159 FW Pamphlet 33-1

21 March 2003

COMPLIANCE WITH THIS PAMPHLET IS MANDATORY
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INTRODUCTION
     This marks the era of fiscal year (FY) when the units implemented, published and kept record copies of their orders, for the third time and everything has went over very well.  Now its time to close out the previous FY and prepare for a new FY .  Below you will find the procedures for closing out the current FY within the IAOS system:


(  Print an Orders Log from department 38 of the IAOS system for all series of orders


      that are applicable to your section; i.e., A, AC, T, etc.  

     NOTE:  This must be accomplished on 30 September of each year.  I will cut   

     off each preparer at 1400hrs.


(  File all orders of the same series in the same folder in chronological order.


(  Do not attach changes to the basic order, post the changes to the original order 

                  indicating type of action (Amend, Revoke or Rescind) date, order series and number


     The orders must be filed in chronological order within the same folder.


(  Ensure that all background material is filed in a separate folder.  This includes


     LAANG 13s, exceed letters, messages, etc.


      ( Label Background material indicating title.


           - ex. “Background Material to Orders in rules 2, 2.1 & 4  FY __ ”


(  Ensure that all file folders are labeled in accordance with the files plan:


      ( Squadron - ex. 159 Communications Flight


      ( Orders Series (A, AC, T, etc.)


      ( Order Numbers (1 thru XXX)


      ( Fiscal Year (FY-0X)


      ( File Folder Number 

     NOTE:  The above procedures must be accomplished on 30 September of each year.  The most important procedure is ensuring that the Orders Log is printed from the IAOS system.  You may call this office at ext. 8316 or DSN 457-8316 for any questions that may derive; however, this office will not print your logs for you.

DO NOT OVERFILL FILE FOLDERS, USE MORE THAN ONE IF NECESSARY!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!  ON THE NORM, 150 ORIGINAL ORDERS (HEAD-TO-FOOT) WILL FIT PERFECTLY IN THE FOLDERS............................
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BEGINNING FY ORDERS
     To begin the next FY orders, the following must be done:


(  Reference:  AFI 37-128, para 2.5.1.


(  Type, above the heading of the first order for the incoming FY the number of the last order published in the previous FY:


      ( SO A_-XXX, 159 COMMUNICATIONS FLIGHT, WAS THE LAST OF THE SERIES AT 


           THE END OF FY XX
“THIS STATEMENT MUST BE ON THE FIRST ORDER OF EACH SERIES” 

LOUISIANA AIR NATIONAL GUARD

159th  COMMUNICATIONS FLIGHT (ACC)

NAS JRB 400 RUSSELL AVE BOX 27

NEW ORLEANS LA  70143-0027

Personnel Data-Privacy Act of 1974 (5 USC 552a)


(  The following Tables and Rules covering official orders will be used:


      **  Reference:  AFMAN 37-139, Table 37-13

      ( T37-13R1


      ( T37-13R2


      ( T37-13R2.01


      ( T37-13R3


      ( T37-13R5

· Keep orders for the outgoing FY in the inactive files in your unit for one fiscal year, then prepare your previous FY____ orders to be record staged, and send to 159CF/SCBI  (MSgt Kyra N. Jones).  All orders must be staged to 159CF/SCBI no later than 15 Oct of the new fiscal year.

NOTE:   If you follow these procedures, the transition from one FY to another will go over smoothly.  

PREPARING ORDERS FOR SHIPMENT

TO THE STAGING AREA

(159CF/SCBI)
     What is the purpose of staging your FY records?  Record staging areas are storage areas that receive and maintain inactive records in less cost space and equipment than the Air Force uses in current file areas.  These facilities keep and dispose of records with a retention period of eight (8) years or less to eliminate the expense of transporting then to Federal record centers.  Staging areas also combine shipment of records of permanent and long-term (nine (9) years or more) value before transferring them to the Federal Records center.

     Standard Form 135, Records Transmittal and Receipt is used to transfer records to another organization.  This form serves as:


( A packing list for transferred or retired records,


( A medium for controlling the location, retrieval, reference and disposition of records 


     in staging areas,


( To identify and account for lost, destroyed or withheld records that personnel 


     normally would have retired and,  


( A receipt for retired records.

     The orders that you currently have in your inactive file should be removed and prepared for staging.  Label each folder as the series of the orders indicating the first and last number of the order; example, AS-01 thru AS-150, TS-01 thru TS-30 or ACS-01 thru ACS-30.  

     File orders in the folder chronologically.  The orders log, generated from IAOS in department 38, should also be in that file folder attached to the left hand side of the file folder.  This must be completed for all series of orders.

ALL LOGS AND ORDERS MUST BE BINDED TO THE FOLDERS

USING PAPER FASTENERS.
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{CONGRATULATIONS, YOU ARE COMING ALONG JUST FINE!!!!}
PREPARING STANDARD FORM 135
(SAMPLE SF135 ATTACHED)

     Below, you will find the procedures for completing SF 135:


(  TO:


     ENTER THE ADDRESS OF THE RECEIVING OFFICE AND DELETE  


     FEDERAL RECORD CENTER.


(  AGENCY TRANSFER AUTHORIZATION:


      ENTER THE NAME, TITLE AND SIGNATURE OF THE 


      CHIEF OF OFFICE OF RECORD.


(  AGENCY CONTACT:


     ENTER THE NAME, TELEPHONE NUMBER (COM &

                DSN) OF THE RECORDS TECHNICIAN TO CONTACT


    ON MATTERS RELATED TO THE SHIPMENT.


(  RECORD CENTER RECEIPT:


     LEAVE BLANK

(  FROM:


     ENTER THE COMPLETE MAILING ADDRESS OF THE


    OFFICE RETIRING THE RECORDS.

(  6.A, B, C, D, E........


     LEAVE BLANK


(  6.F, ENTER:


     IN ACCORDANCE WITH AFMAN 37-139, THE 


    FOLLOWING RECORDS ARE FURNISHED.

(  SHOW THE SERIES OF THE ORDERS AND THE FY

(  TYPE NOTE AT THE BOTTOM:


     THESE RECORDS ARE TRANSFERRED TO 159CF/SCBI RECORD CENTER.


     THEY ARE OF HISTORICAL VALUE TO THE STATE MILITARY 


    PERSONNEL ACTIONS, BUT HAVE NO USAF VALUE.


(  6.G, H, I, J, K, L, M

    LEAVE BLANK
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YOU HAVE JUST COMPLETED THE CLOSE-OUT 

PROCEDURES FOR THE 

FISCAL YEAR 
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GREAT JOB!!!!!
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