SOME ITEMS SUPERSEDED OR OBSOLETE  N1-255-09-001 Accurate as of 09/25/2025

ACTIVE ITEMS. These items, unless subsequently superseded, may be used by the agency
to disposition records. It is the responsibility of the user to verify the items are still active.

INACTIVE ITEMS. These items may no longer be used to disposition records. They are
superseded, obsolete, filing instructions, describe non-records, or were lined off and not
approved at the time of scheduling. References to more recent schedules are provided below

as a courtesy. Some items may be annotated on the schedule.

(P) Permanent
(T) Temporary

ITEM STATUS WHY INACTIVE

Schedule 1

1/1 n/a non-records copies

1/21A n/a crossed out

1/2/B n/a crossed out

1/2/C Active (T)

1/4 Inactive (T) superseded by DAA-GRS-2016-0004-0001
1/6/A n/a crossed out

1/6/B n/a crossed out

1/6/C Active (T)

1/7/A n/a crossed out

1/7/B Active (T)

1/8/A/1 n/a crossed out

1/8/A/2 n/a crossed out

1/8/B Active (T) crossed out

1/9/7A Inactive (T) superseded by DAA-0255-2024-0002-0001
1/9/B Inactive (T) superseded by DAA-0255-2024-0002-0001
1/10 Inactive (T) superseded by DAA-0255-2024-0002-0001
1/11 Active (T)

1/12/A n/a crossed out

1/12/B/ 1 n/a crossed out

1/12/B/2 Active (T) crossed out

1/13/A n/a crossed out

1/13/B Active (P)

1/13/C Inactive (T) All records are destroyed. No more will be created
1/14 /A /1 n/a crossed out

1/14/A/2 n/a crossed out

1/14/B/1/a n/a crossed out




SOME ITEMS SUPERSEDED OR OBSOLETE

N1-255-09-001 Accurate as of 09/25/2025

1/14/B/1/b n/a crossed out

1/14/B/2 n/a crossed out

1/14/B/3 Active (T)

1/15/A/1 n/a crossed out

1/15/A/2/a n/a crossed out

1/15/A/2/b Active (T)

1/15/B Active (T)

1/15/C Active (T)

1/15/D Active (T)

1/151/A Active (T)

1/151/B Active (T)

1/15.1/C Active (T)

1/16 /A /1 n/a crossed out

1/16/A/2 Active (T)

1/16/A/3 Active (T)

1/16/B Active (T)

1/16/C Active (T)

1/16/D Active (T)

1/16/E Active (T)

1/16/F /1 Inactive (T) All records are destroyed. No more will be created
1/16/F /2 Inactive (T) All records are destroyed. No more will be created
1/17 Inactive (T) All records are destroyed. No more will be created
1/18/A n/a crossed out

1/18/B Inactive (T) superseded by DAA-GRS-2016-0001-0003
1/18/C n/a crossed out

1/19 Active (T)

1/21 1A Inactive (T) All records are destroyed. No more will be created
1/21/B Inactive (T) All records are destroyed. No more will be created
1/26.5/A Inactive (T) superseded by N1-255-10-002 items 1/26.5/A and B
1/265/B Inactive (T) superseded by N1-255-10-002 items 1/26.5/A and B
1/265/C n/a crossed out

1/31 n/a non-records copies

1/32/A Inactive (T) superseded by N1-255-10-003

1/32/B Inactive (T) superseded by N1-255-10-003

1/32/C Inactive (T) superseded by N1-255-10-003

1/33 Active (T)

1/35 Active (T)

1/36 Inactive (T) superseded by GRS 6.4.020 (DAA-GRS-2016-0005-002.
1/371A Active (T)

1/37/B Inactive (T) superseded by DAA-GRS-2016-0005-0001
1/38/A Inactive (T) superseded by DAA-GRS-2016-0005-0001
1/38/B Inactive (T) superseded by DAA-GRS-2016-0005-0001




SOME ITEMS SUPERSEDED OR OBSOLETE

N1-255-09-001 Accurate as of 09/25/2025

1/38/C Inactive (T) superseded by DAA-GRS-2016-0005-0001
1/39/A n/a crossed out

1/39/B Active (T)

1/40 Active (T)

1/41 Active (T)

1/50/A n/a crossed out

1/50/B n/a crossed out

1/50/C Active (T)

1/541A n/a crossed out

1/54/B n/a crossed out

1/54/C Active (T)

1/56 Active (T)

1/57/A n/a crossed out

1/57/B/1 n/a crossed out

1/57/B/2 n/a crossed out

1/57/B/3 n/a crossed out

1/57/C/1 Active (T)

1/57/C/2 n/a crossed out

1/58 Active (T)

1/62/A n/a crossed out

1/62/B Active (T)

1/63/A n/a crossed out

1/63/B Active (T)

1/64/A n/a crossed out

1/64/B Active (T)

1/65/A Active (T)

1/65/B Active (P)

1/65/C n/a crossed out

1/66 Active (T)

1/67 Inactive (T) superseded by DAA-0255-2017-0007-0002
1/68 Inactive (T) superseded by N1-255-10-003
1/70 Active (T)

1/71/B /1 n/a crossed out

1/71/B/2 n/a crossed out

1/71/B/3 Active (T)

1/71/CIN1 n/a crossed out

1/71/C/2 n/a crossed out

1/71/C/3 n/a crossed out

1/71/D/1/a n/a crossed out

1/71/D/1/b Inactive (T) superseded by DAA-0255-2017-0007-0002
1/71/D/1/c Inactive (T) superseded by DAA-0255-2017-0007-0001 and DAA-0255-
1/71/D/2 n/a crossed out




SOME ITEMS SUPERSEDED OR OBSOLETE

N1-255-09-001 Accurate as of 09/25/2025

1/71/D/3 n/a crossed out
1/71/D/4 Inactive (T) superseded by DAA-0255-2017-0007-0003
1/721A n/a crossed out
1/72/B/1 n/a crossed out
1/72/B/2 n/a crossed out
1/72/C Active (T)

1/72/D Active (T)

1/72/E Active (T)

1/75/A/1/a Inactive (T) superseded by DAA-GRS-2013-0002-0007
1/75/A/1/b Active (T)

1/75/A/1/c Active (T)

1/75/A/2 n/a crossed out
1/75/B/1 n/a crossed out
1/75/B/2 n/a crossed out
1/75/C n/a crossed out
1/75/D n/a crossed out
1/75/E Active (T)

1/75/F/1/a Active (T)

1/75/F/1/b Active (T)

1/75/F /2 Active (T)

1/75/F/3 Active (T)

1/77 /1A n/a crossed out
1/77/B n/a crossed out
1/77/C Active (T)

1/78 /1A Active (T)

1/78/A/1 n/a crossed out
1/78/B/1 n/a crossed out
1/78/B/2 n/a crossed out
1/78/C n/a crossed out
1/78/D Active (T)

1/79/1A Active (T)

1/79/B Active (T)

1/80/A Active (T)

1/80/B Active (T)

1/80/C Active (T)

1/82/A Active (T)

1/82/B Active (T)

1/82/C Active (T)

1/84/A n/a crossed out
1/84/B n/a crossed out
1/84/C Active (T)

1/84/D Active (T)




SOME ITEMS SUPERSEDED OR OBSOLETE

N1-255-09-001 Accurate as of 09/25/2025

1/84/E Active (T)

1/85 Active (T)

1/86/A/1 n/a crossed out
1/86/A/2 n/a crossed out
1/86/A/3 Active (T)

1/86/B/1 Active (T)

1/86/B/2 n/a crossed out
1/86/C/1 Active (T)

1/86/C/2 n/a crossed out
1/86/C/3 Active (T)

1/86/C/4 Active (T)

1/86/D/1 n/a crossed out
1/86/D/2 n/a crossed out
1/86/E/1 Active (T)

1/86/E/2 Active (T)

1/86/F n/a crossed out
1/88/A n/a crossed out
1/88/B Active (T)

1/88/C Active (T)

1/88/D Active (T)

1/94/A n/a crossed out
1/94/B Active (T)

1/94/C Active (T)

1/96/A n/a crossed out
1/96/B Active (T)

1/96/C Active (T)

1/106/A Active (T)

1/106/B Active (T)

1/106/C Inactive (T) superseded by DAA-0255-2022-0003-0001
1/109/A n/a crossed out
1/109/B Active (T)

1/112 /A Active (T)

1/112/B Active (T)

1/113/A Inactive (T) superseded by DAA-0255-2022-0003-0002
1/113/B Active (T)

1/117 1A Active (T)

1/117/B Active (T)

1/118/A Active (T)

1/118 /B n/a crossed out
1/119 n/a crossed out
1/120/A /1 Active (T)

1/120/A/2 Active (T)




SOME ITEMS SUPERSEDED OR OBSOLETE

N1-255-09-001 Accurate as of 09/25/2025

1/120/B/ 1 Active (T)

1/120/B/2 Active (T)

1/120/C n/a crossed out

1/120/D n/a filing instruction

1/120/E Active (T)

1/121 /A Inactive (T) superseded by DAA-0255-2023-0001-0002
1/121/B Inactive (T) superseded by DAA-0255-2023-0001-0002
1/121/C n/a crossed out

1/123 Active (T)

1/124 Active (T)

1/125/A Active (T)

1/125/B Active (T)

1/126 /A Active (T)

1/126/B n/a crossed out

1/126/C /1 Active (T)

1/126/C/2 Active (T)

1/127/A/1/a n/a crossed out

1/127/A/1/b [n/a crossed out

1/127 /A /2 n/a crossed out

1/127/A/3 n/a crossed out

1/127/B /1 n/a crossed out

1/127/B /2 Active (T)

1/127/C /1 Active (T)

1/127/C /2 Active (T)

1/129 Active (T)

1/130/A Inactive (T) superseded by DAA-0255-2022-0004-0001
1/130/B Inactive (T) superseded by DAA-0255-2022-0004-0001
1/130/C Inactive (T) superseded by DAA-0255-2022-0004-0001
1/130/D Inactive (T) superseded by DAA-0255-2022-0004-0001
1/131/A n/a crossed out

1/131/B/1 Active (T)

1/131/B/2 Active (T)

1/132/A/1 Active (T)

1/132/A/2 Active (T)

1/133/A/1 n/a crossed out

1/133/A/2 n/a crossed out

1/133/B Active (T)

1/133/C n/a crossed out

1/137 Active (T)

Schedule 2

2/1/A/1 n/a crossed out

2/1/A/2 n/a crossed out




SOME ITEMS SUPERSEDED OR OBSOLETE  N1-255-09-001 Accurate as of 09/25/2025

2/1/B n/a crossed out
2/1/C Active (T)
2/2/A/1 Active (T)
2/2/A/2 Active (T)
2/2/A/3 Active (T)
2/2/B Active (T)
2/2/C Active (T)
2/2/D Active (T)
2/2/E Active (T)
2/4/A Active (T)
2/4/B/1 Active (T)
2/4/B/2 Active (T)
2/4/C/1 Active (T)
2/4/C/2 Active (T)
2/5 Active (T)
2/6/A Active (T)
2/6/B Active (T)
2/6/C Active (T)
2/6/D Active (T)
2/6/E Active (T)
2/6/F Active (T)
2/7/A n/a crossed out
2/7/B n/a crossed out
2/7/C n/a crossed out
2/7/C/1 n/a crossed out
2/7/CJ2 n/a crossed out
2/7/1C/3 n/a crossed out
2/7/Cl4 n/a crossed out
2/7/D/1 n/a crossed out
2/7/D/2 Active (T)
2/7/D/3 Active (T)
2/7/E Active (T)
2/7/F/1 Active (T)
2/7/F/2 Active (T)
2/7/G/1/a Active (T)
2/7/G/1/b n/a crossed out
2/7/1G/2 Active (T)
2/7/H/1 Active (T)
2/7/H/2 Active (T)
2/7/1 171 Active (T)
2/711/2/a n/a crossed out
2/7/11712/b n/a crossed out




SOME ITEMS SUPERSEDED OR OBSOLETE

N1-255-09-001 Accurate as of 09/25/2025

21711 12/c n/a crossed out

2/81A/1 (T) superseded by N1-255-10-001

2/8/A12 (T) superseded by N1-255-10-001

2/8/A/3 (T) superseded by N1-255-10-001

2/8/B/1 n/a crossed out

2/8/B/2 (T) superseded by N1-255-10-001
2/8/C/1/al1 |n/a crossed out

2/8/Cl/1/al2 |n/a crossed out

2/8/C/1/b/1 |[n/a crossed out

2/8/C/1/b/2 |n/a crossed out

2/8/C/1/b/3 |[n/a crossed out

2/8/C/1/b/4 |n/a crossed out

2/8/C/1/b/5 |[n/a crossed out

2/8/Cl1/c n/a crossed out

2/8/D/1/a Inactive (T) all subitems superseded by N1-255-10-001
2/8/D/1/b Inactive (T) all subitems superseded by N1-255-10-001
2/8/D/2/a Inactive (T) all subitems superseded by N1-255-10-001
2/8/D/2/b Inactive (T) all subitems superseded by N1-255-10-001
2/8/E/1 Inactive (T) all subitems superseded by N1-255-10-001
2/8/E/2/a Inactive (T) all subitems superseded by N1-255-10-001
2/8/E/2/b Inactive (T) all subitems superseded by N1-255-10-001
2/8/F/1/a Inactive (T) all subitems superseded by N1-255-10-001
2/8/F/1/b Inactive (T) all subitems superseded by N1-255-10-001
2/8/F/2/al1 |[n/a crossed out

2/8/F/2/al2 |n/a crossed out

2/8/F/2/al3 |n/a crossed out

2/8/F/2/al4 |n/a crossed out

2/8/F/2/b/1 |[n/a crossed out

2/8/F/2/bl2 |n/a crossed out

2/8/F/2/b/3 |n/a crossed out

2/8/F/2/b/4 |Active (T)

2/8/G/1 Inactive (T) all subitems superseded by N1-255-10-001
2/8/G/2/al1 [Inactive (T) all subitems superseded by N1-255-10-001
2/8/G/2/al2 [Inactive (T) all subitems superseded by N1-255-10-001
2/8/G/2/b/1 [Inactive (T) all subitems superseded by N1-255-10-001
2/8/G/2/b/2 [Inactive (T) all subitems superseded by N1-255-10-001
2/8/G/2/cl1 [Inactive (T) all subitems superseded by N1-255-10-001
2/8/G/2/cl2 [Inactive (T) all subitems superseded by N1-255-10-001
2/8/H Inactive (T) all subitems superseded by N1-255-10-001
2/ 11 Active (T)

2/12/A Active (T)

2/12/B/1/a

Active (T)




SOME ITEMS SUPERSEDED OR OBSOLETE  N1-255-09-001 Accurate as of 09/25/2025

2/12/B/1/b Active (T)

2/12/B/2/a Active (T)

2/12/B/2/b Active (T)

2/12/C/1 n/a crossed out
2/12/C/2 n/a crossed out
2/12/D/1 Active (T)

2/12/D/2 Active (T)

2/12/D/3 Active (T)

2/12/E/1 Active (T)

2/12/E/2 Active (T)

2/12/E/3 Active (T)

2/12/F /1 Active (T)

2/12/F /2 Active (T)

2/13/A Active (T)

2/14 /A1 Active (T)

2/14/A/2 Active (T)

2/14/B/1 Active (T)

2/14/B/2 Active (T)

2/14/C/1 Active (T)

2/14/C/2 n/a crossed out
2/14/C/3 Active (T)

2/19/A Active (T)

2/19/B/1 Active (T)

2/19/B/2 Active (T)

2/19/C n/a crossed out
2/19/D Active (T)

2/19/E Active (T)

2/19/F n/a no disposition
2/19/1 Active (T)

2/20/A n/a crossed out
2/20/B Active (T)

2/20/C/1 Active (T)

2/20/C/2 Active (T)

2/21/A Active (T)

2/21/B Active (T)

2/21/C Active (T)

2/221A n/a crossed out
2/22/B n/a crossed out
2/22/C Active (T)

2/23/A/1 Active (T)

2/23/A/2 Active (T)

2/23/C/1 n/a crossed out
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2/23/C/2 Active (T)

2/23/C/3 Active (T)

2/24 /A1 n/a crossed out
2/24 /A2 Active (T)

2/24/A/3/a n/a crossed out
2/24/A/3/b Active (T)

2/24/Al4]a n/a crossed out
2/24/A/4/b Active (T)

2/24/Al4/c Active (T)

2/24/A/5 n/a crossed out
2/24/B n/a crossed out
2/24/C/1 n/a crossed out
2/24/C/2 n/a crossed out
2/24/C/3 Active (T)

Schedule 3

3/1/A n/a crossed out
3/1/B n/a crossed out
3/1/C Active (T)

3/2 n/a crossed out
3/ 25/A/1 n/a crossed out
3/ 25/A/2 n/a crossed out
3/ 25/A/3 n/a crossed out
3/25/A/4 n/a crossed out
3/25/A/5 Active (T)

3/4/A Active (T)

3/4/B Active (T)

3/6 Active (T)

3/7 Active (T)

3/10/A Active (T)

3/10/B n/a crossed out
3/ 11 n/a crossed out
3/12 Active (T)

3/14 Active (T)

3/15 Active (T)

3/18 Active (T)

3/19 Active (T)

3/21 /A1 n/a crossed out
3/21/A/2 Active (T)

3/21/B/1 Active (T)

3/21/B/2 Active (T)

3/21/C/1 n/a crossed out
3/21/C/2 Active (T)

10
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3/22/1A Active (T)

3/22/B Active (T)

3/24 Active (T)

3/25 Active (T)

3/26 Active (T)

3/29 Active (T)

3/30 Active (T)

3/32 Inactive (T) all subitems superseded by N1-255-09-003
3/33/B/ 2 Inactive (T) all subitems superseded by N1-255-09-003
3/33/B/3 n/a crossed out

3/33/C/1 Inactive (T) all subitems superseded by N1-255-09-003
3/33/C/2 Inactive (T) all subitems superseded by N1-255-09-003
3/33/C/3 n/a crossed out

3/33/D Inactive (T) all subitems superseded by N1-255-09-003
3/33/E/1 n/a crossed out

3/33/E/2 Inactive (T) all subitems superseded by N1-255-09-003
3/33/E/3 Inactive (T) all subitems superseded by N1-255-09-003
3/33/F/1 n/a crossed out

3/33/F/2 n/a crossed out

3/33/G/1 Inactive (T) all subitems superseded by N1-255-09-003
3/33/G/2 Inactive (T) all subitems superseded by N1-255-09-003
3/33/G/3 n/a crossed out

3/33/H/1 Inactive (T) all subitems superseded by N1-255-09-003
3/33/H/2 n/a crossed out

3/34 Active (T)

3/35/A Active (T)

3/35/B Active (T)

3/35/C Active (T)

3/35/D Active (T)

3/36 Active (T)

3137 Active (T)

3/38/A/1 Active (T)

3/38/A/2 Active (T)

3/38/B/1 Active (T)

3/38/B/2 Active (T)

3/39 Active (T)

3/40/A/1 n/a crossed out

3/40/A/2 n/a crossed out

3/40/A/3 n/a crossed out

3/40/B n/a crossed out

3/40/C n/a crossed out

3/40/D n/a crossed out
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3/40/E Active (T)

3/40/F Active (T)

31/45 Active (T)

3/52/A/1 n/a crossed out
3/52/A/2 n/a crossed out
3/52/B n/a crossed out
3/52/C/1 n/a crossed out
3/52/C/2 Active (T)

3/54 /1A n/a crossed out
3/54/B Active (T)

3/54/C n/a crossed out
3/56/A Active (T)

3/56/B Active (T)

3/58 Active (T)

3/59 Active (T)

3/61/A n/a crossed out
3/61/B Active (T)

3/63 Active (T)

Schedule 4

4/1 Active (T)

4/2 /1A Active (T)

4/2/B n/a crossed out
4/2/C Active (T)

4/4 Active (T)

4/6/A Active (T)

4/6/B Active (T)

4/7/1A/1 Active (T)

4/7/1A/2 Active (T)

4/7/B/1 Active (T)

4/7/B/2 Active (T)

4/7/C n/a crossed out
4/8/A n/a crossed out
4/8/B Active (T)

4/8/C/1/a Active (T)

4/8/C/1/b Active (T)

4/8/C/2 Active (T)

4/8/C/3 Active (T)

4/8/Cl4 n/a crossed out
4/9/A Active (T)

4/9/B /1 n/a crossed out
4/9/B/2 n/a crossed out
4/9/B/3 n/a crossed out
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4 /11 Active (T)

4/12/A /1 Active (T)

4/12/A/2 Active (T)

4/12/B/1 Active (T)

4/12/B/2 Active (T)

4/12/C Active (T)

4/13 Active (T)

4/14 Active (T)

4/15 Active (T)

Schedule 5

5/1/A/1/a n/a crossed out
5/1/A/1/b n/a crossed out
5/1/A/2/a n/a crossed out
5/1/A/2/b n/a crossed out
5/1/A/3/a n/a crossed out
5/1/B n/a crossed out
5/1/C n/a crossed out
5/1/D n/a crossed out
5/3/A Active (T)

5/3/B Active (T)

5/4/A Active (T)

5/4/B Active (T)

5/5/A Active (T)

5/5/B n/a crossed out
5/6 Active (T)

5/7/A Active (T)

5/7/B Active (T)

5/8 Active (T)

5/9 Active (T)

5/10 Active (T)

5/11 Active (T)

5/12/A Active (T)

5/12/B Active (T)

5/12/C Active (T)

5/13/A Active (T)

5/13/B Active (T)

5/14 /A n/a crossed out
5/14/B/1 n/a crossed out
5/14/B/2/a n/a crossed out
5/14/B/2/b n/a crossed out
5/14/B/3/a Active (T)

5/14/B/3/b Active (T)
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5/15 Active (T)
5/16/A Active (T)
5/16/B Active (T)
5/16/C Active (T)
5/16/D Active (T)
5/17 1A Active (T)
5/17/B Active (T)
5/18/A Active (T)
5/18/B Active (T)
5/21 Active (T)
5/22/A Active (T)
5/22/B Active (T)
5/23 Active (T)
5/24 Active (T)
5/25/A Active (T)
5/25/B Active (T)
5/26 Active (T)
5/1271AN n/a crossed out
5/27/A/2 n/a crossed out
5/27/B n/a crossed out
5/27/C Active (T)
5/28 Active (T)
5/29 Active (T)
5/30/A Active (T)
5/30/B Active (T)
5/30/C/1 Active (T)
5/30/C/2 Active (T)
5/31/A/1 Active (T)
5/31/A/2 Active (T)
5/31/A/3 Active (T)
5/31/A/4 n/a crossed out
5/31/B Active (T)
5/31/C Active (T)
5/31/D n/a crossed out
5/32 Active (T)
5/33 Active (T)
5/34 Active (T)
5/35/A/1 Active (T)
5/35/A/2 Active (T)
5/35/A/3 n/a crossed out
5/36 Active (T)
5/38/A/1 Active (T)
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SOME ITEMS SUPERSEDED OR OBSOLETE

N1-255-09-001 Accurate as of 09/25/2025

5/38/A/2 Active (T)

5/38/B/1/a Active (T)

5/38/B/1/b Active (T)

5/38/B/2/a n/a crossed out
5/38/B/2/b n/a crossed out
5/39 Active (T)

Schedule 6

6/1/A Active (T)

6/1/B Active (T)

6/1/C Active (T)

6/2/E n/a crossed out
6/2/F n/a crossed out
6/2/G Active (T)

6/3 Active (T)

6/4 Active (T)

6/5 Active (T)

6/7 Active (T)

6/8 Active (T)

6/9 Active (T)

6/10 Active (T)

6/11/A n/a crossed out
6/11/B Active (T)

6/11/C Active (T)

6/11/D/1 n/a crossed out
6/11/D/2 n/a crossed out
6/11/E/1 n/a crossed out
6/11/E/2 Active (T)

6/11/F n/a crossed out
6/11/G Active (T)

6/11/H Active (T)

6/11/1/1 n/a crossed out
6/11/1/2 n/a crossed out
6/11/J Active (T)

6/11/M/1 Active (T)

6/11/M/2 Active (T)

6/11/N Active (T)

Schedule 7

7/7TA/1 Active (T)

7I7TA/2 Active (T)

7/7/B Active (T)

717/ C Active (T)

7/7/D Active (T)
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SOME ITEMS SUPERSEDED OR OBSOLETE

N1-255-09-001 Accurate as of 09/25/2025

717/ E Active (T)

7/19/A/1 Active (T)

7/19/A/2 Active (T)

7/19/B Active (T)

7/20/A n/a crossed out
7/20/B Active (T)

7/1211A n/a crossed out
7/21/B/1 Active (T)

7/21/B/2 Active (T)

7/21/C/1 n/a crossed out
7/21/C/2 Active (T)

7/124/A/1 Active (T)

7124/A/12 Active (T)

7/124/A/3 n/a crossed out
7124/B/1 Active (T)

7/124/B/2 Active (T)

7/24/B/3 n/a crossed out
7/24/C Active (T)

7125/A/1 Active (T)

7/125/A/2 Active (T)

7125/A/3 Active (T)

7/125/A/4 Active (T)

7125/B Inactive (T) superseded by DAA-0255-2024-0004-0001
7/25/C/1 n/a crossed out
7/125/C/2 Active (T)

7/25/C/3 Active (T)

7/125/C/4 n/a crossed out
7/25/C/5 Active (T)

7125/D Active (T)

Schedule 8

8/1 Active (T)

8/7/A/1 Active (T)

8/7/A/2 n/a crossed out
8/7/A/3 Active (T)

8/7/B/1/a Active (T)

8/7/B/1/b n/a crossed out
8/7/B/2 Active (T)

8/32 Inactive (T) superseded by DAA-0255-2024-0004-0002
8/33 Active (T)

8/36.5/A n/a crossed out
8/36.5/B n/a crossed out
8/36.5/C/1 n/a crossed out
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SOME ITEMS SUPERSEDED OR OBSOLETE

N1-255-09-001 Accurate as of 09/25/2025

8/36.5/C/2/a |Active (T)

8/36.5/C/2/b/ |Active (T)

8/36.5/C/2/b/ |Active (T)

8/36.5/C/3 n/a crossed out

8137 n/a filing instruction

8/38/A Inactive (T) superseded by N1-255-10-005

8/38/B Inactive (T) superseded by N1-255-10-005

8/39 Active (T)

81/40 Active (T)

8/40.5 Active (T)

8142 Active (T)

8/43/A/1 Inactive (T) all subitems superseded by N1-255-10-005
8/43/A/2 Inactive (T) all subitems superseded by N1-255-10-005
8/43/B/1 Inactive (T) all subitems superseded by N1-255-10-005
8/43/B/2 Inactive (T) all subitems superseded by N1-255-10-005
8/43/C/1 Inactive (T) all subitems superseded by N1-255-10-005
8/43/C/2 Inactive (T) all subitems superseded by N1-255-10-005
8/43/C/3 Inactive (T) all subitems superseded by N1-255-10-005
8/43/C/4 Inactive (T) all subitems superseded by N1-255-10-005
8/43/D/1 Inactive (T) all subitems superseded by N1-255-10-005
8/43/D/2 Inactive (T) all subitems superseded by N1-255-10-005
8/43/D/3 Inactive (T) all subitems superseded by N1-255-10-005
8/43/D/4 Inactive (T) all subitems superseded by N1-255-10-005
8/43/D/5 Active (T)

8/43/E Inactive (T) all subitems superseded by N1-255-10-005
8/43/F Inactive (T) all subitems superseded by N1-255-10-005
8/43/G Inactive (T) all subitems superseded by N1-255-10-005
8/43/H Inactive (T) all subitems superseded by N1-255-10-005
8/43/1 Inactive (T) all subitems superseded by N1-255-10-005
8/43/J Inactive (T) all subitems superseded by N1-255-10-005
8/44 /A Active (T)

8/47 /A n/a crossed out

8/47/B Active (T)

8/47/C Active (T)

8/47/D Active (T)

8/48/A/1/a Active (T)

8/48/A/1/b Active (T)

8/48/A/1/c Active (T)

8/48/A/2/a n/a crossed out

8/48/A/2/b Active (T)

8/48/A/3/a n/a crossed out

8/48/A/3/b Active (T)
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SOME ITEMS SUPERSEDED OR OBSOLETE

N1-255-09-001 Accurate as of 09/25/2025

8/48/B/1 n/a crossed out
8/48/B/2 n/a crossed out
8/48/B/3/a Active (T)

8/48/B/3/b Active (T)

8/48/B/4/a Active (T)

8/48/B/4/b Active (T)

8/48/C Active (T)

8/48/D/1 n/a crossed out
8/48/D/2 Active (T)

8/49/A Active (T)

8/49/B n/a crossed out
8/50 Active (T)

8 /51 Active (T)

8/52 Active (T)

8/56/A/1 Active (T)

8/56/A/2 Active (T)

8/56/B/1/a Active (T)

8/56/B/1/b n/a crossed out
8/56/B/2 Active (T)

8/56/C Active (T)

8/56.5/A n/a no disposition
8/56.5/B n/a no disposition
8/56.5/C n/a no disposition
8/56.5/D n/a no disposition
8/58 Active (T)

Schedule 9

9/2/A n/a crossed out
9/2/B Active (T)

9/2/C Active (T)

9/3/A n/a crossed out
9/3/B n/a crossed out
9/3/C Active (T)

9/4/A Active (T)

9/4/B n/a crossed out
9/4/C Active (T)

9/5/A n/a crossed out
9/5/B Active (T)

9/6/A Active (T)

9/6/B Active (T)

9/6/C/1 Active (T)

9/6/CJ/2 Active (T)

9/6/D/1 Inactive (T) superseded by DAA-0255-2014-0001
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SOME ITEMS SUPERSEDED OR OBSOLETE  N1-255-09-001 Accurate as of 09/25/2025

9/6/D/2 Active (T)
9/6/E Active (T)
9/7/A Active (T)
9/7/B Active (T)
9/7/C Active (T)
9/7/D/1 Active (T)
9/7/D/2 Active (T)
9/7/E Active (T)
9/8/A/1 Active (T)
9/8/A/2 n/a crossed out
9/9/A n/a crossed out
9/9/B/1 Active (T)
9/9/B/2 Active (T)
9/10 Active (T)
9/11/A n/a crossed out
9/11/B/1/a Active (T)
9/11/B/1/b Active (T)
9/11/B/2 Active (T)
9/14/A/1/a Active (T)
9/14/A/1/b Active (T)
9/14/A/2 Active (T)
9/14/B/1/a Active (T)
9/14/B/1/b Active (T)
9/14/B/2 Active (T)
9/15/A n/a crossed out
9/15/B n/a crossed out
9/15/C Active (T)
9/19/A n/a crossed out
9/19/B n/a crossed out
9/19/C Active (T)
9/19/D Active (T)
9/20/A n/a crossed out
9/20/B n/a crossed out
9/20/C Active (T)
9/22 Active (T)
9/26/A n/a crossed out
9/26/B Active (T)
9/26/C Active (T)
9/26/D n/a crossed out
9/27 Active (T)
9/23/A/1 Active (T)
9/23/A/2 Active (T)
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SOME ITEMS SUPERSEDED OR OBSOLETE

N1-255-09-001 Accurate as of 09/25/2025

9/23/A/3 Active (T)

9/23/A/4/a Active (T)

9/23/A/4/b Active (T)

9/23/A/5 n/a crossed out
9/24 /1A n/a crossed out
9/24/B Active (T)

9/24/C Active (T)

9/24/D n/a crossed out
9/245/A Active (T)

9/245/B Active (T)

9/245/C Active (T)

9/245/D/1 n/a crossed out
9/245/D/2 Active (T)

9/245/E n/a crossed out
9/25/A/1 Active (T)

Defense Material

Audits

9/25/A/2 Active (T)

Defense Material

Audits

9/25/A/1 Active (T)

Internal IG Audits

9/25/A/2 Active (T)

Internal 1G Audits

9/25/A/3 Active (T)

9/28/A/1 Active (T)

9/28/A/2 Active (T)

9/28/A/3 n/a crossed out
9/28/B/1 Active (T)

9/28/B/2 Active (T)

9/28/B/3 n/a crossed out
9/29/A/1 Active (T)

9/29/A/2 Active (T)

9/29/A/3 Active (T)

9/29/A/4 Active (T)

9/29/A/5 n/a crossed out
9/29/B/1 Active (T)

9/29/B/2 Active (T)

9/29/B/3 Active (T)

9/29/B/4 n/a crossed out
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SOME ITEMS SUPERSEDED OR OBSOLETE  N1-255-09-001 Accurate as of 09/25/2025

Schedule 10

10/1 n/a filing instruction
10/2 Active (T)

10/3 Active (T)

10/5 Active (T)

10/6/A n/a crossed out
10/6/B Active (T)

10/7/A/1 Active (T)

10/7/A/2 n/a crossed out
10/7/A/3 Active (T)

10/7/B/1 n/a crossed out
10/7/B/2 Active (T)

10/9 Active (T)

10/10 Active (T)

10/ 11 Active (T)

10/13 Active (T)

10/14 n/a crossed out
10/15 Active (T)
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SOME ITEMS SUPERSEDED OR OBSOLETE  N1-255-09-001 Accurate as of 09/25/2025
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- LEAVE BLANK {(NARA use.only) ~

National Aeronautics and Space Administration (NASA)

3 REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NUMBER
4 ' * (See Instructions on reverse) N/-285-0%-/
T3 NATIONAL ARCHIVES and RECORDS ADMINIS TRATION (NIR) DATE RECEIVED  :
WASHINGTON, DC 20408 7 //0/0 g
1. FROM (Agency or establishment) NOTIFICATION TO AGENCY

2. MAJOR SUBDIVISION
NASA Headquarters

3. MINOR SUBDIVISION

In accordance with the provisions of 44
U.S.C. 3303a the disposition request,
including amendments, is approved except
for items that may be marked "disposition
not approved” or "withdrawn" in column 10.

