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LEAVE BLANK
REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NO 

(See lnstruct,ons on reverse) 

TO DATE RECEIVEDGENERAL SERVICES ADMINISTRATION 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 & -£3-<j&j 

l FROM (Agency or establishment) NOTIFICATION TO AGENCY 

MAJOR SUBDIVISION the disposal request, includ i ng amendments, 1s approved 
except for items that may be marked "d1spos1t1on not
approved" or "wi thdrawn" i n column 10 If no records7Admini-stratio __-c., :'-;--;-: =- -=- c:-, :-c- :::- n:--:: ::--:-:-_D_i_v _i_s_i_o_n 

MINOR SUBDIVISION 
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dministrative Services Branch 
4 NAME OF PERSON WITH WHOM TO CONFER S TELEPHONE EXT DA

c9 

are proposed for disposal, the signature of the Arch1v1st 1s 
not required 

.,., 

ARCHIVIST OF THE UNITED STATES 

Y,
7 1�/1s'fMarilyn M. Gaston 

ement Officer (214)780-2282 
GENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records, 
that the records proposed for disposal in this Request of 2 page(s) are not now needed for the business of this 
agency or w,11 not be needed after the retention periods spec1f1ed, and that written concurrence from the General 
Accounting Office, ,f required under the prov1s1ons of Title 8 of the GAO Manual for Guidance of Federal Agencies, ,s 
attached 

A GAO concurrence D 1s attached, or CxJ 1s unnecessary 

B DATE ATURE Of AGENCY RES ATIVE D TITLE
�U 

� - /J , - � � 
MAR;LYN M. dsToN Records Management Officer 

9 GRS OR 10 ACTION7 8 DESCRIPTION OF ITEM SUPERSEDED TAKENITEM 
(With Inclusive Dates or Re ten hon Periods) JOB (NARSUSENO 

CITATION ONLY) 

Listed below are proposed changes to the Army and Air 
Force Exchange Operating Procedures (EOP) 5-1, Records 
Management 

401-06 CENTRAL PROMOTION BOARD FILES N1-334-8f-2 
Item 3 

Documents created in planning, coordinating and conducting 
a central promotion board. 

a. Ranking list with raw scores, 

Temporary. Cut off after announcement. 
Destroy 2 years after cutoff 

b. Administrative papers such as appointment letters, 
� .• members oaths, alphabetical control lists, numeric control 

lists, voting cards, variance sheet�, mini profiles, verifying 
sheets, ranking list by career cone, ranking list by organiza
tional elements and ranking list by EEO. 

Temporary. Cut off and destroy when selection is 
is made by Commander. 

c. Recommendations by Chairman. 

Temporary. Cut off after Commander makes decision 
on recommandations. Destroy 30 days after cutoff. 

115-108 NSN 7540-00-634-4064 STANDARD FORM 115 (REV 8-83) 
Prescribed by GSA 
FPMR (41 CFR) 101·11 4 
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JOB NO. IPAQE
REQUEST FOR RECORDS DISPOSITION AUTHORITY - CONTINUATION I 

7 
8 DESCRIPTION OF ITEMITEM 

(With /nclwlw DafH or R•,-ntlon r.rlod,J NO 

d. Announcements. HQ AAFES messages sent worldwide 

announcing names of promotees, members of board 

and date of board. 

(1) Record copy (h ard copy). 

Temporary. Cut off after Commander's 

selection. Destroy 10 years after cutoff. 

(2) Oth er copies. 

- Temporary. Destroy wh en no longer needed. 

e. Text processing/PC disks. 

(1) Wh en used to produce h ard copy of central 

promotion board documents. 

Temporary. Delete wh en no longer needed to 

create a h ard copy. (See exceptions in (2) 

below.) 

(2) Alph a list, verifying sh eet and ranking 

list with raw scores. 

Temporary. Delete 2 years after announcement. 

401-07 CENTRAL PROMOTION BOARD STATISTICAL FILES 

Statistics compiled by Human Resources Directorate after 

th e Commander makes h is selections. 

Temporary. Cut off after Commander's selection. 

Destroy 10 years after cutoff • 
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9 GRSOR 10 ACTION 

SUPERSEDED TAKEN 
JOB (NARSUSE 

CITATION ONLY} 

GRS 23 

Item 2a 

( deviatior) 

, 

N1-334-88 2 

Item 3 

... 

P-our coplH, lnalucllna original to be sultmlttlld STANDARD FORM 116-A (REV 12-831
to tbe Nallonal A1,illlMt and Records Service. PrHcrlbed by GSA 

FPMA (Ill CFR) 101-ll.• 

115-204 




