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REQUEST FOR RECORDS DISPOSITION AUTHORITY 
(See trustruotrorre on reverse) 

TO	 NAnONAL ARCHNES and RECORDSADMINISTRAnON (NIR) DATE RECEIVE? ,., J
 
WASHINGTON,DC 20408 It tJ ri.../ fi-a
 

1. FROM (Agency or establishment)	 NOTIFICATION TO AGENCY 

National Aeronautics and Soace Administration 
In accordance with the provIsIOns of 44 
USC 3303a the d is pos i tro n request, 

NASA Headquarters and Field Installations mcludmg amendments, IS approved except 

2. MAJOR SUBDIVISION 

for Items that may be marked "drsposition3. MINOR SUBDIVISION not approved" ~Ithdrawn" in column 10 

/J..J.L/I"'J/ 
OF THEUNITEDSTATES 4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE DATE vAHCHIV1ST

Adria A. Lipka	 202 358-13 72 1-/- Yf (~iLIM'hp ~ 
6 AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records 
and that the records proposed for disposal on the attached __ page(s) are not now needed for the business 
of this agency or will not be needed after the retentionreriods syecified; and that written concurrence from 
the General Accounting Office, under the provisions 0 Title 8 0 the GAO Manual for Guidance of Federal 
Agencies, 

o IS not required; 0 is attached; or o has been requested. 
DATE	 TITLES-CIG~~TUREOF A~E~CY ~~EPRESENTATIVE 

~'\)o-Cl ..u ""'i =-\\·8 q3 J..OrA...LlF\)./Z~' ,.... '\..-u.. .J	 NASA Records Officer 

7 9 GRSOR 10 ACTION
 
ITEM 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA

NO JOB CITATION USE ONLY)
----+-------------------------------------------------------~-------------------+--------~---

NASA Records Retention Schedules (NHB 1441.1B) 
Chapters 5 and 9. See attached. 

, NSN 79~0-O.o-l634-4064 
I 

STANDARD FORNH 15 (i=lEV. 3-91)
PREVIOUS EDITION NOT USABLE Prescribed by NARA 

36 CFR 1228 

115-109 



NASA RECORDS RETENTION SCHEDULE 5 

INDUSTRY RELATIONS AND PROCUREMENT 

This records schedule is one of a series of schedules approved by the Archivist of the 
United States, which furnish authoritative instructions for jhe 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 S, pertain to the management and operation of NASA 
procurement and contracting functions. They are created and accumulated by
organizations that have management control or formulate and prescribe procurement
policies and procedures, and by activities and offices applying these procedures. The 
schedule describes the pertinent records categories and specifies the retention period and 
disposition for each. 

Agency procurement records document the acquisition of goods and non-personal
services, reporting procurement needs, and related matters which are a part of daily 
procurement operations. The basic procurement files reflect a considerable range of 
procedures, from simple, small purchases to complicated prime contractor and 
subcontractor operations. Records created prior to 1895 must be offered to NARA for 
appraisal before applying the disposition instructions. All agencies have official 
contract files, which contain a minimum core of specified documents, but there are also 
other documents that vary in accordance with what the agency deems to be best for its 
own operating purposes. All of these documents make up the official file copy. 

The key procurement file is the transaction case file containing the formal contract or 
informal purchase order or lease instruments and all related papers. The documents 
flowing into the file differ in detail, but they include, in addition to the purchase 
document, specifications, bids, schedules of delivery, initiating requisition, invoices, and 
correspondence. Other copies of these documents, made for expediting and other 
administrative purposes, are scattered throughout the inspection, shipping expediting,
and other units of the agency procurement organization and are not considered a part of 
the official file. Other files related to procurement are the special documents referred 
to as title papers which document the acquisition of real property (by purchase, 
condemnation, donation, exchange or otherwise) these records are handled under 
Schedule 8 of this handbook. 

This schedule also includes some of the records relating to grant programs. Grant 
programs document projects contracted between the agency and an outside party, these 
records are included as an adjunct to the procurement records. 



SCHEDULE 5
 r ITEM MINIMUM 
IUFl#l DESCRIPTION OF RECORD SERIES RETENTION 

1 ~ PROCUREMENT FILES 
[5100J 
(N 17-1) --Z:::uillitions, purchue orden, leaaee, bonds, and .urety recorda, 

including correspondence and related papel'1lpertaining to award, 
administration, receipt, inspection and payment (other than thOle covered in 
Items 13, 19, and Schedule 8) or deacnbed in FAR 48 CFR 4.805.
[SEE NOTE1) 

rocurement or purchase organisation copy and related papers neceuary 
for r internal audit purposes. 

1.	 Transactlonl 0 han $26,000 and all conatruction 
contract. exceeding $2, 

2.	 Tranlactionl of $25,000 or leu and conatructiona 
contract. under $2,000. 

C.	 Data submrtted to the Federal Procuremen S stem (FPDS). 
Electronic data files maintained by fiscal year, contain c1uslfied 
records of all procurements, other than small purchases, and con",'~ll< 
of information required under 48 CFR 4.601 for transfer to the FPDS. 

D.	 Headquarten mea pertaining to contracts and amendment. awarded by 
field installatiOns. 

E.	 UNIQUE PROCUREMENT FILES 

l,AVI\11At efOCWJm~ fi Ie} loco.+eJ I{\ [r!~I~ (f..t \s ~ 
o-re o.ffr~\5e~ os ~lh)I{\S QVlMIA(le,.-;:I; vc..\\)..L ~"\ (\~f\. 

(1Ar'~ p(b(A..Wm~ .f\le; no-r ~e.t (e-h0eJ -tv it. (1lC.-\5J 

See.. i{etw- I A-.?:' o: 'oCHre :) 

l... .... ---...... ft£~ 6fP\c.£S ILOP':5 

o-Ih<u- Ci>t1es ret d..tSOIAbeJ a.bf...t. u~l b~ 
COlY\eDII~ de.lWIv~ of a: ~rD e-4 ut-ttc.t. fcrr 
u.J..1YI\(\15~-+t~ f'MtOj{s. 

NOTE1:	 6 years/3 months converts the fiscal year to calendar year.
GAO audits are based on calendar year. 

5-1 

DESTROY 6 YEARS AND 3 MONTHS
 
AFTER FINAL PAYMENT.
 
[GRS 3-3a(l) (88))
 

DESTROY 3 YEARS AFTER FINAL 
ENT. 

[GRS 3-

DESTROY WHEN 6 YEARS OLD 
[9RS 3-Sd (88)) 

RETIRE T YEARS AFTER 
FINAL PAYMENT. OY 6 
YEARS AFTER FINAL PA 

}life IJ II 

• PERMANENT • 
sse A.a.• ~eVD 

"\ ro.ns~ -tv fHH2.-A- 61f +Ir'ne... 
~ OA-I2f\ ~wri'5G..\ or "",he-,-

10 ~e~f"~ ol~. 

De.st(Il'1 \AfM krm ~()o.tlinl
 

CD (liPle+,~ of (~ctl «
 
whe.n no l0r¥icw' (\UdtJ)
 
/tJhd,e.~ IS 5;D{'(\M".
 

5 3- "?:> c {8<6~ 



SCHEDULE 5
 

ITEM 
rUFf #1 

3 
[5100J
(N 17-40) 

4 
[5100J
(N 17-8) 

(N 17-7) 

s 
[5100J 
(N 17-48) 

MINIMUM 
DESCRIPTION OF RECORD SERIES RETENTION 

PROCUREMENT CONTROL FILES 

Indexes, reci-ten, lop, or other records relating to control of ... igning	 DESTROY OR DELETE WHEN NO 
numben, or identifying projecta, applicationa, contract., and grant •.	 LONGER NEEDED, OR WHEN 3
 

YEARS OLD WHICHEVER IS
 
SOONER.
 
(GRS 23-8 (92)]
 

REPORTS ON PRIME AND SUBCONTRACT AWARDS 

Machine repo (ADP printouts) on NASA prime and .ubcontract awardli 
IHtinp of active ntracb by installation, by contractor, by place of 
performance, by p ·ect, including monthly and quarterly .ummariu, monthly 
procurement action rt., .ubcontracb awarded by prime contracton and 
their fint tier .ubcont ton. 

RETIRE TO FRC 1 YEAR AFTER
 
CLOSE OF FISCAL YEAR TO ~j

WHICH RECORDS PERTAIN l-:fttltl,
 
DESTROY WHEN 10 YEARS OLD.
 

B.	 Field InItallaiioDi and all other co . DESTROY WHEN OBSOLETE, "'/. 
SUPERSEDED, OR WHEN 2 YEARS '11./1>1,
OLD. 

BIDDERS' LISTS 

A. ACCEPTABLE 

Liab or card filu of acceptable bidden.	 DESTROY WHEN SUPERSEDED,
 
OBSOLETE, OR 3 YEARS OLD,
 
WHICHEVER IS SOONER.
 
(GRS 3-5d (88)]
 

B. DEBARRED AND SUSPENDED 

Liata or card fila of debarred or suspended bidden. DESTROY WHEN SUPERSEDED,
 
OBSOLETE, OR 3 YEARS OLD,
 

HICHEVER IS SOONER.
 

GENERAL PROCUREMENT CORRESPONDENCE 

Correspondence files of operating procurement unite concerning internal 
operation and administration matten not covered elsewhere in thi •• chedule. 
Procurement management .urvey files, including correspondence and report. 
concerning .urvey. of procurement management. 

A. HEADQUARTERS. 

B.	 FIELD INSTALLATIONS AND ALL OTHER OFFICES/COPIES. DESTROY WHEN 2 
(GRS 3-2 (88)] 

5-2
 



SCHEDULE 5 

ITEM MINIMUM 
lUFl#l DESCRIPTION OF RECORD SERIES RETENTION 

CONTRACT LEGAL ADVICE 

Documents pertaining to pre-award contract advice ecneerning' patent,	 RETIRE TO FRC WHEN NO LONGER 
cop)'l'icht, and techrucal data mattel'll.	 NEEDED FOR REFERENCE 

DESTROY WHEN RELATED 
CONTRACT OR WHEN 25 YEARS 
OLD, WHICHEVER IS LATER. I.J/-r 

7 
[5104J 
(N 17-43) Baaic agreements made with individual contracton to Nt forth the 

negotiated contract c use. which .hall be applicable to future contract. 
of a apecified type ente into between the contractor and NASA during 
the term of the buic a ents All baaic alTHment., current and 
active, or cancelled or au ed for anyone contractor, ahall be filed 
together. 

