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ll'EM DISPOSITION 

DESCRIPTION OF RECORDS DISPOSITION INSTRUCTIONS 
, ..Bl!R AUTHORITY_N_;J_..._.___J___________________________+_:_:.=..:..:.:..::.:.:.:..:....:-t---------------------, 

PROGRAM, PLANNING, A..~D MANAGEMENT RECORDS 

t 
,. ~ ,. , .. 

1. Program Management Files 

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 sensoAs, ground 
facilities and communication links for receiving 
processing, analyzing, researching, dlsseminatin 
and preserving spacecraft acquired data. 

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

c. Copies of project plans, design study reports, 
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 
j 

Permaned;~ransfer to Federal Record 
Center e 5 yearso/,J. offe,,, Cu 
/Vltlt5 i,vhen l',-)'e.4r.$ tJ/e/. 

.,.J,e,, I~ 
Destroy aftP.P- 2 yearsott'.f. 

Destroy when obeolete or supersed•?d. 

I 

..REc/__~-D--S=-D_I_S__P=O=Sl=T-I_O=N=S=CH=E=D=U=LE===3=g~-==~~~~~:::__________________~ 
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-------------------------------,-----~,-----------------------,
J.1"EM DISPOSITION

DESCRIPTION OF RECORDS DISPOSITION INSTRUCTIONS 
ll."lJrt.BER 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 offices 
dealing with international affairs. 

b. Working copies duplicated in NESS offices 
where official file maintained in NOAA-wide 
offices dealing with international affairs. 

3. Records of m@N05i aj international organizations 

a. Material documenting work as United States 
representatives 40 international commissions 
and organizations. 

b. Informational copies of material from such 
organizations. . . 
World ,#le"terolo/1e,;i,/ cJy-od.nl~~;t,,n,, ""Jlte,,,~}I 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 prima~y responsibility. 

b. Working copies maintained in other offices 

Permanent, () f 5c:1' to /VliJf'j whe..., 1, 
)'C.6 Yj tJ/d, 

/?evic.J l'1>1t41/y,
1Destroy when no longer needed. 

eJ, Perne.nert. cl f S-eY­ t:u 
)'ed Y$ d/q, 

rerm1:1n-:!'t ()ffc.- td HlllfS wire,,
Yu~, ()iJ. 
Destroy when obsolete or suparseded. 

._____..._,___________________________,_______._____________________--I 

HECORDS DISPOSITION SCHEDULE 



ITEM[ 
'NUMBER 

DESCRIPTION OF RECORDS 

. 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 ~x­
ecutive secretariat or other person designated 
as records custodian, excluding records and other 
material on administrative support matters. 

b. Copies of committee records, correspondence, 
and other material retained by members or non­
members. 

c. Material on routine administrative support ac­
tions, such as correspondence regarding travel 
arrangements, arrangement for meetings. 

d. Membership files containing biographical data on 
members. 

DISPOSITION 
t'ISPOSITION INSTRUCTIONS 

AUTH0!11TY 

Permanent. Transfir to nearest Federal 
Records Center :'lttr:.,, 5 years~/,/. t:) f fe ~ 
to ,N/IIIJ ~h~r, If' )/e.ir.S fl/,/. 

A'ev,e ~ a. ,,,,,,,,d//X 
,pestroy when no longer needed for reference. 

· 1vhe11 1 1 
Destroy ..a.ft!er 3 years Ott/If, 

wher11 (I/J,
Destroy aftet"s 5 yearsA Cut off when member 
leaves com.~ittee, hold one year inactive, 
then transfer to Federal Record Center. 

I. 

RECORDS DISPOSITION SCHEDULE 



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 

AUTHORITY 
DISPOSITION INSTRUCTIONS 

Transfer to the Department of Connnerce 
contract officeJ.,f>OVI ~"'-~ or- ~<~v--~ • 

~,~ 

Destroy when -110 langeP ftecdeJc]PXJ/ete, 

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

RECORDS DISPOSITION SCHEDULE 



.-...:..-,,----------------------·------.-------,,----------------------, 
~TEM 

DESCRIPTION OF RECORDS_l~l~MBC::R 

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

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

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

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

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

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

12. 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. 

