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NASA RECORDS RETENTION SCHEDULE 1 

ORGANIZATION AND ADMINISTRATIVE RECORDS 

This records schedule is one of a series of schedules approved by the Archivist of the 
United States. which furnish authoritative instructions for the retention. destruction. or 
retirement of records held by NASA installations or offices. This schedule grants
continuing authority for the disposition of records already accumulated or to be 
accumulated in the future. 

The records described in Schedule 1. are the general, management, and administrative 
types of records essential to ordinary office operations but distinct from the records of 
functional activities as set forth in other NASA Records Retention Schedules. Some of 
the records categorized and listed are found only in offices at the upper management
levels; others are found at almost every organizational level. Offices with functional 
management responsibilities will usually need to consult at least one other schedule. in 
addition to NRRS 1. in order to effectively control the disposition of their records. 

l 



1 SCHEDULE 

ITEM MINIMUM
 
lUF1#1 DESCRIPTION OF RECORD SERIES RETENTION
 

-

Copies of Emergency Opera; lana, and procedures issued by DESTROY WHEN OBSOLETE OR--(]~~~~M~E~R~G~E~N~C~Y~D~I~R~E~C~T~IV]E~S~R~E~F;E~RE~N~C~E~F~I~L~E~S~~~-l~~~the agency, including delegations of authoniy, e si menil, SUPERSEDED.
 
functions, and instructions (other than those issued in case fi es , [GRS 88 RESND (18-29))
 
as those issued by FEMA, other Federal agenCIes, .tate and local (Overnmenil,
 
and the pnvate Metor. (NON-RECORD COPIES)
 

2 EMERGENCY PREPAREDNESS POLICY FILES 
[J040] 
(N 1-20)	 Record copy of each agency-wide or in.tallatlon emergency directive, plan,
 

and procedure issued by the reepcnsible office, including related background
 
papers and progr&m development report. con.l.tmg of a copy of each plan or
 
directive wued.
 

A. One record copy of each plan or directive Issued, if NOT included in • PERMANENT • 
in the agency'. permanent .et of master directives. CUT OFF WHEN SUPERSEDED AND 

RETIRE TO FRC WHEN 3 YEARS 
OLD. TRANSFER TO NARA WHEN 
15 YEARS OLD IN 10 YEAR BLOCKS 
(e g , offer 1970-79 block in 1995) 
[GRS 88 RESND (18-28)] 

B.	 File copy of plan or directive record copy is maintained in DESTROY 3 YEARS AFTER 
a master directive. file and all related I)ac::n'l~c.dm ISSUANCE OF A NEW PLAN OR 

DIRECTIVE. 
GRS 18-27 (92)) 

C. All other	 copies. 

RGENCY PLANNING ADMINISTRATIVE CORRESPONDENCE 

DESTROY WHEN 2 YEARS OLD. 
18-26 (88)) 

4 EMERGENCY PLANNING AND READINESS REPORTS 
[1040]
(H 1-22)	 Agency reports of operators tests, consistmg of consolidated or DESTROY WHEN 3 YEARS OLD, 

comprehensive reports reflecting agency-wide results of testa conducted OR 1 YEAR AFTER COMPLETION 
under emergency plans, including exercises and tnal testa. OF NEXT EXERCISE WHICHEVER 

IS LATER
 
[GRS 88 RESND (18-30))
 

RATIONS TEST FILES 

Files accumulaimg from tesil conducted under agency e
 
as instructions to members partiCipating in test, .taffing assignments,
 
messages, testa of communications and faCilities and reports (excluding
 
consolidated and comprehensive reports).
 

1-1
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SCHEDULE 1
 

ITEM MINIMUM 
rUFl#l DESCRIPTION OF RECORD SERIES RETENTION 

[1050J
 

7 
[1050J 

(N 1-4) 

8 
[ 1070J 
(N 1-8) 

AGREEMENTS: MEMORANDA OF UNDERSTANDING	 (MOU) - n~ 
Signed, ongmal MOU. and Letter Agreement. between NASA and others with 
correapondence and all document. concerning the agreement matters, sueh 
... interagency, intra-agency, or international ~IW'S. 

A. Record copies.	 • PERMANENT • 
HQ:	 Office oC External Relationa RETIRE TO THE CUSTODY OF THE 

NASA ARCHIVIST OR HISTORIAN. 
THEY WILL TRANSFER TO NARA 
WHEN NO LONGER NEEDED TO 
PREPARE NASA HISTORIES OR 
WHEN 10 YEARS OLD, WHICHEVER 
IS SOONER. 

B.	 lnItallationa: Office oC Pnmary Responsibility • PERMANENT • 
RETIRE TO FRC 2 YEARS AFTER 
EXPIRATION. TRANSFER TO NARA 
10 YEARS AFTER EXPIRATION. 

C.	 All other copies. DESTROY WHEN OBSOLETE OR 
SUPERSEDED. 

AGREEMENTS: INTERAGENCY AND INTRA-AGENCY WITH OTHER 
GOVERNMENT AGENCIES 

Cue files on agreements between NASA and other Government agencies. 
Includes correspondence and all documents/materials concerrung the 
agreement. 

A.	 Office oC primary respoIllibility. • PERMANE~T • 
RETIRE TO FRC :: YEARS AFTER 
COMPLETION OR EXPIRATION. 
TRANSFER TO NAR.-\' 10 YEARS 
AFTER COMPLETION/EXPIRATION. 

B.	 All other offices/copies. DESTROY WHEN OBSOLETE OR 
SUPERSEDED. 

HISTORICAL ITEMS/SOURCE FILES - c.'-'.o..",\e..... 
Documents that have unusual or immediately recognizable histcrreal 
lignlfieance and are filed among other documents that are scheduled Cor 
disposal w111be noted and removed from the file before transfer or 
destruction. Agency histories and selected background materials. 
Narrative agency his tones, including oral history projects prepared by 
agency historians or public affairs officers or by pnvate histonans under 
contract to the agency. Some background materials (such as interviewl with 
past and present personnel) generated dunng the research ltage may also 
be selected for permanent retention. 

A.	 HISTORY SUBJECT FILES (Located in Agency/In.tallation HiitOry Offices, 
including any Indexes or finding aid. if available.) 

1. 1945- 1989 

Material in this collection dates from 1945 to 1989 and may be • PERMANENT • 
contained in boxes, lektrievers, or file cabinets. Material is RETAIN RECORDS IN AGENCY FOR 
marked and accounted for in two categones: (1) Dated/marked when s YEARS, STARTING JANUARY 1993. 
matenal is added to collection; and (2) Dated/marked when matenal TRANSFER TO NARA NO LATER 
ia acceued for research purposes, THAN DECEMBER 31, 1998, UNLESS 

THERE IS AN AGENCY REQUEST 
CERTIFYING ACTIVE AGENCY USE 
AND NEED SUCH REQUEST WILL 
SPECIFY NEW TRANSFER DATE 
FOR MATERIAL SO CERTIFIED. 

1-2
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SCHEDULE 1
 

ITEM 
rUFI#l 

[l070J
(N 1·8) 

9 
[l070J
(N 1·29) 

10 
[l070J 
PASR 

11 
[l070J 

MINIMUM 
DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: HISTORICAL ITEMS/SOURCE FILES 

2. 1990 and Continuing.	 • PERMANENT· 
[SEE NOTE1) RETAIN IN AGENCY SPAP...e.UNTIL 

NO LONGER NEEDED OR"'!t~EARS 
OLD WITH 5 YEARS CONSECUTIVE 
INACTIVE AGENCY USE OR UNTIL 
80 YEARS OLD, WHICHEVER IS 
LONGER. 

B. READY REFERENCE MATERIAL 

Reference material published/sponsored by NASA (Shelf	 RETAIN INDEFINITELY IN AGENCY 
documentation/books ).	 SPACE UNTIL NO LONGER NEEDED, 

OR DESTROY WHEN 75 YEARS OLD, 
WHICHEVER IS LONGER. 

HISTORY OFFICE CONTRACTOR DELIVERABLES (BOOKS) - c.h~(... 
Copies of documents collected and used as source data in preparation of historical 
volumes. Included are duplicates or copies of correspondence, reports, directives, 
pamphlets, publlcaticns or other official records; preliminary or partial drafts; 
authors' outline(s); authors' original notes; responses from readers; reviews; and 
comparable documents. 

A. Materials related to completed volumes.	 RETIRE TO FRC ONE YEAR 
(After publication of the finished book)	 AFTER PUBLICATION. DESTROY 

WHEN 6 YEARS OLD. 
1>e~-\-ro~ LtJ~ru ~6Y' ~~ B.	 Materials accumulated for future volumes. BISrlQ8Ir8P , a t NOE WITH' 

4IEM B01 IlIIS SOflLl'H:JLI3" 

C.	 Published materials/books. • PERMANENT • of. ~~c..h 
TRANSFER ONE COpy MdIOALM' 
'fa	 .l1rlVt (\4U t"e.LtcUe. whw 
(>1.4\MJi~ t 

HISTORY ARCHIVES BIOGRAPHICAL FILES - NASA	 10 HABC - r1!~ ejj ujUJfl{ 
Biographical data, speeches, and articles by individuals who are of historical MOST FILES ARE RETAINED 
significance in aeronautics, astronautics, space science, and other concerns INDEFINITELY IN AGENCY 
of NASA; correspondence, interviews, and various other tapes and transcripts REFERENCE COLLECTIONS 
of program activities (HISTORY OFFICE~ ARCHIVES)~

RETiRE '£0 FRe U ER ITEMSII Oft 
.g OF 'i'HIS SGIlEBULI3. besi-ro'\, u..lhe...... 
(\0 \ffliU" ()ee~. 

HISTORY OFFICE FILES - ADMINISTRATIVE - (lew tfS 1I/J.1/99 
Routine office files, general correspondence, and other materials related to the RETIRE TO FRC WHEN 2 YEARS 
day-to-day operations and management of the history office and its programs. OLD. DESTROY WHEN 6 YEARS 

OLD. 

NOTE1: Excluded are electrostatic copies of agency documents made for convenient reference 

1-3 



SCHEDULE 1 

ITEM MINIMUM
 
rUFf # , DESCRIPTION OF RECORD SERIES RETENTION
 

12 ORGANIZATIONAL FILES (N 1-3) 

[llOl] 
[ 1410J A.	 Orvanisational charh, NASA Directives, and reorganisation .tudies, • PERMANENT • 

rraphic llhutratioIll which provide a detailed deeeription of the RETIRE TO FRC WHEN 5 YEARS 
arrangement and administrative .tructure of the functional umta of an OLD. TRANSFER TO NARA IN 
acency. Reorgani&ation .tudies are conducted to design an efficient 5 YEAR BLOCKS WHEN 20 YEARS 
organaational framework most suited to carrying out the agency'. OLD. 
programs and inc:1ude materials sueb u final recommendations, [GRS 88 RESND (16-1Sa)) 
proposals, and .tafT evaluations. These filea also contain administrative 
maps that Ihow regional boundaries and headquarters oC decentralized 
agencies or that .how the geographic extent of limltl oC an agency'. 
programll and proJects. 
[SEE NOTEl) 

B.	 Management appraisal files, narrative and Itahstical reportl on
 
.ignificant accomplishments, accounts of and rationale for reorganizations,
 
establiahment or disestablishment of field installations; apectal reports
 
on key planning studiea, WIth related papers .howmg inception, scope,
 
procedure, results, and cue files on approved plans, policies, miuion,
 
and proil'amII.
 

1.	 Office of Primary Responsibility. • PERMANENT • 
RETIRE TO FRC WHEN 5 YEARS 
OLD. TRANSFER TO NARA IN 5 
YEAR BLOCKS WHE~ 20 YEARS 
OLD. 

2.	 All other offices/coplea. DESTROY WHEN OBSOLETE, 
SUPERSEDED, OR WHEN NO 
LONGER NEEDED. 

13 FUNCTIONAL STATEMENTS 
[1130J
 
[1410J Formally prepared descriptions of the responsibilities assigned to the senior
 
(N 1-2) executive officers of the agency at the dlvision level or higher, Ie the
 

functionalstatementa are pnnted in the Code of Federal Regulations (CFR), they
 
are not desrgnated for preservation u a separate series.
 

A.	 RECORD COPIES. • PERMANENT· 
HQ:	 OFFICE OF MANAGEMENT OPERATIONS, See ITEM 72. 

NASA DIRECTIVES & FEDERAL REGULATIONS 
(Record copy ia included in NMI System) 

B.	 INSTALLATIONS Office of Primary Responsibility. • PERMANENT • 
See Above. 

C.	 All other copies. DESTROY WHEN OBSOLETE, 
SUPERSEDED, OR NO LONGER 
NEEDED. 
[GRS 88 RESND (l6-1Sb)) 

NOTEl: Excluded from this series are those Organization Charts included in the NASA 
Directives System -- See Item 72 of this Schedule. 
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SCHEDULE 1
 

ITEM MINIMUM 
rUFI#[ DESCRIPTION OF RECORD SERIES RETENTION 

14 COMMITTEES, BOARDS, COUNCILS, PANELS, AND CONFERENCES - c.hA.rt~t.. 
[11501 [SEE NOTE 11 isee Ncrle 2J 
(N 1-6) A. Recoro. relating to atabIuhment, orgaruntion, membership, and policy.
 
(N 1-7)
 
(N 24-12) 1. Intra-agency, adviaor)', or international. • PERMANENT •
 
(N 24-13) RETIRE TO FRC WHEN 2 YEARS
 

OLD. TRANSFER TO NARA1i YB;<uy) 
AFTER DISSOtVEMEllT 8F 
CO} n UfiEE, €lFt WHEN 20 YEARS 
OLD. wmems; Sit 19 SeeffER. cqs 
[GRS 16-12)	 "2l-\~\ 

2.	 DESTROY 2 YEARS AFTER 
TERMINATION OR DISSOLVEMENT 

TEE. 
[GRS 16-8a (88 

B.	 RecordJ created by committees ... and conferences. 

1.	 Agendas, directives, minutes, reports (interim and final), reports
 
covenng general operations of the group, records relating to
 
establishment, reviaion, or tenrunatlon of a program/project, and
 
records documenting the accompluhmenta of the group.
 

(a) Office file of the group maintained by the sponsor, . • PERMANENT • 
to the group, Chairperson, or other designee.	 RETIRE TO FRC WHEN 2 YEARS 

OLD TRANSFER TO NARA 5 'fEdtS 
AF'f'SIt fHS_OL IE.fISH'l, Sit WHEN 
20 YEARS OLD.. WHHmE!;'BR 13 ((\S
rg:;';8R

RESND (19-2)J S\2L[qS-'1 

DESTROY WHEN s YEARS OLD OR 
WHEN NO LONGER NEEDED FOR 
REFERENCE, WHICHEVER IS 
SOONER. 
[GRS 16-8b(l) (88)J 

2.	 All other records produced by the (roup. DESTROY WHEN s YEARS OLD OR 
WHEN NO LONGER NEEDED FOR 
REFERENCE, WHICHEVER IS 

NER. 
[GR 8b(1) (88)J 

3.	 Records maintained by individual members. RMINATION OF 
MEMBERSHIP, OR NO 
LONGER NEEDED, WHIC 
SOONER. 

NOTE1: Excluded from this series are those records created by the Inventions 
and Contributions Board -- See Item 16 of this Schedule. 
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SCHEDULE 1 

ITEM MINIMUM
 
rUFT #1 DESCRIPTION OF RECORD SERIES RETENTION
 

15 CONGRESSIONAL COMMITTEE FILES 
[ 1150J
(N 1-13) A.	 Correspondence with members of Congreu regarding infonnation about • PERMANENT • 

NASA that i.a to be used for Congressicnal Corrurutteea, hearings, or RETIRE TO FRC WHEN 5 
briefings (THIS INCLUDES TESTIMONIES TO). YEARS OLD. TRANSFER TO NARA 

WHEN 20 YEARS OLD. 

B.	 Tranlcripts of NASA Hearings before Congreuional Committees 

16 INVENTIONS AND CONTRIBUTIONS	 BOARD RECORDS AND FILES 
[ 1170J 
(N 13-16) A.	 Minutea of meetings of the Invention. and Contnbutiona Board. 

1. Record copy.	 • PERMANENT • 
HQ:	 BOARD OF CONTRACT APPEALS TRANSFER TO NARA WHEN 5 YEARS 

OLD. 

Installations. 
onetary Award. Only (Significant).	 RECORDS ARE SUBMITTED TO NASA 

HQ BY COGNIZAI'n TU PROGR.AJ..i 
OR PATENT PROGRAM AS 
APPLICABLE. 

s.	 DESTROY WHEN NO LONGER 
NEEDED. 

B.	 Copies of documents/recorda c ed by the Board that are maintamed DESTROY WHEN NO LONGER 
at field inBtallahoIlJl or by Board m NEEDED. 

(91 13-17) C.	 Alphabetical files, by contnbutor, on cont utiona NOT considered RETIRE TO FRC WHEN 2 YEARS
 
for award; files include correspondence, evalua . ns, and all related OLD. DESTROY WHEN 23 YEARS
 
papers/recorda. OLD.
 

(N 13-17) D.	 Alphabetical mel, by contnbutor, on contnbutions eonsi RETIRE TO FRC WHEN 3 YEARS
 
award, files include correspondence, evaluations, recomrnen ons by OLD. DESTROY WHEN 22 YEARS
 
the Inventions and Contributrcns Board and the Adnumltrator OLD.
 
related records/documentation.
 

(N 13-1S) E. Demed Award Hearings Files Cue files on heannga evolving from TIRE TO FRC AFTER CASE IS
 
denied awa.rtU from the Inventions and Contributiona Board. SED. DESTROY WHEN 2S
 

OLD.
 

F.	 Award cue filu/applicationa that have been microfilmed. 

1.	 Paper Records. DESTROY WHE CROFILM/ 
MICROFICHE HAS B N VERIFIED. 

2.	 Microfilm/microfiche Reeerds. DESTROY WHEN NO LON 
NEEDED OR WHEN 25 YEARS 
WHICHEVER IS SOONER. 
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SCHEDULE 1
 

ITEM MINIMUM 
rUFI#l DESCRIPTION OF RECORD SERIES RETENTION 

NASA BOARD OF CONTRACT APPEALS CASE FILES--GOVERNMENT COUNSEL'S 
CASE FILES 

(N 13-22)	 A als before the NASA Board of Contract Appeals consisting of Notices of RETIRE TO FRC 2 YEARS AFTER 
Appe complaint, answer and/or motion, correspondence, transcripts of BOARD HAS RENDERED ITS 
preeeedni before the Board, exhibits, briefs in .upport of the parties' DECISION OR CASE IS SETTLED. 
positions tali under the disputes clause of a NASA contract, and Board DESTROY WHEN 6 YEARS OLD. 
decilliona, togeUi with working papera of the trial aUorney charged with 
representing NASA ore the Board. 

18 BOARD OF CONTRAC 
[1180] 
(N 17-49)	 Recorda of appeals of NASA contract ora u r the dispute. clause of a 

NASA contract, including findmgs and final de . ions of NASA contracting 
officera, pleadings, transcripts of hearings, briefs, iblts, and related 
correspondence, memoranda, working papera, Board .Ion., and other 
related papera/documentation. 

A.	 Cuea in which the appeal wu withdrawn or .ettled. RETIRE TO FRC 2 YEARS 
AFTER YEAR IN WHICH 
APPEAL WAS WITHDRAWN OR 
SETTLED. DESTROY 6 YEARS, 3 
MONTHS, AFTER FINAL ACTION ON 

CISION. [G-R..~ ;·l~a.] 
B.	 Cases in which the Board rendered a deeisica. RETI TO FRC 6 YEARS AFTER 

YEAR IN HICH DECISION WAS 
RENDERED. 
YEARS OLD. 

C.	 Recorda created after September 30, 1979. DESTROY 1 YEAR 
ACTION ON DECISION. 
[GRS 3-1Sb (88)] 
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SCHEDULE 1 

ITEM MINIMUM 
(UFT ~l DESCRIPTION OF RECORD SERIES RETENTION 

SYMPOSIA AND CONFERENCE FILES - MANAGEMENT 

iles (including invitations, attendance records, agenda, minutes, reports, RETIRE TO rRC WHEN 1 YEAR 
etc. {routine and ad hoc conferences and meetings, .uch as meetings of OLD. DESTROY WHEN 6 YEARS 
non-pro t working groups and task iT'0UpS,included are .taff meetings OLD. 
related larg to adminiatrative matien. (GRS 88 RESND (16-12]) 

20 COMMITTEE MANA ENT OFFICERS - FEDERAL ADVISORY COMMITTEE ACT 
[J200) FILES 

Records maintained by agency Committee agement Officen for committees DESTROY 5 YEARS AFTER
 
established under the Federal Advl&oryCommit Act, including copies of TERMINATION OF COMMITTEE.
 
charters, membenhip lists, agendas, policy Itatemen (GRS 16-8c (88)]
 
to be available {or public information.
 

21 SPECIAL PRIORITIES ASSISTANCE FILES 
[1216) 
(N 17-18) Documents used in requesting, coordinating, and granting pnonties. 

A.	 Office of Primary Responalblhiy. RETIRE T C WHEN 2 YEARS 
OLD. DESTRO HEN 10 YEARS 
OLD. 

B. All other offices/copies. 
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SCHEDULE 1
 

ITEM MINIMUM 
rUF1#1 DESCRIPTION OF RECORD SERIES RETENTION 

RECORDS OF TOP MANAGEMENT OFFICIALS 
{1216J
{1220J A. UPPER LEVEL MANAGEMENT -

eN 1-1)	 Office of the Administrator, Deputy, 
.Aaailtant Administrator, Installation 
levels (construed to include the head. 
haa been delegated the responsibility 

ADMINISTRATOR, DEPUTY, ASSOCIATES, ETC 

Associate Administrator, 
Director, or equivalent management 

oC any organiutionallevel which 
oC ferving as "office oC record" or 

·Office of Primary Raponlibility" (OPR)). 

Flies for thelle office contain materials reOecting policy, .tudiell, and 
analy .. s and program development, including correspondence and informal 
notell between NASA officials; With private sources, foreign governments, 
and other U.S. Government agencies. Flies/correspondence makmg up the 
·official file copy." Records included In this lenes may consist of 
calendars, appointment books, sehedules, which contain a record of official 
conferencel/meetings and other ecmmunleafiona, official logs/dlanes, and 
other records documenting meetings, appointments, telephone calla, trips, 
vilita, and other actiVities whlle servmg in an official capacity, created 
and maintained in hard copy or electronic form [SEE. NOTEl1 

II HQ:	 OFFICE OF THE ADMINISTRATOR OPR-. 
ADMINISTRATOR'S CORRESPONDENCE UNIT (ACC) 
[SEE: NOTE21 

of a routine 
and replies 
other than 
relating to 

C. ROUTINE 

ion offices and lower, "fllI normally contain correspondence 
na Thll correspondence generally consISts of mquirres 

that can swered With available information. Records of 
those defined m "above contammg subatantrve information 
offiCial activities. 

MATERIAL 

Routine matenals containmg NO aubarantive information regardm 
dally activities of other than high level offiCials as defined in "A" 
above; and records of all Federal employees containing substantive 
information, the subatance of which haa been incorporated into official 
files. 

• PERMANENT •
 
RETIRE TO FRC WHEN 5 YEARS
 
OLD IN 5 YEAR BLOCKS.
 
TRANSFER TO NARA WHEN 10
 
YEARS OLD.
 
[GRS 88 RESND [23-2])
 

DESTROY OR DELETE WHEN
 
2 YEARS OLD
 
[GRS 23-5a (88»)
 

DESTROY OR DELETE WHEN 
NO LONGER NEEDED. 

23-5b (88)] 

NOTEl:	 Excluded from this series are Personal Papers. (See NARA Management Guide, 
"Personal Papers of Executive Branch Of ficals:" 

NOTE2:	 This collection mayor may not capture the files physically located in the 
Office of the Administrator. 

• OPR = Office of Pnmary Respcnarbility 
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SCHEDULE 1 

ITEM MINIMUM 
rUFl #1 DESCRIPTION OF RECORD SERIES RETENTION 

23 LANGLEY CENTRAL CORRESPONDENCE FILES CLaRC ONLY) 
{l200] 
{1216] A. NACA/NASA Correapondence Sy.tem (Dated: 1940 to December 1984) 

Then file. coruiat of general adminiatrative, project, and program	 • PERMANENT • 
incoming and outgoing ecrrespendenee received at LaRC maintained in	 MAINTAIN ON-SITE IN THE 
microfilm format. R.ec:orde include the u.ociated "Fue Code Log	 CORRESPONDENCE AND RECORDS 
Books" (paper copy only). Thia record .eriu also Includes the computer	 MANAGEMENT SECTION (CODE 101) 
print-outa contammg the roll number for image on file (paper copy).	 UNTIL NO LONGER NEEDED FOR 
Document ie coneidered a finding aid. Document. were filmed by	 REFERENCE USE TRANSFER TO 
.ubject code va. date therefore documentation it intermixed.	 NARA 20 YEARS AFTER DATE OF 

LAST DOCUMENT FILMED. 
:(l'R::UiSFER 3AllUld1:Y I, 2995)-

-rf'WY\S f'c....." n1fY1{(.Liu...id1B. Document Locator Number Central Correepondence File (DLN File) 

Theee file •• tart with the period January 1985 and conaiet of general 
admini.trative, project, and program incorrung and outroinr correeponder.ce 
received at LaRC maintained in microfilm format. 

1.	 Paper origin ale u received. MICROFILM RECORDS WITHIN 6 
MONTHS OF RECEIPT, CREATING 2 
SILVER HALIDE COPIES DESTROY 
PAPER COPIES UPON VERIFICATION 
OF MICROFILM IMAGE WITHIN 1 
MONTH OF FILMING PROCESS. 

2. Microfilm copies. 

Theee recorda are in microfilm format and roTeoperated on an IBM or 
compatible aystem and documents/recorde are located on thi •• y.tem via 
the use of a "Keyword" search program. (SEE ITEM 3.) 

(a)	 DLN copy. RETAIN ON-SITE IN THE 
CORRESPONDENCE AND RECORDS 
MANAGEMENT SECTION UNTIL NO 
LONGER NEEDED. OFFER TO LaRC 
HISTORY OFFICE AT THAT TIME. 
DESTROY WHEN 75 YEARS OLD OR 
WHEN NO LONGER NEEDED, 
WHICHEVER IS EARLIER 

• PERMANENT • 
TRANSFER TO NARA IN 5 YEAR 
BLOCKS WHEN 20 YEARS OLD. 

• PERMANENT • 
TRANSFER 1 COpy OF THE 
PROGRAM AND ASSOCIATED 
DOCUMENTATION, INCLUDING 1 
COPY OF THE DATABASE 
INFORMATION AND ANY 
ASSOCIATED DOCUMENTATION,this svskrn serve s u::;, -the.. -hf\'d,n,s AND USER'S MANUAL ALONG WITH 
THE FIRST TRANSFER OFd,c{ +t> ~ bL~ ~1ro.l. U(~fg}\d~ PERMANENT MICROFILM AS 
IDENTIFIED IN ITEM 2. TRANSFER!iles . (CctJt('f Iq(S" 1b fre.se..,.. r.)	 ANY UPDATES 16 HIS PFhuJtJ ( 
WITH SUBSEQUENT TRANSFERS OF 
MICROFILM . 

./ 
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1 ::SCHl:UULE 

ITEM MINIMUM 
rUF/#l DESCRIPTION OF RECORD SERIES RETENTION 

~ .--~ ........ - . - ~ - --

TRANSITORY OR TEMPORARY INTERNAL ADMINISTRATIVE FILES 

ive operations filea of organiutional offic:eaof a routine or DESTROY WHEN S MONTHS OLD 
temporary natu ncerning adrniniat rat ive mattel'l. Papel'l of .hort-term OR WHEN NO LONGER NEEDED, 
interelt which have no mentary or evidential value. Examples of sueh WHICHEVER IS SOONER. 
correspondence are below: [GRS 23-7 (88)) 

A.	 R.equesta for information or publications - utine requuh for information, 
publications, or other printed material, and COP! epliu which require 
no admini&trative action, DO policy declalen, and no spec 
researeh for the reply. 

B.	 !.ettel'l of transmittal - Originating office copiel of lettel'l of tran.mittal 
that do not add any information to that contained in the tr&nsmitted material, 
and receiving office copy if filed leparately from transmitted material. 

c.	 Qua.ai-official noticu. Memoranda and other papel'l that do not &erve u the 
ba.ai. of official actionl, such a.a noticea of holiday. or charity &nd welfare 
fund appeala, bond campaignl, and .imilar papers, 
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SCHEDULE 1
 

ITEM
 
(UFT #/ DESCRIPTION OF RECORD SERIES
 

ROUTINE CONTROL FILES 

ob control record., .tatu. cards, routing BlipB,work proceaaing .heeh, 
ndence control forms, receipt. for records charge-out, and other .imilar 

reco ed Bolely to control or document the .btUB of correspondence, 
reporta, or er record. that are authoriud for deatruction. 

26 
{JUOJ 

Record. relating	 to internal management an 

27 CONGRESSIONAL CORRESPONDENCE F 
{J311j 
eN 1-15) A.	 Correspondence WI!h Members of Congreu concernmg agency poll 

.btUB of major programs or projects. 

B.	 Correspondence WIth Congressmen regarding the atates they represent and 
lettel"ll from theIr conlhtuenta requeatmg information about space or 
NASA actIVIties. 

eN 1-16) C.	 Publicationa requesb from Congreaamen for copiea of NASA publicationa 
which required no formal reply. 

28 REPORTS TO CONGRESS 
11311J 

Statutory and other reports requested by Congress concerning NASA activitlea. 

(N '-'2) A. HQ:	 Office of Legislative AITail"ll. 
(Office of Pnmary Responsibility) 

B.	 All other offices/copIes. 

CCOUNTING OFFICE (GAO) EXCEPTIONS 

GAO notices of exceptions, sueh as Standard Form 1100, form 0 

and related correapondence. 

MINIMUM 
RETENTION 

REMOVE FROM RELATED 
RECORDS AND DESTROY 
OR DELETE WHEN WORK 
IS COMPLETED OR WHEN NO 
LONGER NEEDED FOR OPERATING 
PURPOSES. 
[GRS 23-8 (88)) 

DESTROY WHEN 2 YEARS OLD.
 
[GRS 13-6 (88))
 

RETIRE TO FRC WHEN. YEARS
 
OLD. DESTROY WHEN 15 YEARS
 
OLD.
 

• PERMANENT • 
RETIRE TO FRC WHEN 2 YEARS 
OLD. TRANSFER TO NARA WHEN 15 
YEARS OLD. 

DES1ROY WHEN S YEARS OLD. 

FILES/NOTICES 

RTED 
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ITEM 
rUFl#[ DESCRIPTION OF RECORD SERIES 

30 LEGISLATION FILES - PROPOSED - OUJ 
[1320] 

A.	 Documents accumulated in the preparation and proeeaaing oC legislation 
proposed by or in the interest oCNASA. Includes draIts oC leglliation, 
reports to committees on introduced legislation, and comments on, 
including coordination through center legal office(s) with final sub-
missions to Headquarters, on legislative propoaals. Tha aeries includes 
caae files on each proposed item of legislation and files are kept and 
maintained, and broken in tha faahlon. 

OPR: NASA Headquarters, Office oC Legislative Affairs 

B.	 Offices providing information, feeder reports, or pertinent documentation 
documentation to cognizant Headquarters office concerning the proposed 
legislation. 

