REQUEST FOR RECORDS DISPOSITION AUTHORITY
(See Instructions on reverse)

LEAVE BLAMK

OB NO

TO GENERAL SERVICES ADMINISTRATION

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

1L/Vc':/—/ﬁ‘/:’V'c:*’ GALO

Y- 20 P5

T FROM (Agency or establishment)
DEPARTMENT OF THE AIR FORCE

NOTIFICATION TO AGENCY

in accordance with the provisions of 44 USC 3305

2 MAJOR SUBDIVISION

Directorate of Administration, HQ USAF

the disposs! request, including smendments, 1§ approvec
except for imms that may bs marked “‘disposition not

3. MINOR SUBDIVISION
Records Mgt Branch
& NAME OF PERSON WITH WHOM TO CONFER

Mr. R. P. Dwyer

6. CERTIFICATE OF AGENCY REPR N

| hereby certify that | am authorized to act for this agency in
that the records proposed for disposal in’ this Request of

approved’ or “withdrawn’ m column 10 If no records
are propossd for dispom!, the signature of the Archivist is
not required

S. TELEPHONE EXT. |JDATE ARCHIVIST OF THE UNITED STATES

694-3494

1V

Tatters pertaining to the disposal of the agency's records,
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 Generai
Accounting Office, if required under the provisions of Titie 8 of the GAD Manual for Guidance of Federal Agencies, ts

attached.

A GAO concurrence. D is attached, or @ iS unnecessary.

8 DATE

15 MAR 1985

[4

. SIGNATURE OF AGENCY REPRESENTATIVE

9% e T (Qe«,ufc_

D. TITLE

GRACE T. ROWE
Records Mgt Branc

7
ITEM
NO

(With Incluswe Dates or Retention Pernods)

10 ACTION
TAKEN
(NARS USE
ONLY)

9 GRS OR
SUPERSEDED
JOB
CITATION

8 DESCRIPTION OF ITEM

CORRESPONDENCE, MESSAGES, AND PRQOJECT FILES

(Applicable to HQ USAF Only)

(Table 10-1)

Rule 1 general correspondence (permanent) at HQ USAF applies
only to Air Staff offices other than the Office of the Chief
of Staff. Reason is that Secretary of the Air Force and
Office of the Chief of Staff correspondence is not retired
to WNRC under the Air Force Subjective Classification
System. Instead, the correspondence is retired to WNRC
using a numerical file system. -A computer data base index
is used to keep track of this correspondence, and a paper
copy of the index applicable to the correspondence records
retired is included in the records shipment to WNRC.

Rule 1.1. Added to retire correspondence created/signed by
Secretary of the Air Force and the Office of the Chief of
Staff, and & reference index, as explained above.

Rule 1.2.
to keep track of Rule 1.1 correspondence.

ually data abstracted from input/source documents (corre-
spon d~g£g_22£fgésga;§ input to a file and not
required to reconstruc

tenmﬁiigi__gséégg#;gg these
records whengo longer needed suits Air Fo veeds .

Note 7. Added for purpose explained in the note.

Added to cover the computer data base index used
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TABLE 10-1

COSRESPONDENGE, MESSAGES, AND PROJECT FILPS
R A B C D
U
L If documents are consisting of which are then
E or pertain to
1 general correspondence (no change) (no change) retire as permanent (note 1).
(permanent) ~
1.1 rule 1 Secretary of the Air | at HQ USAF/DAE (Execu-
* Force and Office of the tive Services Division)
' Chief of Staff correspon-
dence filed numerically
with reference index
¥red.re as Permanenk

1.2 computer data base index

(note 7).%% 4 2 VARA
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10.>-Admiiistrative.Communications, These tables cover general corrspondence, messagesn adi:ﬁﬂisttaﬁire orders‘and
othen admmmratxve mcords not covered elsewhere.. -

| TABLE 10-1 l — - e
CORRESPONDEN SSAGES, AND PROJECT FILES |- - - L
R A | B c I o -
U
L | If the records are or
E pertain to consisting of which are then
1 general correspondence | letters, indorsements, memoranda, reports, and at HQ USAF/ retire as permanent (see note
(permanent) related data involving a variety of subjects (not MAJCOMs/major subor- }|1)
appropnate for filing with other records series) dinate commands func-
and categorized under the AF Subjective Classi- tional OPRs
fication System except office administration, cre-
ated or received that records policy making and
program management guidance for which- the
office has pnmary responsibilit
2 general correspondence | categonzed under the AF Subjective Classification destroy after 1 year
(temporary) System and created or received by any office not
| covered by rule 1
3 duplicate files kept by action officers, supervisors,
or supervisory or momtoring offices when record
copies or official file copies are filed elsewhere 1n
| the same orgamzational element (see note 3)
1 that portion of the correspondence files, cate- at HQ USAF/
gorized under the AF Subjective Classification MAJCOMs/major sub-
System, that does not document pohcy making ordinate commands func-
and program gumdance tional OPRs (see note 4)
4 transitory matenal transmittal records that add no significant informa- destroy 3 months after
tion to material transmitted, not needed to docu- monthly cutoff or when no
ment specific functions or actions, but are of refer- longer needed, whichever 18
ence value and are kept 1n a separate chron- sooner.
ological file
5 reading file extra copies of letters, messages or other records destroy 1 year after monthly
used for penodic review by office staff, as a cross- cutoff or when no longer
reference to the record copies filed in the same needed, whichever 1s sooner
office, for signature control, preparation of
penodic reports, or for similar administrative pur-
poses, and are maintained 1n a separate chrono-
logical file
6 message file extra copies of messages, except those covered destroy 6 months after
elsewhere 1n this table or table 100~14 or those monthly cutoff or when no
filed with other records senes used as a cross— longer needed, whichever 1s
reference to the record copies or file copies, and sooner
are maintained in a separate file by date-time
group, control number or some other finding
feature
6.1 copies of separate series messages maintained as a destroy after 1 year or when
policy reference file no longer needed, whichever
1s sooner (EXCEPTION de-
stroy EMCs and IMCs when
superseded or rescinded by a
formal pubhication).
62 copies of ALPERSCOM and AIG 8106 "B” and at MAJCOMs, CBPOs, destroy after 1 year (see note
"W” senes messages used as a policy reference file | satellite personnel ac- 5).
and are 1n control number sequence within a cal- tivities and geographically
endar year separated unit personnel
offices
63 record set of ALPERSCOM and AIG “B” and at HQ USAF/MPEA and |[|destroy after 2 years (see note
"W" series messages HQ AFMPC 5).
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' case files-of individual projects/studies relating” to |at OPRs at any level-and _[linclude as background mate-
\lf an oﬁee’ummment function, such-as analyses | which result in 1ssuance of ||nal to the publication and
. | of policies/procedures, or actions or changes in a publication dispose of according to table
z- | the manner or method of planning, direcung, con- 5~1.
* ] rollmg, or doing work (do not include man-
{ agement studies covered in table 25~1, cost stu-
- dies, n table 173~1, R&D projects/studies 1n
f 80-sertes tables, or any other project or study
covered elsewhere 1n volume II of this regulation)