A.	 HEADQUARTERS. DESTROY 2 YEARS AFTER 
EXPIRATION OF BASIC 
AGREEMENT. 

B.	 FIELD INSTALLATIONS AND ALL 0 RETIRE TO FRC 2 YEARS AFTER 
FINAL PAYMENT ON CONTRACT 
PERFORMED BY APPLICABLE 
CONTRACTOR. DESTROY 4 YEARS 
AFTER FINAL PAYMENT. 1:t'/tf3 

8 CONTRACT ADMINISTRATION OF PATENT ND NEW TECHNOLOGY CLAUSES 
[5104J 
(N 13-8) Document. pertaining to actual admini.tration or patent and new tecli RETIRE TO FRC 2 YEARS AFTER 

clause. in contracts especially pertaining to reporting and proceaaing of CONTRACT CLOSE-OUT. DESTROY 
inventiona required to be reported. WHEN 20 YEARS OLD. 'o/f 

9 SURVEYS OF EVALUATIONS 
[5104J 
(N 17-19)	 Cue files on aurveya of evaluations made by NASA procurement offices. 

10 PROCUREMENT ACTION REPORT 
[5105J 
(N 17-1"	 Documents relating to the reporting syatem designed to provide atati.tica DESTROY WHEN 2 

concerning placement, statUI, delivery, and aettlement of procurement 
actions. Included are special, quarterly, procurement activity, atatus, 
monthly, contractor settlement, semr-annual, consolidated, and aummary 
reporta, and related correspondence. 

5-3
 



SCHEDULE 5 

ITEM
 
rUFf #1 DESCRIPTION OF RECORD SERIES
 

COMPETENCY CERTIFICATES 
[5109J 
(N 17-31)	 Copies oUhe certificates, comm onceming the capacity credJt of 

'pecific .mall buainesa concerns 

12 CONTRACT DEVIATION FILES 
[5JJ2J
(N 17.-4)	 Requali, approvala, and diaapproval of denationa from .tandard contract 

or crant fOrml and c1auau. 

A. HEADQUARTERS. 

B. CONTRACTINGOF:I~C:E:'::::--

C. ALL OTHER OFFICES/COPIES. 

SOURCE	 EVALUATION BOARD (SEB) FILES 

ilt-tIoorl'1et1pondence	 aolicitation,concerning the competitive 
evaluation, and ae 'on of a contractor to perfonn a major negotiated 
contract, including desi . n of board members, rules for board 
operations, committee appoint mmutee of all committee and board 
meetmpj recorda on the evaluation p s, criteria, 'pecificationsj 
bidder propo.als, and reporta of committee . • and findmp, 
including backup material and final SEB report. to 

eN 13-21)	 B. ACTIONS OF THE ADMINISTRATOR (OR IDS DESIGNEE) 

Recorda and correspondence concerning deliberation. and actions of the 
Administrator or hiS designee and other officials participating in theae 
actiona relating to the final selecnon of the contractor baaed on the 
SEB'. report and preaentation(a). [SEE NOTEl) 

MINIMUM
 
RETENTION
 

DISPOSE OF IN ACCORDANCE
 
WITH RELATED CONTRACT.
 

• PEft:M:A1f~~Y• I r/tA c),~ 
RETIRE TO FRC WHEN 2 YEARS 
OLD. If'flJdfSFEIt 'f6 fi:kFlA '" KEI4'lit' J .J.....i 
"l'~ ebB. b~sm~a.vith ('(.'",1"( ('cJ~n'lr(I 

CONTRACT	 FILE. 1':/"/'1/'~D~E~S~T~R~O~Y~W~I~T~H~RE~LA;;T;E;D~~~,~j~_ 

DES 0 LONGER 
NEEDED OR WHEN 6 
WHICHEVER IS SOONER 

MAINTAIN AS AN INTEGRAL UNIT. 
RETIRE AND DESTROY WITH THE 
RELATED CONTRACT FILE SEE 
ITEM 1.A.S. OF THIS SCHEDULE, IF 
CONTRACT IS PRECEDENT SETTING 
OR UNIQUE. RETIRING ACTIVITIES 
PLACE DESTRUCTION DATE ON THE 
SF 1S5.	 rrj.Jf 

RETI FRC 1 YEAR AFTER THE 
END OF TH CAL YEAR IN WHICH 
THE SELECTION PLACE. 
DESTROY 6 YEARS AF HE 
FISCAL YEAR IN WHICH THE 
SELECTION TOOK PLACE. 

NOTE!! These files are separate from the Board's files set forth above in A. 

5-4 



SCHEDULE 5
 

ITEM MINIMUM 
rUF1#! DESCRIPTION OF RECORD SERIES RETENTION 

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

SUCCESSFUL BIDS/PROPOSALS	 DESTROY WITH RELATED 
CONTRACT CASE FILE (SEE ITEM 1 
OF THIS SCHEDULE) 
(GRS 3-6& (88») 

(N 17-5) B. UCCESSFUL BIDS PROPOSALS - SOLICITED	 at UNSOLICITED 

1.	 Re tin, to .mall purchuee u defined in the FAR, 48 CFR Part 13. DESTROY 1 YEAR AFTER DATE OF 
AWARD OR FINAL PAYMENT, 
WHICHEVER IS LATER. 
(GRS 3-6b(1) (88») 

2.	 actionl above the .mall purcbue limitationl in 

DESTROY WHEN RELATED
 
CONTRACT IS COMPLETED.
 
(GRS 3-6b(2)(a) (88»)
 

DESTROY WITH RELATED
 
CONTRACT CASE FILE (SEE ITEM 1
 
OF THIS SCHEDULE).
 
(GRS 3-6b(2)(b) (88»)
 

(N 17-9) 3. Investigative reports concerning feuibility 0 uruolicited propoaal(s). 

(a)	 Report. on propo.als re.uiting in project.. FILE WITH RELATED CONTRACT. 
DESTROY ACCORDINGLY. J¥1 

(b)	 Report. on rejected propoaals. RETIRE TO FRC WHEN 1 YEAR 
OLD. DESTROY WHEN 6 YEARS 

OLD. '11 
C.	 CANCELLED SOLICITATIONS 

1.	 Fonnal .olicitation. of offen to provide product. or aemces DESTROY 6 YEARS AFTER DATE 
(e.g., Invitation. for Bids, Request. for Proposals, lU!queat. for F CANCELLATION. 
Quotations) which are cancelled prior to award of a contract. The ( s-seu) (88») 
files include presolicitation documentation on the requirement, any 
offen which were opened prior to the cancellation, documentation on 
any Government action up to the time of cancellation, and evidence of 
the cancellation. 

2.	 Unopened Bids. 

D.	 LISTS/CARDS OF BIDDERS ERSEDED, 
OBSOLETE OR WHE YEARS OLD 
WHICHEVER IS LATER. 
(GRS S-6d (88») 

5-5
 



SCHEDULE 5
 

ITEM MINIMUM
 
{UFf #1 DESCRIPTION OF RECORD SERIES RETENTION
 

QUALIFICATION LISTS 

Lift. or buain_ determined to be qualified to participate in the .mall DESTROY WHEN SUPERSEDED, 
in-. Protrram and related document.. OBSOLETE, OR WHEN! YEARS OLD 

WHICHEVER IS LATER. 

16 
[5119J
(N 17-32) A. REPORTS 

Report. received by lDlall b . eN adviaon from NASA procurement DESTROY WHEN 2 YEARS OLD.
 
offica and from contradon reg
 
procram.
 

(N 17-28) B. INFORMATION FILES 

Documental relating to communicationtl or diacuuion roviding .mall DESTROY WHEN 2 YEARS OLD. 
buainea concerns with information about NASA require ntl for the 
participation of.mall bUlineis concern. in the NASA procu 

(N 17-29) C. PROGRAM SURVEY FILES 

Documents relating to .urvey. to analyse the effectiveneu of the .mall
 
buaineu program.
 

(N 17-30) D. QUALIFICATION FILES 

Cue files relating to the productive capacity, credit, resources, and DESTROY WH UPERSEDED,
 
.unilar data about small busmeae concerns to provide information about OBSOLETE, OR W
 
the availability of additional .mall business .ources to meet current or WHICHEVER IS LATE
 
anticipated requirement. of the procurement program.
 

17 LICENSING OF NASA-OWNED INVENTIONS (DOMESTIC AND FOREIGN) 
[5127J 
(N 13-10) A. LICENSE GRANTS.	 RECORDS MAY BE RETIRED TO FRC 

WHEN 6 YEARS OLD. DESTROY loJ ~ 
WHEN 25 YEARS OLD. /t

~JG
B. INQUIRIES about commercial rights and licenaing program. DESIROt WHEN 2 "l'E:Afl:S OLB. 

18 PATENTS 
[5127J (ALSO SEE SCHEDULE 2) 

(N 13-11) A. INFRINGEMENT 

Infringement cue fIlel, including correspondence of a general nature RETIRE TO FRC 2 YEARS AFTER 
recarding patent infringement. SETTLEMENT OF CASE. DESTROY 

(N 13-12)~ B. LICENSES RECEIVE ATENT APPLICATIONS 
~ __ ~~~~~:;;;~~~~::~~~~~:::.;~~~~~ __ ~W~H~E~N~3:~~~~~~ARS~~O~L~D~.~~~!~?/~'~:~:~'~s:e~::_

HEADQUARTERS ONLY - (Office of General CouDleI) 

5-6
 



5 SCHEDULE 

ITEM MINIMUM
 
IUF1#[ DESCRIPTION OF RECORD SERIES RETENTION
 

TAX EXEMPTION FILES 

Document. relating to the iuue of tax exemption certificates and related DESTROY 3 YEARS AFTER 
aperw which indicated proof of exemption of taxes excluded !rom the 

tract price under procurement regulatiom. 
PERIOD COVERED 
ACCOUNT. 

