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SCHED~LE 3
 

ITEM MINIMUM 
fl:!FI# I DESCRIPTION OF RECORD SERIES RETENTION 

OFFICIAL PERSONNEL FOLDER (FILE) 

rda filed on the RlGHT lide of the Official Peraonnel Folder (OPF) 
temporary papen on the LEFT Iide of the OPF) Folden
 

covenng e oyment termmated after December 31, 1920, excluding those
 
aelected by the ronal Archivel and Recorda Aduwuatratlon for permanent
 
retention. [SEE N )
 

A. TRANSFERRED EMPL S.	 SEE FEDERAL PERSONNEL 
RECORD	 COPY HQ - Office MANUAL FOR INSTRUCTIONS 

RELATING TO FOLDERS OF 
EMPLOYEES TRANSFERRED TO 
ANOTHER AGENCY 
[GRS l-la (88») 

B. SEPARATED EMPLOYEES.	 TRANSFER FOLDER TO NATIONAL -
RECORD	 COPY; HQ - Office of Human Reaoureea and Educul ST. LOUIS, MO, SODAYS AFTER M~ 

SEPARATION NPRC WILL R(~
ESTROY 65 YEARS AFTER /L~

<>U:~nJO.TION FROM FEDERAL vY" 

C. ALL OTHER OFFICES/COPIES 

TEMPORARY INDIVIDUAL EMPLOYEE RECORDS 
1300iJj
(N 15-8)	 All copiea of ecrrespen en DESTROY UPON SEPARATION OR 

.ide of the OffiCial Penonnel Folder i accor a TRAN 5'F'ER OF EMPLOYEE OR 
Penonnel Manual, Chapter 293, and Supplement 292-31, WHEN 1 YEAR OLD, WHICHEVER 
EXCLUDING performance-related recordl. . SEE ITEM 3 OF THIS 

SCHEDULE ION OF
 
TEMPORARY PERFORMANC -
RELATED RECORDS.
 
[GRS 1-10 (89»)
 

Master files and data bases created in central data processing facilities 
to supplement or replace the OPR's are NOT AUTHORIZED for disposal. 
Such files MUST be scheduled on an SF 115. 
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SCHED'ULE 3
 

ITEM MINIMUM 
~lUFl #,1 DESCRIPTION OF RECORD SERIES RETENTION , -

EXECUTIVE RESOURCES MANAGEMENT SYSTEM 

Biographical data, u rairung, work experience, and career 
mtereata of mdlvlduala with expene education unique to the 
NASA nuS8lon In the techrucal and adnuruatratlv who are 
cODaldered to be candldatu for key po8ltlona within NASA. 

INTERAGENCY PERSONNEL AGREEMENTS (IPA)
{3lO0] 

Recorda in thia lenu CODalatof confidential filea which are Ulignment 

- NASA 10 ERMS 

RECORDS ARE RETAINED 
FOR VARYING PERIODS OF 
TIME DEPENDING ON THE 
NEED FOR USE OF THE FILES AND 

DESTROYED OR OTHERWISE 
D OF WHEN NO LONGER 
NEEDED. G~~u;,L 

all COrrellpondence, the IP A form, and any other related documentation and 
matenala. These filel are tYPically filed by individual'. lut name and 
include IPA Form No. 6069-10.4 plu. all Uloclated background documentation. 

A. RECORD COPY 
HQ 

B. All other officu/copiu. 

EXECUTIVF. POSITION FILES - PERFORMANCE FILES 

Non-SES ap~oint_ (u defined m 6 U.S.C. 4301(2» includin, recorda 

agreement. authonaed by the Intercovemmental Penonnel Ad of 1970, inc1udinc 

excepte<t r.lleltlona 

1.	 . all of unacceptable performance, 
propo. emotion or removal 11 wued 
all related ument •. 

2.	 Performance recorda lupeneded through 
jUdiCial, or quul-JudlClai procedure. 

S.	 Performance-related recorda pertairunl 

where a notice of 
but not effected, and 

IW"~DlD" 

to a former emp 

(a) Latut ratml of record S yean old or 1_ and performance 
plan upon which it iI bued and any lummary ratin,. 

(b)	 All other performance plana and ratinp. 

RETIRE TO FRC 2 YEARS 
AFTER TERMINATION DATE OF 
AGREEMENT. DESTROY WHEN 10 
YEARS OLD. 

DESTROY WHEN NO LONGER 
NEEDED OR WHEN 6 YEARS OLD, 
WHICHEVER IS SOONER. 

{SEE NOTEI NEXT PAGE] 

DESTROY AFTER THE EMPLOYEE 
COMPLETES 1 YEAR OF 
ACCEPTABLE PERFORMANCE FROM 
THE DATE OF THE WRITTEN 
ADVANCE NOTICE OF PROPOSED 
REMOVAL OR REDUCTION IN 
GRADE NOTICE. 
[GRS 1-23(a)(l) (89») 

DESTROY WHEN SUPERSEDED. 
[GRS 1-23(a)(2) (89») 

PLACE RECORDS ON LEFT SIDE OF 
THE OPF AND FORWARD TO 

NING FEDERAL AGENCY UPON 
TRA ER OR TO NPRC IF 
EMPLO SEPARATES (SEE ITEM 
Ib OF THIS EDULE). AN AGENCY 
RETRIEVING F FROM NPRC 
WILL DISPOSE OF SE 
DOCUMENTS IN ACCO NCE WITH 
ITEM 6a(3)(b) OF THIS SCH 
[GRS 1-23(a)(3)(a) (89») 

DESTROY WHEN S YEARS OLD OR
 
WHEN NO LONGER NEEDED,
 
WHICHEVER IS SOONER.
 
[GRS 1-23(a)(S)(b) (89»)
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SCHEDULE 3
 

ITEM MINIMUM,
 
. rUFI#! DESCRIPTION OF RECORD SERIES RETENTION
 

CONTINUED: EXECUTIVE POSITION FILES - PERFORMANCE FILES
 

4. All other lummary perfonnance appraual 
perfonnance appl'&lsala and Job elemenh 
which they are bued 

recOrdl, including 
and Itandards upon 

DESTROY S YEARS AFTER 
DATE OF APPRAISAL. 
[GRS 1-23a(4) (89») 

Supportmg documentl DESTROY S YEARS AFTER DATE 
OF APPRAISAL OR WHEN NO 
LONGER NEEDED, WHICHEVER IS 
SOONER. 
[GRS 1-23a(6) (89») 

B. 

1. Perfonnan recorda IUperHded throqh 
judiCIal, or q I-Judicial procedure. 

an adminiatrative, DESTROY WHEN SUPERSEDED 
[GRS 1-23b (89») 

2. recorda pertainin, to a fonner SES appomtee. 

(a) Latat ratm, 
perfonnance 
ratin, 

of 
plan 

ord that iI I_ than 6 yean old, 
u n which It Ia bued, and any IUmmary 

PLACE RECORDS ON LEFT SIDE OF 
THE OPF AND FORWARD TO 
GAINING FEDERAL AGENCY UPON 
TRANSFER OR TO NPRC IF 
EMPLOYEE LEAVES FEDERAL 
SERVICE (SEE ITEM Ib OF THIS 
SCHEDULE). AN AGENCY 
RETRIEVING AN OPF FROM NPRC 
WILL DISPOSE OF THOSE 
DOCUMENTS IN ACCORDANCE 
WITH ITEM 6b(2)(b) 
SCHEDULE. 

OF THIS 

[GRS 1-23b(2)(a) (89») 

(b) All other perfonnance ratm,"~ and plana. DESTROY WHEN 6 YEARS OLD, OR 
WHEN NO LONGER NEEDED, 
WHICHEVER IS SOONER. 
[GRS 1-23b(2)(b) (89») 

S. All other perfonnance appr&l.a1s, along with job elementl and 
Itandards (Job expectahons) upon which they are bued, 
EXCLUDING thOle for SES appomteel lervmg on a Presidential 
appomtment (6 CFR 214). 

DESTROY 6 YEARS AFTER 
OF APPRAISAL. 
[GRS 1-23b(3) (89») 

DATE 

4. Supporting documentl. 
OF 

TROY 6 YEARS AFTER DATE 
PRAISAL OR WHEN NO 

LONG NEEDED, WHICHEVER IS 
SOONER. 
[GRS 1-23b 

Performance records pertaining to Presidential appointees are not covered 
under any of these schedule Items nor the GRS. Such records. If any. 
must be scheduled through the local Instaliauon Records Manager and 
forwarded to the NASA Records Officer for submission and approval to the 
National Archives and Records Ad mtnistratton. 
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SCHEDULE 3
 

ITEM MINIMUM 
~lUFf #.1 DESCRIPTION OF RECORD SERIES RETENTION 

NASA-CSC EXECUTIVE ASSIGNMENT FILES 

Standard Fonn 171 on each NASA employee GS-16 or over together WIth DESTROY 3 YEARS AFTER 
addltlonalm(onnatlon cleaned (rom newspaper, house orcana, etc. Aleo SEPARATION IO{6 IS-/'I? 
lD IIOmec_, aecunty and eonfldentrel mCormatlon. 

7 
{3273]
(II 1-35) Docume relating to appralSall, eIther onllte or by other review DESTROY 6 YEARS AFTER 

procedUre8, ueh .. Manpower Audit Director'l ReYlew o( Laboratoriea APPRAISAL IS CONDUCTED. 
and Staff {liN /J tJ$J 

I	 S OF PERSONNEL ACTIONS 
{3290] 
(II 15-15) ntine imtlal employment, promotions, transfen, in 

or out, separation, and not cahon o( all other indivIdual penonnel 
actiona, exclu'lve o( thOle in e OffiCIalPenonnel Folden, mcludme 
COpl" or equivalent, not filed OPF. 