. 8 at major subordinate com- |{destroy 20 years after com-
mand OPRs and above, pletion of project/study or
and do not result n 1ssu- when no longer needed.

-  ance of a publication
9 S . - below major subordinate destroy 2 years after proj-
: command OPRs, and do ect/study 1s closed.
i not result 1n issuance of a
' : ‘ publication
i 10 background and working matenals, such as routine destroy when no longer
S . requests for reports or data, routine correspon- needed or on completion of
dence concermng administration of the the project/study, whichever
i, f project/study, extra copies of records or reference 18 sooner
2y matenals, data analyses and summaries, drafts, and
: 5 . other preliminary papers leading to final results or
} ‘li ) - findings not needed to document the project/study
! 3 .1 any of the material identified 1n rules 7-10 above | at offices other than OPRs
i and not needed to document other records senies (such as momtonng, con-
i trol or feeder offices)
: 12 staff meetings and record copies of agenda, minutes and related cor- | at major subordinate com- ||retire as permanent (note 1)
l’% ‘ . conferences (not respondence (see table 25-3 for AF committee and | mands and above
s ) : covered elsewhere) board records and for sound recordings) not filed
with another series
121} ---—- - o recorded 1n other senies destroy after 1 year.
.\ 13 - | record copies not filed with another series below major subordinate destroy after 1 year, on wac-
k ; commands tivation of activity, or when
| . no longer needed, whichever
! = - 18 sooner
I 14 mnformation copies not filed with another series
; 18 block asmignment of messages/letters correspondence relating to imtial | at MAJCOM AIG man- place in mactive file on can-
. address indicating assignment of AIG block and any subsequent agers (or at any lower cellation of the block, des-
groups (AIG) numbers | changes or adjustments level to which AIG man- ||troy after 1 year
agement authonty s dele-
gated)
16 address indicating messages/letters of promulgation, copies of each at cogmizant authorities destroy after 3 months (note
group case files modification or recap, and related correspondence | and AIG managers 6)
17 form or guide letters coordination copy of form or guide letters at approving authorities destroy when superseded or
. obsolete.

NOTBS
1. Rule 1 applies to correspondence and other data of the type described in AFR 12-50, volume I, paragraph 3-4 which are not filed as, or filed
with, a separate series 1dentified: elsewhere 1 volume II of this regulation. The file 18 not screened or a further segregation attempted to separate
;. permanent from temporary when the file 1s cutoff or retired, except as provided for in AFR 12-50, volume I, paragraph 7-4b. Offer records to
National Archives 1n S5~year blocks when latest record is 25 years old.
. RESERVED.
3 Rule 3 applies when an entire file consists of duplicate copies mamntained for momtoring purposes
4. Offices which are subject to conditions m rule 1 will use rule 1 and 3.1 for their correspondence files.
iy S." Retain in active file until eligible for destruction.
6. Cutoff as-of end of month 1n which cancelled or in which recapped, except retain 1nitial promulganon message/letter with background matenal
with recap correspondence until AIG is cancelled.
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Part I - Master Files

File function/
Item designation Consisting of Which are Then
19 Federal loan data on individual loans data on Submit SF 115,
and/or grant or grant applications characteristics of Request for
file or awards individual Records
applicants or Disposition
recipients and Authority.
their awards

20 summary or Dispose of after
aggregate fiscal three or more
values used for update cycles.
accounting purposes

~ 21 Information indexes or tracking used to facilitate Dispose of as
retrieval file [systems to textual access to these provided for the
or nontextual records materials related records.

22 indexes to "library used to facilitate Dispose of as

materials” access to published reference
documents or material.
reports.

23 Summary file |aggregates of created from files Submit SF 115,

individual observations not authorized for Request for
’ disposal under this Records
General Records Disposition
Schedule Authority.

24 created from files Dispose of
authorized for as provided
disposal under this for related
General Records data.

Schedule
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