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hZCORD  DISPOSlT ON SCSEDUL  


I. 	 PROGRAM, PLA-1'.i1 ING AND !-1\NAGE NT 'IIBCOPJJS 

I'.i.'EM 1 - 6 

II. 	 GENERAL AD.t-n:NISTRATIVE RECORDS 

ITEM 7 •· 12 

III. SPACECRAFT CPE&\TIONS

ITEM 13 - ul 
RECORDS 

IV. ENGINEERING SU?PORT

ITEM 42 
RECORDS 

v. SPACECRA?T PRODUCTS

ITEM 43 - 50 
RECORDS 

VI. COMPUTER DEVELOPXENT

ITEM 51 - :i6 
RECORDS 

VII. PUBLICATIOI

I'.!':EM 57 
AND REPORTS RE\.:OFDS 

VIII. RESEARCH AND DEVELOPMENT RECORDS 

ITE!1 58 - 71 



AUTHORITY _N_.!_!._· --. -----------------------------------------------------J-::..:.::..:..:.:.=.:.:.:..:....:...+--------------------------------------------t 

Program Management 

I 

Permane ; ransfer 
e 

I  aftiP.P. yearso1t'.f. 

I I 
. . R EC _J.- n_s_ o_1 s_P_o_s1r_ 1_0N _s_c H_E_o_uL _E_._3_g _______________ . _______  

' . 

DISPOSITIONll'EM DISPOSITION INSTRUCTIONSDESCRIPTION OF RECORDS' 
MBl!R 

PROGRAM, PLANNING, A.. D  MANAGEMENT RECORDS 

t 
..,.  '·' 

1. 	 Files 

a. 	 Files of the Director and Associate Director to Federal Record 
(or equivalent management level) containing Center 5 yearso/rJ. Of ell' Cu 
records on the planning and coordination, devel /Vltlt5 llVhen 17 ·)'e.4rj tJ/e/.
opment and administration phases of programs to 

develop, design, and operate total enviromental 

spacecraft systems including sensoAs, ground

facilities and communication links for receiving 

processing, analyzing, researching, dlsseminatin 

and preserving spacecraft acquired data. 


.,.J,e,,
b. 	 Files of Division offices and lower, containing Destroy 2 


correspondence of a routine nature with private 

services, other U.S. agencies, and other NESS 

offices. 


c. 	 Copies of project plans, design study reports, Destroy when obeolete or supersed· d. 
project financial reports, and other material 
for the information of program managers reflect
ing the actions of flubordinate staff er o her 
officials in NESS or elsewhere. 

I 
• 



agreements 

offices 

me!M&5i ei organizations 

I 
Agreements 

/?evic.J 1Destroy 

eJ, 

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

All material not duplicated in NOAA-wide 
dealing with international affairs. 

b. 

W'o riJ Aete y olo/ 1c,;i,f CJ Y-od."'  "ttd"lt/ ""J lte,,1 } 

Permanent, () f 5c:1' to /Vlilfj whe..., t7 

when no longer needed. 

rermi:in-:!';: ()ffc.- td HlllfS wire,, 

organizations. 	 . . 

j . ' '•,.·, .
' f! p· ' .. \.. l" f Li. I ,': ,!'· 

J.1"EM 	 DISPOSITION
DESCRIPTION OF RECORDS DISPOSITION INSTRUCTIONS 

ll."lJ'MBER AUTHORITY 

2. 

matters. 

a. 
)'C.6 Yj d/d,

l'1>1t4l/y.b. 	 Working copies duplicated in NESS offices 
where official file maintained in NOAA-wide 
offices dealing with international affairs. 

3. Records of 	 international 

t:ua. 	 Material documenting work as United States Perne.nert, CJ f j-eY"
representatives 40 international commissions )'ed Y$ tJ/q,
and organizations. 

Informational copies of material from such 

c.
4. 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 prima y responsibility. 
Yu J ()iJ.

b. 	 Working copies maintained in other offices Destroy when obsolete or suparseded. 

HECORDS DISPOSITION SCHEDULE 



I. 

. Interagency 
boards, advisory groups 

Transfir 
:f!tr:"' 

, pestroy 

J J 
..aft!er Ott/If, 

aftet""" 

DISPOSITION 

DESCRIPTION OF RECORDS


[ ITEM t'ISPOSITION INSTRUCTIONS 
AUTH0!11TY 'NUMBER 

Records 	 of and National committees, 

and 


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 x Permanent. to nearest Federal 
ecutive secretariat or other person designated Records Center 5 years /e/. t:) f fe  
as records custodian, excluding records and other to ,N/lllJ h Pl If')/e.ir.S tJ/,/. 
material on administrative support matters. 

A'ev1e  a.J!J"'"d/I)/; 
b. 	 Copies of committee records, correspondence, when no longer needed for reference. 

and other material retained by members or non
members. 

. 	 whe11 
c. 	 Material on routine administrative support ac Destroy 3 years 


tions, such as correspondence regarding travel 

arrangements, arrangement for meetings. 


wher11 (J/J,d. Membership files containing biographical data on 	 Destroy 5 yearsA Cut off when member 
members. 	 leaves com. ittee, hold one year inactive, 

then transfer to Federal Record Center. 

RECORDS DISPOSITION SCHEDULE 




Destroy o1te lesgeP rtecdEdCJl>x/ete, 

ttransfer 

GTEM 
DESCRIPTION OF RECORDS 

NUMBER 

6. 	 Grant Files between Environmental Satellite and 
other organizations. These files are normally main
tained in two seperate locations. 

a. 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. 

DISPOSITION 
DISPOSITION INSTRUCTIONS 

AUTHORITY 

Transfer to the Department of Connnerce 
contract officeJ..f>OVI "' ·  ol- < v--  • 

,  
when 

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

RECORDS DISPOSITION SCHEDULE 




Requisition 

Copies Contracts,requisitions, 

Receipted 

Employee 

cet:sy  ysa=e after ieeal yeep er 

Oestroy 

. I Destroy years.(] / fX, 

w/re.P\ I J 
Destroy &ite:c years "/Cf, 

!Purge 
estroy 
nd 

7. 

8. 

9. 

10. 

12. 

General Administrative Records. 
Record copies maintained by NOAA Headquarters 
offices. 

Purchase Order File for blanket and COD orders. 
Includes records relating to delivery and receipt 
and copies of invoices and vouchers forwarded for 
payment. 

File containing Requistion copies 
submitted to procurement, office copies of 
contract and purchase orders involved, and other 
related papers. 

of purchase orders 
and related papers including documents relating 
to acceptance tests on procurement transactions 
for instrumentation and construciton satellites. 

Transfer Doauments and lists showing 
expendable materials forwarded to contractor 
for use in construction of satellites. 

Travel Records maintained in the off ice 
having administrative responsibility for employee. 
Includes copies of travel documents and corres
pondence relating to authorized travel. 

Office Personnel File. Copies of documents filed 
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. 

.r1 
Destroy 

3 years after the fiscal year on which pay. 
ment or action is completed. 

Destroy 1 year after termination of purchase 
or contract transaction. 

2 years after completion of pro
curement transaction. 

""f.t e.'1.aher- 2 

2 

the file at the end of each year., 
superseded personnel action copies 

other material that is no longer current 

RECORDS DISPOSITION SCHEDULE 




instructionfo 

onthly Operations Summary Report. 

Summary 

Daily Report 

Spacecraft Weekly Operations 

110 l. ager Ree'-ed,,d/J,5JO/ete., 

'1 ..aft1n; yearu:J/q. 

DESCRIPTION OF RECORDS 

SPACECRAFT OPERATIONS RECORDS 

Instructional Issuances for Spacecraft Operations 
Control. Plans, procedures or reports proposed 
jointly with NASA or within NESS for each spacecraft 
or series of spacecraft and serving as the principle 
program directives providing guidance and 

a. 	 Copies used by action of fices within Cont ol 
Centers 

b. 	 Reference copies used by other than action 
offices. 

c. 	 Day to day internal operating instructions 
including those issued at supervisory levels, 
issued for the staff of the Control Center. 

Consolidated 

cumulative report of the vital statistics for all 

spacecraft in orbit except those deactivated. 


Archival for Earth-synchronous Spacecraft 
in orbit. Report for monthly listing of operations 
completed, spacecraft positions, numbers of pictures 
acquired, picture quality and acquisition problems. 

Status on Earth-synchronous Spacecraft 
in orbit. List of commands transmitted to spacecraft 
and operations preformed for each 24 hour period. 