C.	 All other offices/copies. 

RTS 

Reports and copies of documents from the Departments of the AImy, Navy, 
Air Force, and Defense. 

32 UNIVERSITY AFFAIRS PROGRAM FILES - nuJ 
[1355] 

These are case files kept alphabetically by individual, by program. Case files 
wiII typically include, but not be limited to, application forms, transcripts, 
proposals, and letters of recommendations, as appropnate for each program. 
Records in this series may include any other associated correspondence or 
documentation related to the operation and functions of the program. 

Programs include, but are not limited to: 

Advanced Designee Program NASA/USRA 
ASEE Summer Faculty Fellowship Program 
Graduate Program in Aeronautics 
Graduate Student Researchers Program (GSRP) 
Graduate Student Researchers Program/UMF 
Historically Black Colleges and Universities (HBCU) 
Space Technology Development and Utilization Program (STDP) 
Jomt Institute for Advancement of Flight Sciences (JIAFS) 
Langley Aerospace Research Summer Scholars Program (LARSS) 
NASA Space Engmeermg' Research Center Program 
National Research Council (NRC) Resident Research Aasociateshlp Program 
National Space Grant College and Fellowship Program 
Other Minonty University Programs 

A.	 Office of Primary Responaibility: University Affairs 

B.	 All other offices/copies. 

C.	 Rosters Of luta of participants/individuall in respective programs. 

SCHEDULE 1 

MINIMUM 
RETENTION 

RETIRE TO FRC 5 YEARS AFTER 
PROPOSAL IS ENACTED INTO 
LAW OR IS KILLED b~S-\N~ 
T~ 'J1BP:E!R '1'8 Hs'z."'tJtWHEN 15 
YEARS OLD. 

DESTROY WHEN 10 YEARS OLD OR 
WHEN NO LONGER NEEDED 
WHICHEVER IS SOONER. 

DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE 
PURPOSES. 

GER 

RETAIN ON-SITE DESTROY 5 
YEARS AFTER COMPLETION OF 
RESPECTIVE PROGRAM. 

DESTROY WHEN NO LONGER 
NEEDED OR WHEN REFERENCE 
VALUE CEASES. 

DESTROY WHEN NO LONGER 
NEEDED. 
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34 

SCHEDULE 1
 
ITEM
 

lUFf #1 

[1362J
(N 1-10) 

36 
[ 1370J 
(N 19-20) 

37 
[1380J
'N 19-19) 

DESCRIPTION OF RECORD SERIES 

ERNATIONAL CORRESPONDENCE 

COrTe:llpondence with private individuals outside 0
 

information or publications.
 

INTERNATIONAL ACTIVITIES FILES 

Cue fil~ on NASA international activities; includes correspondence, reporh, 
agreemenh, and all related papen. 

IGN NATIONAL VISITORS FILES 

Document. relating to the visits or roreign nation ,I 
llecurity clearances, itineraries, correspondence, and reports. 

VISITOR OPINION CARDS - ch~t\~e 
FOrml completed by viaiton to field in.tallations .howing their opinion or the 
the racil1tles, etc. 

COMMUNITY RELATIONS FILES - c.."'o.t\1e. 
A.	 Documentation showing the development, maintenance, and improvement 

of relations between NASA and the community. 

GSFC:	 These are meetings between local leaden in business/political 
areal! to show/demonstrate what GSFC is doing in the local 
community, rotary clubs, Chamber of Commeree, etc. 

ces and other such 
routine actiVities. 

StatistiCll regar~4"~~ 
in compiling semiannual re . cluding statIStic:. regarding diaaemination or 
publications and number or publica I 

A.	 HQ: Public Affairs (OPR) 

B.	 Installations: Office of Primary Reaponaibility 

C.	 AlI other offices/copies. 

MINIMUM
 
RETENTION
 

• PERMANENT • 
TRANSFER TO NARA WHEN 
ACTIVITY CEASEs.. ot. w-H{ II 
30 ~eARS' OL..h. 

DESTROY 6 MONTHS AFTER 
VISIT. 

DESTROY WHEN 5 YEARS 
OLD. 

DESTROY WHEN 2 YEARS 

DESTROY WHEN 5 YEARS OLD. 

DESTROY YEAR OLD OR 
WHEN NO LONGER 
WHICHEVER IS SOONER. 
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SCHEDULE 1
 

ITEM MINIMUM 
rUFT#l DESCRIPTION OF RECORD SERIES RETENTION 

39 NASA PERIODIC INFORMATION SERIES - HOUSE ORGANS - ~W 
[1380J 

Periodic newsletters, bulletins, or similar types of publications containing information
 
relating to installation facilities, operations, significant project(s) and mission
 
development, and any other information oC interest to NASA employees.
 
[SEE NOTE1) 

A.	 AMES RESEARCH CENTER - "Astrogram" (8 1/2 x 11)
 
Issued: BI- WEEKLY (26/yr)
 
OPR: Office oC External Relations, Media Services / Code DXI
 

1.	 1958 - 1990 (Hard Copy) • PERMANENT • 
(1989 format chg - 9 x 12)	 TRANSFER TO THE LEGAL 
(1990 format chg - 8 1/2 x 11)	 CUSTODY OF NARA BY 

JANUARY 1,~ Iqq£,. 

2.	 1991 - Continuing (8 1/2 x 11) • PER.\!A.NENT • 
TRANSFER ONE ORIGINAL TO 
NARA IN ONE YEAR BLOCKS AT 
THE END OF EACH CALENDAR 
YEAR (TRA..~SFER ANNUALLY). 

E. ~R~I)£N Rt.Si/t~CH C.(I-lT£~ - ··~-Pre.ss" 
ISSIAl'cl. t1\tM+h I~
 
oPR: O+-tlU A fdu(lo.1 ft.f{alf\S"
 
I. \ct/,o- \'\'14 (Htlrcl. CO(',\)	 ...,f ~c('rn£)1'l~..f J 

IIi	 I, +Ov(lld 'IrtAl"IS t:u..ro "'I'\~f\; LAfP'h "'ffr6V 

of+hl~ ~e~. 

't rUyNM'\e-tCt~ 
Tf'M'~~ dl\( M"ilnoJ -Iu 1\1'\~f\ in ~ 
~t..().r 6Io,,~S ~:t~ uJ t)f ec...J ---
C,.A..\ c.-tA.w- 'i~ 

GODDARD SPACE FLIGHT CENTER - "Goddard News" NI-255-92-4 
ued: MONTHLY 

OP Public AffaIrs/Code 130 

1.	 • PER.\{A;.~ENT • 
TRANSFER NMEDIATELY TO THE 
LEGAL CUSTODY OF NARA. 
RECORDS IN THIS MEDIA HAVE 
BEEN INSPECTED AND CERTIFIED 
IN ACCORDANCE WITH 36 CFR, 
PART 1230. 

2.	 1982 - 1990 (Hard Copy Only) • PEIU'{ANE~T • 
TRANSFER IMMEDIATELY TO THE 
LEGAL CUSTODY OF NARA. 

3.	 1991 and Continuing (Hard Copy) • PER.\{ANENT • 
SFER ONE ORIGINAL TO 

N ONE YEAR BLOCKS AT 
THE END EACH CALENDAR 
YEAR (TRA..~ ANNUALLY). 

NOTE1:	 AllY specific series 0/ bulletins, magazines. or newsletters not identified within this series should 
be referred to the Installation Records Manager or the Agency Records Officer for clarification 
and disposal instructions. 
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SCHEDULE 1 

ITEM MINIMUM 
rUFf #1 DESCRIPTION OF RECORD SERIES RETENTION 

39 CONTINUED: NASA PERIODIC INFORMATION SERIES - HOUSE ORGANS 
[ 1380J 

b .• NASA HEADQUARTERS 

(a) House Organ - "HQ Bulletin" 
Issued: BI-WEEKLY (1 Issue in December) 
OPR: Administrative Services Branch / Code JOB-2 

1. July 1965 - 1985 (Microfiche) .. PERMANENT .. 
TRANSFER TO NARA 
JANUARY 1, 1996. 

BY 

2. 1986 -~ (Hard Copy)
11\~4 

.. PERMANENT .. 
TRANSFER TO NARA 
JANUARY 1, 1996. 

BY 

3. ... and 

I~qs 
Continuing (Hard Copy). .. PERMANENT .. 

TRANSFER ONE ORIGINAL TO NARA 
IN ONE YEAR BLOCKS AT THE END 
OF EACH CALENDAR YEAR 
(TRANSFER ANNUALLY). 

(b) "NASA 
Issued: 
OPR: 

Magazine" 
Quarterly 
Office of Pubhc Affairs 

This is a quarterly pubhcatron which includes stories or 
information on activities and programs within the Agency or 
or external orgamzations affecting NASA, including feature 
stones and a cover story. 

.. PERMANENT .. 
TRANSFER ONE ORIGINAL TO NARA 
IN ONE YEAR BLOCKS AT THE END 
OF EACH CALENDAR YEAR. 

(c) "NASA Heads Up" / "Hurnan 
or similar type news bulletms 

Resources 
published 

Bulletin" 
In-house. 

DESTROY WHEN NO LONGER 
NEEDED OR WHEN 3 YEARS OLD, 
WHICHEVER IS SOONER. 

£ .. JET PROPULSION LABORATORY 
Issued: BI- WEEKLY 
OPR: Public Affairs Office 

- "Universe" Format 11" x 17" 

1. 1959 - 1976 (Hard Copy) "Lab-Oratory" Format 8 1/2" x 11" .. PERMANENT .. 

January 1959 - November/December 1976 (Incomplete). 
1959 - Vol 8, No.6 through 1975 No.5 
1976 - No 1 through No 6 

TRANSFER '1'0 WARA BY ul'dll 
JAHUAltY 1, 1995 fli¥R{)IJIIL of 
T/15 .{'cl-!tltAu. 

2. 1970 - 1989 (Hard Copy) "Universe" .. PERMANENT .. 

August 1970 - 1989 (incomplete) 
1970 - Vol. 1, No. 1 through 
1971 - Vol. 1, No. 12 through 
1981 - Vol. 11, No. 25 through 
1982 - Vol. 12, No. 22, 
1982 - Vol. 12, No. 24 through 
1983 - Vol. 14, No. 11, 
1986 - Vol. 16, No. 11; 
1988 - Vol. 19, No 9; 
1989 - Vol. 19, No. 22 

No 10; 
1981 - Vol. 11, No. 22; 
1982 - Vol. 12, No. 20, 

Vol 13, No.1, 

TRANSFER 
ONE YEAR 
STARTING 

TO NARA IN 
INCREMENTS 
JANUARY 1, 1995 

3 1990 and Continuing [Hard Copy) .. PEIUvfANENT .. 
TRANSFER ONE ORIGINAL TO NARA 
IN ONE YEAR BLOCKS AT THE END 
OF EACH FISCAL YEAR (TRANSFER 
ANNUALLY). 
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SCHEDULE 1 

ITEM MINIMUM 
rUFI#! DESCRIPTION OF RECORD SERIES RETENTION 

39 CONTINUED: NASA PERIODIC INFORMATION SERIES - HOUSE ORGANS 
{ 1380J F.'" JOHNSON SPACE CENTER - "Space News Roundup"
 

Issued: WEEKLY
 
OPR: PAO, Media Services Branch/Code.A:P
 

1. 1961 - 1990 (Hard Copy)	 • PERMANENT • 

Space News Roundup was issued in the size and frequency as TRANSFER TO THE LEGAL 
follows: CUSTODY OF NARA-B¥- IA.fdN 

~~OARI 1, l!H15. /iffl2iJlIl4L-· 
1961 - Irregular; columnar format 11 x 16 1/2 
1962 - Bi-weekly 
1988 - Weekly 

2.	 1991 and Continuing (Hard Copy) • PERMANENT • 
TRANSFER ONE ORIGINAL TO 
NARA IN ONE YEAR BLOCKS AT 
THE END OF EACH CALENDAR 
YEAR (TRANSFER ANNUALLY). 

Go...	 KENNEDY SPACE CENTER - "Spaceport News" Format 9 1/2 x 12 1/2
 
Issued. BI- WEEKLY (26 issues/year)
 
OPR: Office of Public Affairs / Code PA-PIB
 

1.	 1965 - ~(Hard Copy) * PERMANENT" 
Spaceport News was published Irregularly the first two years; TRANSFER IMMEDIATELY TO THE 
publication was as follows LEGAL CUSTODY OF NARA. 

1965 (2 Issues, starting 6/23/66); 
1966 (39 Issues) Printed as follows' 

#1-#16 (dated 4/21/66); Issue #'s 17, 18, & 19 Skipped; 
#20 (dated 4/28/66) - 23; #'s 24, 25, & 26 were printed 
twice on the dates indicated: 

First 24 dated' 5/26/66 - Second 24 dated' 6/16/66 
FIrst 25 dated 6/02/66 - Second 25 dated' 6/23/66 
First 26 dated 6/09/66 - Second 26 dated: 6/30/66 

#27-39
 
1967 (26 Issues) [Issue #25 Skipped: 1-24, 26, & 27)
 
1970 (27 Issues)
 
1973-74 (25 Issues)
 
1979 (28 Issues)
 
1980 (27 Issues)
 
1981 (25 Issues)
 
1986 (25 Issues)
 
1989 (25 Issues)
 

2.	 1990 and Contmumg (Hard Copy) .. PERMANENT .. 
TRANSFER ONE ORIGINAL TO 
NARA IN ONE YEAR BLOCKS AT 
THE END OF EACH CALENDAR 
YEAR (TRANSFER ANNUALLY). 
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SCHEDULE 1 

ITEM MINIMUM
 
{UFT #1 DESCRIPTION OF RECORD SERIES RETENTION
 

39 CONTINUED: NASA PERIODIC INFORMATION SERIES - HOUSE ORGANS 
[ 1380J 

ouae Organ - RRaearcher NewsR (IIxI7 format) NI-255-92-4 
: BI-WEEKLY (25 iAues/year) 

OPR: LaRC Public Main/Code 116 

1. l1/SO/ - 11/24/44 RLMAL Bulletin" (8 1/2 x 11 format) • PERMANENT • 
(Langley	 orial Aeronautical Laboratory) (Hard Copy) TRANSFER IMMEDIATELY TO THE 

LEGAL CUSTODY OF NARA. 

2.	 SEE ABOVE DISPOSITION FOR 1. 

3. 9/28/62 - 7/3/87 .. 4. 

6. 1991 and Continuing (Hard Copy) • PERMANENT • 
TRANSFER ONE ORlGINAL TO NARA 
IN ONE YEAR BLOCKS AT THE END 
OF EACH CALENDAR YEAR 
(TRANSFER ANNUALLY). 

(b) Informational Newsletter - RLaRC This WeekR 

This series consists of a newsletter which provides information to DESTR WHEN NO LONGER 
Center personnel on notifications of meetmgs (internal and external), NEEDED 0 WHEN 3 YEARS OLD, 
on-site activities, and operational information for the center. WHICHEVER OONER. 
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SCHEDULE 1
 

ITEM MINIMUM 
IUF/#[ DESCRIPTION OF RECORD SERIES RETENTION 

39 CONTINUED: NASA PERIODIC INFORMATION SERIES - HOUSE ORGANS 
[ 1380] :r. It.	 LEWIS RESEARCH CENTER - -Lewis News-


Iaaued: BI-WEEKLY
 
OPR: PAO/Code
 

1.	 1942 - 1958 -Wing Tips· (Stuted as a Weekly Publication) • PERMANENT • 
TRANSFER TO NARA BY NO LATER 
THAN DECEMBER 31, 1995 

10/27/42 - 10/15/43 Vol!, No.1 - No. 49 (8 x 10 1/2 format) (TRANSFER HARD COPY, OR IF 
UNAVAJLABLE MICROFILM) 

10/25/43 - 12/04/43 Vol. 2, No.1 - No.4 
II No.5 - NOT PUBLISHED 

12/24/43 - 10/28/44 No.6 - No. 39 (5 1/4 x 8 format) 
II 2 extra issues w/out numbers/datu pubhahed 

May 1944 and September 1944: 
{5/13 = No. 19; 5/20 = No. *'20; 5/27 = No. 21} 
{7/08 = No. 26; 7/15 = No. 27; 7/22 = No. 28; 7/29 = t8 29} 
{8/05 = No. is 30; 8/19 = No. 30; 8/26 = No. 31} 
{9/02 = No. tie 32; 9/16 = No. 33} 

11/04/44 - 12/16/44 Vol. 3, No.1 - No.4 SEE NOTEl 
01/05/45 - 10/19/45 No 5 - No. 24 (8 x 10 1/2 format) 

11/02/45 - 10/18/46 Vol. 4, No.1 - No. 26 

11/01/46 - 10/24./47 Vol. Ii, No 1 - No. 26
 
{7/25 = No. 20; 8/8 = *-21, 8/22 = No 2:}
 

11/07/47 - 11/12/48 Vol. 6, No.1 - No. 26 

11/26/48 - 12/23/49 Vol. 7, No 1 - No. 26 
{5/13 = No. 12, 5/27 = No 13,6/10 = No *' l4.; 6/24 - No. IS} 
{9/30 = No 21; 10/14 = No 22; 11/2 = No. *-23, 11/29 = No. 24.} 

01/13/50 - 02/09/51 Vol. 8, No 1 - No. 26 

02/23/51 - 06/15/51 Vol. s, No 1 - No.9
 
07/27/51 - 08/31/51 No 10 - No. 11 (81/2 x 11 fonnat)
 
09/28/51 No. 12 (8 x 10 1/2 fonnat)
 
10/12/51 - 04./11/52 No. 13 - No 26 (8 1/2 x 11 fonnat)
 

04/25/52 - 03/06/53 Vol. 10, No.1 - No. 20
 
03/20/53 No. 21 (7 x 9 fonnat)
 
04/03/53 - OS/29/53 No. 22 - No. 26 (81/2 x 11 format)
 

{5/1 = No 24 - 2 Sheets: 10112 x 8 format} 

06/12/53 - 06/26/53 Vol. 11, No.1 - No.2 
07/10/53 No.3 (7 x 10 format) 
07/24./53 No.4 (63/4 x 10 format) 
08/07/53 No.5 (63/4 x 10 1/2 format) 
08/21/53 - 09/04/53 No.6 - No.7 (6 3/4 x 10 format) 

01/08/54 - 01/21/55 Vol. 12, No.1 - No. 27 (8 x 10 1/2 format)
 
II Note there were 2 Issue NOl. 26:
 

1/7/55 = No. 26, 1/21/55 = No. 96-27
 

02/04/55 - 09/30/55 Vol. 13, No. 1 - No. 18 

10/14/55 - 12/23/55 Vol. 14., No. 19 - No. 24 SEE NOTE: 

NOTEl:	 Publication became irregular after Vol.3, Issue No.4. In addition. the word "weekly" was 
removed from the title line, 

NOTE2:	 There were no issues numbered 1 through 18 for Volume 14. 
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SCHEDULE 1
 
~ 

ITEM MINIMUM 
rUFl # I DESCRIPTION OF RECORD SERIES RETENTION 

39 CONTINUED: NASA	 PERIODIC INFORMATION SERIES - HOUSE ORGANS 
[1380J "$." CONTINUED· LEWIS RESEARCH CENTER 

1. ·Wing Tips- (CONTINUED) 

01/06/66 - 12/21/56 Vol 15, No.1 - No. 26 

01/02/57 - 12/23/57 VoL 16, No.1 - No. 26
 
II Vol. 16 = No. 1 - No. 18: 08/28/57
 
II Vol. 15 = No. 19 - No. 26: 09/11/57 - 12/23/57
 

{Above iaaues printed 8.8Vol. 15 (XV) and 
corrected by pen to ahow 8.8Vol. 16 (XVI)} 

01/16/58 - 09/12/58 Vol. 16, No.1 - No. 18 SEE NOTE1 

2. 1958 - 1962 -OrbW	 • PERMANENT-
TRANSFER TO NARA BY NO 

09/~/58 - 12/05/58 VoL 16, No.1 - No.6 (8]1: 10 1/: formatl LATER THAN DECEMBER 31,1985. 
o	 Set includes 6 pg Chrutmu iuue, No volume/18sue/date (TRANSFER HARD COPY, OR IF 

SEE NOTE2 UNAVAILABLE)MICROFILM ) 

01/09/59 - 03/13/59 Vol. 17, No.1 - No 6 
o Issue No.5 (2/27/59) pnnted 8.8Vol. 16 (XVI); 

-I" added to make 17 (XVII) 
03/27/59 No.7 (7 sf .. ]I: 10 1f: formatl 
0<!/14/59 - 12/18/59 No.8 - No. 26 (8]1: 10 If2 ronnat) 

01/08/S0 - OS/20/S0 Vol. 18, No.1 - No. 10
 
06/15/6(J - 07/08/S0 No. 11 - No 13
 

II Above issues printed 8.8Vol. 17 (XVII);
 
-I" added to make 18 (XVIII).
 

07/22/6(J No. 14
 
08/12/6(J No. 14 8
 

II 2 iaauel printed with lame number; -8- hand-written on 
second islue. 

08/25/6(J - 12/02/50 No. 15 - No. 20 
II Set includes 6 pg Chrutm8.8 issue. No volume/isaue/date 

01/27/61 - 05/05/51 Vol. 19, No.1 - No.9 (8]1: 10 If: fonnat) 
II Note on Isaue No.9 lays No 10 is missmg; Issue 10 III 

included.
 
05/12/61 No. 10
 
05/19/61 - 06/02/S1 No. 11 - No. 13
 
06/09/S1 No. 13 8
 

II 2 islues printed with lame number; -a- hand-written on 
eecond issue. 

06/16/61 - 12/08/61 No. 14 - No. 35 

01/12/62 - 01/12/62 Vol. 20, No.1 

This is not a duplication of Vol. Number 16 (XVI) it is a repeat usage of the volume number.
 

This is a CONTINUATION of Volume 16. "Wing Tips" - this break reflects a name change only
 
NOT a new volume.
 

Nothing was published between January 12. 1962. through February 28. 1964.
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SCHEDULE 1
 

ITEM MINIMUM 
rUF1# , DESCRIPTION OF RECORD SERIES RETENTION 

39 CONTINUED: NASA PERIODIC INFORMATION SERIES - HOUSE ORGANS 
[ 1380J-::r:. e. CONTINUED' LEWIS RESEARCH CENTER 

3.	 196( - 1990 "Lewia News" • PERMANENT • 
TRANSFER TO NARA NO LATER 
THAN DECEMBER 31, 1995 

02/28/64 - 12/24./64 Vol. 1, No.1 - No. 23 (91/: x n 1/4. (onnat) 

01/08/65 - 12/24./65 Vol. 2, No.1 - No. 26 

01/07/66 - 01/21/66 VoL 3, No.1 - No.2 
01/23/66 25th Anniversary Issue 
02/04./66 - 09/30/66 No.3 - No. 20 
10/12/66 - 10/28/66 No. 21 - No 22 (91/2 x 12 Its format) 
11/10/60 - 12/23/60 No. 23 - No. 26 (91/2 x 121/4. format) 

01/06/67 - 09/29/67 Vol. 4, No.1 - No. 20
 
[10/06/67 Combined Federal Campaign Issue)
 

10/13/67 - 12/22/67 No. 20 - No. 26
 
•	 2 l88uesprinted With lame number: No. 20; 

sec:ondISsue"21" IShand-written. 

01/05/68 - 08/16/68 Vol. s, No.1 - No. 17
 
08/30/68 No.-iT 18 (over-written)
 
09/13/68 - 09/27/68 No. 19 - No. 20
 

[09/30/68 Combined Federal Campaign Iuue)
 
10/11/68 - 12/20/68 No. 21 - No. 26
 

01/03/69 - 07/03/69 Vol. 6, No 1 - No. 14. 
07/18/69 No. * 15 ell x 17 format) 

II Isaue pnnted No. 18, Changed to No. 15 
08/01/69 - 09/26/69 No. 16 - No. 20 

[10/03/69 Combined Federal Campaign Isaue) 
10/10/69 - 11/07/69 No. 21 - No. 23 

Special Issue. "1969 Enters History" (9 x n format) 
•	 Repnnted 7 pg arncle from The Clevelander (Aug. 69) 

01/02/70 - 09/25/70 Vol. 7, No 1 - No. 20
 
[10/03/70 Combined Federal Campaign Issue]
 

10/09/70 - 12/18/70 No 21 - No. 26
 

12/31/70 - 06/04/71 Vol. 8, No.1 - No. 12
 
[10/08/71 Combined Federal Campaign Issue]
 

06/018/71 - 07/16/71 No 13 - No. 15
 
• 07/16/71 - Special Anmversary Iasue "3~ Years"
 

07/30/71 - 12/17/71 No 16 - No. 26
 
•	 12/17/71 - Spec:ialBenefits Isaue 

12/31/71 - 09/22/72 Vol. 9, No.1 - No. 20
 
[09/22/72 Combined Federal Campaign Iuue)
 

10/06/72 - 12/29/72 No. 21 - No. 27
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SCHEDULE 1 

ITEM MINIMUM
 
[UFI #1 DESCRIPTION OF RECORD SERIES RETENTION
 

39 CONTINUED: NASA PERIODIC INFORMATION SERIES - HOUSE ORGANS 
{1380] :c... CONTINUED· LEWIS RESEARCH CENTER 

3.	 1964 - 1990 -Lewis News- • PERMANENT • 
TRANSFER TO NARA NO LATER 

01/12/73 - 09/21/73 Vol. 10, No.1 - No. 19 THAN DECEMBER 31, 1995. 
(09/21/73 Combined Federal Campaign Issue] 

10/01/73 - 11/11/74 No. 20 - No. 28 SEE NOTE1 
o	 Between issue!!No. 26 & 27 - lpecial booklet entitled 

-Technology in the Service of Man- - LeRC 1973; also 
blue po.ter on -Exploring Space for All Mankind.-

01/25/74 - 0-9/:0/74 VoL 11, No.1 - No. 18
 
(09/20/74 Combined Federal Campaign lBIue]
 

10/04/74 - 12/27/74 No. 19 - No. 25
 

01/10/75 - 09/19/75 Vol. 12, No.1 - No. 19
 
(09/19/75 Combined Federal Campaign wue]
 

10/03/75 - 12/24/75 No. 20 - No. 25
 

01/09/76 - OS/28/76 VoL 13, No.1 - No. 11 
06/11/76 No. 12 SEE NOTE2 
06/25/76 - 10/01/76 No 13 - No. 20 

(10/01/76 Combined Federal Campaign Issue]
 
10/15/76 - 12/7.3/76 No. 21 - No. 26
 

01/07/77 - 09/30/77 Vol. 14, No.1 - No. 20 SEE NoTEs 
a 9/30/77 Combined Federal Campaign Issue, and 

Fire Safety NewII,Safety Office to Lewis News 
10/14/17 - 12/23/77 No. 21 - No. 26 

01/06/78 - 09/%9/78 Vol. 15, No.1 - No. 20
 
a 9/29/78 Combined Federal Campaign Issue
 

10/13/78 - 12/22/78 No. 21 - No.26
 

01/05/79 - 09/14/79 Vol. 16, No.1 - No. 19
 
a 9/14/79 Combined Federal Campaign Issue
 

09/28/79 - 12/21/79 No. 20 - No. 25
 

01/04/80 - 10/24/80 Vol. 17, No.1 - No. 23 
a 10/24/80 Combined Federal Campaign Issue
 

11/07/80 No. i& 24 (over-wntten)
 
11/21/80 - 12/19/80 No. 25 - No. 27
 

01/02/81 - 12/31/81 Vol. 18, No.1 - No. 27 

01/15/82 - 02/12/82 Vol 19, No.1 - No.3
 
02/26/82 No. & 4 (over-written)
 
03/12/82 - 01/03/83 No. Ii - No. 26
 

01/14/83 - 01/2S/83 Vol. 20, No.1 - No. :z
 
02/04/83 Special Edition
 
02/n/83 - 12/30/83 No.3 - No. 26
 

01/13/84 - 12/28/84 Vol. 21, No.1 - No. 26
 

01/11/85 - 06/2S/85 Vol 22, No.1 - No. 13
 
07/26/85 - 12/27/85 No. 14 - No. 25 (11 1/4 x 17 1/2 format)
 

These documents were inserted into the middle of the Issues and is included as a part 0/ the 
Series. 

This is a Special Bicentennial Issue Vol. I, No. I, Published ever 200 years. 

Issue No. 20 has both of the above publications printed directly in the middle of the issue: these 
were printed as supplements and were inserted into the issue. 
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SCHEDULE 1
 

ITEM MINIMUM 
rUFl# 1 DESCRIPTION OF RECORD SERIES RETENTION 

• 

39 CONTINUED: NASA PERIODIC INFORMATION SERIES - HOUSE ORGANS 
[ 1380J::C. It CONTINUED: LEWIS RESEARCH CENTER 

• PERMANENT • 
TRANSFER TO NARA NO LATER 

01/10/86 - 12/26/86 Vol. ss, No.1 - No. 25 THAN DECEMBER 81, 1995. 

01/09/87 - 12/24/87 Vol. U, No.1 - No. 26 

01/OS/88 
07/22/88 

- 06/24/88 Vol. 25, No.1 - No. 18 
Vol. t6 25 No. ~ 14 (over-written) 

SEE NOTE! 
OS/05/88 - 12/28/88 No. 15 - No. 25 

01/06/89 
D 

- 04/14/89 VoL 26, No.1 
No.9 - MISSING 

- No.8. 

05/18/89 - 12/22/89 No. 10 - No. 25 

01/05/90 - 12/21/90 VoL 27, No.1 - No. 24 

4. 1991 and Continuing "Lewil News" (Hard Copy) • PERMANENT • 
TRANSFER ONE ORIGINAL TO 
NARA IN ONE YEAR BLOCKS AT 
THE END OF EACH CALENDAR 
YEAR (TRANSFER ANNUALLY). 

NOTE1: Issue was printed as Vol. 26. No. J; and corrected to reflect Vol. 25. No. /4. 
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SCHEDULE 1
 
ITEM MINIMUM 
{UFT #7 DESCRIPTION OF RECORD SERIES RETENTION 

39 CONTINUED: NASA PERIODIC INFORMATION SERIES - HOUSE ORGANS 
[1380J ::r. ~	 MARSHALL SPACE FLIGHT CENTER - "Marahall StarR
 

Issued; WEEKLY
 
OPR: Public Mairs/Code CADI
 

1992 and Continuing (Hard Copy) • PERMANENT • 
(Marahall Star ia published on a Fiacal year). TRANSFER ONE ORIGINAL TO NARA 

IN ONE YEAR BLOCKS AT THE END 
OF EACH FISCAL YEAR (TRANSFER 
ANNUALLY). 

K. ~	 STENNIS SPACE CENTER - "Lagniappe"
 
Issued: MONTHLY
 
OPR: Public Affairs/Code
 

1. 1977 - 1990 (Hard Copy)	 • PERMANENT • 
(Vol. I,	 lasue 1) TRANSFER IMMEDIATELY TO THE 

LEGAL CUSTODY OF NARA -
SOUTHEAST REGION, EAST POINT, 
GEORGIA. 

2.	 1991 and Continuing (Hard Copy) • PERMANENT • 
TRANSFER ONE ORIGINAL TO NARA, 
SOUTHEAST REGION, IN ONE YEAR 
BLOCKS AT THE END OF EACH 
CALENDAR YEAR (TRANSFER 
ANNUALLY). 

