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SCHEDULE 7
 

ITEM 
IUF/#l 

1 
[7000J
(N 24-9) 

[7000J 

wii4~W"'-
f""tL.M. \ ~ f\ S 

5-tt..~\ 

DESCRIPTION OF RECORD SERIES 

R&D CORRESPONDENCE FILES 

Record copies of correspondence relating to management and operation of a 
aboratory or a program office. Theae are houaekeeping files and do not 

. ude the official program or project files. 

Copies of documenh contain in project cue files, preliminary .ketches, 
drawings, 'pecificatiolU, and ph grapha determined by competent .dentific 
and technical penonnel not to be 0 uffident value for incorporation into 
project cue file, and correspondence e eming sueh adminiatrative matt era .. 
travel, conferences, consultation., and tr ·ttal of documenh. 

A.	 Director'. office at perl'orming field inltallatl 
program offices. 

B.	 Office of laboratory chiefs and directon luperviaing R&D project.. 

C.	 All other copies. 

Punch cards, e ie tape, or comparable media used to collect and 
assemble data of a prelirrun Interrnedrate character generated from 
such precesses all experiments or obBe . I of a routine, repetitive 
nature, and used for reference in arriving at de e 
conduct of research projects. 

MINIMUM
 
RETENTION
 

RETIRE TO FRC 1 YEAR 
AFTER COMPLETION OR 
CANCELLATION OF THE 
PROGRAM. DESTROY WHEN 5 
YEARS OLD. 

RETIRE TO FRC 2 YEARS AFTER 
COMPLETION, RENEWAL, 
TERMINATION OR CANCELLATION 
OF THE PROJECT. DESTROY 
WHEN 10 YEARS OLD. 

DESTROY 2 YEARS AFTER 
COMPLETION, RENEWAL, 
TERMINATION, OR 

ANCELLATION OF THE PROJECT, 
o IER IF NO LONGER 
NEE D. 

DESTROY WHE 
SUPERSEDED OR EN S YEARS 
OLD, WHICHEVER IS 

DESTROY WHEN DETER..\UNED BY 
COMPETENT AGENCY RESEARCH 
PERSONNEL THAT DATA HAS 
SERVED ALL RESEARCH 
PURPOSES. SCHEDULES 2 
(ELECTRONIC MEDIA) AND 8 

GRAM MANAGEMENT) 
PROJ ITIONAL 
DISPOSITION G 
SOME SERlES OF RECO 
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SCHEDULE 7 

ITEM 
(UFl #1 DESCRIPTION OF RECORD SERIES 

4 R&D LONG RANGE PLANNING FILES 
{7020J 
(N 24-1)	 Documents involving the establishment of sehedules to achieve NASA'.
 

long range reuarch and development objectives, the formulation of
 
new concepta and requirements in R&D for planning purposes and
 
.imilar matter'll'. Included are R&D long range plans, R&D forecasts,
 
documents reflecting the evolution of these plans or forecasts, and
 
documents contribuhng to the development of the plan. or forecasts.
 

A.	 Headquarters offices performing the NASA-wide .taff 
responsibility and office responsible for preparation of 
the plan and forecast. 

offices (Headquarten and !ield irutallatioOl). 

C. All other	 offices/copiea. 

5 R&D PROJECT FILES - PLANNING AND APPROVAL 
{7100J FINAL REPORTS AND COMPLETED PROJECTS - SEE 
(N 25-6) 

A.	 REPORTS 

Reports prepared by the project manager or other project personnel, 
containing information about project progress and research, development, 
test, and evaluation tasks, including the identrficatrcn, time phasing, 
reqinrement s, and other information about planning and approval of the 
project and aaaociated activitiea and finding». 

1.	 PUBLISHED REPORTS 

(a)	 Izutallation.' office of primary responllbility will maintain 
one official record copy of each report which is published 
together with papen showing inception, scope, and background, 
including coordination papen and comments. 

NOTE: Reference copies may be maintained for related work. 

(b)	 Working papers sueh as nctes, roug ra , 
background reports, and other such papen. 

2.	 UNPUBLISHED REPORTS 

Inltallationl' office of primary respcneiblllty will mark and maintain 
one official record copy of each report that is written and circulated 
for NASA use but is not published in a "formal" seriea of reportl for 
general or public d'-i_u_e_Inl-.·n.;..a_ti:..:.o.::.n.:..... _ 

3. Pto~ra.M \ fro}ec:t "tOW-lhe..vrto..--nq}\ 

tI\. R~~rJs ~ d.()C.U.~ M~se.m~ oltC-I<;I~ 

(Mo..1i ra.trl1Yla\e frsv +he. (*~k\is hl1l.e4of tV 

pfDSro. m \ f r()~~ct ~h(:.e,. 

1. 

MINIMUM
 
RETENTION
 

• PERMANENT • 
RETIRE TO FRC 6 YEARS 
AFTER SUPERSESSION OR 
COMPLETION. TRANSFER TO 
NARA WHEN 10 YEARS OLD. 

DESTROY 6 YEARS AFTER 
SUPERSESSION OR COMPLETION. 

DESTROY 2 YEARS AFTER 
N OR COMPLETION. 

SCHEDULE 8 

• PERMANENT • 
RETIRE TO FRC AT END OF 
FISCAL YEAR IN WHICH 
DOCUMENT IS PUBLISHED. 
TRANSFER TO NARA WHEN 
20 YEARS OLD. 

RETIRE TO FRC WITHIN 2 
YEARS AFTER COMPLETION OF 
RELATED PROJECT. DESTROY 
WHEN 20 YEARS OLD. 

\>C/tt'Y\f\I-I(t(T. ~hre. -tD F~ 
Whel\ Z. ~el4.~ 0\&. T~~.fe..r -ft, 
(\I4Rft wnCM. 2...0 ~e.ll.rs o\J.... 



SCHEDULE 7
 

ITEM MINIMUM
 
rUF/#! DESCRIPTION OF RECORD SERIES RETENTION
 

5 CONTINUED: R&D PROJECT FILES - PLANNING AND APPROVAL 

(N 24-4) B. TECHNICAL REPORTS 

Theae record. cOOli.t of one copy of each preliminary, progreu, or final R&D
 
technic&! report or publication prepared or iaaued by a field irut&!lation or
 
activity, or received from their rupective contractor(.).
 

1.	 Office of primary reaponsibility will ma.intain one record copy of each • PERMANENT • 
publication (marked ·Offici&! Copy·) together with related papera DOCUMENT MAY BE RETIRED 
.howing inception, secpe, and background. TO FRC 1 YEAR AFTER 

PUBLICATION. TRANSFER TO 
NARA WHEN 25 YEARS OLD. 

SEND TO INSTALLATION LIBRARY 
FOR DESTRUCTION WHEN NO 

ERENCE. 

new c. PROJECT LISTS 

Lisll, card indexes, or other media reflecting in a ecmprebensive manner DESTROY WITH RELATED 
individu&! projects administered by the agency. PROJECT RECORDS. SEE A. AND 

D. OF THIS ITEM, AND ITEM 6 OF 
THIS SCHEDULE 

(N 25-2) D. PLANNING FILES 

Offici&! record set of the Project Development Plan, General Test Plan,	 System
Safety Plan, Data Management Plan, Quality and Rehabihty Plan, Transportation 
Plan, Configuration Control Plan, Logiatiu Plan, and all other project planning 
documents. Documentation included may consist of concept, definition,	 design and 
development, evaluation, and operation data/records. 10/I'I/'iS'

(II)
1.	 OffiCIal record let a.s maintained either by the office of • PERMANENT • I ./ 

primary	 respenslbrhty or the project office. RETIRE TO FRC WITHIN W YEARS 
AFTER COMPLETION, 
CANCELLATION, OR TERMINATION 
OF RELATED PROJECT. TRANSFER 
TO NARA 10 YEARS AFTER 
SUBJECT ACTION OR WHEN 25 
YEARS OLD, WHICHEVER IS 
SOONER. 

DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE OR ON 
COMPLETION OF THE PROJECT, 
WHICHEVER IS SOONER. 

(N '-9a) E. ADMINISTRATIVE - R&.:D 
(N 24-18) 

Administrative operations mea, correspondence concerning routine or 
temporary administrative mattera. 
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,
SCHEDULE 7 

ITEM 
(U£[#1 

/7100j
(N 24-2) 

7 
/7100j 

MINIMUM 
DESCRIPTION OF RECORD SERIES RETENTION 

R&D PROGRAM MANAGER CONTROL FILES 

These fila reflect the control of research, development, procurement, and • PERMANENT • 
production of those equipment rystema, which because of total coet, technical RETIRE TO FRC 2 YEARS 
complexity, or number of project components, are "tequired to have lpecial or AFTER COMPLETION, 
·program- management. These filea, &II sueh, are accumulated only by omcee CANCELLATION, TERMINATION, OR 
of these program managen who rely on other imtallations to contract for, SUSPENSION OF THE PROGRAM. 
and directly supervlse, the technical and engineering Upectl of the ryltem. TRANSFER TO'NARA 10 YEARS 
(,d:OSO OSEE liCJ1EF5E7LE 5 iTEM jY -BRANT FlLES, AFTER SUBJECT EVENT OR WHEN 

25 YEARS OLD WHICHEVER IS 
SOONER. 

EARTH OBSERVATIONS COMMERCIAL APPLICATIONS PROGRAM (EOCAP)
(SSC ONLY) 

Stenni. Space Center (SSC) mr.nage., on behalf of NASA Office of 
Commercial Progn.ma, an applications program, EOCA?, duigned to 
develop commercial interest for NASA-developed Remote .emlng 
technology. Proposala are received at NASA Headquarters u a 
part of a NASA Research Announcement (NRA) Selected proposals 
(projects) are transferred to SSC for general program management. 
Proposal files eonaist of the proposal (aJI received), funding 
documentation, deliverablea, and schedules. Filu are kept 
in the following format/orgaruntion: 

A. EOCAP I PROPOSALS 

1. Selected proposals, scores, evaluations, recommendations,	 FUNDED PROPOSAL FILES WILL BE 
and funding	 information. INCORPORATED INTO EOCAP I 

CONTRACT FILES. 

2. Proposal. not selected.	 DESTROY WHEN 1 YEAR OLD. 

B. EOCAP I CONTRACTS 

Records include material. generated dunng propos al selection, Item A.	 DESTROY CONTRACT FILE 3 YEARS 
AFTER COMPLETION OF PHASE I. 
(THIS INCLUDES RECORDS 
INCORPORATED FROM a. ABOVE) 

c. EOCAP I REPORTS 

Recorda comiat of both quarterly and annual reporta.	 DESTROY REPORTS S YEARS AFTER 
COMPLETION OF PHASE I. 

D. EOCAP I ADMINISTRATION/REVIEWS 

Record. consist of a.dnunlltrative correspondence and communieatiomj DESTROY S YEARS AFTER
 
including program review. and other related activities. COMPLETION OF PHASE I.
 

E. EO CAP II RECORDS 

EOCAP II records follow the lame procedure. and dispoaition in.truction. SEE ABOVE ITEMS FOR DISPOSITiON 
aa EOCAP I except for EOCAP II proposals which are incorporated into the INSTRUCTIONSj PHASES CHANGE 
contract file for follow-on work to EOCAP I contracts, unleaa they are a TO REFLECT NEW PROGRAM, I.E., 
aeparate contract. DESTROY CONTRACTS S YEARS 

AFTER COMPLETION OF PHASE II. 
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ITEM
 
lUF/#l DESCRIPTION OF RECORD SERIES
 

8 NASA RESEARCH ANNOUNCEMENTS (NRS) • ne.t.U 
[7100J 

Reco~ corusist of announcemenh encouraging the .ubmiNion or research 
propouh. Thue announcemenh are usually made in circulated notice. 
and Jetten,	 sueh u Spaee Science Notice., Application. Noticel, and 
-Dear Colleaguew Jetten. Selection of propolal haa been made following 
peer or .aentific (lee Item 9 of thil schedule] review of the proposal •• 

I 

9 R&D PEER REVIEW AND EVALUATIONS - (l~W 
[7100J 

A. EXTERNAL REVIEWS 

Inveltigative reporh of peer review. and evaluations, which may include 
but are not limited to "Dear College" letters concerning the feuibility 
of perfonning and aequiring the .ervices of, or the performance of an 
waolicited proposal !rom researchers and/or .cientiJh. 

1. Report. and proposal. resulting in a project. 

2. Reports and proposals not selected or rejected proposah. 

B. INTERNAL REVIEWS 

Report. of peer review. and evaluaricns including, but not limited to, 
proposals, slides/charts, letters, and a chairman's .umma.ry report 
concerning the research being preformed by a specifie (roup/indIvidual or 
ruearchers and/or KientiJta. 

1. Accepted propo.als resulting in a project. 

2. Rejected proposals, 

10 PROJECT APPROVAL DOCUMENTS (PAD)
[7120J 
(N 7-4)	 Authorintionl to initiate and carry out the project(.) within the KOpe defined 

in the PAD and within available allotted funds, 

A. HEADQUARTERS 

SCHEDULE 7 

MINIMUM 
RETENTION 

TRANSFER ALL FILES TO THE 
RESPONSIBLE DIVISION/PROJECT
2 YEARS AFTER AWARD. RECORDS 
WILL BE INCORPORATED INTO 
INTO THE OFFICIAL PROJECT FILE, 
OR GRANT/CONTRACT FILE. 

FILE DOCUMENTATION WITH THE 
RELATED GRANT OR CONTRACT 
FILE; DESTROY ACCORDINGLY. 

RETIRE TO FRC WHEN 1YEAR 
OLD. DESTROY WHEN 6 YEARS 
OLD. 

FILE WITH	 RELATED CASE FILE 
(GRANT OR CONTRACT), DESTROY 
ACCORDINGLY. 

RETIRE TO FRC WHEN 1YEAR 
OLD. DESTROY WHEN 6 YEARS 
OLD. 

• PERMANENT • 
RETIRE FILES BY FISCAL YEAR TO 
FRC WHEN NO LONGER NEEDED 
FOR ACTIVE REFERENCE OR WHEN 
8 YEARS OLD, WHICHEVER IS 
SOONER. TRANSFER TO NARA 
WHEN 26 YEARS OLD. 

DESTROY ANNUAL ACCOUNTS 
WHEN 2 YEARS OLD, AND NO YEAR 
AC 
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SCHEDULE 7 

ITEM MINIMUM
 
rUFI #1 DESCRIPTION OF RECORD SERIES RETENTION
 

MANAGEMENT PROJECT FILES 
17l20} 
(N 1-31)	 Survey., analytical Itudie., backgTOun data, interim report., RETIRE TO FRC 3 YEARS AFTER 

final report., and related papera perta.ining to adminiatrative un	 COMPLETION, TERMINATION, OR 
C PROJECT. 
DESTROY WHEN 7 

12 R&D SPECIFICATION FILES 
17l2]}
(N 24-6)	 Preliminary, experimental, and final .pedficahona created in connection with
 

engineering projects. Arrange by 'pe<:lfication number or by project.
 

A.	 Office delegated responaibllity ror ma.intenance of official record .etl. • PERMANENT • 
RETIRE TO FRC WHEN NO LONGER 
NEEDED FOR REFERENCE OR WHEN 
6 YEARS OLD WHICHEVER IS LATER. 
TRANSFER TO NARA WHEN 16 
YEARS OLD. 

DESTROY WHEN OBSOLETE, 
OR WHEN 3 YEARS 

OLD, WHICHEVER IS 500 

PUBLIC REACTIONS TO ESTABLISHMENT OF MAJOR PROJECTS 
17J20} 
(N '8-'7)	 Correspondence ....ith citir;ens, In 'ci al offices, expreasing interest DESTROY 3 YEARS AFTER
 

in or opposrt ion to establishment or new field cent era SELECTION OF SITE OR
 
construction programs. This correapondence usually cites adverse impac DONMENT OF SITE SURVEY
 
upon the commumty. OR AFT' OF NEW
 

PROGRAM WHICHEVER 

RESEARCH AND TECHNOLOGY OBJECTIVES AND PLANS (RTOP) - ci\M-\~ 
Documen nsist of, and are used for, management review and control of research 
currently in pro I. RTOPs are designed to facilitate communication and coordmation 
among technical pers el and to expedite the technology transfer process RTOP. are 
arranged in 6 sect ions coni 'ng of the following' 1) cltationl and summeries of the 
RTOP. lilted in ascending num order; 2) Subject indexes Ii.ting in alphabetical 
order ma.in .ubject headings by whic OPI have been identified; 3) Technical monitor 
index lilting individual. reaponaible for R .• ) Reeponsrble NASA organiution 
index lilting the NASA organir;ahon ....hieh deve d the RTOPI contained in the Journal; 
and, 6) RTOP number index providmg a cress-index the RTOP number uligned by the 
responsible NASA organir;ation to the corresponding acces' number usigned sequentially 
to the RTOP. in the Summary. p I. r .i, L 

£~Ir'\I\t.ti~T. 1~t\5TW w 11M" Wl\ef\ 
A. INSTALLATIONS - Office of Primary Re.ponaibility	 DESTROY WHEt. II .fi!:IItR:S OLB. JD ~€Ars old. 
B. HEADQUARTERS - Secretariat Office (Comptroller)	 PERMANENT • 

(Record.	 include Development &t Operdionl Report •. ) TO FRC WHEN 4 YEARS 
SFER TO NARA WHEN 30 

C.	 All other officea/copiea. DESTROY WHEN LONGER 
NEEDED OR WHEN 3 
WHICHEVER IS SOONER. 
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ITEM 
rUF/#l 

15 
{7J50J
{8080J
(N 24-10) 

16 
{7170J 
PASR 

17 
{7230] 

18 
/7320J
(N 24-5) 

DESCRIPTION OF RECORD SERIES 

R&D INSTALLATION TEST SCHEDULING - c..ho.m~ 
Documenh used by testing unib to autboriu, schedule, and control project 
telting and evaluation of modele or prototypes in lpeciali&ed facilities, sueb 
aa wind twmele, materiale teat laboratoriea, etc. Included are ecples of 
project orden, copies of operating schedules, eritical evenh, feeder reportl, 
and related papers, 

SCHEDULE 7 

MINIMUM 
RETENTION 

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

HUMAN EXPERIMENTAL AND RESEARCH DATA RECORDS - NASA 10 HERD
 

Records in thu Iyatem consiah of data obtained in the course of an 
experiment, teat, or ruearch medical data from in!light reeords; other 
infonnahon collected in connection with an experiment, test, or re..eareh. 
Included in thil IYltem of record I ia infonnation about individual. who 
have been involved in Ipace !light, a.eronautical research !light, and/or 
participated in NASA tute or experimental or research prograrn: Civil 
Service employees, rruhtary, employees of other government agencies, 
contractor employees, Itudente, human subjecte (volunteer or paid), and 
other volunteers on whom infonnation iJ coUected u part of an experiment 
or .tudy. ;;See /late!} _ 

INSTITUTIONAL OPERATING PLAN (lOP) - new 

Records in thla ~riea are used for the proposed operation plan for 
particulu fund sour-ces related to Rc!.:PMmoney. It la a part of the semi-
annual budget cycle and iJ eenaidere d working papers for the program/ 
project officee in the budget ary pl&nning precess, wually for the 
current yeu and nOO year moniea. 

DRAWINGS - R&D FACILITIES FILES 

Preliminary, experimental, final design, and "u built" drawings created 
in connection With research and development projects, Including reduced-
.ir.e orreet prints and aperture cards. Arrange by drawing' number or by 
project. 

A. Office delegated reeponaibihty for maintenance of official record aet. 

C. All other eepies and offices. 

ASTRONAUT RECORDS - SEE
 
SCHEDULE 8. GROUND TEST AND
 
RESEARCH DATA ARE RETAlNED
 
FOR VARYING PERIODS OF TIME
 
DEPENDING ON THE NEED FOR
 
USE OF THE FILES, AND ARE
 
DESTROYED OR OTHER WISE
 
DISPOSED OF WHEN NO LONGER
 
NEEDED, EXCEPT THAT
 
SIGNIFICANT MEDICAL DATA WILL
 
BE HANDLED IN ACCORDANCE
 
WITH OPM REGULATIONS AND
 
NASA SCHEDULE 1.
 

DESTROY WHEN 5 YEARS OLD.
 

• PERMANENT •
 
RETIRE TO FRC WHEN 5 YEARS
 
OLD. IF FILED BY PROJECT,
 
TRANSFER AFTER COMPLETION.
 
TRANSFER TO NARA WHEN 2S
 
YEARS OLD.
 

DESTROY WHEN NO LONGER
 
NEEDED OR WHEN 10 YEARS OLD,
 
WHICHEVER IS SOONER HARD
 
COPIES MAY BE RETIRED TO FRC
 
WHEN 6 YEARS OLD AND
 
DESTROYED WHEN 10 YEARS OLD.
 

DESTROY WHEN OBSOLETE,
 
SUPERSEDED, OR NO LONGER
 

DED FOR REFERENCE, OR 
WH ARS OLD, WHICHEVER 
IS SOONER. 
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SCHEDULE 7
 

ITEM MINIMUM
 
(UFI #1 DESCRIPTION OF RECORD SERIES RETENTION
 

FINANCIAL REPORTS - CONTRACTS AND GRANTS 

oUdated agency-wide report. of financial and .tatiltical data 
ASA contract. and grants. 

A. 