Plan and projected sub
systems changes for Sun-synchronous spacecraft. 

1i·EM 

NUMBER 

13,._ 

l5. 

-17. -· 

DISPOSITION 


AUT lORITY 

l'llSPOSITION INSTRUCTIONS 

Destroy 1 year after deactivation of 
spacecraft concerned. 

Destroy when 

Destroy 2 years after superseded or 
terminated. 

Destroy 1 year after deactivation of 
spacecrc!ft. 

Destroy 1 year after deactivation of 
respective spacecraft. 

l.V'.4e,,
Destroy 5 

R ECORDS DISPOSITION SCHEDULE 




J 
controf sun-;yn n u.

, 
1tem

_
1-

System Report 
spacecrat't 1n orbit . otatus 

quioment Outage Report 
etails 

omrnunications Log. 
action, 

Dailv Report 
ach 

pperations 
[or 

Daily Sun-synchronous Spacecraft Operations Summarx. 

Operational Spacecraft 
lirected 
ill 

I lloo -· oy afoe1 3 tilbiiLli� 
\ 

/ _J Destro y-e:ftet yearsdff;r, 

!f:;; 

. 

-- ---�����������-------------------------------------------------------� 

18. 

19. 

Satellite Picture File for Combrol Center quality 

purposes. Pictures taken from
. 

I 
spacecraft

_
.

_
Record

_ 
copie s covered by _ 

Power Status for earth-synchronous 
report to NASA on the 

power system of spacecraft. 

Destroy 1 year after deactiva i9n of 
respective spacecraft. · 

, whe., 

- ITEM 

NUMBER 
DESCRIPTION OF RECORDS 

DISPOSITIOl'l 

AUTHORITY 
DISPOSITION INSTRUCTIONS 

-(, 


Destroy 1 year after deactivation ot 
respective spacecraft. 

on operational equipment and Destroy  3 yearso/t:/. 
on corrective action taken. 

Trouble Describes corrective Destroy 1 year after deactivation of re
spective circuit. location and time span concerned. 

2Shift of the Control Center prepared by 
shift supervisor and submitted to the head of 

for briefing. Includes information needed 
timekeeping purposes. 

Destroy 1 year a fter deactivation of space
;isting of activities and results. Includes notes craft. 

Ioncerning quantity and quality of data and brief I
IOITl!Ilents on equipmeP.t and status of spa ecraft. I 
I .Beacon Schedule. Messages Destroy 1 month tJ/r./. ' • 
Ito ground stations indicating when beacon i 

be turned on and off during each revolution. ' 

R ECORDS D ISPOSITION SCHEDULE 

I 



Spacecraft Analog 

Message 

Tape 

Magnetic Tape 

Spacecraft Operations Degaussing 

Manning Requirements 
Changes 

����r 

/.' I et, 

when 1 J 
aftoer monthJ/df , 

I J after= months"/q. 

wlte,, , J 
..aft:er tJ/or, 

./  
month"/f.ta-

I.e., ..11 IJ 
nestroy..af efh year,p'r · 

- - ------------

Vol:./, e,,. 

Destroy-afterl ; 

l 

DISPOSITIONITEM DISPOSITION INSTRUCTIONSDESCRIPTION OF RECORDS 
AUTHORITYNUMBER 

25. Ground Station 8-Channel Recorder. Destroy 1 week.die/,

Chart depecting specific events that take place at 

conunand station during an interrogation. 


i,.vhe 'fl20. 	 File. Copies of all incoming and outgoing Destroy  1 month'1 

messages from the control center. 


Perfo ated File. Copies of tapes containing in Destroy 1 

formation transmitted to command and data acquis tion 

ground stations. 

28. File. Copies of magnetic tapes for 	 Erase 2 
8-channel recordings and related voice recordings. 

9. 	 Control Orders. 
Weekly orders to ground stations to erase tapes which 
contain rAw data from spacecraft. 

,-- 30. 	 Punch Card Files for the various computer programs 
of the Control Center. 

: jl. Current Check List and Schedule 
for Control Center used in conjunction 

with programming all manning operations. 

32. 	 Operations Plan for Earth-synchronous Spacecraft in 
Orbit. Advance manning instructions. 

Destroy Control Center copy ) months 
after all transactions complete. 

'Destroy 6 months after termination of 
operational need. 

Destroy 1 year 

wh n 

RECORDS DISPOSITION SCHEDULE 

a. Daily 

b. Weekly i 




2pacecraft Manning Changes. 

Daily Summary Report 
Sun-synchronous Spacecraft. of 

tio1 

repo t 

Computer Listings 

Ephemeriej j 

I 
------------

w/..q11 I .1 \lii:f-i;e!"s 01q, 

------ --------

the command and data acquisition ground stations to 
change previously issued manning instructions. 

Destroy 1 month 

rrEM DISPOSITION
DESCRIPTION OF RECORDS DISPOSITION INSTRUCTIONS 

NUMBER AUTHORITY 

JJ. 
 Schedule Instructions to 

'  ,. 

34. Ground Station Performance 	 File Destroy 1 year after deactivation of 
on 	 Consists of a opy respective spacecraft. 
each command directed to coITJJ'lland and data acquisi 
ground stations, the identity of resultant data, 
post-pass summary.of the status of spacecraft and 
ground equipment, and final performance swnmar'J 
prepared by the operations control center. 

a. 	 Spacecraft Ephemeries and Abbreviated Destroy when ouperseded.
of exact locations of each spacecraft and the 

timing in relatiou to the earth. 


b. 	 Schedule of Equatorial Crossings containing : Destroy 1 year after deactivation of space
data on the time of crossing and poaition of 

I
I craft. 1 

spacecraft. 

- ----	 -- ------·-----· ----- 0 

c. 	 Conflict predictions for spacecraft in orbit 
containing data on the· position and orienta
tion of spacecraft when proximity to ot!1et' 
spacecraft produces conflict in command and 
acquisition of data. 

RECORDS DISPOSITION SCHEDULE 


http:summary.of


contractort 

position  

----- --
il8MPlill&lillt 

/'J a€\eP · 

Transfer to EDS Archive until microfilm 'record is made available1 f/1e111 d sfr"f • 

/)e:/'t •/ o>r /J$1JJ.11c e
of Co,,,. /pte, ..,,e,,.,, /"111/ ,,-trJ7'}1;_ " ,,,. 

wh e,, 

ITEM DISPOSITIONDESCRIPTION OF RECORDS DISPOSITION INSTRUCTIONSt>lUMBER AUTHORITY 

s 

 oo"' c.. ...- / f ?Id /qn/rll' ..,, e ee/e  

d. 	 Acquisition Table for Spacecraft in Orbit 
showing positions of earth synchronous space
craft each half hour. 

Destroy  1 monthc1fl/, 
,

Spacecraft in orbit for attitude determination 
curve and fascimile attitude reduction charts. 

e. 	 Spacecraft Attitude Determination Records for 

f .  Spacecraft and Instruments Calibration Tape 
Inventory for sun-synchronous spacecraft indent
ifying magnetic tape containing thermal vacuum and 
other calibration tests preformed by the 

l monthCIg. Spacecraft Picture Times (PICTIMS). Listing of Destroy 
frame numbers and data peEtaining to time, 
and orientation of spacecraft during its picture 
taking phases. 

h. Housekeeping Telemetry for Spacecraft in orbit .  Destroy 1 year after dea ctivation of 
Listing of data on operating conditions \lithin respective spacecraft. 
sun-synchronous spacecraft. 

' 

RECORDS DISPOSITION SCHE DULE 




Spacecraft Original Analog 

Spacecraft Ori2inal Di2itized 

housekeeping 

384' 

36. 	 Data recorded on magnetic 
media. Environmental attitude, commend and house
keeping data. 

a. 	 Converted to raw digital tape. 

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

a.37.} Data recorded on mag
netic media. Environmental attitude, command and 

data reduced to digital form. 

Spacecraft Reduced Data recorded on magnetic media. 
Selected data extracted from original to meet 
specifications of users. 

DISPOSITION INSTRUCTIONS 

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 




Digital Spacecraft 

' ·1 LJ 

Transfer to National Climatic Center after · 
reduction. Re.c.. s- w: '/ + cPi. be C813e.ire4 b 1 .fie N cc:- r;: cJ.  e .. 