BY RELATED 

[GRS 3-12 (88)] 

20 ORS' PAYROLL 
{5131]
(N 17-41) (coMtruction contractl) lubmitted in accordance with DESTROY 3 YEARS AFTER DATE 

Labor Department 
aftidaviu, and other 

latioM, with related certificates, 
re ted papers. 

antikic:kbac:k OF COMPLETION OF CONTRACT 
UNLESS CONTRACT PERFORMANCE 
IS SUBJECT TO ENFORCEMENT 
ACTION ON SUCH DATE. 
[GRS 3-11 (88)] 

21 COST AND PRICE ANALY 
{5131] 
(N 17-35) C08t and price analy.is report., financial dat 

lupporting papers relating to a contract 
DISPOSE OF IN ACCORDANCE 
RELATED CONTRACT. 

WITH 

22 BID AND AWARD PROTEST FILES 
{5133] 
(N 17-6) 

(ALSO SEE SCHEDULE 2) 

Cofl"elpondence and report. regarding protestl on bid. and aw 

A. HEADQUARTERS. RETIRE TO FRC WHEN 2 YEARS 
OLD. DESTROY WHEN 6 YEARS 
OLD. 

B. FIELD INSTALLATIONS AND ALL OTHER OFFICES/COPIES. 

23 R&D CONTRACT REFERENCE FILE 
{5135] • 
(N 24-15) Consisting or copies or R&D contracts anociated with the accomplishment 

of the program with changes, modificatiom, or addenda thereto. 

24 INTERSERVICE INSPECTION FILES 
[5137] 
(N 17-42) Document. relating to the performanee of inlpection .ervices ror other DISPOSE OF IN ACCORDAN 

procuring activities, luch u audit report •. RELATED CONTRACT. 

5-7
 



SCHEDULE 5 

ITEM MINIMUM
 
{UFl #1 DESCRIPTION OF RECORD SERIES RETENTION
 

2S CONTRACTOR MONTHLY MANAGEMENT AND OPERATIONS REPORTS 
[5142J 

Contract Technical Monitor'. (CTM), Contracting Officer. Technical
 
Representative (COTR), or Contractinc Officer Repraentative (COR) for
 
which contract is perf'onned.
 

A.	 Copiea of fonnal written direction to the contractor which fill. in RECORDS MAY BE RETIRED TO 
detail, direct. poaaible linea of inquiry, or otherwi.e more .pacifically FRC WHEN" YEARS OLD. DESTROY 
definea work Nt forth in the contract .tatement-of-work. UPON CERTIFICATION OF PAYMENT 

TO THE CONTRACTOR OR WHEN NO 
LONGER NEEDED FOR FOLLOW -ON 
CONTRACT PREPARATION. 
RETIRING ACTIVITY TO PLACE 
DESTRUCTION DATE ON SF 136. 

B.	 Copiea of contractor'. management and operation report., containing DESTROY 2 YEARS AFTER 
financial and production data. EXPIRATION OF CONTRACT. 

ONTRACT TERMINATION REPORT FILES 

Report., correspondence, and related documentahon 
contract or grant termination. 

27 CONTRACTOR LABOR RELATIONS - EQUAL EMPLOYMENT OPPORTUNITY (EEO)

[5200J RECORDS (INDUSTRY)
 
(N 17-37) 

Documen lating to the compliance with nonchacrimination in employment 
contract c1auaea. 

1.	 Compliance Review file si.ting of review., background paper., DESTROY WHEN 7 YEARS OLD. 
complaints, speeial V18It1, an [GRS 1-25d(l) (88») 
employment practicea. 

2.	 EEO Compliance Report •. DESTROY WHEN 3 YEARS OLD. 
[GRS 1-25d(2) (88») 

(N 17-46) B. CONTRACTOR EEO REPORTS 

Contract compliance reviews of contractor. and affinnative action plana of 
contractor. and equal employment opportunity (EEO-l) reports. 

C.	 EEO CLEARANCE PAPERS 

Memoranda or other documentation from EEO clearing or approving a DESTROY WITH RELATED 
contractor for compliance with non-dilcrimination contract c1auaea. CONTRACT. 

ISFACTORY CONDITION REPORTS 

Report. and related documentl resulting from unaati. ac 0
 

working conditioDi &I related to the contract and contractor.
 

5-8
 



SCHEDULE 5
 

ITEM 
rUF1#[ DESCRIPTION OF RECORD SERIES 

LUATION FILES 

Cue filea on evaluations made by the e	 Office. 

30 R&QA AUDITS, SURVEYS, AND REPORTS 
[5300J 

(N 20-'f);-XC-:;:.~:r~~~~~~~~~::~~~~~~ 

B.	 All other or In-house SR&QA Audita, SurveY', and Report 
filea performed. 

C.	 Quality Surveillance Records!SYltem (QSR) 

1.	 Original Conna which document the quality 
auurance lpeciallst'l daily work effort. The 
Corm records the lpecialist. observations oC the 
contractor performing tasu per contractual 
requirement. 

2.	 Copies oC items in 1. above. 

31 INSPECTION AND PROOF REPORT(S)
[5300J 

reaultl oC prooC testmg, certifications 0 ated 
data concerning inspection and proof testing oC manuCaet~ 
componentl. 

(N 20-6)--'r.-~~oe~~~~~~~~~en~s~io~n~s::'d~r~a~w~in:p~UI~in~g:in~m~an~u~r;ae~tf~~. 

B.	 Copies oC contracts, purchase orders, and related papers pertaining 
to Government Source Inspecticn requirementl and Procurement 
Surveillance findings. 

C.	 Copies oC construction contracts and purchase orders realting to non-
lignificant fllea, including drawings and quality requirements! 
Inspecfiona. (SEE NOTEl) 

MINIMUM 
RETENTION 

RETIRE TO FRC 1 YEAR AFTER
 
COMPLETION OF PROJECT.
 

AFTER
 

CONTRACT FINAL PAYMENT.
 
STROY 5 YEARS AFTER FINAL
 

PAYME
 

~RE~T~I~RE~T~0]JF~R~C~2~Y~E~AR~S~AF~T~E~R~

CLOSE FILE AT END OF SURVEY! 
AUDIT AT END OF FISCAL YEAR. 
DESTROY WHEN 9 YEARS OLD. 

DESTROY ORIGINAL QSR'S WHEN 
2 YEARS OLD. 

DESTROY WHEN 6 MONTHS OLD. 

COMPLETION
 
N ORDER FOR THE
 

RELATED COMP
 

~D~E~S~T~R~O~Y~3~~~~~AF~T~E~R~~~OF FINAL __ 

DISPOSE OF IN ACCORDANCE 
WITH ITEM 1 OF THIS SCHEDULE. 

DESTROY WHEN" YEARS OLD. 

NOTEl: The records identified in this item are not necessary for final payment or closure of the contract 
file. 
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SCHEDULE 5
 

ITEM MINIMUM 
rUF1#[ DESCRIPTION OF RECORD SERIES RETENTION 

MANUFACTURING CONTROL FILES 

ork orden, job orders, turn-in Ihps, eatimate Ibeeh, production DESTROY 3 YEARS AFTER 
re 
and 

s and other papen relating to the seheduhng, dispateh, follow up 
co Iof iteDlllto be manufactured. 

COMPLETION OF RELATED WORK. 

33 
/5310J
(N 20-4) RETmE TO FRC WHEN 1 YEAR OLD. 

DESTROY WHEN" YEARS OLD. 

34 PARTS PROGRAM MANAGEMENT F 
/5320J 
(N 20-3) Parll program management, includIng Red Flag Reports, 

micro-electronia parls, and parls data lysteDlll. 
macre RETIRE TO FRC 1 YEAR AFTER 

COMPLETION OF PROJECT. 
DESTROY WHEN" YEARS OLD. 

3S 
/5330J 
(N 20-5) 

MANUFACTURING QUALITY CONTROL FILES 

Documents maintained for detection, prevention, and control of 
manufacturing defech such as In-prceess inspection Iheeh, rework 
records, reports reflecting frequency distribution of manufacturing 
defecb, and related papen. 

DESTROY !I 
COMPLETION OF AL 
PRODUCTION ORDE OR THE 
RELATED COMPONENT. 
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SCHEDULE 5
 

ITEM MINIMUM 
rUFI#[ DESCRIPTION OF RECORD SERIES RETENTION 

36 WAIVERS - PATENTS 
[5500J 
(N 13-19) Case files on petitions for waiver of patents, and all related documentation RETIRE TO FRC WHEN 2 YEARS 

and papers. OLD. DESTROY WHEN 25 YEARS 
OLD. 

37 GRANTS 
[5800J r!eOGRfH'Y\ I G.al4nT 

A. CASE FILES [SEE NOTE ) Ulf\CIPl..e jMf~T1 (;~T6(('''fl( ..fs"1

Proposals or applications, contracts, project reports, studies, certificates, K"..h(\t...- ~ ~I<'~ ~ ~.s~ 
agreements, memoranda, correspondence, and other records relating to receipt, comp\e..1""\6), ~ '?r~' 1Je.S I.{ 
review, award, evaluation, status and monitormg of grants; allocation of wh(...r\ ~ ~eMS ~ rnO"'f\'+'h~" old." . 
funds, and project budgets. I 

CTED case files by the Associate Administrator for the cognizant * PERMANENT * 
code, t t precedent or are unusual in scope/design. RETIRE TO FRC 2 YEARS AE.J:SR--

(ALSO 4. OF THIS ITEM)	 FINAL PAYMENT. SFER TO 
NARA 10 AFTER FINAL 
P T. 

2. ROUTINE GRANTS. 

NOTE1: IF any 
period. 