A.	 Chronological file COpl.. , inclu DESTROY WHEN 2 YEARS OLD. 
penonnel office•. [GRS 1-14a (92») 

B.	 All other copiea maintained m penon DESTROY WHEN 1 YEAR OLD. 
[GRS 1-14b (92») 

(II 4-5) C. Payor fiaeal copy. (NOT filed an the OPF)	 DESTROY WHEN RELATED PAY 
RECORDS ARE AUDITED BY GAO OR 
WHI,N S YEARS OLD, WHICHEVER IS 
sooxsa. 
[GRS 1-11 (88)) 

9 DUPLICA TE COPIES - PERSONNEL FILES AINT AINED OUTSIDE PERSONNEL 
{3290] OFFICES) 
(II 15-19) 

COpl.. o( document. duplicated in the OPF and not provided (or elee 
thll schedule (ancludlne employ ... and nuiJtary detall_). 
ISEE NOTEI) 

A.	 SUPERVISOR'S PERSONNEL FILES 

Correapondence, memoranda, (Orml, and other recorda relatine to REV W ANNUALLY AND DESTROY 
positIon., authori&ationa, pending actIons; copiu o( poaition SUPER DED OR OBSOLETE 
ducnptionl, requuta (or personnel action, and recorda on DOCUM TS; OR DESTROY ALL 
lDdivldual employ_ duphcated in or Dot appropriate for the OPF. DOCUMEN RELATING TO AN 

INDIVIDUAL MPLOYEE 1 YEAR 
AFTER SEPA TION OR TRANSFER. 
[GRS 1-18a (92») 

B.	 DupLICATES 

Other copiu o( document. duplicated in OPF'. not provided for DESTROY WHEN 6 MO 
eleewhere lD thia Khedule. [GRS 1-18b (92») 

NOTE1: Official file copies are maintained by personnel office. 

3-4 



ITEM 
,rUFI# I DESCRIPTION OF RECORD SERIES -

STATISTICAL DATA / REPORT FILES 

Reporh comp .on or other documents created to provide a lOurce oC 
Itat18tlcal data for manpower control adivitl .. 

eN 15- 17)	 B. 

Stat18tical reportl in the operating pel'lonnel 0 

UDIU reIatane to pel'lOnnel. 

11 EMPLOYEE RECORD CARDS 
f3292J 
eN 15-5)	 Employee record carda UNCi CorinCormation purpoaa outlide pel'lOnnel offic:ea 

(Iuch U SF 7-B). 

12 COMPETITIVE PLACEMENT PLAN (CCP) FILES 
[3300J 

Recordl conlilt oC mea used to advertise vacancy announcement. and other 
related documentation which may include but iI not linuted to the 
announcement, matenall related to the Job/po.itlon .election, and the 
vacancy it.eIC. 

EMPLOYMENT APPLICATIONS 

App I (Standard Form 171) and related record., EXCLUDING record. 
ralatang to ap mentl requinng Senatonal confirmation and applicatloDi 
l'e8ultane an appoantm which are filed in the OPF. 

14 NASA SPECIAL EMPLOYMENT PROGRAM FILES 
[3300J
f 33 J 6J ApphcatioDi and correapondence Cor.tudent aada, .ummer employ ... , and 
eN 15-50) co-opa. 

15 UTILIZATION REPORTS - EXPERTS AND CONSULTANTS 
[3300J 

Quarterly and annual report. to OPM relatine to the employment and 
utilisation of expert. and cODiultanu. 

SCHED~LE 3 

MINIMUM'
 
RETENTION
 

DESTROY WHEN Ii YEARS OLD 

/tH6 ,/3'1 

DESTROY WHEN 2 YEARS OLD 
[GRS 1-16 (92») 

DESTROY EP ARA TION OR 
TRANSFER OF YEE. 
[GRS 1-6 (88») 

RETAIN ON-SITE WITHIN THE 
PERSONNEL OFFICE AND DESTROY 
WHEN 2 YEARS OLD. 

DESTROY UPON RECEIPT OF ,_',PM 
INSPECTION REPORT OR WH!i:.N2 
YEARS OLD, WHICHEVER IS 
EARLIER, PROVIDED THE 
REQUIREMENTS OF THE FEDERAL 
PERSONNEL MANUAL CHAPTER 
333, SECTION A-4 ARE OBSERVED. 
[GRS 1-15 (92») 

RETAIN UNTIL EXAMINED BY OPM 
OR DESTROY WHEN 10 YEARS OLD, 
WHICHEVER IS SOONER. 
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SCHEOULE 3
 

ITEM	 MINIMUM 
-LUFf #., DESCRIPTION OF RECORD SERIES	 RETENTION 

CERTIFICATE OF ELIGIBLES FILES 

Copla obtamed from OPM of certificat_ of ehgibla WIth related requat., 
forma, correspondence, and .tatement of reuonl for PUling over a 
preference ebilble and MledlDg a non-preference ehilble. 

17 
{3300]
(N 15-2) ord Card (Standard Form 7 or it, equivalent). Carda .howlDg 

of employ_ Mpanted or tranaferred. 

A.	 Card. for loy_ Mpanted or tranaferred on or before 
December 31, 

B.	 Carda for employ_ Mp
 
January I, 1~8.
 

18 OUTSIDE EMPLOYMENT FI 
{3300]

[J900] Document. relating to out'lde work or MNIC_
 
(N 15-24) employ ... in addition to their official dutiea
 

19 SPECIAL PERSONNEL RECORDS-NASA 
{3300] 
PASR 

Individual. covered by thi. 'Ystem of records are candldatea for
 
and recipient. of awards or NASA training, ervihan and active duty
 
military detail_ to NASA; participant. in enrollee progra.lm;
 
Faculty, Science, National Research Council and other Fellow.,
 
Aasoclata and Gunt Worken including those at NASA In.tallatiolJ.l
 
but not on NASA rolls, NASA contract and grant awardeea and their
 
Ulociatea having aeee.. to NASA premi ... and records; individual.
 
with intereat In NASA matten Includinl AdviJory Committee Memben;
 
and, proJpedlve employ .... Catelori .. Include'
 

• Special Prop-am Fila. 

• Correspondence and related iDfonnation to th_ til•. 

• Special recordJ and roIten. 

• Acencywide and iDltallation automated peraonnel information. 

DESTROY WHEN 2 YEARS OLD 
[GRS 1-& (88») 

TRANSFER TO NPRC, ST. LOUIS,
 
MO. DESTROY 60 YEARS AFTER
 
EARLIEST PERSONNEL ACTION
 
DATE.
 
[GRS 1-2a (93»)
 

DESTROY 3 YEARS AFTER
 
SEPARATION OR TRANSFER OF
 
EMPLOYEE
 
[GRS 1-2b (93»)
 

DESTROY 3 YEARS AFTER 
TERMINATION OF APPROVED 
EMPLOYMENT OR 3 YEARS AFTER 
DISAPPROVAL OF OUTSIDE 
EMPLOYMENT. NII/j Isjz1 

10 SPER RECORDS ARE NOT 
AUTHORIZED FOR DISPOSAL AT 
THIS TIME. 

PAPER RECORDS ARE RETAINED ON 
ITE AND ARE DESTROYED OR 

SFERRED IN ACCORDANCE 
THE SPECIFIC RECORD 

IDENTIFIED IN THIS 
ULE. 

10 PAYS CORDS - SEE SCHEDULE 
9 (NOTE T SE RECORDS ARE 
RETAINED FR M 1 TO 3 YEARS 
DEPENDING 0 AO AUDIT AND/OR 
DESTROYED OR SFERRED TO 
NPRC). 
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SCHEDULE 3 , . 
ITEM MINIMUM 

.rUFl#! DESCRIPTION OF RECORD SERIES RETENTION' 

OFFERS OF EMPLOYMENT (APPOINTMENT) 

Correepondence, leUen, and telegraD18 offerin, appomtmenta to potential employees 

ACCEPTED OFFERS.	 DESTROY WHEN NO LONGER 
NEEDED. 
[GRS 1-4a (93») 

When name ia received from certificate of eligiblea.	 RETURN TO OPM WITH REPLY AND 
APPLICATIONS. 
[GRS 1-4b(l) (88») 

2.	 FILE INSIDE APPLICATION. (SEE 
ITEM 14 OF THIS SCHEDULE.) 
[GRS 1-4b(2) (88») 

s.	 DESTROY IMMEDIATELY. 
[GRS 1-4b(3) (88») 

21 MANPOWER REPO 
[3312J 
(N '-36) A. AUTHORIZATION FILES 

Documenb and lupportin, pa relatin, to the allocation of manpower
 
Ipacel to lucceuive echelona.
 

1.	 Office of Pnmary Reaponaibility. • PERMANENT • 
RETIRE TO FRC WHEN S YEARS 
OLD. TRANSFER TO NARA WHEN 
10 YEARS OLD. NII8 tj)(,A.. 

2.	 All other off'ic.. /copi ... DESTROY WHEN OBSOLETE OR 
SUPERSEDED. ~)~b 

(M '-37) B. REPORTS 

Reportl from field inltallatioDi to NASA Headqu&rten
 
and all related papen.
 

1.	 Field IDitallatioDi. RETIRE TO FRC WHEN 3 YEARS 
OLD. DESTROY WHEN 10 YEARS 
OLD. Nlltj t/.n-

2.	 Headqu&rten. DESTROY WHEN 2 YEARS OLD. 
(SEE ITEM c. BELOW) 

(N '-38) C. HEADQUARTERS 

Report. compiled from information received from iDltallationa (S.. b. above). 

1.	 Headqu&rten - Aleney Level J:"~MA.l'IENT • 
OPR: TO FRC WHEN & YEARS 

SFER TO NARA WHEN 
OLD. 

2.	 All other off'ic.. /copiea. DESTROY EN NO LONGER 
NEEDED FOR FERENCE USE, OR 
WHEN & Y LD, WHICHEVER 
IS SOONER. 1/3ib 
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, 
SCHEDULE 3 

-ITEM 
fUFl #'[ 

23 
[3316J
(N 15-8) 

24 
[3330J 
(N 15-47) 

2S 
[3335J 
(N 15-25) 

26 
[3335J
(N 15-45) 

27 
[3350] 

28 
[xxxx] 

DESCRIPTION OF RECORD SERIES 

PUBLIC SERVICE CAREERS EMPLOYEES FILES 

A. INDMDUALS. 

School evaluatlODa, auperviaory evaluatiolll, and t .. t KOrea. 