ITEM 	 DISPOSITION 
DESCRIPTION OF RECORDS DISPOSITION INSTRUCTIONS 

NUMBER AUTHORITY 

39. 	 Duplicate Sets of Data-bearing 'Magnetic Media Erase immediately after purpose 
prepared for convience of computer operations in is served . 
channeling data through system. 

110.. Archive of Reduced Data from in
put service composited to uniform format. 

• 

0  
.. 

Automatic Picture Transmission (APT) Coordination 	 Destroy 5 years after completion of systems 
• 

File consisting of correspondence, reports, guest 
invoices and supporting material reflecting the 
guidance provided to domestic organizations and to 
other nCltions regarding the installation and use 

· of satellite direct read out receiving systems with 

program officials, NOAS, and other agencies. . 


RECORDS DISPOSITION SCHEDULE 




Engineering Support 

1. 3 Spacecraft Photographic 4 

• 

aft et 

/J afte• yearsl/q, 

Ete�-2 

.aS;ter 

approv-

 . ., 

42. 

a. 

b. 
c. 

ofJ. 

o/J. 

DISPOSITIONTEM DISPOSITION INSTRUCTIONSDESCRIPTION OF RECORDS 
AUTHORITYNUM9ER 

SJ!GD1,..F.RHJG SUPPORT RfoCORDS 

Files 
.,.,h e11 

2 years.id Cut off at end of .Record on the upkeep and modification of elect Destroya. 

b. 

ronic and other equipment. 

Shop File of Work Orders and Engineering Tests 

calendar year, hold one year inactive, 
destroy in current files area. 

w e.,
Destroy 5 

then 

c. Maintenance, 
handbooks. 

operating and test manuals ana Destroy 1 year after superseded 

d. Equipment Operations Report o'f reoairs, modifi Destroy when equipment is transferred or 
cation, calibration and <;fescription of problem obsolete 

,,.,he.,·
Preventive Maintenance Schedule. Statistical Destroy yearsA Cutoff 

year inactive, 
end ofate. 


summary of Reliability and Record of Daily Test. calendar year, hold thenone 
destroy in current files area. 

SPACECilJ\FT PRODUCTS RECORDS 

Product Distribution Records 
• 

Authorization File De.stroy 5 years after termination of 
ed request. 

Distribution Requirements Record Destroy when superseded J 
Distribution Lists Destroy 1 year ole/. f 

,· 

RECORDS DISPOSITION SCHEDULE 

http:years.id


Photographic Laboratory 

Spacecraft Photographic 

I 

- - ---- -

-ahe:-Y 

N tional 
day ;*°' 

N ional 
day :t"  

- hh. 

45 • .  

Records on the processing 
production, and quality of Spacecraft Photograpliic 
products. 

Products File preposed in a 
variety of mediums. 

a. 	 70mn. film from NASA experimental environmental 
satellites. 

1. 	 Positives 

2. 	 Negatives 

b. 	 35mn. film from NASA experimental satellites, 
both positives and negatives 

c. 	 lOxlO" sheet negatives 

1. 	 Very High Resolution Radiometer (VHRR)
Imagery 

2. 	 Scanning Radiometer (SR) Imagery 

d. 	 8xl0" sheet negatives: Montages, Daily U. S. 

Cloud Cover 


e. 	 Photographs: Automatic pictures Transmission 

(APT) ungrided. 


f. 	 Motion Picture Films: 16 mn. 

DISPOSITION INSTRUCTIONS 

wh•11 
Destroy 2 years 111/e/, 

Transfer to 
receipt.-1t' 

National Climatic Center on 

Transfer to National Climatic Uenter 
receipt ' 

on 

Transfer to National Climatic Center on 
receipt  

- -- - -- ..... 
. - - ·- ---

Transfer to National Climatic Center after 
1 working day. 't 

Transfer to National Climatic Center after 
1 working day.¥ 
Transfer to Climatic Center after 
1 working 

Transfer to Climatic Center after 
1 working .

R ECORDS DISPOSITION SC HEDULE 


I 



Copies 

Spacecraft 

Geostationary Operational Imagery 

Tropical 

Analysis 

workini;t dav. 

'frB.iisfe:P 'She 1'ttlle'\i1Ri :to t'be :Qeeuneuta= 
.a...:--- C!--.+.; __ "" .j.--,,. , - -- '"" ·--L9 . . 

-., . - ---- .,, ... 

....Ne-tieRa.l: 9lima<b.:.c eentez after 5 'crn ,,. 
- - .• .. - .... - _., .3 -u�o:>1.1J.·u;y .-- --._.- .... .t'··- .... ··• -- ---·..... - -----

50. 

Satellite Storm Bulletin File. Copy of 
each bulletin and related satellite photographs from 
which analysis was made. The bulletin describes 

the type and nature of the storm and its location. 

Satellite Winds and Moisture Charts. 

30 days• R.e.c.crc-c1s w1tl I #e.Pt. he Cave J 

DISPOSITIONITEM DISPOSITION INSTRUCTIONSDESCRIPTION OF RECORDS 
AUTHORITYNUMBER 

whe.,
46. of Weather Charts produced by National Destroy  18 months 4/J• 

meteorological Center 

Transfer to National Climatic Center after Russian Products. Nephanalyses and satel47. 
lite acquired photographs. 

J,1 f-ke. JJ Q..C. c...h le, 
Satellite (GOES) 

Products: (is 
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 (16Jillll). Transfer to National Climatic Center after 
1 

49. 


RECORDS DISPOSITION SCHEDULE 




------------------ ---··--- ------

t' 

Computer Program Development 

I 
Computer Programs Files 

Computer Development Project Detailec -  

I I 

BeetH' 1 year after each computer preg!l1l• 
h sleuel oped, cbeclr<ea eall aeeep d. 

-BestFey 1 year after computer pre e&& e• 
-prepesals is termifta�ed, change  el!' ewper 
"9easllu 

Bestzey iollaediatel' ai,es BBBViRg ,uupos0• 

r;:;EM 

NUMBER 

51. 

iI
I 

52. 

53. 

DESCRIPTION OF RECORDS 

Computer Development Files • 

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 is material supporting the work
of programmers; tabulations, computations, graphs, 
charts, and data spacecraft photographic products, · 
and reference material. 

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

a. Descriptions, instructions,
flow charts, program source 

specifications, 
decks' and runs, 

binary decks. ._ • 

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

Products Files. 
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. 

RECORDS DISPOSITION SCHEDULE 


DISPOSITION 
DISPOSITION INSTRUCTIONS 

AUTHORITY 

WJTHDRA  

WITHDRAW' 

WJTHD  

...JS"-) 



Computer Programs Development 

Comeuter<Program p oject 

stroy 1 1ear aftes: cumpatet pteg!'&m :le 
_deud.eped, checlted and accepted. 

Computer jVl.-}?u-7S°,�Pa.a.t����errS""':Erf'�L"'-iht'l!llo&o-&1it&l�WMM.liloft--56. 

File 

ITEM 
. 

.NUMBER 

DISPOSITION 
DESCRIPTION OF RECORDS DISPOSITION INSTRUCTIONS 

AUTHORITY 

a. Significant records of the project 

b. Background material and work papers 

Research File. _-,,7()..75-J 
Material prepared or collected by progranuners in 
developing computer programs for basic research 
purposes and for the use of researchers in developin 
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 -· 

VVJfHDBAWJ 
b. Program deck and printout 

WlTHDBAWj 
.) . 

Records supporting ongoing projects and proposed 
projects reviewed but not implemented. Included are 
descriptions, instructions, specifications, flow 
charts, prog m source decks and runs, binary decks  
and other material exclusive of magnetic media. 

Job Records. Books, Registers, and Productio 
records for control and management of computer jobs. WITHDBAWfj 

RECORDS DISPOSITION SCHE DULE 




including periodic 
quarttly 

----

Destroy ae leaser 1uuulellc 

er transie•with 

when obsolete oY' 
' " /Je .S ,J  t/. 

ITEM· DISPOSITION
DESCRIPTION OF RECORDS DISPOSITION INSTRUCTIONS

NUMBER AUTHORITY 

PUPLICATIONS AND REPORl'S RECORDS 

Publicating and Reports File. Copies 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, program reports such 
as monthly, or annual, normally submitted 
up through the organization structure. 

Original copy in the off ice of the official 
to when directed except if used as a feeder 
copy from which a consolidated report or sum
mary is prepared. 

(2) 	 Originator's copy
(3  	 Feeder copies. Original copies received in 

the office preparing a consolidated report 
Distributed copies retained elsewhere 4) 

14} 

Permanent. Transfer with program management 
files(.:Z:+eM :1.),

fsDestroy originator's pro
gram management files or project or study 
file concerned. 