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE DATE

. ARCHIVIST OEJHE UNITED STATES
Patti F. Stockman, NASA Records Officer (202) 358-4787 A —% &(
0

6. AGENCY CERTIFICATION
I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records
and that the records proposed for disposal on the attached__31 __ page(s) are not now needed for the business
of this agency or will not be needed after the retention periods specified; and that written concurrence from

the General Accounting Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal

Agencies, . . ,
seneies is not required; D is attached; or [] has been requested.

D/-7 %TURE OF AG;NCY REPRESENTATIVE | TITLE
024/?0@7 W NASA Records

Officer, NASA Headquarters, Code AQ

9. GRS OR 10. ACTION
ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA
NO. JOB CITATION USE ONLY)
Multiple NASA Records Retention Sschedules items (attached). This request is
for NARA recognition as mecda-neutral specific NARA authorizeed temporary ;
retentions for NASA-specific items.
Note that the temporary items included in this request are only those highlighed AMO7™ LIXJE D 7T HEOLL LK

byred-femt-ir the attached listing, The other schedule items are provided for
context purposes only. The content and functions of the records covered by these
scheules have not significantly changed. NASA still has requirements for these
retentions which are the appropriate length of time, but our agency now
maintaing many of these records in digital media.

Also, please note that there are 573 temporary items highlighted, 67 of which are
simply "other copies" or "other offices/copies."

Sc.l\zal W\ |\'uvu rf.g.. ({,,J '(;n.f <en t’z)d’ fumfc.sio
,M\)‘L l)a_‘L.N l..x)icl ouk ‘Fc)’L &lAau'clc¢ i}?

116-109 NSN 7540-00-634-4064

PREVIOUS EDITION NOT USABLE

STANDARD FORM 115 (REV. 3-91)
Prescribed by NARA
36 CFR 1228
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CGRGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1

(AFS 1000-1889) (AFS 1000-1889) -
This d is updated frequently; fore, printed copies may be obsolete. Reter to the Change History Log at the This d d frequently; therefore, printed copies may be obsolete. Refer to the Changs History Log at the
beginning of NPR 1441.1 in tha NASA Onlina Directives information System (NODIS) for current version. beginning of NPR 1441,1 in the NASA Oniine Directives information System (NODIS) for current version.
SUBJECT AREA OR RECORD TITLE RETENTION 3
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
1 Copies of Emergency Operaling Dirzctives, plans, and p issucd | DESTROY WHEN OBSOLETEOR |
by the agency, including delegations of authority 2 SUPERSEDED.
i and instructions (other than those issued in case | DAz N1-255-84-1>

files), as weil as thase issued hy FEMA, other Federal agencies, statz and | & 121
lacal povernments, and the private sectar. (NON-RECORD COPIES)

1040 \ EMERGENCY PREPAREDNESS POLICY FILES

or center g directi plm nnd
including related hack

C. ALLOTHER COPIES

<DA: N1-255-94-1>

\$~ 7 AGREEMENTS: INTERAGENCY ANDINTRA—AGENCY WITH
1 \ OTHER GOVERNMENT AGENCIES

B. Fﬂempycfplmmdhmvcxfngmcymmduyyummmwdm
a mester directives file and all related background materials.

C.  Allother copies. DESTROY WHEN OBSOLETE OR
<DA: NIZS594 1>

1040 | 4 EMERGENCY PLANNING AND READINESS REFORTS 7
A of tests isting of 1 DESTROY WHEN 3 YEARS OLDy, SUPERSEDED,
gj""."*"’.“’ G ..’. o pwide rel o tots coaducted g:mm <DA: NI25594-1, 7
umder emergency plas, § 8 and trial tests. WHICHEVER IS - e e
E%EE w [ HISTORICAL ITEMS/SOURCE FILES
<DANL2SSS1> (N 122)

D 15 that havew Lori et 1 biterioal
aptﬁcmmﬂnﬁlﬂdmgmhadnmmdmmmmdfm

SUBJECT AREA OR RECORD TITLE RETENTION wﬂlhwedmdmmadﬁmlheﬁkhmammhor
AFS# | ITEM DESCRIPTION OF RECORD SERIES uthori ;
k‘w 3 AGREEMENTS: MEMORANDA OF UNDERSTANDING (MOLJ)

mgmalMOUsmdLsmAgxmm:shﬂm NASA znd others

HISTORY SUBJECT FILES :
Offices, mdudlngmylndmorﬁndmgmdnfmﬂ i

1, 19451989
HQ: Office of Extemal Reletions keeps record * FERMANENT * Mmm:nl.hhmllmnduﬁumlMSIoIDEDMmaybe
copies for Internations] MOUs, Record copies for domestic MOUs JHE CUSTODY OF 1 i boxes, lekic or file M
are kept by the Office having primary responsibility. THENASA OR rstked and 4 for In two categorics: (1) Detad/marked
NOTES: DnlyAFSmrnhmwmxdnﬁndmhjmsnund. REI'ENTIDN ~ Far items marked Pending Reiention Approval, NOTES: OnlyABmmhusmlhd:ﬁnedmhjncumuwd. ~ RETENTION - For items marked Pending Retention Approval,

contact your Center Az M for i and/or comtact your Center ager for ton and/or g



https://Dal'R.OY
https://aJl'ai.rs
https://DBSTR.OY
https://BEPOB.TS
https://TR,.mm~-1.RA
https://Aw,,,.cy
https://Nl-25S-94-l.fi

ORGANIZATION AND ADMINISTRATIVE RECORDS

This document is

SCHEDULE 1

(AFS 1000-1999)
updated frequently; therefore, printed coples may be obsolete. Reter to the Change History Log at the
begihning of NPR 1441.1 in the NASA Online Directives Information System (NODIS) for current versian.

1070 { B

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERTES <Authority>
when 13s added o ool 30d () Daied/marked NARA NO LATER THAN
\ when lis d for 4 purp DECEMBER 31, 1958, UNLESS
THERETS AN AGENCY
\ REQUEST CERTIFYING ACTIVE
AGENCY USE AND NEED.
SUCH REQUEST WILL SPECTFY
NEW TRANSFER DATE FOR
MATERIAL SO CERTIFIED
<DA: N1.255-94-1, 8>
(N 1-8)
2. 1950 and Continuing. * PERMANENT *
{Note: Excluded are electronic copit m“mug‘ AGENCY SPAC;
made for convenfent reference.} OR WHEN 25 YEARS OLD WITH
B. READY REFERENCE MATERIAL
Refe ial published’ d by NASA (Shelf RETAIN INDEFINITELY IN
ocumentation/boo AGENCY SPACE UNTILNO
d o ks). LONGER NEEDIED, OR
DESTROY WHEN 75 YEARS

OLD, WHICHEVER IS LONGER.
<DA: NI-255-94-1>

ORGANIZATION AND ADMINISTRATIVE RECORDS

SCHEDULE 1 ' ’
(AFS 1000-1989)

This document is updated frequently; therefors, printed copies may be obsolete. Refer fo the Change History Log at the
beglinning of NPR 1441.1 in the NASA Online Directives [nformation System (NODIS) for current version.

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
1070 | 11 HISTORY OFFICE FILES - ADMINISTRATIVE
RETIRE TO FRC WHEN 2 YEARS

programs,

Routine office files, peneral correspondence, and other materials related
10 the day-to-day operations and management of the history office and jts

OLD. DESTROY WHEN 6
YEARS OLD.
<DA: N1-255-94-1, 11>

1101 ¢ 12
1410

ORGANIZATIONAL FILES

A, Organizational charts, NASA Directives, and reorganization
studies, graphic ﬂlmmlm whxd: provide a detailed deampunn
and f the f

of the
\ units of an agency. Reorganization studies are conducted to design
an efficient organizational framework most suited 1o carrying out

* PERMANENT *
RETIRE TOFRC WHEN 5 YEARS
OLD. TRANSFER TD NARAIN 5
YEAR BLOCKS WHEN 20
YEARS

OLD.
<DA: NI-255-94-1>

HISTORY OFFICE CONTRACTOR DELIVERABLES (BOOKS)

Capuofdnunnenucoﬂeaedandusedas source data mpnparatmol‘
d are dupli or copies of 7

TEpOTLS, ications or other official records;

pmllm.mm'y ar p.lnml dnﬁs mthors' uullim:(s), lulhms‘ original notes:

responses from readers; &nd

A RELA Vi
{ARer puhlication of the finished hoak.}

B. MATERI VOLIM|

PASR

RETIRE TO FRC ONE YEAR
«<DA: N1-255-94-1>

N 1-28)

DESTROY WHEN NO ONGER
NEEDED.

«DA: N1-255-94-1>

the ngencys programs and include
12 X

egials such as final recommendations, proposals, and staff
: Theseﬁlesalsocommadmmisuauvemapsmashnw

N1-3)

HISTORY ARCBIVES BIOGRAPHICAL FILES - NASA 10 HABC

Biographical data, speeches, md mld:sbyindmdunlswhnmof
historical significance m mnnuun, astronaufics, space science, and
other of NASA; P interviews, and various ather
tapes and ints of -

Prog

DESTROY WHEN NO L(NGER
NEEDED,
<DA: N1-255-34-1>

NOTES: Only AFS numbers with defined subjects are used. ~ RETENTION - For items marked Pending Resention Approval,
contect your Center Records Manager for i ion andfor questi

that show the g2 graph cmmonmmsofmngencﬂprmms

and projects.

[NOTE?Excluded from this s Charts

included in the NASA Di i

Schedule.]

B. M appraisdl files, § 1EPOILs on
ng;mﬁmltncmmphd:mcms mmmsohndnmn for
of fi

ipeclnlmpu:uoukeyplmnmgsmdus with related papers s

inception, scope, results, and case files on approved

plans, policies, mission, and programs.

1. Office of Primary Responsibility, including the sigs and
the office resp le for studying doping the
document.

2. Allother offices/copies.

<DA.N1~155-94-1>
1130 b’\‘ FUNCTIONAL STATEMENTS
1410
descriptions of the ibiitics d 1o the

{CFR), they are not designated for
A RECORD COPIES

inclurled in NMI, NPDUNFR System)

HQ: OFFICE OF MANAGEMENT OPERATIONS, NASA
DIRECTIVES & FEDERAL REGULATIONS (Recand copy is

of the agency u:rlhc division level or higher. If
in the Coda of Federst Reg:mions

1 23 A SEpaTALE Segies,

NOTES: Only AFS numbers with defined subjerts are used. — RETENTION ~ For items marked Pending Retention Approval,

contact your Center Records M fori fon and/or g
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ORGANIZATION AND ADMINISTRATIVE RECORDS

This document is

SCHEDULE 1

(AFS 1000-1998)

, printed coples may be obsclete. Refer to the Change History Log at the

beginning of NPR 1441.1 in the NASA Online Directives Information System {(NODIS) for current verslon,

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
B. CENTERS *PERMANENT *
Sez Above.
Office of Primary Responsibility <DA: N1-255-941, 13>
C.  ALL OTHER COPIES DESTROY WHEN OBSOLETE,
SUPERSEDED, OR NO LONGER
13 NEEDED.
R <DA: N1-255-04-1>
B 1150 | 14

COMMITIEES, BOARDS, COUNCILS, PANELS, AND
CONFERENCES

[NOTE: Excluded from this series are those recands created by the
Inventions and Contributions Board - See Item 16 of this Schedule.
NOTE: For Routine and Ad Hoc Conferences and Meetings — See rem
19 of this Schedule.}

A, RECORDS RELATING TO ESTABLISHMENT,
ORGANIZATION, MEMBERSHIP, AND POLICY

. Intra-agency, advisory, or international,

. Agrudas, directives, minutes, reports Gadeg

mmmmﬂopmnﬁhzm, o
= revision, ar P

and records d ing the

(a) Office file of tha group maintained by the sponsar,
group, Chairperson, or other designer.

(&) Al ather copies.

2. All other recards produced by the group.*

*PERMANENT *

RETIRE TO FRC WHEN 2 YEARS
OLD. TRANSFER TO NARA
'WHEN 20 YEARS OLD.

«<DA: N1-255-94-1, 14>

(N 15, N.l—-" N24-12, N24-13)

DESTROY 2 YEARS AFTER
TERMINATION OR
DISSOLVEMENT OF
COMMITTEE.

[GRS 16-83)

‘WHICHEVER
GRS 16-8(1)]

DESTROY WHEN 3
OR WHEN NO LONGER
NEEDED FOR REFERENCE,
WHICHEVER IS SOONER.
[GRS 16-8a(2)]

NOTES: Only AFS numbers with defined subjects are used. — RETENTION — For items marked Pending Retention Approval,

contact your Center R

e M. for inf

andfor @

ORGANIZATION AND ADMINISTRATIVE RECORDS

This d

Is updated fre

SCHEDULE 1

(AFS 1000-1998)

printed copies may be obsolete. Rafer to the Changs Histary Log at the

beginning of NPR 1441.1 in tha NASA Onfine Directives Information System (NODIS) tor current version.

AFS #

SUBJECT AREA OR RECORD TITLE
DESCRIFTION OF RECORD SERIES

RETENTION
<Authority>

14

3. Records maintmned by individual Y

DESTROY UPON TERMINATION
OF MEMBERSHIP, QR WHEN NO
LONGER NEEDED, WHICHEVER
IS SOONER.

<DA: N1-255-94-1>

CONGRESSIONAL FILES

Combined \‘\ A.  Congressional Committee Files
with AFS
uu.mnun foal RETIRE TO FRC 5 YEARS
ll!nl’; AFTER CUTOFF. TO
144101C NARA 15 YEARS AFTER
DA N125-006>
. Reports to Congress - consists of statutory and repotts
requested by Congress pertaining to NASA activit®
(2) HQ Office of Legislative Affairs {Office of Primary
Responsibility) Cutoff date is end of Congressional C 3 YEARS 0
smssion. NARA 15 YEARS
<DA: N1-255.00-6>
() All other offices and copies. DESTROY WHEN NO LONGER
<DA: N1-255-00-6>
B. Congressional Correspondence Files RETIRE TOFRC 5 YEARS
Comespondence with Members oanngrm cnnccrnmg information | AFTER CUTQFF. DESTROY 15
2bout NASA programs and proj with gms l,\nr:g:-:m
Members of Cungrss ini i T Cutoff A: N1-255
date is end of Congressional s:sum.
C. Congressional Briefings RETAIN FOR CNBNYOEAIL
i ide f Cany ing NASA DESTROY WHEN NO LONGER
::bmﬁng Ppl:jlod: :::r:;m vitia-.:0 gess rgling NEEDED AT THE CONCLUSION
. OF THE ONE YEAR RETENTION.
<DA: N1-255-00-6>
D. bl from Co: for copies of NASA DESTROY ! YEAR AFTER
ications which rsquired fnnnll FUBLICATION IS SENT.
P'N e =Y. <DA: NI-255-00-6>
1150 | 151 LEGISLATION FILES -~ PROPOSED
A D lated in the p jon and g of RETIRE TQ FRC 3 YEARS
I proposed b nmuum fNASA. Indudsdmﬁs AFTER PROPOSAL IS ENACTED
;"idm mz’mm i o i INTO LAW GR IS KILLED,
on, et l lh C leyl oﬁ (‘) g?;mm WHEN 1S YEARS
with fimal to <DA: NI-255941>

This series includes case files on cach pmposed item of legulmn
and files are kept and maintained, and broken in this fashion

OFR: NASA Headq Office of Legislative Affairs

NOTES: OnlyAFSmnnbaxmlhdeﬁnedmbjeunnmed. REI'ENTION For items marked Peading Retention Approval,
for i

contact your Center
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https://Nl-255-94-1.14

ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1
(AFS 1000-1899)
This d 1t ls updated fre thy; pnnted oopbs may be obsalete. Refer to the Change History Log at the
beginning of NPR 1441.1 In the NASA Online D 1 Sy (NODIS) for current version.
SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DE N OF REC SER <Authority>
B. Oﬂiws pmvwlmg information, feeder reports, or pertinent DESTROY WHEN 10 YEARS
office g the OLD OR WHEN NO LONGER
proposed legislation. NEEDED, WHICHEVER IS
SOONER.
<DA: NI-25594-1>
C.  All other offices/copies. DESTROY WHEN NO LONGER
NEEDED FOR REFERENCE
PURPOSES.
<DA: N1-255-94-1>
\.J& 16 INVENTIONS AND CONTRIBUTIONS BOARD RECORDS AND
[e— FILES

of the Inventions and Contributions Board.

1. Record copy.
HQ: BOARD OF CONTRACT

* PERMANENT *
‘TRANSFER TO NARA WHEN 5
YEAKS OLD.

1>

2. Centess.
Monetary Awards Only (Significant).

3. All other copies.

B.  Copies of documnents/records creatzd by e Board that are
maintained at centers or by Boand members.

C.  Alphab I files, by on ibutions NOT considered
for award; files include comrespondence, evaluations, and alf related
pupersirecnrds, .

D— AILL % "ﬁl\ﬁb’ L on - Y hf
mld.,ﬁl-u::]ud: d 1] d
whhmmmnmnoMMMM|m
Buard end the Admini: wnd all related ds/e

E  Denied Award Hearings Files, Case Fles on hearings evolving
from denied awerds from the Inventions and Contributions Board,

F.  Awnrd ease files/spplications that have been microfilmed.
1. Paper Records,

RECORDS ARE SUBMITTED
NASA HQ BY COGNIZANT TU
PROGRAM OR PATENT
PROGRAM AS APPLICABLE
«<DA: N1-255-94-1>

DESTROY WHEN NO LONGER
NEEDED.

«<DA: N}-255-94-1>

DESTROY WHEN NO LONGER
NEEDED.

<DA: N1-255-94-1>

RETIRE TO FRC WHEN 2 YEARS
OLD. DESTROY WHEN 23
YEARS OLD.

<DA: N1-25594-1>

1317

RETIRE TO FRC WHEN 3 YEARS
QLD, DESTROY WHEN 22
YEARS OLD.

<DA: Ni-255-94-1> (N 13-17)

RETIRE TO FRC AFTER CASE IS
CLOSED. DESTROY WHEN 25
YEARS OLD.

<DA: N1-25594-1>

N 13-18)

DESTROY WHEN
MICROFILM/MICROFICHE HAS
BEEN VERIFIED.

<DA: N1-255-94-1>

NOTES: Only AFS numbers with defined subjea.s are used. REI'BT!‘ION For items marked Pending Retention Approval,
fori

contact your Center Records Mi

ORGANIZATION AND ADMINISTRATIVE RECORDS

SCHEDULE 1 ! .

(AFS 1000-18989)
This documant is updated frequently; therefore, printed oopbs may be obsolste. Refer to the Change History Log at the

beginning of NPR 1441.1 in the NASA Online Di (NODIS}) for cusrent version.

SUBJECT AREA OR RECORD TITLE RETENTION

AESE | ITEM DESCRIPTION OF RECORD SERIES <Authority>
2. Microfilm/microfiche Records, DESTROY WHEN NO LONGER
NEEDED OR WHEN 25 YEARS
OLD WHICHEVER IS SOONER.

<DA: N1-255-94-1>
1180 | 17 NASA BOARD OF CONTRACT APPEALS CASE FILES—

GOVERNMENT COUNSEL'S CASE FILES

Appeals before the NASA Board of Cantract Appeals consisting of
Notices of Appeal, complaint, answer and/or motion, correspondence,
transeripts of proceedings before the Board, exhibits, briefs in support of
the parties positions taken under the disputes clause of a NASA contract,
and Board decisions, together with working papess of the urial allomey
charged with representing NASA before the Board.

ITS DECTSION OR CASE IS
ESTROY WHEN 6

YEARS OLD,

<DA: N1-255-94-1>

N 13-22)

‘\.&m

BOARD OF CONTRACT APPEALS CASE FILES

Raootdsofuppmh Of NASA contractors under the disputes clause of a

B. Cases in which the Board rendered a decision.

DECISION WAS RENDERED.
DESTROY WHEN 11 YEARS
OoLD.

<DA: N1-25594-1> (N 1749)

e TR after Septembes 30, 1979. Cases in which the DESTROY I YEAR AFTER
appeal was wi }-‘INA!; _llus:bl]'loa ON DECISION.
1200 | 19 SYMPOSIA AND CONFERENCE FILES ~ MANAGEMENT
P N 1 YEAR
?:)sol’mmnc end &d hoc :dmds. - m:;m '_E_P:ﬂ:f mrgsms YEARS
o vk s kg, sl g | vzt
1216 | 21 SPECIAL PRIORITIES ASSISTANCE FILES
D used in requesti d and grantin
A. QOFFICE OF PRIMARY RESPONSIBILITY RETIRE TO FRC WHEN 2 YEARS

OLD. DESTROY WHEN 10
YEARS

QLD.
<DA: N1-255-94-1> (N 17-18)

NOTES: Only AFS numbers with defined lubjeds lrr.umd. — RETENTION - For iteros marked Pending Retention Approval,
fori . .

contact your Center R
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OH'GANIZA'HON AND ADMINISTRATIVE RECORDS

SCHEDULE 1

(AFS 1000-1999)

This document is updated trequently; theretore, printed coples may be obsolete. Refer to the Change History Log at the
beginning of NPR 1441.1 in the NASA Online Directives Information System (NODIS) for current version.

AFS# | ITEM

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authority>

21 B. ALL OTHER OFFICES/COPIES

1280 | 265 QUALITY MANAGEMENT FILES

DESTROY WHEN 2 YEARS OLD,

<DA: N1-255-94-1>

ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1

(AFS 1000-1999)
This document Is updated frequently; themom. printad coplss may ha absolete, Reafar to the Change History Log at the
beginning of NPR 1441.1 in the NASA O {NODIS) for cumrent verslan.

Files rolated to the status of the overall effectivencss of the Quality
System at the NASA installations. Records include audits, oversight of
ith qmln.ysy:lunm:m:s

DESTRQOY WHEN 7 YEARS OLD.

«<DA: R1-255-99-3>

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

SOONER.
«<DA: N1-255-99-3>
DELETE AFTER

RECORDKEEPING COPY HAS
BEEN PRODIXED,

SUBJECT AREA OR RECORD TITLE RETEN’IA'ION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authonity>
-
32 Program National Space Grant College and Fellowship Program
Other Minority University Programs
A OFFICE OF PRIMARY RESPONSIBILITY: University Alfairs RETAIN ON-STTE. DESTROY 5
YEARS AFTER COMPLETION
OF RESPECTIVE PROGRAM.
«<DA: N1-255-94-1>
B. ALY OTHER OFFICESICOPIES DESTROY WHEN NO LONGER
NEEDED OR WHEN REFERENCE
VALUE CEASES.
«<DA: N1-255-94-1>
C. DESTROY WHEN NO LONGER
NEEDED.
«<DA: N1-25594-1>
1360 | 33 INTERNATIONAL CORRESPONDENCE

Correspondence with private individuals autside of the U.S. requesting DESTROY 2 YERAEQ AFTER

1328 | 31 MILITARY REPORTS

Navy, Air Force, and Defense.

1355 | 32 UNIVERSITY AFFAIRS PROGRAM FILES

of the Army,

DESTROY WHEN NO LONGER
NEEDED.
<DA: N1-25594-1> (N 1-33)

These are case files kept

Case

ﬁ!swdltypmﬂymclﬁe.hmnmbelmmdto.mhmmnfom

for

of

ead:pmmm. Rm’dsmthusmsmym:hﬂcanyoﬂluassouned
i and fu

the program.

Programs include, but are not limited to:

Advanced Designee Program NASA/USRA
ASEE Su Fu:ully Pdlowshxp Program

Grlluale Smd:nt Rcsearclwn Program (GSRP)
Graduate Student Researchers
Historically Black Colhges and Universities (HBCU)
Space Technology Utilizatis
Joint Institute for Ad
Langley A
NASA Space Enymmng Research Center Program

ional Research Council (NRC) Resident Research Ass

Program (LARSS)

information ar publications. <DA: NI-25594-1> cm-u)
1370 | 35 FOREIGN NATIONAL VISITORS FILES
Donnnenv.s relating to dw visits of fomgn nannnnls uu:ludmg DBROY%WVA.T
security cl T and DANL2SSH41> (N 1917
Teparts.
1370 | 36 VISITOR OPINION CARDS
DESTROY 6 MONTHS AFTER

Forms completed by visitors to centers showing their apinion of the

facilities. <DA: N1-255-94-1> (N 1920)
1380 | 37 COMMUNITY RELATIONS FILES
A D ion showing the devel i and DESTROY WHEN S YEARS OLD.

of relations between NASA and the, community, <DA:NIZSH1> (N 19-19)

P!

GSFC: These are mieetings hetween local leaders in business/potitical sreas
Lo shinw/demonstrete what GSFC is doing in the Jocal cormmuity, rotery
cuhs, Chamber of Commerce, cic.

B. R ds relating to hes, tours, { and ather | DESTROY WHEN 2 YEARS O1L.D.
such routine activities, «<DA: N1-25594-1> (N 19-19)

NOTES: OnlyAFSmmbuswuhdeﬁnedmbju:smM ~ RETENTION - Far items marked Pending Retention Approval,

contact your Center Records M

1380 | 38 STATISTICAL REPORTS FILES

Statistics regarding public affsirs activities of Conters forusetn .

compiling | report, inchuds ag .
of publications and mumber of publications in stock. J

NOTES: (hﬂyAFSnumbersmmdeﬁnedmbjedsmusuL REI'E‘ITION For items merked Pending Retention Approval,
contact your Center d: for i andéor
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ORGANIZATION AND ADMINISTRATIVE RECORDS

This d

equently; tt
beginning of NPR '1441.1 In the NASA Oniine Di

SCHEDULE 1
(AFS 1000-1999)

frequent! , pnnged copies may be obsolete. Refer to the Changs History Log at the

Information §

{NODIS) for current version.

ORGANIZATION AND ADMINISTRATIVE RECORDS

SCHEDULE 1

(AFS 1000-1999)
This document is updated frequently; therefore, printed copies may be obsolete. Refer to the Change History Log at the
beginning of NPR 1441.1 in the NASA Online Directives Information System (NODIS) for current version.

S # ITEM

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

%

RETENTION
<Authority>

A. HO: PUBLIC AFFAIRS (OPR)

B. CENTERS: Office of Primary Responsibility

C. ALL OTHER OFFICES/COPIES

NASA PERIODIC INFORMATION SERIES - HOUSE ORGANS

<DA: N1-255-94-1> (N 19-8)

<DA: N1-255-94-1> (N 19-8)

DESTROY WHEN 1 YEAR OLD

GDA. NI1-255-94-1> (N 19-0)

DESTROY WHEN 5 YEARS OLD.

DESTROY WHEN 3 YEARS OLD.

Periodic newsleiter, bulletins, or similar types of official Center

blxcanons that contain information relating to Center facilities,
significant projects, mission development, personnel, social
other information of interest to NASA employees.