INDIVIDUAL EMPLOYEE RECORDS 

All copi .. of correapon enee and fOrml mamtained on the len aide of 
the Official Penonnel Fo er in accordance with Federal Penonnel 
Manual, Chapter 293, and pplement 293-31, EXCLUDING performance
related recorda. 

NASA OUTPLACEMENT P 

ApphC.tIOD, reaumea, vacancy announcement and related correapondence. 

PROMOTION REGISTER FILES 

RelPlten or recorda of Job opportunitia, .ppbcation and ev 
atatementl, and all rel.ted p.pen. 

REPROMOTION CONSIDERATION FILES 

Applic.tioDi and correapondence to and from repromotion eligibla. 

LENGTH OF SERVICE AND SICK LEAVE AWARD FILES 

Recordl including correlpondence, memoranda reportl, computatioDa of 
""Ice and alck le.ve, and hat of .ward .... 

RESERVED 

MINIMUM
 
RETENTION
 

DESTROY WHEN 3 YEARS _O}-D 
"II~ ISfS-/4. 

DESTROY WHEN 3 YEARS OLD. 

4rl6 

DESTROY UPON SEPARATION OR 
TRANSFER OF EMPLOYEE OR WHEN 
WHEN 1 YEAR OLD, WHICHEVER IS 
SOONER. 
[GRS 1-10 (89») 

DESTROY 2 YEARS AFTER 
REGISTRATION I.//IP /sj'l'1-

DESTROY WHEN 2 YEARS C' :"D. 
1J1zc. 

DESTROY AFTER REPROMOTION IS 
ACCOMPLISHED. Iq'IJ-
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SCHEDULE 3.
 

ItEM MINIMUM . 
.rVFI#l DESCRIPTION OF RECORD SERIES RETENTION 

CIVILIAN SERVICE EMBLEM CONTROL FILE 

ord. maintained to control the record of ehgibihty for an award of DESTROY WHEN S YEARS OLD 
""Ice emblema. ;.!/I1J Isf;:3 

30 
[3352J 
(N 15-46)	 pondence related to reemployment. DESTROY WHEN 2 YEARS OLD 

NIlS 11'1(' 
31 

[3400J 
(N 15- 10)	 Copies of cue files (duplicates) of performance ratine bO of review, DESTROY 1 YEAR AFTER CASE
 

and acceptable level of competence reconaiderationa, COpIes0 IS CLOSED.
 
been forwarded to OPM [GRS 1-9 (88»)
 

32 PhD THESES FILES - NASA HEADQUARTERS ONLY 
[3400J 

Individual COPIesof dillenatlonl resultang from NASA predodoral o FRC WHEN 2 YEARS 
train_hip program. No other COPI" are retaaned. DES Y WHEN 6 YEARS 

116 10/'9'1' 

33 TRAINING RECORDS/FILES - GENERAL 
[3400J 

EXCLUDING record. of f .)rmally estabhlhed echoola whIch train agency employees in
 
lpeclalaHd procram areu , sueh u law enforcement 3Jld nataonal defena..
 

Correlpon e, announcements, reference file of pamphletl,
 
notices, catalop, other recordl relatine to or whIch provIdes
 
informatIon to traaning es or programa offered by eovemment
 
or non-eovemment oreanaatao
 
of a separate cue file.
 

1.	 Office reaponaible for announcements. DESTROY WHEN 6 YEARS OLD OR 
WHEN SUPERSEDED OR OBSOLETE, 
WHICHEVER IS SOONER 
GRS 1-29(b) (92») 

2.	 All other offices/copies. DEST HEN NO LONGER OR 
WHEN SUPE ED OR OBSOLETE, 
OR WHEN S YEAR 
WHICHEVER IS SOONER. 

B. ROSTERS 

I
Regiltera or roIten (ASEE/LARSS) (LaRC ONLY) DESTROY WHEN NO LONGER
 
Thele are the recOrdl for the 2 aummer programs lponlOred by tbe NEEDED OR WHEN S YEARS OLD,
 
Office of Unavenlty AfTain at Langley Research Center. WHICHEVER IS SOONER
 

ASEE = Amencan Society of Enganeenng Education)
 
LARSS= Langley Aerolpace Summer Scholars Procram)
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SCHEDULE 3 

ITEM
 
rUFf #1 DESCRIPTION OF RECORD SERIES
 

33 CONTINUED: TRAINING RECORDS/FILES - GENERAL 
[3400J 
(N 15-32) C. CONTRACT TRAINING FILES 

1.	 Copi .. or contracta, correapondence, approvala, Walven, and other 
documenta relatm, to NASA employ_ traJDlDg under contractl. 

2.	 Background, working papen, announcements, and arrangements or, 
lubJect contract traJDlDg. 

(N 15-33) 

A hcatlona, acceptance., and all other documentl relating to 
non- ntract trainin, or NASA employee.. 

(N 15-39) E. 

All trainin, ai includin, the record copy or manuala, .yUabuHII, 
textbooks, and ot onglnal traJnmg ald. developed by the agency, 
either pubhlhed or ubhlhed, in mltructmg NASA traimn, 
COune8. 

1.	 Unique or lignificant tr ing material(l) developed lpacifically 
ror use in tralmn, NASA c nes that would be umque to the Agency. 
(i.e, Aatronauti Shuttle proc n" Payload proceaamgi On-board 
Fbght crew trairun'i etc.) 

2.	 Routine or copi.. or training materim to teach an 
Agency lponlOred trainin, c1.... 

3.	 All other COple.. 

F. AGENCY-SPONSORED TRAINING FILES 

General file or a,encY-lponlored trainin" EXCLUDING record copy or 
materiala (aee e. above). 

1.	 Correspondence, memoranda, agreementa, authorilationa, reportl, 
requIrement revlewl, plans, and objectIves relating to the 
.. tablishment and operation or traIDln" counea, and eenferene ... 

2.	 Background and workln, fil... 

(N 15-38) G. TECHNICAL TRAINING 

Cue fiI.. on NASA peraonnel participatin, in technical trainm, prolJ"UDl, 
luch .. aoldenn, and OptlCl. 

MINIMUM
 
RETENTION
 

DESTROY WHEN s YEARS OLD 
OR 6 YEARS AFTER COMPLETION 
OF A SPECIFIC TRAINING 
PROGRAM. )//ftlJ IS/.J2 c/,1hIJe.--
DESTROY WHEN:I YEARS OLD. 

DESTROY WHEN :I YEARS OLD. 
i/1m/¢3 

• PERMANENT. #1i1J 'sjif t<~ b I 
RETIRE TO FRC WHEN 
SUPERSEDED, OBSOLETE, OR WHEN 
NO LONGER USED. TRANSFER TO 
NARA WHEN 10 YEARS OLD. 

DESTRCY V1HEN SUPERSEDED OR 1¢'14,J 
OBSOLETE OR WHEN 6 YEARS OLD, t.l 
WHICHEVER IS SOONER. 

DESTROY WHEN NO LONGER 
NEEDED OR WHEN S YEARS OLD, 
WHICHEVER IS SOONER. 

D TROY WHEN 6 YEARS OLD OR 
Ii YE S AFTER COMPLETION OF 
A SPE IC TRAINING PROGRAM. 
[GRS 1-29 ) (88)) 

S YEARS OLD. 

DESTROY 6 YEARS AFTE 
EMPLOYEE DISCONTINUES 
COMPLETES TRAINING. 

IsjJi' 
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ITEM 
.rUFl# I DESCRIPTION OF RECORD SERIES 

TRAINING AGREEMENT FILES 

~menta between the Civil Service Conuniulon (CSC) and NASA 
rtalDlDg to tnwung, tramm, atandarda, and all related 
umenta. 

3S	 ATIVE TRAINING FILES 
[341OJ
(N 15-35) A. 'n, cue files (not covered in Itema Ib-d] by
 

tramee ahow hlatory of trainmr and all related documentation
 

B. 

Filea conaiata of documentatio and materiala related to atudenta 
in the procram and are conaider trainmg reecrda. Cue files 
may coni lit of, but are not limited , COpiesof the followlD' 
documentation. SF 52'a, tranacnph, ogre.. reporta from 
aupervilon, and, any other documentatl related to the IndiVidual 
m the procram. 

C. Apprenticeship Procram (5-year procram) 

Files conalat of documentation and matenala related to a 
the procram and are eonsrdered tralDlDg reeerds Cue fiI ODiiat 
of, lut are not hmited to, eepiee of the followlDg documentatl . 
SF 52'a; tranlcnptl; progrell report, from aupervlaon, and, any 
c.ther documentation related to the mciJviduai in the procram. 

D.	 Encineerin, and Adnunlltrative CO-OPI (Profellional) Cue Files 
(5-year program) (LaRC ONLY) 

Reeon:U in thil Nnes conailt. of SF 52'1; copies ofl71'a; tranacnpb; 
progre .. report., ,upervilory cornmenU and/or recommendatloDl, and, 
certificates of completion of the program. 

SCHEDULE 3· 
MINIMUM, 

RETENTION 

DESTROY S YEARS AFTER 
TERMINATION OF AGREEMENT. 

}{If8 11.JS'" 

DESTROY RECORDS S YEARS
 
AFTER TRAINEE CEASES
 
TRAINING.
 
(NI-255-92-IO)
 

RECORDS MAY BE RETIRED TO
 
FRC WITHIN I-YEAR AFTER
 
COMPLETION OF THE PROGRAM.
 
DESTROY RECORDS WHEN 3
 
YEARS OLD (PROGRAM RECORDS
 
WILL THEN BE 5 YEARS OLD).
 
(NI-255-92-IO)
 

RECORDS MAY BE RETIRED TO
 
FRC I-YEAR AFTER COMLETION
 
OF THE PROGRAM DESTROY
 
S YEARS AFTER COMPLETIOf'1 0R
 
TERMINAT1C"N OF THE PROGRAM
 
(PROGRAM kECORDS WILL THEN
 
/BE 8 YEAlI SOLD.)
 
