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(HILL) AFI 37-138, March 1994,is supplemented as follows:

SUMMARY OF REVISIONS
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Chapter 1
OVERVIEW AND OBJEC TIVES

1.1 Overview o the RecordsDisposition Program. Each military agency head must economically
and dficiently managethe agerty's records. See 4 United States Co@ 3101-3107 and 3301-3314,
National Archives and Records Adnstration; 36 Code of Federal Regatlons, Chapter X1, Subchapter
B, Records Managesnt, and applicable regulations bthe GeneraServicesAdministration(GSA), Gen-
eral Accowuting Office (GAO), andDepatment of Defense (BD). In the Air Force, ecaomical and
efficient records mamagement involvs:

Scheduling dlrecords fa retention or periodicebtruction.

Preserving recordghat reflect the organization functions, policies, decisiors, procedurs, and
essentiad trarsactions of theAir Force.

Preserving recordshat protect the leg andfinarcial rights of the Government and of in@tluals
thatAir Force actions ditly affect.

Offering records 6 endurirg valuefor pemanent preservationn the NationbArchives.
Promptly ard systematically dsposing ofrecords of temporary value.
Seting upsafeguardsgaing illegal removal,loss, or destruction of records.

1.1.1. Do not dispose d any recad withou the speific authority of the Archivist of the United
States.

1.1.2 SeeAFl 37-122,Air Force Reords Managenent Program (formerly AFR 4-74, for specific
responsibilities.

1.2 Objectives ofthe Records Dispositian Program:

1.2.1 Retirelongterm recordg9 years old or ole) to authaized Federal reords cengrs.

1.22. Transfer shortterm records (less than 9 wes old) b authaized locd stagirg areas.

1.23. Dispos of shortterm holdings asoon as authorized.

1.24. Dispose annuallyfoa volurre of recordsat least equato the volume created, keeping Ai Farce
holdings from incresing.
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Chapter 2
CATEGORIES OF RECORDS

2.1 Official Records. Official records includ&ll books, pagers, mays, photographsmachine+eadable
materids, or other documentary materids, regardessof physcd form or charaderidics, that the Air
Force makesr receives under Federalaw o during the course of its public busines ard keeps:

* As evidence ofts organizationfunctions, policies,decisions,procedurs, opeations, or other
activities.
* Beause ¢ thematerial'sinformational value.

EXCEPTION: Library and museum material thaserves onlyfor referenceor exhibtion purposs, stocks
of publicationsand blak forms.

NOTE:
Official records ae public recordsand lelong to the office, rather tha the official.

2.11. Collections of dficial recordsare known as fiicial files. Remove or dgtroy official records
only in accordance with ARMAN 37-139, Disposition of Reords--Sandards (formerly AFR 4-20,
volume 2, or other diectives authorized in this instructio Dispose of cissified oficial records in
accordane with AFMAN 37-13 andAFl 31-401,Information Sectty Program Manageme (for-
merly DoD 5200.1-R/AFR 205-1).

2.2 Personal Pgers. Personal papes which relatesolely to an individual's private afairs include:
» Papersthat theindividual aeated before enteng Governmenservice.

* Private materials that the individualdught into, created,raeceived in the dice but notelated
to Government ksiness.

* Work-related pesond papers not usedor transacting Government businss.

2.21. Maintain and dispse d correspondence daeignated "persaai” or "private” but relating to the
conduct & public businessin accordance wit 44 U.SC., Chapter 31 RecordsManagenent by Fed-
eral Agerties.

2.22. Do na include clasified informatian in personal papers.

2.2.3 Work-Related Persoal Papers Work-relaied personal gpers includes diarg journals, per-
sonal calendars, and appantment shedules trat contain work-relaed information, but exist for the
official's personal use guch as reminders anckngonal observations on wornlelated topcs) and not
for trarsacting Goernmert busines.

2.23.1 File persoml papers separatelyrobm therecords d the ageoy. NOTE: The Air Force
may lkter designaie some 6 these maerials as officid records, @pendingon thecircumsances
surrounding thei creation, maintenancese, ordispasition.

2.24. Personalopiesof Recordsand Nonrecord Material When oficials leave Governmenerss
vice, they might wish to take copies o particular agency papers, working papers, and nonrecad
materals, especiallyfithey plarto continue weking in thesamefield or write memois. With agency
approval, Government dicials may take nonrecord copies of docursganid copies afaterials they
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drafted, reviewd, or otherwie acted upm. The officials begin leepingextra cqiesof such docu-
mentsfrom the beginning of their Gosrnmert careers.

2.2.41. Even i officials have not been keeping extra mspd documend, the agency may
arrange to makeelectel copiesfor them befare their deprture.

2.25. Presidential appointees ad ather officials in policy-making positions may donate personal
papers and extra copiekatficial papers that they created or acted upon during tiéyen d office to
a presidentiallibrary, the National Archives, or tle Air ForceHistorical Research Agency (AFRA),
Maxwell Air Force Base, AL 36119.EXCEPTION: The donated ppers must notcontain classified
materal or compartmentedestricted dta, or formerly restrictd data.

2.25.1 Those doneswho qualify according 6 AFI 31-401 might gairfuture acess to clasified
materal.

2.2.5.2. The dficial may choose to disposeof the referene (or extra copy) file according to
approved dispgaition.

2.25.3 The dono may restrict access o donated materials.

2.3. Removd of Documerts. Officials may not remove thee types of records:

The oficial record copyor extract from ary suchdocument.
Classified information AFl 31-401,restricted data, alformerly restricted dat.

Diaries tha contain oficial scledues d meetings,appantmens, field trips, or other official
activitiesusedto transat Government business.

A copy of a document containingiformatian exempt from publicreleaseunder the Feedom of
Information Act or stampedFOR OFRFCIAL USE ONLY," whether i is the officialrecord copy
or an exta copy(see AFl 37-131,Freedan of Information Ad Progam [formely AFR 4-33)).

Documents abdusensitive @ Privacy Act materal.

Preliminary o draft document$rom other Government organizations, includingefgn gowern-
mens.

Material (including extra copst whose removal would create a gap iretlegical seqence of
essential record

Documentgequired to trarect dficial business & the Air Force or to help in the decsion-mak-
ing proces.

2.4. Documents Which May Be Removed Officials may remove:

Pesond and private unclassified papers that b notreferto dfficial business.
Referene booksand other prsonal items broughtdém private life.

Extra copies of uncladgied papergwith agency approvalthat they have dfted, reviewed, or
otheawise acted upon.EXCEPTIONS The removal:

Will not diminish the official files of the Air Force.
Violatesnationalsecurity infamation requirements, including:

- Foreign goverment informatian disclosure.
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- Privagy.
- Other interest protected bylaw.
* Exceeds nomal administratie econamies.

2.5 Statutory and Regulaory Limi tations:

2.5.1 Classify dficial informatian accordirg to Executive Order 12356National Security Informa-
tion, 2 April 1982, and AR 31-401.

2.5.2 Retiring officials (or those leaving ffice) who remove clasified mateial face penéies,
including impgisonmentaccording to 18 L5.C., Chapter 101, S#ion 2071, Records ard Repats.

2.5.3 Individualswho qualfy underAF| 31-401 (formerly DoD 5200.2R/AFR 205-1) may get lim-
ited future acess toclassified records.

2.6. Removd Procedures:

2.6.1 Check with the pogram manag or the records manag(RM) to ensure that you may remove
therecads.

2.6.2 Using SF135, Records Transmittal and Receipt, identify the documentsthat you vant to
remove.

2.7. Private Organizations' Records.The records of private @anizatios (sich as the Ararican Red

Cross, Air ForcéAid Society, fe@ral credit wions, various natinal scoutingorganizations, Little

League,American Legion, hoblp clubs, and otér specid interest groups) srving Air Foree comnunities

are not official records wihin the scopef this instruction. (See AFI 34-123, Private Organizations on
Air Force Installations, [formerly AFR 34-4], for more details o private organizatios.)

2.8. Pamanent Records. Permanent records include those that the Archivist of the United States
decides hawenduring vale becase:

» They documetthe organizatia and functions @ the Air Force.

* They contain significaninformaton on personghings(such as hstoric buildings @ manufac-
tured objects)places, evens, problens, ard conditionswith which the Air Force haslealt.

2.8.1. Persomel justfy recordsthatthey considerworthy of permanert reteriion (see pragraph
9.3.2.

2.8.2. Only the Archivist of the United States approves the pemanent retention of records. Such
approvals take theform of appopriate disposition standards published in:

« AFMAN 37-139.
* U.S.C. Chapter 33, Dispalsof Records.
« The National Achivesand Records Administration, General Records Schedule

* FIRMR, Federhinformation ResourcesManagemeniRegulation41 Code of Fedeld&egula-
tions (GSA).
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2.9, Temporary Records.Any records cetermined by theArchivist of the Unitd States o haveinsuffi-
cient value towarrant its peservation bythe National Archives. These records aredisposable ater a
fixed peria of time a after an evert and accordig to disposition schedules AFMAN 37-139.

2.10 Unscheduled Reords. Unschediled records are tise nd dispcsable under thé&eneralRecords
Schedules; thosthat have nobeen approved by NARAhose described but nd authorzed for dispcsal

by NARA becage they are oriDisposition Pending'statusor NARA has not completed the appraisal.
Do nat retire urscheduled records to reordsceners without spedal permisson from SAF/AAIQ who
will send arequestto NARA to waive theserestictions.

2.11 Recordsin Other Than Paper Fom. Theserecads include:
» Data o optical dsks, magretic tapes, floppy disksor drums.
* Records a hard disks andrni electronic databas.
» Paper tape

* Information on micoform (such asroll films, aperture card, fil m jackets, micrdfiche, ultrafiche,
video disks, and tapes).

* Audiovisud records (sut asmotion picturesstill photogaphy,and sound recordngs).

The same general principles ofrecords evaluatiorand the sgcific dispasition instructions presribed in
AFMAN 37-139 appy regardlss d physicalform a characteristicef the medim used. Retan any of
the above media containing recods of differing retertion periods in a sydem for the longeg periods
authaized by ary recorded datan the system.

2.11.1 Prepare aAF Fom 525,Records Dispodiion Recanmendation, in accordancevith para-
graph 92 for ary records notcovered in AFMAN 37-139. Sulmit the AF Fom 525 through channels
to SAF/AAIQ. When evaluatirg records in otler than papr form consider:

* Whether dlinformation contaied in souce docunents are commited to the system.

* Whetherthe mediun involved wil prove satisfactoy for future referencerequrements(such
asaudits, acountabiity, backup daato reports, ad soforth).

» Whether optal dsks, electronicrecords, or microforms ae duplications d record, substitu-
tions ofrecords or nev records.

* Whethertherecordsmeet the requirements dhe NARA, and GSA concerning the losigrm
retention value 6 audiovisual ocartogaphicrecords(see paagraph 3.71.4 am 3.7.2).

2.12 Vital Records During Emergency.The Federal vital records progam includestwo basic catego-
ries: emergercy operating recordand rightsand interet records.

2.121. Emagency opeating recordsyhich serve theFederal Government f the country is attacked,
includerecads necssary for:

* The miitary effort.

* The mobilzation and potection of material, personneservices, and sgtems.

* Maintename of publc health, sfety, order ad theconduct ofcivil defense activities.

2.12.11. Emergency opating centers must kedpeserecordsimmediately available.
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2.121.2 The HQ USAF Deputy Chief of Stdf Plansand Operations, manages theeegercy
operaton program for theéir Force as part of theAir Force Continuity of Operatiams Plan, the
USAF Operation and Mdoili zation Plan, and aher contingency war or planning programs (®e
AFI| 10-208,Continuity of Opeations Plannin¢ [formerly AFR55-105] and AFI 10-4010pera-
tion Plan andConcept Plan Bvelopment ad Implementatior [formerly AFR 28-3).

2.12.2 Rights and interestcords, which uphdd the legal rights ahinterests of individual citizens
and theirGovernment, include:

» Social secuity records.

* Retrementrecads.

» Payroll records.

* Insurance record.

* Valuable reearch reords.

2.12.21. TheSocial Security Admirdration meintains social security recad
2.122.2 The Ofice of Personnel Managnert maintains civilia retiremer records.

2.122.3 The Air ForceMilitary Personnel and the iAtorce Reerve Pesonnel Centersend the
military personel retirement records to theahlonal Personnel Reords Center9700Page Ave-
nue, $ Louis, MO 631125100.

2.122.4. The Defense Fnance and Accounting Service (DFAS) maintains payroll recordsand
accompanying insuraneecords.

2.12.25. The offices of primaty responsibility (OPR) send research records to federal records
centers.

2.12.2.6. The OPRs generally send valuable (permanent) research records to the Washington
NationalRecordsCenter (WNRC).

2.12.2.7 The National Archives stores, proiects, andmaintains rightsand interest vital records
for agencies dgiring more pemmanentstorage of their vital records.

2.122.8. Each NARA records enter has environmentallgontrolledspace forstoring vital
records an magnetic &pe aml photogaphic film.

2.122.9. Offices transfer rightand interest record4o a recordgenterby contating SAFAAIQ,
which decides wit the Ofice of Federal Records Centers Operatits in Washingtan D.C., which
Federal recads centerreceiwes therecads.

2.13 Contractors Records.Handlerecordsrelatingto work that cortractas performin accordance
with:

» TheFederal Aquisition Regulation (FAR).
* The Defense Feder@cquisitionRegulation Supplement (DFARS) (whappicable).

2.131. Whencontracts involve creating data fadhe Govenment's use, iderfyi the background data
that contractors muddeliver to the Govenment for posible reuse.

2.13.1.1 Beforeidentifying the backgrood datathat contractors must deliver tbe Government,
program and contractyofficers workwith records and fimrmation managers and historians and,
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when appropate, with other Govenment agencies teensure that all Govement needsare met,
especially when tte data supports new Ar Force missions @ new Government pograrns.

2.131.2 When tle background datincludeselectronc records, the OPR reqes the contactors

to deliver enough techracdocumentation to let the Air Force or other Government agenss
the dah

2.131.3 Manage all data created for Goveent use or legally controlled by the Government in
accordane with the records maragement procedures in this instruction.
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Chapter 3
DISPOSITION PROCEDURES

3.1. Authority and | mplemertation:

3.1.1 In addition b the guidelinesn thisinstruction, follow tke dispositionstandardghat the Archi-
vist of the United States ard the Air Force have authorizétin AFMAN 37-139.

3.12. Dont make pesonal decisions b destroy Air Fore records aml those in other directives autho-
rized by this instruction may be egto dispee of Air Force records, including supporing or related
records. EXCEPTION:

» Dispose of specid intelligence recordgper USAFINTEL201-1, The Secuity, Use,and Dis-
seminatio of Sensitive Compamented Informatior (SCI) (U), tables 131 through 133 and
AF| 36-2608 [formerly AFR 35-44] for records that ae included n the miitary personnel
mastemrecad.

3.1.3 Usedestruction methods andrnpcedues in AFI 31-40L as autheity for dsposing ¢ classified
documentary records. EXCEPTION: Destroy nonrecord classfied naterial and other temporary
materal, suchasextracopy filesand publicatios, and other materialexcluded from theefinition of
records assoon as theirtended purposes iserved.

