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REQUEST FOR RECORDS DISPOSITION AUTHORITY

< LEAVE BLANK (NARA use only)

(See Instructions on reverse)

JOB NUMBER

N/-3255-0%-/

TO NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)
WASHINGTON, DC 20408

DATE RECEIVED 7//0%79

1 FROM (Agency or establishment)
National Aeronautics and Space Administration (NASA)

NOTIFICATION TO AGENCY

2 MAJOR SUBDIVISION
NASA Headquarters

3 MINOR SUBDIVISION

In accordance with the provisions of 44

U S C 3303a the disposition request,
including amendments, 1s approved except
for items that may be marked "disposition
not approved” or "withdrawn" in column 10

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE DATE ARCHIVIST OFRJHE UNITED STATES

Patt1 F Stockman, NASA Records Officer (202) 358-4787 h a)
Lo

Agencies,

6 AGENCY CERTIFICATION
I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records
and that the records proposed for disposal on the attached__31__ page(s) are not now needed for the business
of this agency or will not be needed after the retention periods specified; and that written concurrence from

the General Accounting Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal

IZI is not required,; D is attached; or D has been requested.

DAT

éjfé 03}

S%TURE OF AGENCY REPRESENTATIVE |TITLE

M %W NASA Records Officer, NASA Headquarters, Code AO

7
ITEM
NO

8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION

9 GRS OR 10 ACTION
SUPERSEDED TAKEN (NARA
JOB CITATION USE ONLY)

Multiple NASA Records Retention Sschedules items (attached) This request 1s
for NARA recognition as mecda-neutral specific NARA authorizeed temporary
retentions for NASA-specific 1tems

by-red-fentmmrthe attached listing The other schedule 1tems are provided for
context purposes only The content and functions of the records covered by these
scheules have not significantly changed NASA still has requirements for these
retentions which are the appropriate length of time, but our agency now
maintains many of these records in digital media

Also, please note that there are 573 temporary 1items highlighted, 67 of which are
simply "other copies” or "other offices/copies "

Sclxzcl als ;\'LMJ 'nm'&,’ ( ng,._, cond f%)u]l' f“ '\PCJQ
\)fG‘I Ou\' ‘F‘(),'J. CLIA/’.F(’IC’Y"}C,'Q

)

'M\)t L&LN ln

Note that the temporary items mncluded 1n this request are only those highlighed J/O7 £ /AED T HROLLLH

115-109 NSN 7540-00-634-4064

PREVIOUS EDITION NOT USABLE

STANDARD FORM 115 (REV 3-91)
Prescribed by NARA
36 CFR 1228
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" URGANIZATION AND ADMINISTRATIVE RECORDS

SCHEDULE 1

(AFS 1000-1999)
This document 1s updated frequently; therefore, pnnted copies may be obsolete Reter to the Change History Log at the
beginning of NPR 1441 1.1n the NASA Oniine Directives Information System (NODIS) for current version

ORGANIZATION AND ADMINISTRATIVE RECORDS

SCHEDULE 1

(AFS 1000-1999)
This document is updated frequently; therefore, pnnted copies may be obsolete Refer to the Change History Log at the
beginning of NPR 1441 1 1n the NASA Online Directives Information System (NODIS) for current version

AFS # ITEM

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authority>

=

C  ALL OTHER COPIES

HISTORIAN THEY WILL
TRANSFER TO NARA

WHEN NO LONGER NEEDED TO
PREPARE NASA HISTORIES OR
WHEN 10 YEARSOLD
WHICHEVER IS SOONER

<DA N1-255-94 1>

* PERMANENT *
TO FRC 2 YEARS

<DA NI 255.94-1 6>

DESTROY WHEN OBSOLEIE
ORSUPERSEDED
<DA N1-255-94-1>

105~

AGREEMENTS INTERAGENCY AND INTRA-AGENCY WITH
OTHER GOVERNMENT AGENCIES

* PERMANENT *
RETWRE TO FRC 2 YEARS
AFTER COMPLETION OR
EXPIRATION TRANSFER TO
10 YEARS AFTER

B ALL OTHER OFFICES/COPIES

DESTROY WHEN
OBSOLETE OR
SUPERSEDED

<DA N1255941 7>

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
1 Copies of Emergency Operating Directives, plans, and procedures issued | DESTROY WHEN OBSOLETE OR
by the agency, including delegauons of authority, emergency SUPERSEDED
g fi and (other than those issued tn case <DA ’N’ 255-94-1>
files) as well as those issued by FEMA other Federal agencies, state and N1-2D
local governments and the pnvate sector (NON-RECORD COPIES)
1040 2\ EMERGENCY PREPAREDNESS POLICY FILES
copy of each agencywide or center emergency directive, plan, and
proce. sued by the ble office, including related background
papers and pri development reports consisting of a copy of each plan
or directive 1ssued
A irective issued, 1If NOT included | * PERMANENT #
1n the agency's permanent set of m; CUT OFF WHEN SUPERSEDED
AND RETIRE TO FRC WHEN 3
YEARS OLD TRANSFER TO
NARA WHEN 15 YEARS OLD IN
10 YEAR BLOCKS (e g offer
970-79 block wn 1995)
1-25§94-1> (N1 20)
B File copy of plan or direcuive 1f agency record copy i1s maintained in | DESTROY 3 AFTER
a master directives [ile and all related background matenals ISSUANCE OF A}
DIRECTIVE
[GRS 18-27]
C All other copies DESTROY WHEN OBSOLEIE OR
SUPERSEDED
<DA N125594-1>
1040 | 4 EMERGENCY PLANNING AND READINESS REPORTS
Agency reports of operator's tesis consisting of consolidated or DESTROY WHEN 3 YEARS OLD
comprehensive reports reflecting agencywide results of tests conducted ggHETOﬂO?VD(T
under emergency plans, including exercises and tnal tests EXERCISE \V‘HICH‘EVER Is
LATER
<DA NI1-255 94-1> (N 122)
SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authonty>
T | 6 AGREEMENTS MEMORANDA OF UNDERSTANDING (MOU)
\ onginal MOUs and Leuer Agreements between NASA and others
with corre: ce and all documents concertng the agreement
matters, such as intera tra-agency. or intemational affairs
A RECORD COPIES
HQ Office of External Relations keeps record * PERMANENT *
copies for Intemauonal MOUs Record copies for domestic MOUs THE CUSTODY OF
are kept by the Office having pnmary responsibility THE NASA ST OR

NOTES Only AFS numbers with defined subjects are used — RETENTION - For items marked Pending Retention Approval,

contact your Center Records Manager for

and/or q

ws

NOTES Only AFS numbers with defined subjects are used — RETENTION - For tems marked Pending Retention Approval,
contact your Center Records Manager for

HISTORICAL ITEMS/SOURCE FILES

Documents that have unusual or unmediately recogmzable histoncal
significance and are filed among other documents that are scheduled for
sal will be noted and removed from the file before transfer or

Offices, including any indexes or finding aids 1f avail

11945 - 1989
Matenal in this collection dates from 1945 to 1989 and may be
contained in boxes, lekinevers, or file cabinets Matenal s

marked and accounted for 1n two categories (1) Dated/marked

and/or q

JANUARY 1993




ORGANIZATION AND ADMINISTRATIVE RECORDS

SCHEDULE 1
(AFS 1000-1999)

This document i1s updated frequently, therefore, printed copies may be obsolete Refer to the Change History Log at the
beginming of NPR 1441 1 1n the NASA Online Directives Information System (NODIS}) for current version

AFS # ITE|

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authority>

ORGANIZATION AND ADMINISTRATIVE RECORDS

SCHEDULE 1

(AFS 1000-1999)
This document 1s updated frequently, therefore, pnnted copies may be obsolete Refer to the Change History Log at the
beginning of NPR 1441 11n the NASA Online Directives Information System (NODIS) for current version

S~

2 1990 and Contmuing
[Note Excluded are electronic copies
made for convement reference |

B READY REFERENCE MATERIAL

documentauon/books)

whenmatenalis added to collecuon and (2) Dated/marked
when matenial 15 accessed for research purposes

ency documents

Reference matenal published/sponsored by NASA (Shelf

NARA NO LATER THAN
DECEMBER 31 1998 UNLESS
THERE IS AN AGENCY
REQUEST CERTIFYING ACTIVE
AGENCY USE AND NEED

SUCH REQUEST WILL SPLCIFY
NEW TRANSFER DATE FOR
MATERIAL SO CERTIFIED

<DA NI 255 94-1 8>

(N 1-8)

* PERMANENT *

RETAIN IN AGENCY SPACE
UNTIL NO LONGER NEEDED
OR WHEN 25 YEARS OLD WTTH
5 YEARS CONSECUTIVE
ACTIVE AGENCY USE OR

<DA NI-2559:

RETAIN INDETINITELY IN
AGENCY SPACL UNTIL NO
LONGER NEEDED OR
DESTROY WHLN 75 YEARS
OLD WHICHEVLR IS LONGER
<DA N1-255 94-1>

1070 | 9

A
(Afterpublicauon of the finiwhed bookd

1070 | 10
PASR

tapes and transcnipts of program activities

HISTORY OFFICE CONTRACTOR DELIVERABLES (BOOKS)

Coptes of documents collected and used as source data in preparauon of
histonical volumes Included are duplicates or copies of correspondence,
reports, direcuves, pamphlets, pubhicauons or other official records
preliminary or parual drafis, authors’ outhine(s) authorw’ onginal notes,
responses from readers, reviews, and comparable documents

RETIRE TOFRCONE YEAR
AFTER PUBLICATION
DESTROY WHEN 6 YEARS OLD
<DA NI 255-94-1>

(N 1-29)

DESTROY WHEN NO ONGER
NEEDED
<DA NI 25594-1>

HISTORY ARCHIVES BIOGRAPHICAL FILES - NASA 10 HABC

Biographical data, speeches, and articles by individuals who are of
histoncal significance in aeronautics astronaulics space science, and
other concerns of NASA, correspondence, interviews and vanous other

MOST FILESARERLCTAINED
INDCFINITELY IN AGENCY
REFERENCE COLLLCTIONS
HISTORY OFITCES/ARCHIVES
DESTROY WHEN NO LONGER
NEEDED

<DA NI 255-94-1>

NOTES Only AFS numbers with defined subjects areused - RETENTION - For items marked Pending Retention Approval

contact your Center Records Manager for infonnation and/or quesuons

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
1070 | 11 HISTORY OFFICE FILES - ADMINISTRATIVE
Routine office files, general corresp and other Is related méﬂ:ﬁg:‘:’aiYEARS
to the day-to-day operations and management of the historyof fice and 1ts YEARS OLD
programs <DA N1-255.94-1 11>
1101 | 12 ORGANIZATIONAL FILES
1410
A Organizauonal charts, NASA Direcuves, and reorganization * PERMANENT =
studies, graphic illustrations which provide a detailed description RETRE TO FRC WHEN 5 YEARS
of the arrangement and administrauve structure of the funcuonal QLD TRANSFER TO NARAIN 5
YEAR BLOCKS WHEN 20
units of an agency Reorganizauon studies are conducted to design YEARS
an efficient orgamzauonal fiamework most suited to canying out oLD
the agency's programs and include <DA N1-255.94.1>
12 miegials such as final recommendations, proposals and staff (Nd 3)
evaludwgps These files also contain administrative maps that show
regional botmglaries and headquarters of decentrahized agencies or
that show the aphic extent of limuts of an agency's programs
and projects
INOTE Excluded from this s are those Organization Chans
included in the NASA Directives em -- See ltem 72 of this
Schedule ]
B Management apprassal files, narrative and statu. reports on
sigmificant accomplishmenis, accounts of and ration:;
T blishment or d; bl niers,
special reports on hey planning studies with related papers s
incepuion, “cope, procedure, results, and case files on approved
plans, policies, mission, and programs
1 Office of Primary Responsibility, including the signatory and
the office responsible for studying and developing the
document
<DA NI 255-94-1>
n
2 All other offices/copies DCSTROY WHEN OBSOLETL,
SUPERSEDED OR WHEN NO
LONGER NEEDED
<DA NI 255-94-1>
1130 ‘rj\ FUNCTIONAL STATEMENTS
1410

the funcuonal staemenis
(CFR). they are not designated for pr

A RECORD COPIES
HQ OFFICE OF MANAGEMENT OPERATIONS, NASA

DIRECTIVES & FEDERAL REGULATIONS (Record copy 1s
included in NMI, NPD/NPR System)

in the Code of Federal Regulations
0N as a separale series

* PERMANENT *
See ITEM 72
NI1-255 941>

NOTES Only AFS numbers with defined subjects areused - RETENTION —For tems marked Pending Retention Approval
contact your Center Records Manager for infonnation and/or questions
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ORGANIZATION AND ADMINISTRATIVE RECORDS
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(AFS 1000-1999)

This document 1s updated trequently; therefore, pnnted copies may be obsolete Reter to the Change History Log at the
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ORGANIZATION AND ADMINISTRATIVE RECORDS

SCHEDULE 1

(AFS 1000-1999)
This document 1s updated frequently, therefore, pnnted coptes may be obsolete Reter to the Change History Log at the
begnning of NPR 144 1 1 1n the NASA Oniine Directives Information System (NODIS) for current version

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
B CENTERS ~PERMANENT *
See Above
Office of Pnmary Responsibility <DA NIAS5 94-1 13>
C  ALLOTHERCOPIES DESTROY WHEN OBSOLEIE.
SUPERSEDLD OR NO LLONGER
13 NEEDED
<DA NI 25594 1>
N 1150 | 14 COMMITTEES, BOARDS, COUNCILS, PANELS, AND

CONFERENCES

[NOTE Excluded from this senes are those records cre ated by the
Inventions and Contnbuuons Board -- See ltem 16 of this Schedule

NOTE For Rouune and Ad Hoc Conferences and Meetings ~ See ltem

19 of thus Schedule ]

A RECORDS RELATING TO ESTABLISHMENT,
QRGANIZATION, MEMBERSHIP, AND POLICY.

Intra-agency, advisory or international

covering general operations of the group, rds relating to
establishment, revision, or tennmnauon of a pro
and records doc the 1 o

(a) Office file of the group maintained by the sponsor,
group, Chairperson, orother designee

{b) Allother copies

2 All other records produced by the group

Agendas directives, minutes, reports (intagm and final), reports

* PERMANENTA

RETRE TO FRC WHEN 2 YEARS
OLD TRANSFER TO NARA
WHEN 20 YEARS OLD

<DA NI 255-94-1 14>

(N1 6 NI-7 N24-12 N24-13)

DESTROY 2 YEARS AFTER
TERMINATION OR
DISSOLVEMENT OF
COMMIITEE

{GRS 16-8a}

* PERMANENT *
RETIRE TO FRC WHEN 2 YEARS
OLD TRANSFER TO NARA
WHEN 20 YEARS OLD

A N1 255-94-1>

DESTROY WHEN 3
OR WHEN NO LONGER
NEEDED FOR REFERENCE
WHICHEVER IS SOONER
[GRS 16-8b(2)]

NOTES Only AFS numbers with defined subjects are used - RETENTION - For items marked Pend ng Retention Approval,

o

contact your Center Records Manager for and/or

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authonty>
3 Records maintained by individual members DESTROY UPON TERMINATION
OF MEMBERSHIP OR WHEN NO
14 LONGER NCEDED WHICHEVER
IS SOONER
<DA NI 25594-1>
15 CONGRESSIONAL FILES

1150

Combined \ A Congressional Commutiee Files
withAFS
1311, Item gto d 10 and from Congr 1 *PERMANENT*
1/27¥rom tees This includes letters h gs (including RETIRE TO FRC 5 YEARS
NPR quesuons terial for the record), testimony, edites AFTER CUTOFF TRANSFER TO
1441 1C transcripts  Cuto 1s end of Congressional session gm‘&__‘; YEARS AFTER
<DA N1-255-00-6>
2 Repons o Congress - consists of statutory ther reports
d by Congress p g to NASA acuvili
(a) HQ Office of Legislauve Affairs (Office of Pnmary
Responsibility) Cutoff date 1s end of Congressional
session
<DA N1-25500-6>
{b) All other¥flices and copies DESTROY WHEN NO LONGER
NEEDED
<DA. NI 25500-6>
B Congressional Correspondence Files RETRE TO FRC 5 YEARS
Correspondence with Members of Congress concenling information | AFTER CUIOFF DESTROY 15
about NASA programs and projects includes correspondence with | YEARS AFTER CUTOTF
Members of Congress pentaining to constituent requests Cutoff <DA NI-255-00-6>
date 1s end of Congressional session
C  Congressional Bnelings RETAIN FOR ONL YEAR
Briefings provided to Members of Congress regarding NASA DESTROY WHEN NO LONGER
programs, projects and activities gﬁ%?&:;;%g‘:éaus‘%:
<DA NI 255-00 6>
D Publicauons requests from Congressmen for copies of NASA DESTROY | YEAR AFTER
publications which required no formal reply PUBLICATION IS SENT
<DA. NI 255-00-6>
1150 | 158 LEGISLATION FILES - PROPOSED

A

Documents accumulated in the preparation and processing of
legislauon proposed by or in the interest of NASA Includes drafts
of legusl reports to on introduced legisl and
c s on. includ d through Center legal offtice(s)
with final sub Lo Headqy on legisl proposals
This senies includes case files on each proposed item of legislation
and files are kept and inaintauned, and broken in this fashion

OPR NASA Headq s, Oflice of L lauve Affairs

RETRE TO FRC 5 YEARS
AFTER PROPOSAL IS ENACTED
INTO LAW OR IS KILLED
DESTROY WHEN 15 YEARS
oLb

<DA NI-255 %4-1>

NOTES Only AFS numbers with defined subjects are used — RETENTION - For items marked Pending Retention Approval,

contact your Center Records M

for

and/or q



ORGANIZATION AND ADMINISTRATIVE RECORDS

SCHEDULE 1

(AFS 1000-1999)
This document is updated frequently, therefore, printed copies may be obsolete Refer to the Change History Log at the
beginming of NPR 1441 1 in the NASA Online Directives Information System (NODIS) for current version

ITEM

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authority>

ORGANIZATION AND ADMINISTRATIVE RECORDS

SCHEDULE 1 '

(AFS 1000-1999)
This document 1s updated frequently, therefore, pnnted copies may be obsolete Refer to the Change History Log at the
beginming of NPR 1441 1.1n the NASA Online Directives Information System (NODIS) for current version

Offices providing infonination feeder reports or perunent
documentation to cogmeait Headquarters office conceming the
proposed legislation

All other offices/copies

DESTROY WHEN 10 YCARS
OLD OR WHEN NO LONGER
NEEDED WHICHLVER IS
SOONER

<DA NI 255-94-1>

DESTROY WHLN NO LONGLCR
NEEDED FOR RETERLNCE
PURPOSES

<DA NI 255 941>

17| 16

INVENTIONS AND CONTRIBUTIONS BOARD RECORDS AND

FILES

ings of the Inventions and Contnbutions Board

1 Record copy
HQ BOARD OF CONTRACT APP

* PERMANENT *

TRANSFER TO NARA WHEN 5
YEARS OLD

3 941>

[X)

Centers
Monetary Awards Only (Significant)

3 Allothercopies

Copies of docuinenis/records created by the Board that are
mawntained at centers or by Board members

Alphab | files by on contnbutions NOT considered
for award, files include correspondence, evaluations, and all related
papers/records

Alphabeucal files by coniributor, on contnbutions considered for
award, files include correspond eval d.

by the Inventions and Contnbutions Board and the Adminusirator
Board and the Admimistralor and all related records/documentation

Denied Award Hearings Files Case files on hearings evolving
from denied awards from the [nventions and Contributions Board

Award case {iles/applications thai have been microfilmed

1 Paper Records

RECORDS ARL SUBMITTED
NASA HQ BY COGNIZANT TU
PROGRAM OR PATENT
PROGRAM AS APPLICABLL.
<DA NI-255 94.1>

DESTROY WHEN NO LONGER
NEEDED
<DA N1Ess 94.1>

DESTROY WHEN NO LONGER
NEEDED
<DA NI 255-94-1>

RETIRE TO FRC WHLN 2 YLCARS
OLD DESTROY WHEN 23
YLARS OLD

<DA NI1-255 94.1>

IN 1317y

RETRETOFRCWHEN 3 YEARS
OLD DESTROY WHLN 22
YEARS OLD

<DA N1-255-94-1> (N 13-17)

RETIRETOFRC AFTER CASE IS
CLOSED DESTROY WHEN 25
YEARS OLD

<DA NI1.255 941>

R 18)

DESTROY WHEN
MICROFILM/MICROTICHE HAS
BECNERERIFILD

<DA NI 255941>

NOTES Only AFS numbers with defined subjects areused — RETENTION - For items marked Pending Retention Approval,
contact your Center Records Manager for infonnation and/or questions

Documents used in requesting, coordinating, and grantng priorities

A RIMARY RESPONS

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
2 Mucrofilm/microfiche Records DESTROY WHEN NO LONGER
NEEDLD OR WHEN 25 YEARS
OLD WHICHEVER IS SOONLR
<DA NI-255-94-1>
1180 | 17 NASA BOARD OF CONTRACT APPEALS CASE FILES—
GOVERNMENT COUNSEL'S CASE FILES
Appeals before the NASA Board of Contract Appeals consisting of iggf;g A';RDC }f A\;El':égDERED
Notices of Appeal, complaint, answer and/or motion. correspondence, ITS DECISION OR CASE IS
transcripts of proceedings before the Board. exhibits, bnefs in support of | SETTLED DESTROY WHEN 6
the panues posiuions taken under the dispules clause of a NASA contract, YEARS OLD
and Board decisions together with working papers of the tnal attomey <DA NI-255 041>
charged with representing NASA before the Board IN 1322y
180 | 18 BOARD OF CONTRACT APPEALS CASE FILES
\ Records of appeals of NASA contractors under the disputes clause of a
contract. including findings and final decisions of NASA
contractin ers, pleadings. ranscripts of hearings, briefs, exhibuts,
and related correspy ¢ memoranda, working papers, Board
decisions, and other related p: locumentation
A Records created prior 1o October 1, 197! RETRE 10 FRC 2 YEARS
was withdrawn or settled AFTER YEAR IN WHICH
APPEAL WAS WITHDRAWN OR
% DESTROY 6 YEARS 3
MORT™E AFT
ACTION O}
[GRS 3-15a)
B Casesin which the Bowd rendered a decision RLTIRE TOFRC 6 YEARS
AFTER YCAR [N WHICH
DECISION WAS RENDERED
DESTROY WHEN |1 YEARS
oLD
<DA NIBS5.94.1> (N 1749
| —
e dscigiedafter September 0. 1979 Cases n whichhe DESTROY | YEAR AFTER
appeal was withdrawn o tem! FINAL ACTION ON DECISION
IGRS 3 15b]
1200 | 19 SYMPOSIA AND CONFERENCE FILES - MANAGEMENT
Files uncluding d records, agenda, minutes, reports RETIRE TO FRC WHLN | YEAR
etc ) of routine and ad hoc conferences and meeungs. such as meetings of gtg DESTROY WHEN $ YEARS
non-project working groups andtask groups. included are staft' meetings <DA N1-255 94-I>
related largely to administrauve matters (N1 39 N24-14)
1216 | 21 SPECIAL PRIORITIES ASSISTANCE FILES

RETIRE TOFRC WHEN 2 YLARS
OLD DESTROY WHEN 10
YCARSIBLD

<DA NIBS5 94-1> (N 17-18)

NOTES Only AFS numbers with defined subjects are used - RETENTION - For items marked Pending Retenuon Approval.
contact your Center Records Manager for inforination and/or questions
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authonty>
21 B ALLOTHER OFFICES/COPIES DESTROY WHEN 2 YEARS OLD
<DA NI 255-94-1>
1280 | 26.5 QUALITY MANAGEMENT FILES
Files related to the status of the overall effectiveness of the Quality
Systemat the NASA nstallations Records include audits. oversight of
corrective action, managemenl review acuvities, qualnly syslem meusics
I and d with | auditor
A CENTER OFFICE OF PRIMARY RESPONSIBILIT DESTROY WHEN 7 YEARS OLD
Recordkeepmg copy (paper) <DA NI1-255-99-3>
B ALLOTHEROFFICES Recordkeeping copy (paper) DESTROY WHEN 3 YEARSOLD
(When not covered elsewhere in these schedules ) OR WHEN NO LONGER
NEEDED WHICHEVER IS
SOONER
<DA NI 25599-3>
LOPIES generated on office automation DELETE AFTER
applicauons such as E-mait annlicauons RECORDKEEPING COPY HAS
BEEN PRODUCED
1328 | 31 MILITARY REPORTS
Reports and copies of d from the Dep of the Army, g_[‘EsﬂEREgY WHEN NO LONGIR
Navy, Arr Force, and Defense <DA NI-255 94-1> (N 133)
1355 | 32 UNIVERSITY AFFAIRS PROGRAM FILES

These are case files kept alphabeucally by individual, by program Case
files will typically include. but not be imited 1o, applicauon forms,

vanscripls proposals and letters of d as approp: for
each program Records in this senes may include any other associated

or related to the operation and functions of

¢ ¥
the program
Programs include, but are not lunited to

Advanced Designee Program NASA/USRA

ASEE Summer Faculty Fellowship Program

Graduate Program in Aeronautics

Graduate Student Researchers Program (GSRP)

Graduale Student Researchers Pro,

Histoncally Black Colleges and Universities (HBCU)

Space Technology Development and Utihzation Program (STDP)
Joint Insutute for Advancement of Fhight Sciences (JIAFS)
Langley Aerospace Research Summer Scholars Program (LARSS)
NASA Space Engineenng Research Center Program

National Research Council (NRC) Resident Research Associateship

NOTES Only AFS numbers with defined subjects are used — RETENTION - For items marked Pending Retention Approval,

contact your Center Records Manager for

and/or

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITE! DESCRIPTION OF RECORD SERIES <Authonty>
32 ProgramNauonal Space Grant College and Fellowship Program
Other Minonty University Programs
A QFFICE OF PRIMARY RESPONSIBILITY University Affaus RETAINON SITE. DESTROY 5
' YEARS AFTER COMPLETON
OF RESPECITVE PROGRAM
<DA Ni-255-94-1>
B ALL OTHER OFFICES/COPIES DESTROY WHEN NO LONGER
NEEDED OR WHEN REFERENCE
VALUE CEASES
<DA NI 255 94-1>
C  ROSTERSOR LISTS OF PARTICIPANTS/INDIVIDU N DESTROY WHEN NO LONGER
RESPECTIVE FROGRAMS NEEDED
<DA NI-255 94-1>
1360 | 33 INTERNATIONAL CORRESPONDENCE
ﬁ?:::gzg:e::c :t';ll(: :::)\:laslc individuals outside of the U S requesting Eggggg%?gg UAEFSTF
P <DA NI-255 941> (N I-11)
1370 | 35 FOREIGN NATIONAL VISITORS FILES
Documents relating (o the visits of foreign nationals, including DCSTROY 2 YEARS AFTER
h secunty ck E 4 and TERMINATION OF VISIT
v <DA NI1-25594-1> (N 19-17)
reports
1370 | 36 VISITOR OPINION CARDS
Forms completed by wvisitors to centersshowing theus opinion of the eg}nov 6 MONTHS AFTER
facilities <DA NI-255:94-1> (N 19-20)
1380 | 37 COMMUNITY RELATIONS FILES
A Doc h g the develop ma and DESTROY WHEN S YEARS OLD
improvement of relations between NASA and the community <DA NI 255 94-1> (N 19:19)
GSFC Theseare mectings between local leaders in business/polinical areas
to show/demonstraic whai GSFC 1s doing 1n the local comimunity rotary
clubs Chamberof Commerce etc
B Records relaimg to speeches, tours, personal appearances. and other | DESTROY WHEN 2 YEARSOLD
such routine acuviues <DA NI-255 94-1> (N 19 19)
1380 | 38 STATISTICAL REPORTS FILES

Statisucs regarding pubhic affairs acuvities of Centers foruse in
pil ] report, including statistics ding d
of publicauoas and number of publications tn stock.

NOTES Only AFS numbers with defined subjects areused — RETENTION - For items marked Pending Retention Approval

contact your Center Records Manager for

P

and/or g
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM E IPTION OF RE ERIE <Authority>
A HQ PUBLIC AFFAIRS (OPR DESTROY WHLN S YEARS OLD
<DA NI-255 941> (N 19-8)
B CENTERS Office of Primary Responsibility DESTROY WHLN 3 YCARS OLD
<DA NI-25594-1> (N 19 8)
(o} ALL OTHER OFFICES/COPIES DESTROY WHEN |1 YEAR OLD
OR WHEN NO LONGER
NEEDED WHICHEVER IS
SOONER
<DA N125594:1> (N9 &
39 NASA PERIODIC INFORMATION SERIES - HOUSE ORGANS

\Q

Penodic newsletter, bulleuins, or sinular types ot official Center
blicauons that contain inforination relating to Center faciliues

ons, sigmficant projects mission development, personnel, social
fabnc, an other information of interest to NASA employees

A Record Copy

B Record Copy

*PERMANENT*

TRANSFER ONE COPY OF EACH
ISSUE TO NARA ANNUALLY IN
ONE YEAR BLOCKS AT THE
EIND OF CACH CALENDAR
YEAR. IFIN ELECTRONIC
FORMAT TRANSFER IN

GUIDANCE
<DA N1 25505 0i>

TEMPORARY

™~
‘TRANSFER A SECOND COPY OF

EACH ISSUE TO LOCAL
CENTER HISTORY OFFICE
DLSTROY WHLN NO LONGER
NLCEDLCD

<DA NI-255-05 01>

1380 | 40 BIOGRAPHICAL RECORDS FOR PUBLIC AFFAIRS - NASA 10
BRPA
PASR Current biographical information about principal and prominent RCCORDS ARE MAINTAINED
- ASLONGAS THERL IS
management and staff officials, program and project managers, scienusis. | poTENTIAL PUBLIC INTEREST
engineers, speakers, other selected employees, mvolved in newsworthy IN THCM AND ARE DISPOSED
activiies and other participants in agency programs, with a recent O WHEN NO LONGER
photograph when available Daia items are those generally required by RCQUIRED
NASA or the news media in preparing news or feature stories about the <DA NI-255 94 1>
individual and/or the individual's acuvity with NASA
1380 | 41 AUDIENCE REPORT FORMS DESTROY WHEN 2 YLARS OLD

<DA NI 2155 94 1>
(N19-11)

NOTES Only AFS numbers with defined subjecis are used — RETENTION - For items marked Pending Retennon Approval,

contact your Center Records M:

ger for infc and/or

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
1382 | 50 FOIA REPORTS
Recurring reporns and one ume inforination requirements relaung to the
agency implementation of the Freedom of Information Act, including
\ annual reponts to the Congress
—
ANNUAL REPORTS TO CONGRESS MAINTAINED AT | * PERMANENT *
THE AG hEVEL RETRE TO FRC WHEN 3 YEARS
Record Copies HQ O OLD TRANSFER TO NARA
WHEN |5 YEARS OLD
<DA N1 255-94-1>
B IN| RTS ) Y WHEN 2 YEARS OLD
EXCLUDING ANNUAL REPORTS TO THE CONGRESS (GRS 13-
C  ALLOTHER COPIESRREPORTS DESTROY WHEN 2 YEARS OLD
OR SOONER IF NO LONGER
NEEDED FOR
ADMINISTRATIVE USE
<DA NI 25594-1>
1382 | 54 NEW RELEASES

One copy of each prepared statement or announcement issued for
distribution to the news media. Published or processed documents, such
as “Press Kits,” “"Fact Sheets, Cuirent News, and all other matenals
used mainly for news media

ews releases that events such as of new prog; 3
auons of old programs, major shifts in policy, and changes in

Office of Public
of each document)

airs (Will mamtain ONE record copy

B STENNISSPACECENTERQNLY

The following items as ongnally produced and distnbuted by SSC
both on site and locally by the Office of Public Affairs News
Releases Fact Sheets - Brochures

°

* PERMANENT *

RETRE TEXTUAL RECORDS TO
FRC WHEN S YEARS OLD
TRANSFER TO NARA IN 5 YEAR
BLOCKS WHEN 20 YEARS OLD
<DA NI 255 941> (N19-D)

AUDIO VISUAL RECORDS ARE
TOBL TRANSFERRED TO
NARA IN ACCORDANCE WITH
MEDIUM OF CRCATION
RETIRE IN 5 YEAR BLOCKS
WHEN 5 YEARS OLD

<DA NI 255 94-1> (N 19-1)

ERMANENT *

TRAYSFER ANNUALLYHO
NARANSQUTHEAST REGION
1557 ST H AVE. EAST
POINT GA 30W¢ WITH ANY
ASSOCIATED LOSEOR
INDEXES

<DA NI-255 941>

NOTES Only AFS numbers with defined subjects areused - RETENTION - Foritems marked Pending Retention Approval,

contact your Center Records Manager for

i and/or
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SUBJECT AREA ORRECORD TITLE RETENTION
AFS # EM DESCRIPTION OF RECORD SERIES <Authority>
C  ALL OTHER CENTERS. OFFICES. OR COPIES DESTROY WHEN NO LONGER
NEEDED FOR REFERENCLC
<DA NI 255-94.1>
1382 | 56 INFORMATION SERVICE REPORTS
Routinerequests for exhibits, speakers tours, and personal appearances DESTROY WHEN S YEARS OLD
by NASA officials and astronauls OR WHEN NO LONGER NEEDED
FOR REFERENCE WHICHEVER
IS FIRST <DA N1-255-94 1>
1382 | 57 NASA RADIO PRESENTATIONS
Of fice of Pnmary Responsibility HQ (Of fice of Public Affars¥ Code
PMD)
A 1992ANDEARLIER

One copy of each radio program as created by NASA and provided
to the general public and radio stauons Formats can consist of. but
not imited to NASA Radio Special Reponts, Audio News

res, and Space Notes (Mediums of transfer consist of Reel-
cassetles, transcripls. etc )

These are stones of intere: ut NAS A programs/projects
Stories are created as weekly ™gio shows and are distributed
every 4 weeks Masters consist O stones approxunately 4 1/2
minutes in length and 4 items enutled\Fronuers” each is a 90
second version of the Space Story En, and "Spamish
versions of each program including a wnttePNganslauon, if one
exisls

NOTE Spanish versions of the NASA Radio programs ¢
the NASA Space Stones produced approximately every 1-2
weeks every 4 weeks with one 4 172 minute and one 90 second
story which duplicate/copy an English story

[X)

NASA Special Repotls

3 NASA Space Notes

Radio programs created by NASA and provided to the general
public and rachio stations

* PERMANENT *

RETIRE TOFRC | YEAR AFTER
RELEASENR DELIVERY
TRAINSFER TO NARA WHEN 5
YEARSN1.D

<DA NI 255:94-1>

(N193)

* PERIMANENT *

TRANSIER | PRODUCTION
MASTER (1/4"OPENREEL TO-
REEL TAPE) AND 1 DUBBED
CASSETTE COPY TO NARA
ANNUALLY. ALONG WITH 1
HARD COPY OF MHE LABLCL
INFORMATION FOR EACH
CASSETTE

<DA N1-255-94-1>

(N19-3)

* ANENT *
SEE AB: DISPOSITION B 1
<DA Ni 255%Q4-1>

* PERMANENT *
SEE ABOVE DISPOSMON B |
<DA NI-255 941>

NOTES Only AFS numbers with defined sub)ects are used - RETENTION - For items marked Pending Retention Approval,

contact your Center Records M

for inf and/or

B ALLOQTHEROFFICES/COPIES

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
57 C  NASA OFFICIAL INTERVIEWS
I Raw and Routine interviews DESTROY WHENIRYEARS O1.D
OR WHEN NO LONGER
These are interviews done for research and background NEEDED WHICHEVER IS
information for production of NASA Space Stones and fggN\Er,‘ss 941>
Frontiers (These interviews have been produced on DAT s
Tapes. cassettes, and 1/4" reel-to-reel tapes )
\
B 1a Interest [nterviews * PERMANENTR
TRANSFER | PRODUCTION
These are unique interviews flicials conceming MASTER AND | DUBBED
current tems, 1ssues or research programs/proj CASSETTECOPY TO NARA
of special significance to NASA %
BACKGROUND INFORIMMATIOR=
CREATED
<DA NI 255-94-1>
1382 | 58 PAO CLIPPING FILES (SSC ONLY)
Files of articles appearing in technical, trade, commercial publications or | DESTROY WHENNO LONGER
magazines on NASA and/or the space program in general Files may ciﬁ?o?%m%ssc
include information collected. which pentains to specific programs being HISTORIAN'S Of"FlCE F
conducted at Stenmis or any other center with regard to space and TRANSFERRED TO THE
aeronautics research HISTORIAN THATNFFICE
WILL DESTROY WHEN NO
LONGER NEEDED RECORDS
CANNOT BE RETIRED TO AN
FRC
<DA N125594 1>
1385 Speeches and Speakers (see below)
1385 | 62 SPEECH FILES
Ofticial speeches by NASA p 1 Speeches add: c
and remarks made at formal ceremonies and dunng interviews by heads
or their senior c the progr of therr
The hes and add, may be dto
from other Federal agencies. representatives of siate and local
governments, Or private groups
—
UWMARY RESPONSIBILITY * PERMANENT *
RETIRETOFRC 1 YEAR AFTER
NARA
IN S YEAR BLOCKS WHEN 10
YEARSNILD

<DA NI 255-94-1> (N 192)

DESTROY WHEN NO LONGER
NEEDED FOR REFERENCE.
<DA NI 255-94-1>

NOTES Only AFS numbers with defined subjecis areused - RETENTION - For items marked Pending Retention Approval,
contact your Center Records Manager for mnformation and/or questions
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
1385 | 63 SCRIPT FILES
Official film, radio. and television scnpis
T —e 0 F PRIMARY RESPONSIBILITY * PERMANENTR

RETIRE TOFRC | YEAR AFTER
RELEASE OR DELIVERY

ANSFERTO NARA IN 5 YCAR
B, S OLD
«<DA N1255-941> (NI9 3

-\Jﬁ‘ﬂ

B ALL OTHER OFFICES/COPIES DESTROY WHLN NO LONGER
NELDED FOR RCFERCNCE
<DA N1-255 94-1> (N 19 3)
PUBLICATIONS

¥ PERMANENT *
TRANSFER | COPY ANNUALLY
OF ALL PUBLICATIONS
CREATED TO NARA

35 94 1> (N 1910y

Files include wisitor centers and major off-site exhibus including
pictures of set-up/design. specilications sheets and related papers

SPECIAL EXHIBITS

Files consist of case files on special projeci/exhibits, unique
ludi h phs of the projec/exhibit  Examples

:)f svuch exhibus ar:. but not linuted to
World Fairs

B -] ERIAL RETIRETOFRC WHEN | YCAR
(General publication files 1 e STI R&D. publications held at CASt | OLD DESTROY WHEN 5 YCARS
- See Schedule 2, AFS 2220) oLb

<DA N1-255 94-1> (N 19 10)
1387 | 65 EXHIBITS

A ALL R INE EXHIB|
Files consist of case records and related documentation/matenals. ggg'égv WHEN NO LONGLR
pictures of set-up/design, and specification sheets <DA NI-255 941>

B LARGE MAJOR EXHIBITS

* PERMANENNT *

RETAIN EXHIBIT MATERIALY
DOCUMENTATION ON SITE
FOR 2 YEARS AFTER EXHIBIT
1S CLOSED OR REMOVED
THEN TRANSFER TO NARA
<DA NI 25594 1>

PROJECT/ EXHIBIT OR WH

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
Air Show(s) YEARS OLD WHICHEVER IS
152 hadllicd SOONER
<DA NI 25594 1>
1387 | 66 FILMFILES (JSCONLY)
Recouds created with regard to {ilms. compnsed of contiactor cost records ?gﬁgkgs A:Eciii:rl‘;::%: ":\(;R
and contain contractor-propnetary infonnation SYE, ASRS ASI‘T"?ZR TERMINATION
OF CONTRACT THEN
DESTROY
<DA NI 255-94-1>
1392 | 67 PRE-PUBLICATION MATERIALBEDUCATIONAL
Files consist basically of separations, photographs camera-ready antwork ggmggs_’l_:'éﬁ ‘erl{i?N ZIOYFARS
used pnmanly to produce final educauonal publications YEARS OLD EARLIER
DESTRUCTION IS AUTHORIZED
IF MATERIAL IS NO LONGER
NEEDED OR USEFUL
<DA NI 255-94 1>
1392 | 68 EDUCATIONAL PROGRAMS
Files of the Spacemobile Op hedul d contract files | RETRETO FRC \‘:'{E: 2 YEARS
Files also know as AESP’ Acrospace Educauon Services Program are %ER'Z%:EOY HEN 10
included in this series  In addiwon records of school attendance/ visits <DA N13&S 941>
are filed 1n this category Other records that are considered similar and N 197)
are included in this series are
Govemor School Program
Program designed for gifted students, run by the State Department
Explorer Scouts Program
Program for high school students during the regular school year
- NEWEST Program
Workshop for teachers, taught 2-weeks every year
NOTE These records may also be a part of the SHARP system of
recoids (NASA 10 SPER--PASR)
1392 | 70 TEACHER WORKSHOP FILES
Files of teacher workshops sh g number of location, gESRggSOTE?)CY?VnaSIJEARS
auendance and bnef outhines of programs Included n these records are YEARS OLD
requests for services and teacher resource files <DA NI1-255 94-1>
1394 [ 71 MOTION PICTURE FILMS
NOTE The following dispositions are for FILM ONLY VIDEO
producuons are n SCHEDULE 2 and SCHEDULE 8 of tus handbook.
FILM FOQTAGE THAT MAY BE DISPQSEDRF
- Extra copies (master positives, duplicate negatives or pnnts) of
ongnal matenals, which have been forwarded 1o NARA or the
appropnate FRC

NOTES Only AFS numbers with defined subjects are used - RETENTION - For items marked Pending Retention Approval,

contact your Center Records M.

for inf and/or q

NOTES Only AFS numbers with defined subjects are used — RETENTION - For items marked Pending Retention Approval,
contact your Center Records Manager for infc and/or
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AFS #

ITE|

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIE

RETENTION
<Authonty>

~

N

- Onignal film footage, which 1s unusablebecause of infenor quality

- Copies of motion pictures which were made by other agencies and
which are no longer useful or do not pertamn to NASA acuvities

D

by centers or contractors for research and
development p: ts/programs which require photographic (film)

suppon.

