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UNITED STATES 
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(202) 358-4 787 
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6 AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for tms agency 111 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 penods specified; and that wntten concurrence from 
the General Accountmg Office, under the prov1s1ons of Title 8 of the GAO Manual for Guidance of Federal 
Agencies, IXI is not requrred; 0 is attached; or 0 has been requested. 
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NASA Records Officer, NASA Headquarters, Code AO o/�tt/;2tJ<Jj �_,d---� 
7 10 ACTION 

ITEM 
9 GRS OR 

8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION TAKEN(NARA
NO 

SUPERSEDED 
JOB CITATION USE ONLY) 

Multiple NASA Records Retentton Sschedules items (attached) Thts request ts 
for NARA recogmtton as mecda-neutral specific NARA authonzeed temporary 
retent10ns for NASA-specific items 

Note that the temporary items mcluded m this request are only those ht§bhghed ,VoT L /j../J:, 'l) 7 �OU/of/ 
,b�r rofi font m the attached hstmg The other schedule items are provided for 
context purposes only The content and funct10ns of the records covered by these 
scheules have not stgmficantly changed NASA still has requirements for these 
retent10ns which are the appropriate length ofttme, but our agency now 
mamtams many of these records m dtgttal media 

Also, please note that there are 573 temporary items htghhghted, 67 ofwhtch are 
simply "other copies" or "other offices/coptes " 
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ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 
(AFS 1000-1999) 

This document 1s updated frequently; therefore, pnnted cop,es may be obsolete Refer to the Change H1sto,y Log at the 
beginning of NPR 1441 1 1n the NASA Online Directives Information System (NODIS) for current vera1on 

SUBJECT AREA OR RECORD TITLE RETENTION 
ITEM DESCRIPTION OF RECORD SERIES <Authority> 

DESTROY WHEN OBSOLETE OR 
by the agency, mcludmg delegauons of authority, emergency 
Copies of Emergency Operaung Drrccuves, plans, and procedures 1s:.ued 

SUPERSEDED 
assignments, funcL1ons, and U1Slrucuons (other than those issued m case <DA NI 255-94-1> 

(N l-21l files) as well as those issued by FEMA other Federal agencies, stale and 
local governments and the pnvate sector (NON-RECORD COPlES) 

EMERGENCY PREPAREDNESS POLICY FILES 

copy of each agencyw1de or center emergency directive, plan, and 
proce sued by the responsible office, mcludmg relillCd background 
papers and pr development reports cons1stmg of a copy of each plan 
or drrect1ve issued 

A • PER.\tANE.Vf • 
ClJf OFF WHEN SUPERSEDED 
AND REllRE TO FRC WHEN J 
YEARS OLD TRANSFER TO 
NARA WHEN 15 YEARS OLD IN 
10 YEAR BLOCKS (e g offer 
970 79 block m 19951 

1-25'; 94-1> IN 1 20) 

B File copy of plan or drrect1ve 1 f  agency record copy 1s mamta.med m 
a master dtrecUves file and all related background matenals 

C AH other copies DESTROY WHE.'l OBSOLETE OR 
SUPERSEDED 
<DA Nl 255 94-1> 

1040 4 EMERGENCY PLANNING AND READINESS REPORTS 

Agency rqx:,ns of operator's tests rons1sung of consolidated or 
comprehensive rcpons renecung agencyw1de results ofte:;ts conducted 
under emergency plans, mcludmg exerc1SCs and tnal le� 

DESTROY WHE.'l J YEARS OLD 
OR I YEAR AF1t:R 
CO\IPI.ETION OF NEXT 
EXERCISE WHICHEVER IS 
LATER 
<DA Nl-:?5S 94-1> <NI 22) 

SUBJECT AREA OR RECORD TITLE RETENTION 
AFS# ITEM DESCRIPTION OF RECORD SERIES <Authonty> 

AGREEMENTS MEMORANDA OF UNDERSTANDING tMOU) 

ongmal MOUs and Leuer Agreements between NASA and others 
with cones ce and all documents concem!'ljmg the agreement 
milllers, such as mtera tra-agency. or mtemauonal affotrs 

A RECORD COPIES 

HQ Office of External Relaimns keeps record 
rop1es for lntemal.JOnal MOUs Record copies for domestic MOUs 
are kept by the Office havmg pnmary respons1bllny 

NOTES Only AFS number.so with defined subjects are used - RETENTION - For items marked Pendmg Retenuon Approval, 
contact your Center Records Manager for mforma11on and/or questions 

ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 
(AFS 1000-1999) 

This document 1s updated frequently; therefore, pnnted copies may be obsolete Refer to the Change H1sto,y Log at the 
beginning of NPR 14411 in the NASA Online Directives lnformat1on System (NODIS) for current vera1on 

SUBJECT AREA OR RECORD TITLE RETENTION 
ITEM DESCRIPTION OF RECORD SERIES <Authority> 

HISTORIA."1 lllEY WILL 
TRANSFER TO NARA 
WHF.."I NO LONGER NEEDED TO 
PREPARE NASA HISTORIES OR 
WHEN IO YEARS OLD 
WHlCHEVER IS SOONER 
<DA Nl-255-94 1> 

B • PER.MANE.'IT • 
TO FRC 2 YEARS 

!RATION 
TRANS A 10 YEARS 
AFfER EXPIRA TIO, 

C ALL OTHER COPIES DESTROY WHEN OBSOLETE 
ORSUPERSEDED 
<DA Nl-255-94-1> 

AGREEMENTS INTERAGENCY AND INTRA-AGENCY WITH 
OTHER GOVERNMENT AGENCIES 

on agreemcnlS bclv.een NASA and other Government agencies 
Includes co ence and all documems/matenals concemmg the 

A •PER\iA:-.n:NT• 
RETIRE TO FRC 2 YEARS 
AFfER CO\IPI.ETION OR 
EXPIRATION TRA.'lSFER TO 

10 YEARS AFfER 
/EXPIRATION 

tNl 41 

B ALL ITTHER OFACES/COPIES DESTROY WHEN 
OBSOLETI: OR 
SUPERSEDED 
<DA �I 255 94 1 7> 

HISTORICAL ITEMS/SOURCE FILES 

DocumenlS that have unusual or 11nmed1ately recogruzable h1stoncal 
s1g111ficance and are filed among other documents thai are scheduled for 

sal will be noted and removed from the file before transfer or 
de.,;; Agency h1sl0nes and selected background matenals 
Narra11ve ag stones mclud.mg oral h15,tory projects prepared by 
agency h1stonans o 1c affairs officers or by pnvaie h1stonans under 
con1.raet to the agency So ackground maJ.enals {such as mterv1ews 
with past and present personnel) ated dunng the research stage may 
also be selected for permanent retenhon 

A 

1945 · 1989 
Matenal m thLS colle.ctmn daies from 1945 to 1989 and may be 
contamed m boxe.s. leklnevers, or file cabmets Matenal 1s 
marked and accounted form two categone.s (I) Dated/marked 

NOTES Only AFS numbers with defined subjects are used - RETENTION - For items marked Pending Retention Approval, 
conlact your Center Records Manager for mformauon and/or questions 
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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 
beginning of NPR 1441 1 In the NASA Online Directives Information System (NODIS) for current version 

SUBJECT AREA OR RECORD TITLE RETENTION 
ITEM DESCRIPTION OF RECORD SERIES <Authonty> 

when matenal 1s added to collecl1on and (2) Dated/marled NARA NO LATER THAN 
when material 1s accessed for rel.earch purpose!> DECa.mER 31 1998 UNLESS 

THERE IS AN AGENCY 
REQUEST CERTIFYC<G ACTIVE 
AGE.\ICY USE AND NEED 
SUCH REQUEST WILL SPECrFY 
NEW TRANSFER DATE FOR 
MATERIAL SO CERTIRED 
<DA Nl �55 94-1 8> 
1N 1-8) 

• PERMANENT • 
RETAIN IN AGCNCY SPACE 
ill-lTIL NO LONGER NEEDED 
OR WHE,\I 2S YEARS OLD VwTIH 
5 YEARS CONSECtmVE 

ACTIVE AGENCY USE OR 

0 YEARSdOLD 
S LONGER 

B READY REFERENCE MATERIAL 

Reference matenal published/sponsored by NASA (Shelf RETAIN INDEflNITELY IN 

documentaLJon/books) AGENCY SPACC UNlll NO 
LONGER NEEDED OR 
DESTROY WHL� 75 YEARS 
OLD WHICHEVCR IS LONGER 
<DA NJ -25,;; 94-1> 

1070 9 HISTORY OFFICE CONTRACTOR DELIVERABLES (BOOKSJ 

Copies of documents collected and used as source data m prcparatmn of 
h1stonca1 volumes Included are duplicates or copies or correspondence. 
reports, d1recuves, pamphlelS, publ1caL1ons or other official records 
prehmmill)' or pan1al drafts, aulhors' outlme(s) author,: ongmal nolel>, 
responses from readers. reviews, and comparable dorumenlS 

A MATERIALS RELATEDTO COMPLETED VOLUMES RETIRE TO FRC ONE YEAR 
{Aflerpubl1cat1on of the fim-.hed bookd) AFTFR PUBLICATION 

DES'ffi.OY WHE.\I t, YEARS OLD 
<DA NI 255-94-1> 
<N 1-291 

B MATERIALS ACCUMULATED FOR FUTURE VOLUMES DES'ffi.OY WHE."11 NO ONGER 
NEEDED 
<DA NI 255 94-1> 

1070 10 HISTORY ARCHIVES BIOGRAPHICAL FILES - NASA IO HABC 
PASR 

Bmgraph1cal data, speeches, and an1cles by md1v1duals who are or 
MOST FlLES ARE RCT AINW h1stoncal s1gmficance m aeronautics astronauuc� space science, and rNDCFrNIIT.L Y IN AGENCY 

other concerns of NASA. correspondence, mterv1ewl> and vanous other REFERE.'ICE COLLCCTIONS 
tapes and transcnpts of program ac11v1ues HISTORY OITTCES/ARCHIVCS 

DES'ffi.OY WHE.\I NO LONGER 
NEEDED 
<DA NI 255-94- 1> 

NOTES Only AFS numbers with defined subJeCIS are used - RETENTION - For items marked Pendmg Retention Approval 
contact your Center Records Manager for mfonnat1on and/or queM1om; 

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 in the NASA Online Directives Information System (NODIS) for current version 

ITEM 
SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

RETENTION 
<Authonty> 

1070 I I  HISTORY OFFICE FILES - ADMINISTRATIVE 

Routme office files, general correspondence, and other maaenaJ._ related 
to the day-to-day opera11ons and management or the history office and 1t:. 
programs 

RETIRE TO FRC WHEN 2 YEARS 
OLD DCSffi.OY WHL'-1 6 
YEARS OLD 
<DA Nl -255-94-1 1 1> 

12 ORGANIZATIONAL FILES 

12 

A Organ1zat1onal charts. NASA D1rect1ves, and reorganization 
studies. graphic 1llu.sua1mns which provide a detailed de�npt10n 
or the arrangement and admm1strauve structure of the funcuonal 
um IS of an agency Reorgan1zauon studies are conducted to design 
an efficient organ1zat1onal frame1Atork most suited to canymg out 
the agency's programs and mclude 

m 1als such as final recommendauons, proposals and Maff 
e,alua s These files al!.o contam admmistrauve maps thar show 
regional bo ar1es and headquarters of decentralized agencies or 
thaL show the g aph1c extent of hm1lS of an agency's programs 
and proJecLS 

• PER.\1ANE'IT '" 
RETIRE TO FRC WHEN 5 YEARS 
OLD TRA'-ISFER TO NARA IN 5 
YEAR BLOCKS WHEN 20 
YEARS 
OLD 
<DA Nl -255-94- 1> 
(NdI 31 

INOTE Excluded from this s s are those Organu.a1.1on Otans 
included m the NASA D1rect1ves em -- See ltem 72 ofth1s 
Schedule I 

B Management appra.isaJ files. narrative and ::.ta11s 
s1gruficant accomphshmenlS, accounlS of and ration or 
reorgan1za11ons establi�hmem or d1�stabhshment of lie mers, 
special reports. on key planning studies 1Atlth related papers sh 
mcepuon, \Cope, procedure, result:,,, and Cii.',,C files on appro,ed 
plan�. pohc1es, m1ss1on, and programs 

Office of Primary Respons1b1hty, mcludmg the signatory and 
the office responsible for studying and de\'elopmg the 
documenL 

<DA NI  255-94-1> 

All other offices/copies DCSTROY WHEN OBSOLETE, 
SUPERSEDID OR WHEN NO 
LONGER NEEDED 
<DA NI 255-94-1> 

1 1 30 
14 10 

ared descnptmns of the respons1b1hues assigned to the 
!<>Cmor execuuve of the agency at the d1v11;1on level or higher U 
the functional s1a1emenlS m the Code of Federal Regulations 
(CFR). they are not de::.1gnated for pr . 

A RECORD COPIES 

HQ OFFICE OF MANAGEMEITT OPERATIONS, NASA 
DIRECTIVES & FEDERAL REGULATIONS (Record copy Is 
mcludcd m NMI. NPD/NPR Sy::.tem) 

NOTES Only AFS numbers with defined subjects are used - REfENTION -For items marked Pending Retention Approval 
contact your Center Records Manager for mfonnauon and/or questions 
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• PER.\.1ANE.'ITA• 

ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 
(AFS 1000-1999) 

Th,s document 1s 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 

<DA Nl 255 94 1> 

SUBJECT AREA OR RECORD TITLE RETENTION 
AFS# ITEM DESCRIPTION OF RECORD SERIES <Authonty> 

B CENTERS • PER.\.1ANENT • 
See Above 

Office of Pnmary Respons1b1hty <DA NlA-255 94-1 13> 

c ALL OTHER COPIES DESTROY WHE.'J OBSOLETE. 
SUPERSEDCD OR NO l.DNGER 

13 NEEDED 

COMMITfEES, BOARDS, COUNCILS, PANELS, AND 
CONFERENCES 

(NOTE Excluded from llus senes are those records cre.at.ed by lhc 
Inventions and Contnbuuons Board •· See Item 16 of this Schedule 
NOTE For Rouune and Ad Hoc Conferences and Meetmgs -- See Item 
19 of 1!11s Schedule I 

RECORDS RELATING TO ESTABLISHMENT 
ORGANIZATION MEMBERSHIP ANDPOLICY 

ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 
(AFS 1000-1999) 

Th,s document 1s updated frequently, therefore, pnnted copies may be obsolete Refer to the Change H,story Log at the 
beginning of NPR 1441 1 1n the NASA Online DirecllVes Information System (NODIS) for current version 

SUBJECT AREA OR RECORD TITLE RETENTION 
AFS# ITEM DESCRIPTION OF RECORD SERIES <Authonty> 

Records ma.mla.med by 1nd1v1dual members OF.STROY UPON TERl\.flNATION 
OF MEMBERSHIP OR WHEN NO 

14 LONGER NCEDED WHICHEVER 
IS SOONER 
<DA NI 255-94- 1> 

CONGRESSIONAL FILES 

Combmed 
wtlhAFS 
1311, Item 
1/27!'ljfrom 
NPR 
1441 IC 

Lies pcrta.mmg to correspondence Lo and from Congress10nal 
Co Lees llus mcludes letters hearmgs (mcludmg 
quesuons atenal for the record), tesumony, ed1led 
transcripts Cuto 1s end of Congressional session 

•PERMANENT-
REITRE TO FRC 5 YEARS 
AFIBR ClITOFF TRANSFER TO 
NARA I 5 YEARS AFIBR 
ClITOFF 
<DA Nl-255-00-6> 

(a) HQ Office of Leg1slat1ve Affaus (Office of Pnmary 
Respons1b1hty) Cutoff dale 1s end of Congressional RETIRE TO FRC Wl-lE',I 2 YEARS 

OLD TRANSFER TO NARA 
WHE'l 20 YEARS OLD 
<DA NI 255-94- 1 14> 
<N 1 6 N 1-7 !'11 24-12 N 24-l3) 

session 
!'JARA 
Ct.rrOFF 
<DA Nl -255-00-6> 

B 

m and finaJ), reports 
covenng general operauons of I.he group, rd.s relating to 
esl.abhshment, rev1s1on, or tenmnatmn of a pro roJect 
and records documenung the accomphshments o group 

(a) Office file of the group mamtame.d by the sponsor, 
group, O!.rurperson, or other des1gnce 

{b) All other copies 

2 All other records produced by lhe group 

OF.STROY 2 YEARS AFTER 
IBRMINATION OR 
DISSOL VEME.'JT OF 
CO\IMrITEE 
IGRS 16-8,j 

N J  YEARS OLD 
GER 

' NCE  
WH 
(GRS I -

NOTES Only AFS numbers wnh define.d subjects are used - REfENTION - For items marked Pend ng Retention Approval, 
contact your Center Records Manager for mformauon and/or questions 

{b) All olher!'ljoffices and copies DESTROY WHE.'J !'JO LO!'JGER 
NEEDED 
<DA. Nl 255-00-6> 

B Congressional Correspondence Files REfIRE TO FRC 5 YEARS 
Correspondence with Members of Congress conccm!'ljmg mforma11on AFIBR ClITOFF DESTROY 15 
about NASA programs and projects includes correspondence with YEARS AFTER ClITOfF 

<DA. Nl -255-00-6> Members of Congress penammg to const11uenl requests Cutoff 
date 1s end of Congressional session 

C Congressional Bnefmgs RETAIN FOR ONC YEAR 
Bnefmgs provided lo Members of Congress regard.mg NASA DESTROY WHE.'J !'JO LONGER 
programs, proJe.cls and acuvmes NEEDED AT TIIECONCLUSION 

OF TIIE ONE YEAR RETEmO:< 
<DA NI 255-00 6> 

D Pubhca11ons requests from Congressmen for copies of NASA OF.STROY l YEAR AFTER 
pubhcallon:,, which requ11ed no formal reply PUBLICATION IS SENT 

<DA. N 1 255--00-6> 

1 150 15!'lj1 LEGISLATION FILES - PROPOSED 

A Documents accumulated m the preparation and processing of 
leg1sla11on proposed by or m lhe interest of NASA Includes drafts 
of legJSlauon. repons to comm1u.ees on mtroduced legislat1on, and 
comments on. mcludmg coordma11on through Center legaJ of fice(s) 
with fmal subJTll5s1ons Lo Headquarters on leg1sla11ve proposals 
llus senes includes c�e files on each proposed it.em of leg1slat1on 
and files are kept and mamla.me.d, and broken m lb.JS fa.sh1on 

REfIRE TO FRC 5 YEARS 
AFIBR PROPOSAL IS ENAC"Jffi 
NrO LAW OR IS KIU£I) 
DESTROY WHE.'J 15 YEARS 
OLD 
<DA Nl-255 94-1> 

OPR NASA Headquan.ers, Office of Leg1sla11ve Affaus 

NOTES Only AFS numbers Wilh defi.ne.d subjects are used - RETENTION - For it.ems marked Pendmg Retention Approval, 
contact your Cent.er Records Manager for 1nforma11on and/or questions 

0 



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 
beginning of NPR 1441 1 In the NASA Online Directives Information System (NODIS) for current version 

SUBJECT AREA OR RECORD TITLE RETENTION 
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authonty> 

B 

C 

Offices prov1dmg mfonna11on feeder reports or penment 
documentat1on to cogn1La11t Headquarters office concern mg the 
proposed leg1!-ilauon 

All other offices/cop1es 

DESTROY WHE.� JO YCAR� 
OLD OR WHEN NO LONGER 
NEEDED WHICHCVER IS 
soo= 
<DA NI 255-94-1> 

DESTIWY WHCN NO LONGCR 
NEEDED FOR RErERL'<CE 
PURPOSES 
<DA NI 255 94-1> 

CenLers 
Monetary Awards Only (S1gmficant) 

<DA Nl -:?SS 94-1> 

3 All other copies DES'ffi.OY WHE:,.,J NO LONGER 
NEEDED 
<DA Nl!!!-155 94- 1> 

B Copies of documenl.'i/rccords created by the Board that are 
mamtamed al centers or by Board members 

DES'ffi.OY WHI:.'J NO LO:,.,JGCR 
NEEDED 
<DA NI 255•94-l> 

C Alphabeucal files by contnbutor, on contnbutJOns NOT considered 
for award, files mclude correspondence, evaluations, and all related 
papers/records 

RETIRE TO FRC WHL'J l YCARS 
OLD DES'ffi.OY WHI:.'J :?3 
,1:ARS OLD 
<DA Nl-255 94-1> 
IN 13-17) 

D Alphabetical file, by contributor, on comnbutions considered for 
award, files mclude correspondence evaluauons, recommendations 
by the Invention-. and Contnbut1ons Board and lhe Admm1strator 
Board and lhe Admm1stra1or and all related records/documenlal.ion 

RETIRE TO FRC WHCN J YEARS 
OLD DES'ffi.OY WHC'J 22 
YEARS OLD 
<DA Nl -:?SS-94- 1> IN 1J•l7J 

E Denied Award Hearrngs Files Case files on heanngs evolving 
from demecl awards from the lnvent1ons and Contnbullons Board 

RETIRE TO FRC AFTER CASE IS 
CLOSED DES'ffi.OY WHEN 25 
YEARS OLD 
<DA Nl -255 94-1> 
IN!!!] J 18)  

F Award Ca.5e lile�apphcat1ons thai have been microfilmed 

1 Paper Records DES'ffi.OY WHEN 
\1ICROFlL \i/\-11CROnCHE HAS 
BEIN!!!VERIFJI:D 
<DA Nl :?55 94-1> 

NOTES Only AFS numbers with defined subJeclS are u�d - RETENTION - For Jtems marled Pendmg Ret.enuon Approval, 
contact your Cent.er Records Manager for mfonnat1on and/or que.!lt10n!l 

ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 
(AFS 1000-1 999) 

This document Is updated frequently, therefore, pnnted copies may be obsolete Refer to the Change History Log at the 
beginning of NPR 1441 1 in the NASA Onhne D1rect1ves Information System (NODIS) for current version 

AFS # ITEM 
SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

RETENTION 
<Authortty> 

M1crofilm/m1crofiche Records DESTIWY WHEN NO LO'<GER 
NEEDCD OR WHL'J :!5 YEARS 
OLD WHTCHEVCR IS SOONCR 
<DA N l -:?55-94-1> 

1 1 80 17 NASA BOARD OF CONTRACT APPEALS CASE FILES
GOVERNMENT COUNSEL'S CASE FILES 

Appeal!l before lhe NASA Board of Contract Appeals con!l1sUng of 
Nouce!l of Appeal, complarnt, answer and/or mo11on. correspondence, 
transcnplS of proceeding!> before lhe Board. exh1b1ts, bnefs m support of 
lhe pan1es pos1t1ons taken under lhe d1spute.s clause of a NASA contract, 
and Board decl!>IOn!> together w1lh worlmg papers of lhe lnal attorney 
charged with representing NASA before the Board 

RETIRE TO FRC 2 YEARS 
AFfCR BOARD HAS RCNDERED 
ITS DECISION OR CASE IS 
SETTLED DES'ffi.OY WHEN t, 
YEARS OLD 

BOARD OF CONTRACT APPEALS CASE FILES 

Records of appeals of NASA contractors under lhe disput.es clause of a 
contract includmg findm� and final dec1s1ons of NASA 

contractm ers. pleadings. transcnplS ofheanngs, briefs, exh1b1lS, 
and related corresp e memoranda, worlmg papers, Board 
dec1s1ons, and other related p 

A REI1RE TO FRC � YEARS 
AF1Bt YEAR IN WHICH 
APPEAL WAS WlTHDRAWN OR 

TILED DESTIWY 6 YEARS J 
MD"'-'--AFHSK FINAL 

B Cases in which the Bo,u'd rendered a dec1s1on RCTTRE TO FRC 6 YEARS 
AFT� YCAR IN WHICH 
DECISION WAS RE.'JDERED 
DES'ffi.OY WHE.'J 1 1  YEARS 
OLD 
<DA Nl!!!-:?�5-94- 1> CN 17-491 

ed after September 30. 1979 Cases m which the 
appeal \I.as with rawn o 

DES'ffi.OY I YEAR AFTI:R 
Fl'JAL ACTION ON DECISION 

3 15b] 

1 200 19 SYMPOSIA AND CONFERENCE FILES - MANAGEMENT 

Files (includmg mv1tauon!> att.endance records, agenda. mmute.,;;, reports  
etc ) of routme and ad hoc conferences and meeungs. such as meetings of 
non•proJect working groups and tasl groups. mcludecl are �laff meetings 
related largely to admm1suauve matters 

RETTRE TO FRC WHC\I I YEAR 
OLD DES'ffi.OY WHCN 5 YEARS 
OLD 
<DA Nl-2�� 94-1> 
1N I 39 N 24- 14) 

12 16  21 SPECIAL PRIORITIES ASSISTANCE FILES 

Documenl.3 u�d m requesllng, coordmaung, and grantmg pnont1es 

A OFFICE OF PRIMARY RESPONSm!!!lLITY RETIRE TO FRC WHL'J 2. YCARS 
OLD Da 'ffi.OY WHC.'J 10 
YCARS!!!OLD 
<DA N l !!!255 94- 1> (N 17-18) 

NOTES Onl) AFS number-. wilh defined subJects are U!led - RETENTION - For items marked Pendmg Retention Appro-.al. 
contact your Center Records Manager for mfonnat1on and/or que�uons 
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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 1 1n the NASA Online Directives Information System (NODIS) for current version 

SUBJECT AREA OR RECORD TITLE RETENTION 
AFS# ITEM DESCRIPTION OF RECORD SERIES <Authont)2: 

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

B ALL OTHER OFFICES/COPIES 

1280 26.5 QUALITY MANAGEMENT FILES 

Files related to the status of the overaJI effectiveness of the Quality 
System at the NASA 1J1stallat1ons Records mdude audits. oversight of 
corrective action, management review acuv1t1es, quaJity system meLncs 
eva]ua11ons, and corre!>pondence with extemaJ auditor 

A l;Efill;B QFFll;E OF PRIMi\.BX!l&,SPO�SIBILITY 
Recordkeepmg copy (paper) 

B ALL OTHER OFFICES Reconlkeepmg copy (paper) 
(When not covered elsewhere m the� schedules ) 

L ,...,... ... JES generated on office automauon 
apphcal..lons such as E-ma.11 auu annhcauons 

DESTROY WHE.� 7 YEARS OLD 
<DA N 1 -255-99-3> 

DESlllOY \\1iEN 3 YEARS OLD 
OR WHF.."1 NO LONGER 
NEEDED WHICHEVER IS 
SOONER 
<DA 'II 255 99-3> 

DELETE AFTER 
RECORDKEEPING COPY HAS 
BEE.'-1 PRODUCED 

-
1 328 31 MILITARY REPORTS 

Reporu and copies of documenLS from Lhe DepartrnenLS of the Army, 
Navy, Arr Force, and Defense 

DCSlllOY WHE.."1 NO LONGCR 
NEEDED 
<DA Nl -255 94- 1>  fN I 33) 

1355 32 UNIVERSITY AFFAIRS PROGRAM FILES 

These are case files kept aJphabet1cally by md1V1dual, by program Case 
files will typ1caJly mclude. but not be hm1ted to. apphcauon forms, 
u-anscnpLS proposals and letters ofrcoommendat1ons as appropnate for 
each program Records m thlS senes may mclude any other associated 
correspondence or documenta11on related to the operauon and functmns of 
the program 

Programs mclude, but are not lunated to 

Advanced Des1gnee Program NASA/USRA 
ASEE Summer Faculty FeUowsh1p Program 
Graduate Program m Aeronautics 
Graduate Student Researchers Program (GSRPJ 
GradualC' Student Researchers Program/UMF 
HLStoncaJly Black. Colleges and Un1vers1ues (HBCU) 
Space Technology Development and Utllu.a11on Program (STDP) 
Joml lnslllutc for Advancement of Flight Sciences (JIAFS) 
Langley Aerospace Research Summer Scholars Program (LARSS) 
NASA Space Engmeenng Re.search Center Program 
Na11ona] Research Councl1 (NRCJ Resulent Re.,;earch Associateship 

NOfES Only AFS numbers WI.th defined subjects are used - RETENTION - For items marked Pendmg Retention Approval, 
contact your Center Records Manager for mfonnauon and/or questions 
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AFS# 

1360 

1 370 

1 370 

1 380 

1380 

SUBJECT AREA OR RECORD TITLE 
ITEM DESCRIPTION OF RECORD SERIES 

32 Program National Space Grant College and Fellowship Program 
Other Mmonty Umversuy Prograrn3 

A OE!:]C!; OEPR!MARX R!;S�NSIBIL[[X University Alfo.1rs 

B a1.1. QT!:ila!. orn1;�1rne� 

C ROSTERS OR LISTS OF PARTICIPANTSIINDIVIDU� IN 
R��IYE ffiQQR&MS 

33 INTERNATIONAL CORRESPONDENCE 

Correspondence with private md1V1duals outside of the U S requesung
mformauon or publicauons 

35 FOREIGN NATIONAL VISITORS FILES 

DocumenLS rela1mg LO the visits of foreign nationals, mcludmg 
authonza1.1ons, seetmty clearances. 1tmerar1es, corre:.pondence, and 
reports 

VISITOR OPINION CARDS 36 

Forms completed by v1S1tors to centers showing theu opm1on of the 
fac1hues 

37 COMMUNITY RELATIONS FILES 

A Documenta11on showmg the development. ma.mtenance, and 
improvement of relations between NASA and the community 

GSfC lbese arc mc:dmgs bdv.ecn local leaders m busmess/polmc:al aeas 
to sho'A/dc:morulriUc wha1 GSFC 1s domg m the local com11Wruly rotary 
clubs ClumberofCommerce etc 

B Records rela1mg to speeches, tours, personal appearances. and other 
such routme act1v1t1es 

38 STATISTICAL REPORTS FILES 

Stausucs regard mg pubhc affairs acuvu1es of Centers for use m 
compLlmg .sem1annua] report., mctud1ng sta11sucs regardmg dISsemmauon 
ofpubhcauons and number ofpublicillJons m stock. 

RETENTION 
<Authont)2: 

RETAIN ON SITE. DESTROY l 
YEARS AFTER COMPLETION 
or RESPECTIVE PROGRAM 
<DA Nl-255-94-1> 

DESTROY WHEN NO LONGER 
NEEDED OR WHEN REFERENCE 
VALUE CEASES 
<DA NI 255 94-1> 
DESTROY WHEN NO LONGER 
NEEDED 
<DA Nl-255 94- 1>  

DESTROY 2 YEARS AFIF.R. 
RESPONSE TO REQUEST 
<DA Nl-255 94-1>  (N 1-1 1 )  

DC.STROY 2 YEARS AFTER 
TER.\flNATION OF VISIT 
<DA Ni-255 94-1> 1N 19-17) 

DESTROY 6 MONTHS AFTER 
VISIT 
<DA Ni-255-94-1> !N 19-201 

DESTROY WHE.� 5 YEARS OLD 
<DA Nl 255 94-1> (N 19-19J 

DESlllOY WHEN 2 YEARS OLD 
<DA  N l -255 94- 1>  (N 19 19) 

NITTES Only AFS numbers wnh defined subJects are used - RETENTION - For items marked Pendmg Ret.enuon ApprovaJ 
contact your Center Records Manager for mformauon and/or questions 

I 
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1 380 

1 380 

ITEM 

40 

PASR 

41 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

A HO PUBLIC AFFAIRS jOPRl 

B � Orfice of Primary Respons1b1hty 

C ALL OTHER OFRCES/COPIES 

NASA PERIODIC INFORMATION SERIES - HOUSE ORGANS 

Penod1c newsletter, buUetms, or smular types ol official Center 
ubhcauons that contain mfonna11on relating to Center fac1hues 

o ons. s1g111ficant projects m1ss1on development, personnel, social 
fobnc, an other mformallon of mierest to NASA employees 

A 

B Record Copy 

BIOGRAPHICAL RECORDS FOR PUBLIC AFFAIRS - NASA 10 
BRPA 

Current bmgraph1cal mformatmn about pnnc1pal and prominent 
management and staff orfic1als, program and project managers, sc1ent1sts, 
engineers, �peakers, other �elected emplo)ees, involved m new�wonhy 
act1V1lles and other part1c1pants m agency programs, with a recent 
photograph when available Data items are those generally required by 
NASA or the news media m preparing news or feature stones about the 
md1V1dual and/or the md1v1dual's acuv1ty with NASA 

AUDIENCE REPORT FORMS 

NITTES Only AFS numbers v.1th defined subjects are used - RETENTION - For items marled Pendmg Reten11on Approval, 
contact your Center Records Manager for mformauon and/or queslJOm, 

RETENTION 
<Authonty> 

DESTROY Y.'HC.'I S YEARS OLD 
<DA Nl -255 94-1> IN 19-81 

DESTROY WH[N 3 YEARS OLD 
<DA N l -255 94- 1> (N 19 8) 

DESTROY WHEN I YEAR OLD 
OR WHE'l NO LONGER 
NEEDED WHICHEVER IS 
soo= 
<DA NI 25'i 94-l> (N 19 81 

•PERMANENT• 
TRANS FER ONE COPY OF EACH 
ISSUE TO NARA ANNUALLY IN 
ONE YEAR BLOCKS AT 1lfE 
E.'lD OF EACH CALENDAR 

TI:MPORARY 
lllANSn:R. A SECOND COPY OF 
EACH ISSUE TO LOCAL 
CENTER HISTORY OFFICE 
DCSlllOY WHEN NO LONGER 
NCEDCD 
<DA N l -255-05 01> 

RCCORDS ARE MAINTAINF.D 
A!) LONG AS THERE IS 
POTENTIAL PUBLIC INTEREST 
IN TH[M A..'lD ARE DISPOSED 
or WHEN NO LONGER 
RCQUIRED 
<DA N l -255 94 1> 

DESTROY WHE.'l 2 YCARS OLD 
<DA NI :!55 94 1> 
<N 19-1 IJ 

ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 
(AFS 1000-1999) 

This document 1s updated frequently, therefore, pnnted copies may be obsolete Refer to the Olange History Log at the 
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AFS # ITEM 

I 382 SO 

NOTES Only AFS numbers with define.d subJects are u:i.ed - RETENTION - For items marked Pendmg Retentmn Approval, 
contact )Our Center Records Manager for mformat1on and/or quesuons 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

FOIA REPORTS 

Recurrmg repons and one ume mfonnauon requirements relaung to the 
a.gene) 1mplementa11on of the Freedom of Information Act, mcludmg 
annual repons to the Congress 

TO CONGRESS MAINTAINED AT 

B 

C 

RECURRING REPORTS AND INFORMATION ACT 
EXCLUDING ANNUAL REPORTS TO THE CONGRESS 

ALL OTHER COPIES/REPORTS 

NEW RELEASES 

One copy of each prepared <;tatemem or announcement issued for 
d1str1but1on to the news media. Published or processed documents, such 
as "Pres� Kn�." "Fact Sheets, Current News, and all other matenal� 

ews releases thal. announce even� such as adopuon of new programs, 
al1ons of old programs, maJor 1;h1ft.s m pohcy, and changes m 

senior nc) personnel and may be a t.extual record such as a formal 
pre�� releas r non leli.tual such as films. video, or �ound recordmgs 
(typically clear rough HQ) 

A 

HQ 

B STENNIS SPACECENTER ONLY 

The following items as ongmally produced and d1stnbuted by SSC 
both on site and locally by the Office of Public Affairs News 
Releases Fact Sheets - Brochures 

RETENTION 
<Authonty> 

• PER..\1ANE.'IT • 
RETIRE TO FRC WHEN 3 YEARS 
OID TRANSFER TO NARA 
WHEN 1 5  YEARS OLD 

<DA N l 255 94--1> 

"' PERMANE..'IT • 
RETIRE l'E).TUAL RECORDS TO 
FRC WHEN 5 YEARS OLD 
TRA..'lSFER TO NARA IN 5 YEAR 
BLOCKS WHE\l 20 YEARS OLD 
<DA 'll .:!55 94--1> (N 19-1) 

AUDIO VISUAL RECORDS ARE 
TO B[ TRANSFERRED TO 
NARA IN ACCORDANCE WITH 
MEDIUM OF CREATION 
RETIRE IN 5 YEAR BLOCKS 
WHEN 5 YEARS OLD 
<DA Nl 255 94-1> IN 19-IJ 

NUALLY!!!TO 
REGION 

L EAST 
PO NY 
ASSOC 
INDEX 
<DA N\-255 
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SUBJECT AREA OR RECORD TJTI.,E 
AFS# DESCRIPTION OF RECORD SERIES 

C ALL OTHER CENTERS OFFICES OR COPIES 

1382 56 INFORMATION SERVICE REPORTS 

Routme requests for exh1b1ts, speakers tours, and pen.onal appearance:, 
by NASA officials and astronauts 

NASA RADIO PRESENTATIONS 

Office of Pnmary Respons1b1hty HQ (Office of Public Affairs!'lj/ Code 
PMD) 

1992 AND EARLIER 

One copy of each radio program as created by NASA and provided 
to the general public and racho st.a1.1ons Formats can consist of. bul 

e not hm1ted to NASA Racho Special Repons, Audio News 
res, and Space Notes (Mediums of t.ransfer cons 1st of Reel

cassettes, transcnpts, etc ) 

B 

These are stones of mtere 
Stones are created as weekly
every 4 weeks Masters consist o stones approxunately 4 1/2 
minutes m length and 4 nems ent1Ll · ronuers" each 1s a 90 
second vcrsmn of the Space Story En and "Spam sh 
versions of each program mcludmg a wr1tte anslauon, 1f one 
exists 

NOTE Spanish versions of the NASA Radio programs c 
the NASA Space Stones produced approximately every 1-2 
weeks every 4 weeks wnh one 4 112 minute and one 90 second 
story which duplicate/copy an Enghsh story 

NASA Special Reports 

NASA Space Note:. 

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

RETENTION 
<Authonty> 

DESTI>.OY WHE.\I NO LONGER 
NEEDED FOR REFERENCC 
<DA NI 255-94-1> 

DES"lltOY WHEN 5 YEARS OLD 
OR WHEN NO LONGER NEEDED 
FOR REFERENCE WHICHEVER 
IS ARST <DA Nl-255-94 1> 

• PER..\1A!\fE.'lT• 
RETIRE TO FRC I YEAR AFTIR 
REI.EASE!'ljOR DELIVERY 
TitA.'ISFER TO NARA WHE.'I 5 
YEARS!'ljOID 
<DA NI 255-94-1> 
1N 19 Jl 

• PER..\1ANE.'l'T' • 
ll!ANSrER I PRODUCTION 
MASIBR (1/4" OPE.'I REEL TO
REEL TAPE) AND I DUBBED 
CASSETTE COPY TO NARA 
ANNUALLY, ALONG WITH I 
HARD COPY OF BE LABCL 
INFORMATION FOR EACH 
CASSETTE 
<DA Nl -255-94-1> 
(N 19-3) 

NITTES Only AFS numbers with defined subjects are used - RETENT(ON - For Uems marked Pendmg Retention Approval, 
contact your Center Records Manager for informauon and/or que:.uons 
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AFS# 

1382 

1385 
1 385 

ITEM 

57 

58 

62 

SUBJECT AREA OR RECORD TJTI.,E 
DESCRIPTION OF RECORD SERIES 

C NASA OFFICIAL INTERVIEWS 

I Raw and Routme mterviews 

These are mlerviews done for research and background 
mformauon for production of NASA Space Stones and 
Frontiers (The.:.c mterv1ews have been produced on DAT 
Tapes. cassettes. and 1/4" reel-to-reel tapes ) 

These are umque mterv1ews ,. ..... "ic1als concemmg 
current items, issues or research programs/proJ "r 
of special s1gmficance to NASA 

PAO CLIPPING FILES (SSC ONLY) 

Files of articles appearmg m techmcal, trade, commercial pubhca11ons or 
magumes on NASA and/or the space program m general File:; may 
include mforma11on collected, \.lttuch penams to specific programs bemg 
conducted al StennIS or any other center with regard to space and 
aerom1ut1cs research 

s�hes and Speakers 
SPEECH FILES 

Official spee-ches by NASA personnel Speeches addresses, comments, 
and remarks made al formal ceremonies and dunng mterv1ews by heads 
of agencies or thetr senior assistants concerning the programs of their 
agencies The speeches and addresses may be presented to execuuves 
from other Federal agencies. representauves of state and local 
governments, or prl\'at.e groups 

A ... ...., 01a::DANS.IBll..ITY 

B ALL OTHER OFFlCESICOPIES 

RETENTION 
<Authority> 

DESTitOY WHE.'1!!!2 YEARS 01.D 
OR WHEN NO LONGER 
NEEDED WHICHEVER IS 
SOONER 
<DA N l -255 94-1> 

• PER.MANENf!!!• 
TRANSFER I PRODUCTION 
MASltR AND I DUBBED 
CASSETTE COPY TO NARA 

" 
H!!!

LY AW�� �Ei OR 
BACKGROUND 1:-JFOR..\tA 1 10.,-
CREATED 
<DA NI 255-94-1> 

Dt:Sll!OY WHEN NO LONGER 
NEEDED FOR REFERENCE 
VALLIE OR TRANSFER TO SSC 
HISTORIAN'S OFFICE. IF 
ll!A'ISFERRED TO lllE 
HISTORIAN THAT!'ljOFFICE 
WILL DESll!OY WHEN NO 
LONGER NEEDED RECORDS 
C A'INOT BE RETIRED TO AN 
FRC 
<DA SI 255 94 1>  

(see below) 

• PERMANENT • 
RETIRE TO FRC I YEAR AFI1:R. 