B. Record Copy.

*PERMANENT*

TRANSFER ONE COPY OF EACH
ISSUE TO NARA ANNUALLY IN
ONE-YEAR BLOCKS AT THE
END OF EACH CALENDAR

<DA: N1-255-05-01>
TEMPORARY.
EACH ISSUE TO LOCAL
CENTER HISTORY OFFICE
DESTROY WHEN NO LONGER

NEEDED,
«<DA; N1-255-05-01>

B. ING R’ RMATION A
EXCLUDING ANNUAL REPOR’[‘S TO THE CONGRESS

C. ALL OTHER COP|

ANNUAL REPORTS TO CONGRESS MAINTAINED AT
THE AG
Record Copies: HQ O] \

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
1382 | 50 FOIA REPORTS
Recurring reports and time inf¢ i relating to the
agency implementation of the Freedom of Information Act, including
\ annual reponts to the Congress.
\

* PERMANENT *
RETIRE TO FRC WHEN 3 YEARS

‘OLD. TRANSFER TO NARA
'WHEN 15 YEARS OLD.
«<DA: N1-255-94-1>

Y WHEN 2 YEARS OLD.
[GRS 14-

DESTROY WHEN 2 YEARS OLD
OR SOONER IF NO LONGER
NEEDED FOR
ADMINISTRATIVE USE

«<DA: N1-255-54-1>

" M
TRANSFER A SECOND COPY OF

1380 | 40 BIOGRAPHICAL RECORDS FOR PUBLIC AFFAIRS - NASA 10

BRPA
PASR Current b 13 ton sbout principal and o RECORDS ARE MAINTAINED
manegement and s"‘“"mm“- gram and project manags POTENTIAL PUBLIC INTEREST
¥ other selected employess, d in IN THEM AND ARE DISPOSED
and other p ip in agency g with a recent OF WHEN ND LONGER

photograph when available, Data items are those generally required by REQUIRED.
NASA or the news media in preparing news or feature staries about the «<DA- N1-255-84-1>
individual and/or the individual's activity with NASA_

1380 [ 41 AUDIENCE REPORT FORMS DESTROY WHEN 2 YEARS OLD,

«DA: N1-255-94-1>
N 19-11)

NOTES: OnlyAFSnumbezsmmdr.ﬁnedmbjemmused. RETENT[ON — For items marked Pending Retention Approval,

contact your Center Record:

1382

54

NEW RELEASES

q

One copy of each prep or issued for
distribution to the news media. Published or processed documents, such
as "Press Kits," "Fact Sheets," "Current News," and all other materials
used mainly for news media.

ews releases that events such as of new
tions of old programs, major shifts in policy, and changes in
senior Rggacy personnel and may be a textual record such as a formal

of each document)

B. SPA ONLY,

The following i . tuperd and distrik
bath an-site and locally by r the Office of Public Affairs: News
Releases - Fact Sheets — Brochures

d by SSC

a

* PERMANENT *

RETIRE TEXTUAL RECORDS TO
FRC WHEN 5 YEARS OLD,
TRANSFER TO NARAIN 5 YEAR
BLOCKS WHEN 201 YEARS OLD,
«DA: N1-255-94-1> (N 15-1)

AUDIO VISUAL RECORDS ARE
TO BE TRANSFERRED TO
NARA IN ACCORDANCE WITH
MEDIUM OF CREATION.
RETIRE IN 5 YEAR BLOCKS
‘WHEN 5 YEARS O]

«DA: N1-255-94-1> N -1

«<DA: N1~ 255-94—l>

NOTES: Only AFS numbers with deﬁned mbjacrs are used. — RETENTION — For items marked Pending Retention Approval,

contact your Center Records

and/or
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ORGANIZATION AND ADMINISTRATIVE RECORDS

SCHEDULE 1 ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1
(AFS 1000-1889) {AFS 1000-1999)
This d Is updated fi pﬂntedcopbsmaybeobsobte Refer to the Change History Log at the This document Is updated fi h fora, printed coples may be obsolste. Refer to the Change History Log at the
begmning of NPR 1441.1 lnthe NASA Online Directives Information S {NODIS) for cumrent version. beginning of NPR 14411 inthe NASA Oniline Di \ Sy (NODIS) for current version.
SUBJECT AREA OR RECORD TITLE RETENTION SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | JTEM DESCRIPTION OF RECORD SERIES <Authority> AFS# | ITEM DESCRIFTION OF RECORD SERIES <Authority>
-
C.  ALL OTHER CENTERS, OFFICES, OR COPIES DESTROY WHEN NO LONGER. 57 C. NASA OFFICIAL INTERVIEWS :
NEEDED FOR REFERENCE.
<DA: NI-255-%4-1> 1. Raw and Routine interviews. DESTROY WHEN 2 YEARS OLD
OR WHEN NO LONGER
1382 | 56 INFORMATION SERVICE REPORTS These are interviews done for research md background NEEDED, WHICHEVER IS
information for production of NASA Space Staries and
Routine requests for exhibits, speakers, tours, and personal apy D N Frontiess. (Thess inierviews have been produced on DAT <DANI-25554-1>
by NASA officials and astranauts. mmw — | Tapes, cassettes, and 14" reel-to-reel tapes.)
IS FIRST. <DA: N1.255-84-1>
1382 | 57 NASA RADIO PRESENTATIONS
Office of Primary Respoasibility: HQ (Office of Public Affairs / Code
PMD)
A 199 AND EARLTER
. . <DA: N1255-94-1>
One copy of each radio program a3 created by NASA and provided
1o the geaeral public 2nd radio stations. Formats can cansist of, but mﬁmﬂm 1382 | 58 PAO CLIPPING FILES (SSC ONLY)
gre not limited to: NASA Radio Special Reports; Audio News TRANSFER TO NARA WHEN 5 . N
dagures; aud Spece Notes. (Mediums of tansfer consist of: Reel- | YRARS OLD, Files of aticles in technical, trade, ial publications ar | O
X ) <DA: N1-255-84-1> magazines on NASA andlnnhe space program in general. Files may VALLE OR TRANSFER TO S5C
N193) include information collected, which pertains to specific programs being | greroRIAN'S OFFICE. IF
conducted at Stennis or any other center with regard to space and TRANSFERRED TO THE
B. aeronautics rescarch. HISTORIAN, THAT OFFICE
WILL DESTROY WHEN NO
« PERMANENT * LONGER NEEDED. RECORDS
TRANSFER 1 PRODUCTION CANNOT BE RETIRED TO AN
b MASTER (1/4* OPEN REEL-TO- FRC.
Nﬁ:s ProgamSAojects | RERLTAPE) AND 1 DUBBED <DANI-255-54-1>
tmately 4 /2 | CASSETIECOPFY TO NARA
each 5390 | laRD oY OF THBLABEL 158 Speeches and Speakers Geobelow)
mion: md"Spuis” | NeoRMATIONTOR EACH 1385 | 62 SPEECH FILES
vefso PrOg] vl e ﬁm}“}1> Official 1 b’NASA 1 Q 3 13
exists. N 15-3) mdmmnﬂzmﬂzummﬂmmmdmmmbybnds
of agencins or their senior axsi ing the progs nfﬂldr
NOTE: Spanish versions of the NASA Ratdio programs ist of ies, The speeches and adh may bep 7}
lbeNASASpnm&unumudlMappmxim&dymlz ﬂmo&u&dﬁﬂmnﬂn,mmuumnfmmdhcﬂ
weeks every 4 wetks with ane 4 1/2 mimute and ong 90 FOVEMMENES, Of IVALS groups.
story which duplicate/eogry aa English story. .
A‘ L] L
% NASA Spectal st DISPOSITION .1, R
«<DA: N}~ > ms !mmxmcxs
3. NASA Space Notas. PERMANENT NEL DANILSEI 1> (N192)
Radio programs created by NASA and provided to the general | DA N1-235.34-3> B. ALL OTHER OFFICES/COPIES DESTROY WHEN NO LONGER
puhlic and radio stations, NEEDED FOR REFERENCE.
i <DA: N1-255-94-1>

NOTES: Only AFS mumbers with defined subjects are used. — RETENTION ~ Fnrnnmmmdl’endngumuonAppmw]

contact your Center Records Mt fori

and/or questi

NOTES: OnlyAFSnnmha'smlhdeﬁnedmbmmumt REIBITICN ~ For tems marked Pending Retention Approval,

contact your Center s

for i
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ORGANIZATION AND ADMINISTRATIVE RECORDS

SCHEDULE 1
(AFS 1000-1999)

This document is updated frequently; therefore, printed copies may be obsolete, Refer to the Changs History Log at the
ives Information Sy {NODIS) for current version.

beginning of NPR 1441.1 in the NASA Online Di

ORGANIZATION AND ADMINISTRATIVE RECORDS

SCHEDULE 1

B. PRE-PUBLICATION MATERIAL
(General puhlication files, i.e. STI, R&D, publications held at CASI | OLD. DESTROY WHEN 5 YEARS
- Sec Schedule 2, AFS 2220) ol

SUBJECT AREA OR RECORD TITLE RETENTION
. AFS & ITEM DESCRIPTION OF RECORD SERIES <Authority>
- 5|6 SCRIPT FILES
Offcial film, radio, and tclevision scripts.
| —{————l.A__OFFICE OF PRIMARY NSIBIL] * PERMANENT *
RETIRE TOFRC 1 YEAR AFTER
RELEASE OR DELIVERY.

7O NARA IN 5 YEAR
n%amg OLD.
<DANIZS5 941> (NI

B. ALL OTHER OFFICES/COPIES DESTROY WHEN NOLONGER
NEEDED FOR REFERENCE.
DA NI2SSH> (N 193)
357 | & PUBLICATIONS

* PERMANENT *
TRANSFER 1 COPY ANNUALLY
OF ALL PUBLICATIONS
CREATED TO NARA.

-94-1> (N 19-10)

RETIRE TO FRC WHEN | YEAR

LD,
«<DA: NI-255-94-1> (N 19-10)

1387 | 65 EXHIBITS

A, SMALL ROUTINE EXHIBITS

B. LARGEMAIOR EXHIBITS

Files include visitor centers and major off-site exhibits including d
\""'- pictures of set-up/design, specifications sheets and related papers. RETAIN EXHIBIT MATERIAL/

Files ronsi_st of case files on special project/exhibits, unique

Filcs consist of case records and related documeniation/materials, | DESTROY WHEN NO LONGER
pictores of set-up/design, and specification sherts,

NEEDED,
«<DA: N1-255-94-1>

DOCUMENTATION ON-SITE
FOR 2 YEARS AFTER EXHIBIT
1S C1L.OSED OR REMOVED,
THEN TRANSFER TO NARA.
«<DA: N1-255-94-1>

»

[ARA 5 YEARS

of the proj

;!flllﬂh =xhx'bju are, but not Jirnited to:

AFTER Ci
PROJECT/ EXHIBIT OR.

(AFS 1000-1999)
This document is , printed copnes may be obsolete. Refer to the Changa History Log at the
beginning of NPR 1441.1 in the NASA Online Di Sy {NODIS) for cutrent version.
SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
Air Show(s) YEARS OLD, WHICHEVER IS
SOONER.
<DA: N1-25594-1>
1387 | 66 FILM FILES (JSC ONLY)
RECORDS ARE RETAINED AT
:l::ocl::::ned with regard to ﬁlms. ccmpnsed of contractor cast records JOHNSON SPACE CENTER FOR
J 5 YEARS AFTER TERMINATION
‘OF CONTRACT; THEN
DESTROY.
<DA: N1-255-94-1>
1392 | 67 PRE-PUBLICATION MATERIAL - EDUCATIONAL
ist hasicall P h ad RETIRE TO FRC WHEN 2 YEARS
gm - y of il i yartwork | o h, DESTROY WHEN 10
= YEARS OLD, EARLIER
DESTRUCTION IS AUTHORIZED
TF MATERIAL IS NO LONGER
NEEDED OR USEFUL.
<DA: N1-255-94-1>
1392 | 68 EDUCATIONAL PROGRAMS
Files of the S bile Overati hedul contract files, | RETIRE TO FRC WHEN 2 YEARS
Files also kow as "AESP” Acrospace Education Sexvices Program, ace | 920- CESTROYWHEN 10
included in this series. In addition, records of schoo] attendance/ visits <DA: N1.255.94-1>
are filed in this category. Other records that are considered similar and ™ 197
are included in this series are:
- Govemor School Program:
Program designed for gifted students; run by the State Department.
- Explorer Scouts Program:
Program for high school students during the regular school year.
- NEWEST Program:
‘Workshop for u.-:r.hm, taupht 2-weeks every year,
NOTE: These reconds may also be a part of the SHARF system of
records (NASA 10 SPER—PASR).
1392 | 70 TEACHER WORKSHOP FILES
Files of weacher worksh haowing number of RETIRE TO FRC WHEN 5 YEARS
atiendance, and brief ouilines of programs. Included in these records are %ﬂ;"oﬂg"" WHEN 10
requests for services and teacher resnuree files. <DA: N1-255.94-1>
1394 |71 MOTION PICTURE FILMS
NOTE: The following dispositions are for FILM ONLY. VIDEQ
productions are in SCHEDULE 2 and SCHEDULE 8 of this handboak.
FILM FOOTAGE THAT MAY BE DISPOSED OF:
- Extra copies (master positives; duplicate negativas or prints) of
original materials, which have been forwarded to NARA or the
appropriate FRC.

NOTES: Only AFS numbers with deﬁned sub)ects are used. ~ RETENTION - For items marked Pending Retention Approval,

contact your Center Records M for i

and/or g

NOTES: Only AFS numbers with defined sub_]eus are used. RE]'ENT[ON For items marked Pending Retention Approval,

contact your Center Recards M: for i andfor q

.
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Ol-'iGANlZATION AND ADMINISTRATIVE RECORDS

This

SCHEDULE 1
{AFS 1000-1998)
, printed copies may be obsolete. Refer to the Chiange History Log at the

is "
beginning of NPR 1441.1 In tha NASA Oniine Directives Information Systam (NODIS) for curent version.

2. Engiucering film - which has documentary (historical) valuc as
well as technical valoe,

3, Orher engineering film footage necessary for development and
pecformance testing, which has been documented in project
Tports.

SUBJECT AREA OR RECORD TITLE RETENTION
AFS3# ITEM ES! N SERIE: <Authority>
™\
- Original film footage, which is unusable because of inferior quality.
\ - Copies of metion pictures which were made by other agencies and
which are no longer useful or do not pertain to NASA activities.
.
n B.
which requirs ph hic (film)
1. Complete film reports. * PERMANENT *
(Finished Productions Only) RETAIN ON-SITE FOR 5 YEARS.

tragks creatod with ageney sponscred films or R&D * PERMANENT *
. {See Also B. and D, of this jtem.) TRANSFER WITH ORBGANAL
FILM ALONG WITH
JDENTIFYING INFORMATION IF
POSSIBLE
<DA: N1-25584-1>
2. Sound tracks that sre pre-mix 5o dmmuuuxnddumgmn DESTROY IMMEDIATELY
course of & motion picore, television, AFTER USE.
. [GRS21-24]
3. Library sound mecordings (e.g., efferts, DESTROY WHEN NO LONGER
IGRS 2125 (38)]
¢} SPO! -
1. Films used for the visual presentation of information to the
public.
Office of Primary Respossibility: » PERMANENT »
® iy RETAIN FILM ON-SITE FOR 5
YEARS. TRANSFER T NARA

NOTES: Onlymnmhemmﬂ:deﬁneds\bjmmmd. RETENTION Mnmxmnkedmdmgkamom\ppmvﬂ
contact your Center Recards M i

and/or

¥

ORGANIZATION AND ADMINISTRATIVE RECORDS

This documsnt is upd

SCHEDULE 1

(AFS 1000-1998)

printed coples may be obsolote. Refer to the Change History Log at the

beginning of NPR 1441.1 in the NASA Online Directives Information System (NODIS) for current version.

AFS #

SUBJECT AREA OR RECORD TITLE RETENTION
DESCRIPTION OF RECORD SERIES <Authoritys

\

Examples of such films are, but niot limited to:

demmnemxem:ndmfmmﬂmm Le,

() All other offices/copies,

{c) Original film used to create the "Highlights™ and "Resource
Tape".

)mchzsumngﬁlnnmuaplamagmcy

Fﬂmofspouswndukvmnm:ﬂ:aws.publnsm(m

4. Library copies af Glms.

(COLLEGEPARK, MD)WHEN 5
YEARS OLD. MATERIAL TOBE

SHIPMENT.
«<DA: N1-255-84-1>

DESTROY WHEN NO LONGER
NEEDED FOR REFERENCE

<DA:N1-255-94 1>

TRANSFER TO FRC WHEN 2
YEARS OLD. DESTROY WHEN
15 YEARS OLD,

<DA: N1.255-84-1>

COLOR

TRACK, AND ONE.
PRINT. COORDINATE WITH
NASA HQ BEFORE SHIPMENT.
<DA: N1-255-%-1>

» PERMANENT »

RETAIN ON~SITE POR 5 YEARS.
TRANSFER TO NARA (OOLLEGE
PARK, MD) WHEN 5 YEARS

DESTROY WHEN FILM
BECOMES INACTIVE OR

Threr S s, FORMAL DIRECTIVES, NASA MANA!

GEMENT
(ONS (NMY), PROCEDURAL, AND OFERATING

Formal directives distributed as anders, ci
form annouacing major changes in the Agency's policies and
Nomnally thess are icmed by anthority of the head of the agency.

| Extensive procedures are frequently detailed in operating manuals,

DAMAGED,
«DA:N1-255-84-1>

NOTES: Only AFS numbers with dﬁned snbjeets are used, -~ RETENTION ~ For items marked Pending Retention Approval,

3,

contact your Center R

and/or
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ORGANIZATION AND ADMINISTRATIVE RECORDS

b

SCHEDULE 1

(AFS 1000-1899)
This document is updated frequently; therofors, printed copies may be obsolete. Refer to the Change History Log at the
beginning of NPR 1441.1 in the NASA Oniine Directives Information System (NODIS) for current version,

o

=

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authority>

ORGANIZATION AND ADMINISTRATIVE RECORDS

beginning of NPR 1441.1 In the NASA Onli 1 Sy

SCHEDULE 1

(AFS 1000-1999)
This document is updated frequently; thenmwa. Pprinted cnpbs may be absolete. Refer to the Change History Log at the

(NODIS) for current version.

-

7 \ A
OPR:

UARTERS - AG
Management Opemations Division, NASA Headquarters

2. ROUTINE ISSUANCES
Issuances related to routine administralion functions (i.e.,
payroll, procurement, personnel, etc.)

Crse files related to the shove documents.

<DA: N1-255-94-1>
™12

OLD.
«<DA: Ni-255-94-1>

DI 'WHEN SUPERSEDED
OR

[GRS 16-1a;

DESTROY WHEN 1S
DESTROYED.

[GRS 16-1b]

AFS# | ITEM

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

C.  OFFICES PROMULGATING POLICIES, PROCEDURES,
INSTRUCTIONS, ETC. TO BE PUBLISHED

D. C OF THI TERI,
PROMULGATING OFFICE

E  ALL OTHER OFFICES/COPIES, INCLUDING ELECTRONIC
VERSIONS

RETENTION
<Authority>

TRANSFER BACKGRCUND AND
RELATED MATERIAL TO
AGENCY LEVEL ISSUANCE
OFFICE TTEM A)

«<DA: N1-285-54-1>

DESTROY COPIES OF RECORD
MATERIAL WHEN NO LONGER

NEEDED,
«<DA: N1-255-94-1>

DESTROY WHEN SUPERSEDED,
OBRSOLETE, OR NO LONGER
NEEDED,

«<DA: N1-255-94-1>

NOTES: l)nlyAFSnumbaswnhd.eﬁmdmbjeusmusui — RETENTION - For items marked Pending Retention Approval,

coatact your Center R

ds M on and/or g

RECORDS MANAGEMENTY FILES

NOTE: These records cannot be retired to sn FRC.

Authority; SF 135, Rcold:T:mmnunldepLSF 5%
Request to Transfer, Approval, and Receipt of Records to the
National Archives of the United States; and, related
documentation.

{a) Agency Recornds Officer.

(b) Center Records Managers (OFR).

NEXT CQ\AFLEI'E REVISION OF
SCHEDULES HAS BEEN
PUBLISHED OR WHEN 50
YEARS OLD, WHICHEVER IS

LONGER.
«<DA: N1-255-94-1>
@125

RETAIN ON-SITE AND
DESTROY WHEN NO LONGER

«<DA: N1-255-94-1>

\ 7

() Al other offices/capies.

2. Routine d
. - fng recards dispositl
activities.

capies af

DESTROY 6 YEARS AFTER TBE
RELATED RECORDS ARE
DESTROYED OR TRANSFERRED
TO NARA, WHICHEVER IS
AFPLICABLE. (GRS 16-2a (2)]

DESTROY WHEN 2 YEARS OLD.
[GRS 16-2b]

NOTES: Only AFS numbers wxlh defined sub;m are used. REI‘ENTION Far items marked Pending Retention Approval,
for i andlor

contact your Center R
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. ORGANIZATION AND ADMINISTRATIVE RECORDS

SCHEDULE 1

(AFS 1000-1999)

This d 1t is updated

ently; thevefore, printed coples may be obsclete. Refer to the Change History Log at the
beginning of NPR 1441.1 in tho NASA Online Directives Information System (NODIS) for current version.

7%

meofmlcmfomADPsystms.mdmdpmcessmg. xeeo:ds
mansgemeat surveys; vital records pragrams; and all other aspects
of records management rot covered elsewhere in this schedule,

Local i . " & including
inveataries, studies, feeder reports, and general comespondence.

Office record locator files, indexes, or listings that are used to locate
recands in current files, or files that have been transferred to staging
aress or retired to FRC; inchuding file plans and office copies of

NASA Form 1418, Proposed Change to NASA Records Control
Schedules.
1. Agency Records Officer,

() Approved NF 1418,

{b) Disappraved NF 1418.

2. Center Records Mensgers.

3. Al other offices/eopics.

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DES N OF RECORD SER <Authority>
\ 75 B. Records Holdings Files
\ Stzhsucﬂmpmscfagency' idi cleanap i including
feeder reports from all offices and data on the volume of records
disposad of by destruction or trausfer to NARA.
DESTROY WHEN 3 YEARS OLD.
[GRS 16-4a}

DESTROY WHEN 1 YEAR OLD.
{GRS 1645}

DESTROY WHEN 6 YEARS OLD,
[GRS 16-7]

DESTROY WHEN 6 OLD,
{GRS 16-7]

DESTROY FILE PLANS/INDEXES
'WHEN SUPERSEDED. DESTROY
LISTS (SHIPPING/TRANSFER)
WHEN RECORDS

NEEDED
<DA: N1-255-94-1>

FILE WITH SF 115 OR SF 258
CASE FILE AS AFFROPRIATE.

«<DA: N1-25594-1>

RETURN ORIGINAL TO
INSTALLATION OR OPR.
DESTROY COPY ONE YEAR
LATER.

«<DA: N1-255-94-1>

DESTROY 1 YEAR AFTER

PUBLICATION OF DISPOSITION
STANDARD OR 1 YEAR AFTER
DISAFPROVAL, WHICHEVER IS

FIBST.

«<DA: NJ-255-94-1>

DESTROY WHEN NO LONGER
FOR REFEREN(

NEEDED ICE
<DA: N1-255-94-1>

NOTES: OnIyAFSmmlnswlmdcﬁnnimhjeusnmed. REI'ENT[ON Far items marked Pending Retention Approval,
and/or

contact your Center Records M

for infk

ORGANIZATION AND ADMINISTRATIVE RECORDS

This document is

SCHEDULE 1

(AFS 1000-1988)

begiwiing of NPR 1441.1 in the NASA Onfine Dirsctives Information Sy

printed copies may be obsolete. Refer to the Changs History Lag at the
(NODIS) for current version.

by

AFS# | XIEM

w"

elemomcl‘mmusdmlympmwdcmunmmds

Finding sids for series of records that HAVE BEEN accessioned by
the Nai hives and ds Adminixtration and those

relating to major program case files not previously authorized for
disposal.
C. Al other finding aids/copies.

SUBJECT AREA OR RECORD TITLE RETENTION
DESCRIPTIO RD <Authority
FINDING AIDS »
\ A Indexes, lists, registers, and other finding aids in hard copy or %&mm

REFERENCE.
<DA: N1-255-94-1>
1442 78 GENERAL OFFICE FILES
A CHRONFILES - READING FTLES

Files tha1 are extra copics, convenience copies, reference copies, TRANSFER TO HISTORIAN'S

which arc filed and maintained in chromological ondec. Theseare. | OFroe WHERLL YEAR OLD OR

duplicates and ARE NOT the official record copy (yellow). FOR REFERENCE. HISTORIAN
WILL DESTROY WHEN NO
LONGER NEEDED.
<DA: N1-15594-1>

o N 190

l arder 23 a reminder that an
at 2 reply Lo mkmu
expnclndnd.:fmtmved, should he iven date.

1. Anote of other remimier to take some actinn.

DESTROY WHEN 3
<DA: N1-255-94-1>

NOTES: OnlyAFSmxmhuswuhdaﬁnedsubjmmmd. — RETENTION - For items marked Pending Retention Approval,

contact your Center R

ds M: for i ion and/or q
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ORGANIZATION AND ADMINISTRATIVE RECORDS

SCHEDULE 1

(AFS 1000-1989)
This document is updated frequently; therefore, printed copies may be obsolste. Refer to the Change History Log at the
beginning of NPR 1441.1 in the NASA Online Directives Information System (NODIS) for current version,

ORGANIZATION AND ADMINISTRATIVE RECORDS

This d

SCHEDULE 1

(AFS 1000-1999)

fore, printed coples may be obsolste, Refer to the Change History Log at the
beginning of NPH 1441.1 in the NASA Onfine Directives Informaticn System (NODIS) for current version.

only, records relating to the ioa (i.e.,
Form 51 - HQ Printing and Reproduction R:qmsmcmlkeqlut) and
distribution.

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
C.  Production reports (other lhan dal.ly). cost reconds (including DESTROY WHEN 5 YEARS OLD.
repairs, 1sbor, ) and (IF RECORDS ARE KEPT
studies, SEPARATELY FOR EACH
MACHINE, DESTROY WHEN
MACHINE IS DISPOSED OF OR
TRANSFER WITH MACHINE )
<DA: N1-255-94-1>
1490 | 82 JOB OR PROJECT FILES - PRINTING
Joborpmjeclmmdscon iping to the N162)
g fon of duplication, and di of jobs (in-house)
A.  Files ining to the plish of the job, DESTROY 1 YEAR AFTER
requisitions, bills, samples, manuscript clearmces, and related COMPLETION OF JOB.
papers, exclusive of: «<DA: N1-255-94-1>
~ Requisitions on the Public Printer and related records; and,
- Records relating to services abtained outside the Agency.
82 B.  Files pestaining to planning and other technical matters conceming | DESTROY WHEN 3 YEARS OLD.
these services. <DA: N1-255-94-1>
C.  NASA Headquarters Duplicating Ceater - in-house duphcamn DESTROY WHEN 2 YEARS OLD.

«<DA: N1-255-94-1>

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
T~ 78 2, The file copy or an extra copy of an outgoing communication, WITHDRAW DOCUMENTS
O filed by date hich ly i ted, 'WHEN REFLY IS RECEIVED.
[ —] by on which a reply is expect IS s
AN EXTRA, DESTROY
IMMEDIATELY; IF COPY IS THE
FILE COPY, INCORPORATEIT
INTO THE OFFICIAL FILES,
C. TRACKING AND CONTROL RECORDS
[———
T — Logs, registers, and other reconds in hard copy or electronic form mmkogﬁﬂim 2
entthesmus of correspondence, reports, AFI'ElTHE'DATEOF!ETHEms
ar other records that are a ion by the GRS or LATEST ENTRY, WHICHEVER IS
s %AB'LE\
D. ‘ORMATION COI
Copies of cormesponderice, reports, or other documents that are for | DESTROY WHEN 1 YEAR OLD
;elf:encemcmdmmlmnd:apmofmoﬂ'lcial subject ar case O‘Nﬁﬁ)“gmls
SOONER.
<DA: N1-255-94-1>
(N 1-8h)
1470 (79 MANAGEMENT IMPROVEMENT REPORTS
M; reports itted to the Office of (N 1-5)
Mlnaym-l andBudgd (L&, A-76 Reports) and related analyses.
This © Go and Results Act (GPRA)
development znd final records.
A. OFFICE OF PRIMARY RESPONSIBILITY RETIRE TO FRC WHEN 5 YEARS
OLD. DESTROY WHEN 20
YEARS OLD.
«DA: N1-25594-1>
B. ALL FET( IC DESTROY WHEN 2 YEARS OLD.
«DA: N1-255-94-1>
1490 | 80 OFFICE COPYING EQUIPMENT FILES
A.  Procurement requests, NASA Form 51, justifications, approvalsor | DESTROY 2 YEARS AFTER
disapprovals, located in offices (not the office procuring the ACQUISITION OF EQUIPMENT
equlpmznl) whether pun:has: or rental equipment (except OR AP;K‘ER DISAPPROVAL.
Jipment in printing, d &, or reproduction facifties). <DA: N1:255-94-1>
B.  Daily production reporis/records. DESTROY 90 DAYS AFTER
INCLUSION OF DATA IN
MONTHLY (OR OTHER
CONSOLIDATED) REPORT.
«DA: NI-255-54-1>
MN167

JOINT COMMITTEE ON PRINTING - REPORTS TO/

A.

\ RIZATION!
AUTHO! (ONS
\

'gmq&gonslolhzloml‘ ittee on Printing ding the
operation O and B plants and inventories nfpnntmg.
binding, and related i), Class A aud B plants or in
storage.

Copies of reports in subordinate reporting units and their xe!
work papers.

G {ence and authori

ions by the JCP and related papers
ion, and di of

printing plants.
Records/reposts concerning the acquisition, transfer, and disposal of
equipment.

All other miscell; d jon, e.g., i
contracts or grants.

of printing in

DESTROY WHEN 3 YEARS OLD.
[GRS 13-5a] (N 164)

TROY 1| YEAR AFTER DATE

OF
[GRS 13-5b]

RETIRE TO FRC WHEN 5 YEARS |

OLD. DESTROY WHEN 10
YEARS OLD.
«DA: N1-25594-1> (N 16-5)

DESTROY 2 YEARS AFTER
DISPOSAL OF THE EQUIFMENT.
«<DA: N1-255-94-1> (N 16-5)

DESTROY WHEN 5 YEARS OLD.
«<DA: N1-255-94-1> (N 16-5)

NOTES: Only AFS mumbers with deﬁnul m_pecls are used. — REI‘ENTION For items marked Pending Retention Approval,
andéor

cantact your Center Recards M:

NOTES: On]yAFSnumberswnhdeﬁnedsubjecvsmuwd. RETENTION I‘wuemsmnkedl’mdmglmmonl\ppmval

for i

contact your Center R

»
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' ORGANIZATION AND ADMINISTRATIVE RECORDS

SCHEDULE 1
(AFS 1000-1999)

This dacument is updated frequently; therefors, printed coples may be obsolste, Refer to the Change History Log at the
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
1500 | 85 LOCATOR RECORD FILES
mm ;:d!- tags, such as space control shests, location sheels, mog’;*m@ SUPERSEDED
of stock location. tags, and other papers uulized a5 s checkor fnvenlary | p 0 N1ass00 1, (N17:29)
{k 1520 | 86 GRAPHIC ARTS - VISUAL MEDJA

\ anulspxepned fonhemnposeormnslmgNASA oﬁcnls in

Center Di
Directors) (Office of Record at NASA Heerdquarters).

3. STENNIS SPACE CENTER ONLY (Graphics Office)

reviows,

loped and used

s of tnfk ion to the

and p
general public such as

mduclﬁn visul 2ids (.dldu. view,
mgmll art, NASA HQ: OPR -

speeches. news releases, educational
briefk, and exhibits. (Official fils copies are maintained by
another office at Stennis Space Center,)

ICS

ves - such as those used in the

NS b T

<DA: N1-25594-1>

a 161 (NS-1e(2))

OPERATED BY CODE P AT
NASA HQ.
<DA: N1-255-94-1>

<DA. N1-25554-I>

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

RETURN ORIJINAL BOARD
ARTTO THE REQUESTING
OFFICE, DESTROY WHEN NO
LONGER NEEDED,
<DA°N1.255.54-1>

N SI1))

DESTROY WHEN MO LONGER
NEEDED FOR PUBLICATION OR

RETRE ORIGINAL TO FRC
‘WHEN NO LONGER NEEDED TO
REPRODUCE ADDITIONAL
VISUAL AIDS, WORKING
COPIES, OR WHEN 5 YEARS

OLD, WHICHEVER IS SOONER.