1 Complete film reports
(Finished Productions Only)

2 Engineenng film - which has documentaty (histoncal) value as
well as technical value

3 Other engineerning film footage necessary for development and
performance testing, which has been documented 1n project
reports

und tracks created with agency sponsored films or R&D
(See AlsaB and D of this tem )

(]

Sound tracks (hat are pre-mix so
course of a mouon picture, television

elements created during the
adio production

3 Library sound recordings (e g , effiects, music)

AGENCY SPONSOREDFILMS - OTHER _

1 Films used for the visual presentation of information to the
public

(a) Office of Pnimary Responsibility

* PERMANENT *
RETAIN ON-SITEFOR S YEARS
TRAINSFER TO NARA (COLLEGE
PARK, MD) WHEN S YEARS
OLD MATERIALS TO BE
INCLUDED ORIGINAL
NEGATIVEOR COLOR
ORIGINAL PLUS SOUND AND
ONE PROJECTION PRINT
INATE THIS TRANSFER
A HQ BEFORE

<DA NI1-255 9

SEE AND APPLY ABO'
DISPOSITION

TRANSFER TO FRC | YEAR
AFTER PROJECT COMPLETION
CAINCELLATION OR
TERMINATION DESTROY
WHEN 5 YCARS OLD

<DA NI 25594 1>

“ PERMANENT *

TRANSFER WITH ORIGINAL
FILM ALONGRVTTH
IDENTIFYING INFORMATION IF
POSSIBLE

<DA NI 25594 1>

DESTROY IMMEDIATELY
AFTER USE

{GRS 21-24)

DESTROY WHEN NO LONGER

NEEDED
GRS 2}-25 (88)}

* PERMANENT =
RETAIN FILM ON SITE FOR 5
YEARS TRANSFER TO NARA

NOTES Only AFS numbers with defined subjects are used - RETENTION - For items marked Pending Retention Approval,
contact yourCenter Records Manager for infonnation and/or questions
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ITEM

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authonty>

\

Examples of such films are, but not imited to

Televisionnews releases and information reports, i e
lights" - Press conf tission repoits
"Resource Tape—==ggmgocut edit with sound track
Post Launch Bnefing

(b,

All other offices/copies

(c

Ongnal film used to create theRHighlights” and "Resource
Tape'

al) such as raining films that explain agency
funcuons or ac nded for internal or external
distnbution

3 Fumns of sponsored television news releases. public service (or
ements and infonnalion reports other than those
idenufied n B ,

4 Library copies of films

(COLLEGEPARK MD) WHEN §
YEARSOLD MATERIALTOBE
INCLUDED ORIGINAL
NEGATIVE OR COLOR
ORIGINAL PLUS SOUND
TRACK AND INTERMEDIATE
MASTER POSITIVE OR
DUPLICATE NEGATIVEPLUS
SOUND TRACK AND SOUND
PROJECTION PRINT ALONG
W{TH COMPLETE IDENTIFYING
ATION COORDINATE

SHIPMENT
<DA NI 255:94-1>

DESTROY WHEN NO LONGER
NEEDED FOR REFERENCL
PURPOSES

<DA NI-255 94-1>

TRANSFER TO FRC WHEN 2
YEARSOLD DESTROY WHEN
1SHEARSIOLD

<DA NI 25594-1>

* PERMANENT *
RETAINON-SITEFOR S YEARS
TRANSFER TO NARA (COLLEGE
PARK, MD) WHEN S YEARS
OLD MATERIJALS INCLUDED
JAL NEGATIVE OR
COLOR US SOUND
TRACK AND ONE PR
PRINT COORDINATE WITH
NASA HQ BEFORE SHIPMENT
<DA NI-255 94-1>

* PERMANENT *

RETAIN ON-SITEFOR S YEARS
TRAINSFER TO NARA (COLLEGE
PARK. MD) WHEN 5 YEARS

<DA NI'Z:

DESTROY WHEN FILM
BECOMES INACTTVE OR
DAMAGLD

<DA NI 255 94-1>

FORMAL DIRECTIVES, NASA MANAGEMENT
TONS (NMI), PROCEDURAL, AND OPERATING
MANUALS

Foimal direcuves distrihuted as orders, circulars, —leafl manual
form announcing major changes i the Agency's policies and proc
Nonnally these are 1ssued hy authority of the head of the agency

Extensive procedures are frequently detailed 1n o peratin g manuals

NOTES Only AFS numbers with defined subjects are used - RETENTION - For tems marked Pending Retention Approval,

contact your Center Records Manager for

Py

1on and/or q
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AFS ITEM

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authonty>

IS
72\ A
\

P

HEADQUARTERS - AGENCY LEVEL

OPR  Management Operations Division, NASA Headquaners

suances related to agency program functions Management

FORMAL ISSUANCES - SEE AB:

ROUTINE ISSUANCES
Issuances related 10 routine administration funcuons (1 e,
payroll, procurement, personnel, etc

Case files refgied to the abovedocuments

* PERMANENT *

RETIRE TO FRC 1 YEAR AFILR
BECOMING OBSOLETE OR
SUPERSCDED TRANSFER TO
NARA IN 5 YEAR BLOCKS
WHEN 20 YEARS OLD

<DA N1-255 94-1>

N1

* PERMANENTRR

RETRE TOFRC 5 YEARS AFTER
CANCEILATION OR WHEN
SUPERSEDED TRANSFER TO
NARA REGIONAL ARCHIVE N §
YEAR BLOCKS WHEN 20 YEARS
oLD

<DA NI 255-94-1>

DESSROY WHEN SUPERSEDED
OR OB
IGRS 16 12

DLSTROY WHEN IS NCE IS
DESTROYED
[GRS 16 1b]

This document s updated frequently, therefore, pnnted copies may be obsolete Refer to the Change History Log at the
beginning of NPR 1441 1.in the NASA Online Directives Information System (NODIS) for current version

NOTES Only AFS numbers with defined subjects are used - RETENTION - For items marked Pending Retention Approval

contact your Center Records M

for infol and/or q

NOTE These records cannot be reured to an FRC

W“mns
Descnp entories, disposal authorizauons, schedules and

reporis

1 Basic documentauon of records desci
Authority, SF 135, Records Transmitial and Receipt, SF Z58»
Request to Transfer. Approval, and Receipt of Records to the
National Archives of the United States, and, related
documentauon

(a) Agency Records Officer

(b) Center Records Managen (OPR)

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authonty>
72 C FFICES PR LGATIN L] S. PR RES, TRANSFER BACKGROUND AND
INSTRUCTIONS. ETC TO BE PUBLISHED RELATED MATERIAL TO
AGLNCY LCVEL ISSUANCLC
OFFICE (INEM A)
<DA N1 25594 1>
D PIES QOF THIS TERI INED DESTROY COPILS OF RECORD
PROMULGATING OFFICE MATERIAL WHEN NO LONGER
- NEEDED
<DA N1-25594-1>
E LL ES/COPIES. INCL. EL] I DESTROY WHEN SUPERSCDED
VERSIONS OBSOLETE OR NO LONGER
YERSIONS NEEDLD
<DA N1 25594 1>
1440 | 78 RECORDSMANAGEMENT FILES

RETAIN ON-SITC INDEFINITELY
UNTIL NO LONGER NEEDED
FOR ADMINISTRATIVE
PURPOSCS DESTROY AFTER
NEXT COMPLETE RCVISION OF
SCHLCDULES HAS BEEN
PUBLISHED OR WHLN 50
YEARS OLD WHICHEVER IS
LONGER

<DA NI 255-94-1>

(N 1-25)

RETAINON SITE AND
DESTROY WHEN NO LONGER
NCEDED FOR REFERENCE OR
WHEN 75 YEARS OLD
WHICHEVER IS LONGER

<DA NI 255.94-1>

NOTES Only AFS numbers with defined subjects areused — RETENTION - For items marked Pending Retention Approval,

75

(c) All other offices/copies

2 Routne correspondence, memoranda;
documentauon conceming records dispositions an

actvites

contact your Center Records Manager for and/or

DESTROY 6 YEARS AFTER THE
RELATED RECORDS ARE
DESTROYED OR TRANSFERRED
TO NARA WHICHEVER IS
APPLICABLE (GRS 16 2a (2)]

DESTROY WHEN 2 YEARS OLD
{GRS 16 2b]
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75

Records Holdings Files

Statistical reports of agency cleanup gr Tud
feeder reports from all offices and data on the volume of records
disposed of by destruction or transfer to NARA

hold

2

Records held by other o)

Correspondence, repons, authorizations, an records that
relate Lo the management of agency records, inclucli
as forms, correspondence, reports, mail, and file managem:
use of microforms, ADP systems, and word processing, records
management surveys, vital records programs, and all other aspects
of records not covered el 1n this schedul

Tud

Local on records 1 surveys,
inventories, studies, feeder reports and general correspondence

Office record locator files, indexes. or listings that are used to locale
records In current files, or files that have been transRrred to staging
areas or retired to FRC, including lile plans and office copies of
shipping lists

NASA Form 1418, Proposed Cbange 1o NASA Records Control
Schedules

1 Agency Records Of ficer

(a) Approved NF 1418

(b} Disapproved NF 1418

(8]

Center Records Managers

3 Al other offices/copies

DESTROY WHEN 3 YEARS OLD
IGRS 16-4a]

DESTROY WHEN | YEAR OLD
[GRS 16-3b]

DESTROY WHENM YEARS OLD
[GRS 16 7]

DESTROY WHEN 6
[GRS 16 7]

DESTROY FILE PLANS/INDEXES
WHEN SUPERSEDED DESTROY
LISTS (SHIPPING/TRANSFER)
WHEN RECORDS THEREON
HAVE BEEN DESTROYED OR
WHEN THE LISTIS NO LONGER
NEEDED FOR REFER ENCE

<DA NI 255.94-1>

FILE WITHSF I15ORSF258
CASE FILE AS APPROPRIATE.
DESTROY AS DIRECTED IN
TTEM A\l ABOVE.

<DA NI 255 941>

RETURN ORIGINAL TO
INSTALLATION OR OPR
DESTROY COPY ONE YEAR
LATER

<DA NI 255 94 1>

DESTROY | YEAR AFTER
PUBLICATION OF DISPOSITION
STANDARDOR | YEAR AFTER
DISAPPROVAL WHICHEVER IS
FIRST

<DA NI-255-94-1>

DESTROY WHEN NO LONGER
NEEDED I'OR REFERENCE.
<DA NI 255 94-1>

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authonty>
-~
442 | 77 FINDING AIDS
\ A Indexes, lists, registers, and other finding aids in hard copy or %?E?S_YA,?QDD?E‘(?;I;'TH
electronic form used only to provide access to records authonzed (GRS 239]
cuon by the GRS or an approved item in this schedule -
m this sertes are records containing
at can be usedMs an information
An SF-115 MUST BE
SUBMITTED by the Agency Records O IOR TO
DISPOSAL of these records--Contact the local
Manager for guidance on this process
B Finding aids for senes of records that HAVE BEEN accessioned by
the National Archives and Records Adnunistration and those
relating Lo major program case files not previously authonzed for
disposal <DA NI 255-94-1>
C Al other finding aids/copies FOLLOW DISPOSITION
INSTRUCTIONS FOR THE
RECORDS TO WHICH THEY
RELATE.OR DESTROY WHEN
NOLONGER NEEDED FOR
REFERENCE
<DA NI 255-94 1>
1442 78 GENERAL OFFICE FILES
A - READIN
Files that are extra copies, convenience coples, reference copies, TRANSFER EO HISTORIANS
which are filed and maintained in chronological order These are \OVFHFEKER\(\;':_O\:I(I]YDRE?«%LEDOR
duphicates and ARE NOT the ofTicial tecord copy (yellow) FOR R.éFEREr‘lCE HISTORIAN
WILL DESTROY WHEN NO
LONGER NEEDED
<DA NI-255 94-1>
——— (N19D
1 [ TRANSFER TO INSTALLLATION
RECORDS MAINAGER WHENN
ICEWILL
DESTROY WHEN 3 YE.
\ <DA N1-255-94-1>
™=—-l.B_ SUSPENSE FILES

expected and, if not received, should be

I A note or other teminder 1o take some action

Y AFTER ACTION
TAKEN
[GRS 23-6a] (N 1-9g) l

NOTES Only AF S numbers with defined subjects areused — RETENTION - For items marked Pending Retention Approval,
contact your Center Records Manager for infonnation and/or questions

NOTES Only AFS numbers with defined subjects are used — RETENTION - For items marked Pending Retention Approval,
contact your Center Recotds Manager for infonination and/or questions
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AFS# | ITEM

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authonity>

C  Production reports (other than daily), cost records (includ ing
repars maintenance, supplies operating labor, depreciation) and
studies

DESTROY WHEN S YCARS OLD
(IF RECORDS ARE KEPT
SEPARATLLY FOR EACH
MACHINC DCSTROY WHELN
MACHINC IS DISPOSCD OF OR
TRANSFER WITH MACHINC )
<DA NI 255-94 1>

—— 1490 | 82

JOB OR PROJECT FILES - PRINTING

A Filesp g to the accomplish of the job, 2
requisitions, bills, samples, manuscript clearances, and related
papers, exclusive of

- Requisitions on the Public Printer and related records, and,
- Records relating to services obtained outside the Agency

Job or project TEWWGIWM%
planning and execution of duplication, and distribution of jobs (in-housi

N 16-21

DESTROY | YEAR AI'TER
COMPLETION OF JOB
<DA N1-255-94-1>

B Files pentaining to planning and other technical matters concerning
these services

C  NASA Headquarters Duplicating Center - in-house duplication

only. records relaung to the op reprod; (e,
Fonn 51 - HQ Prinung and Reproduction Requisiuion/Request) and
disinbution

DESTROY WHEN 3 YEARS OLD
<DA NI-25594 1>

DESTROY WHEN 2 YCARS OLD
<DA NI-25594 1>

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM D RIPTI F R RD SERI <Authonity>
\ 78 2 The file copy or an extra copy of an outgoing communication, WITHDRAW DOCUMENTS
filed by dale on which a reply Is expected WHEN REPLY IS RECEIVED
I Y CPLY 1s expe NOTE _IF SUSPENSE COPY IS
AN EXTRA DESTROY
IMMEDIATELY IFEROPY 1S THE
FILECOPY INCORPORATLIT
INTO THE OFFICIAL FILES
C  TRACKING AND CONTROL, RECORDS
\ g
———) Logs, registers, and other records n hard copy or electronic form EES;';cQLgROﬁEEA;VSHEN 2
use: ument the status of correspondence reports AFI'}ER 'l'HF_BAT;ZOI'THE
or other records that are ai truction by the GRS or LATEST ENTRY WHICHEVER IS
this schedule APPLICABLE
D  INFORMATION COPIES
Copies of correspondence, reports, or other documents that are for :)):S\I/zg; :lv())ELl:‘)\llgERAR OLD
lf'_clfcrcncc use and are not made a pant of an official subject or case NEEDED WHICHEVER IS
He SOONER
<DA NI 255 94-1>
(N 1 9h)
1470 | 79 MANAGEMENT IMPROVEMENT REPORTS
Management improvement reports submined to the Office of MN15
Managementand Budget (1 e, A-76 Reports) and related analyses
This includes Government Performance and Resulis Act (GPRA)
development and final records
A FFICE OF PRIMARY RESPONSIB Y RETIRE TO FRC WHEN 5 YECARS
OLD DESTROY WHLN 20
YEARS OLD
<DA N} 255 94-1>
B ALL OTHER OFFICES/COPIES DESTROY WHEN 2 YCARS OLD
<DA NIN55-94 1>
1490 | 80 OFFICE COPYING EQUIPMENT FILES
A Procurement requests, NASA Fonn 51, jusufications, approvals or | DESTROY 2 YEARS AI'TTCR
disapprovals, located 1n oflices (not the office procuring the ACQUISITION OF EQUIPMENT
) whether purchase or rental eqy (except 0[‘; A';ﬁ D‘QSAPPROVAL
in pnnung dup 8. or reprod faciliues) <DA NIRS55 94-1>
B Dailyproducuon reporis/records DCSTROY 90 DAY'S AI'TER
MNCLUSION OF DATA IN
MONTHLY (OR OTHER
CONSOLIDATED) REPORT
<DA NI 25594 1>
(N16-7)

NOTES Only AFS numbers with defined subjecis are used — RETENTION — For items marked Pending Retention Approval,
contact your Center Records Manager for infonnation and/or questions

\149084

JOINT COMMITTEE ON PRINTING - REPORTSTO /
AUTHORIZATIONS

orts to the Joint Commuttee on Prinung regarding the
operation 0 and B planis and inventones of pnnung,

bind 1ng, and related equi Class A and B plants or in
storage

B Copies of reports in subordinate reporting units and their relate:
work papers

C  Correspond and auth tions by the JCP and related papers
g establicl 1 and disestablish of
pninung plants

D Records/reports concemn ng the acquisiion transfer, and disposal of
equipment

E  Alluther 11 d 1

contracls or grants

of pnnuing in

auon eg

DESTROY WHEN 3 YEARS OLD
[GRS 13 53] (N 16<4)

ESTROY | YEAR AFTER DATE
|GRS 13-5b]

RETIRE TO FRC WHEN 5 YEARS
OLD DESTROY WHEN 10
YEARS OLD

<DA NI 25594 1> (N165)

DESTROY 2 YEARS AFTER
DISPOSAL OF THE EQUIPMENT
<DA NI 25594-1> (N 16-5)

DCSTROY WHLN 5 YEARS OLD
<DA NI-25594-1> (N 16 5)

NOTES Only AFS numbers with defined subjects are used - RETENTION - For ttems marked Pending Retention Approval,
contact your Center Records Manager for uif and/or
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authonty>
1500 | 85 LOCATOR RECORD FILES
Locator sheets, cards. tags, such as space control sheets, locanon sheets, DESTROY WHEN SUPLRSEDLD
OR OBSOLETE

locauon caids, bin tags, and other papers utilized as a check or inventory
of stock location

w%

<DA NI 25594 1> (N 17-25)

GRAPHIC ARTSRVISUAL MEDIA

Matenals prepared for the purpose of assisung NASA of ficials in
such as Congr I Heanngs program reviews,

B

C

1cal bnefings, public lectures, publications, extubits and in house

An work (non-reco
depicUrepresent a particul
NASA missions

fact) commissioned by NASA to
ent or concept of space and/or

]

NASA Portraits - High-level NASA officials (1e , Adminis
Center Directors, Deputy Admumistrators, Deputy Center
Directors) (Office of Record at NASA Headquanters)

3 STENNIS SPACE CENTER ONLY (Graphics Office)
Anwork developed and used in h gs, pr . Teviews,
conferences, bnefings, and presentauons of information to lhc
general public such as news releases. ed!
bnefs, and exhubits (Official file copies are maintained by
another office at Stennis Space Center )

BOARD ART - COMPUTER GENERAT ED GRAPHICS

1 Presemations to the Public
Anwork used 1n Congr 1 H gs budgel pr 3
summary review conferences. technical brefings, and
presentauons Lo the public such as speeches releases to news
media. educatsonal bnef's, and exhibits

acuviies, lllusrrauons used n exfiy
and other routine in-house activities, mcludlng routine R
flyers, posters, letterheads and other graphics

YIEWGRAPHS/TRANSPARENCY,
! Master photographic negatves - such as those used in the

production of visual aids (shdes, viewgraphs, and photographs)
from onginal an. NASA HQ OPR - CODE JOB-2 ONLY

RETAIN INDEFINITELY WITHIN
AGENCY CUSTODY AS PART
OF THE NASA ART PROGRAM
OPERATED BY CODE P AT
NASA HQ

<DA NI 255 94-1>

PERMANENT *
NSFER ONE 3x5

<DA NI-255-94-1>

DESTROY WHEN NO LONGER
NEEDED BY THE
INSTALLATION OR WHEN
REFERENCE VALULCEASES
<DA NI 255-94 1>

RETURN ORIGINAL BOARD
ART TO THE REQULCSTING
OFFICE. DESTROY WHEN NO
LONGER NEEDED

<DA N1-255 % 1>

(N9Ia(l))

DESTROY WHEN NO LONGER
NEEDED FOR PUBLICATION OR
REPRINTING

21 6] (N9 la2))

RETRE ORIGINAL TOFRC
WHLN NO LONGER NEEDLD TO
REPRODUCE ADDITIONAL
VISUAL AIDS WORKING
COPIES OR WHEN 5 YEARS
OLD WHICHEVER IS SOONER.

NOTES Only AFS numbers with defined subjects are used — RETENTION - For tems marked Pending Retention Approval,

contact yourCenter Records M

for and/or

SUBJECT AREA OR RECORD TITLE RETENTION

AFS# | ITEM D D SERIL <Authority>
DESTROY WHEN 20 YEARS
olLD
<DA NI-255-94 1> (N91b)

2% =T &-baeprogrammsta AFTER USE”"™|
and project offices for prcscnlauons [GRS21 5] (N9 1)
3 All other offices/copies DESTROY WHEN NO LONGER

NEEDED

4 STENNIS SPACE CENTER ONLY
Recards consist of master photographic negauve/transparency
files, graphic arts, and line art, including any matenal maintamned
in electromic/magnetic fonnat. Collecuion includes black & white
halftones colorphotos. negatives and paper line an. This
collection may include duplicate files that exist in@8her offices of|
the same presemsation

e work is generated by use of photo-typesettin

equipneqt )

atives screcned paper prints and offset

hthographic plates use tomechanical reproduction

[X)

Line copies of graphs and charnts

E  VISUAL AIDS REQUISITION/REGISTER FILES

I R and for the prep of the wisual aids
descnbed undcrlhls wemb  whether in hard copy or electronic

2 Regsters showing receipt of requisiuon and control number
assigned to n

NOTE These records may be included in an automated Action
Tracking System

Finding aids for identification, retrid¥ise
audiovisual, visual records May include inder e rmalog
logbooks. caption sheets, shot lists etc . and may be in text;
microfonn or electronic

<DA NJ 255:94-1>

DESTROY ORDISPOSEOF
RECORDS WHEN NO LONGER
NEEDED BY THE AGENCY OR
WHEN REJERINCE VALUE
CEASES

<DA NI 25594 1>

DESTROY WHEN NO LONGER
NEEDED FOR PUBLICATION OR
REPRINTING

(GRS 21 7]

DESTROY WHEN NO LONGER

FOR PUBLICATION OR
REPRINT]
{GRS 21-8]

DESTROY WHLN 2 YEARS Ol.D
<DA N1 2§54 1> (N92)

DESTROY WHEN 2 YEARS OLD
<DA N12559%4 1> (N 93)

DISPOSE OF ACCORDING TO

.| THEINSTRUCTION COVERING

THE RELATED AUDIOVISUAL

[GRS 21-29]

38 MAILING OR DISTRIBUTION LISTS

DESTROYBFTER
APPROPRIATEREVISION OF
LIST OR AFIER 3 MON'THS

ER
[GRS 13-4a]

NOTES Only AFS numbers with defined subjects are used ~ RETENTION - For items marked Pending Retention Approval,
contact your Center Records Manager for infonnation and/or quesuons
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
88 B CARD LISTS DESTROY INDIVIDUAL CARDS
WHEN CANCEI.LED OR
REVISCD
[GRS 13-4b)
C PLATE OR STENCIL MAILING LISTS DESTROYPLATESOR
STENCILS WHEN CANCELLED
ORXRLVISED
<DA NI 25594 1>
[} AN T DESTROY WHLN NO LONGER
OFFICIAL MAILL. ROQM/QFFICE NLCEDED
<DA NI-25594 1>
\1570 94 INVENTORY REQUISITION FILESNSTOCK / SUPPLY
B “Reqmssi for supplies and equipment for/from current mventory
A STOCKROOM COPY DESTROY 2 YEARS AFTER
COMPLETION OR
CANCELLATION OF
IGRS 3 8a]
B D S VICE. . DESTROY 1 YCAR AI'TCR
AND EQUIPMENT. AND TRAVEL DOCUMENTS ACTION '15 COMPLETED
(Oflicial file copies are maintained by the office rendenng service ) <DA N1-255 94-1>
(o} ALL QTHER OFFICES/COPIES DESTROY WHEN 6 VIONTHS
OLD
IGRS 3 8b|
1500 | 96 SECURITY PROGRAM FILES
~——

A GNITEL

Documents, manuals, directives pl and correspondence
that document significant and/or umque secunty pro; s,

including NACA secunty program [iles

LICY AND PROGRAM RECORDS

B QTHERPOLICY AND PROGRAM FILES

Records that reflect the administration and direction of secunty and
protective services programs relating to routine classified
infonmation accounuing and control, facilities secunty and program
and prolecuve services, ] security clearances.

* PERMANENT *
RETIRE TO FRC 5 YEARS AFTER
ERSEDED TRANSFER TO
ARS OLD
255 94-1> ry

DLSTROY WHEN 5 YEARS OLD
<DA NI1-255941>

and emergency planning

C  CLEARANCE SUBJECT FILESN ADMINISTRATIVE

Correspondence, repors and other records relatingto the routine
admimistrauon and operations of the personnel secunty program.
not covered by this tem, or elsewhere in this schedule

DESTROY WHEN 2 YEARS OLD
<DA NI 25594 1>

NOTES Only AFS numbers with defined subjects are used — RETENTION ~ For iems marked Pending Retention Approval,

contact your Center Records Manager for

and/or

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITE DESCRIPTION OF RECORD SERIES <Authonty>
1620 | 106 FIREARMS - ACCOUNTABILITYM QUALIFICATION
A Records of acquisiuons of firearms DESTROY | YEAR AFTER
FIREARM 15 DESTROYED OR
TRANSFLRRED
<DA NI-255 94-1> (N1210)
B Cemuficaie to carry firearms (NASA Form 699aand 699b) DESTROY | YEAR AFTER
TERMINATION OF
CERTIFICATE
<DA NI-255-94 1> (N 211y
C  Datarelaung to individual qualifications, training, and maintenance | DESTROY 1 YCAR AITER
of proficiency in the use of firearms TERMINATION OF INDIVIDUAL.
<DA NI1-25594 1> (N1212)
T=——1520_| 109 CONTAINER FILES
— ———
A~ EEASSIFIED DOCUMENT SECURITY
lusts used 10 record S| . DESTROY WHEN SUPERSEDED
Fonn‘s or‘ L ch combunations. names BY A NEW FORM OR LIST OR
of knowingc 1ons, and comp used to
UPON TURN-IN OF
control access nto classified document contaiers “TONT:
B RETURNAB
Duocuments reflecting the receipl, transfer and retum to vendor of DESTROY 3 YEARS AFTER
Docutnents reflecting the receipt, transfer, and retum to vendor of RETURN OF CONTAINER OR
8 Pt . PURCHASE OF CONTAINIR.
receving repoits, repoits of survey, shipping documents. reporis. of | wWHICHEVER IS APPLICABLE
similar documents <DA NI 255 94-1> (N 1723)
1640 | 112 SECURITY CLASSIFICATION SYSTEMS
Authonzation documents Tor Upgradimg-downgrading, and declassifying
documents or equipment —
A FFICE OF PRIMARY RESPONSIBILITY DESTORY WHLN 2 YEARS OLD
<DA NI-255-94 1> N 12-4)
B LL OTHER ES/COPIES DESTROY AFITR THE
DOCUMLNT TO WHICH THE
CLASSITICATION ACTION
APPLIES HAS BEEN REGRADED
OR DLCLASSIFIED BY
SUITABLL MARKINGS
<DA NINSS 94:-1>
NOTE Records that document program policy or secunly classificauon
and grading systems should be included in ltem 96A of this
Schedule
1650 Industnal Secunty (sec below)

NOTES Only AFS numbers with defined subjects are used - RETENTION — For items marhed Pending Retention Approval.

contact your Center Records Manager for

and/or q
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
1650 | 113 INDUSTRIAL SECURITY FILES
Documents relating to the security classification or changes thereto, of a
contract with industry
A Precedent and unusual cases selected by pertinent NASA Officials, | DESTROY AFTER THE
1 elRDirector, Secunty, Logisucs & Indusinal Relations Division DOCUMENT TO WHICH THE
Quef NASA Secunty CLASSIFICATION ACTION
APPLIES HAS BEENREGRADED
OR DELASSIFIED BY SUITABLE
MARKINGS
<DA NI-255 94-1> (N 12 29)
B All other offices/case files DESTROY WHEN NO LONGER
NEEDED OR 3 YEARS AFTER
CONTRACT IS
CLOSED/COVPLETED
<DA NI-255-94-1>
1700 | 117 SAFETY FILES - PROPERTY
Safety inspecuon and maintenance records for all NASA real and
personal property
A INSPECTING OFFICE RETIRE TO IRC WHEN
RELATED PROPERTY IS
NOTE Payload Safety Data Files/Records are maintained under g:?:%sge ?ggk‘\s":i?_a
AFS 8680 See Schedule 8 for records created in this senes DISPOSA|
L.
<DA N1B5 94-1> (N216)
B ALL OTHER OFFICES/COPIES DESTROY WHEN 4 YEARS OLD
<DA NI 255-94.1>
1700 | 118 GROUND-BASED PRESSURE SYSTEMS RECORDS
Reports and correspondence related to design, inspection, and
ceruification of Ground-Based Pressuie Systems Records may include
Inspection reports, Pressure System Condition Reports Category C, Low
Energy/Low Risk Requests. Pressure Systems Design Review Records,
Wavers, and Weld/Braze Inspecuon Reports  Certification packages
include acuve and superseded records Inspection and re-cerufication
dates are based on NASA inspection table requirements Cutoffdateis
date of document
Note If Pressure Vessels and Systems ceases to exist and records are at
least 3 years old early destruction of records can be requested through
NASA Records Officer at Headquarters
A Recordkecping copy (paper) RETIRE TO IRC OR APPROVED
STORAGE FACILITY WHEIN §
YEARS OLD DESTROY WHEN
s
<NI-25599 3>
\‘_
uonic-cop: g of fice applications such | DELETE AFTER
as e-mail and word processing applications .&'L:BEEORDKEEPWG COPY HAS
<Nl 255 99 3>

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
210 [ 119 FIRE. EXPLOSION, AND ACCIDENT INVESTIGATIVE FILES
e —— X
sugative files ac from 10ns of fires,
explosions, and acci ygung of retained copies of reports and
related papers when the onginal repoms’ mutted for review and
filing in other agencies or orgamzational elements. and Teports and related
papers concerning occurrences of such a minor nature that lh:ym'\
locally without referral to other organizational elements
1711 Acadent Reporting & Investigation (see below)
171R} 120 SAFETY REPORTS / RECORDS

A A, A R RTS - AL

Stausucal reports, surveys on loss and inpiries compiled by
Headq from reports descnbed 1n B of this item  (This 1s
typically an annual report that can but 1s not mited 1o, include
hardware loss, and more informauon/dala than DoL report
requires®®

I Headquarters

2 Centers (feeder repons to HQ)

B SAFETY PROGRAM REPORTS

Stausucal reports from Centers regarding injunes and accidents
such as NASA Forms 344 and 345

NOTE 01-17-02, NASA Forms 344 and 345 no longer exist and
have not been used for many years (THIS IS AN INACTIVE
SERIES OF RECORDS )

I Headquarters

2 Centers and all other offices/copies

Forms, reports, correspondence;
investigatory relating to on the-job injunes whether
for compensauon was made, EXCLUDING copies filed in the
Employee Medical Folder and copies submitted 1o the Department
of Labor (DoL)

RETRE TO FRC WHEN 5 YEARS
OLD DESTROY WHEN IS
YEARS OLD

<DA NI 255:94-1> (N21-4)

RETRE TO FRC WHEN 2 YEARS
OLD DESTROY WHEN 10
YEARS OLD

<DA NI 255-94 1>

RETIRETO FRC WHEN
INACTIVE DESTROY WHEN I[5
YEARS OLD

<DA NI 255 94-1> (N2I-3)

RETIRE TO FRC WHEN
INACTIVE. DESTROY WHEN 12
YEARS OLD

<DA NI 255 94-1>

CLOSE FILE ON TERMINATION
OF COMPENSATION OR WHEN
DEADLINEFORFILING A

CLA™ HAS PASSED TROY

==1 YEARS AFTER CLA OF

(GRS 131] (N2I'S)

NOTES Only AFS numbers with defined subjects are used — REIENTION - For items marked Pending Retention Approval,
contact your Center Records Manager for information and/or questions