(NI-255-92-IO)
 

RECORD Y BE RETIRED TO
 
FRC I-YEA TER COMPLETION
 
OF THE PRO , DESTROY
 
RECORDS5Y AFTER
 
COMLETION OR T INATION OF
 
THEPROGRAM(PR RAM
 
RECORDS WILL THEN
 
OLD.)
 
(NI-255-92-IO)
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SCHEDULE 3 

ITEM MINIMUM 
'uui #1 DESCRIPTION OF RECORD SERIES RETENTION 

COOPERATIVE PROGRAM SUMMARY FILES (LaRC ONLY) 

Recorda in tha. lena conaa.tl of profile .heet. (card.) that contam DESTROY RECORDS WHEN 25 
. formation on indlviduale for filea that have been datroyed Thae YEARS OLD, REGARDLESS OF 

rda are .ummary carda of their hiltory and information ongmally MEDIUM IN WHICH MAINTAINED. 
cont ed m the cue files Identified .. ·Secretanal, Apprentlcahlp [Nl-255-92-16] 
Progr and, Engmeenng and AdDllmltratlve Ce-Ops " Thae recorda 
are not the flle reeerda. Recordl can exlIt in either paper or 
electromc fo (incluchnC but not hmited to, pnntout. and data mamtained 
on per"lOnaicomp en). 

37 
/3410J 

Recordl in thil leria coDliit of Cal lIa on individuall who apply to RETIRE TO FRC 2 YEARS AFTER 
graduate programa and are accepted Ie. may contam copiee of traDlcriptl, COMPLETION OR TERMINATION OF 
171'1, letten of authonzation to take cou , reglltratlon, and apphcatioDi STUDY PROGRAM. DESTROY 8 
for graduate Itudy. Tha. a. eonsrdered a wo g file and includes recorda YEARS AFTER COMPLETION OR 
in the Prof .. sional Co-Op Educational Training rogram (CPETP), the OR TERMINATION OF THE 
ProfesSional Entrance TrainmC Procram (PETP)i , the AdDllna.tratlve PROGRAM. 
Traminc Procram (ATP) [Nl-255-92-11] 

38 TRAINING - REPORT FILES 
/3410J
(II 15-37) A.	 Reportl from Field IDitallationa to NASA Headquarten concerrung 

and all related papen 

1. Field IDItallatioDi. 

2. Headquart.". 

(II 15-36) B.	 Reportl compiled 1cominformation received from InltallatioDi (item a. above). 

1.	 Field IDitallationa and all other offices/copies. DESTROY WHEN 0 LONGER Ifs'-b 
NEEDED OR WHEN YEARS OLD, 
WHICHEVER IS SOON 

2. Headquarten. 

3-12
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ITEM 
(UFI#[ DESCRIPTION OF RECORD SERIES 

Document. used In publlclsln ng partiCIpation In award. 
program8, including po8ten, canoolUl, plac, her mean. of 
obtaining attention and announcml rault. of the prop1UD8 an 
other related papen. 

AWARDS AND PROGRAM FILES - EMPLOYEE 

AWARD CASE FILES 

Cue	 fil.. including recommendatiolUl, approved nominatiolUl, 
moranda, corrapondence, report. and related hand boob 

pert· ng to agency-,polUlored cue and non-cue awarda, such 
.. ineenfl awards, wlthm-grade merit inere_. aUI,_tlolUl. 
and outstandl rformance awarda. 

2.	 Corrapondence or mem da pertainin, to awarda from other 
,ovemment a,encla or pnva 

S.	 Report. pertaininl to the operation 0 Incentive Awards Procram. 
Includlnl Itatlltlcal data and other docume 
program. 

B. LENGTH OF SERVICE AND SICK LEAVE AWARD FILES 

C. LETTERS OF COMMENDATION AND APPRECIATION 

Copi.. of letten reco,main, lencth of lervice ~d retirement. and leUen. 
of appreciation and commendation for perfOMl'I1lce, EXCLUDING 
copi_ files m the OPF. 

D.	 AGENCY AWARD NOMINATIONS 

Recordl COlUllltof Ii.t. or index .. of nominees and/or winnei'll to Aleney 
Award NOmlnatiolUl 

E.	 DEPARTMENTAL LEVEL AWARD FILES 

Recorda relatin, to awardl made at the Depanmental level or hi,her. i.e .• 
Secretary'. Award •• Presidential. etc. 

(N 1-9l) F. BENEFICIAL SUGGESTIONS 

SugeatiolUl and report. made thereon and related Co. 

SCHEDULE 3 

MINIMUM.
 
RETENTION
 

DESTROY WHEN S YEARS OLD 

!V1t~ 111 

DESTROY 2 YEARS AFTER
 
APPROVAL OR DISAPPROVAL.
 
[GRS 1-12a(l) (88»)
 

DESTROY WHEN 2 YEARS OLD.
 
[GRS 1-12a(2) (88»)
 

DESTROY WHEN S YEARS OLD.
 
[GRS 1-13 (88»)
 

SEE ITEM 27 OF THIS SCHEDULE.
 

DESTROY WHEN SUPERSEDED OR
 
OBSOLETE OR WHEN 3 YEARS OLD.
 
WHICHEVER IS SOONER
 
[GRS 1-12d (88»)
 

RETIRE TO FRC WHEN 5 YEARS
 
OLD. DESTROY WHEN 15 YEARS
 
OLD.
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.ITEM 
rUFf #'l DESCRIPTION OF RECORD SERIES 

MINIMUM 
RETENTION 

POSITION DESCRIPTIONS 

Filea describing eatabhshed ~ltiODa 
grade, dutlea, and reapoDilbilitlea 

including information on title, .. nea, 

DESTROY 2 YEARS AFTER POSITION 
IS ABOLISHED OR DESCRIPTION 
SUPERSEDED. 
[GRS 1-7b (88») 

42 
[3500J
(N 15-21) A. SURVEYS 

DESTROY WHEN POSITION IS 
ABOLISHED OR DESCRIPTION 
SUPERSEDED OR WHEN S YEARS 
OLD, WHICHEVER IS SOONER 

/V'I/~ ls-jt6 

1. Claudication 
classdicatlon 

.urvey report. on 
'peclalllts, mcludmg 

DESTROY WHEN S YEARS OLD OR 
2 YEARS AFTER REGULAR 
INSPECTION, WHICHEVER IS 
SOONER. 
[GRS 1-7c(l) (88») 

2. Inspection, audit and .urvey filu includmg corr 
and other records relating to m'pections, .urvey., 
evaluatloDa. 

DESTROY WHEN OBSOLETE 
SUPERSEDED. 
[GRS 1-7c(2) (88)) 

OR 

B. APPEALS 

1. Cue filea relatmg to clu.lfication 
c:IUllficatlon certificate. 

appeall, excluding OPM DESTROY" 
CLOSED. 
GRS 1-7d(l) 

YEARS AFTER 

(88») 

CASE IS 

2. Certlficatea oC clUlification wued by OPM. D TROY AFTER AFFECTED 
POSI ON IS ABOLISHED OR 
SUPE DED. 
[GRS 1-7 ) (88») 

43 
[3500J
(N 4-17) 

LEVY AND GARNISHMENT FILES 

Official Notice oC Levy or Gamilhment (IRS Form 668A or equivalent), 
change slip, workpapen, correspondence, rele.. e and other Corma,and other 
record. relatmg to charge against retirement Cund. or attachment oC .alary 
for payment oC back income taxea or other debt. oC Federal employ_. 

DESTROY 
[GRS 2-21 

WHEN S Y 
(88») 

3-14
 



SCHEDULE 3,
 
IT'EM MINIMUM 

.rUFl# I DESCRIPTION OF RECORD SERIES RETENTION' 

POSITION IDENTIFICATION STRIPS 

Stripa luch .. Standard Form 70 used to provide 111JJlJD&I'Y data 00 each DESTROY WHEN SUPERSEDED OR 
poIltlODoccupied OBSOLETE 

[GRS 1-11 (88)] 

45 
{3530] 
(N 4-19) d fiI.. cODlllhng of ·offiClal· record let. of pay tabl ...	 DESTROY UPON DISCONTINUANCE 

AND DISESTABLISHMENT OF 

INSTALLATION. Nld~ tifr 
46 

{3550] 
A. 

Report., ItatlltiCl, WI lupportmg and related recordl pertaining to
 
payroll operatloDi and adnum.tration.
 

1.	 Reportl and data Uled r workload and penonnel management DESTROY WHEN 2 YEARS OLD. 
purpoael [GRS 2-22'" (93)] 

2.	 DESTROY AFTER GAO AUDIT OR 
WHEN 3 YEARS OLD, WHICHEVER 
IS SOONER. 
[GRS 2-22)fC> (93)] 

DESTROY WHEN RELATED 
ACTIONS ARE COMPLETED OR 
WHEN NO LONGER NEEDED, NOT 
TO EXCEED 2 YEARS. 
[GRS 2-22a (93)] 

4.	 AU other reportl and data. DESTROY WHEN 3 YEARS OLD. 
[GRS 93 RESND (2-17b)] 

B.	 PAYROLL FILES INCLUDING: SEE SCHEDULE 9 
FINANCIAL MANAGEMENT 
RECORDS 

PAYROLL CONTROL FILES 

PAYROLL CHANGE FILES 

47 PAYROLLSYSTEM-NASAIOPAYS 
{3550]
P A.SR Rec:ordl in thil Ifltem include payroll, employee leave, inluranu, labor and	 RE RDS ARE RETAINED FOR 

human relource dlltributlon, and overtime information.	 AUDI BY THE GENERAL 
ACCO TING OFFICE AND ARE 
TRANSF D TO THE NATIONAL 
PERSONN RECORDS CENTER, 
111 WINNEB GO STREET, ST. 
LOUIS, MO 63 8, ANYWHERE FROM 
1 TO 3 YEARS. HOSE 
TRANSFERRED NPRC WILL BE 
DESTROYED WHE 10 YEARS OLD 
BY NPRC. SEE EAC CORD 
CATEGORY WITHIN T S 
SCHEDULE FOR SPECIF 
INSTRUCTIONS ON EACH 

SERIES. G-~ :J3/g 
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SCHEOULE 3 

ITEM
 
lUF! #.[ DESCRIPTION OF RECORD SERIES
 

TIME AND ATTENDANCE REPORTS 

A.	 All time and aUendance rec:ordJ upon wlueh leave input data ia bued, 
luch .. time or lign-m Iheeta; time carda (i.e., OF 1180), flexJtlme
rec:ordJ, leave applicatloDi for JUry and DlIhtary duty, authorUed 
premium payor overtime, maintamed at duty poIt. R.ec:ordJmay be in 
ither	 maclune readable or paper form. 

ayroll preparation and pl'OCalm, copla. 