40 BIOGRAPHICAL RECORDS FOR PUBLIC	 AFFAIRS - NASA 10 BRPA - rUt.0 
[1380J
PASR Current biographical infonnation about principal and prominent management RECORDS ARE MAINTAINED AS 

and .taff official., program and project managers, lcientists, engineers, LONG AS THERE IS POTENTIAL 
.peakers, other selected employees, involved In newsworthy actiVities, and PUBLIC INTEREST IN THEM AND 
other participants in agency programs, With a recent photograph when ARE DISPOSED OF WHEN NO 
available. Data items are thoBe generally required by NASA or the news LONGER REQUIRED. 
media in preparing news or feature stories about the individual and/or 
the individual'. activity with NASA. 

41 AUDIENCE REPORT FORMS	 DESIROl' WIlEN I .. EARS OIP 

[1380J
(N 19-11) 
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1 SCHEDULE 

ITEM MINIMUM 
rUFI#l DESCRIPTION OF RECORD SERIES RETENTION 

PRIVACY ACT REQUEST FILES 

Files created in reaponle to request. Crom individual. to gain acCeil to their 
orda or to any information in the recorda pertaining to them, u provided for 
er 5 U.S.C. 552a(d)(I). Files contain erigmal request, copy of reply thereto, 

I related .upporting documenta, which may include the official file copy of 
uested or a copy thereof. 

A.	 Correa dence and lupporting documents (EXCLUDING the official file copy 
of the ret requested iC filed herein). 

1.	 DESTROY % YEARS AFTER DATE 
OF REPLY. 
[GRS 14-21a(l) (88)) 

%.	 Responding to reques for non-existent recorda; to requestora who
 
provide inadequate dese . tiona; and to thOle who fad to pay
 
agency reproduction fees.
 

(a)	 Requests NOT appealed. DESTROY % YEARS AFTER DATE 
OF REPLY. 
[GRS 14-21a(2)(a) (88)) 

(b)	 Request. appealed. DESTROY AS AUTHORlZED UNDER 
ITEM 43. 
[GRS 14-21a(2)(b) (88)) 

3.	 Denying aeeen to all or part of the recorda requested. 

(a)	 Request. NOT appealed. DESTROY 5 YEARS AFTER DATE 
OF REPLY. 
[GRS 14-21a(3)(a) (88)) 

(b)	 Request. appealed. STROY AS AUTHORlZED UNDER 
IT 43. 
[GRS -:n-a(3)(b) (88)) 

B.	 Official file copy of requested records. IN ACCORDANCE WITH 
ENCY DISPOSITION 

INSTRUCTION OR THE RELATED 
RECORDS, OR W THE RELATED 
PRIVACY ACT REQ ST, 
WHICHEVER IS LATE 
[GRS H-21(b) (88)] 
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SCHEDULE 1 

ITEM MINIMUM
 
rUFT # 1 DESCRIPTION OF RECORD SERIES RETENTION
 

PRIVACY ACT AMENDMENT CASE FILES 

Files relating to an individual'. request to amend a record pertaining to that 
individual &II provided Cor under 5 U.S C. 552a(d)(2)i to the individual'. 

queat for a review oC an agency'. reCu.a1 oC the individual'. request to amend
 
a ord &II provided Cor under 552a(d)(3)i and to any civil action brought by the
 
Indi 'dual against the reCUling agency .. provided Cor under 5 U.S.C. 552a(g).
 

A.	 DISPOSE OF IN ACCORDANCE 
individual'. request. to amend and/or review refUial to amend, WITH THE APPROVED DISPOSITION 

ency'.	 replies thereto, and related materialJ. INSTRUCTIONS FOR THE RELATED 
SUBJECT INDIVIDUAL'S RECORD OR 
4 YEARS AFTER AGENCY'S 
AGREEMENT TO AMEND, 
WHICHEVER IS LATER. 
[GRS 14-22a (88)) 

B.	 Request. to amend reCUlI by agency. DISPOSE OF IN ACCORDANCE 
Includes individual'. reque to amend and to review reCu.al to amend, WITH THE APPROVED DISPOSITION 
copies oC agency'. replies ther 0, .tatement of dllagreement, agency INSTRUCTIONS FOR THE RELATED 
jUlltlficahon Cor refUllal to amen a record, and related materiala. SUBJECT INDIVIDUAL'S RECORD, OR 

4 YEARS AFTER FINAL
 
DETERMINATION BY THE AGENCY,
 
OR 3 YEARS AFTER FINAL
 
ADJUDICATION BY COURTS,
 
WHICHEVER IS LATER.
 
[GRS 14-22b (88))
 

C.	 Appealed requesta to amend DISPOSE OF IN ACCORDANCE 
Includes all files created in responding to appeals un WITH THE APPROVED DISPOSITION 
Act for re!UlIal by any agency to amend a record. INSTRUCTIONS FOR RELATED 

SUBJECT INDIVIDUAL'S RECORD OR 
3 YEARS AFTER FINAL 
ADJUDICATION BY COURTS, 
WHICHEVER IS LATER. 
[GRS 14-22c (88)J 

44 PRIV ACY ACT ACCOUNTING OF DISCLOSURE FILES 
[ 1382J 

Filell maintained under the provisions of 5 U.S C. 552a{c) for an accurate DIOSE OF IN ACCORDANCE 
accounting of the date, nature, and purpose of each disclosure of a record WIT HE APPROVED DISPOSITION 
to any penon or to another agency, including forms for .howing the INSTR TIONS FOR THE RELATED 
lubject individual'. name, requestor'. name and address, purpose and date SUBJEC DIVIDUAL'S RECORDS 
of disclosure, and proof of .ubject individual'. consent when applicable. OR 5 YEAR AFTER THE 

DISCLOSURE OR WHICH THE 
ACCOUNTABIL Y WAS MADE, 
WHICHEVER IS L TER. 
[GRS 14-23	 (88)) 
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SCHEDULE 1
 

ITEM MINIMUM 
rUF1#1 DESCRIPTION OF RECORD SERIES RETENTION 

PRIV ACY ACT CONTROL FILES 

Files m ined for control purposes in responding to requests, including
 
registers and 11· records liating date, nature of request, and name and
 
addreaa of the reques
 

A.	 Regi8ters or listings. DESTROY 5 YEARS AFTER DATE 
OF LAST ENTRY. 
(GRS 14-24(a) (88)) 

B.	 All other office/copies. DESTROY 5 YEARS AFTER FINAL 
ACTION BY THE AGENCY OR FINAL 

JUDICATION BY COURTS, 
W VER IS LATER. 
(GRS 14-2 88)J 

46 PRIVACY ACT REPORTS FILES 
[1382] 

Recurring reports and one-time infcrmanon requirement relating to agency 
implementation, includmg annual report. to the Congreas of the United 
States, the Office of Management and Budget, and the Report on New Systenu. 

A.	 NASA Annual reports to Congreas maintained at agency level office • PER..\.fAN'ENT • 
at Headquarters. RETIRE TO FRC WHEN 5 YEARS 

OLD, TRANSFER TO NARA~ 
.:IUU.)tTEE	 M~Oft:e:s WHEN 15 
YEARS OLD 
[GRS RESND 88 [14-29]) 

5.	 :YI etker rcpclia/cepju. DE9'fRO'1 V'li=?i ! 'YEARS SLD. 
[GRS 14-25 (88)J 

PRIV ACY ACT GENERAL ADMINISTRATIVE FILES 

Recor ating to the general agency implementation of the Privacy Act DESTROY WHEN 2 YEARS OLD 
Act, includin OR SOONER IF NO LONGER 
records. NEEDED FOR ADMINISTRATIVE 

USE.
 
[GRS 14-26 (88)J
 

48 PRESS SERVICE FILES 
f 1382] 

Preas lervice teletype newl and limilar materiala.	 DESTROY WHEN S MONTHS OLD. 
[GRS 14-3 (88)J 
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SCHEDULE 1
 

ITEM MINIMUM 
rUFT #1 DESCRIPTION OF RECORD SERIES RETENTION 

FREEDOM OF INFORMATION ACT (FOIA) REQUESTS FILES 

Files created in response to requests for information under the Freedom of 
ormation Act conaiating of the original request, a copy of the reply 

t reto, and all related .upporting files wlueh may include official file 
f requested record or copy thereof. 

A.	 ndence and .upporting documents (EXCLUDING the official file 
e copy of the recorda requested if filed herein). 

1.	 DESTROY 2 YEARS AFTER DATE OF 
REPLY. 
[GRS 14-11a(l} (88)] 

2.	 Responding to requ • for non-exiatent recOrdl; to requestors
 
who provide inadequat escriptiona, and to thOle who fail to
 
pay agency reproduction
 

DESTROY:: YEARS AFTER DATE OF
 
REPLY.
 
[GRS 14-11a(2)(a) (88)]
 

(b)	 Requests appealed. DESTROY 6 YEARS AFTER FINAL 
DETERMINATION BY AGENCY OR S 
YEARS AFTER FINAL 
ADJUDICATION BY THE COURTS, 
WHICHEVER IS LATER 
[GRS H-lla(2)(b) (88)J 

s. Denying	 acceaa to all or part or the reeerds requested. 

(a) Requests	 NOT appealed. DESTROY 6 YEARS AFTER DATE OF 
REPLY. 

H-11a(3)(a) (88)] 

(b)	 Requests appealed. DES OY 6 YEARS AFTER FINAL 
DETER..~ ~ATION BY AGENCY OR S 
YEARS A R FINAL 
ADJUDICAT BY THE COURTS, 
WHICHEVER lATER. 
[GRS 14-11a(3)(b) )] 

B.	 Official File copy of requested records. DISPOSE OF IN ACCO ANCE WITH 
PROPER SCHEDULE ITE OR WITH 
THE RELATED FOIA REQU 
WHICHEVER IS LATER. 
[GRS 1.(-llb (88)] 

50 FOIA REPORTS 
11382J 

Recurring report. and one-time inrormation requirement. relating to the agency
 
implementation of the Freedom or Information Act, including annual reports to the
 
Congress.
 

A.	 NASA Annual Report. to Congress maintained at the agency level. • PERMANENT • 
Record Copies: HQ ONLY RETIRE TO FRC WHEN S YEARS 

OLD. TRANSFER TO NARA ~ 
__	 kstpaS fdZGi&8 WUSN-IS YEARS 
OLD. 
[GRS 88 RESND [14-19]) 

DESTROY WHEN 2 YEARS OLD OR
 
SOONER IF NO LONGER NEEDED
 
FOR ADMINISTRATIVE USE.
 
[GRS 14-14 (88)]
 

C.	 All other copies/report •. 
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SCHEDULE 1
 

ITEM MINIMUM 
rUF/# 1 DESCRIPTION OF RECORD SERIES RETENTION 

FOIA ADMINISTRATIVE FILES 

Recorda relating to the general agency implementation of the FOrA, including 
otic:ea, memoranda, routine c:orrespondenc:e, and related recorda. 

[ /382J 
Files created in res nding to adminUtrative appeala under the FOrA for 
releaae of infonnation emed by the agenc:y, c:oruisting of the appellant'. 
letter, a c:opy of the rep thereto, and related .upporting doc:umenta, whlc:h 
may inc:lude the offic:ial file opy of rec:ords under appeal or c:opy thereof. 

A.	 Correspondence and suppo . g doeuments (EXCLUDING the file c:opy of 
the record. under appeal if fil herein). 

B.	 Official file c:opy of records under appeal. 

53 FOIA CONTROL FILES 
[1382J 

Flies maintained for control purposes 10 responding to requests, including 
registers and Similar records hstmg date, nature, and purpose of request 
and name and address of requestor, 

A.	 Registers or listings. 

B.	 All other filu/c:opiea. 

DESTROY WHEN 2 YEARS OLD OR
 
SOONER IF NO LONGER NEEDED
 
FOR ADMINISTRATIVE USE.
 
[GRS 14-15 (88»)
 

DESTROY 6 YEARS AFTER FINAL
 
DETERMINATION BY AGENCY OR 3
 
YEARS AFTER FINAL
 
ADJUDICATION BY THE COURTS,
 
WHICHEVER IS LATER.
 
[GRS H-12(a) (88»)
 

DISPOSE OF IN ACCORDANCE WITH
 
SCHEDULE ITEM OR WITH THE
 
RELATED FOIA REQUEST,
 
WHICHEVER IS LATER.
 
[GRS 1.(-12(b) (88»)
 

DES OY 6 YEARS AFTER DATE
 
OF LAS ENTRY.
 
[GRS H-l (88)]
 

DESTROY 6 Y
 
ACTION BY THE ENCY OR
 
AFTER FINAL ADJU ICATION BY
 
THE COURTS WHICH R IS
 
LATER.
 
[GRS 14-1Sb (88)]
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SCHEDULE 1 

ITEM MINIMUM 
rUFf #1 DESCRIPTION OF RECORD SERIES RETENTION 

54	 NEW RELEASES - c,hc).I\~e. 
[1382J
(N 19-1)	 One copy of each prepared Itatement or announcement issued for distribution to 

the news media. Published or processed document!, sueh l1li ·Press Kite,· ·Fad 
Sheeb,· ·Current NewI,· and all other materialJ used mainly for newl media. 

News relellllell that announce event. such l1li adoption of new programa, terminations
 
of old programa, major Ihilts in policy, and changes in aenior agency personnel
 
and may be a textual record aueh l1li a formal prell releaae or non-textual, sueh u
 
filma, video, or aound recordings (typically cleared through HQ). 

A.	 Office of Primary Reeponlibihty • PERMANENT • 
HQ: Office of Public Affain RETIRE TEXTUAL RECORDS TO 

(Will maintain	 ONE record copy of each document) FRC WHEN 5 YEARS OLD. 
TRANSFER TO NARA IN 5 YEAR 
BLOCKS WHEN 20 YEARS OLD. 

AUDIO VISUAL RECORDS ARE TO BE 
TRANSFERRED TO NARA IN 
ACCORDANCE WITH MEDIUM OF 
CREATION.	 RETIRE IN 5 YEAR 
BLOCKS WHE~ 5 YEARS OLD. 

B.	 STENNIS SPACE CENTER ONLY 

The following	 itema U originally produced and distributed by SSC 
both on-site and locally by the Office of Public AffaJ.n: 

News Releaaea - Fad Sheets - Brochures	 • PERMANENT • 
TRANSFER ANNUALLY TO NARA, 
SOUTHEAST REGION, 1557 ST. 
JOSEPH AVE, EAST POINT, GA S0344, 
WITH ANY ASSOCIATED LOGS OR 
INDEXES 

C.	 All other installations, offiCe!, or copies. DESTROY WHE~ NO LONGER 
NEEDED FOR REFERENCE. 

INFORMA TION REQUEST FILES 

Requests	 . ormation and COpies of replies thereto, involving no DESTROY WHEN 3 MONTHS OLD OR 
administrative actl licy decision, and no special compilations	 WHEN NO LONGER NEEDED, 
or research and requests for 'ttals of publications, photographs,	 WHICHEVER IS SOONER. 
and other informational literature.	 [GRS 14-1 (88)J 

56 INFORMATION SERVICE REPORTS 
[ 1382J
(N 19-5) Routine requelt. for exhibits, lpeaken, tours, and personal appearances DEST HEN 5 YEARS OLD, OR 

by NASA officiala and IIIItronauta. WHEN NO LO EEDED FOR 
REFERENCE WHICHE IRST. 
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SCHEDULE 1
 

ITEM MINIMUM 
rUFl# l DESCRIPTION OF RECORD SERIES RETENTION 

57 NASA RADIO PRESENTATIONS (N 19-3) 
11382J 

Office of Primary Responsibility: HQ
 
(Office of Public Man .. / Code PMD)
 

A. 1992 AND EARLIER 

One copy of each radio program as created by NASA and provided to
 
the ceneral public and radio ltations. Formah can consist of, but
 
are not limited to: NASA Radic Special Reports; Audio News Features;
 
and Space Notes. (MedluIIUI of transfer consist of: Reel-to-reel;
 
cauettes; tranacripta; etc.)
 

B. 1998 AND CONTINUING 

1. NASA Space Stories. 

These are Itories of interest about NASA prograIIUl/projech. 
Stories are created as weekly radio ahows and are distributed 
every" weeks. Masters consist of 4 atones approximately 
" 1/2 minutes In length and " items entitled ~Fronhers" each 
ia a 90 second version of the Space Story. 
"English" and "Spanish" versions of each program, including a 
wnthn translahon, If one exists [SEE NOTE1] 

2. NASA Special Reports. 

s. NASA Space Notes. 

Radio programs created by NASA and provided to the 
general public and radio ltatlons. 

C. NASA OFFICIAL INTERVIEWS 

1. Raw and Routine interviews. 

These are interviews done for researeh and background 
information for production of NASA Space Stones and 
and Frontiers (These interviews have been produced on DAT 
Tapu, cassettes, and 1/4" reel-to-reel tapu.) 

2. SpeCial Interest Interviews. 

These are unique Interviews With NASA officials concerning current 
items, issues, or research programs/projects of interest or of special 
.igmficance to NASA. 

ECTS 

These eonaist of noises used In the production a 
i.e., telemetry aounds; rocket blast-offs; ahuttle launches; etc. 

• PERMANENT • 
RETIRE TO FRC 1 YEAR AFTER 
RELEASE OR DELIVERY. 
TRANSFER TO NARA WHEN 5 
YEARS OLD. 

• PERMANENT· 
TRANSFER 1 PRODUCTION MASTER 
(1/4" OPEN REEL-TO-REEL TAPE) 
AND 1 DUBBED CASSETTE COPY 
TO NARA ANNUALLY, ALONG WITH 
1 HARD COPY OF THE LABEL 
INFOR.\!ATION FOR EACH 
CASSETTE. 

• PERMANENT •
 
SEE ABOVE DISPOSITION B 1.
 

• PERMANENT •
 
SEE ABOVE DISPOSITION B.1.
 

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

• PERMANENT •
 
TRANSFER 1 PRODUCTION MASTER
 
AND 1 DUBBED CASSETTE COPY
 
TO NARA ANNUALLY ALONG WITH
 
1 HARD COPY OF ANY LABEL OR
 
BACKGROUND INFORMATION
 
CREATED.
 

DESTROY WHEN NO LONGER IN 
Y USE. 

[GRS 21-24 (88) 

Spanish versions of the NASA Radio programs consist of the NASA Space Stories produced 
approximately every 1-2 weeks every four weeks with one 4 1/2 minute and one 90 second story 
whicb duplicate/copy an English story. 
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SCHEDULE 1
 

ITEM 
(UFT #1 

[1382J 

59 
[1383J 

60 
[1383J 

62 
[ 1385J
(N 19-2) 

DESCRIPTION OF RECORD SERIES 

P AO CLIPPING FILES (SSC ONLY) - no,tl 

Files of articles appearing in technical, trade, commercial publlcations 
or magazines on NASA and/or the space program in general. Files may 
include information collected which pertains to specific programs being 
conducted at Stennis or any other installation with regard to space and 
aeronautics research. 

POSTERS - EDUCATIONAL ~ l'\ev-l 

Wall Sheets, posters, educational materials, relating to the programs 
and mission of the Agency done at NASA's request. (This senes does not 
include contractor generated and produced material over which NASA has 
no control; or incidental posters such as blood drives, Combined Federal 
Campaign, Thnft Savings Program, etc.) 

POCKET STATISTICS .. n t.~ 

Contains in summary format agency data on activrties, events, personnel, 
financial data, employment statistics, and other data used In the operation 
and functioning of the agency 

EVENTS CALENDAR FILES - c..hOl\\~e.. 
WIlTl\"-"'U.I~e,n events NASA take and where special concerning 

place, such as speeches, ex I rs, conferences, and other major 
events. 

B. All other offices/copies. 

SPEECH FILES 

Official speeches by NASA personnel. Speeches, addresses, comments, and 
remarks made at formal ceremonies and during interviews by heads of agencies 
or their senior assistants concerning the programs of their agencies. The 
speeches and addresses may be presented to executives from other Federal 
agencies, representatives of state and local governments, or private groups. 

A. Office of Primary Responsibility. 

~ J 11 "ker efiieee/eel'ic., 

MINIMUM
 
RETENTION
 

DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE 
VALUE OR TRANSFER TO SSC 
HISTORIAN'S OFFICE. IF 
TRANSFERRED TO THE HISTORIAN, 
THAT OFFICE WILL DESTROY WHEN 
NO LONGER NEEDED. RECORDS 
CANNOT BE RETIRED TO AN FRC. 

* PERMANENT * 
TRANSFER 2 COPIES ANNUALLY 
DIRECTLY TO NARA 

* PER..\.1ANENT • 
TRANSFER 2 COPIES A!~NUALL Y 
OR IN-YEAR-OF CREATION IF NOT 
PUBLISHED ON AN ANNUAL BASIS, 
DIRECTL Y TO NARA 

RETIRE TO FRC WHEN 5 YEARS 
OLD DESTROY WHEN 15 YEARS 
OLD. 

DESTROY WHEN SUPERSEDED, 
o OR NO LONGER NEEDED 
FOR REF ERE 

* PERMANENT • 
RETIRE TO FRC 1 YEAR AFTER 
RELEASE. TRANSFER TO NARA IN 5 
YEAR BLOCKS WHEN 20 YEARS OLD 
[GRS RESND (88)) 

BES'f'RBY WIlEN HB LOH9ER 
NEEDED FOR REFERENCE. 
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SCHEDULE 1
 

ITEM MINIMUM
 
rUFl# , DESCRIPTION OF RECORD SERIES RETENTION
 

63 SCRIPT FILES 
[ 1385J
(N 19-3) Offici&! film, radio, and televiaion ac:ripta. 

A.	 omc:.e of primary responaibility. • PERMANENT • 
RETIRE TO FRC 1 YEAR AFTER 
RELEASE OR DELIVERY. 
TRANSFER TO NARA IN 5 YEAR 
BLOCKS WHEN 20 YEARS OLD. 

B.	 All other offices/copies. DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE. 

64 PUBLICATIONS - c-h~t\'\e. 
[1387 J 
(N 19-10) A. One copy of each offici&! NASA publication.	 • PERMANENT •
 

TRANSFER 1 COpy ANNUALLY OF
 
ALL PUBLICATIONS CREATED TO
 
NARA.
 

B.	 Pre-publication material. RETIRE TO FRC WHEN 1 YEAR 
(General publicaticn files, i e. STI, R&D, publications held at OLD. DESTROY WHEN 5 YEARS 
at CASI - See Schedule 2, UFI 2220) OLD. 

6S EXHIBITS - ~A.f'I" e. 
[ 1387] 

A.	 SMALL ROUTINE EXHIBITS 

Files consist of case records and related doc:umentation/materi&!a, DESTROY WHEN NO LONGER 
pictures of let-up/design, and specrfleancn sheets. NEEDED. 

B. LARGE MAJOR EXHIBITS	 • PER.\!ANENT • 
RETAIN EXHIBIT MATERIAL/ 

Flies include visitor centers and major off-site exhibita including DOCUMENTATION ON-SITE FOR 2 
pictures of let-up/design, specificanons Iheets and related papers. YEARS AFTER EXHIBIT IS CLOSED 

OR REMOVED, THEN TRANSFER TO 
NARA. 

c. SPECIAL EXIDBITS	 • PER.\!ANENT • 
TRANSFER TO NARA 5 YEARS 

Flies consist of case files on special project/exhibita, unique programs, AFTER COMPLETION OF PROJECT/ 
includmg photographs of the project/exhJbit. Examples of such EXHIBIT OR WHEN 20 YEARS OLD, 
exhibits are, but not lirruted to: WHICHEVER IS SOONER. 

World Fairs
 
Air Show{a)
 
Exhibits for the Blind
 

66 FILM FILES (JSC ONLY) - c.Mrtle. 
[1387 J 

Records created with regard to filma, comprised of contractor cost records	 RECORDS ARE RETAINED AT 
and con tam contractor-proprietary information.	 JOHNSON SPACE CENTER FOR 5 

YEARS AFTER TERMINATION OF 
CONTRACT; THEN DESTROY. 

67 PRE-PUBLICATION MATERIAL - EDUCATIONAL - t"~t.J 
[ 1392J 

Files consist baaically of separations, photographs, camera-ready art	 RETIRE TO FRC WHEN 2 YEARS 
work used primanly to produce final edueatrcnal publications.	 OLD. DESTROY WHEN 10 YEARS 

OLD, EARLIER DESTRUCTION IS 
AUTHORIZED IF MATERIAL IS NO 
LONGER NEEDED OR USEFUL 
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SCHEDULE 1
 

ITEM
 
rUFT #1 

[ 1392J
(N 19-7) 

69 
[ 1392J 

70 
[ 1392J
(N 19-9) 

DESCRIPTION OF RECORD SERIES 

EDUCATIONAL PROGRAMS - c.h1lJw,." e, 

Files of the Spacemobile Operatiolll, .chedules, attendanlifI.~~~~t
 
files. Files alao know u •AESp· Aeroapace Education ~gram,
 
are included in UW aeries. In a.ddition, recorda of tchool attendance/
 
visit, are filed in this category. Other record. that are eonsidered
 
.imilar and are included in this aenes are:
 
[SEE NOTEl)
 

•	 Governor School Program: 
Program designed for lifted .tudents; ron by the State Department. 

•	 Explorer Scout. Program:
Program for high school .tudenu during the re(U1ar seheol year. 

•	 NEWEST Program:
W orluhop for teachers; taught 2-weekt every year. 

*EFarterly publicatiomcontaining infonnation for teachers on NASA'. 
recent, put, and future educational activities/programs, SLlc.h as 
RtfOM -t. fellAC4.;-~r~ IoWi fJuCA·h~ H"ri-i:6lls. 

TEACHER WORKSHOP FILES - ~"t.. 
Files of teacher workshops showing number of .ermnara, location, attendance, 
and brief outlines of progranu. Included in these records are requests for 
services and teacher resource files. 

MINIMUM 
RETENTION 

RETIRE TO FRC WHEN 2 YEARS 
OLD, DESTROY WHEN 10 YEARS 
OLD. 

• PER.MANE~T • 
TRANSFER TO NARA IN ? YEAR, 81.bc./(S 
WHEN 7D YEARS OLD. 

RETIRE TO rRC WHEN 
5 YEARS OLD. DESTROY 
WHEN 10 YEARS OLD. 

NOTEl: These records may also be a part of the SHARP system of records (NASA 10 SPER--PASR) 
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SCHEDULE 1
 

ITEM 
rUFI#l DESCRIPTION OF RECORD SERIES 

MINIMUM 
RETENTION 

71 
[1394J 

MOTION PICTURE FILMS 
[SEE NOTEI BELOW and NOTE2 NEXT PAGE] 

ilml	 acquired from outside lJOurces for personnel DESTROY 1 YEAR AFTER 
anagement training.	 COMPLETION OF TRAINING 

PROGRAM. 
[GRS 21-9 (88)] 

2. Filma acquired from hide lJOurees for personnel	 DESTROY WHEN NO LONGER 
entertainment	 and reere . n. NEEDED. 

[GRS 21-10 (88)] 

3.	 Routine surveillance footage. DESTROY WHEN NO LONGER 
NEEDED. 
[GRS 21-11 (88)] 

4.	 Routine acientific, medical, or engineering footage. DESTROY WHEN 2 YEARS OLD OR 
WHEN NO LONGER NEEDED. 
[GRS 21-12 (88)] 

5.	 Duplicate pnnia and pre-print element. not required
 
for preservation.
 

eN 25-7)	 B. R&D PROJECTS 

Film produced by installations or contractors for research and development
 
projects/programa which require photographic (film) support,
 

1. Complete film reports.	 • PERMA.~ENT • 
(Fmuhed	 Productions Only) RETAIN ON-SITE FOR 5 YEARS. 

TRANSFER TO NARA (COLLEGE 
PARK, MD) WHEN 5 YEARS OLD. 
MATERIALS TO BE INCLUDED· 
ORIGINAL NEGATIVE OR COLOR 
ORIGINAL PLUS SOUND AND ONE 
PROJECTION PRINT COORDINATE 
THIS TRANSFER WITH NASA HQ 
BEFORE SHIPMENT. 

2.	 Engmeenng film - which haa documentary (histoncal) SEE AND APPLY ABOVE 
value as well as technical value. DISPOSITION . 

. eering film footage necellary for development
 
and performance tesu umented in
 
proJect report •.
 

C.	 SOUND TRACKS 

1. Sound tracks created with agency lponaored filmB or R&D projecil. • PERMANENT • 
(See Alao B. and D. of tbis item.)	 TRANSFER WITH ORIGINAL FILM 

ALONG WITH IDENTIFYING 
INFORMATION IF POSSIBLE 

bwhich are pre-mix sound elements created during the DESTROY IMMEDIATELY AFTER 
course of a mo televuion, or radio production. USE. 

[GRS 21-24 (88)] 

3.	 Library sound recordmgs (e.g, eITecil, musie]. WHEN NO LONGER 

NOTE1:	 The following dispositions are lor FILM ONLY. VIDEO productions are in SCHEDULE 2 
and SCHEDULE 80/ this handbook. 
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SCHEDULE 1 

ITEM MINIMUM 
[UFI # l DESCRIPTION OF RECORD SERIES RETENTION 

71 CONTINUED - MOTION PICTURE FILMS 
[ 1394]
eN 19-16) D. AGENCY SPONSORED FILMS - OTHER: 

1.	 Filma used for ~he Yiaual preaen~ation of information to the public. 

(a)	 Office of Primary Raponaibility: • PERMANENT • 
RETAIN FILM ON-SITE FOR 5 

Examples of IUch rum. are, but not hmited to: YEARS. TRANSFER TO NARA 
(COLLEGE PARK, MD) WHEN 5 

Televiaion new releuu and information reports, i.e., YEARS OLD. MATERIAL TO BE 
"NASA Highlightl" - Prell conf'. million reports INCLUDED: ORIGINAL NEGATIVE 
"R.e.ource Tape" - Rough cut edIt with sound track OR COLOR ORIGINAL PLUS 
·Post Launch Briefing Clip" SOUND TRACK, AND INTERMEDIATE 

MASTER POSITIVE OR DUPLICATE 
NEGATIVE PLUS SOUND TRACK; 
AND SOUND PROJECTION PRINT, 
ALONG WITH COMPLETE 
IDENTIFYING INFORMATION. 
COORDINATE WITH NASA HQ 
BEFORE SHIPMENT. 

(b)	 AIl other officu/copiea. DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE 
PURPOSES. 

(c) Original film used to create the "Highlights" and	 TRANSFER TO FRC WHEN 2 YEARS 
"Resource	 Tape". OLD. DESTROY WHEN 15 YEARS 

OLD. 

2.	 FUlllI mae. fGl' mteRu.) Ii.e. $Ucho.s +ra.:n IrIq+i\mS • PER.\iANENT • 
RETAIN ON-SITE FOR 5 YEARS ~ e.'f-el~i(\ o.dcYI~ .fu.odiOhf d'(" a.cflIlHle.s TRANSFER TO NARA (COLLEGE 

il\~deol .ftrr- l~te-r(\cJ at: e.i-tS("(\c& d.larib~fldn. PARK, MD) WHEN 5 YEARS OLD 
MATERIALS INCLUDED: ORIGINAL 
NEGATIVE OR COLOR ORIGINAL 
PLUS SOUND TR.O\CK, AND ONE 
PROJECTION PRINT. COORDINATE 
WITH NASA HQ BEFORE SHIPMENT. 

s,	 FlllllI of'lponlored televiJion newl releases, public service (or "spot") • PERMANENT • 
announcements and mformation report I other than those identified in RETAIN ON-SITE FOR 5 YEARS. 
B., D.I. and D.2. above. TRANSFER TO NARA (COLLEGE 

PARK, MD) WHEN 5 YEARS OLD. 