NOTES Only AFS numbers with defined subjects areused ~ REI'ENTION - For items marhed PendingReienuon Approval,
contact your Center Records Manager for information and/or quesuons
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authonty>
1740 | 125 SAFETY STANDARDS FILES
Documents created n the devel of safety dards and p
1n developmental and production operations, the safety location, design,
layout, and construction of facil where fuels p 1) or other
hazardous matenals are handled or operations are exposed to igmition
hazards the safe handling storage. and movement of hazardous matenals,
and other areas requinng safety standards The files include
recommendations, coordination actions, studies and other actions taken to
establish slandards
A OFFICE DEVELOPING THE STANDARDS DESTROY WHLN 10 YEARSOLD
OR WHEN SUPERSEDED OR
OBSOLETE WHICHLVER IS
SOONER
<DA NI 25594 1> (N2 1)
B ALL OTHER QOFFICES/COPIES DESTROY 2 YEARS AFTER
SUPERSLCDED OR OBSOLETE
WHICHEVER 1S SOONER
<DA N1-255-94-1>
1800 Occupational Health (see below)
1800 | 126 HEALTH AND OCCUPATIONAL MEDICINE RECORDS
PASR NOTE Occupational Safety and Health Adminisaion (OSHA) records
aremaintainedunder AFS 8720 See Schedule 8 for records
created in this series
126 A NASA HEALTH INFORMATION MANAGEMENT SYSTEM- | SEL TOLLOWING INDIVIDUAL

NASA 10HIMS

NASA Civil Service employees and applicants, other agency civil
service and military employees working at NASA, visitors to
centers, onsite contractor personnel who receive job related
examinations, have mishaps or accidents, or come to the climc for
emergency or first aid ireatment

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authornty>
120 D PROTECTIVE AND PREVENTIVE MEASURES REPOR SEL ITEM 116 OF THIS
SCHEDULL
N21T)
E  SAFETY AND RELIABILITY REPORTS RETIRE TOFRC WHEN THE
RISK/ SAFETY
Fules consist of Safety & Reliability Reponts including Hazard ASSESSWVT’ANM\-/YS'S IS
Reports and Risk Assessments relaung to the KSC Ground Support COMPLETUINACTI E
. DESTROY WHEN 15 YCARS
Equipment that interfaces with the flight hardware Files contain, oLD
but are not mited 1o Preliminary , KSC-Hazard Reports, ESR-, <DA NI1-255 94-1>
Mission Safety-, Safety-, and System/Subsystem-Assessments,
System Safety Review Panel Issues System Assurance Failure
Mode & Effects-Analyses, Critical Items Lists, Design Review
Reports, and, Cnticality Assessments
1711 | 121 ACCIDENT/MISHAP INCIDENT CASE FILES
Correspondence, reports, and all related papers concerning potential or
actual individual accidents or incidents occurring at ground centers
Cutoff date 1s date case closed
A HEADQUARTERS Recordkeeping copy (paper) RETIRE TO FRC WHEN
INACTIVCL DESTROY WHEN20
YEARS OLD
<DA NI1-255 941> (N2I-D)
B CENTERS, ALL QTHER OFFICES/COPIES RETIRE TO FRC WHEN 4 YCARS
Recordheeping copy (paper) OLD DESTROY WHEN 20
YEARS OLD
<DA Ni-255 94-1>
C INDIVIDUAL ACCIDENT REPOKTS' SEEITEM 120C OFTHIS
SCHL
1730 [ 123 SPECIAL PERMIT FILES
Requests for pernuts woperate and handle special type machines and Egm—?;)?:/&\;ml\ﬂo‘“ OF
tools controlled by manufacturers SUPERSEDED
<DA NI 255.94-1> (N2I8)
1740 | 124 HEALTH PHYSICS AND PROCESS CONTROL DATA LOGS

Records of Health Physics Daily Logs, Water Activily Analysis Logs,
Geiger-Mueller Analysis Logs, Air Sample Analysis Logs, Daly Routine
Health Physics Logs Background and Efliciency Logs. Portable Survey
Instrument Calibrauon Logs, and Source Movement Inventory and Leak
Test Logs

RETIRC TOFRC WHEN 1 YTARS
OLD DESTROY WHEN 10
YEARS OLD

<DA NI25594-1> (N219)

NOTES Only AFS numbers with defined subjects are used — RETENTION - For ttems marked Pending Retention Approval.
contact your Center Records Manager for and/or

B PAGE-FIAGHE-RERSONNEL-AND.THER EAMILIES

C  HEALTH AND MEDICAL REPORTS

Staustical reports on health and medical services and vual statishics
reports on NASA personnel Includes copies of staustical
summanes and reports with related papers pertaining to employee
health, retained by reporting unit

I Headquaners

TTCMS LISTED SEPARATELY
BY RECORD
SERILS/CATEGORY

<DA NI 255-94-1>

* PERMANENT *

DESTROY 6 YEARS AFTER
DATEOI'SUMMAR Y OR
REPORT

<DA NI 255-94 1> (N1l §)

NOTES Only AFS numbers with defined subjects are used - RETENTION - For items marked Pending Retention Approval
contact your Center Records Manager for information and/or questions
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS # EM D] RIPTION OF R RD SER <Authority>
2 Centers DESTROY 2 YEARS AFTER
DATE OF SUMMARY OR
REPORT
[GRS 122,
Tm\ 127 EMPLOYEE HEALTH RECORDS
A INDIVIDUAL HEALTH CASE FILES . EMPLOYEEMEDICAL
EQLDER (EMF)

1 Examunations recorded on SF 78, such as pre employment

physical health qual pl records,
disability reurement examinaons, fitness for duty
examtnations, and any other documents deemed of long-term

value as defined 1n 5 CFR part 293. subpart E

Transferred empioyees

(X

FPM Records may consist of forms, correspon:
records relaung to an employee’s medical history,

above These are records that are not required for filing 1n
EMF, and 1f not retained by the agency, should UNDER NO
CIRCUMSTANCES be sent to the NPRC

[

Individual Employee Health Case Files created pnor to
estabhishment of the EMF system that has been reured to an
FRC

INDIVIDUAL NON-QCCUPATIONAL HEALTH RECORD
CARDS/FILES

Records in ths senes include forms, comespondence, and other
documents, including summary records documenting an individual
employee's medical history, physical conditon and visits 1o
Government health facihities, for non-work related purposes,
EXCLUDING recordscovered by A above

UPONTRANSFER SHIP ENTIRE
MEDICAL RECORD INCLUDING
X-RAYS TO MEDICAL OFFICE
OF NEW ASSIGNMENT

GRS 1-21a()] (N 11)

30DAYS AFTER SEPARATION
TRANSFER TONATIONAL
PERSONNEL RECORDS CENTER
(NPRC), ST LOUIS MO NPRC
WILL DESTROY 75 YEARS
AFTER BIRTH DATE. 60 YEARS
AFTER DATE OF THE EARLIEST
DOCUMENT IN THE FOLDER [F
THEDATE OF BIRTH CANNOT
BE ASCERTAINED ORRO
YEARS AFTER LATEST
SEPARATION WHICHEVER IS
LATER

(GRS 1-21a()]

DESTROY ! YEAR AFTER
SEPARATION OR TRANNSFER OF
EMPLOYEE

GRS 1-21b]

DBYTROY 60 YEARS AFTER

ORGANIZATION AND ADMINISTRATIVE RECORDS

SCHEDULE 1

(AFS 1000-1999)
This document 1s updated frequently; therefore, panted copes may be obsolete Refer to the Change History Log at the
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITE DESCRIPTION OF RECORD SERIES <Authonty>
122, 1 NASA employees DESTROY 6 YEARS AFTER
Cards ihat CORTaTT ST T2y desoobamployeeisysit, | DATE OFLAST ENTRY
diagnosis and treatment. TORST 197 o Ty
2 Onsute Contractor Personnel DESTROY 8 YEARS AFTER
Doctors clinic records or similar records that contain data of INDIVIDUALS EMPLOYMENT
visil, diagnosts, and Lreatment ON-SITE IS TERMINATED
<DA NI 255-94-1> (N113)
C  EMPLOYEE ASSISTANCE PROGRAM
Personal case filesconsisting of handwrilten notes, letters to
physicians or ¢ lors, calendar of ir ). authonzation
releases, after care infi and teleph ages Case files
are to be maintasned separate from the EMF and/or the Official
Medical Record(s) kept to an absolute minimum, and handled with
pnvacy 1n accordance with Secuion 408 of Public Law 92-155
I Management Referral DESTROY 5 YEARS AFTER
LASTDATE IN FILE. OR UPON
TERMINATION OF EMPLOYEL.
<DA NI 255-90-8>
2 Voluntary DESTROY 2 YEARS AFTER
LASTDATE IN FILE. OR UPON
TERMINATION OF EMPLOYEE
<DA NI-255 90-8>
1815 | 129 NARCOTICS AND SEDATIVE DRUG RECORDS
All records on the control and disposition of narcotic and sedative drugs, DETROZ WHEN 3 YEARS OLD
including completed NASA Fonns 1387 descnbmg dosages, shipments :Dl'?mr‘:; 255-94-1>
inventones and v:nﬁcauons ‘
1860 | 130 RADIATION RECORDS
PASR | A GODDARDSPACE FLIGHT CENTER RADIATION SAFETY
COMMITTEE RECORDS - NASA 51 RSCR
Employment and training history of radianon users and custodians RECORDS ARE KEPT FOR 2
under Goddard Space Flight Center (GSFC) cogmzance YEARS IF EMPLOYEE DOES
NOT WISH TO BE RENEWED
FOR THE POSITION AT THE
END OF 2-YEAR PERIOD THE
RECORD IS REMOVED AND
PLACED IN AN INACTIVE
FILE RECORDS ARC
RETAINED AT GSRC UNTIL
DESTROYED DESTROY WHEN
75 YEARS OLD
<DA NI-255 94-1>

NOTES Only AFS numbers with defined subjects are used — RETENTION - For items marked Pending Retention Approval,

contact your Center Records M.

for inf and/or g

NOTES Only AFS numbers wilh defined subjects areused —~ RETENTION - For items marked Pending Retention Approval,
contact your Center Records Manager for information and/or questions
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authomty>
130 B Y T INI
PASR EXPERIENCE SUMMARY - NASA 76 RTES
Custodians and/or users of sources of radiation (1onizmg and non-
1omzmg) App 1o all users or ¢ at Kennedy Space RECORDS ARL. RETAINCD AT
Center (KSC) and NASA or NASA contractor personnel at Cape KSC DESTROY WHEN 75
Canaveral Air Force Station, Flor da, or Vandenberg A r Force YCARSLD
Base, Califoriiva <DA NI-255 941>
PASR (o} - INAL E. Al T
EXPOSURE HISTORY FOR NUCLEAR REGULATORY
COMMISSION LICENSES - NASA 76 XRAD
KSC personnel. civil servants, and contractor personnel, who have
received radiation exposure  Files include name, date offbirth, RECORDS ARE RETAINED AT
exposure history, name of license holder and social secunty KSC DESTROY WHEN 75
number YEARS OLD
<DA NI-255 941>
PASR D GLENN RESEARCH CENTER OCCUPATIONAL RADIATION
Present and former Glenn Research Center (GRC) employees and
P | who may be exposed to Files RECORDS ARE RETAINED AT
mclude name, date of birth, exposure history, name of license GRC DESTROY WHEN 75
holder social secunty number. employment and traning history YEARS OLD
<DA N1-25594-1>
1870 | 131 PESTICIDE RECORDS (N1 10y

’\ A

2

A AL REPORTS
Reports of pesticides used at NASA Centers prepared by
2

ers at the request of the Federal Committee on Pest

RECORDS IN THIS SERIES ONGER CREATED
SHOULD THERE BE A NEED FOR THI. CONTACT
YOUR LOCAL CENTER RECORDS MANAGER
INSTRUCTIONS

MISCELLANEOUS REPORTS

Reports on pesticides used at Centers, such as FCPC Forms 1 and 2

1 Headquaners

Centers

CLOSED SERIES

RETWRE TO FRC WHEN 2 YCARS
OLD DCSTROY WHEN 5 YEARS
OoLD

<DA NI 25594 1> (N 11-9)

DESTROY WHLN 2 YEARS OLD
<DA NI 255 94-1>

NOTES Only AFS numbers with defined subjects are used — RETENTION - For items marked Pending Retenton Approval,

«

for

contact your Center Records M:

and/or q
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
1870 | 132 ENVIRONMENTAL HEALTH REPORTS
A REPOR N ENVIR E L HE,
I Headquarters RETRE TO FRC WHEN 2 YEARS
OLD DESTROY WHLN 5 YEARS
oLD
<DA N125594 1> (NII-T)
2 Centers DESTROY WHEN 2 YEARS OLD
<DA NI 25594 I>
1900 | 133 ETHICS PROGRAM FILES

A

HICS PROGRA R
INTERPRETATION, COUNSELING_ AND DEVELOPMENT
FILES

Records maintained by ethics program offices relaung to the
devel review, impl and P on of
proposed or established executive branch standards of ethical
conduct and other eth cs regulations, conflict of interest and other
1cs related statutes and Executive Orders, and any agency

suppiemental standards of ethical conduct and other agency ethics-

ting the review of proposed or established ethics
ulations by ethics program officials.
including copes of p. sed legislation, comments and all related

records

Determnations, including advice'
employees, and supporting records

d counseling to individual

-Records relaung to requests under agency s

standards of ethical conduct for pnor approval of

employment and acuivities

1 Records such as d regarding widely-

ded gath which approp: agency elthics offidegls

deterrhne are related to the toutine non-precedential
application of settled legal standards to common factual
situations and are not inierpretations of the contlict of interest
statutes, 18 US C  202-209, and other ethics statutes the
violation of which may result 1n criminal penalties or civil
fines

2 Allother records

DESTROY WHEN OBSOLETE OR
SUPERSEDED
(GRS 1 27)

DESTROY WHEN 3 YEARS OLD
OR WHEN SUPERSEDED OR
OBSOLETE WHICHEVER IS
LATER

RS 25-1-2>

DESTROY WHEN
OR WHEN SUPERSEDBRQ OR
OBSOLETE, WHICHEV!

LATER
<GRS 25 1 b>

NOTES Only AFS numbers with defined subjects are used - RETENTION - For items marked Pendmg Retention Apptoval,
contact your Center Records Manager for informauon and/or questions



OR.GANIZATION AND

ADMINISTRATIVE RECORDS

SCHEDULE 1

(AFS 1000-1999)
This document 1s updated frequently; therefore, pnnted coples may be absolete Refer to the Change History Log at the
beginning of NPR 1441 1 1n the NASA Online Directives Information System (NODIS) for current version

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authonity>
133 B DARD: D LLIN N
PASR
Current, former, and prospective NAS A employees, who have ﬁicsg':‘%igziigmsn AT
soughl advice or have been counscled regarding conflict of interest ;:)B'I‘ROY WHEN 6 YEARS OLD

for g y Files could include,
dcpendmg upon lhc nature of the problcm. information collected on
employment history financial data, and information conceming
familyNnatters

ETHICS AGREEMENT RECORDS

umenting the review and 1ssuance of ethics agreements
e appearance of potental or actual financial

-Records relating to determinations, authonzatons
under SCFR § 2635 502 and 2635 503

-Records relating to the review and 1ssuance of waivers of
disqualifications under 18 US C § 208(b)(1) and (b)(3)

-Records relaung o the review and 1ssuance of post-employment
1ssues of civil servants at FFRDCs

<DA NI 25594:1>

DESTROY 6 YEARS AFTER THE
WAIVER OR OTHER AGREED-
UPON DETERMINATION OR
ACTION HAS BEEN ISSUEDOR
UNDERTAKEINOR IS NO
LONGER IN &FFECT
WHICHEVER IS LATER

<GRS 25 3>

CHAPTER 2 NRRS 2

LEGAL AND TECHNICAL RECORDS

137

REJECTED RECORD OFFERS

Records of fered to the National Archives and Records Admunistsation but
appraised as lacking sufficient research or other value to warrant
permanent retenuon or records that do not require a SF 115 Contact
Center Records Manager or the Agency Records Officer for more
informauon on this process

SEE 36 CFR, SECTION 1228 60
FOR POSSIBI.E DONATION OR
DESTROY IMMEDIATELY IF
RECORDS ARE NOT WANTED
<DA. NI 255-94:1>

END OF SCHEDULE

NOTES Only AFS numbers wnhd:ﬁned subjecls areused - RETENTION - Foritems marked Pending Retenuon Approval,

contact your Center Records M

for and/or q

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authont
2000 Laws and Legal Matters (see below)
2000 | 1 FEDERAL PERSONNEL SURETY BOND FILES
\ A L HE BOND AND CHE!
urchased before Jaouary 1, 1956 DESTROY IS YEARS AFIER
BOND BECOMES INACTIVE
{GRS 6-6a(1)]  (N2-7)
2 Bonds purchased after Decembe DESTROY 1S YEARS AFTER THE
END OF THE BOND PREMIUM
PERIOD
[GRS 66a(2)}
B - ) HER COPIES OF TROY WHEN BOND
BONDS ANDRELATED PAPERS FIACTIVE OR AFTER
THE END
PREMIUMPERIO!
[GRS 6 6b]
C ETY BOND VIEW FIL D D DESTRQY WHEN 5 YEARS OLD
RELATING TO THE REVIEW OF THE LEGAL SUFFICIENCY [ <DA NI1-255-94-1>
F SURETY BONDS
2000 | 2 PATENT FILES
A PATENT SOLICITATION CASE FILES
Files may include but arc not imited 1o the fnllowmg records,
including d (whether p d or not) received
by NASA viaanother Agency thiough a comru:l mvenuon dockets
[ d on inactive cases, abandoned
apphcauons and closed |lems and invenuon disclosure logs and
ledgers showing reported invention disclosure, date, disposition,
and US Patent Office action
1 Files for specific invention disclosures for which no patent RETRE TO FRC 6 MONTHS
application was filed AFTER CASE IS INACTIVE
DESTROY WHEN 10 YEARS OLD
<DA NI-25594-1> (N3 9)
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2 2 File for specific invention disclosures for which patent RETRRE TO FRC 6 MONTHS
applicauon was filed AFTER PATENT IS ISSUED
DESTROY WHEN 20 YCARS OLD
<DA NI 25594 I>
3 Sohciung instrucuons Lo Centers regarding procedures for DESTROY WHEN | YEAR OLD
soliciung <DA NI 25594 I>
B DETERMINATION OF RIGHTS to Employee Inventions, RETIRE TO FRC 6 MONTHS
including documents pertaining to Execuuve Order 10096, et seq AFTER CASEIS INACTIVEOR 6
MONTHS AFTER PATENT IS
ISSUED DLSTROY WHEN 25
YEARSOLD
<DA NI-255-94 1>
C  ASSISTANCE TO OTHER AGENCIES ON PATENTS RLTIRE TO FRC WHEN 2 YLARS
Files include legal given to other Agencies on patent OLD DESTROY WHEN 5 YCARS
matters oL.D
<DA NI 255 941> (N13-1})
D  PATENT-SOLICITING INSTRUCTIONS TQ JPL DESTROY WHEN | YEAR OLD
regarding solicitauon procedures <DA NI 25594 1>
E  ALLOTHER OFFICES/COPIES, DESTROY WHEN OBSOLETE OR
SUPERSEDED
<DA NI 255 94-1>
2080 | 4 CLAIMS FILES

Case files relating to claims in favor of, or against, the Govemment for
damage, loss, or destrucuon of property, and for personal injury or death
resulung from neghgence or wrongful acis or omissions of acts
Included, but not himited to, are tort claims (2 yr statute of imitation),
manume claims foreign claims intemauonal treaues, Space Act claims,
and personal property clauns

A SPECIAL MASTER CLAIMS

Claims established when many claims result from a single accident,
incident ordisaster

B RQUTINEALLOWED OR DISALLQWED CLAIMS

I Claims involving personal injury or a minor

2 Allother claims

RETIRE TO FRC 2 YEARS AFTER
FINAL ACTION ON CASE.
DESTROY WHEN 28 YEARS OLD
<DA NiRss 941> (NIR 1

RETIRETOFRC 2 YLARS AFTER
FINAL ACTION ON THE CASE.
DESTROY WHEN 28 YEARS OLD
<DA NI1-255-94-1>

RETIRC TOFRC 2 YEARS AFTER
FINAL ACTION ON CASE
DESTROY WHEN 8 YEARS OLD
<DA N1B5.94-1>

NOTES Only AFS numbers with defined subjects are used - RETENTION - For items marked Pending Retention Approval,

contact yourCenterRec

e M. 3

for and/orq

4 C  REPORTS
I Invesugauve
RETIRE TOFRC ON EXPIRATION
Documents accumulated from invesugating accidents and gg;?;}g%&gy&?ir\ .
incidents which could, but do not, result in the (iling of a claim DESTROY 5 YEARS AFTER
EXPIRATION OF PCRTINENT
STATUTORY PERIOD
<DA NI 255.94-1>  (NIB.4)
2 Miscellaneous
Claims reports consisting of staustical, fiscal, and related reponts | DESTROY WHEN 2 YLARS OLD
on the disposition of claims <DA NI 255.94-1> (N 13-5)
2084 | § ADMINISTRATIVE AND COURT LITIGATION CASES
INVOLVING NASA
Files of cases including, but not limited to, complaint answer motions, RETIRE TO FRC 2 YEARS AFIER
discovery, transenpt of proceedings, trial exhibits and bnefs tn support of ;Ecggsw;;%"viiu§gclsxov
l:e glameihposl:lons. together with the working papers of the attomey OR THE YEAR IN WHICH THE
andling the case CASEIS SETTLED DESTROY 20
YEARS AFTER FINAL DECISION
OR CASE IS SETTLED
<pA N1B%s.94 1> (N 13-23)
2100 [ 6 SMALL BUSINESS INNOVATIVE RESEARCH (SBIR)

These are files that are maintained by the Technology Utilizaton Office
at NASA Centers of solicited proposals NASA typically announces to
small business entiies what areas of interest and/or research mones are

for possible perf e Smallb send n proposals to
NASA in the subject areas for review and evaluation These files are hept
n the sequence of phases required under the SBA regulations

A PHASE|.SELECTEDPROPOSALS

Winning proposals scores I rec and
selected proposals which are funded

B PHASEJ-NOT SELECTED

Proposals not selected for funding

C  PHASEJL- FUNDED PROPQSALS

Original proposals | sheets, r and

selection sheets

RETAIN AND INCORPORATE
INTO PHASE I CASE FILES
<DA N1 25594 1>

DESTROY PROPOSALS NOT
FUNDED ONE YCAR AFTER
COMPLETION OF END OF
PHASC1

<DA NI1-25594 1>

DESTROY FUNDED PHASE It
FILES 1 YEARS AFTER THE END
TERMINATION OR
COMPLETION OF PHASE Il

<DA N1Bss5.94-1>

NOTES Only AFS numbers with defined subjects are used -- RETENTION - For items marked Pending Retenuion Approval,
contact your Center Records Manager for infomanon and/or questions
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A BUBLICATION ORDERS, MEMORANDA, AND REPORTS
FILES

Orders memoranda and reports between the Technology
Uulizatron Office and the Sciennlic and Technical Information
OfTice, relaung to the use of STI's services  (This includes files
created both by Headquarters and CenlersA

s a CLOSED SERIES

(HQ ONLY)

Finished publi¥hed pi ding; d and located
at CASI (Center dgAeroSpace Information)
(Office of Primary Respbgsibility - NASA Headquariers, Code C)

C TUCLPPING FILE (Mamta

Information)

d at CASI Ceater for Aerospace

Tlusis a CLOSED SERIES
Files of articles appearing in technical and
NASA TU Program (including curreni and afi
and the transter of space lechnology o private in

e maga~sines on the
the fact aricles),
Siry

1 Chppings with no value (including those lhat do not cily
relate 10 a specific project/program)

()

Chppings of TUthathave valueand are related Io a
projext/program

-

JPL ONLY OPR

; D PHASEN- NOTFUNDED
Proposals not selected for funding (Phase Il only--but selected DESTROY UNFUNDED PHASL 11
dunng Phase | process) PROPOSALS ONE YEAR AFTER
THE SELECTION
ANNOUNCEMENT OF PHASL 11
<DA NI[-255-94-1>
E NAS, -
These records include boh Phase I and II proposals, and are DESTROY PAPER RECORDS
microfiche in their enurery AFTER MICROFICHING
<DA N1-255 94-1>
F MICROFICHE
(ltem E Above ) DESTROY MICROFICHE WHEN
10 YCARS OLD
AN <DA NI 255-94-1>
2100} 7 TECHNOLOGY UTILIZATION FILES

DESTROY WHEN 2 YEARS GLD
<DA NI-25594 1> (N3 5)

* PERMANENTRR
TRANSFER TO NARA IN

10 YEAR BLOCKS WHEN 30
YEARSOLD

<DA NI 255.94-1>

DESTROY WHEN NO LONGER
NLCEDED OR WHEN 3 YEARS
OLD WHICHLVLR IS SOONER
<DA N1-25594-1> (N2} 6)

ACE CLIPPING IN SPINOIT
CMGE SLCE [TEM 1 OF THIS
SCHIMQULE
<DA NINSS 94 (>

RETIRE TO LOGAL RCCORDS
STORAGE WHEN YCAR OLD
TRANSILR TO JPL WRCHIVLS
WHEN 10 YEARS OLD TROY
WHLN NO LONGELR NEE

<DA NI 255-94 1>

NOTES Only AFS numbers wuh defined SUbJEClS are used -- RETENTION - For iems marked Pending Retention Approval,
contact your Center Records N ger for and/or q

2130

2131

2170

7

T~

G

4 All other of fice/copies

Office which ongin
1 Headquarters

One record copy of each publication, including abstract
located at CAST (NASA's Center for Aerospace Information)

Centers

X

lnnovalorBJvorkmg papers (including patent) relating to the
publicauon, such as feeder ceports background materuals.
intenim feports notes, correspondence, together with related
showing inception, scope. and background

3 All other offices/copies

TECHNICAL SUPPORT PACKAGE (TSP) FILES

TSP files typically consist of basic technology that has not yet been
transferred 1o a workmg/pnvale-pubhc orgamization Files consist
of a col of tech relaied to and describing
aspects of the innovauon reponted in a NASA Tech Bnef (ltem D
above), including reproductble master copy (if any) and exclusive
ofduplicated copies of the TSP (if this is a patent, it 1s the basic
documentation)

DISS T FIL.|

Preluninary, progress, and final repons of pubhcauons prepared or
issued by conltractors op I T logy Transfer
Center (RTTC) COSMIC or TAC m Cooperalion wnh NASA and
other contractors assisting the Technology Uulization Program
disseminatton efforts, and 1elated correspondence

1 Headquarters - TU Oflice/Program

2 All other oflices/copies

NEW TECHNOLOGY FILES
1 REPORTS

DESTROY WHEN NO LONGER
NELDED OR WHEN | YEAR OLD
WHICHLVER IS SOONER

<DA N1 25594 [>

<DA NI 255-94-1>

RETIRE TOFRC AT THE SAME
TIME AS THE RELATED CASC
FILES DESTROY WHEN 10
YEARS OLD

<DA NI-255 94-1>

DESTROY WHEN REFERENCE
VALUEREASESORBHENR
YEARS OLD

<DA NI 255-94-1>

RETIRE TO FRC WHEN 5 YEARS
OLD DESTROY WHEN 10 YEARS
OoLD

<DA N1t 25§94-1> (N233)

RETIRE TO FRC WHEIN 2 YEARS
OLD DESTROYWHEN 5 YEARS
oL

<DA NI 25594 1> (N234)

DESTROY WHEN 2 YEARS OLD
<DA NI-255.94-1>

NOTES Only AFS numbers with defined subjects are used -- RETENTION - For items marked PendingRetention Approval,
contact your Center Records Manager for information and/or questions
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. 7 2 SPINOFF PUBLICATION . PERMF@BN‘E\ITB c
SUBJECT AREA OR RECORD TITLE RETENTION \ TRANSFER TO NARA AS CITED
AFS# | ITEM DESCRIPTION OF RECORD SERIES BELOW
_— _— <Au(hon(¥>
@ 1976 1990

One ongmnal finished/published document
7 These are new technology reports submitted to Technology RELTIRL TO FRC 3 YEARS AITER

Uuhizauon Offices by wn-house personnel or by contractors in RECEIVED DESTROY WHLN 5
accordance with the provisions of the contract's new technology | YEARS OLD
clause (an annual report) <DA NI1-255-94-1> (N213-2)

CLOSED SERIES

£ 1976 - 1986
01987 - 1990

TRANSIER JANUARY 1 1997
TRANSFER JANUARY | 2000
<DA N1 255 94-1>

\\ {a) HQand all other NASA Centers SEE DISPOSITION ABOVE

RETIRE TO LOCAL RECORDS (b) 1991A Conunuwng
STORAGE 3 YEARS AITER
RCCEIVECD TRANSFER TO JPL This 1s a CLOSED SERIES
ARCHIVLS WHEN 10 YEARS
OLD DESTROY WHEN NO

LONGER NELDED THESE (c) 2003 - Continuing
CANNOT BE RCTIRED

* PERMANENT *
TRANSFER ONE COPY

This1s a CLOSED

PUBLICATIONS OF
<DA NI 255-04-4>

2220 | 8 SCIENTIFIC AND TECHNICAL INFORMATION o
~ PUBLICATIONS AND MATERIALS

TOANARC
<DA NI 25894 I>

2 CONTRACT ADMINISTRATION OF CLAUSE
Scienufic and Techmical Information (STI) 1s defined as the resulis (facts,

pertaining to administration of the new technology clause in RETIRL TO FRC | YEAR AITER analyses, and conclusions) of basic and applied scientfic, 1echnical, and
contracls, esp y to rep gandp gof innovauons g&?&ﬂf&gfg?%m related engineenng research and development STI also includes
required to be reponed FINAL PAYMENT OR CLOSEOUT management, industnial, and economic information relevant to this
o] GSFC ONLY - Thisitem apphes to the Patent Office <ISA NI-255 94.>  (N23 1) research
o] HQ and all other NASA Ceniers - o
A PUBLICATIONS AND MATERIALS MAINTAINED BY OPR
H TUAPPLICATIONS FILES
Published and processed documents prepared by NASA such as
1 APPLICATION TEAM techmical reponts, lustonical volumes, and informational matenals
Reports, correspondence, munutes of meetings, etc producedby | RETIRE TO iRC WHENA YEARS 1 The oflic.c of pnmary respanJs|b1hly will maintam one copy of RETIRE TO FRCLAT END OF
the application team in identifying public sector opportunities OLD DESTROY WHEN 5 YEARS cach published or p together with related ROyl
PP 8P ppo oLD background papers reflecung a basis for the 1ssuance or that DOCUMENT IS PUBLISHED
for adaptive engineering grounc pap B3 Dasis DESTROY WHEN 10 YEARS OLD
<DA N1-255 941> contnbute to the content of the publicauon ncluding

<DA NI 25594 I> (N 1-28)

c papers and
2 APPLICATION ENGINEERING PROJECT CASE FILES

NOTE It s the responsibility of the OPR to send/subrrut one

These files are maintained by the Program Manager who 1s RLTIRE TO FRC WHEN 2 YCARS record copy to CASI See Sub-element C of this ltem

located at NASA HQ, Code C, and consist of RTOP summanes, | OLD DESTROY WHEN 5 YEARS

intenm repons, and summaries tn nuranve format ?[';E NI 25504 1> 2 Working papers such as notes. rough drafts, background repoits, | DESTROY | YEAR AFTER

NOTE Case files that are located at 'h:dYCSPeC“;C lead . A and other such papers (exclusive of those descnibed under D[?EU}}TE‘:: |’54P1UBUSHED
installation and should be reured under Schedule 8, Item [ } < - -1>
R&D Project Case Filesas a PERMANENT record
series \ 3 All other offices/pnnted copies DESTROY WHLN REFTRENCE

VALUECLCASES
| SPINQFF FILES B <DA N1-255 94-1>

UBLICATIONS AND MATERIALS NOT HELD AT CASI

1 SPINOFF CASE FILE

Files are maintamed by year and consist of research files which | RCNRE TOFRC WHEN S YEARS

contain cl dence with comp product OLD DESTROY WHEN 20 YEARS Educanon Office Public Affairs:
Iiterature and interview notes and any other similar OoLD pamphlet, repon, leaflel, poster, chart, bodl
<DA NI 25594 I> b ad 1d

documentation or related materials

or other p orp
report If not pubhshed

1 Record copy with the supporting papers which document the * PERM >
inception, scope, and purpose (This item does notcover copies | TRANSFER TON N 10
and related matenal retained in ongwating office ) YEARS OLD <DA NI-2
NOTES Only AFS numbers with defined subjects are used - RETENTION - For items marked Pending Retention Approval, NOTES Only AFS numbers with defined subjects areused -- RETENTION - For items marked Pending Retention Approval
contact your Center Records Manager for nfc and/orq contact your Center Records Manager for wnfi 1on and/or q
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Change History Log at the

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authority>

2 All other office/copies

gmﬂgugummmm@pmamamu

Record copy of fic and P suchas
Technology Surveys, Techmcal Reports, Technical Notes.,
Technical Memoranda, Contractor Reports, and Special

Publ Theseare les only and records should not be
ted to this selection

One silver ongmal™®od one diazo copy
(Startimg - Post 1993)

9

ALL OTHER COPIES

(b)

Paper copy
This s a CLOSED SERIES

(1) Pre-1958

(2) 1958 - 1978 (Thathave not been microfilmed )

(3) 1979 - 1993 (Thathave not been microfilmed )

DESTROY WHEN SUPERSEDED
OBSOLETE. NO LONGER
NEEDED OR WHEN 3 YCARS
OLD WHICHEVER IS LATER
<DA N1-25594-1>

¥ PERVANENT *

TRANSFER TO NARA WITHIN
1 YEAR AFTER FILMING
<DA NI 25§93 1> (N237)

DESTROY WHEN NOLONGLR
NEEDED OR WHEN REFTRINCE
VALUE CCASCS RCCORDS
CANNOT BE RETIRCD TO AN

<DA NI-25394 1>

* PERMANENTR
SEPARATE SF 115 MUST BE

<DA N1-255 94-1>

* PERMANENT *
TRANSFER TO NARA WHEN
YEARS OLD (2003) OR SOONER
«<DA NI 255-94-1>
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I~

(4) 1994 10 present that have not been microfilmed

{5) Paper copies thal have been microfilmed dated 1958
10 present

(c) Pontable Document Format (PDF) Searchable

e Exact
(or Other NARA Approved Electronic Format) Copie:

2003 - Conttnuing

DOCUMENT AVAILABILITY AUTHORIZATION (DAA

RECOROS

1

s

Papers submitted for approval of and released through scienufic
and technical orgamizations EXTERNAL to NASA

(a) Documentation consists of theonginal paperwork
submutted for each paper

O NF 1676 (or old FF427). ‘"NASA Scientfic and
Technical Document Availability Authonzation
(DAA)".