LITIGATION. CLAIM. OR AUDIT IS STARTED BEFORE 
the records shall be RETAINED UNTIL ALL LITIGATION. 

the expiration 0/ the 6 year 
CLAIMS. OR AUDIT 

FINDINGS involving the records have been resolved. 
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SCHEDULE 5 

ITEM 
rUFT #1 DESCRIPTION OF RECORD SERIES 

MINIMUM 
RETENTION 

37 
[5800] 

CONTINUED: GRANTS 

SEE SCHEDULE 7, ITEM 9 

B. 

Indexes, registers, logs, or other records rela I ontrol of assigning DESTROY WHEN SUPERSEDED, 
numbers or identifYing projects, applications, and grants. OBSOLETE, OR WHEN S YEARS OLD 

WHICHEVER IS SOONER. 
89)] 

C. GENERAL CORRESPONDENCE AND SUBJECT FILES 

1.	 Correspondence and/or subject files including memoranda, studies DESTROY WHEN SUPERSEDED, 
reports, forms, and other records relating to the establishment of OBSOLETE, OR WHEN S YEARS OLD 
program, its pohcres and basic procedures, and the management and WHICHEVER IS SOONER. 
evaluation of grants 

and daily activities in adminlatratron of the grant program 
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SCHEDULE 5
 

ITEM MINIMUM 
rUFI#[ DESCRIPTION OF RECORD SERIES RETENTION 

FACILITIES GRANTS 

1.	 RETIRE TO FRC 1 YEAR AFTER 
FINAL PAYMENT. DESTROY 10 
YEARS AFTER FINAL PAYMENT. 

2.	 Field Inatallation. and all other officea/copiea. ~l"1:~.:tB,QOY WHEN NO LONGER 
NEEDED, N 3 YEARS OLD, 
WHICHEVER IS SOO 

B. 

(a)	 Drawinp • PEft:M*N'ElfY • 
YPUdf!F!01t YO NARA WIIml .. II-

;<i3sfd\:! MYEIt COMPLE lION OF-
PReiSe'P. 

(b)	 Architectural models DISPOSE OF WHEN NO LONGER 
NEEDED FOR ADMINISTRATIVE 
PURPOSES DONATION/OFFER 
MAY BE MADE TO THE DIRECTOR, 
SMITHSONIAN OR THE AIR & 
SP ACE MUSEUMS AS 
APPROPRlA TE.- Non-significant recorda for temporary Itructurea and buildinp or of 

bu not critical to the miasion of the agency. 

(a) 

Record. include drawinp 0 tructurea and buildinp sueh DESTROY WHEN NO LONGER 
all telephone and electric hnes, Itora eda, parking Iota, NEEDED FOR ADMINISTRATIVE 
and comfort .tations Drawings of electric, bing, heating, PURPOSES, OR WHEN 3 YEARS 
or air conditioning IYltema are allO included in thll OLD, WHICHEVER IS LATER. 

GRS 17-3 (88)1
17-" (88) 

(b) Architectural models prepared for illUitrative or	 DISPOSE OF WHE ONGER 
pruentatlon	 purposea. NEEDED FOR ADMINIST 

PURPOSES. 
[GRS 17-7 (88») 
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SCHEDULE 5 

ITEM
 
{UFf #1 DESCRIPTION OF RECORD SERIES
 

CONTINUED: FACILITIES GRANTS 

CONSTRUCTION FILES OF FEDERAL STRUCTURES 

Intermediate, prefinal, .hop, repair and alteration, contract 
negotiation drawings, .tandard drawings, project .pecificationa, 

d document. relating to their preparation for buildmgs or 
o ·ect. lacking historical, architectural, or technological 
.ign cance; dr1lwings related to electrical, plumbing, heatmg, 
or air ditioning project., or drawings .upeneded by final 
working! built drawinp. 

2.	 Space Aaignme Plan. conaiating of outline. or floor plana 
indicating occupan 

D. ENGINEERING DRAWINGS OF 

Drawings or sueh object. as fasteners, nu 
pipe fittings,	 brackets, .trots, plates, and 
or if aegregable from a larger file. 

E. DRAWINGS REFLECTING MINOR MODIFICATIO 

Repetitive engineering drawings showing minor modifications ade during 
ruearch and development, and superseded by final drawmgs, if 
aeparately or if readily .egregable from a larger file. 

F. PAINT PLANS AND SAMPLES 

Plana and paint lamples for painting all areas or buildings lacking 
historical, architectural, or technological significance, and plans and 
.amples for painting appliances, elevators, and other mechanical parb 
or all buildings. (SEE NOTE1) 

39 ITEM PRICING FILES 
[5900J 
(N 17-34)	 Documents used in determining Itandard prices ror ule in obtaining improved 

pricing on purchases and accountmg ror the sale and iaaue or itema. 

MINIMUM
 
RETENTION
 

DESTROY WHEN NO LONGER
 
NEEDED FOR ADMINISTRATIVE
 
PURPOSES.
 
[GRS 17-6 (88»)
 

DESTROY WHEN NO LONGER
 
NEEDED FOR ADMINISTRATIVE
 
PURPOSES.
 
[GRS 17-6 (88»)
 

DESTROY WHEN NO LONGER
 
NEEDED FOR ADMINISTRATIVE
 
PURPOSES.
 
[GRS 17-8 (88))
 

DESTROY WHEN NO LONGER
 
NEEDED FOR ADMINISTRATIVE
 
PURPOSES.
 
(GRS 17-9 (88)]
 

DE ROY WHEN NO LONGER
 
NEED FOR ADMINISTRATIVE
 
PURPOS
 
[GRS 17-10
 

ED, 
OBSOLETE, NO LONGER N ED 
FOR REFERENCE, OR WHEN S 
YEARS OLD, WHICHEVER IS LA 

These records are not authorized for disposal if they are for the interior and 
exterior walls of buildings significant for historical. architectural. or 
technological reasons. See: B.l. of this Schedule. OR contact the NASA Records 
Officer or local Installation Records Manager. 

END OF SCHEDULE 
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NASA RECORDS RETENTION SCHEDULE 9 

INSPECTOR GENERAL 

Records in this series monitor agency program and operations to prevent and reduce waste and 
fraud and to improve agency management. The Inspector General Act of 1978, as amended, 
and other legislation established an Office of Inspector General (OIG) in selected Government 
agencies. An OIG conducts and supervises audits and investigations; recommends policies to 
promote economy, efficiency, and effectiveness and to prevent fraud and abuse; and reports
problems, deficiencies and progress to the agency head. OIGs must submit reports to the 
Congress. 

This schedule covers the two major series of disposal investigative, audit and related records 
created or maintained by an OIG. Indexes to these files are covered by NASA Records 
Schedule 10 - Records Common to Most Offices. Correspondence or subject files, policy files, 
publications, reports to Congress, and any other records not specifically described in this 
schedule must be scheduled through the installation records manager. This schedule does not 
authorize disposal of investigative case files for cases that result in national media attention, 
Congressional investigation, or substantive changes in agency policy or procedures. Such files 
must be scheduled by submission of a NASA Form 1418. 

Records described in this schedule are authorized for disposal in both hard copy and electronic 
forms. 



SCHEDULE 9
 

ITEM MINIMUM 
fUF1#[ DESCRIPTION OF RECORD SERIES RETENTION 

ACCOUNTABLE OFFICERS' RETURNS (SEE NOTEI NEXT PAGE) 

Memorandum copies of ltatement of transactions, all lupporting voucher 
Khedules, documenb and related papen not otherwise provided for in this 
Khedule. Recorda in these .eries can be, but are not limited to: MIPR, 
Military Inter-Departmental Purchaae Requests; Project Orden; MOU'., 

emorandum	 of Undentanding; Interagency agreemenb; incoming/outgoing 
. bunable pubhc/private agreemenb; etc. These recorcb are exclusive 

of igM recorda covered by Schedule 6, and Payroll recorda covered by 
Sch e 3. 

A.	 or ribbon copy of accountable officers' account. maintained DESTROY 6 YEARS AND 3 
ency for .ite audit by GAO auditon, conaisting of .tatemenb MONTHS AFTER PERIOD 

iona, .tatemenb of accountability, collection schedules, COVERED BY ACCOUNT. 
collection uchen, diabunement sehedules, ditbunement vouchen, and (GRS 6-1(a) (92») 
all other ach ules and vouchen or document. UIed U IChedulea or 
vouchen, excl ive of commercial panenger tran.portation and freight 
recorda and pa II recorda, EXCLUDING accounts and lupporting 
documents pertai . g to American Indiana. If an agency it operating 
under an integrate counting I)'stem approved by GAO, certain 
required documenta sporting vouchen and/or sehedulee are included 
in the aite audit records These records document only the baaic 
financial transactions, mo ey received and money paid out or depoaited 
in the coune of operating t agency. All copiea except the certified 
payment or collection copy, ually the onginal or ribbon copy, and 
all additional or lupporting d mentation not involved in an integrated 
I)'.tem are covered by sueceedin ·tema in till. schedule. 

Site audit record. include, but are n limited to, the Standarda and
 
Optional Forme hated. Also included equivalent agency forma which
 
document the baaic financial tran.action described above.
 