Destroy 1 year after date of consolidated 
report. 

RECORDS DISPOSITION SCHEDULE 




-

9 SP FSP.SfeF 
manag;;.ent 

1" 
BF tF efe  

 

usually prepared by a project manager and direct-
ed to the program director. 

•ITEM . 	 DISPOSITION
DESCRIPTION OF RECORDS DISPOSITION INSTRUCTIONS

NUMBER AUTHORITY 

. 	 • 

C. 	 Status Reports and summaries on specific matters 

such as reports on individual projects, studies, 

investigations, or experiments. Such reports 
are . 

{l). 

.-r)\G  

Orginal copy in the office to whlMl document 
is directed. 

Destroy 	 with the official's 
program 	 file. 

L 	 Destroy with project file. 
-

(2) Orginator's copy. 

\".J ' 

! 

• ., 

. 

. 

. .. . 

/ 
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long range planning 

Permenen 1 
d/•. 

;.,1,.,.,,  Pe1111u1:Mn• 

Pe:t111l&B9R a 

590 

Otfc:"  .Hl'llf..5 when 

DISPOSITION INSTRUCTIONS 

Research and Development Records 

R&D files documenting the58. 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 pro ucts . 

, ,
a. Of fices responsible for plannipg )If!'.,,, 
b. Contributing of fices Destroy 5 years after supersession 


c. Other offices Destroy 2 years after supersession 

Systems Specifications and Contractor's Report IJiS(JoJ e,.:- o T ,,.J,:, twitI,
File Copy of each specification and contractor's /)e"·'''r- -re./t}'te.ol- p ojec..t ca.se. f1/e..1 
report. 

,,., ;-r: 1, e./.J t"I- ... . Systems Configuration records. ' . /JJ".Jp•j e.. " 7 
I,.".}ec..t c.J;  f,/e,, 

RECORDS DISPOSITION SCHEDULE 




Systems Engineering Project 

-tzll significaR� / / 
..,e.1 .t1"' 

/ ly  _o_"__:;t:;....c:_c.-'1, .... -n_"_l,,.a..'I-'- -  sif1.,, 1f1cd,,"C' 
Engineering Design Project 

9esh;n, 
compbnents 

"" 

P?;( 

'P"· ;')/;,,IJIV A'7; )'e ,.J ;a·f ,.. """ ec.. . '1; 

/ 
/ 

,,.,;cc..f: 
ftecuzd-s l'clal!e  u ipaicczaft iustrnmcauu.eR 

5. /"1.JLl'IJ"1Pl«.,-t; "C: 
"""uc;;eu§wlr 

a. 

(I) R ... '" c/5 Se.Ire. J b )' Nf.!d 

Perm1nent off'e-' to ,iv lf.J /'f' etJ.,.$ ftel"' 

DISPOSITION ITEM 	 DISPOSITION INSTRUCTIONSDESCRIPTION OF RECORDS 
AUTHORITY

'NUMBER 

• 

Files
61. 

Detailed records on each project from inception 

through installation and acceptance of hardware. 


,,  
Included are the definition and feastbillty studies, \ --project plans, copies of technical ·specifications · 

purchase orders and contracts, proposals and evalu

ations of proposals, records of the inspection, copie 

of operations namuals and handbooks, and related 

work papers, charts, graphs, tabulations, and .other 

material 


. 
...,

Intermediate work papers and other background (q Destroy 2 years after termination of pro-
material k<J.J 	 Ofje.,, t:o /11'"1/fJ . '5'o'the t' 	 t'ey-.,.,,·.,, t;-,;,., d f 

records of project. -'.l'ransfer to Federal Records Center 2b. · years 


h I !:J t '! ' '  /'ti/,
,o.,oJ

t:1:c. ,t'J.I I I'. 

(1..) 1c-..d..i11Jin; /}rllj .. -e: .., c.o,-J.,5
62. 	 Mechanica and Files 

on the construction, installation and testing 
of for spacecraft instruments and other 
mechanism and supporting structures in spacecraft 
and aircraft used for NESS purposes. Also project 
files on in-house mechanical hardware and test 
instruments. Records include sketches, drawings, 
specific tions and related instruction , correspond " ( 
ence, charts, graphs, calculations, tabulation, notes, 
related literature and catalogs. 

after termination of project. Destroy 5 

years after termination of project . 

a. Significant records of each project ,€e4 J"te"7 ,h(ij}
"de,, YC"4rJ5· 'ter..,,.,,.,t, ,, df f.,,.")ec.r, 

b. 	 ,Ir. Destroy 3 months after launch
<=ecrdft 	 '1 
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Systems Integration Project 

Jstf• J s A.ppi:evee a, et ems ple:rt, sasgt;1 ati"Ag agFeemeaM;.. QQAtraetf and all sigRiUeaAt r'i QliQliJ.- .u T  /.. /J'jj1 fter 
/r1!/'f" l.:1 J.L.,;.., '3. 

-

-----

Operational 
Planning, , _ 

system component. 

63. 

/'bf, ;..i y te,,,_l,,d r1 ii  t1( J",.-_;'ec..t. 

('J.} 1fe1fl4dl",,i11S '*' cC' v u JJ. 

--- ---- -i-- -- 1 and Handbooks • 
Instruct ona 

and Manuals for each 

(J} Si .,,if-iL1,,t- Ye.cu-re/) 

ITEM 	 DISPOSITION 
DESCRIPTION OF RECORDS DISPOSITION INSTRUCTIONS 

NUMBER AUTHORITY 

and checkout of the spacecraft concerned. 

 	Records related to aircraft instrumentation Destroy 3 months after successful termin4-
tion of the aircraft flights concerned. 

) 	Records relating to in-house hardware and 

test instruments. 


(&/) fe.,,. i,,r•J f,·/e}, 
Satellite Integration Files 

Satellite 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 series of spacecraft, ground systems, 
or communication systems and related procedures or 
other endeavors global in scope. 

a. Intermediate work papers, background materials 1' Destroy 2 years after termination of pro-

btt'T. O I' t;-P ,6 /7 )'eJY.5.O-the.,; Vl!l.{)y/} of /'Yve<..C 
b .,11 . 

jeCt 

Transfer to Federal Record Center 2 years 
termination of project. Destroy 5

e1f years after termination of the project. 

; 

--

64. 
 Destroy 5 years after deactivation of 
spacecraft concerned. 

RECORDS DISPOSITION SCHE DULE 




Spacecraft Systems 

operation

Training Development 

�J'��i-tf"se•vieg sefttl 
p1,n:pO&iiQ 

66. 

"ITEM. 
DESCRIPTION OF RECORDS 

Nl)MBER 

• 

and Ground File at Headquarters
65. 	 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 F:YJ.ed 
Service stations and to coordinate matters relating
to user needs. Includes correspondence, reports, 
charts, graphs, specifications, spacecraft 
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 

Aids 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 

DISPOSITION 


AUTHORITY 

DISPOSITION INSTRUCTIONS 

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

Dest roy 2 years after deactivation of 
spacecraft. Items normally superseded by 
a more current issuance, destroy 2 years 
after upersession. 

Destroy when 

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

RECORDS DISPOSITION SCHEDULE 




pictures, 

Hemis

fu;:tkeP 

���& 
i d  •  r___ '--- - - . -------  ... -- _ ..... .... -·· - r .. .., __ .. -... 

after 

ispgsef when ;r? urpeeee1 
Bis,eee 
er ethet JHU'Jl88Q8u 

b. 

..... >ie.., 

DISPOSITION. ITEM DISPOSITION INSTRUCTIONSDESCRIPTION OF RECORDS 
AUTHORITYNUMBER 

Assorted Satellite montages, negatives 
and related log books used for meteorological 
satellite research purposes. 

a. Central file collection. 
·Destroy when no longer needed for 

research. 

b. All other copies. £: n r;lated research project is 
term nate • 

68.. Plotted weather data charts. Copies of the basic 

series of NWC surf ace and upper air charts and 

selected charts from some foreign series used for 

meteorological satellite research. 


a. Paper Records 

1. I/.,1 year 0Central file collection of Northern Des troy 
phere chart series. 

2. Central File collection of North American Destroy = 1 yeartJ/I/,
chart series. 

\:Je rd 0 
3. All other copies directly relating to an no longer needed for research  
ongoing research project 

Microforms of the above Weather Data Charts when no longer needed for research# 
i 

RECORDS DISPOSITION SCHE DULE 




Computer plotted digitized grid print maps 

Computer prepared 

containing 

Pestroy 

Oesh·o'.:I 
Bispese 

..uAA P6i15IR8Re1t v.lt1} 
,, '""· '"' \  vesi 'r"'1 

ispes8 

\)es-\-c'"t 
BispeEJ.e 

o 

depicting 

selected atmospheric conditions or phenomenia 
geographically and used for meteorological satellite 

research purposes. Data is shown as printed values. 