DISPOSITION 
DISPOSITION INSTRUCTIONS 

AUTMORITY 

r1 . 
R2etrsy ~ ysa=e after ~ieeal yeep er Destroy 
3 years after the fiscal year on which pay. 
mentor action is completed, 

Destroy 1 year after termination of purchase 
or contract transaction. 

Oestroy 2 years after completion of pro­
curement transaction. 

wlte.'1 · I 
Destroy .after- 2 years .<J / fX, 

w I, e. P\ / J 
Destroy &ite.t: 2 years"/r,f, 

!Purge the file at the end of each year., 
~estroy superseded personnel action copies 
~nd other material that is no longer current 

RECORDS DISPOSITION SCHEDULE 



1i·EM 

NUMBER 

13,._ 

l5. 

·17.-· 

DISPOSITION
DESCRIPTION OF RECORDS 

AUT~lORITY 

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 instructionfo 

a. Copies used by action offices 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. 

~onthly Operations Summary Report. Consolidated 
cumulative report of the vital statistics for all 
spacecraft in orbit except those deactivated. 

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

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

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

l'llSPOSITION INSTRUCTIONS 

Destroy 1 year after deactivation of 
spacecraft concerned. 

Destroy when 110 l,9agep tt.eefJ.ed,,'1/JJ,d/ete., 

Destroy 2 years after superseded or 
terminated. 

Destroy 1 year after deactivation of 
spacecrc!ft. 

Destroy 1 year after deactivation of 
respective spacecraft. 

lv'Ae,-, '1 
Destroy ..aft1H· 5 yearu:J/q. 

RECORDS DISPOSITION SCHEDULE 
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-·,------------------,------,-----------7 
DISPOSITIOl'l - ITEM DISPOSITION INSTRUCTIONSDESCRIPTION OF RECORDS 
AUTHORITYNUMBER 

j Destroy 1 year after deactiva~i9n of
Satellite Picture File for Combrol Center quality18. respective spacecraft. · 
control purposes., Pictures taken from. sun-~yn~rn."u. 
spacecraft_.__Rc_cord_copies covered by 1 tern-pl - _ llestrs; after 3 monctts 

\ 
I,1 I 

Destroy 1 year after deactivation ot19. Power System Status R1ort for earth-synchronous 
spacecraft in orbit. S atus report to NASA on the respective spacecraft. 
power system of spacecraft. 

1v/ie ~ JJ
~quipment Outage Report on operational equipment and Destroy.aft.ill' 3 yearsQfq, 
jetails on corrective action taken. 

~omrnunications Trouble Log. Describes corrective Destroy 1 year after deactivation of re­
action, location and time span concerned. spective circuit. 

, whe., / ,J
Daily Shift Report of the Control Center prepared by Destroy-after 2 years dtq, 
each shift supervisor and submitted to the head of 
Jperations for briefing. Includes information needed 
for timekeeping purposes. 

Daily Sun-synchronous Spacecraft Operations Summarx. Destroy 1 year after deactivation of space­
isting of activities and results. Includes notes craft. ; 
oncerning quantity and quality of data and brief I 

I 

OITl!Ilents on equipmeP.t and status of spa~ecraft. I 
I 

It 
I 

.Operational Spacecraft Beacon Schedule. Messages Destroy!/:,; 1 monthtJ/r,/, 
' • 
Ilirected to ground stations indicating when beacon 

~ill be turned on and off during each revolution. 
I 

' 

. 

RECORDS DISPOSITION SCHEDULE ---·---------------------------------------



ITEM 
DESCRIPTION OF RECORDS 

NUMBER 

Spacecraft Ground Station 8-Channel Analog Recorder. 
Chart depecting specific events that take place at 
command station during an interrogation. 

20. Message File. Copies of all incoming and outgoing 
messages from the control center. 

Perfo~ated Tape File. Copies of tapes containing in­
formation transmitted to command and data acquis~tion 
ground stations. 