4.	 Tz aining fillldi that explAih agent) functions 01 seth aiu tlstcnaee Fer 
fUl inteilurl 01 exteluai a18Ltibution. RE'fl'\m Oli SI'fE FOR 5 YEAflS. 

'fRAHSf'ER 'fe NARA (eeLLE8B 
PKhK, M!5) "!'!~.( S l~S eLl' . 

.L Library copies 0 mi. 

NOTE:: FILM FOOTAGE THAT MAY BE DISPOSED OF,· 

I)	 Extra copies (master positives; duplicate negatives or prints) of original 
materials which have been forwarded to NARA or the appropriate FRC. 

I)	 Original film footage which is unusable because of inferior quality. 

I) Copies of motion pictures which were made by other agencies and which are no
longer useful or do not pertain to NASA activities. 
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SCHEDULE 1
 

ITEM MINIMUM 
rUFI#{ DESCRIPTION OF RECORD SERIES RETENTION 

FORMAL DIRECTIVES, NASA MANAGEMENT INSTRUCTIONS (NMI), PROCEDURAL, 
AND OPERATING MANUALS - ~1M'e., 

{14JO} 
(N 1-2)	 Formal directives distributed as orders, circulars, or in loose-leaf manual form 

announcing major changes in the agency's pollcres and procedures. Normally 
these are issued by authority of the head of the agency. Extensive procedures 
are frequently detailed in operating manuals. 

A.	 HEADQUARTERS - AGENCY LEVEL
 
OPR: Management Operations Drvision, NASA Headquarters
 

Issuances related to agency program functions. Management issuance office • PERMANENT • 
responsible for maintaining all records and background material pertaining RETIRE TO FRC 1 YEAR AFTER 
to each published instruction, handbook, policy directive, etc. Included BECOMING OBSOLETE OR SUPER-
in this series are the case files related to the issuance which document SEDED TRANSFER TO NARA IN 
aspects of the development of the issuance, including sigruficant backup, 5 YEAR BLOCKS WHEN 20 YEARS 
comments; original signature pages; etc. OLD. 

B INSTALLATIONS 
• PERMANENT • 

1.	 FORMAL ISSUANCES - SEE ABOVE DESCRIPTION RETIRE TO FRC 5 YEARS AFTER 
CANCELLATION OR WHEN SUPER-
SEDED. TRANSFER TO REGIONAL 
ARCHIVE IN 5 YEAR BLOCKS WHEN 
20 YEARS OLD. 

Issuan related to routine administration functrons (i e , DESTROY WHEN SUPERSEDED OR 
payroll, pro ement, personnel, etc.) OBSOLETE 

[GRS 16-1a (88)J 

DESTROY WHEN ISSUANCE IS 
DESTROYED. 
[GRS 16-1b (88)J 

C Offices promulgating policies, procedures, mstructrons, e TRANSFER BACKGROUND AND 
published. RELATED MATERIAL TO AGENCY 

LEVEL ISSUANCE OFFICE (ITEM A ) 

D Copies of this material retamed in promulgating office. ROY COPIES OF RECORD 
MAT L WHEN NO LONGER 
NEEDED. 

E.	 All other offices/copIes, including electronic versions. DESTROY WHEN SU EDED, 
OBSOLETE, OR NO LONG 
NEEDED. 
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SCHEDULE 1 

ITEM MINIMUM 
[UFT #1 DESCRIPTION OF RECORD SERIES RETENTION 

REPORTS CONTROL FILES 

aae filea and documents used to control and maintain aaaignment of report. 
I symbols. including reports on studiee, decisrcn •• registen. ledgen 

corres denee, etc. Files are maintained for each agency report created or 
prcposed, uding public use report.. Included are clearance forma. 
including SF cpies of pertinent forma or descriptions of format; copies 
of authorumg dir . es; preparation inltructions; and documents relating 
to the evaluation. con ation. revisrcn, and diacontmuanee of reporting 
requirements. 

74 
[ 1420] 
(N '·27) A.	 The muter file copy of each form designed at each tallation. 

including the NASA series mamtained at NASA Headqu en. showing 
inception. scope, and purpose of the form. Including facaizru opies 
and revlllons thereof. Included in thil leriel are any documents 
to record and control the asllgnment of form numbers. consisting 0 

sequentral entnes; includmg a copy of published IlStmp or indexes. 

B.	 Functional files. background materials, lpecifications, requisltions. 
procellmg data. control records. and matenals used to deterrrune if a 
new form should be developed or whether exJsting forma should be replaced 
replaced or conaohdated. 

75 RECORDS MANAGEMENT FILES - riew 
[ 1440] 
(N '·25) A.	 RECORDS DISPOSITIONS 

Descriptive inventories. drsposal authcrisaticns, schedules and report •. 

1.	 BasIC documentation of records deacription and disposrtron 
programs, including SF 115, Request for Records Drsposit ion 
Authority; SF 135, Records Transrruttal and Receipt; SF 258, 
Request to Transfer, Approval. and Receipt of Recorda to the 
National Archives of the United States. and, 
related documentation. 

(a)	 Agency Records Officer. Set ~b-k. \. 

(b)	 Installation Recorda Managers (OPR). ~ t.ibte. \. 

:t.	 Routme correspondence, memoranda, and extra copies of 
documentation concerning records dlBpoBltlona and usociated 
activities. 

DESTROY:: YEARS AFTER THE
 
REPORT IS DISCONTINUED.
 
(GRS 16·6 (88)]
 

DESTROY 5 YEARS AFTER RELATED
 
FORM IS DISCONTINUED, SUPER.
 
SEDED, OR CANCELLED.
 
[GRS 16·3a (88)]
 

D ROY WHEN RELATED FORM IS
 
DISCO INUED, SUPERSEDED, OR
 
CAN CELL
 
(GRS 16·3b (8
 

RETAIN ON·SITE INDEFINITELY
 
UNTIL NO LONGER NEEDED FOR
 
ADMINISTRATIVE PURPOSES.
 
DESTROY AFTER NEXT COMPLETE
 
REVISION OF SCHEDULES HAS BEEN
 
PUBLISHED OR WHEN 60 YEARS
 
OLD. WHICHEVER IS LONGER.
 

RETAIN ON·SITE AND DESTROY
 
WHEN NO LONGER NEEDED FOR
 
REFERENCE OR WHEN 75 YEARS
 
OLD. WHICHEVER IS LONGER.
 

DESTROY WHEN RELATED
 
RECORDS ARE DESTROYED OR
 
TRANSFERRED TO NARA. OR WHEN
 
NO LONGER NEEDED FOR
 
ADMINISTRATIVE/REFERENCE
 
PURPOSES.
 

16·2& (88)] 

DESTROY WHEN NO Lrnoo.o",'", 
NEEDED FOR REFERENCE. 
[GRS 16·2b (88)] 
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1 ~LHt:UULt: 

ITEM MINIMUM 
rUFl# 1 DESCRIPTION OF RECORD SERIES RETENTION 

75 CONTINUED: RECORDS MANAGEMENT FILES 
[ 1440J 

iltical reportl of &gency holdings, cleanup campaigns, including feeder
 
repo from all offices and data on the volume of recorda dlspesed of by
 
destructl or tranJlfer to NARA.
 

1.	 Recorda he by offices which prepare report. on &geney-wide DESTROY WHEN 3 YEARS OLD 
recorda holdin [GRS 16-·(a (88») 

2.	 DESTROY WHEN 1 YEAR OLD. 
[GRS 16-.b (88») 

C.	 Correspondence, reports, authomatio and other records that relate to DESTROY WHEN 6 YEARS OLD. 
the management of &gency records, inc:lu . g such matte" u forms, EARLIER DISPOSAL IS 
correspondence, reports, mail, and file mana ent; the use of AUTHORIZED IF RECORDS ARE 
microforms, ADP syste!lll, and work proeesaing: ords management SUPERSEDED, OBSOLETE, OR NO 
lurveySj vital recorda programa; and all other upec f recorda LONGER NEEDED FOR REFERENCE 
management not covered elaewhere in thiJ schedule, [GRS 16-7 (88)) 

D.	 Local instructions on records management, mcludmg lurveys, SEE AND APPLY ABOVE 
Itudies, feeder reports, and general ccrrespcndenee. DISPOSITION C. 

E.	 Office record locator files, indexes, or listings which are used to locate DESTROY FILE PLANS/INDEXES 
records in current files, or files that have been transferred to staglng HEN SUPERSEDED. DESTROY 
areas or retired to FRC; inc:luding file plans and office copies of Ihlpping L (SHIPPING/TRANSFER)
hats. WHE. ECORDS THEREON HAVE 

BEEN D ROYED, OR WHEN THE 
LIST IS NO NGER NEEDED FOR 
REFERENCE. [ 

F.	 NASA Form 1418, Proposed Change to NASA Recorda Control Schedules. 

1.	 Agency Recorda Officer. 

(a)	 Approved NF 1418. FILE WITH SF 115 OR SF 258 CASE 
FILE AS APPROPRLO\TE DESTROY 
AS DIRECTED IN ITEM A 1. ABOVE. 

(b)	 DiJapproved NF 1418. RETURN ORIGINAL TO 
INSTALLATION OR OPR. DESTROY 
COPY ONE YEAR LATER. 

2.	 Installation Records Managen. DESTROY 1 YEAR AFTER 
PUBLICATION OF DISPOSITION 
STANDARD OR 1 YEAR AFTER 
DISAPPROVAL, WHICHEVER IS 
FIRST. 

3.	 All other offices/copies. DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE. 
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SCHEDULE 1 

ITEM MINIMUM
 
IUFI#l DESCRIPTION OF RECORD SERIES RETENTION
 

MICROFORM INSPECTION RECORDS 

A. 
S6 eFR 1280, including 
category date, elemenb 
Cound, corrective action 

tion oC microform records, u required by 
u . . n oC the recorda tuted, record 

o( inspection, h and j{ de(ech are 
taken. 

DESTROY S YEARS AFTER 
DATE OF LAST ENTRY. 
[GRS 16-10(a) (92)) 

DATE 

B. Report. made to the National Archives and 
result. oC microform inspection, u required 
correspondence. 

Record. Adminiltra 
by 86 CFR 1230, and 

I the 
related 

DESTROY WHEN S YEARS 
16-10(b) (92)) 

OLD. 

77 FINDING AIDS 
[ 1442] 

DESTROY OR DELETE WITH THE 
RELATED RECORDS OR SOONER 

NEEDED. 

B.	 Finding aids Cor aeries o( records that HAVE BEEN acceuioned by the • PERMANENT • 
National Archives and Records Adnunistration and those relatmg to TRANSFER TO NARA WITH 
major program case files not previously authonud (or disposal. RELATED RECORDS 

[GRS 88 RESND [28-7]) 

ies.	 FOLLOW DISPOSITION 
INSTRUCTIONS FOR THE RECORDS 

DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE. 

78 GENERAL OFFICE FILES - (.,h4.f\~'-
[ 1442] 

Files that are extra copies, conven reference copies,	 TRANSFER TO HISTORIAN'S 
(N	 '-9f)--'~~~O~N~F~~~E~S~_~R~E~A~D~I~N~G~F~~E~S;;~~~~~~~~ ~~~~~~~~~~~~~ __that are filed and maintained in chronological order	 OFFICE WHEN 1 YEAR OLD OR 

duplicates and ARE NOT the official record copy (yellow). 0 LONGER NEEDED FOR 
REFERENC _ WILL 
DESTROY WHEN NO LONG 
NEEDED. 

1.	 AMES RESEARCH CENTER ONLY TRANSFER TO INSTALLATION 
RECORDS MANAGER WHEN 1 YEAR 
OLD. THIS OFFICE WILL DESTROY 
WHEN 8 YEARS OLD. 

EXCLUDED from this series are records containing abstracts or other information that can be 
used as an information source APART from the related records. An SF-115 MUST BE 
SUBMITTED by the Agency Records Officer PRIOR TO DISPOSAL of these records--Contact 
the local Installation Records Manager for guidance on this process. 
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SCHEDULE 1
 

ITEM 
rUF1# 1 DESCRIPTION OF RECORD SERIES 

CONTINUED: GENERAL OFFICE FILES 

B.	 SUSPENSE FILES 

Papen/records arranged in ehronclcgrcal order .. a reminder that an action 
b required on a given date or that a reply to action b expected and, if not 
received, should be traced on a grven date. 

A note or other reminder to take IJOmeaction. 

2.	 Th Ie copy or an extra copy of an outgoing communication, filed 
by da on willch a reply ia expected. 

C. 

Lop, reglsters, and other reco s in hard copy or electronic form used to 
control or document the Itatus 0 corrupondence, reports, or other records 
that &re &uthoriud for dutruction y the GRS or thiS ac.hedule. 

(N '-9h) D. INFORMATION COPIES 

Copies of correspondence, reports, or other 
reference use and are oot made a part of an 0 

E.	 SCHEDULES OF DAILY ACTIVITIES 

Calendars, appointment books, schedules, logs, diaries, other records 
documenting meetings, appointments, telephone calls, trips, :vialt., and other 
activities by Federal employees while serving In an offieial ea ity, created 
and maintained In hard copy or electronic form, EXCLUDING atenala 
determioed to be personal. 

1.	 Records containing substantive information relating to offiCial 
activities, the substance of which has not been incorporated into 
official files, EXCLUDING records relating to the official 
activities of high government offic::a1s. 
(SEE NOTE1] 

2.	 Records documenting routine actiVities containmg no lubstantive 
information and records ecntainmg' substantive information, the 
subst ance of which haa been incorporated mto organized files. 

F.	 ADMINISTRATrvE DATA BASES 

Data	 baaes that IUpport administrative or housekeeping functions, 
information derived from hard copy recorda authorized for destruction 
by the GRS or these schedules, if the hard copy records are maintained 
in organized files, and hard-copy pnntoub £rom these data bues 
created for ahort-term adminiatratrve purpolea. 

MINIMUM
 
RETENTION
 

DESTROY AFTER ACTION TAKEN 
(GRS 2S-6a (9S)] 

WITHDRAW DOCUMENTS WHEN 
REPLY IS RECEIVED. NOTE IF 
SUSPENSE COPY IS AN EXTRA, 
DESTROY IMMEDIATELY; IF COPY 
IS THE FILE COPY, INCORPORATE 
IT INTO THE OFFICIAL FILES. 
(GRS 2S-6b (9S)] 

DESTROY OR DELETE WHEN NO 
LONGER NEEDED. 
(GRS 2S-8 (93)] 

DESTROY WHEN 1 YEAR OLD OR 
WHEN NO LONGER NEEDED, 
WHICHEVER IS SOONER 

DESTROY OR DELETE WHEN 2 
YEARS OLD. 
(GRS 2S-5a (93)] 

OY OR DELETE WHEN NO 
LONG NEEDED. 
(GRS 23- (93)] 

DELETE INFO 
DATA BASE WHE 
NEEDED. 
(GRS 2S-3 (93)] 

NOTEl: See Item 22, "Records of Top Management Officials" of this Schedule (N I-I). 
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SCHEDULE 1
 

ITEM MINIMUM 
rUFT # l DESCRIPTION OF RECORD SERIES RETENTION 

78 ONTINUED: GENERAL OFFICE FILES 

ocumenh of short-term interest which have no documentary or DESTROY WHEN :I MONTHS 
entia! value and normally need not be kept more than 90 day •. OLD, OR WHEN NO LONGER 

lea of tranaitory correapondence are .hown below. NEEDED, WHICHEVER IS SOONER. 
[GRS 23-7a, b, c (93)] 

1.	 Routl e requests for information or publications and copies of
 
replies ich require no administrative action, no policy
 
deciaion, d no .pedal compilation or research for reply.
 

2.	 Originating 0 e copies of letters of transmittal that do not
 
add any informa len to that contained In the transmitted material,
 
and receiving offic copy If filed aeparately from transmitted
 
material.
 

3.	 Quasi-official notices inc ding memoranda and other recorda that
 
do not serve aa the basiS 0 fficlal actions, such aa notices of
 
holidays or chanty and welf fund appeals, bond campaigns, and
 
.imilar records
 

Documents such aa letters, messages, memoran ,reports, handbooks,
 
directives, and manuals recorded on electronic m ia such aa hard disks
 
or floppy dlBkettes:
 

1.	 When used to produce hard copy which IS maintai DELETE WHEN NO LONGER 
organized	 files NEEDED TO CREATE A HARD COPY. 

[GRS 23-2a (93)] 

2.	 When maintamed only in electronic form, and duplicate th DELETE AFTER THE EXPIRATION 
information In and take the place of records that would OF THE RETENTION PERIOD 
otherwise be maintained In hard copy provided that the hard AUTHORIZED FOR THE HARD COPY. 
copy haa been authoriud for destruction by the GRS or these GRS 23-2b (93)] 
schedules. 

I.	 ADMINISTRATIVE OFFICE FILES 

Records accumulated by individual offices that relate to the internal WHEN 2 YEARS OLD, OR 
administration or housekeeping activities of the office rather than WHEN N ONGER NEEDED, 
the functions for which the office exists. In general, these recorda WHICHEVE IS SOONER. 
relate to the office organization, .taffing, procedures, and [GRS 23-1 (9 
communications; the expenditure of funds, including budget records; 
day-to-day administratIOn of office personnel inc:.luding training and 
travel, aupphes and office services and equipment requests and 
reeeipts; and the use of office .pace and utllitiel. They may alao 
include copies of internal actiVity and workload report. (inclUding 
work progresa, statistical, and narrative report. prepared in the 
office and forwarded to higher levels) and other materials that do not 
aerve as unique documentation of the programa of the office. 
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ITEM 
[UFI# I DESCRIPTION OF RECORD SERIES 

79 MANAGEMENT IMPROVEMENT REPORTS - c..ho.nqe..
11470J 
eN 1-5)	 Management improvement report •• ubmitted to the Office of Management 

and Budget (i.e., A-76 Report.) and related analyaea. 

A.	 Office of Primary Raponaibiliiy 

B.	 All other offices/copies. 

OFFICE	 COPYING EQUIPMENT FILES 

Procurement requests, NASA Form 51, justifications, approvals or 
disapprovals, located in offices (not the office procunng the equipment) 
whether purchase or rental equipment (except equipment in printing, 

plicating, or reproduction facilities. 

B. 

C.	 Production reportl (0 er than daily), COlt records (including repairs, 
maintenance, supphes, 0 ratmg labor, depreciatrcn] and studiee. 

81 REQUISITIONS ON THE PUBLIC P 
11490J 

Records relating to requi.ltion. on the Printer (outaide the 
.upporting papers. 

eN 16-18) A.	 Pnnting procurement unit copy of requilltionl, invoice, lpecific iOM, 
and related papers, e g , SF 1, SF IC, and GPO FOrmJ 2511, GP 026A. 

eN 16-1b) B.	 Accounting copy of requisition, Government Printing Office Invoice, 
transfer of funds voucher, and receiving report. 

(N 17-20) C.	 Administrative correspondence pertaining to the administration and 
operation of the unit responsible for printing, binding, and duplication, 
and distribution matters, and related papers. 

SCHEDULE 1 

MINIMUM 
RETENTION 

RETIRE TO FRC WHEN 5 .:JO 
YEARS OLD. DESTROY WHEN IV 
YEARS OLD, OR WHEn tlO LOU8>£FI: 

..N£E~E~ UP IS:': Ik'JE1MUM or 21;-
y~ 

DESTROY WHEN 2 YEARS OLD. 

DESTROY 2 YEARS AFTER 
ACQUISITION OF EQUIPMENT 
OR AFTER	 DISAPPROVAL. 

DESTROY 90 DAYS AFTER 
INCLUSION OF DATA IN MONTHLY 
(OR	 OTHER CONSOLIDATED) 
REPORT. 

DESTROY WHEN 5 YEARS OLD 
(IF RECORDS ARE KEPT 
SEP ARA TEL Y FOR EACH MACHINE, 
DESTROY WHEN MACHINE IS 
DISPOSED	 OF OR TRANSFER WITH 
MACHINE) 

DESTROY 3 YEARS AFTER 
COMPLETION OR CANCELLATION 
OF REQUISITION. 
[GRS 3-6a (91)] 

TROY 3 YEARS AFTER PERIOD 
CO ED BY RELATED ACCOUNT. 
[GRS 3- (91)] 
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ITEM MINIMUM 
[UF1#1 DESCRIPT1--...oj OF RECORD SERIES RETENTION 

JOB OR PROJECT FILES - PRINTING 

b or project recorda containing all papen and data pertaining to the planning
 
ution of duplication, and distribution of joba (in-house):
 

A. Files pe . ·ng to the accomplishment of the job, containing requisitions, DESTROY 1 YEAR AFTER 
bills, lamplea, uscript clearances, and related papen, exclusive of: COMPLETION OF JOB. 

o Requiaitio the Public Printer and related recorda; and, 
o Recorda relating 

B.	 Files pertaining to planning an DESTROY WHEN 3 YEARS OLD. 
these services. 

C.	 NASA Headquarien Duplicating Center - in- DESTROY WHEN 2 YEARS OLD. 
recorda relating to the operation, execution, rep Ion 
[i.e., Form 51 - HQ Pnnting and Reproduction ReqUllI 
and dutribution. 

83 CONTROL REGISTERS - PRINTING 
f 1490J 
(N 16-3) Control regilten pertaining to requiaitions and work orden. 1 YEAR AFTER CLOSE OF 

FISCAL Y IN WHICH COMPILED 
OR 1 YEAR AF FILLING OF 
REGISTER, WHIC R IS 
APPLICABLE. 
[GRS 13-3 (88)) 

(N 16-4) 

(Ii 16-5) 

. subordlnate reporting units and their related work 
papers. 

C. Correspondence and authorir.ationa by the JCP and related papen 
concermng establishment, relocation, and dnest abliehrnent of pnnting 
pnnta. 

DESTROY 1 YEAR 
OF REPORT. 

AFTER DATE 

ATOR RECORD FILES 

location carda, bin tap, and other papen 
of stock location. 

utihr.ed u a cheek or inventory 
DESTROY WHEN SUPERSEDED OR 
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ITEM 
[UF/#l DESCRIPTION OF RECORD SERIES 

86 GRAPHIC ARTS - VISUAL MEDIA 
[1520J 

Material. prepared for the purpoae of .... i.ting NASA official. in preaentatioJUl, 
such aI Congreaaional Heuinga, program reviewa, technical briefinga, public 
lecturu, publicationl, exhibib, and In-beuse activities. 

A.	 ORIGINAL ART WORK - NASA ART PROGRAM 

(I)fl\- re"'l'~ ~'HMd-s ) 
1.	 Art work"commiaaioned by NASA to depict/repreaent a particular 

event or concept of .pace and/or NASA miaaionl. 

2.	 NASA Portraib - High level NASA official. (i.e., Admini.tratorj 
Center Director1l, Deputy Adrniniatraton, Deputy Center Direttor1l) 

( o.{~tf of (uonl- nASA' 41Q) 

3. STENNIS SPACE CENTER ONLY (Graphica Office) 

Art work developed and used in hearinga, presentation., review., 
conferences, bnefinga, and presentationa of information to the 
general public such &II speeches, new. rele&lles,educational 
briefa, and exhibrts. (OffiCIal file coples are maintained by 
another office at Stennia Space Center) 

B. BOARD ART - COMPUTER GENERATED GRAPHICS 

(N 9-18(1) 1. Pre.entationa to the Public 

Art work uaed in Congrenional Hearinga; budget presentationa; 
.ummary review conferencu; technical briefings; and presentatioJUI 
to the public aueh &II speeehes, rele&llu to newa media, educational 
brief., and exhibit.. 

Art work used in fund drives, poaten 0 a naored 
actiVIties, iIIustrationa used in administrative function a<;~.,....0U<!I 

and other routine in-house actiVIties, including routine handbdls, 
fiyer1l, peeters, letterheada, and other lTaphica. 

;:)\..n I::UU LI:: 1 

MINIMUM 
RETENTION 

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

• PERMANENT •
 
TRANSFER ONE Sx5
 
TRANSPARENCY AND PRINT TO
 
NARA WHEN 10 YEARS OLD.
 

DESTROY WHEN NO LONGER
 
NEEDED BY THE INSTALLATION
 
OR WHEN REFERENCE VALUE
 
CEASES.
 

RETURN ORIGINAL BOARD ART TO
 
THE REQUESTING OFFICE.
 
DESTROY WHEN NO LONGER
 
NEEDED.
 
(GRS 88 RESND (21-1.»)
 

DESTROY 1 YEAR AFTER FINAL 
PUBLICATION OR WHEN NO 

NGER NEEDED. 
(G 
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SCHEDULE 1 

ITEM
 
[UF1#1 DESC1UPTION OF RECORD SERIES
 

86 CONTINUED: GRAPHIC ARTS - VISUAL MEDIA 

C. VIEWGRAPHS/TRANSPARENCY 

(N 9-1b) 1.	 Muter photographic negatives - sueh u tho.e uaed in the production 
of visual aida (alides, viewgrapha, and photograplu) from original art. 
NASA HQ: OPR - CODE JOB-2 ONLY 

(N 9-1c) arenciea used by proif'anl, .taB', and 
and project offices for presentations. 

3. JdI other aMes/eapla. 

... STENNIS SPACE CENTER ONLY 

Recorda conaiat of muter photographic negative/transparency files, 
graphic aria, and line art, including any matenal maintained In 

electronic/magnetic format Collection includes black &. white half 
tones, color photos, negativel and paper line art. This collection 
may inelude duplicate filea which exlst in other offices of the same 
presentation. (Some work is generated by use of photo-typesettmg 
equipment) 

MINIMUM
 
RETENTION
 

RETIRE ORIGINAL TO FRC WHEN 
NO LONGER NEEDED TO 
REPRODUCE ADDITIONAL VISUAL 
AIDS, WORKING COPIES, OR WHEN 5 
YEARS OLD, WHICHEVER IS 
SOONER. DESTROY WHEN 20 YEARS 
OLD. 

DESTROY 1 YEAR AFTER USE OR 
ER NEEDED. 

D!:STltO I' WHEN NO LONflElt 
NEEDED. 

DESTROY OR DISPOSE OF 
RECORDS WHEN NO LONGER 
NEEDED BY THE AGENCY OR 
WHEN REFERENCE VALUE 
CEASES 
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ITEM 
IUFl#l DESCRIPTION OF RECORD SERIES 

CONTINUED: GRAPHIC ARTS 

LINE ART / NEGATIVES / PLATES 

Line and halftone negativu, Icreened paper prinb and offset 
lithographic plates used for photo-mechanical reproduction. 

2. 

E. 

(N 9-2) 1. Requesb and in.trudion. for th reparation 
described under thia item b., whethe . hard 

of the visual 
copy or elect

aid, 
ronic. 

(N 9-3) 2. Registen showing receipt of requisition 
to it. [SEE NOTEl) 

an 

F. FINDING AIDS FOR VISUAL MEDIA/GRAPHIC ARTS 

Fmding aids for identification, retrieval, or use. Records may include 
indexes, catalogs, shelf hsts, log books, caption .heets, .hot hats, 
etc., and may be in text, card, nucroform, or electronic.) 

MINIMUM
 
RETENTION
 

DESTROY WHEN NO LONGER
 
NEEDED FOR PUBLICATION OR
 
REPRINTING.
 
[GRS 21-7 (88»)
 

DESTROY 1 YEAR AFTER FINAL
 
PRODUCTION OR WHEN NO LONGER
 
NEEDED.
 
[GRS 21-8 (88»)
 

DESTROY WHEN:: YEARS
 
OLD.
 

DESTROY WHEN:: YEARS
 
OLD.
 

DISPOSE OF ACCORDING TO
 
TRUCTION COVERING 

TH LATED AUDIOVISUAL 
RECO 
[GRS 21-

NOTEl: These records may be included in an automated" Action Tracking System." 
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SCHt:UULt: 1 

ITEM MINIMUM 
rUFT # I DESCRIPTION OF RECORD SERIES RETENTION 

POST AL RECORDS 

Pa.t office fOrml and lupporting papers, exclusive of recorda held by the United 
Statq POIta! Service. 

Recorda relating to incoming or outgoing registered mail pouches, 
reg1Jtered, certified, insured, and apecial delivery mail includmg 

eipta and return receipt.. 

2.	 App· ation for POltal registration and certificates of declared value 
of mat lubjeet to poata! surcharge. 

eN 10-22)	 3. Report of 1 rifling, delay, wrong delivery, or other improper 
treatment of m . 

B.	 POit irregularities files, IUC correspondence, reports, and other records 
relating to irregularities in the andling of mall, such as 1011 or shortage 
of poltage Itamps or money orde or loss or destruction of mail. 

(N 10-18) C.	 Postal Itatistical reports of postage us on outgoing mail and fees paid for 
pnvate deliveries (special delivery, forel registered, certified, and 
parcel POlt or packages over 4 pounds). 

eN 10-19) D.	 Production and statistical reports and data relati 
and volume of work performed. 

(N 10-23) E.	 Records of receipt and routing of inconung and outgoing all and itelTll 
handled by private delivery companies such as United Parce 
excluding both thOle covered by Item a. of thll schedule and t 
Indexes to ecrrespondence files. 

(N 10-20) F.	 Records relating to checks, cash, stamps, money orders, or any other 
valuables remitted to the agency by mail. 

(N 10-24) G.	 Annual official penalty mail reportl and all related papers. 

DESTROY WHEN 1 YEAR OLD. 
[GRS 12-5a (88)) 

DESTROY WHEN 1 YEAR OLD. 
[GRS 12-5b (88)) 

DESTROY WHEN 1 YEAR OLD. 
[GRS 12-5c (88)) 

DESTROY s YEARS AFTER 
COMPLETION OF INVESTIGATION. 
[GRS 12-8 (88)) 

DESTROY WHEN 6 MONTHS OLD. 
[GRS 12-6b (88)) 

DESTROY WHEN 1 YEAR OLD 
[GRS 12-6d (88)) 

DESTROY WHEN 1 YEAR OLD. 
[GRS 12-6a (88)) 

DESTROY WHEN 1 YEAR OLD. 
[GRS 12-6e (88)) 

TIRE TO FRC WHEN 2 YEARS 
OL DESTROY WHEN 6 YEARS 
OLD. 
[GRS 12-
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ITEM 
rUFI#[ DESCRIPTION OF RECORD SERIES 

MAILING OR DISTRIBUTION LISTS 

A.	 Correspondence, request fomul, and other reeerds relating to changes 
to changes in mailmg lists. 

B. 

c. 

D.	 All other lists kept offices other than the official mail room/office. 

89 
[1540]
(N 8-3)	 Records relating to the allocation, utiliza 'on, and release of space under agency 

control, and related reports to the General rvices Admim.tration. 

A.	 Building plan files and related agency reeo s utilised in space planning, 
auignment, and adJlUtment. 

B.	 Correspondence 1'ilth and reports to staff agencies relating t agency Ipace 
holdings and requirements. 

1.	 Agency reports to the General Services Administration regar 
occupied 10 "Metropolitan Wash1Ogton" and "Outside the DiBtn 
Cclumbia," and related papers. 