These data-bearing maps are retained throughout the 

research laboratories. 

70. 

future research purposes. 

f7J - - - -- - -- -- -

. . 

:TEM DISPOSITION 
DESCRIPTION OF RECORDS DISPOSITION INSTRUCTIONS 

N UMBER AUTHORITY 

when determined no longer needed·for 

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. 
 r r '° 

1. Printout copy. when no longer needed for research. 

2. Microfilm copy. 

a. Original  fey t"u ,H(,,, t:-. 
' 7, ,_s

p,., 1 1<b. Working copy when no longer needed for research. 

when related research project is Punched cards selected data on atmos
11. pheric conditions or phenomena taken from archived terminated and the appropriate research 

raw data from satellites and used for meteorological director determines that the collection has 
research purposes. These data-bearing cards are further value for research or other 
retaineQ throughout the research laboratories. : purposes. 

RECORDS DISPOSITION SCHEDULE 




APPENDIX T O  NDM 62-38 


• I T E M  
D ES C R I P T I O N  OF RECORDS D I S POS I T I O N  I NSTRUCTIONS 

N U M B E R  

NATIONAL ENVIRONMENTAL SATEI.LITE SERVICE RECORDS 

PROGRAM, PLANNING A.N D M ANAGEMENT RECORDS . . . . . • • • •  Items 1-6 

GENERAL AD:\1INISTRATIVE R ECORDS . . . . . . . • . • . . • • • . . . . Items 7-11 

SPACECP.AFT OPER ATIONS RECORDS . . . . • . . . . • . • • . . . . . . Items 12-47 

El\"GINEERING SUPPORT RECORDS . . . • • . . . . . . • . . . . . . . . . Item 48 

SPACECRAFT PRODUCTS RECORDS . . . . • . • • •  . • •  .  . . . . • • •  .  ltellli> 49-55 I 

PUBLICATION AND REPORTS RECORDS . . . . . . • • • . • . . . . . . • Item 56 

RESEARCH AND DEVELOPMENT RECORDS . . • • •  . • •  . . . . • . . . Items 57-70 


Tius schedule covers records wluch can be found throughout NESS or m its subd1v1S1ons, 
but generally not records dealmg With general admuustrat10n, research and development, 
.md data automat10n program ru.ords ( NOAA Records D1spoS1t1on Schedule 1-20). 
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TO NDM M-'tR 

1. Procram '\fana<>e mer'l Files 

ln!emat1onal agrremruts 

Remrds orgamzat1ons. 

2. 

APPENDIX 

" I T E M  

N U M B E R  

3. 

DESCRIPTION OF RECORDS D I S POS I T I O N  I NSTRUCTIONS 

PROGRAM, PLANNING, AND MANAGEMENT RECORDS 

a Files of the Director and Associate Director (or equivalent management 
level) contam mg records on the plannmg and coordmat1on, development a nd 
admm1Strat10n phases of programs to develop, design, and operate total enVJronmental 
spacecraft systems mcludmg sensors, ground fac1lit1es and comrnun1cat10n !mks 
for rece1V111g, processmg, analyzmg, researclung, dissemmatmg and preservmg space. 
eraft a cqmred data. 

b. Fi les of Ol\1s1on offices and lower, contammg correspondence of a ro utine 
nature with private serVJces, other U.S. agencies, and other NESS offices. · 

c. Copies of project plans, design study reports, project f1Danc1al reports, and 
other matenal for the mformation of program managero reflectmg the aclions of 
subordmate staff or other off1c1als m NESS or elsewhere. 

and organization re cords m cluding correspondence, memoranda, 
reports and documents pertauung to agency part1cipat1on ID relations With mternahonal 
orgaruzat10ns and conferences dealing with Environmental Satellite matters. 

a. All material not duplicated m NOAA-wide offices dealmg with mtemational 
affairs. 

b. Workmg copies duplcated m NESS offices where official file mamtamed ID 
m NOAA-wide offices dealmg with mtemahonal affairs. 

of mternattonal 

a. l\fatenal docmn .. ntmg worl- as United States reprcsentalive to mternat10nal 
comm1ss10no and organizat10ns .i.nd not duplicated ID the office of International 
affairs. 

b. lnformat1onal copies of matenal from such orgamzahons. 

c. Worldl\1eterologi  Orgamzation material where the office of International 
Affairs mamtams the record copies. 

Permanent. Cut-0ff at end of calendar year hold 2 years 1nactJve, then 
transfer to the NOAA Records Holdmg Area (outSide the Washmgton 
Metropolitan area to the approprrate Federal Records Center). 

Destroy when 2 years old. Cut off at end of calendar year, hold two years 
mactive then destroy m current files area. 

Destroy when obsolete or superseded. 

Pem1anent. Cut-0ff at end of calendar year hold 2 years inactive, then 
transfer to the N OAA Records HoldlDg Area (outside the 'Washington 
Metropolitan area to the appropriate Federal Records Center). 

Destroy when no longer needed . .  

Permanent. Cut-0ff at end of calendar year hold 2 years mact1ve, then 
transfer to the NOAA Records Holdma Area (outside the Waslungton 
Metropolitan area to the appropriate Federal Records Center). 

Destroy when obsolete or superseded. 

Destroy when obsolete or superseded. 

38 NATIONAL ENVIRONMENTAL SATELLITE SERVICE RECORDS R ECORDS DISPOSITION SCHEDULE 



advisory oups 

6. 

b. 

APPENDIX TO NDM 62-38 

I T E M  
D ES C R I PT I O N  OF RECO RDS 	 D I S POS I T I O N  I NSTRUCTIONS 

N U M B E R  

4. 	 Airreements between NESS and mteragency, national, and mtra-agency organizations and 
conferences cons1.>i mg of case ftles 1ncludmg correspondence and all documents concermng 
the agreement. 

a. Office of primary responstbtl1ty. 

b. Working copies mamtamed m other o ffices.  

5.  	 Records o f  Tnter.ie:encv a n d  Nat rona! committees. boards, and • 

Ftles reflectmg funct10ns, action taken and the members and thetr terms m office. Contams 
charter and bylaws , agenda and mmutes, d1rect 1ves, reports and documents support mg the 
creation, organizat ion, or change of the orgamzatron. 

a. Offtc1al program records mamtamed by the executive se cretariat or other 
perb(:>n designated as records custodian, excludmg records and other material on 
admm1strat1ve support matters. 

b. Copies o f  comnultce records, correspondence, and other material retamed 
by members or non-members. 

c. l\latenal on routme admm1strat1ve support actrons, such as correspondence 
regardmg travel arrangements, arrangement for meetmgs. 

d. l\lcmberslup files contanung b10graplucal data o n  members. 

Permanent. Cut-off at end of calendar year hold 2 years macttve, then 
transfer to the NOAA Records Holdmg Area (outside the Washington 
Metropohtan area to the appropriate Federal Records Center}. 

Destroy when obsolete or superseded. 

Permanent. Cut-off at end of calendar year hold 2 years inactive, then 
transfer to the NOAA Records Holdmg Area (outS1de the Washmgton 
Metropo htan area to the appropna e Federal Records Center  

ReVJew annually. Destroy when no longer needed for reference. 

Destroy when 3 years old. 

Destroy when 5 years old. Cut off when member leaves committee, hold one 
year macttve, then transfer to appropriate Federal Records Center. 

Grant FilPs between En vtronmental Satell ite and other orga111zat1ons. These files are 
normally mamtamed m two seperate locations 

a. Records dcalmg with admm1strat 1ve matters rel.itmg to the grant. 	 Transfer to the Department of Co mmerce contract o ffice upon award of grant. 

Grant Project Case Files retamed m Envtronnwntal Satclhte program o ffices. 

1. Duplicate copies of material o fficially mamtamed m the grant contract Destroy when obsolete. 

file and held for mfom1at1onal purposes. 