O Abstractof the paper cited on the NF 1676 (or old
FF427)

JSCONLY

In addstion to the above documentauion, JSC authors are
required to provide

O JSC Fonn 548, “Approval and Funding for Technical
Presentauons, Technical Papers, and Jounal Arucles
for External Audiences *

(b) All other copiex/centers

Papers submutted for publication in the NASA Scientfic and
Technical Reports Senes

(a) Records document both Center and NASA Headquarters
approval of reports by civil servant and contractor authors
forpublication in the NASA STI Repont Senes
Documentation consists of

O FF427(DAA),
O Repon Documentation Page (SF 298), or an Abstract
of,, or an Iniroduction to the Report,

* PERMANENTIK
TRANSFER TO NARA WHEN
| YEAR OLD

<DA NI-255 941>

DESTORY (AFTER
VER(FICATION OF MICROFILM)
WHEN NO LONGER NEEDED FOR
REFERENCE OR WHEN 60 YEARS
OLD WHICHEVER IS SOONER.
RECORDS CANNOT BE RETIRED
TOANBRC

<DA N1.25594-1>

*PERMANENT*
TRANSFER TO NARA
NNUALLY IN ACCORDANCE

DESTROY 2 YEARS AFTER
MEETING OR PUBLICATION
DATE CITED ON THE FF427 (DAA
FORM) OR WHEN 5 YEARS OLD
WHICHEVER IS SOONER

<DA NI 255-94 I>

DESTROY WHEN NO LONGER
NEEDED FOR REFERENCE USE
OR WHEN 3 YEARS OLD
WHICHEVER IS SOONER

<DA NI 25594 1>

DESTROY NOLATER THAN §
YEARS AFTER DATE OF
PUBLICATION OR WHEN 6
YEARSOLD WHICHEVER IS
SOONER

<DA N1-255-94 |>

NOTES Only AFS numbers with defined subjects areused -- RETENTION - For items marked Pending Retention Approval

NOTES Only AFS numbers with defined subjects are used -- RETENTION - For tems marked Pendmg Retenuon Approval,
contact your Center Records Manager for infonnation and/or questions

P
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(3019901993

DESTROY JANUARY 1998

il

RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
8 ISCONLY

In addition to the above, JSC authors (as opposed to a
contractor author) are required to provide

Q JSCForm 155 "Processing Scientific & Technical
PublicationsA

(b) All other copies/centers

E  AUTHOR'S FILES/RECORDS
1 AUTHOR'S WORKING PAPERS
Working papers relating to the publication, such as feeder

reports background matenals, infenm reports, noles,
correspondence, and related papers

[X)

SPECIAL AUTHOR FILES (GRC)

(a) Edited manuscriptcopy galley proofs. blue lines, and
dummy layouts for each technical repont

(b) Camera-ready copy of text and figures and relatied

negatives, supporung papers which document the
nception, scope, and purpose, including editonal notes

F  EDITED MANUSCRIPT FILES
I HQ STIFILES (Code J)

(a) Edited manuscript copy. galley proofs, blue lines, and
dummy layouts for each publicauon

(b) Camera-ready copy of Special publicaiions, including
ongmal art figures, cover design, and utle page

2 E-FILES (GRC STIFILES)

(a) Edued manuscript copy. galley proof's, blue ines and
dummy layouts for each technical repont

(1)1981-1983

DESTROY WHEN NO LONGER
NLCEDLD FOR REFIRENCE USC
OR WHENA YEARS OLD
WHICHEVER IS SOONCR

<DA NI 255 94-1>

DESTROY WHEN 15 YCARS OLD
<DA NI 255-94 1>

DESTROY WHEN 2 YEARS OLD
<DA NI1-255-94 1>

DESTROY 20 YEARS AFTTR
SEPARATION TRANSIER OR
‘TERMINATION OF EMPLOYEE
<DA NI 25594 >

DESTROY WHEN 2 YEARS OLD
<DA NI 255-94 |>

TRANSFIR TO FRC' 6 MONTHS
AFTCR DOCUMENT IS
PUBLISHED DESTROY WHEN 3
YEARS OLD

<DA NI 255 94 1>

DESTROY JANUARY 1996

(2) 1984-1989

DN,

DESTROY JANUARY 1997

NOTES Only AFS numbers with defined subjects are used -- RETENTION - For items marked Penduig Retention Approval,

contact your Center Records Manager for

P

and/or q

\\

G T

1

[8)

(4) 1994 and Continuing

(b) Camera-ready copy of text, figures, related negauves and,
rung papets which document the inception, scope,

¢, including editoral notes

)

(1) 1981-1983

(2) 19841989

3) 1990 1993

4) 1994 and Continuing

IBLICATION FILE!
Other locally published reports NOT included in the "formal
series list above
GLENN - Locally published Reports NOT included in
FORMAL senes
(a) B-FILES
(1) Edited manuscript copy, galley proof's, blue Iines, and

dummy layouts for each technical report

(2) Camera-ready copy of text. figures, related negatives
and supporung papers, which document the incepuon,
scope, and purpose, including editorial notes

(b) RECURRING B-FILES

(1) See Description in a (1) above

(2) See Descnpuon in a (2) above

(c) PROJECT-RELATED FILES

DESTROY WHEN 2 YEARS OLD
<DA NI1-255 94-1>

DESTROY JANUARY 1996
<DA N1-255 94-1>

DESTROY JANUARY 1999
A N1-255 94-1>

<DA NI-255 94-1>

DESTROY WHEN 10 YEARS OLD
<DA NI 25594 I>

DESTROY WHEN RLFERENCC
VALUE CEASES
<DA N1-25594-1> (N2l 8)

DESTROY 2 YEARS AFTER
PUBLICATION
<DA NI 255-94 I>

DESTROY WHEN 10 YEARS OLD
<DA NI1-255 94-1>

DESTROY 2 YEARS AFTER
PROGRAM TERMINATION
CANCELLLATION COMPLETION
UPONTACILITY CLOSURE OR
WHEN S YCARS OLD
WHICHEVER IS LATER

<DA NI 25594 1>

DLSTROY 10 YCARS AI'TER
PROGRAM TERMINATION
CANCELLATION COMPLETION
UPON FACILITY CLOSURE OR
WHEN 15 YEARS OLD
WHICHEVER IS LATER

<DA NI 25594 1>

NOTES Only AFS numbers with defined subjects are used -- RETENTIONA- For items marked Pendin g Retention Approval,
contact your Center Records Manager for information and/or questions
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8 (1) See Descnipuion in a.(1) above DESTROY 2 YEARS AFTER
PROJECT TERMINATION
CANCELIL.ATION OR
COMPLETION
<DA N1-25594-1>
(2) See Description in a(2) above DESTROY WHEN REFERENCE

VALUE CEASES OR WHEN 20
YEARS OLD WHICHEVER IS
SOONER
<DA NI 255-94.-1>

H  ALLOTHEROFFICES/COPIES DESTROY WHEN REFERENCE
VALUECEASESOR WHEN NO
LONGER NEEDED
<DA NINSS 94-1>

2240 Library Program (sce below)
2300 | 11 MANAGEMENT PROJECT FILES

Surveys, analytical studies. background papers, notes. data, interun TRANSFER TO FRC 3 YEARS

reponts, final reports. and relaling papers periaining to administiative AFTER COMPLETION OR

funcuons, e g, appraisal of microfilming proposals, evaluating need of Lg_ﬂgca%}%’;momcgl_n

adduional filing equipment. reviewing utihizaton of of fice machinery <DA NI 255.94.1> ‘E‘(Ndlsjn

2310 | 12 IRM (INFORMATION RESOURCES MANAGEMENT) FILES

A [RMFILES - GENERAL

Records in this senes consist of correspondence, feeder repons thal
are summaned into other reports, background docwnentauon, or
other related matertals

B SELF-ASSESSMENTS

NASA Annual self. doc c greviews
of IRM policy compliance, responsibilities, and pracuices Included
are associated comrespondence, directives, guides, surveys, studies,
summary reports, acuons plans and progress reports, and major
informauon system inventones

1 Headquarters

(a) Summary reponts as submiued by Center

() Agency level summary reports as prepared by OPR

2 Centers
(a) Reports sub d to L on self-
(b) OPR responsible for prep and g repons to

Headquarters, including back;round data used for
summary report

DESTROY WHENNOLONGER
NEEDED OR WHEN 3 YEARS
OLD WHICHEVER IS SOONER.
<DA NI 255 94-1>

DESTROY WHEN 7 YEARSOLD
<DA N1-255 94-1>

DESTROY WHEN 7 YEARS OLD
<DA NI-25594-1>

DESTROY WHEN 8 YEARS OLD
<DA NI1255-94 1>

DESTROY WHEN 8 YEARS OLD
<DA NI 25594 1>

NOTES Only AFS numbers withdefined subjects are used -- RETENTION - For 1lems marked Pending Retention Approval,

contact your Center Records Manager for

and/or g
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\

[

TRIENNIAL REVIEW FILES

eports and compliance certifications required by General Services
A ton (GSA) conceming reviews of IRM pracuces

Included are a correspondence, studies, directives, feeder
reports and monuoring su: d reports

1 Headquarters - OPR

2 Centers OPR

IRM LONG-RANGE PLANS/REPORTS
Dx involving the establish of schedules to achieve

NASA's long range IRM objectives, the formulation of new
concepis and requirements 1n [RM for planning purposes and
similar mauers Included are [RM long range plans, forecasts,
reports, documents reflecting the evol of these plans/f¢

and documents contributing to the development of such plans or
forecasts

1 OPR - NASA Headquarters (Code JT)
(Documeniauon may include but 1s not imited to the IRM L-R
Plan Call Leuer, 8 from the ¢
office incoming extenal documents)

~

Contribuung Offices (Headquarters and Centers)

3 Allother offfice/copies

IRM STRATEGIC PLAN (S Year Pla/Updated Annually)

Records consist of [RM strategies that are common to NASA that
support the Agencies missions and goals by providing Agencywide
perspectives and directions for NASA's [RM-related program
inmatives  The plan includes IRM goals and objecuves, key
milestones within a three to-five year umeframe thatdefines the
contnbuuon of infi to the of
NASA's missions Records include but are not imited 1o Meeting
minutes [RM documentauon, final publication or proposed
Strategic Plan

I OPR NASA Headquarters

2 Contribuung Of fice (Headquarters and Centers)

DESTROY WHEN 7 YEARS OLD
GRS 16 11]

DESTROY
[GRS 16-11]

DESTROY BACKUP
DOCUMENTATION 1 YEAR
AFTER COMPLETION OF THE
IRM LONGRANGEPLAN
RETAIN FINAL IRM L-R PLAN
ON-SITEFOR 10 YEARS AND
THEN DESTROY

<DA NI-255 94-1>

DESTROY WHEN 3 YEARS OLD
OR WHEN SUPERSEDED
WHICHEVER IS SOONER

<DA NI-255 94-1>

DESTROY WHEN NO LONGER
NEEDED OR WHEN 2 YEARS
OLD WHICHEVER IS SOONER
<DA NI 255-94 1>

RETAIN ON-SITE AND DESTROY
WHEN 10 YCARS OLD
<DA N} 255 94-1>

RETAIN ON-SITE AND DESTROY
WHEN 6 YEARS OLD
<DA N1-255 94-1>

NOTES Only AFS numbers with defined subjects are used -- RETENTION ~ For items marked Pending Retenuon Approval,

contact your Center Records M:

for infc and/or




LEGAL AND TECHNICAL RECORDS

SCHEDULE 2

(AFS 1000 1999)
This document Is updated frequently, therefore, pnnted copies may be obsolete Refer to the Change History Log at the
beginning of NPR 1441 1.n the NASA Online Directives Information System (NODIS) for current version

12 3 All otheroffice/copies

F  OMB BULLETINS (IRM PLANS - ANNUAL)

Documentation consists of OMB Bulleuns, background matenal
supporung documentation and information which may include but
are not lunited to records concerning  secunty, ICB (Information
Collectuon Budget), Long-Range Plan Sirategic Overview,
Telecommunicauon Plan

[ OPR - NASA Headquarters

2 Contnbuuing Office (Headquarters and Centers) and all other
offices/copies

DESTROY WHEN NO LONGER
NTCEDED FOR REFERENCE, OR
WHEN 3 YEARS OLD
WHICHEVER IS LONGER

<DA N1 25594-1>

RETAIN ON SITE AND DESTROY
WHEN 3 YEARS OLD
<DA NB55-94-1>

DESTROY WHEN NO LONGER
NEEDED OR WHEN 2 YEARS
OLD WHICHEVER IS SOONER
<DA Ni-255-94 I>
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2400 | 13 AUTOMATED DATA PROCESSING (ADP) RECORDSR-
GENERAL

A COMPUTER READABLE MEDIA - GENERAL

Electronic media created in the areas of accounting, inventories,
budget, library type indices admunistrauon, and are used in
connection with the accumulauon of operaung and reporting data of
acuviues  Electronic records thar suppon admumstrative
housekeeping functions when the records are derived from or
replace hard copy records authonzed by NARA for destruction

IEPAPER RECORDS EXIST AND
THE ELECTRONIC MIDIA
REPRESEINTS A DUPLICATION
RELEASE MEDIA FOR REUSE
NOT LATER THAN 30 DAYS
AFTER THE NEED FOR IT HAS
BEEN MET ANDEHATBR Wi L
NOT BE REQUIRED FOR
FURTHER USE.

<DA N125594 1> (NB 1)

IF PAPER RECORDS DO NOT
EXIST MAINTAIN DATABASE,
DEIETE/DESTROY RECORDS
AFIER THE EXPIRATION OF THE
RETENTION PERIOD
AUTHORIZEDBORTHE BARD
COPYHRYPERECORD OR WHEN
NO LONGER NEEDED
WHICHEVER IS LATER THE
DATABASE STORAGE MEDIA
CAN BE RELEASED FOR REUSE
WHEN 5 YEARS OLD

[GRS 20 3b(2)]

NOTES Only AFS numbers with defined subjects are used -- RETENTION - For items marked Pendig Retention Approval

contact your Center Records Manager for information and/or questions

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# |ITE DESCRIPTION OF RECORD SERIES <Authont
— <Authority>
2410 | 14 AUTOMATED DATA PROCESSING (ADP) RECORDS/FILES
A ANNUAL ADP PLANS
Developed by the installauons, these plans are submitted to the
Inf R Policy Office (Code JTD) at
Headquarters for review The plan 1s consolidated into a summary
report and used for active reference
1 Office of functional responsibility (NASA HQ) RETIRE TO IRC S YCARS AFTER
THE YEAR TOWHICHTHE
PLANS PERTAIN DESTROY
WHEN 10 YCARS OLD
<DA NID&5.94 1> (N 143)
2 All other offices/copies DLSTROY WHEN ACTIVE
REFERENCE VALUE CEASES OR
WHEN 3 YEARS OLD
WHICHEVER IS LATER
<DA NI 255 941>
B SECURITYPLANS
In accordance with the Computer Secunty Act of 1987 (PR 100-
235) annual plans are required to be prepared and sub dto
NIST and NSA for comment regarding computer systems that are
rdenufied contaiming sensiuve infonnauon Each system plan
ncludes a basic descnption of the purpose, environment, and
sensitvity of the system and the secunty measures intended to
protect the system and uts data. Plans are not statements of agency
secunty policy They indicate secunty requirements and how the
agency intends to meet Lhose requrements
[ Office of functional responsibiity (NASA HQ) RETIRE TO FRC 3 YEARS AFTER
(NOTE Thus is agency-wide responsibility) YEAR TO WHICH PLLAN
PERTAINS DESTROY WHEN 10
YEARS OLD
<DA NI 25594 1>
2 Centers and all other offices/copies DESTROY WHEN ACTIVE
RETERENCE VALUE CEASES OR
WHEN 3 YEARS OLD
WHICHEVER IS LATER
<DA NI 255.94-1>
C  PROGRAMS SYSTEMS
Oniginal programs, computer medsa. and documents containing
defimuons of the system(s) including finctional requirements, data
req /subsy pecificaiions, requests for the
system, and authorizing directives
1 For adisapproved proposed system RETIRE TOFRC | YEAR AFTER
FINALACTION DESTROY 10
YEARS AFTER FINAL ACTION
<DA NI-255-94-1>
(N277 271{78))

NOTES Only AFS numbers with defined subjects areused -- RETENTION - For items marked Pending Retention Approval,

contact your Center Records M

for wnf and/or
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2__For an approved system for whu:h all related computer readable
dala filesare a for

RETRRE TOFRC | YEAR AFTER
DISCONTINUANCE OF THE

3 For an approved system for which any related computer
readable data file 1s not authorized for disposal

SYSTEM JAYEARS. |
AFTER DISCONTINUANCE

|GRS 20]

RETAIN WITH RELATED DATA
FILES DESTROY IN
ACCORDANCE WITHRELATED

FILES
<DA NI-25§94 1>
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19

COMMUNICATIONS RECORDS

A CORRESPONDENCE,REPORTS, AND REFERENCE FILES

Corrcspondcncc and related records pertan ing to the intermal

aton and op of the funcion
Documents relating to communications planning, projecting
requirements and costs, and HQ approval, such as NASA Form
1¥02)ndN 103 and related matenals Records may include, but are
not imited to NAS A Mail items/documentation (media
independent) such as monthly NASA-Mail reports, user account
requests and activity logs, Direct Access Computer System (DACS)
requests, and any other assoclated user documentation

B COMMUNICATION EQUIPMENT/SUPPORT REQUIREMENTS

1 Secunty equipment requirements and all related documentation
and matenals

2 Project support communications fequurements, recofds consist
of documents reflecting support requiremenis for the objectives
contained in the PSCN database (OPR)

T=GWDANCE, POLICY: PLANNING RECORDS
Program files which consist of doC mm%

for Ihe developi of the ¢ Lo
Files consist of overall guidance, technology plans, and ADP plans -
OPR, NASA Headquarters, and MSFC Com Center ONLY

D  INTERFERENCE REDUCTION

Documents relating to the tesung or advising on techniques and
gned to reduce or el electrical disturbances

p or oning of electric

\;hlcrh cause
equipment.

E  EACLIT[ESLEASEREQUESTS
Documents relating to requesis for providing rearranging, and

g ) equ pmenu, and services leased
1 Ies o meet bje of

from
NASA

DESTROY WHEN 2 YEARS OLD
OR WHEN REFERENCE VALUE
CEASES WHICHEVERIS

SOONER
<DA NI-25594 1> (N 10-29)

DESTROY WHEN 2 YEARS OLD
<DA NI-255-94 1> (N1011)

DESTROY WHEN UPDATED OR
SUPERSEDED
<DA N1 25594 1> (N105)

HANDLE AS PERMANENT
PENDING RETENTION

~xrPRO
(NI‘:M\

DESTROY WHLN 6 YEARS OLD
<DA NI1-255-94.1> (N 10-8)

DESTROY 3 YEARS AFTER
TERMINATION OF LEASE
<DA NI 255:94-1> (N10T7)

19

F ACCOUNT FILES

Dx s relating o lines, 1¢, telephone, data,
wide-areanetworks etc Vouchers. vendors invoices and
correspondence EXCLUDING fiscal copy. and including local and

ac

I WIRE/WIRELESS MESSAGE FILES

Copies of and
related records

g wire/wireless and all

DESTROY WHEN 6 MONTHS
Ol

<DA N1 25594 1> (N 10-13)

~
2570 %\ FIXED COMMUNICATIONS FILES
* PERMANENT' *
RETRE TO FRC | YEAR AFTER
DISCONTINUANCE OF FACILITY
B | TRANSFER TO NARA 10 YEARS
“AF¥ER DISCONTINUANCE OF
FACILITV —~—___
<DA N1-25§94-1> I"HO‘Q)\
B OPERATIONS FILES
20 D c f and data on codes radio DESTROY WHEN SUPERSEDED
frequency mlgnmenb call signs, and lists of holders or code g‘éég‘égm OR NO LONGER
systems <DA NI-255-94-1> (N 10:9)
Documentsreflecung data on circun usage for engineering of fixed
1ons facilities, p g programrming and budgeting
and relaled papers
1 Oftice ofprimary responsihility RETIRE TOFRC WHEN 2 YEARS
OLD DESTROY WHLN 10 YEARS
oLD
<DA N1255941> (INI0O2)
2 All other offices/copies DESTROY WHEN 6 MONTHS
OoLD
<DA N1 255-94 1>
2570 | 21 RADIO AND TELEVISION RECORDS

A SERVICECONTROL FILES

Documenu related to the servicing and operation of radio and
and systems including service records and
summaries of authorized equipment and servu::

DESTROY WHEN SUPLRSEDED
OR ON DISCONTINUANCE OF
THEFACILITY OR
INSTALLATION WHICHEVER IS

SOONLR
<DA NI-255 941> (N1010)

NOTES Only AFS numberswithdefined subjects are used -- RETENTION - For items marked Pending Retention Approval,

contact your Center Records Manager for

on and/or q

NOTES Only AFS numbers with defined subjects are used -- RETENTION - Foritemsmarked Pending Retenuon Approval,

contact your Center Records Manager for and/or
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21

B RADIOQFREQUENCY FILES

Auth 1 g correl
frequencies and call signs

and use of radio

C  COMMUNICATIONS REPRESENTATION FILES
O« g rep jononand r d
Jomnt or other non-NASA lud: pl of
d onsignal ions and electronic policies,
particularly on radio frequency allocations call signs, radio
fe and radio pr mauers

to

RETIRE TO FRC WHEN 2 YEARS
OLD DESTROY WHEN 10 YEARS
oLD

<DA N1-25594-1> (N 10-1)

DESTROY WHEN 5 YEARS OLD
<DA NI 25594 1> (N10-3)

LEGAL AND TECHNICAL RECORDS
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(AFS 1000-1999)
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0| 2

FILM CONTROL - LOGS/ FORMSR CHARGE OUT CARDS

g books, caption sheets, shelf lists, indexes, catalogs, and shot
hstsused.ag finding aids for idenuficauon, retrieval or use

B Forms used as finding aids, 1dentification, or used for retne’

DISPOSE OF ACCORDING TO
INSTRUCTIONS COVERING THE
RELATED AUDIOVISUAL
RECORDS

{GRS 21 29} (N 19 13)

SEE ABOVE DISPOSITION

purposes, of films 12}
22 C  Cards showing film and equipment on loan(s) DESTROY | YEAR A T
ENTRY ON CARD
<DA N1-255-94 1> (N9-6)
2630 | 23 PHOTOGRAPHSK STILL PICTURES

NOTE MouonPicture Films (N 19-16) AFS 1394 SEE
SCHEDULE 1
Sound Tracks AFS 1394 SEE SCHEDULE |

A Wi CT T FILE,

1 Work orders and ledgers used in processing and production of
photographic services (information may be conlained in an
electronic action tracking system)

2 Repons showng workload, ume expended and type of
producuon (color, black and whiie still or motion piciure)

DESTROY WHEN 3 YEARS OL.D
<DA NI 255-94-1> (N 9.4)

DESTROY WHEN | YCAR OL.D
OR WHEN NO LONGER NCEDED
FOR REFERENCE.

<DA N1-255-94-1> (N9 5)

| SELECTED PROJECT CASEFILES
Photographi3~a-master and one captioned print if available, that

C  R&DETILS

document >|gul’|can\lR&99m%,a’c::1ues This senes covers
the OPR or Pioject Offices' ongin olographs lor

projects that are selecied by the Project Office

histoncal or technical value and warrant permanent retents

(see selection criiena outlined 1n Schedule 8 ltem SA)

* PERMANENTR

TRANSFER WITH SELECTED
PROJECT CASE FILE UNDER
SCHEDULE 8/5A

<DA N1-255 94-3>

'\

s

NOTES Only AFS numbers with defined subjects are used -- RETENTION - For items marked Pending Retenuion Approval,
contact your Center Records Manager for and/or q

2630

23 2 NON-SELECTED PROJECT CASE FILES
Photographs that are created duning the course of a project that ‘THESE RECORDS MAY BE
does not meet the cnteria as idenufied n Schedule 8, RETIRED WITH THE NON
ltem SA SELECTED PROJECT CASE FILES
(REF SCHEDULE 8 5B)
<DA NI 255-%4-3>
3 CENTER PHOTO LABS/OFFICES
Duplicate coptes of above sulls (Items 23-C-1 and C-2) that are | THIS SERIES MAY BE RETIRED
mamntamed 1n the Center photo lab audiovisual office, or any TO AN FRC WHEN 2 YEARS OLD
other office as reference copies DESTROY WHEN 5 YEARS OLD
<DA NI-255 94-3>
24 VIDEO PRODUCTIONS

NOTE Record elements consist of an ORIGINAL and a duplicate,
if available for all * PERMANENTR items FOLLOW
CENTER SPECIFIC DISPOSITION [F ONE IS PROVIDED

A EINISHED PRODUCTIONS
| DOCUMENTARIES

Docu
installation p
Agency/Center such
himuedro

style finished video productions which document
rograms, or the mission of the
tons may include but are not

O Aeronautics and Space Repons

2 MISCELLANEOUS PRODUCTIONS

Fimshed video productions such as the following, but not
hmuedRo

O Traming Classes
o M /Conf es or S

EARCH CENTER

(a) FINISHED PRODUCTIONS -

(b) R&D TECHNICAL RESEARCH

These videos are taped per customer requests of pure R&D
projects such as testingdataand footage of expenments,
etc The onginal footage 1s retuned to the
researcher/scienlist as the requesting customer

* PERMANENTR

PRODUCTIONS ARE
TRANSFERRED TO THE
NATIONAL ARCHIVES AND
RECORDS ADMINISTRATION
NONTEXTUAL DIVISION ON AN
ANNUAL BASIS OR AS
CREATED TWO COPIESOF

'H PRODUCTION WII 1. BE

ONEDUPLICATE
<DA N1-255 94-1>

DESTROY OR REUSE WHEN NO
LONGER NELDED OR WHEN |
YEAROID WHICHEVER IS
LONGER

<DA NI 25594 1>

*PERMANENT *

TRANSFER [N 5 YEAR BLOCKS
ARS OLD

<DA N1-255

DESTROY WHENNO LONGER
NEEDED FOR RESEARCH
REFERENCE AND EVALUATION
OF SCIENTIFIC DATA

<DA NI1-25594-1>

NOTES Only AFS numbers with defined subjects areused -- RETENTION - For nems marked Pending Retention Approval

contact your Center Records Manager for

and/or q
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\u

4 JOHNSON SPACE CENTER (JSC)
NOTE See Chapter 8, ltem 25A

MISSION VIDEQ - MASTERS

aunchlanding. JSC downlinks (1 onginal and
1 converted to Color), pre-mission and post mission press
f and, on-boal

(b) MISSION VIDEORCOPIES/ DUPLICATES

(c) MISCELLANEOUS ACTIVITIES

©  Testand Training Activities
O Prod (Scnpied).1e General Infc /Training
O Documentanes of Press Conference(sySpecial Events

STENNIS SPACE CENTER (3/4" format only)
Documentary s

* PERMANENT *

MASTER MEDIA WITH ALL

IDENTIFYING INFORMATION

TRANSFER TO NARA WHEN 30

YEARS OLD

NOTE Records are 10 be recopied

every 10 years and with TRANSFER
«at 30 years Included with ransfer at

30. wilk-bgthe earliest generation
avalable in a in ent professional
video format and will'h 8

reference copy 1f available
<DA NI-255 54-1>

RETAIN AT JSC IN STORAGE
DESTROY WHEN NO LONGER
NEEDED

<DA NI 255 94-1>

DESTROY OR REUSC AFTLR 30
DAYS
<DA NI 255-94-1>

ons on center projects and mssion, | * PERMANENT ¢
including R&D projects and doctify IRANSFER ANNUALLY TO
NARA ONE ORIGINAL MASTER

STILL VIDEO PHOTOGRAPHY

IS SPACE CENTER (SSC)
CENTER (GRC)

disk to opucal disk or the archival media accepiable ai the ume 0!
transfer Dataconsists of R&D or mission related documentauon
and 1s usually tune sensiive

R&D VIDEOS

QJECT CASE FILES

Videos, ongnal and duplicate; le, that documents
significant R&D projgect activiues  This €

NE DUPLICATE COPY OF
‘THE VID

<DA N1 25594 ]

* PERMANENT*

TRANSFER TO NARA IN 5 YEAR

BLOCKS WHEN 20 YEARS OLD
2 94-1>

* PERMANENT *
TRANSFER WITH SELECTED

ﬂ!’s'cmt%lthPR
or Project Offices' original video (master 1e st gencitionpen, | PROJECT CASE FILE UNDER

for projects that are selected by the Project Office as having
historical ortechnical value and warrant permanent retenuon
(see selection cntena outlined in Schedule 8, Item 5A)

SCUEDULL 8 ITEM 5A.
m,»\
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T ——]

2 NON-SELECTED PROJECT CASE FILES

Video: dunng the courseof a pioject thai does

not meet the selecuon cnteriays idenufied in Schedule 8 Item
SA

3 CENTER PHOTO LABS/OFFICES

Duplicate copies of the above videos (Items 24-C-1 and C-2)
that are maintamned in the Center photo lab, audiovisual office.
or any other of fice as reference copies

THESE VIDEOS MAY BE
RETIRED WITH THE NON
SELECTEDBROJECT CASE FILES

< MEE SCHEDUL 8 5B)
<DA N%KM»-\

THIS SERIES MAY BE RETIRED
TO ANI'RC WHEN 2 YEARS OLD
DESTROY WHEN 15 YEARS OLD
<DA NI 255-94-3>

NOTES Only AFS numbers with defined subjects are used -- RETENTION - For items marked Pending Retention Approval,

contact your Center Records M;

for inf and/or

NOTES Only AFS numbers with defined subjects are used -- RETENTION - For items marked Pending Retention Approval,

contact your Center Records M

for

and/or q
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\\ SUBJECT AREA OR RECORD TITLE RETENTION
SUBJECT AREA OR RECORD TITLE RETENTION S# |TEEM | DESCRIPTION OF RECORD SERIES <Authonty>
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authonty>

WHICHEVER IS SOONER

\3000 1 OFFICIAL PERSONNEL FOLDER (FILE) (GRS 1-25h(2)]
“~ Records filed on the RIGHT side of the Official Personnel Folder (OPF) 3 Repont of onsite reviews of DESTROY 5 YEARS FROM DATE

OF REPORT

'\ [See 2 for the temporary papers on the LEFT side of the OPF | Folders IGRS 1 25h(3)}

t.covering employment terrunated after December 31, 1920, excluding
thoseselected by the National Archives and Records Administration for 4 Agency copy ofannual repont of affinnative action
accomplishments

YEARS FROM DATE

D
OF REPORT
(GRS 1-25ht4)]

5 Headquarters compiled reports RETRE TO FRC WHEN PLANS
ARE 5 YEARS OLD DESTROY
WHEN 30 YCARS OLD

an SF {15 <DA NI 255-89-4>
A IRANSFERRED EMPLOYEES 3100 | 4

RECORD COPY - HQ - Office of Human Resources and
Education

INTERAGENCY PERSONNEL AGREEMENTS (IPA)

Records in this senies consist of confidenual files which are assignment
T d by the Interg | P 1 Act of 1970,
including all correspondence, the IPA fonn, and any other related

SEE FEDERAL PERSONNEL.
[ANUAL FOR INSTUCTIONS

G TO FOLDERS OF
JTRANSFERRED TO

NOTES Only AFS numbers with defined subjects are used — RETENTION - For uems marked Pending Retention Approval

contact your Center Records Manager for information and/or questions

3l

ANOTHER Al documentauon and matenials These files are typically filed by
IGRS | 1a] individual’s lastnameand include [PA Fonin No 5069% 104 plus all
d background doa
D EMPLOVE] =
\\ml\_h 8 ™~ A RECORDCOPY RETWRE TO FRC 2 YEARS AFTER
=1 i HQ TERMINATION DATE OF
.CORD COPY - HQ - Oftice of Human Resources and TRANSFER FOLDER TO
\R&l\%n\ NATIONAL PERSONNEL AGREEMENT DESTROY WHEN
RECORDS CENTER ST LOUIS 10NEARSNOLD
MO 30 DAYS AFTER <DA NI -255-89 4>
SEPARATION NPRC WILL
DESTROY 65 YEARS AFTER B ALL OTHEROFFICES/COPIES. DESTROY WHEN NO LONGER
N FROM THE NEEDED OR WHEN 5 YEARS
FEDERALS OLD WHICHEVER IS SOONER
[GRS I - 1b] <DA NI 255 89 4>
3100 | 6 NASA-CSC EXECUTIVE ASSIGNMENT FILES
¢ LLOTH P EI;SE!";;)EYD\;;EN OBSOLETE OR Standard Forin 171 on each NASA employee GS-15 or over together with | pESTROY 3 YEARS AFTER
<DA NI 255-89-4> addwonal infonnauon gleaned from newspaper, house organs  Also in SEPARATION
3000 | 2 TEMPORARY INDIVIDUAL EMPLOYEE RECORDS some cases security and confidenual information <DA NI 255-89-4> (N 15 49)
’ 2 MANPOWER SURVEY FILES
T —— L.A"_c(’mﬂ{j_mmrd d and forms d on the LEFT side of DESTROY WHEN SUPERSEDED 2
the Official Per Falder (OPF) n accordance with Chapter 3 of “The | OR OBSOLEITE OR UPON Dc relating o app ettheronsite or by other review DESTROY 5 YEARS AFTER
Guide to Personnel Recordheepin] ING performance-related | SEPARATION OR TRANSFER OF procedures, such as Manpower Aud t Director's Review of Laboratones | APPRAISAL IS CONDUCTED
records EMPLOYEE. UNLESS and Staff Offices <DA NI-255-894> (N I-35)
SPECIFICALLY REQUIRED 10 BE
o \
{W 3292 10 STATISTICAL DATA7 REPORT FILES
3050 Equal Opportunity (see below) B A MANPOWER DATA
3050 | 25 EQUAL EMPLOYMENT OPPORTUNITY (EEO) RECORDS
\ Reports compilation or other documents created to provide a source | DESTROY WHEN S YEARS OLD
Formerly \ T) ON PLAN of statisucat data for use 1n manpower conirol activiues <DA N1-255-89-4> (N I-34)
AFS 3700,
Item 3/50 in -A"\AEC"‘S"COPY of consolidated AAPs DESTROY 5 YCARS FROM DATE B PERSONNEL OPERATIONS
OF PLAN
NPR (GRS 1 25h(D)] (N 1527 N15- - Staystical repons in the operaung 1office and subordi DESTROY WHENX YEARS OLD
1441 1C 2) units relating to " TORS 110 = —
2 Agency feeder plan to consohdated AAPs ESTROY § YEARS FROM DATE 329211 EMPLOYEE RECORD CARDS
Conml .—_mm%jmnws outside personnel DESTROY ON SEPARATION OR
HAVE BEEN SERVED offices (such as SF 7B, or Agency intemal Torm) TRENSH

NOTES Only AFS numbers wath defined subjects are used - RETENTION - For ttems marked Pending Retenuion Approval,

contact your Center Records Manager for

and/or
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
{GRS 16] (N 15-5)
3300 | 12 COMPETITIVE PLACEMENTPLAN(CCP) FILES
Records consist of files used to ad vacancy and RETAINON SITE WITHIN THE
other related documentation which may include but 1s not imited to the PERSONNEL. OFFICE AND
announcement, materials related to the job/position selection and the DESTROY WHEN 2 YEARS OLD
vacancy uself <DA NI-255:89<4>
3300 | 14 NASA SPECIAL EMPLOYMENT PROGRAM FILES
Applications and correspondence for student aids, summer employees, DESTROY WHEN 2 YEARS OLD
and co-ops <DA NI1-15589-4> (N 15-50)
3300 | 15 UTILIZATION REPORTS - EXPERTS AND CONSULTANTS
Quarterly and annual reports to OPM relating to the employment and RETAIN UNTIL EXAMINED BY
utlization of experts and consultants OPM OR DESTROY WHEN 10
YEARS OLD WHICHEVER IS
SOONER
<DA NI 255 89-4>
3300 | 18 OUTSIDE EMPLOYMENT FILES
Documents relating to outside work or services perfonned by NASA DESTROY 3 YEARS AFTER
employees tn addition to their official duties TERMINATION OF APPROVED
EMPLOYMENT OR 3 YEARS
AFTER DISAPPROVAL OF
OUTSIDE EMPLOYMENT
<DA NI 255-89-4> (N 15-24)
3300 | 19 SPECIAL PERSONNEL RECORDS - NASA 10 SPER
PASR
Individuals covered by this system of records are candidates for and 10 SPER" RECORDS ARE NOT
recipients of awards or NASA training civilian and active duty military AUTHORIZED FOR DISPOSAL AT
detail THIS TIME.
to NASA, par in enrollee progr Faculty, Science,
National Research Council and other Fellows, Associates and Guest PAPER RECORDS ARE RETAINCD
Workers including those at NASA Centers but not on NASA rolls, NASA | ON SITEAND ARL DESTROYED
contract and grant awardees and their associates having access to NASA OR TRANSFERRED IN
premises and records, individuals withinterest tn NASA matters ACCORDANCE WITH THE
Juding Advisary C Members, and ploy SPECIFIC RECORD SCRIES
Categones include i IDENTTRED IN THIS SCHEDULL
10 PAYS RECORDS - SEE
*  Special Program Files SCHEDULE 9 (NOTE THESE
~ RECORDS ARE RETAINED FROM
¢ Comespondence and related infc 1o these files 1 TO 3 YEARS DEPENDING ON
GAO AUDIT AND/OR
®  Special records and rosters DESTROYED OR TRANSFERRED
TOMPRC)
e  Agencywide and J d personnel infc on <DA NI 255-89-4>
3312 21 MANPOWER REPORTS
A AUTHORIZATION FILES
Documents and supporting papers relating to the allocation of
manpower spaces to successive echelons
———

W

*PERMANENT*

RETTRE TO FRC WHEN 3 YEARS
OLD™IR. FO-NAR
WHEN 10 YEARS OLD

NOTES Only AFS numbers with defined subjects are used — RETENTION - For items marked Pending Retention Approval,

contact your Center Records Manager for

and/or q
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beainnina of NPR 1441 1 in the NASA Online Directves Intormation System (NODIS) for curjent version
SUBJECT AREA OR RECORD TITLE RETENTION
AFS# |ITEM DESCRIPTION OF RECORD SERIES <Authonty>
<DA N1-255894> (N] 36)
2 All other offices/copies DESTROY WHEN OBSOLETL OR
SUPERSEDED
<DA N1-255-89-4>
B REPORTS
Reports fram Centers to NASA Headq concerning p f
and all related papers
| Centers RLCTIRE TO FRC WHEN 3 YEARS
OLD DESTROY WHEN 10 YCARS
oLD
<DA NI1-255 89-4> (NN 37)
2 Headquanters (SEEITEMC BELOW) DESTROY WHEN 2 YEARS OLD
<DA NI-255 89-4>
C  HEADOQUARTERS
Reports compiled from information received from Centers (See B
above)
[ —————
T=temy Acency Level *PERMANENT*
“"‘“\_ OPR RETIRE TO FRC WHEN §
SEER TO
NARA WHEN 10"YEARS O
<DA NI 255-89-4> (N 1-38)
2 Allotheroffices/copies DLSTROY WHEN NO LONGER
NEEDED¥OR REFERENCEUSE.
OR WHEN 5§ YEARS OLD
WHICHEVER IS SOONER
<DA NI1-255 89 4>
3315 | 22 PUBLIC SERVICE CAREERS EMPLOYEES FILES
A INDIVIDUALS
School evaluations, supervisory evaluations, and test scores DESTROY WHEN 3 YEARS OLD
<DA NI 255-89 4> (N 15 51)
B PROGRAMS
Correspondence with Civil Service Commission Depaitment of DESTROY WHEN 3 YEARS OLD
Labor Southwest Training Center <DA N1-25589 4>
3330 | 24 NASA OUTPLACEMENT PROGRAM
Applicalions, resumes, vacancy announcements and related DESTROY 2 YEARS AFTLR
cortespondence REGISTRATION
<DA NJ 255894> (N1547
3335 | 25 PROMOTION REGISTER FILES
Regsters or records of job opportunities, application and DESTROY WHEN 2 YCARS OLD
evaluation statements. and all related papers <I?A N1-255-89-4> (N 1525)
3335 | 2 REPROMOTION CONSIDERATION FILES
Applications and pond to and from rep! ligibl DESTROY AFTCR REPROMOTION
IS ACCOMPLISHED
<DA N1 25589 4> (N 1545)

NOTES Only AFS numbers with defined subjects are used - REIENTION — For tems marked Pending Retention Approval,
contact your Center Records Manager for information and/or questions
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beginning of NPR 1441 11n the NASA Online Drrectives Information System (NODIS) for curfent version
SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
3350 | 29 CIVILIAN SERVICE EMBLEM CONTROL FILE
Records maintained to control the record of eligibility for an award of DESTROY WHEN 3 YEARS OLD
civilian service emblems <DA N1-255894> (N I513)
33521 30 REEMPLOYMENT PRIORITY FILES
Applications, excepuons and correspond: related to ployment DESTROY WHEN 2 YLARS OLD
<DA NI-255 894> (N 1546)
3400 | 32 Ph.D THESES FILES - NASA HEADQUARTERS ONLY
coptesof d Jung from NAS A predoctoral RETIRE TO FRC WHEN 2 YLARS
traineeship program  No other copies are retained 8$ DESTROY WHEN 5 YEARS
<DA N1 255 89-4>
3 2 Rosters or registers (ASEE/LARSS) (LaRC ONLY) DESTROY WHEN NO LONGER

These are the records for thetwo summer programs sponsored

by the Office of University Affairs at Langley Research Center

[ASEE  Amencan Society of Engineenng Educauon) [LARSS
Langley Aerospace Summer Scholars Program]

3. Elecuronic copies of records that are created on electronic mail
and wor pmessmmm%

recordkeeping copy of the records

C TRA
1 Copies of pond . approvals, waivers, and
other documents relating to NASA employees training under
contracts
2 Background. working papers. and

arrangements of subjr_cl contract training

NOTES Only AFS numbers with defined subjects areused — RETENTION - For items marked Pending Retention Approval

3 nic_copies of records that are created on electronic mail
and wordprocessing Sy used-eolelylogeneialea |

recordheeping copy of the records
D  NON CONTRACT TRAINING FJLES

Applications acceptances, and all other documents relaung to non-
contract training of NASA employees

E  TRAINING AIDS

training aids, including the record copy of manuals syllabuses,
texs s..and other onginal training aids developed by the
Agency, e blished or unpublished 1n instructing NASA

training courses

1 Unique or significant training

Payload processing. On board Flight crew training, €

contact your Center Records Manager for infonnation and/or questions
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NEEDED OR WHEN 3 YEARS
OLD WHICHEVER IS SOONER
<DA NI-255 89-4>

DESTROY/DELETE AFTLR THE
RECORDKEEPING COPY HAS

Ey —
<DA NI1-255-00-.