NOTES: Qaly AFS numbery with defined mb}ects are used. REI'EN'HON For items marked Pending Retention Approval,

contact your Center Records Manager for and’or gy

ORGANIZATION AND ADMINISTRATIVE RECORDS

SCHEDULE 1

(AFS 1000-1998)

rinted copies may be obsolate, Rafer to the Change History Log at the

Is p
beginning of NPR 1441.1 in the NASA Oniine Directives Information System (NCDIS) for current version.

AFS# | ITEM

SUBJECT AREA OR RECORD TITLE
D) ON OF. RD SE

RETENTION
<Authority®

oy 11y saff,

DESTROY WHEN 209 EARS

<DA: N1-255-94-1> (N91b)
.

MAILING OR DISTRIBUTION LISTS

eael it eerapmievicormrny »
3. All other aflices/copies.

4. STENNIS SPACE CENTER ONLY
Recards cangist of master photographic negativeitransparency
ﬁlu gnphlcam undlmnm.mcludmgmymaxemlmmumed
black & white
aper line art, This
exist in other offices of |

lnll‘mm, mlurphoms‘nc mm and
may Heate fes oot ex

2. Line copies of graphs and charts.

VISUAIL AIDS REQUISITION/REGISTER FILES

for the of the visunl aids
dmmbuimdmlhnnemb whether in hard copy or electronic.
2. Regi ing receipt of and control nember
uslgn:dlulL

NOTE: These recortls may be included in an automated "Action
Tracking Systzm.”

captian sheets, shothsts,m..mdmybcmmn. X
microform, ar electronie,

wat THE RELATED AUDIOVISUAL

GRS 21-5]  (NS-lc)
DESTROY WHEN NO LONGER

NEEDED.
«<DA: N1-255-94-1>

RECORDS
NEEDED BY THE AGENCY OR
WHEN REFERENCE VALUE

CEASES.
<DA: N1-255-94-1>

DESTROY WHEN NO LONGER
NEEDED FOR PUBLICATION OR

REPRINTING.
GRS 21-7]

DESTROY WHEN 2 YEARS OLD.
«<DA: N1-255-94-1> (N 9-2)

DESTROY WHEN 2 YEARS OLD,
<DA: N1-255-94-1> (N 9-3)

DISPOSE OF ACCORDING TO
THE INSTRUCTION COVERING

[GRS 2125}

DESTROY AFTER
ATPROPRIATE REVISION OF
LIST OR AFTER 3 MONTHS,

(GRS 13-4s]

Tt M

NOTES: OnlyAPSmmbasmmdr.ﬁnndnﬂzjmmvmd. RE['ENTION For items marked Pending Retention Approval,
for i

contact your Center R


https://DES111.0Y

ORGANIZATION AND ADNINISTRATIVE RECORDS
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'&*cmss@ DOCUMENT SECURITY

Furmu or lists usni to record nﬁ‘and:p% ations, names
comj

of i ions, and Mﬂ%
control access inta classified document containers.

B. RETURNARLE

Documents reflecting the receipt, transfer, and retumn to vendor of
Documents reflecting the receipt, transfer, and retum to vendor of
receiving reparts, reparts of survey, shipping documents, repants, or
similar documents.

SUBJECT AREA OR RECORD TITLE RETENTION
S# ITEM DESCRIPTION OF RECORD SERIES <Authority>
1620 | 106 FIREARMS - ACCOUNTABILITY / QUALIFICATION

A, Recards of acquisitions of firearms. DESTROY 1 YEAR AFTER
FIREARM IS DESTROYED OR
TRANSFERRED.
<DA: N1-255-94-1> (N 12-10)

B. Cerificate to carry firearms (NASA Form 699a and 699b). DESTROY 1 YEAR AFTER
TERMINATION OF
CERTIFICATE.
<DA: N1-255-94-1> (N 12-11)

C. Datarelating to individual qualifications, training, and maintenance | DESTROY 1 YEAR AFTER

of proficiency in the use of fircarms. TERMINATION OF INDIVIODUAL.
<DA: N1-25594-1> (N 12-12)
<1620 | 109 CONTAINER FILES
\

DESTROY WHEN SUPERSEDED
BY A NEW FORM OR LIST, OR

UPON TURN-IN OF
\

DESTROY 3 YEARS AFTER
RETURN OF CONTAINER OR
PURCHASE OF CONTAINER.
‘WHICHEVER 1S APPLICABLE.
<DA: N1-255-94-1> (N 17-23)

IGRS 18-7a]

beginning 01 NPR 1441.1 in the NASA Online Dii Information Sy (NODIS) for current version.
SUBJECT AREA OR RECORD TITLE RETENTION
. AFS# ITEM DESCRIPTION OF RECORD SERIES <Authority>
838 B. CARDLISTS DESTROY INDIVIDUAL CARDS
['Y 'WHEN CANCELLED OR
REVISED.
[GRS 13-4b]
C. PLA R STEN( JLIN DESTROY PLATES OR
STENCILS WHEN CANCELLED
OR REVISED.
<DA: N1-255-94-1>
D. Y T! DESTROY WHEN NO LONGER
OFFICIAL MAI, ROOM/OFFICE NEEDED.
<DA: N1-255-94-1>
1 \,ﬁi 94 INVENTORY REQUISITION FILES - STOCK / SUPPLY
B. S N R VI DESTROY | YEAR AFTER
AND EQUIPMENT. AND TRAVEL DOCUMENTS ACTION IS COMPLETED.
(Official file copies are maintained by the office rendering service)) | <DA: N1-255-94-1>
C. OTHER OFFK OFIES DESTROY WHEN 6 MONTHS
OLD.
[GRS 3-8b]
T—1600 | 96 SECURITY PROGRAM FILES
—~——
A i( POLK PROGRAM RECO)
¥ and correspondence * FERMANENT *
that document significant nndlur umque security proj S, mggcm
including NACA security program files. N, OLD.
<DA: N1-255-94-1>
B. QOTHER POLICY AND PROGRAM FILES
Recurds that reflect the administration and direction of security and DFS_"ROY WHEN 5 YEARS OLD.
protective services programs relating to routine classified «<DA: N1-255-84-1>
information accounting and control, facilitics security and program
and protective services, personnel security cl
and emergency planning.
C. CLEARANCE SUBJECT FILES - ADMINISTRATIVE
Cnnupondenm. reports, _andoth:neconis tulumgmlhemme DBE Y WHEN 2 oLD.
and ofthe p 1 security prog <DA: N1.28594-1>
not covered by this item, orel.sewh:m in this schedule.

SECURITY CLASSIFICATION SYSTEMS

Authorization documeds 1or Wpprtiingrdowngrding and deglassifying |

NOTES: Only AFS numbers vnl.h defined sub]ects are used. — RETENTION - For items marked Pending Retention Approval,

contact your Center R;

for i ion and/or

documents ar equipment. [e—— |
A. OFFICE OF PRIMARY RESPONSIBIL.ITY DESTORY WHEN 2 YEARS OLD.
<DA: N1-255-94-1> (N 124)
B. ALL OTHER OFFICES/COPIES DESTROY AFTER THE
DOCUMENT TO WHICH THE
CLASSIFICATION ACTION
APPLIES HAS BEEN REGRADED
OR DECLASS[FIED BY
SUITABLE MARKINGS.
<DA: N1-255-94-1>
NOTE: Records that d policy or security classification
andgndm;symshcmldbexmmdedmlm%Aomus
Schedule.
1656 Industrial Securify ez below)

NOTES: Only AFS numbers with defined :ub,:m are used. — R!:TBTHON For items marked Pending Retention Appraval,

contact your Center

ds M for i andfor
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AFS# | ITEM

SUBJECT AREA OR RECORD TITLE
DE ON OF SE|

710 | 119

RETENTION
<Authority®

FIRE, EXPLOSION, AND ACCIDENT INVESTIGATIVE FILES

papers conceming
buﬂywmbmmﬁnﬂmmhummﬂdmu

[y

1711

Accident Re) &

{sce below)

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIFTION OF RECORD SERIES <Authority>
1650 | 113 INDUSTRIAL SECURITY FILES
Documents relating to the security classification or changes thereto, of a
contract with industry.
A, Precedent and unusuzl cases selected by pedtinent NASA Officials, | DESTROY AFTER THE
ie., Direetor, Security, Logistics & Industrial Relations Division; m&?ﬂgggm
Nasa ¥ APPLIES HAS BEEN REGRADED
QR DEI.ASS]FIED BY SUITABLE
MARKINGS.
<DA:NI2SS94-1> (N1229)
B.  All other officer/case files. DESTROY WHEN NO LONGER
NEEDED, OR 3 YEARS AFTER
CONTRACT IS
CLOSED/COMPLETED.
<DA: NI-255-94-1>
1700 | 117 SAFETY FILES - PROPERTY
Safety inspection and mainterance records for all NASA real and
personal property.
A. INSPECTING OFFICE RETIRE TO FRC WHEN
RELATED PROPERTY IS
NOTE: Payload Safety Data Files/Records arc maintained undes | DISPOSED GF BY NASA.
AFS 8680 See Schedule 8 for rocords creaied in this series. P oy 3 YEARS AFTER
<DA:NI-255-94-1> (N 21-6)
B.  ALL OTHER OFFICES/COFIES DESTROY WHEN 4 YEARS OLD,
<DA: N1-255.94-1>
1700 | 118 | GROUND-BASED PRESSURE SYSTEMS RECORDS

Reporis and correspondence related to design, inspection, and
centification of Ground-Based Pressure Systems. Reconds may include
Inspection reparts, Pressure System Condition Reparts Category C, Low
Energy/Low Risk Requests, Pressure Sysiems Design Review Reconds,
Waivers, and Weld/Braze Inspection Reports. Centification packages
include active and superseded records. Inspection and re-certification
dates are based on NASA inspection table requirements, Cutoffdate is
date of document.

Note: If Pressure Vessels and Systems ceases to exist and records are at
Least 3 years old, ezrly destruction of records can be requested through
NASA Recards Officer at Headg

A.  Recordkeeping copy (paper)

B Eesrens Aonoffiee tomation spplicatons such |
ne-mdndwmdpxmgapphcmms.

RETIRE TO FRC OR APPROVED
STORAGE FACILITY WHEN 5

1711 | 120

SAFETY REPORTS / RECORDS
A.  NASA SAFETY REPORTS - ANNUAIL

Statistical reposts, surveys on oss and infuries compiled by
Headquarters from reparts described in B of this item. (This is
typically an annual report that can, but is not limited to, include
hardware loss, sud more informationAlata than Dol. report
requires.)

1. Headquarters.

2. Centers (feeder reparts to HQ).

B. SAFETY PROGRAM REPORTS

Statistical reports from Ceaters di
such as NASA Forms 344 and 345.
NOTE: 01-17-02, NASA Formas 344 and 345 no longer exist aud
have not been used for many years. (THIS IS AN INACTIVE
SERIES OF RECORDS.)

1. Headquarters.

injuries and

2. Centers and all other offices/capies.

Employee Medical Folder and copies submitted to the Department
of Labor (DoL.).

RETIRE TO FRC WHEN 5 YEARS
OLD. DESTROY WHEN 15

YEARS OLD.
«<DA: NI-235-594-1> (N 21-4)

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

<DA: N1-25584-1>

RETIRE TO FRC WHEN
INACTIVE. DESTROY WHEN 15
OLD.

YEARS .
<DA: N1-255-34-1> (N21-3)

RETIRE TO FRC WHEN
INACTIVE DESTROY WHEN i2
YEARS OLD.

<DA: N1-255-94-1>

de M-

NOTES: OnlyAFSmmbﬂswnhdtﬁudmbjmmused. REI'ENTION For items marked Pending Retention Approval,
for i andfor

contact your Center R

NOTES: OnlyAFSmnnhersmlhdaﬁnedmbpﬁsnum -~ RETENTION - For items marked Pending Retention Approval,
fori L .

contact your Center R

and/or ¢
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Recards of Health Physics Daily Logs, Water Activity Analysis Logs,
Geiger-Mueller Analysis Logx, Air Sacaple Analyxis Logs, Daily Routine
Health Physics Logs, Background and Efficiency Lops, Partable Survey
Instrument Calibration Logs, and Source Movement, Inventory and Laak
Test Logs,

. SUBJECT AREA OR RECORD TITLE RETENTION
l, AFS# ITEM DESCRIPTION OF RECORD SERIES <Authority>
120 D. PROT TVE MEASURES REPD, SEE ITEM 116 OF THIS
- SCHEDULE
) N21-D
E. AFETY AND RELIABILITY RTS RETIRE TO FRC WHEN THE
RISK/ SAFETY
Files comsist of Safety & Reliability Reports including Hazard ASSESSMENT/ANALYSIS IS
Reports aud Risk Asscssments relating to the KSC Ground Support | SOMPLETEINACTIVE. |-
Equipment that interfaces with the flight hardware. Fles contaim, OLD.
but ave not Jimited 10: Preliminary-, KSC-Hazard Reparts; ESR~ | «na: N1-255-54-1>
Mission Safety-, Safety-, and System/Subsystem-Assessments;
System Safety Review Panc] Issues; System Assurance, Failure
Mode & Eﬂ'ecu-Analysu Critical Items Lists; Design Review
R and, Criticalf
171 | 121 ACCIDENT/MISHAP INCIDENT CASE FILES
Ourespondmce,mpom. andallmlznedpapen concerning potential or
at ground centers.
Cmoﬂ’d.u: is date case clnsed.
A.  HEADQUARTERS Recordkeeping copy (paper). RETIRE TO FRC WHEN
INACTIVE. DESTROY WHEN 20
YEARS OLD.
<DA: NI-255-94-1> (N 21-2)
B. RETIRE TO FRC WHEN 4 YEARS
i OLD. DESTROY WHEN 20
Recordkeeping copy (papex) piy
<DA: N1-25594-1>
C. INDIVIDUAL ACCIDENT REPORTS™ ITEM 120 C. OF THIS
SCHED!
1730 | 13 SPECIAL PERMIT FILES
Requesta for permits to opente and handle special type machines and DESTROY ON EXPIRATION OF
PERMIT OR WHEN
wols controlled by manufacturers. SUPERSEDED.
«DA: NI-25594-1> (N21-8)
1740 | 124 HEALTH PHYSICS AND PROCESS CONTROL DATA LOGS

RETIRE TO FRC WHEN 3 YEARS
OLD. DESTROY WHEN 10
YEARS OLD.

«<DA: NI255-54-1> (N21-9)

SUBJECT AREA OR RECORD TITLE RETENTION
AEFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
1740 | 125 SAFETY STANDARDS FILES
Dommuﬂs crealed in l.hc develop of safety standards and i
ind il and p H ions; the safety location, design,
layout, and construction of facilities where fuels, propeilants, or other
hazardous materials are handled or operations are cxpnscd o 1gmuun
hazards; the safe hendling, storage, and
and other areas requiring safety standards. ’nleﬁ]:lmdut
recommendations, coondinstion actions, studies, and other actions taken to
establish standards.
A OFFICE DEVELOPING THE STANDARDS DESTROY WHEN 10 YEARS OLD
OR WHEN SUPERSEDED OR
OBSOLETE, WHICHEVER IS
SOONER.
<DA: N1-255-4-1> (N 21-1)
B.  ALL OTHFR QFFICES/COPRIES DESTROY 2 YEARS AFTER
SUPERSEDED OR OBSOLETE,
'WHICHEVER IS SOONER.
<DA: N1-255-94-1>
1800 Occupational Health (sec below)
1800 | 126 HEALTH AND OCCUPATIONAL MEDICINE RECORDS
PASR NOTE: Occupational Safety and Health Administration (OSHA) recards
are maintained under AFS 8720. See Schedule 8 for reconds
created in this series.
126 A. NASA HEALTH INFORMATION MANAGEMENT SYSTEM - | SEE FOLLOWING INDIVIDUAL

SA 10 HIMS

NASA Civil Sexvice employees and applicants; other agency civil

service and military employees working af NASA; visitors to

centers; onsite contractor personnel who receive job related

examinations, have mishaps or accidents, ar come to the clinic for
or first 2id

NOTES: Only AFS mumbers with doﬁned sub)eds are used. — RE'I'EN’HON For items marked Pending Retention Approval,
andfor

contact your Center Records M:

C. HEALTH AND MEDICAL REPORTS.

Smisumlmpummbnhhmdmuhwlmwnndvmnmu
reports on NASA ludes copies of

summaries and reports with related papers petaining to employee
health, retained by reporting unit.

1. Headquarters.

ITEMS LISTED SEPARATELY
BY RECORD
SERIES/CATEGORY.

«<DA: N3-255-94-1>

* PERMANENT *

DESTROY 6 YEARS AFTER
DATE QF SUMMARY OR
REPORT.

<DA: NI-15554-1> (N 11-5)

NOTES: OnlyAFSnumbuswthdcﬁmdmb;emneused. ~RETENTION - For items marked Pending Retention Approval,

contact your Center R
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1. Examinations recorded on SF 78, such as pre-employment
physical examinations; health qualification placement records;
disability retirement examinations; fitness for duty
examinations; and any other documents deemed of long-tenm
value ag defined in 5 CFR part 293, subpan E.

2. TEMPORARY or SHORT-TERM records as
FPM. Reunﬂamymnsulnrfnms.

injurics ar di
received in the Health | Umr. EXCLUDING records cited ¥ "a.”
shave. These are yeconds that are nat required for filing in
EMF, and if not retained by the agency, should UNDER NO
CIRCUMSTANCES be sent to the NPRC.

3. Individual Employee Health Case Files created prior in
mmluhmmofmmmmnhnbenmedmm

FRC.
B. Al
CARDS/FILES
Reculdslnthnmmclud:fmms caerespondence, and other

inchuling summary records, an individaal
empbyee‘smﬁhulhmy physical condition and visits to
Government health facilities, for non-wark related purpases,
EXCLUDING records covered by A. above.

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | YTEM DES ON OF SE <Authority>
2. Centers. DESTROY 2 YEARS AFTER
DATE OF SUMMARY OR
REPORT.
(GRS 122}
1 f_u—'l EMPLOYEE HEALTH RECORDS
A. INDIVIDUAL HEALTH CASE FILES - EMPLOYEE MEDICAL.
FOLDER (EMF)

UPON TRANSFER, SHIP ENTIRE
umlcm.nmn INCLUDING
X-RAYS, TO MEDICAL OFFICE
OF NEW ASS]

{GRS 1-21a(1)] (N 114)

30 DAYS AFTER SEPARATION
TRANSFER TO NATIONAL
PERSONNEL RECORDS CENTER
(NPRC), ST. LOUIS, MO. NPRC
WILL DESTROY 75 YEARS
AFTER BIRTH DATE, 60 YEARS

THE DATE OF BIRTR CANNOT
BE ASCERTAINED, OR 30
YEARS AFTER LATEST
SEPARATION, WHICHEVER IS
LATER.

[GRS 1-21a2)]

DESTROY 1 YEAR AFTER

(GRS 1-21b)

\TROY 60 YEARS APTER
TORRC.
GRS Pqlc)

SUBJECT AREA OR RECORD TITLE RETENT[ON
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
b2, DESTROY 6 YEARS AFTER
DATE OF LAST .
2. Onsite Contractor Persannel DESTROY 8 YEARS
Doctor's clinic records or similar records that contain data of Nm‘éﬂsmw
visi, diagaosis, and treatmeat DA NL255841> (N 11.3)
C. EMPLOYEE ASSISTANCE PROGRAM
Pusomlmaﬁlnmmmgnfhmdwnmm.lenmm
Jendsz of
relcascs, aﬂu care ion and b Chse files
mmhmmﬁmmmﬂmmoﬁcm
Medical Record(s), kept to an absolute mininmm, and haudled with
privecy in accordance with Section 408 of Public Law 92-155.
1. Management Referral. DESTROY 5 YEARS AFTER
LAST DATE IN FILE, OR UPON
TERMINATION OF EMPLOYEE.
<DA: N1-255-90-8>
2. Voluntary. DESTROY 2 YEARS AFTER
LAST DATE IN FILE, OR UPON
TERMINATION OF EMPLOYEE
<DA: N1-255-50-8>
1815 | 129 NARCOTICS AND SEDATIVE DRUG RECORDS
All records on the contral and dispositi ic and sedative drugs, &ﬁmmBmom
inchuting completed NASA Forms 1387, &tmhmgdosays ahlpmcnls. N1t l)' >
inventories, and verifications. -
1860 | 130 RADIATION RECORDS
PASR | A. GODDARD SPACE FLIGHT CENTER RADIATION SAEETY
COMMITYER RECORDS - NASA 51 RSCR
Employment and training histary of radiation users and custodjans | RECORDS ARE KEPT FOR 2
Gaoddard S, i GS! i YEARS, IF EMPLOYEE DOES
under paca Flight Center (GSFC) cognizance. T i
FOR THE POSTTION AT THE
'BND OF 2-YEAR PERIOD, THE
RECORD IS REMOVED AND
PLACED IN AN INACTIVE
FILE. RECORDS ARE
RETAINED AT GSFC UNTIL
DESTROYED. DESTROY WHEN
75 YEARS OLD.
<DA: N1-25594-1»

NOTES: OnlyAPSmmhuswmdeﬁmdmbjemmmd. RL’IMON For items matked Pending Retantion Approval,

contact your Center R:

NOTES: OnlyAFSnmbmmdeﬁnedmb)emmM RETENTION - For items marked Pending Retention Approval,

contact your Center Ri

M iom and/or b
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
130 B. KENNEDY SPACE CENTER RADIATION TRAINING AND
o PASR EXPERIENCE SUMMARY - NASA 76 RTES
Custodians and/or users of sources of radiation (ionizing and non-
ionizing) Applicable to all users or custodians at Kennedy Space RETAINED AT
Center (KSC) md NASA or NASA contractor personnel 21 Cape. | Joomoneet Ao tonaat 1o
Canaveral Air Force Station, Florida, or Vandenberg Air Force YEARS OLD.
Base, Califomia. «<DA: N1.255-54-1>
PASR C. KSC-USNRC QCCUPATIONAL EXTERNAL RADIATION
EXPOSURE HISTORY FOR NUCLEAR REGULATORY
COMMISSION LICENSES - NASA 76 XRAD
KSC personnel, civil servants, and contractor persoanel, who have
received radiation exposure. Files include name, date of birth, RECORDS ARE RETAINED AT
exposure history, name of license holder, and social security KSC. DESTROY WHEN 75
number. YEARS OLD.
«<DA: N1-255-94-1>
PASR D. GLENN RESEARCH CENTER OCCUPATIONAL RADIATION
[EXPOSURE RECORDS - NASA 22 ORER
Present and former Glenn Rescarch Center (GRCJ :mp]oyeea and
p who may be exposed to Files RECORDS AINED
include name, date of birth, exposure history, name of Jicense GRC. D&_&%Fik‘ﬁrm 75 AT
halder, social security number, employment and training history. OLD.
<DA: N1-255-94-1>
1870 | 131 PESTICIDE RECORDS (N 11-10)

A.  ANNUAL REPORTS

Reports of pesticides used at NASA Centers prepared by
at the request of the Federal Committee on Pest

INSTRUCTIONS.

B. MISCELLANEOUS REPORTS
Reports on pesticides used at Centers, such as FCPC Forms 1 and 2.
1. Headquarters.

CLOSED SERIES

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

OLD.
<DA: N1-255-84-1> (N 11-9)

DESTROY WHEN 2 YEARS OLD.
«<DA: N1-255-94-1>

d: for i ion and/or

NOTES: Only AFS mimbers wnh defined subjecm are used. ~ RETENTION - For items marked Pending Retention Approval,
contact your Center R i

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
1870 | 132 ENVIRONMENTAL HEALTH REPORTS
A.  REPORTS ON ENVIRONMENTAL HEALTH FROM CENTERS
1. Headquarters. RETIRE TO FRC WHEN 2 YEARS
OLD. DESTROY WHEN 5 YEARS
OLD.
<DA:N1-25584-1> (N11-T)
2. Centers. DESTROY WHEN 2 YEARS OLD.
<DA: N1-255-94-1>
1900 | 133 ETHICS PROGRAM FILES

A, ETHICS PROGRAM IMPLEMENTATION
INTERPRETATION, COUNSELING, AND DEVELOPMENT

FILES
Records meintained by ethics program offices relating to the
1 review. impl ion, and i ion of

or branch standards of ethical
conducl and other ethics regulations; conflict of interest and other
related statutes and Executive Orders; and any agency
ental standards of ethical conduct and other agency ethics-
lations and directives. Including:

D inations, i ing adyi
employees, and supporting reconds.
-Records relating to requests under agency s
standards of ethical conduct for prior approval of
employm:nl and mn\nuu
1. such ns i gerdi vndely-
ded gath which priate agency ethics of
determine are related to lhemuune.nnn -precedential
application of settled legal standards to common factual
situations and are not interpretations of the conflict of interest
statutes, 18 U.S.C. “202-209, and cther ethics statutes the
violation of which may result in criminal penalties or civil
fines..

2. All other records.

DESTROY WHEN OBSOLETE OR
SUPERSEDED.

{GRS 1-27]

DESTROY WHEN 3 YEARS OLD
OR WHEN SUPERSEDED OR
‘OBSOLETE, WHICHEVER
LATER.

RS 25-1-8>

NOTES: Only AFS numbers wlﬂx defined subjects are used, REI'BITION For items marked Pending Retention Approval,

contact your Center R

fori and/or
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S# | IIEM

133
PASR

~—

SUBJECT AREA OR RECORD TITLE RETENTION
DESC] [ON QF RECORD SER! <Authority>
STAND. E CONDUCT -
NASA [0 SCCF
Cumeat, former, and prospective NASA employees, who have RECORDS ARE RETAINED AT
souglt advice or have been counseled regarding conflict of interest :st&%?mmmuﬁ TERS‘ /EARS OLD.
T forg mployees. Files could include, <DA: NL-255-84-1>
depending upon the nature of the prot lected on
pl history, fi | data, and infk i
family matters.

-Records relating to determinations, anthorizations,
under 5 CFR. § 2635502 and 2635.503.

-Recards relating to the review and issuance of waivers of
disqualifications under 18 U.S.C. § 208(bX1) and (b)(3).

~Records relating to the review and issusnce of post-employment
issues of civil servants at FFRDCs.

DESTROY 6 YEARS AFTER THE
WAIVER OR OTHER. AGREED-
UPON DETERMINATION CR
ACTION HAS BEEN ISSUED OR

CHAPTER 2. NRRS 2

CAL

.

SUBJECT AREA OR RECORD TITLE

137 REJECTED RECORD OFFERS
Records offered to the National Archives and R

Center Records Manager or the Agency R
information on this process.

appraised as lncking sufficient research or other value to warrant
permanent retention or rocords that do not require a SF 115, Contact
rds Officer for more

but | SEE36 CFR, SECTION 1228.60,

FOR POSSIBLE DONATION; OR
DESTROY IMMEDIATELY IF
RECORDS ARE NOT WANTED.
«DA: N1-25594-1>

RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
2000 Laws and Legal Matters ______ (see below)

DESTROY 15 YEARS AFTER
BOND BECOMES INACTIVE.
[GRS 660(1)) (N2-7)

DESTROY 15 YEARS AFTER THE
PREMIUM

DESTROY WHEN 5 YEARS OLD.

END OF SCHEDULE

NOTES: OnlyAPSmlmbersml.hddnedsuhjmmused. ~ RETENTION - For items marked Pending Retention Approval,
for § . y

contact your Center

and/er

[+3 B REVIEW
TING THE REVIEW CY <DA: N1-255-94-1>
OF SURETY BONDS.
2000 2 PATENT FILES
A.  PATENT SQLICITATION CASE FILES
Fﬂﬂmlymﬂchummlmmwmnhlhmngm
d or not) received
byNASAvnnlmhaAgmcylhuuyumnm invention dockets
dence on inactive cases, ahandoned
apphnnnns. aod cloged i unm. md mmnon disclosum ln@ and
tedgen sh s dete, dispositi
and US Patent Office acticn,

1. Files for specific invention disclosures for which no patent
epplication was filed.

RETIRE TO FRC 6 MONTHS
AFTER CASE I§ INACTIVE.
DESTROY WHEN 10 YEARS OLD.
<DA:N1-28594-1> (N13.9)
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2 2 File for specific invention disclosures for which patent RETIRE TO FRC 6 MONTHS
application was filed. AFTER PATENT IS ISSUED.
- DESTROY WHEN 20 YEARS OLD.
«<DA: N1-255-94-1>
3. Soliciting instructions to Centers regarding procedures for DESTROY WHEN 1 YEAR OLD.
. soliciting. <DA: NI-255-M-1>
B. DETERMINATION OF RIGHTS to Employee Inventions, RETIRE TO FRC 6 MONTHS
g P 10 E; ive Order 10096, et seq. AFTER CASE IS INACTIVEOR 6
MONTHS AFTER PATENT IS
ISSUED. DESTROY WHEN 25
YEARS OLD.
«<DA: N1-255-94-1>
[ o3 SIST, TO OTHER AGENCIES PATENTS RETIRE TO FRC WHEN 2 YEARS
Files include legal assistance given to other Agencics on patent gl]:g DESTROY WHEN 5 YEARS
atters. .
m «<DA: N1-25594-1> (N13-13)
D. PATENT-SOLICITING INSTRUCTIONS TO JPL DESTROY WHEN 1 YEAR OLD.
di ficitation p d «<DA: N1-255-94-1>
E  ALL OTHER OFFICES/COFIES. DESTROY WHEN OBSOLETEOR
S ED.
«<DA: N1-255-94-1>
2080 | 4 CLAIMS FILES
Case files relating to claims in favor of, or against, the Government for
damage, loss, ord ion of and for injury or death
ing from negli or gful acts or omissions of acts.

Included, but not limited to, are tort claims (2 yr. stamte of Jimitation),
maritime clajims, forcign claims, international treaties, Space Act claims,
and personal property claims.
A SPECIAL MASTER CLAIMS
Claims established when many claims result from a single accident,
incidem, or disaster.
B. ROUTINE ALLOWED OR DISALLOWED CLAIMS
1. Claims involving personal injury or a minor.

2 All other claims,

RETIRE TO FRC 2 YEARS AFTER
FINAL ACTION ON CASE.

DESTROY WHEN 2B YEARS OLD,

«DA: N1-25594-1> (N 13-1)

RETIRE TO FRC 2 YEARS AFTER
FINAL ACTION ON THE CASE.