1. June iuue: • I 1319 li'dlgUT • 
RETIRE TO FRC 1 YEAR AFTER THE 
CLOSE OF THE FISCAL YEAR TO 
WHICH THEY PERTAIN. 'f'RAJ,SFER 

...!Fe I~AJtAo 10 YEARS AFTER FISCAL 
'bestr6y 

YEAR TO WHICH THEY PERTAIN. 
[HI - 2S"S - 9'f-1J 

2. All other iuuea: DESTROY 2 YEARS AFTER THE 
FISCAL YEAR TO WHICH THEY 
PERTAIN. 

B. All other copie:a/officea. ROY AS SOON AS ACTIVE 
REFE CE VALUE CEASES OR 
WHEN 2 OLD WHICHEVER IS 
SOONER. 

20 ALLOTMENT OF FUNDS (5045) 
[7400J 
(N 7-3)	 Allotment of fundi and memoranda concerning deciJioni on funding levels and 

cbangea. 

A.	 Headquarten. • PERMA."<ENT • 
RETIRE TO FRC WHEN !I YEARS OLD 
FOR ANNUAL ACCOUNTS AND s 
YEARS FOR NO YEAR 
APPROPRlA TIONS. TRANSFER TO 
NARA WHEN 10 YEARS OLD. 

B.	 Field Inltallationl. DESTROY AA'NUAL ACCOUNTS 
WHEN S YEARS OLD AND NO YEAR 
ACCOUNTS WHEN Ii YEARS OLD. 

BUDGET	 AND PROGRAMMING RESOURCES/APPORTIONMENT FILES - c-hwY\~ 

B. Recurring report. of .cientific research and development activitiea. 

1.	 Headquarten. RETIRE 1 COPY OF EACH REPORT 
TO FRC WHEN 2 YEARS OLD. 
DESTROY WHEN 8 YEARS OLD. 

c. Special .tudia. 

1. Headquarlen. • PERMANENT • 
RETIRE 1 COPY OF EACH REPORT 
TO FRC WHEN STUDY BECOMES 
INACTIVE. TRANSFER TO NARA 
WHEN 15 YEARS OLD. 
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SCHEDULE 7
 

ITEM MINIMUM 
rUF1#1 DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: BUDGET AND PROGRAMMING RESOURCES/APPORTIONMENT FILES 

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

(N 7-2) D.	 Apportionme and reapportionment sehedules and memoranda schedules 
proposing oblig 'ons, transfera, etc., under each appropriation. 

1.	 DESTROY 2 YEARS AFTER THE 
CLOSE OF THE FISCAL YEAR. 
[GRS 6-4 (88)] 

2.	 All other copiea/offic.el. DESTROY WHEN NO LONGER 
NEEDED OR 2 YEARS AFTER CLOSE 
OF FISCAL YEAR, WHICHEVER IS 
SOONER. 
[GRS 6-4 (88)] 

E.	 Budget report files consisting of periodic reports on
 
appropriation accountl and apportionment.
 

1.	 Annual report (end of fiscal year). DESTROY WHEN 6 YEARS OLD. 
[GRS 5-Sa (88)] 

2. All other copies/offices.	 DESTROY S YEARS AFTER THE 
END	 OF THE FISCAL YEAR. 
GRS 5-Sb (88)] 

(N 7-6) F.	 Background working papers, COlt ltatementa, rough data, and similar DE ROY 1 YEAR AFTER THE 
materials accumulated In the preparation of annual budget utimatea, CLOS F THE FISCAL YEAR 
including duplicates of budget estimates and justIfications and COVERE BY THE BUDGET. 
related appropnation language sheeh, narrative statements, and [GRS 5-2 ( 
related schedules; and originating offices' copies of reports submitted 
to budget offices. 

(N 7-1) G.	 Budget estimates and jUltJficatJon fUel. 

1.	 Copies of budget estimates and justifications prepared or • PERMANENT· 
consolidated in formally crg amsed budget offices at the bureau RETIRE TO FRC BY FISCAL 
(or equivalent) or higher organintional level. Included are YEAR WHEN NO LONGER NEEDED 
appropriation language sheeta, narrative .tahmenta, and related FOR ACTIVE REFERENCE OR WHEN 
schedules and data. 10 YEARS OLD. TRANSFER TO 

NARA WHEN 20 YEARS OLD. 

2. Working copies, background materials, all other office/copies.	 SEE ITEM F. OF THIS SCHEDULE. 

'e-	 7-9 
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SCHEDULE 7 

ITEM
 
rUFf #1 DESCRIPTION OF RECORD SERIES
 

22 PROGRAM/PROJECT OPERATING PLAN (POP) 
{7600] 

Aaaoc:iate Administrator and center program relOurces offices periodic 
request(s} for resource requirements againet the proposed budget/planning 
lor a parlicular project. Included are working papen in the program/ 
project OfrlU uaed in budget planning. 

c
 
23 PROGRAM/PROJECT NAME FILES - c..hevv-~
 

{7620] 
(N 1-40)	 Doc:ument. relating to the auignment of popular namea to projecb and major 

item. of equipment (i.e. Shuttle orbiten, aateilltell, etc.). Included are 
corrapondence concerning propoeed names, minutea of meetings of Project 
Designation Committees, coordinating actionl on the prcpesed names, approval., 
and all other related documentation/material •. 

A.	 Cue filea of the Auociate Admini.trator for Public Affain (Hndquarlen) 
and any Hea.dquarlen office or in. tall at ion respenslble for propo.ing 
projectl to be named and recommending namu. 

B. All other	 offices/copies. 

RESOURCES AUTHORITY WARRANTS 

oriutioru to utiliu a Itated amount of resources available to the Agency 
(fundi or personnel complement) for the execution of approved NASA 
project. an ivities, such u a 506 (original and sub-authoririee]. 

A. 

B.	 FIELD INSTALLATIONS (OPR) 

C.	 ALL OTHER OFFICES/COPIES. 

MINIMUM 
RETENTION 

DESTROY WHEN s YEARS OLD. 

• PERMANENT • 
RETIRE CASE FILES TO FRC 
WHEN s YEARS OLD. TRANSFER TO 
NARA WHEN 20 YEARS OLD. 

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

DESTROY WHEN 10 YEARS OLD. 
EARLIER DESTRUCTION IS 
AUTHOruZEDIFNOLONGER 
NEEDED FOR REFERENCE OR 
AGENCY USE. 

DESTROY ANNUAL ACCOUNTS 
WHEN S YEARS OLD AND NO YEAR 
ACCOUNTS WHEN s YEARS OLD. 

ESTROY WHEN NO LONGER 
N ED FOR REFERENCE OR WHEN 
1 YE D, WHICHEVER IS 
SOONER. 
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SCHEDULE 7
 

ITEM MINIMUM 
rUF1#1 DESCRIPTION OF RECORD SERIES RETENTION 

25 AIRCRAFT FILES - r\e.w 
[7900J 

A. AIRBORNE DATA ACQUISITION 

These are files that are maintained at the Aircraft Management Office, 
Headquarten and at Field InahJlations. Typically filea include infonnation 
with respect to aircraft operations, eost, Icheduling and tuking, Ulually 
relating to remote leruing research. (SEE NOTEl! 
1. General correapondence.	 DESTROY WHEN fi YEARS OLD. 

2.	 Financial report.. DESTROY 2 YEARS AFTER THE 
FISCAL YEAR OF THE REPORT. 

3.	 Flight sebedules. DESTROY 1 YEAR AFTER THE 
FLIGHT SEASON. 

4.	 Job orden. DESTROY 2 YEARS AFTER 
EXPIRATION. 

B. MAINTENANCE RECORDS (CURRENT /HISTORICAL) 

Records in this series include maintenance records for varicus aircraft RETIRE RECORDS TO ON-SITE 
located at NASA facilities These records also may include some STORAGE FOR 1 YEAR AFTER 
blueprints and sketches of parts used on the varieue aircraft that are CLOSE OF FILE OR WHEN NO 
in the inventory. LONGER NEEDED RECORDS WILL 

BE KEPT ON-SITE AS LONG AS 
AIRCRAFT IS IN AGENCY 
INVENTORY. IF AIRCRAFT IS 
TRANSFERRED TO ANOTHER 
AGENCY, TRANSFER RECORDS 
WITH AIRCRAFT. IF AIRCRAFT IS 
OTHERWISE DISPOSED or OR 
DESTROYED, RECORDS WILL 
EITHER BE DESTROYED AT THAT 
TIME, WHEN NO LONGER NEEDED, 
OR WHEN 1 YEAR OLD, 
WHICHEVER IS SOONER. 

C. PLATFORM AIRCRAFT - OPERATIONAL (ARC ONLY) 

1.	 Transferred Aircraft Records (hand copies and electronic copiea). TRANSFER ASSOCIATED RECORDS 
WITH THE AIRCRAFT WHEN IT 
LEAVES AGENCY INVENTORY. 
THIS INCLUDES TRANSFER OR 
DONATION TO A MUSEUM OR 
OTHER SUCH INSTITUTION. 

2. Aircraft no longer in inventory (non-current/inactive) (hard copies	 DESTROY RECORDS ASSOCIATED 
and	 electronic copies). WITH THE SPECIFIC AIRCRAFT 

WHEN IT IS DESTROYED, 
DISMANTLED, OR CANNIBALIZED 
AND NO LONGER ON THE AGENCY 
INVENTORY, OR WHEN 5 YEARS 
OLD, WHICHEVER IS SOONER. 

NOTE1: These files DO NOT include maintenance records which are maintained under 
a separate contract. 
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25 

SCHEDULE 7 

ITEM
 
[UFf #1 DESCRIPTION OF RECORD SERIES
 

CONTINUED: AIRCRAFT FILES 
[7900J 

C. PLATFORM AIRCRAFT - OPERATIONAL 

s.	 Current/active aircraft maintained in ~agenc)' inventory. 
OPR: Code OMM, Medium Altitude Miuion. Office within 
the Sciences and Application. Aircraft Diviaion. 

4.	 CAD Sy.tem 

5.	 All other officel/copiea. 

END OF SCHEDULE 

MINIMUM
 
RETENTION
 

RETAIN ORIGINAL ON-SITE AT ARC 
WITH AIRCRAFT. EITHER 
TRANSFER,RECORDS WITH 
ASSOClA TED PLANE OR DESTROY 
WHEN PLANE IS NO LONGER 
MAINTAINED IN THE INVENTORY, 
AS APPROPRIATE. (SEE ITEM b. 
ABOVE). 

RECORDS MAY BE DELETED WHEN 
5 YEARS OLD OR WHEN AIRCRAFT 
LEAVES THE AGENCY INVENTORY, 
WHICHEVER IS SOONER. 

DESTROY WHEN OBSOLETE, OR 
WHEN NO LONGER NEEDED FOR 
REFERENCE OR WHEN 5 YEARS 
OLD, WHICHEVER 15 SOONER 
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SCHEDULE 8
 

ITEM MINIMUM 
fUf/#l DESCRIPTION OF RECORD SERIES RETENTION 

DEFENSE INDUSTRIAL PLANT EQUIPMENT CENTER (DIPEC) LOAN 
{BOOO] 
(N 17-47)	 Liatinp of toola or test equipment on C to NASA contractor DESTROY 1 YEAR AFTER 

or NASA installation. COMPLETION OF LOAN. 

Vellums,o' winp, and tracinp used in the manufacture of DESTROY WHEN SUPERSEDED OR
 
individual components, w ted recordJ or comparable document. OBSOLETE.
 
maintained u a record of tool duign .............~
 
drawinp.
 

B.	 All other eeples. -...uo""''''ROY WHEN OBSOLETE OR 
SUPER R WHEN 6 YEARS 
OLD WHICHEVER R. 

DATA FILES ON ORGANIC MATERIALS USED IN CONSTRUCTION OF PLANETARY 
CRAFT 

Documentation produce lations, contracton, .ubcontracton, RETIRE TO FRC AT END OF 
and other suppllers, for research an ent projects related to MISSION, OR WITHIN 6 MONTHS 
planetary flight mission hardware, which includu tion relative AFTER LAUNCH, WHICHEVER IS 
to the organic materials used on spacecraft destined for plane SOONER. RETAIN FOR 20 YEARS 
landmg. Documentation shall include all hstinp, drawinp, telt THEN REVIEW WITH NASA'. 
results, parts hsts, and lpeclfications pertment to the organic , RY QUARANTINE 
materials content of the Ipacecraft u flown OFFICER ORIZATION 

TO DESTROY. 
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SCHEDULE 8 

ITEM MINIMUM
 
rUFf #1 DESCRIPTION OF RECORD SERIES RETENTION
 

R&D CORRESPONDENCE FILES 
(8000)
(N 24-11) 

Reeo .' hi• .eriea conlisb of copiea of correapondence and RETIRE TO FRC 1 YEAR AFTER 
documentation ating to the adminiatrative management and COMPLETION, CANCELLATION, 
hou.ekHping opera of a laboratory or a program office. Filet may OR TERMINATION OF THE 
include: Action/Suspenle . general correapondence; and, routine RELATED PROGRAM/PROJECT. 
office actiona and corrapondenc . DESTROY WHEN 6 YEARS OLD. 

[Nl-255-91-14) 

LONG-TERM PROJECTS MAY 
RETIRE RECORDS TO FRC PRIOR 
TO THE ABOVE EVENTS. RETIRE 
RECORDS IN 6-YEAR BLOCKS, 

ESTROY WHEN 10 YEARS OLD. 
_. __ .....ER DESTRUCTION MAY BE 
AUTHO D IS APPROVAL IS 
OBTAlNED THE CENTER 
DIRECTOR OR CO ANT 
PROJECT MANAGER/S TIST. 

B. PROJECT CORRESPONDENCE - OTHER 

Correspondence relating to a project and not a part of the project RETIRE TO FRC 1 YEAR AFTER 
manager's files. This senes may Include correspondence and files kept by COMPLETION, CANCELLATION, OR 
offices subordinate to the project manager. These are not routine TERMINATION OF THE PROJECT. 
administrative/housekeeping files, they are miscellaneous project DESTROY 5 YEARS THEREAFTER. 
correspondence files. 

LONG-TERM PROJECTS MAY 
RETIRE RECORDS TO FRC PRIOR 
TO ABOVE EVENTS RETIRE 
RECORDS IN 5 YEAR BLOCKS AND 
DESTROY WHEN 25 YEARS OLD. 
INI :155 ;1 gl 

DESTROY WHEN REFERENCE 
VALUE CEASES OR WHEN 6 YEARS 

S SOONER. 

-~~~\ a - :::ee at\-~J 
sist of the centra.! file for each project office, EXCLUDING teat reaults, VI<> I', l $" l.JY\ . 

maintained a laboratory or comparable level. These records reflect a complete ' '-'1/ 

history of each proje m initiation through research, development, design, and 
testing, to completion. The . lude (when created by agency personnel or received 
from contractol"l)--procurement I , onsisting of a copy of each contract or agreement 
for research services with related modlfica . change., or addenda; project authori&ation 
documenh; TU application engineering documen 'on (where applicable); project card.; 
technical cha.racteristia; test and trial resulta; drawin, clfications, and 
photograph. considered to be usential to document deaign, m cation., and engineering 
development; technical and progress reperts; notice of completion, ca ation, or 
termination; reference to the location of prototype models, filma, or other i too 
bulky for lnclusren in these filea; and eorrespendenee influencing the course of actl 
taken on a project. Project cue filea u.ually conaiat of the .eriea of recordJ liated 
below. Each .eries sheuld be filed .epa.rately it at all pouible. 

A. CORRESPONDENCE 
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SCHEDULE 8 

ITEM MINIMUM 
IUF/#l DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: R&D PROJECT FILES 

B. OFFICE OF PRIMARY RESPONSIBILITY (OPRl FOR A PROJECT 

R&D project office files relating to complex, eapecially lignificant, or • PERMANENT • 
unUlually large projeetl, generally resulting in prototype night equipment; RETIRE TO FRC WITHIN 2 YEARS 
and IOmetimea compriaed of one or more the following file aeriea in this AFTER COMPLETION OF RELATED 
item. PROJECT. TRANSFER TO NARA 15 

YEARS AFTER COMPLETION OF 
PROJECT OR WHEN 25 YEARS OLD, 
WHICHEVER IS SOONER. 

C. 

One copy f each R&D contract, grant, or agreement auociated with the RETIRE TO FRC UPON 
accomplish ntl of the project with changes, modifications, or addenda COMPLETION, CANCELLATION, OR 
thereto. (TH IS THE PROJECT OFFICE'S FILE, NOT THE TERMINATION OF PROJECT. 
PROCUREME OFFICE FILE) DESTROY 6 YEARS AFTER 

DESIGNATED EVENT. 

LONG-TERM PROJECTS MAY 
RETIRE RECORDS TO FRC PRIOR 
TO ABOVE EVENTS. RETIRE IN 6 
YEAR BLOCKS, DESTROY WHEN 16 
YEARS OLD. EARLIER 
DESTRUCTION MAY BE 
AUTHORIZED IF APPROVAL IS 
OBTAINED FROM THE CENTER 
DIRECTOR OR COGNIZANT 
PROJECT MANAGER/SCIENTIST. 

D. R&D STATUS FILES 

Documentl reflecting the project managers master pI • PERMANENT • 
development, and test of a deSignated equipment syste RETIRE TO FRC WITHIN 
are used &I management tools and &I a means of inforrnin 2 YEARS AFTER COMPLETION 
authority of the Iystem's statuI. Included in these records OF RELATED PROJECT. 
project management master plans, superseded and obsolete p s of TRANSFER TO NARA 15 
the plans, Itudies and reportl used to keep the plan current, an YEARS AFTER COMPLETION 
related documents. OF PROJECT OR WHEN 25 YEARS 

OLD, WHICHEVER IS SOONE~. 
E. R&D PROJECT AUTHORIZATION FILES 

Documents reflecting actions leading up to and including the • PERMANENT • 
authorization for initiation of a project. Included are Project TIRE TO FRC WITHIN 
Planning Documents (PPDs) and Project Authorization Document, 2 EARS AFTER COMPLETION OF 
(PADs). RE TED PROJECT. TRANSFER TO 

N 15 YEARS AFTER 
COMP TION OF PROJECT OR 
WHEN 2 YEARS OLD, WHICHEVER 
IS SOONE 

8-3
 



5 

SCHEDULE 8 

ITEM
 
{UFf #1 DESCRIPTION OF RECORD SERIES
 

CONTINUED: R&D PROJECT FILES 
{800 

F. R&D PROJECT SPECIFICATION AND DRAWING FILES 

Copies of experimental, preliminary, and final drawinp and 'pecifieationa 
ated in eonnection with the projeet. 

(1)	 Original cirawinp, such u Space Shuttle Program (SSP) project •. 

(2)	 Silver ide aperture carda of original cirawinp and/or mierofilm 
of 'pecifi tions. 

(S)	 All other eopies of. eifieationa/drawinp. 

G. R&D PROJECT TEST G AND EVALUATION FILES 

1.	 Documents 

Deeuments relating to the testing and e uation of R&D itema 
to make sure that design, teehnlcal and ch acteristics 
requirements are met and to provide informa ion for corrective 
actions, research, environmental, engineering, • ice, and other 
test direetrvea; plans and prehmmary and final re rts; 
firing reports; calculations, working papen; related 
eorrespondence; and comparable test data. 

2.	 Data on Electronic/Computer Media 

See above description.
 
(Thia Includes test and analysed data)
 

3.	 Film 
(This is the same as Schedule 1-71 B.S.) 

H. R&D PROJECT MEETING FILES 

Copie. of minutes of meetinp, eonferenees, report., trip reportl, 
report. or eonaultations, and similar paper. pertaining to the project. 

MINIMUM
 
RETENTION
 

DESTROY WHEN NO LONGER 
NEEDED OR WHEN 20 YEARS OLD 
WHICHEVER IS SOONER. 

• PERMANENT • 
TRANSFER TO NARA WHEN 20 
YEARS OLD OR WHEN PROJECT IS 
COMPLETE, WHICHEVER IS 
LONGER. 

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

RETIRE TO FRC UPON 
COMPLETION, CANCELLATION, 
SUSPENSION, OR TERMINATION 
OF PROJECT. DESTROY WHEN 
20 YEARS OLD. EARLIER 
DESTRUCTION MAY BE 
AUTHORIZED IF APPROVAL IS 
OBTAINED FROM THE CENTER 
DIRECTOR OR THE COGNIZANT 
PROJECT MANAGER. 

LONG-TERM PROJECTS MAY 
RETIRE RECORDS IN THIS SERIES 
TO FRC PRIOR TO ABOVE EVENTS. 
RETIRE RECORDS IN 6 YEAR 

LOCKS AND DESTROY WHEN 25 
Y OLD. 

TEST D A TO BE INCORPORATED 
AND INCL DED IN THE FINAL TEST 
REPORT; T N DESTROY OR 
RECYCLE M lAo 

TRANSFER TO C 1 YEAR AFTER 
PROJECT COMPL TION, 
CANCELLATION,O TERMINATION. 
DESTROY WHEN 6 Y OLD. 

DESTROY WHEN NO LONGE 
NEEDED FOR REFERENCE OR 
ADMINISTRATIVE USE OR WHE 
10 YEARS OLD, WHICHEVER IS 
SOONER. 
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ITEM 
rUFl#{ DESCRIPTION OF RECORD SERIES 

CONTINUED: R&D PROJECT FILES 

I. R&D PROJECT DATA LOCATION FILES 

Croaa reference. or notations aa to the existence and location of scale 
models; experimental hardware, motion picture films, and comparable 
items which are not filed With the projec:t files. 

J. D PROJECT REFERENCE REPORT FILES 

COPI of each technical, progreaa, or test report iuued, or received in 
conne ion with the project, inc:luding feaalbility, COlt effectiveneaa, 
contract reports, etc. 

K. R&D PROJECT REVIEW FILE 

Records In this series consists of docu entation or other media 
produced which document Prehminary 
Design Reviews, Crrtrca] Design Reviewa, nfiguration Inspections, 
Desrgn Certification Reviews, Flight Readine 
Flight Evaluations. 