2.	 All other ia (including thOle aa maintained by timekeepere). 
R.ec:ordl In e er paper or machme readable form Uled to input 
time and atten ce data into a payroll IYltem, JD&Intained either 
by the &Ceneyor payroll proc:euor (.. parate company/organ.). 

B. 

Supplemental time and attend e recordl, sueh .. lign-in/lign-out Iheeil 
and work reporil, used for time ountmg under FleXItlme IYltema. 

49 LEA VE RECORDS 
/J6JOJ
(N 4-3) A. LEAVE REQUESTS/APPLICATIONS 

Application for leave, SF 71, or equivalent and IUP 
to requat. for and approval of tum, leave. 

1.	 H timecard haa been initialed by empl(~..~. 

2.	 If timecard haa ~ been initialed by employee. 

(N 4-4) B. LEAVE DATA FILES 

Record of employee leave, luch aa SF 1150, prepared upon tranafer or 
aeparatlon. 

1.	 Orilinal copy of SF 11&0. 

2.	 Creatine &ceney copy, when mamtamed. 

,
 

MINIMUM
 
RETENTION
 

DESTROY AFTER GAO AUDIT OR
 
WHEN 6 YEARS OLD, WHICHEVER IS
 
SOONER.
 
[GRS 2-7 (98»)
 

DESTROY AFTER GAO AUDIT OR
 
WHEN 6 YEARS OLD, WHICHEVER IS
 
SOONER.
 
[GRS 2-8 (98»)
 

SEE DISPOSITION A.2. ABOVE.
 

DESTROY AT END OF APPLICABLE
 
PAY PERIOD.
 
[GRS 2-6a (98»)
 

DESTROY AFTER GAO AUDIT OR
 
WHEN 8 YEARS OLD, WHICHEVER IS
 
SOONER.
 
[GRS 2-6b (98»)
 

SEE 

DESTROY WHEN 8 
[GRS 2-9b (98») 
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SCHEDWLE 3
 

ITEM MINIMUM,
 
. (UF/#[ DESCRIPTION OF RECORD SERIES RETENTION
 

-
 LEA VE RECORDS 

Cue filea documenting the rec:eip BEGINNING IN JANUARY 1994, 
emergenCIt!II, including recipient applicatlon8, a proval. or DESTROY CLOSED CASES ONE 
demal., mecbcal or phY'lclan cenlfication., leave donatio or YEAR AFTER THE END OF THE 
OF 630-A, lupervlllor/timekeeper approvalll, leave tranafer record., YEAR IN WHICH THE FILES ARE 
payroll notification recorda, and leave procram termmatlon recorda. 

50 EQUAL EMPLOYMENT OPPORTUNITY (EEO) RECORDS 
[3700
(N 15-2
(N 15-28) 

DESTROY 6 YEARS FROM DATE OF
 
PLAN.
 
[GRS 1-25h(l) (88»)
 

2.	 DESTROY 5 YEARS FROM DATE OF 
FEEDER PLAN OR WHEN 
ADMINISTRATIVE PURPOSES HAVE 
BEEN SERVED, WHICHEVER IS 
SOONER. 
[GRS 1-25h(2) (88») 

3. Repon of on-lite reviewl of AAPs. 

4. Acency copy of annual repon of affirmative action accompliahmen~~ 

6. Headquarten compiled repons.	 RETIRE TO FRC WHEN PLANS ARE 
5 YEARS OLD. DESTROY WHEN 30 

YEARS OLD. }l1I1 /r;236 chWr1JL 

Reponl on ific EEO programl, sueh u the Itatul of women, minority DESTROY WHEN 5 YEARS OLD.
 
croup" and ment -"ftHtS 1 Z8f (88» (Iv

and leX.
 (rIZS-1 - lS"-f-

C. EQUAL OPPORTUNITY RECORDS 

1.	 SEE ITEM 13 OF THIS SCHEDULE. 
[GRS 1-16 (88») 

2. MiacellaneoUi routine recorda created by EEO officee Dot covered UTINE RECORDS ARE 
elsewhere	 In thlll ihm. REV D PERIODICALLY AND 

ARE RET OR DESTROYED AS 
REQUIRED BY DBOOK, 
OTHERWISE RECORD THIS 
SERIES ARE DESTROYED 
YEARS OLD. 
[GRS 1-25, (88») 
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SCHEDULE 3
 

ITEM MINIMUM 
(UFl #1 DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: EQUAL EMPLOYMENT OPPORTUNITY RECORDS 

EEO GENERAL 

General corrapondence and coplea of regulatlonl with related recorda DESTROY WHEN S YEARS OLD, 
rtaining to the CIvil IUghtl Act of 1964, the EEO Act of 1972, and any OR WHEN SUPERSEDED OR 

ment later leglilatlon, and agency EEO ComnuUee meetmg recorda OBSOLETE, WHICHEVER IS 
ng DUDuteaand reportl APPLICABLE. 

[GRS 1-25g (88») 

E.	 - NASA 10 EEOR 

1. 

Onginating age 'I file contammg complaintl with related DESTROY 4 YEARS AFTER
 
eerrespendenee, re rtl, exhiblb, withdrawal notices, copiea of RESOLUTION OF CASE.
 
dec:llionl, record of h ·np and meetinp, and other recorda u [GRS 1-25a (88»)

descnbed in 29 CFR 16 222. Cuea resolved wlthm the ageney,
 
by EEOC, or by a U.S. Co
 

2. 

Duphcate cue filea or doc:umenb pe DESTROY 1 YEAR AFTER 
official file dllcnmmatlon ecmplamt e RESOLUTION OF CASE. 

[GRS 1-25b (88») 

S. Backcround Fllea 

Background record not filed in the Official Dilcnrru DESTROY 2 YEARS AFTER 
cue filea. FINAL RESOLUTION OF CASE. 

[GRS 1-25c (88» 

4. Comphance Recorda 

(a) Comphance Review Filea 

ReviewI, background papen, and correspondence relatmg to ESTROY WHEN 7 YEARS OLD. 
contractor employment practice. [ 1-25d(l) (88») 

(b)	 EEO Compliance Reportl DEST Y WHEN S YEARS OLD. 
[GRS 1-2 (2) (88») 

51 COMMENDATION/COMPLAINT CORRESPONDENCE FILES 
[3700J 

AnonymoUi leUen, leUen of commendation, complaint, criticilm, and DESTROY WHEN S
 
luggeltionl and rephes thereto, exc:1udingthOle on the buil of which [GRS 14-5 (88»)

inveltlgatlons were made or adrrumstratlve action taken and thOle
 
incorporated mto individual peraonne1 recorda.
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SCHEDULE s
 
ITEM 

1UF/#! DESCRIPTION OF RECORD SERIES 
MINIMUM, 

RETENTION 

LABOR MANAGEMENT RELATIONS RECORDS 

A GENERAL RECORDS I CASE FILES 

Correspondence, memoranda, reports, and other recorda relating 
relationahlp between management and employee umona or other 

to the 
groups 

1. Office Decotlating agreement. DESTROY 6 YEARS AFTER 
EXPIRATION OF AGREEMENT. 
[GRS 1-2810(1) (88)) 

2. DESTROY WHEN SUPERSEDED 
OBSOLETE 
[GRS 1-2810(2) (88)) 

OR 

B. LABOR ARBITRATIO General) and Cue Fil .. 

Correspondence,
arbitration cues 

forma, and I:i kcround papen relating to labor DESTROY 6 YEARS AFTER 
RESOLUTION OF CASE. 
[GRS 1-28b (88)) 

FINAL 

C. LABOR RELATION FILES - Work Sto agel/Strikes 

Document. relatmg to work .topp ..g.. , .tnk .. , d dllputa affecting NASA 
contract., includ ... tnke reportl, report. oC wor toppagel, 
corrapondence, plan. to .. Ule dllputa, and all rei ed document •. 

1. Headquarten • PERMANENT • NI$ IS-/V'/ 
RETIRE TO FRC WHEN INACTIVE 
TRANSFER TO NARA WHEN 10 
YEARS OLD. 

2. Field !natallatlona DESTROY WHEN 6 YEARS OLD. 

53 
[3711] 
[3713J
eN 15-7) 

INTERVIEW RECORDS 

Corre.pondence, report., and other record. relating to interview. 
employ_, including entrance and exit anterview. allO complaint 

with 
interviewi. 

DESTRO MONTHS AFTER 
TRANSFER SEPARATION 
EMPLOYEE. 
[GRS 1-8 (88)) 

OF 
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SCHEDULE 3 

ITEM
 
LUFf #/ DESCRIPTION OF RECORD SERIES
 

GRIEV ANCE, DISCIPLINARY AND ADVERSE ACTION 

GRIEVANCE. APPEALS FILES (5 CFR 171) 

orda oncinatme in the review of ,"evance and appeala raued 
by ney employees, except EEO complamtl These cue files 
include atement of witn_, reporta of mterview. and heanngai 
examiner'. dmga and recommendatlona, a copy of the onglnal 
deci.ioni relat correapondence and exhibltl, and, recorda relatine 
to a NCOnaJderatl requat. 

eN 15-43)	 B. 

Copy or decillonl rendered, revl decillonl, related correapondence, 
and other documantatlon, except copla of offiCIaldocument. 
affectmc peraonnel actlOnl. 

C. ADVERSE ACTION FILES (5 CFR 152) 

Cue fila and related record. created in revlewang an ver.e action 
(dl.clplinary or non-dl.clphnary removal, .uapen.ion, lea without 
pay, reductlon-m-force) agam.t an employee The file inclu a copy 
of the propoaed adver.e action with ,upportmg paper., ment ay. 
protection board cuea (MSPB), .tatementl of wltne.aeai employee'. 
heannc notices, report. and declllon, revenal of action., and appeal 
recorda, EXCLUDING letter. of repnmand which are filed m the OPF. 

