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A
e v

a.

Files of the Director and Associate Director

(or equivalent management level) containing
records on the planning and coordination, devel-
opment and administration phases of programs to
develop, design, and operate total enviromental
spacecraft systems including sensogs, ground
facilities and communication links for receiving

processing, analyzing, researching, dlsseminatinj

and preserving spacecraft acquired data.

Files of Division offices and lower, containing
correspondence of a routine nature with private
services, cther U.S. agencies, and other NESS
offices.

Coples of project plans, design study reports,
project financial reports, and other material
for the information of program managers reflect-
ing the actions of subordinate staff or other
officials in NESS or elsewhere.

A A

ITEM DESCRIPTION OF RECORDS DISPOSITION DISPOSITION INSTRUCTIONS
NI/MBER AUTHORITY
PROGRAM, PLANNING, AND MANAGEMENT RECORDS
( — —_—
Al -
1. Program Management Files '

Permanent. Transfer to Federal Record
Centerés& 5 yearsofd. 056§ev Co
NARS 15 - Years old,

wﬁc n

when
Destroy -af&ew» 2 years a//.

Destroy when otkeolete or supersedad.

i

RECOIRDS DISPOSITION SCHEDULE 3%




~

JTEM DISPOSITION
. DESCRIPTION OF RECORDS DISPOSITION INSTRUCTIONS
IKUMBER AUTHORITY

2, International agreements and organization records
including correspondence, memoranda, reports and
documents pertaining to agency participation in
relations with international organizations and
conferences dealing with Environmental Satellite

matters.
a. All material not duplicated in NOAA-wide officds Permanent, 055er to NAKS when 15
dealing with international affairs. Years ofd,

eview Znnully.

b. Working copies duplicated in NESS offices Pestroy when no longer needed.

where official file maintained in NOAA-wide
offices dealing with international affairs.

Lk
3. Records of -membese=es international organizations

, €o VAR5 when 15

a. Material documenting work as United States d{Permenert, o55e
representatives 80 international commissions yEers o d.
and organizations. _
b. Informaticnal copies of material from such Arlvestrey when aa—WObb"/fte’
organizations. . ) oh s or Svpe rSede
world meterodofical Ovgamzation mitends M”J"""'# ;

fee M5 ClPestrey when obsofete ov suferseded

c.

4, Agreements between NESS and inter-agency, national,
and Intra-agency organizations and conferences con-
sisting of case files including correspondence and
all documents concerning the agreement.

. a. Offlce of primary responsibility. Permancny, Offer €0 WVARS when 15 .
Vedvs old. .
b. Working coples maintained in other offices Destroy when obsolcte or superseded.

RECORDS DISPOSITION SCHEDULE




ITEM DESCRIPTIGN OF RECORDS DISPOSITION DISPOSITION INSTRUCTIONS
WUMBER AUTHORITY _
S, 1 Records of Interagency and National committees,

boards, and advisory groups

Files reflecting functions, action taken and the mem-

bers and their terms in office. Contains charter and

by laws, agenda and minutes, directives, reports and

documents supporting the creation, organization, or -

change of the organization. '

a. Official program records maintained by the ex- Permanent. Transf%r to nearest Federal
ecutive secretariat or other person designated Records Center =L 5 years.d/ld, O§fer
as records custodian, excluding records and other to ~MAKS when |5 years o/d
material on administrative support matters.

Review annvd/ly.

b. Copies of committee records, correspondence, /Tl)estroy when no longer needed for reference.
and other material retained by members or non- -
members.

' tvﬁen

¢c. Material on routine administrative support ac= Destroy -after 3 years 0/4,
tions, such as correspondence regarding travel
arrangements, arrangement for meetings.

when 0/‘/'

d. Membership files containing biographical data on Destroy -aftes 5 yearsy Cut off when member

members. leaves committee, hold one year inactive,
then transfer to Federal Record Center.
RECORDS DISPOSITION SCHEDULE




other organizations. These files are normally main-
tained in two seperate locationms.

ade.

Records dealing with administrative matters

relating to the grant.

b.

Grant Project Case Files retained in Enviro-

mental Satellite program offices.

1. Duplicate copies of material officially
maintained in the grant contract file and
held for informational purposes.

2, Official correspondence pertaining
principally to the review and analysis of
specific matters relating to the work of the
project; copies of interim, final, and pub-
lished reports, and records resulting from
review, appraisal, approval and follow-up of
reported accomplishment.

“ITEM DESCRIPTION OF RECORDS DISPOSITION DISPOSITION INSTRUCTIONS
‘NUMBER AUTHORITY
6. Grant Files between Environmental Satellite and

Transfer to the Department of Commerce
contract officeipon dwdd of Oz

W

P)estroy when -ae—l-eages—neeﬂ'eﬂ'dbﬁo/c Ce,

fransfer to nearest Federal Record Center
2 years after completion of project, Destroy
5 years after close of project.

RECORDS DISPOSITION SCHEDULE




in the official personnel folders, correspondence
and other material relating to the employee or the
employee's position and maintained for the con-
vience of the office.

+ VTEM DESCRIPTION OF RECORDS DISPOSITION DISPOSITION INSTRUCTIONS
ITNUMBER AUTHORITY
General Administrative Records.
Record copies maintained by NOAA Headquarters
offices. .
7. Purchase Order File for blanket and COD orders. S figeal—yeer-or Destroy
Includes records relating to delivery and receipt 3 years after the fiscal year on which pay-
and coples of invoices and vouchers forwarded for ment or action is completed.
payment.
8. Requisition File containing Requistion copiles Destroy 1 year after termination of purchase
submitted to procurement, office coples of or contract transaction.
contract and purchase orders involved, and other
related papers.
9, Copies of Contracts,requisitions, purchase orders Destroy 2 years after completion cf pro-
and related papers including documents relating curement transaction.
to acceptance tests on procurement transactions
for instrumentation and construciton satellites.
\vﬁ&q 6/
10. Receipted Transfer Documents and lists showing Destroy afeer 2 years&?/ .
expendable materials forwarded to contractor
for use in construction of satellites.
when /2{
. Employee Travel Records maintained in the office Destroy after 2 yearsd/q,
having administrative responsibility for employee.
Includes copies of travel documents and corres-
pondence relating to authorized travel.
12, Office Personnel File. Copiles of documents filed Purge the file at the end of each year,,

Destroy superseded personnel action copies
and other material that is no longer current

RECORDS DISPOSITION SCHEDULE




. INUMBER AUTHORITY

ITEM DESCRIPTION OF RECORDS DISPOSITION DISPOSITION INSTRUCTIONS

SPACECRAFT OPERATIONS RECORDS

13, Instructional Issuances for Spacecraft Operations’

"~ Control. Plans, procedures or reports preposed
jointly with NASA or within NESS for each spacecraft
or series of spacecraft and serving as the principle
program directives providing guidance and instructiong,

a. Copies used by action offices within Control Destroy 1 year after deactivaticn of
Centers spacecraft concerned.

b. Reference copieg used.by other than action Destroy when m—loa-gee—neeéedndéf"/CtC’l
offices.

c. Day to day internal operating instructions Destroy 2 years after superseded or
including those issued at supervisory levels, terminated.

issued for the staff of the Control Center.