L. R&D PROJECT TERMINATION FILES 

Documents reflecting notices or authonty for completion or terminatio 
of a project or taak, such aa technical committee action, or termination 
notice, indicating R&D work on a particular project or taak haa been 
completed. 

M. R&D FINAL REPORTS 

Recorda in this .eries inc:ludea final reporb for: 
• Completed Projec:ts
• Cancelled or Terminated Projec:t. 
• Suspended Projec:t. 

SCHEDULE 8
 

MINIMUM
 
RETENTION
 

DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE USE OR 
WHEN 20 YEARS OLD, WHICHEVER 
IS LONGER 

• PERMANENT • 
RETIRE TO FRC WITHIN 2 YEARS 
OF COMPLETION, TERMINATION, 
SUSPENSION, OR CANCELLATION 
OF RELATED PROJECT. TRANSFER 
TO NARA WHEN 15 YEARS OLD. 

LONG-TERM PROJECTS MAY 
RETIRE RECORDS IN THIS SERIES 
TO FRC PRIOR TO ABOVE EVENTS. 
RETIRE RECORDS IN 5 YEAR 
BLOCKS. TRANSFER TO NARA 
WHEN 20 YEARS OLD. 

• PERMANENT • 
RETAIN RECORDS ON-SITE FOR 
5 YEARS. RETIRE TO FRC FOR 
10 YEARS. TRANSFER TO NARA 15 
YEARS AFTER SUBJECT EVENT 
(INCLUDING TERMINATION, 
CANCELLATION, OR SUSPENSION). 
RECORDS DETERMINED TO BE 
DUPLICATES, REFERENCE COPIES, 
OR BEING MAINTAINED IN 
ANOTHER NASA SERIES, MAY BE 
DISPOSED OF WHEN NO LONGER 
NEEDED. 

• PERMANENT • 
RETIRE TO FRC WITHIN 2 YEARS 
AFTER TERMINATION OR 

OMPLETION. TRANSFER TO 
N 10 YEARS AFTER SUBJECT 
EV T OR WHEN 25 YEARS OLD 
WHIC VER IS SOONER. 

• PERMANE 
RETIRE TO FR UPON 
DESIGNATED E NT. TRANSFER 
TO NARA 20 YE AFTER 
DESIGNATED EVEN 

8-5
 



SCHEDULE 8 

ITEM
 
fUFl #1 DESCRIPTION OF RECORD SERIES
 

CONTINUED: R&D PROJECT FILES 

R&D PROJECT OFFICE FILES - SUMMARIZED 

D office filea relating to relatively amall reaeareh project. where 
a and reaulh are aummariud in a reaeareh report which ia uaually

nated throughout NASA. 

O. 

Project aeientiah files at are not duplicated in a central Project 
Office file or project cu lie. These should be tranaferred u an 
integral whole and should conaidered an adJunct to the central 
Project office file. 

Logs and data describing the operations and performance 0 

various functions of the spacecraft or aateillte, revealing 
malfunctions, attitude, envrronmental conditions which may be 
to check ongoing operations and to introduce engineering 
improvemenh into the design of late or similar Ipaeecraftj thia 
aeries mcludes reports, technical notes, microfilm plots, 
memoranda, correspondence, and related papers/documentatIon. 

Q. ALL OTHER COPIES 

Offices maintaining working or reference copies of any of the 
above record aeries or R&D project papers/documentation. 

MINIMUM
 
RETENTION
 

RETIRE TO FRC WITHIN 2 
YEARS AFTER COMPLETION OF 
RELATED PROJECT. DESTROY 
WHEN 6 YEARS OLD. FILES 
NECESSARY FOR SUCCEEDING 
PROJECTS MAY BE TRANSFERRED 
TO THE NEW PROJECT'S FILES. 

• PERMANENT • 
RETIRE TO FRC WITHIN 2 YEARS 
AFTER COMPLETION, 
TERMINATION, SUSPENSION, OR 
CANCELLATION OF THE PROJECT. 
TRANSFER TO NARA 10 YEARS 
AFTER DESIGNATED EVENT OR 
WHEN 25 YEARS OLD, WHICHEVER 
IS SOONER IF RECORDS ARE NOT 
ACCEPTED BY NARA THEY WILL BE 
RETURNED TO THE AGENCY FOR 
DISPOSAL WHEN NO LONGER 
NEEDED. 

RETIRE TO FRC 1 YEAR AFTER 
COMPLETION OF PERFORMANCE 
PERIOD OF THE CRAFT OR 5 YEARS 
AFTER DATA COLLECTION OR 
AFTER 5 VEHICLE FLOWS. 
DESTROY 5 YEARS AFTER 
DESIGNATED EVENT. 

DES OY WHEN NO LONGER 
NEEDE FOR REFERENCE, OR UPON 
COMPLE ON, TERMINATION, 
CANCELLA ION, OR SUSPENSION OF 
THE PROJE OR WHEN 5 YEARS 
OLD WHICHE IS SOONER. 
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SCHEDULE 8 

ITEM MINIMIlM
 
rUFJ#] DESCRIPTION OF RlCORD SEBIES RETENTION
 

4 R&D CORRESPONDENCII1LES 
[8000}
(N 24·1l) 

RETIRE TO PRC 1 YEAR AmP. 
COMPLETION, CANCELLATION. 
OR lERMlNATION OF mE 
RELA rso PROORAMIPROJECT. 
DESTROY WHEN S YEARS OLD 
[N1-255·91.14) 

LDNQ.lERM PROJECTS MAY RETIRE 
RECORDS TO FllC PRIOR TO "llIE ABOVE 
EVENTS. RETIRE RECORDS IN :5.YEAR 
BLOCKS. DU1'JlOY WHEN 10 YEARS 
OLD. EAR.UER DES11lUCTION MAY BE 
AU1ll0RJZED IS APPROV AI.. IS 
OBTAINED FROM TIlE CENTER 
DIRECTOP. Oil COGNIZANT PROJECT 
MANAGER/SCIENTIST. 
<DA: Nl·25S-94-3> 

B. PRpJECT	 CORRESPONDENCE - OTHER. 

Comapondenlle relating 10 a project IIld nol I pan of 1I1eprojellt RETIRE TO FRC 1 YEAR AFI'ER 
manager's filel, 1hia aeries may incillde comlpondalUle and files kept by COMPLETION. CANCELLATION, OR 
OfflllDS lubordlnm 10 1I1eproject mlMgDr. Tho811are not routine lERMINATION OF raa PROJECT. 
adminis\nlliveihoUlClueplng files, 1hey are milcellaneous project ESTRQY 5 YEARS "llIEREAFTER. 
Qorrospondonlle fI.1ea. 

RM PROJECTS MAY RETIRE 
TO FRC PRIOl TO ABOVE 

EVENTS RE RECORDS IN 5 YEAR 
BLOCKS AND STIWY WHEN 25 
YEARS OLD 
[N1-2"·94-J] 

C.	 All \lUler offlllia/eoplea DESTROY WHEN REFERENCE E 
CEASES OR WHEN , YEAlS OLD, 
WHICHEVER IS SOONER. 
[NI·255.91·I4) 

S R&D PROJECT FILES 
[8000}
(N 25-1)	 These records reflect a complell history of each proJellt from initiation through
 

research. development, deSign and tealin;. to completion hcorda 1ft 11111aeriell
 
are typieally mllD1&Ined in • central flle by 1I1eproJellt oftioe. whil:h i.
 
oonsidered Ule primary ornce of responsibility (OPR) hoord. dellgnazed fbi'
 
permanent reICIntion will be clearly id.mlfild by 1118OPR and main_ed .epBRZ.ely
 
from records corwideNd Ilmporll)' while in the custody of NASA Seiellted cue files
 
are to bIDretired aepltllely from other ' .. 0 fllea to me Federal Recorda Center (PRe),
 

Typical 4:11110 filel inillude, but are not limited to: 

lncommgfoulioina comapondenca and memoranda;
 
Procuremont mea (colt and Ichedulin&).
 
ProJel1t Authorilation Documents (PAD);
 
TU IIf'plication engineerina documentation (wbere applicable);
 
Proje\lt clU'l1a;Telt 11111Vial relultl;
 
Drawln8l. Ipegifica1ionl. photographs. illeS videol;
 
Teclmi~al. lUNa, and propSt repoN.
 
Notice of compl.tion. oancellation. or termination,
 
Data IDeilion mel; Project !'CIviewflIel;
 
Final projeot recorda/reports,
 

NOU'..	 TIII8 s~rj<ls does not Include test NMIJ1tS mllilllllillCd lit NASA
 
or QllntrlWtor (11b,)rlltoricB \II ~t)mpllrable level, Jb~M~ records
 
arll covered by Illln~ 17 uf thili Schedule,
 

http:N1-255�91.14
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ITEM 
[UFI#] 

S 
{8000] 

IN 25-1&(2)) 

(N lS-I&(3)} 

IN 2S.1&(4)] 

IN lS-I&(9») 

IN 25-1&(10)] 

13:53	 JT-NASA HQ 

DESCRIPTION OF RlCORD SERIES 

CONTINUED: UD PROJECT FILES 

A.	 SELECTED PROJECT CASE FILlS 

Thill leriel Clonsllti of reOOl'dadII1lfD of plftlculll' slgnItlclnce for 
for dOl:umentlnl NASA RAO proJCClII. The followina .,I.,tion Clriferil 
will be \lied 10 delelllline if a projlct falla wirhln "'II dl.pOJal 
authority. 

PROJECI'S TIIA T LI!.AD TOI 

o	 The discov.ry of new IClenae, reveal new facti or concepla u.efUl 
for fillure relearch, or confum lell finnly bued eXIIlin, bodie. 
of knowledse, 

~	 Development of a "fint of ill kind" produln or proClesB; 
~ ENbli.h a Pf'CIcodent for .ignificantly chanlina NASA rClaell'Clh, 

.. enoy polloy, internal orpnizalion, or leglaillivol lGtion; 
i) Contributes aignlflclIIl dill "'II broaden. kIIo-ledS' In • field 

of IclenCle or lub.tantively ,ff1Iata • key public poliCly illue;
 
0- Relulw in lisnlflcant I001&I, political, or Icientific Ilontroveny:

.0 la subject 10 widapread Ntional or iIll«1llllonal media
 

attention or the lubjOln of Congre.aional or IlonllY ,crotiny or 
InvesuglllOft; 

~ RelultB In a alplflclIIl improvement in proCllla.ina or prodUOhon: andlor. 
Q- Relulw In a .ianificant n.ot eppllcllion of an eXlllin, product or proClln. 

1.	 WMANENT RePorda In thil mjl' Include; 

yo Status Rapon. 
Documentl reOectinl ,m muter plan for reBearcil. development, 
IIId talt of I deaignded equipment Iyltlnn PIMa are uled u a 
management tool and u' I meill. of Infilrmin, hillber level 
manalJomrlnr of Ibe .tatUI. Included are project management 
muter plana. Iupeneded and oblolet.e pana oflbe plans. Btudici 
and repot18 used 10 keep Ibe plan current, IUld related documen18. 

&MONition FlIea 
DOQumen18 rtflectlnl IlIIiona leading up 10 and IncludinlJ \hll 
IUIthorizlllion for mltallion of a project. (ngludod are: 
Project PlaMinl Documents (PPO), Project Alilboriulion 
Documantl (PAD). 

!2!cififation and Dr!w1ft8 FIl!! 
Onglnal drawinp that haYe llat been mlorofilmed OR allver halide 
aperture c:arda of onginal drawinp and apeo!ficltlonl "'at IIhow 
experimentaL prelimmary, and final venlonl crtated in 
cOMecbon .....Ith Ibe project. Ori,inal drlwinp that have been 
microfilmed (and mlcrotllm baa beell verlfted in a:cordanc:c .....ith 
36 CFR. Pan 1230, 11230.14) are no lanlCf conlldered the "archival" 
or permanent record Md may be dISposed of in accordanoc wIth B of 
thll it.m or when no lonaer needed, whic:hever II looner. 

Befemce Rapo'" 
Technical, props •• or tell reportl illued. or fIIoeived In 
Qonnectlon with the projoClt including feulbility. COlt, 
effectivene.s, and oontractor reposta 

&eviow Files 
Documlntl or othar medii prodllCled which dowment Preliminary 
RequlNmentl Reviews. PnlI!m1nary DeSign Review&, Critical 
Delian Ravlewl, Configuration lnapoc:tiona, Design Cenification 
Rev",,,,,., Flight Readiness Reviews. and Po.t Plight Evaluatton •. 
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SCHEDULE 8 

MINIMUM 
REDNIION 

• PERMANENT • 

RECORDS MAYBE RETIRED TO AN 
FRC WHEN 2 YEARS OLD. TRANSPER. 
TO NARA 15 YEARS AYffiR 
COMPLETION OF mE PR.OJECToa 
WHEN 25 YEARS OLD, WHICHEVER IS 
SOONER. 

http:11230.14
http:discov.ry
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SCHEDULE 8 

ITEM MINIMUM
 
(UFlNl DESCRIPTION Of UCOID SlImS UTENTION
 

S CONTINUED: RAD PROJECT laES 
[8000] 

1.	 CON"nNUED: 

IN 25·1 a( 11)1 Tllnninlllon P.les
 
Dlxumenti refiecting noucea or IIlthority for eomplltion or
 
lerminwon of a project or task, mah .. t.echniclal oommiUee
 
.won, or blnninGlon notice. indicllina lAD work on •
 
panioulll' project or \Uk ku been complllledllermiDated.
 

PIp/5IF SclenuI" Filu
 
Filel &hal uc not duplicated in I oentnl Project Oft"I'IDfile
 
or projeal cue file. 11Ie" ahould bl tranlferred u an
 
inte,ral whale and mould be con.idered an adjunat to the
 
oentral project office fill
 

Final	 RepoN
 
Recarda include repoN for oompleted projllltJ, c:lftoellll4,
 
terminated. or IUlpend,d projeCll.
 

A!ldlovllual RepgW 
Records thai document R&D project activities IIIId 11'1 conlidered TRANSPEJl WlnI SELECTED PROJECT 
by the Project Office to be an imesral pll1 of selected cue filea CASE FILE. 
i) Film. AIao See Schedule 1·719 
Q- Stills: Alia See Schedule 2·23C 
-Q- Video. AIao See Sahedule 2·24C 

2.	 TEMPORARY RECORDS OF SELECTED PROJECT CASE fILES 

Rcc:orda In &hIBleriet incillde: 

RAD	 Corre.ponden!:. SEE InM 4 Of lHIS SCHltD1JLE. 

Procurement Fllel RECORDS MAY BE RETIRED TO AN 
Copiel of RAD contraQl" 1I'1lIt. or IlfIemlnt laloelated wid! PRC WHEN 2 YEARS OLD. DESTROY 
the ICcomplilNnents of the project ....Id! alwlgea, modif"ation., WHEN 15 YEARS OLD. 
or addenda thereto. 

(TIllS IS nlE PROJECT OFFICES' FILES, ~ nlE PROCUREMENT OFFICE FILE.) 

IN 25·1&(5)1 Pnlleyt Tell Engineering. and Evaluation File. 
Recorda relating to the talting and evaluallon of RaD iteml RECORDS MAY BE REnRED ro AN 
to make 5un that deSIgn. teRhni~aI &lid c:lwactcriltic:a FRC WHEN 2 YEARS OLD. DESTROY 
rcquiremenu lite met IIld to provide inform.tlm for oonec:ti ve WHEN 15 YEARS OLD. 
action •• ralcan:h, environmental, enlineeMI. IClrvic:e,and 
othar toll dlflctaVII; plant and prallmlllary and final repoltl;
firinI repol1a, c:eIGu!allom; wotkinl papen; relar.d 
c:orreaponcSenCol; Romparabl, tIIlt dII&; and. audio viaual recorda 
that are routine: IIId repeuuve in nature. 

EleClrClnic:Dda. See above del~ription	 DISPOSITION NOT AUlHORlZED AT 
lHIS TIME. 

F.Im:	 SEE SCHEDULE 1·71 B.3. 

SUIII and Video.	 SEE SCHEDULE 2·23 and 2·24. 

MeBtjnI Files 
Cap.1I1 of minutes of mewn,s, Qonferelk:el. repol1li, trip repoN, RECORDS MAY BE RETIRED TO AN 
rapoN of oonlultation .. and similar papen perwmng to the FRC WHEN 2 YEARS OLD. DESTROY 
project. WHEN 15 YEARS OLD. 
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/8000) 
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DESCRIPTION 01' RECORD SERRS 

CONTINUED: R&D PROJECT rn.ES 

2.	 CONnNUED. 

Data Los:ation Ftlci 
: 

ervll	 refennoee or no&ation. u to 1hClexistence 1Ilc! looauon of 
8Cale mod,ls; Illl'crimenlll hardware. mation picture films. IIld 
Gompll'lblo Reml which are nat fil.d with lhe projoat filoll. 

SRK"''!'!!! Flies· POl1 Wm!ib/Eyio"ring 
Lop and dlll& d.smlling tho opera11(ml and porfomlUice of the: 
varioUl fbnatlona of the .p"e,raft or .alRllitll, nlveallng 
m&lfunction •• attitud •• linvironmcncal oondltions whiob may be 
IIled 10 ohlcl!: ongoing operation. and \D introdlKlo tnSlneering 
unprovementa into 1ha dellan or late or lunilar .pKegraft; 1his 
Icriel Include. repoN. tecbz\il:al nat.., mis:rofllm piOU.
memoranda, conQlpondonce. IIld related papellldocllment.a1ion. 

Offico Proj!l!ll fjlol - Summarizod 
Office files relalina to relatively small ralclII'Ch proJeotl 
where dm BIId nlllllII 1111summarized in a flllan:h report 
which I,Wlually dill,min.ted 1hrouahouI NASA. 

3.	 ALL OTHER COPlESIOFFICES 

Officea malnlalnlng wortmg or reference copica of any or lite lIbovo 
nllorcilene. of R&D projcat Pllflenfdooumenla1aon. 

B.	 NONSELICTED PROJECT CASE fILES 

1.	 Recorda in !hll lene. lIlo1udetho., praj"lI !hll do not mell the 
leleClion criteria identified in A above. 

2.	 ALL OTIiER COPlES/OFFlCES 

Oil1coa mllllWllIlll wolkina or rafcrence OOPIOS of any of 1he above 
recordl aerial of R&D projelltlthi1 do nat mlet 1hc IlIleatlon ernena 
idcntlfled In '·A or in &01 above. 

RESERVED 

P.08 

SCHEDULE 8 

MINIMUM 
BETENTION 

RECORDS MJ\ Y BE UTIRED TO AN
 
FRC WHEN 2 YEARS OLD. DESlllOY
 
WHEN 15 YEARS OLD.
 

RECORDS MAY BE RETIRED TO AN
 
FRC WHEN 2 YEARS OLD DESTItOY
 
WHEN 15 YEARS OLD.
 

RECORDS MAY BE RETIRED TO AN
 
FRC WHEN 2 YEARS OLD. DUnOY
 
WHEN 15 YEARS OLD.
 

DESn,OY WHEN NO LONGER NEEDED
 
FOR REFERENCE, OR. UPON
 
COMPLEnON, 'l'ERMINATION.
 
CANCElLATION. OR SUSPENSION OF
 
mE PROJECT. OR WHEN 5 YEARS OLD
 
WHICHEVER IS SOONER.
 

RECORDS MAY BE RETIRED TO AN
 
PR.C WHEN 2 YEARS OLD. DES11WY
 
WHEN 15 YEARS OLD.
 
<DA: N1·2"·94-3>
 

DESTROY WHEN NO LONGER NEEDED
 
FOR REFEUNCE, OR UPON
 
COMPLETION, TERMINATION,
 
CANCELUTION. OR SUSPENSION OF
 
THE PR01ECT, OR WHEN 5 YEARS OLD
 
WHICHEVER IS SOONER
 
<DA: N1·2"·!J4-3>
 

6 
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SCHEDULE 8
 

ITEM MINIMUM 
[UF1#1 DESCRIPTION OF RECORD SERIES RETENTION 

R&D APOLLO DOCUMENTATION ADMINISTRATION FILES 
[8000J (SEE NOTE 1) 

A. APOLLO DOCUMENTATION SYSTEM 

(N 24-8)	 A lilting of documentation covering the Apollo Documentation Syltem 
conailting of record copies of S document.: (1) Center Apollo Document 
Index, Appendix "A"; (2) Center Apollo Document Index, Numerical Listing
by Level Category, Control Number; (S) Center Apollo Document Index 
Alphabetical Lilting. The Iystem will provide for continual management 
review to elinUnate duplicate or noneuential requirement. and reduce COBb 

related thereto. Intluded are suppcrting papers reflecting changes to 
buic documents. 

1.	 Paper R.ecordJ. DESTROY AFTER VERIFICATION/ 
CERTIFICATION OF MICROFILM, 
OR 1YEAR AFTER CERTIFICATION 
OF NO LONGER NEEDED FOR USE. 

• PERMANENT • 
TRANSFER TO NARA WHEN SO 
YEARS OLD. 

3.	 All other efflees, paper or microfilm copies. DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE 
PURPOSES OR WHEN 10 YEARS 
OLD, WHICHEVER IS SOONER. 

B. CONSTRUCTION OF FACILITIES & R&D/GROUND SUPPORT EQUIPMENT (GSE) 

Documentation relating to Apollo Pondproject. initiated by the Apollo 
program (R&D/GSE and CoIT) whIch includes drawings, 'pecifications,
technical manuals, electronic/computer media, photos, test reports, 
Operations & Maintenance (O&M) documentation, conltructiora files, 
and, Information	 for Bids (IFB). 