SF 215	 Depoait Ticket 
SF 224	 Statement of Tranaadiona 
SF 1012	 Travel Voucher 
SF 1034	 Public Voucher for Purchaaea and S 

Than Penonal 
SF 1036	 Statement of Certificate and Award 
SF 1038	 Advance of Fundi Application and Acco 
SF 1041	 Pubhc Voucher for Refund. 
SF 1069	 Voucher for Allowance at Foreign Posta of Du 
SF 1080	 Voucher for Tranafer Between Appropriationa 

and/or Fund. 
SF 1081	 Voucher and Schedule of Withdrawala and Credita 
SF 1096	 Schedule of Voucher Deductiona 
SF 1091	 Voucher and Schedule to Effect Correction of 

Erron 
SF 1098	 Schedule of Canceled Checb 
SF 1113	 Public Voucher for Tran.portation Chargea 
SF 1129	 Reimbunement Voucher 
SF 1143	 Adverti.ing Order 
SF 1145	 Voucher for Payment Under Federal Tort ClaiJnl Act 
SF 1154	 Public Voucher for Unpaid compenaation Due a 

Deceaaed Civilian Employee 
SF 1156	 Public Voucher for Fees ad Mileage 
SF 1164	 Claim for Reimbunement for Expenditura on 

Official Busine .. 
SF 1166	 Voucher and Schedule of Payments 
SF 1185	 Schedule of Undeliverable Checka for Credit to 

Government	 Agenciea 
SF 1218	 Statement of Accountability (Foreign Service Account) 
SF 1219	 Statement of Accountability 
SF 1220	 Statement of Transactions According to Appropriation, 

Funds, and Receipt Accounts 
SF 1221	 Statement of Transactions According to Appropriation, 

Funds, and Receipt Accounts (Foreign Service Account) 
OF 1114	 Bill of Collection 
OF 1114A	 Official Receipt 
OF 1114B	 Collection Voucher 
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SCHEDULE 9 

ITEM
 
rUFf #1 DESCRIPTION OF RECORD SERIES
 

CONTINUED: ACCOUNTABLE OFFICERS' RETURNS 

B.	 Memorandum co countable omcen' retunu including .tatement. 
of tran.action. and account a .upporting vouchen, sehedules, and 
related documents not covered e\.aewhere . edule, EXCLUDING 
freight reeerda covered by Schedule 6, and payroll reco5ra:~!l¥e:red 
by Schedule S. 

2 AGENCY BUDGET REQUEST FILES 
[9000J 

Records in this file .eriee consists of budget material requeeted via OMB
 (11 =/ .. 1 ~ Circular A-ll, including material required by the President'. Call for the
 
/	 budget. Record. include, but are not limited to, letten, fOrInl, exhibit. 

(.ubmitted electronically), and any other related findmg aid. or 
documentation UIIociated with thit 'UbmiIlIOO, i e., OMB, President. Budget, 
Justification Support - CoojpUsional Budget Support, etc. 

A.	 Original record .et maintained at NASA Headquarten by Code B 
(Thia .et .tart. October I, 1958 and continuel to Present) 

B.	 Installation working matenals/background files and documentation 
developed by other orgaD1utionai unit. and as submitted to the 
Comptrol1ers Office. 

C.	 All other offices/copies 

3 NASA ACCOUNTING AND FINANCIAL INFORMATION 
[9000J 

TlW it an agency-wide reporting If.tem which resides at NASA 
Headquarters and conforms to GAO/Treuury standards for .ummary 
general ledger format/informahon This ia an on-line mtegrated 
lY.tem which wlll be dlstnbuted to all NASA installatIon. 

A.	 OFFICE OF PRIMARY RESPONSIBILITY. 

B.	 INSTALLATIONS. 

C.	 ALL OTHER OFFICES/COPIES 

MINIMUM 
RETENTION 

DESTROY WHEN 1 YEAR OLD. 
(GRS 6-1(b) (92») 

• PERMANENT • 
TRANSFER TO NARA WHEN 35 
YEARS OLD. 

RETIRE TO FRC WHEN 2 YEARS 
OLD. DESTROY WHEN 30 YEARS 
OLD. 

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

SYSTEMS (NAFIS) 

DELETE/DESTROY WHEN 
OBSOLETE OR SUPERSEDED OR 
WHEN 6 YEARS OLD. 

USE DISPOSITION IN A ABOVE. 

DESTROY WHEN NO LONGER 
NEEDED OR WHEN 3 YEARS OLD. 

Accounts and supporting documents pertaining to American Indians are not authorized for 
disposal. These records should be retired under a separate accession to the Federal Records 
Center. The SF 135 retiring these records should be marked "Records described pertain to 
American Indians - Indefinite Freeze." J 
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SCHEDULE 9
 

ITEM MINIMUM 
rUF1#1 DESCRIPTION OF RECORD SERIES RETENTION 

{9000]
(N 24-3) 

6 
{9050] 

R&D PROGRAM/PROJECT STATUS REPORTS (PSR) COST/SCHEDULES 

Document. relating to COlltprojectionll for reaearch and development projecta.
 
including information about program objectivea in terma of projects. taska.
 
Itatus. and time phasing lor development. and lunda required. Theae files
 
include achedulea and directly related lorecast and actual co.t •.
 

2~ &4 ~J-<-
A.	 INSTALLATIONS (Level 2 Manager) RETIRE TO FRC {YEAR AFTER
 

COMPLETION OF THE PROJECT.
 
DESTROY 10 YEARS AFTER
 
COMPLETION OF PROJECT.
 

B.	 SECRETARIAT OFFICE (NASA Headquarierlj ComptroUer. Office) • PERMANENT •
 
RETIRE TO FRC WHEN 4 YEARS
 
OLD. TRANSFER TO NARA WHEN
 
SOYEARS OLD.
 

C.	 ALL OTHER OFFICES/COPIES. 

Recorda relating to availa I llection. cuatody. and deposit of DESTROY WHEN S YEARS OLD.
 
fundi including appropriation warran certificates of deposit. [GRS 6-4 (92»)

other than tho.e records covered by Item 1 0 ••••••.-.,~.
 

B.	 SPECIAL 

Recorda relating to monies obtained to pay lor expenses incurred in RETI FRC 1 YEAR AFTER 
conjunction with special guest. or monies from sponsors of programs THE CLOSE FISCAL YEAR 
that could not be returned. Includes the "Administrator'. Fund," TO WHICH THE RECD RTAIN. 
·Activity Fund," ·Special Fund," and all other non-appropriated fund DESTROY 6 YEARS AFTER T 
activities. CLOSE OF THE FISCAL YEAR TO 

WHICH RECORDS PERTAIN. 

NASA EXCHANGE - PERSONNEL, PAYROLL, AND FINANCIAL RECORDS 

A.	 GENERAL 

Recorda in this aeries cOlllista of register receipts. bank deposit .lip •• RETAIN ON-SITE AT RESPECTIVE 
regiater tapes. cancelled checb. bank .tatementa. ledgers. etc. INSTALLATION DESTROY WHEN 6 

YEARS OLD. 

B.	 CORRESPONDENCE FILES - GENERAL 

Files include advisory notices sueh as merchandi.e and .undry notices. RETAIN ON-SITE. DESTROY WHEN
 
recorda documenting overall administration of the exchange. general "YEARS OLD.
 
correspondence. customer complaints. aecurity recorda and report.
 
pertaining to the exchange.
 

C.	 STOCK FILES / GOODS RECEIVED 

1.	 GOODS: Recorda relating to the receipt of merchandise, DESTROY WHEN 2 YEARS OLD. 
including copies of reporta of goods received •• hlpping 
documenta, tracer inquiries. merchandise rollow-up requesta. 
and other documents related to .hipmenta/foUow-up of 
merchandise. 

2.	 STOCK: Records used by management for the control and DESTROY WHEN 2 YEARS OLD. 
procurement of merchandise at warehouse and on the .ales floor. 
including unit merchandise records •• tock record cards. 
replenishment cards. recorder recorda. and vendor recorda. 
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SCHEDULE 9 

ITEM
 
rUFf #1 DESCRIPTION OF RECORD SERIES
 

CONTINUED: NASA EXCHANGE RECORDS 
[9050J 
PASR D. EXCHANGE RECORDS ON INDMDUALS - NASA 10 XRot 

1.	 Recordl contained in this IYltem consist of present and former 
employees of, and applicanb for employment with, NASA 
Exchanges, Recreational Auociations, and Employees' Club. 
at NASA iDitailatioDi. Individuals with active loam or charge 
accounb at one or more of the II!!veraiorganizations. Recordl 
contain Exchange employees' personnel and payroll records, 
includmg injury claims, unemployment claims, biographical data, 
performance evaluations, annual and lick leave records, and all 
other employee records. Credit recordl on NASA employees with 
active accounb. 

2.	 General meeting minutes of activities associated with the Employees 
Exchange. 

MINIMUM
 
RETENTION
 

DESTROY WHEN 5 YEARS OLD. 

DESTROY 6 MONTHS AFTER 
ELECTION OR INITIATION OF NEW 
COMMITTEE MEMBERSHIP OR 
WHEN 3 YEARS OLD, WHICHEVER 
OCCURS FIRST. 

E. JOHNSON SPACE CENTER eJSC) EXCHANGE ACTMTIES - NASA 72 XOPR 

Records in this IYltem consist of employees and put employees of 
the JSC Exchange Operations, applicants under the JSC Exchange 
Scholarship Program, and JSC employees or JSC contractor employees 
parlicipatmg in sports or special activities sponsored by the Exchange. 
Records include a vanety of data relating to personnel actions and 
detenninations made about an individual while employed by the NASA 
JSC Exchange. These records contain information about an individual 
relating to birth date, locial secunty number, home addrell, phone 
number, marital status, references, veteran preference, and other 
information relating to the ltatUS of the individual Scholarship 
information is supplied by individuals who have applied and includes 
data on education, financial background, and other related information. 

EMPLOYEE RECORDS OF JSC 
EXCHANGE OPERATIONS, 
PERSONNEL RECORDS ARE 
RETAINED INDEFINITELY IN 
AGENCY SPACE TO SATISFY 
PAYROLL,REEMPLOYMENT,UN-
EMPLOYMENT COMPENSATION, 
TAX, AND EMPLOYEE RETIREMENT 
PURPOSES FOR SUCCESSFUL 
APPLICANTS UNDER THE JSC 
EXCHANGE SCHOLARSHIP 
PROGRAM,RECORDSARE 
MAINTAINED UNTIL COMPLETION 
OF AWARDED SCHOLARSHIP AND 
ARE THEN DESTROYED. RECORDS 
PERTAINING TO UNSUCCESSFUL 
APPLICANTS ARE RETURNED TO 
THE INDIVIDUAL. FOR 
PARTICIPANTS IN SOCIAL OR 
SPORTS ACTIVITIES, RECORDS ARE 
MAINTAINED FOR STATED 
PARTICIPATION PERIOD AND ARE 
THEN DESTROYED. 