1lie onthly Operations Summary Report. Consolidated . Destroy when research
cumulative report of the vital statistics for all cedses,
spacecraft in orbit except those deactivated. va/ve ’

15« |Archival Summary for Earth-synchronous Spacecraft Destroy 1 year after deactivation of
in orbit. Report for monthly listing of operations spacecréft.

completed, spacecraft positions, numbers of pictures
acquired, picture quality and acquisition problems.

16, [Paily Status Report on Earth-synchronous Spacecraft Destroy 1 year after deactivation of
! |In orbit. List of commands transmitted to spacecraft respective spacecraft. .
and operations preformed for each 24 hour period.

when
-17. . Ppacecraft Weekly Operations Plan and projected sub- Destroy a£&8%—-5 years&/{ o
" |systems changes for Sun-synchronous spacecraft.

RECORDS DISPOSITION SCHEDULE




(g

lirected to ground stations indicating when beacon
111 be turned on and off during each revolution.

: . DISPOSITION
- ITEM DISPOSITION INSTRUCTIONS
DESCRIPTION OF RECORDS
NUMBER AUTHORITY
deactivation o
18. Satellite Picture File for Combrol Center quality | g::tzzzileyzgzc:g:gt- , Lion © )
control purposes. rictures taken from.sun-synchr)enou~ P
spacecraft. Record copies covered by 1tem— A B \
Co T - ! i .
o \\ b
19, | Power System Status Report for earth-synchronous Destroy 1 year after deactivation of
spacecraft in orbit. ovatus report to NASA on the respective spacecraft,
power system of spacecraft.
when
: fquipment Outage Report on operational equipment and Destroy.né‘ﬂ-3 yearsd/‘/.
205- Hetails on corrective action taken. :
2l, ommunications Trouble Log. Describes corrective Destroy 1 year after deactivation of re-
hction, location and time span concerned. spective circuit. '
. ' Wheq )
2. Daily Shift Report of the Control Center prepared by Destroy -efter 2 yearsd/{,
pach shift supervisor and submitted to the head of !
pperations for briefing. Includes information needed ,
for timekeeping purposes. { i
#3¢ . Daily Sun-synchronous Spacecraft Operations Summary. Destroy 1 year after deactivation of space-
E‘isting of activities and results. Includes notes craft. - f
toncerning quantity and quality of data and brief . .
bomments on equipment and status of spacecraft. !
( when ‘
:m:' Operational Spacecraft Beacon Schedule. Messages Destroy -after-1 monthﬂ/c{, '
1o~

RECORDS DISPOSITION SCHEDULE




ITEM

Orbit. Advance manning instructions.

a., Daily

be Weekly

|

DISPOSITION
DISPOSITION INSTRUCTIONS
NUMBER DESCRIPTION OF RECORDS AUTHORITY
25, iSpacecraft Ground Station 8-Channel Analog Recorder. Destroy g-ég;r 1 weekﬂ/C/,
- Chart depecting specific avents that take place at
command station during an interrogation.
MJDEn J
. 26. |Message File. Copies of all incoming and outgoing Destroy efter 1 monthd/ .
"7 |messages from the control center.
when /4
27s |Perfogated Tape File. Copies of tapes containing in- Destroy efter 1 monthg/4,

© 7 {formation transmitted to command and data acquisition
ground stations.

when /ql
280 |Magnetic Tape File. Copiles of magnetic tapes for Erase -after~2 monthsg/4,

- 77 |8-channel recordings and related voice recordings.

‘ ¢9e¢ |{Spacecraft Operations Control Degaussing Orders. ! Destroy Control Center copy 3 months
Weekly orders to ground stations to erase tapes which I after all transactlions complete,
contain raw data from spacecraft.

f‘. %0- Punch Card Files for the various computer programs ‘Destroy 6 months after termination of
of the Control Center. ? operational need,

-- I Wlien

. 3Le |Current Manning Requirements Check List and Schedule Destroy -after~1 year 0/0/, ' .

' Changes for Control Center used in conjunction '
with programming all manning operations.

~3-2*:~ Operations Plan for Earth-synchronous Spacecraft in

he j
Destroy Kerer1 monthﬂ/&- ;

h
Des-broy-e-&e?-." o 1 yeard/j{. \ . .

1

‘RECORDS DISPOSITION SCHEDULE




ITEM
NUMBER

DESCRIPTION OF RECORDS

DISPOSITION
AUTHORITY

DISPOSITION INSTRUCTIONS

33.

35,

gpacecraft Manning Schedule Changes. Instructions to
the command and data acquisition ground staticns to
change previously issued manning instructions.

Daily Ground Station Performance Summary Report File
on Sun-synchronous Spacecraft. Consists of a copy of
each command directed to command and data acquisitioy
ground stations, the identity of resultant data,

post-pass summary.of the status of spacecraft and

ground equipment, and final performance summary repoit

prepared by the operations control center.

Computer Listings

c. Conflict predictions for spacecraft in orbit

a. Spacecraft Ephemeries and Abbreviated Ephemerie%
of exact locations of each spacecraft and the
timing in relatiom to the earth.

b. Schedule of Equatorial Crossings containing '
data on the time of crossing and position of
|

spacecraft. :
!

containing data on the position and orienta-
tion of spacecraft when proximity to othev
spacecraft produces conflict in command and
acquisition of data.

— = T ——

when
Destroy afbew- 1 month 0/4,

1

oL | e e

Destroy 1 year after deactivation of
respective spacecraft.

Deatroy vhen superseded.

Destroy 1 year after deactivation of space-
craft. | ’

whe T :
Destroy -a-ée-e'zc 6 weeks a/a/‘

RECORDS DISPOSITION SCHEDULE
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ITEM . DISPOSITION
NUMBER DESCRIPTION OF RECORDS AUTHORITY DISPOSITION INSTRUCTIONS
O nuing poaitions o7 seveh syachronous space Transfer to EDS Atehive until mierofiln
- ‘record 1s mad 11 o
craft each half hour. mace ava able’ thes 6/“)‘:7 ‘
-
: - " . vhe .
e. Spacecraft Attitude Determination Records for Destroya.éﬁent 1 monthd/d,
Spacecraft in orbit for attitude determination .
curve and fascimile attitude reduction charts,
f. Spacecraft and Instruments Calibration Tape o "2‘7—,‘";’}#‘" mﬂert"/ on /55vdnce ~
Inventory for sun~synchronous spacecraft indent= ""1,,,, 1115 |of cComplete mnew |mvestlor} o
ifying magnetic tape containing thermal vacuum and scomer /& Mo /wvj’ew neede A
other calibration tests preformed by the contractor
when
ge. Spacecraft Picture Times (PICTIMS). Listing of Destroy -afbex-1 monthd/d.
frame numbers and data pertaining to time, position
and orientation of spacecraft during its picture ‘
taking phases,
h. Housekeeping Telemetry for Spacecraft in orbit. Destroy 1 year after deactivation of
Listing of data cn operating conditions within respective spacecraft,
sun~-synchronous spacecraft. '
|
4

RECORDS DISPOSITION SCHEDULE




ITEM
-|NUMBER

DESCRIPTION OF RECORDS

DISPOSITION
AUTHORITY

DISPOSITION INSTRUCTIONS

36.

3T

384

Spacecraft Original Analog Data recorded on magnetic
media. Environmental attitude, commend and house-
keeplng data.

a. Converted to raw digital tape.

b. When partially or not converted to raw digitai
tape.