1. Office of Primary ReapoDllbility. 

a.	 Paper Recorda. DESTROY AFTER VERIFICATION/ 
CERTIFICATION OF MICROFILM, 
OR 1 YEAR AFTER CERTIFICATION 
OF NO LONGER NEEDED FOR USE. 

b.	 Microfilm R.ecordJ. (XM lAdec SI\ ue.(' ()r\11~d • PERMANENT • 
RETAIN ON-SITE. RETIRE TO FRC ~l\d.. J..io.~ COfl{.) WHEN 20 YEARS OLD AND 
TRANSFER TO NARA WHEN so 
YEARS OLD. 

2.	 All other office., paper or microfilm copies. DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE 
PURPOSES OR WHEN 10 YEARS 
OLD, WHICHEVER IS SOONER. 

NOTE1: This is a CLOSED series. 

8-7
 



SCHEDULE 8 

ITEM MINIMUM 
fUEL #1 DESCRIPTION OF RECORD SERIES RETENTION 

SPACE FLIGHT EXPERIMENT/INVESTIGATIONS REDUCED DATA 

Digital tapel that eOD· e buie and lupportinC meuurement. • PERMANENT • 
after they have been leleded, proceue , ueed to the final CLOSE FILE AFTER LAST QUERY lJi+hdM~ form that beat repreaentl the .eientifie knowledge obt-.:~'-Uj~ OR MANIPULATION. RETIRE TO 
inveatigation. FRC 1 YEAR LATER. TRANSFER TO 

~~ (SEE NOTEl) EARS AFTER DATE OF 
DATA COLL}lP6 S~~ 

NOTEl: These Records are MAINTAINED at the NATIONAL SPACE 
(NSSDC) operated by Goddard Space Flight Center (GSFC). 

SCIENCE DATA CENTER 

8-8 
- ._-
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8 SCHEDULE 

ITEM MINIMUM 
IUF/#[ DESCRIPTION OF RECORD SERIES RETENTION 

9 CONFIGURATION CONTROL BOARD (CCB) RECORDS 
[8040J 

Recorda such u notices of meetings, change requeat., minutea,
 
documentation, ehangea to documentation, direetivea, etc.
 

A.	 Program level (kept u a pan of cue file in R&D Prorraml RETIRE TO FRC WHEN 2 YEARS 
or project [See aIIo Item#of tru. Schedule I OLD. DESTROY WHEN SO YEARS 

.5	 OLD. EARLIER DESTRUCTION IS 
AUTHORIZED UPON RECEIPT OF 
SPECIFIC AUTHORIZATION FROM 
PERTINENT CENTER DIRECTOR OR 
PROGRAM MANAGER. 

B. Project office level.	 SEE DISPOSITION ABOVE. 

10 CONFIGURATION MANAGEMENT FILES - SPACE SHUTTLE PROJECT OFFICE 
[8040J (MSFC ONLY) 

Records in thiS aeriea consist of Baselme Level III documentation
 
with specific requirements applicable to the projeeta, e g , solid
 
rocket booster and redesrgned motor, main engme; etc. The
 
following records are considered a pan of thiS seriea, but the .. riea
 
is not limited to these records only:
 

a Level I and II requirements;
 
a Design and Performance requirements;
 
a Interface; Venficatlon, Tralnmg Requirements;
 
a Design, construction, and assembly and
 

mstallation Itandards and specifications,
 
a Design concepts, approaches, and solutions; and,
 
a Product configuration deeeriperens.
 

• PERMANENT • 
RETAIN RECORDS AT MSFC UNTIL 
COMPLETION, CANCELLATION, OR 
TERMINATION OF THE PROJECT. 
RETAIN OR RETIRE RECORDS TO 
FRC FOR 10 YEARS THEN 
TRANSFER TO NARA 
[ If 5 .n S] 

8-9
 



SCHEDULE 8 

ITEM MINIMUM 
fWI #1 DESCRIPTION OF RECORD SERIES RETENTION 

DESIGN AND ENGINEERING DRAWINGS FOR FABRICATION OF DISPLAY MODELS 
~.&:.Jto.HIBITS 

[8060J
(N 9-1d) RETIRE TO FRC WHEN NO LONGER 

NEEDED OR WHEN 2 YEARS OLD. 
DESTROY 8 YEARS LATER. 

B. All other offices/copies.	 D WHEN NO LONGER 
NEEDED OR OLD, 
WHICHEVER IS LATER. 

12 STANDARDS AND SPECIFICATION FILES 
[8070J
(N 24-6)	 Preliminary, experimental, and final Itandardl/lpecificationl created in 

connection with engineering project.. Arrange by lpecification number or 
by project. 

A. Office of Primary Raponaibility (OPR). • PERMANENT • 
RETIRE TO FRC WHEN NO LONGER 
NEEDED FOR REFERENCE. 
TRANSFER TO NARA WHEN 15 
YEARS OLD. 

B.	 All other offices/copies. DESTROY WHEN OBSOLETE OR 
SUPERSEDED, OR WHEN 5 YEARS 
OLD, WHICHEVER IS SOONER. 

8-10
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SCHEDULE 8
 

ITEM MINIMUM 
IUFI#[ DESCRIPTION OF RECORD SERIES RETENTION 

13 ADVANCED MANNED AND UNMANNED MISSION STUDIES 
[8100J
(N 24-16) Advanced .tudiea of mght mi.lion. beyond thole currently approved, or 

.tudiea of u yet unapproved .pacecraf't, launch vehiclea, .pacecraf't, and/or 
aircraft or aircraft aylterna that may lead toward .uch future night miaaionl 
or Itudiea leading to .ignificant changea on an already approved 
configuration of .pacecraft and launch vehicle. 

SUMMARY PROGRESS REPORTS (R&D) - ne.vJ 
[8100J 

Report •• ubmitted by laboratoriee or other project officea to .how the initiation 
and degree of completion of projects and contolidated reportt prepared therefrom. 

A.	 Copiea of report. retained by reporting office. 

B.	 Feeder reporte ueed for compilation of eoneclldated reports, except u 
indicated in C. below. 

C.	 Contolidated reportt conlillting of an offidal file copy of each 
coneolidated report and any feeder reportt containing technical or 
tdentifie data not fully documented in the eensclidated report. 

• PERMANENT • 
RETIRE TO FRC ON COMPLETION 
OR ABANDONMENT OF STUDY. 
TRANSFER TO NARA 20 YEARS 
AFTER COMPLETION OR 
ABANDONMENT OF STUDY. 

DESTROY 1 YEAR AFTER 
COMPLETION, CANCELLATION, OR 
TERMINATION OF RELATED 
PROJECT. 

DESTROY UPON SUBMISSION OF
 
CONSOLIDATED REPORT.
 

• FEft;J f MeEHl' • 
RETIRE TO FRC ; YEARS .6J'ua 
-GOMPLE1'IO!. or !tEPORT- . 
.IfftAl~S!'Elt 1'6 lfARA 19 YEA:.1:S 
-MY!!:!\: REPO!\:'t': 

::["'" wrfoC'o.."k. I;,tO frogtd.M 

rY\AAIA~U1" .f\ ks wMu.N.J. 
\)J\\c)W cJltA.etw 1-, \-t~ I» . 

8-11
 



SCHEDULE 8 

ITEM MINIMUM
 
[WI #1 DESCRIPTION OF RECORD SERIES RETENTION
 

PIONEER SPACECRAFT RECORDS 

PAPER RECORDS 

Pioneer 6 through 9 

Record. con.i.ting of Operation. ok Maintenance DESTROY IMMEDIATELY UPON
W i-\-hMo. UJ\\ anual. (1964-67), mlseellanecus files pertinent to APPROVAL OF THIS SCHEDULE. 

eer million. 6-9 (1964-73j Deep-speee-net pau folden, 
~eA\~~ telet punch lapel, and PN 6/7 TRW test repon. (1964-93);

and, 0 . e analy.is report. and validation.. 
N 1'f5 s.-tv.~~ 

(b)	 Rec:ordl consi. of Deep-Spac:e-Net-Pau folden RETIRE TO FRC WHEN NO LONGER 
folden	 1993 and c NEEDED OR WHEN 2-WEEKS OLD. 

DESTROY WHEN 7 YEARS OLD. 

2.	 Pioneer 10 

(a)	 Rec:ord. consiat of ProgT'eu reports, ev ation., and review. DESTROY IMMEDIATELY UPON 
(1970-74); data package. and te.t procedu (1971-72); and, APPROVAL OF THIS SCHEDULE. 
Off-line analysis reports and validations (197 7). 

(b)	 Records consi.ting of command instruction., telemet DESTROY JANUARY I, 2000. 
inatructions, deep-apace-net pUi folden, blt-erTOr-rate 
plota, experimenter-data-record validations, altitude 
data, preceuion IOil, and old procedures (1972-1993). 

3.	 Pioneer 11 

(a)	 Records consisting of prOgT'e8Sreports, evaluations, and
 
reviews (1970-74), and, Off-line analysis report. and
 
validationl (1971-77).
 

(b)	 Records consisting of command instructions, telemetry
 
instructions, deep-space-net pau folden, blt-errer-rate
 
plots, experimenter-data-record validations, altitude
 
data, precession logs, data packages, test procedures, and
 
progT'ess report. (1973-1993).
 

8-12
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SCHEDULE 8
 

ITEM MINIMUM
 
[UFI#! DESCRIPTION OF RECORD SERIES RETENTION
 

CONTINUED: PIONEER SPACECRAFT RECORDS 

A.	 CONTINUED: PAPER RECORDS 

4.	 Pioneer 12 

(al	 RecordJ conai.ting of cruiN computational off-line DESTROY IMMEDIATELY UPON 
valldations (1978). APPROVAL OF THIS SCHEDULE. 

Records consi.ting of command inatruction., telemetry DESTROY JANUARY I, 1998. 
instructions, orbit folderl, orbit fileI, trajectory 

ata, command filea, altitude .ummary, command and 
•. lop, miscellaneous quick-look worksheeh,
 
Inte ediate-data-record summaries, and operationa lop
 
(1978- 92).
 

6. 

Record. consist of ellaneous multiprobe recorda, operation DESTROY IMMEDIATELY UPON 
lop, and erulse compu APPROVAL OF THIS SCHEDULE. 

B.	 MAGNETIC TAPES 

1.	 Pioneer 10 

(a)	 Master data record (MDR) tape. e DESTROY JANUARY I, 2000. 
telemetry data (1972-1990). 

(b)	 MDR tapes - 1991 and continuing. RETIRE TO FRC WHEN NO LONGER 
(Collected annually)	 NEEDED OR WHEN 2-WEEKS OLD. 

DESTROY WHEN 7 YEARS OLD. 

2.	 Pioneer 11 

(a)	 MDR tapes - 1972-1990. DESTROY JANUARY I, 2000. 

(b)	 MDR tapes - 1991 and continuing. RETIRE TO FRC WHEN NO LONGER 
(Collected annually)	 NEEDED OR WHEN 2-WEEKS OLD. 

DESTROY WHEN 7 YEARS OLD. 

3.	 Pioneer 12 [SEE NOTE 1] 

(a)	 Ephemeri. tape reeerds containing location of .pacKraft Y JANUARY I, 1998. 
during orbit (1978-1992). 

(b)	 1978 - 1992 Recorda 

Records conaist of, but are not limited to, the following typel: RETIRE TO FR 
NEEDED OR WHE 2-WEEKS OLD. 

III Supplementary-experimenter-data-record tapel containing DESTROY ENTIRE BOCK OF 
trajectory and engin~ring data. RECORDS (1978-92) J VARY I, 

III Epoch-time-data-record tapes containing 12-'Kond time tap 1998. 
for 24-hour orbit. 

III Command-record tape. containing all commands given to .pace-
craft such as attitudes and instrument commanda. 

III lntermediate-data-record tapes containing telemetry recordJ 
received from JPL. 

III Log tapel containing telemetry records generated. from hirh-
speed data .tre&lTlreceived from Arnel. 

NOTE1: This is a CLOSED series. Pioneer 12 no longer exists. 

8-13
 



SCHEDULE 8 

ITEM MINIMUM
 
lUff #1 DESCRIPTION OF RECORD SERIES RETENTION
 

ROJECT CONTROL FILES 

Memoranda, report., control filea sueh u su
 
auignmenta, progress, and completion of projects.
 

R&D EXPERIMENTAL PROJECTS DATA FILES 

ocumenb maintained and used by .cientific and engineering penonnel
 
for earch, development, and telt of an item, or within a field of
 
acIentl I ·nquiry, renecting concept, delign criteria, atudiu,
 
calculation., d telt performance of .. semblles, or devices developed.
 
Included are en . eering or .cientlfic notu, drafh of technical report.
 
and article'i teleme OIcillographic and pen recordin"'i time and
 
motion filml and reco i .tlll photographl; computer media;
 
seund recordings, and linu ough or raw data which are a part
 
of the project filea. Thue recor are ecnsidered to be genuine break
 
throughs in a particular field.
 

A.	 Data eaaential to IUpport laboratory no • PERMANENT • 
discoveries, and invention disclosures, inc1u data relating RETIRE TO FRC WHEN NO LONGER 
to patent matters and data relatmg to hiatorical, NEEDED. TRANSFER TO NARA 
or unique &Ccomph.hmentl. WHEN 25 YEARS OLD. 

c.	 Data that haa been fully incorporated into reports. 

D.	 Other data filea. RETIRE TO FRC WH 
NEEDED FOR THE PROJ 
RESEARCH USE. DESTROY 
YEARS OLD. 

8-14
 



17. R&D EXPERIMENTAL PROJECTS DATA FILES 

Documents maintained and used by scientific and engineering personnel for research, 
development, and test of an item, or within a field of scientific inquiry, reflecting 
concept, design criteria, studies, calculations, and test performance of assemblies, or 
devices developed. Included are engineering or scientific notes, drafts of technical 
reports and articles; telemetry, oscillographic and pen recordings, time and motion films 
and recordings; still photographs; computer media; sound recordings, and similar rough 
or raw data which are a part of the project files. 

A. Data essential to support laboratory notebook information, discoveries, and invention 
disclosures, including data relating to patent matters and data relating to historical, 
significant, or unique accomplishments. 

(1) Significant project data files deemed by the originating project office to have value 
because of the highly significant nature or uniqueness of the activity. 

Disposition: PERMANENT. Retire to FRC 2 years after completion of project.
 
Transfer to NARA when 25 years. old.
 

(2) Non-significant project data files.
 

Retire to FRC 2 years after completion of project. Destroy when 20 years old.
 

---B.--Data on electronic/computer media. 

Disposition: Destroy when no longer needed. 

C. Data that has been fully incorporated into NASA technical reports.
 

Disposition: Destroy when report is released or when 5 years old, whichever is later.
 



SCHEDULE 8
 

ITEM MINIMUM 
rUFl#1 DESCRIPTION OF RECORD SERIES RETENTION 

18 ATMOSPHERIC SCIENCE DATA (KSC ONLY) - ~W 
{8200] 

A. LIGHTNING DATA	 RETAIN ON-SITE FOR 
10 YEARS OR UNTIL REFERENCE 

KSC related and electrical field and md~rological data VALUE CEASES. UPON PROGRAM 
to include electronic/computer media, technical memo., lcientific COMPLETION, CANCELLATION, OR 
joumal report., .trip chart., launch pad bghtnin, fl&lh report., TERMINATION, DONATE RECORDS 
video recordinp of llghtnm, .trikea, and other uaoeiated media. TO THE FOLLOWING UNIVERSITIES 

IF UNIVERSITIES DO NOT WANT, 
DESTROY RECORDS IMMEDIATELY. 
• Order	 of Donation &I follows: A-Ii 

A-2i and A-S. 

B. LDAR RECORDS (Lightning Detection and Ranging) 

Lightning location data to include electronic/computer media and	 RETAIN ON-SITE FOR 5 YEARS 
technical report •.	 OR UNTIL REFERENCE VALUE 

CEASES. UPON PROGRAM 
COMPLETION, CANCELLATION, OR 
TERMINATION, DONATE RECORDS 
TO THE FOLLOWING UNIVERSITIES 
IF UNIVERSITIES DO NOT WANT, 
DESTROY RECORDS IMMEDIATELY. 
• Order	 of Donation &I follow.. B-1i 

B-2i and B-3. 

A-I / B-2 A-2 / B-1	 A-S / B-S 

Univenity of Arir.ona University of Florida New Mexico Institute of
 
Attn: Dr. Phil Krider Attn: Dr. Martin A. Uman Mining & Technoloa
 
lnatitute of Atmolpheric College of Engineering Attn: Prof. Paul Krehbiel
 

PhYlica	 Department of Electrical Phy.ica Department
PAS Bldg. 81, Rm. 542 Engineering Socorro, NM 87801 
Tucaon, AZ 85721 Gainlville, FL 

..:... . -;: 
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SCHEDULE 8
 

ITEM MINIMUM
 
fUEl #1 DESCRIPTION OF RECORD SERIES RETENTION
 

PLANETARY GEOSCIENCE PROGRAM RECORDS 

orda in thia .. riel consist of planetary geology and geophy.ics program and
 
plan material. and geochemi.try record •. Theae filea (one (or each Principal
 
Inveatiga I) in the program) can, but do not neceasarily, include eepies of the
 
propo.al, copies correspondence between the PI and the program office(.), and
 
additional relevant m ·ala submitted by the PI or produced with the program office.
 
Theae are the PI'. or Progr Manager'. files for each specified grant for the
 
Planetary Geoscience Program. re is little reference activity after 3 yean. They
 
are not fully duplicated elaewhere. -.!fl~c:"1Ilf'e-_~. :lel=M--t'eI_I'eII....,~~~~ftet"-

B.	 All other officea/copiea. WHEN NO LONGER 
NEEDED REFERENCE OR WHEN 
3 YEARS OLD, CHEVER IS 
SOONER. 

20 TECHNICAL ENGINEERING PUBLICATIONS FILES - c..h~~ 
[8200J
(N 24-19)	 These files contain materials ut ilised in the fabncation, printing, production, with 

cha.nges, modifications, or addenda thereto of engineering and operational ma.nuall. 
These engineering and operational manuals are used in support of on-going network 
equipment/systellUl for technical design and configuration, inspection, maintenance, 
certifications, flight operational readiness, operational and poltflight evaluation. 

A. One record copy of each publication.	 ~XJtMAJ~I~ • 
(Copy should	 be marked, "Official Record Copy.") RETIRE TO FRC 1 YEAR AFTER 

EQUIPMENT/SYSTEM BECOMES 
INACTIVE. 'fR) l>'SF~a TO UARA 
-WfIEU 59 VE.I...>;tS0"9. D('sh'o~.)0 l{eoJ'S
o.f+w Sv..~Sed..uJ.. . I 

B. Camera-ready copy, including board mounted art work, drawings,	 STORE IN lNSTALLATION STAGING 
negativel,	 and repro usembly .heet.. AREA. AFTER 2 YEARS DESTROY 

OBSOLETE RECORDS. RETIRE 
REMAINING FILES TO FRC WHEN Ii 
YEARS OLD AND DESTROY WHEN 10 
YEARS OLD. 
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SCHEDULE 8
 

ITEM MINIMUM 
rUF1#1 DESCRIPTION OF RECORD SERIES RETENTION 

LABORATORY NOTEBOOKS (R&D) 

Noteboob containing teclmical and Kientific data accumulating from the 
duct of reaearch and development. Noteboob u.ed to record and 

p e reaearch, development, and teating data reneding the condition8 
of teab Ian or approach to problerru, obaervationa, modtficationa, 
formulu, u .ual or .iglllficant phenomena, findinlll and reaulb, and 
other related . Included are narrative data, rough .ketchea, curvea, 
and aehematic dJ 

• PERMANENT • 
RETIRE TO FRC 16 YEARS AFTER 
COMPLETION, CANCELLATION, OR 
TERMINATION OF THE PROJECT. 
TRANSFER TO NARA SO YEARS 
AFTER SUBJECT EVENT OR WHEN 
30 YEARS OLD. 

B.	 Noteboob containing data dehrmined by compe t Kientific or DESTROY 6 MONTHS AFTER 
technical peraonnel either to be duplicated in hchnl report. or COMPLETION, CANCELLATION, OR 
elsewhere in project cue files, or to be of such a routin r TERMINATION OF THE RELATED 
fragmentary nature that their retention would not add .ign canUy PROJECT OR PROJECTS. 
to the project file. 

C.	 Other notebooks (unnumbered, looseleaf, etc) relating to patent • PERMANENT • 
numbers, historical, significant, or unique accomplishments, needed RETIRE TO FRC WHEN 10 YEARS 
to achieve continuity of effort, avoidance of duplicated effort, and LD. TRANSFER TO NARA WHEN 
to provide hand-written, signed and dated legal proof of Govemment- SO SOLD . 
•ponaored invention. In the event of patent lltigation. 

D.	 All other notebookl/copie.a. DESTROY EN NO LONGER 
NEEDED FOR FERENCE USE OR 
WHEN 6 YEARS 0 
IS SOONER. 

TRACKING AND DATA ACQUISITION - PROJECT MINITRACK ANALOG CHART 

It analog chart. recorded by STDN .tationa (SANBORN reccrdings], 

A. 

1.	 TRANSFER TO GSFC, ADVANCED 
DEVELOPMENT DIVISION, WHEN 6 
MONTHS OLD. GSFC WILL 
DESTROY WHEN NO LONGER 
NEEDED OR WHEN 5 YEARS OLD, 
WHICHEVER IS SOONER. 