3.14. When dsposition schedules andstandardschang periodically kecawse of new requiremnts,
procedues, andmethods, fdlow theserules:

3.14.1 When a changedBkeduleincreasestheretention paod, appy thestandardo all records
(including inative and cutof records) of that deription, regardless of where thg are maintained
or whenthey were created.

3.14.2 When a chnged schdule rediwces the retention period, apply tstandardretroactively.
EXCEPTION: Specift instructions b the contrary for individualases.

3.2. Retertion and Retir ement Stardards:

3.2.1 Records Identified n AFMAN 37-139.
3.2.1.1 Usetable 3.1 o cut off recordsdentified in AFMAN 37-139.

EXCEPTIONS:
* Notel allows atemporary extension.
» Emergeng retirement or dispgal conditionsm paragraphs 34 and 3.5 dthis instruction
apply.
» Exceptions tha this publiation andAFMAN 37-13 authaize.

3.2.1.2 Retireall Air Forcerecordswith aretention paod o 9 years omare to the Washington
National Rewrds Center (WNRC), Washngton DC 20409. EXCEPTION: AFMAN 37-139
specifes awther Federal recds cener (such a the Nationd Per®nnel Reords Catersin St
Louis, MO for personal and medical records or tiRocky Mountain Federal Archives in Denver
CO, for Air Force Acadeny records).
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3.21.3 Tables in AMAN 37-139 includespecific standads fa cutdf, settirg up inactive files,
retention periods, and specit instuctions ado the agganiztional levels at which the disposition
instructions apply. In most cases, hwever, mly gereral dispsition instructions &ist, such as
"destroy after3 montls," "2 years," "10 years' "when supersesd,” and so forth. Regardless of
the dispaition standardsretention periods begin aftethe cutdf of a file, rather than theates of
individual records inafile unless otherwisatated. EXCEPTION: Use cutoff proceduresri table
3.1 to determinesutoff on files disposition control label.

3.21.4. Normally, destroyrecords thatre disposable within 8 years in AiForcespace, except
on bae closures.

3.21.5 When a bee closas, theRM must first noify SAF/AAIQ through the CommandeBords
Manager (CRM) of thoserecordsthat ae disposable within 8 years.

3.21.6. SAF/AAIQ contacts the NARA, Gifce d Federal Rcords Center Operation, which noti-
fies SAF/AAIQ of aregional records ceter wherethe dosing basemay retre the temporary
records.

This procedurelso applieswhen a basestaging are becomes toarowded for storing records.

3.2.1.7 When ARMAN 37-139 does ndfpecify thelocation of recoslin a disposition sandard,
asumethe standrd to apply Air Force-wide.

Table 3.1. Retention and Retirement Standards for Activ e Air Force Activitie s.

A B C D E
ITEM Records retenRecordsaccumuiCutoff period [Hold in thegand(see noe1l)
tion period lated by current files
area
1 1 month any Air Forceat the end of ea¢l month destroy per
activity month AFMAN 37-139
2 2 months 2 months
3 3 months at the end of ea¢3 months
month(ee nots
2)
4 4 months 4 months
5 6 months 6 months
6 1 year at the end of ea¢l year
calendr or fis-
cal year, as appli-
cable geenote 2)
7 13 months 13 months
8 15 months 15 months
9 18 months 18 months
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A B C D E
ITEM Records retenRecordsaccumu{Cutoff period Hold in thegand(see noel)
tion period lated by current files
area
10 2yeas HQ USAF|at the end of ea¢hyears destroy (see notes 8
offices calendr or fis- and 4) and
cal year, as appli- AFMAN 37-139
cablk(see note 2
11 activities below 1lyea transfer to saging
HQ USAF area where it is
dedroyed after 1
additional year (see
notes 4, 5, 6 and B)
and AFMAN
37-139
12 3to 8 years HQ USAF 3yeas if not eligible for
offices destruction, retirg
to WNRC for
retention (see
notes 3, 4, and 6)
and AFMAN
37-139
13 3to 8 years activities belowjat the end of eachyea transfer to saging
HQ USAF calendr or fis- area where it is
cal year, as appli- destroyed upon
cabk(see note 2 expiration of the
remairder of the
retertion period
(see ntes 4,6, 7,
and 8)
14 9 years to per{HQ U SA F|at the end of ea¢hyeas retireto WNRC for
manent offices calendar or fis- retention (see
cal year, as appli- notes 3, 4, and 10
cablk(see note 2 and AFMAN

37-139
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A B C D E
ITEM Records retenRecordsaccumu{Cutoff period Hold in thegand(see noe1l)
tion period lated by current files
area
15 9 years to peractivities belowat the end of eachyea transferto saging
manent HQ USAF calendr or fis- area where it is
cal year, as appli- retired after 1 addi-
cable tional year to
WNRC or othe
designated recordj
center (see naes 4
7, 8, 9, and
10).Also see
AFMAN 37-139
16 based on anall Air Forcgon the eent or destroy or retire
event or action,|activities completion 6 the according to
such assuper: action stipulated AFMAN 37-139
session, obsols-
cence, off
completion of
action
17 based ona speci- on the eent orffor the appro-|destroy or retire
fied time perod completion dthelpriate timegaccording to
after an eventor action stipu4period as sgc-|AFMAN 37-139
action, such ag lated, cutoff andgifiedin items1
audit, final pay} placein theinac-|through 15
ment, sette- tive file, at thg
ment of aclaim, end of ead cd-
competion of a endar or fiscal
projed, closing year, asapplica-
of acase file, etc ble
NOTES:

1. CRMsmay authoze a tempaoary extensionda disposition standadsin AFMAN 37-139 pendig pro-

cessing of r

equst as indiated below. This ako applies ¢ other govanments' laws oragreementswith

the USwhichspecfty longer retention periodsf a temporay extersion is granted by the &M, retain the

recordsand

&nd thefollowing information immediately by lettethrough channelt® SAF/AAIQ:

De<ription of records and prescribingrdctives; table ard rule rom AFMAN 37-139
coveringrecords; length d requested extension; volume akcords involved;reasonsfor
extension.

A statement oftte curent and proposed phyai location of the records, including infe
mation on wiether the record havebeen or wil be trarsferred to oneor mae federal

15



16 AF| 37-138 10%6A

records cengrs. SAF/AAIQ will advisethe (RM of final action. If the requst is disap-
proved, follow the disposition criteriain appropiate AFMAN 37-139, tatd and rule. If

approved, the (RM issuesan authoization letter to theequesting activity for atachment
to therelated files plan

2. Transitory and rading files, and othe large volumes of 3- to 6-month retentibles arecut off at the
end ofeach month. Weén volume or othecircunstances justifyand if the RM approves, cuoff records
with aretention perial of 1 yearor less an a daily, weeklymonthly, & ssmiannual basis, andretain for
the prescribed retentia period.

3. If office space is urgently eeded for current records, before tetention period within the tite
expires, ®e paragram 7.22.

4. Comply with paragrap 6.7.6 befae retring clasified recordsto a staging areaor records center.
5. If thereis no staging eea, retain and destrg in the currert files area.

6. Retainif the RMapproves smallvolumes 6 2 to 8-yearetention in the cuent filesarea until eligible
for disposa or retirement, if tke office does not eed additionaspace or equipment.

7. If there is no staging arear theaccumulating &fice is not in close ximity to an Air Face installa-
tion having astaging area, transfer recordsth a 3 to 8-year retention to the Bgional FederaRecords
Center srving the area, proded the CRM and NRA approve and the recordenteragrees to acept the
records. Under the sameircumstances for 9-year-to-pamanent ecords, retain in currentifes area for 2
yearsafter cutoff, then retie through tte organization's reords manager) to WRC or other designated
records enters.

8. If the office needsspace for current records, transfer noncurrent rectovdie stagirg area earlier, if
the RM responsiblefor the sugrvision ofthe stagig areaapprove.

9. The CRM may appove an extensionfaetention perial for recordsneededfor longerthan 2 years
after cutdf becawe of frequen reference.Annotate the relatd SF 135 acording to figure 6.4 instruc-
tions. Send in reque for extersion to SAF/AAQ who must gt NARA's approval foextension of reten-
tion period. Place recats authorized r inddfinite retention atthe installation(such as certain civil
engineering recordsndequipmert historical files)which are relatively inactive and have inequent ref-
erence in the local staging area by muégeeemert between the accumulatingfode and theRM respon-
siblefor the survision d the stagig area.

10. Hold locally seriesnotretireable ® WNRC a NPRC undeparagraphs 6.4.2.6 a6d4.2.7.

3.22. Records That AFMAN 37-139 Does Nutentify. When personnel receive oreate records
that AFMAN 37%139does not ientify, they follow paragraph 9.2f @his instruction. If the records
take up file spa&e that is needed for active material, transfer them to a séging area that the CRM
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assgns untl final disposition. Sexd acopy of the SF 135 tdé baseRM and the CRM whenyou
trarsfertherecads to a séging area.

3.3 Emergency Reirement. In hostile or potentially hostile aas, during war, @ when war seems
imminent get agrement between thechief of the office of recordthe RM the (RM, SAF/AAIQ, and
NARA to retre records with a retention period of m®than2 years to the proper Federal recadenter
at ary time aftercutoff if:

3.3.1 Records may be destoyed by hostile o potentially hostile actimand the records arealuable
enoud to saveuntil the namal retenion peria encs.

3.31.1 Officesretiring records ma&duplicate copie, if neededfor frequentreference to avoid
ham to the unit's mssion @ place an urealistic researd and reference burden on Federakecords
centers.

3.32. The records takepace urgentlyneededfor military purposes ad personel do not tse them
frequentlyenough to warrart storing them locally any longer. finone é the conditions in 3.3.and
3.32 apply, leep the records airetire them at thtimes sgcified in paagraph 32 and take 3.1, @,
inan emergencyniaccordance wh paragrap 3.4.3.

3.3.2.1 Do notretire materidthat you pan to keepfor lessthan 2 years unlessis of sufficient
impartance inprotecting the legalor financid rights d individuals anl the Air Force. Send
requests @ destroy theseshort term recordsto SAF/AAIQ before destroyig them.

3.4. Emergency Disposal bRecords, IRCN: 1095-NAR-AR.Dispo® of recads without regard to
AFMAN 37-139 if an emergency arises:

3.41. A Menaceto Heakh, Life, or Property. A CRM who believesthat recods hare become a
menace ttealth, ife, or property rotifies SAF/AAIQ ofthe naturef the merece, the kil and quan-
tity of material invoVved, and its location. SAF/AAIQ atifies tre NARA. If the NARA approves,
SAF/AAIQ direds immediate destruction or removal of the material. EXCEPTION: Nitrocdlu-
lose-based film.

3.4.2 Nitrocellulose-Based Film. If any radascope, aerial or otherstill or motionpicturefilm on a
nitrocellulose bae deerioratesto the pointvhere it issoft ard sticky, is emitting a noxiouodar, con-
tainsgasbubles, or has turnedatan acrid powdr, ard the OPR in clrge decides thiit is a menae
to health, life, o property, te CRM may eliminate the mane without pior approval of SAFAAIQ.
The (RM:

3.4.2.1 Requsts the PR to removethe film from inhabitedbuildings assoon as possible;
destroystin away © saw itssilver contentor if the quantity is not largenough to jstify saving
its silver contenf arrangedor authaized burial in approvedandfills. Submerges thefilm to be
burned in waterfilled drums, and moves it to eemote spot that fe authoities haveapproved for
burning. Prefeably, burn only oneeel at a timeput never more tha25 pounds. @ not burn the
film in afurnae or other confinedpace toavoid dangeous gaes; within 30 dys after destruc-
tion ofthe film, sends a letteto SAF/AAIQ describig the film and statig when, where, and how
the destruction took place. Assgn Interagency Report Control Number 1095-NAR-AR to this
report.

3.4.3 State of War, Thr eatened War, orHostile Action Outside the United States:
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3.4.3.1. When war seemanminen, destroy recordsn the cusbdy of a chief of an office of
record outide the tentorial limits of the continental United States withoutregard to disposition
standardsn AFMAN 37-139and without prig approval if thee situationsexist:

» Keepingtherecords woud be pejudicial to the interest bthe United Sates.
* Therecordstake Y space urgently neded for miltary purposes.

* The records &not withou sufficient administratre, legal, resarch or other value b war-
rant theircontinued peservation.

3.4.3.2 If the maerial is considered valuable enoughwarrant preservation, retire it inaccor-
dance withparagraph 3.3.For the emegency dstruction d classified material, folow AFI
31-401. When you sl destroyrecords in an emergency, nbtiSAF/AAIQ in writing, assoon
as posible of:

* The name byou organization.

» A gereral desription of therecords destroyed.
» The =curity clasification (if known).

» Thedates of ech file.

* The place and datd destructon.

» The reasoffior destruction.

3.5. Damage to @ Unauthorized Disposition of Reca ds. The Scretary of the Air Force esures that
personnel d not dispae of recordsvithoutautharization. NOTE: Dispasing d records without autho-
rization involvesremoving them from Air Force custody or destroying a altering them wihoutregard to
theschedules ilAFMAN 37-139 (41 U.S.C 2095, 3105, 3106, @8314).

3.5.1. If any Air Force recordsra lost,damagedor destroyed befae an approved disgsition sched-
ule, makeareasonabk effort to find, restore or recorstruct them.

3.5.1.1 Restoring Records. RMs who belewe they can save damaged records condct the tase
disaster planning dfice; follow the procedures in the Feetal Fire Council'sRecommended Prac-
tices No. 2"Salvaging and Restong Records Damage by Fire and Water or othe materal in
local libraries, a consult with a local restationcompany Also, call SAF/AAIQ for guidance.
The (RM reports 6 SAF/AAIQ:

* The quantly and typeof recordsdamagd.
* The type(fire,flood, and so opard extent of damage.
* Anassessment of whetheaestoration efforts arg@ractical.

3.5.1.2 Reconstruction. Replace recordsetsof publications with copes fromreferencecollec-
tions or fomstock. Reconstruct othe records from extra copies or fom other records containing
the same infonation.

3.5.1.3 Disposal.lIf it is nd practcal to restoreor recanstruct damagel records,and if SAF/
AAI Q and NARA approve, RMs dired their immedite dispasal. CRVIs identfy them aslost or
destroyedecordson S 135 when they retre records bthe same peiiod © a staging area of~ed-
eral recads cente.
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3.5.2 Penaties U.S. Crimnal Code 18 U.S.C. 2071sis penalitesfor willfully and unlaviully
destroying, dmaging o alteting records. The maximum penalty isa $2,000ihe, 3 years in prison, or
both lossof office, and dsqualificaion from hdding ary US office.

3.5.3 Reporting. The CRM reports any unlawful removal, defaang, alteration, or destruction of
recordsto SAF/AAIQ. Include nthe repat:

* A complete dscription o the records wih the volume and dats, if known.

* The name btheoffice of origin.

» A statement of the exacircumstanes surroundirg the recordwiolation.

» A statement of safeguasthat will preven further insances of loss of record.

NOTE:

The interagecy report control nmber is IRCN: 0285-NAR-AR, Damage to and blithorized Disposi-
tion of Records.

3.5.4 Exclusions. Theserules @ not coer private or personbfiles (e paragrag 2.2).

Any person or acivity having knowledge of impending, adual, a threatened udawful remova,
defacing, alteratiorgr destructio of records musimmedately notify SAF/AAIQ by letter.