Magnetic Tape File. Copies of magnetic tapes for 
8-channel recordings and related voice recordings. 

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

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

Current Manning Requirements Check List and Schedule 
Changes for Control Center used in conjunction 
with programming all manning operations. 

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

a. Daily 

b. Weekly 

DISPOSITION 

AUTHORITY 
DISPOSITION INSTRUCTIONS 

Destroy ~~~~r 1 week.die/, 

"""1e'fl /.' IDestroy ~ 1 month'1 et, 

when I J
Destroy after 1 monthJ/df, 

v,,:.he,,. 1 J 
Erase after= 2 months"/q. 

Destroy Control Center copy) months 
after all transactions complete. 

'Destroy 6 months after termination of 
operational need. 

wlte,, , J 
Destroy .af:eer 1 year tJ/t'Jf, 

wh~n ./~
Destroy-afterl month"/f.ta- : 

~I.e., ..11 IJ
Destroy..e.f~eP l year,v/r. i 

RECORDS DISPOSITION SCHEDULE 

https://month"/f.ta


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

rreM DISPOSITION
DESCRIPTION OF RECORDS 

NUMBER AUTHORITY 

2pacecraft Manning Schedule Changes. Instructions toJJ. the command and data acquisition ground stations to 
change previously issued manning instructions. 

34. Daily Ground Station Performance Summary Report File 
on Sun-synchronous Spacecraft. Consists of a ~opy of 
each command directed to coITJJ11and and data acquisitio1 
ground stations, the identity of resultant data, 
post-pass summary.of the status of spacecraft and 
ground equipment, and final performance swnmarr<J repo~t 
prepared by the operations control center. 

Computer Listings 

a. Spacecraft Ephemeries and Abbreviated Ephemeriej 
of exact locations of each spacecraft and the j 
timing in relatiou to the earth. 

b. Schedule of Equatorial Crossings containing : 
data on the time of crossing and po:::.ition of I 
spacecraft. I 

I 

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. 

DISPOSITION INSTRUCTIONS 

w/..q11 I 1 
Destroy \lii:f-i;e!"-1 month ou,r, 

Destroy 1 year after deactivation of 
respective spacecraft. 

Destroy when ouperseded. 

Destroy 1 year after deactivation of space­
craft. 1 

'"------------------~--~______.___________________________,._________ 
RECORDS DISPOSITION SCHEDULE 

https://summary.of


----- --

ITEM 
DESCRIPTION OF RECORDS 

t,.IUMBER 

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

e. Spacecraft Attitude Determination Records for 
Spacecraft in orbit for attitude determination 
curve and fascimile attitude reduction charts. 

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 contractort 

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

h. Housekeeping Telemetry for Spacecraft in orbit. 
Listing of data on operating conditions \lithin 
sun-synchronous spacecraft. 

' ,. 

DISPOSITION 

AUTHORITY 
DISPOSITION INSTRUCTIONS 

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

Destroy~ 1 month"h/, 

il0MeiA&lilt /)e:,-t~•/ 0 >r /J$1Jd.111c e-
of co-,,,J'/pte, ..,,e,,.,,, J"l111'~,,-t,i7'}1;_ ",,,. 
~ oo"' c.. ...- 1 f ?Id /qn/rll' ..,, e ee/e✓, 

wl)e,, /'J
Destroy ar~oP l monthel ~-

Destroy 1 year after deactivation of 
respective spacecraft. 

RECORDS DISPOSITION SCHEDULE 



ITEM DISPOSITION
DESCRIPTION OF RECORDS DISPOSITION INSTRUCTIONS

NUMBER AUTHORITY 

S_p_acecraft Original Analog Data recorded on magnetic 
media. Environmental attitude, commend and house­
keeping data. 

a. Converted to raw digital tape. Erase after analysis of data. 
\ 

b. When partially or not converted to raw digital Erase after determining data will not be 
tape. converted. 

a.37.} Spacecraft Original Digitized Data recorded on mag­
Erase after 30 hours.netic media. Environmental attitude, command and 

~ousekeeping data reduced to digital form. 