2.	 Chart. of other ltation8. DESTROY AT STATION WHEN 1 
YEAR OLD. 

B.	 GODDARD SPACE FLIGHT CENTER (GSFC) ROY WHEN NO LONGER 
(chart.	 received from Item A.l. above.) NEED R WHEN 6 YEARS OLD, 

WHICHEV SOONER. 

8-17
 



21 

SCHEDULE 8 

ITEM MINIMUM 
(YFl ttl DESCJUPTION OF RECORD SERIES ltETENTION 

LADORA TORY NOTEBOOKS (R&D)
(8200)
(N 25·3) Noteboob contauung technic&1 a.nd "ientific dUa accumulating from the: 

CoMud of " .. arch and development. Soteboou LIIec!to record and 
prelerve rese&l"(:h, development. aM tnting dAta rdlec1ina the conditioN 
or tel" of' plan or a.pproach to problems, observilions, modd1ca.liolll, 
formulu, WlUJu&1or .ianificant phenomena, flfldingB and RiUIt.•, and 
oLh.er,..Lat.d data included are nltl'&t1ve diu... rough sketohel, curve I, 
and Ichem.atio dilgrunt. 

A.	 Bound lerillly numbered officiall&bor&tory notebooks and loo&clcu 
noteboob thai document and luppon Jlgnd1canl, hlStoncal, or 
unique aooomplllhmenu 01 relaLe to pat.en1 fUldinp 1bcIC record. 
are needed to a.chicyc continuity of effon. &nd provide h&nd.written 
.lgnce! and daUd leg&.1proof of Oc\,ernmcnt"ponlorcd invention •. 

B.	 NotebooK. containing dna detmnincd by competent Icientifio or 
technical peMlonml either \0 be duphca.tbd In technical rep ON or 
ebew~ 111 project cue filei, or to be of iuob II routine or 
fraamenwy nB%UTCthallhelr rettnllon wOllld not add aignificantly 
to the project flit. 

C.	 All ather notcboolu/coplcs 
(These copios t&Mot be mired to an PRC) 

• PER.MA~ENT •
 
RETIRE TO FRC 2 YEARS OLD.
 
TRANSFER TO SARA 25 YEARS OLD.
 

DESTROY 6 MONniS AFTI:R
 
COMPUTION. CANCELLATION, O~
 
TERMI1'ATION OF raz RELATED
 
PROJECT OR PR.OJECTS
 

DESTROY WHEN NO LONGER NEEDED
 
FOR REFERENCE USE OR WHEN 5
 
YEARS OLD, WHICHEVER IS SOONER..
 



SCHEDULE 8 

ITEM MINIMUM 
rUFI #/ DESCRIPTION OF RECORD SERIES RETENTION 

GROUND NETWORK PROGRAM FILES 

The ground network fila cOnlli.t of recorda that cover the following element.:
 
The Deep Space Network (DSN), m&naged by the Jet Propubion Labor&tory (JPL);
 INi+hd.M.VJ\ e Space Flight Trackin, &nd Data Network (STDN), managed by Goddard Space
 
F ht Center (GSFC); Balloon and Sounding Rocket Tracking and Data Acqui.ition
 ~I 1-'1'\5 
Faci ·a, m&naged by GSFC; and the AeronautiCi Trackin, and Data Acquilition S~6.1 Faciliti m&naged by Ama Research Center (ARC). 

[8410J A. 

Recorda in thit ria con.i.t of data received from three complexa
 
located in C&nbe Au.tralia; Madrid, Spain; and Gold.tone, California.
 
Th ... facilitia prim . y communicate with interplanetary .paeecn!t and
 
Ipacecraft in high EariH rblt that are beyond the view cOnlltrainh of the
 
Tracking and Data Relay tellite Sy.tem (TDRSS). Recorda in thit .. ria
 
alao conti.t of data/informah received !rom the ground Itationl at
 
Merritt leland, Florida; Bermud and Daltar, Senecal which provide
 
pre-night, launch, and early orbit e unicationll for Shuttle and
 
expendable launch vehicles (ELV).
 

1. Station Records. 

Records include, but are not limited to, .tat • PERMANENT • 
down/closure, budget, general correapondence, d contract data RETIRE TO FRC WHEN s YEARS 
for the following Itationa: Auatralla, Bermuda, C OLD. TRANSFER TO NARA WHEN 25 

YEARS OLD. 

2. Program Planning Records. 

Recorda in this aeries conaiats of lO-year implementation plana; RETIRE WHEN 2 YEARS OLD. 
forecuts; implementation program (Uidellnea, roles & respcnaibilit] DESTROY WHEN 10 YEARS OLD. 
utilir.ation recorda; and, other associated or related documentation. 

[8440J B. BALLOON AND SOUNDING ROCKET RECORDS 

The records con.i.t of data/information collected by the NASA facilitia • PE 
located at Paleatine, Texu, and Poker Flat, Aluka (Atmospheric balloon RETIRE TO C WHEN Ii YEARS 
programa). The facllitie. at Poker Flat, Wallopa, and the White Sand. OLD. TRANSF 
Sands Misaile Range in New Mexico provide tracking and data acqui.ition 10 YEARS OLD. 
for .ounding rocket activitle.. Alia included in this records leries are 
the aeronautic. program record. consistmg of data/information collected 
by the Flight facilitiea at Wallops leland and the Weatem Aeronautical 
Teat Range. 
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SCHEDULE 8
 

ITEM 
rUF1#1 DESCRIPTION OF RECORD SERIES 

MINIMUM 
RETENTION 

CONTINUED: GROUND NETWORK PROGRAM FILES 

Reeorda in thia len ilt of materiala and documentation on foreign 
and domestic IPacecraf't 1& • , luch u: Japan; Arianej and, GOES 
(Geolltationary Operational Enviro tal Satellite), and related 
documentation. 

• PERMANENT • 
RETIRE CASE FILE TO FRC WHEN 5 
YEARS OLD. TRANSFER TO NARA 
WHEN 20 YEARS OLD. 

{8450] D. SYSTEMS RECORDS - STDN (Space Flight Tracking &t 

Reeord. in thil leri" comiat. of, but are not limited to, equipment recorda 
used in IUpport of the program, Beam Waveguide (BWG), Gobal 
Poaitioning SYltem (GPS), SEI (Solar SYltem Exploration Iniatlve), and 
Level Zero proceuin,. 

24 
(8600]
eN 24-7) 

OPERATING BRIEFING FILES (R&D) - c..h0vr\~ 
Document. accumulated from periodic presentation. to directora of 
operating programs for forecute, trends, and result. of the 
execution of operating programs. Included are presentation materials, 
memoranda of actions directed, records of questions and answera, and 
other documents relating to the briefing. 

A. ORIGINAL DOCUMENTATION RETIRE TO FRC WITHIN 2 YEARS 
AFTER PRESENTATION TO 
MANAGEMENT OR COMPLETION 
OF THE PROGRAM. DESTROY 
WHEN 15 YEARS OLD. 

B. OTHER OFFICES/COPIES DESTROY WHEN NO LONGER 
NEEDED OR WHEN S YEARS OLD, 
WHICHEVER IS SOONER. 
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SCHEDULE 8 

ITEM MINIMUM
 
rurl #1 DESCRIPTION OF RECORD SERIES RETENTION
 

25 MISSION OPERATIONS 
{8600]
(N 26-10) A. VIDEO RECORDINGS 

JOHNSON SPACE CENTER -ITEMS 1-" (JSC ONLY) 

1.	 Space Flight Imagery 

Video tape recordings are cluaified .. original field-Hquential (FS) 
recordinp, original NTSC records, original film transrer records, and 
dub muter recordinp. These record. are limited to: Launch/Landinpi 
Downlinbi and On-Board Recordinp, the muter lapel with all identifying II/l /q s:
information will be transrerred to NARA. ('15 
(a)	 Launch and Landini Video.. • PERMANENT • 

(Thi. aeriea include. log boob or initial Kene lilt which TRANSFER TO NARA WHEN .... /0
includes a description, name(.) or people in video, equipment, YEARS OLD.AP 5"9 see c if "s. 1Qr:::..VI ,
and	 a brier .ynop.i. of what iI ioing on.) nee~eI (iJi ....t itS \ bl~Tran.rer includes the original recording includini the converaion 
to color. 

(b)	 Downlink •. • PERMANENT •
TRANSFER TO NARA WHEN _ /0 
YEARS OLD.~i IiU!:~'\~ Fi. (tr 1 c-~E'~E~ . c CWj~.(c)	 On-Board Recordinp. 
TRANSFER TO NARA WHEN ... /0 
YEApSiOtD. or :J:SfiJ if' As Id"q>*' 

Pre-Minion and Polt-Million Video.	 ::isC; V;;E~; ·Mlyet~RETAlNED 
AT JSC INDEFINITELY OR MAY BE 
RETIRED TO FRC WHEN 5 YEARS 
OLD. THOSE RETIRED TO FRC MAY 
BE DESTROYED WHEN 80 YEARS 
OLD, THOSE RETAlNED ON-SITE 
MAY BE DESTROYED WHEN NO 
LONGER NEEDED OR WHEN 50 
YEARS OLD, WHICHEVER IS 
SOONER. 

(e)	 Converted FS, NTSC, film tran.!e VIDEOS MAY BE RETAlNED AT JSC 
(made	 within 2 yeara or the muter) t INDEFINITELY THEY MAY BE 

RELEASED FOR REUSE OR DISPOSAL 
WHEN NO LONGER NEEDED OR 
WHEN 50 YEARS OLD, WHICHEVER 
IS LATER. 

2.	 Teat and Trainini Activitiea 

(a)	 Videoa in thi8 aeriea can include, but are not limited to, .hutUe SE AND REUSE VIDEO TAPES 
IUpport, crew training, Wet-F (racility) trainini, etc. TER SPECIFIC ACTIVITY 

(b)	 Spacecraft and launch vehicle tuting. ORIGINAL VIDE 
TESTING SHALL B 
3 YEARS AT JSC IN T CENTER 
STORAGE FACILITY. WH VIDEOS 
ARE 8 YEARS OLD, TAPE WI BE 
RELEASED FOR REUSE/RECYC!; 

8-20 
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8 SCHEDULE 

MINIMUM
 
RETENTION
 

2S . -'~_CONTn~UED: MISSION OPERATIONS 
[8600) 

A.	 Continued: yTDEO RECORDINGS (rsc ONLY) 

3.	 productiona (.cripted) 

Recol'!h in tbi. Mriel are infornlt.tional in nature	 or a.re documentary 1I/2/tf5 ('Ifin nature, or a.re ,eneral information on routine tra.iniD, elemenh. 

a) Procluc-t~~ ~ o.oc.u.me-4"" (\AS'" 0.(.+1'\1 i n!s ...~!~mANf:\-l-r .. Trarste1"" 
~d. h'\S to('\,\ . -\l> r'\AR fI w\)e.() ~ ~et4'5 

o \c.l• ,. r ~OQ fit e:..'O 

4.	 Documentaries (taped or live), prell ecnferenees, or .pedal evenh. 

5.	 Spa.ce Shuttle Pretum rmerly the Spr.ce Tra.naporhtion 
Sy.tem (STS)] documentary motion pl~"""'---"" 

6.	 STS Relearch 2.lld Development audiovilual produch. Record. 
include STS R&D coverage, training, and conatruction pre(I'en 

filmJ. [.5~c {Ide J] 

idure/video. 

• PERMANENT • 
RETAIN ON-SITE FOR 5 YEARS. 
TRANSFER, ALONG WITH ~Y 

• ES/FINDING AIDS TO NARA 
WHEN 5 D. [SEE NOTE 1] 
[Nl-255-00-1] 

• PERMANENT. 7?at1~M 
REIAlH OH·SI'fE fOR 1 YEAR. 
l'CSTIR~ VIDEO TAPE ~D MOTION 
PICTURE FILM (INCLUDING A 
PRODUCTION COpy OF FILM IF 
AVAILABLE) ALONG WITH ANY 
SUPPORTING INDEXES/FINDING 
AIDS "'0 ti us .. (J:::SM) lOFt 1$= 
~EA'fIS I~TEIU)'( STOIV,GE, 
'fR' )lifER: TO NARA WHEN ~ 
YEARS OLD. [SEE NOTE1] /0
(Nl-255-00-1] 

RETAIN FILM/VIDEO FOR 6 YEARS 
- TE THEN RETIRE TO FRC 

FOR 15. DE • 
OLD. 
(Nl.255-00-1] 

No-n:, . ~SS ¥ ,h\lm~ is:	 (\c..·haYvJ t'rft.h~#t a.:t Co\~efT f>ev..I::. Mo1-\(/'Y\ rlc..1v-f'e-, .sounel 
o...v.~ Vlaeo ~~, N '-l~M "Q", 3 3~ g(,D\ ttdll-tehiA. "Ret.,I 

(o~~e- ~A.\\:..t ('r\\) 2D'TLto - Ce60 I. 
J 

<g-2..1 
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SCHEDULE 8 

ITEM MINIMUM 
11leisi DESCRIPTION OF RECORD 'SERIES RETENTION 

25 CONTINUED: MISSION OPERATIONS 
[8600J 

A. Continued: VIDEO RECORDINGS (KSC ONLY) 

8.	 16 mm, 35 mm, and 70 mm Film/Print Footage STS Engineering. 
Film rootage conlilb of day-to-day activities or event. which 
may include any of the following in .hon clip film format, 
finilhed/raw footage, or Ihon films: 

Arrivala or VariOUI dignitariesi KSC conference proceedinpi utronaut 
arrivalli lome launch coveragei equipment rollout. (e.g., SRB, .hutUe 
external tank); arrival of ·new· IhutUea or external tanka; ground 
breaking ceremoniea for new {acihtiea; and other miseellaneoUi daily
activitiea. 

(a)	 Onpnal Film. • PERMANENT • 
RETAIN ON-SITE FOR 5 YEARS 
ALONG WITH ANY INDEXES/ 
FINDING AIDS. TRANSFER TO NARA 
WHEN 5 YEARS OLD. 
[NI-255-90-1] Gh~~ 

DONATE COPIES OF THE ORIGINAL 
FILM AS CITED IN (1) ABOVE TO 
THE CUSTODY OF EITHER 
INSTITUTION: 

Kannl Ccsmeephere and Space Center, 
Attn: Mr. Rick Donovan, 1100 N. Plum 
Street, Hutchmson, KS 67501 

Brevard Co College, Attn: 
Mr. Robert A. Aitken, o.t, Cocoa 
CampuI, 1519 Clearlake Ro, a, FL 
32922 
[NI-255-90-1] 

nt/tlDt MIS~AP! o~ rr.f\L..FV.NL:tION.s 
B.	 STS VIDEO TAPES OF'ACCIDENTS.GR IHPOU}>Jt)EB VIDEO 

RETIRE TO FRC 2 YEARS AFTER 
COMPLETION OF INVESTIGATION 

LMri.jr;(	 o.c:c:i&~ ~ \es. ().("e... C6~+IA('(?J if' c1o..~ OR ACCIDENT, WHICHEVER IS 
LATER. 'f-RANSFER T6 !~:A1tA WHENI I ~~w it'-M 111.) -eo "tEAM OLl). t>a+rb,-\ w 'h~ 
fNl-2SS-00-1! 

2.S-	 ~ Co..('.s 0 \ &.. . 
D(,l51~oJ vida> --\o.res ~ S15 S-I L lvho..,ll~KV) 

o.re. ~rt\A('e& ~ i~ 30 of -t-ni.s c..h~(Otw-. 

8-22 

'\;:-

http:OF'ACCIDENTS.GR


ITEM MINIMUM 
IUF1#[ DESCRIPTION OF RECORD SERIES RETENTION 

15 CONTINUED: MISSION OPERATIONS 
[8600] 

1. • PERMANENT • 
RETAIN NEGATIVES ON-SITE FOR 6 
YEARS. TRANSFER ORIGINAL 
NEGATIVE AND (1) CAPTIONED 
PRINT (WHERE AVAlLABLE) TO 
NARA WHEN 6 YEARS OLD. 
NDEXES/FINDING AIDS SHOULD 

B SFERRED WITH THE 
RECORDS. 
(Nl-266-00-1] 

2.	 STS Ruearch and Development ,till pictura of STS R&D • PERMANENT. Tr-o.r1S0 
coverage, training, and conitruction progt'eU. ;tZYJdH jqEGAIlVES ON sIte 1Oft :1-
(SEE NOTE1] "f'UB 1l!TIItS NEGATIVES, (1)

CAPTIONED PRINT OF EACH 
(WHERE A VAlLABLE) AND ANY 
SUPPORTING INDEXES/FINDING 
AIDS TO NARA STILL PICTURES 
BRANCH (NNSP), FOB '" f!AU 
1!1'i'~Rn (S'i'9RAGE 'i~'di8Fglt T'Q 
tllLU WHEN 'K'YEARS OLD. 
(Nl-255-00-1] IS-

3.	 Flight Element Engineering Clo,eout photo',. 

'Rc\ti.:(1 51,1\ ~~iJ(S .(6r ~ie"rs 
DI'I ~ j+c. -th /!-y> re:f' re: tp F j2 G +(fY' 
It> ~(!.(l.I'~. ~o-tro~ vl'r.t..-n IS" 

'1t£..r{ 0\&' 

Sl1'lo..xeS- 1... ..)',11 be- -\'rOM~fe((e&~r6'M 
tk e1e.ct~{\\" rtl.l5G. 'ole. (l\~4. ~ 

Wri1e. O ....ce: ~tlI\\O't\'1 (wot/l'\) 
Me~ • C\ec:\'rt.rriIC: ... ~~Ab\e. l\'\e~tL 

W\ 1\ he.. ('!..l eo: wi * rl-l.lSe.. uf'd'n 
vtd~itro;"" of In..aSe.. ~s.f'e-r -ro 
ilt WO~IY\ M~D-. W~tR'\ stc>~ 
Med,(A. I»',l\ be. re:ta.lt'le& cn\ s'i-k -t'« 
S '{eA.l'S (10M 01.. -tnel'l rdii"f.ci-h> {~c.. 
.f6r lO ~f.L.I('&. Wb~1V\ s"\"eC'{).Je.. rnetk. 
w'\\\ 'oe. d.utC'O'-{e~ ~he.t\ \5' ~ta.C'S' 
o\d.. . 

(su;pM'Se&e!: NI-zsS'"·qo-1 I t.\c.~ 

ttltfbttf i/Jsnd/tl1?i?Jv ra~rtlslYIatJty-er Iff 1~larr::rA'II';'!{ li?slr~di~ _ 

,tj~f;s 
('If 
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SCHEDULE 8 

ITEM MINIMUM 
{UFT #1 DESCRIPTION OF RECORD SERIES RETENTION 

2S CONTINUED: MISSION OPERATIONS 
[8600J 

D. TECHNICAL ENGINEERING OPERATIONS AND SUPPORT FOR THE SSP (KSC ONLY) 

Thae KSC documents are ufilieed in the telting and venfication of the SSP hardware. They include records 
pertaining to testing, inspection, maintenance, acheduling, cheekout, and verification of flight operational 
readineaa for on-board I)'.tema and ground .upport I)'.tema: 

Proc:euing Documentation 

cords relating to Problem Reporting and Corrective Action (PRACE, i e., 
ST lement problem reports (PRa), Interim Problem Report. (IPRa), Tile 
Preble Report. and interim reports, Tile Diacrepancy Report. and Correction 
Action an siatance Requests (CAARa), Work Authorintion Document. .uch as 
Operation. Maintenance In.trudlon. (OMII), Repetitive Tuk OMII, Job 
Carda, Type B t Preparation Sheet. (TPS), Preventative Maintenance 
In.tructiona, Certi I tion and Calibration Procedures, Inatrudion Change 
Reque.ta, Work Ordera d other workmg procedures. Al.o included are the 
operational processing .cn ulea, trouble tickeh, work control documents, 
test support operations, proc ing support plan, Operations and Maintenance 
Plan, Data Management, .chedu and .tatus summary and any engineering or 
operational logs. Technical configu tion management requirements and change 
control documents should be included we)) aa Operafions, Maintenance, 
Requirements and SpeCifications (OMRS), ny Requirement. Change Notice. or 
Waivera/Exceptions to these requirements. .upporting or related document. 
to the above. [SEE NOTE 1) 

(a)	 Specified recorda pertaining to the Orbiter, Space
 
and Orbital Maneuvering System pods.
 

i.	 Paper recorda. RETIRE TO FRC 5 YEARS AFTER 
LAUNCH OF VEHICLE AND AFTER 

ICROFILMING. DESTROY WHEN 20 
SOLD. 

-90-1) 

ii.	 Microfilm recorda RETAIN A KSC. DESTROY WHEN 
INFORMATI IS 20 YEARS OLD. 
[Nl-255-90-1] 

(b)	 Records pertaming to the External Tank and Solid Rocket
 
Boosters.
 

i.	 Paper Record.. SEE DISPOSITION FOR ITEM 
ABOVE. 
(Nl-255-90-1] 

ii.	 Electronic/Computer media collected during the buildup RETIRE TO FRC 5 YEARS AFTER 
and proceuing phue. Data include. ultruonica (cue to LAUNCH OF VEHICLE. DESTROY 
insulation bondline inspectron, inspectoscope (video WHEN 20 YEARS OLD. 
inspection of joint metal parts), slne-bar (tang & devil 
.haping data), temposonics (joint mating engagement data), 
leak check (joint seal integrity check) and the .oftware 
package revlllons for each of the .tored data liated. 

/ 
to the Ground Support Equipment.	 SEE DISPOSITION FOR ITEM D 1.(a) 

ABOVE. 