2.	 Copies in subcrdinate reporting units and related work papen. 

C.	 General correspondence of the unit responsible for apace and maintenance 
matten, pertaining to its own adminiBtratlon and operation, and related 
papen. 

::'LH t:U U LE 1 

MINIMUM 
RETENTION 

DESTROY AFTER APPROPRIATE
 
REVISION OF LIST OR AFTER
 
S MONTHS, WHICHEVER IS
 
SOONER.
 
[GRS lS-.(a (88»)
 

DESTROY INDIVIDUAL CARDS
 
WHEN CANCELLED OR REVISED
 
(GRS lS-.(b (88»)
 

DESTROY PLATES OR STENCILS
 
WHEN CANCELLED OR REVISED.
 

DESTROY WHEN NO LONGER
 
NEEDED.
 

DESTROY:: YEARS AFTER
 
TERMINATION OF ASSIGNMENT,
 
OR WHEN LEASE IS CANCELLED,
 
OR WHEN PLANS ARE SUPERSEDED
 
OR OBSOLETE.
 
(GRS 11-2a (88))
 

DESTROY WHEN:: YEARS OLD.
 
[GRS 11-2b(1) (88»)
 

ESTROY WHEN 1 YEAR OLD. 
( 11-2b(::) (88») 

DES OY WHEN:: YEARS OLD. 
[GRS 11 (88») 
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SCHEDULE 1
 

ITEM
 
rUFT#l DESCRIPTION OF RECORD SERIES
 

BUILDING AND EQUIPMENT SERVICE FILES 

Requah for building and equipment maintenance urvicu, excluding fiacal 
copiee. 

91	 TORY LISTINGS - BUILDING / TELEPHONE 
{J550J
(N 1-32)	 Corresponde ce, forma, and other records relating to the compilation of
 

bUilding and t ephone directory service listings.
 

92	 MAIL AND MESSENGER SERVICE 
[1551J 
(N 10-21)	 Recorda of and receiph for m ·1 and packagee received through the official 

mail and meuenger service. 

93	 MESSENGER SERVICE - ~ 
{J551J 
(N 10-25)	 Da.ily logs, aasignment records and instructl s, dispatch records, delivery 

recelph, route sehedules, and related recorda 

94	 INVENTORY REQUISITION FILES -
[1570J 

RequiJltionl	 for supplies and equipment for/from current 

(N 17-22)	 A. Stod:room copy. 

(N 1-9c) B.	 Completed requisitions for service, auppliea, and equipment, and 
travel documenh. (Official file eepies are maint amed by the 
office rendering tervice.) 

(N 17-22)	 C. All other officea/copiea. 

95 TELEPHONE SERVICE RECORDS 
[1580J 
(N 8-2)	 Requeeta from operating units for installation, alterationl, relocation, or 
(N 10-16)	 removal of telephone facilities, excluding fiscal copy. General files 

including plans, reports, and other records pertaining to equipment requests, 
telephone .ervice and like matten. 

MINIMUM
 
RETENTION
 

DESTROY 3 MONTHS AFTER
 
WORK PERFORMED OR
 
REQUISITION IS CANCELLED.
 
[GRS 11-5 (88»)
 

DESTROY 2 MONTHS AFTER
 
ISSUANCE OF LISTING.
 
[GRS 11-3 (88»)
 

RECORDS 

DESTROY WHEN 6 MONTHS OLD. 
[GRS 12-6 (88») 

DESTROY WHEN 2 MONTHS OLD 
[GRS 12-1 (88») 

DESTROY 2 YEARS AFTER FISCAL 
YEAR IN WHICH COMPLETED/ 
CANCELLED, OR 3 MONTHS AFTER 
CONVERSION TO AN ADP SYSTEM. 
[GRS 3-8a (88») 

DESTROY 1 YEAR AFTER ACTION 
IS COMPLETED. 

DE ROY WHEN 6 MONTHS OLD. 
[GRS 8b (88») 

DESTROY WHE YEARS OLD. 
[GRS 12-2(b}/(d) (8 
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ITEM
 
rUFl# , DESCRIPTION OF RECORD SERIES
 

96 SECURITY PROGRAM FILES - vht)Jy'\~e...
[1600J
(N 12-30) 

Documents, m , directives, plans, reports and correspondence 
reflecting policies an edurea developed in the administration 
and direction of security an otective services programs relating to 
classified infonnation accounting control; facilities lecunty and 
protective lervicel; personnel lecuniy cea; and emergency planning 

B. CLEARANCE SUBJECT FILES - ADMINISTRATIVE • 
('O/A."h ne> 

Correspondence, reports, and other recorda relating to the"adminilltration 
and operations of the personnel lecunty program, not covered by this item, 
or elsewhere in this schedule. 

SECURITY RECORDS SYSTEM - NASA 10 SECR 

ords contained in this system/category conmt of (1) Personnel Security 
ords, (2) Cnnunal Matter Records, and (3) Traffic Management Records. 

A. 

B. 

C. 

98	 TION FILES 
[1600J 
(N 17-21)	 Requisitions for non personal services, such duplicating, laundry, binding, 

and other services (EXCLUDING records us ted with Accountable Officers' 
Accounts (Schedule 9). 

99 KEY ACCOUNTABILITY FILES 
[1600J 
(N 12-14)	 Files relating to the accountability for key., door cards, etc. iuued. 

A. Areas under maximum lecurity. 

B. All other areas. 

SCHEDULE 1 

MINIMUM 
RETENTION 

• PERMANENT •
 
RETIRE TO FRC WHEN 5 YEARS
 
OLD, OR WHEN SUPERCEDED,
 
WHICHEVER IS SOONER.
 
TRANSFER TO NARA WHEN 10
 
YEARS OLD.
 
[GRS 88 RES NO (18-1)]
 

SEE SPECIFIC RECORD SERIES 
FOR AUTHORIZED DISPOSITION. 

SEE ITEM 103 OF THIS SCHEDULE. 

SEE SCHEDULE 2. 

SEE SCHEDULE S. 

DESTROY WHEN 1 YEAR OLD 
[GRS 3-7 (88)] 

DESTROY 3 YEARS AFTER TURN-IN 
F KEY. 

[ 18-1Sa (88)] 

DESTR S MONTHS AFTER TURN-
IN OF KE . 
[GRS 18-1Sb (8 
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,
 
96. SECURITY PROGRAM FILES 

A. Significant Policy and Program Files 

Manuals, directives, plans and reports that document significant and/or unique security 
program functions, including NACA security program files. 

Disposition: PERMANENT. Retire to FRC when 5 ~~£t!r~nsfer to NARA when 
10 years old. 

B. Other Policy and Program Files 

Records that reflect the administration and direction of security and protective services 
programs relating to routine classified information accounting and control, facilities 
security and program and protective services, personnel security clearances, and emer-
gency planning. 

Disposition: Destroy when 5 years old. 

C. Clearance Subject Files - Administrative 

Correspondence, reports, and other record relating to the routine administration and 
operations of the personnel security program, not covered by this item, or elsewhere in 
this schedule. 

Disposition: Destroy when 2 years old. 

1
 



SCHEDULE 1 

ITEM MINIMUM 
rUFf # 1 DESCRIPTION OF RECORD SERIES RETENTION 

GUARD SERVICE FILES 

ASSIGNMENT FILES 

Fues relating	 to (\lard auignment and .trength. 

DESTROY 3 YEARS AFTER FINAL
 
ENTRY.
 
[GRS 18-1Sa (88»)
 

eats, analyaes, reports, change ncticea, and other papen DESTROY WHEN 2 YEARS OLD. 
reIat to uaignmenh and .trength requirements. [GRS 18-1Sb (88») 

(N 12-10) B. 
eN 12-17) 

1.	 Control center key 0 ode records, emergency all cards, and building DESTROY WHEN SUPERCEDED OR 
record	 and employee ide ificatlon cards. OBSOLETE. 

[GRS 18-19a (88)) 

2.	 Round reports, aervice reports 0 interruptions and tests, and punch DESTROY WHEN 1 YEAR OLD. 
clock dally .heets. [GRS 18-19b (88») 

S.	 Automatic machine patrol charts and re ·sten of patrol and alarm DESTROY WHEN 1 YEAR OLD. 
serviCes. (GRS 18-19c (88») 

". Anna distribution sheets, logs, charge reeerds, t DESTROY S MONTHS AFTER 
receipts. RETURN OR ARMS. 

(GRS 18-19d (88») 

101 CLASSIFIED DOCUMENTS INVENTORY	 REPOR 
[1600] 
(N 1-91c)	 Correspondence or documents wed to report the reaults of inventones DESTROY WHEN 2 YEARS OLD. 

conducted under local requirements to assure proper accounting for all GRS 18-1 (88») 
classified matter, including files pertaining to the admmistratlon of aecurity 
classification, control, and accounting for classified documents, not covered 
ebewhere In tha schedule. 

102	 CLASSIFIED INFORMATION NONDISCLOSURE AGREEMENTS 
[1610] 

Copies of nondisclosure agreements, sueh as SF 189, Classified Information
 
Non-disclosure Agreement, ligned by employees With acce81 to Information
 
which is classified or classifiable under st andards put forth by Executive
 
Order 12356. These forms should be maintained .eparately from penonnel
 
security clearance files.
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1 

ITEM
 
rUF1#[ DESCRIPTION OF RECORD SERIES
 

PERSONNEL SECURITY CLEARANCE FILES 

Peraonnel leCurity clearance cue files and related indexes maintained by the 
r'IIonnelleCunty office. 

FUes documenting the processing of Investigatioru on Federal employees 
applicants for Federal employment, whether or not a lecurity clearance 

ted, and other persons, such all those performing work for a 
agency under contract, who require an approval before having 

access t Government faclhties or to lensitive data. These files include 
questionn , summaries of reports prepared by the investigating agency 
and other rec de reflecting the procelling of the investigation and the 
ltatus of the cle ance, exclusive of copies of investigative reports 
furnished by the i eatlgating agency. 

B.	 Investigative reports related papers furnished to agencies by 
investigative organlJ;atlo or use in making lecurity /aultability 
determinations. 

c. 

D.	 Statua files, hats, or roater'll maintained in lee ty unih Ihowing the 
current security clearance Itatus of mdividuals, 

104 GODDARD SPACE FLIGHT CENTER (GSFC) OCATOR 
[1620] SERVICES TRACKING SYSTEM (LISTS) - NAS 
PASR 

Recorda contained in the system WI))consist of privacy and personal 
information for all on-site and off-site NASA/GSFC CIVUservants and 
on-site and near-site ccntrsetcrs, tenants, and other guest worker'll 
possessing or requiring badge IdentificatiOns LISTS is a eomprehensive 
and accurate source of information for institutional services and planmng, 
general and personal information in order to aIISIStthe Secunty office in 
illuing picture badge Identifications and In coordmating clearance 
requests; to establish for the Library an authonution for use of ita 
pnnted materials, to identify the listed emergency contact in ease of an 
emergency to a center employee or guest worker, and to provide a home 
address in case an employee or guest worker must be contacted during off 
hour'll or for official mailings to a home address. 

SCHEDULE 

MINIMUM 
RETENTION 

DESTROY UPON NOTIFICATION
 
OF DEATH OR NOT LATER THAN
 
5 YEARS AFTER SEPARATION
 
OR TRANSFER OF EMPLOYEE OR
 
NO LATER THAN 5 YEARS AFTER
 
CONTRACT RELATIONSHIP
 
EXPIRES, WHICHEVER IS
 
APPLICABLE.
 
(GRS 18-22a (88))
 

DESTROY IN ACCORDANCE WITH
 
THE INVESTIGATING AGENCY
 
INSTRUCTIONS.
 
(GRS 18-22b (88))
 

DESTROY WITH RELATED CASE
 
FILE.
 
(GRS 18-22c (88)]
 

DESTROY WHEN SUPERSEDED OR
 
OBSOLETE.
 
(GRS 18-23 (88))
 

AND INFORMATION 

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

STROYED OR OTHER WISE 
ms OSED OF WHEN NO LONGER 
NEE D. 
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ITEM MINIMUM
 
lUF1#[ DESCRIPTION OF RECORD SERIES RETENTION
 

IDENTIFICA TION CREDENTIALS FILES 

Identification credentiala and related papers. 

Identification credentials including carda, badges, parking permih, DESTROY CREDENTIALS S 
photographs, agency permits to operate motor vehicles, and property, MONTHS AFTER RETURN TO 

·ning room, and visitor P8lllleJ, and any other limllar identification ISSUING OFFICE. 
entiala. [GRS ll-.(a (88}) 

eN 12-24b) B.	 DESTROY AFTER ALL 
eN 8-4b)	 LISTED CREDENTIALS ARE 

ACCOUNTED FOR. 
[GRS ll-.(b (88)) 

106	 NTABILITY / QUALIFICATION 
[1620J 
(N 12-10) A. R.econh of a.c:qumtioIU of fi	 DESTROY 1 YEAR AFTER 

FIREARM IS DESTROYED OR 
TRANSFERRED. 

eN 12-1" B. Certificate to carry firearnu (NASA Fo	 DESTROY 1YEAR AFTER 
TERMINATION OF 
CERTIFICATE. 

eN 12-12) C. Data relating to individual qualifications, trainin , and DESTROY 1YEAR AFTER 
maintenance of proficiency in the Ule of firearms. TER..\.iINATION OF 

INDIVIDUAL. 

107 FACILITIES CHECKS (BY GUARD FORCE)
[1620J 
(N 12-16) Files relating to periodic guard force facilIty checks. 

A.	 Data sheeh, door llip summaries, check sheets, and guard report. on sec DESTROY WHEN 1YEAR 
violations (except copies in files of agency security officeJ covered by OLD. 
Item 79 of this schedule]. [GRS 18-18s. (88}) 

B.	 Reports of routine arter-hour lecurity checks which either do not reflect DESTROY WHEN 1MONTH 
lecurity violations, or for which the information contained therein is LD. 
documented in the filea defined in Item 79 of this schedule. [G 18-1Sb (88)) 
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SCHEDULE 1
 

ITEM MINIMUM 
{UFl# 1 DESCRIPTION OF RECORD SERIES RETENTION 

SECURITY VIOLATION FILES 

Cue files relating to investigation. of alleged violation. of Executive Orden, law.
 
or a.gency regulations for the Ia!eguarding of national aec:unty inCormation.
 

(N 12-22) Files relating to alleged violations of a lufficienUy aerioua nature that they DESTROY 6 YEARS AFTER 
(N 12-21) referred to the Departments of Justice or Defense Cor preseeutive CLOSE OF CASE. 

d ermination, exclusive of files held by the Department of Justice or [GRS 18-2(a (88)) 
Def offices responsible for making sueh determinations. 

B. fficet and filet, EXCLUSIVE of papen placed in official DESTROY 2 YEARS AFTER 
den.	 COMPLETION OF FINAL ACTION OR 

WHEN NO LONGER NEEDED, 
WHICHEVER IS SOONER. 
[GRS 18-2(b (88)) 

109 CONTAINER FILES 
[1620J 
(N 1-42) A. 

Forms or hats used to record lafe an	 DESTROY WHEN SUPERSEDED BY 
individuals knowing combma.tions, and mparable data. uaed to control A NEW FOR..\.i OR LIST, OR UPON 
acceaa into cluslfied document contamen	 TURN-IN OF CONTAINERS. 

[GRS 18-7 (88)) 

(N 17-23) B. RETURNABLE 

Documents reiledmg the receipt, transfer, a.nd return vendor of DESTROY S YEARS AFTER RETURN 
accountable containers. Included may be copies of inlpe OF CONTAINER OR PURCHASE OF 
receiving reports, reports of survey, shlppmg documents, CONTAINER, WHICHEVER IS 
lilIUlar documents. APPLICABLE. 

110 ACCESS REQUEST FILES 
[1630J 
(N 12-5) Requesh and authorintionl for individuals to ha.ve acceaa to clauified filea. ESTROY 2 YEARS AFTER 

A THORIZATION EXPIRES. 
[G 18-6 (88)) 
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SCHEDULE 1 

ITEM MINIMUM
 
LUFI #1 DESCRIPTION OF RECORD SERIES RETENTION
 

DOCUMENTS:	 ACCOUNTABILITY / INVENTORY FILES 

(N 12-28) gi.ten mainta.ined at control point. to indicate accounbbility OYer DESTROY I) YEARS AFTER 
To ecret documenh, reflecting the receipt, di.pateh, or destruction DOCUMENTS SHOWN ON FORMS 
of the enh. ARE DOWNGRADED, TRANSFERRED, 

OR DESTROYED. 
[GRS 18·5a (88)] 

(N 12-2b) 2.	 YOnnl accompanying doc enh to ensure continuing control, DESTROY WHEN RELATED 
.howing namell of penon. han DOCUMENT IS DOWNGRADED, 
routing, and comparable data. TRANSFERRED, OR DESTROYED. 

[GRS 18-5b (88») 

(N 12-3) B. CLASSIFIED DOCUMENTS 

1.	 Fomu, ledgen, or regi.ten used to .how identity, intern outing, DESTROY WHEN 2 YEARS OLD. 
and final dispoaifion made of e1aalified documents, but EXC [GRS 18-4 (88») 
of clasaifled document receipt. and dertructicn certIficate. and 
documents relating to Top Secret material covered elKwhere in this 
schedule. 

2.	 Receipt files and record. documenting the receipt and inuance of DESTRO HEN 2 YEARS OLD. 
elaaalfied documents. [GRS 18-2 (88 

3.	 Destruction certIficates relating to the deatruetron of claaaified DESTROY WHEN :z Y 
documents. [GRS 18-3 (88») 

112 SECURITY CLASSIFICATION SYSTEMS - c.h~l€..--
[1640J 
(N 12-4) AIA-#10I'i ~/l.-tia'(\S"	 k lAf~a.~S, cl6WYI~o.~S I fWr\&.-

Jtc1o.ss..f~,"S o.OU-ln1~5 (J(' '1A.1~I'I\~. 

It.	 o.R1' u trf f('\mo.C'i K~4'I'r\S ib i lit~. 

De5t(o~ ~.f+ff-tV OoCM~ --h 
lAht'c1-+k clGS5'\tlU.tl~ G..l,..1\1n 

O-f P	 ItS ~ cA (1'(" 

d-t~[ltJ \,~ GIA~+o.bLt. rNJ.r V~~~ 
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SCHEDULE 1
 

ITEM MINIMUM 
rUFl# 1 DESCRIPTION OF RECORD SERIES RETENTION 

ting to the leCurity c:luaifiation or ehangea thereto, or • contract WIth industry. 

A. Precedent and unusu .elected by pertinent NASA Official., • PEft:!\ifXjqeN'!" .. )~ i+e.rr\ ~ 11 "2.. 
i.e., Director, 
Chier, NASA 

Security, 
Security. 

Logu ft:E!"llte FlLe !Ie PRe PEa'}:,' ~I)lC 
~O INDh ll)lj;lr:b een'ffl:JIi:8'f8R-& 
'W HEN ALL !:XI!!lfNS eSPl'I'its'.c;t::i 

"!!X YE BEEN COMPLEl'I3B QR 
.Q'fI1I3RWI5B 'fBFI:MIN.\'I'Et>. 

LOGS, REGISTERS, AND CONTROL FILES 

. ters or logs used to record names 
perse I, visitOrs, empleyees admitted 

of outside contractors, serviee 
to reatncted areaa, and report. 

on automo ea and paa.engers. 

1. DESTROY 5 YEARS AFTER FINAL 
ENTRY OR DATE OF DOCUMENT, 
AS APPROPRIATE. 
[GRS IS-17a (SS)) 

2. All other areaa. DESTROY 2 YEARS AFTER FINAL 
ENTRY OR DATE OF DOCUMENT, 
AS APPROPRIATE. 
[GRS IS-I7b (SS)) 

(N 12-18, B. GUARDS 

Guard logs and regilters not covered elaewhere, or under A, of this • 

1. Central guard office master logs. STROY 
EN 

2 YEARS AFTER FINAL 

(GRS 1 

2. Individual guard poat logs of occurrencea entered in master logs. DESTROY 
ENTRY. 

1 Y 

(GRS lS-20b (SS)) 
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SCHEDULE 1
 

ITEM MINIMUM 
{UFT # 1 DESCRIPTION OF RECORD SERIES RETENTION 

PASSPORT FILES (SEE ALSO SCHEDULE 2) 

Peraonal identification or pauport photographs.	 RETURN ORIGINAL TO REQUESTOR, 
DESTROY WHEN 5 YEARS OLD OR 
WHEN NO LONGER NEEDED. 
(GRS 21-2 ~J 

('12) 

116	 ND INSPECTION OF FACILITIES 
/1690J
eN 12-7)	 Reportl of lurveYI inJpectioOi of facilities conducted 

&0 enlure adequacy of p tective and preventive measures taken againlt 
hu&rda of fire, explosion, d accidents, and to u!eguarci information and 
facilitletl against labotage an nauthoriud entry. 

DESTROY WHEN 3 YEARS OLD, OR 
UPON DISCONTINUANCE OF THE 
FACILITY, WHICHEVER IS SOONER. 
[GRS 18-9 (88)J 

B. PRIVATELY-OWNED FACILITIES 

Reports of lurveys and inBpectioOi of facilities aliI ed aecurity	 DESTROY WHEN 4 YEARS OLD OR 
cognizance by Government agencies, and related doc	 WHEN SECURITY COGNIZANCE IS 

TER.\.fINATED, WHICHEVER IS 
SOONER. 
[GRS 18-10 (88)J 

117	 SAFETY FILES - PROPERTY 
[1700] 
eN 21-6)	 Safety inspection and maintenance recorda for all NASA real and personal property. 

A. INSPECTING OFFICE.	 RETIRE FRC WHEN RELATED 
(SEE NOTE1) PROPERTY DISPOSED OF BY 

NASA. DEST Y 5 YEARS AFTER 
DISPOSAL. 

B. ALL OTHER OFFICES/COPIES	 DESTROY WHEN 4 Y 

118 RESERVED 

NOTEl: Payload Safety Data Files/Records are maintained under UFI 8680. 
See Schedule 8 for records created in this series. 

1-58
 



1 SCHEDULE 

ITEM MINIMUM 
rUF1# l DESCRIPTION OF RECORD SERIES RETENTION 

119 FIRE, EXPLOSION, AND ACCIDENT INVESTIGATIVE FILES 
[ 1710J 
eN 12-8) Cue files, investigative files accumulating from inveltigatioIU of firu,	 explOliona, and 

accidents, consisting of retained copies of report. and related papen when the original 
reportl are submitted for review and filing in other agencies or organintional elementa, 
and reportl and related papen concerning occurrences of luch a minor nature that they are 
aettled locally without referral to other organintional elements. 

A. PRECEDENT OR UNUSUAL CASES • PERMANENT • 
Cue. selected by pertinent NASA Officials, i.e., Chief, NASA Security RETIRE TO FRC WHEN 
Office, Associate Admmistrator, Office of Safety and Mwion Assurance. 6 YEARS OLD. TRANSFER TO NARA 

WHEN 30 YEARS OLD 

B.	 ROU'FUrn OASES. BES'f'ROi! WI lEt) : 'l'Elt..'1:S 9LB 
[GRS is-n (8S)) 

120 SAFETY REPORTS / RECORDS 
[1711J	 I 
eN 21-4) A. NASA SAFETY REPORTS - ANNUAL - ~ tle.~ 

Statistical reports, lurveys on 1088 and injunes compiled by Headquarten
 
from report. descnbed In B of thIS Item. (ThIS is typIcally an
 
annual report whIch can, but is not limited to, include hardware 10000,
 
and more information/data than DoL report requrres ]
 

1.	 Headquarten. • PE!tMA1,EH'f ' 
RETIRE TO FRC WHEN 5 YEARS 
OLD::r~1'O ~lARA Wnml 

-iB yEitR5 ~b~ rlro'l w~ \b
"leA~ ol . 

2.	 Field Installations (feeder report, to HQ). RETIRE TO FRC WHEN 2 YEARS 
OLD. DESTROY WHEN 10 YEARS 
OLD. 

Statistic orts from field installations regarding injuries and accidents, 
such aa NASA 

1.	 Headquarten. RETIRE TO FRC WHEN INACTIVE. 
DESTROY WHEN 15 YEARS OLD. 

2.	 RETIRE TO FRC WHEN INACTIVE. 
DESTROY WHEN 12 YEARS OLD. 

eN 21-5) C. INDIVIDUAL ACCIDENT REPORTS 

[J712J 
Forma, reports, correspondence, and related medical and investigatory ON TERMINATION OF 
relatmg to on-the-job injuries whether or not a claim for compensation COMPENSA OR WHEN DEAD-
was made, EXCLUDING ccpies filed in the Employee Medical Folder LINE FOR FILING AIM HAS 
and copies submitted to the Department of Labor (DoL). PASSED. DESTROY 3 Y 

AFTER CLOSE OF FILE. 
[GRS 1-31 (88}) 
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120 

SCHEDULE 1
 

ITEM 
rUFf # 1 

eN 21-7)
[1710J 

(N 21-5) 

122 
[1711J 

123 
[1730J 
(N 21-8) 

124 
[ 1740J 
(N 21-9) 

DESCRIPTION OF RECORD SERIES 

CONTINUED: SAFETY REPORTS / RECORDS 

». PRe'fEC'ftv!! k!~~ PREVENTfVE MEASURES REPORTS 

E. SAFETY AND RELIABILITY REPORTS 

Files cOOJli.ta of Safety & Reliablhty Reportl including Hazard Reports 
and Ri.k Aaaealmenta relatmg to the KSC Ground Support Equipment that 
interlaces With the flight hardware. Fllel contain, but are not hmited 
to. Preliminary-, KSC-Hazard Reports; ESR-, Mission Safety-, Safety-, 
and SYltem/Subsystem-Asaellmenta, System Safety Review Panel Iuuel; 
System Assurance-, Failure Mode & Effects-AnalYles; Cniical Itema Lilts; 
Deaign Review RePOl'tI; and, Criticality Aaaesamenta. 

ACCIDENT /MISHAP INCIDENT CASE FILES 

COl'!'eSpondence, reportl, and all related papers concerrung individual accidents 
incident. cceurnng at inatallatlons. 

Files contain, in addition to others listed, photographs, itneaa 
interviews and all other matenals concerning the mvestlga n. 

SPECIAL PERMIT FILES 

Requests for pennita to operate and handle special type machines and tools 
controlled by manufacturers. 

MINIMUM
 
RETENTION
 

SED I'rEM us SF THiS SSHE~m.E. 

RETIRE TO FRC WHEN THE RISK/ 
SAFETY ASSESSMENT/ANALYSIS IS 
COMPLETE/INACTIVE. DESTROY 
WHEN 15 YEARS OLD. 

RETIRE TO FRC WHEN INACTIVE. 
DESTROY WHEN 20 YEARS OLD. 

RETIRE TO FRC WHEN 2 YEARS 
OLD. DESTROY WHEN 20 YEARS 
OLD. 

SEE ITEM 120 C. OF THIS SCHEDULE. 

• PERMANENT • 
SEE ITEM 14A OF THIS SCHEDULE 

TROY ON EXPIRATION OF 
T OR WHEN SUPERSEDED. 

HEALTH PHYSICS AND PROCESS CONTROL DATA LOGS
 

Records of Health Physiea Daily Lop, Water Activity Analysia Lop, 
Geiger-Mueller Analysis Lop, Ail' Sample AnalYIll Lop, Daily Rcutine 
Health Physiea Lop, Background and Efficiency Lop, Portable Survey 
Instrument Calibration Lop, and Source Movement, Inventory and Leak 
Test Lop. 

RETIRE TO FRC WH 3 YEARS 
OLD. DESTROY WHEN 1 
OLD. 
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SCHEDULE 1
 

ITEM MINIMUM 
fUF/# 1 DESCRIPTION OF RECORD SERIES RETENTION 

SAFETY STANDARDS FILES 

nb created in the development of .atety .tandaro. and practices in 
developme and production eperatrcna; the .afety location, design, layout, 
and construction lIities where fuels, propellanb, or other haz:ardous 
materials are handled 0 rations are exposed to ignition haz:ardsj the .ate 
handling, .torage, and moveme f hazardous matenalsj and other areas 
requiring safety .tandarda. The files de recommendations, coordination 
actions, .tudies, and other actions taken to hsh .tandarda. 

A.	 Office developing the .tandarda. DESTROY WHEN 10 YEARS OLD OR 
WHEN SUPERSEDED OR OBSOLETE, 
WHICHEVER IS SOONER. 

B.	 All other offices/copies. OY 2 YEARS AFTER 
SUPE D OR OBSOLETE, 
WHICHEVER OONER. 

126 HEALTH AND OCCUPATIONAL MEDICINE RECORDS [SEE NOTEl] 

NASA HEALTH INFORMATION MANAGEMENT SYSTEM - NASA 10 HIMS 

A Civil Service employees and applicantlj other agency civil lervice SEE	 FOLLOWING INDIVIDUAL 
·litary employees workmg at NASA, vislton to field installationsj ITEMS LISTED SEPARATELY 

en-si contractor personnel who receive job related examinations, have BY RECORD SERIES/CATEGORY. 
mrshaps 0SCl den ta , or come to the clime for emergency or fint aid 
treatment. 

B.	 SPACE FLIGH ERSONNEL AND THEIR FAMILIES • PER.\.iANENT • 
SEE SCHEDULE 8 

eN 1'-5) c. HEALTH AND ME~~EPORTS 

Statistical reports on health an edical services and Vital ltati!tics 
reports on NASA personnel. Inc:lu 8 copies of statistical summanes and 
reports With related papers pertamin 0 employee health, retained by 
reporting unit. 

1.	 Headquarten. DESTROY 6 YEARS AFTER DATE 
OF SUMMARY OR REPORT. 

2.	 Field Installatlona. DESTROY 2 YEARS AFTER DATE 
OF SUMMARY OR REPORT. 
[GRS 1-22 (88)] 

u)i~~ (N '1-6) D. CONSOLIDATED HEALTH AND MEDICAL REPORTS 

Statistical report. compiled by HeadquarteI'J !rom report. described in 
thia item. 

1. Headquarten.	 •o.r"LIVl.A.I'<ENT
TO FRC WHEN 2 YEARS 

SFER TO NARA WHEN 
D. 

2. All other offices/copies. 

NOTEl: Occupational Safety and Health Ad ministration (OSHA) Records are maintained 
under UF / 8720. See Schedule 8 for records created in this senes. 
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SCHEDULE 1 

ITEM MINIMUM
 
lUFf #{ DESCRIPTION OF RECORD SERIES RETENTION
 

EMPLOYEE HEALTH RECORDS 

A. INDJVTDUAL HEALTH CASE FILES - EMPLOYEE MEDICAL FOLDER (EMF) 

1.	 Examinations recorded on SF 78, such as pre-employment physical
 
examinations; health qualification placement records; diaabihty
 
retirement examinations, fitneaa for duty examinations; and any
 
other documents deemed of long-term value as defined in the
 
Federal Personnel Manual (FPM), Chp. 293.
 

