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REQUEST FOR RECORD’ISPOSITION AUTHORITY
(See .Instructi™is on reverse)

LEAVE BLANK

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

408 NO '.
cl/w 78 85

1. FROM (AGENCY OR ESTABLISHMENT)
Department of the Army

DATE RECEIVED

3 MM 1978

2. MAJOR SUBDIVISION
Office of The Adjutant General:

3. MINOR SUBDIVISION
Records Management Division

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT.

R. Bonnell 693-1939

NOTIFICATION TO AGENCY

In accordance with the provisions of 44 U.S.C. 3303a the disposal re-
quest, including amglidmentgys approved except for items that may
“d4 Qoved” or “withdrawn” in column 10.
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6. CERTIFICATE OF AGENCY REPRESENTATIVE:

| hereby certify that | 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

] A Request for immediate disposal.

: . page(s) are not now needed for the business of
this agency or will not be needed after the retention periods specified.

xl B Requ or dlsposal after a specmed period of time or request for permanent
reten
C. DATE ’D. S E OF AG EP S T ” TIT.
47& %: 75 OLDAK Chief, Records Management Division
7. 8. DESCRIPTION OF ITEM 9. 10,
ITEM NO. (With Inclusive Dates or Retention Periods) SAMELE 0P | ACTION TAKEN

1. In accordance with CFR 101-11,507(b), request authority
to destroy the nonpermanent paper records listed on the
attached 10 pages after microfilm has proven to be an
The records will be converted to
microform in accordance with 41CFR 101-11,507(c)(2). The
wicrofilmed copies will be held for less than 10 years.

acceptable substitute,

proven to be an acceptable substitute,

a. Destroy paper records after microfilm copies have

b. Dispose of the microfilm copies in accordance with
the standards approved for the original paper records.
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115-107

STANDARD FORM 115

Revised April, 1975

Prescribed by Generai Services
Admunistration

FPMR (41 CFR) 101-11 4



Tne i..lowiug CGCAR TAFFS fi.es consist of paper documencs that are to be converted
to Scott updatavle microfiche, then destroyed. The microfiche will be retained for

the period indicated, then destroyed in accordance with approprlate regulations by
the OCAR Acministrative Office N s - -

TAFFS File Lo, Degcription Volume (Inches)
Clagsification Disposition Annual Accumulation (Iaches)
4

101-02 Office general management files. 11
unclas Degtroy after 1 yr. or on 6

discontinuance
101-03 Office inspection and survey files. 3
unclas Destroy after next comparable 1-1/2

survey.

o -4......_....,.,._..._—_.._‘,\- " .
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101-07 Office records tramnsmittal files. 1
unclas - Destroy when records listed

thereon have been destroyed. 1/2
101-08 Record access files. 1/4
SECRET Destroy on supersession 1/8
101-15 Office mail control files, 2
unclas Destroy after 2 years. 1
101-16 Office financial files, 1/4
unclas Destroy after 1 year or discontinuance. 1/8
101-17 Office service and supply files. 1/8
unclas Destroy 1 year after completion 1/16

of action.

101-18 Office property record files. 1/4

unclas Destroy when superseded - 1/8

101-19 Office equipment approval and 1/4
utilization files.

unclas Destroy when superseded. 1/8

101-20 Classified matter inventory ’ 1/4
reporting files. .

unclas Destroy after next inventory. 1/8
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TAFi. .ile No.

Classification

101-~-23
unclas

101-~-24
unclas

102-01
unclas

102-04

unclas

102-05
unclas

102-07
unclas

[Y
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102-11
unclas

102-12
unclas

102-13
unclas

103-05
unclas & conf.

201-02
unclas & conf.

s

Degzzipeion
Diszposition

Office space assignment record
idles.
Destroy when superseded

Office file numbers files,
Destroy when superseded

Qffice general personnel files.
Destroy after 1 year.

Supervisor/manager employee
record files,
Destroy when superseded

Job description files.

Destroy on abolishment of position.

Pending request files.
Destroy on receipt of notification

Volume (Inches)

Annual

of completion of requested personnel

action.

Securitv awareness files.

Destroy after the next periodic
application or on inactivation of
the office.

Temporary duty travel files.

Destroy after 2 years.

Office military pérsonnel files.
Destroy 1 year after transfer or
separation of individual,

Policy and precedent files.
Destroy individual documents when
superseded or obsolete,

Administrative files.
Destroy after 2 years.