DESTROY WHEN 3 YEARSOLD
OR 3 YEARS AFTER
COMPLETION OF A SPECIFIC
TRAINING PROGRAM
<DA N1-25500-2> (N 1532)
DESTROY WHEN 3 YEARS OLD
<DA N1-255-89-4>

DESTORY/DELETE AFTER THE
RECORDKELPING COPY HAS

<DA N1-25500-2>

DESTROY WHEN 3 YLARS OLD
<DA N125589-4> (N 1533

PERMANENT

RETIRE TO FRC WHEN
SUPERSEDED OBSOLEIJE OR
WHEN NO LONGER USED
JTRANSFER TO NARA WHEN 10
OLD
B 4> (N 15-39)

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITE DESCRIPTION OF RECORD SERIES <Authority>
2 Routine or copies of training malenals used to teach an Agency | DESTROY WHEN SUPCRSEDED
sponsored training class OR OBSOLETE OR WHEN 5
YEARS OLD WHICHEVER IS
SOONER
<DA N1-255 894>
3 Allother copies DESTROY WHEN NO LONGER
NEEDED OR WHEN 3 YEARS
OLD WHICHEVER IS SOONER
<DA N1-255 89-4>
3 F AGENCY SPONSORED TRAINING FIL.ES

reports., requuremen revicw =

conferences

2 Background and workung files

G TECHNICAL TRAINING

programs not covered in 2 below

documents, and task experience

the establishment and operauon oft:

General file of agency-sponsored training. EXCLUDING record
copy of manuals syllabuses, textbooks, and other training aids

developed by the Agency (see E above)
mormda‘ agreements, authonzations

5, and objectives relaung to

rses and

2 Case files related to NASA and contractor personnel
participaung in NASA-required training programs for
cerufication such as soldenng optics, flight controllers, divers,
eic  Records may include statements of cerufication sign off

DESTROY WHEN 5 YEARS OLD
OR 5 YEARS AFTER
COMPLETION OF A SPECTFIC
TRAINING PROGRAM

1:20a(1))
m
GRS 1-29a(2)]

1 Case files on NASA personnel participating in technical training | DESTROY 5 YEARS AFTER

EMPLOYEE DISCONTINUES OR
COMPLETES IRAINING
<DA NI 255-89-4> (N 15-38)

DESTROY 5 YEARS AITER
SEPARATION OF EMPLOYLE OR
WHEN NO LONGER NEEDED
<DA NI 255-00-2>

and to di

3 Electronic copies of records that are created on electronic mail DESTROY/DELEYE AFITER THE
and.wgrdprocessing systems and used solely to generate a RECORDKEEPING COPY HAS
r dk COpY O Te! BEEN PRODLUICED
<DATNT 27,
H QN-THE-JOB TRAINING (QJT}
Employee training plans or substantal equivalent record
maintained to identify required skill or task training requirements
1 OJT or other
training These are general training requirements other than
technical/certification training (sce paragraph G above) Culofl
date i1sdate of document.
I Recordkeeping copy (paper) DLSTROY ON TRANSFER OR

SEPARATION OF EMPLOYEE. OR
WHIN 5 YEARS OLD
WHICHEVER IS SOONER

<DA NI1-25599-1>

DL1ETE AFTERN

RECORDKEEPING COPY HAS

1o
<DA N1-25599 >

NOTES Only AFS numbers with defined subjects are used - RETENTION - For tems marked Pending Retenton Approval,

contact your Center Records Manager for infonnation and/or questions
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITE DESCRIPTION OF RECORD SERIES <Authorit
Afo¥ | 2&M 2 R S o R ORI ORRIED >
3410 [ 34 TRAINING AGREEMENT FILES
Agreemenis between Civil Service Commussion (CSC) and NASA ?gmexglgst‘)ﬁsA%irgME“T
pernaining to training, traning standards, and all related documents <DA N‘I ,,55_1;94) N 15 34‘)
3410 [ 35 COOPERATIVE TRAINING FILES
A GENERAL TRAINING CASE FILES (notcovered in liems Ibd) | DESTROY RECORDS3 YEARS
by tranee showing history of training and all related '?‘RAINL‘IGM EE CEASES
documentation <DA NI 255.92 10> (N I5-35)
B SECRETARIAL CO-OP FILES (2-year program)
Files consist of documentation and matenals related to students in RECORDS MAY BERETIRED TO
the program and are considered training records Case files may gﬁg&‘#g;gﬁ_’?ﬁé‘"m
consist of, but are not limited to, copies of the following PROGRAM DESTROY RECORDS
documentation SF 52's, transcripts, progress reponts from WHEN 3 YEARS OLD (PROGRAM
supervisors, and any other d related to the individual RECORDS WILL THEN BE
n the program 5 YEARS OLD)
<DA NI1-255-92 10>
C  APPRENTICESHIP PROGRAM (5-year piogram)
Files consist of documentauon and maienals related to students in RECORDS MAI_ gﬁm To
the program and are considered training records  Case files consist g%ggﬁg\?oi THE
of, but are not mited to, copies of the following documentauon SF PR(‘)GR AM bESTROY 1 YEARS
52's. transcripts, progress repons from supervisors, and any other AFTER COMPLETION OR
documentationrelated to the individual in the program TERMINATION OF THE
PROGRAM (PROGRAM
RECORDS WILL THCN BE 8
YEARS OLDY
<DA NI 25592 10>
D ENGINEERING AND. CO:OPS
ROFESSIONAL } CASE FILES
(5-year program) (LaRC ONLY)
Records in this senes consist of SF 52's, copies of 171°s, r:g%%ir'::—gkmm To
transcnpls, . progress reports, supervisory comments and/or COMPLETION OF THE
rec and fi of compleuon of the program PROGRAM DESTROY RECORDS
5 YEARS AFTER COMPLETION
OR TERMINATION OF THE
PROGRAM (PROGRAM RECORDS
WILL THEN BE 10 YEARS OLD)
<DA NI 255-92 10>
3410 | 36 COOPERATIVE PROGRAM SUMMARY FILES (LaRC ONLY)
Records in this senes consist of profile sheets (cards) that contan DESTROY RECORDS WHEN 25
nfortnation on individuals for files that have been destroyed These YEARS OLD REGARDLESS OF
MEDIUM N WHICH
records are summary cards of ther history and ml‘onnanon ongmally MAINTAINED
contaned in the case files idenufied as S I. Ap <DA NI1-255 92.16>
Program, and Engineenng and AdnumslrauchoOpN These n:cords
are not the case file records Recordscan exist in either paper or
electronic formai (including but not imited to pnntouts and data
maintained on personal computers)

NOTES Only AFS numbers withdefined subjecis are used - RETENTION -

contact your Center Records Manager for information and/or questions
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For tems marked Pending Retention Approval,

SUBJECT AREA OR RECORD TITLE RETENTION
S# ITEM DESCRIPTION OF RECORD SERIES <Authority:
3410 | 37 GRADUATE STUDY PROGRAM RECORDS
Rctords 1n this senes consist of case liles of individuals who apply to RETIRE TO FRC 2 YEARS AI'TER
and are pted Filesmay contain copies of COMPLETION OR TERMINATION
lranscnpls 171°s, letters of authorization to take courses, registraion and | OF STUDY PROGRAM DESTROY
applicauons for graduate study This 1s considered a working file and 8 YEARS AFTER COMPLETYON
includes records in the Professional Co-Op Educational Training Program | OR TCRMINATIONOF THE
(CPETP). the Professional Entrance Training Program (PETP), and the PROGRAM
Admimistrauive Tra ning Program (ATP) <DA N1-25592-11>
3410 | 38 TRAINING - REPORT FILES
A Reports form Centers to NASA Headquaners conceming
traiming and all related papers
1 Centers DLSTROY WHEN 3 YEARSOLD
<DA NI 255 894> (N 15-37)
2 Headquarters DESTROY WHEN 2 YEARS OLD
<DA NI 255-89 4>
B Reports compiled from infonnation received from Centers (item A
above)
I Centersand all other offices/copies DESTROY WHEN NO LONGER
NLCEDED OR WHEN 3 YEARS
OLD WHICHLVER IS SOONER
<DA NI1.255 894) (N 15-36)
2 Headquaners DESTROY WHEINS YEARS OLD
<DA N1-255-89-4>
3451 | 39 AWARDS PUBLICITY FILES
Documents used 1n publicizing or encouraging participation in awards DESTROY WHEN 3 YEARS OLD
programs, including posters cartoons. placards. and all other means of <DA Ni-255 89-4>  (NN5-14)
and g results of the programs and all oiher
related pap:rs
-
451 | 40 AWARDS AND PROGRAM FILES - EMPLOYEE
\ A AWARD CASEFILES
\Ca.se files includ 1ons d DESTROY 2 YEARS AFIER
'memoranda, correspondcncc repons and rclalcd handbooks APPROVAL OR DISAPPROVAL
pcn‘aimng.léo Agency-sponsofed cash and noncash awards, such | (GRS 1 12a(1)]
as incentivi s, within-grade ment increases, suggesuons,
and outstand ing nnance awards
40 2 Correspondence or memoranda ning to awards from other | DESTROY WHEN 2 YEARSOLD
government agencies or pnvale org; [GRS 1-12a(2)]
3 Reponts pertaining to the operation of the Incentiv ds DESTROY WHEN 3 YEARS OLD
Program  Including statistical data and other dmumew (GRS 1-13]
pertaining to the program
B LE] F \J VE AW, SEE OF THIS SCHEDULE
Cc L NDATI ND

NOTES Only AFS numbers with defined subjecis are used — RETENTION - For items marked Pending Retenuon Approval,

contact your Center Records Manager for infc and/or q
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SUBJECT AREA OR RECORD TITLE

RETENTION
AFS# |ITEM DESCRIPTION OF RECORD SERIES <Authority>
Copies of letters recognizing length of service and retirement and 0Y WHEN 2 YEARS OLD
\ — Iexlgrs of appreclauon?nd c%)mmgendauon for performance GRS

. EXCLUDING copies filed in the OPF
D AGEN W, MINATIO!
Records consist of lists or lndex:s:mn%

Agency Award Nominauons

E DEPART! VELAW Fl

Records relating to awards made at the Departmental level or
higher, 1e, Secretary's Awards, Presidenual

F BENEEICIAL SUGGESTIONS
Suggestions and reports made thereon and related to

DESTROY WHEN SUPERSEDED

RETRE TOFRC WHEN 5 YEARS
OLD DESIROY WHEN 1S YEARS
OLD

<DA N1-255-89-4

DLSTROY WHEN 2 YCARS OLD

<DA NiBss-89B  (NRol)
3530 | 45 PAY TABLES
Records and files consisung of “official” record sets of pay tables DESTROY UPON
DISCONTINUANCE AND
DISCSTABLISHMENT OF
INSTALLATION
<DA NI 25589-4> (N4-19)
3710 | 52 LABOR MANAGEMENT RELATIONS RECORDS

A GENERAL RECORDS/CASE FILES

Correspondence, memoranda, reports and other records relating to
the rel hip b and employee unions or other
groups

ce negotiating agreement

2 Other offices

B LABOR ARBITRATION (General) ah
Correspond forms, and backgr
arbitration cases

C  LABOR RELATION FILES — Work Stoppages/Strikes
Documents relating 1o work stoppages, sirihes, and disputes
affecing NASA conuacts includes strike reports, reports of work
stoppages, correspondence, plans to settle disputes, and all related
documents

| Headquarters

DESIROY 5 YEARS AFTER
ENPIRATION AGREEMENT
IGRS 1-28a(1)] (N 15-44)

DESIROY WHEN SUPERSEDED
ORIBBSOLETE
[GRS 1-28a(2)]

DESIROY 5 YEARS AFTER FINAL
RESOLUTION OF CASE
GRS 1 28b)

RETIRE TO FRC X
INACTIVE TRANSFER
WHEN 10 YEARS OLD

<DA _NI1-255-89-4>

NARA

NOTES Only AFS numbers with defined subjects areused - RET'ENTION Foritems marked Pending Retention Approval,

contact your Center Records Manager for

A/
and/or
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES
= |== <Authority>
52 2 Centers DESTROY WHEN 5 YEARS OLD
<DA. NI 255-89-4>
37171 | 84 GRIEVANCE, DISCIPLINARY AND ADVERSE ACTION FILES
A GRIEVANCE, APPEALSFILES (5 CFR 771)
—“\
“Revordverngaaing ia the review of grievance and appeals raised DESIROY 5 YEARS AFTER CASE
by Agency employees, excep wLgge case files 1S CLOSED
include statement of witnesses. reports of interviews and Nearngs: K
examiner’s findings and recommendations a copy of the onginal —
d related correspond and exhibuts, and, records relaung
to a reconsideration request
B APPEAL RECORD FILES
Copy of d rendered, review d related DESIROY 7 YEARS AFTER CASE
correspond and other d except record copies of 1S CLOSED
oflicial documents affecting personnel actions <DA NI 255-89-4> (N 1543)
C  ADVERSE ACTION FILES (5 CFR 752)
T —— Case files and related records created in reviewing an adverse action | DESTROY S YEARSAFTER CASE
or non-disciphnary removal, suspension, leave without | IS CLOSED
pay, reduction=t nst an employee The file includes a IGRS 1-30b)
copy of the proposed adverse actiG 11Ng papers meri
systems protection board cases (MSPB), statement
employee’sreply hearingnotices, reports and decision, reversal o
actions, and appeal records, EXCLUDING letters of reprunand
which are filed 1n the OPF —
3800 | 56 NASA EMPLOYEES BENEFIT ASSOCIATION INSURANCE
FILES (NEBA) (DFRF ONLY)
Records 1n this senes may include but are not inuted to the following
NASA Employees Benetit Associauon (NEBA) general correspondence
material related (o nsurance claims related to lifie/travel, correspondence
claims bank statements and quanerly reports distnbution surveys, audit
reports, and reports on unhquidated obligauons
A ORIGINAL DOCUMENTATION RETIRE RECORDS/CASE FILES
TOFRC ONE YEAR AFTER
FISCAL YEAR IN WHICH
CLAIM/CASE OR REPORT IS
RECEJVED COMPLLYED OR
CLOSED DESTROY FILES 6
YEARS AND 3 MONTHS AFTER
THE END OF THE FISCAL YEAR
IN WHICH THE RECORDS WERE
CREATED RECEIVED OR
CLOSED
<DA NI 255-89-4>
B ALL OTHER COPIES DLCSTROY WHEN NO LONGER
NEEDED OR WHEN 3 YCARS
OLD WHICHEVER IS LATER
<DA NI 255-89-4>
3850 | S8 UNEMPLOYMENT COMPENSATION DATA REQUEST FILES
Requests for wage and separation data to be used in connection with DESTROY WHEN 2 YEARSOLD

NOTES Only AFS numbers with defined subjects are used - RETENTION ~ For items marked Pending Retention Approval,
contactyourCenter Records Manager for information and/or questions
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CHAPTER 4. NRRS 4

PROPERTY AND SUPPLY RECORDS

beginning of NPR 1441 1 in the NASA Online Directives Information System (NODIS) for curfent version
SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITE DESCRIPTION OF RECORD SERIES
_— === <Authority>
unemployment compensauon claims and related papers, including <DA NI 255 894> (N 4-18)
requests for information, notice of refusal of work offier, and related
papers
3870 | 59 MONETARY BENEFITS FILES
Documents relating to the ongl pl or g of DESTROY WHEN 5 YEARS OLD
employee benefits, such as Group Life Insurance and health plans, which | <DA N1A255-89-4> (N 15 23)
have a cash value but are not a pan of salary wages, or other direct
compensation
\]9_.& 61 CHARITY DRIVES, CONTRIBUTIONS, AND OTHER
| ACTIVITIES
asi-off icial nature. memoranda, and other papers that | DESTROY IMMEDIATELY OR
do not serve as official actions, such as notices of WHEN NOLONGERNEEDED FOR
holidays or charity and welfarg™ als bond campaigns., :f;?mcﬁlz'é#?&%[?u LE OR
voluntary acuvities, and sirtular papers BU: SlNEFjl ESiRULE o
DMPLEMENTING THE AUTO-
TURE OF ' LIVE
ELECTRO] YSTEMS)
GRS 23-7} (N 19
B Records which document andserve as the basis for of ficial actions DESTROY WHEN 2 YEARS OLD
<DA N1-255-89-4>
3981 | 63 UTILIZATION OF PERSONNEL AUTHORITIES

Office of P 1 M: (OPM) required d of the
utihzation of personnel authonties under OPM delegation agreements

DESTROY WHEN 2 YEARS OLD
<DA NI 255-89-4>

NOTES Only AFS numbers with defined subjects are used — RETENTION - For items marked Pending Retention Approval,

contact your Center Records Manager for inf

and/or q
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(TRANSACTION REGISTER)

A Mechanized regster reflecting stock items having acuvity dunng
perniod covered by the register  Ttus register 1s an audut triul of stock

wems and includ such as the foll I3

Transacuonsestablishingnew items receipts, issues of due-in's, due-
out’s, inventory ad justments

B All other offices/copies

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITE DESCRIPTION OF RECORD SERIES <Authority>
4000 | 1 LOST AND FOUND ACCOUNTABILITY FILES
Reports, loss statements receipts, and other papers relaung to lost and DESTROY WHEN | YEAR OLD
found articles <DA NI-255 89-4> (N 1223)
4020 | 2 REPORT OF SURVEY FILES
Documents mantamed for the puspose of review of circumstances
conceming the loss, unserviceability, or destrucuon of Government
propenty of funds and for deter ofthe q of f y or
other responsibihiues
A Filesinvolving pecumiary hiability RECORDS MAY BE RETIRED TO
FRC 2 YEARS AI'TER FINAL
ACTION DESTROY 10 YEARS
AFTER DATE OF ACTION
<DA NI 255-89-4> (N 17-2)
B Repon of survey files and other papers used as & v [AENCEfor——— | _@f’é‘ggg 2 YEARS AFTER
adjustinent of inventory records and not otherwise covered i this DA SURVEYe,
Schedule DATE OF POSTING MEDIUM
GRS 3 9c)
2 C  All other office/copies DESTROY WHEN OBSOLETEOR
SUPERSEDED OR 3 YEARS OLD
WHICHEVER IS SOONER
<DA NI 255 89-4>
4100 | 4 CAPITALIZED EQUIPMENT REGISTER
Reg ster showing senal or inventory number of all capiiaized equipment DESTROY ON
currently used or in storage at the Centers DISCONTINUANCE OF
INSTALLATION
<DA NI 255-89-4> (N187)
4130 6 MECHANIZED PROPERTY AND SUPPLY RECORDS

DESTROY WHEN 2 YEARS OLD
<DA N1 255-89-4>
(N 1745

DESTROY WHENOBSOI ETEOR
SUPERSLCDED OR WHEN 2
YEARS OLD WHICHEVER IS
SOONER

<DA N1-255 89-4>

NOTES Only AFS numbers with defined subjects are used — RETENTION - For tems marked Pending Retention Approval,
contact your Center Records Manager for infonnation and/or questions
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS¥ | ITEM DESCRIPTION OF RECORD SERIES <Authonty>
4200 | 7 SPACE AND MAINTENANCE - GENERAL
A Report(s) from Centers 1o Head 3
repaur, and operations
1 Headquarters (OPR) DLSTROY WHEN 3 YEARS OLD
<DA NI1-25589 4> (N 189a2)
2 CentersYOPR) DESTROY WHEN 5 YEARS OLD
<DA N1255894> (N 189al)
B Repontsconsolidated by Headquarters from reports descnbed m Item
9a of this Schedule
1 Headquarnters DESTROY WHEN 3 YCARS OLD
<DA NI1-255-89-4>
2 All other offices/copies DESTROY WHEN 2 YCARS OLD
<DA NI 255 89-4>
M ————————
E——— .
S
Correspondence files of the unit responsible for space an w
mamtenance matlers, peitammg to 11s own administration and (GRS 1 1]
operation and related papers
L 4210 | 8 PROPERTY FILES
—— —
X~—p] TY P,
Propenty pass files. authonzmg fe or matenals from | DESTROY 3 IONTHS AFTER
any NASA Centers Thus includes hand receipts for m. D(PIRATIPN OR REVOCATION
or i1ssued for use and are to be returned '16%)\\
8 B LOANAGREEMENT FILES
Case files dmg legal agr s, correspond and related RLTTRE TO FRC 2 YEARS AFTER
papers penainmg to temporary property loans Loan agreements are | THE END OF THE FISCAL YEAR
with outside orgamizations, 1 e , other Govemnment agencies ;}mﬂﬁgg"ggﬁrgzy Is
educational mstitutions mdnvndualx.x;oln and nonprofit YEARS AFTER THE END OF THE
who are g NASA property of who are 10aning | gscal YCAR IN WHICH THE
property to NASA at no cosL PROPERTY WAS RETURNED
<DA NI 25591 4>
C  PRQPERTY SHIPPING RECORDS
Documents reflecting the movement (shippmg) of items to/from
NASA Centers by a commercial shipper or contractor Records are
normally mamtamed in the NASA Center Shipping/Receivmg
organization or Property Equipment organization
1 Office of Primary ResponsibilityN- (JSC only)
(2) Hardcopy CUTOFF AT END OF CALENDAR
YEAR CONVERT TO CD ROM
18 MONTHS AI'TER CUT OFF

NOTES Only AFS numbers with defined subjects are used - RETENTION - For items marked Pendmg Retention Approval,
contact your Center Records Manager for informauon and/or questions
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS¥ | ITEM DESCRIPTION OF RECORD SERIES <Authonty>
DATE. DESTROY HARDCOPY
AFTER CD-ROM CONVERSION
IS VERIIED AND WHEN
HARDCOPY IS 3 YEARS OLD
<DA NI 25501-3>
KEEP FOR 3 YEARS DESTROY
(b) CD-Rom file cutoffdate 1s date CD-ROM created (1(a) WHEN REFERENCE VALUE
above) CEASES OR WHEN 20 YEARS
OLD WHICHEVER IS SOONER.
<DA NI1-255 01-3>
2 Oftice of Pnmary Responsibility ~ (All Centers except JSC)
Hardcopy Cutoff date 1send of calendar year KEEP FOR 3 YEARS DESTROY
WHEN REFERENCE VALUE
CEASES OR WHEN 20 YEARS
OLD WHICHEVER IS SOONER
<DA NI1-25501 3>
3 All other Office’s copies cutoff date 1s date of document DESTROY WHEN NO LONGER
NEEDED OR WHEN 5 YEARS
OLD WHICHEVER IS SOONER.
—— <DA NI 25501-3>
4 Electronic copie¥ ated onelectronic mail DESTROY/DELETE AFTER THE
and word processing systems and used solely (0 & RECORDKEEPING COPY HAS
dk f the d
recordkeepmg copy of the records DA N1255013
4320 | 9 SURPLUS PROPERTY FILES
A DONATION FILES
Case files on surplus propeny donated to Health, Education and DESTROY WHEN 3 YEARS OLD
Welfare mcludmg pertment HEW forms, shipping documents and <DA N1255-89 4> (N18-8)
related correspondence
| CASE FILES
n sales of surplus personal propenty, compnsmg
nvitation, bi eptances, hists of matenals, evidence of sales, and
related correspon:
1 Transactions of more than DESTROY 6 YEARS AFTER
FINAL PAYMENT
[GRSN-3a)
2 Transactions of $25,000 or less DESTROY 3 YEARS AFTER
FINAL PAYMENT
GRS 4-3b]
3 Umique files that set precedent relating to transactions over
$100.000 (Precedent setting transactions include sale or
donauon of goods to foreign nations and mtemational
organizations )
4360 | 11 PLANT CLEARANCE FILES - CONTRACTOR EXCESS

NOTES Only AFS num
contact your Center Records Manager for infc

and/or q
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CHAPTER 5. NRRS §

INDUSTRY RELATIONS AND PROCUREMENT

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# |ITE DESCRIPTION OF RECORD SERIES <Authonity>
5100 (1 PROCUREMENT FILES

Contracts, requisitions, purchase orders, leases, bonds, and surety
records, including correspondence and related papers pertaining to

award, ad| receipt insg and p (other than
those covered 1n ltems 13, 19, and Schedule 8) or descnbed 1n 48
CFR,FFAR

NOTE 6 years/3 months converts the fiscal year to calendar year
GAO audits are based on calendar year

PROCUREMENT OR PURCHASE ORGANIZATION COPY
D RELATED P, ARY F
ERNAL PURPO.

1 sactions dated on or after July 3, 1995 (the effecuve
date'd{ the Federal Acquisition R:gulauo‘ns (FAR) rule

P q

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
PROPERTY
These files d therep 8, pr g. and disp of DESTROY 3 YEARS AFTER
furmished property/equip provided to contractors that has | YEAR IN WHICH CASEIS
become excess to thewr needs These case files can consist of C[I;‘A)SE:: 255.90 7
documentauon on the excess personal property turned i to the Center < S0 >
Plant Clearance Officer by cost-type onsite contractors
4500 | 12 CONTROLLED MATERIAL FILES
A Reports on allotments, unused balances, and related matters
12 1 Office of pnmary responsibility RLTIRE TO FRC WHEN 2 YEARS
OLD DESTROY WHEN 10
YEARSOLD
<DA NI-255-89-4> (N 17-15)
2 Allother offices/copies DESTROY WHEN 2 YEARS OLD
<DA NI 255-89-4>
B Documents, ledgers, and similar documents used to control and
account for controlied matenals
1 Office of pnmary responsibility RETIRE TO FRC WHEN 2 YEARS
OLD DESTROY WHEN 10
YEARS OLD
<DA NI-255-89-4> (Ni7-1T1
2 All other offices/copies DESTROY WHLN 2 YEARS OLD
<DA NI 255-89-4>
C  Allounent case files used to control and account for controlled DESTROY WHIN S YEARS OLD
matenals <DA N1-255 89-4> (N 17 10)
4500 | 13 ALLOCATIONFILES
Documents reflecting the distnbution of controlted matenals fromDODto | DESTROY WHEN 5 YEARS OLD
NASA Headquarters, and fuither allocations within NASA to allocating <DA NI-255-89-4> (N 17-13)
agencies Included are d d g matenal req
allocanion decisions tentative allocauons. requests for allocation
concurrence, allocations, and similar data
4500 | 14 PRIORITY RATING CASE FILES
Documents used in establishing the pnority use of controlled materials by DESTROY WHIN 3 YEARS OLD
contractors <DA N| 255-89-4> (N17 14)
4500 | 15 DEFENSE MATERIAL SYSTEM INSTRUCTION FILES

D providing di and guid for the NASA program
designed to contro! matenals designated as cnucal by the Defense
Matenals System Included are basic directives, procedures, coordination
actions studies P 1ons, and d g factoring data
embodied tin weight information engineenng estimates, and bills of
matenals

DESTROY WHEN 2 YEARS OLD
OR WHEN SUPERSEDED OR
OBSOLETE. WHICHEVER
APPLIES

<DA NI-25589-4> (N 17 12)

NOTES Only AFS numbers with defined subjects are used ~ RETENTION - For items marked Pending Retention Approval,
contact your Center Records Manager for and/or g

4.4

1 (a) Transahq:: that exceed the simphified acquisition DESTROY 6 YEARS AND 3 MONTHS
hreshold nd all ¢ 10N CORtracts ding AFTER FINAL PAYMENT
$2 000 GRS 3-3a(R(a)] (N 17-1R

ow the simplified acquisition DESTROY 3 YEARS AFTER FINAL
ction contracis at or below

PAYMENT
[GRSB 3a(1)(b)]
——— 2 Transacuons dated earlier than July

DESTROY 6 YEARS AND 3 \VfONTHS

AFTER FINAL PAYMENT

2, (GRS 3 3a(2)(a)}

{b) Transacuons that uulize small purchase proced
and ali construction contracts under $2 000

DESTROY 3 YEARS AFTER FINAL
PAYMENT
{GRS 3 322)(t))

3 Selected case (by the AA for Procurement) that set
precedent or are unusual and pertain to purchases of
spacecraft or major n intra phenc fhight,
highspeedresearch aircraft, etc (Transactions of more than
1 million dollars )

B QBLIGATION COPY
OBLIGATED
[GRS 3 3b)

NOTES Only AFS numbers with defined subjects are used — RETENTION - For items marked Pending Retention Approval,

contact your CenterR ds M for 1onand/or
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e

C DATA SUBMITTED TO THE FEDERAL PROCUREMENT
DATA SYSTEM (FPDS)

purchases, and consisung of informauon requized under 48 C.
4 601 for transfer to the FPDS

HEADOUARTERS FILE Cco
AND AMENDMENTS AWARDED BY CENTERS

Electronic data hy Siscal year, containing
unclassified records of all procurements; m‘mﬂl_m

DESTROY OR DELETE WHEN §
YEARSOLD

m«a\

RETIRETOFRC 2 YEARS AFTER
FINAL PAYMENT DESTROY 6
YEARS AFTER FINALRAYMENT
<DA NI 255-94-2>
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Documents pertaining to pre-award contract advice concerming
patent, copyright and technical data mauers

RETIRLC TO FRC WHEN NO LONGER
NEEDED FOR REFERENCE. DESTROY
WITH RELATED CONTRACT OR
WHEIN25 YEARS OLD WHICHEVER IS
LATER

<DA NI 255942> (NB3 7

5100 | 3 STATUSREPORTSIONPRIMERANDSUBCONTRACT
AWARDS
Machine repons (ADP printouts) on NASA prime and subcontract
awards, listings of acuve contracts by Center, by contractor, by place
of performance, by project, incluching monthly and quarterly
monthly pr actionreports subcontracts
awarded by pnme contractors and their first tier subcontractors
OFFICE.OF PRIMARY RESPONSIBILITY RETRE TO FRC | YCAR AFTER
(NASA Headquarters) CLOSEOF FISCAL YEAR TO WHICH
RECORDS PERTAIN DESTROY
WHEN 10 YEARS OLD
<DA N1-25594 2> (N 17 40)
B CENTERS AND ALL OTHER COPIES DESTROY WHEN OBSOLETE.
SUPERSEDLD OR WHEN 2 YEARS
o
<DA NI 255 94 2>
5100 | 4 BIDDERS' LISTS
A ACCEPTABLE
Listsor card files of acceptable bidders DESTROY WHEN SUPERSEDED OR
OBSOLETE
[GRS 3-5d] (N 17-8)
B DEBARRED AND SUSPENDED
Lists or card files of debaired or suspended bidders DESTROY WHEN SUPERSEDED
OBSOLETL, OR 3 YEARS OLD
WHICHEVER IS SOONER
<DA N1-25594.2> (NI7 D)
5100 [ § GENERAL PROCUREMENT CORRESPONDENCE
Correspondence [1les of operating procurement units conceming
internal operation and administration matters not covered elsewhere in
this schedule Pr survey files, including
correspondence and reports concerming surveys of procurement
management.
5 A HEADQUARTERS RETAIN UNTIL REFTRENCE VALUE
CEASES THLN DLSTROY
<DA NI 25594 2> (N 1748)
B——GENJER S ANDALLOTHER OFFICES/CQPIES - S
GRS 3 2]
5101 |6 CONTRACT LEGAL ADVICE

NOTES Only AFS numbers with defined subjeus areused — RETENTION - Foritems marked Pending Retention Approval,
contact your Center Records Manager for and/or gt
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5104 |7 BASIC AGREEMENT FILES
Basic agreements are made with individual contractors to set forth
the negotiated contract clauses which shall be applicable to future
contracts of a specified type entered into between the coniractor and
NASA duning the term of the basic agreements  All basic
agreements, current and acitve, or cancelled or superseded for any
one contractor, shall be filed together
A HEADQUARTERS DESTROY 2 YEARS AFTER
EXPIRATION OF BASIC AGREEMENT
<DA NI 255.94-2> (N 17 43)
B CENTERS AND ALL OTHER OFF]JCES/COPIES RETRE TO FRC 2 YEARS AFTER
FINAL PAYMENT ON CONTRACT
PERFORMED BY APPLICABLE
CONTRACTOR DESTROY 4 YEARS
AFTER FINAL PAYMENT
<DA NI-255-94 2>
5104 | 8 CONTRACT ADMINISTRATION OF PATENT AND NEW
TECHNOLOGY CLAUSES
Documents pertaining to actual admmlsuauon of patent and new RETRE TO FRC 2 YEARS AFTER
h y clauses in P g and | CONTRACT CLOSEOUT DESTROY
pmccwng of inventions required tobe repoued WHEN 20 YEARS OLD
<DA NI 25594-2> (N 13-8)
5104 | 9 SURVEYS OF EVALUATIONS
Case [iles on surveys of evaluations made by NASA procurement DESTROY 6 YEARS AFTER FINAL
offices PAYMENT
<DA NI 25594 2>  (NA7 19)
5105 | 10 PROCUREMENT ACTION REPORT
Documents relaung to the reporting system designed to provide DESTROY WHEN 2 YEARS OLD
stalistics concerning placement, status delivery and settlement of <DA NI-25594-2> (N7 11y
procurement actions Included are >ptC|aI quarterly procuremenl
activity, status monthly, ¢
consohdated, and summary reports, and related correspund:nce
5109 | 11 COMPETENCY CERTIFICATES
Coples of the fi g the capacity | DISPOSE OF IN ACCORDANCE WITH
credit of specific smali business concems RELATED CONTRACT
<DA N1 255942 (NI7 3D
5112 ] 12 CONTRACT DEVIATION FILES

Requests, approvals and disapproval of deviations from standard
contractor grant forms and clauses

A HEA RTE

RETIRE TO FRC WHEN 2 YEARS OLD
DESTROY WITH RELATED

NOTES Only AFS numbers with defined subjects are used — RETENTION - For tems marked Pending Retention Approval
contact your Center Records Manager for inf and/or q
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C  ALL OTHER OFFICES/COPIES

CONIRACT
<DA NI-255-94-2> (N 17-9)

DESTROY WITH RELATED
CONIRACTILE.
<DA NI 25594 2>

DESTROY WHEN NO LONGER
NEEDED OR WHEN 5 YEARS OLD
WHICHEVER IS SOONER

<DA NI1-255 94-2>
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GRS 3-5b(2)b)]

5115

SOURCE EVALUATION BOARD (SEB) FILES

A ESIABLISHMENT OF BOARD INCLUDING RECORDS
CREATED

Records and correspond: g the p
solicitanion, evaluauon, and selecuon of a contractor to
perfiorm a major d contract, including d 10n of
board members, rules for board operations, commuttee
appoimtrents, minutes of all committee and board meetings,
recordson the evaluation process, cntena, specificauons,
bidder proposals, and reports of committee actions and
findings, incluching backup matenal and final SEB reports 1o
the Admimistrator

B ACTIONS OF THE ADMINISTRATOR (OR HIS
DESIGNEF)

Records and correspondence concerming deliberauons and
actions of the Adnunistrator or his designee and other of ficials
parucipating in these actions relating to the final selection of
thecontractor based on the SEB's report and presentation(s)
NOTE These files are separate from the Board's files set forth
above in A

MAINTAIN AS AN INTEEGRAL UNIT
RETIRE AND DESTROY WITH THE
RELATED CONIRACTFILE SEE
ITEM| A3 OF THIS SCHEDULE. [F
CONTRACT IS PRECEDENT SETTING
OR UNIQUE. RETIRING ACTIVITIES
PLACE DESTRUCTION DATE ON THE
SF 135

<DA N125594-2> (N17-39)

RETIRE TO FRC 1 YCAR AFTER THE
END OF THEFISCAL YEAR IN WHICH
THE SELECTION TOOKPLACE
DESTROY 6 YEARS AFTER THE
FISCAL YEAR IN WHICH THE
SELECTION TOOK PLACE

<DA NI 25594 2> (N 13-2])

~

14

SOLICITED AND UNSOLICITED BIDS AND PROPOSALS
FILES (INCLUDING SUCCESSFUI/UNSUCCESSFUL AND
REJECTED BIDS)

Relaung to simplified acquisiuo
48 CFR Pant 13

defined 1o the FAR,

(%)

Relauing to transactions above the simphfied acquisitions’
hmutauons in 48 CFR. Part 13

(a) When filed separately from the contract file

(b) When filed with contract case file

DESTROY WITH RELATED
CONTRACT CASE FTLE(SEETTEM 1
OF THIS SCHEDULE)

{GRSB Sa]

DESTROY I YEAR AFTER DATEOF
AWARD OR FINAL PAYMENT
WHICHEVER IS LATER

IGRS 3-5b(D]  (N17 5)

(GRS 3 5b(2)a)]

DESTROY WITH RELATED

CONTRACT CASE FILE (SEE ITEM !