) Tranaferred employees.	 UPON TRANSFER, SHIP ENTIRE 
MEDICAL RECORD, INCLUDING 
X-RAYS, TO MEDICAL OFFICE OF 
NEW ASSIGNMENT. 
[GRS 1-21a(l) (92)] 

30 DAYS AFTER SEPARATION, 
TRANSFER TO NATIONAL 
PERSONNEL RECORDS CENTER 
(NPRC), ST. LOUIS, MO. NPRC WILL 
DESTROY 75 YEARS AFTER BIRTH 
DATE, 60 YEARS AFTER DATE OF 
THE	 EARLIEST DOCUMENT IN THE 
FOLDER IF THE DATE OF BIRTH 
CANNOT BE ASCERTAINED, OR 30 
YEARS AFTER LATEST 
SEPARATION, WHICHEVER IS 
LATER. 
[GRS 1-21a(2) (92)] 

2.	 TEMPORARY or SHORT-TERM recor as defined in the FPM. DESTROY 1 YEAR AFTER 
~cords may consist of fornu, correaponden e, and other records SEPARATION OR TRANSFER OF 
relatmg to an employee'. medical history, ee ational injunea or EMPLOYEE. 
diseases, physical examinations, and all treatm t received in the [GRS 1-21b (92)] 
Health Unit, EXCLUDING records cited in "a." ve. These are 
records that are not required for fihng in the EMF, d if not 
retained by the agency, should UNDER NO CIRCU TANCES be 
aent to the NPRC. 

!S. Individual Employee Health Case Files created prior to uta DESTROY 60 YEARS AFTER 
of the EMF Iystem that have been retired to an FRC. RETIREMENT TO FRC. 

[GRS 1-2lc (92)] 

eN 11-2) 

~ords in this leriu include Cornu, eerrspcndence, and other documents, inclu ng 
lummary records, documenting an individual employee's medical history, physica ondition 
and visits to Government health facihties, for non-work related purposes, EXCLUD G 
recorda covered by A. above. 

1.	 NASA employees 

Cards which contain such information as date of employee'l visit, 
diagnosis, and treatment. 

(N 11-3) 2. On-Site Contractor Personnel 

Doctor'l clime records or lumlar recorda which cont&in data of DESTROY 8 YEARS AFTE 
Vialt, diagnosis, and treatment. INDIVIDUAL'S EMPLOYME 

SITE IS TERMINATED. 
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SCHEDULE 1
 

ITEM MINIMUM 
rUFI# 1 DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: EMPLOYEE HEALTH RECORDS 

EMPLOYEE ASSISTANCE PROGRAM 

Personal cale files consisting or handwritten notes, letters to phy.iciana or 
unselors, calendar or treatment(s), authorization releases, after care information 

an telephone menages. Case files are to be maintained .eparate !rom the EMF and/or 
the cial Medical Record(s), kept to an absolute minimum, and handled with privacy 

ce with Section 408 or Public Law 92-155. 

1.	 DESTROY 5 YEARS AFTER LAST 
DATE IN FILE, OR UPON 
TERMINATION OF EMPLOYEE. 
[NI-255-90-8) 

2.	 Voluntary. DESTROY 2 YEARS AFTER LAST 
DATE IN FILE, OR UPON 
TERMINATION OF EMPLOYEE. 
[NI-255-90-8) 

128	 HEALTH UNIT CONTROL FILES 
[1814J
eN 11-')	 Logs or registen reflecting dally number of yuita to dispe 

rooms, and health umts. 

A.	 SUMMARIZED ON STATISTICAL REPORT. DESTROY 3 MONTHS AFTER LAST 
ENTRY. 
[GRS 1-20a (92)) 

B. NOT SUMMARIZED.	 DESTROY 2 YEARS AFTER LAST 
NTRY. 

[ 1-20b (92)) 

129	 NARCOTICS AND SEDATIVE DRUG RECORDS 
[I8I5J
eN 1'- l' )	 All records on the control and disposition or narcotic and .edative drugs, 

including completed NASA Forms 1387, describing dosages, .hipmenta, 
inventories, and verifications. 
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SCHEDULE 1
 

ITEM MINIMUM 
rUFf #1 DESCRIPTION OF RECORD SERIES RETENTION 

130 RADIATION RECORDS 
[1860J
PASR A.	 GODDARD SPACE FLIGHT CENTER RADIATION SAFETY COMMITTEE RECORDS - NASA 51 RSCR 

Employment and training hi.tory of radiation UHn and cUitodianl under	 RECORDS ARE KEPT FOR 2 
under Goddud Space Flight Center (GSFC) COIDi&ance.	 YEARS. IF EMPLOYEE DOES NOT 

WISH TO BE RENEWED FOR THE 
POSITION AT THE END OF 2-YEAR 
PERIOD. THE RECORD IS REMOVED 
AND PLACED IN AN INACTIVE FILE. 
RECORDS ARE RETAINED AT GSFC 
UNTIL DESTROYED. DESTROY 
WHEN 75 YEARS OLD. 

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

Custodians and/or usen of sources of radiation (ioni&ing and non-Icnising] RECORDS ARE RETAINED AT KSC.
 
Applicable to all users or custodians at Kennedy Space Center (KSC) and DESTROY WHEN 75 YEARS OLD.
 
NASA or NASA contractor penonnel at Cape Canaveral AIr Force Station.
 
Florida. or Vandenberg Air Force Base, California.
 

PASR C.	 KSC-USNRC OCCUPATIONAL EXTERNAL RADIATION EXPOSURE HISTORY FOR NUCLEAR REGULATORY
 
COMMISSION LICENSES - NASA 76 XRAD
 

KSC personnel, civil .ervants. and contractor personnel, who have RECORDS ARE RETAINED AT KSC. 
received radiation exposure. FlIt! include name. date of birth. ex~ure DESTROY WHEN 7S YEARS OLD. 
hiatory. name of license holder. and .ociallecurity number. 

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

Present and former Lewis Research Center (LeRC) employeea and RECORDS ARE RETAINED AT LeRC.
 
contractor penonnel who may be exposed to radiation. Files include name. DESTROY WHEN 7S YEARS OLD.
 
date of birth. exposure history. name of license holder •• ocial Hcunty
 
number. employment and training history.
 

131 PESTICIDE RECORDS 
[1870J
(N 11-10) 

Reports of pea • used at NASA installations prepared by Headquarten at
 
the request of the Feder·~.:..."·~'
 

1. Headquarters. • PERMANENT • 
RETIRE TO FRC WHEN 2 YEARS 
OLD. TRANSFER TO NARA WHEN 10 

~I:J'Io.n.o:lOLD. 

2. Field Irutallationa. 

1.	 Headquarten. RETIRE TO FRC WHEN 2 YEARS 
OLD. DESTROY WHEN 5 YEARS 
OLD. 

2. Field Inatallation •. 
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SCHEDULE 1
 

ITEM MINIMUM 
rUF1# I DESCRIPTION OF RECORD SERIES RETENTION 

132 ENVIRONMENTAL HEALTH REPORTS 
[1870J 
(N 11-7) 

1.	 RETIRE TO FRC WHEN 2 YEARS 
OLD. DESTROY WHEN 5 YEARS 
OLD. 

2.	 Field Installations. 

--""""'-·~lidated reports, program evaluation reportl by Headquarters,
 
baaed on escribed In Wa.Wabove.
 

1.	 Heaclquartel"l. • PERMANENT • 
RETIRE TO FRC WHEN 2 YEARS 
OLD. TRANSFER TO NARA WHEN 
10 YEARS OLD. 

2.	 Field Installations. 

133 STANDARDS OF CONDUCT FILES (SoC) - net.-l 
[1900J 

RAL FILES - SoC 

Correspondence, memoranda, and other re lating to codes
 
of etlucs and standards of conduct.
 

PASR B. STANDARDS OF CONDUCT COUNSELLING CASE FILES - NASA 10 sccr 

Current, former, and prospective NASA employees, who have .aught RECORDS ARE RETAINED AT NASA 
advice or have been counselled regardmg conflict of interest HEADQUARTERS. DESTROY WHEN 
requirements for government employees. Files could include, 6 YEARS OLD. 
depending upon the nature of the problem, mformatrcn collected 
on employment hIStOry, financial data, and information concerning 
faIIllly matters. 

FINANCIAL DISCLOSURE REPORTS 

Repo related documents submitted by individuals as required under
 
the Ethics in 0 nt Act of 1978 (PL 95-521).
 

1.	 Recorda including SF 278A for . uals filing according to DESTROY 1 YEAR AFTER NOMINEE 
Section 201b of the Act, and not lubsequ CEASES TO BE UNDER 
the U.S. Senate. CONSIDERATION FOR 

APPOINTMENTj EXCEPT THAT 
ENTS NEEDED IN AN ON-

GOING IGATION WILL BE 
RETAINED UNT ONGER 
NEEDED IN THE INVEST'IG':;ftq:,J:QN 
[GRS 1-24a(1) (92)] 
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SCHEDULE 1 

ITEM MINIMUM 
[UFI #1 DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: FINANCIAL DISCLOSURE REPORTS 

%. All other recorda including SF %78.	 DESTROY WHEN 6 YEARS OLD; 
EXCEPT THAT DOCUMENTS NEEDED 
IN AN ON-GOING INVESTIGATION 
WILL BE RETAINED UNTIL NO 
LONGER NEEDED IN THE 
INVESTIGATION. 
[GRS 1-2.a(2) (92)) 

B.	 All other atemenh of employment and financial interests and related SEE DISPOSITION CITED ABOVE. 
records, inc ·ng confidential .tatementl filed UDder Executive [GRS 1-2.b (92)) 
Order 1122%. 

135 
[1900J 
(N 12-1) Cue files of investigations and ina tion reports and related papers on RETIRE TO FRC AFTER CASE IS 

NASA personnel or pnvate concerns ving relationships 
to alleged violations of .tandarda of con et , regulations, 
criminal law . 

with NASA relating 
or of Federal 

CLOSED. DESTROY 
YEARS OLD. 

WHEN SO 

136 RECORDS NOT COVERED ELSEWHERE I SUBMIT NASA FOR..\.{ 1-(18, 
THIS HANDBOOK. ·PROPOSED CHA.~GE TO NASA 

RECORDS CONTROL SCHEDULES," 
TO INSTALLATION RECORDS 
MANAGER FOR SUBMISSION TO THE 
NASA RECORDS OFFICER FOR 
PROCESSING. 

137 REJECTED RECORD OFFERS 
/1440] 

Records offered to the National Archives and Record. Administration but SEE S6 CF SECTION 1228.60,
 
appraised as lacking .ufficient research or other value to warrant FOR POSSIE DONATION; OR
 
permanent retention or records that do not require a SF 115. DESTROY IMM IATELY IF
 
CONTACT INSTALLATION RECORDS MANAGER OR THE RECORDS ARE N WANTED.
 
AGENCY RECORDS OFFICER FOR MORE INFORMATION ON
 
THIS PROCESS.
 

END OF SCHEDULE 
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NASA RECORDS RETENTION SCHEDULE 2 

LEGAL AND TECHNICAL RECORDS 

This records schedule is one of a series of schedules approved by the Archivist of the 
United States, which furnish authoritative instructions for the retention, destruction, or 
retirement of records held by NASA insta11ations or offices. This schedule grants
continuing authority for the disposition of records already accumulated or to be 
accumulated in the future. 

LEGAL 

The records described in Schedule 2, pertain to the management and operation of 
NASA's legal and patent functions. They are created and accumulated by organizations 
that have management control or formulate and prescribe legal or patent policies and 
procedures, and by activities and offices applying these procedures. This schedule 
describes the pertinent categories and specifies the retention period and dispositions for 
each. 

TECHNICAL 

In addition, Schedule 2, also includes records that pertain to the management and 
operation of NASA's scientific and technical information programs, including the 
technology utilization offices. These records include the published formal series of 
scientific and technical information, the routine operating procedures which include 
sending the contracting officer a copy of all correspondence with the contractor 
pertaining to contract administration, and the patent counsel copies of reportable items 
and data, and a11 correspondence relevant to innovations and potentlally patentable
inventions. 



SCHEDULE 2
 

ITEM MINIMUM 
rUFf#[ DESCRIPTION OF RECORD SERIES RETENTION 

FEDERAL PERSONNEL SURETY BOND FILES
 

1.	 DESTROY 15 YEARS AFTER BOND 
BECOMES INACTIVE. 
[GRS 6-6a(l) (88)J 

2.	 DESTROY 15 YEARS AFTER THE 
END OF THE BOND PREMIUM 
PERIOD. 
[GRS 6-6a(2) (88)J 

B.	 Other bond files, including other copies o{ bonds and related pape DESTROY WHEN BOND BECOMES 
INACTIVE OR AFTER THE END OF 

BOND	 PREMIUM PERIOD 
b (88)J 

(N 13-6) c.	 Surety bond review files and documents relating to the review o{ the legal 
sufficiency o{ surety bonda. 

2 P ATENT FILES - ntV:> 
[2000J 
(N 13-9) 

Files m include but are not limited to the followlng recorda, including invention 
disclosures ther patented or not) received by NASA via another agency through a 
contract. 

1.	 RETIRE TO FRC 6 MONTHS 
AFTER CASE IS INACTIVE. 
DESTROY WHEN 10 YEARS OLD 

2. File {or lpecific invention disclosures {or w	 RETIRE TO FRC 6 MONTHS AFTER 
WIUI	 filed. PATENT IS ISSUED. DESTROY 

WHEN 20 YEARS OLD. 

3.	 Sollclting instructions to installations regardmg procedures {or DESTROY WHEN 1 YEAR OLD. 
soliciting. 

B. DETERMINATION OF RIGHTS to Employee Inventions, including RETI TO FRC 6 MONTHS 
documents	 pertalnmg to Executive Order 10096, et seq. AFTER C IS INACTIVE OR 6 

MONTHS AFT ATENT IS 
ISSUED. DESTRO 
YEARS OLD. 

D. PATENT-SOLICITING 
procedures. 

INSTRUCTIONS TO JPL regarding solicitation DESTROY WHEN 1 YEAR OLD. 

E. A!:;!:;eTHER eFFleEs/eeFIES. :eESTRe"t' WHEN'e:eseLE'fE 
SUPERSEDED. 

9R 
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SCHEDULE 2 

ITEM MINIMUM 
lUF1#1 DESCRIPTION OF RECORD SERIES RETENTION 

LEGAL OPINION/ADVICE FILES - c.hD.W\t-
Documentl ting legal opinions/advice, or legal research memos, 
incident to the in tation of statutes (ethic:.s), regulations, and 
other legal matters eene . g NASA. Thia record Jenel can, or may 
include legal opinions or wen 

A. PAPER DOCUMENTS 

B. ELECTRONIC MEDIA - Headquarters Only, Office of Gene 

CLAIMS FILES 

Cue files relating to claims in favor of, or agalnst, the Government 
damage, lese, or destruction of property, and for penonalmjury 

h re8ulting from negligence or wrongful act. or omissions of 
acts uded, but not linuted to, are tort claima (2 yr. ltatute of 
linutation, antime claims, foreIgn claims, international treaties, 
Space Act cla! and personal property claima. 

A. 

ClalJnI established when any claims result from a lingle 
accident, incident, or diaaat 

B. 

1. ClaiElll involving personal injury or a lIlI r, 

2. AlI other claims. 

C. REPORTS 

(N 13-4) 1. Investigative 

Documents accumulated from investigating accidents and 
inCldentl which could, but do not, result in the ruin, of a claim. 

(N 13-5) 2. Miscellaneous 

Claims reports consisting of Itatiatical, fiscal, and related reports 
on the disposition of claims. 

RETIRE TO FRC WHEN NO LONGER
 
NEEDED FOR REFERENCE.
 
DESTROY WHEN 50 YEARS OLD.
 

MAINTAIN ELECTRONIC MEDIA
 
DATABASE UNTIL NO LONGER
 
NEEDED FOR REFERENCE,
 

TROY PAPER COPIES OF 
ELEC NIC VERSION 
IMMEDIA Y. 

RETIRE TO FRC 2 YEARS 
AFTER FINAL ACTION ON CASE. 
DESTROY WHEN 28 YEARS OLD. 

RETIRE TO FRC 2 YEARS AFTER 
FINAL ACTION ON THE CASE 
DESTROY WHEN 28 YEARS OLD. 

RETIRE TO FRC 2 YEARS AFTER 
FINAL ACTION ON CASE. DESTROY 
WHEN 8 YEARS OLD 

RETI TO FRC ON EXPIRATION 
OF PER NT STATUTORY 
PERlOD FO ILING A CLAIM. 
DESTROY 5 Y S AFTER 
EXPIRATION OF TINENT 
STATUTORY PERIO . 

DESTROY WHEN % YEARS OLD. 
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SCHEDULE 2 

ITEM MINIMUM 
rUFl# l DESCRIPTION OF RECORD SERIES RETENTION 

5 ADMINISTRATIVE AND COURT LITIGATION	 CASES INVOLVING NASA - ""'~~ 
[2084J
(N 13-23) Files of cues including, but not limited to, complaint anlwer, motionJ, RETIRE TO FRC 2 YEARS AFTER 

diacovery, transcript of proceedings, trial exhibits and briefl in YEAR IN WHICH COURT RENDERS 
IUppori of the parties' positions, together with the working papeI'l of ITS FINAL DECISION OR THE 
the attorney handhng the cue. YEAR IN WHICH THE CASE IS 

SETTLED. DESTROY 20 YEARS 
AFTER FINAL DECISION OR CASE 
IS SETTLED. 

6 SMALL BUSINESS INNOVATIVE RESEARCH (SBIR) - ne.w 
[2100J 

These are files that are maintained by the Technology Utilintion Offic:e 
Offic:e at Field Installations of solleited proposals. NASA typically 
announces to small bUllinell enhties what areal of interest and/or reaearch 
monies are available for posaible performanc:e. Small bUlinellllel send In 

proPOllall to NASA in the Iubject areas for review and evaluation. These 
files are kept in the sequenee of phases required under the SBA regulatioru. 

A.	 PHASE I - SELECTED PROPOSALS 

Winning proposals, scores, evaluations, rec:ommendations, and	 RETAIN AND INCORPORATE INTO 
selected proposals which are funded.	 PHASE II CASE FILES. 

B.	 PHASE I - NOT SELECTED 

Proposals not selec:ted for funding	 DESTROY PROPOSALS NOT 
FUNDED ONE YEAR AFTER 
COMPLETION OF END OF PHASE I. 

C.	 PHASE II - FUNDED PROPOSALS 

Original proposals, evaluation sheets, recommendations, and aelec:tion	 DESTROY FUNDED PHASE II FILES 
Iheetll.	 S YEARS AFTER THE END, 

TERMINATION, OR COMPLETION 
OF PHASE II. 

D.	 PHASE II - NOT FUNDED 

Propollalll no selec:ted for funding (Phase II onlr--but selected during	 DESTROY UNFUNDED PHASE II 
dUring Phase I process).	 PROPOSALS ONE YEAR AFTER THE 

SELECTION ANNOUNCEMENT OF 
PHASE II. 

E.	 NASA HEADOUARTERS - OPR 

These records inc:lude both Phase I and II prcpcsals, and are mic:rofiched DESTROY PAPER RECORDS AFTER 
in their entirety. MICROFICHING. 

F.	 MICROFICHE DESTROY MICROFICHE WHEN 10 
(Item E. Above) YEARS OLD. 
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ITEM MINIMUM
 
rUFT #1 DESCRIPTION OF RECORD SERIES RETENTION
 

TECHNOLOGY UTILIZATION FILES ~ cl1tlh\qe..-
[2100J
(N 23-5) A. PUBLICATION ORDERS, MEMORANDA, AND REPORTS FILES 

Orders, memoranda, and reports between the Technology Utilisation DESTROY WHEN 2 YEARS OLD.
 
Office and the Scientific and Technical Information Office, relating
 
to the use of STI', serviCes. (This includes files created both by
 
Headquarters and Field Installations.)
 

B. TU CONFERENCE PROCEEDINGS (ANNUAL) (HQ ONLY) 

Finished published conference proceedings maintained and located at • PERMANENT • 
at CASI (Center for AeroSpace InCormation). TRANSFER TO NARA IN 
(Office of Primary RespolUlbility - NASA Headquarten, Code C) 10 YEAR BLOCKS WHEN SO YEARS 

OLD. 

(N 23-6) C. TU CLIPPING FILE (Maintained at CASI - Center for AeroSpace Information) 

Files of articles appearing in technical and trade maguines on the
 
NASA TU Program (mcludlng current and aCter-the-Cact articles), and
 
the tnuuier of space technology to private industry.
 

1.	 Clippings With no value (including those that do not directly DESTROY WHEN NO LONGER 
relate	 to a 'peofic project/program). NEEDED OR WHEN S YEARS OLD, 

WHICHEVER IS SOONER. 

2.	 Clippings of TU that bave value and are related to a project/ PLACE CLIPPING IN SPINOFF CASE 
program. SEE ITEM I. OF THIS SCHEDULE 

S.	 JPL ONLY: OPR RETIRE TO LOCAL RECORDS 
STORAGE WHEN 1 YEAR OLD. 
TRANSFER TO JPL ARCHIVES WHEN 
10 YEARS OLD. DESTROY WHEN NO 
LONGER NEEDED. 

4.	 All other office/copies. DESTROY WHEN NO LONGER 
NEEDED OR WHEN 1 YEAR OLD, 
WHICHEVER IS SOONER. 

[2130J D. TECHNICAL BRIEFS (TECH BRIEF) 
(N 23-7) 

Office which originated the publication (OPR): 

1.	 Headquarters: 

One record copy oC each publication, including abstract, all	 • PER.\iANENT • 
located at CASI (NASA', Center for AeroSpace InCormation).	 RETIRE TO FRC 5 YEARS AFTER 

PUBLICATION. TRANSFER TO NARA 
WHEN 20 YEARS OLD. 

2.	 Irutallationa: 

Innovator'l working papers (including patent) relating to the RETIRE TO FRC AT THE SAME TIME 
publication, sueh all feeder reports, background materials, AS THE RELATED CASE FILES. 
interim report" notes, correspondence, togetber with related DESTROY WHEN 10 YEARS OLD. 
Ihowing inception, ICOpe, and background. 

3.	 All other offic:ea/copies. DESTROY WHEN REFERENCE VALUE 
CEASES OR WHEN 5 YEARS OLD. 
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2 SCHEDULE 

ITEM MINIMUM 
rUFl#/ DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: TECHNOLOGY UTILIZATION FILES 

(N 23-3)	 TSP files typically c basic technology that has not yet been ! f'BftHaJlEII r • 
transferred to a working/private- r anization. Files consist of RETIRE TO FRC WHEN 5 YEARS 
a collection of technical documentation relate describing aspects OLD. 'f'ft:kHSFER: 10 IVfl'bi Ii IISl'IJ.. 
of the innovation reported in a NASA Tech Brief (Item 1J..1Ib~tL -=ilUH!iAhS OLG. bcstnsy Whtn 
including reproducible master copy (If any) and exclusive of duplicate 

~'H'U r.S" 0\&.
copies of the TSP (If thiS IS a patent, it IS the basic documentation). 

[2131J F.	 TU DISSEMINATION FILES 

(N 23-4)	 Preliminary, progress, and final reports of publications prepared or issued 
by contractors operating a Regional Technology Transfer Center (RTTC); 
COSMIC; or TAC, in cooperation with NASA and other contractors assisting 
the Technology Utilization Program dissemination efforts, and related 
correspondence. 

1.	 Headquarters - TU Office/Program RETIRE TO FRC WHEN 2 YEARS 
OLD. DESTROY WHEN 5 YEARS 
OLD. 

2. AIl other offices/ copies.	 DESTROY WHEN 2 YEARS OLD. 

[2170J G.	 NEW TECHNOLOGY FILES 

(N 23-2)	 1. REPORTS 

These are new technology reports submitted to Technology RETIRE TO ~'RC 3 YEARS 
Utilization Offices by m-house personnel or by contractors in AFTER RECEIVED. DESTROY 
accordance with the provisions of the contract's new technology WHEN 5 YEARS OLD. 
clause (an annual report). 

(a) HQ and all other NASA mstaIlations.	 SEE DISPOSITION ABOVE 

(b)	 JPL ONLY RETIRE TO LOCAL RECORDS 
STORAGE 3 YEARS AFTER 
RECEIVED. TRANSFER TO JPL 
ARCHIVES WHEN 10 YEARS OLD. 
DESTROY WHEN NO LONGER 
NEEDED. THESE RECORDS CANNOT 
BE RETIRED TO AN FRC. 

(N 23-1)	 2. CONTRACT ADMINISTRATION OF CLAUSE 

Correspondence and documents, including copies of contracts, RETIRE TO FRC 1 YEAR AFTER 
pertaining to administration of the new technology clause in CONTRACT CLOSEOUT. DESTROY 
contracts, especially to reporting and processing of innovations 10 YEARS AFTER FINAL PAYMENT 
required to be reported. OR CLOSEOUT. MiiOIlE • Ell fS 

1:1 GSFC ONLY - Thts item applies to the Patent Office. r"'"S' '( 'hi F It: 
1:1 HQ and all other NASA installations. 
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SCHEDULE 2 

ITEM
 
rUFf #1 DESCRIPTION OF RECORD SERIES
 

CONTINUED: TECHNOLOGY UTILIZATION FILES 
[2170J 

B. TU APPLICATIONS FILES 

1.	 APPLICATION TEAM 

Report_, correspondence, minutea of meetinp, etc. produced by 
the application team in identifying public leCtor opportunities 
lor adaptive enJineering. 

2.	 APPLICATION ENGINEERING PROJECT CASE Fll..ES 

TheBe filea are maintained by the Program Manager who is located
 
at NASA HQ, Code C, and conllat of RTOP summariea, intenm
 
report_; and lummaries in narrative format.
 
(SEE NOTE 1)
 

I. SPINOFF FILES 

1.	 SPINOFF CASE FILE 

Files are maintained by year and consist of research files which 
contain clippings, correspondence with companies, product literature, 
and interview notes and any other similar documentation or related 
materials. 

2.	 SPINOFF PUBLICATION 

A.	 1976 - 1990 
One onginal fmisbed/publiahed document. 

• 1976 - 1986 
• 1987 - 1900 

B.	 1991- Continuing 

MINIMUM
 
RETENTION
 

RETIRE TO FRC WHEN 2 YEARS 
OLD. DESTROY WHEN 5 YEARS 
OLD. 

RETIRE TO FRC WHEN 2 YEARS 
OLD. DESTROY WHEN 5 YEARS 
OLD. 

RETIRE TO FRC WHEN 5 YEARS 
OLD. DESTROY WHEN 20 YEARS 
OLD. 

• PERMANENT • 
TRANSFER TO NARA AS CITED 
BELOW: 

TRANSFER JANUARY I, 1997. 
TRANSFER JANUARY I, 2000 . 

• PERMANENT·
 
TRANSFER ONE COPY ANNUALLY
 
TO NARA.
 

Case filest:,.~ located at the respective lead installation and should be
 
retired under Schedule 8, R&D Project Case Flies as a PERMANENT record series.
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SCHEDULE 2
 

ITEM MINIMUM 
rUFT#[ DESCRIPTION OF RECQRD SERIES RETENTION 

SCIENTIFIC AND TECHNICAL INFORMATION PUBLICATIONS AND MATERIALS -
[2220J
eN 1-28) A. PUBLICATIONS AND MATERIALS MAINTAINED BY OPR	 cJ\~ 

Publiahed and proeeued documenh prepared by NASA, .uch .. *eebnical 
reportl, hiatorical volumes, and informational materiw. 

1.	 The office of primary ruponaibility will maintain one copy of RETIRE TO FRC AT END OF 
each publiahed or precessed document together with related FISCAL YEAR IN WHICH 
background papen reflecting a buia for the iNuance or that DOCUMENT IS PUBLISHED. 
contribute to the content of the publication, including DESTROY WHEN 10 YEARS OLD. 
coordination papen and commenh. 
[SEE NOTE1) 

-':-oW.J:l.tkji!!!.nLpapera.uch ... notes, rough dBf'l., background report., DESTROY 1 YEAR AFTER 
and other I exeluslve of thOH described under DOCUMENT IS PUBLISHED. 
Item 1.) [GRS 88 RESND (16-10)) 

s.	 All other office./printed copies. 

B. PUBLICATIONS AND MATERIALS NOT HELD AT CASY (CENTER FOR AEROSPACE INFORMATION) 

Reeord copy if maintained in duplicating or diatribution unit, i.e.,
 
Education Office; Public Affaira; Minion Office(.), of each pamphlet,
 
report, leaflet,=fik :::&::3111,poater, chart, booklet, regulation or
 
limilar or other published or processed documents, or the lut
 
manuscript report if not published.
 

1.	 Record copy with the lupporting papen which document the • PERMANENT • 
inception, ICOpe, and purpose, (This item does not cover -<RETIRE TS FRS" mm 5 iDeS-
copies and related material retained in originating office.) ..ei.B-. TRANSFER TO NARA WHEN 

10 YEARS OLD. 
[GRS 88 RESND (IS-I») 

2.	 All other office/copies. DESTROY WHEN SUPERSEDED, 
OBSOLETE, NO LONGER NEEDED, 
OR WHEN S YEARS OLD, 
WHICHEVER IS LATER. 

NOTE1: It is the responsibility of the OPR to send/submit one record copy to CAST. 
See Sub-element C. of this Item. 
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SCHEDULE 2 

ITEM MINIMUM
 
lUFf '# 1 DESCRIPTION OF RECORD SERIES RETENTION
 

SCIENTIFIC AND TECHNICAL INFORMATION PUBLICATIONS AND MATERIALS 
{2220J
(N 23-7) 'C~ PUBLICATIONS AND MATERIALS HELD/MAINTAlNED AT CASI 

ord copy or aeientific and technical publicatiolll, .uch aI Technology 
Su y., Technical Report., Technical Notea, Technical Memoranda, Contractor 
Repo and Special Publieatlona. Theae are examplea only and recorda 
.hould n be linuted to thia selection. 

1. 

<a) 

(1) 

• PERMANENT • 
TRANSFER TO NARA WHEN 1 YEAR 
OLD. 

(2)	 DESTROY WHEN NO LONGER 
NEEDED OR WHEN REFERENCE 
VALUE CEASES. 

(b) Paper copy. 

(1)	 Pre-1958 DISPOSITION NOT AUTHORIZED AT 
THIS TIME. 

(2)	 1958 - 1993 • PERMANENT • 
TRANSFER TO NARA WHEN 

.	 MICROFILMED OR WHEN SO YEARS 
OLD, WHICHEVER IS SOONER. 

(3)	 1993 - Continuin, SE ITEM Ca) ABOVE FOR 
AUT RIZED DISPOSITION. 
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Chapter 2 

Item 8 continued: Scientific and Technical Information Publications and Materials 

8C. PUBLICATIONS AT CASI 

1. Paper Records 

(a) Paper copies dated pre-1958 

Permanent. A separate SF 115 must be submitted to NARA after com-
pletion of comprehensive inventory in FY 1996. 

(b) Paper copies dated 1958 - 1978 that have not been microfilmed. 

Permanent. Transfer to NARA when 25 years old (2003) or sooner. 

(c) Paper copies dated 1979 - 1993 that have not been microfilmed. 

Permanent. Transfer to NARA when 10 years old (2003) or sooner. 

(d) Paper copies dated 1994 to present that have not been microfilmed. 

Permanent. Transfer to NARA when 1 year old. 

(e) Paper copies that have been microfilmed dated 1958 to present. 

Destroy (after verification of microfilm) when no longer needed for reference or when 60 
years old, whichever is sooner. Records cannot be retired to FRC. 

2. Microfiche Records 

(a) Microfiche silver master and one diazo copy dated 1958 to present.
 

Permanent. Transfer to NARA in 1 year after filming.
 

(b) All other copies.
 