Spacecraft Reduced Data recorded on magnetic media. Erase when user office ascertain need
Selected data extracted from original to meet non-existent.
specifications of users. 

:t 

I' 

RECORDS DISPOSITION SCHEDULE 



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.. Digital Archive of Spacecraft Reduced Data from in­ Transfer to National Climatic Center after· 
put service composited to uniform format. reduction. Re.c.~ s- w: '/ +~ cPi. be C813 u e4 

b 1 +k. N C<:- <;: cJ. e..,L,..t e .. 
• r,~ 

.. 
'·1 Automatic Picture Transmission (APT) Coordination Destroy 5 years after completion of systems
LJ • 

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

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

RECORDS DISPOSITION SCHEDULE 



~TEM DISPOSITION
DESCRIPTION OF RECORDS DISPOSITION INSTRUCTIONS

NUM9ER AUTHORITY 

•SJ!GD1,..F.RING SUPPORT RfoCORDS 

Engineering Support Files 

.,.,1, e,, o/J.a. Record on the upkeep and modification of elect­ Destroy aftet 2 years.id Cut off at end of .
ronic and other equipment. calendar year, hold one year inactive, then 

destroy in current files area. 

w~e., /Jb. Shop File of Work Orders and Engineering Tests Destroy afte• 5 yearsl/q, 

c. Maintenance, operating and test manuals ana Destroy 1 year after superseded
handbooks. 

d. Equipment Operations Report o'f reoairs, modifi­ Destroy when equipment is transferred or
cation, calibration and 9-escription of problem obsolete 

r,.,hc.., · o/J.e. Preventive Maintenance Schedule. Statistical Destroy ~Ete~--2 yearsA Cutoff at end of 
summary of Reliability and Record of Daily Test. calendar year, hold one year inactive, then 

destroy in current files area. 

SPACECMFT PRODUCTS RECORDS 

Spacecraft Photographic Product Distribution Recordsh3. 

a. Authorization File De.stroy 5 years after termination of approv-
ed request.b. Distribution Requirements Record Destroy when superseded /c. Distribution Lists Destroy .a-5;ter 1 year ol,:/. I 

W" • ., 

RECORDS DISPOSITION SCHEDULE 
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- - ---- - - -

ITEM DISPOSITION
DESCRIPTION OF RECORDS DISPOSITION INSTRUCTIONS

NUMBER AUTHORITY 

wh • 11 
Photographic Laboratory Records on the processing Destroy -afl!eY 2 years 111/r/, 
production, and quality of Spacecraft Photograpliic 
products. 

Spacecraft Photographic Products File preposed in a45 •. 
variety of mediums. 

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

1. Positives Transfer to National Climatic Center on 
receipt,-1t' 

2. Negatives Transfer to National Climatic Uenter on 
receipt, 

b. 35mn. film from NASA experimental satellites, Transfer to National Climatic Center on 
both positives and negatives receipt-,C: 

.... 
. - - ·- --- •- ·-

c. lOxlO" sheet negatives 

1. Very High Resolution Radiometer (VHRR) Transfer to National Climatic Center after 
Imagery 1 working day.'t 

2. Scanning Radiometer (SR) Imagery Transfer to National Climatic Center after 
1 working day.¥ 

d. 8xl0" sheet negatives: Montages, Daily U.S. Transfer to N~tional Climatic Center after 
Cloud Cover 1 working day:f:" 

e. Photographs: Automatic pictures Transmission 
(APT) ungrided, 

f. Motion Picture Films: 16 mn. Transfer to N~~ional Climatic Center afterI.~ 
1 working day:'°

I 

RECORDS DISPOSITION SCHEDULE 



ITEM 

NUMBER 

46. 

47. 

49. 

DESCRIPTION OF RECORDS 

Copies of Weather Charts produced by National 
meteorological Center 

Russian Spacecraft Products. Nephanalyses and satel­
lite acquired photographs. 