55 INSURANCE DEDUCTION FILES 
[3800J
eN 4-16)	 Report. and related paper. includan, coplea of voucher. and Ichedula of 

of paymenu pertamin, to Inlurance deductionl. 

MINIMUM 
RETENTION 

FILES 

DESTROY 5 YEARS AFTER
 
CASE IS CLOSED.
 
[GRS I-S0a (92»)
 

DESTROY 1 YEARS AFTER 
CASE IS CLOSED. ;.1/1/3 Isji/.3 

DESTROY 5 YEARS AFTER
 
CASE IS CLOSED.
 
[GRS I-SOb (92))
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SCHEDULE 3
 

ITEM MINIMUM,
 
IUF/#! DESCRIPTION OF RECORD SERIES RETENTION
 

56 
[3800J 

NASA 
(DFRF 

EMPLOYEES 
ONLY) 

BENEFIT ASSOCIATION INSURANCE FILES (NEB A) (J1..l~ 

Recorda m this senes may include but are not hmited to the following NASA 
Employeea Benefit Aaaoclation (NEBA) general correepondence, matenal 
related to insurance chums related to life/travel, correepondence chums, 
bank Itatments and quarterly reports, dlstnbutlon .urveys, audit reports, 
and report. on unliquidated obllgationa. 

A ORIGINAL DOCUMENTATION RETIRE RECORDS/CASE FILES TO 
FRC ONE YEAR AFTER FISCAL 
YEAR IN WHICH CLAIM/CASE OR 
REPORT IS RECEIVED, 
COMPLETED, OR CLOSED 
DESTROY FILES 6 YEARS AND 3 
MONTHS AFTER THE END OF THE 
FISCAL YEAR IN WHICH THE 
RECORDS WERE CREATED, 
RECEIVED, OR CLOSED. 

B. ALL OTHER COPIES DESTROY WHEN NO LONGER 
NEEDED OR WHEN 3 YEARS OLD, 
WHICHEVER IS LATER 

Report., 
reiatin, 

relP.ten, or 
to retirement, 

control documenta, 
.uch 

and other recorda FOR CSRS/FERS '1 r.LATED 
RECORDS, DESThOY UPON 
RECEIPT OF OFFJClAL OPM 
ACCEPTANCE OF ANNUAL 
SUMMARY. 
[GRS 2-28a (93) 

B. ASSISTANCE FILES 

Correepondence, memoranda, annuity utimatu, and other record. 
to auiat retlnng employee. or .urvlvon chum lDIurance or 
retirement benefits 

used 
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SCHEDULE 3 

ITEM 
[UFI #1 DESCRIPTION OF RECORD SERIES 

MINIMUM 
RETENTION 

UNEMPLOYMENT COMPENSATION DATA REQUEST 

Requats 0 e and leparatlon data to be uaed In connection wIth 
unemployment com ion c1aul1II,and related papel'l, includmg requat. 
for aniormatlon, notIce of re f work offer, and related papel'l 

FILES 

DESTROY WHEN 2 YEARS 

IVflO <Ij;J 
OLD 

59 
[3870J 
(N 15-23) 

MONETARY BENEFITS FILES 

Document. relatin, to the origination, unplementation, or momtonn, of 
employee benefit., such u Group LIfe In.urance and health plan., whIch 
have a cuh value but are Dot a part or .a1ary wagea, or other dIrect 
compeDlation. 

ROY WHEN & YEARS 
IIJJ /sj;l3 

OLD. 
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SCHEDULE 3'
 
ITEM MINIMUM . 

IUFl#! DESCRIPTION OF RECORD SERIES RETENTION 

MISCELLANEOUS CORRESPONDENCE AND FORMS - PERSONNEL 

, personnel office recorda relatln, to mdlVlduai employ_ not 
mamtam . OPF. and not provided for elMwhere In tiua sehedule 

A.	 DESTROY WHEN ACTION IS 
COMPLETED 
[GRS 1-17a (92») 

B.	 Retention Rellltera 

1.	 Regiatera and related recorda from which reductio -force DESTROY WHEN 2 YEARS OLD 
adlona have been taken or uaed to effect sueh action. [GRS 1-17b(1) (92») 

2.	 Regiatera from .hlch NO redudion-m-force actiona have been taken. 

C.	 All other correapondence and forma. 

CHARITY DRIVES, CONTRIBUTIONS, AND OTHER ACTIVITIES 

I-official nature, memoranda, and other papera that do DESTROY WHEN S MONTHS OLD 
not .erve u the bUll 0 0 ICI , oticea of holiday. OR WHEN NO LONGER NEEDED, 
or chanty and welfare fund appeala, bond camplU(Il" vo un WHICHEVER IS SOONER. 
adivitiu, and .urular papera. [G 

B. Recorda which document and aerve u the bUll for' fficial actiona.	 DESTROY WHEN 2 YEARS OLD. 
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__ I .... _"" ..... <J 

ITEM MINIMUM
 
(UFI #1 DESCRIPThll<l OF RECORD SERIES RETENTION
 

INDIVIDUAL AUTHORIZED ALLOTMENT(S) FILES 

COMBINED FEDERAL CAMPAIGN AND OTHER ALLOTMENT AUTHORIZATIONS 

uthonaatlon for inchvldual allotment. to the Combmed	 DESTROY AFTER GAO AUDIT OR 
eral Campaign.	 WHEN 3 YEARS OLD, WHICHEVER 

IS SOONER. 
[GRS 2-16a (93») 

B. 

DESTROY AFTER GAO AUDIT OR
 
WHEN 3 YEARS OLD, WWCHEVER IS
 
SOONER.
 
[GRS 2-16b (93»)
 

C. HRIFT SAVINGS LAN ELECTION 

Fonn TSP-l authonsing deduction of employee DESTROY WHEN SUPERSEDED OR 
the Thnrt Savmp Plan. AFTER SEPARATION OF EMPLOYEE. 

[GRS 2-16 (93») 

(N 4-1" D. BOND PURCHASE FILES 

I. U.S Savmp Bond AuthonsatloDl, SF 1192, or equivalent. DESTROY WHEN SUPERSEDED OR 
AFTER	 SEPARATION OF EMPLOYEE. 
GRS 2-14a (93») 

2. Bond regi.tration filea· iaauing agent'. copiea of bond	 DE ROY 4 MONTHS AFTER DATE 
reCl8tratlon	 .tubs. OF IS CE OF BOND. 

[GRS 2-1 (93») 

3. Eond receipt and tranllDlUal filea: receipt. for and	 DESTROY 4 M THS AFTER DAT~ 
irananuUal.	 of U.S Savlnp Bonda OF ISSUANCE 0 e 

[GRS 2-14c (93) 

63 UTILIZATION OF PERSONNEL AUTHORITIES 
/3981J 

Office of Peraonnel Management (OPM) reqUired documentation of the 
utilisation of peraonnel authontlH under OPM delegation agreement.. 

DESTROY WHEN 2 YEARS OLD. 

END OF SCHEDULE
 

3-24
 



SCHEDULE 4'
 
ITErvt MINIMUM 

lUFf;;;.! DESCRIPTION OF RECORD SERIES RETENTION 

LOST AND FOUND ACCOUNTABILITY	 FILES eN 12-23) 
(.fOOD} 

Reports, loss statements, receipts, and other papers r DESTROY WHEN 1 YEAR OLD 
found articles NIIB 1:1. os 

REPORT OF SURVEY FILES eN 17-26) 

Dents maintained for the purpose of review of circumstances concerning 
the loss, ervrceabrhty , or destruction of Government property of funds, 
and for deter tron of the question of pecuniary or other responaibrhtres 

A Files involving pecurua	 RECORDS MAYBE RETIRED TO 
FRC 2 YEARS AFTER FINAL 
ACTION DESTROY 10 YEARS 
AFTER DATE OF ACTION /'1#/3 17-/44.. 

B Report of survey files and other papers used as evide for adjustment DESTROY 2 YEARS AFTER DATE 
of Inventory records and not otherwise covered In this Sche OF SURVEY ACTION OR DATE OF 

POSTING MEDIUM 
~[GRS 3-9c (88)] 

C All other office/copies ~Y WHEN OBSOLETE OR 
SUPERS~ OR 3 YEARS OLD 
WHICHEVER I~'J 

INVENTORY FILES eN 17-24) 

DESTROY 2 YEARS FROM DATE 
OF LIST 
[GRS 3-9a (88)] 

B INVENTORY CARDS	 DESTROY 2 YEARS AFTER 
DISCONTINUANCE OF ITEM OR 2 
YEARS AFTER STOCK BALANCE IS 
TRANSFERRED TO NEW CARD OR 
RECORDED UNDER A NEW 
CLASSIFICATION, OR 2 YEARS 

R EQUIPMENT IS REMOVED 
FROM CY CONTROL 
[GRS 3-9b (8 

ITALIZED EQUIPMENT REGISTER (N 18-7) 
[.JlOO} 

Register showmg serial or Inventory number 0	 DESTROY ON DISCONTINUANCE 
currently used or In storage at the matallatron	 INSTALLATION tYHt3 If/1 

STORES RECORDS 

t papers used for stores accounting purposes	 DESTROY WHEN 3 YEARS OLD. 
[GRS 8-2 (88)] 

eN 5-4) B ACCOUNTING WORK PAPERS 

DESTROY WHEN 2 YEARS OLD. 
[GRS 8-4 (88)] 

eN 5-3) C ACCOUNTING FILES 

Stores accounting returns and reports. 
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SCHEDULE 4 

"TEM ' MINIMUM
 
[UF[=.( DESCRIPTION OF RECORD SERIES RETENTION
 

~ANIZED	 PROPERTY AND SUPPLY RECORDS (TRANSACTION REGISTER)
[.f130/ ___ 
(N 17-45) A	 Mechanized register re tock Items havmg activity dunng DESTROY WHEN 2 YEARS OLD 

period covered by the register This re !rita '1/'IS""
stock Items and mcludes transactions such as the fo 0 I 