Destroy when no longer needed. Records cannot be retired to FRC.
 

o
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ITEM MINIMUM 
rUFl#l DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: S&T INFORMATION PUBLICATIONS AND MATERIALS 
[2220] 

D.	 DOCUMENT AVAILABILITY AUTHORIZATION (OAA) RECORDS 

1.	 Papers lubmitted Corapproval oC and releued through
 
K.ientific and technical orpniutioIlJ EXTERNAL to NASA.
 

(a)	 Documentation conciJh of the original paperwork lubmitted DESTROY 2 YEARS AFTER 
for each paper: MEETING OR PUBLICATION DATE 
•	 FF'(27, "NASA Scientific and Technical Document CITED ON THE FF'(27 (DAA FORM) 

Availabihty Authorintion (DAAt; OR WHEN 5 YEARS OLD, 
• Abltract of the paper cited on the FF'(27;	 WHICHEVER IS SOONER. 

JSC	 ONLY 

In addition to the above documentation, JSC authors are 
required to provide: 

•	 JSC Fonn 548, •Approval and Funding CorTechnical 
Presentations, Technical Papers, and Journal Articles 
for External AudIences -

(b)	 All other copies/inltallations. DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE USE OR 
WHEN S YEARS OLD, WHICHEVER 
IS SOONER. 

2.	 Papers submitted for publicat icn in the NASA Scientific and
 
Technical Reports Senes.
 

(a)	 Reecrds document both installation and NASA Headquarters DESTROY NO LATER THAN 
approval of reports by civil servant and contractor authors 5 YEARS AFTER DATE OF 
Cor publlearicn in the NASA STI Report Seriu. Documentation PUBLICATION OR WHEN G YEARS 
consilt. of: OLD, WHICHEVER IS SOONER. 
II FF'(27 (DAA); 
•	 Report Documentation Page (SF 298); or an Abltrac:t oC; 

or, an Introduction to the Report; 

JSC ONLY 

In addition to the above, JSC authors (aa OPPOled to a 
contractor author) are required to provide: 

II JSC Fonn 155, ·Proceuing Scientific &. Technical 
Publications." 

(b)	 All other copies/inltallations. DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE USE OR 
WHEN S YEARS OLD, WHICHEVER 
IS SOONER. 
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SCHEDULE 2 

ITEM MINIMUM 
(UFT # I DESCRIPTION OF RECORD SERIES RETENTION 

8 CONTINUED: S&T INFORMATION PUBLICATIONS AND MATERIALS 
[2220J 

E. AUTHOR'S FILES/RECORDS 

l.	 AUTHOR'S WORKING PAPERS 

Working papers relating to the publication, such as feeder DESTROY WHEN 15 YEARS OLD.
 
reports, background materials, interim reports, notes,
 
correspondence, and related papers.
 

2.	 SPECIAL AUTHOR FILES (LeRC) 

(a)	 Edited manuscript copy, galley proofs, blue lines, and DESTROY WHEN 2 YEARS OLD. 
dummy layouts for each technical report. 

(b)	 Camera-ready copy of text and figures and related DESTROY 20 YEARS AFTER 
negatives, supporting papers which document the inception, SEPARATION, TRANSFER, OR 
scope, and purpose, including editorial noties. TERMINATION OF EMPLOYEE. 

F. EDITED MANUSCRIPT FILES 

1.	 HQ STI FILES (Code J) 

(a)	 Edited manuscript copy, gal1ey proofs, blue lines, ..'fR:kHSF:I3R 'Fe file WITHIN 6 
and dummy layouts for each publication.	 , M€H1r;:JIS AFTER IH~ gUlIEll'1' IS 

PUBI5I8IIED. DESTROY WHEN 2 
YEARS OLD. 

(b)	 Camera-ready copy of Special publications, including TRANSFER TO FRC 6 MONTHS 
original	 art, figures, cover design, and title page. AFTER DOCUMENT IS PUBLISHED. 

DESTROY WHEN 3 YEARS OLD. 

2.	 E-FILES (LeRC STI FILES) 

(a)	 Edited manuscript copy, gal1ey proofs, blue lines, and dummy 
layouts for each technical report. 

(1)	 1981-1983 DESTROY JANUARY~. \q'l~ 

(2)	 1984-1989 DESTROY JANUARY ~ 1'it:t=T 

(3)	 1990-1993 DESTROY JANUARY ~ 1"'1.8 

(4)	 1994 and Continumg, DESTROY WHEN 2 YEARS OLD. 

(b)	 Camera-ready copy of text, figures, related negatives, and, 
supporting papers which document the inception, scope, and purpose, 
including editorial notes. 

(1)	 1981-1983 DESTROY JANUARY ~ (~4\~ 

(2)	 1984-1989 DESTROY JANUARY 1999. 

(3)	 1990-1993 DESTROY JANUARY 2003. 

(4)	 1994 and Continuing. DESTROY WHEN 10 YEARS OLD. 
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ITEM MINIMUM 
[UFl#l DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: S&T INFORMATION PUBLICATIONS AND MATERIALS 
[2220J
(N 23-8) G. OTHER STI PUBLICATION FILES 

1.	 Other locally published reportl NOT included in the wformalw DESTROY WHEN REFERENCE 
Mrie. liat above. VALUE CEASES. 

2.	 LEWIS - Locally published Reportl NOT included in FORMAL HriU. 

(a)	 B-FILES 

(1) Edited	 rnanlacript copy, galley proou, blue lines, and DESTROY 2 YEARS AFTER 
dummy layout. for each technical report. PUBLICATION. 

(2) Camera-ready	 copy of text, fiiUreJ, related negativu, and DESTROY WHEN 10 YEARS OLD 
lupporting papers, which docment the inception, seepe, and 
purpose, including editorial notu. 

(b)	 RECURRlNG B-FILES 

(1) See Ducnption	 in a (1) above. DESTROY 2 YEARS AFTER 
PROGRAM TERMINATION, 
CANCELLATION, COMPLETION, 
UPON FACILITY CLOSURE, OR 
WHEN 5 YEARS OLD, WHICHEVER 
IS LATER. 

(2) See Deseripticn	 in a (2) above. DESTROY 10 YEARS AFTER 
PROGRAM TERMINATION, 
CANCELLATION, COMPLETION, 
UPON FACILITY CLOSURE, OR 
WHEN IS YEARS OLD, WHICHEVER 
IS LATER. 

(c)	 PROJECT-RELATED FILES 

(1) See Deseriptien	 in a (1) above. DESTROY 2 YEARS AFTER 
PROJECT TER.\UNATION, 
CANCELLATION, OR COMPLETION. 

(2) See Description	 in a.(2) above. DESTROY WHEN REFERENCE 
VALUE CEASES OR WHEN 20 YEARS 
OLD, WHICHEVER IS SOONER. 

H.	 ALL OTHER OFFICES/COPIES DESTROY WHEN REFERENCE 
VALUE CEASES OR WHEN NO 
LONGER NEEDED. 
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SCHEDULE 2
 

ITEM MINIMUM 
rUFT # 1 DESCRIPTION OF RECORD SERIES RETENTION 

9 
[2220J 

STI DATABASE ACCESSION SERIES _ ELECTRONIC _ r"le~ See a\1a.c.heJ reV/51 an. 

These files consist of docum elated to the STI 
data bases: Scientific and Technical Aerospace Reports , 
International Aerospace Abstracts (IAA), Limited Scientific and 
Technical Aerospace Reports (LSTAR). These are the on-line 
bibliographic files to the NASA STI accessioned series. 

RECON, ARIN, or any other I r ent or bibliographic 
information system currently supporting CASI or an A 
libraries, or any that will be developed EXCLUDING full text or Image. 

[SEE NOTEl) 

DESTROY WHEN REFERENCE VALUE 
OR AGENCY NEED CEASES, OR 

NO LONGER NEEDED 
WHICH 
[GRS 20-9 (93)) 

ING AIDS - LIBRARY 

Finding aids for identificatron, retrieval, or use of reccr DISPOSE OF ACCORDING TO THE 
OVERING THE 

RELATED RECORDS. 

NOTE1:	 ThIS is restricted to NASA only and does not include other organtz ations full-text 
databases. i.e .. on-line newspapers. or reference documents. 

2-12 



Schedule 2 

Item 9: STI DATABASE ACCESSION SERIES - ELECTRONIC 

A. Star, Star Alternate File, Lstar, Lstar Alternate File 

These files consist of documentation and material related to the STI data bases: Scientific 
and Technical Aerospace Reports (STAR), Limited Scientific and Technical Aerospace 
Reports (LSTAR). These are the on-line bibliographic files to the NASA STI 
accessioned series. 

Permanent. Produce in tape format and transfer to NARA every 5 years, beginning in 
1995. 

RECON, ARIN, or ther library management or bibliographic information system 
currently supporting CASI or a NARA libraries, or any that will be developed 
EXCLUDING full text or image. (This is re· to NASA only and does not include 
other organizations full-text databases, i.e., on-line new rs, or reference documents.) 

Destroy when reference value' or agency need ceases, or when 20 years 01 , 
later. [GRS 20-9 (93) ] 

C. IAA and IAA Alternate File 

These files consist of electronic records and documentation related to the STI databases.
 
International aerospace abstracts (IAA), and IAA Aleternate File.
 

Destroy when reference value or agency need ceases.
 

o
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ITEM MINIMUM 
rUF1#1 DESCRIPTION OF RECORD SERIES RETENTION 

ANAGEMENT PROJECT FILES 

Survey., analytical .tudles, bac notes, data, interim reports, TRANSFER TO FRC S YEARS 
final reports, and relating papel'll pertainmg to admm tlons; AFTER COMPLETION OR 
e.g., appraisal of microfilming proposals, evaluating need of addition RMINATION OF PROJECT. 
eqwpment, reviewmg utilization of office machmery, etc. DES EARS OLD. 

12 IRM (INFORMATION RESOURCES MANAGEMENT) FILES - r1e~ 
[2310] 

A.	 IRM FILES - GENERAL 

Records in this series COnsist of correspondence, feeder reports DESTROY WHEN NO LONGER 
that are aummanzed into other repcrss, background documentation, NEEDED OR WHEN S YEARS 
or other related matenala. OLD, WHICHEVER IS SOONER. 

B.	 SELF-ASSESSMENTS 

NASA Annual self-aaaessment documentation concerning review. of
 
IRM policy compliance, responsibihties, and practices. Included
 
are associated correspondence, directives, guides, .urveys, .tudies,
 
summary reports, actions plans and progress reports, and major
 
information system mventories.
 

1.	 Headquartel'll 

(a)	 Summ&ry reportl as submuted by Inltallation. DESTROY WHEN 7 YEARS OLD. 

(b)	 Agency level summary reports as prepared by OPR. DESTROY WHEN 7 YEARS OLD. 

2.	 Installations 

(a)	 Report. submitted to Headquarten c:n aelf-asaeumenh. DESTROY WHEN 8 YEARS OLD. 

(b)	 OPR responsible for prepanng and subrruttmg reportl to DESTROY WHEN 8 YEARS OLD. 
Headquarters, includmg background data used for .ummary 
report. 

Reportl an lrance certifications required by General Services
 
Adminiltrahon (G cerning reviews of IRM practices. Included are
 
associated correspondence, •• y,._.....::.-
monitoring lurveys and reports.
 

1.	 Headquarters - OPR DESTROY WHEN 7 YEARS OLD. 
[GRS 16-11 (92)) 

2.	 Installations - OPR 
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SCHEDULE 2 

ITEM
 
[UFl #1 DESCRIPTION OF RECORD SERIES
 

IRM FILES CONTINUED: 
[2310J 

D. IRM LONG-RANGE PLANS/REPORTS 

Documents involving the establishment of schedules to achieve NASA's 
long range IRM objectives, the formulation of new concepts and 
requirements in IRM for planning purposes and similar matters. 
Included are IRM long range plans, forecasts, reports, documents 
reflecting the evolution of these plans/forecasts, and documents 
contributing to the development of such plans or forecasts. 

1. OPR - NASA Headquarters (Code lTD) 
(Documentation	 may include but is not limited to 
the IRM L-R Plan Call Letter; incoming documentation 
from the contributing office; incoming external documents.) 

2. Contributing Offices (Headquarters and field Installations) 

3. All other office/copies. 

E IRM STRA.TEGIC PLAN (5 Year Plan/Updated Annually) 

Records consist of IRM strategies that are common to NASA that support 
the Agencies missions and goals by providmg agencywide perspectives and 
directions for NASA's IRM-related program Initiatives. The plan Includes 
IRM goals and objectives, key milestones within a three-to-five year 
tlmeframe that defines the contribution of information resources to the 
accomplishment of NASA's missions. Records Include but are not lirruted to. 
Meeting minutes; IRM documentation, final publication or proposed 
"Strategic Plan" 

1. OPR - NASA Headquarters 

2. Contributing Office (Headquarters and field installations). 

3. All other office/copies 

MINIMUM
 
RETENTION
 

DESTROY BACKUP 
DOCUMENTATION 1 YEAR AFTER 
COMPLETION OF THE IRM LONG 
RANGE PLAN. RETAIN FINAL IRM L-
R PLAN ON-SITE FOR 10 YEARS AND 
THEN DESTROY. 

DESTROY WHEN 3 YEARS OLD OR 
WHEN SUPERCEEDED, WHICHEVER 
IS SOONER. 

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

RETAIN ON-SITE AND DESTROY 
WHEN 10 YEARS OLD 

RETAIN ON-SITE AND DESTROY 
WHEN 6 YEARS OLD. 

DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE, OR 
WHEN 3 YEARS OLD, WHICHEVER IS 
LONGER. 
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2 SCHEDULE 

ITEM 
rUFI#{ DESCRIPTION OF RECORD SERIES 

IRM FILES CONTINUED: 
[2310J 

F.	 OMB BULLETINS (IRM PLANS - ANNUAL) 

Documentation consists of OMB Bulletins, background material, 
supporting documentation and information which may include but 
are not limited to records concerning: security; ICB (Information 
Collection Budget); Long-Range Plan Stategic Overview; Tele-
communication Plan; etc. 

1.	 OPR - NASA Headquarters 

2.	 Contnbuting Office (Headquarters and field installations), 
and all other offices/copies. 

~HNIMUM 
RETENTION 

RETAIN ON-SITE AND DESTROY 
WHEN 3 YEARS OLD. 

DESTROY WHEN NO LONGER 
NEEDED OR WHEN 2 YEARS OLD, 
WHICHEVER IS SOONER. 
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SCHEDULE 2
 
ITEM MINIMUM 

rUFf #1 DESCRIPTION OF RECORD SERIES RETENTION 

AUTOMATED DATA PROCESSING (ADP) RECORDS -

COMPUTER READABLE MEDIA - GENERAL 

Electronic media created in the areas of accounting, inventories, 
udget, library type indices, admmistration, and are used in connection 
. h the accumulation of operating and reporting data of activitree. 

B 

Documents 
directives, 
or floppies 

such as letters, messag 
and manuals recorded on 

memoranda, reports, 
ctromc media such 

handbooks, 
as hard disks 

1 When 
files. 

used to produce hard copy whic 

2. When maintained only In electronic form, and plicate the 
mforrnatron In and take the place of records that ould otherwise 
be maintained In hard copy providing that the har copy has been 
authorized for destruction by the GRS or an approve SF US 

C ADMINISTRATIVE DATA BASES 

1. GENERAL 

Data bases that support administrative or housekeeping functions, 
containing information derived from hard copy records authorized 
for destruction by the GRS or an approved SF US, If the hard copy 
records are maintained in organized files, and hard-copy printouts 
from these data bases created for short-term administrative purposes. 

(N 27-9) 2. ADMINISTRATIVE COMPUTER SYSTEMS MEDIA 

This series consists of administrative and/or financral programming 
software, and/or data that is used for day-to-day operations. 

GENERAL
 

IF PAPER RECORDS EXIST, 
AND THE ELECTRONIC MEDIA 
REPRESENTS A DUPLICATION, 
RELEASE MEDIA FOR REUSE NOT 
LATER THAN 30 DAYS AFTER THE 
NEED FOR IT HAS BEEN MET AND 
THAT IT WILL NOT BE REQUIRED 
FOR FURTHER USE. 

IF PAPER RECORDS DO NOT 
EXIST, MAINTAIN DATA BASE AND 
RELEASE FOR REUSE WHEN S 
YEARS OLD 
[GRS 23-1 (93)] 

DELETE WHEN NO LONGER NEEDED 
TO CREATE A HARD COPY 
[GRS 23-23 (88)] 

DELETE AFTER THE EXPIRATION 
OF THE RETENTION PERIOD 
AUTHORIZED FOR THE HARD COpy 
BY THE GRS OR AN APPROVED SF 
US 
[GRS 23-2b (88)] 

DELETE INFORMATION IN THE 
ATA BASE WHEN NO LONGER 

N DED 
[GR 23-3a (93)] 

ED-UP DAILY 
WITH STORAG OF MEDIA ON-SITE 
FOR 2 WEEKS A THEN RELEASED 
FOR REUSE IN TH COMPUTER 
OPERATIONS CENT (BACKUP 
MEDIA ARE ROTATED D 
MAINTAINED OFFSITE) 
[GRS 23-3c (93)] 
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2 SCHEDULE 

ITEM 
rUF[#[ DESCRIPTION OF RECORD SERIES 

MINIMUM 
RETENTION 

13 
[2400} 

CONTINUED: ADP RECORDS - GENERAL 

ets that are recorded on electronic media, i.e., hard/floppy disks. 

1. DELETE WHEN NO LONGER 
NEEDED TO UPDATE OR PRODUCE 
A HARD COPY. 
[GRS 23-4a (88)] 

2. DELETE AFTER THE EXPIRATION 
OF THE RETENTION PERIOD 
AUTHORIZED FOR THE HARD 
COPY. IF THE ELECTRONIC 
VERSION REPLACES HARD COpy 
RECORDS WITH DIFFERING 

ENTION PERIODS, AND 
AG. SOFTWARE DOES NOT 
READIL IT SELECTIVE 
DELETION, D TE AFTER THE 
LONGEST RETEN PERIOD HAS 
EXPIRED. 
[GRS 23-4b (88)] 

14 
{24101 
(N 1-43) 

AUTOMATED DATA PROCESSING (ADP) RECORDS/FILES - \'lew 

the Installations, these plans are submitted to the 
ces Management Policy Office (Code JTD) at 

Headquarters for revi The plan is consolidated Into a summary 
report and used for active re 

1. RETIRE TO FRC 5 YEARS AFTER 
THE YEAR TO WHICH THE PLANS 
PERTAIN DESTROY WHEN 10 
YEARS OLD 

2. All other offices/copies. TROY WHEN ACTIVE 
REF NCE VALUE CEASES OR 
WHEN 3 Y OLD, WHICHEVER 
IS LATER 

B. SECURITY PLANS 

In accordance with the Computer Security 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 identified containing 
sensrtrve information Each system plan includes a baSIC description 
of the purpose, environment, and sensrtlvtty of the system and the 
security measures intended to protect the system and its data. Plans are 
not statements of agency security pohcy, They indicate security 
requirements and how the agency Intends to meet those requirernenta. 

1. Office of functrcnal responsibihty (NASA HQ). 
(NOTE. ThIS IS agency-wide respcnsiblllty] 

RETIRE TO FRC 3 YEARS AFTER 
YEAR TO WHICH PLAN PERTAINS. 
DESTROY WHEN 10 YEARS OLD 

2. Installations and all other offices/copies. DESTROY WHEN ACTIVE 
REFERENCE VALUE CEASES OR 
WHEN 3 YEARS OLD, WHICHEVER 
IS LATER 
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SCHEDULE 2
 

ITEM l\IINIMUM 
[UFT #1 DESCRIPTION OF RECORD SERIES RETENTION 

14 CONTINUED: ADP RECORDS/FILES 
[241OJ
(N 27-7) 
(N 27-1{78}) 

. inal programs, computer media, and documents containing definitions of 
the stem(s} including functional requirements, data requirements, 

ubsystem specifications, requests for the system, and authorizing directives. 

1.	 RETIRE TO FRC 1 YEAR AFTER 
FINAL ACTION. DESTROY 10 YEARS 
AFTER FINAL ACTION. tfrU lD-Il.J 

2.	 For an approve ystem for which all related computer readable RETIRE TO FRC 1 YEAR AFTER 
data files are auth ized for disposal. DISCONTINUANCE OF THE SYSTEM. 

DESTROY 10 YEARS AFTER 
DISCONTINUANCE. [~RS l6-lll 

3. For an approved system for ich any related computer readable	 RETAIN WITH RELATED DATA 
data	 file is not authorized for osal FILES. DESTROY IN ACCORDANCE 

WITH RELATED FILES. 

(N 26-7) D. PROGRAMS AND DOCUMENTATION 

Programs and documentation which include aut
 
descriptions, flow charts, and source files
 

1.	 On-going programs. DESTROY 1 YEAR AFTER 
MODIFICATION, REPLACEMENT, OR 
DISCONTINUANCE OF PROGRAM. 
RETIRE TO FRC WHEN 2 YEARS OLD 
IF NO MODIFICATION OR 
REPLACEMENT OCCURS DESTROY 
WHEN 12 YEARS OLD. [GI<S 2.0-141 

2. Terminated programs.	 DESTROY 1 YEAR AFTER LAST USE 
LESS COGNIZANT OFFICE 

V IFIES A NEED TO RETAIN THE 
REC D LONGER. IF RETENTION IS 
REQUI D, RETIRE TO FRC WHEN 1 
YEAR OL AND DESTROY WHEN 10 
YEARS OL Gts 26-IC) 

3.	 Docurnent atron - Data systems specrfications, file specificat ions, DESTROY OR D ETE WHEN 
code books, record layouts, user guides, output specrficatrons, and SUPERSEDED OR SOLETE, OR 
final reports (regardless of medium) relating' to a master file or UPON AUTHORIZED 
data base that has been authonzed for disposal in an approved OF RELATED MASTE 
NASA records schedule, EXCLUDING documentation relatrng to any DATA BASE 
unscheduled master file or data base or relating to any master file [GRS 20-11a. (89)] 
or data base scheduled for transfer to NARA. 
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14 

SCHEDULE 

ITEM MINIMUM
 
[UFI# 1 DESCRIPTION OF RECORD SERIES RETENTION
 

CONTINUED: ADP RECORDS/FILES 
. [2411J 

'E.	 IRM-APR/DPA DOCUMENTATION (Agency Procurement Request/Delegation of
 
Procurement Authority)
 

Ge ral policy files contain information/documentation on agency 
polie or assigning staff responsibilities, changes in staff, and 
other re ted administrative matters concerning the handling and 
processing APR/DP A's. 

(a)	 RETAIN ON-SITE AND DESTROY 
WHEN 8 YEARS OLD. 

(b)	 DESTROY WHEN NO LONGER 
NEEDED OR WHEN 1 YEAR OLD, 
WHICHEVER IS SOONER. 

2. NASA CASE FILES 

Case files consist of documentation whic 
to, Agency Procurement Request (APR)j egation of Procurement 
Authority (DPA)j FIP Resources Decision Do ment (FRDD)j Justification 
for Other than Full and Open Competition (JO C}; re-delegatron 
of authorrty; management presentations: and, repo (6-month, annual, 
and contract award). This material documents the c die to grave 
process for mformatron resources acquisrtrons. 

(a) OPR - NASA HEADQUARTERS 

(1) Active APR Files 

(I) If NO delegation authority is received.	 EE DISPOSITION INSTRUCTIONS IN 

(II) Delegation authority received.	 SEE DI OSITION INSTRUCTION IN 
(2) (I)	 OF HIS ITEM. 
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SCHEDULE 2 

ITEM MINIMUM
 
[UFT #1 DESCRIPTION OF RECORD SERIES RETENTION
 

14 CONTINUED: APR RECORDS/FILES 
{2411 J 

SEE DISPOSITION INSTRUCTIONS IN 

(ii)	 If program or re est is cancelled or terminated SEE DISPOSITION INSTRUCTIONS IN 
prematurly. (3) (i) OF THIS ITEM. 

(3) Contract Award Files 

(i) 

(ii) 

(4) Expired, Cancelled, or Terminated Case Files 

(I)	 PRIOR to contract award. 

(Ii) AFTER contract award. 

(b) INSTALLATIONS 

(1) Active APR Files 

(i) If NO delegation authority is received. 

(11) Delegation authority received. 

(2) Contract Award Files 
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ITEM 
rUFI#[ DESCRIPTION OF RECORD SERIES 

COMPUTER/ELECTRONIC MEDIA - GENERAL 

A. FILES TO CREATE, USE. OR MAINTAIN MASTER FILES 

1.	 Electronic files created solely to test system performance, 
as well as hard-copy printouts and related documentation for the 
electronic files/records. 

Eleetreme files used to create or update a master file, including, 
but not limited to, work files, valid transaction files, and 
I termediate input/output records. 

3.	 Electro c files and hard-copy printouts created to monitor system 
usage, in ding, but not limited to, log-in files, password files, 
audit trail es, system usage files, and cost-back files used to 
assess charges or system use. 

B. 

(N 27-8) 1.	 Non-electronic documents forms designed and used solely to 
create, update, or modify the ecords in an electronic medium and 
not required for audit or legal rposes (such as needed for 
signatures) and not previously sc duled for permanent retention. 

2.	 Electronic records, except as noted In Item B 3 ,en red Into the 
system during an update process, and not required fo audit or 
legal purposes 

3.	 Electronic records received from another agency and used as input/ 
source records by the receiving agency, EXCLUDING records 
produced by another agency under the terms of an interagency 
agreements, or records created by another agency In response to the 
the specific information needs of the receiving agency 

(N 26-1) 4.	 Computer files or records containing uncahbrated and unvalidated 
digital or analog data collected during observation or measurement 
activities or research and development programs and used as input 
for a digital master file or data base. 

SCHEDULE 

l\UNIMUM 
RETENTION 

DELETE/DESTROY	 WHEN NO 
LONGER NEEDED. 
[GRS 20-la (89)) 

DELETE AFTER INFORMATION HAS 
BEEN TRANSFERRED TO THE 
MASTER FILE AND VERIFIED 
[GRS 20-lb (89)] 

DELETE/DESTROY	 WHEN NO 
LONGER NEEDED IN ACCORDANCE 
WITH SOUND BUSINESS PRACTICE 
AND AGENCY STANDARD 
OPERATING PROCEDURES 
[GRS so-ie (89)] 

DESTROY AFTER THE 
INFORMATION HAS BEEN 
CONVERTED TO AN ELECTRONIC 
MEDIUM AND VERIFIED, OR WHEN 
NO LONGER NEEDED TO SUPPORT 
THE RECONSTRUCTION OF, OR 
SERVE AS THE BACKUP TO, THE 
MASTER FILE, WHICHEVER IS 
LATER. 
[GRS 20-2a (89)] 

DELETE WHEN DATA HAVE BEEN 
ENTERED INTO THE MASTER FILE 
OR DATA BASE AND VERIFIED, OR 
WHEN NO LONGER REQUIRED TO 
SUPPORT RECONSTRUCTION OF, 
OR SERVE AS BACK- UP TO, A 
MASTER FILE OR DATA BASE, 
WHICHEVER IS LATER 
[GRS 20-2b (89)] 

ELETE WHEN DATA HAVE BEEN 
E ERED INTO THE MASTER FILE 
OR TA BASE AND VERIFIED, OR 
WHE 0 LONGER NEEDED TO 
SUPPO RECONSTRUCTION OR, 
OR SERV S BACK UP TO, THE 
MASTER FI OR DATA BASE, 
WHICHEVER LATER 
[GRS 20-2c (89) 

DELETE AFTER T 
DATA HAVE BEEN I 
INTO A MASTER 
[GRS 20-2d (89)] 
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SCHEDULE 2 

ITEM MINIMUM 
rUFT #T DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: COMPUTER/ELECTRONIC MEDIA - GENERAL
 

C. MASTER FILES (INTERIM AND FINAL) 

1.	 Media containing detailed or aummary tranlaction data cumulative 
through the lut updating or merger precess, or containing out-
atanding transaction items, or totall representing the current 
ltatUI oC a record. Interim media are used u input to the next 
lublequent run that produces a new updated interim or final 

uter. 

eN 27-5) 2. uter media containing detailed or lummary data or 
eumulat] e transactioN under a program, account, etc. 

~.	 Muter files that e to administrative functioN and that: 

o	 Replace, in whole 0 in part, adminiatrative records scheduled 
for disposal under on or more Items in Schedules 1 through 9, 
and, 

o	 Consist only of the lame formation u ia contained in all or 
portions of the duposable re erds It replace. or duplicates; 

EXCLUDING thOle that replace or 

Schd. r-m, 1-127; 1-126c;
 
Schd. 2-19H;
 
Schd. s.r, S-51b, S-·Ua;
 

D. SUMMARIZED INFORMATION DATA FILES 

Record. that contain summarised or aggregated information c ted by 
combming data elements or individual observations from a lingle 
muter file or data base that ia disposable under an approved Item 
or II authorized Cor deletion by an approved dllpositlon (SF 115). 

The following data files may not be destroyed before securing NARA 
approval. Data file. EXCLUDED from the above disposition are 
thOle that were created. 

o	 To allow public accell to the data, or 

o	 From a master file or data base that ia unscheduled, that 
wu scheduled u permanent but no longer exiats or can no longer 
be accessed. 

RELEASE MEDIA FOR REUSE 
AFTER PREPARATION OF THIRD 
GENERATION. RELEASE. 
NO EARLIER THAN 6 MONTHS 
AFTER GENERATION OF 
PRECEDING INTERIM MEDIA. 

t.GRS .;lO-I.{) 

RELEASE FOR REUSE NO 
EARLIER THAN 6 MONTHS AFTER 
PREPARATION AND CLEARANCE OF 
REPORTS CONTAINING DATA ON 
THE MEDIA. [c;as ;20- 4J 
DELETE AFTER THE EXPIRATION 
OF THE RETENTION PERIOD 
AUTHORIZED FOR THE 
DISPOSABLE HARD COpy FILE 
OR WHEN NO LONGER NEEDED, 
WHICHEVER IS LATER. 
[GRS 20-S(a)&l(b) (89)J 

DELETE WHEN NO LONGER 
NEEDED FOR CURRENT BUSINESS 
[GRS 20-,( (89)J 



::'L.Hi:UULi: 2 

ITEM MINIMUM 
rUFI#l DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: COMPUTER/ELECTRONIC MEDIA - GENERAL 

1. 

Electronic: reco es c:onsisting lolely of record1l extracted !rom a DELETE WHEN NO LONGER 
aingle muter rue or bue that is dispoaable under an approved NEEDED FOR CURRENT BUSINESS. 
cliapoaition. [GRS 20-5 (89») 

The following extracts MAY NOT be yed before securing 
NARA approval. (For ·print- and -technic: crmat" files lee items 
below.) Extract. EXCLUDED !rom the above dis . ion are those: 

•	 Produc:ed to allow public: acc:ess to the data; or, 

•	 Produc:ed !rom a muter file or data bue that ia unacheduled, 
or that 11'8.11 scheduled u permanent but no longer exata, or C:1Ul 

no longer be acc:esledj or 

•	 Produced by an extraction process whic:h c:hanges the
 
informational c:ontent of the source muter file or data base.
 