3.6. Intra-Air Force Transfer. Pemit transfer offiles or records from one Ar Force omganization to
another onlywhen:

* You retre them to astaging area or otheepositay according to the procedwen this instruc-
tion.

* Anorganizatiorthat is changing statusansfeis them accordirg to paragaph 5.5.
» A particular function rgponsibility transfersfrom ore unit toanacther.

3.6.1. When MAJCOMs ard FOAs transfer respaibilities, they ransfer the etive records relating
to that respaosibility at the sme time. The receiving MAJCOM o FOA ensures that the records are
properly identified on the files plars. Use SF 135d trarsfer records, and snd onecopy to tte losing
ard gaining CRVIs concerned.

3.7. Transfer to the Nationd Archives. The Archivist of theUnited States@eps for depait with the
NationalArchivesany Air Forae recods that the Archivist decides hawe sufficient adminstrative, hstor-
ical, or other valuea keep. Normally the trander d Air Forcerecordsto the National Achives isfrom
Federal recods centers. However an orgaiezation mayoffer certainrecords for direct transfer tdahe
National Archives ofthe Unted States ypsendng a & 258, Request to Transfer, Approval, and
Receipt d Recordsto National Archives of the United States, to SAF/AAIQ describing the contents,
natue, ard quantiy of thematerid propogd for trarsfer. SAF/AAIQ signs tle SF 28 and sends to the
National Archives The OPR, SAFHAAIQ, and the National Archives arrangine transfeand set p the
conditionsfor using thematerial. Additionally,the National Archives determines the kirfdecords that
it will accept and whetheotetirethem to Federbrecords entersor transfe them drectly to the National
Archives.

3.7.1 Audiovisual Records:
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3.7.1.1 Motion Pictures.Fedeal records caters aml the Ndiona Archives namally do not
accept Air Foce-owned, motionpicture records on nitrocellulose-ledsilm becawse of the
potential hazards éee pararaph 3.4.2). Air Force or@nizations having nitrate moton pictures
tha they decide avaluable enough o keep at records centers o the National Archives convert
the niratefilm to safety acetate fim. Before converting thelim, obtainfrom SAF/AAIQ and the
NARA agreenent to aguire the motion mitures. Normally, the miniom number of copies of
mation-picture fim necessary for gcurity, duplication,and wse by the NationalArchives or Fed-
erd records centers thenegative (aginal or dugdicate that (in descending ader of priority):

* Most nearlyrepreents the orignal capture of actuavents.
» Best represents thedited production ohctualevents.

* Best repreents the edited production forwhich action is staged,with a master positive
print ard one prgection print for actual use.

NOTES:
In most cass, this pojection print is:

* The negative &ér labaatory cutting.

* The composié negative ofsound film, the masterfine-grain positie print, ard one other
print.

3.7.1.2. Sill Photographs. A negdive and capioned print (whether on film, glass,paper, or
othe mediun) of eadh still photograplhi imageare necssaryfor security, duplication, and use by
the NationalArchives. Includesuch copies wheavailable incollections ofstill photographs that
you transfer.

3.7.1.3. Sound Recordings. Include these types of cpies, wten awailable, in ollections of
soundrecordsthat yau transferto the National Achives a retire to Feder&recordscentes:

3.7.13.1. For conventional disc recordings, the matrix or stanper of each sound recording
unit, or the original instantaneouscording if no matrix @ stampe exists, and a gssing or
dubbing of tle recording.

3.7.1.3.2 Formagnetic sound recartyson wireor tape, fo scribed orembassedrecordings
on tapeor for recordingsphaographically reproduced aensitized film, &'dubbing” if one
exist; otherwisethe aiginal magnetic, embasd,for photogaphed recording.

3.7.1.4 Reference Material. Transfer copies of existing referenmaterial, sich as datasheets,
continuties, reviewsheets, eripts, a indexes far identifying and using audioisual records with
these materias.

3.7.2. Cartographic Records. Offer these cartographic records, when no longer needed, to the
NationalArchivesfor appraisal andicect tansfer:

3.7.2.1 Manuscript maps or maps on whichepsonnel hae made manscript changes, additions,
or annotations forecord purpogs or that bar manuscript signaturesd indicate official approval.
Keepthesemapstogether with the documents to whitheyrefer.

3.7.2.2 Master sets of maps. Keep rd&r setsseparate fom staks of maps fa distribution and
from maps received fno other organizationsA master set includesnecopy of each edition or
map issued.
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3.7.2.3 Index mapscard indexss, lists, catlogs, or otherreferencematerials.

3.7.24. Preliminary or intermediatematerials, such as:
* Manuscript field notebooks osurveys.
» Triangulation ad other computations.
» "Fair drawings" fo individual color plats.
» Aerial photographs$or mapping purposes.

3.7.25. Relatal records neessay for preparingcompiling, editing, or prirting maps(for exam-
ple, project folders containing specifications ad appraisals ofource materials).

3.7.3. Microforms. Offer permanent mioforms to the NationbArchivesin one silvercopy and one
work copy. Useaspecial mcrofiche bo for retiring microforms.

3.7.4. Electronic Recads. ContactSAF/AAIQ for guidance m offering permanent elecbnic
recordsto the National Archivegsee AFMAN 37123,ManagementfoRecord, chapter 7).

3.8 Transfer to Other Government Agencies:

3.81. In accordace with 36 CFR, Part 122B2, don't transfer perds from one Goernment
agency tancther without written approval of the NRA. EXCEPTION: A law, executive order, or
Presidential re@ganization plantreaty, or decision requres the trarsfer of recordsor responsibilities.

3.81.1. Transfer tlese reords to theFederal Archies, Federal reords e@nters, or the Naticah
Archives accordingo paragraphs.3 and 3.8, and set uprpceduresfor loaning records fo offi-
cial use.

3.8.2 Send witten requestfor exceptions® 3.8.1 to SAF/AAIQ before actally transfering or loan-
ing records.

3.8.3 Include this information in your requet:
» A corxcise description of tkrecords for transfer (with &wvolume incubic feet).
* Restrictions o using records.

* Thenameand location of theeceiving ageny (with the names of thpersonswho will use
therecords andheir intended use).

* The name atlocation o the aganiztion transfaring therecords.

* The reaon for the transfer (with justificatiofor trarsfer of records mor¢han 5 yearsold)
arnd why itis inthe besinterest 6 theGovernment.

NOTE:

Restrictions beauwse of a law, exeutive order, or Air Face decsion continue &er a ransfer,athough
the organizatio receiving the records mg agree © remove tle restrictions.

3.8.4 SAF/AAIQ receives authority from the NARA for transferring Air Force reords toanother
Federal ageoy in instances other timethose cited above.
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3.9 Transfer Outside of GovernmentAgencies. SAF/AAIQ gets approval fran the NARA to transfer
reocords to organzations autside of the Federal Govemment. Use the proceduresin paragraph 3.8 to
requestatranger.

3.10 Authorized Methods of Dsposal:
3.10.1 Report a large vtumeof records b the Defense Reutilization and Marketingi€e (DRMO).

3.101.1 The DRMO decides whether teestroy or sdlthe records as vgte pagr. Thecontracts
for selling thee records must prohibit ther future use asrecordsor documerg See A 37-131
and AF137-13, Privacy Act Prograr, regardng disposal procedures for recordsexempt from
public disclesure. Sell nonpaper recordslffi, plastic recordings, ard so on) in thesame manner
as paperecads.

3.101.2 Destrg records thayou can't seélsuccessfully.

3.102. Destroy classified maerial ard records thataccordng to responsible officials, contain infe
mationthat might beprejudicial to the interestfrdhe Government, publicor private inteest in acor-
dane with AFI 31-401.

3.10.2.1 While urclassified material isconsidere destroye when you ptit in trash containers,
your must destroy restricted material (suahPivacy Act, "FOR OFFICIA. USE ONLY," privi-
leged, o proprietaryinformation)by tearing, shredding,pulping, bleaching, smeltingr durning,
dependig onthe volume dthe materiaénd available equiment and facilities) Recordson mag-
netic tape osimilar media ae considerd destroyedvhen you erase and rege them.

3.102.2 Donate recordwith prior approval of SAF/AAIQ ad the NARA, to an eligible goern-
ment (incuding a foregn government), organization, instiution, corporaton, or irdividual that
has made applicationrqvided:

» The applicant ages noto sell the records as cerdsor documents.
» Theapplican ageesto take the records without ato the Government.

* The recordsre not cassified or do ot contain information that laws oregulations po-
hibit or thatwould hurt thepublic inteest.

* A foreign govenment has a official interest, ard is na othewise prohibited by AFI
16-201, Foreign Declosure 6 Classified and Un-clasified Military Information to Fo-
eign GovernmentsandIinternational @ganizations, AFl 31401, or ather directives.

* An individual or commercial busiseshows that the recordare necesary formanaging
properties acquird from the Government.

3.10.2.2.1 The CRM applies (wth a description of the records and or@nization that avns
them) to SAF/AAIQ.

3.102.22. SAF/AAIQ requestghe ransfe fromthe NARA.
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Chapter 4
DISPOSITION OF SPECIAL TYPES OFRECORDS

4.1 Records More Than 3 Years Old. Send NAForm 13148Report to NARA on Permanent and
Unscheduled Records Over 30 Years Old in Agency Custody, through the gpropriate channels to
SAF/AAI Q to repat records tha are morehat 30 years old.

4.2 Records Deteriorating Because of Storage Condtions. Request dispaition instructios from the
CRM ard SAFHAAIQ.

4.3, Foreign Language Records. Maintain and dspose of records wiitten in foreign languages in the
same mannerssimilar materal writtenin English. EXCEPTION: Maintan and dispce d material that
you have obtairgtthrough intelligence collection effortsin the sarme manner as intelligence records.

4.3.1. If you translate foreign language recordsinto Erglish during the course of nommal business
practces, file a copy of the tnaglation (or a summary for lengy materal) with the materialtrans-
lated.

4.3.2 Make ro special effort to have materiarandated into English fa the sole purposef dilin g or
retiring material.

4.4. Joint Activities Records:
4.4.1 Jant activities collectwo kinds d records:
* Administrative recorc.
» Thosecovering an organization's participation the mision of a joint &tivity.

4.42. Retireinactive reords of permandror continuing vale to a records center deignated by the
joint activity's parer agercy.

4.43. Dispose & materal of temporay value as th parent agency dects.

4.44. Destroy or retire records that the Air Force has creassgither executive agent or i par-
ticipant acording to sendads n AFMAN 37-139.

4.45. When a MALZOM acting as the executive agf of a joint activity composed of twar anore
MAJCOM s creates or collectsecads,the executive agerind tte member commandsaetire or dis-
pose 6 theirrecords accordomto AFMAN 37-139.

4.5. International Pact Organization Reca ds. Handle the tassified material of an interrational pact

organization (such as NATO)in accordance with appkable drectives. Use the dispation standards in
AFMAN 37-139 for controlling and@ounting fo clasified material. Maage unclasified records in

thesameway asany other U5 records.

4.6. " For Official Use Only" (FOUO) Records. See AFI 37-131and paragraph @.

4.7. "Internal Air Force Working Papers" and " Air Force Eyes Only Records. Do not réease or
transfer documents marked "Intenal Air Force Working Pagers' or "Air Force EyesOnly" to nan-Air



24 AF| 37-138 6 MAY 1996

Force pesonné (excep exchange pesomel) without the auhority of the originatar, successomr a
highe authaity. Remove, destroyr rephrase the formation that origally made the document stic-
tive and celete the markings before réiring it to a Fedral archives aml records enter, Fedeal records
centeror the NationalArchives. Monitor the review of these record®tensure thiepersonnel dstroy no
material of longterm, germanent, or historical value. EXCEPTION: AFMAN 37-139 authorizes the
destruction.
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Chapter 5

DISPOSITION PROCEDURESFOR RECORDS OFUNITS AND ACTIVITIES CHANGING
STATUS

5.1 Redesignatio or Reorganizaion of Units and Activi ties:

5.1.1 When the Ai Farceredesignates @ reaganizesaunit or activity with a changenifunction or
mission,cut off the files an the day before the redsgnation or reorganizatioand ersure tha the suc-
cessor unit or activity maintains them & aseparateentity. Destoy o retirefiles accordng to the po-
gram action drective andhetablesandrulesin AFMAN 37-139.

5.12. When the AirForce redeignates orreorganizes a uhor activity with no change ifunction or
mission,maintain theiles and cutof in the samemanne and at thesame itme asif no changeof sta-
tus had occurred.EXCEPTION: All files that ya create after redggnation display the nev desig-
nation.

5.1.2.1 When youretire the files for a reomanized or redesignatel unit or activity, mark the SF
135 b show the organizationathange.

5.2 Inactivation of Units and Activities. The term inactivationncludes disontinuance, disbandment,
ard reduction ¢ zero strength. When:

5.2.1 The organizatin is na transfaring responsibilitiesiit:
» Destroysecords ifAFMAN 37-139 @rmits.

» Tranders recordg¢that are disposable within 8 years) to the appatg staging area until they
areeligible for dispcsal.

* Retiresrecads toWNRC thatare to ke kept for at leat 9 yeas or that curent directives do
not requie & another organization orcerds center.

5.2.1.1 If theorganization hasostaging area oiit too is beingnactivated, end a list d records
andvolumes throughrecords maagenent channels b SAF/AAIQ. SAF/AAIQ queries the
NARA as to which Federal recordenter to send the ecerds. SAF/AAIQ notifies the ®RM of
the appropriate recos@enterfor use.

5.2.2 When the aganiztion is rarsferring responsibilities, it:

» Trarsfersthe records to #succesor organization.

» Keepstherecordsintact i it needdo preservetheir adminstrative origin.
EXCEPTION: When neded b suppot a paticular transaction,event, or function.

5.2.2.1 Use SF 135 to transfer recor(EXCEPTION: When inappropate Guch ador person
nel foldes).

5.3. Installations Haced on Inactive or Standby Status.Keep reords required for the continued
maintenance foan installation placed a an inactive or standby statusat the installation. Dispose 6 the
records according to AFMAN 37-139 and theecial iformation thaAir ForceBaseConvesion Agerty
provides m base claures.
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5.4. Units Alerted for Oversea Movement. Beforea unit moves to orfrom the United Sates t:
* Destroys tlerecordstha it canin acordarce with AFMAN 37-139.

EXCEPTION: Currentdirectivesstate otherwse.

» Trarsfers recordghat are dsposable whin 8 yexrs to the staging area of itsigernanent sta-
tion untl eligible for dispacsal.

* Retiresdocuments to the WNRC witretention jeriod of at leag 9 yearsand are notligible for
the NPFC.

5.4.1 If nostaging ar@attheunit'slastpermanenstation exist, the unit requests trarsfer to aFed-
eral recads cente.

5.42. If the staging aea does not receive csified material, transfat to any organization that the
commandeconsides appopriate,notify the CRMof itslocation, ard retirethe record to therecords
center thathe NARA chooss.

5.5, Transferred Units. When the Air Force tragfersa unt from ore MAJCOM to another, omrém one
place b another, tk unit bringsits curent records wih it, except whe a unit is transfered without per-
sonneland equipment, it transfers only te®records that thunit's new commaret corsiders asential.
The unit dispses of tle remaining records in one ofthese ways:

* Retires themio WNRCor an appropriate Fedenacords center.
» Keeps thenin thestagingarea of tle former irstallation.
» Destroyshem if ARMAN 37-139 @rmits.