DESTROY WHEN 28 YEARS OLD,

“DA: N1-25594-1>

RETIRE TO FRC 2 YEARS AFTER
FINAL ACTION ON CASE,
DESTROY WHEN 8 YEARS OLD,
«DA: N1-255-94-1>

NOTES: On}yAFSmlmlmsmlhdcﬁnnds.ﬂgemmused. RETENTION - For jtems marked Pending Retention Approval,

contect your Ceater R

e M. fort

5 )

4 C. REPORTS
1. Investigative
RETIRE TO FRC ON EXPIRATION
D d from investigari idents and OF PERTINENT STATUTORY
PERIOD FOR FILING A CLAIM.
incidents which could, but do not, result in the filing of a claim. DESTROY 5 YEARS
EXPIRATION OF PERTINENT
STATUTORY PERIOD.
«<DA:NiI-255-94-1> (N13-9)
2 Miscellancous
Claims reports consisting of statistical, fiscal, and related reports | DESTROY WHEN 2 YEARS OLD.
on the disposition of claims. * «<DA: N1-255-94-1> (N 13-5)
2084 | 5 ADMINISTRATIVE AND COURT LITIGATION CASES
INVOLVING NASA
Flm of cases mcludmg. ‘but not limited 10, complaint answer, motions, RETIRE TO FRC 2 YEARS AFTER
trial exhibits and bricfs in support of Ymgswr:sﬂ?‘lm?iuggmm“
REND) >
::1 pammu:ns. logﬂher with the working papers of the aitomey OR THE ™ THE
. CASEIS SETTLED. DESTROY 20
'YEARS AFTER FINAL DECISION
OR CASE IS SETTLED.
<DA: Ni-25594-1> (N 13-23)
2100 | 6 SMALL BUSINESS INNOVATIVE RESEARCH (SBIR)

These are files that are maintained by the Technology Utilization Office
at NASA Centers of solicited proposals. NASA typically announces 1o
small busmrss =nun= wlm areas of interest aud/or research monics are

1e for Small busk send in Is to
NASA in the subject areas for review and evaluation. These files arc kept
in the sequence of phases required under the SBA regulatjons.

A. PHASEI- SELECTED PROPFOSALS

Winning il dations, and

P

selecied proposals whu;h are fanded,

B. PHASE]-NOT SELECTED

Proposals not selected for funding.

C M I-
Original proposal luation sheets, dmjons, and
selection sheets.

RETAIN AND INCORPORATE
INTO PHASE It CASE FILES,
«DA: N1-255-94-1>

DESTROY PROPOSALS NOT
FUNDED ONE YEAR AFTER
COMPLETION OF END OF
FHASEL

«<DA;z N1-255-94-1>

<DA: N1-255-94-1>

NOTES: Onlymnumhmwmdeﬁnndmbjecumum RMDN ~ Far items marked Pending Retention Approval,

contact your Center R

e M %

for and/or
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D. PHASE Il - NOY FUNDED
Proposals not selected for funding (Fhase I only—but selected
during Phase I process).

B NAS, -
These records include both Phase I aud If proposals, and are
microfiche in their entirety.

F.  MICROFICHE
(ltem E. Abave.)

DESTROY UNFUNDED PHASE 1T
PROPOSALS ONE YEAR AFTER
THE SELECTION
ANNOUNCEMENT OF PHASE T
<DA: N1-255-94-1>

DESTROY PAPER RECORDS
AFTER MICROFICHING.
<DA: Ni-255-94-1>

DESTROY MICROFICHE WHEN
10 YEARS OLD.
<DA: N1-255-94-1>

210017

TECHNOLOGY UTILIZATION FILES
A, PUBLICATION ORDERS, MEMORANDA, AND REPORTS
FILES

Crders, memoranda, and reports between the Technology

Utilizadon Office and the Scientific and Technical Information
Office, relating to the use of STI's sexvices. (This includes fles
created both by Headquarters and Centers.)

C. I d at CASI - Center for Aerospace
Information)
‘This is a CLOSED SERIES.
Files of articles appearing in technical on the
NASATU Pmyam [§ mdmlm; cumrent and dhe-fact usticles),

1. Clippings with no value (mciuding thase that do notNigectly
relate to u specific praject/program).

2, Clippings of TU that have value and are related to &
project/program.

3. JPLONLY: OFR

DESTROY WHEN 2 YEARS OLD.
<DA: N1-25594-1> (N23-5)

* PERMANENT *
TRANSFER TONARA IN
10 YEAR BLOCKS WHEN 30
YEARS OLD,

<DA: N1-255-94-1>

DESTROY WHEN NO LONGER
NEEDED OR WHEN 3 YEARS
OLD, WHICHEVER 1S SOONER.
<DA: N1-23594-1> (N23-6)

CE CLIPPING IN SPINCFI
SEE ITEM 1. OF THIS
ULE.

DA NNS5-94-1>
RECORDS
TRANSFER TO JPLIRCHIVES

'WHEN 10 YEARS OLU.\QESTROY

'WHEN NO LONGER
<DA: N1-25594-1>

NOTESOnlyAFSnmnhmwnhdaﬁndsubjmmued. RE'I'ENI‘ION ~ For items marked Pending Retention Approval,
Records M: for i

contact your Center

() T

7

T~

2130

2131

2170

E

4. All other office/copies.

One record copy of each publication, including abstract, a2
locmed at CAST (NASA's Center for Aerospace Information).

2. Centers:
Innovalor's working papers {including patent) melating to the
publication, such as feeder reports, background materials,
mlmmmpms notes, mmm:uce.mguhermmldamd
ing inception, scope, and backgr

3. All other offices/copies.

TECHNICAL SUPPORT PACKAGE (TSP) FILES

mﬁmwaﬂymnmlnfhmcudmuhylhnhumyuhm

to 8 work jon. Files consist
of-mllamnnorwdmmldmmmmnnnrdmdmmddmﬂ:mg
aspects of the mnovation reported in a NASA Tech Brief (tem D.
gbove), including reproducible master copy (if any) and exclusive
of duplicated copies of the TSP (if this is a patent, it is the basic
documentation).

TU DISSEMINATION FILES

Preliminary, progress, and fisal repasts of publications prepared or
issucd by contrectors aperating a Regional Technology Transfer
Centes RTTC); COSMIC,orTAC mmpuamnmNASAw
ather the Technalopy Utilization Progrem
disserni aﬂum.md-d-v-d

1. Headquerters - TU Office/Program

2. All ather offices/copies.

NEW TECHNOLOGY FILES
1. REPORTS

DESTROY WHEN NO LONGER
NEEDED OR WHEN 1| YEAR OLD,
WHICHEVER IS SCONZR.

<DA: N1-255-%4-1>

NARA
<DA: Ni-255-94-1>

RETIRE TO FRC AT THE SAME
TIME AS THE RELATED CASE
FILES. DESTROY WHEN 10
YEARS OLD.

«<DA: Ni-255-94-1>

DESTROY WHEN REFERENCE
VALUE CEASES OR WHEN 5
YEARS OLD.

<DA: N1-255-94-1>

RETIRE TO FRC WHEN 5 YEARS
OLD, DESTROY WHEN 10 YEARS

QL.
<DA: N1-255-94-1> (N23-3)

RETIRE TO FRC WHEN 2 YEARS
OLD. DESTROY WHEN 5 YEARS
OLD,

<DA:N1-25584-1> (N2349)

DESTROY WHEN 2 YEARS OLD.
«<DA: N1-255-94-1>

NOTES: (h:lyAFSnumbuswnhdzﬁndsubjemmuwd. RETENTION - For items marked Pending Retention Approval,
and/or

contact your Center R

4,
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
7 These are new technolo; b tedm’l‘echno[ RETIRE TO FRC 3 YEARS AFTER
- gy reports submit ogy
Utilization Offices by in-house p arby in RBCEIVED DESTROY WHEN S
sdance with the f the contract's technoloy YEARS Ol
amse (e sl mﬂ‘)'.“""" @ new e | DANIESS> (DD
T~ ITION ABOVE
\ (8) HQ and all other NASA Centers. SEE DISPOSITION
ONLY. RETIRE TO LOCAL RECORDS
STORAGE 3 YEARS AFTER
Thisisa RECEIVED. TRANSFER TO JPL

ARCHIVES WHEN 10 YEARS
OLD, DESTROY WHEN NO

2. CONTRACT ADMINISTRATION OF CLAUSE

£ to administration of the new gydauscln
contra cis, infly 1o reparting and ing of
required to be reposted.
] GSFC ONLY - This ftem applies to the Patent Office, | FINAL PAYMENT OR CLOSEQUT.
a HQ and all other NASA Centess. <DA:NI-2S5641>  (N23-D
H TUAPPLI FILES

1. APPLICATION TEAM
Reports, minutes of ings, etc. p by | RETIRE TO FRC WHEN 2 YEARS
the application team in identifying public sector oppartunitics % DESTROY WHEN 5 YEARS
for aduptive engincrring <DA: N1-25504-1>

2. APPLICATION ENGINEERING PROJECT CASE FILES

These files are maintained by the Program Manager who is RETIRE TO FRC WHEN 2 YEARS

Incated ot NASA HQ, Code C, and consist of RTOP summarjes, | OLD. DESTROY WHEN 5 YEARS

interim reports; and summaries in narative format. OLD.

NOTE: Case files that are located at the respective lead <DA: N1-255-94-1>
installation and should be retired under Schedule 8,
R&D Project Case Files as a PERMANENT record

segies,
1. SPINOFF FILES
1. SPINOFF CASEFILE
Files are maintained by year and consist of research files which | RETIRE TO FRC WHEN 5 YEARS
contain clippi dence with companies, product OLD. DESTROY WHEN 20 YEARS
hhﬂhne.andlzl::;;\;nmumdmydhnsmln glb‘:;m-ﬁs-%b

NOTES: OnlyAFSmmbclsmlhdﬁﬁnedmbjﬂ:umuud. REI'BNTKON — For items marked Pending Retention Appraval,
contact your Center Records M: for i

e P

LEGAL AND TECHNICAL RECORDS SCHEDULE 2
(AFS 1000-1998)
This dacument is updated frequently; thsrafore, pnmed coples may I:e obaolate. Refer to the Changs History Log at the
beghnlng of NPR 1441.1 in the NASA Onfine D ystem (NODIS) for current version.
5 7 2. SPINOFF PUBLICATION > -
\ TRANSFER TO NARA AS CITED
\ BELOW:
(a) 1976 - 1990
One original finished/published document
CLOSED SERIES.
0 1976 - 1986 TRANSFER JANUARY 1, 1997.
o 1987 - 1990 TRANSFER JANUARY , 2000.
<DA: N1-255-94-1>
() 1991 - Continuing # PERMANENT *
TRANSFER ONE COPY
- ALLY TO NARA.
‘This is a CLOSED SERIES. 12555415
{c) 2003 - Continuing, TRANSFER

<DA: N1-255-(M-4>

SCIENTIFIC AND TECHNICAL INFORMATION
PUBLICATIONS AND MATERIALS

Scientific and Technical Information (STT) is defined as the results (facts,
analyses, mdcondmwm)orhmc md applied scientific, technical, and
related engi h and d STl also i

industrial, and ic infc on relevant to this

research,

A. PUBLICATIONS AND MATERIALS MAINTAINED BY OFR

Publishod and § d prepared by NASA, such as
hnical repats, b 1 walh ol i Ly
L The nﬂ'n of pnmaryxmpmslhxmy will maintain one copy of
each dorp together with related
back d papers reflecting a basis for the i or that
contribute to the content of the publication, including

coordination papers and comments.

NOTE: It is the responsibility of the OPR to sead/submit one
record copy ta CASL See Sub-element C. of this ltem.,

2. Working papers such as nates, rough drafis, background reparts,
and other such papers (exclusive of those descyibed under
kem L)

3. Al other offices/printed copics.

LICATIONS AND MATERIATS NOT HELD AT CASI
R AEROSPACE INFORMATION)

Record copy if maint
Education Office; Public Affaifs;

licating or distribution unit, Le.,
in Office(s), of each

pamphilet, repar, lenﬂet- poster, chart,

arother p

lation or similsr
o the. fipt
mpmlfnnlpublldmd.

1. Record copy with the supponing papers which document the
and purpose. (This item does not cover copies

inception, scope,
snd related material retained in originating office.)

RETIRE TO

TRANSFER TO
YEARS OLD. <DA: N1-253%

FRC AT END OF

'ALLE CBASES.
«<DA: N1-253-94-1>

-
10

NOTES: Only AFS pumbexs with defined mb)eds are uged. — REI‘ENTION Far items marked Pending Retention Approval,
for

contact your Center R

andfor
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AFS &

ITEM

SURJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authority>

2. All other office/copies.

Recard copy of scientific and technical publications, such as
\TedmnlogySmwys. Technical Reposts, Tectmical Notss,

Reports, and Special
umples only and records should not be

(Starting - Post 1993)!

{2) ALL OTHER COPIES

®) Paper capy.
This is a CLOSED SERIES.

1) Pm-1958

@) 1958 - 1978 (That have not been microfitmed )

(3) 1979 - 1993 (That have not been miicrofilmed.)

DESTROY WHEN SUPERSEDED,
OBSOLETE, NO LONGER
NEEDED, OR WHEN 3 YEARS
OLD, WHICHEVER IS LATER
«<DA: N1-255-94-1>

» PERMANENT *
TRANSFER TO NARA WITHIN
1 YEAR AFTER FILMING

<DA:N1-28594-1> (N23-7)

DESTROY WHEN NO LONGER
NEEDED OR WHEN REFERENCE
VALUE CEASES. RECORDS

<DA: N1-255-94-1>

* PERMANENT *

SEPARATE SF-115 MUST BE

«<DA: N1-255-94-1>

contact your Center Records M

NOTES: OnlyAFSmxmbeuwnhdeﬁnedmbjeasmm RE'I'EN’HDN ~ Far items marked Pending Retention Approval,
1 and/or

LEGAL AND TECHNICAL RECORDS

SCHEDULE 2

(AFS 1000-1399)

This document is upch

d frequently; therefore, printed copias may be obsolete. Refer to the Change History Log at the
baginning of NPR 1441.1 in tha NASA Ontine Directives Information Systam (NODIS) for current versian.

\"\

{4) 1994 to present that hava not been microfilmed.

(5) Paper copies that have been microfilmed dated 1958
to present.

{c) Ponahle Document Farmst (PDF) Searchable Exact
(ar Other NARA Appraved Electronic Format)

2003 - Continuing
D. DOCUMENT AVAILABILITY AUTHORIZATION (DAA)
RECORDS

1. Papers
and tschaical

’ﬁn_,, of and released throngh scientific

EXTERNAL to NASA.

() Duocumentation consists of the original paperwork
submitted for cach paper:

g NF 1676 (ar old FF427), “NASA Scientific and
Availability A

(DAA) i

O Abstract of the paper cited an the NF 1676 (ar old
FF427), .

ISCONLY

In additian to the ahove documentation, ISC authors are

required to provide:

& JSC Form 548, "Approval and Pundiag fiwr Technical
Pmsmmmns.TedmulPlpm.mdhnnnlAmdu
for Extzmal Audiences,”

{b) All oiher copies/centers,

2. Papers submitted for publication in the NASA Sclcatific and
Technical Reports Sesies,

(a) Reconds document both Center and NASA Headquarters
spproval af reparts by civil servans and contractor authars
for publication in the NASA STT Report Series.
Documentation consists af:

O Fr427 (DAA);
O Report Documentation Page (SF 298); ar an Abstract
of; ar zn Introduction to the Repart;

DESTROY 2 YEARS AFTER .
MEETING OR PUBLICATION

<DA: N1-255-94-1>

PUBLICATION OR WHEN 6
YEARS QLD), WHICHEVER ;

SOONER.
«<DA: N1-25594-1>

NOTES: OnlyAannbusmmdcﬁnﬂinb)euxmm RETENTION — For items marked Peading Reteation Approval,

contact your Center R:

i for i ion and/or Q)
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beginning of NPR 1441.1 in the NASA Online Directives Information Systern (NODIS) for current version.

SUBJECT AREA OR RECORD TITLE

LEGAL AND TECHNICAL RECORDS

SCHEDULE 2

(AFS 1000-1999)
This document is updated frequently; therefore, printed copies may be obsalete. Refer to the Change History Log at the
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019301993

DESTROY JANUARY 1958,
N5

RETENTION
AFS# | ITEM DESCRIPTION OF RD SERIES <Authority:
8 JSC ONLY
As
Innddmantothea.bove.]SCmthm(asopposedmn
anthor) are required to pr
©  JSCForm 155, "Pn g Scientific & Techni
Publications."
() All other copies/centers. DESTROY WHEN NO LONGER
NEEDED FOR REFERENCE USE
OR WHEN 3 YEARS OLD,
WHICHEVER IS SOONER.

<DA: N1-255-94-1>
E. AUTHOR'S FILES/RECORDS
1. AUTHOR'S WORKING PAFERS

DESTROY WHEN 15 YEARS OLD

‘Working papers relating io the publication, such as feeder
«<DA: N1-255-94-1>

reports, background materials, interim reparts, notes,
correspondence, ad related papers.

2. SPECIAL AUTHOR FILES (GRC)

DESTROY WHEN 2 YEARS OLD.
«<DA: N1-255-94-1>

(2) Edited manuscript copy, galley proofs, blue lines, and
durmmy layouts for each technical report.

(b) Cameraready copy of text md figures and related DESTROY 20 YEARS AFTER
negatives, supporting papers whxch documam the SEPARATION, TRANSFER, OR
i scope, and p ! ] notes. TERMINATION OF EMPLOYEE.
«<DA: N1-255-94-1>

F. EDITED MANUSCRIPT FILES
1. HQ STIFILES (Code I)

(a) Edited manuscript copy, galley proofs, blus Jines, and
dumrmmy layouts for each publication,

) Cam:n—mady copy of Special publications, ncluding
ginal an, figures, cover design, and fitle page.

DESTROY WHEN 2 YEARS OLD,
«<DA; N1-255-84-1>

‘TRANSFER TO FRC 6§ MONTHS
AFTER DOCUMENT IS
PUBLISHED. DESTROY WHEN 3
YEARS OLD,

<DA: N1-255-94-1>

2, E-FILES (GRC STI FILES)

(2) Edited manuscript capy, galley proofs, biue lines, and

dummy layouts for each technical repost.

(1),-1951-1983, DESTROY JANUARY 1996,

(2) 1984-1989 DESTROY JANUARY 1957,
e 26554

NOTES: Only AFS pumbers with defined mbjem are used. — RETENTION — Far items marked Pending Retention Approval,
contact your Center Records A for jon and/or i

\\

G.

(4) 1994 ad Continving.

Cumn'a—ready copy of text, figures, related negatives, and,
ing papers which document thie inception, scope,
including editarial notes.

(1) 1981-1983
2) 1984-1989
3) 1990-1993

(4) 1994 and Continuing.

OTHER STI PUBLICATION FILES

1. Other locally p
series list above.

reports NOT included in the "formal”

2. GLENN - Locally published Reparts NOT included in
FORMAL series.

(8) B-FILES
(1) Edited manuscript copy, galley proofs, blue lines, and
dummy layouts for each technical report.

(@) Camera-ready copy of text, figures, related negatives,
and supporting papers, which document the inception,
scope, and purpose, including editorial notes.

() RECURRING B-FILES

(1) See Description in a(1) above.

(2) See Description in a.(2) above.

(e) PROJECT-RELATED FILES

DESTROY WHEN 2 YEARS OLD.
«<DA: N1-255-94-1>

DESTROY JANUARY 1996.
«<DA: N1-255-94-1>

DESTROY JANUARY 1999.
A N1-255-94-1>

<DA: N1-255-94-1>

DESTROY WHEN 10 YEARS OLD.
<DA: N1-255-84-1>

DESTROY WHEN REFERENCE
VALUE CEASES.
«<DA: N1-255-94-1> (N23-8)

DESTROY 2 YEARS AFTER
PUBLICATION.
«<DA: N1-255-94-1>

DESTROY WHEN 10 YEARS OLD,
<DA: N1-255-94-1>

<DA: N1-255-94-1>

DESTROY, 10 YEARS AFTER
PROGRAM TERMINATION,

CANCELLATION, COMPLETION,

UPON FACILITY CLOSURE, OR

‘WHEN 15 YEARS OLD,

WHICHEVER IS LATER.

<DA: N1-255-94-]>

NOTES: Only AFS mumnbers with defined sub_‘ects are used, REI‘ENTlON Far items marked Pending Retention Approval,
fori

contact your Center

mnd/or
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(1) See Description in a(1) above.

(@) See Description in 2.(2) above.

<DA. NI 755—94—1>

DESTROY WHEN REFERENCE
VALUE CEASES OR WHEN 20
YEARS OLD, WHICHEVER IS

SOONER.
<DA: N1-255-94-1>

LEGAL AND TECHNICAL RECORDS

This document s

>
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updated fraquently; therefore, printed copiae may ba obsolste. Refer to the Change History Log at tha
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A

IRM FILES - GENERAL

Records in this series consist of correspondence, feeder reports that
are summarized into other reports, background documentation, or
other related materials.

SELF-ASSESSMENTS

NASA Annual seif- d reviews
oF IRM Iiy i pansibilities, and practices. Inclided
are d directi g.udn surveys, stxdins,

summary reports, mnsplms and progress reports, and major
information system inventories.

1. Headquerters.
() Summary reponts as submitted by Center.

(b) Agency level summary reposts as prepared by OPR.

2. Centers.

(@ Repons jized to Headq on self-

®) OPR mpomhh fm' pmpmng and mbmm.uzg reports to
d data used for

KT

snnmryrepm.

H.  ALLOTHER OFFICESICOPIES DESTROY WHEN REFERENCE
VALUE CEASES OR WHEN NO
LONGER NEEDED,
«<DA: N1-255-94-1>
2240 Library Program (see below)
2300 { 11 MANAGEMENT PROJECT FILES
Surveys, analytical studies, background papers, notes, data, interim ‘TRANSFER TOFRC 3 YEARS
repouts, final meports, and relating papers pertaining to administrative COMPLETION OR
functions; e.g,, appraisal of microfilming proposals, evahusting need of TERMINATION of,m
litional filing equi g wilization of office machinery. EDT:?‘;.:—DHE YEARS OLD.
- > (NI-3D
2310 12 IRM (INFORMATION RESOURCES MANAGEMENT) FILES

DESTROY WHEN NO LONGER
NEEDED OR WHEN 3 YEARS
OLD, WHICHEVER 1S SCONER.
«DA: N1-255-94-1>

DESTROY WHEN 7 YEARS OLD.

«DA: N1-255-94-1>

DESTROY WHEN 7 YEARS OLD.

<DA: N1-255-94-1>

DESTROY WHEN 3 YEARS OLD.

<DA: N1-255-94-1>

DESTROY WHEN 8 YEARS O1D.

«DA: N1-255-94-1>

NOTES: OnlyAFSmmbeandeﬁmdmbjammused. REM’I‘ION - For jtems marked Pending Retention Approval,

cantact ygur Center Reconds M:

and/or @

2

\

C. TRIENNIAL REVIEW FILES

(GSA) conceming reviews of IRM practices.
correspondence,

andeomphmcemmﬁcnﬂmmqudbyﬁmuﬂ Sexvices
studies, directives, feeder

Dy involving the establi of schedutes to achieve
NASA's long range IRM objectives, the formulation of new

in TRM for planni and
sumlnrmane:s In:hmdmmulmgmyplml t'uwss,
reponts, d of these pl
and d ,lolha orsuchplmsar
forecasts.

1. OPR - NASA Headquatters (Code IT)

(Documentation Ty mcludetml. is nat limited to the IRM L-R

Plan Call Letter; & ion from the

office; incoming external docmnmu).

Offices (Headqn and Centers).

3. Al other office/copies.

E.  RM STRATEGIC PLAN (5 Year Flan/Updated Annually)
Records consist of IRM strategies that are common to NASA that

suppon the Agencies raissions and grals by providing Agencywide

perspectives and directions for NASA's IRM-related program

initiatives, ﬁephnmchmmMgcmmmmvs,kby

mhamn:swuhmnﬂnm—m—ﬁveyurumcﬁme mnd:ﬂnml.h;
of i tothe of

NASA's missions. Recmdsmdndehmmnmhmmadwueumg

mimues; IRM documentation; final publication or proposed
“Strategic Flan.”

1. OPR - NASA Headquariess

g Office (Head and Centers).

>

DESTROY WHEN 7 YEARS OLDx=
(GRS 16-11]

DESTROY
IGRS 16-11)

<DA: Nl~ﬁ5-94—l>

DESTROY WHEN 3 YEARS OLD
OR WHEN SUPERSEDED,
‘WHICHEVER IS SOONER-

<DA: N1-255-94-1>

DESTROY WHEN NO LONGER
NEEDED OR WHEN 2 YEARS
01D, WHICHEVER IS SOONER.
«<DA: N1-255-94-1>

RETAIN ON-SITE AND DESTROY -
WHEN 10 YEARS OLD. ¢
<DA:N1-255-94-1>

RETAIN 0‘1~SX'I‘B AND DESTROY

NOTES: OnlyAI-Snumhmmﬂ:deﬁnedmbjedsmmd. RKTENTION Porummkdmdmgmmmwm
Aanages for & and/or

contact your Center
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F. OMB BULLETINS (IRM PLANS - ANNUAL)

Documentation consists of OMB Bulletins, background material,
supporting documentation and mfvrmnhonwhr.hmy imclude but
are not Jimited to records ity; JCB (Infk i
Collection Budget); Long-Range Plan Strategic Overview;

1. OFR - NASA Headquarters

and Ceaters), and all other

. 12 3. Ali other office/copies.
Telecommunication Plan.
2. Contributing Office (Head
offices/copies.
2400 | 13

AUTOMATED DATA PROCESSING (ADF) RECORDS —
GENERAL

DESTROY WHEN NO LONGER
NEEDED FOR REFERENCE, OR
'WHEN 3 YEARS OLD,

‘WHICHEVER IS
«DA: N1-255-54-1>

RETAIN ON-SITE AND DESTROY
'WHEN 3 YEARS OLD.
<DA: N1-255-94-1>

DESTROY WHEN NO LONGER
NEEDED OR WHEN 2 YEARS
OLD, WHICHEVER IS5 SOONER.
«DA: N1-255-94-1>

LEGAL AND TECHNICAL RECORDS

SCHEDWLE 2

(AFS 1000-1989)
This document s updatad frequently; therefore, printed coples may be ohsolete. Refer to the Change Histary Log at the
beginning of NPR 1441.1 in the NASA Oniine Directives Information System (NODIS) for current version.

SURJECT AREA OR RECORD TITLE

Electronic media created in the areas of dccounting, inventories,
budget, library type indices, administration, and are used in

ion with the ion of operating and reporting data of
activities. Electronic records that support admmistrative
housekeeping functions when the records are derived from or
replace hard copy recards muthorized by NARA for destruction.

RECO EXIST, AND
THE ELECTRONIC MEDIA
REPRESENTS A DUPLICATION,
RELEASE MEDIA FOR REUSE
NOT LATER THAN 30 DAYS
AFTER THE NEED FOR IT HAS
BEEN MET AND THAT I'T WILL
NOT BE REQUIRED FOR
FURTHER USE.
«<DA:N1-255-94-1> (N27-1)

IF PAPER RECORDS DO NOT
EXIST, MAINTAIN DATABASE,
DELETE/DESTROY RECORDS
AFTER THE EXPIRATION OF THE
RETENTION PERIOD
AUTHORIZED FOR THE HARD
COFY TYPE RECORD, OR WHEN
NO LONGER NEEDED,
‘WHICHEVER IS LATER. THE
DATABASE STORAGE MEDIA
CAN BE RELEASED FOR REUSE
WHEN 5 YEARS OLD,

{GRS 20-3b(2)]

NOTES: Culy AFS mmbexsw:mdeﬁnedmbjedsmusd. RETENTION - For items marked Pending Retention Approval,
fori ; s

contact your Ceater Ry

and/or g

RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
2410 [ 14 AUTOMATED DATA PROCESSING (ADP) RECORDS/FILES
A.  ANNUAL ADP PLANS
Dcvnlopedby the mmllnnons., these plens are submitred to the
Policy Office (Cade ITD) at

Headquarters for review. The plan is consolidated into a summary

report and used for active reference.

1. Office of fuactional respansibility (NASA HQ). RETIRE TO FRC 5 YEARS AFTER

THE YEAR TO WHICH THE

2. All other offices/copies.

SECURILY PLANS

In d with the C g S Actof 1987 (P.l.. 100-
235) annual plans are required to be prepared and d to
NLS‘rnndNSAfmmnm!mgardmgmmpmﬂsysumst
idepsified i ion. Each system plan

includes a basic description of the purpose, environment, and
sensitivity of the system and (he security measures intended to
protect the system and its data. Plana arc not statemenis of agency
security policy. They indicate security requirements and bow the
agency intends to mest those requirements.

1. Office af functional respamsibility (NASA HQ).
(NOTE: This is agency-wide responsihility)

2. Centers and all other affices/capies.

EROGRAMS - SYSTEMS

Original media, md d inj

definitions of the sy ) mcludi I requi data
/subsy spncl.ﬁwms. q for the

system, and mmanzmg directives.

1. For a disapproved proposed system.

PLANS PERTAIN. DESTROY
WHEN 10 YEARS OLD,
<DA:N1-255-94-1> (N 143)

<DA: N1-255-84-1>

RETIRE TO FRC 1 YEARS AFTER
YEAR TO WHICH PLAN
PERTAINS. DESTROY WHEN 10
YEARS OLD.

«<DA: N1-255-94-1>

<DA: NI-25594-1>

RETIRE TO FRC | YEAR AFTER
FINAL ACTION. DESTROY 10
YEARS AFTER FINAL ACTION.
«DA: N1-255-94-1>

(N271-7, 211 {(TRD)

NOTES: Only AFS numbers with defined subjel:u are used. — RETENTION - Far items marked Pending Retentian Approval,

contact your Center Records M.

and/or q
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This d

printed copies may be obsolate. Rafermmedrangel-ﬂaorymgauhe

s up
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11

2 mmgvedsymmfmwmchmmnzdwmpnmmdabh

3. Fornnappmvedsyslemforwludunyrdaledmmpum
data file is nat authorized for di

RETAIN WITH RELATED DATA
FILES. DESTROY IN
ACCORDANCE WITH RELATED

FILES.
<DA: N1-255-94-1>

LEGAL AND TECHNICAL RECORDS

This document is updated frequently; therefors, printed coples may be obsoiete. Refer to the
beginning of NPR 1441.1 in the NASA Online Directives Information System (NODIS) for current version.

-

SCHEDULE 2 P

(AFS 1000-1599)

Change History Log at the

COMMUNICATIONS RECORDS
A. CORRESPONDENCE, REPORTS, AND REFERENCE FILES
Correspondence and related records p ing to the internal
istration and operation of tbe L e et

Documents relating to communications planning, projecting
requirements and costs, and HQ approval, such as NASA Form
1102 and 1103 and related materials. Records may include, but are
not limited to: NASA Mail items/documentation (media
independent) such as monthly NAS A-Mail reparts, user account
requests and activity logs; Direct Access Computer System (DACS)

and any other d user docurnentation.
B. MM L TT! 'UIPMENT/SUPPORT 19
1. Security equij i and all related documentation
and materials.

2. Project support commumications requirements, records consist
of documeats reflecting support requirements for the objectives
contained in the PSCN database (OPR).

Program files which consist of docUinen g idance or
for the develap of the RO;
Fﬂumsnﬂnfomﬂgndmu.lﬂhnnhgyphu and ADP plans -

OFR, NASA Headquarters, apd MSFC Com Center ONLY.