.2

Accumulation (Inches?

1/4
1/8

3 Vi
1-1/2

1/2
1/4

N

1/4 -
1/8



TAFFS 1ile XNo. Description Volume (Inches)
Classivicasion Disposition Annual Accumulation (Inches)

201-06 Staff visit files 1/4 J
unclas Destroy after 2 years. 1/8
201-~07 knference paper files. 46
unclas & conf Destroy when no longer needed to 23
facilitate or control work.
== - 3
-
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215-04 Public service reporting files. 1/6
unclas Destroy after 3 years. 1/16
215-05 Program promotion and recognition 1/8
files, .
unclas Destroy after 2 years. 1/16
TN o
216-04 Space management control files. 1
unclas Destroy when superseded. 1/2
a
o
224-01 IG inspection files (Headquarters, 3
Department of the Army).
unclas Destroy 1 year after the next 1-1/2
comparable inspection.
227-02 Personnel-type order files. 10
unclas Destroy after 5 years. 5
227-03 Publication reference set files. 5
unclas Destroy when superseded. 2-1/2

1
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TAFr: ile No. Description - Volume (Inches)
Clasz:z. ication Disposition Annual Accumulation (Inches
227-14 Printing and binding requisition 1/4
files.
unclas Destroy after 2 years. 1/8
228-02 Historians source files. 1
unclas Destroy 2 years after publication 1/2

of the related volumes,

228-03 Historical inquiry files. 88
unclas Destroy when obsolete or ne longer 44
needed.
305-06 Transmittal letter files., 6
unclas Destroy after 6 months or on 3
discontinuance.
. 3 e
% .
317-02 Status of funds reporting files. 1/4
unclas Destroy after 1 year.
412-06 Feature story review files. 2
unclas Destroy after 6 years, 1
412-10 Public inquiry files. 1/4
unclas Destroy after 2 years. 1/8
505-15 Security compromise case files. 1/4
unclas Destroy 2 years after completion 1/8
of final corrective or disciplinary
action.
508-09 FBI criminal-type reporting files. 1-1/2
unclas Destroy after 3 years. 1
512-03 Foreign national visit reporting 1/4
* files.
unclas Destroy after 2 years. 1/8

603-03 Manpower survey schedule files. 1/4

unclas Destroy after,1l year. 1/8
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Descrip..on Volume (Inches)
Digposition Annual Accumulaticn (Inct
Unit award case files. 1/2

Destroy after 1 year. 1/4

Safety hazard files. 1/4

Destroy after 2 years. i/8

Safety standard files. 1/2

Destroy after 2 years. 1/4

. N -

Eligibility files. 1/2
Destroy after 2 years. 1/4
Eligibility determination files., 1
Destroy after 1 year. 1/2
Inquiry files. 1-1/2
Destroy after 3 months. 3/4
Recruiting advertising media 7
files.

Destroy after 5 years. 3
Examination/enlistment files, 1
Destroy after 18 months. 1/2

Appointment application files. 2
Destroy after 6 months or on 1
discontinuance, whichever 1s first.

Active duty reporting files. 1/4
Destroy after 1 year or on 1/8
discontinuance, whichever is first.

Identification card files. 1/4
Destroy when card is voided prior 1/8
to issue, is replaced, or i1s mno
longer valid.

Informational personnel files. 1/4
Destroy 1 year after transfer or 1/8
separation of the individual.
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TAFI: File No. Description ' Volume (Inches)
Clasgificzcion Dieposition Annual Accumulation (Inches’
708-08 Mobilization designee files. 2

unclas Lestroy 1 year after termination 1

of mobilization designation or on
discontinuance, whichever is first.

710-02 Reserve Cfficer career management 1/4
files,
unclas Destroy on final separation from 1/8

the. Army .Resexve.

714-01 Military personnel distribution 1
control files,
unclas Destroy after 1 year or on discon- 1/2

tinuance, whichever is first.

714-02 Military personnel assignment files.®
unclas Destroy after 1 year or on discon~ 4
tinuance, whichever is first. -
0
114-8 Branch transfer request files. 4
unclas Destroy after 1 year or on discon- 2

tinuance, whichever is first,

715-0: Organization roster files. 1/4
unclas Destroy after 1 year or on discon- 1/8

tinuance, whichever is first.

