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National Voluntary Laboratory Accreditation Program Records

The National Voluntary Laboratory Accreditation Program (NVLAP) accredits testing
and calibration laboratories found competent to perform specific tests and calibrations
The program was established 1n 1976, and operates under the requirements set forth in
the U S Code of Federal Regulations (CFR), Title 15. Part 285, and augmented by NIST
Handbook 150, NVLAP Procedures and General Requirements The following types of
records regardless of physical media or format are maintained by NVLAP

1 Active Laboratory Files (organized by NVLAP Laboratory Code, a unique
alphanumeric 1dentifier)

NVLAP shall maintain records to demonstrate that accreditation procedures have been
effectively fulfilled These records shall include laboratory applications, fee payment
records, laboratory correspondence, on-site assessment reports, proficiency testing
results, certificate and scope of accreditation, and any other records which indicate that
the various stages of the accreditation process have been completed Files for active
accreditations are maintained in the NVLAP oftice for a laboratory’s most recent five (5)
full renewal years

Close files at the end of a laboratory’s renewal year (A renewal year 1s defined as a
laboratory’s 12-month accreditation cycle that starts on one of four effective dates
January 1, Apuil 1, July 1 or October 1 ) Transfer to the Federal Records Center tive (5)
years after closure Destroy tifteen (15) years after closure

2 Inactive Laboratory Files (organized by NVLAP Laboratory Code within fiscal year of
termination)

NVLAP shall maintain records to demonstrate that accreditation procedures have been
eftectively fulfilled These records shall include laboratory applications, fee payment
records, laboratory correspondence, on-site assessment reports, proficiency testing
results, certificate and scope of accreditation, and any other records which indicate that
the various stages of the accreditation process have been completed Files for inactive
accreditations (laboratories that no longer participate in the NVLAP program) are
maintained 1in the NVLAP oftice for two (2) fiscal years, including the fiscal year in
which the accreditation expired or was terminated For example, 1f Laboratory X left the
NVLAP program in FY 07, NVLAP would keep the laboratory's file in the office for the
remaimder of FY 07 and all of FY 08 Then at the beginning of FY 09, the entire
laboratory file would be transferred to the Federal Records Center with the other inactive
files for FY 07

Close file at the end of the fiscal year in which the accreditation expires or 1s terminated
Transfer to the Federal Records Center one (1) year after closure Destroy eleven (11)
years after closure
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3 NVLAP Assessor (Contracto1) Records (organized alphabetically by assessor last
name)

NVLAP purchases the services of assessors who are approved to perform on-site
assessments and other evaluation functions for the accreditation programs The following
records shall be maintained 1n each assessor file qualifications summary, criteria and
training worksheets, correspondence, signed Assessor Declaration, certificates, and
muscellaneous records related to an assessor's qualifications, training, and service
Assessor records shall be maintained in the NVLAP office as long as an assessor has an
agreement or contract with NIST

Close files at the end of the fiscal year in which assessor termination occurred Transfer
to the Federal Records Center two (2) years after closure Destroy four (4) years aftcr
closure

4 Assessor Contracts (organized by contract number within fiscal year)

These files contain copies of purchase requests, contracts, government estimates, Invoices
and NIST 162 (approval for payment) Original of contract 1s kept in the NIST,
Acquisition and Assistance Division NVLAP contract files are maintained 1n the office
for the most recent two (2) fiscal years

Close files annually at the end of the fiscal year Transfer to the Federal Records Center
two (2) ycars after closure Destroy four (4) years after closure