D. INTERFEREN( ON

Dommuulmnglnth:mmgmndwnngml:d:mq\um
d to reduce or elimi

which cause undesirab P ar malfi of electric
equipment.

E  FACILITIES LEASE REQUESTS
Domments relating to reqy for providing, ing, and

ing ication facilities, equf mdmlﬂsd

from ial companies lo meet Y of
NASA.

DESTROY WHEN 2 YEARS OLD
OR WHEN REFERENCE VALUE
CEASES, WHICHEVER IS

SOON

INER.
<DA:N1-25594-1> (N 10-29)

DESTROY WHEN 2 YEAKRS OLD.
«<DA:NI-255-94-1> (N 10-11)

DESTROY WHEN UFDATED OR
SUPERSEDED.
«<DA: N1-25594-1> (N 10-5)

DESTROY WHEN 6 YEARS OLD.
<DA: N1-255-94-1> (N 10-8)

DESTROY 3 YEARS AFTER
TERMINATION OF LEASE.
«<DA: N1-25594-1> (N 10-7)

U P ACCOUNT FILES .
D relating to Iimes, ie., teleph duta, -
id ks, etc. Vouchers, vendors invoices, and
correspondence EXCLUDING fiscal capy, and including local and
. L WRE/WIRELESS MESSAGE FILES -
Capies of incoming and outgoing wire/wirel and all DESTROY WHEN 6 MONTHS
related records. OLD.
<DA: N1-255-9%-1> (N 10-13)
b
2570 FIXED COMMUNICATIONS FILES
A, FA
Donmuxelmngmdw upent, appmval.nndmm * v
of fixed wi on malntenance | RETIE TOFRC 1 YEAR AFTER
DISCONTINUANCE OF FACILITY.
m-lnmnndoumde,mdndm fu:]ny developmer “TO NARA 10
by
Fi A
«<DA: N1-255-94-1> lﬂ&)\'
B. OPERATIONS FILES
2 Dy infe and data on codes, rdio DESTROY WHEN SUPERSEDED,
ﬁnqlmncyaslgnmmu.uuslgns.mdhsuofhnldus ar code om-ElE- OR NOLONGER
systems. <DA: Nl—ﬂsﬂ-b (N10-9)
C. TRAFFIC VOLUME REPORT
Documcm reflecting data on cm:un usage fora:gmumg ofﬁud
ions facilities, progs g and g
and related papers.
1. Office of primary responsibility. RETIRE TO FRC WHEN 2 YEARS
4 OLD. DESTROY WHEN 10 YEARS
QaLD.
<DA:N1-29584-1> (N1i0-2)
2. All other offices/capies. DESTROY WHEN 6 MONTHS
[¢190X
<DA: N1-255-94-1>
2570 | 21 RADIO AND TELEVISION RECORDS
A, SERVICE CONTROL FILES
Documents related 1o the servicing and eperation of radio and DESTROY WHEN SUFERSEDED
mlcvmaqummmmms. mcludmgmmdsmd OR ON DISCONTINUANCE OF
of suth " and service. THEFACILITY OR
hl INSTALLATION, WHICHEVER IS
SOQNER.
«<DA:N1-25594-1> (N10-10)

t«.

NOTES: OnlyAl-Smmmenwuhdeﬁnedsﬂummmed. RE[‘ENTION — For items marked Pending Retention Approval,
for andfor

contact your Center R

Y

NOTES: DnIyAFSnmnbaswdthdeﬁnadnﬁMmusad. RETENTION - For items marked Pending Reteation Approval,
for i andfor

contact your Center Ri
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B. RADIO FREQUENCY FILES

Authorizati i i ion, and use of radio
frequencies and call signs,

C. COMMUNICATIONS REPRESENTATION FILES

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

«DA:N1-255-%4-1> (N10-1)

LEGAL AND TECHNICAL RECORDS

beglnnmg of NPR 1441.1 in the NASA Online Di

SCHEDULE 2

(AFS 1000-1999)
This document Is updated frequently; therefore, printed cosz may be obsolete. Refer to the Change History Log at the

(NODIS) for current version.

W: ROJECT CASE FILES

Photographt; and one captioned print if available, that
document d@%ﬂ%ﬂ activitics. This series covers
the OPR or Project Offices’ origin;

(see

criteria d in Schednle 8, Item SA).

Dy fon on and 1 jationsto | DESTROY WHEN 5 YEARS OLD.
jomloro!hﬂmm NASA ies, includi ion of «<DA:NI-25594-1> (N10-3)
isions on signal i ic policies,
particularly on radio fi 11 cnll signs, radio
i and radio matters.
w 22 FILM CONTROL - LOGS/ FORMS / CHARGE OUT CARDS
T books, caption sheets, shelf lists, indexes, catalogs, and ghot | DISPOSE OF ACCORDING TO
finding aids for identification, retrieval, or use. INSTRUCTIONS COVERING THE
RELATED AUDIOVISUAL
RECORDS.
IGRS 21-29] (N 15-13)
B. Formsused as finding aids, identification, or used for retris SEE ABOVE DISPOSITION.
purposes, of films, 12)
22 C.  Cards showing film and equipment on loan(s). DESTROY 1 YEAR T
ENTRY ON CARD.
«<DA:N1-255%4-1> (N9-6)
2630 | 23 PHOTOGRAPHS / STILL PICTURES
NOTE: Motion Picure Films (N 19-16) AFS 1394 SEE
SCHEDULE 1.
Sound Tracks AFS 1394 SEE SCHEDULE 1
A.  PHOTOGRAPHIC WORK/PRODUCTION REPORT FILES
L Workmdm andbdgenuﬂ mpmcmngmdpmdlmmn of DESTROY WHEN 3 YEARS OLD.
ined in an <DA:N1-25594-1> (N 9-4)
electronic action lm:hng system).
2. Reports sh kload, time ded, and type of DESTROY WHEN 1 YEAR OLD
production (aolor black and white, su!l or motion picture). OR WHEN NO LONGER NEEDED
FOR REFERENCE.
«<DA:N1-25594-1> (N9-5)
|2 |C R&DSILS
\

*PERMANENT *
TRANSFER WITH SELECTED

otographs for mmscmr C‘E \SEFILE ER
projects that are selected by the MJMM <DSC AHE. Nl_ﬁf’f,.‘:,,
historical ar technical vnlue and warrant permanent reteni )

\

—

NOTES: Only AFS numbers with defined subjects are used. — RETENTION - For items marked Pending Retention Approval,

contact your Center R

d. for i ion and/or

23 2. NON-SELECTED PROJECT CASE FILES

Photographs that are created dusing the course of a project that | THESE RECORDS MAY BE

does not meet the selection exiteria as identified in Schedule 8, | RETIRED WITH THE NON-

Iiem 5A. SELECTED PROJECT CASE FILES
(REF. SCHEDULE 8-5B).
«<DA: N1-255-%4-3>

3. CENTER PHOTO LABS/OFFICES

Duplicate copies of above stills (ltems 23-C-1 and C-2) that are | THIS SERIES MAY BE RETIRED

maintained in the Center photo lab, sudiovisual office, or any ;0 B‘A;KI;'\ECWHWHBJWS YWS!FARS 811:3

other office as reference copies. A Niaes.08%

2630 2 VIDEO PRODUCTIONS

NOTE: Record elements consist of an ORIGINAL and a duplicate,
if available for all * PERMANENT * items. FOLLOW
CENTER SPECIFIC DISPOSITION IF ONE IS FROVIDED.

& Aeronautics and Space Reports

2 MISCELLANEQUS FRODUCTIONS

Fmished video prod
limited to:

such as the following, but not

0 Tmmng Clussa

\'Emum EARCH CENTER

(a) FINISHED PRODUCTIONS —

() R&D TECHNICAL RESEARCH

These videos are taped per customer requests of pure R&D
projects such as testing data and footage of experiments,
etc. The original footage is retumed to the

Iscientist as the "

*PERMANENT *

PRODUCTIONS ARE
‘TRANSFERRED TO THE
NATIONAL ARCHIVES AND
RECORDS ADMINISTRATION,
NONTEXTUAL DIVISION, ON AN
ANNUAL BASIS OR AS
CREATED. TWO COPIES

PRODUCTION WIIL BE

«<DA: N1-255-94-1>

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

«<DA: N1-255-94-1>

*PERMANENT *

TRANSFER IN § YEAR BLOCKS
OLD.

«<DA: N1-255.

DESTROY WHEN NO LONGER
NEEDED FOR RESEARCH
REFERENCE AND EVALUATION
OF SCIENTIFIC DATA.

«<DA: N1-25594-1>

fori and/or

NOTES: Only AFS numbers with defined subjects are used. — REI‘ENTION For items marked Pending Retention Approval,
contact your Center
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\M\

4. JOHNSON SPACE CENTER (J5C)
NOTE: Sec Chapter 8, Item 25A.

1
conferences; and, on-ho'

and post-mission press

a) MISSION VIDEO - MASTERS
Consis] ﬂ%hllmdmg. ISC downlinks (1 original and
d to Sslox); gr

(b) MISSION VIDEO - COPIES / DUPLICATES

(c) MISCELLANEOUS ACTIVITIES

[+] Ti:und'lhmmgAcuvmu
o P d), i.c., General Infc
<o D ics of Press C

fon/Training
(s)/Spocial Events

. STENNIS SPACE CENTER (34" format anly)

Di

ocumentary jons on center projects and mission,
including R&D projects and i

STILL VIDEO PHOTOGRAPHY
IS SPACE CENTER (SSC)
CENTER (GRC)

dxskloopucll disk or the archival media acceptable at the time
transfer. Data consists of R&D or mission related documentation
and is usually time sensitive.

R&D VIDEOS

significant R&D project activities. This
or Praject Offices’ original video (master, i.c., 15t
for projects that are selected by the Project Office as having
huumulonu:hnu!vnlmnndwnmtpammanmm

(see ion critetia gutlined in Sch 8, Item 5A),

mlmdsmmbemrqud
every 10 years and with TRANSFER
m%y‘ru. Included with transfer ot
30, the carliest i

reference copy, if avail
«<DA: N1-255-94-1>
RETAIN AT JSC IN STORAGE.
DESTROY WHEN NO LONGER

NEEDED.
«<DA: N1-255-94-1>

DESTROY OR REUSE AFTER 30
DAYS.
<DA: N1-255-94-1>

* PERMANENT *

TRANSFER ANNUALLY TO

NARA ONE ORIGINAL MASTER
DUPLICATE COPY OF

TRANSFER TO NARA IN 5 YEAR
_EIOCKS ‘WHEN 20 YEARS OLD
941>

* PERMANENT *
TRANSFER WITH SELECTED
FROJECT CASE FILE UNDER

NOTES: OnlyAPSmmbunmthdr.ﬁnnﬂmbjeasmnM RETENTION - For items marked Pending Refention Approval,

contact your Center Records M:

and/ar
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]

2. NON-SELECTED PROJECT CASE FILES

Videos mmgthnmeohpnju:!hmdos
nat meet the selection erif

in Schedule 8, Item
ot K

3. CENTER PHOTO LABS/OFFICES

Duplicate capies of the shove videas (Items 24-C-1 and C-2)
that are maintained in the Center phato Jab, audiovisnal office,
ar any other office a3 reference copics.

‘THESE VIDEOS MAY BE
RETIRED WITH THE NON-
SELECTED PROJECT CASE FILES
= UL 8-5B).

«DA: Ni- :

THIS SERIES MAY BE RETIRED
TO AN FRC WHEN 2 YEARS OLD.
DESTROY WHEN 15 YEARS OLD.
«<DA: N1-255-94-3>

NOI'ESOnlyAFSmmbenwnhdaﬁnndmbjecumum REI‘ENTION For itemns marked Pending Retention Approval,
andlor

contact your Center

for
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HUMAN RESOURCES (PERSONNEL) RECORDS

SCHEDULE 3

AFS 3000-3999)
This document is updated frequently; therefore, printed coples may be obsolete. Refer to the Change History Log at the

beginning of NPR 1441.1 in the NASA Oniine Directives information System (NODIS) for current version..
SUBJECT AREA OR RECORD TITLE RETENTION
AFS# [TTEM DESCRIPTION OF RECORD SERIES <Authority>
‘WHICHEVER IS SOONER.
[GRS 1-25h(2)}
3. Report of onsite reviews of . DESTROY 5 YEARS FROM DATE
OF REPORT.
[GRS 1-25h(3)}
4. Agency copy of annual report of affirmative action
accomplishments.
GRS 1:25b(4)]
5. Headquarters compiled reports. RETIRE TO FRC WHEN PLANS
ARE 5 YEARS OLD. DESTROY
30 YEARS OLD.
«<DA: N1-255-89-4>
3100 { 4 INTERAGENCY PERSONNEL AGREEMENTS (IPA)

Records in this series consist of confidential files which are assignment
ized by the F Act of 1970,
mchdmg all correspondence, the lPA form, and any other related
documentation and materials. These files are typically filed by
individual's last name and include IPA Form No. 5069 — 104 plus all

BT

A. RECORD COPY
HQ:

B. OT] (83

RETIRE TO FRC 2 YEARS AFTER
‘TERMINATION DATE OF

Al . DESTROY WHEN
10 YEARS OLD.

<DA: NI —255-89-4>

DESTROY WHEN NO LONGER
NEEDED OR WHEN 5 YEARS
OLD, WHICHEVER IS SOONER.
«<DA: N1-255-89-4>

SCHEDULE 3
(AFS 3000-3999)
This d fated fi h printed copies may be obsolete. RefertothedlangeHlsloryLogalme
beginning of NPR 1441.1 in the NASA Online Directives Information System (NODIS) for current version..
SUBIECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
'~ 3000 |1 OFFICIAL PERSONNEL FOLDER (FILE)
.. Reconds filed an the RIGHT side of the Official Pessonel Folder (OPF)
\ [See 2. for the temparary papess an the LEFT side of the OPF.] Folders
govering d after D ber 31, 1920,
thosegelected by the National Archives and Records Administration for
permanem QM%
NOTE: Master files bases created in central data processing
facilities to supplem: lace the OPF's are NOT
AUTHORIZED for dispos: h files MUST be scheduled on
an SF 115.
A FERRED
RECORD COPY - HQ - Office of Human Resources and SEE FEDERAL PERSONNEL
Education JAL FOR INSTUCTIONS
TO FOLDERS OF
EMPLO! TRANSFERRED TO
ANOTHER A X.
[GRS 1-1a] (N15°
IS 1\“ B. SEPARATED EMPLOYEES -
~|*s~~RECORD COPY — HQ - Office of Human Resources and ISFER FOLDER TO
EducaTion~——... NATIONAL PERSONNEL
RECORDS CENTER, ST. LOUIS,
MO, 30 DAYS AFTER
\ SEPARATION. NPRC WILL
DESTROY 65 YEARS AFTER
N FROM THE
FEDERAL SER
[GRS 1-1b]
C. ALl OTHER OFFICES/COPIES DESTROY WHEN OBSOLETE OR
SUPERSEDED.
*DA: N1-255-89-4>
3000 1 2 TEMPORARY INDIVIDUAL EMPLOYEE RECORDS
M M
~Allcopies of o and forms d on the LEFT side of DESTROY WHEN SUPERSEDED
" the Offici; OPF) in secondance with Chapter 3 of “The | OR OBEOLETE OR LIPON
Guide to Personnel R ING performance-related | SEPARATION OR TRANSFER OF
recamls. EMPLOYEE, UNLESS
SPECIFICALLY REQUIRED TO BE
'WITH THE OPF,
{GRS 1-10
| 3050 Equal Opp (506 below)
-\..__3331 25 EQUAL EMPLOYMENT OPPORTUNITY (EEQ) RECORDS
Formerly [ AFFIRMATIVE ACTION PLANS (AAPY
AFS 3700,
hem V5010 1. Agem f consolidated AAPs. DESTROY 5 YEARS FROM DATE
NFR PLAN.
[GRS 1-25K(1)] (N 1527, N 15-
1441.1C 28)
2, Agency feeder plan to consolidated AAPs. ESTROY 5 YEARS FROM DATE
OR WHEN
ADMINISTR,
HAVE BEEN SERVED,

NOTES: Only AFS mumbers vnlh defined sub]ecu are used. ~ RETENTION — For ftems marked Pending Retention Approval,

cantast your Center R

for i ion and/or g

3-1

3100 | 6 NASA-CSC EXECUTIVE ASSIGNMENT FILES
Standard Form 171 on each NASA employee GS-15 or over together with | pESTROY 3 YEARS AFTER
additional glcancd from housc organs. Also in SEPARATION,
some cases, security and confidential information. <DA:NI-253-89-4> (N 1549)
7T MANFOWER SURVEY FILES
Documents relating to apprajsals, either oncite or by other review DESTROY 5 YEARS AFTER
procedures, such as Manpower Audit Director’s Review of Lahoratories | APPRAISAL IS CONDUCTED
and Staff Offices. <DA: NI-255-894> (N 1.33)
3292 | 10 STATISTICAL DATA / REPORT FILES
A.  MANPOWER DATA
Ellauon or other documents created m pmvide a source | DESTROY WHEN 5 YEARS OLD.
of suuslir.ul ata for use jn manpower control activities. «DA: N1-255-89-4> (N 1-34)
B. PERSONNEL O \TTl
- —M‘WM-‘-%’”‘" g personnel office and subardinate | DESTROY WHEN 2 YEARS OLD,
upits relating to parsonns T s
3292 | 12 EMPLOYEE RECORD CARDS

Bl ji jon ontside personnel
offices (such as SF 7—% or % mlern!ﬁ%.

DESTROY ON SEPARATION OR
1

NOTES: Only AFS numbers with defined suhjen.s are used, —~ RETENTION — For items marked Pending Retention Approval,
o for

contact your Center R

and/or

32
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beginning of NPR 1441.1 in the NASA Online Directives Information Systerm (NODIS) for current version..
SUBJECT AREA OR RECORD TITLE RETENTION SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERTES <Authority> AFS# |ITEM DESCRIPTION OF RECORD SERIES <Authority> .
[GRS 1-6] (N 15-5) <DA: N1-255-83-4> (N 1-36)
3300 | 12 C CCPh) 2. Al other officesicopies. DESTROY WHEN OBSOLETE OR
SUPERSEDED.
Records consist of files used to iss vacancy and RETAIN ON-SITE WITHIN THE <DA: N1-255-89-4> -
other related doammhun which may mclude bm is no( limited to the PERSONNEL OFFICE AND
related to the j and the DESTROY WHEN 2 YEARS OLD. B. REPORTS
vacancy itself. <DA: N1-255-89-4>
Reports from Centers to NASA Headq o
3300 | 14 NASA SPECIAL EMPLOYMENT PROGRAM FILES and all related papers.
Applications and pondence for student aids, summer employees, DESTROY WHEN 2 YEARS OLD. 1. Centers. RETIRE TO FRC WHEN 3 YEARS
and co-ops. «<DA: N1-255894> (N 1550) g DESTROY WHEN 10 YEARS
3300 | 15 UTILIZATION REPORTS — EXPERTS AND CONSULTANTS <DA:NL-ZS5834> (N 1-87)
Quarterly and annual reports to OFM relating to the employment and RETAIN UNTIL EXAMINED BY 2. Headgquarters. (SEE ITEM C. BELOW) DESTROY WHEN 2 YEARS OLD
utilization of experts and consultants. OPM OR D‘Eﬂ'ko\’ WHEN 10 <DA: NI1-255-89-4>
'YEARS OLD, WHICHEVER IS C. HEADQUARTERS
SOONER. !
<DA: N1.255-89-4> e . d '
3300 | 18 OUTSIDE EMPLOYMENT FILES m from from Centess (Sce B.
Documents relating to outside work or services performed by NASA DESTROY 3 YEARS AFTER
in addition to their official duties. TERMINATION OF APPROVED Level. *PERMANENT*
EMPLOYMENT OR 3 YEARS OPR: RETIRE TO FRC WHEN 5
AFTER DISAPPROVAL OF T0
OUTSIDE EMPLOYMENT. NARA WHEN 10 YEARS
«<DA: N1-255-894> (N 15-24) «<DA: N1-255-894> (N 1-38)
3 - B 2. All other offices/copies. DESTROY WHEN NO LONGER
300 l,;’ASR SPECIAL PERSONNEL RECORDS - NASA 10 SPER ED FOR CEUSE,
- g OR WHEN 5 YEARS OLD,
Individusls covered by this system of records are candidates for and 10 SPER" RECORDS ARE NOT CHEVER NER.
rectpmnts of awards or NASA Immmg cmlmn and active duty military w FOR DISPOSAL AT Z;R N,_m&sfo‘
ilees to NASA; Faculty, Science,
National Research Council and olh:r Fellows, Assaciates and Guest PAPER RECORDS ARE RETAINED 3315 [ PUBLIC SERVICE CAREERS EMPLOYEES FILES
‘Workers inchuding thase at NASA Centers but not on NASA rolls; NASA | ON SITE AND ARE DESTROYED
coniract and grant awardees and their associates having access to NASA OR TRANSFERRED IN A, INDIVIDUALS
premises and reconds; individuals with interest in NASA matters ACCORDANCE WITH THE N . .
including Advisory Committee bers; and prosy 7 SPECIFIC RECORD SERIES School supervisory and test scores. BDB-‘:OY \:;IEN 3 YBRiOLD
Categories include: IDENTIFIED IN THIS SCHEDULE, B PROGRAMS A: NI-255-89-4> (N 15-51)
. AY:! -
e  Sperial Program Files. ;gmfnm %E Carrespondence with Civil Service Commission, Department of DESTROY WHEN 3 YEARS OLD.
RECORDS ARE RETAINED FROM Labor Southwest Training Center. <DA: N1-255-89-4>
o  Comespondence and related information to these files. 1 TO 3 YEARS DEPENDING ON
3 GAO AUDIT AND/OR 3330 | 24 NASA OUTPLACEMENT PROGRAM
e  Special records and rosters. DESTROYED OR TRANSFERRED -
TO NPRC). 2t vacancy and related DESTROY 2 YEARS AFTER
e Agencywide and i i i p 1 <DA: N1-255-884> correspondence. REGISTRATION
<DA: N1-255-894> (N 1547)
33121 21 MANPOWER REPORTS 3335 | 25 PROMOTION REGISTER FILES
A, AUTHORIZATION FILES or records of job opportunities, application and DESTROY WHEN 2 YEARS OLD.
evaluation statements, and all related papers. «<DA: N1-255-89-4> (N 15-25)
Documents and supporting papers mlnung to the aflacation of b
p spaces to 3335 | 26 REPROMOTION CONSIDERATION FILES
sibility. *PERMANENT* Appli and pomdence to and from fon eligibl DESTROY AFTER REPROMOTION
RETIRE TO FRC WHEN 3 YEARS IS ACCOMPLISHED.
5 «<DA: N1-255-894> (N 15-45)
'WHEN 10 YEARS QOLD.

NOTES: Only AFS numbers with deﬁnetl subject.s are used. — RETENTION - For items marked Pending Retention Approval,

and/or g

contact your Center R
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HUMAN RESOURCES (PERSONNEL) RECORDS

beginning of NPR 1441.1 in the NASA Online Directives Information

SCHEDULE 3

(AFS 3000-3999)
This document is updated frequently; therefore, printed copies may be absolete. Refer to the Change History Log at the
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NOTES: Only AFS numbers with defined suhjeas are used. REI'ENTION For items marked Pending Retention Approval,
contact your Center R for i

SCHEDULE 3
(AFS 3000-3999)
This document Is updated | frequently; theretors, printed copies may be obsolete. Refer to the Change History Log at the
beginning of NPR 1441.1 in the NASA Online Directives Information System (NODIS) for current version..
. SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
3350 [ 29 CIVILIAN SERVICE EMBLEM CONTROL FILE
Records maintained to control the record of eligibility for an award of DESTROY WHEN 3 YEARS OLD.
civilian scrvice emblems, <DANI-255-894>  (N1S-13)
3352 | 30 REEMPLOYMENT PRIORITY FILES
Avml: . ’ DESTROY WHEN 2 YEARS OLD.
piions, and comesp related to recmploy <DA:N1-255-894> (N 1546)
3400 | 32 Ph.D. THESES FILES - NASA HEADQUARTERS ONLY
Individual copies of di Iting from NASA predectoral RETIRE TO FRC WHEN 2 YEARS
traineeship program. No bther copics are retained. g:‘_g DESTROY WHEN 5 YEARS
<DA: N1-255-89-4>
33 2. Rosters or registers (ASEE/LARSS) (LaRC ONLY). DESTROY WHEN NO LONGER
These are the records for the two summer programs sponsored | NEEDED OR WHEN 3 YEARS
by the Office of University Affairs at Langley Research Center. OLD, WHICHEVER IS SOONER.
[ASEE = American Society of Engt ing Ed ] [LARSS <DA: N1-255-89-4>
= Langley Acrospace Summer Scholars Prograa]
e 3, nic wpies of records thet are created on clectronic mail DESTROY/DELETE AFTER THE
and dussed,solely to generate a RECORDKEEPING COFY HAS
D .
recordkeeping oupy of the records. DA NS
C. CONTRACT TRANING FILES
1. Copiesof , waivers, and DESTROY WHEN 3 YEARS OLD
OR 3 YEARS AFTER
g;(::umenu relating to NASA cmplcyeu training under COMPLETION OF A SPECIFIC
TRAINING PROGRAM.
«<DA: N1-255-00-2> (N 15-32)
2. Background, working papers, announcements, and DESTROY WHEN 3 YEARS OLD.
arrangements of subject contract training. <DA: N1-255-89-4>
—— ~—.leausic cople of ecord it re crestd on electosicmll | DESTORY/DELETE AFTEXTHE
and wordprocessing sys .mm% RECORDKEEPING COPY HAS
recordkeeping copy of the records. W
D. NON- AINING FILES
. Applications, acceptances, and all other documents relating to non- | DESTROY WHEN 3 YEARS OLD.
\ contract tmining of NASA employees. «<DA: N1-255-894> (N 15-33)
S| IRANNGADS
\%nmg aids, including the record copy of manuals, syllabuses,
aud other original training aids developed by the
Agency, el blished or unpublished, in instructing NASA
training courses.
1. Unique or significant training jal(s) developed PERMANENT
specifically for use in NASA training that would be RETIRE TO FRC WHEN
unigue to the Agency. (i.c., Astronaut; Shuttlé® i SUPERSEDED, OBSOLETE, OR
Payload processing; On-boand Flight crew training; 'WHEN NO LONGER USED.

and/or

35

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
2. Routine or copics of training materials used (o teach an Agency | DESTROY WHEN SUPERSEDED
sponsored tratning class. OR OBSOLETE OR WHEN §
YEARS OLD, WHICHEVER IS
SOONER.
«DA: N1-255-894>
3. All other copies. DESTROY WHEN NO LONGER
NEEDED OR WHEN 3 YEARS
OLD, WHICHEVER IS SOONER.
<DA: N1-255-89-4>
a3 F. AGENCY-SPONSORED TRAINING FIL ES
\ General file of agency-sponsored training, EXCLUDING record
—— copy of manuals, syllabuses, textbooks, and ather training aids

developed by the Agency (see E. shove).
m anda, agreements, authorizations,

Teports, fequirement YEViEWsy and cbjectives relating to
the establishmeat and operation of %
ferences.

2 Background and working files.

G. TECHNICAL TRAINING

1. Case files on NASA icipating in technical training
pmgnmsnntmvamdmZbdow

2. Case files related to NASA and contractor personnel
panticipating in NASA-required training programs for
certification, such as soldering, aptics, fight controllers, divers,
ec. Reoordsu:;aylﬁd ts of certification, sign off

tasl

3. Electronic copies of records that are created on electronic mail

and.wordprocessing systems and used solely to generate a
recordkeeping cOpy OF TEEYECONK:

DESTROY WHEN § YEARS OLD

OR S YEARS
COMPLETION OF A SPECIFIC
TRAINING PROGRAM.

1-25a(1)]
m
(GRS 12920

DESTROY 5 YEARS AFTER
EMPLOYEE DISCONTINUES OR

COMPLETES .
«<DA: N1-255-89-4> (N I5-38)

DESTROY 5 YEARS AFTER
SEPARATION OF EMPLOYEEOR
‘WHEN NO LONGER NEEDED.
«<DA: N1-255-00-2>

DESTROY/DELETE AFTER THE
RECORDKEEPING COPY HAS
BEEN PRODUCED.

H. ON-THE-IOB TRAININ

Employee training plans or substantial equivalent record
mamlam:d to ldmufy mqunmd skill or cask training requirements
and to d OJT, or other
training. These are gnnmll training requirements other than
technical/certification training (see paragraph G. above). Cutoflf
date is date of document.

1. Recordkeeping copy (paper).

DESTROY ON TRANSFER OR
SEPARATION OF EMPLOYEE, OR

«<DA: N1-255-99-1>

DELETE

AFTER
RECORDKEEPING COPY HAS

«<DA: N1-255-99-1>

NOTES: Only AFS numbers with defined suhjecu are used. - mloN For items marked Pending Retention Approval,
and/or

contact your Ceater R

for i

3-6


https://DESTII.OY
https://informati.oo

HUMAN RESOURCES (PERSONNEL) RECORDS

beginning of NPR 1441.1 In the NASA

SCHEDULE 3

(AFS 30
This documant Is updated frequently; therefore, printed coples may be obsolete. Reler to the Change History Log at the

Online Directives information System (NODIS) for current version..

HUMAN RESOURCES (PERSONNEL) RECORDS

SCHEDULE 3 -

(AFS 3000-3989)
This document is updated frequently; therefore, printed copics may be obsolete. Refer to the Changa History Log at the
beginning of NPR 1441.1 In the NASA Online Directives Intormation System (NODIS) for current version..

