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I nformation Management

MANAGEMENT OF RECORDS

COMPLIANCE WITH THISPUBLICATION ISMANDATORY
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AFMANS37-123, 31 August 1994, is supplemented as follows and applies to HQ Air Force Space Com-
mand (AFSPC), subordinate units, and those agencies supported by HQ AFSPC/IMQ. It does not apply
to Air Force Reserve nor Air National Guard units. AFSPC installation RMs send copy of published
guidance to HQ AFSPC/IMQ, 150 Vandenberg St., Ste 1105, Peterson AFB CO 80914-4160.

SUMMARY OF REVISIONS

Deletes several command requirements that are now incorporated into the basic directive. Deletes previ-
ous Command requirements that are now at the discretion of installation Records Managers (RMs).

2.2. 1t will be at the discretion of the installation RMs to determine how certain types of records will be
controlled or identified on the file plan (i.e., Privacy Act, Vital Records).

2.2.1. Use "disposition pending" only when notified by Command Records Manager of hold status
because of litigation or pending disposition due to AF Fm 525 action.

5.3. Use of hanging files must be kept to a minimum.

6. When converting paper records to any nonpaper or electronic records (e.g., microfilm, optical disk,
diskette), ensure there is an approved document imaging system number. If anew document imaging sys-
tem number or update to an existing system number isrequired, RM will work with OPR using guidelines
in para 7.3. and provide thisinformation to HQ AFSPC/IMQ for processing.

7.4. AFI37-138 outlines Statement of Work (SOW) requirements for determining when contractor com-
pliance with this manual is applicable.
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Table 7.1. Do not stage electronic records having retention of 8 years or less. Maintain these recordsin
offices of record until eligible for destruction.

ROBERT F. KOENIG, JR., Cal, USAF
Director of Information Management
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