NOTEl:	 Records pertaining to Safety and Reliability Reports, including Hazard Reports & Risk 
Assessments with regard to Shuttle Processing are maintained under UF] 1700. See 
Schedule 1 lor records created in this series or Schedule 8 lor Payload Safety. 
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SCHEDULE 8
 

ITEM 
rUFI#! DESCRIPTION OF RECORD SERIES 

MINIMUM 
RETENTION 

2S 
[8600] 

CONTINUED: 

Continued: 

MISSION OPERATIONS 

TECHNICAL ENGINEERING OPERATIONS (KSC ONLY) 

(d)	 FUeords pertaining to the Launch Proc:eaaing Sy.tem, racility 
,upport, complex control .y.tem, inatrumentation and calibration 
and operational communication I)'ltem. 

i. Paper record •. 

ii. Mi film. 

(e)	 Reeords pertainl to the Information Management Systeme;
Shuttle Preeessin d Data Management Syatem (SPDMS); 
Procell Engineering d Control Sy.tem (PECS), Lockheed 
SYltem Data Network SDN), and, allo including vendor 
supplled documentation ardware and .oftware .tandards, 
problem tickets, loft ware r ease noticea, review Item 
dilposition, functional requir ents document, user 
guide(.), verification procedure and ulociated document •. 

(f)	 Official record copy of Operations d Maintenance In.tructioM 
not included In d (l)(a) Record. in i•• erie. include: 
Launch Countdown; PAD abortl (SOO . Flight rer.dineas firinpj 
Cryogenic Tanking Testa (S0037)j Impou /aecidenhj and 
Specral Telts. (Document. in thll Item are onaidered the 
OMI - 5 Volume Set) 

i. Paper recorda. 

ii. Silver Microfilm. 

iri, Diuo copy of microfilm. 

(g)	 Photo contact .heeh identifying .tiIl photo. related 
to Iteme (a)-(d). 

RETIRE TO FRC WHEN 2 YEARS
 
OLD AND AFTER MICROFILMING.
 
DESTROY WHEN 17 YEARS OLD.
 
(NI-255-90-1]
 

RETAIN AT KSC. DESTROY WHEN 
20 YEARS OLD. 
(NI-255-90-1] 

RETAIN THESE RECORDS FOR 2 
YEARS OR UNTIL NEXT REVISION 
CYCLE, THEN DESTROY. 
(NI-255-90-1] 

RETIRE TO FRC WHEN 5 YEARS 
OLD AND AFTER MICROFILMING. 
DESTROY WHEN 20 YEARS OLD. 
(NI-255-90-1] 
.p(.ttt. ~ 1J.i:: ~ T. 
TRANSFER TO NARA IN 5 YEAR 
BLOCKS 
(NI-255-90-1] 

TAIN AT KSC. DESTROY WHEN 
NO ONGER NEEDED OR WHEN 35 
YE OLD, WHICHEVER IS LATER. 
[NI-25 -1] 

RETAIN R
 
AND THEN STROY BOTH THE
 
PHOTOS AND SSOCIATED
 
CONTACT SHEE . (NOTE:
 
NEGATIVES OF P TO CONTACT
 
SHEETS ARE INCLU D UNDER C.3.
 
OF THIS ITEM.)
 
(NI-255-90-1]
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SCHEDULE 8 

ITEM MINIMUM 
fUEl #1 DESCRIPTION OF RECORD SERIES RETENTION 

25 CONTINUED: MISSION OPERATIONS 
[8600J 

Dellign and Configuration Manacement (KSC ONLY) 

orch relating to the dellign and configuration manalement .upporl	 inc1udinl Type A Test 
IU'ation Sheeh (TPS), Enlineerinl Supporl Requellh, Change Control Board Directives, 

Ch e Requeltl, engineering auulment and in.tructionl, modification inltruction packalea, 
field e 'neering changes, configuration change UIeaImenh, control board meetinl minutel 
and dis iUon., and other .imilar documentation. 

(a) control .".lem facility .upporl and ll'Ound .upporl equipment. 

i.	 Paper RETIRE TO FRC WHEN 5 YEARS OLD 
AND AFTER MICROFILMING. 
DESTROY WHEN 20 YEARS OLD. 
[NI-255-90-1] 

ii.	 Microfilm. RETAIN AT KSC. DESTROY WHEN 20 
YEARS OLD. 
[NI-255-90-1) 

(b)	 alion Management Sy.lema (SPDMS, PECS, LSDN). 

I.	 Paper record •. MICROFILM RECORDS. DESTROY 
PAPER RECORDS WHEN 5 YEARS 
OLD AND AFTER MICROFILM 
VERIFICATION. 
[NI-255-90-1) 

ii.	 Microfilm. RETAIN MICROFILM AT KSC UNTIL 
SYSTEM IS REPLACED BY NEXT 
GENERATION DESIGN OR DESTROY 
WHEN 25 YEARS OLD, WHICHEVER 
IS EARLIER. 

1-255-90-1) 

(c)	 Delign drawinp for lI'ound .upporl equipment. RET DOCUMENTS FOR THE LIFE 
OF THE YSTEM, PLUS 1 YEAR, 
THEN DE ROY. 
[NI-255-90-1 
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15 

8 SCHEDULE 

ITEM MINIMUM
 
IUF/#[ DESCRIPTION OF RECORD SERIES RETENTION
 

CONTINUED: MISSION OPERATIONS 
[8600) 

Magnetic Data Tapes - STS ONLY (KSC ONLY) 

hen are tapes that are related to or are the Launch Proceuin, Sy.tem (LPS) 
aining to Space Tranaportation Sy.tem proceuin" diJital and &nalo, magnetic 
data. 

(a)	 data related to daily KSC teat operationl including 
inat entation and calIbration, and firing room test 
operah I, and on-orbit recorded ru,ht data. 

(b)	 Tape data relating to launch c ntdown, flight re&dinell 
firing, tanking teste, pad abortl, . ht control teat, 
data, impound data, on-board fllgh recorder dumps, and 
muter LPS operating .y.tem tapel, I h as control check-
out and monitor lubly.tem (CCMS), te configuration 
identIfication (TCID) Jave tapel, central ta Iy.tem 
(CDS), telt configuration identifieafion burl tapel 
(TCID), control checkout and monitor lubsYlt /complex 
control Iyltem (CCMS/CCS) operating Iystem t , and RPS 
data base lave tapea utrlised to IUPPOrt specified t tin, 
.taning at T -8 to T+l hour or end of drain back. 

(c)	 Tape data relating to landing and specific engineering' Jave 
A1lo Virtual Addreal Exteruion (VAX) data tapes. 

(d)	 Tape data relatmg to complex controll')'ltem. 

(e)	 LPS operational data tapel which include Jave tapes, verified 
.onware, TCID lave tapes, SYltem BUIld Application Program 
Library Mamtenance (APLM) tranlmit tapel, Vandenberg Air 
Force Base (VAFB) eloseout magnetic tapes and related data. 

RETAIN DATA FOR THE PREVIOUS
 
FLOW OF RESPECTIVE VEHICLE
 
ONLY, THEN ALLOW ENGINEERING
 
REVIEW TO DETERMINE
 
RETENTION OF SPECIFIC TESTING
 
DATA AND RELEASE TAPES FOR
 
REUSE. FOR EXTENDED
 
PROCESSING FLOW GREATER
 
THAN 1 YEAR, PERFORM
 
ENGINEERING REVIEW OF DATA,
 
AND RELEASE TAPE FOR REUSE.
 
[Nl-255-00-I)
 

RETAIN DATA AT KSC FOR THE
 
LIFE OF THE PROGRAM OR WHEN
 
THE OFFICE OF SPACE FLIGHT
 
DETERMINES THE SHUTTLE
 
FLIGHT PROGRAM HAS BEEN
 
TERMINATED, SUPERSEDED, OR
 
CONSIDERED OBSOLETE.
 
[NI-255-90-1)
 

RETAIN DATA FOR 5 FLOWS OF
 
RESPECTIVE VEHICLE, THEN
 
RELEASE TAPES FOR REUSE.
 
Nl-25S-00-I)
 

RAIN DATA FOR 6 MONTHS,
 
THE RELEASE FOR REUSE.
 
[NI-2S -I)
 

RETAIN T S FOR 2 YEARS,
 
THEN RELEAS
 
[Nl-2S5-90-I)
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SCHEDULE 8 

ITEM 
rUFI #1 DESCRIPTION OF RECORD SERIES 

25 CONTINUED: MISSION OPERATIONS 
{8600} 

CONTINUED: M&{TIeticData Tapea - STS ONLY (KSC ONLY) 

Data tape product. and file Ip&c:erelated to Flight Software 
Support including Mass Memory Patches, Shuttle Data Tape,
Maaa Memory Loads, Ground Support Equipment Kennedy 
AvioniC8 Tut Set (GSE KATS) load, Shuttle Data File., 
Primary AvioniCi SYltem Software/B&c:kup Flight SYltem 
PASS/BFS) Memory Certification, Inerti&1 Meuurement Unit 

( U) C&1!bration, and, uJociated data. 

(,)	 Data apea related to LPS loftware development involving 
troubl ooting and debug. Also tapes aslociated with 
Informat! n Management SYltel'nlj SPDMS, PECS, and LSDN. 

(h) 

It&c:kingoperation.a. 

(2) Detennined to be of ligni ant value by KSC engineering. 

(3) Data pert&ining to adverse weath 

0)	 Hypergolic maintenance faCility procel.ing da 
Orbital Maneuvenng SYltem Pod checkout. 

4. Propellant Ccnsumable Management (KSC ONLY) 

Thue are records pertaining to propel1ant an&1Ylil reportl and 
.ample an&1ylis relevant to the STS program. 

5.	 Firing Room Tuting Data (KSC ONLY) 

Firing room record I and telt data are recorda/documenh which 
accumulate daily or during tuting. 

(a)	 Launch procesaing I)'ltem (LPS) recorda pertaining to 
.hared peripher&1 data, line printer(I), hard copies, 
drip chartl, printer plotter, and related data. 

(b)	 Launch proculing I}'ltem reeords created by Operationa 
and Maintenance Inltruction S9002 Integrated Data 
Requiremenb for engineering ev&1uation. 

• MINIMUM
 
RETENTION
 

RETAIN DATA FOR 1 FLOW OF 
RESPECTIVE VEHICLE OR NEXT 
REVISION LEVEL, WHICHEVER IS 
FIRST, THEN RELEASE TAPES 
AND/OR FILE SPACE. 
(Nl-256-90-1) 

RETAIN TAPES FOR A MINIMUM OF 
2 WEEKS OR RELEASE FOR REUSE 
ACCORDING TO LOCAL PRACTICE, 
WHICHEVER IS LONGER. 
(NI-266-90-1) 

RETAIN DATA FOR 1 FLOW OF 
VEHICLE, THEN RELEASE FOR 
REUSE. 
(NI-255-90-1) 

RETAIN DATA FOR 6 FLOWS, THEN 
RELEASE FOR REUSE. 
(NI-256-90-1) 

RETAIN DATA FOR 6 MONTHS, THEN
 
RELEASE FOR REUSE.
 
(NI-255-90-1)
 

RETAIN DATA FOR 1 YEAR, THEN
 
RELEASE FOR REUSE.
 
(NI-255-00-1)
 

RETAIN DOCUMENTATION FOR 5
 
YEARS ON-SITE, THEN RETIRE TO
 
FRC FOR 6 YEARS. DESTROY WHEN
 
10 YEARS OLD.
 

1-256-90-1 7.) 

RETAIN CO PUTER PRINTOUTS
 
FOR 2 WEEK, THEN DESTROY.
 
(NI-255-90-1 8 a
 

RETAIN DATA RE RDS FOR
 
1 YEAR AFTER DAT
 
THEN DESTROY.
 
(Nl-255-90-1 S.b.)
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SCHEDULE 8
 

ITEM MINIMUM 
rUF/#l DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: MISSION OPERATIONS 

D. CONTINUED: (KSC ONLY) 

6. Launeh Proceaaing Sy,tem (LPS) Supporting Documentation (KSC ONLY) 

LPS documenb pertaining to teat configuration identification RETAIN RECORDS FOR 1 YEAR,
 
releuea (TCID), loftware development problem reportl, teat ALLOW FOR TECHNICAL/
 
preparation Iheete, on-board computation facility data hating, ENGINEERING REVIEW. AFTER
 
muter meuurement liata, integrated .y.tem number releue REVIEW DESTROY RECORDS, OR
 

uthorir.ation, function designator directory lilting, LPS releue DESTROY RECORDS WHEN 5 YEARS 
n ices, goal expanded source listings, Ifltem build OMI data OLD, WHICHEVER IS SOONER. 
sh , Ifstem build telt configuration idenhfication (TCID) [NI-255-90-1 9) 
gener ed liltings, Ifltem build model lilting, loftware 
venfica . n procedures, reconfiguration network (RNET) documentation 
and aIIOCI ted recordl. 

7.	 , Microfilm, and Data Tapa 

Copiet of records, ocumentation, microfilm, and data tapel DESTROY WHEN NO LONGER 
contained in any of e above cited recorda .eries maintained at NEEDED FOR REFERENCE, OR 
any other inltallation other than at Kennedy Space Center. WHEN 5 YEARS OLD, WHICHEVER 

IS SOONER. 
[NI-255-90-1 10) 

26 FLIGHT READINESS FILES 
[8600] 

This record series conlilh of Fhght Readmese view Fllel (FRR) (condensed and
 
complete versions) of all documentation on all fll h; pre-flight; and approved
 
documentation for each project office for a flight to 0, including documentation
 
that led up to the decisions made. Also included ma be project correspondence and
 
related materials. FRR's are main tamed and Will be tr sferred via the four project
 
offices that directly support the Shuttle Program Office. hese offices are:
 
(1) Spaee Shuttle Main Engine; (2) External Tank; (3) Soh Rocket Booster;	 and, 
(4) the Redesigned Solid Rocket Motor. [NOTE: Office (3) d (4) were the lame office
 
up to STS-26 at which time they wee leparated into 2 different fficet.)
 

A. Flight readiness review files (FRR) for the National Space Tr portation	 • PERMANENT • 
Sy.tem	 (STS) 1 to STS-2S (including documentation on Challen r). RETIRE IMMEDIATELY TO FRC. 

TRANSFER TO NARA, JANUARY 1, 
2002. 
[NI-2SS-92-3 l.A) 

B.	 Flight readinesl review files for STS-26 and continuing flight.. • PERMANENT • 
ETAlN FRR'I ON-SITE AT MSFC 

R 5 YEARS AFTER SUBJECT 
FL HT. RETIRE TO FRC FOR 10 
YE . TRANSFER TO NARA 15 
YEA TER SUBJECT FLIGHT 
(INCLU G TERMINATION OR 
CAN CELL ION). 
[Nl-25S-92-lS 1.B.) 

C.	 AIl other inatallationa and copies. DESTROY WHE NO LONGER 
NEEDED OR WH 2 YEARS OLD, 
WHICHEVER IS SO ER. 
[Nl-2S5-92-3 I.C.) 
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SCHEDULE 8 

ITEM MINIMUM 
rUEl #1 DESCRIPTION OF RECORD SERIES RETENTION 

FLIGHT DATA FILES (FDF) RECORDS 

Tbe.e reeorda/fllH comiat of the tot&! on-board complement of
 
documentation and related aid. available to the !light ern ... for night
 

ution. Materiala include procedural checkliatl, integrated time-
lin ,cue carda, m&!f'unction and reference data, crew activity plaDI,
 

deeals, photos, and other lpecializ.ed arliclel sueh ..
 
e&rth m and .tar charl.. The actual FDF coruilll of multiple eopiea
 
of lOme docu entl dependent on crew requirements. The filee will comilt
 
of' the -u flown ateri&!I, otherwiee backup eopies of flown documents
 
will be provided' e originall are unavailable No bardware UelTll will
 
be included in the rna rial. tran.ferred, •. g., pencrls, ciampi, backboa.rde,
 
plaetic eevers, edge labe cuff checkli.t bracelet, and metal binding
 
ringe. Theae iteme will be oved from the FDF document. before bein,
 
transferred to the Feder&! R..ec e Center and/or tbe Nation&! Archivel
 
and Recorda AdminUtration (N ).
 

A. 

1. F!Jghh STS-l through STS 51L (1	 • PERMANENT • 
(NOTE'	 Flights 5IC and 51J are sified, TRANSFER IMMEDIATELY TO 
and 5lL ia excluded. 51L reeerds w be NARA. 
be shipped .,..ith the Records being main [NI-255-88-1] 
in tbe JSC Data Repository ) 

2.	 Flight. STS-26 and continuing millions • PERMANENT • 
RETIRE TO FRC WHEN 6 MONTHS 
OLD OR WHEN NO LONGER NEEDED 
FOR OPERATIONAL OR REVIEW 
PURPOSES, WHICHEVER IS EARLIER. 

SFER TO NARA " YEARS 
AF R MISSION/FLIGHT HAS BEEN 
COM TED. 
!NI-255- -I] 

B. FDF RECORDS PRIOR TO STS-I DATED 1968 (or earlier)'	 • PERMANEN 
• Apollo 8 through Apollo 17	 TRANSFER TO UPON 
• Skylab 2 through Skylab "	 COMPLETION OF CROFILMING. 
• Apollo-Soyuz. Teet Project (ASTP) TOTAL	 TRANSFER 0 
• Shuttle Approach and Landing Teat (ALT)	 RECORDS WILL BE CO 

(-21	 boxes; S/22/68 - 12/21/77) DECEMBER 31, 1998. 
[Nl-255-88-1] 

28 CONTRACTOR PERFORMANCE EVALUATION REPORT FILES - ~""""~ 
[8610) R&D PROJECT NASA/DOD 

(N 25-8)	 Semia.nnu&! report. of the project manager for each major seleeted contract 
reviewed and commented upon by the contractor, and finally reviewed 
comprehensively at NASA Headquartere, including the fin&! tennin&! report 
aummarisin, tbe whole period. 

A.	 PROJECT MANAGER'S FILE RETIRE TO FRC 2 YEARS AFTER 
COMPLETION, TERMINATION, OR 
CANCELLATION OF THE PROGRAM. 
DESTROY WHEN 66 YEARS OLD. 

10 
RETIRE TO FRC 1YEAR AFTER 
FINAL CONTRACT PAYMENT. 

OY IS YEARS-LA'fEIt. G..He.!' 

..t, i\ /0.\ e t..-{ rr."",,* • 
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SCHEDULE 8
 

ITEM 
rUFI#l 

(8610]
eN 24-17) 

31 
(8640]
eN 26-9) 

MINIMUM 
DESCRIPTION OF RECORD SERIES RETENTION 

OPERATIONS PROGRAM PROGRESS REPORT FILES	 - R&D 

Reporting I)'.tem for program Kheduling a.ud review (SARP) chart.. 

A.	 Office of Primr.ry Responsibility for the report •. • PERMANENT • 
RETIRE TO FRC WHEN 2 YEARS 
OLD. TRANSFER TO NARA WHEN 
10 YEARS OLD. 

B. All other offices/copies.	 DESTROY WHEN 1 YEAR OLD. 

STS 51-L DATA REPOSITORY RECORDS 

Thi. col e· reside. at Johnaon Space Center and iIknow u the • PERMANENT • 
6lL Data Repos . The collection includes all impounded record. from RETIRE ENTIRE COLLECTION 
the STS 51-L aecideri related data accumulated during and after the TO FRC WHEN NO LONGER 
accident investigation(a). files have been determined to be of NEEDED FOR ACTIVE AGENCY 
significant value by the National rogram Office and are used to USE (i e., COURT CASES OR 
.atiafy inquinu usociated with program itiea. Included in the LITIGATION), OR WHEN 25 
collection, but not Imuted to, are memes, letters, rh, photographs, YEARS OLD, WHICHEVER IS 
film negative., computer printouts, drawing., becks, 0 otes, and SOONER. TRANSFER TO NARA 
data, video, and voice tape.. Also mcluded within thi. mix dia WHEN SO YEARS OLD. 
may be duphcanen of information aa It haa been migrated !rom one 
medium to another. 

B.	 All other Installation. - Copies retained relating to the above 
Hriel of records 

AUDIO TAPES - MANNED FLIGHTS/GROUND CONTROL - c.hOvv.~ 

A.	 Manned space flights, ground control and flIght crew communication. 
(&ir to ground) tape.. (JSC ONLY) 

1.	 Maater tapes WIll all identifying information (including migration • PERMANENT • 
tapes If older material haa been changed over to new technology). TRANSFER TO NARA WHENi1:6 10 
(Program Office OR Office of Primr.ry ResponsIbIlity for control of YEARS OLD. 
these	 tape. ) 

2.	 All other offices/copies, including working duplicates which will be RETAIN IN THE JSC 
clearly	 marked. PHOTOGRAPHIC AND TELEVISION 

TECHNOLOGY DIVISION VAULT 
UNTIL NO LONGER NEEDED, OR SS 
YEARS OLD, WHICHEVER IS LATER. 

B. Spacecraft and launch vehicle telting including Shuttle testing.	 RELEASE FOR REUSE AS SOON AS 
(KSC	 ONLY) PRACTICABLE. RELEASE FOR 

REUSE 60 DAYS AFTER LAUNCH OF 
SPACECRAFT INVOLVED. 

C.	 Expendable launch vehicle telting. RELEASE FOR REUSE AS SOON AS 
PRACTICABLE, I.E. 60 DAYS AFTER 
LAUNCH OF SPACECRAFT 
INVOLVED. 
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SCHEDULE 8
 

ITEM MINIMUM 
fUfI #1 DESCRIPTION OF RECORD SERIES RETENTION 

32 AIRCRAFT CREW MEMBERS QUALIFICATIONS AND PERFORMANCE - new 
{8650j RECORDS-NASA 10 ACMQ 
PASR 

Recorda in thil I)'.tem are of crew memben of NASA aircraft which 
con.ilt of (1) recorda of qualifications, experience, and currency, e.,., fli,ht 
houn (day, night, and instrument), type. of approachee and landinp, crew 
po.itionl, type aircraIt, fhght check ratinp and related examination reeult., 
trainin, performed and medical recOrdl; (2) fli,ht itinera.riee and paaeen,er 
mani!eeu; and, (3) biographical information. 