SUBJECT AREA OR RECORD TITLE

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIFTION OF RECORD SERIES <Authorit
3410 | 34 TRAINING AGREEMENT FILES
Agreements between Civil Service Commissian (CSC) and NASA DESTROY 3 YEARS AFTER
pentaining to training, training standards, and al related documents. ﬁmﬁm"“ﬁm"
3410 35 COOPERATIVE TRAINING FILES
A GENERAL TRAINING CASE FILES (uot covered in liems 1p-d) | DESTROY RECORDS 3 YEARS
by traince showing history of training and all related TRAINEE CEASES
documentation, «DA:N1-25592-10> (N 1535)
B. SECRETARIAL CO-OP FILES (2-year program)
Files consist of d ion and Is related to stuth in RECORDS MAY BE RETIRED TO
the program and are considered training records. Case files may m@ﬁﬁm
mnsmof.hnmmhmnedm.mpmnﬂh: fallowing PROGRAM. DESTROY RECORDS
ion: SF 52's, P reports from WHEN 3 YEARS OLD (PROGRAM
supervisors; and any other d l!laledmlhc livid RECORDS WILL THEN BE
in the program. 5 YEARS OLD).
«<DA: N1-255-92-10>
C. AFPRENTICESHIP PROGRAM (5-year program)
Files consist of & ion and 12 related to studk in RECORDS MAY BE RETIRED TO
the program and are considered training recards. Case files consiat mmm
of, bt are not limited 1o, copies of the following documentation: SF FROGRAM. DESTROY 3 YEARS
52's; tramscripts; progress reports from supervisors; and any other | AFTER COMPLETION OR
documentation related to the individual in the program, TERMINATION OF THE
PROGRAM. (PROGRAM
RECORDS WILL THEN BE 8
YEARS OLD)
«DA: N1-255-92-10>
D. ENGINEERING AND ADMINISTRATIVE CO-OPS
(PROFESSIONAL) CASE FILES
(S-year program) (LaRC ONLY)
‘Reconds i this serics cansist of SF 52°s; copiesof 171's; WYBERME)TO
transcripts; Progress reports; supervisory comments and/or COMPLETION OF THE
recormmendations; and certificates of completion of the program. PROGRAM. DESTROY RECORDS
YEARS AFTER COMPLETION
OR TERMINATION QOF THE
PROGRAM (PROGRAM RECORDS
‘WILL THEN BE 10 YEARS OLD).
<DA: N1-255-92-10>
3410} 36 COOPERATIVE PROGRAM SUMMARY FILES (LaRC ONLY)
Records in this series cansist of profile sheets (cands) that contain DESTROY RECORDS WHEN 25
information on individials for files that have been destroyed. Thess mﬂws OF
recards are summary cards of their history and information originally AINED.
contained in the case files identificd as “Secretarial; Appreaticeship <DA: N1-25592-16>
Program; and Engi g and Administrative Co-Ops.” These records
are ot the cese fils records. Reconds can exist in either paper or
electranic format (including but not limited to printouts and data
maintained on personal computers).

RETENTION
AFS# |IEM DESCRIPTION OF RECORD SERIES <Authori
3410 | 37 GRADUATE STUDY PROGRAM RECORDS
R:mrdsmlhumsomsmofuscﬁlmofmdwﬂualswboappl to RETIRE TO FRC 2 YEARS AFTER
and are d. Files may contain copies of ‘COMPLETION OR TERMINATION
u-mscngm. l?la.lelmsufﬂnhotmonmukemmgmn OF STUDY PROGRAM. DESTROY
applications for graduate stady. This is considered a working file and 8 YEARS AFTER COMPLETION
includes records in the Profssionat Co- ional Training Program | OR TERMINATION OF THE
(CPETP); ths Professional Entrance Training Program (PETP); and the PROGRAM.
Administrative Training Progyam (ATP). <DA: N1-25592-11>
3410 | 38 TRAINING - REPORT FILES
A, Reports form Centers to NASA Headquarters canceming
training and all related papers.
1. Centers. DESTROY WHEN 3 YEARS OLD.
«<DA: N1-255-89-4> (N 1537)
2. Head DESTRGY WHEN 2 YEARS OLD.
puarters <DA: NI-255-89-4>
B. Repons iled from inf d from Centers (item A
ahove).
1. Centers and all other officesfcopies DESTROY WHEN NO LONGER.
NEEDED OR WHEN 3 YEARS
QLD, WHICHEVER IS SOONER-
«DA: N1-255-89-4) (N 1536)
2. Headquarters, DESTROY WHEN 5 YEARS OLD.
«<DA: N1-255-89-4>
3451 | 3 AWARDS PUBLICITY FILES
Dy used m i ion in awards DESTROY WHEN 3 YEARS OLD.
P inciuding pasters, phmds and a.hoth:rmns of <DA:NI-255-894> (N 15-19)
btaini ion and ing resuits of the programs and all other
related papers.

AWARDS AND PROGRAM FILES - EMPLOYEE
A AWARD CASEFILES

da.ommpondmce,mumdmdhm&ooks

Agency h awards, such
uimem wuhmg:demummu,w
and outstanding

DESTROY 2 YEARS
APPROVAL OR DISAPPROVAL.
IGRS 1-12a(1)]

NUTES.On!yAFSmbuswnhde.ﬁmdmb]mnum REI'ENTION For items marked Pending Retention Approval,

contact your Center R

nds M for & ion and/or o

37

2. Comespondence or memoran
gavernment agencies or private

3. Reparts pertaining to ﬂleopal!.imonhelnmﬂ
Program. Including statistical data and other docume)
pettaining to the program.

DESTROY WHEN 2 YEARS OLD.
(GRS 1-122(2)}

DESTROY WHEN 3 YEARS OLD.
{GRS 1-13}

SEE OF THIS SCHEDULE.

NOTES: OnlyA!-Smmbmmmdcﬁnedmjeusmm REI'ENHON For items marked Pending Retention Approval,
for i

contact your Center Ri
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SUBJECT AREA OR RECORD TITLE

[

w: g
1. negotiating agreement.

RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
\ Copmofbnﬂsmmpmmglenghofmuandnmunmt.m
[ —— and p
\Excumma copies fled in the OPF.
D.  AGENCY AWARTYNOMINATIONS
Records consist of lists ar i m&ﬁnﬂlmmnm\\ DESTROY WHEN SUPERSEDED
Aesncy e omlastions %Ls?ﬂﬂt\
[(
E.  DEPARTMENT LEVE[, AWARD FILES -~
Reconds relating (o awards made al the Departmental level or RETIRE TO FRC WHEN 5 YEARS
higher, Le., Secretary’s Awards, Presidential, OLD. DESTROY WHEN 15 YEARS
QLD.
«DA: N1-255-894
F. TAT. N
Suggestions and reports made thereon and related to. DESTROY WHEN 2 YEARS OLD.,
<DA: N1-255-89-4> (N191)
3530 | 45 PAY TABLES
Records and files consisting of “official” record sets of pay tables, DESTROY UPON
DISCONTINUANCE AND
DISESTABLISHMENT OF
INSTALLATION.

«<DA: NI-255-894> (N 4-19)

GENERAL RECORDS/CASE FILES

3710 | 52 LABOR MANAGEMENT RELATIONS RECORDS
A

Coneapmdme.memmnda,mpomnndothumdudmgm

upions or other

the and

2. Other offices.

LABOR RELATION FILES — Waork Stoppages/Strikes

DESTROY 5 YEARS AFTER
EXPIRATION Af
[GRS 1-28u(1)}

DESTRQY WHEN SUPERSEDED
OR OBSOLETE.
GRS 1-28a(2)}

N 1544)

DESTROY 5 YEARS AFTER FINAL
RESOLUTION OF CASE
{GRS 1-28b}

<DA: N1-255-89-4>

NOTES: Only AFS numbers with dcﬁned subjecls are used. - REFENHON For items marked Pending Retention Approval,
andfor

contact your Center Records M
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SCHEDULE 3
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This document is updated frequently; therafora, printed copies may ba obsolate. Refer to the Change History Log at the
beginning of NPR 1441.1 in the NASA Online Directives Information System (NODIS) for current version..

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
52 2. Centers DESTROY WHEN 3 YEARS OLD
<DA: N1-255-894>
3771 | 54 GRIEVANCE, DISCIPLINARY AND ADVERSE ACTION FILES
A, GRIEVANCE, APPEALS FILES (S CFR 771)
[ Reronsor seview of grievance and appeals raised | DESTROY S YEARS AFTER CASE
Agcncy employees £X case files IS CLOSED.
statement of vm.nesses: repans of interviews an -(@S.L-m,_\
I acopy of the onglml
to a reconsideration request.
B. APPEAL RECORD FILES
Copy of decisi dered, yeview decisi related DESTROY 7 YEARS AFTER CASE
d and ather d ion, except record capies of | 1S CLOSED.
official documents affecting personnel actions. <DA: NI-255-894> (N 1343)
C. ADVERSE ACTION FILES (5 CFR 752)
“\\ Cmﬁhmmwmdsmdmxmwmgmadem DESTROY 5 YEARS AFTER CASE
‘\(dmpw_‘ﬂm; fan, leave without | IS CLOSED.
pay, Teduction T foree)agai st aa employm. The fils includes 2 [GRS 1-30b]
copy of the proposed adverse acth g papers; mem
systems protection board cases (MSPB); statement
employee’s reply; hearing notices, and decision; reversal of
actions; and appeal records, EXCLUDING letters of reprimand \
which are filed in the OPF. -
3800 | 56 NASA EMPLOYEES BENEFIT ASSOCIATION INSURANCE
FILES (NEBA) (DFRF ONLY)
Records in this series may include bt are not limited to the following
NASA Employees Benefit Association (NEBA) general ndence,
material ed 10 mmmnce claima rdmnd to HHtmv:l carrespondence
claims, bank ibution sutveys, audit
reports, anid reports an unhqmdnlﬂi d:].lynm
A ORIGNAL DOCUMENTATION RETIRE RECORDS/CASE FILES
TO FRC ONE YEAR
FISCAL YEAR IN WHICH
CLAIM/CASE OR REPORT 1§
, COMPLETED, OR
CLOSED. DESTROY FILES 6
YEARS AND 3 MONTHS AFTER
THE END OF THE FISCAL YEAR
N WHICH THE RECORDS WERE
CREATED, RECEIVED, OR
CLOSED.
«DA: N1-255-89-4>
B. ALL OTHER COPIES DESTROY WHEN NO LONGER
NEEDED OR WHEN 3 YEARS
OLD, WHICHEVER IS LATER.
«DA: N1-255-89-4>
3850 | 58 UNEMPLOYMENT COMPENSATION DATA REQUEST FILES
DESTROY WHEN 2 YEARS OLD.

Requests for wage and separation data to be tsed in connection with

NOTES: Only AFS mumbers with defined subjects are used. — RETENTION - For items marked Pending Retention Approval,

contact your Center Records

for ink andfor
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This d is updated

beginning of NPR 1441.1 in the NASA Onilins Directives Information System (NODIS} for currant version..
SUBJECT AREA OR RECORD TITLE

SCHEDULE 3
(AFS 3000-3908)
printed coples may be cbsolete. Reler to the Change History Log at the

RETENTION
AES# | ITEM DESCRIPTION OF RECORD SERIES <Authority:
unemployment compensation claims, and related papess, includi <DA: N1.255-89-4>  (N4-18)
requests for mformmn. notice of refusal of work offer, and related
papers,
3870 | 59 MONETARY BENEFITS FILES
Documents relating to the i i itoring of DESTROY WHEN 5 YEARS OLD.

PROPERTY AND SUPPLY RECORDS

baginning ot NPR 1441.1 In the NASA Onfine Directives Information System (NODIS) for current version.

SCHEDULE 4

(AFS 4000-4939)
This document is updated frequently; therefore, printed copies may be obsolete. Refer to the Changs History Log at the

CHAPTER 4. NRRS 4

FROPERTY AND Y RECO

compensation.

benefits, sm:huszmp
hneacashvnluebmmnoupmnrmlnrymgs.mmherdm

CHARITY DRIVES, CONTRIBUTIONS, AND OTHER
ACTIVITIES

voluntary activities, and similar papers.

B. Records which document and serve as the basis for official actions.

Life Insurance and hu.llh plans, which | <DA*NI1-255-894> (N 15-23)

AFS# | ITEM

SUBJECT AREA OR RECORD TITLE
DESCRIFTION OF RECORD SERIES

{GRS 23-7) N1

<DA: N1-255-89-4%>

4000 | 1

RETENTION
<Authority>

LOST AND FOUND ACCOUNTABILITY FILES

Reports, loss statements, receipis, and other papers relating to lost and
found exticles

DESTROY WHEN 2 YEARS OLD,

3981 (63 UTILIZATION OF PERSONNEL AUTHORITIES
Office of P 1 M (OPM) requined d ion of the DESTROY WHEN 2 YEARS OLD,
utilization of p 1 " ter OPM dedegats <DA: NI-255-89-4>

DESTROY WHEN 1 YEAR OLD.
<DA: N1-255-89-4> (N 12-23)

NOTES: OnlyAFSmm-lbﬂsmﬂ:dnﬁnndmbpmmused. RE!‘F.NTION - Far items marked Pending Retention Approval,
for i and/or

contact your Ceater Records M
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402012 REPORT OF SURVEY FILES
D intained for the purpose of review of circumstances
conceming the loss, upserviceability, or destruction of Government,
property of furds, and for d ination of the question of pecuniary ar
ather responsibilitics.
A, Files involving pecuniary linbility. RECORDS MAY BE RETIRED TO
FRC2 YEARS AFTER FINAL
ACTION. DESTROY 10 YEARS
AFTER DATE OF ACTION.
«<DA: N1-255-894> (N 17-26)
B. Report of survey files and other papers used 85 CVIGEHOE TOP—mccsml e Y 2 YEARS AFTER
adj f i and not otherwise covered in this
jjustment of inventory recards co! in DRTEOE vy
Schedule. {GRS 3-5¢]
2 C. Al other officefcopies DESTROY WHEN OBSOLETE QR
SUPERSEDED, OR 3 YEARS OLD
‘WHICHEVER IS SOONER.
<DA: N1-255-89-6>
4100 { 4 CAPITALIZED EQUIPMENT REGISTER
Register showing serial or i y mumber of all capitalized equip DESTROY ON
amﬂyusﬂlurmstmulhe&mﬂs DISCONTINUANCE OF
INST: TION
<DA: NI-255-894> (N 18D
4130 6 MECHANIZED PROPERTY AND SUPPLY RECORDS

(TRANSACTION REGISTER)

A, Mechanized register reflecting stock items having activity during
penodemmdbylhemgxsm ‘This register is an amdit trail of stock
i ions such as the following:

Transactions establishing new items, receipts, issues of due-in's; due-
ant's; inventory adjustmenls.

B.  All other offices/copics

DESTROY WHEN OBSOLETE OR
SUPERSEDED OR WHEN 2
YEARS OLD WHICHEVER IS
SOONER.

<DA: N1-255-89-4>

NOTES: OnlvAFSnmbﬂnmﬂldeﬁnedmbjmmwd. RETENTION - Faor items marked Pending Retenion Approval,
for i and/or

contact your Center R
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(AFS 4000-4999)
This document Is updated frequentiy; therefors, printad coples may be obsolete. Refer to the Change History Log at the
beginning of NPR 1441.1 in the NASA Online Directives information System (NODIS) for current version.

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM ON OF RE <Authority>
4200 1 7 SPACE AND MAINTENANCE - GENERAL
A choﬂ(s) from Centers to Headip
repair, and operations.
1. Headquarters (OPR! DESTROY WHEN 3 YEARS OLD,
¢ ) «<DA: NI-255-89-4> (N 18-9a2)

2. Centers (OPR) DESTROY WHEN 5 YEARS OLD.

<DA: N1-255-88-4> (N 189al)
B. Reponts consalidated by Headquarters from reports described in Item

9a of this Schedule,

1. Hesdquarters DESTROY WHEN 3 YEARS OLD,
<DA: N1-255-89-4>

2. All other offices/copies DESTROY WHEN 2 YEARS OLD.
<DA: N1-255-89-4>

Conupondence files of !.he unz mponnble for " SpACS : 2 YEARS OLD.

matters, p g to its own. and fGRS 11-1} -
operation and related papers.
L 421018 PROFPERTY FILES
—— S

T“MW&M
Property pass files, suthorizing %ﬁm

€. PROPERTY SHIPPING RECORDS

b ing the ippi oﬁlnmslnlfmm
NASA Centersby a 1 shipper or are
nmmaﬂy maintained ir the NASA Center SmppngRmvmg

ion or Property Equt g

1. Office of Primary Respansibility ~ (JSC only)
(2) Hardcopy

DESTROY 3 MONTHS AFTER
eny NASA Centers. This includes hand receipts for EXPIRATION OR REVOCATION.
or issued for use and are to be returped. mw\_‘

g
B. LOAN AGREEMENT FILES

C ﬁlel' Tudi l:pl d and related RETIRE TO FRC 2 YEARS AFTER
i perty loans, Loen agreementsare | THE END OF THE FISCAL YEAR

wuhmlsﬂeorganmuons.Le..othaGovmmuu:gmmu IN WHICH THE PROPERTY IS
dividuals, profit and profi RETURNED. DF:[ERg{YDGOFﬂIE

who are boowing NASA property or who are 10aning | FiScAL YEAR IN WHICH THE

property 1o NASA at no cost PROPERTY WAS RETURNED.

<DA: NI-255-91-4>

CUTOFF AT END OF CALENDAR
YEAR. CONVERT TO CD-ROM

18 MONTHS AFTER CUT OFF

NOTES: Only AFS numbers with defined mb_;a:ls are used. RI:TENT!ON For items marked Pending Retention Approval,
and/or

contact your Center Recards Manager for &
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PROPERTY AND SUPPLY RECORDS SCHEDULE 4
{AFS 4000-4999)
This document is updated rinted coples may be obsolete. Refar to the Changa History Log at the
beginning of NPR 1441.1 in the NASA Onfine Direcﬂves Information System (NCDIS) for cumrent version.
SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM RECO RIE <Authority>
DATE. DESTROY HARDCOFY
AFTER CD-ROM CONVERSION
8 VERIFIED AND WHEN
HARDCOPY 1S 3 YEARS OLD.
<DA: NI-255-01-3>
KEEP FOR 3 YEARS, DESTROY
() CD-Rom file, cutoff date is date CD-ROM created (1(2) 'WHEN REFERENCE VALUE
abave). . CEASES OR WHEN 20 YEARS
OLD, WHICHEVER IS SOONER.
«<DA: N1-255-01-3>
2. Office of Primary Responsibility — (All Centers except JSC)
H KEEP FOR 3 YEARS, DESTROY
Hardcopy. Cutoff date is end of calendar year. VALUE
CEASES OR WHEN 20 YEARS
OLD, WHICHEVER IS SOONER
<DA: N1-255-01-3>
3. All otber Office’s copies, cutoff date is date of document. DESTROY WHEN NO LONGER
NEEDED OR WHEN S YEARS
OLD, WHICHEVER IS SQONER.
[ ———— «<DA: NI-255-01-3>
4. W DESTROY/DELETE AFTER THE
and word processing systems and used ly KEEPING COPY HAS
ing copy of the «<DA: NI-25501-3
4320 9 SURPLUS PROPERTY FILES
A.  DONATION FILES
Case files on surplus property donated to Health, Education, and DESTROY WHEN 3 YEARS OLD,
Weilare, including pestinent HEW forms, shipping documents and <DA: N3-255-89-4> (N 18-8)
related comrespondence.
) CASE FILES
Case nﬂlcsnfsurpluspusnulpmpmy, mmprmng
invitati ! of sales, and
velated corresp
1. Transactions of more than DESTROY 6 YEARS AFTER
FINAL PAYMENT.
IGRS 4-3a}
2. Tramsactions of $25,000 or less. DESTROY 3 YEARS AFTER
FINAL PAYMENT.
GRS 4-3b)
3. Unique files that set p relating to ions over
$100,000. (Precedent seiting transactions inchde sale or
donation of goods to foreign nations and intemational
organizations.)
<DA: N1-255-89-4> (N 13-
4360 | 11 PLANT CLEARANCE FILES ~ CONTRACTOR EXCESS

NOTES: Only AFS numl

and/or

43

bers with defined subjects are used. — RETENTION — For items marked Pending Retention Approval,
contact your Ceater Reconds M fori i i
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CHAPTER 5. NRRS §

INDUSTRY RELATIONS AND PROCUREMENT
SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM D ON OF RD <Authority>
5100 | 1 PROCUREMENT FILES

Contracts, mmmmmmhmdsmdmy
records, including mnespmdmcemdrdlmdpmpmmmngm
awand, ad) and (other than

receipt,
* | those covered in ltems: 13, 19, ad Schedule 8) or described in 48

CFR.FAR.

NOTE: 6 ycars/3 months converts the fiscal year to calendar year,
GAO audits are based on calendar year.

PURCHASE ORGANIZATI PY
ARY

sactions dated on o after July 3, 1995 (the effective
the Federal A Regulations (FAR) rale
ing simplified acquisition threshold).”

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# |ITEM DI F R <Authority>
PROPERTY
Mﬁhdnmmmd:erepmung.pmcessin nndduposmonof DESTROY 3 YEARS AFTER
d theihas | YEAR IN WHICH CASETS
hmu:mlul.hmmds. Memﬁksunonnmlof CLOSED.
ion on the excess i property turned in to the Center <DA: NI-255-90-7>
Plant Clearance Officer by cost-type ansite contractors.
4500 | 12 CONTROLLED MATERIAL FILES
A Reports on allotments, unused balances, and related matiers.
12 1.” Office of primary responsibilify. RETIRE TO FRC WHEN 2 YEARS
OLD. DESTROY WHEN 10
YEARS OLD.
<DA; N1-255-89-4> (N 17-15)
2. Al gther offices/copies. DESTROY WHEN 2 YEARS OLD.
<DA: N1-255-89-4>
B. Doumcms.]edgus.mdﬁnﬂardmmcmsumdmmmlm
account for controlied materials.
1. Office of primary responsibility RETIRE 10 FRC WHEN 2 YEARS
OLD. DESTROY WHEN 10
YEARS OLD.
<DA: N1-255-89-4> (N17-17)
2. All other offices/copies DESTROY WHEN 2 YEARS OLD,
<DA; N1-255-89-4>
C.  Alloiment case files used to control and account for controlled DESTROY WHEN 5 YEARS OLD.
materials. «DA: N1-255-894> (N 17-10)
4500 | 13 ALLOCATIONFILES
Documents reflecting the di of 1) inls from DODto | DESTROY WHEN 5 YEARS OLD.
NASA Headquanm md further ;Iloumms \mhm NASA to allocating «<DA: N1-255-89-4> (N 17-13)
concurrence, allocamms, and similar data.
4500 | 14 PRIORITY RATING CASE FILES
Documients used in establishing the priority use of controlled materials by  j DESTROY WHEN 3 YEARS OLD.
confractors. <DA: N1-255-89-4> (N 17-14)
4500 | 15 DEFENSE MATERIAL SYSTEM INSTRUCTION FILES
D providing directi o for the NASA program DESTROY WHEN 2 YEARS OLD
i to control ials designated as critical by the Defense OR WHEN SUPERSEDED OR
A ials System. ) ded are basic directi P d di OBSOLETE, WHICHEVER
actions, studies, interpretations, and d ining factori 3
bodied in weight informat gineering esti and bills of <DA; NI-255-89-4> (N 17-12)
materials.

NOTES: OnlyAFSmmbmmlhdeﬁnedabpmmm REI'EN'I'[ON ~ For items marked Pending Retention Approval,
andfor

contact your Cenler R:
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®) 'l‘nnsmm that utilize small purchase
all construction contvects under $2,000.

3. Selected case (by the AA for Procurement) that set
ar are unusoal and pertain to purchases of i

hgb@wdmmdlaumﬁ.mﬂhunmmofmlﬁ
1 million dallars)

B.  OBLIGATION COPY

DESTROY 6 YEARS AND 3 MONTHS
AFTER FINAL PAYMENT.

[GRS 33a(1)@)]  (N17-1)
DESTROY 3 YEARS AFTER FINAL

PAYMENT.
(GRS 3-3a(1)®)]

DESTROY 6 YEARS AND 3 BMMONTHS

QBLIGATED.
[GRS 3-3b]

NOTES: OnxyAPSmxmbasmlhdaﬁnfdsbpusmusd. REI'ENTION For iteras marked Peading Retention Approval,

comtact your Center R
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Documents pertaining to pre-award contract advice concerning
patent, copyright, and technical data matters,

RETIRE TO FRC WHEN NO LONGER

WHEN 25 YEARS OLD, WHICHEVER IS
LATER.
<DA:N1-25594-2> (N137)

5104 |7 BASIC AGREEMENT FILES

Basic agreements are made with ind{vidual contractars ta set forth
the negotiated contract clauses which shall be applicable to future
contracts of a specified type entered into between the contractor and
NASA during the term of the basic agreements. All basic
agreements, current and active, or cancelled or superseded for any

one shall be filed togeth

A.  HEADROUARTERS DESTROY 2 YEARS AFTER
EXFRATION OF BASIC
<DA:N1-293842> (N 1743)

B. AND AIT, RETIRE TOFRC 2 YEARS AFTER
FINAL PAYMENT ON CONTRACT
PERFORMED BY APPLICABLE
CONTRACTOR. DESTROY 4 YEARS
AFTER FINAL PAYMENT.
<DA: N1-255-94-2>

5104 | 8 CONTRACT ADMINISTRATION OF PATENT AND NEW
TECHNOLOGY CLAUSES
D pentaining to actus] admini RETIRE TO FRC 2 YEARS AFTER
hnology clauses in fall CONTRACT CLOSE-OUT. DESTROY

P ing of inventi dtobe WHEN 20 YEARS OLD.

<DA:NI-255942> (N138)
5104 | 9 SURVEYS OF EVALUATIONS

Case files on surveys of evaluations made by NASA procurement EFROYGYEARSAH'B(HNAL
offices. <DA:NI-255942>  (N17-19)
5105 | 10 PROCUREMENT ACTION REPORT

actions.

Domnmusdaﬁ-ngmhmpmingsynmdnigndtamvide
statistics concerning placement, status, delivery, and settlement of

are sp:clnl
ncuw.y stotus, thi;

consolidated, Mnmaqmpommdldncdmnupondm

DESTROY WHEN 2 YEARS OLD.
<DA: N1-255-84-2» (N 17-11)

5109 | 11 COMPETENCY CERTIFICATES

Copies of the certificates, i
credit of specific small business concems.

DISPOSE OF IN ACCORDANCE WITH
RELATED CONTRACT.
«DA: N1-25594-2> (N17-31)

R C. DATA SUBMITTED TO THE FEDERAL PROCUREMENT
e} DATA SYSTEM (FPDS)
Hectronic Jae Hesm: % DESTROY OR DELETE WHEN 5
mclmﬂadmmdsofallpmcumncms n‘mal].m_ Ymsou).
4,601 for mfer to the FPDS.
D.
YEARS
«<DA: N1-255-94-2>
5100 3 STATUS REPORTS ON PRIME AND SUBCONTRACT
AWARDS
reports (ADP on NASA prime and subcantract
awards; hsﬂngs of active contracts hy Center, by contractar, by place
of by project, b
i actjon reports, mbemmcts
awarded by prime contractors and their first tier subcontractars.
RETIRE TOFRC 1 YEAR AFTER
(NASA Headquarters) CLOSE OF FISCAL YEAR TO WHICH
RECORDS FERTAIN. DESTROY
'WHEN 10 YEARS OLD.
«DA:N1-25594-2> (N 17-40)
B. CENTERS AND ALL OTHER COPIES DESTROY WHEN OBSOLETE,
SUPERSEDED, OR WHEN 2 YEARS
OLD.
<DA: N1-255-94-2>
5100 | 4 BIDDERS' LISTS
A.  ACCFPTABLE
Lists or card files of acceptable bidders. DESTROY WHEN SUPERSEDED CR
OBSOLETE.
[GRS 3-5d] (N 17-8)
B.
Lists or card files of debarred or suspended bidders. DESTROY WHEN SUPERSEDED.
OBSOLETE. OR 3 YEARS OLD,
'WHICHEVER IS SOONER.
«DA: N1-255-94-2>» (N17-1)
5100 (5 GENERAL PROCUREMENT CORRESPONDENCE
C dence files of i units i
mmrnnlopmnon and administration matters nntcovuulr.lsewhmm
this schedul files, includi
spond; and reparts g surveys of p
management.
§ A. HEADQUARTERS RETAIN UNTIL REFERENCE VALUE
CEASES; THEN DESTROY.
<DA: N1-255-94-2> (N 1748)
B W—
[GRS 3-2]
5101 [ 6 CONTRACT LEGAL ADVICE

NOTES: Only AFS mumbers with defined subjects are used. — RETENTION - For items marked Pending Retention Approval,
contact your Center Recards for ion and/or 3
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5112 | 12 CONTRACT DEVIATION FILES

Is, and di 1 of &

contract o gmnl forms and elmuses.
A HEADQUARTERS

RETIRE TO FRC WHEN 2 YEARS OLD.
DESTROY WITH RELATED

NOTES: Only AFS numbers with defined sabjeus are used. REI'ENTION For items ruarked Pending Reteation Approval,

contact your Center Record for i andfor
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B. CONTRACTING OFFICE

C. ALL OTHER OFFICES/COPIES

CONTRACT.
«<DA:N1-25584-2> (N 174)

DESTROY WITH RELATED
CONTRACT
«<DA: N1-255-84-2»

DESTROY WHEN NO LONGER
NEEDED! OR WHEN 5 YEARS OLD,
OONER.

‘WHICHEVER IS S
«DA: N1-255-834-2>

5115} 13

SOURCE EVALUATION BOARD (SEB) FILES

A.  ESTABUISHMENT OF BQARD INCLUDING RECORDS
CREATED

and T g the compeuuvu

i Iuation, and selection of a

perform a major negotiated contract, including dﬁxgnmnn of

board members, rules far board operalions, committee

appointments, minutes of all committee and board meetings;

recards on the evaluation process, criterie, specifications;

b|dd=rpmposals. and reports of committee actions and
backup ial and final SEB reports to

the Administrator.

B.  ACTIONS OF THE ADMINISTRATOR (OR HIS
DESIGNEE)

Reconds and it ing deliberations and

actions of the A i or his and other officials
participating in these actions relating to the fmal selection of
the contractor based on the SEB's repart and presentation(s).
NOTE: Theese: files are separate from the Board's files set forth
above in A

\{ 1

MAINTAIN AS AN INTEGRAL UNIT.

ACTIVITIES
PLACE DESTRUCTION DATE ON THE
§F 135,
«DA:N1-25594> (N 17-39)

RETIRE TOFRC | YEAR AFTER THE
END OF THE FISCAL YEAR IN WHICH

<DA: N1-235-94-2> (N 13-21)

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

\ REJECTED BIDS)

48CFRPI!113

2. Relating to transactions above the simplified acquisitions'
limitations in 48 CFR, Part 13.

(2) When filed separately from the contract file.

() When filed with contract case file.

DESTROY WITH RELATED
CONTRACT CASE FILE (SEE ITEM 1

OF THIS
{GRS 3-54]

DESTROY 1 YEAR AFTER DATE OF
AWARD OR FINAL PAYMENT,
'WHICHEVER IS LATER.