'Rc.c«el<" CA." n..r be. N---TI feJ. 1t> 
~f~(!...· 
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SCHEDULE 9
 

ITEM
 
rUF1#1 

{9090] 

8 
{9100] 
(N 7-2) 

MINIMUM 
DESCRIPTION OF RECORD SERIES RETENTION 

REIMBURSABLE AGREEMENTS - FINANCIAL 

A.	 GUIDELINES APPLICABLE TO REIMBURSABLE AGREEMENTS 

Reports, correepondence, working files and other documentation required RETAIN ON-SITE UNTIL 
on file to support reimbW'lable activities. REFERENCE VALUE CEASES; THEN 

DESTROY. 

B.	 BENEFITOR FILES 

Includes original authorities for reimbW'lable funding for resident agencies.	 DESTROY 6 YEARS AND S MONTHS . 
AFTER FINAL PAYMENT. 

C.	 OCCUPANCY (SSC ONLY) 

Includes .taflIng levels, .pace allocation, utility coate, burden anal)'lell and THESE RECORDS ARE UNIQUE TO 
all pertinent inCormation used in occupancy rate development at SSC. SSC AND WILL BE MAINTAINED IN 
Recorda include occupancy rate development data; quarterly detail reportl; SSC SPACE FOR 10 YEARS RETIRE 
and, SSC Personnel Strength Reportl (including hietorical data). TO FRC WHEN 10 YEARS OLD. 

DESTROY WHEN 20 YEARS OLD. 
D.	 WORK PERFORMANCE AGREEMENTS (JSC ONLY) 

Records include agreemenh between JSC and other government or 
non-government agencies (the customer) whereby JSC performs work 
prescribed in the agreement and JSC iI reimbureed Cor the COlt oC 
the work by the cu.tomer. These agreements are Ulually 1 to S 
yean in duration. 

1.	 Office oCpnmary reaponlibihty TRANSFER TO FRC WHEN 10 
YEARS OLD. DESTROY WHEN 20 
YEARS OLD. 

2.	 All other offices/copies. DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE OR 
WHEN 5 YEARS OLD, WHICHEVER 
IS SOONER. 

E.	 ALL OTHER OFFICES/COPIES OF THE ABOVE RECORDS OTHER DESTROY WHEN NO LONGER 
THAN	 THE OPR. NEEDED OR WHEN S YEARS OLD, 

WHICHEVER IS SOONER. 

APPORTIONMENT SCHEDULES - AGENCY WIDE CODING STRUCTURE 
ALSO SEE SCHEDULE 7 

A.	 Apportionment and reapportionment schedules proposing quarterly 
obligations under each authorized appropriation, Le., Research 
and Development; Space Fhght and Data CommunicatioDl; 
Construction oC Facilities, Research and Program Management; and, 
the Inspector General. th4.nJ-" 
1.	 HEADQUARTERS (CODE B ONLY) RETIRE TO FRC S YEARS AFTER 

(These are records sent to OMB and Treasury which .how the FISCAL YEAR, 5 YEARS FOR NO 
division oC funding by project/prolRDl.) YEAR APPROPRIATIONS. DESTROY~ 

WHE~ " 1!iltL"1:tI 8to8. (II) 1000f« /I
-Jr /AIM" UJ'frr o/~ wJarc.J.4VU"is soaM 

DESTROY 2 YEARS AFTER THE 
CLOSE OF THE FISCAL YEAR. 
(GRS 5-4 (88») 

B.	 Periodic report. on the .tatua of accounts ionments. 
(THIS IS THE SAME t4S ITEM 2Je, S 

1.	 Annual report (end oC wcal year). ESTROY WHEN 5 YEARS OLD. 
(G 88}) 

2.	 All other copies/reports. DESTROY S YEARS END OF 
THE FISCAL YEAR IN WHIC 
CREATED 
(GRS 5-Sb (88)) 
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SCHEDULE 9 

ITEM MINIMUM 
[UFf #1 DESCRIPTION OF RECORD SERIES RETENTION 

ACCOUNTING RECORDS 

EXPENDITURES ACCOUNTING GENERAL CORRESPONDENCE AND SUBJECT FILES 

Correspondence or subject file. maintained by operating unit. respcnsible DESTROY WHEN 2 YEARS OLD. 
expenditures accounting, pertaining to their internal operUiona and [GRS 7-1 (88»)

ad . iatration. • 

eiving report.; in reporting unit.; and related workin,	 DESTROY WHEN! YEARS OLD. 
(GRS 8-6a/b (88») 

Ledgers, forma, and electro record. used to accumulate	 data for use in 
coat report •. 

1.	 Led,ers and forme DESTROY WHEN! YEARS OLD. 
[GRS 8-7a (88») 

2. Automated recorde. 

(a)	 Detail carda. DESTROY WHEN 6 MONTHS OLD. 
[GRS 8-7b(1) (88») 

(b)	 Swmnary carda. DESTROY WHEN 6 MONTHS OLD. 
(GRS 8-7b(2) (88») 

(c)	 Tabulations DESTROY WHEN I YEAR OLD. 
(GRS 8-7b(S) (88») 

(N 1-18) D. COST REDUCTION 

Reportll, correspondence, working papers, and other .upporting documentation 
required to be on file. 

1.	 Headquarlers. RETIRE T 
CLOSE OF F 
RECORDS WE 
DESTROY 6 Y 
FISCAL YEAR. 

2.	 Field Inatallatiollll. RETIRE TO FRC ! Y""A~~ 
CLOSE OF FISCAL YEAR I 
RECORDS WERE CREATED. 
DESTROY 5 YEARS AFTER SUB 
FISCAL YEAR. 

10 SIGNATURE AUTHORITY FILES 
[9210J 

Recordll conlilt of .ignature authoritie. for miseellaneoua adminilltrative DESTROY UPON SEPARATION, 
record. which include, but are not limited to, Diner'. Club authorisationa; TRANSFER, OR TERMINATION OF 
reportll of mail; authority for speeifled employees to certify funda, etc. AUTHORIZED EMPLOYEE OR WHEN 

5 YEARS OLD, WHICHEVER IS 
SOONER. 
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SCHEDULE 9
 

ITEM MINIMUM 
rUF/#[ DESCRIPTION OF RECORD SERIES RETENTION 

NERAL LEDGER - ACCOUNTING 

A. GENERAL ACCOUNTING LED 

Ledgers .howin, debit and credtt antri., and refiedin, expenditurea in
 
.ummary (balanced receipts).
 

eN 3-6)	 B. TRIAL BALANCE LEDGERS 

Monthly consolidated financial reporta supponed by analyaea reporta at the
 
appropriation, f'und, or other level, covering all NASA ulets, Uabiliti.,
 
funda, equity, revenue., and co.h. The eonsolidated agency-wide repon it
 
bued on and includea the trial balance and related repon •• ubmitted by each
 
NASA inatallation.
 

1. ORIGINAL RECORDS (CODE B ONLY) .3 /(,{j) u.~?-
(a)	 Annual September Repon. RETIRE TO FRC WHEN NO LONGER 

NEEDED FOR REFERENCE OR 
WHEN 6 YEARS OLD. DESTROY 
WHEN 10 YEARS OLD. 

RETIRE TO FRC 2 YEARS AFTER 
FISCAL YEAR INVOLVED 
DESTROY 10 YEARS AFTER 
SUBJECT FISCAL YEAR. 

2. All other officel/copies of'the above repon. (mcluding COpl DESTROY AS SOON AS ACTIVE 
maintained	 at NASA installation.). • __ c..RENCE VALUE CEASES OR 

WHEN OLD WHICHEVER IS 
SOONER. 

ALLOTMENT/APPROPRIATION FILES 

howing .tatUi of' obligation. and allotmenh under each authorized DESTROY 6 YEARS AND 3 MONTHS 
appropriatl	 AFTER THE CLOSE OF THE FISCAL 

YEAR INVOLVED. 
[GRS 7-3 (88») 

13 
[9280] 
(N 3-3)	 Recorda used in posting and control media, .ubsidiary to general and 

allotment ledgers (Items 9 and 11), and not covered elaewhere 
schedule. 

A.	 ORIGINAL RECORDS. STROY WHEN S YEARS OLD. 
[G -4a (88») 

B. ALL OTHER COIPES. 
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SCHEDULE 9 

ITEM MINIMUM
 
rUFf #1 DESCRIPTION OF RECORD SERIES RETENTION
 

14 FINANCIAL STATUS REPORTS 
{9300]
(N 3-4) A. MONTHLY CONSOLIDATED - AGENCY WIDE 

Thia is a monthly consolidated agency wide financial report oC commitments, obligations,
 
coata, disbursements, and ruource authoruation., consisting oC 11 volumu, orcaniud
 
generally by program actiVity. The Collowingbat oC report. are considered a part
 
oC this aeriu, but is not all inclusive:
 

Highlight	 Report, Balance oC Paymenb Report; Medical Report; 
Expert and Consultant Report; SEDSA--Eat. Distribution oC Selected accounts. 

1. HEADQUARTERS - OFFICIAL RECORD:	 .3/i/A (I) aJJ4rlj'-
(a>	 Monthly WUU oC Volume 1, Summary oC Data CorAdministrative RETIRE TO FRC AFTER THE CLOSE 

Operations, Reaearch and Development, and Construction oC OF THE FISCAL YEAR TO WHICH 
Facihtles Fundmg; and Volume 6, Project and Program Year THE RECORDS PERTAIN. DESTROY 
Summary by Program Office and by !natallatlon. WHEN 10 YEARS OLD. 

(b)	 Monthly wues oC all other volumes oC the report printed. RETIRE TO FRC AFTER THE CLOSE 
OF THE FISCAL YEAR TO WHICH 
THE RECORDS PERTAIN. DESTROY 
5 YEARS AFTER SUBJECT FISCAL 
YEAR. 