2. Off1c1al correspondence pertanung prmetpally to the review and analysis of Transfer to appropriate Federal Record Center 2 years after completion of 

spec1f1c matters relatmg to the work of the proJect; copies of mtenm, final, project, destroy 5 years after close of project. 

and published reports, and records resu!tmg from reVIew, appraisal, approval 

and follow-up of reported accomplishment. 
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Regwsition 

Cop1e >  C.on tracts, 

E mplovee 

l\!nnthh Ol)(>rat\ons Report. 

APPENDIX TO NDM 62-38 

I T E M  

N U M B E R  
D ES C R I P T I O N  OF RECO RDS D I S POS I T I O N  I NS T R U C T I O NS 

i. 

8. 

9. 

10. 

11. 

GENERAL ADMINISTRATIVE RECORDS 

Record copies mamtamed by NOAA Headq uarters offices. 

Purcha<e Order File for blanket and COD orders. L1cludes records relating to dehvery and 
rece ipt and copies of mvo1ces and vouchers forwarded for payment. 

F ile contamlllg Reqws1t10n copies suhnutted to procurement, office copies of 
contract and pur chase orders involved , and other related papers. 

o f  req msit10ns, purchase orders and related papers Ulcludmg documents 
relatmg to acceptance tests on procurement transact10ns for Ulstrumentat10n and construction 
satellites. 

Recei pted Tranofcr Documents and hsts showing e xpendable materials forwarded to contractor 
for use m co nstruct10n of satelhtes. 

Tra,el  R e corrl;; maintamed m the office haVIng adnurustrahve responsib1hty for 
emplo) ee. fa eludes copies of travel documents and correspondence relating to authorized 
travel 

SPACECRAFT OPERATIONS R ECORDS 

12. In;;tmctional fs,11an ces for Space craft Operations Control. Plans, procedures or reports proposed 
Jomtl) with NASA or wit Jun NESS for each spacecraft or seneh of spacecraft and serVIng as 

13. 

the principle program directives proVIdlllg guidance and mstruct10ns. 

a. Copies used by action offices w1tlun Control Centers . 

b. Reference co pies used by other t han act10n offices. 

c. Da) to day mtcmal operatmg mstruc!Jons mcludmg those issued at superVIsory 
le\·cls, issued for the staff of the Control Center. 

Surnmarv Consolidated cumulative report of the Vital stat1Stics 
for all spacecraft m orbit except those deactivated. 

Destroy 3 years after the fiscal year on wluch payment or action IS completed. 

Destroy 1 year after ternunahon of purchase or contract tram;action. 

Destroy 2 years after completion of procurement transaction. 

Destroy when 2 years old. 

Destroy when 2 years old. 

Destroy l year after deactivation of spacecraft concerned. 

Destroy when obsolete. 

Destroy 2 years after superseded or termmated. 

Destroy when research value ceases. 
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Daih· Re2ort 

Spa cecraft Operat ions 

Sate!htP. Picture 

Report 

Equipment Report 

Log. 

R eport 

Spacecraft Owrahons Summary. 

Opnational 

ncecraft Analog 

T ape 

l\la['l1 etic Tapr 

File 

APPENDIX TO NDM 62-38 

ITEM 

N U M B E R  

14. 

15. 

16. 

17. 

D ES C R I P T I O N  OF R EC O RDS 

Ardnval Summarv for Earth-syn chronous Spa cecraft m orbit. Report for monthly hsting 
of operat10ns completed, spa cecraft pos1t10ns, numbers of pictures acqwred, picture q uality and 
acqws1t1on problems. 

Status on Earth-sy11 chronous Spacecraft m orb it. List of commands transnutted 
to spacecraft and operations performed for each 24 hour penod. 

Weeklv Plan and projected subsystems changes for Sun-synchronous 
spacecraft. 

synchronous spa ce craft 
for Control Center qua lity control purpo:,es. Pictures taken from sun

D I SPOS I T I O N  I NSTRUCTIONS 

Destroy 1 year after deachvatJon of spacecraft. 

Destroy 1 year after deactivation of respective spacecraft. 

Destroy when 5 years old. 

Destroy 1 year after deactJvat1on of respective spacecraft. 
Re cord copies covered by item 4. 

18. 

19. 

20. 

21.  

22. 
. 

23. 

24. 

?-.:.;:>. 

26. 

- 27. 

-

. 

PowPr Sv:<tem i'tatm for earth-synchronous spacecraft m orbit . Status report to NASA 
on the power S) ste m ol spacecraft 

O utage on operat10nal eqlllpment and details on corrective act10n taken. 

Commurncat1ons Trouble Describes corrective action, location and time span concerned. 

Da1h Sh1it of the Control Center prepared by each sluft superVJsor and subnutted 
to the head of operations for briefing. In cludes mformatwn needed for l!mekeepmg 
purposes 

Dadv S1m-s,-n rhrono1L< Listrng of actlVlties and results. 
l•1cludes notes conccrnmg quantity and quality ot data and bnef comments on eqU1pment 
and status of spa cecraft. 

Spacecraft R"acon S ..hcdu!r l\·lessagcs directed to ground ,1at 10ns mdicatmg when 
Ix-aeon \\ i l l  be truncd on .md o i l  durmg ea ch revolutwn. 

Ground St at io n 8-Channel Recorder. Chart depectmg specific events that 
take place at command station durm g an mterrogat1on. 

l\Iessage File. Copies of all mcommg and outgomg messages from the control center. 

Perforated File. Copies of tapes contauung mformat1on transnutted to command and 
data acqul:il t 1on ground statmns. 

File. Copies of magnetic tapes for 8-channel recordi 1gs and related v01ce 
re cord 1ngs. 

Destroy 1 year after deachvatJon of respective spacecraft. 


Destroy when 3 years old. 


Destroy 1 year after deachval!on of respective arcu1t. 


Destroy when 2 years old. 


Destroy 1 year after deactivation of spacecraft. 


Destroy when 1 month old. 


D estroy when 1 week old. 


Destroy when 1 month old . 


Destroy when 1 month old. 


Erase when 2 months old. 
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Spacecraft Ooerat1ons Dcgau«;mf! 
l•lllch data 

Reguiremmts 

Operat ion  Spacecraft 

\fannmg 
change prenously 1s511ed 

R eport Spacecraft. 

Spa.:ecraft Ephemenes Ephemenes 

Egu.1tonal 

pred1ct 10ns 

..\rqu1!'1 t10n 

Space craft 
reduct10n charts. 

Space craft  Tape 

position, and orientat10n 

28 

39. 

APPENDIX TO NDM 62-38 

• I TE M  

N U M B E R  

29. 

30. 

31. 

32. 

33. 

34. 

35. 

36. 

37. 

33. 

,., 

40. 

D ES C R I PT I ON OF RECO RDS 

Control 01 ders. Weekly orders to groWld stations to erai;e 
ta pes con!J lll raw lrom spa ce cra ft. 

Punch Card Files for t he vanous computer programs of the Control Center. 

Curren t  i\lann mg Check List a nd Schedule Changes for Control Center ed 
m conJ1.m ct1on with programmmg all mamung o perations. 

Plan for Earth-svnchronous m Orbit. Advance manrung instructions. 

a 

b Weekly 

Spacecraft Schedule Changes. Instructions to the command and data acqms1tion ground 
stations to manmng mstruct1ons. 

Da1lv Gro tmd Statwn Prrtormance Summarv File on Sun-svnchro nous 
Con,;1sts ol  a copy of each command directed to command and data acqu1:;1t10n ground 
stat10n s, the 1dcnt1ty of resultant data, post-pass summary of the status of space craft and 
ground equipment, and fmal performance ;,ununary report prepared by the operations control · 
ce nter. 

and AbbreVJated of exact locat10ns of each spacecraft and 
the t mung m relation to the earth 

Schedule of Cros.<rngs contammi; data on the lime of crossmg and position of 
space crait 

Conihct for spacecraft 111 orbit conta1rung data on the pos1l!on and onentation of 
spacecraft whe n proxmuty to ot her •pa cecraft produces conflict 111 command and acqms1t1on 
of data 

Table for Spacecraft 111 Orbit showing pos1t1ons of earth synchronous spa cecraft 
ea ch haJr hour. 

Attit  ud e Determmat10n Records for Spacecraft m orbit for attitude deterrrunation 
curve and fasc1mi le attitude 

and Jn trumcn ts Ca hhrat1on Imentorv for sun-synchronous spacecraft 
1r1d ent ny111g magne t i c  tape contammg thermal vacuum and other cahhrat1on tests preformed 
by t he contractor. 