 TO NARA 
IN 5 YEAR BLOCKS WHEN ,u 
YEARS!'ljOID 
<DA NI 255-94-1> IN 19 21 

DESll!OY WHE.'I NO LONGER 
NEEDED FOR REFERE.'ICC. 
<DA NI 255-94-1> 

NOTES Only AFS numbers with defined subjects are used - RETENTION - For items marked Pendmg Retention Approval, 
contact your Center Records Manager for in formation and/or que:.11ons 

I 
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AFS # 

1385 63 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

SCRIPT FILES 

Official film, radio. and Lelev1s10n scnpts 

RETENTION 

<Authonty> 

B 

0 

ALL OTHER OFFICES/COPIES 

• PERMANENT!!!• 
RETIRE TO FRC I YEAR AFI'ER 
RELEASE OR DELIVERY 

A:,,JSFER TO NARA IN 5 YCAR 
S OLD 

DESTROY WHr.N NO LONGCR 
'IECDED roR RCFERCNCE 
<DA Nl-255 94-1> (N 19 3) 

B PRE-PUBLICATIONMATERIAL 
(General pubhcauon files I e STI R&D. pubhca11ons held at CASI 
- See Schedule 2, AFS 2220} 

• PER\t:ANE.Vf • 
lltANSFER I COPY ANNUALLY 

OF ALL PUBLICATIONS 
CRCA TED TO NARA 

-"I 94 I> !N 19 10) 

RETIRE TO FRC WHE.\I I YCAR 
OLD DESTROY WHEN 5 YCARS 
OLD 
<DA N l -255 94-1> IN 19 IOI 

1387 65 EXHIBITS 

A SMALL ROUTINE EXHIBITS 

Files con:m,t of case records and related documenta11on/ma1enab. 
p1 tun:s of set-up/design, and spec1fica1.mn sheets c

DESTIWY WHEN NO LONGCR 
NEEDED 
<DA N l -255 94-1> 

B LARGE MAJOR EXHIBITS 

Files mclude v1s1tor centers and maJor off-site exh1b1ts mcludmg 
pictures of :i.e1-up/des1gn. :i.pec11icat1ons sheets and relaled papers 

• PER\1ANE.VI' • 
RETAIN EXHIBIT MATERIALJ 
DOCU\.1E.VTATIO\I ON SITE 
FOR 2 YEARS AFTER EXHIBIT 
IS CLOSED OR REMOVED 
TI-tE.\I TRANSFER TO NARA 
<DA NI 2,,;5 94 I> 

C SPECIAL EXHIBITS 

Flies consist of c�e files on spec1aJ project/exh1b1ts. unique 
programs, mcludmg photographs of the project/exh1b1t Example.s 
of such exh1bJ1s are, but not hn11ted to 

World Fairs 
NOTES Only AFS numbers with defined subjects are used - RETENTION - For items marked Pendmg Rei.enuon ApprovaJ, 
contact your Cenler Records Manager for mformat1on and/or questions 
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AFS # ITEM 
SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

RETENTION 

<Authority> 

1387 66 

A1r Show(s) ~,.", 

FILM FILES use ONL YJ 

Records created w11h regard to film,;. compnsed of contractor cost records 
and contam contractor-propnetary mfonnatmn 

YEARS OLD WHICHEVER IS 
SOONER 
<DA Nl 155 94 1> 

RECORDS ARE RCTAISED AT 
JOHNSON SPACC CENTCR FOR 
S YEARS AITER 11:.R...\iNATION 
orCONlltACT TItE\I 
DESTROY 
<DA NI 255-94-1> 

1 392 67 PRE-PUB LI CATION MA TE RIAL!!!· EDUCATIONAL 

Files consist bastcaJly of separations, photographs camera-ready anworl 
used pnmanly to produce finaJ educauonaJ pubhcauons 

REJlRE TO FRC WHE\I 2 YEARS 
OLD DESTROY WHEN 10 
YEARS OLD EARLIER 
DESTIUJCTION IS Al.ITHORIZfD 
IF \IATERIAL IS NO LONGER 
NEEDED OR USEFUL 
<DA NI 2.55-94 I> 

RETIRE TO FRC WHEN 2 YEARS 
OLD DESTIWY WH.E.\I I 0 
YEARS OLD 
<DA Ni!!!-255 94-1> 

1N 19 7) 

RETIRE TO FRC WH.£:',I S YCARS 
OLD DESTROY WHE.N lO 
YEARS OLD 
<DA Nl-'255 94-1> 

1392 68 EDUCATIONAL PROGRAMS 

Files of the Spacemob1le Operations. schedules auendance, contract files 
File:. also know as AESP' Aerospace Educauon Services Program are 
mcluded m this series ln add111on records of:.chool attendance/ v1s1t\ 
are filed m this category Other records that are considered similar and 
are mcluded m this �ries are 

Go\emor School Program 
Program designed for gifted sludents, run by the Stale Department 

Explorer Scouts Program 
Program for high school studenu. during the regular school year 

• NEWEST Program 
Worbhop for teachers, lalight 2-weeks every year 

NITTE These records may aJso he a pan of the SHARP sy:.tem of 
records (NASA IO SPER--PASR) 

TEACHER WORKSHOP FILES 1 392 70 

Files of leacher workshopll �howmg number of semmars, location, 
atlendance and bner outlines of programs Included m these records are 
reque:.t,; for services and teacher resource files 

1 394 MOTION PICTURE FILMS 7 1  

NOTE The follow mg d1spos1110m• are for Fll..M ONLY V IDEO 
producuons are m SCHEDULE 2 and SCHEDULE 8 of lh1s handbook. 

FILM FOQTAQE THAT MAY BE !!IS!!Q�ED!!!QF 
- Extra copies (master pos1t1ves, duplicate negauves or pnnts) of 

ongmaJ matenaJs, Y.h1ch have been forwarded lo NARA or lhe 
appropriate FRC 

NITTES Only AFS numbers with defined subjects are used - RETENTION - For items marled Pendmg Retention ApprovaJ, 
contacl your Ceni.er Records Manager for mfonnat1on and/or quesuons 
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SUBJECT AREA OR RECORD TITLE RETENTION 
AFS# ITEM DESCRIPTION OF RECORD SERIES <Authonty> 

- Ongmal film footage, wtuch 1s unusable because of mfenor quality 

suppon. 

• PERMANE.'lf • 
RETAIN ON-SITE FOR 5 YEARS 
nA.\ISFER TO !'-IARA (COLL.EGE 
PARK. MD) WHEN 5 YEARS 
OLD MATERIALS TO BE 
INCLUDED ORIGINAL 
NEGATIVE OR COLOR 
ORIGINAL PLUS SOUND A�D 
ONE PROJECTION PRIITT 

!NATE THIS TRA.�SFER 
A HQ BEFORE 

Eng1neenng film - which has documentary (h1stoncal) value as 
well as technical value 

Other cngmecrmg film footage necessary for development and TRA.�SFER TO FRC I YEAR 
performance Lestmg, which has been documented m proJect AfTER PROJECT C0\.1Pl..ETION 
repon.s CA.\ICEI..L\TION OR 

TERMINATION DESTROY 
� 5 YCARS OLD 
<DA NI 255 94 I> 

• PERMANE.'lf • 
TRANSFER wrrn ORIGINAL 
F1lM ALONGRwm-1 
IDENTIFYING INFORMATION IF 
POSSffiLE 
<DA NI 255 94 I> 

DESTROY IMMEDIATELY 
AFTER USE 
IGRS 21 -:?4) 

Library sound recordings (e g ,  effects, music} 

D AGENCY SPONSORED FILMS · OTHER 

Films used for Lhe visual presentation of mformal.mn to the 
public 

(a) Office of Pnrnary Rcspons1b1lny 

NOTES Only AFS numbers wilh defined subjects are used - RETENTION - For items marked Pendmg Retem1on Approval, 
contac( your Center Records Manager for mfonnauon and/or quesuons 
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SUBJECT AREA OR RECORD TITLE RETENTION 
ITEM DESCRIPTION OF RECORD SERIES <Authonty> 

!COLLEGE PARK MD) WHEN 5 
E,;amples of such films are, but not hmiled to YEARSROLD MATERIALTORBE 

INCLUDED ORIGINAL 
Telev1s10n news releases and mforma11on reports, 1 e 

ligtns" - Press conf m1ss1on reports 
cut cdu with sound uack 

NEGATIVE OR COLOR 
ORIGINAL PLUS SOUND 
TRACK AND INTERMEDIATE 
MASTER POSITIVE OR 
DUPLICATE NEGATIVE PLUS 
SOUND TRACK A.�D SOUND 
PROJECTION PRINT ALONG 
Wffil CO\IPLETE IDENTIFYING 

A TION COORDINATE 
WffilRN EFORE 

DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE 
PURPOSES 
<DA Nl -255 94-1> 

(b) All other offices/copu::s 

TRA�SFER TO FRC WHE.� 2 
YEARS OLD DESTROY WHEN 

(c) Ongmal film used to create theR' H1ghhghts" and "RCM>urce 
Tape ' 1 5RYEARSROLD 

<DA NI 155 94-1> 

• PERMANE.'lf • 
RETAIN ON-SITE FOR 5 YEARS 

d1stnbut1on TRANSFER TO NARA (COLLEGE 
PARK. MD) WHEN 5 YEARS 
OLD MATERIALS INCLUDED 

AL NEGATIVE OR 
COLOR US SOUND 
TR.ACK AND ONE P 
PRDIT COORDlNATE WTrn 
NASA HQ BEFORE SHIPMENT 
<DA Nl -255 94-1> 

• PER.\.1ASE.VT • 
cements and mfonnal.Jon reports other than those 

FLlms of sponsored telev1S1on news releases. pubhc service (or 
RET AlN ON-SITE FOR 5 YEARS 

1denufied m B , D TRA.�SFER TO �ARA (COLLEGE 
PARK. MD) WHEN 5 YEARS 

LO 
<IlA 

DESTROY WHEN FIL\! 
BECOMES INACTIVE OR 
DAMAGCD 
<DA NI 255 94-1> 

4 Library copies of films 

IONS (NMO, PROCEDURAL, AND OPERATING 
MANUALS 

Formal d1rect1ves distributed as orders, circulars, 
form announcing major changes 111 the Agency's pohc1es and proc"'"'""""-11-..  
Nonnally these are issued by authorny of the head of the agency 
Extensive roccdurcs are fre enll detatled m o  ra.110 manuals 

NOTES Only AFS numbers with defined subjects are used - RETENTION - For items marled Pendmg Retention Approval. 
contact your Center Records Manager for mfonna11on and/or quesuons 



ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 
(AFS 1000-1 999) 

This document 1s 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 lntormat,on System (NODIS) tor current version 

RETENTION 
DESCRIPTION OF RECORD SERIES 
SUBJECT AREA OR RECORD TITLE 

<Authonty> 

* PER\.1ANENT • 
QPR Management Operatmns D1v1s1on, NASA Headquaners 
HEADQUARTERS · AGENCY LEVEL 

RCTIRE TO FRC I YEAR AFIT.R 
BECO\1l�G OBSOLETE OR 
SUPERSCDED TRANSFER TO 
NARA IN 5 YEAR BLOCKS 

suances related to agency program functions Management 
ce office Responsible for mamlammg all rerords and WHEN 20 YEARS OLD 

back d matenal pertammg LO each pubhs.hed instruction, <DA Nl-255 94-1> 
handbooi....; hey directive. e1c Included m this series 1s the case (N I  1)  
files related to issuance which document aspects of the 
devdopmenL of Lhe uance, mcludmg significant backup, 
commen� ong1 nal s1g 

B � 

• PERMANE.VT!!!• 
RETIRE TO FRC 5 YEARS AFTER 
CANCElLATION OR WHE.� 
SUPERSEDED TRANSFER TO 
NARA REGIONAL ARCHIVE IN 5 
YEAR BLOCKS \\'HE..'\J 20 YEARS 
OLD 

ROUTINE ISSUANCES 
Is�uances relaLed LO roulme adm1m:-.1ra1mn funcLmns (1 e , 
payroll, procurement, personnel, eic!!!) 

Ca.-.e files lated to Lhe above documenLs re!!!

NOTES Only AFS numbers v.1th defined subJecLs are used - RETENTION - For 11ems marked Pending ReLenlmn Approval 
contact )Our Center Records Manager for mfonnauon and/or quesuons 

ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 
(AFS 1000-1 999) 

This document 1s updated frequently, therefore, pnnted copies may be obsolete Refer to the Change History Log at the 
beginning of NPR 1441 1 in the NASA Onhne D1rect1ves lnformat1on System (NODIS) tor current version 

SUBJECT AREA OR RECORD TITLE RETENTION 
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authonty> 

C OFFICES PROMULGATING POLICIES PROCEDURES TRANSFER BACKGROUND AND 
INSTRUCTIONS ETC TO BE PUBLISHED 

72 
RELATED MATERIAL TO 
AGCNCY LCVEL ISSUANCC 
OFFICE (111:\.1 A) 

<DA NI 255 94 I> 

DESTI!OY COPICS OF RECORD 
PROMULGATING OFFICE 

D COPIES OFTHIS MATERIAL RETAINED IN 
MATERIAL WHE.� NO LONGER 
NEEDED 
<DA Nl-255 94-1> 

E ALL OTHER OFACES/COPfES INCLUDING ELECTRONIC DESTI!OY WHE.'J SUPERSIDED 
OBSOLETE OR NO LONGER 
NEEDID 
<DA Ni 255 94 1> 

VERSIONS 

RECORDS MANAGEMENT FILES 

NOTE These records cannot be reured to an FRC 

rds D1�po,;mons 
Descnp authonzalmns, :-.chedul� and 
reports 

Bm.1c documentauon of records desc d d1spos1Uon 
programs, mcludmg SF 1 1 5  Request for Recor 1L10n 
Authority, SF 135, Records TransmJUal and Receipt, SF ... , 
Request to Transfer. Approval, and Receipt of Records to the 
Na1.1onal Archives of the Umted States, and, related 
documenLaL1on 

fa) Agency Records Officer RET AlN ON-SITC INDEF1NITE1. Y 
UNTIL NO LONGER NEEDW 
FOR AD\.11NISTRA TIVE 
PURPOSCS DESTROY AFTER 
NE.XT COMPLETE REVISION OF 
SCHCDULES HAS BEEN 
PUBLISHED OR WHCN 50 
YEARS OLD WHICHEVER. IS 
LONGER 
<DA NI 255-94-1>  
(N 1-:251 

(b) Center Record!> Managen. (QPR) RETAIN ON SITE AND 
DESTROY WHEN NO LONGER 
NCEDED roR REFERENCE OR 
WHEN 75 YEARS OLD 
WHICHEVER IS LONGER 
<DA NI 255-94-1>  

(c) All other offices/cop1es DESTROY t, YEARS AFrER THE 
RB...A TED RECORDS ARE 
DESTROYED OR TRANSFERRED 
TO NARA WHICHEVER IS 
APPLICABLE (GRS lb 2a (2)] 

acuv1ues 

NOTES Only AFS numbers with defined subJecLs are used - RETENTION - For 1Lems marked Pending Retenuon Approval, 
conLact your Center Records Manager for mformauon and/or quesL1ons 
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SUBJECT AREA OR RECORD TITLE 
ITEM DESCRIPTION OF RECORD SERIES 

ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 
(AFS 1000-1999) 

Th,s document 1s updated frequently; therefore, printed cop,es may be obsolete Refer to the Change History Log at the 
beginning of NPR 1441!'lj1 1n the NASA Online Directives Information System (NODIS) for current version 

NOTES Only AFS numbers with defined subjects are  used - RETENTION - For it.ems marked Pendmg Retention ApprovaJ, 
contact your Center Records Manager for mfonnat1on and/or questions 

ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 
(AFS 1000-1999) 

Th,s document 1s updated frequently; therefore, pnnted cop,es 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 

1442 

ITEM 

78 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

FINDING AIDS 

Indexes, lists, reg1siers, and other findmg aids m hard copy or 
electronic fonn used only to provide access to records authonzed 

cuon by the GRS or an approved nem m this schedule 

om this senes are records contammg 
abstracts or other mforrn at can be used!'lj� an mforrnat1on 
source APART from lhe related re An SF-I 15 MUST BE 
SUBMITTED by lhe Agency Records O IOR TO 
DISPOSAL of these records--Contacc the locaJ 
Manager for guidance on this process 

B Fmdmg aids for senes o f  records that HA VE BEEN accessioned by 
the Nat1onaJ Archives and Records Adnumsuatmn and those 
relating Lo maJor program case files not previously authonzed for 
d1Sposal 

C All other fmdmg aids/copies 

GENERAL OFFICE FILES 

A CHRON FILES - READING FILES 

Files that are extra copies, convemen� copies, re ference copies, 
which are filed and mamtained m chronologicaJ order These are 
duphca.tes and ARE NOT the offic1aJ record copy (yellow) 

Papers/re.co d m chronolog1ci1.I order as a reminder that an 
acuon IS requrred on a give at a reply to actmn 1s  
expe.cted and, 1fnot rece1ve.d, should be!'ljt ven date 

I A noie or other reminder to take some action 

RETENTION 
<Authonty> 

DESTI!OY OR DELETE WITH 
11fE REl.A TED RECORDS 
(GRS 23-9] 

FOLLOW DISPOsmoN 
INSTI!UCTIONS FOR 1llC 
RECORDS TO WHICH TIIEY 
RaATF. OR DESTI!OY WHEN 
SO LONGER NEEDED FOR 
REFERENCE 
<DA Ni 255-94 1> 

ll!A.'ISFER TO HISTORIAN!'ljS 
OFFICE WHF.'1 I YEAR OLD OR 
WHE."11 NO LONGER NEFDED 
FOR REFERENCE. HJSTORlA.'1 
WILL DESTI!OY WHEN NO 
LONGER NEEDED 
<DA Nl-255 94-1> 
<N I 90 

'ffi.A.'ISFER TO INSTAU.ATION 
RECORDS MA.'IAGER WHF..'1!'lj1 

CEWilL 
DESTI!OY WHF.'I 3 YE 
<DA N 1-255•94- I> 

B 

C 

D 

E 

F 

Records Holdings File.s 
StaW,L1caJ repons o f  agency holdings cleanup campaigns, mcludmg 
feeder repons from a1I o ffices and data on the volume o f  records 
disposed ofby desb'Uct1on or uans!'ljfer to NARA 

Correspondence, repons, authonzauons, an records that 
relate Lo the management o f  agency records, mcluch ch matters 
as forms, correspondence, repons, ma.JI, and file managem 
use o f  mtcrofonns, ADP systems, and word process mg, records 
management surveys, v1ta1 records programs, and a11 other aspects 
o f  records management not covered elsewhere m this schedule 

Loca1 mstrucuons on records management., mcludmg surveys, 
mventones, studies, feeder repons and general correspondence 

Office re.cord locator files, mdexes. or hstmgs that are used to locate 
records Ill current files, or files that have been trans!'ljferred to stagmg 
areas or retired to FRC, mdudmg file plans and office copies of 
sh1ppmg hsts 

NASA Fonn 1 4 18 ,  Proposed Change 10 NASA Record� Conirol 
Schedules 

Agency Records Officer 

(a) Approved NF 1418 

(bJ Disapproved N F  1418 

Cenier Re.cords Managers 

3 All other offices/copies 

RETENTION 
<Authonty> 

DESTI!OY WHEN J YEARS OLD 
IGRS !6-4a] 

DESTI!OY WHF.'I I YEAR OLD 
(GRS 16-4b] 

DESTI!OY WHF.'1!'lj6 YEARS OLD 
(GRS 16 7] 

DESTIWY ALE PLA'IS/INDEXES 
WHEN SUPERSEDED DES'ffi.OY 
LISTS !SHIPPINGITRA'ISFERJ 
WHEN RECORDS IBEREON 
HA VE BEE.'1 DESll!OYfD OR 
WHF..'l ntE LIST IS NO LONGER 
NEfDfD FOR REFERENCE 
<DA NI 255.94- 1>  

ALE Wini SF 1 1 5  OR SF 258 
CASE ALE AS APPROPRIATE. 
DES'ffi.OY AS DIR.Erno IN 
ITE.\.1 A I ABOVE. 
<DA NI 255 94-1> 

RETUR.\I ORIGl'IAL TO 
INSTALLATION OR OPR 
DESTI!OY COPY ONE YEAR 
LATER 
<DA NI 255 94 1 > 

DESTI!OY I YEAR AFTER 
PUBLICATION OF DISPOSmON 
STANDARD OR I YEAR AFTER 
DISAPPROVAL WHICHEVER IS 
ARST 
<DA Nl-255-94-1> 

DES'ffi.OY WHE.'I NO LONGER 
NEEDED rDR REFERE.'ICE. 
<DA NI 255 94- 1 >  

NOTES Only AFS numbers with defined subjects are used - RETENTION - For 11ems marked Pendmg Retenuon ApprovaJ, 
contact your Cent.er Records Manager for tn!'ljfonnat1on and/or quesl.Jons 



ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 
(AFS 1000-1999) 

This document Is updated frequently, therefore, printed cop10s may be obsolete Reta, to the Change History Log at the 
begmning of NPR 1441 1 1n the NASA Onhne Directives Information System (NODIS) for current version 

ITEM 
SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

RETENTION 
<Authority> 

WITHDRAW DOCl.fl\.1ENTS 
WHE.\I REPLY IS RECEIVED 
:iQIE.. IF SUSPE.\ISE COPY IS 
AN E.XTRA DESTROY 
IVl\tEDIATCLY rF!!!COPY IS THE 
F1LE COPY INCORPORA Tt: IT 
INTO THE OFFICIAL FU.ES 

1470 

1490 

79 

80 

C TRACKING AND CONTROL RECORDS 

Lo s, registers, and olher records m hard copy or electronic form 
use ument the s1.a1us. of correspondence reports 
or other records I.bat are a trucuon by the GRS or 
lh1s schedule 

D INFORMATION COPIES 

Copies of correspondence, reports, or olher doruments that are for 
reference lL-.e and are not made a part of an official subject or case 
file 

MANAGEMENT IMPROVEMENT REPORTS 

Management improvement reports submmed to the Orrice of 
Management and Budget (1 e ,  A-76 Reports) and relaled analyses 
This includes Gmernmem Performance and Results Act (GPRA) 
de\.elopment and final records 

A OFFICE OF PRIMARY RESPONSIBILITY 

B ALL OTHER OFFICES/COPIES 

OFFICE COPYING EQUIPMENT FILES 

A Procurement requests, NASA Fann 51, JusL11icaJ.mns, appro..,aJs or 
d1sappro..,als, localed in offices (not the office procuring the 
equipment) whether purchase or rental equipment (except 
equipment in pnnllng duphcaJ.mg, or reproduc11on fac1hues) 

B Datly producuon reporuJrecord1-

DESTROY OR DD..EfE WHEN 2 
YEARS OLD OR 2 YEARS 
AFTER lliE!!!DATEOrTHC 
LATEST ENTRY WHICHEVER IS 
APPLICABLE 

DESTROY WHE.\I I YEAR OLD 
OR WHEN NO LONGCR 
NEEDED WHICHEVCR IS 
SOONER 
<DA NI 255 Q4-I>  
rn I 9h) 

(N I  Sl 

RETIRE TO FRC WHEN S YEARS 
OLD DESTROY WHC.\I 20 
YEARS OLD 
<DA Ni 255 94- 1> 

DESTROY WHCN 2 YCARS OLD 
<DA Nl!'lj-255-94 I> 

DESTROY 2 YEARS AITCR 
ACQUlSmON or EQUIPMCITT 
OR AFTCR DISAPPROVAL 
<DA Ni!'lj-255 94-1> 

DC.STROY 90 DAYS AITER 
NCLUSIO\I OF DATA IN 
MONTHLY !OR OTHCR 
CO\ISOLIDATEDJ REPORT 
<DA NI 25594 I>  
IN 16-7J 

NOTES Only AFS numbers wuh defined subjects are used - RETENTION - For items marked Pendmg Retention Appro\'al, 
contact your Center Records Manager for mfonnauon and/or que1-Uon� 

ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 
(AFS 1 000-1999) 

This document Is updated frequently, therefore, pnnted copies may be obsolete Refer to the Change History Log at the 
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AFS# 

1 490 

NOTES Only AFS numbers wnh defined subJects are u�ed - RETENTION - For items marked Pendmg Retenuon Appro..,aJ, 
contact your Center Records Manager for 111format1on and/or quesuons 

ITEM 

82 

82 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

C Produclion repents (other than daily), cost records (mcludmg 
repairs ma.mtenance, supplies operating labor, deprec1at1on) and 
1-tud1es 

JOB OR PROJECT FILES · PRINTING 

Job or proJect record� conta.m m to the 
planmng and execul1on of duphcauon, and d1str1bu11on of JObs (m• ous 

A Files penaming to the accomplishment of the JOb, containing 
requLSlllons, b11ls, samples, manuscript clearances, and relaJ.ed 
papers. exclus1..,e of 

- Requ1s111on1- on the Public Pnnter and related records, and, 
- Records relaung lo servtces obtained outside the Agency 

B Files penammg to planning and other 1echmcal matters concerning 
these seN1ces 

C NASA Headquarter, Duphcaung Center - m-house duphcat1on 
only. records relating to the operauon execuuon reproducuon (1 e ,  
Fonn 5 1  - HQ Pnnttng and Reproductmn Reqms1tmn/Reque.<;.t) and 
d1str1but1on 

JOINT COMMITTEE ON PRINTING - REPORTS TO I 
AUTHORIZATIONS 

ons to the Joml Commmee on Pnmmg regarding the 
opera11on o and B plants and m..,entones of pnnung, 
bmdmg, and related eqm Class A and B plants or m 
�torage 

B 

C Correspondence and authontation1- by the JCP and related papers 
concerning establ1"11.ment relocauon, and d1se1-tabl1shmen1 of 
pnntmg plants 

D Records/reports concern ng the acqu1S111on transfer, and d1spo1-al of 
equipment 

E All uther m1.scellaneolL-. documema11on e g mclusmn of pnntmg m 
contracts or gran� 

RETENTION 
<Authority> 

DESTROY WHCN 'ii YCARS OLD 
flF RECORDS ARE Kr:PT 
SEPARATCLY FOR EACH 
MACHIN[ DC.STROY WHC.'-1 
MACHIN[ IS DISPOS[D or OR 
TRANSFCR WJTH \.1ACHIN[ J 
<DA NI 255-94 I>  

(N 16-21 

DESTROY I YEAR AITER 
COMPLETION OF JOB 
<DA Nl-255-94-1> 

DESTROY WHEN 3 YEARS OLD 
<DA Ni -255 94 I> 

DESTROY WHCN 2 YCARS OLD 
<DA Nl-255 94 I> 

DESTROY WHE\I 3 YEARS OLD 
[GRS 13 5a] (N 16-4) 

RETIRE TO FRC WHE\/ 5 YEARS 
OLD DC.STROY WHE.\I ID 
YEARS OLD 
<DA NI 255-'J4 I> (N 16 5) 

DESTROY 1 YEARS AFTElt 
DISPOSAL OF THE EQUIPMENT 
<DA NI 255 94- 1> (\I 16-5) 

DC.STROY WHC.\I 5 YEARS OLD 
<DA Nl-255 94-1> (N 16 5) 
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AFS # 

1500 

ITEM 

85 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

LOCATOR RECORD FU..ES 

Locator sheets, cards. tags, such as space control sheets, locaimn sheets, 
loca11on cards, bm tags, and other papers uU.ILLed as a check or inventory 
of stock localIon 

GRAPlllC ARTS!!!· VISUAL MEDIA 

Matenals prepared for lhe purpose of ass1sung NASA officials m 
presenLa.LJons, such as Congressional Heanngs program reviews. 

1cal bnefings, public le.ctures, pubhcauons, extub1ts and m house 

RETENTION 
<Authonty> 

DESTROY WHEN SUPERSEDt:D 
OR OBSOI.ETE. 
<DA NI 255 94 1> IN 17•25) 

A 

2 

A to 
dep1ct/represe and/or
NASA m1ss1ons 

NASA Portraits - High-level NASA officials (1 e .  Adm1mstt 

REr AIN INDEFJNITEL Y WITHIN 
AGENCY CUSTODY AS PART 
OF TIIE NASA ART PROGRAM 
OPERATED BY CODE P AT 
NASA HQ 
<DA NI 255 94-1> 

Center Directors, Deputy Admm1strators, Deputy CenLer 
Dlrectors) (Office of Record at NASA Headquaners) 

STENNIS SPACE CENTER ONLY (Graphics Office) 
An work developed and used m he.anngs, presentauons, reviews, 
conferences, bnefings, and presenlaUons ofmformauon to the 
general public such as speeches, news releases. educa110nal 
bnefs, and exh1b1ts {Official file copies are mamtamed by 
another office at Stennis Space Cent.er ) 

DESTROY WHEN NO LONGER 
NEEDED BY TIIE 
INSTALLATION OR WHE.� 
REFERENCE VALUCCEASES 
<DA NI 255-94 I> 

B BOARD ART - COMPUTER GENERATED GRAPHICS 

Presema.t1ons to the Pubhc 
An work used ID Congressmnal Heanngs budge I presemauons, 
summary review conferences. t.echntcal bnefings, and 
presentauons lo the pubhc such as speeches releases to news 
media. educauonal bnefs, and exh1b1ts 

RETUR.� ORIGINAL BOARD 
ART TO THE REQUCSTING 
OFFlCE DESTROY WHEN NO 
LONGER NEEDED 
<DA "11 -255 94 1> 
{N91.i( I JJ 

al Use 
Anwork use I ters for employee-sponsored 
acuv111es. 1Uustra.tJons used ID m acuv111es. 
and other routme m-house act1v1t1es. mcludmg routme 
flyers, posters, letterheads and other graphics 

DESTROY WHEN NO LONGER 
NEEDED FOR PUBUCA TION OR 
REPRINTING 

'>J 6) (N 9 la(2)) 

C VIEWGRAPHSffRANSPARENCY 

Mast.er photographic nega11ves • such as those u� m the 
production of visual aids (slides, viewgraphs, and pho1ographs) 
from onginal an. NASA HQ OPR - CODE JOB-2 ONLY 

RETIRE ORIGINAL TO FRC 
WHC.� NO LONGER NEEDt:D TO 
REPRODUCE ADDffiONAL 
VISUAL AIDS WORKING 
COPIES OR WHE.� 5 YEARS 
OLD WHICHEVER IS SOONER. 

NOfES Only AFS numbers with defined subJects are used - RETENTION - For items marked Pendmg Retenllon Approval, 
contact your Center Records Manager for lDfonna11on and/or quesuons 
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SUBJECT AREA OR RECORD TITLE RETENTION 
AFS # DESCRIPTION OF RECORD SERIES <Authonty>.r.mM 

DESTROY WHEN 20 YEARS 
OlD 
<DA Nl-:!55-94 I> (N 91b) 

and project offices for presentations 
All other officc.s/cop1es 

4 STENNIS SPACE CENTER ONLY DESTROY OR DISPOSE OF 
Records consist of master photographic negauve/lransparency RECORDS WHE.� NO LONGER 
files. graphic arts, and hne art, mcludmg any matenal mamtamed NEEDED BY TIIE AGE.�CY OR 
m elecuon1c/magnet1c fonnat. Colle.ctmn mcludes black & white WHI:N REIBU:NCE VALUE 
halftones color photos. negatives and paper lme art. This CEASES 
collec11on may mclude duplicate files that exist m!!!other offices of <DA NI :!55-94 I> 
the same presemauon 
(Some work 1s genera1ed by use of photo-typeset11Dg 

Lme copies of graphs and chans 

E VISUAL AIDS REQUISITION/REGISTER FILES 

I Request.s and mstruct1ons for the preparation of the visual aids 
descnbed under th1S it.em b whether m hard copy or e1e.ctromc 

Registers showing receipt of requmuon and conlrol number 
:us1gned to 11 

ACllon 

Fmd1Dg il.lds for 1denuficat1on, retn , of temporary 
aud1ov1sual, visual records May include mdex , shelf hsts. 
logbooks. caption sheelS, shot hsts eLc . and may be m text, 
m1crofonn or electronic 

MAU..ING OR DISTRIBUTION LISTS 

A 

DESTROY WHEN NO LONGER 
NEEDED FOR PUBLICATION OR 
REPRINTING 
(GRS 2 1 7) 

DESTROY WHC.� 2 YEARS OlD 
<DA NI 2�5 94 1> (N 9 2) 

DESTIWY WHE."I 2 YEARS OLD 
<DA NI 255 94 1> 1N 9 JJ 

DESTROY!!!AF!El 
APPROPRIATE REVISION OF 
UST OR AFlEl 3 MONlliS 

NER 
IGllS 13-4•] (N!!!I 

NOTES Only AFS numbers with defined subjects are used - REfENTION - For items marked Pendmg Retention Approval, 
conlact your Cent.er Records Manager for mfonna.t1on and/or quesuons 



ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 
(AFS 1000-1999) 

This document 1s updated frequently, therefore, pnnted copies may be obsolete Refer to the Change H1sto,y Log at the 
beginning of NPR 1441 1 1n the NASA Online Directives Information System (NODIS) for current version 

SUBJECT AREA OR RECORD TITI.E RETENTION 
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-

AFS # ITEM 
SUBJECT AREA OR RECORD TITI.E 
DESCRIPTION OF RECORD SERIES 

RETENTION 
<Authonty> 

1620 106 

--

FIREARMS - ACCOUNT ABILITY!'lj/ QUALIFICATION 

A Record� of acqu1snmns o f  firearms 

B Cert11ica1.e to carry firearm-. (NASA Form 699a and 699b) 

C Da1a relalmg to md1v1dual quahficat1ons, training, and mamtenance 
of proficiency in the use of firearms 

DE.'5TROY I YEAR AJTElt 
FIRCAR.\.1 I� Dr..sTROYED OR 
TRANSFCRRED 
<DA Ni -255 94- 1> IN 12 10) 

DESTROY I YEAR AFTER 
TERMINATION OF 
CERTIFICATE 
<DA N l -.:!SS-94 1> fN 12 111  

DESTROY I YCAR AITER 
TERMINATION OF i:,,,IDIVIDUAL 
<DA N l-255 94 I> (N 12 12) 

� 109 CONTAINER FILES 

A"-el=ASS!flED DOCUMENT SECURITY ---.....::.::::Fonns or llslS used 10 record :;a e d. combmauons. name� 
o f  ind1v1duals knowing combmauons, and comp used to 
control access mto classified document conl.a..mers 

B RETURNABLE 

Documents reflectmg the rece1p1, 1ransfer and return to vendor of 
DocwnenlS reflectmg the receipt, transfer, and return to vendor of 
rece1vmg reports, reports of survey, sh1ppmg documenb. reports. or 
s1m1lar documents 

DESTROY WHEN SUPERSEDED 
BY A NEW FORM OR LIST OR 
UPON TURN-IN OF ··-s 
[GRS!'ljl8-7a� 

DESTROY J YEARS AFTER 
RCTURN OF CONTAINER OR 
PURCHASE OF CO'ITAINCR. 
WHICHEVER IS APPLICABLE 
<DA NI 255 94- 1> (N 17 23) 

1640 112 SECURITY CLASSIFICATION SYSTEMS 

Authonzat1on documen� wr up&aumg-down -�.-1,- mrl rlecla:.stfymg 
documents or equipment 

A OFFICE OF PRIMARY RESPONSIBILITY 

B ALL OTHER OFFICES/COPIES 

NOTE Records thal. documenl program policy or secunLy class1ficauon 
and grad mg sy:'.,Lems should be mcluded m Item 96A of this 
Schedule 

-
DE.'5TORY WHC.'-1 2 YEARS OLD 
<DA '-11-255-94 l >  IN 12-41 

DESTROY AFrCR THE 
DOCU\.1C.VI  TO WHICH THE 
CLA"iSITTCATION ACTION 
APPLIES HAS BEE.'-1 REGRADED 
OR DCCLASSIFIED BY 
SUITABLC MARKINGS 
<DA Ni!'lj-255 94-1> 

1650 lndustnal Secuntv (see below) 

B CARD LISTS 88 

C PLATE OR STENCIL MAILING LISTS 

D ALL OTHER I ISTS KEl'f BY OFFICES OTHER THAN THE 
OFFICIAL MAIL ROOM/OFFICE 

INVENTORY REQUISITION FILES!'lj· STOC K /  SUPPLY 

A 

B 

C 

COMPLETEDREQUISITIONS FOR SERVICE SUPPLIES 
AND EQUIPMENT AND TRAVEL DOCUMENTS 
(Offic1al file copies are ma.mtamed by the office rendenng service } 

ALL OTHER OFFICES/COPIES 

B OTHER POLICY AND PROGRAM FILES 

Records that reflect the admm1stra1.1on and d1recuon of ::.ecurlly and 
protective services programs relalmg to routme classified 
mfonna1.1on accounllng and conuol, fac1liue� :,ecunty and program 
and rolCCUve services, rsonnel securn clearance.s. 

DESTROY INDIVIDUAL CARDS 
WHEN CANCEl.LED OR 
REVISCD 
[GRS ll-4bJ 

DESTROY PLATES OR 
STE'lCILS WHEN CA�CO.LED 
OR!'ljRJ:VISCD 
d)A NI 255-94 1> 

DESTROY WHC� NO LONGER 
NCEDED 
d)A N l-255 94 1> 

ACTION IS CQ\{PLCTED 
<DA Nl-255 94-1> 

DESTROY WHE.� 6 \10NTHS 
OLD 
IGRS 3 Bbl 

DCSTROY WHEN 5 YEARS OLD 
d)A Nl-255 94 1> 

and emergency planning 

C CLEARANCE SUBJECT FILES!'lj· ADMINISTRATIVE 

Corre.spondence, reports and other records relaung to the routme DESTROY Vflffi.'-1 2 YEARS OLD adm1n1stra1mn and operations of the personnel secunly program. <DA NI :!'i'i-94 I>nol covered by this item, or elsewhere m this schedule 

NITTES Only AFS numbers Y.1th defined subJeCI� are u�ed - RETENTION - For aem� marled Pending Retention Approval. NITTES Only AFS numbers with defined subjects are used - RETENTION - For nem� marked Pendmg ReLent1on Approval. 
contact your Center Records Manager for m forrnallon and/or queslmns con1act your Center Records Manager for mfonnauon and/or que,;t1ons 
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ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 
(AFS 1000-1999) (AFS 1000-1999) 

This document 1s updated frequently; therefore, pnnted cop18s may be obsolete Refer to the Change History Log at the This document 1s updated frequently; therefore, pnnted cop18s may be obsolete Refer to the Change History Log at the 
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AFS # ITEM 
SUBJECT AREA OR RECORD TITLE 
DESCRIPTION O[ RECORD SERIES 

RETENTION 
<Authonty_;:: 

1 650 IIJ INDUSTRIAL SECURITY FILES 

Doruments rela1.mg to the scrurny class1ficat10n or changes thereto, of a 
contract with mdustry 

A Precedent and unusual cases selected by pertment NASA Officials, 
1 e!!!, Director, Secunty, Log1sLJcs & lndustna1 Relations D1v1s1on 
Quef NASA Secumy 

B All other offices/case files 

DESTROY AFTER IBE 
DOCUMENT TO WHICH THE 
CLASS[FJCATIOS AC11ON 
APPLIES HAS BEEN REGRADED 
OR DELASSIFIED BY SUITABLE 
MARKINGS 
<DA Nl-255 94-1> (N 12 29) 

DESTROY WHEN NO LONGER 
NEFDED OR 3 YEARS AFTER 
CONTRACT IS 
CLOSEDICO\IPLE11D 
<DA Nl-255-94-1> 

1700 117 SAFETY FILES - PROPERTY 

Safety mspecuon and mamtenance records for a]) NASA real and 
persona] property 

A INSP!;CTING Qff!CE 

NOTE Payload Safety Da1a Files/Records are mamtaincd under 
AFS 8680 See Sche.dule 8 for records created m this senes 

B ALL OTH!;R OFFICES/COPIES 

RETIRE TO lllC WHEN 
RELA TCD PROPERTY IS 
DISPOSED OF BY NASA 
DESTROY 5 YEARS AFTER 
DISPOSAL 
<DA N l !!!-255 94-1> (N 21 6l 

DESTROY WHEN 4 YEARS OLD 
<DA NI 255-94-1> 

1700 118 GROUND-BASED PRESSURE SYSTEMS RECORDS 

Reports and correspondence related to design, mspecuon, and 
cert1fica1Jon of Ground-Bil.Sed Pressure Systems Records may mclude 
Inspection reports, Pressure System Cond1hon Reports Category C, Low 
Energy/Low Risk Requests. Pressure Systems Design Review Records, 
Waivers, and Weld/Braze lnspecuon Reports Cert1ficat1on packages 
mclude acuve and superseded records lnspectmn and re-ceruficatton 
dates are based on NASA mspecuon table requlJ'ements Cutoff dar.c 1s 
date of document 

Note If Pressure Vessels and Systems cc� to exist and records are al 
leas! 3 years old early destruction of records can be rcquesled lhrough 
NASA Records Officer al Headqua:rteB 

A Recordkeepmg copy (paper) 

" l::.l�tlOIIIC eal'le&-g 1 nn office au1omauon appl 1cat1ons !.uch 
as e-mail and word processing apphcauons 

RETIRE TO lllC OR APPROVED 
STORAGE FACILITY WHE.'J 5 
YEARS OLD DESTROY WHE.'J 
25!!!YEARS!!!Ol.D 
<Nl-255 99 3> 

DELETE AFTER 
ocroRDKEEPING COPY HAS 
BEE'I!!!PR --� ·-
<NI 255 99 3> 

AFS # ITEM 

1 7 1 !!!1 120 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

FIRE, EXPWSION, AND ACCIDENT INVESTIGATIVE FILES 

su alive files accumulatmg from mvest1ga1Jons of fires, 
explosions, and acc1 · tmg ofretamed copies of reports and 
related papers when the ongma1 reports- mated for review and 
filing m other agencies or orgamzauona1 elemenis.' �fii:J'{nts.:aiu:1 related 
papers concern mg occurrences of such a minor nature that they are sewe<rr-
loca1ly without referral to other orgamzauonal elements 

A NASA SAffifY R!;PORTS - ANNUAL 

Stausucal reports, suneys on loss and m11mes compiled by 
Headquarters from reports descnbed m B of this 11em (This 1s 
typ1ca11y an annua] report that can bu1 1s not hm1ted to, mclude 
hardware loss, and more mformauon/daJ..a lhan DoL repon 
requrres!!!) 