2. All other copies oC the report. in Program Offices, NASA Installations, DESTROY WHEN ACTIVE 
or	 other offices. REFERENCE VALUE CEASES OR 

WHEN 3 YEARS OLD, WHICHEVER IS 
SOONER. 

(N 3-5) B. CONTRACTS AND GRANTS REPORTS - STATUS 
(N 7-9) SEE ALSO ITEM 19, SCHEDULE 7 

Recorda in this category consist oC a consolidated agency wide report oC financial 
and .tatistlcal data covering NASA contracts, grants, and mtra-Governmental 
purchaae	 requests. 

1.	 HEADQUARTERS - OFFICIAL RECORD: 

(a)	 Annual September Issue (Following Formata) .. PEit1VifiENT • ::rI~chant<-
E- 3, E-5A; E- 7, E- 8; E- 9; E-10, E-ll; E-12; RETIRE TO FRC 1 YEAR AFTER 
E-16, E-17, E-26; E-27; E-28, E-29, E-31; E-34; CLOSE OF FISCAL YEAR TO WHICH '11.--'-.. 
E-34.A; E-35; E-36-1; E-36-3, E-36-4, AND E-SS. RECORDS PERTAIN. Ifft:A:NSFER 'f'6' ~ I IUY 

Jf:A:fb\t 10 YEARS AFTER SUBJECT 
FISCAL YEAR. 

DESTROY MONTHLY ISSUES AFTER 
90 DAYS, OTHER ISSUES AFTER THE 
CURRENT REPORT IS PRODUCED. 

2. All other copies oC the report. in Program Offices, NASA !natallations, DESTR CTIVE 
or	 other offices. REFERENCE VALUE "CE~tSi;...atB....-

WHEN 3 YEARS OLD, WHICHEVER , ..~--
SOONER. 
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SCHEDULE 9
 

ITEM MINIMUM 
rUFI#! DESCRIPTION OF RECORD SERIES RETENTION 

CERTIFICA TES OF SETTLEMENT FILES 

Copiea of cenificates and MUlement of accounb of accountable officen,
 
.tatemenb of differencee, and related records.
 

Cenificates coverine clOHd account MUlemenb, .upplemental DESTROY 2 YEARS AFTER 
MUlemenb, and final balance MUlemenb. DATE OF SETTLEMENT. 

(GRS 6-5a (92») 

b.	 DESTROY WHEN SUBSEQUENT 
CERTIFICATES OF SETTLEMENTS 
ARE RECEIVED. 
(GRS 6-5b (92») 

c.	 nificatea of MtUement of claiJm MUled by the DESTROY 2 YEARS AFTER 
ing Office. DATE OF SETTLEMENT. 

16 TAX FILES 
[9620J
(N 4-14) a. 

Repone of withheld Federal t ea, such u IRS Form W-5, with related DESTROY WHEN" YEARS OLD. 
paper., Ineludmg' report. relatin to income and lOCial IeCUrity taxes. (GRS 2-1& (88») 

(N 4-12) b. EXEMPTION FILES 

Withholding tax exemption cenificatea, DESTROY" YEARS AFTER FORM 
Bimilar .tate tax exemption forma. IS SUPERSEDED OR OBSOLETE. 

[GRS 2-18a (88») 

(N 4-13) c. RETURN FILES 

Retuml on income taxes withheld such .. IRS Fo	 DESTROY WHEN" YEARS OLD. 
[GRS 2-18b (88») 

17 PAYROLL RECORDS 
[9620J 
(N 4-1) A. INDIVIDUAL ACCOUNTS 

Individual earning and Mrvice eards, sueb u Optional Form 1127 or
 
equivalent. Includes payroll. when individual earning or pay carda
 
are not prepared. [SEE NOTE1)
 

1.	 ELECTRONIC - Pay record for each employee .. maintainted in an PDATE ELEMENTS AND/OR 
electronic database. Thil database may be a .tand-alone payroll TIRE RECORD AS REQUIRED. 
ay.tem or pan of a combined per.onnel/payroll lY.tem. [G 2-1& (93») 

2.	 NON-ELECTRONIC - Individual pay record containing pay data on TRAN ER TO NATIONAL 
each employee within an agency. This record may be in paper or PERSO EL RECORDS CENTER. 
microform, BUT NOT in machine readable form. DESTRO WHEN 66 YEARS OLD. 

[GRS 2-1b 95») 

b.	 NON-CURRENT PAYROLL FILES 

Copy of non-current payroll data &I maintained by payroll Mrvice	 DESTROY 16 YE AFTER CLOSE 
bureaua in either microform or machine readable form.	 OF PAY YEAR IN W CH 

GENERATED. 
(GRS 2-2 (93» 

If filed in Official Personnel Folder (OPF) OR inindividual pay folder
 
adjacent to the OPF, destroy with the OPF. (SEE SCHEDULE 3, ITEM J)

If NOT in or flied adjacent to the OPF, Destroy 56 years after the date
 
of the last entry on the card.
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SCHEDULE 9 

ITEM MINIMUM 
rUFf #1 DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: PAYROLL FILES 

CORRESPONDENCE FILES 

General correspondence fila maintained 
ayroll preparation and processing. 

by payroll unib pertaining to DESTROY WHEN 2 YEARS OLD. 
[GRS 2-2 (88») 

(N 4-7) ic. 

ch u SF 1125, or it. equivalent, payroll control reci.tera. DESTROY AFTER GAO AUDIT OR 
WHEN 3 YEARS OLD, WHICHEVER 
SOONER. 
[GRS 2-14 (88») 

IS 

(N 4-6) D. PAYROLL FILES 

Memorandum eopies oC pa Ill, check liab, 
.uch u SF 101SA, SF 1128A, r equivalenb. 

and related certification .hee", 

1. Security
Treuury 

copia oC documents repared or used (or di.buraement 
di.buralDg offices, Wit related papera. 

by DESTROY WHEN FEDERAL RECORD 
CENTER RECEIVES SECOND 
SUBSEQUENT PAYROLL OR CHECK 
LIST COVERING THE SAME 
PAYROLL UNIT. 
[GRS 2-13a (88») 

2. All other copies. 

(a) If earning record card is maintained. DESTROY AFTER GAO AUDIT OR 
WHEN S YEARS OLD, WHICHEVER 
SOONER. 
[GRS 2-1Sb(l) (88») 

IS 

(b) If earning record card is NOT maintained. TRANSFER TO NPRC, ST. LOUIS, 
MISSOURI, WHEN 3 YEARS OLD. 
DESTROY WHEN 10 YEARS OLD. 
[GRS 2-1Sb(2) (88») 

(N 4-8) E. CHANGE FILES 

Payroll change .lips, excluaive oC those oC the OPF, .uch u SF 1126. 

1. Copy used in GAO audit. DESTRO 
RECORDS 
WHEN S Y 
SOONER. 
[GRS 2-15& 

HEN RELATED PAY 
AUDITED BY GAO OR 
OLD, WHICHEVER IS 

2. Disbuning officer copy UIed in preparing checb. DESTROY AFTER 
CHECKS. 
[GRS 2-15b (88)] 

PRE 

3. All other copiea. DESTROY 1 MONTH AFTER 
OF THE PAY PERIOD. 
[GRS 2-15c (88») 

T 
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SCHEDULE 9
 

ITEM MINIMUM 
rUFI#l DESCRIPTION OF RECORD SERIES RETENTION 

ACCOUNTING ADMINISTRATIVE FILES 

Correspondence, reporh, and data relating to voucher preparation,
 
. i.trative audit, and other accounting and dilbuning operations.
 

&. used for workload and personnel management purpoHil.	 DESTROY WHEN % YEARS OLD. 
[GRS 6-5a (92» 

b.	 DESTROY WHEN 3 YEARS10LD. 
[GRS 6-5b (92») 

19	 MBURSABLE TRAVEL/PASSENGER FILES 
[9630J
eN 22-1)	 Recorda and copiea of recorda relating 
(N 22-2)	 u travel crders, per diem vouchers, and ther .upporting documenh 

relating to official travel by officers, employ_, 
authorised by law to travel. 

A.	 Travel admini.trative office fila. DESTROY WHEN 6 YEARS OLD. 
[GRS 9-3a (92») 

B.	 Obligation copies. DESTROY WHEN FUNDS ARE 
OBLIGATED. 
[GRS 9-3b (92») 

C. All other office/copies.	 DESTROY WHEN NO LONGER 
EDED OR WHEN 3 YEARS OLD, 

W EVER IS SOONER. 

D. Unuaed ticket redemption forma, such u SF 1170, or other	 DESTRO HEN NO LONGER 
miaeellanecus	 travel documentation. NEEDED FO MINISTRATIVE 

USE OR WHEN EARS OLD, 
WHICHEVER IS S ER. 
[GRS 9-1e (92») 

20 TRAVEL AND TRANSPORTATION FILES - GENERAL 
[9730J 

tine adnuniltrative records including correspondence, forma, and related DESTROY WHEN % YEARS OLD. 
records pe . ommercial and noncommercial agency travel and [GRS 9-·b (92») 
transportation, and freig ot covered elsewhere in tlliI schedule 
or Schedule 6. 

C.	 Credit card fila and documentation show i1suance by commercial DESTROY CREDIT CARDS AND 
organisations for reiaaue to agency penlODDelfor their use while on RELATED PAPERS UPON 
official travel duty; receipts, registers, or other related document!. RECEIPT OF NEW CREDIT CARDS. 
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SCHEDULE 9 
ITEM MINIMUM 
rUFI #1 DESCRIPTION OF RECORD SERIES RETENTION 

PASSPORTS ISSUANCE/CONTROL FILES (SEE NOTE11 

Documenb relatin 
requab ror pauportl, 
authorisationa. 

e wuance 
tran . 

or official pauportl, includine DESTROY WHEN 3 YEARS OLD OR 
UPON SEPARATION OF THE BEARER 
WHICHEVER IS SOONER. 
[GRS 9-6a (91») 

Reports to the Department or State concemine 
pauportl wued and related matters. 

the number or official ESTROY 
( -6b 

WHEN 
(91») 

1 YEAR OLD. 

C. PASSPORT REGISTERS 

Registers and liata or &Jeney perlonnel who have official pauporu. DESTROY WHEN NO LONG 
NEEDED OR WHEN 3 YEARS 
WHICHEVER IS SOONER. 
[GRS 9-6c (91») 

OLD, 

22 
{9791] 

IMPREST FUND 

Acknowledgement or responsibility rornu ror caahien; Releaae 
or responsiblhty; Imprest Fund Alarm System; Request to Increase 
Jrnpreat Fund Advance; and, Audit of Impreat Fund. 