EXCEPTION: When a unitéavesits former responsibility or mission to another unitthe new unt may
keep any required records, if the CRM approves. The unit leeps hese records infact to preserve teir
adminstrative origin, cefd when anotbr organkation neals them tosupport a particular transaction,
event, orfunction.

5.6. Air Force Reserve and Air National Guard Units:

5.6.1. Air Force Reserve UnitsEntering on Active Duty. Cut off recordsets d orders the dy
befare entering active duty. Otler active records that the unit reqrés while on ative duty accom-
pany the unit. Transferremaining records with the reord sets of ordersto a seging area that the
former (RM designates foretention or retirement,rqif AFMAN 37-139 permits) dgtroy the
records before theinit enters activeuty.

5.6.1.1 If a unt changs back ¢ Reserve status duing the same caleadyear nwhich it entered
active dutyremove theecord sets borders ssued lefore the ative dutyfrom the stging aea
and continue thsare serieswith the nomal cutdff that the Headquarters Air Forcedervespec-
ifies.
5.6.2 Air Nationa Guard Units Entering on Active Duty. Active reords that the unit requires
while on active duty accompany the unit. Cuftf@demaining records and disposé or retire them in
accordance withppropriatéNational Guad regulations befie the unt enters a active duty.

5.6.3. Air Force Reserve UnitsChanging Back to Reserve Status.Cut off record sets of orders
ard other recordsthat a Resere unit createl or collected duringactive duy on the day beforeactive
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duty end. Transfe the records to astaging arathat the formerCRM choo®s for retentia or retire-
ment or detroy the records if AFMAN 37-139 permits.

5.6.4 Air National Guard Units Changing Backto State Control. Cut off recads that an Ar
National Guard unit cated or collected during eive duty on tle day befee active duty ends. Trans-
fer therecordsto a lo@l stagingareaand notify theCRM. Retain retire, or dispee of the record as
instructed by th CRM andtheunit's Sta¢ Headquaters.
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Chapter 6
SHIPPING RECORDS

6.1. Shipping Cortainers:

6.1.1 Usethe containeslisted belav to retire, ship or trander Air Forcerecordsto a Federal records
center, stagingraa, a otherorganization.

6.1.1.1 Standard-sizerecordshoxes:

14 by 12 by 9 incles (tuck-bottom) NSN 8115-00-1178249
14 by 12 by 9 incles NSN 8115-00-1178344
15by 12 by 10 incls NSN 8115-00-2963379

6.1.1.2 Special-purposeboxes:

Half-size boxes

14 by 9 by 4 78 inches NSN 8115-00-1178338
Magnetic tape box

14 by 11 by 11 incs NSN 8115-00-1178347
Microfiche box

14 by 6 by 4 incles NSN 8115-01-0253254
Microfiche b (archival)

14 by 6 by 5 incles NSN 8115-01-1321932
X-ray box

18 by 15 by 5 incles NSN 8115-00-2963386

6.12. When transportng records in owerseas areas by ater carier, wrap boxes in aterproof mate-
rial or ship n cargotransporters.

6.1.3 Packageand handle nitrocellulose-kase motion picture and X-ray film, including shipmerts
mixed with nonflammable film and shp them by air acording o AFI 24-204,PreparingHazardous
Materialsfor Military Air Shipmer (formerly AFR 71-4).

6.1.4 Do na ship wetpaper records util they are ompletdy dry. If you nust ship wet paper
records by ai, seal them heametically in metal contaiers and pack the containerswoocden boxes or
larger, airtight metacontainer acording to AFI 24-204.

6.15. If you u® wooden boxes istaging areas, rep&aecords into the contasrs speified in table
6.1 bédore shippig them to a Federhrecords center.

6.2 Where To Obtain Boxes. Get boxes frona norma suppl source.



AF| 37-138 6 MAY 1996 29

6.2. (HILL) Standard containers will be obtainedni Suppy Division (75 ABW/LGS) Demand
Processimg or General Services Administration (Gpéhannes. Ordertuck bottom boxes usgnational
stock nunber 8115-00117-8249. Reoords Stging Area (75 MSS/IMRS) will not sypply boxes to
requesting organizatian

6.3 Preparing Records Series fo Packing. For this chapter, a series is a blok of records having the
same dispsition date ad following the sameule from the tablesin AFMAN 37-139.

6.3.1. Remove al nonrecord matrial andextra copiesof recordsrom official records.

6.3.2. Group together seies for an dfice, unit, or headjuarters by item number ard cutoff date.
WNRC does mt store records tlat you pbn to destroy in less than ayear. Sparate chssified from
unclassified materal. EXCEPTION: Don't €parate classified ard unclasified material when nees-
sary to maintan continuity of files or when mat of thematerial isclassified. However if only a few
classfied documents are in acase a file, use Optiond Form OF) 21, CrossReference, in accor-
dane with AFMAN 37-123.

6.33. Unclassified Records.As a rule keep serieseparate when trarsferring them. EXCEPTION:
If a series is sall in volume, combire it with anothe aslong asthe retentio periods are the same.
This procedur@lso applies b pemanent records.

6.3.3.1. Temporary records must consig of at leag one box and normally have only ore clos-
ing-year date fora series.

6.33.2 Transferonly thoserecordsthat AFMAN 37139 covers.

6.3.3.3 Do notroutinely acept unsheduled, contingent, aritbzen record$or trarsfer. Offices
wishing to transfer these records must send a request through records management dannds to
SAF/AAIQ. SAF/AAIQ requests an exceptian from the NARA. Closingbases mg receive
exceptiondor these types okcads.

6.34. ClassifiedRecords. Thehief of the ofice of record (COR) oresignated prson reviewsall

classified records before reting them to a staging area or Federadards center to determine whether

they ca be downgraded or diassified &cording to AFI 31-401. The COR cefies on SF 135 €&
figure 6.3) that the downgrading or cedasdfi cation review took place and puts rew classification
marks o the records.

6.4. Packing Unclsssified Recads Seies:

6.4.1. When you pek recorddrom more than one @itein thesame box, label therft folder d each
with office names. Do na include disposition gdes (quide cards wit the dsposition control label).
EXCEPTION: Include disposition gdes for inactivated units o discontinuedesporsibilities.

6.4.2. Without disturbing the existing filing arangement, pa& ead series accordigto these step:

6.4.2.1. For shipments to WNRC and ather Federd records centers, padk ead seres for each
named onumbered unit in aseparate b or boxes.

6.4.2.2 For other shipments, ack the series in the ordeshown in paragragh 6.3.

6.4.2.3 Pack recordsin shipping containers laly enough to permi others taemovefiles freely
or to add moefiles late. (Seefigure 6.1 for packing, closingand sealing shipping containers.)
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6.4.2.4 Placerecords hboxes in an upight position nthesequencdisted on SF 135 and as illus-
trated in figure 61 with the lakel facing the numbered end the box. Do not placefolders on top
of folders. If the box contains only afew legal-sizefiles mixed with lettersizefiles, fold the bot-
tom edce of the legalsize files to fit tre width of the box.

NOTE:

Whenfilled to capaity, the standrd shippirg container holds1 cubic fod of records.
6.4.2.5 With standard shippirg continersthat you fill to capaity, you need no packingpaterial.
When you nedd to ship partially filled boxes, use aumpled or wadded paper or other suitable
packingmaterial (no wood slavings, shredded paper, wax paper, additidilalmaterial, o sur-
plusfile folders)to prevert movememnduring shipment. Do na send pardélly filled boxes® Fed-
eral records centers EXCEPTION: A series isin morethan one lox, and the last box is not
completely full.

6.4.2.6. Because Federal recoradenters do not @ept storage containers$ less than oneubic
foot, hold aseries until a cubic foot becomes availabjedombirning successive years of theaies
or until you pan to destroy theseries in accordance with AFMAN 37-13<EXCEPTION: One
full microfiche shipping contairer, NSN 8115-011-025-3254 or NSR115-01-132-1932 (archi-
val), holds ° cula foot of micrdfiche. Ship thee boyes one &a time asyou fill them.

6.4.2.7 Get approvhfrom the CRM to:

* Combinesmall volumes of permanérecords (governd by thesame table ard rule) from
two or more units within thIAJCOM or FQA to makea cubic foot shipment.

* Combine small volumesf temporay records (governed by thamse table andule) of
two or mae unitswithin the @ame MAJCOM or FOA b make acubic foot if they are eli-
gible forretiremento a Federal recorsicenter.

NOTE:

Only offices that theMA JCOM or FOA recoréd managementféicers designatenay retire the record in
paragaph 6.4.2.7.

6.4.2.8 If combining small volumes of recosd
* Pack grmanem and emporary recorde separate boss.
» List theretiring organization on 5135.
* Uselabela dividers within the ba to separate the files of the organizations.
» The collection pint will keep a cop of each SF 135.

» Send acopy of § 135 to @ch organization reting the records, to ®1MAJCOM and
FOA records managementfizers,and othespecified offices.

6.5. Packing Classified Records Seies. Packseries clasified TOP SEQRET, SECRET, or CONFI-
DENTIAL in thesameway as unclassified records, but for large gantitiesalso remember to:

» Stamp standard shipping containers of eatassified series with the highest caification in the
box.
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* Wrap the outsid of the box bdore shipping it byregistered mail to the FederRecords @nters
(FRC).

6.6. Sealing and Markin g Boxes:

6.6. (HILL) In theupper right-handcorner of the naow end of eeh box, enter the box number and
total number of boxes irthe shipment, functional addsssymbol (FAS of the retting organization, and
the disposal dte from block 6(i) of SF B5, Records Transmifll and Receipt. All markings will be
made wih a black fel tip marke. Markings wil be approximatelywo inches Ingh and wil not exeed
beyond 4 1Z inches from the right edge bthe b. No othe markings wll appear o this end 6 the box.

6.6.1 Sealing Seal boxesfor a Federal records centerpr postal shipments to any lation with fila-
ment tape NSN 510-00-582-4772.EXCEPTION: Boxes snt as regstered mail. $al boxes that
personnel have placed in a staging ared,damot plan to ship & postal channelsvith the gummed
tape deschbed in paragraph.@ or fold the top flapgfor unclasified materia) as illustrated in figure
6.1. When you send boxes packagesasregistered mail, seal wih glue @ a nonglazed tape eawd-
ing to AR 37-125 (famerly AFR 4-50).1f you send the bogs by tre parcel srvice, otserve thesize
and weight limitationsand otheprocedures foAFI 37-125.

6.6.2 ldentification:
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Figure6.1 Packing Recordsfor Transfer or Retirement.

imteriock flaps for classified, or heavy handling
local staging ares sse chart 7—2)
delivery or pickep

box
sumber

2

34X-90~0001

34X-90-0001

Tape, 19 in. long,
3 in. wide, over,

lapping 2 .

-

6.6.2.1 On thetop of each box, indicate #tashipper'sandaddressee's name ad address e AFI
37-125) when shipping to a Federal records enter or through postal channels to any location.
You may anmit this information when you deliver boxes drectly to the WNRC in Washington,
D.C.

6.6.2.2 For shipments to othethan a Federal records center, enter the box number and the total
number of boxes, in casecutive numerical sequence, in the upper right-hand correr of the
unstitched front end afach box orm the appropate label printd on the tuck-bétom box NSN
811500-117-249. For example, if a shipment includes tbe boxe, you number them 1/3, 2/3,
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3/3. Useafelt-tip pen or its equivalent to marthe boxs a use tuck-tttom boxeswith printed
label o the front d the box. Markhe a&cesion number and box numbet least 1 incheshigh.
If you pack boxesn several dcations so/ou can combine tha laterinto a single shipment, you

may asign tempaary numbersn pencil, but remove tlse numbers before starting to number the

complete shipment. Do nothetwise letboxes containingecords d one ofice get mixed with
those & anothewnit.

6.6.2.3 For shipmentdo WNRC or dher designated Federatcords centersuse the boxmark-

ing instructions thd the enter sends wh the appoved SF 135. If the centerdoes nosend
instructionspnumbe the boxes foeachshipment in cosecutive order in taupperright-handcor-

ner of the ugtitched font endof each box or on the prird label on he rew tudk-bottom box.
Begin each aession with thebox numbef'1." Far examplejf a shipmemhhas two boxes, number
them as 1/22/2. The box numbersnust be the ssme as the bonumbes in item 6(e) of SF 135.
Placetheaccesion numberin the centeof thefront end d each box o ontheprinted label on the
new twck-bottom box. Mke sure thesealing tape desnot cover the aession numler. When

usingboxes with prestenciled labelput the accession numberin the space praoded.

6.7. Methods of Shipnent:

6.7.1. From outside the Wahington, DC. areato WNRC or to anothefederal recordscente. Use
the mosteconomical means d shipment. Motor or rail freight shipment satisfiesthis requirement
within CONUS. When you want mee rapidtransportation,use pacel service. Whe you use parcel
service,follow the weight andsize restrictions and other procedures in AF+125. Slhp TOP
SECRET, SEERET, andCONFIDENTIAL material according to AFI 31-401 and AFI 37-125. Do
not shipTOP SECRET material through postathanrels. Ship TOP ECRET material throug the
TOP SECRET Control Gficer and an approjately cleared cotier of the Defens€ourier Sevice, or
as AFI 33401 requires. Usthe local commerciakansportation officer for large, unclassified ship-
ments. Foshipments of 3 boxesor more, call WNRC to schedulea shipping da¢ and irstruct the
commercial carer to conact WNRC 24 hots befae delivery. Write this istruction on the bill of
lading.

6.7.2 From organizations or HQ 8AF within Washington D.C. to WN& NOTE: The Washing-
ton D.C.,area includes th District of Columbia,Montgomeryand Pince George'scourties n Mary-
land,and Faifax and Arlington countie@ncludes tie Pentagon) and thecities of Alexandria, Faiax,
and Falls Churcin Virginia.

6.7.3. The aganiztion retring the records delivers arranges the delivety the building's loading
platform for pickup on dates that WNRC has scheduled. Telephone WINRC for scheduled pickup
datesat (30) 7637510. (OSAF/HQUSAF offices, see HOI 4-30.) (se=figure G2 for instructiongor
loading skds).

6.74. If abuilding dces not have a Iading platform, arrage for pickup by elephaning WNRC at
(301) 763-7510.

6.7.5. Each records managersares that &ficescomhine any shipments thewton the loading plat-
form on the mkup dateshat WNRC hasschedutd. When this is not practicahe oganization refi-
ing records contacts thappropriate administrative communications distition center fodelivery to
WNRC by US Official Mail.
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6.7.6 If a shipment is SECREor CONFICENTIAL, deternine scheduled pkup dates before you
pack and seal boxes in casmur facility does nothave sufficient storagedr the boxes untl delivery
to the loadimg platform. If you have TORSECRET recordsarrangefor deliveryto WNRCthrough
the TOP SECRET Contrd Officer viathe Defens&€ourierService.

6.8. For Official UseOnly (FOUOQ) Files. Do not sparate records andiffes carying theFOUO protec-
tive marking Packand ship themwith unclasified record.

6.9. Using SF 135:

6.9.1 Use SF 135to identfy recordsfor retirementto a Feceral records center or stagirg areaor to
trarsfer records @ ancther organization. UseFS135A, RecordsTransmittal and Receipt (Contin-
uation), when you ned more tha one page.These forms serve:

» Asapacking list for trarsferred or retired records.