NOTES Only AFS numbers with defined subjects are used — RETENTION - For items marked Pending Retention Approval,
contact your Center Records Manager for infonnation and/or questions

5-4 N

14 3 2 reports feasibility of ] d
proposal(s)
(a) Reports on proposals resulung in projects FILE WITH RELATED CONTRACT
DESTROY ACCORDINGLY
<DA N1-255-94-2> (NRTR)
REITRE TO IRC WHEN | YEAR OLD
(b) Reports on rejected proposals DESIROY WHEN S YEARS OLD
<DA NI-255-94 2>
SH9 |15 QUALIFICATION LISTS
Lists of businesses determined to be qualified to parucipate in the DESTROY WHEN SUPERSEDED
small business program and related documents OBSOLETE OR WHEN 3 YEARS OLD
WHICHEVER IS LATER
<DA N1255842> (N1733)
5119 | 16 SMALL BUSINESS RECORDS
A REPORTS
Reports received by small business advisors from NASA DESTROY WHEN 2 YEARS OLD
procurement of fices and from contractors regarding the small <DA NI 255:94-2> (N 17-32)
business procurement program
B INFORMATION FILES
O relaung to or discussions DESTROY WHEN 2 YEARSOLD
providing small business concerns with infonnation about <DA NI 25594-2> (N 1728)
NASA req| forthe p of small b
concerns in the NASA procurement program
C  ERQCRAM SURVEY FILES
Documents relating to surveys to analyze the effectiveness of DESTROY WHEN 2 YEARS OLD
the small business program <DA NI 25594 2> (N 17-29)
16 D
Case files relating 1o the productive capacity credit, resources, | DESTROY WHEN SUPERSEDED
and sinular data about small business concems to provide OBSOLETE, OR WHEN 3 YEARS OLD
fi about the labil; d ! small b WHICHEVLR IS LATER
sources to meet current or anucipated requirements of the DA NI-255942> (N 17 30
procurement program
s127 117 LICENSING OF NASA-OWNED INVENTIONS (DOMESTIC
AND FOREIGN)
A LICENSE GRANTS RECORDS MAY BE RETIRED TO FRC
WHEN S YEARS OLD DLSTROY
WHEN 25 YEARS OLD
<DA NI 25594-2> (N1310)
B INQURIES about I nghts and | g progr DLSTROY WHEN 2 YTARS OLD
<DA NI 255 94-2>
5127 | 18 PATENTS (ALSOSEESCHEDULE2)

A INFRINGEMENT

Infr case files, including corresp
nature regarding patent infnngement.

of a general

RETIRE TO FRC 2 YEARS AFTER
SCTTLEMENT OF CASE  DESTROY

NOTES Only AFS numbers with defined suhjectsare used -~ RETENTION - For items marked Pending Retention Approval,

contact your Center Records Manager for

and/or
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B LICENS EIVED ONPATENTS OR PATENT
APPLICATIONS

HEADQUARTERS ONLY - (Office of General Counsel)

WHEN 20 YEARS OLD
<DA N1-25594.2> (N 13[B)

RETIRE TO FRC 2 YEARS AFTER
LICENSE IS NO LONGER ACTIVE
DESTROY WHEN 10 YEARS OLD
<DA NI 25594-2> (N 13.12)
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Repors, ¢ pond and related d ion p g to

status of contract or grant tenmination

5200

DESTROY WHEN 3 YEARS OLD OR
WITH RELATEDCONTRACT FILE,
WHICHEVER IS LATER

<DA NI 255942> (N 173)

CONTRACTOR LABOR RELATIONS - EQUAL
EMPLOYMENT OPPORTUNITY (EEO) RECORDS
(INDUSTRY)

A COMPLIANCE RECORDS

Documents relating to the compl with
n employment contract clauses

1 Compl Review files of reviews,

background papers, complaunis, special visits, and
correspondence relaung to contractor employment
uces

%)

EEO Complianci

B CONTRACTOR EEO REPORTS

Contract comphance reviews of contractors and affinnative
action plans of contractors and equal employment opportunity
(EEO-1) reports

C  EEQCLEARANCE PAPERS
Memoranda or other docuinentation from EEO cleanng or

approving a contractor for )} e with nond; 10n
contract clauses

DESTROY WHEN 7 YEARS OLD
{GRS 1 25di)]  (N17 3D)

DESTROY WHEN 3 YEARS OLD
[GRS 1 25d(2))

DESTRO
(GRS 1 25d(1)]

7 YEARS OLD

DESTROY WITH RELATED
CONTRACT
<DA NI-25594-2>

5131 21 COST AND PRICE ANALYSIS FILES
Cost and price analysis reports, financial data, audit reports and all DISPOSE OT IN ACCORDANCE WITH
other supporung papers relaung to a contract RELATED CONTRACT
<DA NI1-255§ 942> (N 17 35)
5133 | 22 BID AND AWARD PROTEST FILES
(ALSO SEE SCHEDULE 2)
C pond and reports regarding protests on bids and awards
A HEADQUARTERS RETIRE 10 FRC WHEN 2 YEARS OLD
DESTROY WHEN 6 YEARS OLD
<DA NI 255-94-2> (N 17-6)
B CENTERSAND ALL OTHER QFFICES/COPIES DESTROY WITH RELATED
CONTRACTFILE
<DA NI-255 94-2>
5135 [ 23 R&D CONTRACT REFERENCE FILE
Consisting of copies of R&D contracts associated with the DESTROY AFTER COMPLLTION OR
accomplishment of the program with changes, modifications, or CANCELLATION OF PROGRAM
addenda thereto <DA NI 255.94-2> (N 24-15)
5137 | 24 INTERSERVICE INSPECTION FILES
Documents relating to the perfoninance of inspection services for DISPOSE OF IN ACCORDANCE WITH
other procuring activiies such as audit reports RELATED CONTRACT
<DA N125594-2> N 17-42)
5142 | 25 CONTRACTOR MONTHLY MANAGEMENT AND
OPERATIONS REPORTS
Contract Technical Monitor's (CTM), Contracting Officers Techmical
Rep (COTR),or Ci Officer Rep
(COR) for which contract 1s performed
A Copiesof fonnal wntten direction to the contractor which fills | RCCORDS MAY BE RETIRED TO FRC
wn detail, directs possible hnes of inquiry, or otherwise more WHEN 4 YEARS OLD DLSTROY
.r:&arckuﬁcally defines work set forth n the contract statement-of- ??%S%L“;}::g;g: gﬁwm\g
LONGER NLCEDED 'OR FOLLOW ON
CONTRACT PREPARATION RETIRING
ACTIVITY TO PLACE DESTRUCTION
DATE ON SF 135
<DA NilBss 94.2>
B Copues of contractors management and operauon repors, DESTROY 2 YEARS AFTER
containing financial and producuon data. EXPIRATION OF CONTRACT
<DA NI 25594-2>
5149 | 26 CONTRACT TERMINATION REPORT FILES

NOTES Only AFS numbers with defined subjects are used — REIENTION — For tems marhed PendingRetention ABRroval,
contact your Center Records Manager for infc and/or
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5300 | 28 UNSATISFACTORY CONDITION REPORTS
Reports and related documents resulting from unsatisfactory RETIRE TO FRC | YEAR AFTER END
performance or working conditions as related to the contract and OF PROJECT DESTROY 10 YEARS
contractor AFTER THE END OF THE PROJECT
<DA NI-25594-2> (N 20-7)
5300 | 29 EVALUATION FILES
Case files on eval made by the Head, R&QA Office RETIRE TO FRC 1 YEAR ASTER
COMPLETION OI' PROJECT
DESTROY 6 YEARS ASTER
COMPLETON
<DA N|-25594-2> (N 20-1)
5300 | 30 R&QA AUDITS, SURVEYS, AND REPORTS

A Documents related 10 R&QA audits, special studies status
reports, etc , including related c pond: (filed by
contract)

B All other or in-house SR&QA Auduts, Surveys, and Reporn
files performed

C  Quality Surveillance Records/System (QSR)

1 Ongunal forms which document the quality assurance
specialist's daily work effont  The form records the
specialistsobservanons of the contractor performing tasks

RETIRRETO FRC 2 YEARS AFTER
CONTIRACT FINAL PAYMENT
DESTROY S YEARS AFTER FINAL
PAYMENT

<DA N1-25594-2> (N 20-11)

CLOSE FILE AT END OF SURVEY/
AUDIT AT END OF FISCAL YEAR
DESTROY WHEN 9 YEARS OLD
<DA NI-255 94-2>

DESTROY ORIGINAL QSR S WHEN 2
YEARS OlD
<DA NI 25594 2>

NOTES Only AFS numbers with defined subjects are used - REIENTION - For xems marked Pending Retenuon AfRroval,
contact your CenterRecords Manager for inf and/or q
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per contractual requirements

2 Copiesofitemsin [ above

DESTROY WHEN 6 MONTHS OLD
<DA NI-255 94-2>
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Parts program management, including Red FlagRepons discrete
and microelectronics parts, and parts data systems

5300 | 31 IN! 10N AND o)
A D N gd drawings used in
manufacture, resulis of prooftesting, certifications of
acceptance, and related data conceming inspection and proof
testing of manufactured components
[ Paper Recordkecping copy DESTROY 3 YEARS AFTCR
COMPIETION OF FINAL
PRODUCTION ORDER FOR THE
RELATED COMPON ENT
<DA NI 25599-2> (N 20-6)
2  Electronic media DESTROY/RECYCLE3 YEARS AFITR
(magnetic tapes, OD, CD ROM ) COMPILETION OF FINAL
PRODUCTION ORDER FOR THE
RELATLCD COMPONENT
<DA N1-255 9-2>
3 Photographs DESIROY 3 YEARS AFTER
COMPIETION OF FINAL
PRODUCTION ORDER FOR THE
RELATED COMPONENT
<DA NI255 99-2>
' M— 4.__Electronic copies generated on office automation DELETE AFTER RECORDKEEPING
applications suchias ¢ mattzmd e COEX HAS BEENMPRODUCFD
applications <DA NI 255-99 2>
B Copies of contracts, purchase orders, and related papers DISPOSE OF IN ACCORDANCE WITH
p glo Source Insy q ITEM | OF THIS SCHEDULE.
Procurement Surveillance findings <DA NI 25594 2>
C  Copies of construction contracis and purchase orders relating DESTROY WHEN 4 YEARS OLD
to non-significant files, including drawings and quality <DA N1 255-93 2>
requirements/mspections NOTE The records idenufied in
this 1tem are aot necessary for final payment or closure of the
contract file
D  Copies of incidentardi £les.such as shop notes | DESTROY OR DELETE WHEN NO
and inspection request, etc relating to Inspection and? QR WHEN | YEAR
Repons not coveredin A, B, and C above OLD WHICHEVER IS SOOX -
<DA N1-255 99-2>
5310 | 32 MANUFACTURING CONTROL FILES
Work orders job orders, tzm-in shps, esimale sheets, production DESTROY 3 YCARS AFTCR
reports and other papers relating to the scheduling, dispatch follow COMPLETION OF RELATED WORK
up and control of items to be manufactured <DA NI1-255 942> (NNO08)
5310 |33 TECHNICAL FILES
Technical records/files on R&QA contracts issued by office RETIRE TO FRC WHEN 1 YEAR OLD
DESTROY WHEN 4 YEARS OLD
<DA N125594 2> (N20-4)
5320 | M PARTS PROGRAM MANAGEMENT FILES

RETTRE TOFRC I YEAR AFTER
COMPIETION OF PROJECT
DES'TROY WHEN 4 YCARS OLD
<DA N1-25594-2> (N 20-}

NOTES Only AFS numbers with defined subjects are used - RETENTION - For items marked Pending Retenuon Approval,

contact your Cenler Records Manager for

and/or
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W@Fﬁ:rds for temporary structures and
buildings or 0! L1 the mission of the

Agency

(a) Drawings

5330 | 35 MANUFACTURING QUALITY CONTROL FILES
Documents maintained for detection, prevention, and control of
manufactunng defects
A INSPECTION AND RESOLUTION RECORDS
[ Documenis such as in-process inspection sheets, rework DESIROY 3 YEARS AFTER
records, reports reflecting freq distnb of COMPLLTION OF FINAL
manufactunng def ects, and related papers PRODUCTION ORDER FOR THE
RCLATED COMPONENT
<DA NI-255-94 2> (N 205)
2 Documents related to third-pany auduis and cerufication of | DESTROY 3 YEARS AFTER
manufactired components CERTIFICATION DATE.
<DA NI 255 00-5>
3 Electronic copies o] recoTas (Ral e CIe At omre oot Fo it mEa R /DELETE AFTER THE
mail andword processing systems and used solely to RECORD:
generate a recordheeping copy of the records :;203%?5 005>
5500 | 36 WAIVERSNPATENTS
Case files on peuuons for waiver of patents, and all related RETIRE TO FRC WHEN 2 YEARS OLD
documentation and papers DESTROY WHEN 25 YEARS OLD
<DA N1255-94-2> (N 13-19)
5800 | 38 FACILITIES GRANTS
A DRAWINGS AND SPECIFICATIONS (Routne)
1 Headquarters RETIRETOFRC | YEAR AFTER FINAL
PAYMENT DESIROY 10 YEARS
AFTER FINAL PAYMENT
<DA NI 25594-2> (N 17 38)
2 Centers and all other offices/copies DES'TROY WHEN NOLONGER
NEEDED OR WHEN 3 YEARS OLD
WHICHEVER IS SOONER
<DA NI-25594-2>
B PRELMINARY/PRESENTATION DRAWINGS AND
MODELS
1 Recordsthat relate to the mission of the Agency
(a) Drawings DESTROY WHEN NOLONGER
NLEDED
<DA NI 255 94-2>
() Architectural models DISPOSE OF WHLN NO LONGER
NEEDED FOR ADMINISTRATIVE
PURPOSES DONATION/OFTER MAY
BEMADE TO THE DIRECTOR
SMITHSON 1AN OR THE AIR & SPACE
MUSEUMS AS APPROPRIATE
<DA NI-255 94-2>
—— |

\

NOTES Only AFS numbers with defined subjects are used - RETENTION - For items marked Pending Retention Approval,

contact your Center Records Manager for

and/or q
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\

systems are also mc]

\ Records include drawings of the siructures and
buildmgs such as telephone and electnc Imes, storage

s, parkmg lots, and comfont stauons Drawmgs of

electricarn ng, heaung, or air conditioning

presentation purposes

1S 1lem
() Arch al models prepared for ill ve

DESIROY WHEN SUPERSEDED OR
AFTER THE S1RUCTURE OR OBJECT
HAS BEEN RETTRED FROM SERVICE
[GRS 17-3andGRS 17 4]

DESTROY WHEN THE FINAL
G/ AS-BUILT DRAWINGS

HAVE
[GRS 17 5]
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CHAPTER 6. NRRS 6

TRANSPORTATION

5900 | 39 ITEM PRICING FILES

D used ind

ofitems

I3 d prices for use in obtaining
improved pricing on purchases and accounting for the sale and tssue

DESTROY WHEN SUPER SEDED
OBSOLETE. NO LONGER NEEDED
FOR REFERINCE. OR WHEN 3 YEARS
OLD WHICHEVER IS LATER

<DA NI 255 942> (N17 34)

NOTES Only AFS numbers with defined subjects are used — RETENTION - For items marked Pending Retention Approval,

contact your Center Records Manager for information and/or questions
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SUBJECT AREA ORRECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authorit
6051 | 1 PREPAID BILLS OF LADING
A INBOUND SHIPMENTS
Documents relating to inbound shipments where freightcharges | DESTROY WHEN 2 YEARS OLD
are prepad by the shipper, Included are receiving documents, <DA NI1-255-894> (N22-8)
commercial bills of lading, freight bills, transit pnivilege bills of
ladmg cross-reference sheets similar documents, and related
correspondence
B QUIBOUND SALVAGE
Dx relating to d ship s of salvage or DESTROY WHEN | YCAR OLD
1e jected matenal to gnees who assume y freight <DA NI1-255894> (N227)
charges for shipment
C  ALL OTHERCOPIES DESTROY WHEN OBSOLETE.
SUPERSEDED OR WHEN 2 YEARS
OLD WHICHEVER IS SOONER
<DA N|-255-89-4>
2 E Obhg copyof ¢ Ip 2 P on DESTROY WHEN FUNDS ARE
\ [ — voachers OBLIGATED
[GRS 9 1]
F Unused ucket redempuion forms, M DESTROY 3 YEARS AFTER THE
XEAR IN WHICH THE
TRAS WA LOVPLETED
GRS 9 1e]
G All other offices/copies DESTROY WHLN | YEAROLD
<DA NI 255-89-4>
6110 [ 3 CARRIER RATE TENDER FILES
D relating to solicited or licited tenders or reduced rates | DESTROY | YEAR AFTER RATLS
and/or tanlts submitted by commercial carners for the transponiation | OR TARIFF'S BCCOML SUPERSEDED
of freight OR RESCINDED
<DA NI 255-894> (N22-10)
6120 | 4 FREIGHT RATENEGOTIATIONFILES
D relatmg to neg ons with carners or carmier's (I))BBS1(;ROY “g“:qumg?&?cm
associauons on transportation rates freight classificauons, and similar REOLI'REDIEI ER)R CURRENT
maiters OPERATIONS OR WHEN 3 YEARS
OlD WHICHEVER IS LATER
<DA NI1-255-894> (N2211)
6200 [ § TRAFFIC MANAGEMENT FEASIBILITYSTUDIES

NOTES Only AFS numbers with defined subjects are used — RETENTION - For tems marked Pending Retention Approval,
contact your Center Records Manager for mfonination and/or questions
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Reports, Publlcauons. proposals and all other documents relating to
studies of various transportation modes and methods

DESTROY WHEN STUDY BECOMLS
OBSOIETL, SUPERSEDED OR
WHEN 3 YEARS OLD WHICHEVER
IS LATER

<DA NI1-255-89-4>

6330 [ 7 SHIPMENT OF HAZARDOUS/RADIOACTIVE MATERIALS
Shipping fonns and all related records conceming the shipment of RETTRE RECORDS TO FRC WHEN 3
hazardous/toxic wastes and radioactive matenals YEARSOLD DESTROY WHEN 13
YEARS OLD
<DA N1-255-89-4> (N2 10)
6330 | 8 MOTOR CARRIERS' EXPLOSIVE OPERATING
AUTHORITY
Ci pond; and related d wilh commercial carners DESTROY 2 YEARS AFTER
concerming their facihiies and procedures for transporung explosives AUTHORITY [S SUPERSEDED OR
and other dangerous aticles RESCINDED
<DA NI 255-89-4> (N22-12)
6340 | 9 SIZE AND WEIGHT LIMITS-HIGHWAY
Documenis relating to individual state reqs garding size DESTROY | YEAR AFTER
and weight of vehicles permiited to travelstaie highways REQUIREMEINTS ARE SUPERSCDED
OR RESCINDED
<DA NI-255-89-4> (N 22-13)
6620 | 10 HIGHWAY MOVEMENT PERMITS
Documents relating to permits obtained from perunent state and local | DESTROY 3 YEARS AFTER
authonues for vehicular movements exceeding legal weight or COMPLETION OF MOVL * ALSO
dimension limitation, movement of hazardous waste/radioactive ggm7 8 AND 9 OF THIS
materials, or other legal requirements Included are pemuts, <DA NI 255-89.4:
NI 255-89-4>  (N22 15)
documents reflecung such data as type of equipment, gross weight.
axle or truck loads, height. width and length, onginand destination of
movement, nature of cargo, sunilar documents and related
correspondence
,\672 11 MOTOR VEHICLE RECORDS - OPERATION AND
———— MANAGEMENT

A CORRESTONDENGE
Cormespondence 1n the operating unil responsible for

maintenance and operation of motor vehicles not otherwise
covered in this schedule

B PARKING PERMIT CONTROL FILES
Documenis relating to the administration and allotment of

parking spaces and used to control the issuance and withdrawal
of peninuts and record violations by holders of penmits

C  GASOLINEFILES

Documents relatng to the 1ssuance of gasoline, including 1ssue
forms and reports

| DESTROY WHEN 2 YEARS OLD

(GRS 107w,
\\.;

DCSTROY UPON TRANSFER OR
SEPARATION OF PERMIT HOLDER
OR WHEN PERMIT IS SUPERSEDED
ORREVOKED WHICHEVER IS
SOONER

<DA NI 255-89-4> (N 122§)

DESTROY WHEN | YEAR OLD
DA NI 255-89-4> (NEB8)

o710

T VERICLE RFEPORTFI-ES™

NOTES Only AFS numbers with defined subjects are used - RETENTION - Foritems marked Pending Retenuon Approval,

contact your Center Records Manager for

£

and/or g
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6720

6740

M

G

H

J

I Reports on motor vehicles (other than accident, operaung,
and maintenance reports), including SF 82, Agency Repon
of Motor Vehicle Data, and SF82-D Agency Report of

Accident and SF 94, Statement of

1 i} T1
RECORDS

1 Records relaung to transfer sale, donation or exchange of

vehicles, including SF 97A, Agency Record Copy of U S
Govemment Ceruficate of Release of Motor Vehicle

2 Documenis used for the registration of privately-owned
vehicles and infonnation on individual dnivers

PER. D
Records relating 16 Tndtvrdual.employee operation of
Govemment-owned vehicles, includingBrveriestic__

authonizauon to use safe dniving awards, and related m—
correspondence

IRIP TICKETS

Tnp ticket files, includes daily inp uckets

DAILY UTILIZATION RECORDS

D leted by di her an

p P d op lo provide
infonnauon relalive to the daily use of vehicle(s)

1 Operating records including those relaun
4 hung, and schedul

2 Maintenance records, including those relating to service
and repair

CAR SEAL BOOK FULES

Books containing accountable office records of the receipt and
disposition of car seals and maintained (o facilitate monthly
inspection as to whether the seals were properly expended

DESTROY 3 YEARS AFTER DATE
ON REPORT
[GRS 104]

DESTROY 6 YEARS AFTER CASE IS
CLOSED
{GRS 10 5]

[GRS 10-6]

DESTROY | YEAR AI'TER
EXPIRATION OR REVOCATION
<DA NI-255-89-4> (N 12 26)

DESTROY 3 YEARS AFTER

SEPARATION OF EMPLOYEE(S) OR
YEARS AFTER RECISION OF

A TO OPERATE

GOVERNVENT-O

WHICHEVER IS SOONER

|GRS 10 7]

DESTROY WHEN | YEAROLD
<DA NI 255-89-4> (N 14-7)

DLSIROY AFTLR REQUIRED
TRANSFER OF INFORMATION TO
OTHER RCCORDS UNLESS
REQUIRED FOR ACCIDENT
OVNVESTYGATION (SEE ITEM 11D(2)
OR TAX PURPOSES OTHERWISE.
DESTROY WHEN 3 YEARS OLD
WHICHEVER IS SOONER

<DA NI 255-89-4> (N 14-10)

DESTROY WHEN 3 MONTHS OLD
2

DESTROY WHEN | YEAR O
[GRS 10-2b]

DESTROY | YEAR AFTER DATE OF
LASTENIRY
<DA NI-255-89-4> (N226)

NOTES Only AFS numbers with defined subjects are used - RETENTION - For items marked Pending Retention Approval,

contact your Center Records M:

for 1on and/or q
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CHAPTER7 NRRS7

PROGRAM FORMULATION R RD

Records maintained by office other than the office of pnmary
bil and control over

for
P P 3
agency vehicles and motor vehicle records

M LEASED VEHICLES
Case files on vehicles leased from GSA., including agency s
copy of GSA Form 1152, statements regarding service to
vehicle by other than GSA service and inspection work orders,
and motor vehicle use records
1 GSA Form 1152 DESTROY 4 YEARS AI'TER
VEHICLE Is RETURNED TO G5A
<DA NI1-25589 4> (N 14-6a)
11 2 All other records related to leased vehicles DESTROY | YEAR AFTLR
COMPLETION OF ACTION
<DA NI 255 894> (N 14 6t
N ALL OTHER OFFICES/RECORDS

DESTROY WHEN NO LONGER
NEEDED OR WHEN | YEAR OLD
WHICHEVER IS SOONER

<DA NI 255-89-4>

NOTES Only AFS numbers with defined subjects are used — RETENTION - For tems marked Pending Retention Approval.
contact your Center Records Manager for infonnation and/or quesuons

74

7100 [ 7 EARTH OBSERVATIONS COMMERCIAL APPLICATIONS
PROGRAM (EOCAP) (SSC ONLY)
Stennis Space Center (SSC) manages. on behalf of NASA Office of
Commercial Pr gram, EOCAP, di dto
develop commercml mleresx for NASA- developed Remote sensing
technology Proposals are received ar NASA Head as a pan
of a NASA Research Announcement (NRA) Selected proposals
(projects) are transferred 10 SSC for general program management
Proposal files consist of the proposal (as received), funding
doct 10n, del bles, and schedules Files are kept in the
following fonnavorganizauon
A EOCAP[PROPQSALS
1 Selectedproposals, scores., d FUNDED PROPOSAL FILES WILL BE
and funding information INCORPORATED INTO EOCAP |
CONTRACT MLES
<N1-255-94 3>
2 Proposals not selected DLSTROY WHEN | YEAR OLD
<NI 255-94 3>
7 B EOCAP] CONTRACTS
Records include materials generated dunng proposal selection DESTROY CONTRACTFILE 3 YEARS
Item A AT TER COMVPLETION OF PHASC L
(THIS INCLUDES RECORDS
INCORPORATED FROM A ABOVE)
<N1-255%4-3>
C  EOCAPIREPORTS
Records consist of both quarterly and annual reponts DESTROY REPORTS 3 YEARS AFTER
COMPLETON OF PHASE 1
<N1-25594-3>
D EOCAP1ADMINISTRATION/REVIEWS
Records consist of administrative correspondence and DESTROY 3 YEARS AFTER
1ons, including program reviews and other relaied COMPLETION OF PHASE |
acuvities <NI 255 943>
E  EQCAP[IRECORDS
EOCAP Il records follow the same proceduies and disposiion SCL ABOVL ITEMS FOR
nstrucuons as EOCAP 1 except for EOCAP Il proposals that DISPOSITION INSTRUCTIONS
are incorporated into the coniract file for follow-on work to PHASES CHANGE TO RCALECT NEW
EOCAP I contracts, unless they are a separate contract PROGRAM |E DESTROY
CONTRACTS 3 YEARS AFTER
COMPLETION OF PHASE I
<NI-255-84 3>
7400 | 19 FINANCIAL REPORTS - CONTRACTS AND GRANTS
Consolidated Agencywide repotts of financial and stausstical data
covering NASA contracts and grants
A HEADQUARTERS OPRXCopy
1 June ssue RETIRE TOFRC | YEAR AFTER THE

NOTES Only AFS numbers wnh defined subjects are used — RETENTION - For ntems marked Pending Retention Approval,

contact your Center Records M

for inf and/or q
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2 All other i1ssues

B ALL OTHER COPIES/OFFICES

rent version

CLOSE OF THE FISCAL YEARTO
WHICH THEY PERTAIN DESIROY
10 YEARS AITER FISCAL YEAR TO
WHICH THEY PERTAIN
<N1-255%4-2> (N 7-9)

DESTROY 2 YEARS AFTER THE
FISCAL YEAR TO WHICH THEY
PERTAIN

<N1-255 94-3>

DESTROY AS SOON AS ACTIVE
REFLRENCE VALUL CEASES OR
WHEN 2 YEARS OLD WHICHEVER IS
SOONER

PROGRAM FORMULATION RECORDS

beginning of NPR 1441

SCHEDULE 7

(AFS 7000-7999)
This document is updated frequently, therefore, pnnted copies may be obsolete Refer to the Change History Log at the

in the NASA Online Drrectives Information System (NODIS) for cu
2 Allothercopies/offices

<NI 255-94-1>
7400 | 20 ALLOTMENT OF FUNDS (304s)
Allotment of funds and memoranda conceming decisions on funding
levels and changes
— A HEADQUARIERS < PERMANENT *
-M\ RETRE TOFRC WHEN 3 YEARS OLD

FOR ANNUAL ACCOUNTS AND §
YEARS FOR NO YEAR
NARA h
<N1-25594 3> (N 7-3)

B CENTER DESTROY ANNUAL ACCOUNTS
WHEN 3 YEARS OLD AND NO YEAR
ACCOUNTS WHEN 5 YEARS OLD
<N1-255-94-3>

~7300~(~2tme | BUDGET AND PROGRAMMING

APPORTIONMENT FILES

A Correspondence files in formally 6
pertaining to routine administration, intemal pro 3
other matters not covered elsewhere in this schedule Excluding
files relating to Agency policy and procedure maintained in
formally organized budget offices

B Recurning reponts of scientific research and development
actvites

1 Headquarters

2 All ather copies/offices

Special Sudies
1 Headquaners

DESTROY WHEN 2 YEARS OLD

RETIRE | COPY OF EACH REPORT
TOFRC WHEN 2 YEARS OLD
DESTROY WHEN 8 YEARS OLD
<NI 255 %4-3>

DESTROY WHEN NO LONGER
NEEDED OR WHEN 2 YEARS OLD
WHICHEVER IS SOONER
<N1-255-94 3>

* PERMANENT *

OPY OF EACH REPORT
TOFRC OMES
INACTIVE
TRANSFERTO NARA WHEN 15
YEARSOLD
<N125594.3>

rent version

DESTROY WHIN NO LONGER
NEEDED OR WHEN 2 YEARS OLD
WHICHEVER IS SOONER

<Nl 255-94-3>

WARRA s)

Agency authorizations to utilize a stated amount of resources available
to program and admunistrative of fices (funds and/or personnel
complement) for the execuuon of approved NASA Projects and
activites (includes S06s original and sub authonties)

A HEADQUARTERS (OPR)
! FISCAL YEAR ACCOUNTS (Recordkeeping Copy)

2 NO YEAR ACCOUNTS (Recordkeeping Copy)

NOTE Close Account if (1) the Head of the Agency or the
President determines that the purposes for which
the appropnanon was made have been carmed out,
and (2) nodisbursement has been made against the
appropnation for 2 consecutive fiscal years

1 El inated on electronic mail and word

processing systems

1 FISCAL YEAR ACCOUNTS (Recordkeeping Copy)

2 NO YEAR ACCOUNTS (Recordkeeping Copy)

NOTE Close Account if (1) the Head of the Agency or the
President determines that the purposes for which
the appropnation was made have been camed out
and (2) no disbursement has been made against the

appropnaon for 2 consecutive fiscal vears

7830 | 24 RESOURCES AUTH
B CENTERS (OPR)
24

CLOSE THE ACCOUNT AT THE END
OF THE FIFTH FISCAL YEAR AFTER
THE PERIOD OF AVAILABILITY FOR
OBLIGATION ENDS RECORDS MAY
BE RETIRED TO AN FRC OR
APPROVED STORAGE FACILITY
ONE YEAR AFTER ACCOUNT
CLOSES DESTROY 5 YEARS AFTER
FISCAL YEAR IN WHICH
ACCOUNT(S) IS CLOSED

<N1-25596 3> (N 7-5)

RECORDS MAY BE RETIRED TO AN
FRC OR APPROVED STORAGE
FACILITY ONE YEAR AFTER FISCAL
YEAR IN WHICH ACCOUNT(S) IS
CLOSED DESTROY RECORDS 5
YEARS AFTER FISCAL YEAR IN
WHICH ACCOUNT(S) IS CLOSED
<N 255-96-3>

DELETE AFTER RECORDKEEPING

<NI1 255 96 3>

CLOSE THE ACCOUNT AT THE END
OF THE FIFTH FISCAL YEAR AFTER
THE PERIODOF AVAILABILITY FOR
OBLIGATION ENDS RECORDS MAY
BE RETIRED TO AN FRC OR
APPROVED STORAGE FACILITY
ONE YEAR ATER ACCOUNT CLOSES
DESTROY 3 YEARS AFTER FISCAL
YEAR IN WHICH ACCOUNT(S) IS
CLOSED

<NI 255.96.3>

RECORDS MAY BE RETIRED TO AN
FRC OR APPROVED STORAGE
FACILITY ONE YEAR AF'TER FISCAL
YEAR IN WHICH ACCOUNT(S) IS
CLOSED DESTROY RECORDS 3
YEARS AFTER FISCAL YEAR IN

NOTES Only AFS numbers with defined subjecis are used - RETENTION - For items marked Pending Retention Approval,

contact your Center Records Manager for inf

and/orq
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lecarone-topie e

processing systems

C  ALL OTHER OFFICEV/COPIES.

WHICH ACCOUNT(S) IS CLOSED
<Nl 255-96 3>

COPY HAS BEEN PRODUCED
<N1 255-96-3>

DESTROY WHEN NO LONGER
NEEDED FOR REFERENCE OR WHEN

P

and/or q

7-3
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in the NASA Online Drrectives Information System (NODIS) for cu
3 CurrenVacuve aircraft maintained 1n agency inventory

OPR Code OMM, Medwm Alutude Missions Oftice

within the Sciences and Applications Aircraft Division

rrent version
RETAIN ORIGINAL ON SITE AT ARC
WITH AIRRCRAFT EITHER
TRAINSFLR RECORDS WITH

4 CADRysiem

ASSOCIATED PLANE OR DESTROY
WHEN PLANE IS NO LONGER
MAINTAINED IN THE INVENTORY
AS APPROPRIATE (SEE [TEM B
ABOVE)

<N1-255 94-3>

RECORDS MAY BE DELETED WHEN
5 YEARS OLD OR WHEN AIRCRAFT

S Allotheroffices/copies

D  CONFIGURATION MANAGEMENT FILESRVARIQUS
AIRCRAFT

Records in this series include documentation of inactive aircraft
that are mantained by the Aircraft documentation office These
files may include, but are not lunited to, Status Reports,
Configuration Change Requests. System Test Reports and

[~bBAESIME AGENCY NVENTCRY. |
.