Spacecraft Original Digitized Data recorded on mag-

netic media. Environmental attitude, command and
housekeeping data reduced to digital form.

Spacecraft Reduced Data recorded on magnetic media.

Selected data extracted from original to meet
specifications of users.

Erase after analysis of data.

Erase after determining data will not be
converted.

Erase after 30 hours.

Erase when user office ascertain need
non-existent.

RECORDS DISPOSITION SCHEDULE




ITEM
[NUMBER

DESCRIPTION OF RECORDS

DISPOSITION
AUTHORITY

DISPOSITION INSTRUCTIONS

39.

L0,

.

Duplicate Sets of Data-bearing Magnetic Media
prevared for convience of computer operations in
channeling data through system,

Digital Archive of Spacecraft Reduced Data from in=-

put service composited to uniform format.

Automatic Picture Transmission (APT) Coordination
File consisting of correspondence, reports, guest
invoices and supporting material reflecting the
gulidance provided to domestic organizations and to
other nations regarding the installation and use

of satellite direct read out receiving systems with
program officials, NOAS, and other agencies.

Erase immediately after purpose
is served.

Transfer to National Climatic Center after *
reduction. Kecords (uil] +hea be Coveced
b7 Hhe N CC Cchedule. -

S

Destroy 5 years after completion of systems

RECORDS DISPOSITION SCHEDULE




*TEM

DISPOSITION
DISPOSITION INSTRUCTIONS
OMDER DESCRIPTION OF RECORDS AUTHORITY
&
FNGINWFRING SUPPORT RTCORDS
s
L2 Engineering Support Files
: . when old.
a. Record on the upkeep and modification of elect= Destroy after 2 yearsd Cut off at end of
ronic and other equipment. calendar year, hold one year inactive, then
- destroy in current files area.
i when /
b. Shop File of Work Orders and Engineering Tests Destroy after-5 yearsg. 4,
c. Maintenance, operating and test manuals and Destroy 1 year after superseded
“handbooks.
d. Equipment Operations Report of repairs, modifi=- Destroy when equipment is transferred or
cation, calibration and description of problem obsolete
‘ when o/J'
e. Preventive Maintenance Schedule. Statistical Destroy efter—2 yearsg Cutoff at end of
summary of Reliability and Record of Daily Test. calendar year, hold one year inactive, then
destroy in current filas area.
SPACECRAFT PRODUCTS RECORDS !
' {
13, Spacecraft Photographic Product Distribution Records

a. Authorization File

b. Distribution Requirements Record
c. Distribution Lists .

Destroy 5 years after termination of approv-
ed request.
Destroy when superseded ]

Destroy ﬁt'eﬂr 1 year o/e/, | .

RECORDS DISPOSITION SCHEDULE
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ITEM
NUMBER

DESCRIPTION OF RECORDS

DISPOSITION
AUTHORITY

DISPOSITION INSTRUCTIONS

NS

15, .

’

Photographic Laboratory Records on the processing

production, and quality of Spacecraft Photographic

products.

Spacecraft Photographic Products File preposed in a

variety of mediums.

a.

b.

f.

70mn. film from NASA experimental environmental

satellites.
1. Positives
2. Negatives
35mn., film from NASA experimental satellites,
both positives and negatives
10x10" sheet negatives

1. Very High Resolution Radiometer (VHRR)
Imagery

2. Scanning Radiometer (SR) Imagery

8x10" sheet negatives: Montages, Daily U.S. -
Cloud Cover

Photographs: Automatic pictures Transmissicn
(APT) ungrided.

Motion Picture Films: 16 mn.

pfh'f'"'/ Bosmenens [+ans fer TO ”‘c.ﬁ’

whey

Destroy -aften 2 yearaﬂ/ .

Transfer to National Climatic Center on
receipt.
Transfer to National Climatic Uenter on
receipt.

Transfer to National Climatic Center on
receipt*

Transfer to National Climatic Center after
1 working day.’k

Transfer to National Climatic Center after
1 working day X

Transfer to National Climatic Center after
1 working day:

Transfer to National Climatic Center after
1 working day?

RECORDS DISPOSITION SCHEDULE

Schedule

¥ Lecods luu'\ |l Hhen J:.e Covered by the N CC




AL

ITEM | DISPOSITION DISPOSITION INSTRUCTIONS
AUMBER DESCRIPTION OF RECORDS AUTHORITY
whey /d
46. Coples of Weather Charts produced by National Destroy after 18 months 9/4.
meteorological Center ‘
47, Russian Spacecraft Products. Nephanalyses and satel- Transfer to National Climatic Center after
lite acquired photographs. 30 days. ﬂae(_ords well then be Caue\’ell
by the pCC Scheduwle,
Geostationary Operational Satellite (GOES) Imagery
Products: S
a. Negatives Transfer to the National Climatic Center
after 1 working day
b. Visible pictures, designated sectors Transfer to University Regional Depository
after termination of purpose or project at
the Satellite Field Services Stations
C. Motion Picture Films (16mm). Transfer to National Climatic Center after
_ 1 working day,

L9, Satellite Tropical Storm Bulletin File. Copy of WM ;
each bulletin and related satellite photographs from MMMW _ . -
which analysis was made. The bulletin describes ~Netionai—tinetie—Center—ofter—r-yearer
the type and nature of the storm and its location. -Destroy-photogrephs—whemrrneo-longer—reeded

WITHDRAWY
Destroy Siten3 yearsofd,
estr ears '
50, Satellite Winds and Moisture Analysis Charts. Y Y ' ‘

|

RECORDS DISPOSITION SCHEDULE




ITEM

NUMBER

DESCRIPTION OF RECORDS

DISPOSITION
AUTHORITY

DISPOSITION INSTRUCTIONS

51,

52,

53.

Computer Development Files .

Computer Program Development Files. Material pre=

pared or collected while planning and developing
computer programs for processing data obtained from
spacecraft and to provide for a variety of computer
products. Included 1s material supporting the work"
of programmers; tabulations, computations, graphs,
charts, and data spacecraft photographic products,
and reference material.

Computer Programs Files

Records supporting on-going computer projects and
preposed projects that were reviewed but not im-
plemented exclusive of magnetic records.

a. Descriptions, instructions, specifications,
flow charts, program source decks' and runms,

binary decks. A

Intermediate computer products and related
work materials created during data processing
stage and serving only as transitional devices
in moving data through the system.