* As a medium fo contolling the location, retrieval, referene, and dispaition of records in
staging &eas anl Feckral recordscentes.

* As areceipt for retired resords.

» Toidenify and &count fa lost, destroyed, or withheld recortisat pesonnel normally would
haveretired.

* (Seefigure 6.3 fo preparation of SF 13%nd table 6.1 focopying and distributing the SF
135).

6.9.2. Prepare @eparate SF 135 f@achseries of temporgy records in ashipment. Prepare @pa-
rate SF 135 for permanent recals. Preparejn acordancewith figure 63, a separateSF 135 and
135A for unclasdgfied, SECRET, CONFIDENTIAL, and TOP SECRET records, regardless of vol-
ume, when:

* You place recordsn a stagirg area. Prepae aseparate SF Efor each:
- Officeof record

- Staff element.
- Unit.
6.9.2. (HILL) Fa permanent records being retiredpntactRecords Maagement

(75 MSS/IMR) for assistamedn preparing tk SF 135. For non-pemanent record$®eing retireda the
staging area, prepare & 335 in trigicate and complete all apphlde docks in acordarce with

AFI| 37-138, Figure 6-3.blify 75 MSSIMR when records are redy for the seging area Theorigin-
ating organization isssponsible for contents diie box beinghe same as indicated on thie 135.

75 MSS/IMR personnel \Wicheck for proper prepatation of the SF 135 and the marking of boxes.

If no discrepancies exighe 3 135 will be approved br trarsfer of records @ the staging rea.
Shipments will not beaeepted in the staging area wthout the signature of authorized 75 MSSIMR
personnel on the SF135.
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Figure 6.2. Instructions for Loading Skids.

Load skids in vertical tows
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Figure 6.3 Instructions for Completing SFs 135 ard 135A.

1. Item 1: Forshipments ® WNRC or other dsignatel records enters, enter tke corred address frm
attachment 2 For other shipmers; delete"Federal Archives athRecords (enter, General Services
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Administration," andenter the proper addss.

2. Item 2: For shipnents to WNRC or othea designated record centes, enter the ame, title, ard signa-
ture d the CRMor RM authaizing theshipment. For othe shpments ente the nametitle, ard signa-
ture of the records cistodian or functionatrea recordsnanagerasappropiate.

3. Item 3: Fa all shipments, enter the name, area code, and telephone number of a pesstactton
mattes relatel to the shipment. Enter tie DSN ard commercial telephone numbers.

4. Item 4: For al shipments, lave blank. The organizatiorshown in item 1 completes this item and
returns a cop of SF 135 b the shipping maniztion.

5. Item 5: Fa all shpments, ente the maling addras of the dfice retiring or trarsferring therecord.
Enterthe paret MAJCOM or FOA in paenthesesafterthe unt designation. If the office

getting thereceipt copy d SF 135 is notthe office retiring o transfering therecords(aswith inactiva-
tions), add a noe at the bdtom d item 5 indcating whois to receivethereceipt copy, such as "Send
receipt copy to

6. Item Ga): Forall shipmens, ente: "340"for Office ofthe Secretary of #Air Force (OSARK
records, "341"for HQ USAF records, "461" for Air Force Academy, an "342"for all othe Air Force
organizations.

7. Item gb): Forshipments b WNRC or otler designatd recordscenters, enter thedawo digits of the
cumert fiscal year. For othershipments, lave blank.

8. Item 6(c): For OSAF/HQ USAF shipments ® WNRC, see HOI 4-30. For othershipments, leave
blank.

9. Item gd): Forshipments © WNRC or other dsignatel records e@nters, enter tte total number of
boxesfor each shipmeracross from the ®riesdescription initem gf). For othershipmens, entertotal
numbe of boxes in the shipment.

10. Item 6(e): For shipmentsa WNRC o othe desigrated records centergnterthe box numbers for
theshipment across from #first line in item 6(f) describing the contentsof ead box. Use ore SF 135
for eachshipment. For othe shipmens, enter the box numbers for the toté shipmentmn conseutive orde
across ffom the first line in item 6(f) de<ribing the contents ofaeh box.

11. Item gf): For al shipments:

11.1. Asthe first entry,provide the name of the organization @ped out) tha collected the records.
Then prowdeany aganizationd changes (redesignations, inactivationstransfers ofespomibilities, and
so or) for the periad covered by the records.
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11.2. Describe theecords in suficient detail to allowecords center psonnel to veify compliance with
the Air For@ recordsschedule.Shav complete dtes. State "GAO Site Audit” if the General Acourting
Office has @signated threcords in this vay. Make a detailed foldettke listing of ead box if the records
are permanent ounscheduled wheapproved bytheNARA. Otherwise dscribe therecordsand keep the
detailedisting so the tansfaring dffice can povide the accssion numbe stack locatim and agerty box
numbe whenrequesting senice. Ente the series title from thefiles plar the ling arangement for the
serieqalphaletical, numerical, and so on); the complete databeseries; any grtinent dispositn data
(dates d final payment, audit, @so on); the reason®r records nmssing @ withheld anda brief state-
ment @ access restrictions when requred by the coe@ used in item6(Qg).

11.3. If the series isa system of recordshat AFI 37-132Zovers, add one of tafollowing statements at
the end ofthe series dription:

* For shipments to WNR®r other designagd records centers: 'HIs series is a sstem of
records under the ivacy Act of 1974. See AR 37-132 for Arr Force rulesand AFOR
37-144,Privacy Act System foReca ds (formerly ARP 4-36) (date of AFDIR 37-24, system
numbe) for the sytem notice™

» For other shipments"The Privacy Act applies.”

11.4. Foall clasifiedseries, enter the daificationreview certfication and signature of the resysinie
custodian as ftows: "All classified documents have beeeviewed for posible downgradig and
declassification. Where poper, classification changes have been showmexrch document'

11.4.1. For ECRET, male a folderby-folder listing of the contents ofaeh box in the shipmeniand
attad the lig to SF 135.

11.4.2. For TCP SECRET series, make documeny-documenlist of the contentausing the urclassi-
fied (a shat) title and datefoeach document Add othe information, such as addsses, addessars, con-
trol numbers, andso on, wten nee@d. Attach the list to SF 135.

11.5. You mgy prepare folde-by-folder listings for ary series to Blp recal specific deuments orfold-
ers. Useaseparate sheef paperfor the Isting and attacla copy of the isting to each cop of the F
135.

11.6. Attach alist of pemanert records ¢ the §- 135.

12. Item gg): Forall shipmens, ente one of the following codes tindicateaccess restrictions o the
series. For classified ries, enter "T" for TOP SECRET, "S" for SECRET, and "C" for CONFIDEN-
TIAL. Explain any additional access restrictions in item 6f). For unclassified series tht have restricted
access ard requires a witessduring dispcsal, enter'W." For unclasified serieshat require®\ir Force
approval for releaseto the public, entetR." Usethis code ¢ identify seriesthat personnel hanot
reviewed for dig€losure or whee content is not knownExplain the restriction in item 6(f) in thisway:
"Access as approved byetetiring office,sucessor, or higher headquartérgor urclassified seriesthat
the pulhic can see, enter "N Use thiscodefor series that do nogéquire Air Force review beforeelease.
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13. Item 6(h): Forall shipments, ener AFMAN 37-139 at the tpof the item. Rovide the table and rule
from thefiles plan or AFMAN 37-139 aross from each seriestitle.

14. Item §i): For al shipments, providthe dispsal date for each sries. Provide tle month a com-
plete yer for temporaryseries, such as Jan 1995' "Oct 2050,"andso forth; enter "Permfor permanent
seriesand add dfer year to the NationdArchives. Add authoity numbe from Colurm D of the table
and rue seriesn AFMAN 37-139.

15. Item §j): For al shipmens, leave lbank. Stagirg areas may usethese itemsfor contrd purposs.
* You retire recordto a Federal recorsicenter. Prepare aeparate SF foraeh:

Figure 6.3. Continued.
- Headquatrters.

- Named @ numbered organization (such as wing, greagpadron, detghment, or comparable
organization).

EXCEPTIONS: Seeparagaph 63.2 for classified and unclasified maerial combined m files ard para-
graph 6.4.2.7 f@ combiring shipment®f records.

6.9.3. Determire the prope number of copies of éhSF 135 aml distribue them in accordane with
table 61.

6.9.4. Do not use theseformswhen retiring or shipping military or civilian peronnd records or
NAFI official personnd folders b the NationaPersonnel Rerds Center.

6.9.5 Getting Approvafor Shipmentgo Federal ReordsCenters.Send the aginal and one copy of
theSF 135 bthe @nte at leat 3 weeks befoe the plannedhipment date. The enter reviewsthe SF
135, amnl whenit has approsd the shipment, return®necopy with acession numbes. When you
receive tle approved SF 135, ptaacopy n the first box of eat accession. Keep one copof the SF
135 fa suspense. Ship the recor@s soon as pasble. Ensure that the shipmiearives at tle center
within 90 days and 120 days for overseadocations of the SF 135 approval. If the center does't
receive the shipment within 90 dayt retunsthe SF 135 ¢ theorganization wishing to re# records.
The organization must theesubmitthe papework. Whenthecenterreaives the shipmentt retuns
a recapt of & 135 for the organization's files. The RM keeps one cpy and mekes a cpy for the
office doing heretiring. In Item 3 ofthe SF 135, list the name atite commercial telephone number
of a pe&son to contat concernng therecords.

Table 6.1 Number of Copies ard Distri bution of SFs 135 and 135A. (HQ USAF officessee HOI
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4-30.)
A B C
ITEM For Records Prepare SF 135 |and(see note)
1 retired to any5 copies file 1 in suspese; send 4 to RMor actions
recads center in para6.9; after eturn by records cents
file 1 copy nfront o first box d each acce-
sion; ®al, mak, and ship boxes. Desir
suspense when eceipted copy is reeived
from center, or send receiptecbpy toretir-
ing office if applicable, and retairsuspense
copy for monitoring purposeand record of
all shipments made
2 placed in staging|2 copies (3 cpies|send two copies to stagig area wth ship-
area at antber Airjffor  classified|ment; and retain for file receipted copy
Force installaton |records requring ajretuned from staging eea
receipt
3 placed in staging|4 copies retain 1 in suspense; sad original and 1 to
areaat instdlation staging area with shipment; send 1 to ing
of assignment activity RM; destroy suspense py when
receipted copis received fom stagilg area
4 transferred tg5 copies send original andl1 with transfered docut
another Air Force ments;1 to losng activity RM; 1 b gainng
unit or activity and losing CRMs (SAF/AAIQ for Air Staff
within the same offices); andretain 1 for file
major command
5 transferred tg6 copies send original andl1 with transfered docut
another Air Force ments;1 to losng activity RM; 1 b gainng
unit or activity of and losing CRMs (SAF/AAIQ for Air Staff
another major conp- Offices); andretain 1for file
mand, a to HQ
USAF
6 transferred from send aiginal and 1 with tansfered record;
AF toagoveanment 1 to losing activity RM;1 to losing CRM 1
or a non-goverrn- to SAF/AAIQ); ard retan 1for file
mentagency

-
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Chapter 7
RECORDS STAGING AREAS

7.1 Purpose of Reords Staging Areas.Recordsstaging areas arstorageareas thet receive and main-
tain inadive records in lesscosty space and equipment than the Air Force uss in current filesareas.
These failities keep and dispose d records with a reention period of 8 years or éss to éiminate the
expense btransporting them to Federal recordsnters. Staging areas aso combineshipments ofrecords
of permanenand longterm (9 years o more) valie beforetrarsferring them to Federhrecords centers.

7.2. Setting Up Staging Areas:

7.2.1. At Air Force Installations. Setup a reaords staging area, not to exeed 5000 squarefeet of
spae, at each AiForce installation 0offbase aganization that annually collects 100 anore cubic
feet of recordshaving a retention priod of 2 or more years. An installation or offbas organization
may opeate only onestaging &ea, which all tenant units organizations on onear the bae may use.
Whentwo or more dfbase organizabnsshare the same geographicalocation, but ey are not
located near a Fedenacords center, or it is inmpctical a uneconamical to use the nears staging
area, st up asingle aredor all or most d the organizationgo use jontly.

7.2.11. The CRM may waive the instructionsin paragraph 7.2.1when high rehor inadequate
spae makes ataging areaimpractia or uneconomia.

7.21.2 In the event o waiver by theCRM, personel may ke records that are to beetained
for 8 years pless in available sgce and equipmentr oetire them to theegional federatecords
center. Sendthe request fortransferring re@rds tothe regional reords center to SAF/AAIQ.
SAF/AAIQ sendstherequestto the NARA. (See tal# 3.1, note7, and attachnent 3.)

7.21.3 Inthe event of a waiver by #fCRM, personnel may retire recordgith a retention period
of more than 8 yearso WNRC o a centethat AFMAN 37-139, tald 3.1, item 15, nde 7, per-
mits.

7.2.1.4. The CRM may waive the requiremert to set Uy one staging area whenspecial circum-
stanes exist(such as seurity precautions, unusal tenant requemens, offbase activiies, limited
storage faglities, distance, and so o). If mutually acceptabe, and if the canmand CRM
approves, otherDoD arganiztionsmay use Ai Force staging aeas. Make a suppat ageement

for tenants who wish to hagging areasuppat. Send a copy of any waivers and a complete jus-

tification to SAF/AAIQ.

7.22. At HQ USAF and OSA-. No records staging areas sxor HQ USAFor OSAF. However,if
these organizations urgently need space for #ue recods, they mg transferinactive records to
WNRC if the records &we aretention eriod of at leag 3 yearsor moreremaining. Send regsts for
exceptiongo the 3year retention period to SAF/AK with justification. See table 3.1, item$2 and
14, ard note 3.)

7.3. Using Staging Areas. Store mth pemanent and t@poray recads with aretention period of 2
years omore in staging areas uinthey are eligible for dispsal or retirement ta Feceral records enter.
Personnel may store large volumes of records with shoetenion periods in staging area#f they wse
spae and equipment economically, and if the chighe ofice d record and the RMgree. Do not store
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active records istaging areasConsiderrecords that you se raely but must keep indefinitely for exam-
ple, installationmanagement records dreequipgment historical files asinactive andstored them irstaging
areas. Keep records wh shot retention paodsin available spee and equipmeinuntil theyare eligible
for destruction,if theRM approves.

7-3.(HILL) 75 MSSIMRSwill not acept records which do not have at$eaneyear retentionremaining,
unless jusfied in writing on the SF 135

7.4. Supervising Staging Areas.The wing or bese RM spervises the base staging area.  Restict the
time that pesonnel spend in staging area to the minimum neessary to receivesearch forand dispae of
records. Do notstaff stagingareas full-time.

7.5. Staging Area Space:The staging area must be weathertight, and, if practical, fire-redstive. The
spae musthave adequate lighheat, ventation, and be close t@stroan facilities. Seal holes n walls
ard floors against insectand rodents. If insectsare found, kil them using a dry-base insecticide.Meet
the security safeguardsin AFI 31-401 i you use the staging i@ato stoe classified material.