I Headquarters 

Centers (feeder reports lo HQ) 

B SAFETY PROGRAM REPORTS 

Sta11s11cal reports from Center:,, regardmg mJunes and accidents 
such as NASA Forms 344 and 345 
NOTE 01-17-02, NASA Forms 344 and 345 no longer ex1s1 and 
have not been used for many years (THIS IS AN INACTNE 
SERIES OF RECORDS I 

I Headquarters 

Cen1ers and a]I other offices/copies 

RETENTION 
<Authontp 

RETIRE TO FRC WHEN 5 YEARS 
OLD DESTROY WHEN 1 5  
YEARS OLD 
<DA NI 255-94-1> 1 N 21-4) 

RETIRE TO FRC WHEN 2 YEARS 
OLD DESTROY WHEN 10  
YEARS OLD 
<DA NI 255-94 1> 

RETIRE TO FRC WHEN 
INACTIVE DESTROY WHE.'I 15 
YEARS OLD 
<DA NI 255 94-1> (N 21-3) 

RETIRE TO fl!C WHEN 
INACTIVE. DESTROY WHEN 1 2  
YEARS OLD 
<DA NI 255 94-1> 

CLOSE FILE ON TERMINATION 
OF COMPENSATION OR WHEN 

mvest1gatory relaLJng to on theJob mJunes \\ilether CL�����!!!���OY 
S..:. for compensauon was made. EXCLUDING copies filed m the 

Employee Med.1ca1 Folder and cop1.es submllled to the Depanment 
Fll.E. 
(GRS I 31 ]  (N 21 5)

of Labor (DoLJ 

NOTES Only AFS numbers wuh defined subJects are used - REfENTION - For items marked Pending Retention Approva1, NOTES Only AFS numbers "-llh defined subJects are ustd - REfENTION - For items marl.ed Pendmg Reienuon Approva1, 
contact your Center Records Manager for mforrnauon ancL'or questions contact your Center Records Manager for mforrnat1on ancL'or quesuons 



ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 
(AFS 1000-1999) 

This document 1s updated frequently, therefore, pnnted cop"'s may be obsolete Reier 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 
<Authont)'.2 

120 D PROTECTIVE AND PREVENTIVE MEASURES REPORTS 

E SAFEI'Y AND RELIABILITY BJ;eQRTS 

Files consist or Safety & Rchab1hty Reporu mcludmg Hazard 
Reports and Risk Assessments relating to the K.SC Ground Support 
Equipment that interfaces with the night hardware Files conta.m, 
but are not hm1ted Lo Prehmmary . KSC-Hazard Reports, ESR-, 

SEE ITEM 1 16 OF THIS 
SCHEDULC 
(N 21 7) 

RETIRE TO FRC WHEN 11<E 
RISK/ SAFETY 
ASSESSME.'�ff/A."IALYSIS IS 
COMPLElT/INACTIVC. 
DESTROY WHE."I 15  YCARS 
OLD 
<DA Ni-255 94-1> 

M1ssmn Safety-, Safety-. and System/Subsystem-Assessments, 
System Safety Review Panel Issues System Assurance Failure 
Mode & Effects-AnaJ�es, Cnucal Items Lms. Design Re\/1ew 
Reports. and, Cnucahty Assessments 

1 7 1 1  121 ACCIDENT/MISHAP INCIDENT CASE FILES 

Correspondence. reports, and a]) related papers concerning potential or 
actual individual acc1denl3 or mc1dents occumng at ground centers 
Cutoff date 1s dale case closed 

A HEADOUARTERS Recmdkeepmg copy (paper) 

B !:lafil£RS flLL Qil:!&B QEEl!:!;Sl!:Q�� 
Recordlecpmg copy (paper) 

C IN111VIDIIAL ACC'IDENT , , 

RETIRE TO FRC WHEN' 
[N ACTIVC DESTROY WHEN 20 
YEARS OLD 
<DA Nl -255 94- 1>  (N 2 1 -2) 

RETIRE TO FRC WHC\I 4 YCARS 
Ol.D DESTROY WHC."1 �0 
YEARS OLD 
<DA Ni -255 94-1> 

SSE ITEM ICOC OFTHIS 
SCHI:D "--

---

1 730 123 SPE□AL PERMIT FILES 

Requests for pcnrut,; LO operate and handle spcc1aJ type machines and 
tools controlled by manufacturers 

DESTROY ON EXPIRATION OF 
PERMIT OR WHCN 
SUPERSEDED 
<DA NI 255-94- 1 >  <N 21  BJ 

1740 124 HEALTH PHYSICS AND PROCESS CONTROL DATA LOGS 

Records ofHeahh Physics Daily Logs, Water Acllv11y AnaJys1s Logs, 
Geiger-Mueller Analysis Logs, An Sample Analysis Logs, Dady Routine 
HeaJth Physics Logs Background and Efficiency Logs. Portable Survey 
(nslJUmem Cal1brat10n Logs, and Source Movement (nventory and Leal. 
Test Logs 

RETIR.E TO FRC WHE."I l 'rT.ARS 
OLD DESTROY WHEN 10 
YEARS OLD 
<DA Nl 255 94-1> (N 2 1 9) 

NOTES Only AFS numbers with defined subJects are us.ed - RETENTION - For items marked Pendmg Retention Approval. 
contact your Center Records Manager for mformauon and/or questions 

ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 
(AFS 1000-1999) 

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

AFS # !!fil1 
SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

RETENTION 
<Authont)'.2 

1 740 125 SAFETY STANDARDS FILES 

Documents created m the development of 3afe1y 3landards and pract1cC!> 
m developmental and production operations, the safety locallon, design. 
la)OUl. and constructwn of fac1ht1es '-"here fuels propellants. or other 
hazardous matenals are handled or operations are exposed to 1gmuon 
hazards the safe handhng storage. and mm.emenl of hazardous marenals, 
and other areas requmng safety standards The files mclude 
recommendat1ons, coordmat1on actions. studies and other acuons talen to 
establish slandards 

A OFFICE DEVELOPING THE STANDARDS 

B fl!.L QIHER QfflC!;S[!:QflES 

DESTROY WHC."I 10 YEARS Ol.D 
OR WHEN SUPERSEDED OR 
OBSOLCTC WHICHCVER IS 
SOONER 
<DA NI 255 94 1> IN 21 I)  

DESTROY 2 YEARS AFffiR. 
SUPERSCDED OR OBSOLETE. 
WHICHEVER IS SOONER 
<DA N i -255-94-1 >  

1800 Occupational Health (see belowJ 

1 800 126 

PASR 

HEALTH AND OCCUPATIONAL MEDICINE RECORDS 

NOTE Occupat10nal Safely and Health Admm1su-ar1on (OSHA) records 
are mamtamed under AFS 8720 See Schedule 8 for records 
created m this series 

126 A t!!t.SA l:l!;A!.IH !t!!EOBMflIIQt!! Mflt!!flQ!aM!afil SYSil;M · 
NASA IOtHIMS 

NASA C1v1l Service employees and applicants, other agency c1v1I 
service and military employees working ill NASA, v1s1lors to 
centen., onslte contractor personnel who receive Job related 
exammat1ons. have m1�haps or accidents, or come to the chnic for 
emergency or first ard U-eatment 

�- �- � -�·- ·•- �-�� C •�/l'n TCC.-

SEC fOLLOWING INDIVIDUAL 
ITCMS USTID SEPARATELY 
BY RECORD 
SERII:S/CATEGORY
<DA NI 255-94- 1> 

• PER\.fANENf • 

C HEAL TH At!!D MEDl!:;AL REPORTS 

Slallsllcal reports on heaJth and med1caJ serv1ce3 and v1lal s,laLJ5,11cs 
reports on NASA personnel lnclude3 copies of still1st1cal 
summanes and reports with related papers pertammg to emp!O)ee 
health, retained by reporting uml 

I Headquarters DCSTROY 6 YCARS AFn::R 
DATEtOfSUMMARYOR 
RO'ORT 
<DA NI 255-'i14 I> IN 11 5) 

NOTES Only AFS numbers with defined �ubJects are us,ed - RETENT(ON - For items marked Pendmg Retention Approval 
contact your Center Records Manager for mformauon and/or que�uons 



ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 
(AFS 1000-1999) 

Th,s document 1s updated frequently; therefore, pnnted cop,es may be obsolete Refer to the Change History Log at the 
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ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 
(AFS 1000-1999) 

Th,s document 1s updaled frequently; therefore, pnnted cop,es 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# !!EM 
SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

RETENTION 
<Authority> 

2 Centers DESTROY 2 YEARS AFTER 
DATE OF SUMMARY OR 
REPORT 
[GRS 1 221 

EMPWYEE HEALTH RECORDS 

A INDIVIDUAL HEALTH CASE FILES - EMPLOYEE MEDICAL 
FOLDER <EMFl 

Exammauons recorded on SF 78, such as pre employmenl
physical exarn1nauons, health qual1ficauon placement records, 
d1sab1hty reurement exammauons, fitness for duty 
examma11ons, and any other documents deemed of long-term 
value as defined m 5 CFR part 293. subpart E 

UPON TRANSFER SHIP E.'lllRE 
MEDICAL RECORD INCLUDING 
X-RAYS TO MEDICAL OFFlCE 
OF NEW ASSIGNME.'ff 
[GRS 1-21,(1)] (N 1 1 -4) 

TEMPORARY or SHORT-TERM records as fined m the 
F'PM Records may cons1�L of forms. correspon 
records relaJ.tng lO an employee's medical history, 
mJunes or dJSeases, physical e,tammaJ.mns, and all tre 
received m the Health Untt.., EXCLUDING records cited 
alx:ive These are records that are not reqmred for filmg m 
EMF, and 1f not retamed by the agency, should UNDER NO 
CIRCUMSTANCES be sem to the NPRC 

JO DAYS AFTER SEPARATION 
TRANSFER TO NATIONAL 
PERSONNa RECORDS CE."lffi! 
<NPRCI. ST LOUIS MO NPRC 
Wil.L DESTROY 75 YEARS 
AFTER BIRTil DATE. 60 YEARS 
AFTER DA TE OF TIIE EARLIEST 
DOCU\1ENT IN TifE FOLDER IF 
TilE DA TE OF BIRTil CANNOT 
BEASCERTAINED ORRJO 
YEARS AFTER LATEST 
SEPARATION WHICHEVER IS 
LATER 
IGRS l-21 a(2)] 
DESTROY I YEAR AFTER 
SEPARATION OR TRA.�SFER OF 
E.\IPLOYEE. 
IGRS l-21bl 

lnd1V1dual Employee Heallh Case FLles created pnor to 
establishment of the EMF system that has be.en retired to an 
FRC 

B INDIVIDUAL NON-OCCUPATIONAL HEALTH RECORD 
CARDS/Fll.ES 

Records m th.is senes mclude forms, correspondence, and other 
documents, mcludmg summary records documentmg iln md1V1dual 
employee's medical history, physical cond11.Jon and v1s1ts to 
Government beallh fac1h1.Jes, for non-work related purposes, 
EXCLUDING records covered by A alx:ive 

AFS# ITEM 

"Z 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

I NASA employees 
Cants mat con,....., 
d1agnos1s and treatment 

2 Ons1te Contractor Personnel 
Doctors chmc records or s1mLlar records thai contam data of 
v1,;;11, d1agnos1s, and treatment 

RETENTION 
<Authonty> 

DESTROY 6 YEARS AFTER 
DATE OF LAST ENTRY -
DESTROY 8 YEARS AFTER 
INDIVIDUALS E.\1PLOYMENT 
ON-SITE IS TERMINATED 
<DA NI 255-94-1> (N 1 1 3) 

C �MfbOY!;E ASSIST6NCE PROQR6M 

Personal case files consJStmg of handwr11ten notes, leners to 
phys1c1ans or counselors, calendar of 1reatmem(s). aulhon.zat1on 
releases, after care mforma11on and telephone messages Case files 
are to be mamta.med sepa.rale from the EMF and/or the Official 
Medical Record(s) kept to an absolute m1DJmum. and handled w1lh 
pnvacy m accordance with Secuon 408 of Public Law 92-155 

I Management Referral 

2 Voluntary 

DESTROY 5 YEARS AFTER 
LAST DA TE IN ALE. OR UPON 
TERMJNAT!ON OF E.\fPI.OYEC. 
<DA NI 255-90-8> 

DESTROY 2 YEARS AFTER 
LAST DA TE IN ALE. OR UPON 
TER\IINATION OF EMPLOYEE. 
<DA N 1-255 90-8> 

1 8 1 5  129 NARCOTICS AND SEDATIVE DRUG RECORDS 

All records on the control and d1�pos1t1on of narc01.1c and sedative drugs, 
mcludmg completed NASA Fonns 1387 descnbmg dosages, shipments 
mventones and venfical.Jons 

DESTROY WHEN 3 YEARS OLD 
<DA NI 255-94-1> 
N I RI 1 1 )  

1 860 130 RADIATION RECORDS 

PASR A QODDARDSfAC!; EIJQ!:Il C!;NTER M!ll6T(ON MfEIX 
COMMlITE!l RErnRDS • NAS6 � I RSCR 

Employment and Lrammg history of rad1a11on users and rustcxllans 
under Goddard Space R1gtn Center (GSFC) cognizance 

RECORDS ARE KEPT FOR 2 
YEARS IF E.'1PLOYEE DOES 
NOT WISH TO BE RENEWED 
FOR TIIE POSITION AT TilE 
[. .'\ID OF 2-YEAR PERIOD TI-IE 
RECORD IS REMOVED AND 
PLACED IN A.� INACTIVE 

RLE RECORDS ARC 
RIIT AINED AT GSFC UNTIL 
DESTROYED DESTROY WHEN 
75 YEAl<S OLD 
<DA Nl-255 94-1> 

NOTES Only AFS numbers wtlh defined subjects are used - RETENTION - For 1lems marled Pending Reten1mn Approval, NITTES Only AFS numbers wilh defined subjects are used - RETENTION - For items marked Pendmg Retention Approval, 
cont.act your Center Records Manager for mformaJ.ton and/or quesuons con1act your Center Records Milnager for 1.I1formaJ.mn and/or questions 
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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 
beg1nnmg of NPR 1441 1 in the NASA Onhne D1rect1ves Information System (NODIS) for current version 

SUBJECT AREA OR RECORD TITLE RETENTION 
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authonty> 

130 
PASR 

PASR 

B 

C 

KENNEDY SPACE CENTER RADIATION TRAINING AND 
EXPERIENCE SUMMARY - NASA 76 RTES 

Custodians and/or users or sources of rad1a1.1on (iomzmg and non
mmzmg) Applicable to all users or custodians al Kennedy Space 
Center (KSC) and NASA or NASA contractor personnel al Cape 
Cana1,eral Au Force Station, Flor da. or Vandenberg A r Force 
Base, Cal1fom!'lj1a 

KSC-lJSNRC OCCUPATIONAL EXTERNAL RADIATION 
EXPOSURE HISTORY FOR NUCLEAR REGULATORY 
COMMISSION LICENSES - NASA 76 XRAD 

KSC personnel. c1v1I servants, and contractor personnel, 'Nho have 
received rad1a1.1on exposure Files include name, date of!'ljb1rth, 
exposure history, name of hcense holder and :,oc:1al secunty 
number 

PASR D GLENN RESEARCH CENTER OCCUPATIONAL RADIATION 
EXPOSURE RECORDS - NASA 22 ORER 

Present and form!'ljer Glenn Research Center (GRC) employees and 
contractor personnel who may be exposed to rachauon Flies 
mclude name, date of birth, exposure history, name of l1cen,;e 
holder social sccunty number. employment and trainmg history 

1870 PESTICIDE RECORDS 

ANNUAL REPORTS 

Reports of pesuc1des used al NASA Centers prepared by 
e ers at the request of the Federal Commillee on Pest 

Control (F 

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

B MISCELLANEOUS REPORTS 

Reports on pesticides used at Centers, such as FCPC Form:. 1 and 2 

I Headquaners 

Centers 

RECORDS ARC RET AINID AT 
KSC DESTROY WHE� 75 
YCARS!'ljOLD 
<DA Nl-255 94--1> 

RECORDS ARE RCTAINED AT 
KSC DESTROY WHEN 75 
YEARS OLD 
<DA Nl -255 94--1> 

RECORDS ARE RETAINED AT 
GRC DESTROY WHEN 75 
YEARS OLD 

<DA Nl-2SSQ4-l> 
(N 1 1  l01 

C L O S E D  S E R I ES 

RETIRE TO FRC WHE\l 2 Yr.ARS 
OLD DC.STROY VwHC.� 5 YEARS 
OLD 
<DA NI 255-94 I> (� 11-9) 

DESTROY WHC.� l YEARS OLD 
<DA Nl 255 94-1> 

NOTES Only AFS numbers with defined subjects are used - RETENTION - For items marled Pendmg Retentmn Approval, 
contact your Center Records Manager for mformauon and/or quest10ns 

ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 
(AFS 1000-1999) 

Th,s document Is 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 D1rect1ves Information System (NODIS) for current version 

AFS # ITEM 

1870 132 

1900 133 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

ENVIRONMENTAL HEALTH REPORTS 

A REPORTS ON ENVIRONMENT AL HEALTH !°RPM CENTERS 

I Headquaners 

2 Centers 

ETHICS PROGRAM FILES 

A ETHICS PROGRAM IMPLEMENTATION 
INTERPRETATION COUNSELING AND DEVELOPMENT 
FILES 

Records mamta.med by ethics program offices relaung to the 
de\elopmenl, review, 1mplementai1on, and mterpretatmn of 
propo� or eslabhshed executive branch sLandards of ethical 
conduct and other eth cs regulauons, conn1ct of interest and other 

1cs related statutes and Execuu"e Orders, and any agency 
sup mental standard:. of ethical conduct and other agency ethics-
related lat1ons and d1recuves lncludmg 

ting the review of proposed or established eth1cs
rela1.ed statutes an ulauons by ethic� program of ficials. 
mcludmg copies of p sed legislauon, comments and all related 
record:. 

-Record� relaung to requests under agency su emental 
standards of ethical conduct for pnor approval o ts1de 
employment and ac11v111es 
1 Records �uch as determmauons regarding anendanc widely-

attended gathenngs which appropriate agency ethics of 
determ!'ljme are related to the routme non-precedent1al
application of settled legal standards to common factual 
s1ruat1ons and are not mterpretauons of the conll1ct of mterest 
statutes, 18 U S C 20!-209, and other ethics �tatutes the 
v1olauon of v.h1ch may result in cnmmal penalties or c1v1I 
fines 

All other records 

RETENTION 
<Authority> 

RETIRE TO FRC WH� 2 YEARS 
OLD DESTROY WHCN 'i YEARS 
OLD 
<DA Nl 255 94 1> IN 1 1 -71 

DESTROY WHE.� 2 YEARS OLD 
<DA Nl 255 94 I> 

DESTROY WHEN OBSOLETE OR 
SUPERSEDED 
(GRS l ::!7) 

<GRS 25 I b> 

NOTES Only AFS numbers with defined �ubJects are u�d - RETEITTlON - For 11.ems marled Pendmg Retenuon Approval. 
contact your Cemer Records Manager for mforma11on and/or questions 
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133 
PASR 

B 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

STANDARDS OF CONDUCT COUNSELLING CASE FILES -
NASA IOSCCF 

Current, former, and prospective NASA employees, who have 
5,()Ught adV1ce or hi1Ve been counseled regard mg conn1ct of interest 
requrrements for government employees Files could mclude, 
dependmg upon the nature of the problem, mformauon collected on 
employment history financ1a1 data, and mformaimn concemmg 
famlly!'ljmaiters 

RETENTION 
<Authonty> 

RECORDS ARE RCTAINED AT 
NASA HEADQUARTERS 
DESTROY WHEN 6 YEARS OLD 
<DA NI 255-94-1> 

137 

Reco ocumenung the review and issuance of ethics agreements 
used lO re e appearance of potenual or actual financial 
conflicts of mteres • ludmg 

-Records relax.mg to determmauons, authonzat10ns 
under 5 C F  R § 2635 502 and 2635 503 

-Records relaung to the review and issuance of wal\ers of 
d1Squahfica11ons under 1 8  U S C  § 208(b)(l )  and (b)(3) 

-Records relating to the review and 1.ssuance of post-employment 
ISSUCS of c1vLI servants a1 FFRDCs 

REJECTED RECORD OFFERS 

Records offered to the Nauonal Archives and Records Admm1stra1mn but 
appraised as lack.mg sufficient re.search or other va1ue to warrant 
permanent retenuon or records that do not require a SF 1 15 Contact 
Center Records Manager or the Agency Records Officer for more 
mformauon on thl5 proc� 

DESTitoY 6 YEARS AFlER THE 
W AIYER OR OTIIEJI AGREED
UPON DETI:RMINA TION OR 
ACTION HAS BEEN ISSUED OR 
UNDERTAKE.� OR IS NO 
LONGER IN EFFECT 
WHICHEVER JS LATER 
<GRS :?5 3> 

SEE 36 CFR. SECTION 1228 60 
FOR POSSIBI.E DONATION OR 
DESTROY L\1MFDIATI:LY lF 
RECORDS ARE NOT WANTED 
<DA Nl �55-94-1> 

END OF SCHEDULE 

NOTES Only AFS numbers wuh defined subjects are use.cl - RETENTION - For items marked Pendmg Retentmn Approval, 
contact your Center Records Manager for mfonnauon and/or questions 

CHAYfER 2 NRRS 2 

LEGAL AND TECHNICAL RECORDS 

SUBJECT AREA OR RECORD TITLE RETENTION
ITEM DESCRIPTION OF RECORD SERIES <Authonty> 

(see below) Laws and Le al Matters 
FEDERAL PERSONNEL SURETY BOND FU.ES 

B OTHER BOND FILES INCLUDING OTHER COPIES OF 
BONDS AND RELATED PAPERS 

C SUREfY BOND REVIEW FILES AND DOCUMENTS 
RELATING TO THE REVIEW OF THE LEGAL SUFFICIENCY 
OF SUREfY BONDS 

2000 2 PA TENT FILES 

A PATENT SOLICITATION CASE FILES 

Flies may mdude but are not limited to the following records, 
mcluchng mvenuon d1sclosurcs (whether paiented or not) received 
by NASA via another Agency through a contract, mvenllon dockets 
conta.mmg penmem correspondence on mact1ve cases, abandoned 
apphca11ons. and closed items and mvenuon disclosure logs and 
ledgers showmg reporte.d mvent1on d1sclosure, date, d1spos1uon. 
and US Pa1en1 Office actmn 

Files for specific mventJOn disclosures for wtuch no patent 
apphcauon was filed 

DESTROY 15 YEARS AFlER 
BOND BECO\IES IN ACTIVE. 
IGRS 1,<;,<1)) (N 2-7) 

DESTROY 15 YEARS AFTER THE 
END OF l1IE BOND PRF.\IIU\I 
PERJOD 
(GRS 66,(2)] 

TROY \\'HEN BOND 
INACTIVE OR AFIEl 

l1IE END BOND 
PREMIU\I PERJO 
(GRS 6 6bl 

REllRE TO FRC 6 MOlffi!S 
AFlER CASE JS INACTIVE 
DESTROY WHEN IO YEARS OLD 
<DA Nl-:?5�-94- 1> (N 13 9) 
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2 2 File for specific mventmn disclo,;ures for which patent 
appllcauon was filed 

J Sohc1ung mstrucuons Lo CenLers regarding procedures for 
:;ollcmng 

B DETERMINATION OF RIGI-ITS to Employee Inventions. 
mclud1ng documents pertaining to Execuuve Order 1())96, et seq 

C ASSISI�C:E IO OIIJ!IB ll,GEI:!!C!&:i Ot!! P�I!;fil� 
FLles mclude legal assistance given to olher Agencies on pillent
matters 

D fATEfil-SOLIC:ITINQ INSIRUQIQNS TQ WL 
regardmg sohc11auon procedures 

RETIRE TO FRC 6 MONTHS 
AFTER PATENT IS ISSUED 
DESnov WHE."11 20 YrARS OLD 
<DA NI 255 94 I> 

DESnoY WHE."11 I YEAR OLD 
<DA NI 2:5:5 94 I> 

RETIRE TO FRC 6 MOVIl-1S 
AfTER CASE IS INACllVE OR b 
MONTHS AFTER PATl:".NT IS 
ISSUED DCSTIWY WHE."11 25 
YEARS OLD 
<DA N l -255-94 1> 

RCTIRC TO fRC WHEN 2 '\LARS 
OLD DESTIWY WHE"11 5 Yr.ARS 
OlD 
<DA N l 255 94-1> (N 13-11} 

DESTIWY WHE."11 I YI:AR OLD 
<DA NI 255 94 I> 

E ALL QTHER QFFIC:ES(CQPIES DESTROY WHEN OBSOLETE OR 
SUPERSEDED 
<DA NI 25,;; 94-1> 

2080 4 CLAIMS FILES 

Case file.s relatmg lo claims m fovor or, or agam.st, lhe Go .. emment for 
damage, loss, or destrucuon of property, and for personal mJury or death 
resulung from negligence or wrongful acl.';. or om1ss1ons of acts 
lnclude.d, but not hm1led. to, are tort claims (2 yr statute of hm1tat1on). 
manume claims foreign claims mtemauonal treaues, Space Act clwms, 
and personal property clauns 

A SPEC:lll,L Mil.STER CLAIMS 

Claims established when many claims result from a smgle accident, 
incident or disaster 

B RQ!.[[INE ALLQWED OR DISALLQWED !:;!.ll,IMS 

I Claims mvolvmg personal mJury or a minor 

2 All olher cla1m.s 

RETIRE TO FRC 2 YEARS AFIER. 
FlNAL ACllON ON CASE.. 
DESTIWY WHE.'l 28 YEARS OLD 
<DA Nl!!!-"155 94-1> 1N!!!D I I  

RETIRE TO FRC 2 YCARS AFTER 
ANAL ACllON 0"11 THE CASE.. 
DESnOY WHEN 28 YEARS OLD 
<DA NI -255-94- 1> 

RETIRC TO FRC 2 YEARS AFIER. 
ANAL ACTION ON CASE 
DESnOY WHC.."11 8 YEARS OLD 
<DA N l !!!-255-94-1> 

C � 

I lnvest1gat1ve 

Documents accumulated from 1nvesugat1ng accidents and 
mc1dents which could, but do not, re.suit m the lihng of a claim 

2 M1scellaneous 

Cla1m.s reports con.s1.st1ng of .stat1st1cal, fiscal, and relate.cl reports 
on I.he d1spos11mn of clauns 

RETIRE TO FRC ON EXPIRATION 
OFPERTININT STATlJfORY 
PCRIOD FOR RUNG A CLAl\1 
DESnOY S YEARS AFTER 
EXPTRATIO'I OF PCRTINENT 
STATlJfORY PERJOD 
<DA NI 255-94-1> (N!!!l3-4) 

DESnOY WHE."11 2 YI:ARS OLD 
<DA NI 255-94- 1> (N 13-51 

2084 S ADMINISTRATIVE AND COURT LITIGATION CASES 
INVOLVING NASA 

Flies of cases mcludmg, but not hm11ed to, compla:mt answer mot1om,.
discovery, transcnpt of procee.dmgs, tnaJ exh1b1� and bnefs m support or 
I.he parties' positions, togelher wilh lhe worlmg papers of lhe attorney 
handling lhe case 

RETIRE TO FRC 2 YEARS AFfER 
YCAR IN WHICH COURT 
RE.'IDERS ITS FL'IAL DECISION 
OR TI-fl: YEAR lN WHTCH THE 
CASE IS SElTLED DESnOY 20 
YEARS AfTil<. FINAL DECISION 
OR CASE IS SETn.ED 
<DA N!!!!-255-94 I> IN 13-23) 

2100 6 SMALL BUSINESS INNOVATIVE RESEARCH iSBIR) 

These are files lhat are maintaine.d by lhe Technology Utilu.atmn Office 
at NASA Center.s ofsohc1Led proposa.Js NASA typ1ca.Jly announces to 
smaJI busme.ss entitles \,\,hat areas of mtere.st and/or research momes are 
available for possible performance Small businesses send m proposals 10 
NASA m lhe .subJeCl areas for review and eva.Juauon These files are kept 
m lhe sequence of phases required under lhe SBA regulations 

A PHASE I - SELECTED PROPOSALS 

Winning proposal,; scores eva.Juauom,, recommendatmns, and 
�lected proposal:. which are fonded 

B PHME I - NQT SELECTED 

Proposa.Js nol sele.cted for fundmg 

C PHllSE 11 - FUNDED PRQPQSALS 

Ongmal proposals evaluauon sheets, recommendat1ons and 
selecuon .sheet:. 

RETAIN AND INCORPORATE 
INTO PHASE n CASE FILf.S 
<DA NI 2:55 94 1> 

DESnOY PROPOSALl NOT 
F NDED ONE YEAR AfTil<. 
CO\WLETION OF END OF 
PHASE I 
<DA Nl -2�5 94 1> 

DESTROY FUNDED PHASE II 
nLES 1 YEARS AFTER nrr: END 
TERMINATION OR 
COMPLETION OF PHASE II 
<DA Nl!!!-2:55-94-1> 

NITTES Only AFS numbers wilh defined subjects are used - RETENTION - For items marked Pendmg Retention Apprmal, NOTES Only AFS numbers with defined .subJeCLS are used -- REfENTION - For items marked Pendmg Retenuon ApprmaJ, 
contact your Center Records Manager for mfonnat1on and/or questions con1act your Center Records Manager for mfom1a11on and/or questions 
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6 D PHASE n · NITT FUNDED 

ProposaJs not selected for fundmg (Phase II only--but selected 
dunng Phase I process) 

E NASA HEADOUARTERS -QPR 

These records include both Ph-™= I and ll proposals, and are 
microfiche m thelr enllrtl y 

F MICROFICHE 

(Item E Above ) 

TECHNOLOGY lfflLIZA TION FU.ES 

A PUBLICATION ORDERS MEMORAND� AND REPORTS 
B!.5 

Orders memoranda and reports bet\l.een the Technology 
Ut1hza11on Office and !he Sc1ent11ic and Technical lnforma11on 
Office, rela1mg lo the USt' of STl's sel"\ices (fhis include.., files 
cre.'.lled hoth by Headquarters and CentersA) 

B 

C 
lnformat1onJ 

Tlus is a CLOSED SERIES 
Files t1farncle� appear mg. m te1.�hmcal and de magannes on the 
NASA TU Program (mcludmg current and afi the fact ar11clesJ. 
and the tran�ler of �pace technology to pma1e m :-.try 

Clippings wHh no \'alue (mcludmg those 1ha1 do not 
rda1e 10 a specific pmje..:-t/programl 

Clippings of TU that ha\e \alue and are related lo a 
project/program 

J JPL ONLY OPR 

DESTROY IJNFIDIDED PHASC I I  
PROPOSALS ONE YEAR AFTER 
1llE SELECTION 
ANNOUNCEMENT OF PHASC II 
<DA N l -255-94-1> 

DESTROY PAPER RECORDS 
AF1cR MICROFJCHING 
<DA Nl-255 94- 1> 

DESTROY MICROFICHE WHEN 
10 YCARS OLD 
<DA Nl 255-94-1> 

DESTROY WHE.'1 2 YEARS OLD 
<DA '1/ -2')5 94 I> f'J :!l S)  

"' PER\1A.'{E..'(T!!!• 
TRANSFER TO NARA IN 
IO YEAR BLOCKS WHEN 30 
YEARS OLD 
<DA N'I 255-94-1> 

DE5 TROY WHEN NO LONGER 
'ICCDCD OR WHC'l 1 YEARS 
OLD \VHICHCVCR IS SOO'lER 

f ',/ ?_) 6)  

RETIRE TO L AL RCCORDS 
STORAGE WHE YCAR OLD 
TRA "�n:R TO JPL CHIVCS 
WHEN' JO YEARS OLD ESTROY 
\VHC'l N'O LO'lGCR 'IEE 
<DA 'JI 255-94 I> 

NOTES Only AFS numbers \lr1th define.cl subjects are usc-d •• RETENTION - For items marked Pendmg Retenlzon Approval, 
contact your Center Records Manager for rnfonnat1on and/or questions 
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2 130 

2131 

2 170 

4 All other office/copies 

Centers 

Innovators work.mg papers (mcludmg paLnlJ relill.Lng 10 the !!!
pubhca11on, such as feeder n:ports background matenills. 
mtenm reporu notcs, correspondence, together with related 
showing mcept1on, scope. and background 

All other offices/copies 

E TECHNICAL SUPPORT PACKAGE ([SP! ffiES 

TSP files typ1cil1ly consist of basic technology that has not yet been 
transferred to a workmg/pr1vate-public organ1zauon Files consist 
of a co1Jec11on of tcchn1cil1 docummlal.lon related to and descnbmg 
aspects of the mnovauon reponed m a  NASA Tedi Bnef (Item D 
above), mcludmg rcpmduc1ble master copy (1f any) and exclusive 
of duplicated copies of the TSP (tf th1s 1s a pa1ent. II IS the basic 
documenta1.1on) 

F Tl! DISSEMINATION ffiES 

Prelunmary. progress, and final rcporu ofpubl1ca11ons prepared or 
issued by contractors operalmg a RegmnaJ Technology Transfer 
Center (RITCJ COSMIC or TAC, m cooperauoo with NASA and 
other contractors ass1stmg the Technology Uulizauon Program 
d1ssc-mma11on efforts, and related correspondence 

I Headquarters - TU Office/Program 

All other ofices/cop1es 

G NEW TECHNOLOGY FlLES 

I REPORTS 

DESTROY WHE" '10 LO'IGER 
NECDED OR WHE'I I YEAR OLD 
WHICHCVER IS SOONCR 
<DA 'JI 255-94 I> 

RETIRE TO FRC AT 1llE SAME 
TNE AS TilE RB.A TED CASC 
Fll£S DESTROY WHEN I 0 
YEARS OLD 
<DA N l -255 94-1> 

DESTROY WHEN REFERENCE 
VALUE!!!CEASESOR!!!WHE-1!!!5 
YEARS OLD 
<DA �I 255-94-1> 

RCTIRE TO FRC WHE.'I 5 YEARS 
OLD DESTROY WHE.'I 10 YEARS 
OLD 
<DA 'll 25"i 94-1> (S 23 J) 

RETIRE TO FRC WHE." 2 YEARS 
OLD DESTROY WHEN 5 YEARS 
OLD 
<DA NI 255 94 I> {N 23-4) 

DFSlltOY WHCN 2 YEARS OLD 
<DA NJ -2S5-94- J> 

NOTES Only AFS numbers \lr1th define.cl subJeCts are used •· RETENTION - For items marked Pendmg Retention Approval, 
contact ;our Center Records Manager for rnformallon and/or quesLJons 
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authomy> 

The:,.e are new technology reports subm1Ued to Technology 
Uuhzauon Offices by m-house pcr.,onnel or by contraclors m 
accordance with the provts1ons of the conL.raCt's new technology 
clause (an annual report) 

HQ and all other NASA Centers 

2 CONTRACT ADMINISTRATION OF CLAUSE 

pertalnmg to admm1strauon of the new technology clause m 
contracts, especially to reporting and processing of mnovauons 
rcqurred to be report.ed 
0 GSFC ONLY - llus Item applies to the Patent Office 
0 HQ and all other NASA Centers 

H TU APPLICATIONS FILES 

APPLICATION TEAM 

Reports, correspondence. mmutes of meetmgs. etc produced by 
the appl1ca1.mn team m 1dent1fymg pubhc sector opportunities 
for adaptive engmeermg 

2 APPLICATION ENGINEERING PROJECT CASE FILES 

These files are mamtamed by the Program Manager who 1s 
locai.ed at NASA HQ, Code C, and cons1c;t of RTOP summane.s, 
mtcnm repons, and summaries m narrai1ve formal 
NOTE Case files that are located at lhe respective lead 

111sta1la1.mnand should be reured under Schedule 8, 
R&D ProJect Ca.-;.e Files as a PERMANENT record 
series 

SPINOFF FILES 

SPINOFF CASE FILE 

Files are ma.mtamed by ye;:u- and cons1s1 of rese.:arch files which 
contam clippings correspondence Y.11h compan1ec; product 
literature and mterv1ew no1es and any other s1m1lar 
documentation or relato::I materials 

RL7lRC TO rRC 3 YEARS AfTER 
RECEIVED DESTROY WHCN 5 
YEARS OLD 
<DA Nl-155-94- 1> 1N l3-2J 

SEE DISPOSITION ABOVE 

RETIR[ TO LOCAL R[CORDS 
�TORAGC 1 YEARS AITER 
RCCEIVCD TRANSFER TO JPL 
ARCHIVr.5 WHE'-1 10 YEARS 
OLD DCSTitOY WHEN :--JO 
LO'IGER 'JECDED THESE 

�A.i'JNOT BC RCTIRCD 
TOA'lArRC 

RCl1RC TO n>.C I YEAR AITER 
COITTRACT CLOSEOIIT 
DESTROY 10 YEARS AFTER 
Fl!'JAL PAYME.'l'T OR CLOSEOUT 
<DA NJ-255 94-1> 1 !'-1 23 I)  

RETIRE TO rac WHENA:! YEARS 
OLD DCSTROY WHE.'-1 5 YEARS 
OLD 
<DA Nl -255 94-1> 

RCllR[. TO FRC WHCN 2 YCARS 
OLD DESTROY WHE.� 5 YEARS 
OLD 
<DA N l 255 94 1> 

RC1lRC TO FRC WHEN 5 YEARS 
OLD DCSTROY WHEN 20 YEARS 
OLD 
<DA NI 255 94 I> 

NOTES Only AFS numbers with defined subjects are used - REfENTION - For items marled Pendlilg Retention Appro-.al. 
contact your Center Records Manager for mfonnatmn and/or questions 
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2 SPINO FF PUBLICATION 

1976 1990 

(b) 1991A- Conunumg 

Tlus IS a CLOSED SERIES 

(cl 2003 - Contmumg 

2220 8 SCIENTIFIC AND TECHNICAL INFORMATION 
PUBLICATIONS AND MATERIALS 

Sc1e1mfic and Techrucal lnformauon (STIJ 1s defined as the results (facts, 
analyses. and conclusions) ofba.-;.1c and apphe.d sc1ent1fic, technical, and 
relaJ.ed engmeenng research and development STI also includes 
management.. mdu�tnal. and economic mfonnatmn relevant to lh1s 
research 

A PUBLICATIONS AND MATERIALS MAINTAINED BY OPR 

Published and processed documents prepared by NASA such as 
technical repons. h1sLoncal volumes, and mforma1.1onal matenals 

The office of pnmary respons1b1l1ty will mamtam one copy of 
each published or processed document together with related 
background paper., reflecting a basis for the issuance or lhaJ. 
conlnbute to the content of the pubhcatmn mcludmg 
coordma11on papers and comments 

NOTE h 1s the re�pom,1b1hty of the QPR lo �ndlsubrrut one 
record copy to CASI See Sub-element C of this Item 

2 Work.mg papers such a.. notes. rough drafts. background reports, 
and other c;uch papers (excluMve or those descnbed under 
Item I )  

All other offices/pnnled copies 

Record copy 1r mam1a.1 uphcaung or d1s1r1but1on umt. 1 e ,  
Educaiion Office Public Affatrs, n Office(s), of each 
pamphlet. report.. leaflel, poster, chart, boo 
or other pubhshed or processed documents or the 
report 1f nol published 

Record copy w11h lhe �upponmg papers which documenl the 
mcepllon, scope, and purpo!ie (This uem does not cover copies 
and related matenal retained m on atlJl office 

* PERMANE..."IT!!!* 
TR.A..',JSFER. TO NARA AS CITED 
BELOW 

TRANSrER JANUARY I 1997 
TR.A..'JSFER. JA..'JUARY I 2000 
<DA NI 155 94- 1> 

RETIRE TO FRC AT E.'ID OF 
SECOND RSC AL YEAR AFIT.R 
DOCUME.'IT IS PUBLISHED 
DESTROY WHEN IO YEARS OLD 
<DA NI 255-94 I> (N 1-28) 

DESTROY t YEAR AFTER 
D<X'l.J\.1:E.'l'T IS PUBLISHrD 
<DA NJ 2.c;.c; 94-1> 

DESTROY WHCNREFIJ!ENCE 
VALUI:CCASES 
<DA NJ -255 94-1> 

NOTES Only AFS numbers with defined subjects are used -- RETENTION - For items marked Pendlilg Retention Approval 
contact }Our Center Records Manager for mformauon and/or questions 
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SUBJECT AREA OR RECORD TITLE RETENTION
DESCRIPTION OF RECORD SERIES 

<Authority> 

All other office/cop1es 

C PUBLICATIONS AND MATERIALS HELD/MAINTAINED AT 
!:&I 

Record copy of sc1enufic and techmcal pubhcauons, such as 
Technology Surveys, Technical Report.s, Technical Notes. 
Techmcal Memoranda. Contractor Reporu, and Special 

bhcauons These are examples only and records should not be 
ted to lh1s selection 

( I J  

121 ALL OTHER COPIES 

{bl Paper copy 
This is a CLOSED SERIES 

( I )  Pre-1958 

(2) 1958 - 1978 (That have no1 been microfilmed ) 

(3) 1979 - 1993 (Thal have not been m,crofilmed ) 

DESTROY WHEN SUPERSEDED 
OBSOI.EfE. NO LONGER 
NEEDED OR WHEN 3 YI:ARS 
OLD WHICHEVER tS LATER 
<DA Nl-255 94-l> 

.. PER\1AN[\lT "' 
lltANSFER TO \IARA Wlntl\l 
I YFAR ATTCR FlL\.11\IG 
<DA N l 2,;;'i 94 !> I N '.! '\  7 1  

DESTROY \\'HEN N O  LO\IGCR 
NEEDED OR WHEN RfITRI:NCE 
VALUE CCASCS RCCORDS 
CA 'JNOT BE RETIRCD TO A \I 

rRC 

<DA \1 1 -Z� i 94 1 >  

ANENT!!!• 
'ffi SF 1 1 5 MUST BE 

T NARAAFTI::R 
F 

NaTES Only AFS numbers With defined subjects are used -- REfEl'ITION - For items marked Pending Retention Approva] 
contact your Center Records Manager for mfonnauon ancVor questions 
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(4) 1994 lO present thaJ. ha\C not been microfilmed 

(C) 

2003 - Contmumg 

D DOCUMEITT AVAILABILITY AtrfHORIZA TION !DAAl 

Papers submuted for appro'Jal of and released through sc1ent1fic 
and techmcaJ orgamz.auons EXTERNAL to NASA 

(a) DocumentillJOn consists of lhe ongmal paperv.ork 
submmed for each paper 

0 NF 1676 (or old FF427). 'NASA Sc1enufic and 
Technical Document A'Jailab1hty Aulhonz.auon 
(DAA)", 

0 Abstract of lhe paper cited on lhe NF 1676 (or old 
FF427) 

JSC ONLY 

In addmon to the above docwnentauon, JSC aulhors are 
requrred to provtde 

0 JSC Fenn 548, "Approval and Fundmg for Techmcal 
Presentauons, Techn1cal Papers, and Journal An1cles 
for External Audiences " 

(b) All olher cop1e:Jcc:nters 

Papers subm1tled for pubhcalion m the NASA Sc1ent1fic and 
Technical Reports Senes 

(a) Records document both Center and NASA Headquarters 
appro'Ja] of reporu by c1 ... 1l servant and contractor authors 
for pubhca1.1on m the NASA STI Repon Senes 
Documentation consists of 

0 FF427 (DAA), 
0 Repon Documenta11on Page (SF 298), or an Abstract 

of, or an lmroductmn 10 lhe Report, 

• PERMANENT!!!• 
TRANSFER TO NARA WHEN 
I YEAR OLD 
<DA Nl-.:?55 94-b 

DESTORY IAFTER 
VERIFICATION OF MICROFILM) 
WHEN NO LONGER NEEDED FOR 
REFERENCE OR WHEN 60 YEARS 
OLD WHICHEVER IS SOONER 
RECORDS CANNOT BE RETIRED 
TOAN!!!FRC 
<DA Nl -255 94-l> 

DESTitOY 2 YEARS AFTER 
MFETING OR PUBLICATION 
DA'ffi CITED ON THE FF427 /DAA 
FORM) OR WHEN 5 YEARS OLD 
WHICHEVER ts SOONER 
<DA NI 255-94 1> 

DESlltOY WHE.\I NO l.DNGER 
NEEDED FOR REFERENCE USE 
OR WHEN J YEARS OLD 
WHICHEVER tS SOONER 
<DA Nl 255 94 I> 

DESTROY NO LATER THAN 5 
YEARS AFTER DATE OF 
PUBLICATION OR WHEN 6 
YEARS OLD WHICHEVER IS 
SOONER 
<DA Nl-255-94 1 >  

NITTES Only AFS numbers wnh defino:I subjects are used -- REfEITTlON - For items marled Pendmg Retention Appro..,aJ, 
contact your Center Records Manager for mfonnauon ancVor ques11ons 



( I )  
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AFS# ITEM 
SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

RETENTION 
<Authont�> 

8 

E 

� 
ln add1t1on to the above, JSC authors (as oppo� to a 
contractor author) are requrred to provide 

0 JSC Form 155 "Processing Sc1enufic & Techmca1 
Pubhca11oru.A" 

(b) All other cop1e.YcenLer.. 

AUTHOR'S FILES/RECORDS 

f AUTHOR'S WORKING PAPERS 

Working papers relating to the pubhcat1on, such as feeder 
reports background matcnals, mtcnm reports, noLes, 
correspondence, and related papers 

2 SPECIAL AUTHOR ALES (GRC) 

(a) Echtcd manuscnpt copy gaJley proofs. blue lines, and 
dummy layouts for each techmcaJ rcpon 

(b) Camera-ready copy of text and figures and relaled 
negauves, supponmg paper., which document the 
mcepuon, scope, and purpose, mcludmg ed1tonal note.-. 