Spacecraft Pict ure Tunes ( PICTIMS) L1stmg of frame numbers and data perta1rung to time, 
ol  spacecraft during its picture takmg phases. 

D I S POS I T I O N  I NSTRUCTIONS 

Destroy Control Center copy 3 months after all transactions complete. 

Destroy 6 months after termmahon of operational need. 

Destroy when l year old. 

Destroy when 1 month old. 

Destroy when I year old. 

Destroy when 1 month old. 

Destroy l year after deactivation of respective spacecraft. 

Destroy when superseded. 

Destroy 1 year after deactivation of spacecraft. 

Destroy when 6 weeks old. 

Transfer to EDS Archive until rrucrofilm record JS made available, then destroy. 

Destroy when l month old. 

Destroy on 1Ssuance of complete new inventory or sooD!r if no longer needed. 

Destroy when l month old. 
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Hou&'keep11H! 

Space craft 
and hou.>ekeepmg 

Space craft 
co mmand and housekeepmg 

Space craft 

Dupl i cate 

Spacecraft 

( A PT) 
a nd 

Engmeennir Support 

APPENDIX T O  '.'IDM 62-38 

I T E M  
D ES C R I P T I O N  OF RECORDS 

N U M B E R  

4 1 .  	 Telemetrv for Spacecraft m orbit. LLStmg of data on operatmg conditions witlun 
sun·s) n chronous spa cecraft 

42. 	 On!!mal .\nalog Data recorded on magnetic media. EnV1ronmental attitude, command 
data. 

a. Comerted to raw digital tape. 

b. When partially or not converted to raw d igital tape. 

43. 	 Orll!mal D1!!lt1zed D ata recorded on magnetic media. Envrronmental attitude, 

data reduced to d1g1tal form . 


44. 	 R educed Data recorded on magnetic media. Selected data extracted from ongmal 
to meet spcc1f1cations of users 

45. 	 Sets of Data-bearing :\fagnet1c :\Iedia prepared for cc:invemence of computer operations 
m cha nnc lmg data thro ugh S) stem 

46. 	 Duntal Arcluve of Reduced Data from mput serV1ce compoSited t  umform format. 

47. 	 Autornat1c Picture Transm1;;s1011 Coord 111at10n File co11Sistmg of correspondence, reports, 
guest 1mo1ces supportmg material retle ctrng the gwdance provided to domestic orgamzat10ns 
and to other natio ns regardmg the mstallat1on and use of satellite direct read out receIV1ng systems 
with program officwls, NO AS, and other agencies. 

E NGINEERING SUPPORT RECORDS 

48. 	 Files 

a. Record on the upkeep and modif1cat10n of electromc and other eqmpment. 

b. Shop File of Worh. Orders and Engmeermg Tests. 

c. l\famtenance, operating and test manuals and handbooks. 

d. Eqwp n"le nt O perations Report of repairs, modification, cahbrat1on and 

... and description of problem . 


e. Preventive Mamtenance Schedule. StatLStical summary of Rehabwty and Record 
of Daily Test. 

D I S POS I T I O N  INSTRUCTI ONS 

Destroy 1 year after deactivation of respective spacecraft. 

Erase after analysis of data. 


Erase after determ11ung data will not be converted. 


Erase after 30 hours. 


Erase when user office ascertam need non-existent. 

Erase immediately after purpose LS served. 

Transfer to Nahonal Clunahc Center after reduction. Reoords will then be 
covered by the NCC Schedule. 

Destroy 5 years after completion of systems. 

Destroy when 2 years old. Cut off at end of calendar year, hold one year 

mactive, then destroy m current files area. 


Destroy when 5 years old .  


Destroy 1 year after superseded 


Destroy when eqwpment 1s transferred or obsolete. 


Destroy when 2 years old. C ut off at end of calendar year, hold one year 
mact1ve, then destroy m current files area. 
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Photo rn•h1c 

b. 

APPENDIX TO NDM 62-38 

I T E M  
D ES C R I P T I O N  OF R ECO RDS 

N U M B E R  

SPACECRAFT PRODUCTS R ECORDS 

49. 	 Spacecraft Photographic Product Distnbut10n Records 

a. Authorization File. 

b. DISt:ribution Reqwrements Record. 

c. D1stribut 10n Lists. 

50. 	 L boratorv R e cords on the processing production, and quality of Spacecraft 
Photograptuc prod ucts 

51.  	 Space craft Photographic Products File preposed m a  variety of  medmms. 

a. 70mm film from NASA experimental e nwonmental satellites. 

1. PoSJh ves 

2. Negatn·es 

35nun. film from NASA expenmental satellites, both positives and negatives . 

c. lOxlO" sheet negatives . 

I. Very High Resolution Rad10meter (VHRR) Imagery 

2. Scanrung Radiometer (SR) Imagery 

d. 8;...10" oheet negatives. l\lontages, Daily U.S. Cloud Cover 

e .  Photographs Automatic pictures Transrruss10n (APT) ungnded. 

f. Monon Picture Films 16mm. 

D I S POS I T I O N  I NSTRUCTIONS 

Destroy 5 years after ternunation of approved request. 


Destroy when superseded. 


Destroy when 1 year old. 


Destroy when 2 years old. 


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

Transfer to National Cl11nat1c Center o n  receipt. Record copy will then be 
covered by the NCC RDS. 

Transfer to N at1onal Climatic Center on receipt. Record copy will then be 
covered by the NCC RDS. 

Transfer to National Climatic Center after I workmg day. Record copy Will then 
be co\ered by the NCC RDS. 

Transfer to National Chmat1c Center after I workmg day. Record copy Will then -
be co vered by the NCC RDS. 

Transfcr to National Clunat1c Center after I workmg day. Record copy will then 
be covered by the NCC RDS. 

. 
Transfer to National Chmalic Center. Record copy will then be covered by the 
NCC RDS. 

Transfer to National Chmat1c Center after I workmg day. Record copy Will , 
then be co vered by the NCC RDS. 
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Operational (GOES) Imagery 

P11h hro t.,,,, Reoorts 
and mternal 

53. 

a. 

APPENDIX TO NDM 62-38 

I T E M  
D ES C R I P T I O N  OF R ECORDS 	 D I S POS I T I O N  I NSTRUCTI ONS 

N U M B E R  

52. Geostat10narv Satellite Products. 

Negatives 	 Transfer to the Nat10nal Climatic Center after I working day. 

b. 	 Visible pictures, destgnated sectors Transfer to Uruvers1ty Reg10nal DepoSitory after termmat1on of purpose 
or project at the Satellite Field SerV1ces Stations. 

c. Motion Picture Films (16mm ). 	 Transfer to NatJonal Climatic Center after 1 workmg day. 

Russian Spacecraft Products 	Nephanalyses and satellite acqUII'ed photographs. Transfer to Nat10nal Chmat1c Center after 30 days. Records will then be 
covered by the NCC schedule. 

54. 	 Copies of Weather Charts produced by Nat10nal meteorolog1cal Center. 

55. 	 Satellite Wmds and 1\fo1sture Analvs1s Charts. 

PUBLICATIONS AND REPORTS RECORDS 

56. 	 a nd File Copies of published material, substantive summaries on 
statements reports on programs, actn1t1cs, or progress, are time reports, and 
reports and pubhcat1ons resuJtmg from grants and contracts Such documents record the end 
results of a1..thonzed programs. Cop1e> of publitat1ons and reports mamtamcd by the off1c1al 
libraries of N O A A  are designated as the NOAA Record copies. 

a. - Pubhcat10ns master ftle copy conSJsts of one copy of each pubhcat10n mcludmg 
those res1tltmg from grants and contracts, but does not mclude the various types o f  
prmted reports. 

b. Reports Jnd >Ummancs, other then pubhc;;.t10ns on status of programs or on 
pro am studies or projects, mcludmg periodic program reports such as monthly, 

quarterly or annual, normally submitted up through the orgamzat10n structure. 

1. Origmal copy 111 the office of the off1C1al to when drrected except if used 
as a feeder copy from which a consolidated report or summary 1s prepared. 

2. Ongmator's copy. 

3 Feeder copies. Ongmal copies received m the office preparmg a consolidated 
report. 

4. Distributed copies rctamed elsewhere 

c. Statu, Reports and surrunanes on specific matters such as reports on md1V1dual 
projects, studies, mvest igat1ons, or e:-..penmcnts Such reports are usually prepared by 
a proiect manager and drrected to the program director. 