33 KENNEDY SPACE CENTER (KSC) SHUTTLE TRAINING 
{8650j rvc 04) - NASA 76 STCS 
PASR 

Recorda contained in thill)'.tem are of KSC Civil Service, KSC contrador, and 
DOD penonnel who have received 'Ylteme, .kill., or .aIety training in .upport 
of KSC or Space Shuttle Operatiom. Record. comilt of training attendance 
and certifications, including certifications of phYlical ability to perform 
haurdoua tulte. 

• '8m f.;'df8HT~ 
RETAIN RECORDS IN AGENCY 
SP ACE. DESTROY 6 YEARS 
AFTER CREW MEMBER SEPARATES 
FROM AGENCY. 

CERTIFICATION SYSTEM - ne.cc 

OUTDATED RECORDS ARE 
DESTROYED. CURRENT RECORDS 
ARE MAINTAINED UNTIL S YEARS 
AFTER TRAINEE IS SEPARATED 
FROM NASA. 

{8650j
PASR	 Record. in thil I)'ltem are of utronaut training which coneilh of (1) T-SS and 

other flying recorda of qualification, expenence, and currency, e.g., flight 
houn (day, night, and instrument), types of approaches and landinp, crew 
politionl, type of aircraft, flight check ratinge and related examination 
results, traming performed and medical records, 92) utronaut candidate 
records; (3) limulator training records; and (.() any records pertaining to 
overall utronaut traming for .pace flight.. 

35 ASTRONAUT SELECTION DATABASE (ELECTRONIC) -
[8650J 

Electronic record. conlilting of the selectlcn process and the name. of 
of these seleesed, including any other related material. maintained in the 
databue. 

NOTE: PHOTOGRAPHS - STILLS (N 9-4 I N 9-5) 

SPACECRAFT 

34 JOHNSON SPACE CENTER (JSC) ASTRONAUT TRAINING RECORDS - ne.w , J, L
 
/e7jftljtf'f tJl 

- PERM,ANENT •
 
T('<.lr6f:er .tz, l'\~~ s y eo..'('~ a..f+e-r'
 
(Dl'l\fle+,,,,", .,.f -tn::(Ifl't\( oOl'otllalY\ . e
 
e.a c.h $;(.. .:<t.n:t....leo..l_-" .J' 0 . J I. 'J 

_ f ,"!_ "'lnIO( pro~ ~ 
SI.lU! as 1-38 

I 

'"'0\\..1. \Cl~ cJr OI}t/(cd.J 

irAt n I r1 ~ 0. ~'l ~ c: ~,. m . 

ne.LJ 

• PERMANENT •
 
TRANSFER TO NARA WITHIN
 
6 MONTHS AFTER CLASS
 
SELECTION.
 

SEE SCHEDULE 2 
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8 SCHEDULE 

ITEM MINIMUM 
(UF1#1 DESCRIPTION OF RECORD SERIES RETENTION 

36 PA YLOAD PROCESSING DOCUMENTATION (KSC ONLY) - ~0Jvt~ 
[8680] 

load reeoro- pertaining to OperatioIll and Maintenance lnatrucUonJ,
 
Ted d ANembly Procedures, Tat and In'pection Recoro-, Diacrepancy

Report , Tat Preparation Sheet, ANembly Orden, Fabrication orden,
 
Removal trol Caro., Contractor Unique Work Documents, and .... ociated
 
documentatio
 

1.	 Specified reeo (u cited above) which are million and non-
miNion unique.
 

(a)	 Paper reecrds, RETIRE TO FRC WHEN 1 YEAR OLD 
AND AFTER MICROFILMING. 
DESTROY WHEN 16 YEARS OLD. 
[NI-256-90-1) 

(b)	 Microfl1m RETAIN AT KSC. DESTROY WHEN 
20 YEARS OLD. 
[NI-256-90-1) 

2.	 Recorda pertaining to entry control 10gB, calibration and RETAIN RECORDS FOR 1 YEAR 
maintenance, data sheeh, contamination anaIYli./c1eaning, FOLLOWING MISSION, THEN 
support requesta, temperature/humidity chart., field DESTROY. 
engineering change, engineenng instruction. and usociated NI-255-90-1) 
documentation. 

3.	 Records pertaining to Operations, Maintenance, Requirements, RETAIN DO ENTS FOR 2 YEARS 
and Specifications including Revision Change Notica and ON-SITE, THE TIRE TO FRC 
Except ions/ Waiven. FOR 6 YEARS. ROY WHEN 7 

YEARS OLD. 
[NI-255-90-1) 

B.	 PAYLOAD SAFETY DATA 

Record. in thil leriel conlist of paylofod nfety packages for Phue 0, I, RETAIN DOCUMENTS FOR 5 YEARS
 
II, and III nfety reviews; non-compliance reports; and general AFTER LAST PAYLOAD LAUNCH.
 
correspondence for each STS payload fond expendable Iauneh vehicle NASA
 
payload.
 

1.	 SAFETY OFFICE RETAIN DOCUMENTS FOR 5 YEARS 
AFTER COMPLETION OF LAUNCH. 
DESTROY WHEN 6 YEARS OLD. 

2.	 PAYLOAD OFFICE RETAIN DOCUMENTS FOR 5 YEARS 
AFTER LAST PAYLOAD LAUNCH. 

File. conailt of documents designed for lpecific payload leries, i.e., DESTROY 6 YEARS AFTER LAST 
TDRS, etc. LAUNCH IN PAYLOAD SERIES. 

3.	 ALL OTHER OFFICES/COPIES. DESTROY WHEN NO LONGER 
NEEDED OR WHEN 2 YEARS OLD 
WHICHEVER IS SOONER. 
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SCHEDULE 8 
ITEM MINIMUM 

rUFI #1 DESCRIPTION OF RECORD SERIES RETENTION 

36	 CONTINUED: PAYLOAD PROCESSING DOCUMENTATION (KSC ONLY) 
[8680J 

PAYLOAD DATA TAPES/OPTICAL DISK DATA (KSC ONLY) 

are the mapetic data tapel for tbe payload u it relat .. to the STS procram. 

1. ated test equipment/high rate data ->'Item	 RETAIN UNTIL 1 MONTH AFTER 
a.celab}.	 THE NEXT SIMILAR SPACELAB 

MISSION THEN DESTROY (RELEASE 
FOR REUSE).
(N1-255-90-1 6.a] 

2.	 CartO integration teat
 
If_tern data bpea.
 

(a)	 CITE Tapel. RETAIN FOR 1 YEAR THEN 
DESTROY OR RELEASE FOR REUSE. 
[N1-255-90-1 6.b.(I)] 

(b)	 CAS Tapea. RETAIN FOR SO DAYS THEN 
DESTROY OR RELEASE FOR REUSE. 
(NI-25S-90-1 6.b (2)] 

s. Payload checkout unit/high rate multiplexer input/	 RETAIN UNTIL I YEAR AFTER 
output	 teat tet/partlal payload checkout Unit. COMPLETION OF MISSION, THEN 

DESTROY OR RELEASE FOR REUSE. 
[NI-25S-90-1 6.c.] 

-4.	 Tapes relating to the .torage of database operating Ifstem T S ARE RECYCLED FOR USE 2 
and magnetically archived data records for the Payload Data YEAR TER CREATION. 
Management Sy.tem. [NI-2SS- 6 d.] 

Ii.	 Tapea relating to the .torage of telemetry and tracking data MAJOR TEST ES ARE 
from the launch of expendable launch vehreles (ELY).	 RECYCLED AFTE Ii SIMILAR 

MISSIONS OTHER ES WILL BE 
RECYCLED AFTER TH AUNCH OF 
THE NEXT SIMILAR YEHI 
[NI-2SS-90-1 6 e.] 

37	 OCCUPATIONAL SAFETY AND HEALTH ADMINISTRATION (OSHA) CITATION - r1ew 
FILES 

[8720J 
Filet con_ist of original letten of Citation &l Notification of Penalty RETIRE TO rRC Ii YEARS AFTER
 
from the U.S. Department of Labor; Resulh of investigations; DATE or ABATEMENT/
 
Modification Abatement Plan Requests; and, Fmal Abatement Plan RESOLUTION. DESTROY 10 YEARS
 
Documentation. AFTER DATE OF ABATEMENT/
 

RESOLUTION. 
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SCHEDULE 8
 

ITEM MINIMUM
 
IUfI#l DESCRIPTION OF RECORD SERIES RETENTION
 

38 RADIOACTIVE MATERIALS INSPECTION AND TEST FILES - chcllv\t.L 
[8700]	 6 
(N 21-12)	 Document. relating to the irupection of material., prerru.e., and facilities where
 

radioactive, huardou., and toxic material. are use or .tored and document. pertainin~
 
to test. made of such premlses, faeliitiu, and radiation detectin~ or monitoring
 
devices.
 

A.	 Office of Primary Reeponaibility. 
RETIRE TO FRC WHEN 6 YEARS 
OLD. TRANSFER '1'0 t~ARA WIlBN 

-U	 YE:ARSOLB. l>(S1-r61( vJh"" =>rS'" 
'le..c;..("S ol&.. 

B. All other offices/copies.	 DESTROY WHEN 6 YEARS OLD. 

DIATION MONITORING AND DISPOSAL FILES 

DESTROY WHEN 76 YEARS OLD. 
Department of Energy (DOE) regulations regarding radiation mom 0 

and diaposal. 
[SEE NOTE1) 

RADIOACTIVE MATERIALS LICENSE FILES 

Document. relating to or iuuance of, and compliance with, DESTROY 10 YEARS AFTER 
license. for by-product, source, and spe r materiala. Included EXPIRATION OR RENEWAL OF THE 
are applications for Iicenae, approval documents, license , ta for, LICENSE, PROVIDED ALL 
and approval of draapproval of, deviationa, documents relating to c anl7"","__ MA TERlAL PROCURED HAS BEEN 
in penonnel authorized to receive and handle such materials, and related 
papen. 

HEALTH AND MEDICAL CASE HISTORIES OF ASBESTOS WORKERS 

Health and medical case d hyaical examination reconU, including RETIRE WITH INDIVIDUAL 
X-ray filma, for all asbestos work en (emp 0~n-1~Ql!!~ EMPLOYEE HEALTH CASE FILES 
concentration of asbestoa fiben). AS LISTED IN SCHEDULE 1 OF THIS 

DBOOK. (IttH.. Il::t-
[GRS 1- A.I) 

42 ASBESTOS RECORDS - t\ew 
[8800] 

"The work plan which includea drawinp, qualification. of penonnel: and • P:IUt] (AN!iN'F*
 
abatement procedures; notification of the work to be done to the regulatory RETAIN ON-SITE FOR SO YEARS.
 
agency; analytical reporte from the laboratory venfying the level. of TR:kHSFBR TO t~ARA WHEf( S6
 
UbeitOi exposure; and, the final report by the abatement contractor to NASA. ¥E:AIl:S 01.1), -tnf'f\ ('t...-t\('c...-+O
 

ce«. 'be.stro,,{ I..Vh~ S-S- ~eo..rs 
O\d.. 

NOTE1:	 Also see Schedule 1, UFI 1860.This UFI deals specifically with Radiological Health Records. 
[See Item lSD, Schedule 1) 
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SCHEDULE 8 

ITEM MINIMUM
 
rUFf #1 DESCRIPTION OF RECORD SERIES RETENTION
 

43 ENVIRONMENTAL RECORDS 
[8800J
(N 18- 13)	 Reports concerning the prevention, control, and abatement of air and water
 

pollution at NASA facilities. This record Hnes coven in genenc terms
 
miscellaneous recorda Dot covered under a .pecific item in thia series.
 

A. ENVIRONMENTAL REPORTS - MISCELLANEOUS 

Inatallation report to NASA Headquarlen, and reporta at compiled by
 
Headquarlen from the installation .ubmiuions.
 

1.	 Reporting InatallatioD. RETAIN ON-SITE FOR 6 YEARS AND 
THEN DESTROY UNLESS THm IS AN 
EARLIER DESTRUCTION 
AUTHORIZED EITHER IN THIS 
HANDBOOK BY SPECIFIC RECORD 
SERIESj CITATION IN THE CODE OF 
FEDERAL REGULATIONS (CFR); OR 
SOME OTHER APPROPRIATE 
REGULATORY AUTHORITY OR 
SPECIFIC STATE AGENCY 
GOVERNING SUCH RECORDS. 

2.	 Headquarlen. TRANSFER TO FRC WHEN S YEARS 
OLD. DESTROY WHEN 6 YEARS 
OLD. 

B. RESOURCE CONSERVATION AND RECOVERY ACT RECORDS (RCRA) 

Records include correspondence concerning hazardous wute activities including 
Notices of Hazardous Wute activities, hazardous wute generaton report(I), 
l1I8pectionBjnotices of violations and corrective actionl, and treatmentj 
.torage and di,polal facility audits, toxic chemical source reduction; recycling 
and aolid wute managementj used oil management and recyclingj and, general 
correspondence about sueh activities. 

1.	 Notices of Hazardous Waste Activity. DESTROY WHEN NOTICE HAS BEEN 
REVISED OR WHEN S YEARS OLD, 
WHICHEVER IS LATER. 

2. Hazardous W ute Generaton Report and Manifeatl.	 DESTROY WHEN S YEARS OLD. 
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SCHEDULE 8
 

ITEM MINIMUM 
(UFl#l DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: ENVIRONMENTAL RECORDS 
[8800J 

C.	 TOXIC SUBSTANCE CONTROL ACT RECORDS (TSCA) 

Records include eerreependenee concerning polychlorinated biphenyll (PCB) and
 
ubeatos includmg recorda of PCB. in aervlce; apilll and clean-up records;
 
PCB transrormer inspections and PCB annual documents; notification. of ubeatoa
 
removal; inspections; notices of violation and corrective action,; treatment,
 
Itorage, and disposal facility audits; and, general correspondence about PCB and
 
ubeatoa activities.
 

1. Records of PCBa in Hrvice (Report to EPA).	 DESTROY WHEN 3 YEARS OLD 

2.	 PCB apilll and cleanup recorda. DESTROY WHEN 6 YEARS OLD. 
[AUTHORITY: 40 CFRI 761 125) 

3.	 PCB tranaformer inapedions. DESTROY 3 YEARS AFTER 
DISPOSAL OF RELATED 
TRANSFORMER 
[AUTHORITY. 40 CFRI 76l.30) 

4.	 PCB Annual Document. DESTROY 6 YEARS AFTER 
STOPPING USE OR STORING OF 
PCBs 
[AUTHORITY: 40 CFRI 761.180) 

D.	 CLEAN WATER ACT 

Records include correspondence concerning all water resource activitia
 
includmg monthly discharge monitoring reports, local monitoring reports;
 
permit applications; underground storage tanka; wells; wetlands; inapections;
 
notices of violation and corrective actions; and, general eerrespondenee
 
about water and wetland reaourcu.
 

1.	 Underground atorage tanb. 

Recorda consist of notifications of, releaae reporta, corrective actions,	 DESTROY RECORDS WHEN 3 YEARS 
and closure notlficationa.	 OLD, EXCEPT CLOSURE 

NOTIFICATIONS WHICH ARE 
DESTROYED 3 YEARS AFTER 
CLOSURE OF THE RELATED TANK. 

2.	 Monthly discharge monitoring reports (LaRC ONLY). DESTROY WHEN 3 YEARS OLD. 
[AUTHORITY. HAMPTON ROADS 
SANITATION DISTRICT 
REGULATIONS AND STATE WATER 
CONTROL BOARD - VIRGINIA) 

3.	 Hampton Roads Sanitation District (RRSD) Self Monitorin, Reporta DESTROY WHEN 3 YEARS OLD. 
(LaRC ONLY). [AUTHORITY: HRSD REGS) 

4. Toxic management prorram records.	 DESTROY WHEN 3 YEARS OLD. 

6.	 Permit. from the Virginia Pollution Discharge Elimination Syatem DESTROY WHEN 6 YEARS OLD. 
Syatem (VPDES) and HRSD (LaRC ONLY). 

8-37
 



SCHEDULE 8 

ITEM
 
rUFf #1 DESCRIPTION OF RECORD SERIES
 

43 CONTINUED: ENVIRONMENTAL RECORDS 
[8800] 

E. CLEAN AIR ACT (LaRC ONLY) 

Recorda include correspondence concerning all air pollution activities 
including air souree registrations and pennih, "non-criteria" pollutantl; 
inepectlonsj notices of violation and corrective actions, and, lenera! 
corrapondence about air resOUrcei. 

F. SUPERFUND AMENDMENTS AND REAUTHORIZATION ACT (SARA) 

Recorda include correspondence concerning Tier n Reportl and 
Community-Raght-to-Know activitiesj inepectiena; notices of violation and 
corrective actions; and, lenera! correepondence about Itorage of 
huarcioUi materiala. 

G. COMPREHENSIVE ENVIRONMENTAL RESPONSE COMPENSATION, 

Records include correspondence concerning contaminated site activities 
including Preliminary Assessmenh and Remedial investigationsl 
feaslblhty Itudles, clean-up and remediation actlvitiesj lite closure 
plans and activitiesj inspections; notices of violation and corrective 
actionsj and, general correspondence about luch activities. 

H. NATIONAL ENVIRONMENTAL POLICY ACT 

Records include correspondence concerning Federal environmental 
allellment II8Uea including environmental assessments, environmental 
analyses; environmental Impact statements; press releaaes and public 
commenh on Impact .tatements, environmental eonerderatron recorda; and, 
leneral correspondence about such activitleB. 

MINIMUM
 
RETENTION
 

DESTROY WHEN 2 YEARS OLD.
 
[AUTHORITY· STATE DEPARTMENT
 
OF AIR POLLUTION CONTROL,
 
VIRGINIA)
 

DESTROY WHEN S YEARS OLD. 

AND LIABILITY ACT (CERCLA) 

!)ES'fftOV WilEN 6 'fElIdtS OLD. 

~ehrG Wh~ ~ yeC{rs 01&. 
testro, wh~ /0 Y&(S 01&. 

I I Zz..J'I{, 
DESTROY WHEN 5 YEARS OLD. a./.5
[AUTHORITY: COUNCIL ON 
ENVIRONMENTAL QUALITY (CEQ») 
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SCHEDULE 8
 

ITEM 
rUF/#l DESCRIPTION OF RECORD SERIES 

43 CONTINUED: ENVIRONMENTAL RECORDS 
{8800] 

L SPECIAL AGREEMENTS 

Record. include correspondence concerning .pecial agreemenh or actioM 
Federal, State, and local regulatory agencies including Federal Facility
Compliance .Agreemenh (FFCA); eensent agreemenb; intera,ency 
agreemenh; notices of non-compliance with sueh agreemenh; corrective 
actioM; and, general correspondence about such activities. 

J. ROUTINE CORRESPONDENCE - ENVIRONMENTAL ENGINEERING 

Records include routine correspondence with other NASA centers, 
Headquarters, and regulatory agencies .uch u U.S. Environmental 
Protection Agency; State Water Control Board; Hampton Road. 
Sanitation District; Virginia Department of Wute Mana,ement; Fish 
and Wildlife; and, the Virginia Department of Health. 

44 WIND TUNNEL FILES - (lew
{8800] 

A. WIND TUNNEL FACILITY - R&D PROJECT (MSFC ONLY) 

Recorda in this aeries are historical and experimental data from wind 
tunnel tests run on a I4-inch Trisonie Wind Tunnel and the High Reynolds 
Number Wind Tunnel. Tests were "force" te.t data With re.pect to (1) 
14" data on mock model shuttle and (2) High Reynolds data on solld rocket 
booster motor. Data is submitted and filed by the usociated tunnel used 
and test number for both facihtiel. 
[SEE NOTE1) 

B. NATIONAL TRANSONIC WIND TUNNEL (1980 - 1990) (LaRC ONLY) 

Records in these filel (both inactive and active) consist of cue files
 
which include but are not hrruted to Work Packages, which are the
 
instructions and specificahona on maintenance/operations, configuration,
 
and how to operate the structure, including wind tunnel telt filel which
 
include the results of tesh, drawing!, models, fabrication and deslgn,
 
and 'peclficahon. from .tart to finish of the project.
 
[SEE NOTE2)
 

C. WIND TUNNEL RECORDS - GENERAL 

Records in these files (both inactive and active) consist of cue files 
which include but are not lirruted to work packages, instruction. and 
'pecifications on the maintenance and operation, configuration, and how 
to operate the .tructure; and, wind tunnel test files, which include the 
results of tesh, drawing!, models, fabrication and delign, and 
'pecification. from .tart to finish. 

MINIMUM
 
RETENTION
 

DESTROY 7 YEARS AFTER 
COMPLETION OF EXISTING 
FEDERAL FACILITIES COMPLIANCE 
AGREEMENT WITH EPA 
APPROVAL. 
[AUTHORITY: FFCA) 

(LaRC ONLY) 

DESTROY WHEN 3 YEARS OLD 
UNLESS OTHERWISE DICTATED OR 
SPECIFIED BY FEDERAL, STATE, 
OR LOCAL REGULATORY AGENCY, 
WHICHEVER IS LONGER. 

I'\l\q) C1S 

(fe-tire. f" ftt "'-fP'l--
o.,,(J roll U . b e~tro 1
 
'Ir\ ~oos. 