DESTROY WHE.� NO LONGER 
NCEDCD fOR REFERENCE LISC 
OR WHE.'1A3 YEARS OLD 
WHICHEVER IS SOONCR 
<DA N I  25,;; 94.1 >  

DESTROY WHE.'I 15 YEARS OLD 
<DA NI 255-94 1> 

DESTROY WHE.'I 2 YEARS OLD 
<DA Nl-255-94 I >  

DESTROY 20 YEARS AFTER 
SEP ARA llON TRANSrER OR 
lB.MINATION OF EMPLOYEE 
<DA NI 2'i5 94 I> 

F EDITED MANUSCRIPT FILES 

I HQ STI FILES (Code J) 

(a) Edited manuscript copy. galley proofs, blue Imes, and 
dummy layouts for each pubhca1mn 

(b) Camera-ready copy of Special pubhcauons, mcludmg 
ongmal art figures, cover design. and lllle page 

2 E-FILES (GRC STI FIIESl 

(a) Echted manuscnpt copy. galley proofs, blue Imes and 
dummy layouts for each technical rcpon 

l)--198U983 

(2) 1984- 1989 

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

TRANSFIJ< TO FRC' b MOITTHS 
AFTCR DOCU\1E.�T IS 
PUBLISHED DESTROY WHEN J 
YEARS OLD 
<DA NI 255 94 I> 

DESTROY JANUARY 1996 
· · ·  -

DESTROY JANUARY 1997 

NOTES Only AFS numbers wilh defined .subjects are used -- RETENTION - For item� marked Pend111g Retention Approval, 
contact your CenLer Records Manager for mforrnat1on and/or questions 
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DESTROY JA"IUARY 1998 

DESTROY WHE."I 2 YEARS OLD 
<DA Nl-2'i5 94- 1> 

(4) 1994 and Contmumg 

Camera-ready copy of text, figures, related negauves and, 
rung papers which document lhe mceptmn, 3cope, 

and p e mcludmg ed1tonal notes 

DESTROY JA"IUARY 1996 
<DA Nl-255 94-1> 

(2) 1984 1989 

(J) 1990 1993 

(4) 1994 and Contmumg 
<DA NI 255-94 I> 

G OTHERSTI PLIBLICA TION FILES 

Olher locally publll'Jled repons NOT mcluded m lhe "formal 
"enes h3t above 

DESTROY WHEN RD'ERCNCC 
VALUE CEASES 
<DA Ni -255 94- 1>  (NAB 8) 

GLENN - Locally published Repons NOT included m 
FORMAL senes 

la) B-FILES 

( I )  Edited manu3cript copy, galley proofs, blue Imes, and 
dummy layouts for each technical rcpon 

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

(2) Camera-ready copy of text. figures, related negatives 
and supponmg papers, which document lhe mcept1on, 
scope, and purpose, mcludmg ed1tonal notes 

DESTROY WHEN ID YEARS OLD 
<DA Nl-255 94-1> 

ib) RECURRING 8-FILES 

( I )  See DcM:Tipt1on m a ( I )  above DESTROY 2 YEARS AFTCR 
PRCXiRAM TERMINATION 
CANCCLLATIO"I CO¼PLETION 
UPON rACILITY CLOSURE OR 
WHEN 5 YCARS OLD 
WHICHEVER IS l.J\TER 
<DA N l 255 94 1> 

(2) See De'iCnpt10n m a (2) above DCSTROY IO YCARS AfTER 
PRCXiRAM TERMINATION 
CANCELLATION CO¼PLETION 
UPON fACILITY CLOSURE OR 
WH.E."I 15 YEARS OLD 
WHICHEVER. IS l.J\lB. 
<DA N I  255 94 I> 

(cJ PROJECT-RELATED FILES 

NOTES Only AFS numbers w11h defined subJects are used •- RETENTIONA- For items marked Pend mg ReLent1on Approval, 
contact your Center Records Manager for mfonnat1on and/or quest1om 
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epons and compliance cert1ficat10ru. required by General Services 

( I J See De.scnpLJOn m a( I) above DESTROY 2 YEARS AFTER 
PROJECT TERMISATION 
CANCELl.ATION OR 
COMPLETION 
<DA Nl-255 94-1> 

(2) See Descnpuon m a(2) above DESTROY WHEN REFERENCE 
VALUE CEASES OR WHEN 20 
YEARS OLD WHICHEVER IS 
SOONER 
<DA NI 255-94-1> 

H ALL OTHER OFFICES/COPIES DESTROY WHEN REFERL"CE 
VALUE CEASES OR V.'HEN NO 
LONGER SEEDED 
<DA Nl!'lj-255 94-1> 

2240 (see below) 
2300 II  MANAGEMENT PROJECT FILES 

Surveys, analytical studies. background papers, notes. data. mterun 
repon.s, final repons. and relaJ.mg papers pena.mmg to admm1strat1ve 
funcuons, e g ,  appraisal of m1crofilmmg proposals, evaluaung need of 
add11.1onal filmg equipment. rev1ewmg ut1hza11on of office machinery 

lltA.NSFElt TO FRC 3 "ffAR.S 
AFTER CO\IPLETION OR 
TERMINATION OF PROJECT 
DESTROY WHEN 7 YF.ARS OLD 
<DA NI 255-94-1> (N 1 Jll 

23!0 12 IRM (INFORMATION RESOURCES MANAGEMENT) FILES 

A IRM FILES • GENERAL 

Recon:ls m lius senes consist of correspondence, feeder repon.s thai 
are summanad 1mo olher reports, background docwnenLal.Jon, or 
olher related materials 

DESTROY WHEN NO LONGER 
NEEDED OR WHEN 3 YEARS 
OLD WHICHEVCR IS SOONER. 
<DA NI 255 94- 1> 

B SELF ASSESSMENTS 

NASA Annual self assessmenL documenLaJ.1on concemmg reviews 
of IRM pohcy compliance, respons1b1l1lles, and praCLlces Included 
are assoc1a1.ed correspondence, d1recL1ves, guides, surveys, studies, 
summary repons, acuons plans and progr� repons, and maJor 
mformauon system mventones 

I Headquarters 

(a) Sumrn.iry repons as subm1ued by Center 

(b) Agency level summary repons as prepared by OPR 

2 Centers 

(a) Repons subm1t1ed to Headquarters on :.elf-assessments 

(b) OPR responsible for prepanng and subm11tmg repon.s to 
Headquarters, mcludmg background data used for 
summary repon 

DESTROY WHE.'l 7 YEARS OLD 
<DA Nl-255 94- 1 >  

DESTROY WHEN 7 YEARS OLD 
<DA Nl-255 94-1> 

DESTROY WHEN 8 YF.ARS OLD 
<DA NI 255-94 I> 

DESTROY WHEN 8 YEARS OLD 
<DA NI 255 94 I> 

A 10n (GSA) concemmg reviews of IRM pracuces 
Included are as correspondence, studies, dtrecUve.'), feeder 
repons and monnonng su d reports 

Headquarters - OPR 

2 Centers OPR 

D IRM LONG-RANGE PLANS/REPORTS 

Documents mvolvmg I.he estabhshmem of schedules to achieve 
NASA's long range IRM objectives, I.he formulation of new 
concepts and requirements m IRM for planning purposes and 
similar mauers Included are IRM long range plans, forecasts, 
repons, documents reflecung lhe evolution of these plans/forecasts, 
and documents conlnbuung to lhe development of such plans or 
forecasts 

OPR · NASA Headquarters (Code IT) DESTROY BACKUP 
(Documemauon may include but 1s not hm1ted to lhe IRM L-R DCX:U\1EVJ' ATION I YEAR 
Plan Call Letter, mcommg documemauon from I.he contnbutmg AFTER COMPLCTION OF TIIE 

IRM LDNG RANGE PLAN office mcommg external documents) RE"fAL" FINAL IRM L-R PLAN 
ON-SITE FOR 10 YEARS A"D 
TIIL" DESTROY 
<DA Nl-255 94-1> 

2 Contnbu1mg Of fices (Headquarters and Centers) DESTROY WHEN 3 YEARS OLD 
OR WHEN SUPERSEDED 
WHICHEVCR IS SOONER 
<DA Nl-255 94-1> 

3 AJI other office/copies DESTROY WHEN NO LONGER 
NEEDED OR WH£'l 2 YEARS 
OLD WHICHEVER IS SOONER 
<DA NI 255-94 I> 

E IRM STRATEGIC PLAN (5 Year Plan/Updated Annually) 

Records consist of IRM strategies I.hat are common to NASA lhat 
support the Agencies m1ss1ons and goals by prov1dmg Agencyw1de 
perspectives and d1Iect1om, for NASA's IRM-related program 
m1t1a11ves The plan mcludes IRM goals and obJect1ves, key 
milestones ""llhm a three to-five year Llmeframe lhatdefmes lhe 
conlnbuuon of mformat1on resources to lhe accomphshmenl of 
NASA's m1ss10ns Records mclude but are not hm1ted to Meetmg 
mmutes IRM documenlaUon, final pubilcauon or propo�d 
Strategic Plan 

I OPR NASA Headquaners RCTAIN ON-SITE A.'lD DESTROY 
WHEN 10 YCARS OLD 
<DA Ni 255 94-1> 

2 Contnbutmg Office (Headquarters and Centers) RETAIS ON-SITE A.'lD DESTROY 
WHE.'l 6 YEARS OLD 
<DA Nl-255 94-1> 

NOTES Only AFS numbers wuh defined subJects are u�d -- RETENT(ON - For Hems marked Pending Retention Approval, NOTES Only AFS numbers With defined subjects are used -- RETENTION - For items marked Pendmg Retenuon Approval, 
contact your Center Records Manager for mformat1on and/or questmns contact your Center Records Manager for mformauon and/or questions 
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12 3 All olher officc/cop1es 

F 0MB BUll.ETINS (!RM PLANS - ANNUAL) 

Documenlal.10n consists of 0MB Bu11euns, background mat.enal 
supporung documentation and mformat1on which may mclude buL 
are not lun1ted to records concerning secunty, ICB (Information 
Collect1on Budget), Long-Range Plan Strategic Overview, 
Telecommumcauon Plan 

I OPR - NASA Headquart<rs 

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

Dr.5TROY WHI:.'l NO LONGER 
NCEDED FOR REFER.E.'r,!CE, OR 
WHE.'J J YEARS OLD 
WHICHEVER. IS LO'JGCR 
<DA Nl 255 94- 1> 

REfAlN ON SITE A\ID DESTitOY 
WHE.\I 3 YEARS OLD 
<DA �J!!!i-2"i5-Q4-I> 

DESTROY WHE.\I NO LONGER 
NEEDED OR WlIB'I 2 YEARS 
OLD WHICHEVER IS SOONCR 
<DA Nl-255-94 I> 

2400 13 AUTOMATED DATA PROCESSING (ADP) RECORDSR-
GENERAL 

A !:QMP!.!IER READAl!L!; M!;D!a - !,!;!S!;RM, 

Electromc media created m the areas of accounlmg, mventone.s, 
budget, library type md1ces admm1strauon, and are used m 
connectmn wnh the accumuJauon of operaung and reponmg dilla of 
act1V1Ues Electromc records Lha.J. suppon admm1!-trauve 
housekcepmg functions when the records are derived from or 

!E��!;!! !@;ORD� EXISI AND 
THE ELECTRONIC MIDIA 
REPRESE.\ITS A DUPLICATION 
RELEASE MEDIA FOR REUSE 
NOT LATER IBAN 10 DAYS 
AFTIR THE NEED FOR IT HAS 

replace hard copy records authonzed by NARA for destructmn BEEN MET AND!!!THAT!!!ITWD..l. 
NOT BE REQUIRED FOR 
FURTHER use. 
<DA NI 25594 I> !N!!!27 I) 

IF PAPER RECORDS DO �QI 
EXIST \.1AINTAIN DATABASE, 
DEI..ElrJDESTROY RECORDS 
AFJ'ER THE EXPIRATION OF THE 
RETENTION PERIOD 
AlJfHORIZED!!!FORTI-IE!!!HARD 
COPY!!!TYPERECORD OR Wll£'1 
NO LONGER NEEDED 
WHICHEVER IS LATER THE 
DATABASE STORAGE MEDIA 
CAN BE RELF.ASED FOR REUSE 
WHEN 5 YEARS OLD 
(GRS 20 3b(2J] 

M]J! ITEM 
SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

RETENTION 
<Aulhont)'.2: 

24IO 14 AUTOMATED DATA PROCESSING (ADP) RECORDS/FILES 

A ANNUAL ADP PLANS 

Developed by the msta1lauons. the.se plans are submitted to the 
lnforma1.1on Resources Management Policy Office (Code ITO) at 
Headquarters for review The plan 1s consohdated mto a summary 
repon and used for active reference 

I Office of functional respons1b11J1y (NASA HQ) REITRE TO ll!C S YCARS AFTIR 
THE YEAR TO WHICH THE 
PLANS PERTAIN DESTROY 
WHEN IO YCARS OLD 
<DA Nl!!!-255-94 I> (N 1-4)) 

2 All other oflices/cop1es DCSTRO\' WHL.\I ACTIVE 
REFERENCE VALUE CEASES OR 
WHEN J YEARS OLD 
WHICHEVER IS LATER 
<DA NI 255 94-1> 

B SECURITY PLANS 

In accordance with the Computer Secunty Act of 1987 (P!!!L 100-
235) annual plans are required to be prepared and submitted to 
NIST and NSA for comment regarding computer systems that are 
1denufied contarnmg sens1uve mfonnauon Each system plan 
mcludes a basic descnpuon of the purpose, environment, and 
sensn1v1ty of the system and the secunty measures mt.ended to 
pmlect the !-)Stem and 115 data Plans are not sLal.ements of agency 
secunty policy They md1cate secunty requirements and how the 
agency intends to meet lhose reqwremcnLs 

I Office of funcuonal respons1b1hty (NASA HQ) 
(NOTE This 1s agency-wide respons1b1hly) 

RETIRE TO FRC 3 YEARS AFTER 
YEAR TO WHICH PLAN 
PERTAINS DESTROY WHE.\I JO 
YEARS OLD 
<DA NI 255-94 I >  

2 Centers and all other offices/copies DESTIWY WHEN ACTIVE 
R.Ell:RENCE VALUE CF.ASES OR 
WHEN 3 YEARS OLD 
WHICHEVER IS LA TCR 
<DA NI 255.94- 1 > 

C PROGRAMS  SYSIEMS 

Ongmal programs. computer media. and documents contammg 
def m1uons of the system(s) mcludmg funcuonal requirements, data 
requirements system/subsystem spec1fica1.1ons, requests for the 
sysLem. and aulhonz1ng d1recuves 

I For a disapproved proposed sy!-lem RC'TIRC TO FRC I YEAR AFTER 
ANAL ACTION DESTROY JO 
YEARS AFTER ANAL ACTION 
<DA Nl -255-94- 1> 

(N 27 7 27 I {78}) 

NOTES Only AFS numbers \o\1th defined subJecl.5 arc used •· RETENTION - For JLems marked Pendlilg Retention Approval NOTES Only AFS numbers with defined subJects arc used -- REfENTION - For it.ems marked Pendmg Retention Approval, 
contact your Center Records Manager for mforrnauon and/or questions contact your Cent.er Records Manager for mforrnat1on and/or questions 
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RETIRE TO FRC I YEAR AFTER 
daLa I es arc a . ,u, d, 

2 For an approved system for which all rela.1.ed compuler readable 
DISCONTINUANCE OF THE 
SYS'l'EM-ElES'f-1�
AFTER DISCO:-rnNUANCE 
(GRS 20] 

RETAThl WITH REL\TED DATA 
readable data file 1s not authonted for d1sposaJ 
For an approved system for which any related computer 3 

FILES DESTIWY IN 
ACCORDA.�CE WITH REUTED 
FILES 
<DA !"J1 -25,;; 94 I >  

2500 19 COMMUNICATIONS RECORDS 

A CORRESPONDENCE REPORIS AND REFERENCE FlLES 

DESTROY WHL'J 2 YEARS OLD 
adm1ms1.rauon and operauon or the commurucauons functmn 
Correspondence and related records perta.mmg to Lhe mtem!'ljal 

OR WI--C0l RE'FERE'ICE VALLIE 
CEASES \\1IICHEVER IS Documents relating to commumca11ons planning, proJcctmg 
SOONERrequirements and costs, and HQ approvaJ, such as NASA Form <DA Nl-255 94 1> (',I 10-29) 1!'lj102!'ljand!'lj1 103 and related maJ.enals Re.cords may mclude, but are 

not l1m1ted to NASA Mail 1tems/documentauon (media 
mdependent) such as monthly NASA-Mail reports, user accounl 
requests and activity logs, Direct Access Computer System (DACS) 
re.qUCSI.S, and any other associated user documentation 

B COMMUNICATION EQUIPMENT/SUPPORT REQUIREMENTS 

DESTROY WHE."11 2 YEARS OLD 
and matenals 

I Secunty equipment requirements and all related documentauon 
<DA Nl-255-94 1> (N 10 I I J  

DESTROY WHEN UPDATED OR 
of documenl.S reflectmg support requrremcnlS for the obJect1ves 

2 Project support commun1ca11ons requrremcnls, records consist 
SUPERSEDED 
<DA NI 255 94 1 > IN JO 51 contained m lite PSCN database (OPR) 

� ··- "CE POLICY PLANNING RECORDS 

HANDLE AS PERMANENT Program files which consist o oc ts!'lj
PENDING REI'ENTION 

Files cons1:,t of overall guidance, technology plans, and ADP plans -
OPR, NASA Headquaners, and MSFC Com Center ONLY �� 
assumptions for lhe development of the commumcauo 

D INTERFERENCE REDUCTION 

DESTROY WHL\I 6 YCARS OLD 
equipment designed to reduce or ehmmate electncal d1�turbances 
Documents relaung to the tesung or adv1smg on techmqucs and 

<DA Nl -255-94-1> IN 10-8) 
which cause undcsrrable response or malfuncuonmg of electnc 
equ1pmenL 

E FACILITIES LEASE REQUESTS 

DESTROY 3 YEARS AFTER 
removmg commumcauon fac1ht1e,s, equ pmem., and services lea.<.cd 
Documents relai.mg to requcslS for prov1dmg rearrangmg, and 

TI:.RMINATION OF LEASE 
from commercial companies LO meet commumcauons obJecuve:, of <DA NI 255-94- 1> 1N 10 7) 
NASA 

19 F ACCQUNTFILES 

Documents relaJ.mg LO commumcat1on Imes, 1 e , telephone, daxa, 
wide-area networks etc Vouchers. vendors mvo1ces and 
correspondence EXCLUDING fiscal copy, and mcludmg local and 
commercial overseas accountmg 

WIRE/WIRELESS MESSAGE ALES 

Copies of mcommg and outgoing wudw1reless message and all 
relai.ed records 

DocumenLS relaxing to the es enL approval. and construction 
or unplemen1auon of fixed wrrdcable, ts on maintenance 
in-house and ou1.S1de. and radio fac1lny developmen 

B OPERATIONS FILES 

DESTROY \\11EN 6 MONTIIS 
OW 
<DA NI 255 94 1> IN J0-13) 

• PERMA\IE VI' • 
RETIRE TO FRC I YEAR AFTER 
DISCOVflNUA�CE OF FACILITY 
TR.ANSFF.R. 10 NARA 1 0  YF.ARS 

DISCO:-rnNUANCE OF 

�����➔ 

2570 

20 Documents conlillllmg mfonnaxion and data on codes radio 
frequency assignment:,, call signs, and hsts of holders or code 
systems 

C J:RAFFIC VQLUME REPORT 

Documents reflec1mg data on cucu11 usage for engmeenng of fixed 
commumca11ons fac1ht1es, plannmg programrmng and budgelmg 
and relaled papers 

I Office of!'ljpnm31y respons1h1hty 

All other offices/copies 

DESTROY WHEN SUPERSEDED 
OBSOLETC. OR NO LONGER 
NEEDED 
<DA Nl-255-94- 1> IN 10-9) 

RETIRE TO FRC WHEN 2 YEARS 
OLD DESTROY WHI:N IO YEARS 
OW 
<DA Ni 255 94 1> IN 10 2) 

DESTROY WHEN 6 MO!'m-1S 
OW 
<DA NI 255-94 I >  

2570 21 RADIO AND TELEVISION RECORDS 

A SERVICE CQNIRQL FILES 

Documcnli. relaied to the serv1cmg and operauon of racho and 
lelev1s1on equipment and systems mcludtng service records and 
summ311es of authon,ed equipment and service 

DESTROY \\1IEN SUPERSEDED 
OR ON DISCONTINUANCE OF 
THE FACILITY OR 
INSTALLATION WHICHEVER IS 
SOONER 
<DA Nl-255 94-1> (N 10 10) 

NafES Only AFS numbers with defined subjects are used -- RETENT(ON - For items marked Pendmg Retention Approval, NOTES Only AFS numbers with defined subjects are used •· RETENTION - For JI.ems m31L:ed Pendmg Retenllon Approval, 
contact your Center Records Manager for mfonnat1on and/or questions conlacl your CenLer Records Manager for mfonna11on and/or quesuons 
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21 B RADIO FREDI/ENCY FILES 

Aulhonzat1on, allocatmn, assignment. correlauon, and use of radio 
frequencies and ca1I signs 

C COMMUNICATIONS REPRESEITT ATION FILES 

Documents roncernmg represcntauon on and recommendauons lo 
JOllll or other non-NASA agencies, mcludmg 1mplementauon of 
dec1s1ons on s1gna1 commumcauons and electron1c pol1c1es, 
parucularly on radio frequency allocauon:i. call signs, radio 
mterferencc, and radio propagation mauers 

FILM COITTROL - LOGS/ FORMSR/ CHARGE OUT CARDS 

2630 

22 

23 

B 

C Cards showmg film and equ1pmen1 on loan(s) 

PHOTOGRAPHSR/ STILL PICTURES 

NOTE Mouon Picture Films (N 19-16) AFS 1 394 SEE 
SCHEDULE f 
Sound Tracks AFS /394 SEE SCHEDULE I 

A PHOTOGRAPHIC WORK/PRODUCTION REPORTFILES 

Work orders and ledgers used m processing and product10n of 
photographic c;erv1ces (mformauon may be cont.amed m an 
electronic acuon track.mg system) 

Repons showing workload, ume expended and type of 
producuon (color, black and white suJI or mollon p1c1ure) 

R&DRSTILLS 

Photograp IHD.a,Sler and one capt10ned print 1f available, that 
document !>Jgn1fic�1ec'1 actlVJUes This senes CO\ers 
the OPR or Project Offices' 'o� otographs for 
proJeclS that are selected by the ProJect Office 
h1stoncal or Lechmcal value and warrant permanent retent1 
(see selection cntena out I med m Schedule 8 Item SA) 

RETIRE TO FRC WHE.',1 2 YEARS 
OlD DESTROY WHE.� 10 YEARS 
OlD 
<DA Nl-255 94-1> (N 10-IJ 

DESTROY WHE.� S YCARS OLD 
<DA NI 255-94 I> IN 10-31 

DISPOSE OF ACCORDING TO 
INSTRUCTIONS COVERING lllE 
RELATED AUDIOVISUAL 
RECORDS 
fGRS 21 291 IN 19 13) 

IN 9-bl 

T 

DESTIWY WHE.',1 3 YEARS OlD 
<l)A NI 255-94- 1> (N 9-4) 

DESTIWY WH£.',1 I Yr.AR OlD 
OR WHE.',1 NO LQ',JGCR NI:EDED 
rDR REFFRE"IICE. 
<DA Nl-255-94- 1> (N 9 S) 

• PER.MANE.VI'R• 
raANSFI:R W TH SELECTED 
PROJECT CASE Fll.E U:<DER 
SCHEDULE 8/SA 

<DA Nl-255 94-3> 

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

LEGAL AND TECHNICAL RECORDS SCHEDULE 2 
(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 1 1n the NASA Online Directrves Information System (NODfS) for current version 

23 NON-SELECTED PROJECT CASE FILES 

Photographs that are created dunng the course of a pmJect that 
doo not meet the select1on cntena as 1dent1fied m Schedule 8, 
Item SA 

CEITTER PHOTO LABS/OFFICES 

Duplicate copies of above stills {Items 23-C-1 and C-2) that are 
ma.mtamed m the Center photo lab aud1ov1sual office, or any 
other office as reference copies 

2630 24 VIDEO PRODUCTIONS 

NOTE Record clements consist of an ORIGINAL and a duphcaie, 
1f available for all • PERMANENTR• items FOLLOW 
CEITTER SPECIFIC DISPOSITION IF ONE IS PROVIDED 

FINISHED PRODUCTIONS 

Docu � style finished video producuons which document 
mslallat1on pibi rograms, or lhe m1ss1on of the 
Agency/Center such lions may mclude but are not 
hm1tedRto 

0 Aeronauucs and Space Repons 

MISCELLANEOUS PRODUCTIONS 

Fm1shed video productJons such as the followmg, but not 
hm1tedRto 

0 Trammg Oasses 
0 Mcctmgs/Conferences or Semmars 

(a) 

(b) R&D TECHNICAL RESEARCH 

These videos are taped per customer requests of pure R&D 
pmJects such as tc.\tmg data and footage of expenments, 
etc The ongmal footage 1s returned to the 
reseilJCher/sc1enUst as the requesting customer 

lllESE RECORDS \IAY BE 
RE11RED wrrn TilE NON 
SEUCTED PROJECT CASE FU.ES 
(REF SCHEDULE 8 SB) 
<DA NI 255-94-3> 

THIS SERIES \IAY BE RETIRED 
TO AN FRC WHEN 2 YEARS OLD 

DESTROY WHE,� IS YEARS OlD 
<DA N l -255 94-3> 

• PER.MANE.VI'R• 
PRODUCTIONS ARE 
lltANSFERRED TO THE 
NATIONAL ARCHIVES AND 
RECORDS ADMrNISTilATION 
NOmE.XTIJAL DIVISION ON A.',!
A'INUAL BASIS OR AS 
CREA TID TWO COPIES OF 

CH PRODUCTION WlJ. BE 
PR ONE MASTER 
(FINISHED ON) AND 
ONE DUPLICATE 
<l)A Nl -255 94- 1> 

DESTROY OR REUSE WHC.� NO 
LONGER SECDED OR WHEN I 
YEAR OlD WHICHEVER IS 
LONGER 
<DA NI 255 94 1> 

DESTROY WHEN NO LONGER 
NEEDED FOR RESEARCH 
REFERENCE A:<D EVALUATION 
OF SCIE.'ffiRC DATA 
<DA Ni-255 94-1> 

NOTES Only AFS numbers wilh defined subJects are used -- RETENTION - For items marked Pending Retenllon Approval 
contact your Center Re.cords Manager for mformatmn and/or questions 



LEGAL AND TECHNICAL RECORDS SCHEDULE 2 
(AFS 1000 1999) 

This document ,s updated frequently; therefore, pnnled copies may be obsolete Refer lo lhe Change History Log at the 
beginning of NPR 1441 1 ,n the NASA Online Directives lnformat,on System (NODIS) for current version 

4 JOHNSON SPACE CENTER (JSC) 
NITTE See Chapier 8, Item 25A 

• PERMANENT • 
I convened toc'olm�-m1ss1on and post mtss1on press 
Cons1s @JncMand1ng. JSC downlmks (I ongmal and 

MASTI:R MEDIA WITII All. 
IDENTIFYING !.'/FORMATION 
TRANSFEll. TO NARA WHEN 30 
YEARS OLD 
NOTE Records are to be recopied 
every 10 ye.an and w11h TRANSFER 
&t�rs Included Wllh trarufer al 

conferences, and, on-board, cordmgs 

30. Wlll- lhe earliest generauon 
avadablc m a  nent profess1onal 
Video format and ,..,, 'ih de a 

RETAIN AT JSC rN STORAGE 
DESTROY WHC.'l NO LONGER 
NEEDED 
<DA NI 255 94-1> 

{b) MISSION VIDEO!!!- COPIES/ DUPLICATES 

DESTROY OR REUSC AfTCR 30 
DAYS

(c) MISCELLANEOUS ACTIVITIES 

<DA NI 255-94-1> O Test and Trammg Acllvilles 
O Producuons (Scnpted), 1 e General lnformauon/Trainmg 
0 Documentanes of Press Conference(sYSpec1al Events 

• PERM.A.NE.VI' • 
lltANSFF.R ANSUAlL Y TO 
NARA ONE ORIGINAL MASTER 

--•'--•"n NE DUPLICATE COPY OF 
11-{E VIDclT ___ 
<IJA NI 255 94-

STILL VIDEO PHOTOGRAPHY 

The graphics departmenL or phoLO I 
d1g1tal image and Lransfer the permanent mformauon 
disk to opucal disk or the archival media acceplable al the time o 
Lransfer Data consists of R&D or mm,mn related documentauon 
and 1s usually tune sens1t1ve 

Videos, ongmal and duplicate, le, that documents 
significant R&D project acuv1ues llus se�� QPR 
or Project Offices' ongmal video (master I e 1st generar. __ ,,_._.,_"= 
for proJects that are selected by the Project Office as havmg 
h1stoncal or technical vaJue and warrant permanent retenuon 
(see selection cntma outlined m Schedule 8, Item 5A) 

NITTES Only AFS numbers with defined subjects arc used -- REI'ENTION - For items marked Pendmg Retention Approval, 
contact your Center Records Manager for mformat1on and/or questmns 

LEGAL AND TECHNICAL RECORDS SCHEDULE 2 
(AFS 1000 1999) 

This document 1s updated frequently; therefore, pnnled copies may be obsolele Refer lo lhe Change History Log at the 
beginning of NPR 1441 1 1n the NASA Onhne Directives Information System (NODIS) for current version 

Videos �ng the course of a proJeCt thal does TiiESE VIDEOS MAY BE 
not meet the selecuon cntena".ls 1denuf�hedule 8 Item REfIRED wrrn TI1E NON 

SELEC!tD!!!PROJECT CASE Fil.ES SA ---
�����B) 

CENTER PHOTO LABS/OFFICES 

THIS SERIE.S MAY BE RETIRED 
that are ma.mta.med m the Center photo lab, aud1ov1sual office. 
Duplicate copies of the above videos (Item:, 24-C- l and C-2) 

TO AN fRC WHEN 2 YEARS OLD 
DESTROY WHEN 15 YEARS OLD 
<DA N I  255-94-3>

or any other office as reference copies 

NITTES Only AFS numbers with defined subJCCI.S are used -- REI'ENTION - For items marked Pendmg Retention Approval, 
contact your Center Records Manager for mformat1on and/or questions 
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HUMAN RESOURCES (PERSONNEL) RECORDS SCHEDULE 3 
(AFS 3000-3999) 

ThlS document Is updated frequently; therefore, pnnted copies may be obsolete Refer to the Change History Log at the 
of NPR 1441 1 in the NASA Online Directives Information S stem NODIS for current version 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

OFFICIAL PERSONNEL FOLDER (FILE) 

Records filed on the RIGHT side of the Official Personnel Folder (OPF) 
(See 2 for the temporary papers on the LEFf side of the OPF ] Folders 
covenng employment term.mated after December 31 ,  1920, excluding 
dlo·�elected by the National Archives and Records Admm1stralJon for 

NOTE la bases created m centraJ data processing 

A 

fac1ht1es to suppleme replace the OPFs are NOT 
AUTHORIZED for d1spos ch files MUST be scheduled on 
an SF I 15 

TRANSFERRED EMPLOYEES 

RECORD COPY - HQ - Office of Human Resources and 
Educauon 

B SEPARATED EMPLOYEES 

---�ORD COPY - HQ - Office of Human Resources and 
Educaiioh---_ 

C ALL OTHER OFACES/COPIES 

TEMPORARY INDIVIDUAL EMPLOYEE RECORDS 

----- '"'All-co� correspondence and forms marntamed on the LEFT side of 
the Offic1� FoklS!.lQPF) m accordance v.1th Chapter 3 of The 
Guide to Personnel Recordk.eepliig""'-!'lj ING performance-related 
records 

Equal Opportunuy 

EQUAL EMPLOYMENT OPPORTUNITY !EEOJ RECORDS 

I Agency-copy of consolidated AAPs 

RETENTION 
<Authonty> 

SEE FEDERAL PERSONNEL 
A.\/UAL FOR INSTUcnONS 

G TO FOLDERS OF 
EMPLO TRANSFERRED TO 
A..\/OTIIER A 
(GRS I l a] 

TRANSFER FOLDER TO 
NATIONAL PERSOSNEL 
RECORDS CENTER ST LOUIS 
MO 30 DAYS AFTI:R 
SEPARATION NPRC Wil.l. 
DESTROY 65 YEARS AFTER 

N FROM IBE 
FEDERAL!'ljS 
(GRS 1 - lb] 

D� ffiOY WHEN OBSOLETI: OR 
SUPERSEDED 
<DA NI 255-89-4> 

DESnOY WHEN SUPERSEDED 
OR OBSOLETE OR UPON 
SEPARATION OR TIU.\/SFER OF 
EMPLOYEE. UNLESS 
SPECIFICALLY REQUl RED TO BE 

WTTl-1 llfEOPF 

DESTROY 5 YCARS FROM DA TE 
OF PLAN 
(GRS I 25h(I)] (N 15 27 N 15-
28) 

NOTES Only AFS numbers with defined subjects are u�d - RETENTION - For 11ems marked Pendmg Retention ApprovaJ 
contact your Center Records Manager for 10forma.11on and/or questions 

3 1 

Agency copy o f  annual repon of  affinnauve acuon 
accompl1shments 

Headquaners compiled reports 

3 100 4 INTERAGENCY PERSONNEL AGREEMENTS (IPA) 

Records m this senes cons1sl of confidenuaJ files wtuch are assignment 
agreements aulhonzed by the lntergovernmenlal Personnel Act of 1970, 
mcludmg all correspondence, the IPA fonn, and any other related 
documenlalmn and rnatenaJs These files are typ1caJly filed by 
md1v1dual's last name and include IPA Fonn No 5069!'lj- 104 plus aJI 
associated background documenla1mn 

A RECORD COPY 
HQ 

B ALL OTHER OfFICESICOPIES 

3 100 6 NASA-CSC EXECUTIVE ASSIGNMENT FILES 

Slandard Fonn 171 on each NASA employee GS-15 or over Logel.her with 
add1l10nal mfonnal.JOn gleaned from newspaper, house organs Also m 
..;ome ca..;es seClmty and confidenuaJ mformat1on 

3273 7 

Documents relating to appraisals, either ons1te or by other review 
procedures, such as Manpower Aud t Director's RevlC'w of Laboratones 
and SIaf[Orfices 

3292 10 STATISTICAL DATA/ REPORT FILES 

A MANPOWER DATA 

Reports comp1 lat1on or other documents created to provide a source 
of stat1sl1caJ dala for use m manpo\.VCr control acuv1ues 

B PERSONNEL OPERATIONS 

ucal repons m the ooeralm sonnel office and subordm:ue 
units relalmg to personnel 

3292 I I  EMPLOYEE RECORD CARDS 

ses outside personnel 
offices (such as SF 7-B. or 

RETENTION 
<Authonty> 

WHICHEVER IS SOONER 
IGRS 1-25h(2J] 

Rf:IlRE TO FRC WHEN PLANS 
ARE 5 YEARS OLD DESTROY 
WHE.'1 30 YCARS OLD 
<DA NI 255-89-4> 

RET1R.E TO FRC 2 YEARS AFTER 
TERMINATION DATI: OF 
AGREEMENT DESTROY WHEN 
I0!'ljYEARS!'ljOLD 
<DA NI - 255-89 4> 

DESnOY WHE'l NO LONGER 
NEEDED OR WHEN 5 YEARS 
OLD WHICHEVER IS S00'1ER 
<DA NI 2S'i 89 4> 

DESnOY 3 YEARS AFTCR 
SEPARATION 
<DA NI 255-89-4> (\/ 15 49) 

DESTROY 5 YEARS AFTER 
APPRAISAL IS CONDUCTED 
<DA Nl-255-89 4> � 1-35) 

DESnOY WHE.\/ 5 YEARS OLD 
<DA Nl -255-89-4> fN 1-34) 

DESnov WHEN!'lj::! YEARS OLD 

DESTROY ON SEPARATION OR 

NOTES Only AFS numbers ..,,,th defined subJecl5 are used - RETENTION - For items marled Pending Reten110n ApprovaJ, 
contact your Center Records Manager for mfonn:u1on and/or questions 
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HUMAN RESOURCES (PERSONNEL) RECORDS SCHEDULE 3 HUMAN RESOURCES (PERSONNEL) RECORDS SCHEDULE 3 
(AFS 3000-3999) (AFS 3000-3999) 

"JO SPER' RECORDS ARE NOT 
AlITHOR!ZEl) FOR DISPOSAL AT 
IBIS TIME. 

PAPER RECORDS ARE RETAINCD 
ON SIIB AND ARC DCSTI!OYED 
OR ll!ANSFERRED IN 
ACCORDANCE WITH THE 
SPECIAC RECORD SCRIES 
IDENTIAED IN IBIS SCHEDULC 

10 PAYS RECORDS - SEC 
SCHI:DULE 9 1NOTE TIIESE 
RECORDS ARE RETAINED FROM 
I TO 3 YEARS DEPE.'IDING ON 
GAO AUDIT A'ID/OR 
DESTROYED OR nANSFERRED 
TO!'ljNPRCJ 
<DA Nl 2"i5-89-4> 

-PERMANENT• 
RETIRE TO FRC W�� 3 _!'ljYEARS 
Ou, 
WHE.'I 10 YEARS OLD 

ThiS document Is updated frequently; therefore, pnnted copies may be obsolete Refer to the Change History Log at the 
bemnnina of NPR 1441 1 In the NASA Online Direc!IVes Information Svstem INODISl for cur ent version 

SUBJECT AREA OR RECORD TITLE 
AFS# ITEM DESCRIPTION OF RECORD SERIES 

2 AU other offices/copies 

B REPORTS 

Reports from Centers to NASA He.adquarters concerning manpower, 
and all related papers 

I Centers 

2 Headquarters (SEE ITEM C BELOW) 

C HEADOUARTERS 

Reporu compiled from mfom1aJ.1on received from Cemers (See 8 
L above) 

"----cv Level 

2 All other offices/copies 

3315 22 PUBLIC SERVICE CAREERS EMPLOYEES FILES 

A JNDIVIDUALS 

School evaluaimns, supervisory evaluaJ.1ons, and test scores 

B PROGRAMS 

Correspondence with CIVIi Service Comm1ss1on Department of 
Labor Southwest Trainmg Center 

3330 24 NAlSA UUIPLA.,_.,,.,.,,.T l'Rvv""'" 

AppllcaJ.mns, resumes, vacancy announcements and related 
correspondence 

3335 

Registers or records of Job opportunities, apphca.110n and 
evaluation statemenLS. and all related papers 

3335 26 REPROMOTION CONSIDERATION FILES 

Applicauons and correspondence 10 and from repromotmn eligibles 

•PER.\1A\IENT• 
QPR RETIRE TO FRC WHEN 5 

' "-.!!SEER TO 
NARA WHEN IO YEARS Olli 

DESTI!OY WHEN 2 YCARS OLD 
<DA Nl - 255-89-4> <N 1 5 25) ' 

DESTI!OY AJTCR REPROMOTION 
lS ACCO\t:PUSHED 
<DA Nl 255 89 4> (N 15 451 

' 

ThiS document Is updated frequently, therefore, printed copies may be obsolete Refer to the Change History Log at the 
bec1nnina of NPR 1441 1 In the NASA Onlne Directives Information Svstem /NODISl for current version 

SUBJECT AREA OR RECORD TITLE 
ITEM DESCRIPTION OF RECORD SERIES AFS# 

3300 12 

3300 14 

3300 15 

3300 18 

DESTI!OY 3 YEARS AFTER 
employees m add1l10n to their official duties 
Documents relating to outside work or scrv1c-ts perfonned by NASA 

TER..\t:INATION OF APPROVED 
EMPLOYME.VT OR 3 YEARS 
AFTER DISAPPROV Al OF 
OlJTSIDE E.WLOYMENT 

<DA NI 155-89-4> (N 1 -38) <DA NI 255-89-4> (N 15-24) 

3300 19 
PASR 

l:OMF ETITIVE PLAu.MENT PLAN 11.:CPJ FILES 

Records consist of files used to advertise vacancy announcements and 
other related documentation v.h1ch may include but 1s not limned to lhe 
announcement, matcnals related to lhe Joblpos1Uon selection and lhe 
vacancy 1lSClr 

NASA SPECIAL EMPLOYMENT PROGRAM FILES 

Apphca1.1ons and correspondence for student aids, summer employees,
and co-ops 

Ul ILIZATION REPORTS - EXPERTS AND CONSULTANTS 

Quarterly and annual reports to OPM relating to the employment and 
uul1tat1on of experts and consullants 

OUTSIDE EMPWYMENT FILES 

SPECIAL PERSONNEL RECORDS - NASA 10 SPER 

lnd1v1duals covered by th IS syslem of records are candidates for and 
rec1p1ents of awards or NASA trammg CIVIiian and acuve duly m1htary 
detailees lO NASA, pan1c1pants ID enroUee programs Facully, Science, 
Nauonal Research Council and other Fellows, Associates and Guest 
Workers mcludmg those al NASA Centers but not on NASA rolls, NASA 
conlraCt and grant awardees and theu associates havmg access to NASA 
premises and records, md1V1duals with interest m NASA matters 
mclud1ng Advisory Comm1uee Members, and prrn.pecuve employees 
Categoncs mcludc . S�1al Program Files . Correspondence and related mfom1aJ.1on to the:;c files . S�1al records and rosters . Agencyw1de and U1SLallaJ.10n automated peIToOnnel mfonnat1on 

RETENTION 
<Authont� 

IGRS l,6I (N 15,51 

REfAJ!'l,I O:,,J SITE WITHIN THE 
PERSOSSEL OFFICE A.'ID 
DESnOY WHE.'l 2 YEARS OLD 
<DA Nl -255-89-4> 

DES"ffi.OY WHr.N 2 YEARS OLD 
<DA NI <?55 89-4> (N 15-50) 

REf AIN USTIL EXA\IINED BY 
OPM OR DESTI!OY WHE.'I I 0 
YEARS OLD WHICHEVER IS 
SOONER 
<DA NI 255 89-4> 

RETENTION 
<Authont� 

<DA N 1-255 89 4> (N I  36) 

DESTI!OY WHEN OBSOLETI: OR 
SUPERSEDED 
<DA N 1-155-89-4> 

RCT1RE TO FRC WHEN 3 YEARS 
OLD DESTI!OY WHEN 10 YCARS 
OLD 
<DA Nl-255 89-4> (N!'ljI 37) 

oc.snov WHEN 2 YEARS OLD 
<DA N 1-255 89-4> 

m:snov WHEN NO LONGER 
NEEDCD!'ljFORREFEltE.'ICEUSE. 
OR WHEN' 5 YEARS OLD 
WHICHEVER IS SOOSER 
<DA Nl-255 89 4> 

DESTI!OY WHE.'I 3 YEARS OLD 
<DA NI 255-89 4> (N )5 5)) 

DESTI!OY WHEN 3 YEARS OLD 
<DA 'll -255 89 4> 

DESnov 2 YEARS AITCR 
REGISTI!A nos 
<DA NJ 25"i 89 4> 1N 15 47) 

PROMOTION REGISTER FILES MANPOWER REPORTh 3312 

A AUTHORIZATION FILES 

Documents and supportmg papers relaung to the allocaJ.1on of 
manpower spaces to successive echelons ,_ -J ns1b1hty 

25 

NOfES Only AFS numbers with defined subJeclS are used - RETENTION - for items marked Pending Retention Approval, NOfES Only AFS numbers with defined subJeclS are us.ed - RETENTION - For items marked Pendmg Retention Approval, 
conLaCt your Center Recon:ls Manager for mfonnauon and/or questions contact your Center Records Manager for mfom1a1.mn and/or questions 
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ThlS document Is updated frequently; therefore, pnnted copies may be obsolete Refer to the Change H1sto,y Log at the 
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AFS # ITEM 

3350 29 

3352 30 

3400 32 

33 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

CIVILIAN SERVICE EMBLEM CONTROL FILE 
Records ma.mt.a.med to control lhe record of ellg1b1hly for an award of 
c1v1han service emblems 

REEMPLOYMENT PRIORITY FILES 

Apphca110ns, excepuons and correspondence related to reemployment 

Pb.D THESES FILES - NASA HEADQUARTERS ONLY 

lnd1v1dual copies of d1sserta1.Jons rcsuJtmg from NASA predocLoral 
trameesh1p program No other copies are retame.d 

2 Rost,rs or registers (ASEE/LARSS) <LaRC ONLY) 
These are the records for the two summer programs sponsored 
by the Office ofUmversny Affairs al Langley Research Center 
(ASEE  Amencan Society of Engmeenng Educauon) [LARSS 

 Langley Aerospace Summer Scholars Program] 

C CONTRACT TRANING Fl.ES 

Copies of contracts, correspondence, approvals, waivers, and 
other documents relaung to NASA employees training under 
contracts 

Background, work.mg papers, announcements, and 
arrangements of subJecl contract tram.mg 

me co 1es of records thal are create.cl on electronic mail 
and wordprocessmg sy� 
recordl..eepmg copy of the records 

D NON CONTRACT TRAINING FD ES 

Apphcat1ons acceptances, and all other documents relaung to non
cont.ract tram mg of NASA employees 

trammg a.ids, mcludtng lhe record copy of manuals syllabuses,
tex · and olher ongmal trammg aids developed by lhe 
Agency, e1 bh�hed or unpublished m 1m,tructmg NASA 
trammg courses 