Geostationary Operational Satellite (GOES) Imagery 
Products: 

a. Negatives 

b. Visible pictures, designated sectors 

C. Motion Picture Films (16Jillll). 

Satellite Tropical 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 Analysis Charts. 

DISPOSITION 

AUTHORITY 
DISPOSITION INSTRUCTIONS 

whe-, /JDestroy~ 18 months 4 , 

Transfer to National Climatic Center after 
30 days. R.e.c.crrc1s w/11 #e.Pt. he Cave~J 
"1 f-ke. JJ Q..C. ~c...h~l-c.. 

(is 
Transfer to the National Climatic Center 
after 1 working day 

Transfer to University Regional Depository 
after termination of purpose or project at 
the Satellite Field Services Stations 

Transfer to National Climatic Center after 
1 workini;t dav. 

'i'r6.itsfe:P the l~utlleiil.R& :to t'be }:)eeurncnta•.. 
-., . - ---- .,,."' 

~a-tioRB:~ Qliffta-b.:.c eentez afte1 5 :, ea:1 ,,. 
- - -• .. - '"I - _.,

-u~_,..,i.-u;y .--- --._.- .....t'••- .... ··• -- ----..... - -----
.3 

RECORDS DISPOSITION SCHEDULE 



r;:;EM DISPOSITION
DESCRIPTION OF RECORDS DISPOSITION INSTRUCTIONSNUMBER AUTHORITY 

Computer Development Files • 

Computer Program Development Files. Material pre" BeotH, 1 year after each compat:er pregl'JI•
51. pared or collected while planning and developing h slo,roJ oped, cbeclr;oa etul aecer,teli. 

computer programs for processing data obtained from WJTHDRA~ 
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, 

I and reference material. · 
I 
I 

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, .BestFey 1 year after computer pro~ee& e• 
flow charts, program source decks' and runs, -prepesals is tcrmifta~ed, change.¾ el!I ,mper
binary decks. ._, -eeastlu WITHDRAW' 

b. Intermediate computer products and related BestzeJ maediatet, sites ee•ving ,urpose. 
work materials created during data processing WJTHD~ 
stage and serving only as transitional devices 
in moving data through the system. 

Computer Products Development Project Files. Detailec ~~-~~--7S"-.)53. 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-

t' graphic products. 

I I 

RECORDS DISPOSITION SCHEDULE 



ITEM . 
.NUMBER 

DESCRIPTION OF RECORDS 

a. Significant records of the project 

b. Background material and work papers 

Research Computer Programs Development File. 
Material prepared or collected by programmers 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 

b. Program deck and printout 

Comeuter<Program p~oject File 

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. 

DISPOSITION 
DISPOSITION INSTRUCTIONS 

AUTHORITY 

• 
WJTliO~

#~-"',7()..75-J 

·· -Pestroy 1 1ear aftes: cumpatet p.egr&m :l:e 
-deuol_eped, checked and accepted. vvirttDRAWJ 

WlTHOBAWj 

Computer Job Records. Books, Registers, and Productio /Vl,-}?u-7f,~Pa.a.t~~~~errS"""':tt~L"'-ik"l!llof!..-&11t&1~WMUllft--
records for control and management of computer jobs. WITHDBAWfj 

56. ,, 

RECORDS DISPOSITION SCHEDULE 
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--·-----------------------------,..--------,r----------------------,- ITEM· DISPOSITION
DESCRIPTION OF RECORDS 

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, including~periodic program reports such 
as monthly, quarti].y or annual, normally submitted 
up through the organization structure. 

Original copy in the office of the official 
to when directed except if used as a feeder 
copy from which a consolidated report or sum-
mary is prepared. 
Originator's copy 
Feeder copies. Original copies received in 
the office preparing a consolidated report 
Distributed copies retained elsewhere 

DISPOSITION INSTRUCTIONS 

-

Destroy when ae loago:r aoollell, obsolete o'Y' 
, "/Je ~.S ,J~ ,/_ 

14} 

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

fs 
Destroy er trane£o•with originator's pro­
gram management files or project or study 
file concerned. 

Destroy 1 year after date of consolidated 
report. 