I. Orgmal copy 111 the office to which document 1s directed. 

2. Orgrnator's copy. 

Destroy when 18 months old. 

Destroy when 3 years old. 

Destroy when obsolete or superseded. 

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

Destroy with ongmator's program management files or proJect or study 

file concerned. 


Destroy 1 year after date of consolidated report. 


Destroy when no longer needed. 


Destroy vnth the official's program management file. 

Destroy with project file. 
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APPENDIX TO NDM 62-38 

- I T E M  
D ES C R I P T I O N  OF RECORDS 

NU M S  E R  

RESEARCH ANTI DEVELOPMENT R ECORDS 

57. 	 & D long range files documentmg the development of obj e ct ives, plans, forecasts, 
to project puns A proje ct may be o n  the total enruonmental 

satellite system, or on the development of J. space craft or a series of spacecraft , related 
hard\\ are, gro und systems commurucat1ons systems and computer products. 

a. Offices responsible for plannmg 

b. Contnbutmg offices. 

c. Other offices. 

58. 	 S}'Etems Spe cifications and Contractor's Report File Copy of each spec1f1cat10n and 
contractor s 

59. 	 S\ stems Conf1gurat ion records. 

60. 	 Systems Engmeenng Project Files 

Detailed records on each project from mcept10n t hrough mstall.1t10n and acceptance of 
hardware. Included arc the defirnt1on and feaS1b1lity studies, proj ect plans, copies of 
t e chmcal specif1cat10ns purchase orders and contracts, proposals and evaluations of 
proposals, records of the mspect1on, copies of operat10ns manua!s and handbooks, and 
related work papers, charts, graphs, tabulations, and other matenal. 

a. Intermediate work papers and other background matenal. 

b. Other 

1. Re cords selected h)' NESS rel.1ting to tustoncally , poht1cally or 
t ectu1olog1cally SJgmf1cant projects. 

2. Remauung Records. 

61. 	 techamcal Eng111e<'f111g and Design Project Files on the design, construction, mstallat10n and 
trstmg component,  tor spacecratt mstrumcnts and other mechambm and supportmg 
strnrtures m .spacecral t  .rnd arrcraft used for N ESS purposes. Also proj e ct files on m-house 
mech.1111cal hardware and test mstrumcnts. Re cords m clude sketches, drawrngs, spec1f1cations 
.ind related mstruct10ns, correspondence, charts, graphs, calculat10ns, tahulat10n, uotes, 
related literature and cat alog;,. 

D I SPOS I T I O N  I NS T R U C T I ONS 

Permanent. Offer to the National Arctuves when 15 years old. 


Destroy 5 years after supersess1on. 


Destroy 2 years aft er supersess1on. 

Dispose with related project case files. 

DISpose with related project case files. 

Destroy 2 years after t ernu1:13tion of proj ect. 

Permanent. Offer to the Nat10nal Archives 15 years after ternunat10n of 
the project. 

Transfer to appropriate Federal Records Center 2 years after termination of 
proj ect. Destroy 5 years after ternunatlon of project. 
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c.omponcnt. 

Spa cecraft 
St·rnces 

 

a. 

APPENDIX TO NDM 62-38 

• ITEM 
D ES C R I PT I O N  OF RECO RDS 

N U f'v1 B E R  

61. 
(Cont'd) a. S1gmf1cant records of each project. 

b. Other project records 

1. Spacecraft Instrumentation. 


2. Records related to aircraft mstrumentat1on. 


3 Records relatmg to m-house hard,,.,are and test mstruments. 


4. Rem:urung ftles. 


Satellite Integration Files 


62. 	 Satellite Sutem  Irtee:ratwn Pro1cct Files on the plannmg, coordmat1on, pnmary implementa
tion and evaluation ot syste ms projects of the total environmental satellite system or on the 
de,elopmcnt of a spacecra ft or a :,cries of spacecraft.ground systems, or commurucatlon 
system. and relatt:d procedures or other endcarnrs global m scope. 

Intermediate work papers, ba ckgro und materials 

b. Other records of project 

1. S1g'llficant records of project 

2. Remairung project records 

63. 	 P!annmg, Imtruct101 1al,  a nd O pci t 101L1l l l.rnrlbooks and l\bnu.tls for cJch system 

64. and G ro1 1•1d S\·,+cms File at 1-lcJdquartcrs o ffice for Field Services Jlld at Field 
St.it 10ns Re cords conta1 1ung details on spe cific spa cecraft and ground systems to 

understand a nd org:uuze procedures and operations at the Field Service stations and to 
coordmate matters relatmg to user needs Includes correspondence, reports, cl1arts, graphs, 
spe cifications, spacecraft operat10nal schedules, reference manuals, and other types o f  
matenJ.l. E:\cluded are records of day to d a y  operations of the station facihties. 

C.Unt'd 

D I S POS I T I O N  I NSTRUCTIONS 

Permanent. Offer to the National Arcluves 15 years after temunation of 
project. 

Destroy 3 months after successful launch and checkout of the spacecraft 

concerned. 


Destroy 3 months after successful termmahon of the aircraft fhghts concerned. 


Destroy 3 months after complet10n of project. 


Destroy 2 years after termmahon of project or  sooner if no longer needed. 


Destroy 2 years after termmatlon of project. 

Permanent. Transfer to the National Archives 15 years after temunatlon 
of project. 

Transfer to Federal Record Center 2 years after terrrunahon of project. 
Destroy 5 years after termmation of the proj ect. 

Destroy 5 years after deactivation of spacecraft concerned. 
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Tra mmg elooment 
Ba ckground 

APPENDIX TO ND:\'I 62-38 

I T E M  
DESC R I P T I O N  OF RECORDS 

N U M B E R  

64. 
(Cont'd) a. l\fatenai on spacecraft systsms. 

b. l\fatenal on ground syste ms. 

65. <\ids De, File 
matenal supportmg the development of specific trauung programs, classes, 

semmaio and the presentation techmques (such as TV ) and aids such as slides, movies, 
loop, selected charts, graphs, etc. 

a. Trammg Aids 

b. Background material 

66. 	 Assorted Satellite pictures, montages, negatives and related log books used for 

meteorological sate !lite research purposes. 


a Central file collect1on. 

b. All other cop1e;;. 

6i. 	 Plotted weather data cha rts Copies of the basic senes of NWC surface and upper arr 
charts and seletted charts from some foreign series u,ed for meteorological satellite 
research. 

a. Paper Records 

1 .  Central file collect10n of Northern Herrusphere chart senes. 

2 Central File collect10n of North American ch.irt series. 

3. All other copies directly rclatmg to an ongomg rese.irch project. 

b. l\l1croforms o f  the above Weather Data Charts 

D I S POS I T I O N  I NSTRUCTIONS 

Destroy 1 year after deactivation o f  spacecraft or  1 year after item IS 
supe rseded. 

Destroy 2 years after deact1vat1on of spacecraft. Items normally superseded ' 
by a more current ISSUance, destroy 2 years after supersession. 

Destroy when obsolete. 


Destroy 2 years after completion or t ermmation of the related project. 


Destroy when no longer needed for research purposes. 


Destroy when related research project IS tennmated unless needed for 
other projects. 


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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Compute r plotted d1g1t1zed gnd pnnt maps 

prepared atmosphenc 

I 

APPENDIX TO NDM 62-38 

ITEM 

NUMBER 

68. 

69. 

70. 

D ESC RIPTION OF RECORDS 

depicting selected atmospheric cond1ltons 
or phenomena geographically and used for meteorological satellite research purposes. 
Data ts shown as printed values. These data-beanng maps are rctaU1ed throughout the 
research laboratories. 

Computer tabulations of  selected data from spacecraft research 
U1Struments used for meteorological satellite research purposes. 

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

1 Printout copy 

2. M1crof1\m copy. 

a. Ongmal 

b. Working copy 

Pw1ched cards containing selected data on atmospheric condtltons or phenomena taken 
from a rchived raw data from satellites and used for meteorological research purposes. 
These data-beanng cards are retained throughout the research laboratones 

R ECO RDS D ISPOSITION SCHE DULE 38 

D I S POS I T I O N  I NSTRUCTIONS 

Destroy when determined no longer i:eeded for future research purposes 

Destroy when no longer needed for research 

Transfer to NCC. 

Destroy when no longer needed for research. 

Destroy when related research proje ct ts terminated and the appropriate 
research director determines that the collect1on has no further value for 
research or other purposes . 
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