Umque or s1gn1ficant trammg al(s) developed 
specifically for use m NASA traming!'ljc s tha1 would be 
umque to lhe Agency (1 e , Astronaut, Shut e ssmg,
Payload processing. On board Flight crew trammg, e 

RETENTION 
<Authority> 

DCSTROY WHE.� 3 YEARS OU> 
<DA Nl -255 89 4> (N 15 13) 

DESTROY WHF..'1 2 YCARS OLD 
<DA Nl-25'i 89 4> (N 15-46) 

RETIRE TO FRC WHE.'I 2 Yr:ARS 
OLD DESTROY WHEN 5 YF.ARS 
OU> 
<DA NI 255 89-4> 

DESTROY WHE.� NO LONGER 
NECOED OR WHEN 3 YEARS 
OLD \\1UCHEVER IS SOO\IER 
<DA NJ-255 89-4> 

DESTROY WHE.� 3 YEARS OLD 
OR 3 YEARS AfTER 
CO\lPLETION OF A SPECIFIC 
TRAINING PROGRAM 
<DA Nl-255-00-2> IN 15 32) 

DESTROY WHE.� 3 YEARS OU> 
<DA NI -255-89-4> 

DESTORY/DIT.ETE AFltR THE 
RECORDKEQ>L'IG COPY HAS 

<DA Ni -255-00-2> 

DESlltOY WHE.\l l YCARS OLD 
<DA NI 255 89-4> <'I 15 33) 

PERMANENT 
RETIRE TO FRC WHE.� 
SUPERSEDED OBSOLETE OR 
WHEN NO LONGER USED 
TRA.i\lSFER TO NARA WHEN 10 

- ow 

NOfES Only AFS numbers v.1th defined subJects are used - RETENTION - For items marked Pending Retention Approval 
contact your Cent.er Records Manager for mfonnauon and/or quesuons 
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33 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

Routme or copies of tram mg maLenals use.cl to teach an Agency 
sponsored training class 

3 All other copies 

F AGENCY SPONSORED TRAINING FU.ES 

General file of agency-sponsore.d trammg. EXCLUDING record 
copy of manuals syllabuses, textbooks, and olher tr.uning a.ids 
developed by the Agency (see E above) 

Correspon oranda. agreements, authonzauons 
repons. requrremem rev1 ,;; and obJect1ves relating to 
the establishment and operauon oftr rses and 
conferences 

2 Background and worlmg files 

G TECHNICALTRAINJNG 

Case files on NASA personnel part1c1patmg m Lechmcal trammg 
programs not covered m 2 below 

2 Case files related to NASA and contraclor personnel 
pan1c1paung in NASA•requ1red trammg programs for 
cert1ficat1on such as soldenng optics, flight controllers, divers, 
etc Records may include stat.ements of ceruficauon sign off 
documents, and task experience 

Electromc copies of records lhat are create.cl on electron 1c mail 
rocessm systems and use.cl solely to generate a 

recordkeepmg copy o 

H ON-THE-JOB TRAINING com 
Employee tra.inmg plans or substantial equivalent record 
maintained to 1den11fy required skill or task trammg requrrements 
and to document developmental assignments OJT or olher 
trammg These are general trammg requirements olher than 
techmcaVcert1fica11on training (se.e paragraph G above) Culoff 
date 1s dalC of document 

I Recordkeepmg copy (paper) 

__.r----1----1--...-Elecuon\£.f.!lEY.,_!'lj ______!'lj

RETENTION 
<Authonty> 

DESlROY WHE.'J SUPCRSEDED 
OR OBSOL.Effi OR WHEN 5 
YEARS OU> WHICHEVER IS 
SOONER 
<DA N 1-255 89 4> 

DESTROY WHE.� NO LONGER 
NEEDED OR WHEN 3 YEARS 
OU> WHICHEVER IS SOONER 
<DA Nl -255 89-4> 

DESTROY WHE� 5 YEARS OLD 
OR 5 YEARS AfTER 
CO\lPLETION OF A SPECIFlC 
TRAINING PROGRAM 

DESTROY 5 YEARS AFfER 
EMPLOYEE DISCONTINUES OR 
COMPl.EfES RAINING 
<DA NI 255-89-4> (N 1 5-38) 

DESTROY 5 YEARS AITER 
SEPARATIO\I OF EMPLOYCE OR 
WHEN NO LONGER NEEDED 
<DA NI 255-00-2> 

DESTROY /DBETE AFfER THE 
RECORDKEEPING COPY HAS 
BEE\I PRODUCED 

DCSTROY ON TRANSFER OR 
SEPARATION OF E.\IPLOYEE, OR 
WHCN 5 YEARS OU> 
WHICHEVER IS SOONER 
<DA Nl-255 99•1> 

DCLETE AfTER!'lj_ RECORDKEEPING COPY HAS ;;�:�:_J-t���;!'lj
<DA Nl -255 99 I>  

NOfES Only AFS numbers v.1th define.cl subjects are used - RETENTION - For 11.ems marked Pendmg Retenuon Approval, 
contact )Our Center Records Manager for mfonna11on and/or questions 
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HUMAN RESOURCES (PERSONNEL) RECORDS SCHEDULE 3 
(AFS 3000-3999) 

Th,s document ,s updated Irequently, therefore, pnnted cop10s may be obsolete Refer to the Change History Log at the 
beg nn1ng of NPR 1441 1 ,n the NASA Online Directives lnlormat,on System (NODIS) for current version 

AFS# ITEM 
SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

RETENTION 
<Authont� 

3410 34 TRAINING AGREEMENT FILES 

Agreements beLween C1v1I Service Comm1ss1on (CSC) and NASA 
pcrta.1mng to trammg, tra.m1ng standar<is, and all related documents 

DESTROY 3 YEARS AFTER 
TERMINATION OF AGRI:EMENT 
d)A NI 255-89-4> (N 15 34) 

3410 JS COOPERATIVE TRAINING FILES 

A GENERAL TRAINING CASE FILES (not covered m Items I b d) 
by trainee showmg history oftrammg and all related 
documenla1.lon 

DESTROY RECORDS 3 YEARS 
AFTER TRAINEE CEASES 
TRAINING 
<DA SI 255- 92 ID> cs 15-35) 

B SECRET ARIAL CO-OP Fil.ES (2-year program) 

Files consist of documentauon and matcnals related to students m 
the program and are considered trammg records Case files may 
consist of, but are not hm1led to, copies of the fol1owmg 
documentauon SF 52's, transcripts, progress repons from 

RECORDS YIAY BE REilRED TO 
FRC WITHIN I-YEAR AFTER 
CO\IPLETION OF IBE 
PROGRAM DESTROY RECORDS 
WHEN 3 YEARS OLD (PROGRAM 

supcI"','&Sors, and any other documentill1on related to the md1v1dual 
m the program 

C APPRENTICESHIP PROGRAM (5-year program) 

Files consist of documentatmn and matenals related to students m 
the program and are considered trammg records Case files consist 
or, but are not hm1ted to, copies or the followmg documentatmn SF 
52's. transcripts, progress repons from supervisors, and any other 
documentation related to the md1v1dual m the program 

RECORDS WILL lHE.'I BE 
5 YEARS OLD) 
<DA !'ljJ-!."i5 92 10> 

RECORDS MAY BE RETIRED TO 
FRC I YEAR AFTER 
COMPLETION OF IBE 
PROGRAM DESTROY J YEARS 
AFTER CO\IPLETION OR 
TERMl'IATION OF IBE 

D l;�G!l!!!;l;R!�Garm AllM!!:!IHBAIIYI;; CO-OPS 
rPROFESSIONALICASE Fil.ES 
(5-year program) (LaRC ONL YJ 

Records m this senes consist of SF 52's, copies or 171 's, 
transcnpts, progress reports, supervisory comments and/or 
recommendat1ons. and cen1ficates of compleuon of the program 

PROGRAM (PROGRA.\I 
RECORDS WILL IBCN BE 8 
YEARS OLD!'lj) 
<DA N 1 255 92 10> 

RECORDS MAY BE REllRED TO 
fl!C I YEAR AFTER 
COMPLETION OF IBE 
PROGRA\I DESTROY RECORDS 
5 YEARS AFTER COMPLETION 
OR TERMINATION OF 1HE 
PROGRAM !PROGRAM RECORDS 
WILL IBEN BE 10 YEARS OLDI 
<DA NI 255 92 10> 

3410 36 COOPERATIVE PROGRAM SUMMARY FILES (LaRC ONLY) 

Records m this senes consist of profile sheets (cards) that conlal.n 
mfonnatlOn on md1v1duals for files that have been destroyed These 
records are summary cards of their history and mfonnat1on ongmally 
conuuned m the case files 1denufied as Secretanal. Apprenucesh1p 
Program, and Engmeenng and Adrrumstrauve Co-Ops!'lj" These records 
are not the ca.sc file records Records can exist m euher paper or 
electromc format (mcludmg but not hm1ted to pnntouts and data 
mamtamed on personal computers) 

DESTROY RECORDS WHF..'I 2"i 
YEARS OLD REGARDLESS OF 
MFDHJM N WHICH 
MAINTAINED 
<DA Nl-255 92-16> 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

RETENTION 
<Authoritp 

3410 

3410 

3451 

37 

38 

39 

GRADUATE STUDY PROGRAM RECORDS 

Records m this senes consist of case liles of md1111duals who apply to 
graduate programs and are accepted Files may conLam copies of 
transcnpts, 171 's, letters of authonzauon to take courses, reg1st.rallon and 
appl1cauons for gradua1e study This 1s coruaderQ:J a working file and 
includes records m the Professional Co-Op Educational Trammg Program 
(CPETP). the Professional Entrance Trammg Program (PETP), and the 
Adm1mstrat1ve Tra ning Program (ATP) 

TRAINING - REPORT FILES 

A Reports form Centers to NASA Headquaners concerning 
1.rammg and all related papers 

Centers 

2 Headquarters 

B Repons compiled from mfonnauon rcce1vOO from Centers (item A 
above) 

I Centers and all other offices/copies 

2 Headquaners 

AW ARDS PUBLICITY FILES 

Documents used m pubhc1zmg or encouraging part1c1pauon m awards 
programs, mcludmg posters cartoons. placards. and all other means of 
obtain mg auenuon and announcing results of the programs and all other 
related papers 

A WARDS AND PROGRAM FILES- EMPWYEE 

RETIRE TO FRC 2 YEARS AITER 
COMPLETION OR TERMINATION 
OF STUDY PROGRAM DESTROY 
8 YEARS AFTER COMPLETION 
OR TDtML'IATIONOFnlE 
PROGRAYI 
<DA Nl-255 92-11> 

DCSTROY WHE.'I 3 YEARS OLD 
<DA NI 255 89 4> 1N 15-37) 

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

DESTROY WHCN NO LONGER 
NI:EDED OR WHEN J YEARS 
OLD WHICIII:VER IS SOONER 
<DA Nl-255 89-4) (N 15-36) 

DESTROY WHE.'I 5 YEARS OLD 
<DA Nl-255-89-4> 

DESTROY WHE.'I 3 YEARS OLD 
<DA N l-255 89-4> r.-,1!'lj15- 14) 

40 

B 

C 

Case liles mcludmg rccommendilllons approved nommauons, 
memoranda. correspondence, repons and related handOOoks 
peruiltnD,g to Agency-sponsored cash and noncash awards, such 
as mcent1v"e ds, within-grade ment increases, suggesuons, 
and outstanding nnance awards 

Repons pen am mg to the operation of the lncent1v 
Program Including statJsUcal data and other documen 
penammg to the program 

LENGTH OFSERVlCE AND SICK LEA VE AW ARD FjLES 

LEITERS OF COMMENDAIION AND APPRECIAilON 

DESTROY 2 YEARS AFIBR 
APPROVAL OR DISAPPROVAL 
(GRS I 12a(l)J 

DESTROY WHEN 2 YEARS OLD 
[GRS 1-12a(2)1 

NOTES Only AFS numbers with defined subJects are used - RErENTION - For items marked Pendmg Retention Approval, NOTES Only AFS numbers with de fined subjects are used - RErENTION - For items marked Pendmg Retentmn Approval, 
contact your Center Records Manager for information and/or questions contact your Center Records Manager for infonnauon and/or questions 
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AFS # ITEM 
SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

D 

E 

Copies of letters recognumg length of service and rehrement and 
letters of apprec1auon and commenda11on for performance 

XCLUDING copies filed m the OPF 

Records consist of l1slS or mdexes of nominees � 
Agency Award Nommauons 

DEPARTMENT LEVELAWARD FILES 

Records relatmg to awards made al the Departmental level or 
higher, 1 e ,  Secretary's Awards, Prcs1den11aJ 

F BENEACIAL SUGGESTIONS 

Suggestions and reports made thereon and relaJ.ed to 

PAY TABLES 

Records and files cons1s1mg of "official" record st:1.5 of pay tables 

3530 45 

LABOR MANAGEMENT RELATIONS RECORDS 

A GENERAL RECORDS/CASE FllES 

Correspondence, memoranda, repons and other record� relating to 
the rela11onsh1p between management and employee unmns or other 

B LABOR ARBITRATION (General) an , ase Flies 
Correspondence, forms, and background p relatmg to labor 
arb1tra11on ca.ses 

C LABOR RELATION FILES - Worl Stoppage.s/Stnkes 
Documents relaimg 10 worl stoppages, s1.nles, and disputes 
affectmg NASA cont.racts mcludes stnl..e reports, repons of work 
stoppages, correspondence, plans to settle dispute.-., and all related 
documents 

I Headquarters 

RETENTION 

<Authority> 

RETIRE TO FRC WHF.'I 5 YEARS 
OLD DES1llOY WHCN 15 YEARS 
OLD 
<DA Nl-255-89-4 

DCSTIWY WHEN 2 YCARS OLD 
<DA Nl!!!255-89!!!4> (N!!!l 91 1  

DES1ll0Y UPON 
DISCONTINUANCC AND 
DISCSTABLISHME.'IT OF 
r.-lST ALLA TION 
<DA N I  255-89-4> IN 4-19} 

DES ltOY 5 YEARS AFTER 
E.XPIRATION AGREEME."H 
IGRS 1 -28:ii l)] (N 15-44) 

DES1ll0Y WHEN SUPERSEDED 
OR!!!OBSOl.EfE 
[GRS 1-28a(:?)) 

DESltOY 5 YEARS AFTER ANAL 
RESOLl.JI1ON OF CASE 
[GRS I 28b) 

NOTES Only AFS numbers with defined subjects are u.sed - RETENTION For items marled Pending Retenuon Approval, 
contact your Center Records Manager for mformalion and/or questions 
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AFS # 

3771 

r--

3800 

3850 

SUBJECT AREA OR RECORD TITLE RETENTION 
ITEM DESCRIPTION OF RECORD SERIES <Authontx,:: 

DES1llOY WHF.'I 5 YEARS OLD 52 2 Centers 
<DA NI 255-89-4> 

54 GRIEVANCE, DISCIPLINARY AND ADVERSE ACTION FU.,ES 

A GRIEVANCE APPEALS FILES (5 CFR 77 1 )  

-i{el:ffl'tts-er·~-"1 ·-� 1he review of gnevance and appeals raJsed · -

'T"tby Agency emplo}ees, except e case files 
include statement of witnesses. reports of interviews ano nearm0�, _examiner's findmgs and recommenda11ons a copy of the ongmal 
dec1smn, relaled correspondence and exhlbns, and. records relaung 
to a recons1derauon reque�t 

B t.ff!;AI. B.ECOB!l Ell.ES 

Copy of dec1s1ons rendered. review dec1s1ons, relal.ed 
correspondence, and other documenta1.1on, except record copies of 
official documen� affecung personnel acuons 

C-- Case files and relared records created m rev1ewmg an adverse acLJOn 

ADVERSE ACTION FILES (5 CFR 752) 

or non-d1sc1plmary removal. suspension, leave without 
pay, redu�R�,.,. nst an employee The file mcludes a 
copy of the propo:.ed adverse acuo .. � rtmg papers menl 
systems protecuon board cases (MSPB), sLat.emen� 
employee's reply hearing notices, reporu and dec1s1on. reversal o 
aclmns, and appeal records, EXCLUDING letters of reprunand 
v.h1ch are filed m the OPF 

NASA EMPLOYEES BENEFIT ASSOCIATION INSURANCE 
FILES (NEBA) (DFRF ONLY) 

56 

Records m this senes may mclude but are not linuted to the following 
NASA Employees Benefit Assoc1at1on (NEBA) general correspondence 
mat.enal related to msurance cla1ms relat.ed to hfe/travel, correspondence 
claims bank staremenls and quanerly repons d1stnbut1on surve)s, audit 
repons, and reports on unhqu1da.1ed obhgauon� 

A ORIGINAi !lO!::VM!;;Nit.IlON 

B ALL OTHER COPIES 

DES1llOY 5 YEARS AFTER CASE 
IS CLOSED 

'" 

DES1llOY 7 YEARS AfTCR CASE 
IS CLOSED 
<DA NI 255-89-4> (N' 15-43) 

DES1llOY 5 YEARS AFTER CASE 
IS CLOSED 
fGRS l-30b) 

RETIRE RECORDS/CASE FILE 
TO FRC ONE YEAR AFTER 
FISCAL YEAR IN \\1IICH 
CLAIM/CASE OR REPORT IS 
RECEIVED COMPLCTED OR 
CLOSED DESTitOY ALES 6 
YEARS A..�D 3 MOSTHS AFTER 
THE END OF TlE FISCAL YEAR 
IN WHICH TE RCCORDS WERE 
CREA ltD RECEIVED OR 
CLOSED 
<DA � I 255-89-4> 

DCSTitOY WHE..� NO LONGER 
SEEDED OR WHEN 3 Yr.ARS 
OLD WHICHEVER IS LATER 
<DA NI :?55-89-4> 

58 UNEMPLOYMENT COMPENSATION DATA REQUEST FILES 

Re®ests for waee and seoaratmn data to be used m connection with DES1llOY WHCN 2 YEARS OLD 

NOTES Only AFS numbers WI.th defined subjects are used - RETE1'ITION - For items marked Pendmg Retention Approval, 
contact your Center Records Manager for informatmn and/or questions 
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SUBJECT AREA OR RECORD TITLE 

3870 59 

3981 6J 

DESCRIPTION OF RECORD SERIES 

unemployment compensauon claims and related papers, mcludmg 
requests for mformauon, notice of refusal of work offer, and relaied 
papers 

MONET ARY BENEFITS FILES 

Documents relating to the ongU1a.Uon, unplement.Juon or momtonng of 
employee benefits, such as Group Lafe Insurance and heallh plans, which 
have a cash value but are nol a pan of salary wages, or other drrect 
compensation 

as1-offic1al nature. memoranda. and olher papers lhat 
do not serve as official actions, such as nouces of 
holidays or chanty and welraren,n...,,m,als bond campaigns. 
volunLary acuv1ues. and surular papers 

B Records wtuch document and serve as the basis [or oflic1a1 act1oru, 

UTILIZATION OF PERSONNEL AUTHORITIES 

Office o f  Personnel Management (OPM) required documentation of the 
uubzauon of personnel authonues under OPM delegauon agreements 

RETENTION 
<Authonty> 

<DA NI 255 89-4> (N' 4-18) 

DESTROY WHEN 5 YEARS OLD 
<DA NlA-255-89-4> (N 15 23) 

DESTII.OY IMMEDIATELY OR 
WHEN NO LONGER NEEDED FOR 
REFERENCE, OR UNDER A 
PREDETERMINED SCHEDULE OR 
BUSINESS RULEA1EAG  
IMPLEMENTING 11IE AlJfO

ATURE OF ' LIVE 

DESilOY WHEN 2 YEARS OLD 
<DA Nl-255-89-4> 

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

NOTES Only AFS numbers with defined subjects are used - RETENTION - For it.ems marked Pendmg Retention Approval, 
contact your Cent.er Records Manager for mfonna11on and/or que.suons 
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CHAPTER 4. NRRS 4 

PROPERTY AND SUPPLY RECORDS 

AFS# ITEM 
SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

RETENTION 
<Authonty> 

4000 I LOST AND FOUND ACCOUNT ABILITY FILES 

Repon..s, loss slal.ements receipts, and olher papers relaung to lost and 
found articles 

DESTROY WHE.� I YEAR OLD 
<DA Nl-255 89 -4> (N 12-2.l) 

4020 2 REPORT OF SURVEY FILES 

Documents mamtamcd for the purpose of review of c1rcums1ances 
concerning the loss, unserv1ceab1hty, or de:,trucuon of Government 
pmpeny of funds and for de1enmnat1on of lhe question of pecumary or 
other respons1b1h11es 

A Files 1nvolvmg pecumary l1ab1lily 

B Repon of survey files and olher papers usea as ev� 
adjustment of inventory records and not 01herw1� CO\ered in lh1s 
Schedule 

RECORDS MAY BE RETIRED TO 
FRC 2 YEARS AITER ANAL 
ACTION DESTII.OY JO YEARS 
AFTER DATE OF ACTION 
<DA NI 255-89-4> (N 17-1.b) 

� 2 YEARS AFTER 
SURVE¥- .�-..... �• no 

DA TE OF POSTING MEDIUM 
(GRS 3 9c] 

2 C All other officdcop1es Dr.5TROY WHEN OBSOLETE OR 
SUPERSEDED OR J YEARS OLD 
WHICHEVER IS SOONER 
<DA NI 255 89-4> 

4 1 00  4 CAPITALIZED EQUIPMENT REGISTER 

Reg ster showing scnal or 1mentory number of all capna.hzed equipment 
currently used or in storage at the Centers 

DESTROY ON 
DISCONTINUANCE OF 
INSTAU.A TIO:< 
<DA NI 255-89-4> <N 18 7) 

4 1 30 6 MECHANIZED PROPERTY AND SUPPLY RECORDS 
<TRANSACTION REGISTER) 

A Mechamzed register renectmg stocl items havmg act1vuy dunng 
period covered by lhe register TI11s register IS an audit tr.ul of stock 
items and includes lr.lllsacuons such as lhe following 

DESilOY � 2 YEARS OLD 
<DA N 1 255-89-4> 
<N 17-45) 

Transacuoru; cstabhshmg new items receipts, issues of due-m's, due-
out's, mventory adJustments 

B All other offices/copies DESTROY WHL� OBSOl£TE OR 
SUPERSCDED OR WHE.'l 2 
YEARS OLD WHICHEVER IS 
SOO'lER 
<DA Nl-255 89-4> 

NOTES Only AFS numbers wilh defined subjects are used - REfENTION - For items marked Pendmg Retenuon Approval. 
contact your Center Records Manager for mfonnatmn and/or questions 
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PROPERTY AND SUPPLY RECORDS SCHEDULE 4 
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AFS!'lj# ITEM 

4200 7 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

SPACE AND MAINTENANCE- GENERAL 

A 

B 

'-

Report(s) from Cenli!rs lo Headquarters concemmg mamtenance, 
rep:ur, ilnd opera.lions 

I Hea.dquaners (OPR) 

2 Centcrs!'lj(OPR) 

Reports consolidated by Hea.dquaners from reports descnbed m Item 
9a of this Schedule 

I Headquarters 

2 All other offices/cop1c,; 

c-,1e.s 

Correspondence files oflhe umt responsible for space ana 
mamtenance matters, pertammg to its own admtn�lraUon and 
operatmn and related papers 

PROPERTY FILES i� 8 

n TY PASS 

Propen.y pass fi.les. aulhonzmg re --- or matenaJs from 
any NASA Centers This includes hand receipts for m 
or issued for use and are to be re.turned 

8 B 1.Qll.N e,QBJ;i;M!ilil EILl:.-'.i 

Case files mcludmg lega1 agreements, correspondence, and rela!.ed 
papers penammg to temporary property loans Loan agrecmenl5 are 
with oul51de organ1t.aUons, 1 e ,  other Government agencies 
educalmnal msutuuons md1V1dua1�. profil and nonprofit 
orgamzallons who are borrowing NASA propeny or who are loaning 
property to NASA at no cosL 

C fBQ�Y S�fINy ll!;!;;QRDS 

Documents reflecung the movement (sh1ppmg) of items lo/from 
NASA Centers by a commercial shipper or contractor Records are 
normally mamtamed m the NASA Center Shq>p1ng/Rece1vmg
orgamzauon or Property Equipment organ1zatJon 

I Office of Primary Respons1b1hty!'lj- (JSC only) 

(a) Hardcopy 

RETENTION 
<Authont� 

DCSTI<OY WHEN 3 YEARS OLD 
<DA Ni-2SS-89 4> (N 18 9a2) 

DCSTI<OY WHEN S YEARS OLD 
<DA NI !5"i 89 4> (N' 18 9al) 

DCSTI<OY WHEN 3 YEARS OLD 
<DA Nl -2"i5-89-4> 

DESTIWY WHEN 2 YEARS OLD 
<DA Ni 255 89-4> 

WHEN 2 YEARS OLD 
[GRS II I [  

DESTIWY 3 \10NTHS AFTFR. 
EXPIRATION OR REVOCATION , 

RCTIRE TO FRC 2 YEARS AFTFR. 
TilE END OF TilE FISCAL YEAR 
L'I WHICH TilE PROPERTY IS 
RETURNED oa TIWY 6 
YEARS AFTER TilE END OF THE 
FISCAL YEAR IN WHICH TilE 
PROPERTY WAS REfUR.NrD 
<DA NI 255-91 4> 

CUTOFF AT END OF CALENDAR 
YEAR CONVERT TO CO ROM 
18 MONTHS AITER cur OFF 

NOTES Only AFS numbers with defined subjects are used - RETENTION - For items marked Pendmg Retenllon Approva1. 
contact your Center Records Manager for mformauon and/or questions 
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SUBJECT AREA OR RECORD TITLE 
AFS!'lj# ITEM DESCRIPTION OF RECORD SERIES 

(b) CD-Rom file cutoff date 1s dale CD-ROM created ( l (a) 
above) 

Office of Pnmary Respons1b11.Jty - (All Centers except JSC) 

Hardcopy CulOff date 1s end or caJendar year 

3 All other Office's copies cutoff date 1s date of documenL 

4 Electronic cop1e� ate.cl on eleclromc mad 
and �ord processing systems and used sole y to g 
recordkeepmg copy or the records 

4320 9 SURPLUS PROPERTY FILES 

A DQNATION FILl:.-',i 

Case files on surplus propeny donalf'd to Heallh, E.ducat1on and 
Welfare mcludmg pertmem HEW forms. stupping documents and 
related corre,;;pondence 

n sales or surplus pen.onaJ property, compnsmg 
invitation, D1 ceptances, hsts of maxenals, evidence of sa1es, and 
related correspon 

2 Transactions or S25,000 or less 

Umque files lhax set precedent relaxing to transactions over 
$ 100.000 (Precedent setting transactions include sale or 
donauon of goods to foreign nations and mtemat1onaJ 
organ1zat1ons ) 

4360 11 PLANT CLEARANCE: FILES - CONTRACTOR EXCESS 

RETENTION 
<Authontp 

DA "IE DCSTI<OY HARDCOPY 
AFTER CD-R0\1 CONVERSION 
IS VERJFlED AND WHE\I 
HARDCOPY IS 3 YEARS OLD 
<DA NI 255-01-3> 

KEEP FOR 3 YEARS DCSTI<OY 
WHEN REFERENCE VALUE 
CEASES OR WHE.'I 20 YEARS 
OLD WHICHEVER IS SOONER 
<DA Nl -255 01-3> 

KEEP FOR 3 YEARS DCSTI<OY 
WHE.'l REFERENCE VALUE 
CEASES OR WHE'II 20 YEARS 
OLD WHICHEVER IS SOONER 
<DA Nl -255 01 3> 

DCSTI<OY WHE.'I NO LONGER 
NEEDED OR WHCN S YEARS 
OLD WHICHEVER IS SOONER 
<DA NI 255 01-3> 

DCSTI<OY/DEI.EfE AFTER TilE 
RECORDKEEPING COPY HAS 

<DA NI 255 01 3 

DESTIWY WHE.'l 3 YEARS OLD 
<DA NI 255-89 4> 1N 18-8) 

DCSTI<OY 6 YEARS AFfER 
ANAL PA Y\.fE� 
[GRS!'lj4-3,) 

NITTES Only AFS number:; with defined subJeCl5 are used - RETENTION - For tems marled Pending Retention Approva1, 
contact your Center Records Manager for inrorrnauon and/or questions 
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SUBJECT AREA OR RECORD TITLE RETENTION 
AFS# ITEM DEl!CRIPIION OF RE�ORD l!ERIES <Authorn:x:,:: 

PROPERTY 

These files document the reponmg, processing, and d1sposu1on of 
Govemmenl furnished pmpeny/cquq,ment provided to contractors that has 
become excess to thelf needs These case files can cons1s1 of 
documentauon on the e,;cess perwnal property turned m to lhe Center 
Plant Ocarance Officer by cost-type ons1te conlractors 

5 100 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

PROCUREMENT FILES 

Contracts, requ1s1t1ons, purch�e orders, lea:,es, bonds, and .surety 
records. mcludmg correspondence and related papers penammg to 
award, adrrun1strat1on receipt mspect1on and payment (other lhilll 
those covered m ILems 13.  19, and Schedule 8) ordescnbed m 48 
CFR,RFAR 

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

ORGANIZATION COPY 
ARY FOR GAO OR 

y 3, 1 995 (the effecuve 
egulauons (FAR) rule 

eshold)A" 

(a) 

(b) 

RETENTION 
<Authontp 

DESTROY 6 YEARS AND 3 \IONTHS 
AFfER FINAL PAYMENT 
[GRS 3-3a(RIJ(aJ] IN 17-IRJ 

DESTROY 3 YEARS AFfER FINAL 
PAYMENT 
(GRSR3 3,fl )(b)J 

(a) 

{b) 

Transactions that ut1hze other than s all purchase 
procedures and all construc11on contra exceeding
$2,000 

DESTROY 6 YEARS AND 3 \IONTHS 
AFfER FINAL PAYMENT 
(GRS 3 3a(2)(a)} 

B 

Selected case (by the AA for Procurement) that set 
precedent or are unusual and pert.am lo purchases of 
spacecraft or maJor mnovauon.s m mua aLmosphenc night, 
h1ghspeed research aircraft, etc ITransact1ons of more than 
l m1ll1on dollars ) 

OBUQATION COPY 

ANENTR• 
TO FRC 2 YEARS AFTER 

FINAL YMEITT TRANSFER TO 
NARA 10 ARS AFfER FINAL 
PAYMENT 
<DA Nl-255-9 

4500 12 

12 

CONTROLLED MATERIAL FILES 

A Reports on a11otmenl!i., unused balances. and related matters 

I Office or pnmary respons1bll1ty 

2 All other offices/cop1es 

B Documents, ledgers. and s1m11ardocument5 used to conlJOI and 
account for controlled matenals 

t Office of pnmary respons1bL11ty 

2 All other offices/copies 

4500 

4500 

4500 

13 

14 

15 

C AJlounenL case files used to control and accounl for controlled 
matenals 

ALLOCATION FILES 

Documents rencctmg the d1sLnbut1on of controlled matenals from DOD to 
NASA Headquarters, and further allocatmns w1thm NASA to allocatmg 
agencies lncluded are documents md1ca1mg matenal requuemems, 
alloca110n dec1s1ons temauve allocaL10ns. requests for allocauon 
concurrence. allocauons. and similar data  

PRIORITY RA um, CASI< FILl<S 

Documents used m estabhshmg the pnorny use of controlled materials by 
conlractors 

DEFENSE MATERIAL SYSTEM INSTRUCTION FILES 

Doruments prov1dmg d1rect10n and guidance for the NASA program 
designed to control matenals designated as cnt1cal by the Defense 
Matenals System Included are basic d1rect.1ves, procedures. coonhna110n 
act10ru; srud1es mterpretaJ.1ons, and documents conta.J.nmg factoring data 
embodied m weight mformat10n engmeenng eslLmate.s. and bills of 
materials 

DESTROY 3 YEARS AFfER 
YEAR IN WHICH CASE IS 
CLOSED 
<DA NI 255-90 7> 

RCTIRE TO FRC WHC."1 2 YEARS 
OLD DESTROY WHEN 10 
YEARS OLD 
<DA N l-255-89-4> fN 17-15) 

DESlltOY WHE."11 2 YEARS OLD 
<DA NI 255-89-4> 

RETIRE TO FRC WHF.."11 2 YEARS 
OLD DESTROY WHEN ID 
YEARS OLD 
<DA N 1 -255-89-4> (N 17-171 

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

DESTROY WHCN S YEARS OLD 
<DA N\-255 89-4> 1N 1 7  10) 

DESTROY WHE.� S YEARS OLD 
<DA Nl-255-89-4> <N 17-13) 

DESTROY WHCN 3 YEAR� OLD 
<DA NI 2"i5-89-4> tN 17 14) 

DESTROY WHE."11 2 YEARS OLD 
OR WHEN SUPERSEDED OR 
OBSOLETE. WHICHEVER 
APPLIES 
<DA Si-255 89-4> (N 17 12) 

NOTES Only AFS numbers with defined subjects are used - RETENTION - For items marked Pendmg Retention Approval, 
cont.act your Cemer Records Manager for mfonnat1on and/or questions 
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C DATA SUBMITTED TO THE FEDERAL PROCUREMENT 
DATA SYSTEM {FPDSJ 

Electroruc clata ,.,._., 1 h .. hscal year, contammg.-:unrlilSs1fied records of all procurements, 
pwt'hases, and cons1sung of mforma11on required under 48 Cr"' 
4 601 for transfer to the FPDS 

D !il;t,[!Ql.!6BI!IBS 1:!!.!;S e!IBill!t!!lt!!Q IQ COfilM!:IS 
AND AMENDMEl:!!IS AWARDED BX !:;Efill;RS 

DESTROY OR DELETE WHEN 5 
YEARSOUl -
RETIRE TO FRC 2 YEARS AFTER 
ANAL PA YMEST DESTROY 6 
YEARS AFTER FINALAPAY\.iE.Vf 
<DA NI 255-94-2> 

5 100 3 STATUSRREPORTSRONRPRIMERANDRSUBCONTRACT 
AWARDS 

Machine repons (ADP pnntouts) on NASA prune and subcontract 
awards, hstmgs of acuve contracts by Center, by conl.J'3Ctor, by place 
of pciformance. by project. mclw:hng monthly and quarterly 
swnmanes, monthly procurement action reJX)rts subcontracts 
awarded by pnme contractors and their first lier subcontractors 

A QW�i; QE ERll\1e.B:I'. R§fQl:!!S!!!l!.IT:I'. 
(NASA Headquaners) 

B CENTERS AND AL!. OTHER COPIES 

RETIRE TO FRC I YCAR AFl"ER 
CLOSE OF FISCAL YEAR TO WHICH 
RECORDS PERTAl:-1 DESTROY 
WHE.'1 10 YEARS OLD 
<DA Nl-255 94 2> <N 11 40) 

DESTROY WHE.'I OBSOLEllo. 
SUPERSEDCD OR WHEN 2 YEARS 
OUl 
<DA NI 255 q4 2> 

5 100 4 BIDDERS' LISTS 

A ACCEPTABLE 

Ll5ls or card files of acceptable bidders 

B DEBAR!!f;Q al!![! Sl.!SP!;NDED 

Lists or card files of debarred or suspended bidders 

DESTROY \\11E:-I SUPERSEDED OR 
OBSOLIITE. 
[GRS 3-5d] IN 17-8) 

DESTROY WHE.'l SUPERSEDED 
OBSOIErt:. OR 3 YEAR� OLD 
WHICHEVER IS SOONER 
<DA Nl-255 94-2> ('l 17 7) 

5100 5 GENERAL PROCUREMENT CORRESPONDENCE 

Correspondence files of operaJ.mg procurement umts concern mg 
mtemal operation and adm1mstra11on matters not covered elsewhere m 
this schedule Procurement management survey files. including 
correspondence and reports concermng �urveys of procurement 
managemenL 

5 A HEADQUARTERS 

B-GEN+IJRS.A.l>lll.AU..OJ'.HER.O 

REfAlN UNTIL REFCR.EN'CE VALUE 
CEASES THC.'I DCSTROY 
<DA N I  255.q4 2> IN 17-481 

t\f:"11:TD£'\V W"r>.1 -, ,,.... , n"': £U t\ 

IGRS 3 2] 

5 !01 6 CONTRACT LEGAL ADVICE 

5 104 

5 104 

5 104 

5 105 

5 109 

7 

8 

9 

IO 

I I  

Documen� pertammg to pre-award contract advice concerning 
patent., copynghl and techmcal dala mauers 

BASIC AGREEMENT FILES 

Basic agreements are made with md1v1dual con1rac1ors to set fonh 
the negot1aled contract clauses which shall be applicable to future 
contracts of a specified type entered into belween the contractor and 
NASA dunng the term of the basic agreements All basic 
agreements. current and acHve, or cancelled or superseded for any 
one contraclor, shall be filed together 

A HEADQUARTERS 

B �Efil!IBS 111:!!Q 11!.LQI!:!!aBQEEIC!;S/!:;QP!!;S 

CONTRACT ADMINISTRATION OF PATENT AND NEW 
TECHNOLOGY CLAUSES 

Documents pertammg to actual admimstrauon of patent and new 
technology clauses in contracts especially pertaining to reporting and 
processing of mvent1ons requtred to be reported 

SURVEYS OF EVALUATIONS 

Case files on surveys of evalua11ons made by NASA procurement
offices 

PROCUREMENT ACTION REPORT 

Documents relaung 10 the reporting system designed to provide 
s1a11s11c,;; concemmg placement. staJ.us delivery and seu.lement of 
procurement acuons Included are �pec1aJ quarterly procurement 
act1v1ty, sta1us monthly, contractor seulement, semi-annual. 
consolidated. and summary reports, and related correspondence 

COMPETENCY CERTIFICATES 

RETIRC TO FRC WHE.'I :-10 LO'IGER 
NEEDED FOR REFERE:-ICE DESTROY 
WITH RELATED CO:-ITRACT OR 
WHE.'l 25 YEARS OLD \\'HICHEVER IS 
LATER 
<DA NI 255-94 2> (N 13 7) 

DESTROY 2 YEARS AFTER 
EXPIRATION OF BASIC AGREEME.'IT 
<DA NI 255-94-2> CN 17 13) 

RETIRE TO FRC 2 YEARS Ar1ER 
Fl:-IAL PAYMENf 0:-1 CONTRACT 
PER.R>RMED BY APPLICABLE 
CO:-ITRACTOR DESTROY 4 YEARS 
AFl"ER Fl:-IAL PA YMENf 
<DA Nl-255-94 2> 

RETIRE TO FRC 2 YEARS AFTER 
CONTRACT CLOSEOUT DESTROY 
WHE.'l 20 YEARS OLD 
<DA NI 255 94-2> <N 1 3-8) 

DESTROY 6 YEARS AFTER FT!\IAL 
PAYME.'IT 
<DA NI 255-94 l> 1'1A17 19) 

DESTROY WHE.'l 2 YEARS OLD 
<DA N l -255 94-2> IN 17 1 1 )  

Copte� of 1he certificates commumcaJ.mns, concerning the capacuy 
credit of specific small business concerns 

5 1 12 12 CONTRACT DEVIATION FILES 

Requests, approvals and d1Sappmval of dev1a11ons from standani 
contract or grant forms and clauses 

A HEADQUARTERS 

DISPOSE OF 1:-1 ACCORDANCE WITH 
RELATED CO:-ITRACT 
<DA 'l I 255 94 '.!> (!',I 17 31) 

RETIRE TO FRC WHE.'l 2 YEARS OLD 
DESTROY WITH RELATED 

NOTES Only AFS numbers with defined subjects are used - REfENTION - For item� marked Pendmg Retention Approval. NOTES Only AFS numbers with defined subjects are used - RETENTION - For items marked Pending Retenuon Approval 
contact your Center Records Manager for mforma11on and/or quesuons contact your Center Records Manager for mforma11on and/or questions 
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COXIRACT 
<DA N l-255-94--:!> ('l 17-41 

B CONTRACTING OFFICE DE.Sn:ov WITH RD.ATW 
COXIRACT nLE. 
<DA NI 255 94 2> 

C ALL OTHER OFFICES/COPIES DE.Sn:ov WHE."11 NO LONGER 
NEEDED OR WHE.'I 5 YEARS OLD 
WHICHEVER IS SOONER 
<DA Nl-255 94-2> 

5 1 15 13 SOURCE EVALUATION BOARD (SEB) FILES 

A ESTABLISHMENT OF BOARD INCLUDING RECORDS 
CREATED 

Records :iru:1 correspondence concemmg the compeu11ve 
1;0hCU.a11on, evaluauon, and selccuon of a contractor to 
perform a maJor negotiated contract, mclwhng des1gna1.1on of 
board members, rules for board opera1.1ons, comrmuce 
appointments, minutes of all comnunec and board meetings, 
records on the cvaluauon process, cntena. spec1ficauons,
bidder proposals, and rcpons of commutee actions and 
findings, mcluchng backup mat.cnal and finaJ SES reports to 
the Admm1stra1.or 

MAINTAIN AS A.."11 l!'•l"IT::GRAL UNIT 
RETIRE AND DESlltOY WITH THE 
RELATEDCOXIRACTF11£ SEE 
ITEM I A 3 OF nus SCHEDULE. IF 
COXIRACT IS PRECEDENT SETTING 
OR U,'/JQUF. RETIRING ACTIVITIES 
PLACE DESTRUCTION DATE ON TilE 
SF 135 
<DA NI  255 94-2> (N 17-39) 

B ACTIONS OF THE ADMINISTRATOR <QR HIS 

IlESlom;El 

Records and correspondence concerning dehbera1.1ons and 
acuons of the AdnumstraJ.or or his des1gnee and other officials 
paruc1patmg m these actions relating to the final selectmn or 
the contractor based on the SEB's repon and presentauon(s) 
NOTE Th� files are separate from the Board's files set fonh 
above Ul A 

RETIRE TO FRC I YCAR AFI'ER TIIE 
END OF 1HE nscAL YEAR IN WHICH 
TIIE SCLECTION TOOK PLACE. 
DESTROY 6 YEARS AFI'ER 1HE 
FISCAL YEAR IN WHICH TilE 
SELECTION TOOK PLACE 
<DA NI 255-94 !> (N 13-Zl) 

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

DESTROY WITH RELATED 
CONTRACT CASE ffi.E (SEE ITEM I 
OF IBIS SCHCDULE) 
!GRSR3 5,1 

B 

DESTROY I YEAR AFI'ER DA TE OF 
AWARD OR ANAL PAYME.VT 
WHICHEVER IS LATER 
\GRS 3 5b(I)] (N 17 5) 

Relating to transactions above the s1mphfied acqu1s11Jons 
hm1tauons m 48 CFR. Pan 13  

(a) When file.cl separately from the contract file 

(b) When filed with contract case file 

�nc -••� -�•--•., c, 

IGRS 3-5bC2)Cb)] 

14 3 lnvest1gat1ve reporl.5 concerning reas1b1hty of unsohc1ted 
proposal(s) 

(al Reports on proposals resulting in proJects 

(b) Reports on rejected proposals 

FILE WITH RELATED CONTRACT 
DESlltOY ACCORDINGLY 
<DA N\ -255-94-2> (NRl7R9) 

RETIRE TO rac WHEN I YEAR OLD 
DESltOY WHEN 5 YEARS OLD 
<DA Nl-255 94 2> 

5 1 19 15 QUALIFICATION LISTS 

Lists ofbusmesses determined to be qualified to paruc1pate m the 
small business program and related documents 

DESTROY WHE� SUPERSEDED 
OBSOLETE OR WHE� 3 YEARS OLD 
WHICHEVER IS LATER 
<DA NI  255 94 2> IN 1 7 33) 

5 1 19 16 SMALL BUSINESS RECORDS 

A ,REfQRTS 

Reports received by small business advisors from NASA 
procurement offices and from contractors regardmg the small 
business procurement program 

B INFORMATION FILES 

Documents relating to commumcat1ons or d1scuss1ons 
prov1dmg sm.ill busmess concerns with mfonnatmn about 
NASA requirements for the pan1c1pauon of small business 
concerns m the NASA procurement program 

C PROGRAM SURVEY Fil.ES 

Documents relating to surveys to analyte the effectiveness or 
the small business nmPTam 

DESlltOY WHE"11 2 YEARS OLD 
<DA NI 255-94-2> (N 1 7-32) 

DESlltOY WHCN 2 YEARS OLD 
<DA NI 255 94-2> IN 17 28) 

DESlltOY WHEN 2 YEARS OLD 
<DA NI 255 94 2> <N 17-29) 

16 D QUALIFICATION FILES 

Case files relating to the productive capacity credit, resources, 
and smular data about small business concerns lo provide 
mfonnauon about the availab1hty of additional small busmess 
sources to meet current or anuc1pated requrrements of the 
procurement program 

DESTROY WHEN SUPERSEDED 
OBSOLETE, OR WHCN 3 YEARS OLD 
WHICHEVCR IS LATER 
<DA Ni-255 94--2> (,'I 17 30) 

5 1 27 17 LICENSING OF NASA-OWNED INVENTIONS (J)()MES'J'IC 
AND FOREIGN! 

