whichever is 

~longer. 
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TABLE 182-3 J 
MAIL MOVEHEN'l J 
R	 A 

U 
L If documents are or pertain toE 

receipt and dispatch of mill (note) 
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CIl 5 small-parcel shipment records ..... 
CIl 
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6	 Irregular make-up and dispatch of 
maal 
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7 irregular handling of mail 
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incoadna cOIIIII&Ddpoucb 

Note: When an APO or Aerial Mall Terminal 

B	 C 

conslsUog of	 wblcb .re 

mail manifests (PS Form 2900, for rcaistercd mad
 
~V-7. Alaskan Air Hail Dispat~l

~ecord, Transportation Control
 
~ovement Document (TCHD), AV-7
 
and Transportation Control Num for nonregistered mail
 
ber (TeN) log forms filed with
 
!basic documents. and similar
 
forms, or mechanical
 
substitutes)
 

mail marufest	 used for movement of mall by OlBaOJ-
zanonal aucraft, rll11or vehicle 

daaly mad dispatch data at postal acuviues 

bI11lDg or ehippiog	 generated by the 
doOUllllnta tion	 UDIted Au'Cel Service
 

or a~ other IIIIIlll-parcel
 
shipping compaqy
 

tor material sent as part 
ot the Fore1p HilitaJ7 
Sales/securIty Assistance 
Program which may be needed 
to &D8wr a Report ot Item 
DIscrepancy 

documents	 at ciled postal activities 

at other than cited postal activities 

at MAlCOM postal squadrons 

at Originating activity 

sbnple control log	 used to record pouch number 

Is closed, record I of reglltered mall on USPS form I are analled to serving postmater 
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tben 

destroy after 2 years. 

destroy after I year. 

destroy after 3 months. 

destroy after I year. 

destroy a!'tAr 1 yearJ d<.. a.<>
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destroy 2 years arter
 
shIpplDg/bllliog date,
 
WhIchever is later.
 

destroy 6 months after remedial
 
acuon is completed
 

destroy after 6 months. 

destroy after 2 years
 

destroy after 6 months
 

destroy after 3 months.
 -
(Milltuy Records Unit). 
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