WHICHEVER |S SOONER
<NR255 94-3>

DESTROY WHIN OBSOLETE. OR
WHEN NO LONGER NELDED FOR
REFERENCEOR WHEN 5 YEARS
OLD WHICHEVER IS SOONER
<NI1-255 M4-3>

RETIRE RECORDS TO ON-SITE
STORAGEFOR | YEAR DESTROY
WHEN OBSOLETE OR WHEN NO
LONGER NEEDED FOR REFERENCE.
<N1-255 94-3>

Discrepancy Repoits

beginning of NPR 1441 1 in the NASA Online Directives Information System (NODIS) for current version
1 YEAR OlLD WHICHLCVER IS LATER
NOT AUTHORIZED FOR TRAINSFER
TOANBRC
<N1 25596 3>
7900 | 25 AIRCRAFT FILES
A A
These are files that are maintained at the Aircraft Management
Office, Headquarters and at Centers Typically files include
inforination with respect to aircraft operations, cost, scheduling
andtasking. usually relating to remote sensing research
NOTE These files DO NOT include maintenance records that
are mantained under a separate contract
1 General comespondence DESTROY WHEN S YCARS OLD
<N1 255-94-3>
2 Financal reponts DLSTROY 2 YEARS AI'TER THE
FISCAL YEAR OF THL REPORT
<~NR255.94 3>
3 Flight schedules DESTROY I YEAR AFTER THE
FLIGHTBEASON
<NI 25594-3>
4 Job orders DESTROY 2 YEARS AFTER
EXPIRATION
<NI1 255-34 3>
B MAINTENANCE RECORDS (CURRENT/HISTORICAL
Records in this senes include maintenance records for various RLCTIRE RECORDS TO ON SITE
arcrafl located at NASA faciliues  These records also may STORAGEFOR | YCAR AFTER
include some bluepnnts and sketches of parts used on the CLOSE OF FILE OR WHEN NO
various aircraft that are in the inventory LONGER NEEDED RLCORDS WILL
BE KEPT ON-SITE AS LONG AS
AIRCRAFTIS IN AGENCY
INVENTORY IF AIRCRAFT IS
TRANSFERRED TO ANOTHLCR
AGENCY TRANSFER RECORDS
WITH AIRCRAJIT [F AIRCRAIT IS
OTHERWISE DISPOSED OF OR
DESTROYED RECORDS WilL
EITHER BE DCSTROYLD AT THAT
TIME. WHEN NO LONGER NLLDED
OR WHEN | YEAR OLD WHICHEVER
1S SOONER  <NI 255.94-3>
—F T PLAIFORM AIRCRAFT - OPERATIONAL (ARC ONLY)
[ —— =i Transferred Aircraft Records (hard copies and electronic TRANSFER ASSOCIATED RECORDS
copres;T—" WITH THE AIRCRAFT WHEN IT
LEAVES AGENCY INVENTORY
\ THIS INCLUDES TRANSFER OR
P-AQATION TO A MUSEUM OR
T OTHER SO v 1OV
<N1-258 9:-3:““\
2 Aircraft no longer in inventory (non-current/inacuve) (hard DLSTROY RCCORDS ASSOCIATED
copies and electronic copies) WITH THE SPECIFIC ARCRAFT
WHEN IT IS DESTROYED
DISMANTLED OR CANNIBALIZED
AND NO LONGER ON THE AGLNCY
INVEINTORY OR WHEN § YCARS
OLD WHICHEVER IS SOONLR
<Nl 255-94 3>

NOTES Only AFS numbers with defined subjects are used - RETENTION - For tems marked Pending Retention Approval.
contact your Center Records Manager for infonnation and/or questions
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
(2) Paper Records DESTROY AFTER VERIFICATIONY
CERTIFICATION OF MICROFILM OR |
YEAR AFTER CERTIFICATION OR NO
LONGER NEEDED FOR USE.
<DA NI-255-94-3>
-
o) =MrorafilmRecosds * PERMANENT *
TO NARA WHEN 30 YEARS OLD
<DA NI-255 94-3>
2 All otheroffices, paper or microfilm copies DESTROY WHEN NO LONGER NELDED
FOR REFERENCE PURPOSES OR WHEN
10 YEARS OLD WHICHEVER IS
SOONER <DA N!-255-94-3>
8650 | 32 AIRCRAFT CREW MEMBERS QUALIFICATIONS AND
PERFORMANCE RECORDS - NASA 10 ACMQ
32 Records in this system are of crew members of NAS A aircraft which RETAIN RECORDS IN AGENCY SPACE.
consist of (1) records of qualifications, experience, and currency, eg, | DESTROY 5 YEARS AFTER CREW
PASR flight hours (day. mght, and instrument), types of approaches and M[)F‘riassf:f?“m FROM AGENCY
landings, crew positions, type awcraft fhight check ratings and related < i >
examinauon results traiming performed and medical records (2) flight
\uneraries and p fiests, and (3) biographical infi
8650 | 33 KENNEDY SPACE CENTER (KSC) SHUTTLE
TRAINING CERTIFICATION SYSTEM (YC 04) -
NASA 76 8$TCS
PASR Records contamned in this system are of KSC Civil Service, KSC OUTDATED RECORDS ARE

contractor and DOD personnel who have receaved systems, skills or
safety traiming 1n support of KSC or Space Shuttle Operations Records
consist of training and cerulfi luding cerufications
of physical ability to perfonin hazardous tasks

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Au(h0n§2
8000 | 1 DEFENSE INDUSTRIAL PLANT EQUIPMENT CENTER
(DIPEC)LOAN
Lisungs of tools or test equipment on loan from DIPEC to NASA DESTROY | YEAR AFTER
contractor or NAS A Center COMPLETION OF LOAN
<NI 255-94.3> (N17-47)
8000 | 7 R&D APOLLO DOCUMENTATION ADMINISTRATION FILES | THIS IS A CLOSED SERIES
A APOLLO DOCUMENTATION S YSTEM
A hsung of documentation covenng the Apollo Documentation (N 24-8)
System consisting of (1) Center Apollo Document Index,
Appendix "A". record copies of 3 documents (2) Center Apollo
Document Index, Numencal Lisungby Level Category, Control
Nuinber (3) Center Apollo Docwnent Index Alphabetical
Lisung Thesystem will provide for continual management
review to dupl or 1al and
reduce cosl related thereto Included are supportung papers
reflecung changes to basic documents
DESTROY AFTER VERIFICATIONM
I PaperRecords CERTIFICATION OF MICROFILM OR 1
YEAR AFTER CERTIFICATION OR NO
LONGER NEEDED FOR USE.
<DA N1-255 94 3>
——— —
——2eMicrol * PERMANENT *
ﬂnclud‘:mtwn—mm_zﬂmﬁ TRANSFER TO NARA WHEN 30 YEARS
ors
<DA NI 255-94-3>
3 All other offices, paper or microfilm copies DESTROY WHEN NO LONGER NEEDED
FOR REFERENCE PURPOSES OR WHEN
7 10 YEARS OLD WHICHEVER IS
SOONER
<DA N1-25594-3>
B D/GROUND

CONSTRUCTION QF F
SUPPORT EQUIPMENT (GSE

Documentauon relatung to Apollo and projects initiated by 1he
Apolloprogram (R&D/GSE and C of F) which includes
drawings, specifi s, technical Is, electronic/ comp
mexha, pholos, test reports, Operations & Maintenance (O&M)
documentauon, constructions files, and, Inforination for Bids
(IFB)

1 Office of Pnmary Responsibility

NOTES Only AFS numbers with defined subjects are used - RETENTION - For items marked Pending Retention Approval,

contact your Center Records M.

for infi and/or q
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DESTROYED CURRENT RECORDS ARE
MAINTAINED UNTIL 3 YEARS AFTER
TRAWNEE IS SLPARATED FROM NASA.
<DA NI125594 3>

K SAFETY AND MISSION ASSURANCE

SAFFTY, RELIARILITY & QUAIITY ASSURANCE (ISC
Y1

Reconds relatng ok satety assessments and certfication for
Might hundwate ie G vleads EVA Hadware/Equipment
etc) Cutolf date is end of calen

B PROBLEM REPORTING AND CORRECTIVE ACTIO;
{PRACA} REPORTS (JSC ONLY)

Records consist ol problems reported on hardware associated
with flighi and fhzht support equipment (1 ¢ Goremment
Fumished Equpment thght equipment etc ) Cutotf date 1> end
ol calendar ye ir

C QUALITY ASSURANCE SURVEILLANCE RECORDS

ITEM DISCONTINUED RECORDS NOW
COVERED BY T'EM &/10t OR /103
<N1-255-04-3>

ITEM DIS:
COVERED BY ITEM8/.
<N 255-04 3>

RECORDS NOW

NOTES Only AFS numbers with defined subjects are used - RETENTION -~ For items marked Pending Retention Approval,

comiact your Center Records M:

for inf and/or

8-2




PROGRAM MANAGEMENT RECORDS

(

SCHEDULE 8

AFS 8000-8999)

This document 1s updated frequently, therefore, pnnted copies may be obsolete Refer to the Change History Log at the

beginnng of NPR 1441 1 _n the NASA Online Drrectives Information Svstem (NODIS) for cy

rrent version

PROGRAM MANAGEMENT RECORDS

SCHEDULE 8
(AFS 8000-8999)

This document is updated frequently, therefore, pnnted copies may be obsolete Refer to the Change History Log at the
beainning of NPR 1441 1.n the NASA Online Directives Information Svstem (NODIS) for cyrrent version

SUBJECT AREA OR RECORD TITLE

RETENTION

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
1 Documents related to quality assurance audits special HANDLE AS PERMANENT RETENTION
studies, status reports, etc including related UNDER DISCUSSION WITH NARA
T o -t A,
quality assurance daily work effort Cutoff date 1s date of
document
2 Documents related to Quality assurance inspection stamps
including stamp audits, and stamp issuance records for
NASA and support contractor inspections and designated
verification
(a) Stamp audit documents DESTROY WHEN 10 YEARS OLD
<DA NI 255-01-1
(b) Stamp issuance documents
(I) NASA Cwil Service and designated verificauon KEEPFOR ATLEAST 3 YEARS THEN
personnel Cutoff date is date of document. DESTROY 1 YEAR ATER EXPIRATION
OF STAMP SERIES OR LOT
<DA N1 255-01-1>
365 (2) NASA Support Contractor personnel Cutoff KLEP FOR AT LEAST 3 YEARS THEN
date 1s date of document. DESTROY UPON CHANGE OF
CONTRACT
<DA NI-255.01 1>
—
T~ ==——3_.Elecippic Copies DESTROY/DEI ETE AFTER THE
Records that are il and word RECORDKEEPING COPY HAS BEEN
processing systems and used soldBy (B gedkrate DODUCED
keeping copy of the records <A N
See AFS 37 OCCUPATIONAL SAFETY AND HEALTH ADMINISTRATION
8715, (OSHA) CITATION FILES
Item8/30.5
38 RADIOACTIVE MATERIALS INSPECTION AND TEST FILES
Documents relating to the inspecuon of matenals, premises, and
faciliues where rad e, h and toxic Is are used or
stored and documents pentaining to tests made of such premuses,
facihiues and radianion detecting or monitoring devices
A OFFICE OF PRIMARY RESPONSIBILITY RETIRE TO TRC WHLN 6 YCARSOLD
DESTROY WHEN 75 YEARS OLD
<DA NI-255-94-3> (N 2I-12)
B ALL OTHER QFFICES/COPIES DESTROY WHEN S YEARS OLD
<DA NI1-255-94-3>
8700 39 RADIATION MONITORING AND DISPOSAL FILES
Records maimained to conform with Nuclear Regulatory Commussion DESTROY WHEN 75 YCARS OLD
(NRC)/Department of Energy (DOE) regulations regarding radiation <DA N125594 3> (N2113)
monitorning and disposal
NOTE Also see Schedule 1. AFS 1860 This AFS deals specifically
with Radiological Health Records  [See [tem 130.
Schedule 1]
8700 40 RADIOACTIVE MATERIALS LICENSE FILES

NOTES Only AFS numbers with defined subjecis are used — RETENTION - For items marked Pending Retention Approval,
contactyour Center Records Manager {or infc and/or

83

AFS # ITE DESCRIPTION OF RECORD SERIES <Authority>
Documents relating to requests for 1ssuance of, and compliance with, DESTROY 10 YCARS AFTIR
licenses for by-product. source, and special nuclear matenals Included | EXPIRATION OR RENEWAL OF THC
are appl for license app d Icenses requests for ';:SOE(;‘S& PRHOVIDED MISL MA rEngL
and approval of disappioval of, . d relaung to <DA :l ?;S_g?ifm?‘hl _ffyl?)sm F
changes in personnel authorized to receive and handle such matenals, - N -
and related papers
8715 405 OCCUPATIONAL SAFETY AND HEALTH ADMINISTRATION
(OSHA) CITATION FILES
Formerly
AFS 8720, Files consist of onigunal letters of Citation & Noufication of Penalty ;m%ﬁ:&ﬁﬁ.{;? DATE
Item®E370h from the US Department of Labor, Results of ivesugations, DESTROY 10 YEARS AFTER DATE OF
NPR Modification Ab Plan Req and Final Ab Plan ABATEMENT/RESOLUTION
141 1C Documentation <DA NI-255 94 3>
8800 42 ASBESTOS RECORDS
The work plan which includes drawings, qualifications of personnel RETAIN ON SITE FOR 30 YEARS THEN
and abatement procedures, noufication of the work to be done to the RETIRE TO FRC DESTROY WHEN 55
regulatory agency, analytical reports from the laboratory verifying the YFJ\R\S] O_‘,'D 3
levels of asbestos exposure, and, the final report by the abatement <DA NI 255 94-3>
contractor to NASA
8800 43 ENVIRONMENTAL RECORDS
43 Reports concerning the prevenuon, control, and abatement of air and

water pollution at NASA faciliues This record series covers in generic
terms miscellaneous records not covered under a specific tem in this
series

A ENVIRONMENTAL REPORTS - MISCELLANEQUS

Installation report to NASA Headquarters, and reports as
compiled by H ters from the

1 Reporting Insialtation

2 Headquarters

B  RESOURCE CONSERVATION AND RECOVERY ACT
RECORDS (RCRA
Records include correspondence conceming hazardous waste
acuvities including Notices of Hazardous Waste activities,
waste g report(s), insp nouces of
violations and corrective actions, and treatment, storage and

RETAIN ON SITE FOR 5 YEARS AND
THENDESTROY UNLESS THERE IS AN
EARLICR DESTRUCTION AUTHORIZED
EITHER IN THIS HANDBOOK BY
SPECI'IC RECORD SERIES CITATION
IN 'THE CODE OF 'EDERAL
REGULATION (CFR) OR SOME O'THER
APPROPRIATE REGULATORY
AUTHORITY OR SPECIFIC STATC
AGENCY GOVLRNING SUCH RECORDS
<DA NI-255-94-3> (N 18-13)

TRANSIER TO IRC WHEN 3 YEARS
OLD DLSTROY WHEN 6 YEARS OLD
<DA N1 255 94-3>

NOTES Only AFS numbers with defined subjects are used - RETENTION - Foritems marked Pending Retention Approval
contact your Center Records Manager for informauon and/or questions
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AFS # ITEM

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authornity>

43

disposal facility audits, toxic chemical source reduction,
recychng and sold waste 8 used o1l 8 and
yching, and, general cor

about such activiues

I Nouces of Hazardous Waste Actvity

2 Hazardous Waste Generators Report and Manifests

TOXIC SUBSTANCE CONTROL ACT RECORDS (TSCA)
Records include corr d C g polychl d
biphenyls (PCB) and asbx luding records of PCBs in

service, spills and clean-up records, PCB transfonner inspections
and PCB annual documents, noufications of asb. I,
wnspections, nouces of violation and corrective actions, treatment,
storage, and disposal facility audits, and general correspondence
about PCB and asbestos actvities

1 Records of PCBs in service (Report to EPA)

2 PCB spills and cleanup records

3 PCB transfonner inspections

4 PCB Annual Document

CLEAN WATERACT

Records include correspondence concerning all water resource
actviues includ hly discharge g reports, local
moutonng repons, pennit apphcations underground storage
tanks, wells wetlands, inspections, notices of violation and
corrective actions, and, general correspondence about water and
wetland resources

1 Monthly discharge monitonng reports (LaRC ONLY)
Underground storage tanks

DES'TROY WHENNOTICEHAS BEEN
REVISED OR WHEN 3 YEARS OLD
WHICHEVER IS ATER
[AUTHORITY 40 CFR|

<DA NI-255 94-3>

DESTROY WHEN 3 YEARS OI.D
[AUTHORITY 40 CFR]
<DA N1-255-94 3>

DESTROY WHEN 3 YEARS OLD
[AUTHORITY 40 CFR]
<DA NI-255-94-3>

DESTROY WHEN 5 YEARS
OLD [AUTHORITY 40CFR]
<DA NI-255-94-3>

DESTROY 3 YEARS AFTER DISPOSAL
OFRELATED TRANSFORMER
[AUTHORITY 40 CFR761 30)

<DA NI-255-94-3>

DESTROY 5 YEARS AFTER STOPPING
USE OR STORING OF PCBs
[AUTHORITY 40 CFR/761 180]

<DA NI 255-94-3>

DESTROYRECORDS WHEN 3 YEARS
OLD EXCEPT CLOSURE

PROGRAM MANAGEMENT RECORDS

SCHEDULE 8
(AFS 8000-8999)

This document is updated frequently; therefore, pnnted copies may be obsolete Refer to the Change History Log at the
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authonty>
43 Records consistof noufications of release repons. correcuve [ NOTIFICATIONS WHICH ARE

acuons, and closure notilications

[

Monthly discharge monitonng reports (LaRC ONLY)

3 Hampton Roads Sanitanon District (HRSD) Sell-Monitonng
Repons (LaRC ONLY)

4 Toxic management program records

5 Pennusfromany U S State Pollution Discharge Eiminaon
Systemsuch as the Virgimia Pollution Discharge Elimination
System (VPDES) and HRSD

CLEAN AR ACT (LaRC ONLY)
Records include correspond g all arr poll
activiues including air source reg and permits,

"noa-cniena‘ p p notices of and
corrective actions, and, general correspondence about air

resources

SUPERFUND AMENDMENTS AND REAUTHORIZATION
ACT(SARA)

Records include correspondence concerming Tier Il Repoits and
Community-Right-10-Know acuvities, inspections, nouces of
wviolation and corrective actions and, general correspondence
about storage of hazardous matenals

COMPREHENS[VE ENVIRONMENTAL RESPONSE
COMPENSATION AND LIABILITY ACT (CERCLA)
Records include pond B d site
acuvities including Preliminary Assessments and Remedial
invesugations/feasibility studies, clean-up and remediation
activities, site closure plans and acliviuies, inspections, notices of
wviolation and corrective actions and, general correspondence
about such activities

NATIONAL ENVIRONMENTAL POLICY ACT

Records include correspondence concerning Federal

1ssues g envir
| analyses, |l mpact
statements, press releases and public comments on impact
enws | ation records, and general

correspondence about such acuvies

DESTROYED 3 YEARS AFTER
CLOSURE OF THE RELATED TANK
[AUTHORITY 40 CFR]

<DA NI-255-94-3>

DESTROY WHEN 3 YEARSOLD
[AUTHORITY HAMPTON ROADS
SANITATION DISTRICT REGULATIONS
AND STATE WATER CONTROL BOARD
VIRGINIA]

<DA N1-25594-3>

DESTROY WHEN 3 YEARS OLD
[AUTHORITY HRSDREGS]
<DA NI 255-94-3>

DESTROY WHEN 3 YEARS OL.D
<DA NI 255 943>

DESTROY WHEN S YEARS OL.D
<DA NI-25594-3>

DESTROY WHEN 2 YEARS OL.D
[AUTHORITY STATE DEPARTMENT
OF AIR POLLUTION CONTROIL.,
VIRGINIA]

<DA NI1-255 943>

DESTROY WHEN 3 YEARS OLD
[AUTHORITY 40 CFR]
<DA NI 255-94-3>

RETIRE WHEN 5 YEARS OLD
DESIROY WHEN 10 YEARS
oL

JAUTHORITY 40 CFR]

<DA NI-255 94-3>

DESTROY WHEN 5 YEARS OL.D
[AUTHORITY COUNCIL ON
ENVIRONMENTAL QUALITY (CEQ))
<DA N1-255-94-3>

NOTES Only AFS numbers with defined subjects are used ~ RETENTION - For items marked Pending Retention Approval,

contact your Center Records M.

for

and/or q
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
43 1 SPECIAL AGREEMENTS
Records include conespondence concerning special agreements DESTROY 7 YCARS AT'TER
or actions Federal, State and local regulatory agencies including | COMPLETION OF EXISTING FEDERAL
Federal Faciity Comphance Agreements (FFCA), consent FACILITIES COMPUIANCE
Faf gency agr notices of non comphance &%%Rﬂiﬂlf”\ APPROVAL
with such agreements, corrective actions, and, general <DA NI 255-94.3>
cortespondence about such activiues
J ROUTINE CORRESPONDENCE ENVIRONMENTAL
ENGINEERING (LaRC ONLY)
Records include routine correspondence with other NASA centers | DESTROY WHEN 3 YEARS OLD
Headquarters, and regulatory agencies such as U S UNLESS OTHCRWISE DICTATED OR
Eavironmental Protection Agency, State Water Control Board, E%TEEGBJLTT%BR‘\?,&‘G?- \?gyt OR
Hampton Roads Sanitation Distnct, Virgimia Department of WHICHEVER 1S LONGLR *
Waste Management, Fish and Wildlife, and, the Virgima <DA NI 255 94.3>
Deparunent of Health
8800 | 44 WIND TUNNEL FILES
“ A WINDTUNNEL FACILITY - R&D PROJECT (MSEC ONLY)
Records in this senes are histoncal and expenmenial data from RETIRE TO FRC UPON APPROVAL OT'
wind tunnel tests run on a 14-inch Trisonic Wind Tunnel and the | THIS SSHEDULE DESTROY IN THE
High Reynolds Number Wind Tunnel Tesis were force test YSEAR ;‘;:05“ 255.92 Ch
data with respect to (1) 14 data on mock model shuttle and (2) L[xa;" ,,;s‘_;;b'q‘ 2]
High Reynolds data on sohd rocket booster motor Data 1s -
submitied and filed by the associated tunnel used and test number
for both faciliies NOTE Thus 1s aCLOSED Senes Dated
1970-1985A 56 cu [t
8810 | 47 AGENCY SPACE FILES
Records relaung to the allocanon, uulizauon and release of space
under agency control, and related reports to the General Services
Administrauon
re——————— | -
| A B! plan files and related agency records unlized in space DESTROY 2 YEARS AFTER
planning. assighment, TERMINATION OF ASSIGNMENT OR
— EASE IS CANCELLED OR
WHEN PL. aRr
(GRS 1l 2a] (NI8 1)
B Building space uulizalion report, annual reports of space DESTROY 2 YEARS AFTER DATE OF
1 of all building; luding numbers of people, areas, SUBMISSION TO HEADQUARTERS
and purposes for which used (NASA Form 1400) <DA N1-255-94-3>
C  Insiallation or facility records consisung of insututional housing | DESTROY 2 YCARS AI'TER DISPOSAL
requirements, quarterly real property inventory, and real property | OTINSTALLATION OR FACILITY
summary reports <DA N1.255-94.3>
D Installauon real property inventones trailer reports, and rentalof | RETAIN CURRENT AND PREVIOUS
real property reporis submtted by program offices and/or FISCAL YEAR REPORTS DESTROY
installauons ALLAOTHERS
<DA NI 25594 3>

NOTES Only AFS numbers with defined subjects are used - RETENTION - For items marked Pending Retention Approval,

contact your Center Records M.

ger for nf and/or g

8.7

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authornity>
8810 | 48 REAL PROPERTY FILES

A CONSTRUCTION FILES

I STUDIES

Studies relaung to real property together with background
papers showing inception, scope, and accomphishments
Intermedsate and pre-final. and space plans of Federal
structures and engineenng projects Cut off date 1s date of
record

(a) Selected studies that are considered unique 1n character

{b) Rouune studies of temporary nature

(c) Recordsand files NOT included under ltem 44 (Wind
Tunnel Files) of this schedule

2 ACTUAL CONSTRUCTION
Construcuon office files consisting of documenis relaung to
project luding approval, establishing funds,
hedules of accomp progress, pay . and the

finahzauon, interimediate, and prefinal, final wotking, “as
built,” shop repair and alteration, contract, and standard
drawings, project specifications. with associated documents
relaung to their preparation of Federal structures and
engineenng projects

NOTE The sub-items below need to be separated by
disposition before transfer to the FRC

==——-(a)__Umque huilding</facihties. such as the Verucal

SsEmbly-Buwlding (VAB). Pads A & B, Space Stauon
Faciluty, ete

(h) Rouune office/lab buildings/facihiies

MAY REVTRETO FRC WHEN 10 YEARS
01D OR WHEN NO LONGER NELDED
FOR ROOERENCE, WHICHEVER 1S
SOONLCR DESTROY WHEN 30 YEARS
olD

<DA NI 25500 I> (NI8 &)

RETAIN FOR 3 YEARS THEN DESTROY
WHEN NO LONGER NEEDEDFOR
REFERENCE OR WHEN 10 YEARS OLD
WHICHLVER IS SOONER

<DA N1 255 00-1>

MAY RETIRE TO FRC WHEN NO
LONGER NEEDEDFOR
ADMINISTRATIVE PURPOSES
DESTROY WHEN 15 YEARS OLD
<DA NI-25500-1>

*PERMANENT*

RETAIN ON SITEFOR 3 YEARS AFTER
COMPLETION OF CONSTRUCTION OR
UNTIL AFIER FINAL PAYMENT MAY

TO FRC AFIER 3 YEARS
TRANS 2 YEARS AFTER
COMPLETION OR FINAL

<DA N1-25500-1>

RETAIN ON-SITE FOR 3 YEARS AITER
COMPLETION OF CONSTRUCTION OR
UNTIL AFTER FINAL PAYMENT MAY
RETRRE TOFRC AFTER 3 YEARS
DESTROY WITHIN ONE YEAR AFTER
DEMOLITION OF STRUCTURE

NOTES Only AFS numbers with defined subjects are used — RETENTION - For items marked Pending Retention Approval,

contact your Center Records Manager for

and/orq
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SUBJECT AREA ORRECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authonty>
<DA NI 25500 1>
48 3 PHOTOS/VIDEO

Construction photos taken dunng the construction process
consisting of in-progress, interim, and final shots of a facthty
AND NOT ncluded n the official nunbered installation
photo collection

(b) Routine office/lab buildings/faciliues

installabon brochures and his!
c pond p g to 101
data, and real propenty disposal documents

Drawings, correspondence reports and all other documents
maintained by 1l f pnmary resp ity relating to
design and construcuon of facilities, including maps. layouts,
building plans, water and dramnage systems, alterauons

dd b s, and Is made to propenty and all
other pertnent information

NASA Base Operauons Contractor Project Control Board
Files

(a) Approved, disapproved and cancelled Approved Work
Order Numbers held by the contractor for NASA
Records in this group include but are not lunited 1o
copies ofproposed Task Orders and Board Minutes

(b) Allother copies of records descnbed 1n (a) above held in
NASA Offices Cut off date 1s date of record

Work Authonzation Packages For New or Modified
Facilwes Record copy of individual files, conuolled by
Work Authonzauon Package (WAP), penaining to changes
n configuration of physical structures, new or modified,

*PERMANENT*

FILE WITH THE ACTUAL

CONSTRUCTION CASE FILE. RETAIN

ON-SITE FOR 3 YEARS AFIER

COMPLETION OF CONSTRUCTION OR
FINAL PAYMENT MAY

RETIRE TO YEARS

TRANSFER TONARA 8

COMPLETION OR FINAL PAYMENT

<DA NI 25500-1>

RETAIN ON SITEFOR 3 YEARS AFTER

COMPLETION OF CONSTRUCTION OR

UNTIL AFIER FINAL PAYMENT MAY

RETRE TO FRC AFTER 3 YEARS

DESTROY WITHIN ONE YEAR AFTER

DEMOLITTON OF STRUCTURE.

<DA NI-255 00-1>

*PERMANENT*

MAY RETIRE TO FRC 2 YEARS AFIER
DISPOSAL OF INSTALLATION
TRANSFER TO NARA 25 YEARS AFTER
DISPOSAL OF INSTALLATION

<DA NJ] 255 00-1> (N 18-2)

M

MAY RETIRE TO FRG2 YEARS AFTER
DISPOSAL OF PROPER NSFER
TO NARA 25 YEARS AFTER DIS

OF PROPERTY
<DA NI125500-1> (N 18-12)

DESTROY 6 YEARS A!ND 3 MONTHS
AFTER FINALRAYMENT OFNHE
CONTRACT

<DA N1-25500-1>

RETAINTOR 3 YEARS THEN DESTROY
WHEN NO LONGER NEEDED OR WHEN
5 YEARS OLD WHICHEVER IS
SOONER

<DA NI 25500 1>

NOTES Only AFS numbers with defined subjects are used - RETENTION - For items marked Pending Retention Approval,

contact your Center Records M

for infc and/or q
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AFS #

ITEM

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authonty>

and unique work acuvities on assigned facilies, systems
and equip within the 1 cost/scope limits
provided w the Base Op Contract. (Senes wncludes
both NASA-held and Contractor-held Govemment owned
recordsy Cut off date for file 1s date of WAP docwment in
file

(a) Approved WAPs

(b) Disapproved and cancelled WAPs

C  REPORTS - REALPROPERTY

Records consisting of the record copies of real property reponts to
GSA nventory reports of junsdictional status of Federal areas
within states report of NASA total faciliues, repont of NASA
industrial facilities, and repont of in-house faciliies Cut of ( date
1s date of report.

PLANS

1 Installation files (one cg] h revision should be
maintamed :n the histoncal files for

2 NASAHeadquarterscopy Cut off date 1s date of record

MAY RETIRE TO FRC WHEN 5 YEARS
OLD DESTROY WHEN 20 YEARS OlD
<DA NI 255-00-1>

DESTROY WHEN NO LONGER NEEDED
OR WHEN 3 YEARS Ol.D WHICHEVER
ISLATER

<DA NI 255-00-1>

RETIRE TO FRC WHEN NO LONGER '
NEEDED FOR REFERENCE. DESTROY
WHEN 20 YEARS O1l.D [HISTORY
OFFICE MAY RETAIN INDEFINITELY
FOR REFERENCE )

<DA NI 255-00-1>

*PERMANENT®

RETIRE TO FRC UPON

DISCONTINUANCE OF INSTALLATION

~OR FACILITY TRANSFER TO NARA 25
YEARS ISCONTINUANCE OF

INSTALLATION OR FACH:I'H\
<DA NI 255-00-1>

RETAIN FOR 3 YEARS THEN DESTROY
WHEN OBSOLETE. SUPERSEDED OR
WHEN 10 YEARS OI.D WHICHEVER IS

SOONER
<DA N1-25500-1>

8814 | 49 HOUSE APPLICATION FILES
A Applications for and ceruficates of eligibility for housing of DESTROY 5 YEARS AFIER THE
essenual employees, and all related documents ISSUANCE OF EACH CERTITICATE
<DA NI25594 3> (N 15-31)
n: g agency 1 housing maiters;ssuch 8se— |[-DESTROY.WHEN.I.Y EAR OLL} emcemcmerd
rental or purchase (GRS 125¢)
8814 | 50 WALLOPSFLIGHT FACILITY BASE HOUSING TENANT
RECORDS - NASAS3BHTR
PASR Records in this system consist ofousing rental agreements, records of | DESTROY WHEN 30 YEARS Ol.D
rent receipts and records of donnitory occupants UNIESS AUTHORIZED BY ANOTHER
50 SERIES [IDENTIFIED WITHIN THESE

SCHEDULES
<DA N1-255-94-3>

NOTES Only AFS numbers with defined subjects are used — RETENTION - For items marked Pending Retention Approv-al,

contact your Center Records Manager for infc

and/or q

8-10



PROGRAM MANAGEMENT RECORDS

SCHEDULE 8
(AFS 8000-8999) ¢

This document is updated frequently, therefore, pnnted copies may be obsolete Refer to the Change History Log at the

PROGRAM MANAGEMENT RECORDS SCHEDULE 8
(AFS 8000-8999)

This document 1s updated frequently, therefore, pnnted copies may be obsolete Refer to the Change History Log at the

beainning of NPR 1441 1.in the NASA Online Directives Information System (NODIS) for current version beginning of NPR 144 1 1 1n the NASA Online Directives Information System (NODIS) for cyrrent version
SUBJECT AREA OR RECORD TITLE RETENTION SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITE DESCRIPTION OF RECORD SERIES <Authority> AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
8814 | 51 WHITE SANDS TEST FACILITY FEDERAL HOUSING <DA N1-255-94-3> (N 18-15)
ADMINISTRATION (FHA)809 HOUSING PROGRAM - NASA
73 FHAP 8834 | 56.5 LIFTING EQUIPMENT
PASR Records in this system consist of WSTF Civi) Service and contractor CERTIFICATES ARE HELD FOR S Records conceming design, inspection and tesung, and servicng of
personnel who have applied for FHA 809 housing Records contain Egﬁoﬁﬁgxcgﬁs}mﬁm lifuing devices (cranes hoists, elcN and hifung equipment (load-liftmg
b A ARDS Al hard ttached to hft ¢
g:)r:’:dcd::d(le:n‘ llz:nte:t;::s. home phone, age etcy realtor RETAINED IN AGENCY SPACE UNTIL ardware attac! o hifting equipment)
B3gc: ploym : 50 YEARS OLD AND THEN A R
DESTROYED DESIGN RECORDS
DA N1 25594 3.
< > Includes review and approval of configuration changes, HANDLE AS PERMANENT PLNDING
- RETENTION APPROVAL.
8820 Construction of Faalities (C of F) (see below) ceruficationpackages, acceptance inspecuon and test records.
8820 | 52 SHOPPLANNING AND LAYOUT FILES includmg the associated nonconforinance and corrective actions
Documents reflecting the layout location, and comparable data relative DESTROY WHEN SUPERSEDLD B PERIODIC INSPECTION AND TEST RECORDS
0 1, meg space. Y, and OBSOLETE OR WHEN 10 YEARS OLD
’ WHIC“EYER ISLATER Records of required penodic inspection/testing activities, HAN'?‘E'E AS PmMA&‘ENT PCNDING
<DA NI 255943 (N 20-10) includmg d f andc acuon RETCNTION APPROVAL
reporis  Cutoff1s date of inspection
8830 | 56 REPAIR AND UTILITY FILES
C  SERVICING RECORDS
A REPAIR AND UTILITY WORK ORDERS
Records d and ad actviues HANDLE AS PERMANENT PENDING
Requesis for repairs and orders, mcluding correspondence perfonined for hifting equipment  Cutoff date 1s date of service RECTENTION APPROVAL
drawings, worksheets, standing work orders, and all related acuvity
materials
[ Office ofpnimary responsibihity DESTROY WHEN 3 YCARSOLD D PRE-QPERATION INSPECTION RECORDS
<DA N1255943> (NI1816)
Chechlists of pr on leted by HANDLE AS PERMANENT PENDING
2 All other affices/copies (EXCLUDING fiscal ESTE?!S?;E?:!H.L‘HON OF WORK pror to da ly operation of the equipment  Cutoff date 1s date of RETLNTION APPROVAL
Inspecuion
B MAINTENANCE RECORDS
8900 | 58 MEDICAL RECORDSN TEST SUBJECTS
I Dx showin, rfonined and required on
systems and plants, e Prevp:nuvc M q Records in this senes consistof medical records of test subjects under DESTROY 75 YEARS AFTER BIRTH
Instuctions (PMI) and Prevenuve Maintenance Action contract to NASA which mclude documentation of physical exams, DATE (DOB) OR 60 YEARS AFTER
diagnosis, treatment, and tests given in order for the individual to DATE OF CARLIEST DOCUMENT IN
Requests (PMAR) Cimate as a "test. subject 1n R&D Project medical test THE FOLDER IF DOB CANNOT BE
participate as a “test subject in 0 ject medical tests ASCCRTAINED OR 30 YEARS AFIER
(a) Paper DESTROY WHEN 3 YEARS OLD CONTRACT HAS BEEN
<DA NI-25594 3> (N 18 14) C ITERMINATED
WHICHEVER IS LATER
{(b)=Datab. JaLETE WHEN NO LONGER NEEDED <DA NI-255-93.3>
<DA NI 255 94-3>

2 General Facility Records (WSTF ONLY)

Records contained in this senes consists of maintenance,
repair, and documentation on power supply. water, gas,
cryogenics, and other related services for the support of the
test stand facilty Included are general maintenance records
and other bills related to these facihities

C  UIILITY OPERATINGLOG

Logs sh g op of utiltties includs p e
humidity. pressure, and other such readings

DESTROY RCCORDS WHEN 3 YEARS
OLD OR WHLN NO LONGER NEEDLCD
WHICHLVER 1S SOONLR

<DA N1-255 904>

DESTROY WHEN 3 YEARS OLD OR
WHEN NO LONGER NEEDED
WHICHEVER IS SOONER

NOTES Only AFS numbers with defined subjects are used ~ RETENTION - For temsmarked Pending Retention Approval,

contact your Center Records M:

for 10n and/or q
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,2\ AGENCY BUDGET REQUEST FILES
inths file senes consisis of budget matenal requested via
OMB -] I, including matenal required by the President's
Call for the budg rds include, but are not linuted to letters,
fonns, exhibits (submitted ¢l ically), and any other related
finding ads or documentation associ this submission. 1
OMB, Presidents Budget, Jusufication Support™ essional
Budget Support, etc
A Ongnal recordB d at NASA Headquarters by }Mm&
Code B TRANSFER m&w 35
(Thus set starts October 1. 1958 and conunues to Present) YEARS OlD
<DA NI1-255 94-2>
B Center working Is/hackground files and d RCTIRE TO FRC WHEN 2 YEARS OI.D
developed by other orgamizational units and as submitted to DESTROY WHEN 30 YEARS OLD
<DA NI 255-94-2>
the Comptrollers Office
C Al other offices/copies DESTROY WHEN SUPERSEDED NO
LONGER NEEDED OR WHENRYEARS
OID WHICHEVER IS SOONER.
<DA NI 255-94-2>
T ——
966 3 NASA ACCOUNTING AND FINANCIAL INFORMATION

T~~~ SYSTEMS (NAFIS)

Headquarters an
summarygeneralledger (G
integrated system which will be dis|

A E OF

C  ALL OTHER OFFICES/COPIES

cywide reporung system which resides at NASA
1o GAOQ/Treasury standards for
fonnaton This is an on-line
10 all NASA Centers