A LICENSE GRANTS 

B � about commen::1al nghts and hcensmg program 

RECORDS MAY BE RETIRED TO FRC 
WHEN 5 YEARS OLD DCSTROY 
'W1-{EN 25 YEARS OLD 
<DA NI 255 94-2> iN 13 I0J 

DCSlltOY WHCN 2 YI:ARS OLD 
<DA NI 255 94--2> 

5 127 18 PATENTS (ALSOSEERSCHEDULE2) 

A INFRINGEMENT 

Infringement case files, mcluding correspondence of a general 
nature regardmg patent mrnngemenL 

RETIRE TO FRC 2 YEARS AFI'ER 
SCTILEMCNT OF CASE DESTROY 

NOTES Only AFS numbers wilh defined subjects are u�d - RETEf".ITION - For items marked Pendmg Retention Approval, NOTES Only AFS numbers w11h defined suhJects are used - RETENTION - For items marked Pendmg Retention Approval, 
contact your Center Records Manager for mfonna11on and/or questions cont.act your Center Records Manager for mfonnauon and/or questions 
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B LICENSES !!!;!:1,IVED ON PATENTS QR Pt.TENT 
APPLICATIONS 

HEADQUARTERS ONLY - (Office of General Counsel) 

WHEN 20 YEARS OLD 
<DA Nl-::!55 94-2> ('-I 13!!!1 1 )  

RETIRE TO FRC 2 YEARS AFTER 
LICENSE IS NO LO!'JGER ACTIVE 
DESTROY WHE.'J IO YEARS OLD 
<DA NI 255-94-2> C'-l 13- 1?) 

5 1 3 1  21 COST AND PRICE ANALYSIS FILES 

Cost and pncc analysis reports, financial data, audit reports and all 
other supponmg papers relating to a contract 

DISPOSE or IN ACCORDANCE WTil-1 
REI.A TED CO:<JllACT 
<DA N l -255 94-2> 1" 17 35) 

5 1 33 BID AND AWARD PROTEST FILES 
(ALSO SEE SCHEDULE 2) 

Correspondence and reports regarding protests on bids and awards 

A HEADQUARTERS 

B C!:t!!I!;BS tit!!!:! t.Ll Q[J::!!IB QEflC!;S{CQPIES 

REllRE TO FRC WHE.'J 2 YEARS OLD 
DESTROY WHEN 6 YEARS OLD 
<DA :,,JI 255-94-2> <N 17-6) 

DESTROY WITH REI.A TFD 
COmRACT FILE 
<DA N 1 -255 94-2> 

5 1 35 23 R&D CONTRACT REFERENCE FILE 

Cons1stmg of copies of R&D contracts assoc1aLed wnh the DESTROY AFTER CO\IPILTION OR 
accomphstunent of the program with changes, mochficat1ons, or CANCEi.LA TION OF PROGRAM 
addenda thereto <DA 'JI 255-94-2> <'-1 24-15) 
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Th,s document 1s updated frequently; therefore, pnnted copies may be obsolete Refer to the Change H,sto,y Log at the 
beginning of NPR 1441 1 in the NASA Onhne Directives Information System (NODIS) for current version 

Repons, correspondence, and relaJ.ed documentauon penammg to DESTROY WHE.'IJ 3 YEARS Ol.D OR 
status of contract or grant tennma1.10n Wl11l RaATFDCOml!ACT FILE, 

WHICHEVER IS LATER 
<DA NI 255 94 2> (N 17 3) 

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

5200 27 

A COMPLIANCE RECQRDS 

Documents relaJ.mg to the compliance with nond1ScnmmaJ.1on 
m employment contract clauses 

Compliance Review files cons1stmg of reviews, 
background papers, compla.ml.'i, spec1aJ v1s1ts. and 
correspondence relaung to contractor employment 

CtlCCS 

B CONTRACTOR EEO REPORTS 

Contract compliance reviews or contractors and affinna1.1ve 
action plans of contractors and equal employment opponumty 
(EEO- I ) repon.s 

C ffO CIEt.Re.NCE Pi\PERS 

Memoranda or other docwnentauon from EEO cleanng or 
approvmg a contractor for comphancc w1lh nond1Scrunmauon 
contract clauses 

5300 28 UNSATISFACTORY CONDITION REPORTS 

Rcpons and related documenl.'i resultmg from unsausfactory 

DESTROY WHEN 7 YEARS OLD 
jGRS I 25d(I)] (N 17 37) 

DESTROY WHEN 3 YEARS OLD 
[GRS I 25d(:!) I 

DESlllOY WITH REU..TCD 
CO!'ITRACT 
<DA N l -255 94-2> 

REITRE TO FRC I YEAR AFTER END 
pcrronnance or worlmg cond1uons as related to the contract and OF PROJECT DESlllOY ID YEARS 
contractor AFTER THE E.'ID OF THE PROJECT 

<DA NJ-255-94-2> tN' 20-7) 

5300 29 EVALUATION FILES 

Ca.-.e files on evalua1.1ons made by the Headquarters R&QA Office REITRE TO FRC I YEAR AITER 
CO\!PLETIO'J or PROJECT 5142 

24 INTERSERVICE INSPECTION FILES 

Documents relating to I.he pcrfonnance of mspccuon services for 
other procunng act1v1L1es such as audit rcpons 

DISPOSE OF IN ACCORDANCE WITH 
REI.A TED COVl"RACT 
<DA 'IJl 255 94-2> fN 17-4:?J 

25 CONTRACTOR MONTIIl.. Y MANAGEMENT AND 
OPERATIONS REPORTS 

Contract Technical Monnor's (CTM). Contracting Officers Technical 
Representative (COTR), or Contracting Officer Represenla.Uve 
(COR) for which contract 1s performed 

A Copies of fonnal wnuen direction to the contractor which fi]ls RECORDS MAY BE RETIRED TO FRC 
m detaJI, drrects possible Imes of mquu-y, or otherwise more WHEN 4 YEARS OlD DC.STROY 
spec-1fically defines work set fonh m I.he contract statement-of
work 

lJPON CERTIFICATION OF PA Y\tE.'IJT 
TO rnc CONTRACTOR OR WHEN NO 
LONGER NEEDED roR FOLLOW ON 
COl'mlACT PREPARATION RETIRJ:,,,iG 
ACTIVITY TO PLACE DESTRUCTION 
DATE ON SF 135 
<DA Nl!!!-255 94-2> 

B Copies of contractors management and operauon repons, DESTROY :? YEARS AFTER 
contammg financial and prc:xlucuon data. EXPIRATION OF COml!ACT 

<DA NI :?55-94-2> 

5 149 26 CONTRACT TERMINATION REPORT FILES 
NOTES Only AFS numbers wilh defined subjects are used - RETENTION - For items marked Pendmg Retention A!!!roval.pp 

contact your Center Records Manager for mforma11on and/or questmns 

DESTROY 6 YEARS AITER 
CO.\IPLEllON 
<DA N 1 -255-94-2> l'J 20-1 J 

5300 30 R&QA AUDITS, SURVEYS, AND REPORTS 

A Documents rclaJ.ed LO R&QA audits, special studies status 
reports, etc , mcludmg related correspondence (filed by 
contract) 

RETIRE TO FRC 2 YEARS AFI1:R 
CONTRACT ANAL PAYMENT 
DESTROY 5 YEARS AFTER FINAL 
PAYMENT 
<DA NI-255 94-2> (N 20- 1 1 )  

B All other or m-house SR&QA Audits, Surveys, and Report 
ti Jes performed 

CLOSE FILE AT C.'ID OF SURVEY/ 
AUDIT AT E.'ID OF FlSCAL YEAR 
DESTROY WHE.'J 9 YEARS OLD 
<DA Nl-255 94-2> 

C Quality Surveillance Records/System (QSR) 

I Ongmal forms whLCh document the quality assurance 
spec1al1st's da.ily work effon The fonn records the 
spec1al1sts observa1.mns of the contractor perronmng la!tks 

DESTROY ORIGINAL QSR S WHE.'IJ 2 
YF.ARS OlD 
<DA Nl 255 94 2> 

NOTES Only AFS numbers with defined subjects are u.sed - RETENTION - For JLem� marked Pendmg Retention A!!!roval,pp 

contact your Center Records Manager for mfonnaJ.mn and/or questions 
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5300 31 

per contractual requirements 

2 Copies of items m I above 

INSPECTION AND PROOF REPORT!S) 

A Documents renecung d1mens1ons, draw mg!, used m 
manufacture, resu1ts of proof tot mg, cen.1ficauons of  
accept.ance, and related data concemmg mspectmn and proof 
testmg of manufactured components 

I Paper Recordkcepmg copy 

2 Electronic media 
(magncuc tapes, OD. CD ROM ) 

3 Photograph!! 

, Electromc copies generated on office automauon 
app11cauons su�.. ""' .,  -·-
appl1cauons 

B Copies of contracts, purthase orders, and related papers 
pertamrng to Government Sowtt Inspection requirements and 
Procurement Surve1llance findrngs 

C Copies of construcuon contracts and purchase orders relaung 
to non-s1gmficant files, mcludmg drawmgs and qualny 
requiremcntshnspcct10ns NOTE The records 1denulied m 
thl5 nem are cot neces.sary for final payment or closure of the 
contract file 

D Copies 01 mc1uen1.41 � 1  -- c:.11 ch as shop notes 
and rnspecuon requesl, etc refatmg to lnspect10n ana!'lj. ,..,..,,
Reporu. not covered m A, B, and C above 

DESll!OY WHEN 6 MONTHS OLD 
<DA NI-255 94-2> 

DESll!OY J YEARS AFTCR 
COMP1£110N OF ANAL 
PRODUCTION ORDER FOR THE 
RElA TED COMPONENT 
<DA Nl 255 99-2> (N 20-b) 

DESll!OY/RECYCLEJ YEARS AFIT:R 
COMP1£110N OF ANAL 
PRODUCTION ORDCR FOR THE 
RElA 11:D COMPONENT 
<DA N 1-255 99-2> 

DESll!OY 3 YEARS AFTER 
COMP1£110N OF ANAL 
PRODUCTION ORDER FOR THE 
RElA TED COMPONE.'l'r 
<DA Nl255 99-2> 

DELETE AFTER RECORDKEEPING 
"" • rl  <' D,.,...,,., nnn.n1 !rJ;o 

<DA NI 255-99 2> 

DISPOSE OF IN ACCORDANCE WITH 
ITT:M I OF THIS SCHCDULE. 
<DA N 1 255 94 2> 

DESnov WHEN 4 YEARS OLD 
<DA NI 255-94 :?> 

DESll!OY OR DB..ETE WHE.'J NO 
I flR ,.,. ""N I YEAR 

OLD WHICHEVER IS S00,.�, 
<DA Nl-255 99-2> 

5310 32 MANUFACTURING CONTROL FILES 

Work orders JOb orders, rum-m shps, esumaLe sheets, product10n 
reporu. and other papers relating to the scheduling, dispatch follow 
up and control of items to be manufactured 

DESll!OY 3 YCARS AFTCR 
CO\tPL£TION OF RELATED WORK 
<DA Nl-255 94 2> {N!'lj20 8J 

5310 33 TECHNICAL FILES 

Technical records/files on R&QA contracts issued by office RETIRE TO FRC WHEN I Yr:AR OLD 
DESTIWY WHE.."11 4 YEARS OLD 
<DA NI  2..'i5 94 2> <N 20-4) 

5320 34 PARTS PROGRAM MANAGEMENT FILES 

Parts program management. mcludmg Red Flag Repons d1SCrete 
and m1croelectromcs pans. and parts dill.a syslf'ms 

RETIRE TO FRC I YEAR AFTER 
COMP1£110N OF PROJECT 
DESll!OY WHEN 4 YCARS OLD 
<DA Nl-255 94-2> (N 20-'\) 

NOTES Only AFS numbers wtth defined subjects are used - REfENTION - For nems marked Pendmg Retentmn Approval, 
contact your Center Records Manager for mfonnauon and/or questions 

INDUSTRY RELATIONS AND PROCUREMENT SCHEDULE 5 
(AFS 5000-5999) 
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beg nning of NPR 1441 1 1n the NASA Onhne Directives Information System (NODIS) for current version 

5330 JS MANUFACTURING QUALITY CONTROL FILES 

Documents mamtarned for detection, prevention, and control of 
manufactunng defects 

A !���!;�IIQN t\tfil 81;/iQL!,ITIQ� ggQl!Q� 

I Documents such as in-process mspect1on sheets, rework 
records, reports renectmg frequency d1stnbuuon of 
manufacbJnng defect-., and related papers 

2 Documents related to lh1rd-pany audits and cen1ficauon of 
manufacrured components 

3 Electronic copies or recorus uiiU ..... 

mail and word processmg systems and used solely lO 
generate a recordi.eepmg copy of the records 

DESll!OY 3 YEARS AFTER 
COMPLCTION OF ANAL 
PRODUCTION ORDER FOR THE 
RClA TED COMPO NE.VI" 
<DA Nl-255-94 2> (N 20-5) 

DESll!OY 3 YEARS AFTER 
CERTIFlCATION DATE 
<DA NI 255 00-5> 

~-���Y/DELETE AFTER THE 
RECORD._ _  --- --·- ---
PRODUCED 
<DA N 1-255 00-5> 

5500 36 WAIVERS!'lj- PATENTS 

Case files on peuuons for waiver of patents, and all relaLed 
documenLa.Uon and papers 

RETIRE TO rRC WIIE.'J 2 YEARS OLD 
DESlltOY WHEN 25 YEARS OLD 
<DA NI 255-94--::?> IN 13-191 

5800 38 FACILITIES GRANTS 

A DRt\ WINQS t\l'!D SfE�!E!Ct\TIQNS CRouunel 

I Headquarters 

2 Centers and all othe.r offices/copies 

RETIRE TO FRC I YEAR AFil:R. ANAL 
PAYML"IIT DESlltOY JO YEARS 
AFTER ANAL PAYMENT 
<DA NI 255 94-2> <N 17 381 

DESlltOY WHE.� NO LONGER 
NEEDED OR WHEN J YEARS OLD 
WHICHEVER IS SOONER 
<DA Nl-255!'lj94--2> 

B Pl!!,!.!M!�t\RY/f&!;/i!;�T6IIQ� !2&6��QS 6�!2 
MQllli.S. 

I Records that relate to the m1ss1on of the Agency 
(a) Drawmgs 

Cbl Arch1lf'ctural models 

. - 1an1ficant records for temporary structures and 
bu1ldmgs or o - 1 ,n the m1ssmn of the 
AgenC) 

(a) Drawings 

DESll!OY WHE.'J NO LONGER 
NIBDED 
<DA N 1 255 94--2> 

DISPOSE OF WHCN NO LONGER 
NEEDED FOR ADMINlSlltATIVE 
PURPOSES DO�ATION/OfTER MAY 
BE MADE TO TIIE DIRECTOR 
S\1ITHSONIAN OR THE AIR & SPACE 
MUSEUMS AS APPROPRIATE 
<DA Nl-255 94--2> 

NOTES Only AFS numbers with defined subjects are used - RETENTION - For items marked Pending Retention Approval,
contact )Our Cenlf'r Records Manager for mfonnaL1on and/or questions 
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Records mclude drav.mgs of the si.ructures and 
bu1ldmgs such as telephone and electnc Imes, storage 

s park.mg lolS, and comfon stations Drawmgs of 
electnca , n , heillmg, or a.ir cond1uomng 
S>Slems are also me 

{b) 
pre�ntation purposes 

5900 39 ITEM PRICING FILES 

Documents used m determmmg standard prices for use m obt.ammg 
improved pncmg on purchases and acoounung for the sale and tssue 
of1tems 

r 

DESltOY WH.E.'-1 SUPERSEDED OR 
AFm! THE Sll! UCTIJRE OR OBJECT 
HAS BEEN RETlRFD FRO\.1 SERVICE 
IGRS 17-J ,ndGRS 17 4] 

DESll!OY WHE.� SUPERSEDED 
OBSOLETE. NO LONGER NEEDED 
FOR REFEJl�CE. OR WHE.� 3 YEARS 
OLD WHICHEYF.R IS LATER 
<DA NI 255 94-2> (N 17 341 

NOTES Only AFS numbers wuh defined subJCClS are used - RETENTION - For items marked Pending Retention Approval, 
contact your Center Records Manager for mformauon and/or questions 
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CHAPTER 6. NRRS 6 

TRANSPORTATION 

SUBJECT AREA OR RECORD TITLE RETENTION 
AFS# ITEM DESCRWTION OF RECORD SERIES <Authont)'.2: 

6051 PREPAID BILLS OF LADING I 

A INBOUND SHIPMENTS 

DocumenlS relating 10 inbound sh1pmenl5 where freight charges 
are prepa.id by the shipper, Included are rece1vmg documenl5, 
commerc1al bdls of lachng, freight bills, transll pnvllege bills of 
ladmg cross-reference sheets similar documenl5, and related 
correspondence 

B OUTBOUND SALVAGE 

Documents rel at mg to oulbound sh1pmenlS of salvage or 
reJected mill.enal to consignees who assume necessary freight 
charges for shipment 

DESTI!OY WHEN 2 YEARS OLD 
<DA Nl-255-89 4> (N 22-81 

DESTI!OY WHE.� I YEAR OLD 
<DA N 1-255-89-4> (N22 71 

DESTI!OY WHE.� OBSOLETE. 
SUPERSCDCD OR WHE.� 2 YEARS 
OLD WHICHEVER IS SOOSER 

C ALLOTHER COPIES 

<DA Nl -255-89-4> 

-----=-- E Obhgauon copy of commerc1al passenger transpona11on 

F Unused ucket redemptmn forms, sucn = ., 

G All other offices/cop1e.i. 

6 1 10 3 CARRIER RA TE TENDER FILES 

Documents relating to sohc1ted or unsohc1ted tenders or reduced rate.i. 
and/or lanITs subm1tle.d by commercial carne� for the: transpon.at1on 
of freight 

6120 4 FREIGHT RATE NEGOTIATION FILES 

Document.-, rclillmg to negouat1ons with earners or earner's 
assoc1auons on transpona110n rates freight class1fica11ons, and similar 
mauers 

DESTI!OY WHE.� FUNDS ARE 
OBLIGATED 
IGRS 9 Id] 

DESTI!OY J YEARS AFm! THE 
· - · - IN WHICH THE 

11W ' -� ,..O\fPl.ETED 
[GRS 9 le] ,.,_ 
DESlltOY Y.'HC.'l I YEAR OLD 
<DA SI 255-89-4> 

DESTROY I YEAR AFl1:.R RAIT.S 
ORT ARIFFS BCCOMC SUPERSEDED 
OR RESCI'lDED 
<DA Nl 255-89 4> (NZZ- 10) 

DESTI!OY WHE.� SUPERSEDED 
OBSOLETE. OR WHE.� NO LONGER 
REQU!RED FOR CURRENT 
OPERATIOSS OR WHEN' 3 YEARS 
OlD WHICHEVER IS LATER 
<DA Ni-255-89 4> (S 22 ill 

6200 s TRAFFIC MANAGEMENT FEASIBILITY STUDIES 

NOTES Only AFS numbers with defined subJecl5 are used - RETENTION - For 1tc:ms marked Pending Ret.c:nt1on Approval, 
comact your Center Records Manager for 111fonna11on and/or questions 
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TRANSPORTATION RECORDS SCHEDULE 6 TRANSPORTATION RECORDS SCHEDULE 6 
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Repons, publ1cil1.loru;, proposals and all olhcr documents relatmg to DESTROY WHEN STUDY BECOMES 
studies of various transponat1on modes and methods OBSOlEIT, SUPERSEDED OR 

WHE.'\I 3 YEARS OLD WHICHEVER 
IS LATER 
<DA Nl-255-89-4> 

6330 7 SHIPMENT OF HAZARDOUS/RADIOACTIVE MATERIAl.'i 

Sh1ppmg fonns and all related records concemmg the shipment of RETIRE RECORDS TO FRC WHEN 3 
hazardous/to:iuc wastes and rad1oacuve matcnals YEARS OLD DESTROY WHEN 13  

YEARS OLD 
<DA Nl-255-89-4> <N 21 IO) 

6330 8 MOTOR CARRIERS' EXPLOSIVE OPERATING 
AUTHORITY 

Correspondence and related documents with commerc1al earners DF.SilOY 2 YEARS AFTER 
conccmmg their facil111es and procedures for transporung explosives AIJlllORITY IS SUPERSEDED OR 
and other dangerous articles RESCINDED 

<DA NI 255-89-4> (N22-12) 

6340 9 SIZE AND WEIGHT LIMITS-lllGHW AY 

Documents relating to md1v1dual state requrrcments regarding s1a: DESTROY I YEAR AFTER 
and weight of vehicles pemuned to travel state highways RCQUIREME.�TS ARC SUPERSCDED 

OR RESCINDED 
<DA N 1-255-89-4> CN 22-13) 

6620 10 HIGHWAY MOVEMENT PERMITS 

Documents relating to pemuts obtamed from penment state and local DESTROY 3 YEARS AFTER 
authonues for vehicular movements exceeding legal weight or COMPLETION OF MOVE • Al.SO 
d1mens1on hm1Lauon, movement of hazardous wastc/rad1oacuve SCE ITEMS 7 8 A� 9 OF THIS 

SCHEDUU:.ma1.enals, or other legal requ1TCments Included arc pemuts. <DA NI 255-89-4> CN 22 15) documents reflecung such data as type of equipment, gross weight. 
axle or uuck loads, he1ghL. width and length, ongm and destmatmn of 
movement, n:11ure of cargo, sumlar documents and related 
correspondence 

II MOTOR VElllCLE RECORDS - OPERATION AND •"--------6700 
MANAGEMENT 

A C0°0""""'-'DENGE 

Correspondence m the opera.I.mg un11 responsible lor -=---._DESTROY WHE.'\I 2 YEARS OLD 
ma.mtenance and opcrauon of moLOr vehicle.<. not otherwise 100,-
covered m this schedule -

B fa!!,!s;�Q fER!\l[I !:;OtITBQL El!.!;S 

Documents relating to the admm1strauon and allotment of DCSTROY UPON TRA�SFER OR 
park.mg spaces and used to control the issuance and Withdrawal Sl:l>ARATION OF PERMIT HOLDER 
of penmts and record v1ola11oru; by holders of penn1ts OR WHEN PER...\.fIT IS SUPERSEDED 

OR REVOKFD WHICHEVER IS 
SOONER 
<DA NI 255-89-4> CN 12 25) 

C QASQUNE FILES 

Documents relai.mg to the issuance of gasoline, mcludmg as.sue DESTROY WHE.� I YEAR OLD 
forms and reports <DA NI 255-89-4> IN!!!4-8) 

onu u 

6720 

1 

E 

I Reports on motor vehicles (other than accident, operaung, 
and maintenance reports), mcludmg SF 82, Agency Repon 
of Molor Vehicle Daia, and SF 82-D Agency Repon of 

an Data 

moLOr vehicle accidents, mamlamed by 
1.ran.sponauon offic udmg SF91,  Motor Vehicle 
Accident SF 91A,  lnve.st1g q,on of Motor Velucle 
Accident and SF 94, Sta1.ement o 

Records rclaung to transfer sale, donauon or exchange of 
vehicles, mcludmg SF 97 A, Agency Record Copy of U S 
Government Ceruficaie of Release of Motor Vehicle 

Documents used for the reg1strai.mn of pnvai.ely-owned 
vehicles and mfonnai.mn on md1v1dual dnvers 

Record� relai.mg to 1iil1tvmual.CQ!.PJ2}.'.CC operation of 
Government-owned vehicles, mcludmmiog'!lfl,,..,..,..,,,....._ 
authonzaL1on Lo use safe dnvmg awards, and related 
correspondence 

6740 

G 

H 

TRIP TICKETS 

Tnp ucket files, includes daily 1np tickets 

DAILY LITD..IZA TION RECORDS 

Documents completed by d1sp:ncher and opcralor to provide 
mfonnauon relauve to the dally use of veh1cle(s) 

Mamtenance records, mcludmg those relaung to service 
and reparr 

CAR SEAL BOOK fll.ES 

Bools contammg accounLable office records of the receipt and 
d1spos1t1on of car seals and mamtamed to fac1hta1.e monthly 
m.spcct1on as to v.tiether the seals were properly expended 

DESTilOY 3 YEARS AFTER DATE 
ON REPORT 
(GRS I0-4) 

DESTROY 6 YEARS AFTER CASE IS 
CLOSED 
IGRS 10 5] 

DESTROY I YEAR AITER 
EXPIRATION OR REVOCATION 
<DA Nl -255-89-4> (N 12 26) 

DESTROY 3 YEARS AFTER 
SEPARATION OF EMPLOYEE/SJ OR 
3 YEARS AFTER RECISION OF 
A TO OPERATE 
GOVER.'ruENT -0 
WHICHEVER IS SOONER 
[GRS 10 7] 

DESTROY WHCN I YEAR OLD 
<DA NI 255-89-4> (N 14-7) 

D[5 1l0Y AfTCR REQUIRED 
TRANSFER OF INFORMATION TO 
OTHCR RCCORDS UNLESS 
RF.QUIRED FOR ACCIDE.VT 
L'NESTIGATION (SEE ITC.\.i 1 1  DC?}) 
OR TAX PURPOSES OTHERWISE. 
DESTROY WHEN 3 YEARS OLD 
WHICHEVER IS SOO:-IER 
<DA Nl 255-89-4> 1N 14-IO) 

DCSTROY I YEAR AFTER DATE OF 
LASTAE.VJ'RY 
<DA Nl -255-89-4> (N22 b) 

NITTES Only AFS numbers with defined subjects are used - RETENTION - For items marked Pending RetenL1on Approval, NITTES Only AFS numbers with defined subjects ilft used - RETENTION - For items marke.d Pendmg Ret.entmn Approval, 
contacL your Center Records Manager for mfonnai.1on and/or qucsLmns contact your Center Records Manager for mfonnauon and/or questmns 
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II 

M LEASED VEHICLES 

Case files on vehicles leased from GSA, mcludmg agency s 
copy of GSA Form I 152. statements regard mg service to 
vehicle by other than GSA service and mspect1on worl,. orders, 
and motor veh1c le use records 

I GSA Form 1 152 

2 All other records related to leased vehicle!'.> 

N e.!.!. Qill&B QEE!!:�IBOCQBDS 

Records mamtamed by office other than the office of pnmary 
respons1b1hty for opcrauon, management, and control over 
agency vehicles and motor vehicle records 

DC.STROY 4 YEARS AJTER 
VD-IICL.E I� RETURNED TO G�A 
<DA N 1-255 89 b (N 14-6al 

DESTROY I YEAR AFTCR 
COMPLETION OF ACTION 
<DA Nl 255 89-4> (N 14 6bl 

DESTROY WHEN NO LONGER 
NEEDED OR WHE� I YEAR OLD 
WHICHEVEJI IS SOONER 
<DA NI "255-89-4> 

PROGRAM FORMULATION RECORDS SCHEDULE 7 
(AFS 7000 7999) 

This document 1s updated frequently; therefore, printed copies may be obsolete Refer to the Change History Log at the 
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CHAPTER 7 NRRS 7 

PROGRAM FORMULATION RECORDS 

EARTH uB,ERV ATluNS LUMMERLIAL APPLILATluN, 7100 7 

A !;

I 

OC&fI PROfQSfil 

Selected proposals, scores. evaluaJ.mns, recommendauons, 
and funding mformauon 

2 Proposals nol selected 

PROGRAM (EOCAP) (SSC ONLY) 

Stennis Space Center (SSC) manages. on behalf of NASA Office of 
Commerc1al Programs, an apphcatmns program, EOCAP, de;"J1gned to 
develop commercial interest for NASA-developed Remote sensing 
technology Proposals are recel\ ed aJ. NASA Headquaners as a pan
of a NASA Research Announcement (NRA) Selected proposals 
{proJecl.S) are transferred 10 SSC for general program managemenL 
Proposal files consist of the proposal (as received), funding 
dorumenL11.1on, deliverables, and schedules Flies are kept m the 
following fonnat/orgamzauon 

7 B !:OCM I !:QfilB6CT� 

Records mdude materials generated dunng proposal selection 
Item A 

C !:Q!:6f I !l,EPQBIS 

Records consist of both quanerly and annual repons 

D EOCAP I ADMINISTRATION/REVIEWS 

Records consist of adm1n1strauve com:spondence and 
communications. mcludmg program reviews and other related 
act1v1t1es 

E !:OCM II RECQRQS 

EOCAP II records follow lhc .-.ame procedures and d1Spos1llon 
mstructmns as EOCAP I enppt for EOCAP II proposals lhaJ. 
are mcorporated mto the con1ract file for follow-on work to 
EOCAP I contracts, unless they are a separare contract 

FINANCIAL REPORTS - CONTRACTS AND GRANTS 19 

Consolidated Agencyw1de repor1s of financial and stausucal daLa 
cmermg NASA contraclS and grants 

A HEADQUARTERS OPR!'ljCopy 
I June '"'"'ue 

FUNDED PROPOSAL F!Ll'.S WILL BE 
INCORPORATED INTO EOCAP I 
CONTRACT !lLES 
<.'l 1-255-94 3> 

DESTROY WHEN I YEAR OLD 
<NI 255-94 3> 

DESTROY CONTRACT nt.E 3 YEARS 
AITER CO\fPLETION OF PHASC I 
(THIS INCLUDES RECORDS 
INCORPORATED FROM A ABOVE J 
<.'ll-255 94-3> 

DESTROY REPORTS J YEARS AFJ'ER 
CO\.fPLETION OF PHASE I 
<Nl-255 94-3> 

DESTROY J YEARS AFJ'ER 
CO\.fPLETION OF PHASE I 
<'ll 255 94-3> 

sec ABOVC ITE'..\iS FOR 
DISPOSITION INSTROCTIONS 
PHASES CHANGE TO Rm..ECT NEW 
PROGRAM I E DESTROY 
CONTRACTS 3 YEARS AFTER 
CO\.fi>LETION OF PHASE II 
<Nl-255 94 3> 

RCT!RE TO rac I YEAR AFTER THE 

NOTES Only AFS numbers wtlh defined subJeclS are used - RETENTION - For 1Lems marked Pendmg Re1.ent1on Approva1. 
contact your CenLer Records Manager for mfonnat1on and/or questmns 
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7400 

2 All other issues 

B AU. OTHER COPIES/OFFICES 

ALLOTMENT OF FUNDS (504s) 

Allotment of funds and memoranda concern mg dec1S1ons on fundUlg 
levels and changes 

A HEADQUARTERS 

B !&liJE& 

BUDGET AND PROGRAMMIN 
/APPORTIONMENT FILES 

A Correspondence files m form y o offices 
pertammg to routme adm1mstrauon, mtemal pro • 
other matters not covered elsewhere m this schedule Excluding
files relaung to Agency pohcy and procedure mamtamed m 
formally organIZCd budget offices 

B Recurrmg repons of sc 1ent1fic research and dc'\/elopmcnt 
acllvtlles 

I Headquarters 

2 All other cop1es/offices 

C 

I Headquaners 

CLOSE OF l1IE FISCAL YEAR TO 
WHICH TIIEY PFR.TAl!'J DE.SlltOY 
ID YEARS AITER FISCAL YEAR TO 
WHICH lllEY PERTAIN 
<.'1 1-255 94-2> fN 7-9) 

DE.STROY 2 YEARS AFTER THE 
FISCAL YEAR TO WHICH THEY 
PERTA[N
<N 1 -255 94-3> 

DESlltOY AS SOON AS ACTIVE 
REFI:RENCE V ALUC CEASES OR 
WHEN 2 YEARS OLD WHICHEVER IS 
SOONER 
<.'II 255-94-h 

• PERMANENT • 
RITIRE TO FRC WHEN 3 YEARS OLD 
FOR ANNUAL ACCOUNTS AND 5 
YEARS FOR NO YEAR 

ATIONS lltANSFER TO 
NARA 
<.'11 -255 94 3> <N 7-3) 

DESlltOY ANNUAL ACCOUNTS 
WHE.'1 3 YEAR5 OLD AND NO YEAR 
ACCOUNTS WHE.'1 S YEAR5 OLD 
<N 1-255-94-3> 

DE.STROY WHEN 2 YEARS OLD 
S I cN 7 8} 

RETIRE I COPY OF EACH REPORT 
TO FRC WHEN 2 YF.ARS OLD 
DESlltOY WHEN 8 YEAR5 OLD 
<NI !55 94--3> 

DESlltOY WHEN NO LONGER 
NEF.DED OR WHEN 2 YEARS OLD 
WHICHEVER IS SOONER 
<.'11 -255-94 3> 

TOFRC 
INACTIVE 
lltANSFER TO NARA WHEN I 5 
YEARS OLD 
<.'11 255 94-3> 

NOTES OnJy AFS numbers with defined subJeclS are used - RETENTION - For Hems marked Pendmg Retenlmn Approval, 
contact your Center Records Manager for mformauon and/or quesuons 
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2 All other copies/offices DESlltOY WHI:N NO LONGER 
NEEDED OR WHEN 2 YEARS OLD 
WHICHEVER IS SOONER 
<.'1 I 255-94-3> 

RESOURCES AUTHORITY WARRANTS (506s) 7830 24 

Agency authonzat1ons to uU.lLZC a stated amount of resources available 
to program illld admm1strauve offices (funds and/or personnel 
complement) for the cxecuuon of appro1,·ed NASA Projects and 
act1v1Ues (mcludes 506s ongma.l and sub authonues) 

A HEADQUARTERS (OPR) 

I FISCAL YEAR ACCOUNTS (Recordkeepmg Copy) 

2 NO YEAR ACCOUNTS (Recordkeepmg Copy) 

NOTE Close Account I f  ( I )  the Head of the Agency or the 
PresulenL determmes thai the purposes for .... tuch 
the appropnilllon was made have been earned out, 
and (2) no disbursement has been milde agamsl the 
appropna1mn for 2 consecutive fiscal years 

-· ---•--i nn electromc ma.ti and word 
processmg systems 

B � (OPR) 

I FISCAL YE.AR ACCOUNTS (Recordkeepmg Copy) 

2 NO YEAR ACCOUNTS (Recordke,pmg Copy) 

NOTE Close Accowit 1f ( I )  the Head of the AgenC'y or the 
President detennmes thal the purposes for wtuch 
the appropnat.Jon was made have been earned out 
and (2) no disbursement has been made agamsl the 
annronnat.Jon for 2 consecuuve fiscal vears 

24 

-3-E-"v"'" cvpre 
processmg systems 

C ll!J. Qil!&!!. Ql:l:!C�!:Qfl!;S 

CLOSE l1IE ACCOUNT AT THE END 
OF l1IE FIFTH FISCAL YEAR AFTER 
THE PERIOD OF AVAIUJIILITY R>R 
OBLIGATION ENDS RECORDS MAY 
BE RITIRED TO AN FRC OR 
APPROVED STORAGE FACILITY 
ONE Yr.AR AFTER ACCOUNT 
CLOSES DESlltOY S YEARS AFTER 
FISCAL YEAR IN WHICH 
ACCOUNT(Sl IS CLOSED 
<N 1-255-96 3> IN 7-SJ 

RECORDS MAY BE RITIRED TO AN 
!"RC OR APPROVED STORAGE 
FACILITY ONE YEAR AFTER FISCAL 
YEAR IN WHICH ACCOUNT(S) IS 
CLOSED DESTROY RECORDS S 
YEARS AFTER FISCAL YEAR IN 
WHICH ACCOUNT(S) IS CLOSED 
<.'11 255-96-3> 

DEIEfE AFTER RECORDKEEPING 
w, 
<N1 2,;;5 96 3> 

CLOSE THE ACCOUNT AT THE E.'ID 
OF l1IE FIFTH FISCAL Yr.AR AFTER 
rnE PERIODOF AVArLABILITY FOR 
OBLIGATION ENDS RECORDS MAY 
BE RITIRED TO AN FRC OR 
APPROVED STORAGE FACllJIY 
ONE YEAR ATER ACCOUNT CLO�ES 
DESlltOY 3 YEARS AFTER FISCAL 
YEAR IN WHICH ACCOUNT(S) IS 
CLOSED 
<NI 25,;;.96.3> 

RECORDS MAY BE RITIRED TO AN 
FRC OR APPROVED STORAGE 
FACILITY ONE YEAR A17Et FlSCAL 
YEAR IN WHICH ACCOUNT(S) IS 
CLOSED DESlltOY RECORDS 3 
YEARS AFTER FISCAL YEAR IN 

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

COPY HAS BEEN PRODUCED 
<.'11 !55-96-3> 

DESlltOY WHEN NO LONGER 
NEEDED R>R REl"ERENCE OR WHE� 

NCJrES Only AFS numbers with defined subjects are used - REfENTION - For items marked Pendmg Retention Appro1,·aJ, 
contact your Cenler Re.cords Manager for mformaJ.JOn and/or questions 
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I YEAR OlD WHICHCVER IS LATF.R 
NOT AlJI'HORIZED FOR TRA.'ISFER. 
TOA�!!!FRC 
<NI 255 96 J> 

AIRCRAFT FILES 7900 25 

A AIRBORNE PATA ACOUISITION 
These are files tha1 are ma.mtamed at the Aircraft Management 
Office, Headquaners and al Centers Typ1cally files mclude 
mfonnauon with respect to aircraft operatmns, cost, scheduling 
and task.mg. usually rela11ng to remote sensing re.search 

NITTE These files DO NOT include mamtenance records that 
are ma.mlamed under a separaie contract 

Genera] correspondence DESTII.OY WHEN 5 YCARS OLD 
<..'II 255•94-3> 

Fmanc1al repons DCSTROY 2 YEARS AITER THE 
FISCAL YEAR OF TilC RFPORT 
<..'I!!!I 255 94 3> 

3 A1ght schedules DESTII.OY I YEAR AFTER THC 
R.IGHT!!!SEASON 
<NI 255 94-3> 

4 Job orders DESTROY 2 YEARS AFTER 
EXPIRATION 
<NI 255·94 3> 

B MAINTENANCE RECORDS (CURRENT/HISTORIC ALI 

Records m this sene� mclude ma1menance records for various RCTIRE RECORDS TO ON srrc 
aircraft located al NASA fac1hLJes These records also may STORAGE r-OR I Yr.AR ArIBR 
mdude some bluepnnts and sketches of pans u!,Cd on the CLOSE OF ALE OR WHE.'l '10 
various aircraft that are in the inventory LONGER NCCDED RCCORDS WILL 

BE KEIT ON-SITE AS LONG AS 
AIRCRAFT IS IN AGENCY 
INVC.'ffORY IF AIRCRAFT IS 
TRANSFERRED TO ANOTHCR 
AGCNCY TRANSFER RECORDS 
WJl1l AIRCRAFT IF AIRCRAIT IS 
OTHERWISE DISPOSED OF OR 
DESTII.OYED RECORDS Will. 
EITHER BE DCSTII.OYCD AT THAT 
TIME. WHEN NO LONGER NCCDED 
OR WHEN I YEAR OLD WHICHEVER 
IS SOONCR <'II 2Soli-94-J> 

PLATFORM AIRCRAFf - OPERATIONAL (ARC ONLY) 

TRA.'ISFER ASSOCIATED RECORDS 
copies 

ansferred Aircraft Records (hard copies and electronic 
WITH THE AIRCRAFT WHEN IT 
LEAVES AGENCY INVENTORY 
TI-IIS INCLUDES TRA'ISFER OR 

---+--=·noN TO A MUSEUM OR 
OTHER ON 
<..'ll 255 94-3> 

DCSTROY RCCORDS ASSOCIATED 
copies and elcctromc copies) 
Aucraft no longer in inventory (non-currenl/macuve) (hard 

WITI-1 nn:: SPECIFIC AIRCRAFT 
WHEN IT IS DESTROYED 
DISMANJ1.ED OR CANNIBALIZED 
AND NO LO'IGER ON THE AGC'ICY 
INVE.'ITORY OR WHE.'l S YCARS 
OLD WHICHEVER IS SOONCR 
<NI 255·94 3> 

D 

3 Current/active aircraft mamtamed in agency inventory 
OPR Code OMM, Medium Altitude M1ssmns Office 
wuhm the Sciences and ApplJcatmns Aircraft D1v1smn 

4 CAD!!!S;s1em 

5 All other offices/copies 

CONFJGURATION MANAGEMENT FILES!!!· VARIOUS 
AIRCRAFf 

Records in lh1s senes mclude documentation of mac11ve aircraft 
thaL are mamLamed by the Aircraft documental..lon office These 
files may include, buL are noL lun1Led to, Sliltus Reporu, 
Configurauon Change Requests. System Test Reports and 
Discrepancy Reports 

RETAIN ORIGINAL ON SITE AT ARC 
WITH AIRCRAFT 8THER 
TRA.'ISFCR RECORDS WITI-1 
AS SOCIA IBD PLANE OR DESTII.OY 
WHEN PLANE IS NO LONGER 
MAINTAINED IN l1lE INVC.'JTOR Y 
AS APPROPRIA IB (SEE ITEM B 
ABOVC)
<..'ll-255 94-3> 

RECORDS MAY BE DELETED WHEN 
S YEARS OLD OR WHEN AIRCRAFT - n.n,..,. .. ,..,.,..RY. 
WHICHEVER IS SOONER 
<..'I!!!I 255 94·3> 

DESTII.OY WHCN OBSOLIITE. OR 
WHEN NO LONGER NECDID FOR 
REFER.E.'ICEOR WHE.'l 5 YEARS 
OLD WHICHEVER IS SOOSER 
<Nl 255 94-3> 

REI1RE RECORDS TO ON-SITE 
STORAGE FOR I YEAR DESTROY 
WHEN OBSOLEIB OR WHEN NO 
LONGER SEE.DID FOR RFFERCNCE. 
<Nl-255 94-3> 

NITTES Only AFS numbers with defined l:IUbJects are used - REfENI'ION - For 1leml:i marked Pendmg Relenuon ApprovaJ. NITTES Only AFS numbers with defined �ubJects are used - REfENI'ION - For items marked Pendmg ReLenlIOn Approval. 
contact your Center Records Manager for mfonnat1on and/or questions contact your Center Records Manager for mfonna11on and/or questions 
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CHAPTER 8. NRRS 8 

PROGRAM MANAGEMENT RECORDS 

AFS# ITEM 
SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

RETENTION 
<Authon!Y?: 

8000 I DEFENSE INDUSTRIAL PLANT EQUIPMENT CENTER 
(DIPEC)!'ljWAN 

L1sungs of tools or test equ1pmenL on loan from DIPEC to NASA 
contractor or NASA Center 

DESTROY I YEAR AFITR 
CO\IPLETION OF LOAN 
<N 1 255-94-3> (�17-47) 

8000 7 R&D APOLLO DOCUMENTATION ADMINISTRATION FILES THIS IS A CLOSED SERIES 

7 

A APOLLO DOCUMENTATION S YSTEM 

A hstmg of documentauon covenng lhe Apollo Documentauon 
System consist mg of ( I )  Center Apollo Document Index, 
Appendix "A". record copies of 3 documents (2) Center Apollo 
Document lndex, Numencal L1s1mg by Level Category, Control 
Nwnber (3) Center Apollo Docwnent Index Alphabeucal 
L1�tmg The system will provide for contmual management 
review to ehmm:ue duphcar.e or nonessenual requrremems and 
reduce cost related thereto Included are suppmtmg pilpers 
reflecung changes to basic documents 

I Paper Recorm 

-
Ondudes silver onginal and u1azo 

J All other offices, paper or microfilm copies 

B rnNSIR!.!CTIQt!! QF FA!:l!.II!l;:; .!! R,!;D/QROl,lliD
SUPPORT EQUIPMENT /GSE) 

DocumentaUon relaung to Apollo and projects 1muated by lhe 
Apollo program (R&D/GSE and C o f f)  which mdudc.s 
drawings. spec1ficat1ons, technical manuals, electromd computer 
mecha, phoLos, test reports, Operauons & Mamtenance (O&M) 
documentauon, cons1.ruct10ns files. and, lnfonnauon for Bids 
(IFB) 

I Office of Pnmary Respons1b1Juy 

(N 24--8) 

DESTROY AFITR VERIFICATION!'lj/ 
CERTIFICATION OF MICROFil.M OR I 
YEAR AFITR CERTIFICATION OR NO 
LONGER NEEDED FOR USE. 
<DA N 1-255 94 3> 

• PERMA'IE.VJ' • 
TRANSFER TO NARA WHEN 30 YEARS 
o� 
<DA Nl 255-94-3> 

DESTROY WHI:N NO LONGER NEEDED 
FOR REFERENCE PURPOSES OR WHEN 
10 YEARS OLD WHICHEVER IS 
SOONER 
<DA N 1-255-94-3> 

NOfES Only AFS numbers wuh define.d subjects are used - RETENTION - For items ma.Jied Pend mg Retention Approval, 
conlact your Center Records Manager for mfonna11on and/or quesuons 
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RETENTIONSUBJECT AREA OR RECORD TITLE 
ITEM DESCRIPTION OF RECORD SERIES <Authonty> 

(a) Paper Records 

r----t---!---1h,u)'-M,eroft'- D-,~..<e 
(Includes sliver ongmal and d1azo cop" 

2 All olher offices, pilper or microfilm copies 

8650 32 AIRCRAFT CREW MEMBERS QUALi FICA TIONS AND 
PERFORMANCE RECORDS - NASA 10 ACMQ 

DESTROY AFITR VERIFICATION!'lj/ 
CERTIFICATION OF MICROFilM OR I 
YEAR AFITR CERTIFICATION OR NO 
LONGF.R NEEDED FOR USE. 
<DA N 1-255-94--3> 

• PERMANENT • 
",::-rAIN ON-SITE. RETIRE T�FRC"=• = 
TO NARA WHE.'1 30 YEARS OLD 
<DA Nl-255 94-3> 

DESTROY WHE.'1 NO LONGER NECDED 
FOR REFERENCE PURPOSES OR WHEN 
JO YEARS OLD WHICHEVER IS 
SOONER <DA SJ-255-94-3> 

RETAIN RECORDS IN AGENCY SPACE. 
DESTROY 5 YEARS AFITR CREW 
MEMBER SEPARAIBS FRO\! AGENCY 
<DA Nl-255 94-3> PASR 

8650 33 

PASR 

� 36.5

i'-. 