RECORDS DISPOSITION SCHEDULE 



•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 
usually prepared by a project manager and direct-
ed to the program director. G~ 9{l). Orginal copy in the office to wh~ document Destroy ee ~~aP.s£eP with the official's 

is directed. program manag~ent file. 
(1" 

Destroy e~ tP~e£er with project file. 
(2) Orginator's copy. 

/ 

RECORDS DISPOSITION SCHEDULE 
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.ITEM DISPOSITION 
DESCRIPTION OF RECORDS DISPOSITION INSTRUCTIONS 

N~l':::;:•M::_::B~E::::R~--------------------------f-.:.;A;.:U:..:,T,;.H:.:O:.:.R.:.:.l.:.T..:.Y+----------------------1~ 

Research and Development Records 

R&D long range planning files documenting the
58. 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. Offices responsible for plannipg Permenen,= otfc:" t"t, .A,d'llf..5 wher, 
}If!,.,,, d/••1 

b. Contributing offices Destroy 5 years after supersession 

c. Other offices Destroy 2 years after supersession 

Systems Specifications and Contractor's Report ~;.,1,.,.,, ~ Jlanu~nea• IJiS(JoJ e,.:· o T ,.J,:, .,,;ti,
File Copy of each specification and contractor's /)e"·'''r- -,e./t}'te.ol- p~ojec..t ca.se. f,1e..1report. 

Systems Configuration records. P0Pl1\8B8R~i /Ji.Jf'•j e.. " 
f ,,,.,, ;-r:,, ~ e./t2 t" I 

'. 
,,,.,;e"t c.J;~ f-,/e,, 

RECORDS DISPOSITION SCHEDULE 



ITEM 
DESCRIPTION OF RECORDS 

·NUMBER 

• 
Systems Engineering Project 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 

a. Intermediate work papers and other background 
material 

o-the t' 
b. -All sigttificaR~ records of project. 

1 
· / 

(I) /(._,o,,c/5 5e./rc. ~~J I.,)' Nf.!,J .,e.,~_t, 111 
h I !:,'t'!~,,~1/y~ f.Jt1/, t: ,:c.~I/I'. _o_"_.;;t:;...c:_c.-'l,__-n_"_/,,JL.'I-'-~-~
5jf/-,,1fJCd,r"'C' ,0-,0J ~,t'J.

(1..) 1c-..d..i1JJin; /Jrllj~ .. -e: ..,~c.o,-J.,5
62. Mechanica Engineering and Design Project Files 

on the 9esh;n, construction, installation and testing 
of compbnents 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, 
specificijtions and related instruction~, correspond­
ence, charts, graphs, calculations, tabulation, notes, 
related literature and catalogs. 

a. Significant records of each project ,€e4 J"te"7 
e,de,, ,,,;cc..f: YCe,4rJ5' 

b. Recuzd-s 17clal!e!i 1iO ipuecczaft ittsttumc.. Ult!l,eR 
5. t=ecrdft /"1.JLl'll,,.,«.,-t;J."C: ti 

DISPOSITION 
DISPOSITION INSTRUCTIONS 

AUTHORITY 

. ,,,....,
P?;( (q Destroy 2 years after termination of pro-

'P"· 1/4.J ;')/;,1/JIV~A''. Of j e .,, t: o /V,'JlfJ .15' Ye~ ,.J
;a·f~~,.. t'ey-.,.,,·.,, t-,o., d f """~ec..~. 

4Q; -'l'ransfer to Federal Records Center 2 years 
after termination of project. Destroy 5 
years after termination of project. 

,. ( 

f.h(ii} Perm1nent off-e-, to #~II.J /'f' ~eiJ-,_$ ~fte.,,. 
'ter..,,.,,._-t,~,, ., f /-,,.,_; ec. r, 

,Ir. Destroy 3 months after -'1YGai'IUiu~ launch 

RECORDS DISPOSITION SCHEDULE 
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ITEM DISPOSITION
DESCRIPTION OF RECORDS DISPOSITION INSTRUCTIONS

NUMBER AUTHORITY 

and checkout of the spacecraft concerned. 