REDUCED DATA - COMPUTER MEDIA (ALSO SEE SCHEDULE 8) 

Computer me c:ontain all the basic: and lupporting • PER.\!A.NENT • 
meaaurementl after they en selected; processed, and CLOSE FILE UPON LAST QUERY, 
reduced to the final form that best ta the sc:ientlfic: MANIPULATION, OR INACTIVE USE 
knowledge obtained from the investIgation, I e., OF 6 MONTHS OR MORE. RETIRE 
flIght experiments/investIgations TO FRC WHEN ONE YEAR OLD. 

-~~SFER TO NARA 20 YEARS 
.A:F E OF DATA 
COLLECTIO . 
[NCl-255-82 4/1a) 

Elec ie file extracted from a muter file or data base without changing DELETE WHEN NO LONGER
 
it and us solely to produce hard-copy pubheatrcns and/or printouts of NEEDED.
 
tabulations, ers, registers, and reports. [GRS 20-6 (89»)
 

G. 

Elec:tronic: files c:onsisting of a copies from a maater file or data base DELETE WHEN NO LONGER
 
for the speerfle purpose of informa interchange and written WIth varying NEEDED.
 
technlc:al spec:ific:atlona, EXCLUDING created for transfer to NARA. [GRS 20-7 (89»)
 

H.	 SECURITY BACKUP FILES 

Electronic: files c:onaiatlng of· data identic:al in phYlical fo at to a
 
muter file or data bue and retained in cue the muter or
 
ill damaged or inadvertently eraaed.
 

1.	 File identical to recorda scheduled for tranlfer to NARA. DELETE WHEN THE IDENTICAL 
CORDS HAVE BEEN 

T FERRED TO NARA AND 
SUCCE ULLY COPIED, OR WHEN 
REPLACED A SUBSEQUENT 
SECURITY BA FILE. 
[GRS 20-8a (89») 
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SCHEDULE 2 

ITEM MINIMUM 
rUFI#l DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: COMPUTER/ELECTRONIC MEDIA - GENERAL
 

. identical to records authorised Corcllipoaal in an 
app NASA recona achedule. 

I. 

Electronic indexes, lilt., regis ten, and other finding ai sed only to 
provide accellll to records authonr.ed Cor destruction by N an approved 
SF 115, or another NASA Schedule, EXCLUDING recorda centai . 
abstract. or other information that can be used u an information IOU 

apart from the related records. 

J. SPECIAL PURPOSE PROGRAMS 

Application soCtware necessary lolely to use or maintain a muter file or 
data bue autherieed for disposal by NARA, an approved SF 115, or 
another NASA Schedule, EXCLUDING special purpose soCtware necessary 
to use or maintain any unscheduled master file or data base or any muter 
file or data base scheduled for transCer to NARA. 

DELETE WHEN THE IDENTICAL
 
RECORDS HAVE BEEN DELETED, OR
 
WHEN REPLACED BY A
 
SUBSEQUENT SECURITY BACKUP
 
FILE.
 
[GRS 20-8b (89))
 

DELETE WITH RELATED RECORDS
 
OR WHEN NO LONGER NEEDED,
 
WHICHEVER IS LATER.
 
[GRS 20-9 (89)]
 

DELETED WH, ELATED MASTER
 
FILE OR DATA BA S BEEN
 
DELETED.
 
[GRS 20-10 (89))
 

2-.~'f
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2 SCHEDULE 

ITEM MINIMUM 
rUFI#! DESCRIPTION OF RECORD SERIES RETENTION 

INFORMATION SERVICES SYSTEM - LaRC ONLY 

data for this system is In electronie format only. It is downloaded from
 
the m· rame - data is received either weekly or monthly - and needs to be
 
provided to ers in electronic format (data is in ASCII format--located on
 
a microprocessor. 0 paper documentation is created. The electronic file
 
is extracted from a m file or data base without changing it and It IS
 
used solely to produce anot electronic data base or medium
 

A.	 DATA 

Administrative and/or business records.	 DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE OR 
WORK USE 
[GRS 20-5 (89)] 

B.	 PAPER 

Records consist of user manuals and administrative paperwork/ DE OY WITH RELATED 
correspondence which either establishes, modifies, or changes ELECTR C DATA RECORDS. 
the systems. Paperwork can include lists or requests to add or SEE ITEM A VE 
delete system users [6£5 aO-J~J 

COMPUTER-MEDIA STORAGE FACILITIES 

SPACE SCIENCE FLIGHT PROJECT/EXPERIMENT DATA (ALSO SEE SCHEDULE 8) 

edia which have been used to create reduced data, or where usable RELEASE FOR REUSE NO LATER 
da has been extracted These data typically represent any and all THAN 2 YEARS AFTER 
orbiti spacecraft originated data, including, but not necessarily GENERATION UNLESS SPECIFIC 
limited t , nstrument and housekeepmg data. Such data IS sent from EXTENSIONS HAVE BEEN GRANTED 
spacecraft su as the Compton Gamma Ray Observatory (GRO), the BY THE COGNIZANT NASA 
Upper Atmospli Research Satellite (UARS), etc. AUTHORITY. 

(N 26-3) B. 

1.	 Environmental, oceanog hie, atmospheric, terrestrial, RELEASE FOR REUSE NOT LATER 
data and/or extraterrest na servatrons and measurements, LATER THAN 1 YEAR AFTER DATA 
medical research and/or anima HAS BEEN EXTRACTED AND NEED 
investigations. FOR THE ORIGINAL MEDIA DOES 

NOT EXIST. 

2.	 Data used in the development, fabrication, c truction, testmg, RELEASE FOR REUSE NOT LATER 
and/or routine operation of such things as mstr THAN 1 YEAR AFTER DATA HAS 
machinery, or spacecraft. BEEN PROVIDED TO THE PI.· 

C.	 CONTRACTOR-CREATED MEDIA 

1.	 Scientific, engineering, and experimental data received by NASA NASA WILL RELEASE MEDIA FOR 
pursuance of Federal law or in connection With the transaction of REUSE AFTER THREE UPDATE 
public bustness and duplicated in a national data center. YCLES. 

2.	 Scientific, engmeerrng, and experimental data media created under REL E FOR REUSE NOT LATER 
a contract and in the possession of the contractor In a Government THAN 1 AR AFTER DATA HAS 
storage Iacihty, ie, GSFC's Tape Staging and Storage Facrhty BEEN PRO ED TO THE PI· 
(TSSF). EXTENSIONS Y BE GRANTED BY 

THE COGNIZAN NTER 
DIRECTOR 

• P I. - "Prmcipal Investrgator" 
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SCHEDULE 2 

ITEM MINIMUM
 
[UFl #1 DESCRIPTION OF RECORD SERIES RETENTION
 

UPLICATE COMPUTER/ELECTRONIC MEDIA 

RELEASE FOR REUSE AS SOON 
extra copy to other offices or individuals other than e SOON AS THEIR PURPOSE HAS BEEN 
Investigator or the Office of Pnmary Reeponsibihty (OPR). 

19 COMMUNICATIONS RECORDS ~ c,.hA.v\qe....-
[2500J 
(N 10-29) ~R~REPORTS.	 AND REFERENCE FILES 

Correspondenc~ rds pertaming to the internal DESTROY WHEN 2 YEARS OLD OR 
administration and operation of the co trons {unction. WHEN REFERENCE VALUE CEASES, 
Documents relatmg to communications plannmg, proJ<~~ __ WHICHEVER IS SOONER. 
requirements and costs, and HQ approval, such as NASA Form 
and 1103 and related materials. Records may include, but are 
not limited to: NASA Mail items/documentation (media 
independent) such as monthly NASA-Mall reports, user account 
requests and activity logs; Direct Access Computer System (DAC's) 
requests; and any other associated user dccumentation. 

(N 10-11) B. COMMUNICATION EOUIPMENT/SUPPORT REOUIREMENTS 

1.	 Security equipment requirements and all related documentation DESTROY WHEN 2 YEARS OLD. 
and materials. 

(N 10-5) 2.	 Project support communications requirements, records consist of DESTROY WHEN UPDATED OR
 
documents reflecting support requirements for the objectives SUPERSEDED
 
contained in the PSCN data base (OPR)
 

(N 10-4)	 . POLICY PLANNING RECORDS 

Program files which consist of documents pro nee or • PERMANENT • 
assurnptions for the development of the communicaticns segmen RETIRE TO FRC WHEN 2 YEARS 
Files consist of overall guidance, technology plans, and ADP __ -...::T=RANSFERTO NARA WHEN 15 
plans - OPR, NASA Headquarters, and MSFC Com Center ONLY. YEARS 

(N 10-8) D. INTERFERENCE REDUCTION 

Documents relatmg to the testing or advising on techniques and DESTROY WHEN 6 YEARS OLD 
equipment designed to reduce or elimmate electrical disturbances 
which cause undesirable response or malfunctronmg of electric equipment 

Documents to requests ,
 
communication faeihties, equipment, and services leased from commercial
 
companies to meet communications objectives of NASA.
 

(N 10-7)--'~~~~~~L;:E~A~S~E~R~E~0~U~E~S;T~S~~~~~~~~~~~~~relating for providing, rearrangm __ ~~~~~~~~~~~	 __ 

tmg to commumcation lines, i e , telephone, data, Wide-area
 
networks, etc. era, vendors invoices, and correspondence EXCLUDING
 
fiscal copy, and mcludi ocal and commercial overseas accountmg
 

1.	 Reference copies of VO~rlla.J.nvOices, and related records DESTROY WHEN 1 FISCAL YEAR 
OLD. 

~, [GRS 12-2d(l) (91)) 

2.	 Records relatmg to inatallatron, change, work or~val, and DESTROY 1 YEAR AFTER AUDIT 
servicmg of equipment OR WHEN 3 YEARS OLD, 

WHICHEVER	 IS SOONER 
12-2d(2) (91)) 

3. Copies of agreements With background data and other records relating DESTROY RS AFTER 
to agreements	 for telecommunications services, EXPIRATION oR' CELLATION OF 

AGREEMENT. 
[GRS 12-2e (91)) 
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SCHEDULE 2 

ITEM MINIMUM 
rUF1#1 DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: COMMUNICATIONS RECORDS 

eN 10-14) 

, TWX, toll .llpS, a.nd all other DESTROY S YEARS AFTER 
ent. and reb.ted papers. PERIOD COVERED BY ACCOUNT. 

[GRS 3-10 (88)] 

eN 10-12) H. OPERATIONAL FILES 

1.	 Message registen, lop, perlorma.nce re DESTROY WHEN 6 MONTHS OLD. 
reports, and related or limilar records. [GRS 1:-3a (91)] 

2.	 Copies of incoming and original copies of outgoing mesla DESTROY WHEN:: YEARS OLD. 
including SF 1", Telegraphic Meuagea mamtained by the [GRS 1:-3b (91)] 
communicationa office. or eenters, and EXCLUDING the copies 
maintained by tbe originating program office. 

eN 10-13) I. WIRE/WIRELESS MESSAGE FILES 

Copies of incoming and outgoing wlre/wlreleu message and all
 
related recorda.
 

20 FIXED COMMUNICATIONS FILES - c}-.ClM1e.
[2570] 
(N 10-6) A. FACILITY PROJECTS 

Documents relating to the establishment, approval, and construction • PER.\.iANENT • 
or implementation of fixed wire/cable, blueprints on maintena.nce RETIRE TO FRC 1 YEAR AFTER 
in-bouse and outside, and radio facility development projects. DISCONTINUANCE OF FACILITY. 

TRANSFER TO NARA 10 YEARS 
AFTER DISCONTINUANCE OF 
FACILITY. 

eN '0-2) C. TRAFFIC VOLUME REPORT 

Documents reflecting data on eireuit usage for engineering of fIXed
 
communications fac.llltles, planning, programmmg and budgeting and
 
related papen.
 

1.	 Office of primary responaibility. RETIRE TO FRC WHEN:: YEARS 
OLD. DESTROY WHEN 10 YEARS 
OLD. 

------~2~.~,AH~~ot~tHle~r~oBmHe~es~/~e~op~i~ar..--~--------------	 ~gPEE~9~~~K~OnI~WnH~EE1N~~6r!~.IHOH~~lT~i~lS~g~L~~~



SCHEDULE 2 
ITEM 

rUFl #1 DESCRIPTION OF RECORD SERIES 

RADIO AND TELEVISION RECORDS 

A. SERVICE CONTROL FILES 

Documents related to the Jervtcing and operation of radio and 
evulon equipment and 'Y1temll, including Jervice recorda and 

lllIlosnSrl'eII of authorised equipment and service. 

(N 10-1) B. 

Authoruation, all ion, &alignment, correlation, and use of 
radio frequeneiea and 

eN 10-3) c. 

Document. concerning representation 
or other non-NASA agencies, including i ementation o( decisions 
on ligna! eommunieaticns and eleetrcmc poll' ,particularly on 
radio frequency allocations, call signs, radio inte renee, and 
radio propagation matters. 

22 FILM CONTROL - LOGS / FORMS / CHARGE 
/2600J
(N 19-13) A.	 Log books, caption Iheets, shelf lists, indexes,
 

catalog1!, and Ihot lilts, used as findmg aids (or
 
identlfication, retneval, or we.
 

(N 19-12) B.	 Forms used as finding alCiJ,identification, or wed (or
 
retrieval purposes, o( filtm.
 

(N 9-6) C.	 Carda Ihowing film and equipment on loan{I}. 

MINIMUM
 
RETENTION
 

DESTROY WHEN SUPERSEDED OR 
ON DISCONTINUANCE OF THE 
FACILITY OR INSTALLATION, 
WHICHEVER IS SOONER. 

RETIRE TO FRC WHEN:: YEARS 
OLD. DESTROY WHEN 10 YEARS 
OLD. 

DESTROY WHEN 5 YEARS OLD. 

DISPOSE OF ACCORDING TO 
INSTRUCTIONS COVERING THE 

LATED AUDIOVISUAL RECORDS. 
[G 21-::9 (88») 



2 SCHEDULE 

ITEM MINIMUM 
fUFI#1 DESCRIPTION OF RECORD SERIES RETENTION 

23 PHOTOGRAPHS / STILL PICTURES (See NOTEll 
{2630} 
(N 9-4) A. PHOTOGRAPHIC	 WORK/PRODUCTION REPORT FILES 

1.	 Work orders and ledgers used in processing and production of DESTROY WHEN 3 YEARS OLD. 
photographic services (Information may be contained in an 
electronic action tracking system) 

(N 9-5) 2. Reports showing workload, time expended, and type of production DESTROY WHEN 1 YEAR OLD OR 
(color, black and white, stili, or motion picture). WHEN NO LONGER NEEDED FOR 

REFERENCE. 

B.	 STILL PICTURES [SEE NOTE2 AND NOTEal . . . 
1. ~hoto6fC\f~\.S {()'1II4stc.f DMd. I'rc- CAft,,,,,cl ~rl;,t,if Q.vIl'\OI.ble..), slider OMol ~f'A"~CteS (orc11(\~ ().NI.11-

<1IIl ~ItCAte- ifa~4·,I~ble..) u.sc.d...(1rr -\ole VISwt.l f~S~~1)"'" elf \f\torMA-nn. ~ ifL p".blic.... "'IS suit's 
. '1\c.\l.14t~ (kn'\--{\'ncl,n~ Q.\cU,.t.dt.~e.s. or-'~boDtr_ !A.,se&( f6.~('f" Dr ~(.C.. ~Ic:.. if lluGi IC4101L 

(a) MASTER NEGATIVES	 I I. 

Collections of negatives otherwise unidentified by a specific	 * PERMANENT * 
category or collection title	 RETIRE MASTER AND ONE PRINT 

IF AVAILABLE TO FRC IN 1 YEAR 
BLOCKS WHEN NO LONGER 
NEEDED OR WHEN 5 YEARS OLD 
WHICHEVER IS SOONER. 
TRANSFER TO NARA WHEII :&8 
YEARS OIQ.:I:K S '\u\f BLOLt:~ 
lAlH£~ 2.D	 ~£A(S Ol.."\) o£ SOON-fl.. 

(b)	 NASA QUARTERS 
I\ftSf'I \-\4 (cff\c:.e blit. AAAif's,) uJill ~:nta,o * PERMANENT *i-4l'v\ ~ ~	 ~~~tt,.C6fi ;t 0.11 4i-Hc.4 ~ . '41 nAS"Pr fb::t~"QfkS RETIRE TO FRC IN ONE YEAR
 
I" Ot-J-.~ I..'lni~c. I alor frints ~ 11OJc..+'"-I5, id.~ or WHEN 5 YEARS OLD
 BLOCKS)usu~\'lI,lkJ lNIi!w TRANSFER TO NARA "Wff'BN'10 

-I-cIall\SflO-ret\CleI --th4 are. calttUec.{ to ~ fl.l\.hc... c~ 
~CVu-r, <;f- us (}.t('Q.~u;t of +ha. (l.CiI~S Mil s-r bL. IY'I(I.~-\-o..\n(ol III 

SlA.bJl!ct Of.Co.. \~cb- ~f"Nj [I~e., if)I.~Cl.t"~ l1\\SsIiM.~o Cl.rtro-C-~S- '}11:1-\1~ MtA:t	 port('tl.lt .fi·Ic:- ) L.)~CI\ ~ ("U6,...IlIs- Are.. ~6~tct.lOr-fra."s"~ 
1t> J'I/liR1t. 

(c)	 INSTALLATIONS 

Installation originating the photograph or slide Will * PERMANENT * 
retain the negative and one print of each of its serially RETIRE TO LOCAL FRC IN ONE 
numbered NASA photographs. YEAR BLOCKS WHEN 5 YEARS OLD 

TRANSFER TO NARA WHIm as 
.::¥iP.R:S 9c9.:t:I'I S" ~tAIl BLol.~S 

W~f.K. 25"	 "£II\~~ <:1l~ ot. soot-l'i..t. 

NOTEl: Motion Picture Films (N 19-16) UFI1394	 SEE SCHEDULE 1 

Sound Tracks UF I 1394	 SEE SCHEDULE 1 

NOTE2:	 FOLLOW INSTALLATION SPECIFIC DISPOSITION IF ONE IS PROVIDED. 

NOTE3:	 Photo/negative degradation can occur when collections are stored tn FRC's under non-favorable 
conditions. An immediate transfer to NARA should be considered instead of storing records 
when Agency need ceases. 
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SCHEDULE 2 

ITEM MINIMUM
 
[UFf #1 DESCRIPTION OF RECORD SERIES RETENTION
 

23 CONTINUED: PHOTOGRAPHS / STILL PICTURES 
{2630] 

2. AMES RESEARCH CENTER (ARC) 

The official ARC photo collection resides with the Imaging Technology Branch. Collection 
consists of master still negatives, photographs, andlor slides, maintained on a computerized 
indexed system accessed via key word search (system covers Dryden Flight Research FaCIlity 
collection Irecords). 

(a) One print and master negative along with associated indexes I	 • PERMANENT • 
finding	 aids. (Starting January 1983 and forward.) TRANSFER ANNUALLY 1 YEAR AS 

IT BECOMES 11 YEARS OLD. (THIS 
DISPOSITION STARTS WITH 
RECORDS DATED AFTER 1983.) 

(b) Master negatives 1939-1949	 TRANSFER TO NARA tlNUARY I, 
~ U I~N fJ-IPR/;V!4 t: . 

(c)	 Master negatives 1950-1960. TRANSFER TO NARA JANUARY I, 
1996. 

(d)	 Master negatives 1961-1971. TRANSFER TO NARA JANUARY I, 
1997. 

(e)	 Master negatives 1972-1982. TRANSFER TO NARA JANUARY I, 
1998. 

3. KENNEDY SPACE CENTER (KSC) 

(a)	 Space Tr ansport ation System (STS) • PERMANENT • 
RETAIN NEGATIVES ON-SITE FOR 5 
YEARS. TRANSFER ORIGINALS 
AND ONE CAPTIONED PRINT 
(WHERE AVAILABLE) TO NARA, 
STILL PICTURES BRANCH (NNSP), 
COLLEGE PARK, MD, WHEN 5 
YEARS OLD INDEXES AND 
FINDING AIDS SHOULD BE 
TRANSFERRED WITH THE 
RECORDS. 

(b) STS Research and Development Records include STS R&D	 • PERMANENT • 
coverage,	 training, and construction progress stills. RETAIN NEGATIVES ON-SITE FOR 5 

YEARS. TRANSFER ORIGINALS 
AND ONE CAPTIONED PRINT 
(WHERE AVAILABLE) TO NARA, 
STILL PICTURES BRANCH (NNSP), 
COLLEGE PARK, MD, 20740 WHEN 5 
YEARS OLD INDEXES AND 
FINDING AIDS SHOULD BE 
TRANSFERRED WITH THE 
RECORDS. 
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2 SCHEDULE 

ITEM MINIMUM 
rUFI#! DESCRIPTION OF RECORD SERIES RETENTION 

23 CONTINUED: PHOTOGRAPHS / STILL PICTURES 
[2630J 

4. STENNIS PHOTOGRAPHIC COLLECTION (SSC) 

Collection consists of master atill negatives, photographs, and/or slides used for the 
visual presentation of information to the public. Records are tracked and logged in 
a computerized database which documents each picture by SSC negative numbers, date, 
name, and general caption/description. 

Official records are maintained by the Stennis Graphics Department as the office of primary 
responsibility, not by the requesting office or project. 

(a) One print and master negative along with assocrated printout .. PERMANENT .. 
of computenzed	 database/Index. TRANSFER IN 5 YEAR BLOCKS 

WHEN 20 YEARS OLD. (THIS 
DISPOSITION STARTS WITH THE 
RECORDS DATED JANUARY I, 1914 ) 

(b)	 Stenms Official Photographic Collection dated 
U "~N JIIfJl'I1411141-

(1) 1962 through 1961	 TRANSFER JMH:JAlt"l' gl, l!Hl5 

(2) 1968 through 1973	 TRANSFER JANUARY 31, 1998 

(LaRC) 

The origrnal nu hot ographic negative .. PERMANENT .. 
collection and associated 0 IS collection consrst.s NEGATIVES AND LOGS THAT ARE 
consists of records dated 1958 and be cnsidered as a A PART OF THE NASA COLLECTION 
part of the National Aeronautics and Space A m tron (NASA) WILL BE TRANSFERRED IN 5- YEAR 
collection. These negatives will be grouped in 5-year bloc. BLOCKS WHEN NO LONGER 
along with their logs and associated finding aids DEDBYTHEAGENCYFOR 

ACT I OR WHEN 30 YEARS 
OLD, WHICHE OONER 
[Nl-255-89-5] 

6. LEWIS RESEARCH CENTER (LeRC) 

Currently LeRC collection consists of approximately 10 years of 
"C#" pictures stored on-site at LeRC with the remaining stored 
at Sandusky, OhIO. Collection IS dated from 1941 to present 
(pre-1980 majority B/W; post-1980 majority Color) Stills are 
kept chronologtcally by "C#" Launch photography IS not a part 
of the C-collectlon. 

(a) "CO Collection. [SEE NOTEI - NEXT PAGE] 

(1)	 Lewis "C#" Collection will be transferred In 5 years .. PERMANENT .. 
blocks as mdicated- TRANSFER IN 5 YEAR BLOCKS 
[One master print and associated mdexes/logs or other STARTING JANUARY 31, 1995 
finding aids.] WITH TRANSFER OF EACH 

SUCCESSIVE 5 YEAR BLOCK ONE 
YEAR LATER 

<:I 1941 through 1946	 TRANSFER JANUARY 31,1995 
<:I 1941 through 1951	 TRANSFER JANUARY 31, 1996. 
<:I 1952 through 1956	 TRANSFER JANUARY 31, 1991 
<:I 1951 through 1961	 TRANSFER JANUARY 31, 1998 
<:I 1962 through 1966	 TRANSFER JANUARY 31, 1999 
<:I 1961 through 1911	 TRANSFER JANUARY 31, 2000 
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SCHEDULE 2
 

ITEM MINIMUM 
rUFl#l DESCRIPTION OF RECORD SERIES RETENTION 

23 CONTINUED: PHOTOGRAPHS / STILL PICTURES 
[2630J 

6.	 LeRC CONTINUED: 

(a)	 (2) 1972 and Continuing: [SEE NOTEl) • PERMANENT • 
NEGATIVES AND LOGS THAT ARE 
A PART OF THE COLLECTION WILL 
BE TRANSFERRED IN s-YEAR 
BLOCKS WHEN NO LONGER 
NEEDED BY THE AGENCY FOR 
ACTIVE USE OR WHEN 20 YEARS 
OLD. WHICHEVER IS SOONER. 

(b) ·CC.· ·CS.· and ·CD· ColleetioIlJ.	 • PERMANENT • 

Fila in these collection. consist of graphic art work. photograpru. 
and COpies of the Center Director'. annual meu&ge to LeRC. 

(1)	 ·CC· Collection [Cleveland Color) TRANSFER ENTIRE COLLECTION 
FROM: Approx. 1950 to 1969. TO NARA ~ JAltUARY 81. 1!l!l5.lAfON 
This collection consists of color .till photographs. ftfflbV/ftL • 
[SEE NOTE:) 

(2)	 ·CS· Collection [Cleveland Slide] TRANSFER IN 5-YEAR BLOCKS 
FROM: Approx 19"1 to 1987. STARTING JANUARY 31.1997. 
This collection conta.lns original master ·CS" and In 

lome cases duplicates the ·Ci" and ·CD· negatlva of 
.tllls and/or graphics. 
[SEE NOTE: and NOTE3] 

(3)	 ·CD" Collection [Cleveland Drawing] ·PERMANENT-
This it a collection of LeRC origlDal artwork TRANSFER ONE 3S~{M SLIDE AND 
[SEE NOTE,,] ONE PRlNT IN 5-YEAR BLOCKS 

WHEN 20 YEARS OLD, STARTING 
JANUARY 31. 1998. 

(c) Portraita-?"~')7 \\'1\ ~~\r~\'C~	 - PER..\.iANENT -

This collection consish of portra.Jta of high level installation TRANSFER TO NARA IN 5-YEAR
 
offiCials (1 master negative plus 1 Print). and are maintained BLOCKS WHEN :0 YEARS OLD
 
by the officials laat name.
 
[SEE NOTES)
 

LeRC is currently underway with a project whereby this "C" collection is being 
trans/erred to an electronic/computerized access system. There/ore, TRANSFER 
NARA is based on completion 0/ this project. 

to 

NOTE:: This is a CLOSED series/collection. 

NOTEi LeRC will remove duplicate negatives prior to shipment 0/ this collection to NARA. 

NOTE,,: This is a CONTINUING series/collection. 

NOTEs: This collection is being converted to an electronic system and will be trans/erred to 
NARA after conversion and capture 0/ the portraits on the new system has occurred. 



2 SCHEDULE 

ITEM MINIMUM 
[UFI#[ DESCRIPTION OF RECORD SERIES RETENTION 

24 VIDEO PRODUCTIONS [SEE NOTE1] 

[2630J 
A. FINISHED PRODUCTIONS 

1. DOCUMENTARIES 

Documentary style finished video productions which document • PERMANENT • 
installation projects, programs, or the mission of the agency/ PRODUCTIONS ARE TRANSFERRED 
Installation, such productions may include but are not limited to: TO THE NATIONAL ARCHIVES AND 

RECORDS ADMINISTRATION, 
I:> Aeronautics and Space Reports NONTEXTUAL DIVISION, ON 
I:> AN ANNUAL BASIS OR AS 

CREATED. TWO COPIES OF EACH 
PRODUCTION WILL BE PROVIDED. 
ONE MASTER (FINISHED 
PRODUCTION) AND ONE 
DUPLICATE COPY. 

2. MISCELLANEOUS PRODUCTIONS 

Finished video productions such as the following, but not limited to:	 DESTROY OR REUSE WHEN NO 
LONGER NEEDED OR WHEN 1 YEAR 

I:> Traming Classes OLD, WHICHEVER IS LONGER 
I:> Meetings/Conferences or Seminars 

3. LANGLEY RESEARCH CENTER 

(a)	 FINISHED PRODUCTIONS - (See description above) • PERMANENT • 
TRANSFER IN 5 YEAR BLOCKS 
WHEN 10 YEARS OLD 

(b) R&D TECHNICAL RESEARCH 

These videos are taped per customer requests of pure R&D DESTROY WHEN NO LONGER 
projects such as testmg data and footage of experiments, etc. NEEDED FOR RESEARCH 
The original footage IS returned to the researcher/scientist REFERENCE AND EVALUATION OF 
as the requesting customer OF SCIENTIFIC DATA 

4. JOHNSON SPACE CENTER PSC) [Set: N6'f't. 21 of fef'mtA.t1e.-vv+ * . 
(a)	 MISSION VIDEO - MASTERS master mu:tll~.W\th t1.\1 ;d,e-nt;r" 1"1' 

II\~rMCl-n~. Tra.n.-tt--r -tTl MIHt J:l he-.. 
Consists of launch/landmg, JSC downlinks (1 original and .30 '\ eM'S 0 1& . KeCPt"Cl r (lJ'L 1b k> c.. 
1 converted to color), pre-mission and post-mission press ('t.l.op"etJ ~'1 (0 ~eIU{ ~ wl~ iroM.V
conferences, and, on-board recordings t1.t 30 ,,~. (,olil\ 'Include tArl(~,t ~e('-

L:.-tirn o.v().ilo.ble.. I'n Ii.. -thu tN'rre-v.;f f~ -
-tess IOIaJ Vlc.\eo ('e.(ol'tiifl\ +Orm~ 4 Wi II 
indiuJe o: rt~ l:O/'1 I~ aVAi(a,ble. 

~l-~i(\ a:1 .rsc i(l stOf"Gl3e.... 
oerlro'{ vJ~e-.,. no ((l"t\'j1W' neec&&. 

NOTE1: Record elements consist of an ORIGINAL and a duplicate, if available for all 
• PERMANENT * items. 
FOLLOW INSTALLATION SPECIFIC DISPOSITION	 IF ONE IS PROVIDED. 
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24 

SCHEDULE 2 

ITEM
 
rUF1#1 DESCRIPTION OF RECORD SERIES
 

CONTINUED: VIDEO PRODUCTIONS 
[26301 

" .f! JSC CONTINUED: 

(e) MISCELLANEOUS ACTMTIES 

• Test and Training Activities 
• Productions	 (Scripted), i.e., 

General Information/Training 
• Documentaries	 of Preas Conference(s)/

Special Event(s) 

5',4. STENNIS SPACE CENTER (S/4- format only) 

Documentary Ityle production. on center projects and mission, 
inc:ludinC R&D projects and documentaries. 

B. STILL VIDEO PHOTOGRAPHY 

STENNIS SPACE CENTER (SSC) 
LEWIS RESEARCH CENTER (LeRC) 

The graphics department or photo lab, aJ! appropriate, will take 
the digltal image and transfer the permanent information from the 
2x2 disk to optical disk or the archival media acceptable at the 
time of transfer. Data consists of R&D or minion related 
documentation and is UBuaJly time len.ltlve. 

SSPORT FILES 

Personnel identification or paa.port photograp 

END OF SCHEDULE
 

MINIMUM
 
RETENTION
 

DESTROY OR REUSE AFTER SO 
DAYS. 

• PERMANENT • 
TRANSFER AlmlJALLY TO NARA 
ONE~~TER AND ONE 
DUPLICATE COpy OF THE VIDEO. 

• PERMANENT-
TRANSFER TO NARA IN 5 YEAR 
BLOCKS WHEN 20 YEARS OLD. 

RETURN ORlGINAL TO REQUESTOR, 
ESTROY WHEN 5 YEARS OLD 

OR WH • ' EDED. 
[GRS 21-2 (92)] 