<I Transactions estabhshmg new Items, receipts,
 
Issues of due-m's, due-out's, mventory adjustments, etc
 

B All other offices/copies	 DESTROY WHEN OBSOLETE OR 
SUPERSEDED, OR WHEN 2 YEARS 
OLD WHICHEVER IS SOONER 

SPACE AND MAINTENANCE - GENERAL (N 18-9) 

Report(s) from field mstallatlons to Headquarters concerning
 
tenance, repair, and operations
 

DESTROY WHEN 3 YEARS OLD 

DESTROY WHEN 5 YEARS OLD 

)\11 ether eUieea/eeJ'lea, 

-ObB 't".. mell~¥~R IS Seetf~R 

B	 Reports consohdated by Headquarters from reports des
 
Item 9a of this Schedule
 

Headquarters 

2 All other offices/ copies 

C	 Correspondence Files 

Correspondence file. of the Unit responsible for space and mamtenance DESTROY WHEN 2 Y 
matters, pertammg to Its own adrmmseranon and operation, and [GRS 11-1 (88)J
related papers 

PROPERTY	 FILES 

Property pes, authonzmg removal of property or matenals DESTROY 3 MONTHS AFTER 
from any NASA in tlons EXPIRATION OR REVOCATION 
matenals loaned or Issue [GRS 18-12 (88)J 

B	 LOAN AGREEMENT FILES 

Case files, mcludmg legal agreements, correspondence, related RETIRE TO FRC 2 YEARS 
papers pertammg to temporary property loans. Loan agreem AFTER THE END OF THE 
With outside orgamsatione, i.e , other Government agencies, FISCAL YEAR IN WHICH THE 
educational institutions, mdrvrduals, profit and nonprofit OPERTYISRETURNED 
orgamzations, who are borrowmg NASA property or who are loamng DE Y 6 YEARS AFTER THE 
property to NASA at no cost END OF ISCAL YEAR IN 

WHICH THE PR TY WAS 
RETURNED. 
[NI-256-91-4J 

::(~clo i/1-2rs--11-,-/ 
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4 SCHEDULE 

rTEM MINIMUM 
IUFJ# 1 DESCRIPTION OF RECORD SERIES RETENTION 

SURPLUS PROPERTY FILES (N 18-8) 

Case files 0 rplus property donated to Health, Education, and DESTROY WHEN 3 YEARS OLD 
Welfare, mcludiri tment HEW forms, shipping documents and /l1f13 19/<;related correspondence 

B CASE FILES 

Case files on sales of surplus personal property, co Ing
 
mvrtation, bids, acceptances, hsts of materials, evidence 0
 

and related correspondence.
 

1 Transactions of more than $25,000 

2 Transactions of $25,000 or less.	 DESTROY 3 YEARS AF 
PAYMENT. 
[GRS 4-3b (88)) 

(N 18-5c) 3. Unique files that set precedence relating to transactions • PERMANENT • HI/6 1,1n:.. ci./M'tj 
over~ -Ilot>, 000. U(t4.e..d~c..c. se,.ttJ'nJ	 RETIRE RECORDS TO FRC AFTER 

FINAL PAYMENT. TRANSFER TO br.Mt\ dIIhS It\ c...l ... cO." Sci Ie. ev: do (I ,,-11Vh NARA 5 YEARS AFTER FINAL 
of. ,,!ooJ.5 {b Pore'C.(rl MnCMS (Arid.. Il1tW(1ItHulaO PAYMENT 

o(''i.v..fll~~bivlS .) 
16 EXCESS PROPERTY 

[4360] 
Copies of reports to GSA, correspondence and related papers regardtrrg DESTROY WHEN 3 YEARS OLD 
excess personal property. [GRS 4-2 (88)! 

LANT CLEARANCE FILES - CONTRACTOR EXCESS PROPERTY (KSC ONL Yl 

These files documents the repo In , and drapcsrfion of DESTROY 3 YEARS AFTER 
Government furnished property/equipment provi e rs that YEAR IN WHICH CASE IS 
has become excess to their needs. These case files can consist of 1-255-90-7) 
documentation on the excess personal property turned in to the 
Installation Plant Clearance Officer by cost-type on-site contractors 
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SCHEDULE 4 

ITEM MINIMUM 
[UFI#l DESCRIPTION OF RECORD SERIES RETENTION 

CONTROLLED MATERIAL FILES 

eports on allotments, unused balances, and related matters 
<-; 

Of~ responsrbrhty	 RETIRE TO FRC WHEN 2 YEARS 
OLD DESTROY WHEN 10 YEARS 

OLD 1./#13 I "T/ISq.. 

2 All other offices/ copies	 DESTROY WHEN 2 YEARS OLD I :r/ISb 

0.1 17-17)	 B Documents, ledgers, and srrrular documents use 
account for controlled materials 

Office of primary responarbthty	 RETIRE TO FRC WHEN 2 YEARS 
OLD DESTROY WHEN 10 YEARS 

II H 13 ;=;/1 :rtL 
2 All other offices / copies 

(N 17-10) C	 Alloment case files used to control and account for controlled 
materials 

ALLOCATION FILES (N 17-13) 

[4500J 
DESTROY WHEN 5 YEARS OLD 

NASA Headquarters, and further allocations within /'Ilf8 0 ..../13agencies Included are documents indicating matenal requirements, 
allocation deersrons, tentative allocations, requests Cor allocation 
concurrence, allocations, and similar data. 

PRIORITY RATING CASE FILES (N 17-14) 

[4500J 
Documents used In establishing the prtori matenals DESTROY WHEN 3 YEARS OLD. 
by contractors. Hilt} IT /'/ 

DEFENSE MATERIAL SYSTEM INSTRUCTION FILES (N 17-12) 

[4500J 
Documents providing direction e for the NASA program designed DESTROY WHEN 2 YEARS OLD OR 
to control rnaterrals designated as crrtrcal by the WHEN SUPERSEDED OR OBSOLETE, 
System. Included are basic directives, procedures, coordination aetlon , HICHEVER APPLIES IiItIJ / if .2 
studies, mterpretaticna, and documents containing Caetonng data embodied 
In weight information, engmeenng esttmates, and bills oC matenals. 

END OF SCHEDULE 
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SCHEDUl:E 6'
 
'ITEM MINIMUM 

rUFI#! DESCRIPTION OF RECORD SERIES RETENTION 

PREPAID BILLS OF LADING
 

to Inbound shipments where freight charges are prepaid DESTROY WHEN 2 YEARS OLD. 
by the shipper Inclu re receiving documents, commercial bills of Nit/!; ~d/g lading, freight bills, transit p e bills of lading cross-reference
 
sheets, smular documents, and relate rrespondence
 

(N 22-7) B OUTBOUND SALVAGE 

Documents relating to outbound shipments of salvage or rejecte DESTROY WHEN 1 YEAR OLD 
to consignees who assume necessary freight charges for shipment. NitS ,.7..2/r 

C	 All other copies 

FREIGHT FILES (SHIPPING)
[6 j 

Records relating to freight consisting of export certificates, transit certificates,
 
demurrage card record books, shiPPing documents pertinent to freight classification,
 

emorandum copies of Government/commercial bills of lading, shortage and demurrage
 
re rts, original vouchers and support documents covering charges of settled fiscal
 
acco t8, including regtsters and other control documents, and all supporting
 
docume s, mcludmg records relating to the shipment of household goods
 

A	 ISSUing0 ce COPiesof Government or commercial bills of lading, DESTROY 6 YEARS AFTER THE 
commercial senger transportation vouchers (SF 1113A) and PERIOD OF THE ACCOUNT 
transportation quests (SF 1169), travel authorl~atlons,and supporting [GRS 9-1c (92)] 
documents. 

B	 Records covenng pay t for freight/transportation charges for Interstate DESTROY WHEN 3 YEARS OLD 
transportation and Intern ronal transportation by freight forwarders of [GRS 9-la(2) (88)]
unaccompanied baggage or vately owned vehicles shipped separate from 
household goods; the charges which are published In tantra lawfully on 
file With the Interstate Commerc omnusaron (ICC) or baaed on tenders or 
quotatloOl, pursuant to Section 22 the Interstate Commerce Act offenng a 
reduction from the published ICC tan EXCLUDING those covered by 
Item 2d of thiS schedule. 

C	 Orrgtnal vouchers and support documents cov ng commercial freight and DESTROY 6 YEARS AFTER THE 
passenger transportation charges of settled fiscal counts, mcludmg PERIOD OF THE ACCOUNT 
regtsters and other control docmenta, but EXCLUD G those covered by [GRS 9-1a (92)] 
Item 2d of this schedule. 

D	 Records covenng payment for commercial freight/transport ion charges DESTROY WHEN 10 YEARS OLD 
for services for which 1) Notice of overcharge has been or ISex cted to be [GRS 9-1b (92)] 
Issued, of If a rail freight overpayment IS involved: 2) deduction 0 

collection action has been taken; 3) voucher contains inbound trans 
shlpment(s); 4) parent voucher has pnnt of paid supplemental bill ass lated, 
5) voucher has become Involved 10 litigation; or, 6) any other condition t t 
requires the voucher to be retained beyond the 3- or 6-year disposal penod, 
such as detection of an overcharge/undercharge. 