Recorda in tim aeria include but are not limited to the rollowine typea: DESTROY UPON SEPARATION, 
TRANSFER, OR TERMINATION OF 
AUTHORIZED EMPLOYEE, OR WHEN 
6 YEARS OLD, WHICHEVER IS 
SOONER. 

OFFICIAL PASSPORTS SHOULD BE RETURNED TO THE DEPARTMENT OF STATE 
UPON EXPIRATION OR UPON THE SEPARATION OF THE EMPLOYEE. 
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SCHEDULE 9
 

ITEM MINIMUM 
lUll" DESCRIPTION OF RICORD SERIES RETENTION 

• INSPECTOR GENERAL RECORDS • 

23 INSPECTOR GENERAL INVESTIGATIONS CASE FILES· NASA 10 IGIC 
{9900j
PASR A. AGENCY PROGR.WS/OPElV.TIONS 

C... fU•• dev.lop.d durin, InnlUlaUon. of known or allilid
 
fraud and .bull and IrrlfUlarltl .. and "lola&1on. of law, and
 
NfUJ.,lon., C.... Nla'. to ... nC1 p.nonn •• and prop'alrlJ and
 
ope.atlon, adminl.t ... d o. fin ..ncld by thl apnc)" Includln,
 
cont.Kto .. and olb.r ha"ln, a .. Iatlon,hip with th. "Inc),.
 
Thl. Includ .. inn.U •• tl". nl.... t.Un. '0 .mplo)", and hoUlna
 
complaint., and o'h.r ml.c.l1an.ou. complalnt fl1... rll.
 
con.I., of Invet'iea'I". rlport. and rat.,ed c1.ocum.nt., .uch II
 
c:orruponcl.lncl, nota, a"Khmlnts, and worldn, pape ...
 

ill' contalnln, InformaCion or aUllaUon. which Il'II of DESTROY WHIN I YEARS OLD. 
an .'lve nature but do not 1"81.'1 &0 a .pec:lftc (ORS n.1a (91»)
lnvl,tl,ai o. e Indud. anonymoul or V&fU1 all.,.tlon. 
not .uranUn. In n aUon, maUlrt m.rNd to 
con.Utulnca or olher a,.nc • andUn,. and IUPPOr1 
fll •• p!'O"ldln, IInlr.l Information w a,. prove u••ful In 
In,peetor Oln.rll Inv .. ,I,IIUon •. 

2.	 All other Iny.,tl.atlv. cu. tU•• excep' .boll tha' are PLACE IN INACTIVE FILEI!I 
unu.uallr .i.nincant for dotumen'in, major vlol.tlon. of EN CASE 18 CLOSED. 
of criminal taw or •• hlcal .tandard. by &llnc)' oft'iclal. or CL AOTIVE FILE AT END 
othlrl. OF FISCAL DESTROY 10 

YZAIlS .uTER 1'1 OLOSED, 
(ORS 1I-1b (GI») 

I.	 Sicnifican' CUI filII, I.s., Ohall.n,lrj Hubbl., Inv .. tllaUon. and/or THESE FILES MAoY BE OONI!IIDERED 
.ub.tanllve	 chan,l' In .,.nc)' poUcy or proc.c1.ur'l'. ·PERMANBNT' AND MUST BE 

SOHEDULED BY SUBMITTING AN 
&r-Il! FOR DISPOSITION. 

1. Bpeclal Intere.t. STR.OY 10 YEARS AFTER 
CL . 

OASB IS 

(NCl-2U-

2. Routine Int .... C. DESTROY I YEARS A 
CLOSED. 
(N01-2U.81-1) 

A file is 'lot closed until all judicial and administrative avenues and considerations have 
been finally exhausted. At lhe time of c/oslng. the file is designated as a "Spec/ar or 
"Routine" interest file. Special interest files are those investtgattve ftles which the 
Assistant Inspector General [or Investigattans determines should be retained because 01 
especially signilicant, sensitive. or historical content. A.IIother files are considered 
routine interest files. 
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SCHEDULE 9 

ITEM MINIMUM
 
lUFf #1 DESCRIPTION OF RECORD SERIES RETENTION
 

AUDIT FILES 

1. Office of Primary RapoD.libility. 

2. All other offic:el/copia. 

Cue files of intern .• of agency procrama, operation., procedures,

external audit. of contractor. tees.
 
correspondence, memoranda, and .upporfilnN~·k
 

1. Office conducting review.	 CLOSE FILE AT END OF FISCAL 
~........:!~TER CLOSE OF CASE. 

DESTRO AFTER CLOSE OF 
CASE. 
[GRS 22-2 (91)] 

2.	 Or-ganaation being audited. DESTROY 2 YEARS AFTE~ DATE OF 
AUDIT REPORT. 'Itb ~ 

3. All other offices/copies.	 DESTROY 2 YEARS AFTER DATE OF 

AUDIT REPORT. I,/tc c..Atn,t< 
25 POLICY AND PROCEDURE FILES - HQ ONLY 

/991OJ 
Records defining and documenting the policies required for directing, 
controlling, and carrying out OIG operations. Al.o records on planning 
and developing OIG policie. and procedures. Record. can conai.t of 
manual, handboou, chreetiva, and working paper.. 

A. One record copy of each if not included in the agency'. pennanent	 • PERMANENT • 
aet of muter	 directiva fila or the record .et of publicatiOns. CLOSE SET OF DIRECTIVES OR 

PUBLICATIONS WHEN SUPERSEDED 
OR OBSOLETE. TRANSFER TO NARA 
IN 5 YEAR BLOCKS WHEN 10 YEARS 
OLD. 

B.	 Working papen and baeltground materiall. DESTROY WHEN NO LONGER 
NEEDED. 

c.	 All other offices/copies. DESTROY WHEN NO LONGER 
NEEDED. 
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SCHEDULE 9
 

ITEM MINIMUM 
fUF1#1 DESCRIPTION OF RECORD SERIES RETENTION 

26 SEMIANNUAL REPORT TO CONGRESS 
/99JO} 

Report. prepared by the ltatutory OIGI and submltsed to the Congreu, and 
working papenl. The reports lummarize the activities of the OIG for the 
lix-month periods ending March 31 and September 30. For detaila on the 
composition of these reportl, Me SEction 6, Public Law D6-«62, .. amended 
by 6 U.S.C. Appendix. 

A.	 Record copy of rePort (HQ Only). • PERMANENT • 
CLOSE FILE UPON TRANSMISSION 
TO CONGRESS. TRANSFER TO 
NARA IN 6 YEAR BLOCKS WHEN 6 
YEARS OLD. 

B.	 Working and background paperl. DESTROY WHEN NO LONGER 
NEEDED. 

C.	 All other offices/copies. DESTROY WHEN NO LONGER 
NEEDED. 

INDEXES TO CASE FILES 

sed as references to investigative and audit case files.	 DESTROY WITH RELATED 
RECORDS OR WHEN NO LONGER 
NEEDED WHICHEVER IS SOONER. 
[GRS 23-9 (89») 

28 
/9920} 
eN 6-1) A. OF NASA 

Case files on GAO audit. of A activitiel Includes GAO audit
 
reports, correspondence, certific of clearance, notice of
 
completion, and all related paperl.
 

1.	 RETIRE TO FRC 2 YEARS AFTER 
DATE OF AUDIT REPORT. 
DESTROY 10 YEARS AFTER 
SUBJECT DATE. 
[NCI-265-81-1) 

2. Organization audited or organization controlling	 DESTROY 5 YEARS AFTER DATE 
audited	 NASA Contracts. OF AUDIT REPORT. 

[NCI-256-81-1) 

eN 6-3) B. OF CONTRACTORS 

Case files on GAO audits of NASA contractorl. 

1.	 Cognizant procurement office. DESTRO ITH RELATED 
CONTRACT 
[NCI-255-81-1) 

2. All other offices/copies. 
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SCHEDULE 9 

ITEM MINIMUM
 
(UFf #1 DESCRIPTION OF RECORD SERIES RETENTION
 

29 AUDITS OF CONTRACTORS 
[9950J
(N 6-4) A. NASA 

Cue files on NASA audit. oC contractors, including papers related to
 
NASA audit. Corother Government acencies, .uch .. DoD.
 

I.	 Office performing the review. RETIRE TO FRC 2 YEARS AFTER 
DATE OF FINAL AUDIT REPORT. 
DESTROY 8 YEARS AFTER SUBJECT 

~~i~255-81-I)/S4. ~ 

DESTROY WITH RELATED 
CONTRACT FILE. 
[NCl-255-81-1) 

3.	 DESTROY 3 YEARS AFTER DATE OF 
FINAL AUDIT REPORT. 
[NCl-255-81-1) 

4.	 All other offices/copies. DESTROY 1 YEAR AFTER DATE OF 
FINAL AUDIT REPORT. 
[NCl-255-81-I) 

eN 6-5) B. OTHER AUDITS OF NASA CONTRACTORS 

Includes DCAA and HHS audit report_, correspondence, and all relate 

I. Cognizant relPonal audit office. 

2.	 COlIlaant procurement office. DESTROY WITH 
CONTRACT FILE. 
[NCl-255-81-1) 

3.	 All other offices/copies DESTROY 1 YEAR AFTER DATE 0 
AUDIT REPORT. 
[NCl-255-81-1) 

END OF SCHEDULE 
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