Computer Products Development Project Files. Detailec

records, supporting background material, work papers,
and reference materials on each project to develop
operating programs to extract and use quantitative
descriptor products form spacecraft mapped imagery.
Material is in a variety of forms including charts,
graphs, tabulations, machine products, and photo-
graphic products.

pC-F70715-2

pe-37075->

vl 7047f€3

Bestrey—i—year—af{TEr CUT I TUMputer—propran
WITHDRAWN

RECORDS DISPOSITION SCHEDULE




ITEM

DESCRIPTION OF RECORDS

DISPOSITION

DISPOSITION INSTRUCTIONS

NUMBER AUTHORITY
a. Significant records of the project ’
Beotrey—> | . WiTHoRawy
b. Background material and work papers LDeotnoy—d-potte—atiter—terminattOM Ul prodeei
) \ WITHDRAWN
Rescarch Computer Programs Development File. ,vc;ynm75<}
oo Material prepared or collected by programmers in
developing computer programs for basic research
purposes and for the use of researchers in developing
spacecraft sensors and related instrumentation.
Mational includes the original request and related
instructions, charts, graphs, photographs, and
other spacecraft data-bearing products.
a. Computer Program - |-Destroy—i—year—after—computer—pregrem—ie
develepedy—cherked and accepred. WwilHDRAWY
b. Program deck and printout Pestroywhenprogram 15 ClEanged and ew
s _cards—anmd—rursare—reecivedrPrstroy—finTl
: ' . *
~ WITHDRAWN
se | Computer’Program Project File  ~ |
Records supporting ongoing projects and proposed 4Wa9ssoy—l-9eer-afeef—eeapuees—psajeee-super$
projects reviewed but not implemented. Included are v(-370 77’} ~sedad-or-besminated WITHDRAWYN
descriptions, instructions, specifications, flow ’
charts, progham source decks and runs, binary decks; .
‘ and other material exclusive of magnetic media.
56, {Computer Job Records. Books, Reglsters, and Production”b_-ﬂd_?{,}p—szoy-i—yms—afteﬂaee—um

4

records for control and management of computer jobs.

Fedorded—dob—ia—corpletvi

WITHDRAWN

RECORDS DISPOSITION SCHEDULE




T ITEM:
NUMBER

DESCRIPTION OF RECORDS

DISPOSITION
AUTHORITY

DISPOSITION INSTRUCTIONS

5Te

PUPLICATIONS AND REPORTS RECORDS

Publicating and Reports File. Copiles of published
material; substantive summaries on statements and
internal reports on programs, activities, or progress;
are time reports, and reports and publications resul-
ting from grants and contracts. Such documents record
the end results of authorized programs. Copies of
publications and reports maintained by the official
libraries of NOAA are designated as the NOAA Record
copies.

a. Publications master file copy consists of one

copy of each publication including those resul-

ting from grants and contracts, but does not in-
clude the various types of printed reports.

b. Reports and summaries, other then publications on
status of programs or on program studies or pro-
jects, including periodic program reports such
as monthly, quarfly or annual, normally submitted
up through the organization structure.

(1) Original copy in the office of the official
to when directed except 1f used as a feeder
copy from which a consolidated report or sum-
mary 1s prepared.

Originator's copy

Feeder copies. Original coples received in

the office preparing a consolidated report

Distributed coples retained elsewhere

@
(3)

G/

’
1

Destroy when -ae—loaga:—aoad-ed-—obﬁ"/e e o

svperSede

14)

Permanent. Transfer with program management
f1les(Ttem )
S

Destroy os—transfew with originator's pro-
gram management files or project or study
file concerned.

Destroy 1 year after date of consolidated

jreport.

RECORDS DISPOSITION SCHEDULE




-ITEM
; DESCRIPTION OF RECORDS DISPOSITION
NUMBER

DISPOSITION INSTRUCTIONS
AUTHORITY

C. Status Reports and summaries on specific matters -
such as reports on individual projects, studies,
investigations, or experiments. Such reports are
usually prepared by a project manager and direct-

ed to the program director. 5
G )

Destroy es—trassfer with the official's
program manag7ment file.
@

(1. Orginal copy in the office to whéd document
is directed.

Destroy e-Pt-E;%e-Ee-t with project file.
(?) Orginator's copy. . ! _

.
4
i

RECORDS DISPOSITION SCHEDULE




[~ .
ITEM

NUMBER

DESCRIPTION OF RECORDS

DISPOSITION
AUTHORITY

DISPOSITION INSTRUCTIONS

58,

59

Y

r

Research and Devélopment Records

R&D long range planning files documenting the

development of objectives, plans, forecasts, and
schedules to achieve project plans. A project may-
be on the total environmental satellite system, or
on the development of a spacecraft or a series of

spacecraft, related hardware, ground systems
communications systems and computer products.

a. Offices respaonsible for plannipg
b. Contributing offices
d c. Other offices

Systems Specifications and Contractor's Report

File Copy of each specification and contractor's

report.

|
|

Systems Configuration records,.

\

re%,
0:?",1 75

'y

Permenent, 05§~ tv ~vARS when 15
yers o/d.

Destroy 5 years after supersession

Destroy 2 years after supersession

-Pomenent-plbf’”e?os' mty with
vefated - project Case §,/e,

Permononty Hspes5e of with rvefated

Projecd cdse Sile,
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ITEM
‘NUMBER

DESCRIPTION OF RECORDS

DISPOSITION
AUTHORITY

DISPOSITION INSTRUCTIONS

b

6l.

62.

Systems Engineering Project Files

Detailed records on each project from inception
through installation and acceptance of hardware.
Included are the definition and feas¢billty studies,
project plans, copies of technical Specifications
purchase orders and contracts, proposals and evalu-
ations of proposals, records of the inspection, copies;
of operations namuals and handbooks, and related
work papers, charts, graphs, tabulations, and .other
material

a. Intermediate work papers and other background
material

other
@

records of project.

Record$ .Se-/ecte,[ by ~ESS fe/&tlﬂf Co
hl,‘;tow&i’/

2) Remaining preye.T veeords
Mechanica Engineering and Design Project Files

on the zeagn, construction, installation and testing
of components for spacecraft instruments and other
mechanism and supporting structures in spacecraft
and aircraft vsed for NESS purposes. Also project
files on in-house mechanical hardware and test
instruments. Records include sketches, drawings,
specifications and related instructions, correspond-
ence, charts, graphs, calculations, tabulation, notes,
related literature and cata10gs.

a. Significant records of each projectéeez—tem
Other project YCu'd5

/’557:’
o

I’U/rtl(_Z// or tach»alofci/,
5/6’9)[9/&4'1% Pro) Ef—t); _——-’_/J/

4144

’01’”
@
AN

ol

@

Ar.

by

,(,(}]-Transfer to Federal Records Center 2 years

1termmition of

() Gpdcecrd $T [n5Trume "TeTCTrom

Destroy 2 years after termination of pro-

AwENT Of§er To VAR5 15
ter TeywinaCionw ofF pPrejcel,

(T@I1

after termination of project. Destroy 5
years after termination of project.

Perm@nent, aﬁu to ~ANAS IS rears. dfCer
/Yv}ect

Destroy 3 months after -sussasefwd launch
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ITEM
INuUMBER

DESCRIPTION OF RECORDS

DISPOSITION
AUTHORITY

63

6l

(}i) Records related to aircraft instrumentation

(ii) Records relating to in~house hardware and
test instruments.

(4) Remins§ §les,

Satellite Integration Files

Satellite Systems Integration Project Files on the
planning, coordination, primary implementation and
evaluation of systems projects of the total enviro-
mental satellite system or on the development of a
spacecraft or a serles of spacecraft, ground systems,
or communication systems and related procedures or
other endeavors global in scope.

a. Intermediate work papers, background materials

Other veeords of Pryect
b.n ;

-seontraets—amd—alt—sipriflcant-racordsw
@) 57/ﬂ79i4¢nt' vecords of /rp‘rcf'E“ItE

)

(}) K!-ur.,’u‘ /v‘jecf vewrdS

Planning, Instructional, and Operational Handbooks .

and Manuals for each system component.,

DISPOSITION INSTRUCTIONS

and checkout of the spacecraft concermed.

Destroy 3 months after successful terminid-
tion of the aircraft flights concerned.