7.5.1 Limit the amoun of space to the minimum requed for the staged records,n addition b nec-
essary ofice space, if the stagingarea s the cistodian's permanentill-time location. Savepace by
using he equipment in paegraph 7.6and by limiting asles between &elving wnits to 34 indes or
less. The minimum files-to-space ratio acceptable in stagng areasis 2 cubic feet of filesto each
squarefoot d floor space.

NOTE:

You can getaratio of 3 or mare cubicfeet of filesto each squar®ot d floor space undeoptimum con-
ditions for ceilirg height, floor loa capacity, ad suitability of space.

7.5.2. Normally, use warehousgpace fo recordsstaging areas. When warelsauspace is not
readily acassible, e office space,if you can get a ratio of tlleag 2 cubc feet of files toeachsquare
footof floor space. If this is notacceptable or festble, apply paragraph.z.1.

7.6. Staging Area Equipment:

7.6.1 Shelving. Use opensteel shelving from Feckral Prison Industries, Inc. EXCEPTION: Use
other types of shelves if they arealready irstalled until they are o longerserviceable. Ensurehat
each urt of shelvirg has 10 shelvs, with each shelfpproximately 42y 30 inches, with 11 inchesof
clearance beteen shelve. When ceiling heighor floor load @pacity does not permihe wse of unts
10 shelves hgh, use alesser umber of shelves. Use Save-an-Aisle files if the RM and the CRM
approre. Use Sawe-an-Aisle flesin a pemarent building ratherthanawarehotse.

7.6.2 Containers:

7.6.2.1 Boxes. Use stadardrecordsretirement boxes e paragrph 6.11. for a description of
retirement boxes).

7.6.2.2 File Cabinets. Use security file cabists authorized by AF31-401 for keeping clasified
records in properlysecuredstaging ares. Do na use the cabinets flostoring unclasified records.
EXCEPTION: Stagng aress that receive small volumes of records (ess than one cubic foot)
from command wnits may use file cabinetsto store them unil personnel can combine them for
retirementto a fectral record center.
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7.7. Storing Administrative Files. Keep ony these administrativefilesin recordsstaging area:

7.7.1 Locator and Dispostion File . Thisfile consists of aginal SF 135 and 135A (AAF Fams
42 and 42ARecords Shipment List, and Records Shipment List (Continuation Sheet)aranged
by the leadquartes, installation,activity, or unitwhose records arem the stagig area. This file helps
personnklocateand dispae of hadings.

7.7.2 Charge-Out File. Use Optional Form 11Reference Request-Federal Records Cente's, or
AF Form 614,Charge-Out Record, or AF Form 614eCharge Ou Record (Cortinuation), to keep
track of loanedclassified, ard unclassified material.

7.8. ReceivingProcedures:

7.81. Transfer of Records. Th office transfenng records to a stagingrea pepares SF 135 and SF
135A.

7.82. The RM usesthe RIMSmodule b placeandretrieve staging ai@erecord.

7.9. Disposition Procedures.The RM manayes the stagng area and may ak for labor assigance for
large volumes fom vaiousorganizations who usedlstaging area.

7.9.1 Disposing of Records. Destrgy or restore elgible records in he stagng area. Review the
shipment listsn the locato and disposition file just befe the end of eachaenda or fiscal year for
records reag for disposition. Save fie foldes, guidecards, ard fasteners.

7.9.2. Retiring Records:

7.92.1 Retire recordto approprate Federatecords cengrs inaccordane with chapter6. Aim
to retire reords hat have a reention period of more thn 8 yearsand tha camefrom units and
organizationsthat have since become inactivatectitet movedfrom the installation.

7.9.2.2 Retire allrecordsfor eah installation o separate organizations to tigpropriate Federal
records cengr each yar. Avoid numeoussmal shipments to keepostaland handling cets toa
minimum. Federal recordscenters only acgpt recordghat have at leat 3 years a more retention
remaining. EXCEPTION: Base claure.

7.9.22.1. Federalrecords centers onsderexceptions to the 3-years rle on an individual
bass. Send aequest f@ exception with a full justicaton through records magement chan-
nelsto SAF/AAIQ. For tenart units recads goredin a hog staging area,the terant RM
works with the host RM toidposeof tenant'srecords in staging aresa If staffing and other
resources permit, the host RM ncludes all material that tenants wish to etire in combined
shipments to Federal reords centers EXCEPTION: Terants whose parenMAJCOM has
specified aherwise or who have made otliemrangements o agreements witthe hos RM.

7.9.2.2.2 For lage volumes oseveral tenants, the HORM may &k the tenanRM or FARM
for hep in dispasing or preparing the tenant's shipment. \Mftenantsecords fam part of a
host's combined shipment to a Feeral records center, @rsonrel must prepag a sepasete SF
135 for ech unt and nclude the units designation n item 5of the SF 135, wh the rent
MAJCOM in paentheses. The hat RM gives the tenants involved irsiipmenteither a copy
of the Federal records centSF 1% receipt (showing acesion numbes, location numbers,
and so opor theaccession andocation numberfor the tenants to add their copies othe SF
135 that they uskto transfer the records to ttetaging are. If the unit has inactated, the
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host RM gives a copy dhereceipted & 135 to the paent MAJCOM of the inactivatd unit.
NOTE: Thisinformation is essential to the tenant for future research a retrieving retired
recards. If speifically required the terant gives itsparent aganiation o- MAJCOM a copy
of the SF135 orthe accssion aml location information.

7.9.2.3 Posting Dispaition Action. Add infamation on reting or detroying records from the
shipment list a the locato and disposition file For destoyed classified magrial, add to theship-
ment lists tle certificate of detruction that AFI 31-401 requires.
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Chapter 8
GETTING INFORMATION FROM INACTIVE RECORDS

8.1 Generallnformation. Getting information from inactive recordsworks thesame as for &tive
records, regardless of their [ocaion.

8.2 Getting Records From an Air Force Organization. Write diredly to the organization to request
this information.

8.3 Getting Records From a RecordsCenter or Staging Area. These organizations maysearch for
and borrow reted record:

The organization thatreated the records.

Succesor organizations.

A higher Feadquartes.

Otherorganizations thigthe dfice of primary responsibility or the RMchoacses.

The WashingtorNational Records Center keps a list of persons authorized to resjueeive, and pick
up clessified ard unclasified recordsstored at the WNRC. The command atct FOA RMs compile thee
lists and provides WRC seurity clearance infomation fa thoseindividuals requsting classified
records. Serd liststo SAF/AAIQ for processing.

8.3.1 Approving Loan Requestdor Retired Records.The RM or the offie of primary respasi-
bility approvedoan requets for retred recordsonly after veriying that:

* The loa will not subject therecordsto abnamal risk of loss a damage.
* The loa will not slow down dher busines d ahigher piority.
* Therecordscenter orstaging are can meet tle loan requet.

8.3.2 Using Optional Form 11. UseOF 11 torecall records or use recor@i®©m any ¢ the Federal
records centes, or a saging aea. EXCEPTION: A request for military master reards at the
National PersonndRecords @nter. Use aseparate OF 11 for ehdtem requested. Always include
as much of thisnformation as pa#ble on eachOF 11 ora separatesheetof paper wha OF 11 is not
available:

8.3.2. (HILL) Recordsloaned from staging area will be charged out on a -day kasis. Any
organization using thiservie will return the material within this period or requesih extersion in
writing. Accessa records kelonging to another organization will not be grarted without permisson
of the retiring oganization.

8.3.2.1 Accession number, stick location, box numér, specific file, folder, order (number rad

date) @ document desiredand file designation f known; name and location of therganization

tha created the files; the bw number shown on #signed copyof SF 135returned to tle organi-
zation doingthe retiring; the accession numbeias shown on the returnesigned copy dthe SF

135, the location nmber asshown on thereturned,signed coly of SF 135 requester's name and
phone number, agey, office, room nunber, building rame and numbe street, citystate, or ZIP
Code; and any other infimation that would help center personnel identify and locate documents
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or files. Do not include clasified information on OF 11 or othe written search o loanrequests.
NOTE: For urgent requeds to WNRC, téephone area cale (301) 763-7010. For emergency
information afte duty hours, telephone the HQ USAF staff dutycer at (703 695-4803 or DSN
2254803for aperson o contact at WNRC.

8.3.3 Using SF 180,Request Pertaining to Military Records. Use ¥ 180 to gd informationfrom
military personnel records. That formsal liststhecorrect nailing addesses and location omilitary
personnetecords.

8.3.3.1 When SF180 is not available or the locatioff the gersonnelrecords is unknown, -
vide as mub of this information aspossibé to National Pesonnel Records Center (Military Per-
sonnel Recordsf700Page Ave, StLouis MO 631325100.

* Namethat military personnel used duag service(last, first, middle).

* Brand of service, allservie numbers ad Social Seurity Number.

» Dateand place of birth.

» If deceased,dateandstatus at desth (that is, active duty,retired,and so on).
» Dates of sevice (active, Rserve, ad National Gard).

* Present status of the individual (that is, actiRe<rve, Fleet Rserve, eceased, andso
on).
» Complee name ad address of the requestincluding bsinessand home telephone.

8.3.3.2. For the NPRC(Military Personne Records) to provide the beg possble srvice, you
must limit telephoa requeststo truly urgert or emergency matters.Mail requests instel. Those
people naking emergeng callsmust fave awailable the information listel in paragrag 8.3.3.1.

8.3.3.3 Use these tlephone numbers during regular Wing hous (0730 to 1600 Central Stan-
dard Time) for emergercy calls:

If you need 6 usea DSN numbecall 8-6931110. Y get tre St. Louis operator. Ask the ofer-
atar to off né you to the numbeneferencd below:

Air Force: (314) 538-7243

Army: (314) 538-751

Army Reserve and NRPC Personnel Adnistration Center (314) 58-7733
Navy, Marine Corpsand Coat Guard (314) 5387141

NOTE:
The full numbe referenced is tle commecial number for DSN-drop 314

The NRPCcharges a smiateefor certain types ofservice. In most irstances, the NRPC cannot
figure sewice fee costs in advance. If arequed involves a senice charge, the center tells the
requester of the charge.

8.3.4 Restrictions on Release of Information. Service persomel may get aimostany information
fromtheir ownrecords. The next okin, if the vetean has died, and authorizdéederal offices with
an official purpose,may get mosttypes of information from a nilitary servce or melical record.
Otherrequesters nmust have areleasesigned by the veteran Employers and others neding prod of
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military sevice may acept as authentic theformatian shown on Armed Forces documentsuch as
DD Form 214,Armed Forces of the Wited States Report of Trarsfer or Discharge) at the time a
service peson left themilitary.

8.3.5 Using SF 127,Request for Official Personnel Folder (Separated Employee Use SF 127
to request tie NRPC (Civilian Personndecords) to end civilian personnel records forme mili-
tary personnel.Send a coyy to the Feckral recordscente in duplicate.

8.36. Use DD Fom 877,Requestfor M edical/Dental Records or Information, to request medi-
caland dentakecords fran the NPRC.

8.37. Removing Reords Permanertly. Y ou may not permanently remove records that you have
borrowed from any Federal recordenter or stagingrea. EXCEPTION: With the written approval
of the RM, or theCRM for inectivated orgargatiors. Send written gproval to the Federal rds
center or M with OF 11 for the records. If tarecords center retires the recordsiagat a later date,
prepare anewset of SFs 135 and handd themas a nev retiremert action.

8.38. Returning Borrowed Reords. The head othe borrowimg office must esure that borowers
return records to the recoscenter oistaging area.

8.3.9 Loaning Already Ba rowed Records. Borrowers @ not ordnarily loan out records thisthey
have alrealy borrowed from a Federad record certer or s¢agng area. If borrowersmust provide
paperdrom borrowed filedo otheragenciesor offices they:

* Promptly notifies the Federakrecords center or RM.

» Statethereasondor needingo loan out the borrowed records.

» Degribe therecords m question.

* Provide an approximate dag of return.

* Do nd lend Air Fore official files to ouside Air Force activities except o rare oc@sions.
» Get asigraturefor release ;na S 135.

* Get permission from the NARA. Preferably,make copiesor othe theinterested person.
8.3.1Q0 Addressinglnquiries. To keep rerouting to a rmimum, #nd inquries on retied organiza-
tion and installation records directly to the Federal records center maintaining the records for the

period involved. Atachmert 1 helps yo decide where to addess inquiies. Attachmert 2 isalist of
regional records centers.

8.3.11 Withdrawing Recordsby Reactivated I nstallations and Units. Federal records centers
and RMs approve requests forecordsby reactivatedunits or installations fa recordsto help with
administraiton undetthefollowing conditons:

* The loasinitially last for a3-mont period with the pivilege o renewal.
* The Federatecords centeor RM mg recall theloars.
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Chapter 9
CHANGES PROCEDURES

9.1 Changes toAFI 37-138 and AFMAN 37-139:

9.11. Amend @ reaccompbh files plans and #files dispaition contrd label,to reflect new dispo-
sitionstandads or ad addtional recordsseries. Review inactive files to esure that persondeupdate
dispositions acording to new or revised standards. Amend the SF35 for staging area records to
show change

9.2 Suggesting Changes, Additions, a Deletions to AFI 37-138 and AFMAN 37-139 Sem sugges-
tions onAF Form 847 to make comments arsliggeseéd improvements in thignstruction and AF Form
525torequest changgsto tables orulesin AFMAN 37-139throudh the RMandthe CRM to SAFAAIQ,
1610 Air ForcePentagon, Washington DQ0330-1610.

9.2.1 Using AF Form 525. Use AF Form 525 for suggeding changes,additions, a deletions to
AFMAN 37-139. Repare fourcopies; keep one in spen®. Send theecopies througtheRM to the
CRM. Coordinate thesuggestion with approfate personnel at one level befe sending it to the next
highe level.

9.21.1 The (RM works with dher MAJCQOMs orFOAsrecords managers who have aime or
joint interest in the records éfore ®nding the suggstion to SAF/AAIQ. The CRM works with
the commad history ofice onsuggestions relating tcistorical records and permemt records.
The CRM works with thgudgeadvocate's ofte an suggestionselating tothelegal rights ofindi-
viduals orthe Air Force. Show the coordinain of thejudgeadvocate o the AF Form 525. The
CRM indicates initem 17 if therecords ar@rivacy Actrecords. Send two copiesf appoved rec-
ommendationsto SAFAAIQ.

9.3 Completely Justify All Changes:

9.31. If apropcsed rew or revised directive requires reords notcovered in AFMAN 37-13 or if
changes to dispositicstandards are mwessary because bchangesn procedures, theOPR sends AF
Form 52 with the draft of the directive to records managentasifices. The OPRmay dedy the draft
of the directive while submitting A= Form 525 but includes w AF Form 525 a qualifying statement,
such & "Propaosed disposition is tentative while ve determine tre needs @ users.” In sichinstarces,
the RM o CRM holds AF Form 52%or at kast 6 months and thesks the OPR to confrm the pro-
posed dispstion.

9.3.2 Completey justify all suggstionsto keep records permanently or to in@ean existing reten-
tion peiod. Justify the permanent retention odcords in tems d their value for historical adminis-
tration or for resarch,organizational dianges, or protecting the legal rights of ens ad the
Govermment. In many irstances, this type of gtification requiresa painstakingand sarching analy-
sisand evaluatian and strong coojeration betwen records maagementpersonnel and subject matter
specialists, le@l advisors, aml historians. Try to deermine how many Air Force records are really
essenal; whether they effectively document Ar Forceactivities and transactions;whetherthe Air
Forcecanredtce retention periods; and how marsp-called " pemanent” records aref@eal enduring
value. Since "enduring value" mean®dping the records indefinite(gventually dfered fa deposit
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to the National Archiveof the United Statg¢sanalyss accept that "permanentfsrever.” No routine
techniquegan simplfy theevaluatian of permanent recordsNo substitute exsts for a thorough and
carefu analysis by competenindividuak.