({e·hre,. 1b (IZ~ LlfOh-

tk~f rol1~ • be~Tro~ 
If' ZDO s. 

RETAIN RECORDS UNTIL NO 
LONGER NEEDED FOR REFERENCE 
USE, DISCONTINUANCE OF 
FACILITY, OR WHEN IS'YEARS 
OLD, WHICHEVER IS LATER. 

NOTE1: This is a CLOSED Series. Dated: 1970-1985 - 56 c.feet, 

NOTE2: This is a CLOSED Series. The Wind Tunnel was demolished 
There is currently 10 years of records on-hand. 

over a 5-year period. 
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SCHEDULE 8 

ITEM MINIMUM
 
[UFf #1 DESCRIPTION OF RECORD SERIES RETENTION
 

FACILITIES PROJECT CASE FILES 

Document. relating to project reqUelta, including approval, .. tablilhiDg fundi,
 
lCbedul .. of acc:omplilhmenb. pro(rell, payment., and the finalisation.
 

. Office of Primary Relponlibility - Headquarlel"l.	 RETIRE TO FRC 2 YEARS AFTER 
PHYSICAL COMPLETION OR 
DISBANDING OF PROJECT. 
DESTROY li YEARS LATER. 

DESTROY 2 YEARS AFTER PHYSICAL 
COMPLETION OR DISBANDING OF 
PROJECT. 

46 
{8800] 
(N 5-1) Plant account cardl and I erl pertaining to .tructurel.	 DESTROY WHEN S YEARS OLD.
 

(GRS 8-1 (88)]
 

47 AGENCY SPACE FILES 
{88JO]
(N 18-3)	 Record. relating to the allocation. utiliuti ,and releue of apace
 

under agency control. and related reports to
 
Administration.
 

A. Building plan files and related agency records ut	 DESTROY 2 YEARS AFTER 
planning,	 aaaignment. and adJustment. TERMINATION OF ASSIGNMENT, OR 

WHEN LEASE IS CANCELLED. OR 
WHEN PLANS ARE SUPERSEDED OR 
OBSOLETE. 
(GRS 11-2a (88)J 

B.	 Building .pace uhllution report; annual report. of .pace utiliu DESTROY 2 YEARS AFTER DATE OF 
of all buildings, Including numbers of people, areu. and SUBMISSION TO HEADQUARTERS. 
purposea for wruch used (NASA Form 1400). 

c.	 Installation or facility records conailting of inatitutional hou.ing DESTROY 2 YEARS AFTER DISPOSAL 
houling requlrements, quarterly real property inventory; and real OF INSTALLATION OR FACILITY. 
property .ummary reporta, 

D.	 Inltallation real property inventories. trailer reperts, and rental of RET N CURRENT AND PREVIOUS 
real property	 reportl submitted by program officel and/or inltallatione. FISC YEAR REPORTS. DESTROY 

ALL OT RS. 

E.	 Correspondence with and report. to .trJf ageneiea relating to &lency
 
.pace holdings and requirement..
 

1.	 Agency reportl to the General Servicea Administration. including DESTROY WHEN 2 
SF 81, Requelt for Sp&ce, and related documenta, concerning .pace [GRS 11-2b (880J 
occupied in "Metropolitan Waahington· and "Outside the District 
of Columbia," and related paperl. 

2.	 Copiea in .ubordinate reporting unih and related work papers, DESTROY WHEN 1 YEAR OL 
(GRS 11-2b (88)] 
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SCHEDULE 8
 

ITEM MINIMUM 
rUF/#l DESCRIPTION OF RECORD SERIES RETENTION 

REAL PROPERTY FILES 

A. CONSTRUCTION FILES 

1. STUDIES 

Studies relating to real property together with background paper. .howin, inception,
 
seepe, and aeeempliehmente. Intermediate and pre-final, and .pa.ce plan. of Federal
 
.tructUrei and engineering projects.
 

a) Selected .tudies that are conaidered unique in character.	 RETIRE TO FRC WHEN 10 YEARS 
OLD OR WHEN NO LONGER 
NEEDED FOR REFERENCE, 
WHICHEVER IS SOONER. DESTROY 
WHEN 80 YEARS OLD. 

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

NOT included under Item "" of this schedule.	 RETIRE TO FRC WHEN NO LONGER 
NEEDED FOR ADMINISTRATIVE 
PURPOSES. DESTROY WHEN 15 
YEARS OLD. 

2. ACTUAL CONSTRUCTION 

Conatruction office file. consi.tm of documenh relating to project
 
requests, including approval, e.tabl hing funds, schedules of a.ccompli.hmenh,
 
progress, paymenh, and the finalizatl n, intermediate, and prefinal, final
 
working, "118 built," shop, repair and al ration, contra.ct, and .tanda.rd
 
drawings, project specrficatrone, With aas iated document. relating to their
 
preparation of Federal .tructurel and engin ering projech.
 

(a) Unique buildmgs/fa.cllitiea, such 118 the Ve ical Auembly	 • PERMANENT • 
BUilding (VAS);	 Pads A&. B; Space Statio a.cllity; etc. RETAIN ON-SITE FOR S YEARS 

AFTER COMPLETION OF 
CONSTRUCTION OR UNTIL AFTER 
FINAL PAYMENT. RETIRE TO FRC 
FOR 5 YEARS. TRANSFER TO NARA 
8 YEARS AFTER COMPLETION OR 
FINAL PAYMENT. 

(b)	 Routine office/lab buildings/fa.cilities. RETAIN ON-SITE FOR S YEARS 
AFTER COMPLETION OF 
CONSTRUCTION OR UNTIL AFTER 
FINAL PAYMENT. RETIRE TO FRC 

OR 12 YEARS. DESTROY 15 YEARS 
A TER COMPLETION OR FINAL 
PA ENT. 

S. PHOTOS/VIDEO 

Construction photos taken during the construction precese consiatin, 
of in-progress, interim, and final .hoh of a facility AND NOT 
included in the official numbered installation photo collection. 

(a)	 Unique buildinp/fa.cilities (lee above item). • PERMANENT • 
FILE WITH THE A UAL 
CONSTRUCTION CA 
RETIRE AND TRANSF 
THAT FILE. 

(b)	 Routine office/lab buildinp/facilitiea. SEE DISPOSITION IN ITEM .A.2.(b) 
ABOVE. 
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SCHEDULE 8 

ITEM
 
(UFI #1 DESCRIPTION OF RECORD SERIES
 

CONTINUED: REAL PROPERTY FILES 

INSTALLATION RECORDS - PERMITS, LEASES, LICENSES, ETC, 

Records consist. of euementa, Ieues, lleenses, permitl, and 
agreement. which have been tenninated or have expired; in.hllation 
brochurea and historical data; apprai.a1 report.; correapondence

rtaining to installation; indwtrial facilities data; and real property 
aI documents, 

eN 18·12) 2.	 Drawin 
maintain y in.tallation of primary reapollllibility relating to 
design and co truction of facilitiea, including map', layouts, 
building plan., ter and drainage If.tema, a1terationl, additiona, 
bettennenh, and ovall made to property and all other pertinent 
information. 

3. 

Record copy of individual filu, ntrolled by work authorir.ation 
package number (WAPN), pertaim to changea in configuration of 
physical .tructurea, modrfieat ions, an unique work actiVIties 
on u81gned faCIlities, systema and equip ent within the contractual 
cost/scope limits provided to the Base Ope tions Contract (BOC). 
(Series includes both NASA·held and BOC·h Government reeerds.] 

(a) Approved and Cancelled Approved WAPN. 

(b) Disapproved WAPN. 

C. REPORTS - REAL PROPERTY 

Records consisting of the record copies of real property reports to GSA; 
inventory report. of jurisdictional status of Federal areu WIthin .tatu; 
report of NASA total	 facilities; report of NASA industrial facilities; and 
report of in-house facihtie •. 

MINIMUM
 
RETENTION
 

• PERMANENT • 
RETIRE TO rRC 2 YEARS AFTER 
DISPOSAL OF INSTALLATION. 
TRANSFER TO NARA 6 YEARS 
LATER. 

• PERMANENT • 
RETIRE TO rRC 2 YEARS AFTER 
DISPOSAL OF PROPERTY. 
TRANSFER TO NARA WHEN 26 
YEARS OLD. 

• PERMANENT • 
RETIRE TO FRC WHEN 6 YEARS 
OLD. TRANSFER TO NARA WHEN 20 
YEARS OLD. 

DESTROY WHEN 5 YEARS OLD OR 
WHEN NO LONGER NEEDED, 
WHICHEVER IS LATER. 

o FRC WHEN NO LONGER 
R REFERENCE. 

DESTROY EN 20 YEARS OLD. 
[HISTORY OFF E MAY RETAIN 
INDEFINITELY r REFERENCE I 
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8 

ITEM 
/U£I#1 DESCRIPTION OF RECORD SERIES 

CONTINUED: REAL PROPERTY FILES 

D.	 MASTER PLANS 

1.	 In.tallation file. (one copy of each revi.ion .hould be maintained 
in the hiatorical file1 for fadlitiea ma.nagement). 

eN 18-1) E. 

Paperl documenting e acqui.ition of real property (by purehue, 
condemnation, donatio exchange, or otherwile). 

1. 

2.	 Paperl for property acquired ainc 
ab.tract or certificate of tItle. 

S.	 Abstract or certIficate of title. 

4.	 Recorda necenary or convenient for the use of real property .01 , 
donated, or traded to non-Federal ownerehip, including, if pertinen 
all detennined by the relea.aing agency, aite mapa and .urveya, plot 
plans, archItect's sketehes, workmg diagrams, preliminary drawingll, 
blueprints, master tracings, utIlity outlet plans, equipment location 
plans, Ipecifications, construction progreu photographs, inspectlon 
reports, buildmg and equipment management and maintenance 
records, allowance Iiets as well as duplicate ccpies of title papers, 
provided (a) that the reeords can be legregated without bann to 
other documents of enduring value, (b) that no responsibility 
attaches to the Government because of disagreement between tbe 
transferred document. and the phYlical condition of the property 
at the time of conveyance, and (c) tbat if the property ia releued 
for hiltorical use or purpose the user agnu to retain them and 
return them to the Federal Government irnmedrately upon tbe 
diacontinuance of ita use for bistorical purposes. 

SCHEDULE 

MINIMUM 
RETENTION 

• PERMANENT • 
RETIRE TO FRC UPON 
DISCONTINUANCE OF 
INSTALLATION OR FACILITY. 
TRANSFER TO NARA WHEN 25 
YEARS OLD. 

DESTROY WHEN OBSOLETE OR 
WHEN 10 YEAR OLD, WHICHEVER 
IS SOONER. 

• PERMANENT • 
TRANSFER TO NARA AFTER 
UNCONDITIONAL SALE OR 
RELEASE BY THE GOVEIU."MENT. 

DESTROY 10 YEARS AFTER UN-
CONDITIONAL SALE OR RELEASE 
BY THE GOVERNMENT OR 
CONDITIONS, RESTRICTIONS, 
MORTGAGES, OR OTHER LIENS. 
[GRS 3-la (88») 

TRANSFER TO PURCHASER AFTER 
UNCONDITIONAL SALE OR 
RELEASE BY THE GOVEIU."MENT 
OF CONDITIONS, RESTRICTIONS, 
MORTGAGES, OR OTHER LIENS. 
[GRS 3-1b (88») 

TRANSFER TO NEW CUSTODIAN 
UPON COMPLETION OF SALE, 
TRADE, OR DONATION 

ROCEEDINGS, OR ACCEPTANCE 
PURCHASE MONEY MORTGAGE. 

4-4	 (88)) 
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SCHEDULE 8
 

ITEM MINIMUM 
rUFI #1 DESCRIPTION OF RECORD SERIES RETENTION 

AppUcatioM , ertificates of eligibility for houainr of _ntial DESTROY 6 YEARS AFTER THE 
employees, and all related aiocXU:ImHUa. THE OF EACH ____ ISSUANCE 

CERTIFICATE. 

B.	 Fonm requeltinr ",ent')' uabtance in houainr matterl, luch .. rent o,r-_u,.,.
 
purchue.
 

50 WALLOPS FLIGHT FACILITY BASE HOUSING TENANT RECORDS - NASA 53 BHTR - (le.w
{8814]
PASR Records in thil I')'ltem consist of houainr rental agreemenb, records of rent DESTROY WHEN SO YEARS OLD 

receipt. and recorda oC dormitory occupants.	 UNLESS AUTHORIZED BY ANOTHER 
SERIES IDENTIFIED WITHIN THESE 
SCHEDULES. 

51 WHITE SANDS TEST FACILITY FEDERAL HOUSING ADMINISTRATION (FHA) 809 - Y\~w 
[8814] HOUSING PROGRAM - NASA 73 FHAP 
PASR 

Records in this I)'ltem consist of WSTF Civil Service and contractor CERTIFICATES ARE HELD FOR 6 
personnel who have applied for FHA 809 houling Recorda contain perlonal YEARS AFTER ISSUANCE AND 
data (i.e., name, addreas, home phone, age, etc.), realtor, mortrage, and THEN DESTROYED. INDEX CARDS 
employment data. ARE RETAINED IN AGENCY SPACE 

UNTIL 50 YEARS OLD AND THEN 
DESTROYED. 

SHOP PLANNING AND LAYOUT FILES 
[8820] 
(N 20-10) lative DESTROY WHEN SUPERSEDED OR 

relative to manufacturinr 'pace, machinery, and equipment. OR WHEN 10 YEARS OLD 
WHICHEVER IS 

FEDERAL STRUCTURES DESIGN FILES 

reliminary and presentation drawings and models of Federal .tructUrei and
 
en . eering projects. Includes design criteria, trade-orr studles, and
 
utima of cost.
 

A. or architectural, historical, and technological 

1.	 Drawings. RETIRE WITH INSTALLATION 
PROPERTY FILES UNDER ITEM 
48 B.2. OF THIS SCHEDULE. 

2.	 Modell. MODELS ARE CONSIDERED NON-
RECORD MA TERlAL AND MAY BE 
TRANSFERRED TO THE NATIONAL 
AIR AND SPACE MUSEUM WHEN NO 
LONGER REQUIRED. 

B.	 Authoriud project.. DESTROY 2 YEARS AFTER 
COMPLETION	 OR DISBANDING OF 

ROJECT. 

C.	 Unauthoriud projecb. 

1. Installatioru. 

2. NASA Headquartefl. 
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SCHEDULE 8
 

ITEM MINIMUM 
rUF/#l DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: FEDERAL STRUCTURES DESIGN FILES 

D.	 DRAWINGS/SPECIFICATIONS - ACTIVE/ON-GOING FACILITIES 

Filea conailt of drawings, lpecifications, copies of experimental, preliminary,
 
final cirawinp, and calculations for ColF construction.
 

Oripnal drawinp/'pecifications and calculatiolll.	 • PERMANENT • 
SEE ITEM "8 OF THIS SCHEDULE 
FOR DISPOSITION INSTRUCTIONS. 

2. 

Theae files ilt of original velded drawing .heeb
 
(oblolete, can led, replaced or modified) that have been
 
replaced by redr n or reviled Ibeet. for facilitiea, 'Ylteme,
 
and equipment.
 

(HISTORICAL TA FILES ARE EXCLUDED FROM
 
THIS DISPOSIT - SEE ITEM 5S.D.S )
 

(a)	 Hard copy drawing. MAINTAIN FOR S MONTHS AFTER 
RELEASE OF THE DRAWING 
REVISION. DESTROY AFTER 
MICROFILMING. 

(b)	 Microfilm copy. RETAIN ON-SITE. DESTROY WHEN 
NO LONGER NEEDED FOR 
ADMINISTRATIVE OR REFERENCE 
PURPOSES OR WHEN 75 YEARS 
OLD, WHICHEVER IS LATER. 

S.	 Historical drawings. • PERMANENT • 

Record. in thll serres consilt of the above 2 categories but	 RETAIN ORIGINAL ON-SITE FOR 20 
considered unique and have lome historical importance.	 YEARS. RETIRE TO FRC FOR 10 

YEARS, THEN TRANSFER TO NARA 
WHEN 30 YEARS OLD. 

4.	 Silver halide aperture Cardl of original drawings • PERMANENT • 
and/or rrucrofilm of lpecificationl. NSFER TO NARA WHEN 20 

S OLD OR WHEN PROJECT IS 
COM ETE, WHICHEVER IS 
LONGE 

6.	 All other office/copies of the above records, DESTROY W N NO LONGER 
NEEDED FOR R 
ADMINISTRA TIV 
YEARS OLD. 
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SCHEDULE 8
 

ITEM MINIMUM 
fJlBJll DESCRIPTION OF RlCOBD SERIE~ RETENTION 

CONSTRUCTIONIDESIGN FILES· CORP OF ENGINEER (KSC ONLy) 

(SEE NOTEll 

• PERMANENT • 
'11/Il,'lJSrl!{ In ~·w,~...t'lFli 
l~ft',URJ) Cl ,r,'\N-~;r ,\,!,-'1) 

,\.!rt'll"J~·Jl,"ll"'(1 llo'..~ I~J·I'.;\I 
t:(J\1Pl.I"/T·l) rnr\~Srr:.R l\'l 
'~"I~ 'l j\!(J!. t..An:..u 'lUA1\ 

'I\RY I. IY9R. 

• PERMANENT • 
rnn1RT. 1'\') rnc l'h)~~ 
J)~_Sl(l~ 4.1'1'1) ~\'l'''' L fl.liWsn 
" (,1 :",'R ..\ 2v 'r P ..l~:-'/\)'11 I! 
l}Jo,' I:]) r,\!~,l\,'1' 

Ii. 

REP AIR AND UTILITY FILES 

A, BUAli. AND unUlY WORK ORDE.RS 

Requelll (or repaire and orden;, includinl corrw&pondenee, drawingl, 
orbheeu, Blanding \IIort orden. and aU relaled ma1enali. 

1. DESTROY WHEN 3 YEARS OLD 

2 Ices/copies (EXCLUmSO fiscal). DESTROY ON COMPLETION OF WORK. 

(N 18-14) B 

Doc:wnen\S ahowing m nance performed and requU'1ld on 
I)'ueml and planli, includin ventive Maintenance mltructions 
and Preventive Maintenance R.equetll (PMAR), 

(PMI) and 

(a) Paper, DESTROY WHEN 3 YEARS OLD. 

(b) Dllabl8e. DELElE WHEN NO LONOER NEEDED. 

2, Goncru Faolhty Record. (WSTF ONLY) 
Record. cuntained in this SCriCI conliiu of main~nllr\ce, re " and 

docwnen1Atlon on power lupply, water, gu, cryogenic •• and other 
.crvi~CI for !he IUpport of the telt .land facIlity. lnoluded are seneral 
maintenance recordl II\d other billa re~d ID thellO f&eilllle•. 

ted 

DESTROY RECORDS WHEN 3 YEAlS 
OLD. 
OR WHEN NO LONGER NEEDE.D, 
WHICHEVER IS SOONER. 
[Nl-2"·90·4) 

(N 18·15> C UTIUTY OPERATINO LOO 

Log, IhoWlng operations of utilities 
preNUl1I, and olher .uch readings 

inciudlna tempor.ture, humidity. DUTR WHEN 3 YEARS OlD OR 
WHEN ":0 NOER NEEDED, 
WHICHEVER 
[Nl-2S~·94·31 

NOTE1: This if (i/ (,LOS"~f) serles of records. Current accumulotion on-hand 75 cubic ft. 
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SCHEDULE 8 

ITEM MINIMUM
 
fUFl til DESClUPTION OF UCOID SERIES HTENTION
 

57 ASTRONAUT MEDICAL REPORTSfRECORDS 
{8900] 
(N 1l·4c)	 Health and medkalcue hiltoriCla, and physicalllld enViroMIIIlltal reoorda, biomedical • PJo:RMANENT • 

data partaiDln8 UI NASA utronau1a, inl;ludillS lpecCl fllgJd (mll.ion) eLIda, i.e., RETIRE RECORDS TO FRe WHEN 
uttonaul medical Ie,tin, relulta, fight and lfOund-b.ed data oollected ASTRONAUT IS SE.PARATED FROM TIlE 
from utronauU and olviliuUI im:ludiD, proocdurel, oomspondence, 101 PROORAMlAOENCY. TRANSFER. TO 
boob, strip chana, It; (SEI'. NO 11-..] NARA WHEN 30 YEARS OLD. 

58 MEDICAL RECORDS - TEST SUBJECTS 
{8900] 

ReQordl In IhiI aeries oon.ilt of mediGal reGords of lett lubjec:ts DESTROY" YEAR.S AFmR 
under oon1rlid to NASA which Inolude do,ummtltiDIl of phy.ica! BIR.TH DATE (008), OR 60 YEARS 
exams, dispOIII, 1relZment. and teN liven In order for &he AYIER DATE OF EAR.UEST 
individual to partiGiplllC U • "Iell" IQbjKt in MD Proje.:t DOCUMENT IN THE FOLDER IF DOB 
IIIIIdic:al 111l11li. CANNOT BE ASCER.TAlNED, OR 30 

YEARS AYIER CON'IRACT HAS 
BEEN COMPLETEDfI'ERMINATED, 
WHICHEVER IS LATER.. 

END OF SCHEDULE
 

NOTE,:	 MeJI~1 records for tlee "stl'onaut. are kept fill 'ogdle~/, groUNd mediclllhoutl"e as well as space fl!Jclet 
mediclIl. Tlcl, I,,/o,mutioll ls ",Ill"tai"etl by 11_'0111111' """,eI I" one complete ",tnIiclIl lel"ory case Jlle. 
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