DELETE/DESTROY WHEN OBSOLETE
OR SUPERSEDED OR WHEN 5 YEARS

-
USE DISPOSITION IN A VE.
<DA NJ}-255 94-2>

DESTROY WHEN NO LONGER

NEEDED OR WHEN 3 YEARS OLD
<DA NI 255-94-2>

NOTES Only AFS numbers with defined subjects are used - RETENTION - For tems marked Pending Retention Approval

contact your Center Records Manager for and/or q
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FINANCIAL RECORDS
A GENERAL
Records in this series consisis of register receipts, bank

deposit slips, registertapes, cancelled checks bank
statements, ledgers, etc

9000 | 4 R&D PROGRAM/PROJECT STATUSREPORTS (PSR)
COST/SCHEDULES
Documenis relating to cost projecuons for research and
development projects, including information about program
objecuves in terms of projects, tasks, status, and ume phasing for
development, and funds required These files include schedules and
directly related forecast and actual costs
A CENTYERS (Level 2 Manager) RETRE TO FRC 1 YEAR AFTER
( € COMPLETIONIBF THE BROJECT
DESTROY 10 YEARS AFTER
COMPLETION OF PROJECT
L <DA NI255 342> (N24-3)
B SECRETARIATOFFIEE-MASAeadquatles, | * PERMANEYT -
Comptrollers Office) ‘Rmmn%S oLD
TRANSFERTONARA —
YEARS OlL.D
<DA N1-255-94 2>
C  ALL OTHER OFFICES/COPIES DESTROY WHEN NO LONGER
NEEDED FOR REFERENCE OR WHEN
5 YEARS OI.D WHICHEVER IS LATER
<DA NI 255-94-2>
05T 5~ ]| FUND FILES
Records relanng to availability, collection wdﬁnd\ DESTROY WHEN 3 YEARS OI.D
depositof funds including appropriation watrants - |JGRS 64] (N25 Ni4])
certificates of deposit, other than those records covered by
Item [ of this schedule
~—
B PECI.
Reconrds relaing to montes obtained to pay for expenses %&OTF:ECI-!(SYC%\ALRYA;ﬁgHE
wncurred in conjunction with special guest, or monies from WHICH THE RECORDS PERTAIN
sponsors of programs that could not be retumed  Includes the DESTROY 6 YEARS AFTER THE
"Administrator's Fund”, "Acuvity Fund” "Special Fund™ and
N CLOSE OF THE FISCAL YEARTO
all other non-appropnated fund activities WHICH RECORDS PERTAIN
<DA N]-255-94-2>
9050 | 6 NASA EXCHANGE- PERSONNEL, PAYROLL, AND

RETAIN ON SITE AT RESPECTIVE
INSTALLATION DESTROY WHEN 5
YEARS OID

<DA NI 255 94-2>

NOTES Only AFS numbers with defined subjects are used — REIENTION - For tems marked Pending Retention Approval,

contact your Center Records Manager for

and/or
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6

PASR

PASR

CORRESPONDENCE FILES - GENERAL

Files include advisory notices such as metchandise and
sundry notices. records d overall ads son of
theexch general corr cuslomer pl
security records and reports pertaining to the exchange

STOCK FILES / GOODS RECEIVED

I GOODS Records relating to the receipt of merchandise.
including copies of reports of goods received, shipping
documents tracer inquines, merchandise follow-up
requests, and other documents related 1o
shipments/follow-
up of merchandise

2 STOCK Records used by management for the control
and procurement of merchandise a1 warehouse and on the
sales floor including unit merchandise records, stock
record cards, replenishment cards, recorder records, and

vendor records
XC RE Vv -
XROI

1 Records contained in this system consist of present and
former employees of,, and applicants for employment with,
NASA Exchanges, Recreational Associations, and
Employees’ Clubs at NASA Centens Individuals with
acuve loans or charge accounts at one or more of the
several orgamzauons Records contain Exchange
employees' personnel and payroll records including injury
claims unemployment claims biographical data,
performance evaluations. annual and sick leave records,
and all other employee records Credit records on NASA
employees with active accounts

2 General meeung minules of activities associated with the
Employees Exchange

JOHNSON SPACE CENTER (ISC) EXCHANGE
ACTIVITIES - NASA 72 XOPR

Records in this system consist of employees and past

ployees of the JSC Exch P ppl! under
the JSC Exchange Scholarship Program, and JSC employees
or JSC contractor employees participaung in spoits or special
activiues sponsored by the Exchange Records include a
vanety of data relating to personnel actions and
determinations made about an individual while employed by
the NASA JSC Exchange These records contaun infonnation
about an individual relaung to buth date, social secunty
number, home address, phone number, marual status,
references, veteran preference, and other mformation relaling
to the status of the individual _Scholarship information 1s

RETAIN ON-SITE DESTROY WHLN 4
YEARSBILD
<DA N1-255 94-2>

DESTROY WHEN 2 YEARS OLD
<DA NI 255-94-2>

DESTROY WHEN 2 YEARS OLD
<DA NI 255-94-2>

DESTROY WHEN 5 YEARS OLD
<DA NI 255 942>

DESTROY 6 MONTHS AFTER
ELECTION OR INITIATION OF NEW
COMMTITTEE MCMBERSHIP OR WHEN
3 YEARS OLLD WHICHEVER OCCURS
IMRST

<DA NI1-255-94-2>

EMPLOYEE RECORDS OF JSC
[XCHANGE OPERATIONS
PERSONNEL RECORDS ARE
RETAINED INDEFINITELY IN
AGENCY SPACLC TO SATISFY
PAYROLL.. REEMPLOYMINT
UNEMPLOYMENT COMPENSATION
TAX AND EMPLOYEL RETIREMENT
PURPOSES FOR SUCCESSFUL
APPLICANTS UNDER THE JSC
EXCHANGE SCHOLARSHIP
PROGRAM RECORDS ARLC
MAINTAINED UNTIL COMPLETION
OF AWARDED SCHOLARSHIP AND
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supplied by individuals who have applied and includes daa
on education, financial background, and other related
informatson

ARL THEN DESTROYED RECORDS
PERTAINING TO UNSUCCLSSFUL
APPLICANTS ARE RETURNED TO THE
INDIVIDUAL FOR PARTICIPANTS IN
SOCIAL OR SPORTS ACTIVITIES
RECORDS ARE MAINTAINED FOR
STATED PARTICIPATION PERIOD
AND ARE THEN DESTROYED
RECORDS CANNOT BE RETIRCD TO
ANKRC

<DA NI-255 94-2>

9090 | 7

A

C

D

E

REIMBURSABLE AGREEMENTS - FINANCIAL

GUIDELINES APPLICABLE TO REMMBURSABLE
AGREEMENTS

Reports correspondence working files and other
documentation required on file to support reimbursable
actvilies

BENEFITOR FILES

Includes original authorities for reimbursable funding for
resident agencies

OCCUPANCY (SSC ONLY)

Includes staffing levels, space allocation utiity costs burden
analyses and all perinent information used 1n occupancy rate
development at SSC Records include occupancy rate
development data, quarterly detail reports, and, SSC
Personnel Strength Reports (including historical data)

WORK PERFORMANCE AGREEMENTS (JSC ONLY)

Records include agreements between JSC and other
government of non-government agencies (the customer)
whereby JSC performs work prescnbed in the agreement and
JSC 1s rembursed for the cost of the work by the customer
These agreements are usually [ to 3 years in duranon

1 Office of pnmary responsibility

2 Allotheroffices/copies

ALL OTHER OFFICES/COPIES OF THE ABOVE
RECORDS OTHER THAN THE OPR

RETAIN ON SITE UNTIL REFERENCE
VALUL CCASES THEN DCSTROY
<DA NI-25594 2>

DESTROY 6 YEARS AND 3 MONTHS
ATTER FINAL PAYMENT
<DA N1-255-94-2>

‘THESE RECORDS ARE UNIQUL TO
SSC AND WILL BE MAINTAINED IN
SSC SPACE FOR 10 YEARS RETIRE
TOFRC WHEN 10 YEARS OLD
DESTROY WHEN 20 YEARS OLD
<DA NI1-255 94 2>

TRANS!ER TO FRC WHLN 10 YCARS
OLD DCSTROY WHEN 20 YEARS
oL.D

<DA NI 255-94-2>

DESTROY WHCN NO LONGER
NEEDLD IFOR REFERENCE OR WHEN
5 YEARS OLD WHICHEVER IS
SOONER

<DA NI1-255 94-2>

DESTROY WHEN NO LONGER
NELDED OR WHIN 3 YEARS OLD
WHICHEVER IS SOONER

<DA NI1-255 94-2>

NOTES Only AFS numbers with defined subjects areused ~ RETENTION - For items marked Pending Retention Approval

contact your Center Records M.

for infc and/or q
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NOTES Only AFS numbers with defined subjects are used — RETENTION - For iems marked Pending Retenuon Approval,
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for 1on and/or

9.4




FINANCIAL MANAGEMENT AND
INSPECTOR GENERAL RECORDS

SCHEDULE 9
(AFS 9000-9999)

This document is updated frequently; therefore, pnnted copies may be obsolete Refer to the Change History Log at the
beginning of NPR 1441 1 1n the NASA Online Directives Information System (NODIS) for current version

FINANCIAL MANAGEMENT AND
INSPECTOR GENERAL RECORDS

SCHEDULE 9
(AFS 9000-9999)

This document is updated frequently; therefore, pnnted copies may be obsolete Refer to the Change History Log at the
beginning of NPR 1441 1n the NASA Online Directives Information System (NODIS) for current version

9226 k GENERAL LEDGER - ACCOUNTING

Ledgers showing debit and credit entnes;
expenditures in summary (balanced receipts)

s

IAL BAL. ED

Monthly consolidated financial reports supported by analyses
reports a1 the appropriation, fund, or other level, covening all
NASA assets, habilities, funds equity, revenues, and costs
The consolidated Agency-wide report s based on and
includes the tnal balance and related reports submuted by
cach NASA Center

1 ORIGINAL RECORDS (CODE B ONLY)

(a) Annual September Repont

(b) Monihly repons (other than September)

2 All otheroffices/copies of the above reports (including
copies maintawned at NASA Centers)

DESTROY 6 YEARS AND 3 MONTHS
I.AFTER CLOSE OF THE FISCAL YEAR
INVOLVED.

]GRSBZ]BM\

RETRE TO FRC WHEN NO LONGER
NEEDED FOR REFERENCE OR WHEN
5 YEARSOI.D DESTROY WHEN 10
YEARSOID

<DA NI.255 942> (N 3-6)

RETRE TO FRC 2 YEARS AFTER
FISCAL YEAR INVOLVED DESTROY
10 YEARS AFIER SUBJECT FISCAL
YEAR

<DA N1-255-94-2>

DESTROY AS SOON AS ACTIVE
REFERENCE VALUE CEASES OR
WHEN 3 YEARS OLD WHICHEVER IS

SOONER
<DA NI 255-94-2>

9100 | 8 APPORTIONMENT SCHEDULES - AGENCYWIDE
CODING STRUCTURE ALSO SEE SCHEDULE 7
A App and reappol hedul
proposing quarterly obligations under each authonzed
appropnauon  Research and Development, Space Flight and
Data Communtcations, Construction of Facilities, Research
and Program Management, and, the Inspector General
| HEADQUARTERS (CODE B ONLY)
(These are records sent 1o OMB and Treasury which show | RETIRE TO FRC 3 YEARS AFTER
the division of funding by project/program ) FISCAL YEAR 5 YEARS FOR NO
YEAR APPROPRIATIONS DESTROY
WHEN NOLONGER NELDED OR
WHEN 20 YEARS OLD WHICHEVER IS
SOONER
<DA NIBS594.2> (N7
T~CENTERS™ DESTROY 2 YEARS AFTER THE
IGRSIR4}
T 9208 ACCOUNTING RECORDS
mm ACCOUNTING GENERAL
g N B¢
Correspondence or subject files mamtawned by operinguays | DESTROY WHEN 2 YEARS OLD
ponsible for expenditures g.pertamning to ther | F il
internal operations and administrauon
B CQSTREDUCTION
Reports, correspondence, working papers, and other
supportingdocumentaton required to be on file
| Headquarters RETIRE TO FRC 4 YEARS AFTER
CIL.OSEOF FISCAL YEAR IN WHICH
RECORDS WERE CREATED
DESTROY 6 YEARS AFTER SUBJCCT
FISCAL YEAR
<DA N1-255:94-2> (N I-18)
2 Centers RETRE TOFRC 3 YEARS AFIER
CIOSEOF FISCAL YEAR IN WHICH
RECORDS WERE CREATED
DESTROY 5 YEARS AFTER SUBJECT
FISCAL YEAR.
<DA NI-25594-2>
9210 | 10 SIGNATURE AUTHORITY FILES
Records consist of signature authonues for nuscellaneous DESTROY UPON SEPARATION
administrative records which include, but are not limited to, Diner's | TRANSFER OR TERMINATION OF
Club authonzations. reports of mail, authonty for specified ALITHORIZED EMPLOYEE OR WHEN 5
employees to cerufy funds etc YEARS O1.D, WHICHEVER IS SOONER.
<DA NI1-255 94-2>

NOTES Only AFS numbers with defined subjects are used — RETENTION - For stems marked Pending Retention Approval,

contact your Center Records M

for wnf and/or

9-5

9300 | 14

A

FINANCIAL STATUS REPORTS

MONTHLY CONSOLL D -

This 15 a monthly consolidated agency wide financial report
of comnutments, obligations, costs, disbursements and
resource g of 11 vol organuzed
generally by program activity The following hist of reports
are considered a part of this senes, but 1s not all inclusive

Highlight Report, Balance of Payments Report, Medical
Report, Expert and Consultant Report, SEDSA--Est
Distnbuuon of Selected accounts

I HEADQUARTERS - OFFICIAL RECORD

(a) Monthly issues of Volume |, Summary of Data for
Ad atve Op R h and
Development, and Construction of Faciliues
Funding. and Volume 6. Project and Program Year
Summary by Program Office and by Center

RETWRE TO FRC AFIER THE CLOSE
OF THE FISCAL YEAR TO WHICH THE
RECORDS PERTAIN DESTROY WHEN
10BEARSBLD

<DA NI 255-94-2> (N 39)

NOTES Only AFS numbers with defined subjects are used — RETENTION - For items marked Pending Retention Approval,

contacl your Center Records M

for

and/orq
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4 (b) Monthly issues of all other volumes of the repon RETIRE TO IRC AI'TER THE CLOSC
pnnted OF THE FISCAL YEAR TO WHICH THE
RECORDS PERTAIN DESTROY 5§
YEARS AITER SUBJECTFISCAL
YEAR
<DA NI 25594 2>
2 Allothercopiesof the reports in Program Offices, NASA | DESTROY WHEN ACTIVE REFERCNCE
Centers, or other offices VALUE CEASES OR WHEN 3 YEARS
OLD WHICHEVER IS SOONER.
<DA NI1-255 94-2>
B CONTRACTS AND GRANTS REPORTS - STATUS
SEE ALSO ITEM 19, SCHEDULE 7
Records in this calegory consist of a consolidated agencywide
report of financial and statistical data covenng NASA
contracts, grants, and intra-Governmental purchase requests
1 HEADQUARTERS - OFFICIAL RECORD
(@) Annual September Issue (Following Formats) RETIRE TO FRC | YEAR AFTER
E-3 E-SA E-7,E-8 E-9,E-i0.E-11.E-12, CLOSE OF FISCAL YEARTO WHICH
E-16 E-17 E26 E-27 E-28 E-29,E-31.E 34, RECORDS PERTAIN DESTROY 10
E-34A, E-35,E-36-1, E-36-3, E-36-4, ANDE-38 | YEARS AITER SUBJECTISCAL
<DA Ni-25594-2> (N35N79)
(b) Issuesof formats histed in (a) above. other than DESTROY MONTHLY ISSULS AFTER
September 90 DAYS OTHER ISSULS AFTER THE
CURRENT REPORT IS PRODUCED
<DA NJ-255-94-2>
2 Allothercopiesof the reports in Program Offices, NASA | DESTROY WHEN ACTIVE REFERENCE
Centers, or other offices VALUE CEASES OR WHLIN 3 YEARS
OLD WHICHEVER 1S SOONER
<DA NI 25594 2>
9600 | 15 CERTIFICATES OF SETTLEMENT FILES

Copies of ceruficates and settlement of accounts of accountable
officers, statements of dif fierences, and related records

m\wﬂng closed account settlements,
P ental settlements, and final balance
settlements

B Cenuficates covering penod seutlements

C  Schedules of ceruficates of seitiement of claims settled by the
General Accounung Office

DESTROY 2 YEARS AFTLR DATE OF
SETTLEMENT
{GRS6-3a] (N23 N24)

“DESA ({WHEN SUBSEQUENT
CERTIFICAI MENTS
ARE RECEIVED

[GRS 6-3b]

DESTROY 2 YEARS AFITR DATE OF

SCTTLEMENT
<DA NI 25594-2>

Records in this senes include but are not limited to the following
Lypes

Ack ledg: of resp Ity forms for cashiers, Release of
responsibility, Imprest Fund Alarm System, Request to Increase
Imprest Fund Advance, and, Audit of Imprest Funds

9630 | 19 NONCOMMERCIAL REIMBURSABLE

TRAVEL/PASSENGER FILES

Records and copies of records relating Lo reimbursing individuals,

such as travel orders, perdiem vouchers, and all other supporuing

documents relating to official travel by officers employees,

dependents, or others authonzed by law to travel

—— A TRAVEL ADMINISTRA' FFICE FILES DESTROY WHEN 6 YEARS OLD
T ———

[GRS®-3a)  (N@2-] N22-2)

B OBLIGATION CQPIES DESTROY WHEN FUNDS ARE
OBLIGATED
[

C  ALL OTHER OFFICE/COPIES DESTROY WHEN NO LONGER
NEEDED OR WHLN 3 YEARS OLD
WHICHEVER [S SOONER
<DA NI 255-94-2>

D X such as SF DESTROY 3 YEARS AFTER THE YEAR

1170 or other m \ravel d IN WHICH THE TRANSACTION IS
COMPLETED
[GRS 9-le}

9730 | 20 TRAVEL AND TRANSPORTATION FILES - GENERAL
— ~A.._Routine administrative records including correspondence, DESTROY WHEN 2 YEARS OLD
\fortﬁrand.xelaled records penaining to commercial and IGRS19-4a]

noncommercial 3 ygave!l and transportation, and freight

funcuons, not covered elsewheremityg schedule or

Schedule 6

B Accountability records documenting the 1ssue or receipt of D!
accountable documents ENTRIES ARE

(GRS 9-4b]

C  Ciedn card files anddocumentation show issuance by DLCSTROY CREDIT CARDS AND
commercial organizatons for reissue to agency personnel for | RELATED PAPERS UPON RECEIPT OF
their use while on official travel duty, receipts, registers, or :E: E‘Tg?sn;sﬁkbs
other relaied documents =

979 | 22 IMPREST FUND

DLSTROY UPON SEPARATION
TRANSFER OR TERMINATION OF
AUTHORIZED EMPLOYEL. OR WHEN
5 YEARS OLD WHICHEVER IS
SOONER

<DA NI 255-94 2>

NOTES Only AFS numbers withdefined subjects are used — RETENTION — For items marhed Pending Retenuion Approval,
contactyour Center Records Manager for information and/or questions
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* INSPECTOR GENERAL RECORDS *

9800- INSPECTOR GENERAL FILES - AUDITS AND (sce below)
9999 INVESTIGATIONS
9800 Investigations Program (secbelow)
9800 | 26 SEMIANNUAL REPORT TO CONGRESS
Formerly Reports prepared by the statutory OIG's and submitted to the
AFS¥9910 Congress, and working papers The reports summarnize the acuviues
m NPR of the OIG for the 6-month penods ending March 31 and Septeinber
1441 1C 30 Fordetals on the composition of these reports, see Section S,
Public Law 95-452, asamended by 5 U S C Appendix
26 “K—RECOR ORT (4Q ONLY * PERMANENT *
CLOSE FILE UPON TRANSMISSION TO
[~EONG! WNSFER TO NARA IN
5 VEAR BLOCKS S OtD
<DA NI 25500 3>
B WORKING AND BACKGROUND PAPERS DESTROY WHEN NO LONGER
NEEDED
<DA N1-255-00-3>
C  ALLOTHEROFFICES/COPIES DESTROY WHEN NO LONGER
NEEDED
<DA NI 25500 3>
—~——
COPIES
DESTROY/DELETE AFTER THE
Records that are created on electronic mail and wor: W
processing systems and used solely to generate a <DA NI 25500 3> -
recordkeeping copy of the records
9800 | 27 INDEXES TO CASE FILES
DESTROY WITH REI.ATLD RECORDS
Formerty Used as references to OIG case files OR WHEN NO LONGER NEEDED
AFS¥9910 WHICHE VER IS SOON ER
inNPR <DA N1-255-00-3>
1441 1C
9810 | 23 INSPECTOR GENERAL INVESTIGATIONS CASE FILES -
NASA 108GIC
PASR

A AGENCY PROGRAMS/OPERATIONS

Case files developed dunng in 8 of known or
alleged fraud and abuse and irregulanities and violations of
laws and regulauions, mistnanagement, gioss waste of funds,
abuse of authonty, or a substantial and specific danger to the
public health and safety Alsoincluded are investigative files
relaung to a vanety of administrative matters such as potential
or actual tort claims for and against the Govemment and
management and program studies Cases relate to agency
personnel and programs and operations administered or
financed by the Agency, wincluding contractors and others
having a relauonship with the Agency This includes
investigative files relating to employee and hotline

comp and other 11 files Files
consist of investigatve repoits and related documents, such as
[ d notes and working papers

NOTES Only AFS numbers with defined subjects are used - REIENTION - For items marked Pending Retention Approval,

contact your Center Records Manager for and/or q
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Note A file s not closed untl all judicial and administrative
avenues and considerauons have been finally
exhausted

1 Files contawning infonnation or allegations which are of
an nvesligauve nature but do not relate to a specific
investigauon They include anonymous or vague
allegauons not warranting an investigauon, matters

referred to orother forhandling and
support files providing general infonination which may
prove useful inl: General I Cutoff
annually

2 Case files developed dunng interidl investgatons of OIG
employees

3 All other invesugative case files except those that are
Ily signifi for dox major viol of
crinunal law or ethical standards by Agency officials or

others

4 Significant case files, because the case attracts national
meclia auention, results in a Congressional investigauon,
or results in substanuve change in Agency policy or

procedures Examples include the Challenger and Hubble

investigations  Significant cases will be selected by the
NASA Office of Inspector General based on the cntena
histed in this item

(a) icia = ik
investigation and used to develop the final report
Documents are serialized and mawntained in official
case folders

(b) Background files, notes, duplicate copies, and other
matenals during the 8 but not

incorporated into the official case file and not used to

develop the final report.

copies.qf recgidds thal are created on electronic
mail and word processing systeins and useq so|
generate a recordkeeping copy of the records

DESTROY WHEN 5 YEARS OLD
<DA N1:255-00-3>

DESTROY 10 YEARS AFTER CASE IS
CLOSEDOR AFTER THEEMPLOYEE S
SEPARATION WHICHEVER IS
LONGER

<DA N1-255-00-3>

PLACEIN INACTIVE FILES WHLN
CASEISCLOSED CLOSE INACTIVE
FILE AT END OF FISCAL YEAR
DESTROY 10 YEARS AFTER FILE IS
CLOSED

<DA N1-255-00-3>

*PERMANENT*

1nAranc
AFTER FILE IS CLOSED
<DA NI 255-00-3>

DESTROY 10 YEARS AFTER FILE IS
CLOSLD
<DA NI 255-00-3>

DESTROY/DELETE AFTER THE
~REGORDKFERING COPY HAS BEEN

PRODUCED

<DA N1-255-00-3>

9-10
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POLICY AND PROCEDURE FILES - HQ ONLY

Records defining and documenting the policies required for
duecting, controlling, and carrying out OIG operauons  Also
records on planning and developing OIG polictes and procedures
Records can consist of manual handbooks, directives, and working
papers  Addiuonal reference is found in NPR 1200 I, Management
Control Audit Liaison, and Audit Follow-up

"M‘-’ﬂ\\

One record copy of each il notincluded in the Agency's
permanent set of master directives files or the record set of

B WORKING PAPERS AND BACKGROUND MATERIALS

C  ALL OTHER OFFICES/COPIES

O.___ELECTRONIC COPIES

Records that are created on elect
processing systems and used solely to generate a
recordkeeping copy of the records

* PERMANENT *
CLOSE SET OF DIRECTIVES OR

TIONS WHEN SUPERSEDED
%%mnm%
IN 5 YEAR BLOCKS WHEN 10 Y
oL
<DA N1-255.00-3>

DESTROY WHEN NO LONGER
NEEDED
<DA N1-255-00-3>

DESTROY WHEN NO LONGER

NEEDED
<DA N1-255-00-3>

DESTROY/DELETE AFTER THE

GALRDKEEPING COPY HAS BEEN
PROD!
<DA N1-255 00-3>

INSPECTIONS AND ASSESSMENTS FILES

Case files of inspections and assessmenls of Agency programs,
operations, procedures, and those relaung to contractors and
grantees  Files consist of reports, correspondence, memoranda, and

A QFFICE CONDUCTING REVIEW

B ORGANIZATION BEING REVIEWED

CLOSEFILE AT END OF FISCAL YEAR
AI'TER CLOSE OF CASC DESTROY 10
YEARS AFTER CLOSE OF CASE

<DA NI 255 00-3>

CLOSEFILE AFTER CLOSURLC OF ALL
RCCOMMENDATIONS DESTROY 3
YEARS AFTER CLOSC OFFILE

<DA NI 25500-3>

9820 | 24
pubhcations
9890 | 245
documentauon
2.5

C  ALLOTHER OFFICE COPIES

D SIGNIFICANT CASE FILES

The case auracts natonal media attention, resulls in a
Congzessional investigation, or results in substanuve change
n Agency policy or procedures Sigmficant cases will be
selected by the NASA Office of Inspector General based on
the critena listed in this item

CLOSEFILE AFTER CLOSURE OF ALL
RECOMMENDATIONS DESTROY 3
YEARS AFTER CLOSE OF FILE

<DA NI 25500 3>

NOTES Only AFS numbers with defined subjects are used - RETENTION - For items marked Pending Retention Approval,
contact your Center Records Manager for infonnation and/or questions
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245 | Official case file - records created dunng evaluauonsand | *PERMANENT*
st 1o develop the final report Documents are TRANSFER TO NARA 18 YEARS
T e T STRCAT R ToTRETae AETTR FILE IS CLOSED
<DA N IS
2 Background files, notes, duplicate copies, and other DESTROY 18 YEARS AFTER FILE IS
materials collected during evaluations but not CLOSCD
incorporated into the official case file and not used 1o <DA N1-255-00 3>
develop the final report
E  ELECTRONIC COPIES DESTROY/DELETE AFTER THE
RECORDKEEPING COPY HAS BEEN
Recons (R ree Landyord PRODUCED
processing systems and used solely to generate a <
recordkeeping copy of the records
9910 | 25 AUDIT FILES
A DEFENSE MATERIALS SYSTEM(DMS) AUDITS
Audit reports and related papers pertaining to the DMS
| Offiice of Pnmasy Responsibility DESTROY WHEN 5 YEARS OLD
<DA NI 25500 3> (N6 2 N1746)
2 Allother offices/copies DESTROY WHEN 3 YEARS OLD
<DA NI 255-00-3>
frunbSi sopiegof records that are created on electronic | DESTROY/DELETE AFTER THE
mail and word processing systems am p— ‘;ESDEEKEEPING COPY HAS BEEN
enerate a recordkeeping copy of the records
& PIng copy <DA NI 255 603>
A INTERNALAG
Case files of imernal audits of Agency programs, operations,
procedures, extemal audits of contractors and grantees Files
consist of audit repons. correspondence, memoranda, and
supporung working papers
I Office conducting review CLOSEFILC ATEND OF FISCAL YEAR
AFTLR CLOSE OF CASE DESTROY 8
YEARS AFTER CLOSE OF CASE
<DA NI 255 00-3>
2 Organizanon being audited KICELPFOR 3 YCARS DESTROY AFTLR
(Record cutoffdate 1s date of audit report ) 8 YCARS OR WHEN NO LONGER
NECDCD
<DA NI 25500-3>
3 All other offices/copies DESTROY 3 YEARS AFTCR DATL OF
AUDIT REPORT
<DA NI-255-00-3>
T ——
—— X
'Z"E'uummc.ggp%f!;cords that arecreated on electronic DESTROY/DELETE AFTER THE
mail and word pro¢essing sysemsand used solely to RECORDKEEPING COPY HAS BEEN
generate a recordkeeping copy of the records W

NOTES Only AFS numbers with defined subjects are used — RETENTION — Foritems marked Pending Retention Approval
contact your Center Records Manager lor infonnation and/or questions
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FINANCIAL MANAGEMENT AND SCHEDULE 9 FINANCIAL MANAGEMENT AND SCHEDULE 8
INSPECTOR GENERAL RECORDS (AFS 9000-9999) INSPECTOR GENERAL RECORDS (AFS 9000-9999)
This document 1s updated frequently; therefore, pnnted copies may be obsolete Refer to the Change History Log at the This document is updated frequently; therefore, pnnted copies may be obsolete Reter to the Change History Log at the
beginning of NPR 1441 1 1n the NASA Online Directives Information System (NODIS) for current version beginning of NPR 1441 1.n the NASA Online Directives Information System (NODIS) for current version
9920 | 28 GAO AUDITS 9960 | 29 AUDITS OF CONTRACTORS
A NASA A NASA
Case files on GAO audits of NASA activiies Includes GAO Case files on NASA audits of contractors, including papers
audt reports, correspondence, certificates of clearance, related to NASA auduts for other Government agencies, such
nouce of completion. and all related papers  Additional as DoD Additional refeerence 1s fiound in NPR 1200 1.
* reference ts found in NPR 1200 | Management Contro} Management Control, Audit Liaison, and Audit Followup
Audit Liaison, and Audit Followup
I Office performing the review Recordkeeping Copy RETIRE TO FRC 2 YEARS AFTER
DATE OF FINAL AUDIT REPORT
1 Headquarters haison office for GAO audits RETWRE TO FRC 2 YEARS AFTER
DATE OF AUDIT REPORT DESTROY 8 gfg}:m 8 YEARS AFTER SUBJECT
YEARS AFTER SUBJECT DATE. .
<DA N1.25500-3> (N6 1) <DA NI 25500-3> (N 64)
2 Organization audited or organization controlling audied KEEP FOR 3 YEARS DESTROY AFTER 2 Cognizant procurement office [CJ?WOYC:V“ RELATED
NASA Contracts (Record cutoff date 1s date of audit 8 YEARS OR WHEN NO LONGER DA N'LI '25500_“}‘3
reportlR NEEDED K >
<DA N1 25500-3> -
—— 3 Other NASA Audit offices DESTROY 3 YEARS AFTER DATE OF
P\\Mu&m&gplcs of records that are created on electronic | DESTROY/DELETE AFTER THE ?I;J:LVIMZJ?S‘IJ&EEORT
mail and word sBud used solely to RECORDKEEPING COPY HAS BEEN h
generate a recordh eeping copy of the r&ca PRODUCEE‘ a7 3> 4 All other offices/copies DESTROY | YEAR AFTER DATE OF
FINAL AUDIT REPORT
e <DA N1-25500 3>
5 Electronic copies Of records therere-cyeated on electronic | DESTROY/DELETE AFTER THE
Case files on GAO audits of NASA conractors mail and word processing systems and used solely to ! ‘PROD KR BEEN
uC
1 Cognizant procusesment office DESTROY WITH RLLATED generate a recordkeBing copy of the records <DA NI-255-00-3>
CONTRACT FILE
DA NI235003> (N6 B QTHER AUDITS OF NASA CONTRACTORS
2 Allother offices/copies ZI;_IS\T):‘?;';;&A]ES AUDIT Includes Defense Contract Audit Agency (DCAA) and HHS
| ———— | audit reports, corespondence, and all related papers
3 Elecuionic copies of records thar uc_| DESTROY/DELETE AFTER THE I Cogmzant regional audit office Recordkeeping Copy DLSTROY 3 YEARS AFTER DATCOF
matland word processing systems and used solely to PRODUCED 2 AUDIT REPORT
22 .. N 6-.
generate a recordkeeping copy of the records <DA NIBSS.00.3> <DA N1-25500-3> (N6-5)
2 Cognuzant procurement office DESTROY WITH RELATED
CONTRACT FILE
<DA N1-255-94-2>
3 Allotheroffices/copies DESTROY | YEAR AFTER DATE OF
AUDIT REPORT
<DA N1-25500-3>
4 Electronic copies of records that are ¢f A28 602 eetromnomm | -RESIROY/DELETE AFTER THE
mail and word processing systems and used solely to RECORD b
generate a recordkeeping copyof the records PRODUCED
<DA NI-25500-3>
NOTES Only AFS numbers with defined subjects are used - RETENTION - For nems marked PendingRetention Approval, NOTES Only AFS numbers with defined subjects are used. - RETENTION - For items marked Pending Retenuon Approval,
contact your Center Records Manager for infi and/or q contact your Center Records Manager for i and/or
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APPENDIX E. APPENDIX E.

Crosswalk of NRRS 7 and 8 to New Program/Project Schedule Items Crosswalk of NRRS 7 and 8 to New Program/Project Schedule Items
July 9, 2004 July 9, 2004
CHAPTER 10. NRRS 10
SUBJECT AREA OR RECORD TITLE RETENTION
AFS # | ITEM DESCRIPTION OF RECORD SERIES <Authority>
D N TO MOST OFFT the record copy of final approved agenda or programs,

minutes, transcnipts or proceedings, speeches delivered,
and comments made at or after the meetings or

conferences
SUBJECT AREA OR RECORD TITLE RETENTION
AFS# |ITEM DESCRIPTION OF RECORD SERIES <Authority> B REQUESTS
'\,\ I Requests for information and replies involving no DESTROY IMMEDIATELY OR WHEN
1000 1 READINGd CHRON FILES SEESCHEDULE imistrative action, no new decisions hy NASA and no | NO LONGER NEEDED FOR

ongmn special data REFERENCE. OR UNDER A
PREDETERMINED SCHEDULE OR
1000 | 2 ROUGH DRAFTS, WORKING NOTES m\ BUSINESS RULE (E G

=PMBLEME NTING THE AUTODELETE

Notes, records from which reports, staff papers. and other documenis | DESTROY WHEN NO LONGLR FEATURE S ELECTRONIC
have been prepared and approved NEEDED MAIL SYSTEMS)
GRS 23-7]
1000 | 3 STENOGRAPHIC NOTEBOOKS
2 Requests for duplicating. for photography forthe DESTROY WHEN ONE YEAR OLD
Notebooks from which notes have been transcnibed DESTROY WHEN NOTLS HAVE BEEN preparation of graphics or charts, for stenographic gggﬂggmw\gﬂ scx
TRANSCRIBED OR NO LONGER services SCHED‘ULEB ! )
NEEDED WHICHEVER IS SOONER
1000 | 5 INFORMATION COPIES 1000 | 9 OBSOLETE FORMS
Copies of telegrams, dispatches, insurucuons, Jetters, memorandums, | DESTROY WHLN NO LONGER Obsolete blank forms DESTROY IMMEDIATELY
o dence and other d hich are not a part of th NEEDED OR WHEN ONE YEAR OLD
e whieh ate notapart offhe WHICHEVER IS SOONCR 1000 | 10 INFORMATION ONLY COPIES

official subject or case file
1e1at suby <DA N1.255.94 | Schedule 1/78/D>

Issuances, notices, repoits, releases, tabulauons and publications of | DESTROY WHEN ONE YCAR OLD
1000 | 6 LETTERS - GENERAL other agencies or private industry submtted or received for general | <DA NI 255 941 Schedule I/78/D>

infonination purposes only

- A ___Transnuual letters without attachments DESTROY WHEN THREE MONTHS
o
GRS 14-1] 3000 | 11 VOLUNTARY ACTIVITIES/ CHARITIES
B Leuiers and notes of simple acknowledgement, and expressions | DESTROY WHEN ONE YEAR OLD Records pertaining to chantydrives and other voluntary acuvities DESTROY WHEN ONE :EAR OoLD
of appreciauon for cooperation and assistance <DA NI 255 94-1 Schedule 1778/D> not part of the regularly assigned functions of the Agency ALSO SCE SCHEDULE 3
1000 | 7 OFFICE WORKING FILES - DUPLICATE COPIES 13 REFERENCE DATA
QRRESPQNDENCE Minor wems of reference data sent to Centers solely for their DESTROY WHEN ONE YEAROLD
A Ci E 25504
informauon and not requining any specific adminisirative action <DA NI-255-94-1 Schedule 1/78/D>
7 1 Internal memoranda regarding details of office DESTROY WHEN ONL YEAR OLD
management, forwarding of checks arrangements for <DA N}-255 94-1 Schedule 1/78/D> A—d EXCESS OFFICE SUPPLIES

leave, for travel, general cooperation, itinerartes Excess, unused, office supphcs an ot geeded in RETURN TO STOCK
[ e i
— + Comespondenceand nouces regarding changes o DESTROY IMMEDIATELY OR WHEN the operaon of the office \

n directones NOLONGER NEEDED FOR

REFERENCE, OR UNDER A 15 PUBLICATIONS AND OTHER PRINTED MATERIALS
PREDETERMINED SCHEDULE OR
BUSINESS RULE (EG NOTE The office of ongin or oflice of pnmary responsibility, of
G THE AUTO-DELEIT any published material should maintain one complete set~ including
FEATUREOF L NIC obsolete and superseded tems
MAIL SYSTEMS) b
IGRS 23 7} Telephone Di — ohsolete/superseded DLSIROY IMMEDIATELY OPRRSEE
SCHEDULL 1
3 Correspondence regarding plans for conferences and DESTROY WHEN ONL YEAR OLD

meetings, invitations to attend and acceptances or regrets, | ALSO SE::' SCHEDULL |
nouices, arrangements for space and faciliues, <DA NI 255-94- Schedule 1/70/D>
arrangements for chairperson, or speakers, EXCLUDING
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