9.3.3 Completely justify recordsthat protect the égal and inancial ights d personnel and the Air
Force. Coordnate the items on legaightswith the judg advocate'sfice. Sewl its comments with
the AF Form 525. The National Archives and Records Administration (NARA) needs these com-
mentsto make an infomed decsion on the retention value of #records.

9.34. You must also dspose of electronic media (such ascomputer tapes, disks, diskettes, punch
cardsandso forth) that genera¢ paper or microfom records (see AFMAN 37-123;haptey.

ROBERT J. McCORMICK
Administrative Assistant
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Attachment 1
GLOSSARY OF REFERENCES,ABBREVIATIONS, ACRONY MS, AND TERMS

References
HOI 4-30,Air Staf and Ofices d the Secgtary o the Air Face (SAF) Recods Managemernt Program
AFI 10-208, Continuity of Development ad Implementatiol (formerly AFR 283)

AFI 16-201,Foreign Dsclosure d Classified and Unclasified Miitary Informationto Foreign Geern-
ments andnternationd Organizations (formerly AFR 200-9)

AFI| 24-204,Prepaing Hazardous Materialdor Military Air Shipnent (formely AFR 71-4)
AFI| 31-401,Information SecuritfProgramManagemen (formerly Dd 5200.1-R/AFR205-1)
AFI 34-123,Private Organizations o Air Force Installation: (formerly AFR 34-4)

AFI 36-208,Mili tary PersonnelRecords Sgtems (formerly AFR 35-44)

AFPD 37-1,Air Force Information Management

AFI 37-122,Air Force Recads Management Progran (formerly AFR4-74)

AFI 37-123,ManagementfoRecord (formerly AFR 4-34)

AFI 37-125,Official Mail, Small Parel and Dstribution Manageme! (formerly AFR 4-50)
AFI 37-131,Freedom of Information Act Progran (formetty AFR 4-33)

AFI 37-132 Privacy Act Progarr (formerly AFR12-35)

AFMAN 37-139,Disposition d Recads--Sandards (formerly AFR 4-20, vol 2)

AFDIR 37-144 Privacy Act System &fecads (formerly AFP 436)

USAFINTEL 201-1,The Seurity, Use,and Dissemination 6Sensitie Compatmentel Information
36 Code of FederaRegulationsChapter Xl, Subclapter B, Records Management

18 United States Code Chapter 101, Sectio 2071,Records ad Reports

44 United States Code, 3101-3107 @8B301-3314,National Archivesand Recods Management
44 United States Code Chapter 31, Records Management by Fedéragencies

44 United States Code Chapter 33, Dispacsal of Recads

Abbreviations andAcronyms

ANG—AIr Nationd Guad

CFR—Code of Fedra Regulation

COR—Chief of the Office of Record

CRM—Command Recordslanagers

DFARS—Deferse Feceral Acquisition Regulatio Supplement
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DFAS—Deferse Finance athAccounting Service
DRMO—Defense Rutilization andMarketing Offce
DRU—DirectRepating Unit

FAR—Feckral Acquisition Regulation

FARM —Functional areaecordsmana@r
FIRMR—FederaInformation Rsources Managerent Regulation
FOA—Field Orerating Agency

FRC—Feckral Record<Center

GAO—General Acourting Office
GSA—GeneralServices Agency

HQ USAF—Headquartes United States AiFarce
MAJCOM— Major Command

NARA—National Achives ard Recods Administration
NATO—North Atlantic Treaty Qgankation
NPRC—National Personnel Records Cent
NSN—National Stok Number

OF—Optional Form

OPR—Office (or Oficer) of Primary Responsibility
OSAF—Office of the Secretay of the Air Force
RM—RecordsManager

SAF/AAIQ—Secretary of the Air Force, Administrative Commauations & RecordsManagenent
Division, Directorate of InfamationManagerent

SF—Standard Form
U.S.C.—United States Code
WNRC—Washington National Records Center

Terms

Appraisal—The process of detemmining the \alue and thus the firal dispositon of a record, making it
either temporary or permarent (Federd Records Management Glossry). The Nationd Archivesand
Records Administration (NARA) is the anly federal agency with the aithority to appraise government
records.

Command Records M anager (CRM)— Records managers at MAJCOM, OA, DRU, and Unified or
Specified Commands fowhich the Air Force is thexecutiveagent.

Disposition— (1) A comprdensive érm that ncludes @struction, salvage, or donatia; trander to
staging arearaecords center transferfrom one organizatioto another(2) Actionstaken withinactive
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records. Theseactions mg include eraure of data,trarsfer to a recordsenter, or transfer to é§National
Archives (Chapte Xl of Title 36 of the Cod of FederaRegulations, Part 1234).

Disposition Instructions—Precise instructions in AFMAN 37-139,specifying the dte or event for
cutdf, transfer retirement, or deruction of records.

Documentation—(1) The act or process b substantiahg byrecording actions anat decision. (2)
Recordsequiredto plan, develop, opate, maintain, and use electronrecordsand software. Included
are systems specifications, file specifi cations, codebooks, record layouts, user guides, and autput
speifications.

Electronic Records—Records dored in a form that only a computer can process federal Records
Management Glesary 1993.

FARM —Functional areaecordsmanager. Thé=ARM is the pant of contact and monitors theegords
Managemert Progam within his o herfunctiond area.

File—In electronic recordkeeping, an organigecollection of related @a, wsually arranged into logal
records thatarestored together ad treated as a unit.

Nonrecord—Information materials that are not part of the legal definition of a record. Includesextra

copiesof documents kept only for convenience of refererte, sbcks of publications and of processed
documents, ahlibrary of mseum materialntendedsolely for reference or exhibition (Federak€ords

Management Glessary 1989.

Official Record—Recorded infamation regardles of medie, maintained by an agency to comply with
its lecal obligations or cread as a rsult of its trarsactions of pubti business. Excludeds recordsare
library and mseum mateels, extra copies of documentsgserved fa convenience or ferernces, stocks
of publicationsand blak forms.

Per manent Records—Reamrds the Archivist of the United States has gpraised and approved for
pemanern retenion by the Government of the United States, ad for accessioning into the National
Archives.

Preservation—(1) The provision of adequate facilities to potect, care for, ormaintain records; (2)
Speific measures, individual and collective, undertaken to maintain, repair, restore, or proect records
(Feceral Records MnagemenGlossary 1989).

Records—"All books, papers, maps, photographs, machine-readable meterals, or aher documentary
materials, regardless of physical form a characteristics, made or received by an agency o the Unhited
States Geernmentunder Feéral law or in cainecton with the transaotn of public businesand
preserved or appropriate br presevation by that agency o its legitimate siccesso asevidence of the
organization, functions, pticies, decisions procedures, operationsr other activities of the Government
or beause @ the iformational vale of data nthem. Library and museum material madermacquired and
preserved soléy for referenceor exhbition puposs, extra copies b documets preservedonly for
converience & reference, ad siocks d publicationsand d processd documents @& ot included.”
(Title44 U.S.C. 3301)

Record copy—The ofificial or file document that you soark and recognig, complete with eclosures or
related pajgrs.

Retertion Period—The length btime the Air Foce keeps a@ecord before dispsing of it according to
the deposition schedules. Recordsnot authorized for a specific disposition have a retention period of
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"permanent

Scheduling—The pocess of developing aschedule for the disposition of the records, using AF Fam
525, Records Disposition Recommendation, so te disposition instructions can be published in
AFMAN 37-139.

Series of Recads—A group of related records having a dstinct title, application, and disposition
schedule whid are coered by tle same tabé and rue from AFMAN 37-139.
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Attachment 2

GUIDE TO RECORDS CENTERS, DEPOSITORIES, AND THE LOCATION OF RETIRED
AIR FOR CE RECORDS

A2.1. Nationd Personel RecordsCenteg (MPR), 97@ Page AveSt Louis MO 631325100:

A2.1.1 Inactive pemanert and tempoary organiational documentation:
* From1916-1966:

-Resarch anddevdopmentrecads.

-Claimsfiles.

- Record =ts d regulationsmanuas, letters staff digests, bilietins, and opeating instructions.
- G@neral corespondence by ajor and majorsubadinaie commar headquartes.

NOTES:
For those records after 1966seechapter 6.
* From1916-1967:

- Record sets of administraé ordes (suches gereral, sgecial, aeronautal, movenent, ard reserve
orders).

- Persond action formsinvolving duty statuschanges.

- Courts-martial orders.

- Spea courts-matial records nd involving abad condu¢ discharge.

- Individual training records, includirhospital interrand residentraining.
- Radiation andradium therapy clinical recordforms.

- Operding room schedulg medcal research and expgmentd files, and medical pfessional
papers.

NOTE:
For those dter 1967, see chaptér
- 19421951 sick repds.
- 19511957 excsed-from-duty reports.
* Septembel947-June 19Bmornng repats.

A2.1.2. Military personnednd medical records of Regul&tesrve, and Air National Guard person-
nel,and decesed retired dfcers and enlisttpersonnel who lave left the Air Force and its predees-
sor aganizations (Amy Air Force, Air Corps, Ai Service, and Aviation Sectiori the Signal Corps).

A2.1.3 Master personnel and medical records of officers and enlisted personnel who retired with
pay, including the inpatiehand outpatietrecords 6 ther treatmen at aservicemedica facility.
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EXCEPTION: (Generals ahpersonnkon the temparary disability retirement list [TDRL]).

A2.1.4 Military persond and medical records of ANational Guard enlisted personnel whoaue
left the National Guad since 1 Januay 1953.

A2.1.5 Clinical records d Air Force pesonnel on active duty and other italy personel, including
retired, who receivedtreatmemat an Air Force medicafacility. Inpatientmedical records of depen-
dentsof Air Foree personnel wio received treatmenrdt a Naval medical faility. Outpatien medical

records of Publc Health Service and Cashand Geodtic Survey pesonnel o active duty orretired
and their dependents who received treatment at an Air Force medical facility. Medical records of

cadets and midshipmen argice academies who received treatmerdrafir Force medial facility.

Outpatient sevice ard dentalhealth record for retired Ar Forcemilitary members.

A2.1.6 Intenm X-rays for Ar Force militay personnel taken at US Nal/medical facilities; X-rays
taken & military personnel at USAmedial facilities befoe the X+ays were eligble for destruction.
Diagnostic Xrays (5-yearrecords) of retired Ar Force members, mammogans, and 50-yeak-ray
recordsfrom closing bass.

A2.1.7. Individual pay records foretired personnel and records @signatingtrustees toreceive
money on khalf of mentally incomgetent pesonnel before ashincluding 1967. (Fothose records
after 1967, se@aragrap A2.1.4)

A2.1.8 Decoration files listing all decorations toAir Force personnel.

A2.1.9. Leave record$or civilian employeesvho left the Ar Forcefrom 1961-1967.Forthoseafter
1967, see chapter 2.

A2.1.10 Veterans Administration (VA) beneficiaries' clnical and odpatent medcal ard dentl
treatment records,ncluding X-ray film of VA outpatient clinicsfrom 19 to the present. For thse
for 1967 and biere,see chapteB.

A2.2. Nationd Personel RecordsCente (CPR), 11 Winnelago St,St LouisMO 63118:

A2.2.1 Official persmnel folders of civilian employees who have lett the Air Forceand comparable
files colleced befae thesetting up of Official Personh&olders. Savice record cardsSF 7, Savice
Record, or its equivalent) oemployees who left o transfered from inactivated stations (thos=rds
still withi n their 3-year retetion period. Individual earnings aml service cards Medical treatnment
folders (clinical and derdl records) on dependentsfdir Force military personneind civilian
employeesvho received treatmerat an Army or Ar Force medical facility. Medical treatment fold-
ers of noamilitary foreign nationals andegendents of allied or naat Armed Forces @sonnel who
received treatmerat anArmy or Air Forcemedical facility.

A2.22. Inpatient medical records of Public Health Service and Coast anl Geadetic personnel on
active duty or retire@nd treir depen@nts who re@ived treatmentat an Air Force med# facility.
Outpatien medial records 6 depeneénts of Air Force personnel who received teatment at a Naval
medical facility.Medical records ofcongessmen who receied treatment &Air Force medical facili-
ties. Final (for both entrance to and separatitom the military) X-ray film for officers and airmen on
enlistment, appointment, stuwent status at Air Force and US mili tary academies, relief from active
duty, disbility, and disqalification for Reserve enlistment and flyng status. Leave records of dis-
continued instllations forthe arrent 10-yearperiod. Selective savice recordsof World War |,
including policy filesand personnel records ahthe record®f locd and appal board nembers.
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A2.2.3. General Accounting Ofte (GAO) accounts and other combineities of accounting pags
on the recepts anddisbursements(including transcipts d pay) of the Depatmert of the Army,
including Army Air Force and the Departmentibfe Air Force afteSeptembe 1947. Vouchers, pay-
rolls, final statements, and related finankfdes covering the perioddm 1936 to 3QJune 1949; pay-
rolls for Reservistspaid taining asemblies and 2-weekdiive duty taining through 31 March 1951.
Controlledgers fo each GAO dsbursing officer's accours, the dsbursing records, and related
papers. Filescontaining data petinert to pay and deductons(suchas from pay for allotments.
Leave recordsfor Air Force civilian personnel who lefte Air Force ater 1967. (For those records
befae 1967, separagrap A2.1).

A2.2.4. Fededa Remrds Center, 2312 E.BannisterRd, Kansas Gty MO 64131 and the National
Archives-Central Plainfegion, 2312 EBannister Rd, KasasCity MO 64131: VA outpatient clin-
ics keep outmtient medcal records for3 years before traherring them to the KasasCity Feceral
Archives aml Records Center (FARC). However, Air Force perennel no longer desroy medical
records after 12 years. Since 1979, the VA hashad amoratorium on destroying medical records,
while the Air Force evaluates alonger retention period. In the meantime, personnel don't destroy
medicalrecord atthe Kansa City FARC (and al otherfacilities).

A2.2.5. Federal RcordsCenter, Building 48, Derer Federal Cendr, PO. Box 25307, Denve€O
80225 and teNational Archives-Roky MountainRegion,Building 48,Denver Federal Ceat P.O.
Box 25307, Denver CO 80225. Audited accounts of the Air Force, including: Original copies of
accounting and finance officers disbursing accounts, including &l vouchers, capital papers, state-
ments ofaccauntability, andsupporting dasumens. All military pay record jackets for boh active
duty and members wihhaveleft the Air Force before 19®. Personafinarncial recordsfor membea's
who left the Air Force before 1980. @ginal military pay aders and JUMPS source documents that
accounting ad financeoffices have senttthe Air Force Accounting ahFinanceCente. Original
sulstantiating documentsor the Ar Reserve Pay and Allowance System (ARBA&t ARPAS pay-
roll offices hae sent tothe Air Force Accounting and Finance Certer. Pay records of Air Force
retired pesonnel whos accountsvere ternnated afte 1967. (See paragraphlAor pay records$or
accountgerminated before 1968.) Recordssig@ating trusiees toreceive money on behalff onen-
tally incompetent personnéltermnation ofthe tusteeship occurred &er 1967.(See paragph A2.1
for recods for trusteesipsteminatedbefore1968.) Original copies of contractswith sypporting
documents befe 31 Mardh 1974. Original microform of the JUMP Snastermilitary pay accountor
active duty member Original mcroform of theRetiree and Annuitant Msier File Hstory for retired
membersand their annuitarts. Original microform of the ARPAS quarterly history containing AF
Reserveand ANG menbers pay acounts. (Seeparagrgph A1.2.12 for keeping records at the Air
Force Accountig and Finane Center leforeretiring them © Denver FedellaArchives and Records
Cente.)