Records m th� system are of crew members of NASA aircraft which 
consist of ( I )  records of quahfic.111ons, experience, and currency, e g ,  
flight hours (day, mghl, and instrument), types of approaches illld 
landmgs. crew pos1uons, type am:raft flight check ratmgs and related 
exammauon re:-.ults trammg performe.d and me.d1cal records (2) flight 
1tmerar1cs and pil.Ssenger manifests, and (3) b1ograph1cal mforma11on 

KENNEDY SPACE CENTER (KSC) SHUTTLE 
TRAINING CERTIFICATION SYSTEM (YC 04) -
NASA 76!'ljSTCS 

Records cont.ame.d m this system are of KSC Civil Service, KSC 
contractor and DOD persoMel who have rccel'ved systems, skills or 
<;afety trammg m 5,upport of KSC or Space Shuttle Operations Records 
consist of tram mg attendance and ccruficauons mcludmg cert1ficauons 
of physical ab1hty to perfonn hazardous tasks 

SAFETY AND MISSION ASSURANCE 

Recon.h con-.1:-.l riJ protilem .. reponed on h:u-d\.l.Jft' a�-.oc1ated 
,,. 1th fl 1ghl and fl1Jhl suppQn equipmenr <1 e Gmemment 
Fum1!:-hed Eq111pment tlig.h! e.qmpment etc ) Cutoff clJte 1� i::nd 
of c,1lendar )t' If 

C QUALITY ASSURANCE SURVEILLANCE RECORDS 

OIITDAlloD RECORDS ARE 
DESTROYED C�T RECORDS ARE 
MAINJ'AINED UflfHL 3 YEARS Ant:R 
TRAINEE IS SCPARA'ltD FROM NASA 
<DA SI 2 S594 3> 

ISCONTINUED RECORDS NOW 
BY ITEM 8/IOI OR 8/I03 

5-04-3> 

RECORDS NOW 
BY 81JJl.Z..__<Nl 255-04 3> 

NITTES Only AFS numbers wilh defined subjCCL<i are used - RETENTION - For Items marked Pendmg Retention Appro\.al, 
comact your Center Records Manager for mformauon and/or ques11ons 
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RETENTION 
AFS # 

SUBJECT AREA OR RECORD TITLE RETENTIONSUBJECT AREA OR RECORD TITLE 
AFS # ITEM DESCRIPTION OF RECORD SERIES DESCRIPTION OF RECORD SERIES <Authont)'.> <Authority> 

HANDLE AS PERMANENT RETE"JTIO\II Documents related to quality assurance audits special 
USDER DISCUSSIO� WITH �ARA DESTROY ID YCARS A.FJ1Jt 

licenses for by-product. source, and special nuclear mat.cnals Included 
Documents relating to requests for issuance of, and oomp!Jance with, 

EXPlRATION OR RF.NEW AL OF THC 
LICENSC. PROVIDED ALL MA'JERIAL qua11ty a.,,surance dally ,A.Ork effort Cutoff date 1s date 01 are appllcat1on.s for hcense approval documenL-. licenses requests for 
PROCURED HAS BEE.'\! DISPOSED OFand appro,;aJ of disapproval of, de,;1auons, documents relalmg to document 

changes m peThOnnel authonLCd to rece1,;e and handle such matenals. 
and related papers 2 Documents related to Quahty assurance mspe.ctlon stamps 

<DA NI 255-94-3> (N 2 1 - 1 I )  

mcludmg sLamp audits, and SI.amp issuance records for 
8715NASA and support contractor mspections and designated OCCUPATIONAL SAFETY AND HEAL TH ADMINISTRATION 

venlicatmn 

(a) Stamp audit documents 

(b) Slamp issuance documents 

( I )  NASA C1vLI Sen1ce and des1gnat.ed venficauon 
personnel Cutoff date 1s date of document 

36.S (2) NASA Suppon Com.ractor pcrsonnel Cutoff 
date 1s date of document 

(OSHA) CITATION FILES 

DESTROY WHEN 10 YEARS OLD 

<DA NI �55-01- 1  

Formerly 
AFS 8720, 
ltem!!!8/J7!!!m 

Files consist of ongmal letters of C11a11on & Nouficat1on of Penalty 
from the U S Department of Labor, Re,ults or mvesugauons, 

RETIRC TO FRC 5 YEARS AFTER DA TE 
OFABATEME'IT/RESOLllTION 
DESTROY 10 YEARS AFTER DATE OF 

NPR 
1441 IC 

Mochficat1on Abatement Plan Requests and Final Abaiemenl Plan 
Documentation 

ABATEM:EN'T/RESOLllTION 
<DA Nl-255 94 3> 

KEEP FOR AT LEAST 3 YEARS THE.N 
DESTROY I YEAR AIT.R E.XPTRATION 
OF STAMP SCRIES OR LOT 

8800 42 ASBESTOS RECORDS 

<DA N I  255-01- 1> 

KIIP FOR AT LEAST 3 YEARS THE."11 
DESTROY UPON CHANGE OF 
CONTRACT 

The worJ.. plan which includes drawings, qual1ficat1ons of pe�onnel 
and abatement procedures, nouficatmn of the work to be done to I.he 
regulatory agency, analytical reports from the laboratory ,;enfymg the 
le,;eb of asbestm, exposure, and, the finaJ repon by the abatement 

RETAIN ON SITE FOR 30 YEARS THE.'l 
RETIRE TO FRC DESTROY WHEN 55 
YEARS OLD 
<DA NI 255 94-3> 

<DA N l-255-01 I> contractor 10 NASA 

DESTROY/DB..ETE AFTER TI-IE �--Elecuppic Copies 8800 
Records that are cremd�nn.1cmail and word 

ENVIRONMENT AL RECORDS 
RECORDKEEPING COPY HAS BEEN 

<D.... ' · Repons concemmg the prevenuon, control, and abatement of au and 43 
water polluuon al NASA fac1hues This record senes co,;ers m genenckeeping copy of lhe records 

See AFS 

8715, 
llem8/40.S 

37 

38 

OCCUPATIONAL SAFETY AND HEAL TH ADMINISTRATION 
!OSHA) CITATION FILES 

RADIOACTIVE MATERIALS INSPECTION AND TEST FILES 

Documents rela1.mg to the mspccuon of malenals. premises. and 
fac1llues where rachoacuve, hazardous, and toxic materials are us.ed or 
stored and documents pcnammg to tests made of :.,,uch prem1:.,,es, 
fac1!1ue� and rad1auon detecting or mon1tonng de\1ces 

A OFFICE OF PRIMARY RESPONSIBILITY 

B AI L OTHER QFACES/COPIES 

8700 39 RADIATION MONITORING AND DISPOSAL FlLES 

Records mamuuned to conform w1lh Nuclear Regulatory Comnuss1on 
(NRC)!Department of Energy (DOE) regulauons regardmg rad1at1on 
momtonng and disposal 

NOTE Also see Schedule I. AFS 1860 llus AFS deals specifically 
with Rad1olog1cal HeaJth Records (See [tern 1 30. 
Schedule I I 

8700 40 RADIOACTIVE MATERIALS LICENSE FILES 

_ 
terms miscellaneous records not co,;ered under a specific item m this 
senes 

A E�VIRONMENT AL REPORT� - MISCELLAf:,!EQ!,!S 

lnstallatmn report 10 NASA Headquarters. and reports as 
compiled by Headquarters from the 1nstallauon subm1ss1on� 

I Report.mg lnsta11ation 

RETIRE TO rRC \\'HC."11 <> YI:ARS OLD 
DESTROY WHE.N 75 YEARS OLD 

<DA N l -255-94-3> IN 2 1 - 1 2) 

DCSTROY WHE."11 5 YEARS OLD 
<DA Nl<!55-94-3> 

2 Headquarters 
<DA N I  255 94 3> (N 21 13 1  
DCSTROY WHI:N 75 YCARS OLD 

B RESOURCE CONSERVATION AND RECOVERY ACT 
RECORDS{RCRAl 
Records include correspondence concerning hazardous waste 
acuvmes mcludmg Notices of Hazardous Waste act1v1L1es, 
hazardous waste generators report(s), inspections, nouces of 
,;1olat1ons and correct1,;e actions, and treatment. storage and 

RETAIN ON SITE FOR 5 YEARS AND 
TIIEN DESTROY UNIESS THERE IS A'l 
EARLIER DESTRUCTION AllfHORIZFD 
EllllER IN llllS HA'lDBOOK BY 
SPECITTC RECORD SERIES CITATIO"II 
IN lllE CODE or rEDERAL 
REGUL\ TION (CFR l OR SOME OlllER 
APPROPRIATE REGULATORY 
AllfHORITY OR SPECIFlC ST ATC 
AGE.NCY GOVERNING SUCH RECORDS 
<DA Nl-255-94-3> (N 18-13) 

TRANSltR TO rRC WHD,/ 3 YEARS 
OLD DCSTROY WHE."11 <> YEARS OLD 
<DA N I  255 94-3> 

NOTES Only AFS numbers with defined subjects are used - REfENT[ON - For it.ems marked Pendmg Retention Appro,;al, NOTES Only AFS numbers with defined �ubJeC� are u:.ed - RETENTION - For items marked Pendmg Retention Appro,;aJ 
contact your Center Records Manager for mformauon and/or quesuons conLact your Center Records Manager for mformauon and/or questions 
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SUBJECT AREA OR RECORD TITLE RETENTION 
AFS# ITEM DESCRIPTION OF RECORD SERIES <AuthontY2: 

disposal fac1lny audits, Lox1c chmucaJ source reduction, 
recycling and sohd waste management, used 011 management and 
recyclmg, and, general correspondence about such acUVJues 

43 I Notices of Hazardous Waste Act1v1ty DESlll.OY WHEN NOTICE HAS BEE.'J 
REVISED OR WHE.'J 3 YEARS OLD 
WHIO!EVER IS lA TER 
!AUTHORITY 40 CFl!I 
<DA N 1-255 94-3> 

2 Hazardous Waste Generators Report and Manifests DESlll.OY WHEN 3 YEARS OID 
!AUTHORITY 40 CFl!I 
<DA Nl-255-94 3> 

C IQX!( �!.l!!ilANCE!;;Qt[[ll,QL A!:[ B&CQl!DS (!SCt,} 

Records include correspondence concemmg polychlonnill.ed 
b1phenyls (PCB) and asbestos U1cludmg records of PCBs m 
s�1ce, spills and clean-up records, PCB transfonner mspecuom 
i1lld PC'S annual documents, nouficatmns of asbestos removal, 
mspecuons, nouces of violation and corrective acuons, treaJ.ment. 
storage, and disposal fac1hty audns, and generaJ correspondence 
about PC'B and asbestos acllv1Lles 

t Records of PCBs m scMce (Report lo EPA) DES'ffiOY WHE.'J 3 YEARS OLD 
!AUTHORITY 40 CFl!j 
<DA N 1-255-94-J> 

2 PCB spills and cleanup records DESlll.OY WHEN S YEARS 
OtD (AUTHORITY 40CFRf 
<DA N 1-255-94--3> 

3 PCB transfonner mspecuons DESlll.OY 3 YEARS AFTER DISPOSAL 
OFRElATED 111.ANSFORMER 
!AUTHORITY 40 CFRn6J 30] 
<DA N l-255-94-3> 

4 PCB Annual Document DES'ffiOY 5 YEARS AFTER STOPPING 
USE OR STORING OF PCBs 
!AUTHORITY 40 CFR/76J 1801 
<DA N I  255--94--3> 

D CLEAN WATER ACT 

Records include correspondence concern mg all waler resource 
acuv1ues mcludmg monthly discharge monllonng reports. local 
morutonng repons, penn1t apphcauons underground storage 
Lank.1;, wells wetlands, mspecuons, notices of v1olauon and 
corrective actions. and, general correspondence about waler and 
wetland resources 

I Monlhly discharge momtonng reports (LaRC ONLY) 
Underground storage tanks 

DESlll.OY RECORDS WHE.'J J YEARS 
OID EXCEPT CLOSURE 

NOTES Only AFS numbers with defined subjects are used - RETENTION - For items marked Pendmg Retenuon Approval 
comacl your Center Records Manager for mformauon and/or questions 
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SUBJECT AREA OR RECORD TITLE RETENTION 
AFS# ITEM DESCRIPTION OF RECORD SERIES <AuthontY2: 

43 Records consist of nouficallons of release repons. correcUve 
acuons, and closure not11icauons 

2 Monthly discharge momtonng reports (LaRC ONL YJ 

3 Hampton Roads Sannauon D1stnct (HRSD) SeiC Momtonng 
Repons (LaRC ONLY) 

4 Toxic management program records 

s Pennus from any U S SLaI.e Polluuon Discharge Ehmmauon 
System such as the V1tg1ma Pol1U11on Discharge Ehmmat1on 
SysJem (VPDES) and HRSD 

E 

F 

G 

H 

!;;!,.Et,N6!!! A!:I (b!B!;; Q!:!!J.Xl 

Records mclude correspondence concemmg all a.JI polluuon 
acuv1ues mcludmg arr source registrations and penruts, 
"noo-cntena" pollutants, mspecuons, nouccs of v10la1.1on and 
correcl1ve actions, and, generill correspondence about air 
resources 

SUPERFUND AMENDMENTS AND REAUTHORIZATION 
ACT(SARAl 

Records mclude correspondence concemmg Tier II Reports and 
Commum1y-R1gh1-10-Know acuv1t1es, mspect1ons, nouces of 
v1olaJ.10n and corrccuve actions and, general correspondence 
about storage of hazardous matenals 

!;;QMEB,g!:!!;J:iSIY!i !;;J:iV!RQJ:iMl;filAI. B�eQl!SE 
!;;QMP�St,TIQI! �[l !,.IAB!!.[D'. ACT (!:;ERCLA} 

Records mclude correspondence concemmg contammaled site 
actlVllles mcludmg Prehmmary Assessments and Remed1ill 
mvesuga11ons/feas1b1hty studies, clean-up and remed1at1on 
act1vn1es, site closure plans and ac1Jv111es. mspect1ons, notices of 
v1olill1on and correctl\e actmns and, generaJ correspondence 
about such acllv1t1es 

J:ie,]:IQJ:iAL J;;;J:iV!BQ!:!Mi,filAl. l!Q!.1!:;)'. {IQ 

Records include colTC5pondence concern mg Federal 
environmental assessment issues mcludmg env1ronmenlill 
assessments. environmental analyses. environmental unpact 
statements, press releases and pubhc commenl.l> on impact 
statements, enmonmental consKlerilllon records, and general 

correspondence about such acuvn1es 

NOTIFICATIONS WHICH ARE 
DESlll.OYED 3 YEARS AFTER 
CLOSURE OFlllE REL,\ TED TANK 
I AUTHORITY 40 CFRI 
<DA N 1-255-94--3> 

DESTilOY WHEN 3 YEARS OLD 
!AUTHORITY HA.\U'TON ROADS 
SA.'JIT ATION DISTRJCT REGULATIO'JS 
AND STATE WATER CONlll.OL BOARD 
VIRGINIA] 
<DA Nl-255 94--3> 

DESTilOY WHE.'J 3 YEARS OID 
!AUTHORITY HRSD REGS I 
<DA NI 255-94-3> 

DESTilOY WHEN 3 YEARS OID 
<DA NI 255 94--3> 

DESlll.OY WHE.'J 5 YEARS OID 
<DA N 1-255-94-3> 

DESlltOY WHE.'J 2 YEARS OlD 
!AUTHORITY STATE DEPARTME.'l"T 
OF AIR POLLUTION CONTilOI., 
VIRGINIA] 
<DA N l-255 94--3> 

DESlll.OY WHE.'J 3 YEARS OID 
!AUTHORITY 40 CFRI 
<DA NI 255-94-3> 

RETIRE WHEN 5 YEARS OLD 
DES ll.OY WHE.'J JO YEARS 
ow 
I AUTHORITY 40 CFRJ 
<DA Nl-255 94-3> 

DESlll.OY WHE.'J 5 YEARS OID 
(AUTHORITY COUNCIL ON 
ENVIRON\1ENTAL QUALilY CCEQ)I 
<DA N 1-255-94-3> 

NOTES Only AFS numbers with defined subjects a:re used - RETENT(ON - For items marked Pendmg Retenllon Approval, 
contact your Center Records Manager for mfonnat1on and/or questions 
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PROGRAM MANAGEMENT RECORDS SCHEDULE 8 PROGRAM MANAGEMENT RECORDS SCHEDULE 8 
(AFS 8000-8999) (AFS 8000-8999) 

ThlS document Is 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 Refer to the Change History Log at the 
bea1nmna of NPR 1441 1 in the NASA Onhne D1rect1ves lnformatIon Svstem lNODIS\ for current version 

AFS# ITEM 
SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

RETENTION 
<Authont)'.?: 

43 I SPE!:;IAL AQREEMENTS 

Records mclude oonespondencc conccmmg special agreemenLS 
or actions Federal, Stille and local regulatory agencies mcludmg 
Federal Fac1hty Comphancc Agreements (f'FCA ), con",Cnl 
agrccmenLS mteragency agrecmen�. nollces of non comphance 
w1Lh such agreements, correcuvc actions, and, general 
correspondence about such actlVIUC� 

DESTROY 7 YCARS AnER 
CO\WLETION OF EXISTING FEDERAL 
FACILITIES CO\.fPUANCE 
AGRLEMENTAWITI-1 CPA APPROVAL 
!AUTHORITY FKA)
<DA NI 255-94-3> 

J RQl.!Ill'!!: !::QRRESeQtfilEt!!Q: Et!!VIRQt!!MEfilt.!.
ll�Qlt!!!l!;Rlt!!Q 1.1.d!l!.!:: Qt!!J.Yl 

Records include routine correspondence with other NASA centers 
Headquarters, and regulatory agencies such as U S 
Eovlf0nmenta1 PmL«Uon Agency, State Water Control Board, 
Hampton Roads San11auon D1stnct, V1rgm1a Department of 
Waste Management, Fash and W1ldllfe, and, the V1rgm1a 
Dcp:uunen1 of Heallh 

DESTIWY WHE.� 3 YEARS OLD 
UNLESS OTHCRWlSE DICTATED OR 
SPECIFIED BY FEDffiAL STAIB OR 
LOCAL REGULATORY AGENCY 
WHICHEVER IS LONGCR 
<DA NI 255 94-3> 

8800 44 WIND TUNNEL FILES 

44 A Wit!![! I!.llit!!l;l. EM:11.!IY - B.,!;D fRQ!!;!::I !MSB; QNLYl 

Records m this senes are h1stoncal and expenmental data from 
wind tunnel tests run on a 14-mch Tm,omc Wmd Tunnel and the 
High Reynolds Number Wmd Tunnel TeslS were force test 
data with respect to ( I )  14 data on mock mcxlel shutLle and (2) 
High Reynolds data on i,ol1d rocket booster motor Data 1s 
submnted and filed by the associated tunnel used and Lest number 
for both foc1llues NOTE This 1s a CLOSED Senes Dated 
1970-1985A- 56 cu fl 

RETIRE TO FRC UPON APPROVAL or 
nus SCHEDULE DESTROY IN THE 
YEAR 2005 
(Supersedes N I  255-92 Chg] 
<DA NI 255-94-3> 

88!0 47 AGENCY SPACE FILES 

Records relatmg to the alloca11on, uuhzat1on and release of space 
under agency control, and related reports to the General Services 
Adm1m�tra11on 

-A-a, .. ,1,-1 ,",.. nlan files and related agency records u1il1zed m �pace 
plannmg. ass1gnmen1, <111u 

B Build mg space uul11.a11on report, annual reporu of space 
ul1hzat1on of all bu1ldmgs including numbers of people. areas, 
and pwposes for which used (NASA Form 1400) 

C lnstalla1.1on or fac1hly records rons1stmg of msutuuonal housing 
requrrements, quarterly real property inventory, and real property 
summary reporu 

D lnstallat1on real property mventones trailer reports, and rental of 
real property reporu �ubm1tted by program offices and/or 
insta1lauons 

DESTROY :?. 'fEARS AFTER 
ITRMINATION OF ASSIGNMENT  OR 

cASE IS CANCEU.ED OR 
WHEN PLn..� .. , AD 

(GRS II 2a] (N 18 3) 

DESTIWY 2 YEARS AFTER DATE OF 
SUBMISSION TO HEADQUARTERS 
<DA N l-255-94-3> 

DESnOY 1 YCARS AITER DISPOSAL 
orlNSTAUATION OR FACILITY 
<DA Nl-255-94-3> 

RETArN CURRENT AND PREVIOUS 
ASCAL YEAR REPORTS DE.sTROY 
ALLAOTilCRS 
<DA NI 255 94 3> 

beaInnina of NPR 1441 1 In the NASA Online Directives Information Svstem (NODIS) for current version 

CO\WLETION OF CONSnUCTION OR 
UNTIL AF1tR FINAL PAYMENT MAY 

TO FRC AFlB< 3 YEARS 
TRA'JS 11 ·�-�5 AFTER 
COMPLETION OR FlNAL P ... , 

RETENTIONSUBJECT AREA OR RECORD TITLE 
ITEM DESCRIPTION OF RECORD SERIES <Authontp 

88!0 48 REAL PROPERTY FILES 

A CONSTRUCTION FILES 

I STUDIES 

Studies relating to real property together with background 
paper,; showing inception, scope, and accomplishments 
lntenned1at.e and pre-final. and space plans of Federal 
structures and engmeenng proJeCb Cut off date 1s date of 
record 

MAY RCTTRE TO FRC WHEN 10 YEARS 
OlD OR WHEN NO LONGER NII.DED 
roR RITERENCE. WHICHEVER IS 
SOONCR DESTROY WHE."J 30 YEARS 
OID 
<DA NI Z5'; 00 I> (N 18 4) 

(a) Selected studies that are considered umque m character 

RETAr.< FOR 3 YEARS lliE-"J DESTROY 
WHEN NO LONGER NEEDED FOR 
REFERENCE OR WHL'J IO YEARS OLD 
WHICHCVER IS SOONffi 
<DA N I  255 00-1> 

{b) Rouune studies of temporary nature 

MAY RETIRE TO FRC WHEN NO 
Tunnel Files) of thJS schedule 

(c) Re.cords and files NOT induded under Item 44 {Wind 
LONGffi NEEDED FOR 
ADMINISTRATIVE PURPOSES 
DESnOY WHr.N 15 YEARS OLD 
<DA N l -255-00- 1 >  

2 ACTUAL CONSTRUCTION 

Construction office file� cons1�t ing of documenlS relating to 
proJCCt requests. includmg approval, estabhshmg funds, 
schedules of accomplishments. progress, payments, and the 
final1zat1on, mrenned1ate. and prefinal, final v.orkmg, ··as 
built." shop repm and alteration, contract, and standard 
drawings. proJect spec1ficatmns. with assoc1a1ed document.-, 
re latmg to their preparallon of Federal structures and 
engmeenng proJeclS 

NOTE The sub-items below need to be �parated by 
d1spos1t1on before lransfer to the FRC _r----

•PERMANENT• 
�ly•Bwldw� (V AB). Pads A & B, Space S1auon 

--..._,. -�n1que hu1ldmgVfac1l1ues. such as the Vc:n1cal 
RETAIN ON SITE FOR 3 YEARS AFfER 

Fac1hty. CIC 

<DA N l-255 00-1> 

RETAIN ON-SITE FOR 3 YF.ARS AITER 
COMPLETION OF CONSTRUCTION OR 
UNTIL AFTER nNAL PA YME'lT MAY 
RETIRE TO FRC AFlB< 3 YEARS 
DE.sTROY WffillN ONE YEAR AFffiR 
DEMOLITION OF STRUCTURE 

(h) Rouune office/lab bu1ldmgVfac1ht1es 

NOTES Only AFS numbers v.1th defined subJects are U!!ed - REfENTION - For items marled Pending Retention Approval, NOTES Only AFS numbers with defined subJeci.,, are med - RETENTION - For items marked Pending Retention Approval. 
contact your Center Records Manager for mfonnat1on and/or questions comact your Center Records Manager for mfonnauon and/or questions 
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PROGRAM MANAGEMENT RECORDS SCHEDULE 8 
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Th,s document Is updated frequently; therefore, pnnted copes may be obsolete Refer to the Change History Log at the 
be 111nin of NPR 1441 1 in the NASA Onhne Directives lnformat1on S stem NODIS for current version 

RETENTION 
ITEM 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES <Au1honty> 

48 PHITTOSNIDEO 

Construct.mo photos taken dunng the construcllon process 
cons1stmg of m-progress, mtenm, and final shots of a fac1l11y 
AND Nar mcluded m the official nwnbered mstallauon 
photo collect1on 

actual Construction ' 

(b) Routme office/lab bulldmgs/fac1hlles 

2 

mstallal..Jon b 
correspondence pcnaJ.n1 
data, and real property disposal 

Drawmgs, correspondence reports and all olher documents 
ma.mtamed by mstallauon of pnmary respons1b1hty reli111ng to 
design and construcuon of fac1ht1es, mcludmg maps. layouts, 
buildmg plaru, water and dramage systems, alterauons 
add1uons, betterments, and removals made to propeny and all 
other penment 1nforma11on 

NASA s�e Operauons Contractor Project Control Board 
Fales 

(a) Approved, disapproved and cancelled Approved Work 
Order Numbers held by the contractor for NASA 
Records m this group mclude bul are not lumted Lo 
copies of!'ljpropose.d. Task Orders and Board Mmut.e.s 

(b) All other copies of records descnbed m (a) above held m 
NASA Offices Cut off date 1s date of record 

4 Work Authonz.auon Packages For New or Mochfied 
Fac1ht1es Record copy of md1V1dual files, controlled by 
Work Authonzauon Package (W AP), penammg to changes 
m configurax10n of physical structures, new or modified, 

<DA !'Ill 255 00 1>  

•PERMANEN"r 
FilE WITH THE ACTUAL 
CONSTRUCTION CASE FIIB. RETAIN 
ON-SITE FOR 3 YEARS AF1cR 
COMPLETION OF CONSTRUcnON OR 

FL'IAL PAYME'IT \iAY 
REITRE TO YEARS 
TRANSFER TO NARA 8 Yi".;l;R'!!""-IJaL 
COMPLEilON OR FINAL PAYMENT 
<DA Nl 255-00-1> 
R.ET AIN ON SITE FOR 3 YEARS AFIT.R 
CO\fi>l.ETIO:,.,J OF CON�UCTI0"1 OR 
UNTIL AFlcR FINAL PAYMENT MAY 
REITRE TO FRC AFlcR 3 YCARS 
DESTROY WlTHIN ONE YEAR AFlcR 
DEMOLITION OF STRUCTURE. 
<DA N l-255 00-1> 

•PERMANEN"r 
MAY REfIRE TO FRC 2 YEARS AFlcR 
DISPOSAL OF INSTALLATION 
TRANSFER. TO NARA 25 YEARS AFTER 
DISPOSAL OF INSTALLATION 
<DA NJ 255 00-1> (N 18-2} 

DESTROY 6 YEARS A.''IID 3 MOSTI-1S 
AFTER Fl:'IIAL!'ljPAYME.VJ' OF!'ljTI-lE 
CONTRACT 
<DA N l-255-00-1> 

RETAIN rDR 3 YEARS THEN DESTROY 
WHE'11 NO LOSGER NEEDFD OR WHE."11 
5 YEARS OLD WHICHEVER IS 
SOONER 
<DA :'Ill 255-00 1> 

NITTES Only AFS numbers With defined subJCCts are used - RETEl'ITION - For 11.ems marked Pend mg Rei.enuon Approval, 
contact your CenLer Records Manager for mfonnaJ:100 and/or questions 
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be mnin of NPR 1441 1 m the NASA Onhne Directives lnformat1on S stem NODIS for current version 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

and unique work act1v1t1es on assigned fac1ht1es, systems 
and equipment w1thm the contrachlal cost/scope hm1ts 
provided LO lhe Base Operauons Contract (Senes mcludes 
both NASA-held and Contractor-held Government owned 
records!'lj) Cut off dale for file 1s date of W AP docwnent m 
file 

(a) Approved W APs 

(b) Disapproved and cancelled W APs 

C REPORTS -REAL PROPERTY 

Records cons1stmg of the record copies of real propeny repons to 
GSA inventory reports of JWlsd.Jctional st.atus of Federal areas 
w1thm states report of NASA total fac1ht1es. repon of NASA 
mdustnal fac1hues, and repon of m-house fac1hues Cut off date 
1s date of report. 

NASA Headquarters copy Cut off date 1s dale of record 

8814 49 HOUSE APPLICATION FILES 

A Apphci111ons for and cen1ficar.es of ehg1b1hty for housmg of 
essen11al employees, and all related documents 

RETENTION 
<Authonty> 

MAY REITRE TO FRC WHEN 5 YEARS 
OW DESTROY WHE."11 20 YEARS OlD 
<DA NI 255-00-1> 

DESTROY WHEN NO LONGER NEEDED 
OR WHFN 3 YEARS OID WHICHEVF.R 
IS!'ljLAIBR 
<DA NI 255-00-1> 

RE.TIRE TO FRC WHEN :'110 LONGER 
NEEDED FOR REFERENCE. DESTROY 
WHEN 20 YEARS OID [HISTORY
OFFICE MAY RETAIN INDEFINITE!. Y 
FOR REFERENCE.) 
<DA NI 255-00-1> 

•PERMA"ll'EN"r 
REfIRE TO FRC UPO'I 
DISCOl'ITINUANCE OF INSTALLATION 

•OR.fACillTY TRANSFER TO NARA 25 
\'EARS'"�QNTL'IUANCE OF 
INSTALLATION OR FAC 
<DA NI 255-00-1> 

RETAIN FOR 3 YEARS THEN DESTROY 
WHEN OBSOLETE. SUPERSEDED OR 
WHE'II IO YEARS OlD WHICHEVER IS 
SOONER 
<DA Ni-255-00-1> 

DESTROY 5 YEARS AF1cR THE 
ISSUANCE OF EACH CERTinCATE 
<DA :'Il l  255-94 3> (N 15-3 1) 

-;-----1--=='Ffl--=t'<mns-requesbng agency,ass1s1ance in housing maners;--such as- .DESlROY.. WHENJ.YEAR.OJ.,U----t
(GRS l 25e) rental or purchase 

8814 so WALLOPS FLIGHT FACILITY BASE HOUSING TENANT 
RECORDS - NASA53 BHTR 

PASR Records m this system consist of!'ljhousmg rental agreements, records of DESTROY WHEN 30 YEARS OID 

so 
rent receipts and records of donn1tory ocrupants UNIBSS AIJl'HORIZED BY A.'l<JllfER 

SERIES IDENTIFlED WITHIN THESE 
SCHEDULES 
<DA N 1-255-94-3> 

NITTES Only AFS numbers With defined subjects are used - RETEl'ITION - For 11.ems marked Pendmg Retention Appro,ral,
contact your Ceni.er Records Manager for 111fonnaI1on and/or questions 
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SUBJECT AREA OR RECORD TITLE 
ITEMAFS# DESCRIPTION OF RECORD SERIES 

88 14  51  

PASR 

8820 
8820 52 

8830 56 

WHITE SANDS TEST FACILITY FEDERAL HOUSING 
ADMINISTRATION (IBA)809 HOUSING PROGRAM - NASA 
73 fllAP 

Records m this system consist of WSTF C1v1I Service and contractor 
personnel who have applied for fliA S09 housmg Records contain 
personal data (1 e ,  name address, home phone, age etc!'lj) re.altar 
mortgage, and employment data. 

Construcllon of Fachbes (C of F) 
SHOP PLANNING AND LAYOUT FlLES 

Documents reflecting the layout locauon, and comparable data relative 
Lo manufacturmg space. machinery, and equipment 

REPAIR AND UTILITY FILES 

A !IBP61B 81!!!:l !.!I!l.[D'. WQBt QBD�S 

Requests for repaus and orders, mcludmg correspondence 
drawings, worlsheets, sLandmg work orders, and all related 
materials 
I Oflice of!'ljpnmary respons1bLl1ty 

2 All other 01Tices/cop1es (EXCLUDING fi,;cal) 

B MAINTENA!!!CE RECORDS 

I Documents showmg mamtenance perfonncd and requared on 
systems and plants, mcludmg Prevenuve Mamtenance 
lnstrucuons (PMI) and Preventive M.untenance Action 
Requests (PMARJ 

(a) Paper 

--<ht-Oat 

2 General Facility Records (WSTF ONLY) 

Records conta.med m this senes consists of mamtenance, 
repair, and documentaJ.1on on power supply. water, gas, 
cryogenics, and other related services for the support of the 
test stand fac1lity Included are general mamtenance records 
and other bills related to these fac1ht1es 

C lITIL[fY QPERAIJNG LQG 

Logs showing operations of uliht1es mcludmg temperab.U'e 
hum1duy. pressure, and other such readings 

RETENTION 
<AuthonU'.?: 

CER.TmCATES AR£ HELD roR s 
YFARS AFltR ISSUANCE AND THCN 
DESTI!OYED INDEX CARDS ARE 
RETAINED J:1,,1 AGE'llCY SPACE UNTIL 
50 YEARS OLD AND THEN 
DESTI!OYED 
<DA N 1 255 94 3> 

!see below) 

DESTIWY WHL'l SUPERSEDCO 
OBSOLETE OR WHEN 10 YEARS OLD 
WHICHEVER IS l..J\ TER 
<DA Nl 255 94-3> IN 20-IO) 

DESTI!OY WHEN 3 YEARS OLD 
<DA NI 255 94 3> (N 18 16\ 

DESTI!OY ON COMPLETION OF WORK 
<DA NI 255 94 3> 

DESTROY WHE.'l 3 YEARS OLD 
<DA Nl -255 94 3> IN 18 \4) 

nt:-r c-T'C '111.J"C"-' NO LONGER NEEDED 
<DA Nl ?.55 94-3> 

DESTIWY RCCORDS WHE.'l 3 YEARS 
OLD OR wm:N NO LONGER SEEDED 
WHICH[VER IS SOONCR 
<DA Nl -255 90-4> 

DESTIWY WHE.'l 3 YEARS OLD OR 
WHE'll NO LONGER NEEDED 
WHICHEVCR IS SOONER 

NOTES Only AFS numbers with defined subjects are used - RETENTION - For tems marked Pendmg Retention Approval. 
contact your Center Records Manager for mfonnatmn and/or questions 
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AFS# 

8834 

8900 

SUBJECT AREA OR RECORD TITLE 
ITEM DESCRIPTION OF RECORD SERIES 

565 

58 

LIFflNG EQUIPMENT 

Records concemmg design, mspecuon and tesung. and serv1cmg of 
hftmg de\1Ces (cranes hoists, etc!'lj) and hftmg equipment (load-lift.mg 
hardware attache.d to l1ft1ng equipment) 

A DESIGN RECORDS 

Includes review and approval of configuration changes, 
cen1ficauon packages, acceptance 1nspecuon and test records. 
.mcludmg the associated nonconfonnance and corrective ac110ns 

B PERIODIC INSP!;,!;TION AND TEST RE!;;ORDS 

Records of required penod1c m.'.\pecllon/te�ung ac11v1ues, 
.mcludmg associated nonconfonnance and correcuve action 
reporu Cutoff 1s date of mspect1on 

C SERVICING RECORDS 

Records documenting maintenance and adJusunent act1v1ues 
perfonned for hftmg equipment Cutoff dale 1� date of service 
act1v1ty 

D PRE-QPERATION INSPE!;;!ION RECORDS 

OteclJ1sts of pre-operatmn mspect1ons completed by operators 
pnor to da ly operatmn of the equipment Cutoff dale 1s date of 
1mpec11on 

MEDICAL RECORDS!'lj· TEST SUBJECTS 

Records m this senes con,;1st of me.d1cal records of test .'.\UbJects under 
contract to NASA which mclude documenta.Uon of physical exams, 
diagnosis, trealment, and tests given m order for the md1V1dual to 
paruc1pale as a "test subJect m R&D ProJecl medical tests 

RETENTION 
<Authont:Q: 

<DA NJ-255-94-3> (N 18-15) 

HANDLE AS PER'dANENT PENDING 
RETENTION APPROVAL 

HANDLE AS PCRMANCNT PENDING 
RETC.'lTION APPROVAL 

HANDLE AS PERMANENT PENDING 
RI:IT.NTIO'l APPROVAL 

HANDLE AS PERMANE.'lT PE.'lDING 
RETC.'lTION APPROVAL 

DESTI!OY 75 YEARS AFltR BIRTil 
DATE (DOB) OR 60 YEARS AITER 
DATE OF EARLIEST DOCUMENT IN 
TilE FOLDER IF DOB CANNOf BE 
ASCERTAINED OR 30 YEARS AFltR 
CONTI!ACT HAS BEEN 
C0\1Pl...ETCD/fERMINATEO
WHICHEVER IS u\ TER 
<DA N 1-255-94-3> 

NOfES Only AFS numbers with defined subjects ilre used - RETENTION - For items marked Pendmg Retention Approval, 
contact }0Ur Center Records Manager for infonnauon and/or questions 
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FINANCIAL MANAGEMENT AND SCHEDULE 9 
INSPECTOR GENERAL RECORDS (AFS 9000 9999) 

This document 1s updated frequently; therefore, pnnted cop.,s may be obsolete Reier to the Change History Log at the 
beg111n1ng of NPR 1441 1 in the NASA Online Directives Information System (NODIS) for current version 

CHAPTER 9 NRRS 9 

FINANCIAL MANAGEMENT AND INSPECTOR GENERAL RECORDS 

AGENCY BUDGET REQUEST FILES 

m this file senes consists of budget matena1 request.eel via 
•l I, mcludmg mar.enaJ required by the President's 

Call for the budge rds include, but are not hrruted to letters, 
fonns, exh1b1t5 (subm1tted c 1cally), and any other related 
findmg aids or documenta11on assoc1 this subm1ss1on. 1 e 
0MB, Presuients Budget, Jusuficar.1on Suppon • �nal 
Budget Support, etc 

A OngmaJ record!!!� marntamed al NASA Headquarters by 
Code B 
(Ibis set starts October I, 1958 and conunues to Present) 

B Center workmg matenals/background files and documentauon 
developed by other org:uuza1.1onaJ units and as submitted to 
the Comptrollers Office 

C All other offices/cop1es 

cywidc reporung system which resides aJ. NASA 
Headquarters an s to GAO/Treasury standards for 
summary genera] ledger o Qfonnat1on Thl5 1s an on-hne 
mtegrated system which will be ilisl'tr to all NASA Centers 

A 

B � 

C ALL OTHER OFFICES/COPIES 

TIIANSFER TO!!!, WHEN 35 
YFARS OlD 
<DA Nl -255 94-2> 

RCTIRE TO FRC WHEN 2 YEARS 01) 
DESTIIOY WHEN JO YEARS OLD 
<DA NI 255-94--2> 

DESTIIOY WHE.� SUPERSEDED NO 
LONGER NEEDED OR WHEN!!!S YEARS 
01) WHICHEVER IS SOONER. 
<DA NI 255-94--2> 

DELETEJDESTIIOY WHE.� OBSOIETE 
OR SUPERSEDED OR WHEN 5 YEARS 

USE DISPOSITT� VE. 
<DA Nl -255 94--2> 

DESTROY WHE.� NO LONGER 
NEEDED OR WHEN 3 YEARS OLD 
<DA NI 2';5-94--2> 

NOTES Only AFS numbers with defined subjects are used - RETEl"ITION - For items marked Pendmg Retention ApprovaJ 
contact your Center Records Manager for mfonna11on and/or questions 

FINANCIAL MANAGEMENT AND SCHEDULE 9 
INSPECTOR GENERAL RECORDS (AFS 9000 9999) 

This document 1s updated frequently; therefore, pnnted cop,es may be obsolete Reier to the Change History Log at the 
beg1nn1ng of NPR 1441 1 1n the NASA Online Directives Information System (NODIS) for current version 

9000 4 R&D PROGRAM/PROJECT STATUS REPORTS (PSRJ 
COST/SCHEDULES 

DocumenlS relaung to cost proJecuons for research and 
development proJecLS, mdudmg mfonnauon about program 
obJecUves m terms of proJects, tasks, status, and ume phasing for 
development.. and funds required These files include schedules and 
drrectly related foreca.,,t and actuaJ costs 