Destroy 3 months after completion of project
Tre v$ after Tevmnat on

Destrey 1 Yyeéd il h ,

ov Seencr 1§ mo lonjer meedéd,

Destroy 2 years after termination of pro-

ject Lo AN dsiban.15 years|
PRI e 65w of Proect:
Transfer to Federal Record Center 2 years
after termination of project. Destroy 5

years after termination of the project.

Reormanontee

Destroy 5 years after deactivation of
spacecraft concerned. .
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SITEM.

DESCRIPTION OF RECORDS

DISPOSITION
AUTHORITY

DISPOSITION INSTRUCTIONS

NUMBER

65,

Spacecraft and Ground Systems File at Headquarters
office for Field Services and at Field Services
Stations. Records containing details on specific
spacecraft and ground systems to understand and
organize procedures and operations at the Fided
Service stations and to coordinate matters relating
to user needs. Includes correspondence, reports,
charts, graphs, specifications, spacecraft operation-
al schedules, reference manuals, and other types of
material. Excluded are records of day to day opera-
tions of the station facilities.

a. Material on spacecraft systems

b. Material on ground systems

Training Aids Development File

Background material supporting the development of
specific training programs, classes, seminars and
the presentation techniques (such as TV) and aids
such as slides, movies, loop, selected charts,
graphs, etc. ’

a. Training Aids

b. Background material

Destroy 1 year after deactivation of
spacecraft or 1 year after item is super-
seded.

Destroy 2 years after deactivation of
spacecraft, Items normally superseded by
a more current issuance, destroy 2 years
after supersession.

Destroy when Ohgpletes o

PULpRSS

Destroy 2 years after completion or
termination of the related project.

RECORDS DISPOSITION SCHEDULE
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. ITEM

DESCRIPTION OF RECORDS

DISPOSITION

DISPOSITION INSTRUCTIONS

NUMBER AUTHORITY
67, Assorted Satellite pictures, montages, negatives
and related log books used for meteorological .
satellite research purposes.
a. Central file collection. Destroy when no longer needed for -fusthes-
researchﬁﬁ
De s -
b. All other copies. when related research project is
terminated:uﬂiess—needed—éef—eﬁhe*—grejt&nﬁﬁ-
68. .

Plotted weather data charts. Coples of the basic

gseries of NWC surface and upper alr charts and
selected charts from some foreign series used for
meteorological satellite research.

a.

b.

Paper Records

1. Central file collection of Northern Hemis-
phere chart series.

2. Central File collection of North American
chart series.

3. All other copies directly relating to an
ongoing research project

Microforms of the above Weather Data Charts

when
Destroy-eftem 1 year 0//.

Destroy Zﬁ:& 1 yeard/ﬂ/,
Qestron 1
Biepose

when no longer needed for research,

WS

Oesteo
Eiepeél when no longer needed for research,
er—etirer-purposasr :
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NUMBER

DESCRIPTION OF RECORDS

DISPOSITION
AUTHORITY

DISPOSITION INSTRUCTIONS

69

70,

Computer plotted digitized grid print maps depicting

selected atmospheric conditions or phenomenia
geographically and used for meteorological satellite
research purposes. Data 1s shown as printed values.
These data-bearing maps are retained throughout the

research laboratories.

Computer prepared tabulations of selected atmos-
pheric data from spacecraft research instruments
used for meteorological satellite research purposes.

a. Satellite measured radiances and the derived
temperature and heights profiles.

1. Printout copy.

2. Microfilm copy.

a. Original

b. Working copy

Punched cards containing selected data on atmos=
pheric conditions or phenomena taken from archived
raw data from satellites and used for meteorological
research purposes. These data-bearing cards are
retained throughout the research laboratories.

WM y.}n})‘er tu /y&&a
ﬂNﬁ. JON"' ves'T ‘ro; '3

Destroy when determined no longer needed -for
future research purposes.

~
Bes‘*‘voq \( 3
Bispese when no longer needed for research.

when no longer needed for research.

N
Déspeéz when related research project is
terminated and the appropriate research
director determines that the collection has
mo further value for research or other
purposes,

.
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APPENDIX TO NDM 62-38

" ITEM
NUMBER

DESCRIPTION OF RECORDS

DISPOSITION INSTRUCTIONS

NATIONAL ENVIRONMENTAL SATELLITE SERVICE RECORDS

PROGRAM, PLANNING AND MANAGEMENT RECORDS ......... Items 1-6
GENERAL ADMINISTRATIVE RECORDS . . ................. Items 7-11
SPACECEAFT OPERATIONS RECORDS ................... Items 12-47
ENGINEERING SUPPORT RECORDS . ......... ... n. Item 48
SPACECRAFT PRODUCTS RECORDS . . . .......... ..ot Items 4955
PUBLICATION AND REPORTS RECORDS. . .. .............. Item 56
Items 57-70

RESEARCH AND DEVELOPMENT RECORDS. .. .............

Thus schedule covers records which can be found throughout NESS or in its subdivisions,
but generally not records dealing with general admuustration, research and development,
and data automation program records (NOAA Records Disposition Schedule 1.20).
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APPENDIX _TO NDM 62-

"ITEM
DESCRIPTION OF RECORDS DISPOSITION INSTRUCTIONS
NUMBER i
PROGRAM, PLANNING, AND MANAGEMENT RECORDS
1. Program Managemert Files
a Files nf the Director and Associate Director (or equivalent management Permanent. Cut-off at end of calendar year hold 2 years inactive, then
level) containmg records on the planning and coordination, development and transfer to the NOAA Records Holding Area (outside the Washington
admunistration phases of programs to develop, design, and operate total environmental Metropolitan area to the appropriate Federal Records Center).
spacecraft systems including sensors, ground facilities and communication hinks
for receiving, processing, analyzing, researchung, dissemmnating and preserving space-
craft acqured data.
b. Files of Division offices and lower, containing correspondence of a routine Destroy when 2 years old. Cut off at end of calendar year, hold two years
nature with private services, other U.S. agencies, and other NESS offices. mactive then destroy 1 current files area.
c Coptes of project plans, design study reports, project financial reports, and Destroy when obsolete or superseded.
other material for the information of program managers reflecting the actions of
subordinate staff or other officials in NESS or elsewhere.
2. International asreements and organization records induding correspondence, memoranda,
reports and documents pertanung to agency participation in relations with international
orgaruzations and conferences dealing with Environmental Satellite matters.
a. All material not duplicated in NOA A-wide offices dealing with international Permanent. Cut-off at end of calendar year hold 2 years inactive, then
affars. transfer to the NOAA Records Holding Area (outside the Washington
Metropolitan area to the appropriate Federal Records Center).
b. Working copies duplcated in NESS offices where official file mamntamned 1n Destroy when no longer needed. -
in NOAA-wide offices dealing with international affairs.
3 Records of international oreanizations,

a. Material documenting work as Unmited States representative to mternational
commussions and orgamzations and not duplicated in the office of International
affairs.

b. Informational copies of matenal from such organizations.

c WorldMeterologxc;l Organization material where the office of International
Affairs maintamns the record copies.

Permanent. Cut-off at end of calendar year hold 2 years mactive, then
transfer to the NOAA Records Holding Area (outside the Washington
Metropolitan area to the appropriate Federal Records Center).
Destroy when obsolete or superseded.

Destroy when obsolete or superseded.