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

(.J) Records relating to in-house hardware and 
test instruments. 

(¥) Ke.,,.~i,,,,, f,·/e}, 
Satellite Integration Files 

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

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

. ject -t:,,,,T. 0 ~,, t;-, ~,6 •·••, 17 )'eJ;,.5
o-the.,; y'(!l.{)y/} 0 f /'Yve<..C , sl'M,~ti~y te.,._,.,,,l r, i)~ t1( ,,,-Jec..t. 

b .,11 A.pp:r:evee e, etems pleft, ft98gt1 atiAg ag!'eemeRt;s... Trans£er to Federal Record Center 2 years 
QQntraet/ and all signii;l.ea.At :t:'iS.Qi&Qlil. .u T~ ~/., /J'jj1 ~fter termination of project. Destroy 5 

(/) Si .,,if-i,,,,t- Ye.cqyel) e1f /r'!/-rc.:t·e~.1.r..,;.., years after termination of the project.'3. 
(1-} /(e1111W1",,i11S ~'¥'~~cC' v~u~JJ. - ; 

--- ---- -i-- --1 and Operational Handbooks •Planning, Instruct ona, _ Destroy 5 years after deactivation of 
and Manuals for each system component. spacecraft concerned. 

RECORDS DISPOSITION SCHEDULE 
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"ITEM. 

Nl)MBER 
DESCRIPTION OF RECORDS 

DISPOSITION 

AUTHORITY 
DISPOSITION INSTRUCTIONS 

• 

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 F:YJ.ed 
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 Destroy 1 year after deactivation of 
spacecraft or 1 year after item is super­
seded. 

b. Material on ground systems Destroy 2 years after deactivation of 
spacecraft. Items normally superseded by 
a more current issuance, destroy 2 years 
after ~upersession. 

66. 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 Destroy when ~cf~~tfservieg ~seful 
pwt:pO&lQ 

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

_,_!_______________--1,____ ___________.i_ -. 

RECORDS DISPOSITION SCHEDULE 



. ITEM 
DESCRIPTION OF RECORDS 

NUMBER 

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

a. Central file collection. 

b. All other copies. 

68•. Plotted weather data charts. Copies of the basic 
series of NWC surface and upper air charts and 
selected charts from some foreign series used for 
meteorological satellite research. 

a. 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 

b. Microforms of the above Weather Data Charts 

DISPOSITION 

AUTHORITY 
DISPOSITION INSTRUCTIONS 

Destroy when no longer needed for £m;:tke11 · 
research. 

a~~ £:~n r;lated research project is 
terminated. -~=-~--- __ ~ ·~ :== _.:~-- ,.-- ·_-___ -

.,.,>,en 1·,/
Des troy after 1 year O If , 

Destroy= 1 yeartJ/t/, 

\x~rd 0 
~iopgse1when no longer needed for research~~;~~;r?~w~peeee, 
Bi,apeee when no longer needed for research# 
er ethet 1ne1Fp88QG, 

RECORDS DISPOSITION SCHEDULE 
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:TEM 
DESCRIPTION OF RECORDS 

NUMBER 

Computer plotted digitized grid print maps 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. 

10. 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
71. pheric conditions or phenomena taken from archived 

raw data from satellites and used for meteorological 
research purposes. These data-bearing cards are 
retaineQ throughout the research laboratories. 

DISPOSITION 
DISPOSITION INSTRUCTIONS 

AUTHORITY 

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

r 
Oesh·o'.:I f"° 
Diopeoe when no longer needed for research. 

~ ..uAA PQ5tR8nea~v.1t1} fey t"u ,HG, t:-.~,. 7, ,,,.,~,,,. \~ ,.s 
' < ves'1 'r"'1 p,-, 11 Dispeos when no longer needed for research. 

\)es-1-<lll.f f7J -- -- - -- -- -
Bispose when related research project is 
terminated and the appropriate research 
director determines that the collection has 
~o further value for research or other 
purposes. 

RECORDS DISPOSITION SCHEDULE 