A � (Level 2 Manager) 

" B '"' 
Comptrollers Office) 

C Al L OTHER OFFlCES/COPIES 

-
g y , IOd�

deposit of funds mcludmg appropr1auon \\aITanLS 
certificates of deposit.. other than those records covered by 
Item I of this schedule 

�. e-
B illQ& 

Records rela.J.mg to momes obtamed to pay for expenses 
mcurred m conJunct1on with special guest. or momes from 
sponsors of programs tha.J. could not be returned Includes the 
"Admm1Strator's Fund", "Acuv1ty Fund" "Spec1a] Fund" and 
all other non-appropnated fund act1v1t1es 

9050 NASA EXCHANGE· PERSONNEL, PAYROLL, AND 6 

FINANCIAL RECORDS 

A 

Records m th!.', senes cons1slS of register rcce1pts, bank 
depos11 slq,s, reg1st.ertapes, cancelled checks bank 
statements, ledgers, etc 

RE:TIRE TO FRC I YEAR AFfER 
COMPl£TION!!!OFTIIE!!!PROJECf 
DESTIIOY 10 YEARS AFfER 
CO\IPl£TION OF PROJECT 
<DA N l -255 94-2> (N 24--3) 

• PERMANE.'ff • 
"TV"\ F"RC WHEN 4 YEARS OLD 

TRANSFER TO Nnn.n n nJ.:.,,. .JV-
YEARS OU) 
<DA Nl-255-94 2> 

DESTROY WHE.� NO LO�GER 
NEEDED FOR REFERENCE OR WHEN 
5 YEARS 01) WHICHEVER IS LATER 
<DA NI 255-94-2> 

DESTIIOY WHEN 3 YEARS 01 ) 

RE:TIRE TO Fl!C I YEAR AFfER THE 
CLOSE OF THE FISCAL YEAR TO 
WHICH THE RECORDS PERTAIN 
DESTIIOY 6 YEARS AFfER THE 
CLOSE OF THE FISCAL YEAR TO 
WHICH RECORDS PERTAIN 
<DA N l-255-94--2> 

RETAIN ON SITE AT RESPECTlVE 
INSTALLATION DESTIIOY WHE.� 5 
YEARS OU) 
<DA NI 255 94--2> 

NOTES Only AFS numbers with defined subJeCts are used - RETEl"ITION - For items marked Pendmg Retention Appro\·al, 
conLact your Center Records Manager for mforma11on and/or questions 
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B CORRESPONDENCEFILES - GENERAL 

REfAIN ON-SITE DESTROY WHCN 4 
YEARSROID Files include advisory notices such as merchandise and 

sundry notices. records documenung overa]l adm1mstra1.10n of <DA N 1 -255 94-2> the exchange, general correspondence, cu�Lomer comp lam ts, 
secunty records and reports pcrtammg to the exchange 

C STOCK FILES I GOODS RECEIVED 

DESTROY WHE\I 2 YEARS OLD I GOODS Records relaung to the receipt of merchandise. <DA NI 255-94-2>mcludmg copies of reports of goods received, sh1ppmg 
documenlS tracer mqumes, merchandise follow-up 
requeslS, and other documenlS related to 
sh1pments/follow-
up of merchandise 

DESTROY V.'HEN 2 YEARS OLD 
and procurement of merchandise al warehouse and on the 

2 STOCK Records used by management for the control 
<DA \11 255-94-2> 

sales Ooor mcludmg unit merchandJSe records, stock 
record cards, replenishment cards, recorder records, and 
vendor record� 

D EXCHANGE RECORDS ON INDIVIDUALS - NASA IO 
XROI 

PASR DESTROY WHEN 5 YEARS OLD I Records contamed m 1Jus system consist or present and <DA Ni 25,;; 94 :?> rormer employees or, and apphcanLs for employment with, 
NASA Exchanges, RecreauonaJ As�oc1a1.10ns, and 
Employees' Oubs at NASA Centen. lndJV1duaJs wuh 
active loans or charge accounlS al one or more or the 
several organ1£at1ons Records contam Exchange 
employees' personnel and payroll records mcludmg mJury 
clatms unemployment clatms b1ograph1cal data. 
performance evaluauoru.. annual and sick leave record-., 
and all other employee records Credn records on NASA 
employees with active accounts 

DESTROY 6 MONlllS AFrER 
Employees Exchange 

2 General meeting mmuLes or acuv1ues associated with the 
acc.-rtoN OR INmATION OF NEW 
COMMrITEE MC.\.fBERSHIP OR WHEN 
J YEARS OID WHICHEVER OCCURS 
nRST 
<DA Nl -255-94-2> 

PASR E JOHNSON SPACE CENTER USC) EXCHANGE 
ACTIVITIES - NASA 72 XOPR 

EMPLOYEE RECORDS or JSC Records in this system consist or employees and past D::CHANGE OPERATIONS 
employees or the JSC Exchange Opera11ons, appllcanlS under PERSONNFL RECORDS ARE 
the JSC Exchange Scholarship Program, and JSC employees RCTAINCD INDCT1NlTELY IN 
or JSC contractor employees part1c1paung m sports or spec1aJ AGENCY SPACC TO SATISFY 
act1V1Ues sponsored by the Exchange Records include a PA YROLI.. REE.\1PLOYMCNT 
variety or data relating to personnel actions and UNE\fPLOYMENT CO\.fPENSATION 
detenninauons made about an md1v1dual while employed by TAX AND EMPLOYEC RETIREMENT 

PURPOSES FOR SUCCESSRJL the NASA JSC Exchange These records cont;J.m infonna1.1on APPLICA:,,n'S UNDER TifE JSC about an md1v1dual relaung to bu1h date, soc1aJ secunty EXCHANGE SCHOLARSHIP 
number. home address, phone number. mar1ta1 status. PROORAM RI:CORDS ARC 
rererences, veteran preference, and other 111formauon rela1.mg \.1Alm'AINED L.Nm... CO\Wl.I:TION 
to the status of the md1v1dual Scholarship information 1s OF AWARDED SCHOLARSHJP AND 

supplied by md1V1duaJs who have applied and mcludes d.u.a ARC TIIEN DESTROYED RECORDS 
on e.duca11on, financial background, and other related 
mformal.JOn 

PERTAINING TO UNSUCCC.SSFUL 
APPLICANTS ARE REfURNED TO llffi 
L\IDIVIDUAL FOR PARTICIPA!'ITS IN 
SOCIAL OR SPORTS ACTIVmES 
RECORDS ARE MAim' AINID FOR 
STATED PARTICIPATION PERIOD 
AND ARE THEN DESlltOYFD 
RECORDS CANNOT BE RErIRCD TO 
ANRFRC 
<DA Nl -255 94-2> 

9090 7 REIMBURSABLE AGREEMENTS - FINANCIAL 

A G!.illlELINES APPI.ICABLE TO RElMBURSABI.E 
AGREEMENTS 

Reports correspondence work.mg files and other 
documentation required on file to support reimbursable 
acuvmes 

RIT AIN ON SITE U.'<TIL REFERE.'<CE 
VALUI: CCASES THEN DC.STROY 
<DA Nl-255 94 2> 

B BENEFITOR FILES 

lnclud� ongmal authont1es for reimbursable funding for 
resident agencies 

DESlltOY 6 YEARS AND 3 MONTI-IS 
AfTER nNAL PAYMENT 
<DA Nl -255-94-:?> 

C OCCUPANCY csscONLY} 

lncludes staffing le\'els, space aJlocat1on uulny coslS burden 
ana]y,;es and all penment mforma110n used m occupancy rate 
development al SSC Records mclude occupancy rate 

lllESE RECORDS ARE U.'<IQUC TO 
SSC AND Wil..L BE MAINTAINED IN 
SSC SPACE FOR 10 YEARS REllRE 
TO FRC WHE\I IO YEARS OLD 

development data. quarterly detail reports, and, SSC 
Personnel S1.rength Reports {mcludmg h1stoncal data) 

DESTROY WHEN 20 YEARS OLD 
<DA N 1 -255 94 2> 

D WORK PERFORMANCE AGREEMENTS {!SC ONJ.Yl 

Records mclude agreemenlS between JSC and other 
government or non-government agencies (the customer) 
\!whereby JSC performs work prescnbed m the agreement and 
JSC 1s reimbursed ror the cost of the worli. by the customer 
These agreement.-, are usually I to .3 years m dur.uion 

I Office of pnmary respons1b1hty 

2 All other orfices/cop1es 

E ALL OTHER OFFICES/COPIES OF THE ABOVE 
RECORDS ITTHER THAN THE OPR 

TRA."1Slc.R TO FRC WHC.\I IO YLARS 
OLD DC.STROY WHEN 20 YEARS 
OID 
<DA NI 255-94-2> 

DESTROY WHCN NO LONGER 
NEEDrD r-OR �\ICE OR WHE.\I 
5 YEARS OLD WHICHEVER IS 
SOONER 
<DA Nl-255 94-2> 
DESTROY WHC.\I NO LONGER 
NCCDED OR WHCN J YEARS OID 
WHICHEVER IS SOOSER 
<DA N\ -255 94-2> 

NOTES Only AFS numbers with defined subJeclS are used - REfENTION - For 1Lems marli.ed Pendmg Retention Approval NOTES Only AFS numbers with defined subJeCIS are used - REfENTION - For 1Lems marli.ed Pending Retention Approval, 
contact your Center Records Manager for mformatmn and/or questions contact your Center Records Manager for mformauon and/or questions 
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9100 8 APPORTIONMENT SCHEDULES • AGENCYWIDE 
CODING STRUCTURE ALSO SEE SCHEDULE 7 

A Apportionment and reapporuonment schedules 
proposing quarterly obhgallons under each authonzed 
appropnauon Research and Development, Space flight and 
Data Commumca11ons, Con.suucuon of Fac1hlles, Research 
and Program Management, and, the Inspector General 

I HEADQUARTERS (CODE B ONLY) 

(These are records sent Lo 0MB and Treasury which show 
the d1V1s1on of fundmg by pmJect/program ) 

--

RETIRE TO FRC 3 YEARS AFTER 
FISCAL YEAR 5 YEARS FOR NO 
YEAR APPROPRIATIONS DESTROY 
\\1-IE..'I NO LONGER NEJ:OED OR 
WHEN 20 YEARS OLD WHICHEVER IS 
SOONCR 
<DA Nl!!!-255-94-2> (N 7-2) 

DESTROY 2 YEARS AFTER TIIE 
Ci...AJ.,1;.Ut' · ·- - ,_ 
GRS!!!S-41 

,_,_f-ll--_ ACCOUNTING RECORDS 

A ,ce ACCOUNTING GENERAL 
C'T1 cc-roRRE"P' ND 

Correspondence or subJect fi.les mamt.amed by oper g-un� 
responsible for expenditures acoounung, penammg to their 
mLemal operauons and admm1sLrauon 

DESTROY WHEN 2 YFARS OLD 
I!!!
� 

B COST REDUCTION 

Repons, correspondence, working papers, and other 
supporting documentaUon requu-cd to be on file 

I Headquarters 

2 Centers 

R.ETIRr: TO FRC 4 YEARS AFTER 
ClDSE OF FlSCAL YEAR IN WHICH 
RECORDS WERE CREATED 
DESTROY b YEARS AFTER SUBJCCT 
FISCAL YEAR 
<l)A N I-255-94-2.> (N 1-181 

RETIRE TO FRC 3 YEARS AFIER 
ClDSE OF FlSCAL YEAR IN WHICH 
RECORDS WERE CREA TED 
DESTROY S YEARS AFTER SUBJECT 
FISCAL YEAR_ 
<IJA Nl-255 94-2> 

92!0 JO SIGNATURE AIJlllORITY FILES 

Records consist of s1gna1ure authonues for rruscellaneous 
adm1mstrat1ve records wtuch include, but are not hm1ted Lo, Dmer's 
Club authonzallons. reports of mad, authont y for specified 
employees to cenify funds etc 

DESTROY UPON SEPARATION 
TRANSFER OR lERMINATION OF 
AlITHORIZED EMPLOYEE OR WHE.'1 5 
YEARS OJD, WHICHEVER IS SOONER 
<IJA 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 mformatmn and/or questions 
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""""" -" GENERAL LEDGER - ACCOUNTING 

� "VJ'INC: r��ER< 

Ledgers shoWing debit and credit entnes, fleciJDL 
expenditures in summary (balanced receipts) 

B TRIAL BALANCE LEDGERS 

Monthly coru,ohdaJ.ed financial reports supported by analyses 
reports a1 the appropriation, fund, or other level, covenng aU 
NASA assets, l1ab1l 1Ues, funds equity, revenues, and costs 
The consolidated Agency-wide report 1s based on and 
includes the tnal balance and related reports submitted by 
each NASA Center 

I ORIGINAL RECORDS (CODE B ONLY J 

(a) Annual September Report 

(b) Momhly repons (other than September) 

2 All other offices/copies of the abo\.e reports (including 
copies mamtamed at NASA Centers) 

DESTROY 6 YEARS AND 3 MONTHS 
�� CLOSE OF rnE FlSCAL YEAR 

i:<VO!!VEQ 
JGRS!!!7-21!!!� 

RETIRE TO FRC WHEN NO LONGER 
NEEDED FOR REFERENCE OR WHEN 
5 YEARS OID DESTROY WHEN 10 
YEARSOID 
<DA Nl-255 94-2> (N 3-6) 

REI1RE TO FRC 2 YFARS AFTER 
FISCAL YEAR INVOLVED DESTROY 
10 YEARS AFIER SUBJECT FISCAL 
YEAR_ 
<IJA Nl-255-94-2> 

DESTROY AS SOON AS ACTIVE 
REFERENCE V ALIJE CEASES OR 
WHEN 3 YEARS OJD WHICHEVER IS 
SOO'IER 
<IJA NI 255-94-2> 

9300 14 FINANCIAL STATUS REPORTS 

A MONIH!.Y CONSOLIQt,I!;;D - t,Qf:NCYY!'.IQI: 
This 1s a monthly consolidated agency wide fmanc1al repon 
of comrrutments, obhgatmns, costs. disbursements and 
resource authonz.auons, consisung of 1 1  volumes organized 
generally by program activity The following hst of reports 
are considered a pan of this senes, but 1s not all mclus1ve 

H1ghhght Repon, Balance of Payments Report, Medical 
Report, Expen and Consultant Repon, SEDSA--EsL 
D1stnbuuon of Selected accounts 

I HEADQUARTERS - OFFICIAL RECORD 

(a) Monthly issues of Volume I, Summary of Data for 
Admimstra11ve Operauons, Research and 
Development. and Construruon of Fac1hues 
Fundmg. and Volume 6. ProJect and Program Year 
Summary by Program Office and by Center 

RETIRE TO FRC AFIER THE CLOSE 
OFTIIE FISCAL YEAR TO WHICH TIIE 
RF.CORDS PERTAIN DESTROY WHEN 
IO!!!YEARS!!!OLD 
<IJA NI 255-94-2> (,'I 3-4) 

NITTES Only AFS numbers With defined subjects are used - RETENTION - For items marked Pendmg Retention Approval, 
contacl your Center Records Manager for mforma11on and/or questions 
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14 (b) Monthly issues of all other volumes oflhe repon 
pnnt.ed 

2 All other copies of the reports m Program Offices, NASA 
Center.;, or other offices 

B !:;QNTRAcrS AN(! !,Rfl,filS R!1�QRTS - STATl,lS
SEE ALSO ITEM 19, SOIEDULE 7 

Records m this caLegory consist of a consolidated agencyw1de 
report of financial and sLa11st1cal data covenng NASA 
contracts, grant�. and mtra-GO\emmental purchase reque�ts 

I HEADQUARTERS - OFFICIAL RECORD 

(a) Annual September Issue (Followmg Formats) 
E-3 E-5A E-7, E-8 E-9,tE-IO,tE- 1 1 . E- 12, 
E-16 E- 1 7  E 26 E-27 E-28 E-29,tE-3 1 . E  34, 
E-34A, E-35, E-36- 1 ,  E-36-3, E-36-4, AND E-38 

RETIRE TO rRC AITER THC CLOSC 
OFTIIE FISCAL YEAR TO WHICH llE 
RECORDS PERT Al� Dl'STROY 5 
YEARS AITER SUBJECT flSCAL 
YEAR 
<DA Nl 255 94 2> 

DCSTROY WHEN ACTIVE RJ:FERC.�CE 
VALVE CEASES OR \\HE.'J 3 YEARS 
OLD WHICHEVER IS SOONER. 
<DA Nl-255 94-2> 

REflRE TO FRC I YEAR AFTER 
CLOSE OF F1SCAL YEAR TO WHICH 
RCCORDS PERTAIN DESTROY 10 
YEARS AITER SUBJECT nSCAL 
YEAR 

(b) Issues of fonnats listed m (a) above. other than 
September 

2 All other copies of the reports m Program Offices, NASA 
Cent.er.;, or other offices 

<DA N 1-255 94-2> 1N J 5 N 7 9) 

Dl'STROY MO:-ITHLY ISSUCS AFTCR 
90 DAYS 011-IER 1ssur.s AFTI:R 11--IC 
CURRENT REPORT IS PRODUCED 
<DA N l-255-94-2> 

DESTROY WHE.'J ACTIVE REFERENCE 
VALUE CEASES OR WHL� 3 YEARS 
OLD WHICHEVER IS SOONER 
<DA NI 255 94 2> 

9600 15 CERTIFICATES OF SETTLEMENT FILES 

Copies of ceruficaJ.es and settlement of accounts of accountable 
officer.;, slalemenLs of differences, and relaJ.ed records 

-i\--�rmg closed account settlements, 
p ental settlemen�. and finaJ ba1ance 

setllemenl.s 

B Ce111fica1es covering penod seulement.s 

C Schedules of ce111ficaies of settlement of clamts settled by the 
Genera] Acrounung Office 

DESTROY 2 YEARS AfTCR DA TE OF 
SETTLE'J.fEN'T 
IGRS6-3•1 (N 2 3 N 2 4) 

't"=" SUBSEQUENT
CERTIFICAt, ...., v,
ARE RECEIVED � 
IGRS 6-3b] 

DESTROY 2 YEARS AFTER DA TI: OF 
SCTTLEMENT 
<DA NI 25594-2> 

9630 19 NONCOMMERCIAL REIMBURSABLE 
TRAVEUPASSENGER FILES 

Records and copies of records relaLmg Lo re1mbursmg md1v1dua1s, 
such as travel order.;, perd1em voucher.;, and a11 other supponmg 
documents relaJ.mg to official travel by officers employees,
dependents, or others authonzed by law 10 travel 

Dl'STROY WHEN 6 YEARS OLD 
[GRSt9 Ja) 1Nt22-I N 22-2) 

C ALL OTHER OFFICP/COPIES 

D l,lN\JSED TICKET REDEMPTIQN FORMS. such as SF 
1 1 70 or other miscellaneous travel documenlalmn 

TRAVEL AND TRANSPORTATION FILES - GENERAL 

--A,�tme admm1suat1ve records 1ncludmg correspondence, 
fofmS':"and.,i:elated records penammg to commerc1a1 and 
noncommer�� and transportation, and freight 
funcuons, nol covered elsewn'ert-rn · scheduJe or 
Schedule 6 

B AccounLab1hty records documentmg the issue or receipt of 
accountable documents 

<DA NI 255-94-2> 

Dl'STROY 3 YEARS AFTER lllE YEAR 
IN WHICH THE TRANSACTION IS 
COMPLETED 
[GRS 9-le] 

DESTROY WHE.'J 2 YEARS OLD 
IGRSt9-hl 

9791 22 

C Credit card files and documen1a1.1on show 1s�uance by 
commercial organ1u1.mns for reissue to agency personnel for 
their use while on offic1a1 uavel duty, receipts, register.;, or 
other related doruments 

IMPREST FUND 

Records m this senes mclude but are not hm1Led to the following 
Lypes 

Acknowledgement or rcspons1b1l1ly form,;; for cashier.;, Release of 
resporu;1b1hty, Imprest Fund Alarm Syst.em, Requot to Increase 
Imprest Fund Advance, and, Audit of Imprest Funds 

DCSTROY CREDIT CARDS AND 
RELATED PAPERS UPON RECEIPT OF 
NEW CRIDITCARDS 
<DA Nl 255 94 2> 

DC.STROY UPON SrJ>ARATION 
TRANSFER OR TEltMINATION OF 
AllTHORIZED CMPLOYEC. OR WHEN 
5 YCARS OLD WHICHEVER IS 
SOONER 
<DA NI 255•94 2> 

NOTES Only AFS numbers with defined subJect.s are used - REfENTION - For Uem� marled Pendmg Ret.enlmn Approva1, NOTES Only AFS numbers with defined subJect,;; are used - RETENTION - For items marked Pendmg Ret.entmn Approva1, 
contact your Center Records Manager for mformalion and/or questions conLact your Cent.er Records Manager for mfonnaL1on and/or questions 
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• INSPECTOR GENERAL RECORDS * 
(see below) 9800- INSPECTOR GENERAL FILES - AUDITS AND 

9999 INVESTIGATIONS 
(secbeJow)9800 lnvest11!ahons PrOl!ram 

9800 26 

Formerly
AFS!'lj99l0 
m NPR 
1441 IC 

2• 

-

SEMIANNUAL REPORT TO CONGRESS 

Reports prepared by the slal.uLory OIG's and submmed to the 
Congress, and work.mg papers The reports summanze the act1V1lles 
of the OIG for the 6-monlh penods end mg March 31 and September 
30 For dela.11s on the compos1t1on of these reports, sec Secllon 5, 
Public Law 95-452, as amended by 5 U S C  Appendix 

tt "" 1>"1>QRT nm ONL Yl 

B WORKl�Q a�oll6CKQBQ!lli!:! PAf!;RS 

C 6!.!. Qil:!l;;B QEEICl:SIJ:Qfl!lS 

� COPIES 

Records that are created on electronic mall and woru 
proccssmg systems and used solely to generate a 
recordkeepmg copy of the records 

• PERMANEITT • 
CLOSE FILE UPON 11!.ANSMISS!ON TO 

����� 
<DA NI 255-00 3> 

DESTI!.OY WHEN NO LONGER 
NEEDED 
<DA Nl-255-00-3> 

DESTI!.OY WHE.� NO LONGER 
NEIDED 
<DA � I 255-00 3> 

DESTI!.OY/DEI.E:fE AFTER THE 
nr"'ORDKEEPING COPY HAS BEE.\! 
PRO 
<DA � I 255-00 3> 

9800 

Formerly 
AFS!'lj9910 
ln!'ljNPR 
1441 IC 

98!0 

27 

23 

PASR 

INDEXES TO CASE Fll,ES 

Used as references to OIG case files 

INSPECTOR GENERAL INVESTIGATIONS CASE FILES -
NASA I0!'ljIGIC 

A 6QENCY PRQQRAMSIQPERATIQNS 

DESTI!.OY WITH REI.A TID RECORDS 
OR WHEN NO LONGER NEEDED 
WHICHEVER IS SOONER 
<DA Nl-255-00-3> 

Case files developed dunng mvest1ga11ons of known or 
alleged fraud and abuse and megulant1es and v1ola11ons of 
laws and regula11ons, mismanagement... gross waste of funds, 
abuse of authonty, or a substanual and specific danger lo the 
public health and safety Also included are mvestJgauve files 
relillmg to a vanely of admm1stra11ve matters such as potential 
or actual tort claims for and agamst the Government and 
management and program studies Cases relate to agency 
personnel and programs and operations admml\tered or 
financed by the Agency, mcludmg contractors and others 
havmg a rela110nsbrp with the Agency This includes 
investJga11ve files relaung to employee and hotline 
complamts, and other m1scellaneous complamt files Files 
consist of mvesugat1ve repents and related documents, such as 
corresrondence. notes attachments. and work.mg papers 

NOTES Only AFS numbers with defined subjects are used - RErENTION - For items marked Pendmg Retention Approval, 
contact your Center Records Manager for mforma11on and/or questions 
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Note A file 1s not closed unul all Jud1c1al and adm1mstrauve 
avenues and cons1derauons have been finally 
exhausted 

23 t Files contammg mfonnallon or allegations which arc of 
an mvesllgill1ve nature but do not relille to a specif!'ljic 
mvest1gill1on They mclude anonymous or vague 
allegillmns not waJTantmg an mvcstJgauon, millters 
referred to conSllbJents or other agencies for handling and 
support files prov1dmg general mfonnat1on wtuch may 
prove wdul m lnspector General Invesugat1ons Cutoff 
annually 

2 Case files developed dunng mtem!'ljal mvcst1gat1ons of OIG 
employees 

3 All other mve�Ugauve case files except those that are 
unusually s1gn1ficant for documenting maJor v1ola11ons of 
crmunal law or ethical standards b) Agency officials or 
other; 

4 S1gmficant case fiJes, because the case iltlracts nat10nal 
mecha auenuon, results in a Congressional mvcst1ga1mn. 
or results m substanu,e change m Agency rollcy or 
procedures Examples mclude the Challenger and Hubble 
mvesugauons S1gmficant cases will be selected by the 
NASA Office of lnspector General based on the cntena 
listed m this 1lfm 

(a) UUICl41 --- 111c .. 
mvest1ga11on and used to develop the final repon 
Documents are serialized and mamtamed m official 
case folders 

(bj Background files, nolcs, duphcaLc copies, and other 
matenals collected durmg the mvesUgat1on but not 
mcorporatod mto the official case file and not used to 
develop the final repon. 

-· nf ,- . ...1 thal are created on electromc 
mall and word processing systems ana useo so, .. ,1 ,u 
generate a recordlceepmg copy of the records 

DESTROY WHE.� S YEARS OLD 
<DA Nl -255-00-3> 

DESTI!.OY 10 YEARS AFll:R CASE IS 
CLOSED OR AFTER THE EMPLOYEE S 
SEPARATION WHICHEVER IS 
LONGER 
<DA Nl 255-00-3> 

PLACE IN INACTIVE FILES WHEN 
CASE IS CLOSED CLOSE INACTIVE 
FILE AT END OF FISCAL YEAR 
DESTI!.OY 10 YEARS AFTER FILE IS 
CLOSED 
<DA Nl-255-00-3> 

•PERMANENT• 
'"A""·""  

AFTER FILE IS CLOSED 
<DA Nl 255-00-3> 

DESTI!.OY 10 YEARS AFTER FILE IS 
CLOSID 
<DA NI 255-00-3> 

DESTI!.OY/DEI.E:fE AFTER THE 
HAS BEEN 

PRODUCED 
<DA Nl -255-00-3> 

NOTES Only AFS numbers V1r1th defined subjects are used - RErENTION - For items marked Pendmg RetenUon Approval, 
contact your Center Records Manager for infonnauon and/or questions 

9.10 



--

FINANCIAL MANAGEMENT AND SCHEDULE 9 FINANCIAL MANAGEMENT AND SCHEDULE 9 
INSPECTOR GENERAL RECORDS (AFS 9000-9999) INSPECTOR GENERAL RECORDS (AFS 9000-9999) 

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

9820 24 POLICY AND PROCEDURE FILES - HQ ONLY 

Records defmmg and documentmg the pohc1es required for 
drrectmg, controllmg, and carrying out OIG operauons Also 
records on planning and developing OIG pohc1es and procedures 
Records can consist of manuaJ handbooks, drrect1ves, and work.mg 
papers Add1uonal reference 1s found m NPR 1200 I, Management 
Control Audit Liaison, and Audit Follow-up 

~npv 

One re.cord copy of each 1f not included m lhe Agency's 
permanent sel of masLer d1recuves file� or lhe record set of 
publ1cauons 

• PERMANE.'<f • 
CLOSE SET OF DIRECTIVES OR 
�- � 1r TIONS WHE.'1 SUPERSEDED 
OR!!!OBSQ ___ -.... ...  1ARA 
IN 5 YEAR BLocKS WHEN 10 YEARS-
OUJ 

B WQBKlt!!Q fll.f!IBS 11.t!!Il 611.(1'.QBQ!.lt!!DMll.T�B!Af.S 

C ALL OTHER OFFICES/!:;QP!@ 

"- PLECTRONIC COPIES 

Records lha.J. are created on elecuo ..... 
processing sy:aems and u�d M>lely to genera1.e a 
recordkeepmg copy of lhe records 

<DA N 1 -255-00-3> 

DESTROY WHEN NO LONGER 
NEEDED 
<DA Nl -255-00-3> 

DESTROY WHE.'1 NO LONGER 
NEEDED 
<DA Ni-25�-00-3> 

DESTROY/DEIETE AFTER THE 
----RDKEEPING COPY HAS BEE.'l 
PROD---
<DA Nl -255 00-h 

9890 245 INSPECTIONS AND ASSESSMENTS FILES 

Case files of inspecuons and �essments of Agency programs, 
operauons, procedures, and those relaling 10 contractors and 
grantees Files consist of reporu, corre:;.pondence, memoranda. and 
documentauon 

A OFFICE CONDUCTING REVIEW 

B ORQAt!!IZ�TION BErNG REV!!;WED 

Cl.DSE FILE AT END OF flSCAL YEAR 
AJTER CLOSE OF CASC DESTROY 10 
YCARS AFTER CLOSE OF CASE 
<DA NI 255 -00-3> 

CLOSE FILE AFTER CLOSUR.C OF AU. 
RCCOMMC'IIDATIONS DC.STROY 3 
YEARS AFTER CLOSC OF Fll.E 
<DA NI 255-00-3> 

24.S C II.!.!. QililiB QEEl!:la !:Qflla-'i 

D S!Qt!!l!:Kll.lSI !:11.S!l FILES 

The case auraclS nat1onaJ media auen11on, results in a 
Congressional invest1gat10n, or results m subslant1ve change 
in Agency policy or procedure..-. S1gmfican1 cases will be 
selected by the NASA Office of Inspeclor General based on 
the crnena hsled in lh1� 11em 

Cl.DSE FILE AFTER CLOSURE OF AU. 
RECO\1ME.'lDA11ONS DESTROY 3 
YEARS AFrER CLOSE OF Fll.E 
<DA NI 255-00 3> 

•PERMANENT• 
--..1 ,,.., develoo the finaJ repon DocumenlS are 

I Official case file - records crea1.ed dunng evaluallons and 245 
TRANSFER TO NARA JO YEARS 

mamtamed m omc1a.i case ·----� AFITR Fll.E IS CLOSED 
<DA NI -

DESTROY IO YEARS AFTER ALE IS 
maJ.enals collected during evaluations but nol 

2 Background files, noles. duphcaie copies, and olher 
CLOSCD 

incorpora.J..e.d mlo lhe official case file and nol used lo <DA N l-255-00 3> 
develop the final repon 

DESTROY /DEIETE AFTER THE 
RECORDKEEPING COPY HAS BEEN 

Recoras u1111. dJc ~·· =nrd 

E E�EcrBQNI!:; !:QPIES 

PRODUCED 
.. ,. ,,,,, IV\ 3>processing system� and used solely to generate a 

recordkeepmg copy of lhe records 

9910 25 AUDIT FILES 

A DEFEt!SE M�TER!ll.LS SYSTEM iDMSl AUDITS 

Audit repons and related papers penammg to lhe DMS 

DESTROY WHEN 5 YEARS OUJ 
<DA NI 255 00 3> !N 6 2 N l7A16) 

I Office of Pnmary Respons1b1h1y 

DESTROY WHEN 3 );'EAR� OLD 
<DA N 1 255-00-3> 

2 All other offices/copies 

-· DESTROY /DEIETE AFTER THE 
mail and word processmg sysLems anu 

of records Lhat are crea1.ed on elecLromc 
n.,,,...,..RDKEEPING COPY HAS BEE.'l 

genera1.e a recordkeep1ng copy oflhe records PRODUCED 
<DA NI 255 -00-3> 

A rNTERNALAIQ 

Case files of 1memaJ audits of Agency programs, operallons, 
procedures, external aud1lS of contractors and granLees Files 
consist of audit reporu. correspondence, memoranda. and 
supporUng work.mg papers 
I Office conductmg review CLOSEALC AT END OF flSCAL YEAR 

AFTCR CLOSE OF CASE  DESTROY 8 
YEARS AFrER Cl.DSE OF CASE 
<DA N I  255 -00-3> 

KID' FOR 3 YCARS DESTROY AfTCR 
(Record cutoff dalt  1s dill.e of aud11 repon J 

2 Organ1za11on being nud11ed 
8 YCARS OR WHC."11 NO LONGCR 
NECDCD 
<DA NJ 255-00-3> 

DESTROY 3 YEARS AFTCR DA 11: OF 
AUDIT REPORT - <DA N 1 -255-00-3> 

3 All other offices/copies 

-
DESTROY/DELETE AFTER THE 

mail and word proce iT1g._.e1m:J1nd u�ed solely to 
----Z-Eteotmruc,£oe1es �cords lha.J. are crea1.ed on electronic 

RECORDK.EEPING COPY HAS BEEN 
generate a recordkeepmg copy of lhe recoru� PRODUCED ""' " 

NOTES Only AFS numbers with defined subJeclS are used - REfENTION - For it.em� marked Pending Retenllon Approva], NOTES Only AFS numbers wilh defined subJeclS are used - REfENTION - For it.ems marked Pendmg Retention Approval 
contact your Cent.er Records Manager for infonna.J.10n and/or questions contact your Cent.er Records Manager for mfonnat10n and/or quesuons 
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9920 

-r- --t

28 

---

GAO AUDITS 

A � 

Case files on GAO audits of NASA acuv1ues Includes GAO 
audit reports, conespondcnce, cert1fica1es of clearance, 
nouce of completion. and all related papers Add1tmnal 
reference ts found ID NPR 1 200 I Management Control 
Audn L1i11son, and Audit FoUowup 

I Headquarters haason office for GAO audits 

2 OrgamzaJ.mn auchted or orgamzatlon controlhng auchtcd 
NASA Contracts (Record cutoff date 1s dale of audit 
repon!!!) 

1- .;!!!wEJ•ec�opies of records that are created on elecuomc -
mail and word p s!!!and used solely to 
generate a reconil.eepmg copy of the reron1,) 

B CONTRACTORS 

Case files on GAO audits of NASA conlractors 

I Cogmz.ant procurement office 

2 All other offices/cop1es 

3 Elecuomc copies ofrecon:1s ......... ..... 1c 
mad and word processing systems and used solely to 
genera1.e a recordkeepmg copy of the records 

RETIRE TO FRC 2 YEARS AFTER 
DA TE OF AUDIT REPORT DESTROY 8 
YEARS AFTER SUBJECT DA TE. 
<DA Nl-255-00-3> (N 6 1) 

KEEP FOR J YEARS DESTROY AFTER 
8 YEARS OR WHE< NO LONGER 
NEEDED 
<DA NI 255-00-3> 

Dl'.STROY/DaETE AFTER THE 
RF.CORDKEfl'ING COPY HAS BEEN 
PRODUCED 

....... ,..� 'l> 

DESTROY Wll1I RCu\TED 
CO:mtACT Fil£ 
<DA NI 255-00 3> (N 6-3) 

DESTROY 3 YEARS AFTER AUDIT 
<DA N 1 255-00-3> 

DESTROY /DU.EfE AFrER TIIE 
• • •  DEE,',1 

PRODUCED 
<DA Nl!!!-255-00-3> 

NITTES Only AFS numbers with defined subjects are used - REfENTION - For items marled Pending Retention Approval, 
contact your Center Records Manager for mfonnauon and/or questmns 

9-13 

ThlS document Is updated frequentty; therefore, pnnted cop10s may be obsolete Refer to the Change History Log at the 
beginnmg of NPR 1441 1 in the NASA Online Directives Information System (NODIS) for current version 

9960 29 AUDITS OF CONTRACTORS 

A NASA 

Case files on NASA audits of contractors, mcludrng papers 
related to NASA audits for other Go,cmmcnt agencies, such 
as DoD Add1llonal reference 1s found m NPR 1200 I .  
Management Control, Audit Liaison, and Audit Followup 

I Office perform mg lhe review Record.keeping Copy 

2 CognLZant procurement office 

3 Other NASA Audit offices 

4 All other offices/cop1es 

5 Elecuomc copies of'recorffl that=meaeau:d�� 
mall and word processing systems and used solely to 
generate a recordke!!!mg copy of the records ep 

B QT!ffiB A!,!D[[S QE tlAS,:l. (ONTRll£[QRS 

Includes Defense Contract Audit Agency (OCAA) and HHS 
audit repons, correspondence, and all related papers 

I Cog111zanL regional aucht office Recordli.repmg Copy 

2 Cognu.ant procurement office 

J All other office.s/cop1es 

4 Elecuomc copies of re.cords that are ere� 
mail and word processmg systems and used solely to 
generate a re.cordkeepmg copyof the records 

RETIRE TO FRC 2 YFARS AFTER 
DATE OF FINAL AUDIT REPORT 
DESTROY 8 YEARS AFTER SUBJECT 
DATE. 
<DA NI 255-00-3> (N 6-4) 

DESTROY Wll1I REIATED 
CO-.rraACT Fn..E 
<DA Nl-255-00-3> 

DESTROY J YEARS AFTER DATE OF 
ANAL AUDIT REPORT 
<DA Nl-255-00-3> 

DESTROY I YEAR AFTER DATI: OF 
ANAL AUDIT REPORT 
<DA N l-255-00 3> 

DESTROY /DaETE AFTER THE 
�EEN 

<DA NJ-255-00-3> 

0[.STRQY 3 YEARS AFTER DATI:OF 
AUDIT REPORT 
<DA Nl-255-00-3> (N 6-5) 

Dl'.STROY Wll1I REL,\ TED 
CO-.rraACT Fil£ 
<DA NJ -255-94-2> 

DESlltoY I VF.AR AFTER DA IB OF 
AUDIT REPORT 
<DA NJ -255-00-3> 

--- -Y/DEI..ErE AFTER TIIE 
RF.CORD!!!' ...... ......... 
PRODUCED 
<DA N l-255-00-3> 

NITTES Only AFS numbers "'1th defined subjects are used. - REfENnON - For it.ems marked Pendmg Retenuon Approval, 
contact your Center Re.cords Manager for mforma110n and/or questions 
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APPENDIX E. 

Crosswalk of NRRS 7 and 8 to New Program/ProJect Schedule Items 
Joly 9, 2004 

CHAPTER 10. NRRS 10 

AFS # ITEM 

1000 I 

1000 2 

RECORDS COMMON TO MOST OFFICES 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

READINGd/ CHRON FILES 

ROUGH DRAFI'S, WORKING NOTES 

Notes, records from which reports, staff papers. and other dorumenlS 
have been prepared and approved 

1000 3 STENOGRAPHIC NOTEBOOKS 

Notebooks from which notes have been transcnbed DESTROY WHE."11 NOTI:S HAVE BEEN 
TRA.."IISCRIBPD OR NO L0:'1/GCR 
NFI.DfD WHICHEVER IS SOONER 

1000 s INFORMATION COPIES 

Copu�s of telegrams, d1spa1ches, 1nsuucuons. )ellers. memorandums, 
correspondence and other documents which arc not a part of the 
official subJect or case file 

1000 6 LETTERS - GENERAL 

A Transnunal letters without auachments 

B Leuers and notes of simple acknowledgement.. and expressions 
of apprec1auon for coopera11on and assistance 

1000 7 OFFICE WORKING FILES - DUPLICATE COPIES 

A CQRB.£SfQ�E�Q; 

7 I lntema1 memoranda regarding details of office 
management. forwarding of checks arrangements for 
leave, for travel, genera.J cooperation, 1uneranes -� Correspondence and notices regardmg changes or 

""""-11.,_nn<. n d1rectones 

3 Correspondence regarding plans for conferences and 
meetings, mv1LaJ.1ons to attend and acceptances or regrets, 
notices, arrangements for space and fac1ht1es, 
arranizements for ch"1"""rson, or s�akers, EXCLUDING 

E-1 

RETENTION 
<AuthontQ 

SEE SCHEDULE I 

DESTROY WHEN NO LONGCR 
:-IEEDED 

DES'ffi.OY WHCN NO LO!'IIGr.R 

:-IEEDED OR WHE'< ONE YEAR OLD 
WHICHEVER IS SOONER 
<DA Nl -255-94 1 Schedule 1n8/D> 

��TROY WHEN THRCE MONTHS 

(GRS 14-1 ]  

DES'ffi.OY WHEN ONE YEAR OlD 

<DA NI 255 94--1 Schedule I nS/0> 

DESTROY WHCN ONC YEAR OLD 
<DA Nl -2'i5 94-I Schedule 1ns10> 

DE.sTIWY IMMEDIATELY OR WHE."11 
NO LONGER NEEDED FOR 
REFERENCE, OR UNDER A 
PREDETERMINED SCHEDULE OR 
BUSINESS RULE (E G 
11- ·- THC ALITO-DELEIT 
FEATUREOf L ·i:. NIC 
MAIL SYSTEMS I ----i.
[GRS 23 71 

DESTitOY WHE."11 ONC YEAR OLD 
ALSO SEE SCHEDULE I 
<DA �I 255-94-1 Schedule JnS/0> 

APPENDIX E. 

Crosswalk of NRRS 7 and 8 to New Program/ProJect Schedule Items 
July 9, 2004 

SUBJECT AREA OR RECORD TITLE 
AFS # ITEM DESCRIPTION OF RECORD SERIES 

the record copy of final approved agenda or programs, 
minutes, transcnpts or proceedings, ,;peeches delivered, 
and comments made at or after the meet mgs or 
conferences 

B REQUESTS 

I Requests for mformatmn and rephes mvolving no 
-t------ad,mm1strat1"e action, no new dec1smns hy NASA and no 

ongma.1 ' ,...r snec1al data 

2 Requests for duphcaung. for photography for the 
preparation of graphics or charu, for !>lenograph1c 
services 

RETENTION 
<Authorn2 

DES'ffi.OY IMMEDIATELY OR WHEN 
NO LONGER :-IEEDED FOR 
REFEREN'CE. OR UNDER A 
PREDETERMINED SCHEDULE OR 
BUSINESS RULE (E G 
.... �NTING TI-IE AlITODELETE 
FEATURE vr " -- --ONIC 
MAIL SYSTEMS) 
[GRS ,J-7] � 

DCSTI!OY WHE.'l ONE YEAR OLD 
ORlCE OF PRIMARY 
RESPONSIBILITI fOPRJ SO: 
SCHEDULER2 

1000 9 OBSOLETE FORMS 

Obsolete blank form� DES'ffi.OY l\1MEDIATELY 

1000 IO INFORMATION ONLY COPIES 

Issuances, notices, reporu., releases, tabulauons and publlcat10ns of 
other agencies or private mdustry submitted or received for general 
mfonnauon purpo::,es only 

DES ffi.OY WHE."11 ONE YCAR OLD 
<DA NI H5 94 1 Schedule I nS/0> 

3000 II VOLUNTARY ACTIVITIES /  CHARITIES 

Record,; pertammg to chanty drives and other voluntary act1v1t1es 
not part of the regularly assigned funcllons of the Agency 

DESTI!OY WHEN ONE YEAR OLD 
ALSO SO: SCHEDULE 3 

13 REFERENCE DATA 

Mmor 11.cm." of reference data sent to Centers soleiy for their 
mformat10n and not requmng any specific adm1mslrat1ve action 

14 EXCESS OFFICE SUPPLIES 

Excess, unused, office �uppl1es ano · ---de.cl m 
the operauon of the office 

15 PUB LI CA TIO NS AND OTHER PRINTED MATERIALS 

NOTE The office ofongm or office ofpnmary respons1b1hty, of 
any published material should mamtam one complete �et- mcludmg 
obsolete and superseded items 

Telephone Directories- ohsolete/!>upen.eded 

E-2 

DESTI!OY WHE.'l ONE YEAR OLD 
<DA NJ -255-Q4-l Schedule 1n8/0> 

RE.TUR.."11 TO STOCK 

DCSffi.OY IMMEDIATELY OPRRSEE 
SCHEDULC I 