RECORDS DISPOSITION SCHEDULE 38
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APPENDIX TO NDM 62-38

* normally mamntamed n two seperate locations

a Records dealing with administrative matters relating to the grant.
b. Grant Project Case Files retamned in Environmiental Satcllite program offices.

1. Duplicate copies of matenial officially maintained in the grant contract
file and held for informational purposes.

2. Official correspondence pertamnng principally to the review and analysis of
specific matters relating to the work of the project; copies of nterim, final,
and published reports, and records resulting from review, appraisal, approval
and follow-up of reported accomplishment.

r ITEM
DESCRIPTION OF RECORDS DIS S STR S
NUMBER ISPOSITION INSTRUCTION
4. Agreements between NESS and 1nteragency, national, and intra-agency organizations and
conferences consisting of case files including correspondence and all documents concerning
the agreement.
a. Office of primary responsibility. Permanent, Cut-off at end of calendar year hold 2 years inactive, then
transfer to the NOAA Records Holding Area (outside the Washington
Metropohtan area to the appropriate Federal Records Center).
b. Working copies mamntained i other offices. Destroy when obsolete or superseded.
S. Records of Interagency and National commuttees, boards, and advisory groups «
Files reflecting functions, action taken and the members and their terms in office. Contans
charter and bylaws, agenda and minutes, directives, reports and documents supporting the
creation, organization, or change of the organization.
a. Official program records mamntained by the executive secretariat or other Permanent. Cut-off at end of calendar year hold 2 years inactive, then
person designated as records custodian, excluding records and other material on transfer to the NOAA Records Holding Area (outside the Washington
administrative support matters. Metropolitan area to the appropnate Federal Records Center)
b. Copies of commuttce records, correspondence, and other material retained Review annually. Destroy when no longer needed for reference.
by members or non-members.
c Material on routine administrative support actions, such as correspondence Destroy when 3 years old.
regarding travel arrangements, arrangement for meetings.
d. Membershup files contaiming biographical data on members. Destroy when 5 years old. Cut off when member leaves committee, hold one
year inactive, then transfer to appropriate Federal Records Center.
6. Grant Filesbetween Environmental Satellite and other organizations. These files are

Transfer to the Department of Commerce contract office upon award of grant.

Destroy when obsolete.

Transfer to appropriate Federal Record Center 2 years after completion of .
project, destroy 5 years after close of project. )
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ITEM
DESCRIPTION OF RECORDS DISPOSITION INSTRUCTIONS
NUMBER
GENERAL ADMINISTRATIVE RECORDS
Record copies maintained by NOAA Headquarters offices.
7. Purchase Order File for blanket and COD orders. Includes records relating to dehvery and Destroy 3 years after the fiscal year on which payment or action 15 completed.
receipt and copies of invoices and vouchers forwarded for payment.
8. Requsition File containing Requsition copies subnutted to procurement, office copies of Destroy 1 year after ternunation of purchase or contract transaction.
contract and purchase orders involved, and other related papers. .
9. Comes of Contracts, requisitions, purchase orders and related papers ncluduig documents Destroy 2 years after completion of procurement transaction.
relating to acceptance tests on procurement transactions for mstrumentation and construction
satellites.
10. Receinted Transfer Documents and Lsts showing expendable materials forwarded to contractor Destroy when 2 yearsold.
for use 1n construction of satellites. ‘
11. Emplovee Travel Records mantained in the office having admunistrative responsibihty for Destroy when 2 years old.
employ ee. Includes copies of travel documents and correspondence relating to authorized
travel
SPACECRAFT OPERATIONS RECORDS
12. Instructional Issnances for Spacecraft Operations Control. Plans, procedures or reports proposed
jointly with NASA or withun NESS for each spacecraft or senes of spacecraft and serving as
the principle program directives pronding guidance and instructions.
a. Copies used by action offices witlun Control Centers. Destroy 1 year after deactivation of spacecraft concerned.
b. Refercnce copics used by other than action offices. Destroy when obsolete.
c. Day to day intemal operating instructions including those 1ssued at superwvisory Destroy 2 years after superseded or terminated.
levels, 1ssued for the staff of the Control Center.
13. Monthls_Operations Summary Report. Consolidated cumulative report of the wtal statistics Destroy whenresearch value ceases.

for all spacecraft 1n orbit except those deactivated.
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ITEM
DESCRIPTION OF RECORDS DISPOSITION INSTRUCTIONS
NUMBER

14. Archival Summarv for Earth-synchronous Spacecraft in orbit. Report for monthly histing Destroy 1 year after deactivation of spacecraft.
of operations completed, spacecraft positions, numbers of pictures acqured, picture quality and
acqusition problems.

15. Dailv Status Report on Earth-synchronous Spacecraft in orbit. List of commands transnutted Destroy 1 year after deactivation of respective spacecraft.
to spacecraft and operations performed for each 24 hour period.

16. Spacecraft Weehlv Operations Plan and projected subsystems changes for Sun-synchronous Destroy when 5 years old.
spacecraft.

17. e Picture File for Control Center quality control purposes. Pictures taken from sun- Destroy 1 year after deactivation of respective spacecraft.
synchronous spacecraft Record copies covered by item 4.

18. Bower Svstem Status Report for earth-synchronous spacecraft i orbit. Statusreport to NASA Destroy 1 year after deactivation of respective spacecraft.
on the power system ot spacecraft

19. Equpment Outage Report on operational equupment and details on corrective action taken. Destroy when 3 years old.

20. Commucations Trouble Log. Describes corrective action, loeation and time span concerned. Destroy 1 year after deactivation of respective arcuit.

21. Daily Shiit Report of the Control Center prepared by each shift supervisor and subnutted Destroy when 2 years old.
to the head of operations for briefing. Includes information needed for timekeeping
purposes

22, Dalv Sunsvnchronous Spacecraft Operations Summary. Listing of activities and results. Destroy 1 year after deactivation of spacecraft.

. Includes notes conceriung quantity and quality ot data and brief comments on equipment

and status of spacccraft.

23. Operational Spacecraflt Beacon Schedule Messages directed to ground stationsindicating when Destroy when 1 month old.
beacon will be truned on and ait durmg cach revolution.

24, Spacecraft Ground Station 8-Channel Analog Recorder. Chart depecting specific events that Destroy when 1 week old.
take place at command station during an interrogation.

2. Message File. Copies of all incoming and outgoing messages from the control center. Destroy when 1 month old.

26. Perforated Tape File. Copies of tapes contamng information transnutted to command and Destroy when 1 month old.
data acquiation ground stations.

-~ 27, Mametic Tape File. Copies of magnetic tapes for 8-channel recordings and related voice Erase when 2 months old.

recordings.
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" ITEM
DESCRIPTION OF RECORDS DISPOSITION INSTRUCTIONS
NUMBER

28 Spacecraft Operations Control Desausaing Orders. Weekly orders to ground stations to erase Destroy Control Center copy 3 months after all transactions complete.

tapes which contain raw data trom spacecraft.

29, Punch Card Files for the various computer programs of the Control Center. Destroy 6 months after termmation of operational need.