E.	 Obligation copy of commercial passenger transportation vouchers. DES OY WHEN FUNDS ARE 
OBLIG ED. 
[GRS 9-1d 92)] 

F Unused ticket redemption forms, such as SF 1170.	 DESTROY WH NO LONGER 
NEEDED FOR INISTRATIVE 
USE. 
[GRS 9-1e (92)] 

G.	 All other offices/copies. DESTROY WHEN 1 YEAR D. 
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SCHEDULE 6
 

, ITEM MINIMUM 
\rUFJ =::./ DESCRIPTION OF RECORD SERIES RETENTION 

RRIER RATE TENDER FILES (N 22-10) 
(6l10J 

DESTROY 1 AFTER RATES OR 
and/or tariffs submitted by commercial carriers for the transpor TARIFFS BECOME SUPERSEDED 
of freight 

~ FREIGHT RATE NEGOTIATION FILES (N 22-11) 

(6120J 
Documents relating to negotiations with carners or carner's DESTROY WHEN SUPERSEDED, 
associations on transportation rates, freight classifications, and OBSOLETE, OR WHEN NO LONGER 
similar matters REQUIRED FOR CURRENT 

OPERATIONS OR WHEN 3 YEARS 
OLD, WHICHEVER IS LATER 

NII8 ~,(/II c.I;~t:-
5 TRAFFIC MANAGEMENT FEASIBILITY STUDIES (N 22-14) 

(6200J 
Reports, publications, proposals, and all other documents relating DESTROY WHEN STUDY BECOMES 
to studies of vanous transportation modes and methods. OBSOLETE,SUPERSEDED,OR 

WHEN 3 YEARS OLD, WHICHEVER 

IS LATER. '1'l, '/Iu _L
/IIT~ "-~I'7 cnart1 c...-

LOST, DAMAGED, OR IMPROPER SHIPMENT FILES 
(6220 J 

Documents used for reporting s rved from NASA agencies DESTROY WHEN 6 YEARS OLD
 
contractors, and other Government agencies In dama wise [GRS 9-2 (92)]
 
unsatisfactory condition because of deficiencies In preservation,
 
packing, packaging, marking, loading, storage, or handling.
 
Included are records of schedules of valuables shipped, correspondence
 
reports, and other records relating to the admiDlstration of the
 
Government Losses In Shipment Act.
 

SHIPMENT OF HAZARDOUS/RADIOACTIVE MATERIALS (N 21-10) 
(6330J 

RETIRE RECORDS TO FRC WHEN 
hasardcua/foxrc wastes and radioactive matenals. 3 YEARS OLD DESTROY WHEN 13 

OTOR CARRIERS' EXPLOSIVE OPERATING AUTHORITY (N 22-12) 
(6330J 

Correspondence and related documen s clal carners DESTROY 2 YEARS AFTER 
concerning their facIlities and procedures for transporting AUTHORITY IS SUPERSEDED OR 
explosives and other dangerous articles. 

IZE AND WEIGHT LIMITS - HIGHWAY (N 22-13) 

and weight of vehicles permitted to travel state highways. 
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6 SCHEDUL.E 

~TEM MINIMUM
 
(UFI;:;:/ DESCRIPTION OF RECORD SERIES RETENTION
 

(N 12-25) 

(N 4-8) 

[67JOj 

[6720j 

(N 12-26) 

[6730j 

(N 22-15) 

Documents relating 0 obtained from pertinent state and local 
authorities for vehicular movements legal weight or drmensron 
hrmt atrcn, movement of hazardous waste/radloac I rials, or other 
legal requirements Included are permits, documents reflecting Su,",<r-_. 
data as type of equipment, gross weight, axle or truck loads, height, 
Width, and length, origm and destmatrcn of movement, nature of cargo, 
Similar documents and related correspondence 

MOTOR VEHICLE RECORDS - OPERATION AND 

A	 CORRESPONDENCE 

Correspondence In the operating unit responsible for rnamtenance 
and operation of motor vehicles not otherwise covered In this 
chedule 

B PA ING 

Documen 
spaces and 
and record 

C GASOLINE 

Documents 
forms and 

o VEHICLE 

PERMIT CONTROL FILES 

relating to the adrmmatratron and allotment 
'Oeed to control the Issuance and withdrawal 
vl~letlOns by holders of permits 

'-- -. 
FILES "" 

of parking 
of permits 

relating 
reports 

to the ISS nce of gasoline, Including Issue 

REPORT FILES 

Reports on motor vehicles (other th accident, operatrng, and 
mamtenance reports), mcludmg SF 82, ency Report of Motor 
Vehicle Data, and SF 82-0, Agency Repo of Sedan Data. 

2.	 Records relating to motor vehicle aceidenta, rna;' tamed by 
transportation offices, mcludmg SF 91, Operator' eport of 
Motor Vehicle ACCident, SF 91A, Investigation Rep t of Motor 
Vehicle ACCident, and SF 94, Statement of Witness. 

E	 VEHICLE RELEASE I REGISTRATION &: DRIVER RECO~~ 

1	 Records relating to transfer, sale, donation, or exchange of '-", 
vehicles, including SF 97A, Agency Record Copy of U S Governme~ 
Certificate of Release of Motor Vehicle 

, 
2	 Documents used for the regiatratron of privately owned vehicles 

and mformatron on mdrvidual drivers 

F	 OPERATOR RECORDS 

Records relating to mdrvidual employee operations of Government-owned 
vehicles, includmg driver tests, authorraatron to use, safe drivmg 
awards, and related correspondence 

DESTROY 3 YEARS AFTER 
COMPLETION OF MOVE 
• ALSO SEE ITEMS 7, 8, 
AND 9 OF THIS SCHEDUrE 

tY 1111 "j:2./I,;)-

MANAGEMENT 

DESTROY WHEN 2 YEARS OLD 
[GRS 10-1 (88)] 

DESTROY UPON TRANSFER OR 
SEPARATION OF PERMIT HOLDER 
OR WHEN PERMIT IS SUPERSEDED 
OR REVOKED, WHICHEVER IS 

SOONER ;Vila /.;l./Z 

DESTROY WHEN 1 YEAR OLD 

I'I/t/J /o/R 

DESTROY 3 YEARS AFTER DATE
 
OF REPORT.
 
[GRS 10-4 (88)]
 

DESTROY 6 YEARS AFTER CASE
 
IS CLOSED
 
[GRS 10-5 (88)]
 

. DESTROY 4 YEARS AFTER VEHICLE 
VEHICLE LEAVES AGENCY 

",9USTODY
N~S 10-6 (88)] 

DE~OY 1 YEAR AFTER 
EXPI~ON OR REVOCATION 

Ift3 10/,.;' 
DESTROY 3 YE 
SEPARATION OF PLOYEE(S) OR 
3 YEARS AFTER RE SION OF 
AUTHORIZATION TO ERATE 
GOVERNMENT-OWNED HICLE, 
WHICHEVER IS SOONER 
[GRS 10-7 (88)] 
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SCHEDULE 6 
ITEM'
 

/ UF! #', DESCRIPTION OF RECORD SERIES
 

CONTINUED: MOTOR VEHICLE RECORDS - OPERATION 
[6730 } 

Trip ticket files, Includes daily trip tickets. 
(N 14-7)~--:-~::~::::E:T~S~;:::::~~!,~~c-

(N 14-10) H DAILY UTILIZATION RECORDS 

Documents completed by dispatcher and operator to provide information 
relative to the dally use of vehrclets] 

OPERATION AND MAINTENANCE FILES 

Operating records including those relating to gas and Oilconsumption, 
dispatching, and scheduling 

amtenance records, includmg those relatmg to service and repair 

(N 22-6) J 

Books containing ac ntable office records of the receipt and dispcamon of 
car seals and mamtame 0 facliltate monthly inspection as to whether the 
the seals were properly exp ded 

K VEHICLE COST FILES 

Motor vehicle ledger and worksheets pr ding cost and expense data 

[6752} L VIOLATION CASE FILES 

Reports, statements of witnesses, warning notices, and other c 
relating to arrest, comnutments, and traffic vrolationa 

[6770} M LEASED VEHICLES 

Case files on vehicles leased from GSA, including agency's copy of GSA 
Form 1152, statements regarding service to vehicle by other than GSA, 
service and Inspection work orders, and motor vehicle use records 

(N 14-6a) 1. GSA Form 1152 

(N 14-6b) 2 All other records related to leased vehicles 

N. ALL OTHER OFFICES/RECORDS 

Records maintained by office other than the office of primary responsibility 
for operation, management, and control over agency vehicles and motor 
vehicle records. 

MINIMUM 
RETENTION 

AND MANAGEMENT ~~~::-=~~~~~~::

DESTROY AFTER REQUIRED 
TRANSFER OF INFORMATION TO 
OTHER RECORDS, UNLESS 
REQUIRED FOR ACCIDENT 
INVESTIGATION (SEE ITEM lld(2» 
OR TAX PURPOSES, OTHERWISE, 
DESTROY WHEN 3 YEARS OLD 
WHICHEVER IS SOONER. NI18 1'1/0 

~ 

DESTROY WHEN 3 MONTHS OLD 
[GRS 1O-2a (88)] 

DESTROY WHEN 1 YEAR OLD 
[GRS 1O-2b (88)] 

DESTROY 1 YEAR AFTER DATE 
OF LAST ENTRY Nlli$ oi.:/. J/

It, 

DESTROY 3 YEARS AFTER
 
DISCONTINUANCE OF LEDGER OR
 
DATE OF WORKSHEET.
 
[GRS 10-3 (88))
 

DESTROY WHEN 2 YEARS OLD
 
OR WHEN CASE IS CLOSED,
 
WHICHEVER IS LATER.
 
[GRS 18-14b (88)]
 

TER VEHICLE 

NIfIJ I¢a.. 
DESTROY 1 YEAR AFTER 
COMPLETION OF ACTION 

DESTROY WHEN NO LONGER 
NEEDED, OR WHEN 1 YEAR OLD 
WHICHEVER IS SOONER. 
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SCHEDU L·E 6,
 

'ITEM MINIMUM 
[UFI#/ DESCRIPTION OF RECORD SERIES RETENTION 

GOVERNMENT MOTOR VEHICLE OPERATORS PERMIT 

Records In this consist of NASA employees, contractor employees 
other Federal and state go ent employees, their names, home address 
SOCial Security Numbers, physical e Ion of mdrvidual, physical 
condition of mdividual, and traffic record 

END OF SCHEDULE
 

RECORDS - NASA 10 Gl\1VP 

MAINTAIN RECORDS FOR A 
PERIOD OF 3 YEARS AFTER 
PERMIT EXPIRES OR UNTIL 
PERMIT HOLDER LEAVES THE 
AGENCY OR REQUESTS 
CANCELLATION DESTROY 

ECORDS WHEN NO LONGER 
WHICHEVER IS 
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