716-02 Leave of absence files. 8
unclas Destroy after 6 months or on dis- 4
continuance, whichever is first.

716-08 Leave control log files, 6

unclas Destroy after 1 year or on discon-~ 3
tinuance, whichever is first.

717-02 Promotion eligibility roster files. 1l/4

unclas Destroy after 2 years. 1/8

717-07 Reserve Officer promotion files, 1/4

unclas Destroy after 2 years. 1/8

717-08 Reserve general officer promotion 1/8
files.

unclas Destroy after 2 years. 1/16
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unclas

1003-03
unclas

1009-G7

unclas

Desczriprion
Disposition

Reduction in grade file,
Destroy after 3 months or on dis-
continuance.

Approved military award case files.
Destroy after 1l year.

Disciplinary status files.
Destroy after 1 year or on discon-
tinuance.

Discharge board proceedings files.

Destroy after 2 years.

Administrative files.
Destroy after 2 years.

Administrative files.
Destroy after 2 years or on dis-
continuance.

Training inspection files.
Destroy after 2 years.

Target practice files.
Destroy after 1 year or on discon-
tinuance.

Equivalent training authoriziation
approval files,
Destroy after 5 years.

Reserve training project files,
Destroy 2 years after completion

of the project or on discontinuance.

Foreign national reserve training
files,

Volume (Inches)

Annual Accumulation (Inches)

1/8
1/16

1/2
1/4
1/4
1/8

1/4
1/8

1/4
1/8

1

1/2
1/4
1/8

1/4

Destroy after 2 years or on discon- 1/8

tinuance.
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TA™T% File No. Descripiion ’ Volune (Inches)
Classification Disgosition Annual Accumulation (Inches)
1012-0¢ Student selection files. 2

unclas Destroy 2 years after close of 1

school year.

1191-02 Administrative files, 1

unclas Destroy after 2 years or on discon- 1/2
tinuaace.

1107-09 Film newsletter files. 1/4

unclas Destroy on supersession or obsoles- 1/8

' cence,

1111-14 Flight regulation violation files, 1/4

unclas Destroy 1 year after case is closed.l/8
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umedes

SV

A

1401-03 Agreement files, 12

unclas Destroy 6 years after supersession. 6

1401-04 Orientation and briefing files. 24

unclas Destroy on supersession or obsoles- 12
cence,

1401-06 Staff visit files, - : 1/2

unclas Destroy after 2 years. 1/4

1401-07 Reference paper files., 300

unclas Destroy when no longer needed to 150
facilitate or control work.

1414-07 Materiel allowance files. . 6

unclas Destroy 1 year after supersession. 3

1416-10 Supply or equipment authorization 6
files.

unclas Destroy when incorporated in a num- 3

bered publication or on rescission,
whichever is first.

1]
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TAF. " File No. Descrintion . Volume (Inches)

Classification Dis;osition Annual Accumulation {(Inches!

1416-10 Supply or equipment authorization 1-1/2
files.

unclas Destroy when incorporated in a 3/4
numbered publication or on rescission
whichever is first.

14616-36 Alrcraft distribution and transfer 6
files.

unclas Destroy on final disposition of the 3
aircraft.

1420-29 Army aircraft inventory, status, 12
and flying time reporting files.

unclas Destroy after 2 years. 6

1421-07 Labor pool and equipment operating 6
files.

unclas Destroy after 6 months. 3

1430-03 Status of publication files. 1/4

unclas Destroy after 1 year. 1/8

1501-02 Administrative files. 40

unclas Destroy after 2 years or on dis- 20
continuance.

1501-07 Reference paper files. 36

unclas Destroy when no longer needed to 18

facilitate or control work.

= [
1503-03 Acquisition files. 1/4
unclas Destroy 6 years after approval of 1/8

the completed real estate audit.

1504-20 Real property utilization files. 1/4
unclas ~ Destroy after 2 years or on dis- 1/8

continuance of the installation.
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TLFFZ Tiie No. Dezeription ' Volume (Inches)
Classzification Disposition Annual Accumulation (Inches
1505-02 Disposal files. 48

unclas Destroy 6 years after disposal 24

action on the property.

e

- "
1515-10 Cost estimating files. 1/2
unclas Destroy on discontinuance of the 1/4

function to which they relate.

1515-19 Progress reporting files. 1/4
unclas Destroy after 5 years. 1/8
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