30. Current Mannmme Requirements Check List and Schedule Changes for Control Center used Destroy when 1 year old.

n conjunction with programming all manning operations.
3L Operations Plan for Earth-svnchronous Spacecraft in Orbit. Advance manrung instructions.
a Daillv Destroy when | month old.
b Weekly Destroy when 1 year old.
32 Spacecraft Mannimg Schedule Changes. Instructions to the command and data acquisition ground Destroy when | month old.
stations to change previously 1ssued manning instructions.
33. Dailv Ground Station Performance Summarv Report File on Sun-synchronous Spacecraft. Destroy 1 year after deactivation of respective spacecraft.
Consists ot a copy of each command directed to command and data acquisttion ground
stations, the identity of resultant data, post-pass summary of the status of spacecraft and
ground equipment, and final performance summary report prepared by the operations control -
center.
34. Spacecraft Ephemeries and Abbrewiated Ephemeries of exact locations of each spacecraft and Destroy when superscded.
the tinung 1n relation to the earth

33. Schedule of Equatorial Crossings containing data on the time of crossing and position of Destroy 1 year after deactivation of spacecraft.

spacecraft

36. Confhct predictions for spacecraft in orbit contairung data on the position and orientation of Destroy when 6 weeks old.

spacecraft when proxinuty to other spacecraft produces confliet in command and acquisition
of data

37. Acqusition Table for Spacecraft in Orbit showing positions of earth synchronous spa cecraft Transfer to EDS Archive until microfilm record 1s made available, then destroy.

each halr hour.

38. Spacecraft Attitude Determination Records for Spacecraft in orhit for attitude determination Destroy when 1 month old. .

curve and fascimile attitude reduction charts.

39. Spacegaft and Instruments Cahbration Tape Inventory for sun-synchronous spacecraft Destroy on 1ssuance of complete new inventory or sooner if no longer needed.
- indentuying magnetic tape contaiung thermal vacuum and other calibration tests preformed .
- by the contractor.

40. Spacecraft Picture Times (PICTIMS) Listing of frame numbers and data pertairung to time, Destroy when 1 month old.

position, and orientation of spacecraft during its picture taking phases.
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ITEM DESCRIPTION OF RECORDS DISPOSITION INSTRUCTIONS
NUMBER .
41. Housekeeping Telemetry for Spacecraft in orbit. Listing of data on operating conditions witlun Destroy 1 year after deactivation of respective spacecraft.
sun-synchronous spacecraft
42, Spacecraft Onginal Analog Data recorded on magnetic media. Environmental attitude, command
and housekeeping data.
a. Converted to raw digital tape. Erase after analyss of data.
b. When partially or not converted to raw digital tape. Erase after determuung data will not be converted.
43. Spacecraft Original Dimtized Data recorded on magnetic media. Envuronmental attitude, Erase after 30 hours.
command and housekeeping data reduced to digital forms
44, Spacecraft Reduced Data recorded on magnetic media. Selected data extracted from original Erase when user office ascertain need non-existent.
to meet spccifications of users
45. Duplicate Sets of Data-bearing Mametic Media prepared for convenience of computer operations Erase immediately after purpose 1s served.
in channeling data through system -
46. Dugital Archive of Spacecraft Reduced Data from input service composited to uniform format. Transfer to National Clinatic Center after reduction. Records wall then be
covered by the NCC Schedule.
47. Automatic Picture Transmission (APT) Coordination File consisting of correspondence, reports, Destroy 5 years after completion of systems.
guest invoices and supporting maternal retlecting the gudance provided to domestic organizations
and to other nations regarding the installation and use of satellite direct read out receiving systems
with program officuls, NO AS, and other agencies.
ENGINEERING SUPPORT RECORDS
48. Enaneermng Support Files

a. Record on the upkecp and modification of electronic and other equipment.

b. Shop File of Work Orders and Engeering Tests.
c. Maintenance, operating and test manuals and handbooks.

d. Equpment Operations Report of repairs, modification, calibration and
and description of problem.

e. Preventive Maintenance Schedule. Statistical summary of Reliability and Record
of Daily Test.

Destroy when 2 years old. Cut off at end of calendar year, hold one year
inactive, then destroy 1n current files area.

Destroy when 5 years old.
Destroy 1 year after superseded
Destroy when equpment 1s transferred or obsolete.

Destroy when 2 years old. Cut off at end of calendar year, hold one year
1nactive, then destroy in current files area.
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a. 70mm film from NASA experimental environmental satellites.

1. Postives
2. Negatives
b.  35mm. filmfrom NASA experimental satellites, botk positives and negatives .

c 10x10” sheet negatives,

l. Very High Resolution Radiometer (VHRR)I Imagery
2. Scanung Radiometer (SR) Imagery
d. 8110 sheet negatives. Montages, Daily U.S. Cloud Cover
e. Photographs Automatic pictures Transnussion (APT) ungnded.

f. Motion Picture Films  16mm.

.NLlJ-LEBh;R DESCRIPTION OF RECORDS DISPOSITION INSTRUCTIONS
SPACECRAFT PRODUCTS RECORDS
49. Spacecraft Photographic Product Distribution Records
a. Authornzation File. Destroy S5 years after ternunation of approved request.
b. Distribution Requurements Record. Destroy when superseded.
c. Distribution Lists. Destroy when 1 year old.
50. Photograohic Laboratorv Records on the processing production, and quality of Spacecraft Destroy when 2 years old.
Photograptuc products
51. Spacecraft Photographic Products File preposed 1n a variety of mediums.

Transfer to National Climatic Center on Receipt. Record copy will then be
covered by the NCC RDS.

Transfer to National Clunatic Center on receipt. Record copy will then be
covered by the NCC RDS.

Transfer to National Chimatic Center on receipt. Record copy will then be
covered by the NCC RDS.

Transfer to National Climatic Center after 1 working day. Record copy will then
be covered by the NCC RDS.

Transfer to National Chimatic Center after 1 working day. Record copy will then
be covered by the NCC RDS. .

Transfer to National Clumatic Center after 1 working day. Record copy will then
be covered by the NCC RDS.

Transfer to National Cimatic Center. Record copy will then be covered by t'he
NCC RDS.

Transfer to National Chmatic Center after 1 working day. Record copy will |
then be covered by the NCC RDS.
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NLIJ.:‘-AEBh;R DESCRIPTION OF RECORDS DISPOSITION INSTRUCTIONS
52. Geostationarv_Operational Satellite (GOES) Imagery Products.
a. Negatives Transfer to the National Chimatic Center after 1 working day.
b. Visible pretures, designated sectors Transfer to Uruversity Regional Depository after termmation of purpose
or project at the Satellite Field Services Stations.
c Motion Picture Films (16mm). Transfer to National Climatic Center after 1 working day. '
53. Russian Spacecraft Products Nephanalyses and satelhite acqured photographs. Transfer to National Chimatic Center after 30 days. Records will then be
covered by the NCC schedule.
54. Copies of Weather Charts produced by National meteorological Center. Destroy when 18 months old.
S55. Satelite Winds and Moistire Analvsis Charts. Destroy when 3 years old.
PUBLICATIONS AND REPORTS RECORDS
56. Publication and Reports File Copies of publhished matcenial, substantive summaries on

statements and Internal reports on programs, activitics, or progress, are time reports, and
reports and publications resulting from grants and contracts Such documents record the end
results of authonzed programs. Copies of publications and reports mamntamncd by the official
Libraries of NOAA are designated as the NOAA Record copies.

a. ~ Publications master file copy consists of one copy of each pubhcation including
those resulting from grants and contracts, but does not include the various types of
printed reports.

b. Reports and summancs, other then pubhcations on status of programs or on
program studies or projects, mcluding periodic program reports such as monthly,
quarterly or annual, normally submitted up through the organization structure.