A2.2.6. Federal Records Center, 1557 St Joseph Ave, East Pant GA 30344 and the National
Archives-SouheastRegion, 1557 St J@ph Ave,East Point, GA 30344: Shipment records before 1
Januaary 1959, consisting oftroop movementecords, howsehold goods shipmenecords, transporta-
tion requests, @r record books, inbound and outbound hbills o lading, and bill of lading registers.
Shipment records since Jarary 1959, cosisting of troop movement records andrisportation
requests. Selectie servie records of WorldWar | under tle Selective Servie Act of 1917,consist-

ing of registration cardsf male persons baron or after 12 September 1873 drbefae 12 September
1900 aul classification records.
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A2.2.7. Washington NationalRecordsCenter, Washington DC20409 Inactive records from 1955 to
the preent of the Secretary of the Air Force and HQ USAF, ircluding the Office of the Secretary,
general andpecialstaffs, other headquarters offices, boards, and comrgitied jont organiztions
inwhich the AirForce wagheexecutive agent. GAO accownincludingtranscripts d pay vouchers,
payrolls, final staemerts, and related financial filesof the Department of the Army, including the
Army Air Force, béore 1 Januay 1936. Files of the Judge Advocate General Ofice (such as
courts-martial registers, card indexes, ourtsmartial activities, general courts-mertial records, and
special courts-matil recordsnvolving a ba condud discharge aml litigation and claims files). Mor-
tuary am cemeery files since 1966 theAir Force field mortuary offices retired. (Fthose before
1966, see paragra\2.1.)

A2.2.8. Inactive rmarent and tempong organiational records. From 1967 to premt: Resarch
and developmentcords; claims fles; record sets ofregulatiors, manuas, letters staff digests, bulle-
tins, headgarters operatingnstructions, and general ecespondenceifesfor maja and majo subar-
dinate commadh headquaters. (Forthose records before 1967, ee paagraph A2.1.) From 1958 to
the present: Bcord sets of adminigttive ordes (such asspecial, aeronautia, movement and
reserve ordes); personnel action famsinvolving duty saétus changg courtsmartial orders; spcial
cours-martial reards not nvolving a badcondict discharge individud training records, incuding
hospital intern and residert training; radiation and adium therapy clinical records forns; opesting
roomscheduls; medical resarch and experimentalles; and medial profesional papers. (Adhaose
records before 1966Gsee paragraph A2.1.)

A2.2.9 AFMPC (Military Personnd Records Division), Rardolph AFB TX 78150 (See AFI
36-2608, fomerly AFR 35-44.)

A2.2.10. Air Reserve Personel Cente, Denver CO 80280Military personnel and medicedcords
for Air ForceReserve officersbelow the grade of general n@erving orextended actie duty ard for
living retred AF Reserve members, includjidir National Guard fficers, n anonpay status. Files
of Air Force offcers dscharged and immediately canmissioned n the Air Force Resene; and the
masterpersonnd files for retired pesonnelin a py status ad holdinga Resrve commision. Mili-
tary pesonneland medcal records for Air ForceReserve personrel not serving onextended actve
duty; Air National Guad personnd who leftthe National Gual with aremaining Rearve obligation
and tha@e who acceptd an Air Fore Reserve appointment; Bserne and Air Nationh Guard person-
nel an the retired (nonpay) list.

A2.2.11 Defense Accounting and Finance Agency,formerdy Air Force Acomunting and Finance
Center (AAAFC), Denver CO 80279. 1@inal copies ofccounting andihance oficers (AFO) dis-
bursing accours, including all vouchers, capitalgpers, statementsfoaccountabilityand supporting
documents, andriginal military pay eders and JUNPS souice documents suabtted by AFOs The
Defense Accouning and Finance Agency retres these reords b the Denver Feckral Archivesand
Recads Cerer 18 monthsfrom the dae o the accouat. Original sistantating doaumerts that
ARPAS payroll offices have sent 6r the Air Resrve PayandAllowance Sysgem (ARPAS). The
Defense Accouning and Finance Agency retres these reords b the Denver Feckral Archivesand
Records @nter 18 monthsfrom the da of the account. Pay recordsfoall Air Force retted person-
nel. The Defense Accountng and Finance Agercy retires these reords to the Denver Feceral
Archives and Records Center 1 year after termination of theypaccount. Recordsdesignating trust-
ees to receive money a behalf of mentally incompetent personnel. The Defense Finance and
AccountingAgeng retires these recorsito the Dener Federal Archives ahRecordsCenterl year
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after termination of trusteeship. Dont send originals of contracts wth supprting documents to
DFAS. DFAS hasretired all contracts that received befee 31March 1974 to the Denver Federal
Archivesand Resords Center. DFAS rdires the origial microform ofthe JUMPS raster military
pay account, Retiree and Anrtant MasterFile History, and ARPA quartery history to the Denver
Federal Arcchivesand Record€enter immediately after creatioDFAS keepsopeaational copiesfor

3 to 6 yearsard then datroys them.

A2.2.12 USAF Acaedmy/RR, Colaado SpringsCO 80840. Persomhrecords d Air Force Acad-
emy cadets. USAF Acadeny/RR retres these receds to he Rocky Mountan Fedeal Regional
Archives, Denver, CO.

A2.2.13 Air Force HistoricalResarch Agency (AFHRA),Maxwell AFB AL 36112. Unit hstories
and supporting documents, mongghs, histoical studies and rejpis, for the AirForce and its prede-
cesso organzaions (Army Air Force, Ar Coips, Air Service, and Aviation Setion of the Sgnal
Corps)spannirg the life d the Air Force fom 1907.

A2.2.14 Military Repasitory, Military Dog Record, Military Dog Veterinary Service, Wilia Hall
USAF Hospital, Lacklad AFB TX 78236. Files for entry dogs from 1957a present. Organiztions
keep thes recrds during a dog's assgnment. Lackland AFB keeps these reords when the dogs
undego trainng andretraining, tansferto a nonmilitary agencypr die.

A2.2.15. Deferse Mapping AgencyAerospace CenteiSt. Louis AFStation MO 631180riginals of
compilatian instructions ad histories; specficaton and resarch reports; charging sourefiles; repro-
duction negatives dafertain cartogaphic items. Complee sets of prited, phaoprocesed,and simi-
larly produced clarts ard maps, aronauti@ information publietions.

A2.2.16. Air Force Inspecton Agency, formerly Air Force Inspectisand SafetyCenter, Noiton
AFB CA 92409: Aircraft, missile,explosive, life suppot accident, al incidentrecords. Flight
records. Ground acident records. Inspectian records.

A2.2.17. Personnel Investigation Control Center, Defense Investigative Service, ATTN: DO620,
P.O. Box 454 Baltimore MD 21203.All DoD personel security investigations.

A2.2.18 Director, Federal Bureau 6 Investigation, Identity Section,Washingtan DC 20535. Com-
pleteset of fingerpints of appli@ants, inductee, andenlisteesin the Air Force.

A2.2.19. Medical Director, AmericaRed Cras, Washington DC 20006Dental, inpatient, and out-
patient clinical recorg including X+ay films, for membes of the AmericaiRedCross who received
treatment at Air Force medicafacilities.

A2.2.20. Diredor, Department of Education (in which the school is located). Sedion Sx school
records, corsisting d theschoolregister, elementarychool cumulative record cards, and ateehool
recards. (Individual schoolskeep recordsfor aslong aghey opeate.)

A2.2.21 Veterans Administration Center, 520 Porce de leon Ave, San Juan PR 00918. Medical
records, including X-ray film, of VA bereficiarieswho receivedreatmen before 186 at an Ar Force
medicaltreatment &cility locatedin Pueto Rico.

A2.2.22 Veterans Adninistration Regioal Office. Air Force miitary personnel clinicalecordsfor
hosptal petients (©Or nonpatients) who left the Air Force o retired for disabili ty reasas while in a
patientstatus remain withthe VA regional ofice servicirg the arean which the patientesidesif the
patient hagpplied for VA benefits.
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A2.2.23. Specid Intelligence Central Repositoty, AIA/IMI (for merly AFIC/IMOR and peviously
known as ESC/DAD), San Antonio TX 78243. Communications security (COMSEC) and special
intelligence documentation that has a retention perfodae than 8 years and that gemnel created
within the Ar Force accordigto USAANTEL 201-1.

A2.2.24 National Climatic nter, Attn: CIB, Federal Building, Asheville NC 28801.Records as
de<ribed in the weather tables cAFMAN 37-139.

A2.2.25. Nationd Geophysical and Solar-Terrestrial DataCerter, Boulder CO 80302. Recordsas
de<ribed in the weather tables AFMAN 37-139.

A2.2.26. National Spacé&ciences DataCenter, Greenbelt M20770. Documentation assdeibed
in the weather tables AFMAN 37-139.
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Attachment 3

REGIONAL ARCH IVES

Part 1--Federal Records Centers

AND RECORDS CENTERS

Table A3.1. Addressesof Federal RecordsCentersand Regional Archives ard AreasThey Serve.

Addresses

Areas Served

National Personel Records Certer(Military Per-
sonné Recads)d700 PageAvenuest Louis MO
62132-5100

Designatedrecords of Departmenof Defenseand
US Coad Guard

National Personnel Records Center(Civilian Per-
sonnel Records)111 Winnebago StreetSt Louis
MO 63118

Entre FederalGovernmat for persand records
of separated federal enployeesand volunteers;
pay records of dl federal employees; meadal
records of civian employees of the Amy, Navy
Air Force; records of agencies in greatet [Souis
area(Missouri only)

Washington National Records CenterWashington
DC 20409Stpping AddessWashingtm National
RecordsCenter,GSA

District of Columba, Maryland, Virginia, Wes
Virgina (except USCourt records), Azorg
Europe, Africa, Midde East

Federal Record€enta380 Trapelo Road]
Waltham MA 02154

Maine Vermont New HampshireMassachusetts,
Connectcut, Rhodelsland, Greenland, Icednd,
Labrador

Federal Records CeterBldg 22, Military Oean
TerminaBayonne NJ 07002-5388

New York, New Jersey, &erto Rico, Virgin
Islands, Panama (@nal Zone)

Federal Rcords Cenér5000 WisahickonAve-
nuePhiladelphi&A 19144

Delavare, Pennsylvania, and US Qouecords fo
Maryland, Virginia West Virgina

Feceral RecordsCenterl5% St Joseph AvenuekEH
ast Point GA 30344

Kentucky, North Caolina, South Carolina, Ten-
nessee, Mississippi,Alabama, Georga, Florida

Federal Recordsdnter7358 Sout Pulaski Road-
Chicago IL 60629

Illinois, WisconsinMinnesota, and US Cou
records for Indiana,Michigan,Ohio

Federal Records Center3150 Springboro RoadD-
ayton (H 45439

Indiana, Michigan, Ohio, except USCourt
Records

Federal Reords Center231East Bannbster Road-
KansasCity MO 64131

Kansas, Nebrska, lowa, Mssouri(except geater
St Louisarea)

Federal Recordsddter501 West Felix SteetP.O.
Box 6216Fort WorthTX 76115hipping Address
only:4900 Hemphil StreetBuilding 1, Dock 1FQ
Worth TX 76115

Texas, Oklahoma, Arkansas, Louisiana, New
Mexico
rt

Federal Records (enteBuilding 48, Denver Fed-
eralCenteP.O. Bax 25307DenveCO 80225

North Dakda, South Dakda, Cdorado, Wyot
ming, Utah, Montana
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Addresses

Areas Seved

Federal Reoords Center1000 Commodore Drive-
Sa Bruno CA 94066

Nevada (excepClark County), California (exept
SoutherrCalifornia), AmericanSamoa

FederalRecords Ceter24000 Avila RoadP.O|
Box 6719 agunaNiguel CA 926776719

Arizona, Clark County of Nevada, South&ali-
fornia - Counties of San Luis, Obispo, Kern, Sar
Bernadno, Santa Barlara, Venura, Los Angeles,
Riverside, Orange,Imperial, Inyo,San Diego

Federd Recads Cener6125 Sard Point Way,
NESeatie WA 98115

Washington, Oregon, ldaho, Alaska, Hawaii,
Pacific Gceanarea (excepSamoa)

Part 2--Regional Archives

Addresses

Areas Seved

National Archives-New Englam Region380
Trapelo RoadValthamMA 02154

Maine Vermont New HampshireMassachusett
Connectcut, Rhodelsland, Greenland, Iceand,
Labrador

National Archives-Northead®egion2 Varick
Street, 12h FloaNew York NY 10014-481

New York, New Jersey, &erto Rico, Virgin
Islands, Panama (@nal Zone)

National Archives-Mid Atlantic Region9th andDelawae, Pennsylvania, and & Court Recads

Market Strees, Room 1350PhiladelphidPA
19107

for Maryland, Virginia West Virginia

Nationd Archives-Southeast Rempnl15%7 St
Joseph AvenueEag®oint GA 30344

Kentucky, North Caolina, South Carolina, Ten-
nessee, Mississippi,Alabama, Georga, Florida

National Archives-Great Lakes Region7358 Sthy
Pulaski Roa@hicago IL 60629

[llinois, WisconsinMinnesota, and US Cou
records for Indiana,Michigan,Ohio

National Archives-Cental Plains Region2312
East Bannigr RoadKasas City MO 64131

Kansas, Nebrska, lowa, Mssouri(except geater
St Louisarea)

National Archives-Southwed Region501 West
Felix StreetP.OBox 6216Fot Worth TX 76115

Texas, Oklahoma, Arkansas, Louisiana, New
Mexico

National Archives-Rocky Mountai RegionBuild
ing 48, Denver Fedeal CenterP.O. Box
25307Denver C@B0225

ming, Utah, Montana

North Dakda, South Dakda, Cdorado, Wyot

National Archives-Pacfic Southwest
Region24000 Avila RoadP.O. Box 6711&gung
Niguel CA92656

Arizona, Clark County of Nevada, Southé&ali-
ifornia - Counties of San Luis, Obispo, Kern, Sar
Bernadno, Santa Barlara, Venura, Los Angeles,
Riverside, Orange,Imperial, Inyo,San Diego

National Archives-Pacific Sierra Region100(
Commodore DriveSaBruno CA94066

Nevada (excepClark County), California (exept
SoutherrCalifornia), AmericanSamoa

National Archives-Pacific Northwest Region612
Sard Point Way, NESeattle WA 98115

BVashngton, Oregon, Idaho, Hawaii, Padfic
Ocean ar@a (except Sama)

National Archives-Alaska Region6%4 West Third

Alaska

AvenuéAnchaage AK 99501
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