1. Ongmnal copy n the office of the official to when directed except if used
as a feeder copy from which a consolidated report or summary 1s prepared.

2. Origmator’s copy.
3 Feeder copies. Origmal copies received 1n the office preparing a consolidated
report,
4. Distributed copies rctamed elsewhere
(3 Status Reports and summaries on specific matters such as reports on individual
projects, studies, investizations, or experiments Such reports are usually prepared by
a project manager and directed to the program director.

1. Orginal copy 1in the office to which document 1s directed.

2. Orginator’s copy.

Destroy when obsolete or superseded.

Permanent. Transfer with program management files (Item 1).

Destroy with originator’s program management files or project or study
file concemed.

Destroy 1 year after date of consolidated report.

Destroy when no longer needed.

Destroy with the official’s program management file.

Destroy with project file.
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- ITEM
NUMEER

DESCRIPTION OF RECORDS

DISPOSITION INSTRUCTIONS

57.

59.
60.

61.

Corsi’d

RESEARCH AND DEVELOPMENT RECORDS

R&D long range plannine files documenting the development of objectives, plans, forecasts,
and schedules to achieve project plans A project may be on the total environmental
satellite system, or on the development of a spacecraft or a series of spacecrait, related
hardware, ground systems communcations systems and computer products.

a. Offices responsible for planning
b. Contributing offices.
c Other offices.

Systems Specifications and Contractor’s Report File Copy of each specification and

contractor’s repott.

Svstems Configuration records.

Svstems Engineering Project Files

Detailed records on each project from inception through installatien and acceptance of
hardware. Included arc the definition and feaability studies, project plans, copies of
technical specifications purchase orders and contracts, proposals and evaluations of
proposals, records of the inspection, copies of operations manuals and handbooks, and
related work papers, charts, graphs, tabulations, and other material.

a Intermediate work papers and other background matenal.
b. Other

. 1. Records selected by NESS relating to historically, politically or
technologically sigmficant projects.

2, Remanung Records.

Mechamcal Engineermg and Desian Projcct Files on the design, construction, installation and
testing of components for spacecralt Instrumnents and other mechamsm and supporting
structures in spacecratt and awrcraft used for NESS purposes. Also project files on in-house
mechanical hardware and test mstruments, Records nclude sketches, drawings, specifications
and related nstructions, correspondence, charts, graphs, calculations, tabulation, notes,
related literature and catalogs.

Permanent. Offer to the National Arcluves when 15 years old.
Destroy S years after supersession.
Destroy 2 years after supersession.

Dispose with related project case files.

Dispose with related project case files.

Destroy 2 years after termunation of project.

Permanent. Offer to the National Atchives 15 years after ternmunation of
the project.

Transfer to appropriate Federal Records Center 2 years after termination of
project. Destroy S years after termunation of project.
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APPENDIX TO NDM 62-38

T ITEM
DESCRIPTION OF RECORDS DISPOSITION INSTRUCTIONS
NUMBER
1
61.
(Cont’d) a. Significant records of each project. Permanent. Offer to the National Arcluves 15 years after termination of
project.
b. Other project records
v
1. Spacecraft Instrumentation. Destroy 3 months after successful launch and checkout of the spacecraft
concemed.
2. Records related to aircraft instrumentation. Destroy 3 months after successful termmnation of the aircraft flights concerned.
3 Records relating to in-house hardware and test nstruments. Destroy 3 months after completion of project.
4. Remamnng files. Destroy 2 years after termmnation of project or sooner if no longer needed.
Satellite Integration Files
62, Satellite Svstems Intearation Protect Files on the planning, coordination, primary implementa-
tion and evaluation o1 systems projects of the total environmental satellite system or on the
development of a spacecraft or a scries of spacecraft.ground systems, or commurucation
systems and related procedures or other endeavors global 1 scope.
a. Intermediate work papers, ba ckground matenals Destroy 2 years after termination of project.
b. Other records of project
1. Sigmsficant records of project Permanent. Transfer to the National Archives 15 years after ternunation
of project.
2. Remamng project records Transfer to Federal Record Center 2 years after ternunation of project.
Destroy 5 years after termination of the project.
63. Plannmgz, Instructional, and Opetational Handbooks and Manuals for cach system component. Destroy 5 years after deactivation of spacecraft concerned.
64. Spacecraft and Ground Svstems File at Headquarters office for Tield Services and at Field
Services Stations Records containung detaus on speeific spacceraft and ground systems to .
understand ard orgamze procedures and operations at the Field Service stations and to '
ooordinate matters relating to user needs Includes correspondence, reports, charts, graphs,
specfications, spacecraft operational schedules, reference manuals, and other types of
nuterial. Excluded are records of day to day operations of the station facihities. '
4 '
Cont’d
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[ ITEM DESCRIPTION OF RECORDS
DISPOS N INSTRU IONS
NUMBER ISPOSITION INST CTIO
64.
(Cont’d) a. Maternal on spacecraft systsms. Destroy 1 year after deactivation of spacecraft or 1 year after item 1s
superseded.
b. Material on ground systems. Destroy 2 years after deactivation of spacecraft. Items normally superseded
by a more current issuance, destroy 2 years after supersession.
65. Tramng Aids Development File
Background material supporting the development of specific traung programs, classes,
semunars and the presentation techmques (such as TV) and aids such as shdes, movies,
loop, selected charts, graphs, etc.
a. Tranng Auds Destroy when obsolete.
b. Background material Destroy 2 years after completion or termmation of the related project.
66. Assorted Satellite pictures, montages, negatives and related log books used for
meteorological satellite research purposes.
a Central file collection. Destroy when no longer needed for research purposes.
b. All other copies. Destroy when related research project 1s termwnated unless needed for
other projects.
67. Plotted weather data charts Copies of the basic series of NWC surface and upper arr

charts and selected charts from some foreign series used for meteorological satellite
research.

a. Paper Records
1. Central file collection of Northern Hemusphere chart series.
2 Central File collection of North American chart series.
3. All other copies directly rclating to an ongowng research project.

b. Microforms of the above Weather Data Charts

Destroy when 1 year old.
Destroy when 1 year old.
Destroy when no longer needed for research or other purposes.

Destroy when no longer needed for research or other purposes. ’
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ITEM
DESCRIPTION OF RECORDS D
NUMBER ISPOSITION INSTRUCTIONS
68. Computer plotted digitized gnd print maps depicting selected atmospheric conditions Destroy when determined no longer needed for future research purposes
or phenomena geographically and used for meteorological satellite research purposes.
Data 1s shown as printed values. These data-beaning maps are rctained throughout the
research laboratores.
69. Computer prepared tabulations of selected atmosphenc data from spacecraft research
wstruments used for meteorological satellite research purposes.
a. Satellite measured radiances and the denved temperature and heights profiles.
1 Printout copy Destroy when no longer needed for research
2. Mcrofilm copy.
a. Ongnal Transfer to NCC.
b. Working copy Destroy when no longer needed for research.
70. Punched cards containing selected data on atmospheric conditions or phenomena taken Destroy when related research project 1s terminated and the appropriate

from archtved raw data from satellites and used for meteorological research purposes.
These data-beanng cards are retained throughout the research laboratones

research director determines that the collection has no further value for
research or other purposes.
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