[GRS 3-5K(1)] (N 17-5)

NOTES: OnlyAFSmmhaswilhdeﬁnedm!:gmmused. — RETENTION - For ftems marked Pending Reteation Approval,
contact your Center Records for i iom and/or questi
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[GRS 3-5b(2)(b)} -
14 3 igative repons ing feasihility of unsolixited
propasal(s).
@) Reparts on propasals resulting in projects. FILE WITH RELATED CONTRACT.
@ &Pl DESTROY ACCORDINGLY. -
- «<DA:N1-255942 (N179)
. RETIRE TO FRC WHEN | YEAR O1D.
() Reports on rejected proposals. DESTROY WHEN 5 YEARS OLD.
«<DA: N1-255-94-2>
5119 { 15 QUALIFICATION LISTS
Lmofhmmmdﬂ:mumdmhequahﬁedmp:mcwmm DESTROY WHEN SUPERSEDED,
small business program amd related documents. OBSOQLETE, OB WHEN 3 YEARS OLD
WHICHEVER IS LATER.
<DA:N1-25594-2> (N 17-33)
Si19 | 16 SMALL BUSINESS RECORDS
A.  RETORTS
amall busi i from NASA DESTROY WHEN 2 YEARS OLD.
curement omcn and from contracinrs regarding the smal} «<DA:N1-25594-2> (N 17-32)
procurement program,
B. INFORMATION FILES
Dx lﬂanngln icatfons ar di i DESTROY WHEN 2 YEARS OL.D.
providing s all i with shant «DA: N1-25594-2> (N 17-28)
NASA for the i of small busi
concems in the NASA pm:mem:m program.
C. PROGRAM SURVEY FILES
Documents relating to surveys 1o analyze the effectivenessof | DESTROY WHEN 2 YEARS OLD.
the snyall business <DA: N1-25594-2> (N 17-29)
16 D.
Case files relating to the producti ity, credit, DESTROY WHEN SUPERSEDED,
end similar data ahout smal! business concems to provide OBSOLETE, OR WHEN 3 YEARS OLD
information about the availability of additional small business | WHICHEVER IS LATER.
saurces io meet current or anticipated requirements of ths <DA:N1-255942> (N 17-30)
procurement program.
5127 | 17 LICENSING OF NASA-OWNED INVENTIONS (DOMESTIC
AND FOREIGN)
A, LICENSE GRANTS RECORDS MAY BERETIRED TO FRC
WHEN 5 YEARS OLD. DESTROY
‘WHEN 25 YEARS OLD.
«<DA: N1-255-94-2 (N 13-10)
B. INQUIRIES ahout ial rights and licensing progr DESTROY WHEN 2 YEARS OLD.
«DA: N1-255-94-2>
5127 | 18 PATENTS (ALSO SEE SCHEDULE 2)
A INFRINGEMENT
Infri including dence of a general | RETIRE TO FRC 2 YEARS AFTER
nature regarding patent infringement. SETTLEMENT OF CASE. DESTROY

NOTES: OnlyAFSmmbuxmlhdaﬁndmbjemmmed. REI‘EN'I‘[ON For itevas marked Peading Retention Approval,
fori andior

contact your Center
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Reports, and related di ' ining to
status of contract or Erant termination.

DESTROY WHEN 3 YEARS OLD OR
'WITH RELATED CONTRACT FILE,
WHICHEVER IS LATER.
«DA:N1-25594-2> (N 17-3)

5200 | 27

CONTRACTOR LABOR RELATIONS - EQUAL
EMPLOYMENT OPPOKR (EEQ) RECORDS
(INDUSTRY)

A. COMPLIANCE RECORDS

D relating to the li with
in employment contract clauses.

1. Compliance Review files consisting of reviews,
background papens complaints, special visits, and
relating to

tices.
2. EEO Complianc

B. CONTRACTOR EEO REPORTS

Contract ki reviews of and affirmative
action plans of and equal employ i
(EEO-1) reports.
C. EEQCLEARANCE PAPERS
da or other d ion from EEO clearing ar
for i with

=Y B a
contract clauses.

DESTROY WHEN 7 YEARS OLD,
[GRS 1-25d(1)] (N17-37)

DESTROY WHEN 3 YEARS OLD.
[GRS 1-25d(2)]

DESTRO'
(GRS 1-25d(1)]

7 YEARS OLD.

DESTROY WITH RELATED
CONTRACT.
«<DA: N1-255-94-2>

- ‘WHEN 20 YEARS OLD.
«<DA: N1-25594-2> (N 13-11)
B. LICENSES RECEIVED ON PATENTS OR PATENT
AFPLICATIONS
HEADQUARTERS ONLY - (Office of General Counsel) RETIRE TO FRC 2 YEARS AFTER
LICENSE iS NO LONGER ACTIVE.
DESTROY WHEN 10 YEARS OLD.
<DA: NI-25594-2> (N13-12)
5131 [ 21 COST AND PRICE ANALYSIS FILES
Cost and price analysis reports, financial data, audit reports, and all DISPOSE OF IN ACCORDANCE WITH
other supporting papers relating (o a contract. RELA CONTRACT.
<DA: N1-25594-2> (N 17-35)
5133 |22 BID AND AWARD PROTEST FILES
(ALSO SEE SCHEDULE 2)
Comespandence and reports regarding protests on bids and awards.
A. HEADQUARTERS RETIRE TO FRC WHEN 2 YEARS OLD.
DESTROY WHEN 6 YEARS OLD.
<DA:N1-25594-2> (N17-6)
B. CENTERS AND ALL OTHER OFFICES/COPIES DESTROY WITH RELATED
CONTRACT FILE,
<DA: N1-255-94-2>
5135 | 23 R&D CONTRACT REFERENCE FILE
Consisting of copies of R&D contracts associated with the DESTROY AFTER COMPLETION OR
1 of the program with ch modificatians, or CANCELLATION OF PROGRAM.
addenda thereto, <DA:NI-25594-2> (N24-15)
5137 { 24 INTERSERVICE INSPECTION FILES
Dommmlsmlnl.mg(olhc xfi of i i ices for DISPOSE OF IN ACCORDANCE WITH
other procuring activities, such as audit reports. RELATED CONTRACT.
«<DA: N1-25594-2> (N 1742)
5142 | 25 CONTRACTOR MONTHLY MANAGEMENT AND
OFPERATIONS REPORTS
Conlncl ‘Technjeal Monitor's (CTM), Cunnacung Officers Techmml
ive (COTR), or Ci i P
(COR) for which conirast is performed.
A.  Copies of formal writien direction to the coniractor which fills | RECORDS MAY BE RETIRED TO FRC
in detail, directs possible lines of inguiry, or otherwise more m %&2_}%‘9&0\'
rﬂ:ﬁcﬂﬂy defines work set forth in the conract statement-of~ TO THE CONTRACTOR OR m‘ l'm;ol
LONGER NEEDED FOR FOLLOW-ON
CONTRACT PREPARATION. RETIRING
ACTIVITY TO PLACE DESTRUCTION
DATEON SF 135.
«DA: N1-255-94-2>
B. ies of £ and operation reports, DESTROY 2 YEARS AFTER
Copies of co e EXPIRATION OF CONTRACT.
i «DA: N1-25594-2>
5149 | 26 CONTRACT TERMINATION REPORT FILES

NOTES: Only AFS numbers with defined subjeus are used. — RETENTION — For items marked Pending Retention Approval,

contact your Center

for i ion and/or
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5300 | 28 UNSATISFACTORY CONDITION REPORTS
Reports and related d lting from RETIRE TOFRC 1 YEAR AFTER END
performance ar working conditions as related to the wnl.m:t and OF PROJECT. DESTROY 10 YEARS
contractor. AFTER THE END OF THE PROJECT.
«<DA: N1-255-94-2> (N20-7)
5300 | 29 EVALUATION FILES
Casc files on made by the H: R&QA Office, RETIRE TO FRC 1 YEAR AFTER
COMPLETION OF PROJECT
DESTROY 6 YEARS AFTER
MPLETION,
«<DA: N1.255-94-2> (N 20-1)
5300 | 30 R&QA AUDITS, SURVEYS, AND REPORTS

A, Documents n:hla:l o R&QA audits, specml studies, status
r:pom ;u:., (filed by

B.  All other or in-house SR&EQA Audite, Surveys, 2nd Re;
files performed, i pot

C.  Quality Surveillance Records/System (QSR)

1. Original forms which document the quality assurance
specialist's daily work effort. The form reconds the
specinlm observations of the contractor performing tasks

DESTROY 5 YEARS AFTER FINAL
PAYMENT.
«DA: N1-255-95-2> (N20-11)

CLOSEFILE AT END OF SURVEY/
AUDIT AT END OF FISCAL YEAR,

DESTROY WHEN 9 YEARS OLD,
«DA: N1-255-94-2>

DESTROY ORIGINAL QSR'S WHEN 2
'YEARS OLD,
<DA: N1-255-94-2>

NOTES: OnlyAFSnumbusmlhdaﬁnedmeeasmused. — RETENTION - For items marked Pending Retention Approval,

contact your Center

far ion and/or cp

57




@

INDUSTRY RELATIONS AND PROCUREMENT

SCHEDULE 5
(AFS 5000-5999)

This document is updated frequently; tharsfore, printed copies may be obsolete. Refer to the Change History Log at the
beginning of NPR 1441.1 in the NASA Online Directives Information System (NODIS) for current version.

per contractual requirements.
2. Copies of items in 1. sbove.

DESTROY WHEN 6 MONTHS OLD.
«<DA: N1-255-94-2>
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-

5300 | 31 INSPECTION AND PROOF REPORT(S)
A D PR ions, drawings used in
mennfacture, results of proof testing, cestifications of
acceptance, and related data conceming inspection and proof
testing of manufactured cormponents.
1. Paper. Recordkeeping copy. DESTROY 3 YEARS AFTER
COMPLETION OF FINAL
PRODUCTION ORDER FOR THE
RELATED COMPONENT.
«DA: N1-255-99-2> (N20-6)
2. Electronic medi: DESTROY/RECYCLE 3 YEARS AFTER
(magnetic tapes, OD CDROM.) COMPLETION OF FINAL
FRODUCTION ORDER FOR THE
RELATED COMPONENT.
«<DA: N1-255-99-2>
3. Photographs, DESTROY 3 YEARS AFTER
COMPLETION OF FINAL
PRODUCTION ORDER FOR THE
RELATED COMPONENT.
«<DA: N1255-99-2>
| e 4, Electronic copies generated on office automation DELETE AFTER RECORDKEEPING
ﬁlmﬁm%mﬁ!‘m P
applications. «<DA: N1-255-99-2>
B.  Copies of contracts, purchase orders, and related papers DISPOSE OF IN ACCORDANCE WITH
p.mmmgm Government Source Inspection requirements and | ITEM 1 OF THIS SCHEDULE.
Surveillance findi «DA: N1-25594-2>
C.  Copiesaf; i and purchase orders relating DESTROY WHEN 4 YEARS OLD.,
to non-significant files, including dmwmgs and qualit; «<DA: N1-255-94-2>
requirements/inspections. NOTE: The records identi
this item are not y for final pay arcl n'the
contract file.
D. ;
and inspection request,
Reports not covered in A, B, and C abave. OLD, WHICHEVER 1S SO0)
«<DA: N1-255-99-2>
5310 | 32 MANUFACTURING CONTROL FILES
‘Work orders, job orders, turn-in slips, estimate sheets, productian DESTROY 3 YEARS AFTER
reports and other papers relating to the scheduling, dispatch, follow COMPLETION OF RELATED WORK.
up, and control of items to be manufactured. «DA: N1-255-94-2> (N20-B)
5310 33 TECHNICAL FILES
Technical recards/files on R&QA contracts issued by office. RETIRE TO FRC WHEN 1 YEAR OLD.
DESTROY WHEN 4 YEARS OLD,
<DA: N1-25594-2> (N20-4)
5320 | M4 PARTS PROGRAM MANAGEMENT FILES

Parts including Red Flag Reports, discrete
and microclectronics pants, and parts data systems.

DA:NLISS.942>  (NI3)

NOTES: Only AFS numbers with defined subjeds are used. — REl'mTlON For items marked Pending Retention Approval,
for i andfor

contact your Center Records
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5330 | 35 MANUFACTURING QUALITY CONTROL FILES
D intained for d P and control of
manufacturing defects.
A INSPECTION AND RESOLUTION RECORDS
1. D such as in-pr i sheets, rewark DESTROY 3 YEARS AFTER
recards, reparts reflecting fr disteibtion of COMPLETION OF FINAL
PRODUCTION QRDER FOR THE
mamufecturing defects, and related papers. “TED COMPQ
<DA: N1-258-94-2> (N 20-5)
2. Documents related to third-party andits and certification of | DESTROY 3 YEARS AFTER
manufactured components. CERTIFICATION DATE.
<DA: N1-255-00-5>
mail and word processing systems and used salely to E‘m :
generate a recordkeeping copy of the records. <DAN125500-5>
5500 { 36 WAIVERS - PATENTS
Case files on petitions for waiver of patents, and all related RETIRE TO FRC WHEN 2 YEARS OLD.
ion and papers. DESTROY WHEN 25 YEARS OLD.
«<DA: N1-25594-2> (N 13-19)
5300 | 38 FACILITIES GRANTS
A DRAWINGS AND SPECIFICATIONS (Routine)
1. Headquarters RETIRE TO FRC 1 YEAR AFTER FINAL
PAYMENT. DESTROY 10 YEARS
AFTER FINAL PAYMENT.
«<DA:N1-26594-2> (N 17-38)
2. Centers and all other offices/caopies. DESTROY WHEN NO LONGER
NEEDED, OR WHEN 3 YEARS OLD,
WHICHEVER IS SOONER.
<DA: N1-255-94-2>
B. PRELIMINARY/PRESENTATION DRAWINGS AND
MODELS
1. Records that relate to the missian of the Agency.
(a) Drawings. DESTROY WHEN NO LONGER
NEEDED.
«<DA: N1-25594-2>
(b) Architectural models. DISPOSE OF WHEN NO LONGER
NEEDED FOR ADMINISTRATIVE
PURPOSES. DONATION/OFFER MAY
BE MADE TO THE D
SMITHSONIAN OR THE AIR & SPACE
MUSEUMS AS APFROPRIA
«<DA: N1-25594-2>
\
[T ant records for temporary structires snd
buildings or o mission of the
Ageacy.
{a) Drawings

NOTES: Only AFS numbers wnh defined s:bjaus are used. REI‘ENTION Fax items marked Pending Retention Approval,
il for i

contact your Center
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Reconds include drawings of the and

buildings such as telephons and electric lines, storage
\ng lots, and comfort stations. Drawings of
plumbing, heating, or air conditioning

aystems are also i

‘DESTROY WHEN SUFERSEDED OR
‘THE

BEEN
[GRS 17-3 md GRS 17-4]

TRANSPORTATION RECORDS

SCHEDULE 8
(AFS 6000-8596)

This document Is updated frequently; therefore, printed coples may be obsolate. Refer to the Change History Log at the
beginning of NPR 1441.1 In the NASA Onlina Directives [nformation System (NODIS) for current version.
CHAPTER 6. NRRS 6

{6) Architectural models prepared for illustrative DESTROY WHEN THE FINAL
Prosentation purposes. G/ AS-BUILT DRAWINGS
HA DUCED,
[GRS 17-5]
5900 | 39 ITEM PRICING FILES

D used in d; ini dard prices for use in obtaining DESTROY WHEN SUPERSEDED,

improved pricing on purch and ing for the sale and issue OBSOLETE, NO LONGER NEEDED

of items. FOR REFERENCE, OR WHEN 3 YEARS

‘OLD, WHICHEVER IS LATER.
<DA; N1-255-M4-2» (N 17-34)

NOTES: Only AFS numbers with defined sd:pcu are used. kETEN’nON For items marked Peading Retention Approval,
for i andfor

contact your Center Records M

5-10

TRANSPORTATION
SUBJECT AREA OR RECORD TITLE RETENTION
AFS# |ITEM DESCRIPTION OF RECORD SERIES <Authority>
6051 { 1 PREPAID BILLS OF LADING
A, INBQUND SHIPMENTS
D relating to inbound ship where fieight charges | DESTROY WHEN 2 YEARS OLD
ampmpandbylhesln Included <DA: N1-255-89-4> (N22-8)
mmmc:al bills of fmgm bills, transis privilege bills of
sheets, similar d and related
cunespondencr.
B. OUTBOUND SALVAGE
Dx relmmg [ thip of salvage or DESTROY WHEN { YEAR OLD.
rejected gnees who assume y freight «<DA: N1-255-894> (N22-7)
charges for sl:upmenL

DESTROY WHEN OBSOLETE,
SUPERSEDED, OR WHEN 2 YEARS
OLD WHICHEVER IS SOONER.
<DA: N1-255-89-4>

G.  All other offices/copies.

{GRS 5-1d]
DESTROY 3 YEARS AFTER THE

IN WHICH THE
[GRS 9-lel w

DESTRQY WHEN ! YEAR OLD
<D N1-255-89-4>

6110 1 3 CARRIER RATE TENDER FILES
Documents relating to solicited a nnsaliciied lepdess or reduced rates | DESTROY 1 YEAR AFTER RATES
and/or taviffs submitted by commezcial carriers for the transportation | OR TARIFFS BECOME SUPERSEDED
of freight. OR RESCINDED
«DA: N1-255-89-4>  (N22-10)
6120 | 4 FREIGHT RATE NEGOTIATION FILES
Doewments n:.laung 10 negotiations with camien or catriers DESTROY WHEN SUPERSEDED,
OBSOLETE, OR WHEN NO LONGER
e, freight classifications, and siolar | o eoyyern Fop CURRENT
maltets, OPERATIONS OR, WHEN 3 YEARS
OLD, WHICHEVER 18 LATER.
<DA: NL-255-89-4> (N22-11)
6200 | 5 TRAFFIC MANAGEMENT FEASIBILITY STUDIES

NOTES: Only AFS numbers with defined sub]:ﬂs are used. —~ REl‘EN'I'[ON Far items marked Peading Retention Approval,

contact your Ceater Records M.
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This document [s updated frequently; tharefore, printed coples may be obsolete. Refer to the Change History Log at the

beginning of NPR 1441.1 {n tho NASA Oniine Diractives Inlormation System (NODIS) for current version.
Reposts, publlcmons. proposals, and all other documaus relating 10 DESTROY WHEN STUDY BECOMES
smdies of various P rodes and OBSOLETE, SUPERSEDED, OR
'WHEN 3 YEARS OLD, WHICHEVER
IS LATER.
«<DA: NI-255-894>
6330 7 SHIPMENT OF HAZARDOUS/RADIOACTIVE MATERIALS
Slnpp fmrmnnhllmlnedxeunﬂsmmm the shipment of RETIRE RECORDS TO FRC WHEN 3
mg" ic wastes and radi Y YEARS OLD. DESTROY WHEN 13
YEARS QLD.
<DA: N1-255-89-4> (N21-10)
63301 8 MOTOR CARRIERS’ EXPLOSIVE OPERATING
AUTHORITY
Ca d: and related df with ial carriers DESTROY 2 YEARS AFTER
wmzmingthdtfl:ﬂmmd d for sporting explosi AUTHORITY IS SUPERSEDED OR
and other dmgerous articles. RESCINDED,
<DA: N1-255-89-4> (N22-12)
63401 9 SIZE AND WEIGHT LIMITS-HIGHWAY
relating to reganding size DESTROY ! YEAR AFTER
mdwngmofvehmlespmmdmmvcl'nalehghwa)s. REQUIREMENTS ARE SUFERSEDED
OR RESCINDED,
«<DA:N1-255-80-4> (N22-13)
6620 | 16 HIGHWAY MOVEMENT PERMITS
Douumnun-.l mpummohmﬂﬁmpmmmtmmdlwd DESTROY 3 YEARS AFTER
..,.m g legal weight or COMPLETION OF MOVE * ALSO
prTR e SEE [TEMS 7, §, AND 9 OF THIS
. p oy . SCHEDULE.
or other legal are; p N1 .
documents mﬂacun,gwd:dmmtype vfequlpnml. gross weight, DA:NL2S5-854>  (N2ZHIS)
axle or truck Ioads, height, width, and Jength; origin and destination of
movernent; nature of cargo; simifar docurnents and related
commespondence.
6700 | 11 MOTOR VEHICLE RECORDS - OPERATION AND
e —— MANAGEMENT
Documents relaling (o the administration and allotment of DESTROY UPON TRANSFER OR
par] spaces and used to coptro] the issuance and withdrawal | SEPARATION OF PERMIT HOLDER
of permits and recond violations by holdess of permits. OR WHEN PERMIT IS SUPERSEDED
OR REVOKED, WHICHEVER IS
SOONER.
«<DA: N1-255-894> (N1225)
C. GASOLINEFILES
Documents relating to the issuance of gasoline, including issue  §| DESTROY WHEN 1 YEAR OLD.
forms and teports. <DA: N1-255-89-4> (N4-8)
T VERICCEREPORTFIEP e

NOTES: Only AFS numbers with defined subjects are used. — RETENTION — For itemns marked Pending Retention Approval,
contact your Center Records Manager for information and/or questions.
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TRANSPORTATION RECORDS

SCHEDULE 8
(AFS 6000-6899)

This document Ia updated frequently; therefore, printed coples may be obsolets, Refer to the Change History Log at the

6720

6740

.tin

the NASA Online
i

Reports an mator vehicles (other than accident, operating,

md reports), including SF 82, Agency Report

of Motar Vehicle Data, and SF 82-D, Ageacy Report of
gn Data.

1. Records relating to transfer, sale, donation, or exchange of
wvehicles, including SF 97A, Agency Record Copy of U.S.
Government Certificate of Release of Motor Vehicle,

2D used for the of privatcly-owned
vehicles and information on individual drivers.

Records selating to Trdividual.eg
Govemment-owned vehicles, includmg s
mlhonmwnlousc,mfcdnvmgzwmds‘mdmlned
carrespondence.

TRIP TICKETS
Trip ticket files, includes daily trip tickets.

DAILY UTILIZATION RECORDS

D 1 P and op w©
information relative to the daily use of vehicle(s).

.eonstmﬁon.'

2 Maintenance records, including those relating to service
and repair.

CAR SEAL BOOK FII ES

Books containing accountshle office recards of the receipt and
disposition of car seals and maintained to facilitate monthly
inspection a3 to whether the scals were properly expended.

Diractives Information System (NODIS) for current version.

DESTROY 3 YEARS AFTER DATE

DA:NI2S5894>  (N1226)

DESTROY WHEN 1 YEAR OLD
<DA: N1-255-89-4> (N 14-7)

DESTROY AFTER REQUIRED

‘TRANSFER OF N‘ORMATION TO

OTHER RECORDS, UNLES!

REQUIRED FOR ACCID)

INVESTIGATION (SEE ITEM 11D(2))
ES, OTHERWISE,

«<DA: N1.255-89-4> (N 1410)

DESTROY WHEN 3 MONTHS OLD.

DESTRGY WHEN 1 YEAR
[GRS 10-2b}

DESTROY 1 YEAR AFTER DATE OF
LAST ENTRY.
<DA:N1-255-89-4> (N22-6)

7

NOTES: OnlyAFSmmbclsmlhdeﬁnedmbjmmmd. REI'HQTION For items marked Pending Retention Approval,
e M for b

contact your Center R
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This document is updated fraquontly; lherefore, pnmsd copes may be obsolete. Refer to the Change History Log at the

beginning of NPR 144

.1 in the NASA Online D
M. LEASED VEHICLES

ystem (NODIS) for

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

1. GSA Fom 1152

current version.

DESTROY 4 YEARS AFTER
VEHICLE IS RETURNED TO GSA
<DA: N1-255-89-4> (N 14-6a)

11

2. All other records related to leased vehicles.

N. ALL OTHER OFFICES/RECORDS

Records maintained by office other than the office of primary
ibility for and control over
agency vehicles and motor vehicle records.

DESTROY 1 YEAR AFTER
COMPLETION OF ACTION.
<DA: N1-255-89-4> (N 14-6h)

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

<DA: N1-255-894>

PROGRAM FORMULATION RECORDS

SCHEDULE 7
(AFS 7000-7299)

This document is updaled frequently; therefore, pmted copns may be obsolete. Refer to the Ghnnge History Log at the

beginning of NPR 1441.1 in the NASA Online Di

CHAPTER 7. NRRS 7

PROGRAM FORMULATION RECORDS

(NODIS) for current version.

NOTES: Only AFS numbers with defined subjects are used. — RETENTION - Fer items marked Pending Retention Approval,
contact your Center Records fori ion and/or questi
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7100

EAR [ER
PROGRAM (EOCAP) (SSC ONLY)

Slenms Spnce Center (SSC) manages, 6n behalf of NASA Oﬂice nf
EQCAP, d to

dcvdup commcn:ul m'u'csl for NASA-developed Remote se.nsmg
technology. Proposals are received at NASA Hudqumen 83 & part
of a NASA R h A {NRA),
(projects) are transferred 1o SSC for genersl program manag:m:m.
Proposal files consist of the pmpnsal (as received), fanding

hedules. Files are kept in the

following fmmallotgpmuuon
A.  EOCAP I PROPOSALS

1. Selected p F— 1ats

. scores,
and ﬁmdmgmfmmanm

2. Proposals not selected.

FUNDED PROPOSAL FILES WILL BE
INCORPORATED INTO EOCAP 1
CONTRACT FILES.

«<NI-255-94-3>

DESTROY WHEN ] YEAR OLD,
«<N1-255-94-3>

B. AP [ CONTRACTS

inchude ial
Item A.

d during prop i

C. EOCAPIREPORTS
Records consist of both quarterly and mmmual reposts.

D. EOCAP [ ADMINISTRATION/REVIEWS

cansist of administrati pondence and
jcations; includi revicws and other related

activities,

E  EQCAPII RECORDS
EOCAP II records follow the same procedirees and disposition
inmunioru as EOCAP 1 except far EOCAP [T propasals that

are incorporated into the contract file for follow-on wark to
BOCAP [ contracts, unless they are a separate cantract,

DESTROY CONTRACT FILE 3 YEARS
AFTER COMPLETION OF PHASE L
(THIS INCLUDES RECORDS
INCORPORATED FROM A. ABOVE.)
<N1-255-94-3>

DESTROY REPORTS 3 YEARS AFTER
COMPLETION OF PHASE L.
«N1-255-94-3>

DESTROY 3 YEARS AFTER
COMPLETION OF PHASE L
«N1-255-94-3>

SEE ABOVEITEMS FOR
DISPOSITION INSTRUCTIONS:
PHASES CHANGE TO REFLECT NEW
PROGRAM, LE, DESTROY
CONTRACTS

3 YEARS
COMPLETION OF PHASETL
<N1-235-94-3>

7400

FINANCIAL REPORTS - CONTRACTS AND GRANTS

Consolidated Agencywide reparts of financial and statistical data
covering NASA contracts and grants,

A. HEADQUARTERS: OPR Copy

1. Juneissue:

RETIRE TO FRC | YEAR AFTER THE

NOTES: Only AFS numbers with defined subjecu are used. REI‘F.N'HON For items marked Pending Retention Approval,
fori and/or

contact your Center Records M
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NOTES: OnJyAFSmmbaswnhdeﬁmdmbjwsmM ~ RETENTION -~ For items marked Pending Retention Approval,

contact your Center Records M.

for inft and/or
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PROGRAM FORMULATION RECORDS SCHEDULE 7 PROGRAM FORMULATION RECORDS SCHEDULE 7
(AFS 7000-7998) (AFS T7000-79499)
This document Is updated frequently; therefore, printed coples may be obsolete. Refer to the Change History Log at the This document is updated frequently; therefare, printed copias may be obsoleta. Rafer to the Change History Log at the
baginning of NPR 1441.1 In tho NASA Online Directivas Information System (NODIS) for cumrent version. beginning of NPR 1441.1 In the NASA Online Diractives Information Systern (NODIS) for current version.
CLOSE OF THE FISCAL YEAR TO 2. All other copies/offices. DESTROY WHEN NO LONGER
'WHICH THEY PERTAIN. DESTROY NEEDED QR WHEN 2 YEARS OLD
10 YEARS AFTER FISCAL YEAR TO WHICHEVER IS SOONER.
'WHICH THEY FPERTAIN. <N1-255-54-1> -
<N1-255-9¢2> (N7-9)
7830 | 24 Al RITY W,
2. All other jssues: DESTROY 2 YEARS AFTER THE
FISCAL YEAR TO WHICH THEY cy authorizations to utilize a stated amauk of resources availahle
PERTAIN. <o pro; and administrative offices (funds and/or u
«<N1-255-94-3> )fmhmﬁmofﬂmvedmz\l’m,msm
activities (includes 506s original ties),
B. ALL OTHER COPIES/OFFICES. DESTROY AS SOON AS ACTIVE
REFERENCE VALUE CEASES OR A HEADQUARTERS (OFR)
'WHEN 2 YEARS OLD WHICHEVER IS
SOONER. 1. FISCAL YEAR ACCOUNTS (Recordkecping Copy) CLOSE THR ACCOUNT AT THE END
<N1-255-94-3> OF THE FIFTH FISCAL YEAR AFTER
7400 | 20 ALLOTMENT OF ¥ONDS (5045) THE PERIOD OF AVAILABILITY FOR
ORLIGATION ENDS. RECORDS MAY
Allatmens of funds end d: ing decisions on funding BERETIRED TO AN FRC GR
Jevcls and changes, APPROVED STORAGE FACILITY
ONE YEAR AFTER ACCOUNT
> FERMANENT * CLOSER. DESTROY 5 YEARS AFTER
RETIRE TO FRC WHEN 3 YEARS OLD FISCAL YEAR IN WHICH
FOR ANRUAL ACCOUNTS AND 5 AC I1SCLQSED.
YEARS FOR NO YEAR «<N1-255963> (N7.5)
\TIONS. TRANSFER TO
M 2. NO YEAR ACCOUNTS (Recordkeeping Copy) RECORDS MAY BE RETIRED TO AN
<N1-25594-3> (N7-3) ol FRC GR AFPROVED STORAGE
NOTE: Close Account if (1) the Head of the Agency orthe | FACILITY ONE YEAR AFTER FISCAL
DESTROY ANNUAL ACCOUNTS President determines that the purpases for whiich YEAR IN WHICH ACCOUNT(S) IS
WHEN 3 YEARS OLD AND NO YEAR the appropriation was made have heen carried out; CLOSED. DESTRQY RECORDS §
ACCOUNTS WHEN 5 YEARS OLD. and (2) na disbursement has been made against the | YEARS APTER FISCAL YEAR IN
<N1-255-94-3> appropriation for 2 consertive fiscal years. WHICH ACCOUNT(S) IS CLOSED.
DESTROY WHEN 2 YEARS OLD.
1] (N78)
B. CENIERS (OFR)
-
1. FISCAL YEAR ACCOUNTS (Recardkeeping Copy) CLOSE THE ACCOUNT AT THE END
OF THE FIFTH FISCAL YEAR AFTER
B. Recuming reports of scientific research and development THE PERIOD OF AVAILABILITY FOR
activities, OBLIGATION ENDS. RECORDS MAY
BE RETIRED TO AN FRC OR
1. Headquarters, RETIRE | COPY OF EACH REPORT APPROVED STORAGE FACILITY
TO FRC WHEN 2 YEARS OLD. ONE YEAR ATER ACCOUNT CLOSES.
DESTROY WHEN B YEARS OLD. DESTROY 3 YEARS AFTER FISCAL
<N1-255-94-3> YEAR IN WHICH ACCOUNT(S) IS
2. All other copics/offices. DESTROY WHEN NO LONGER «N1-255-96-3>
[T — NEEDED OR WHEN 2 YEARS OLD, .
‘WHICHEVER IS SOONER. 2. NO YEAR ACCOUNTS (Recardkeeping Capy) RECORDS MAY BE RETIRED TO AN
<NI1-255-94-3> FRC OR APPROVED STORAGE
NOTE: OoscAcmnnllf(l)!bMufm: yorlhc FACILITY ONE YEAR AFTER FISCAL
¥ that the p YEAR IN WHICH ACCOUNT(S) IS
the iation was made have been umed out; | CLOSED. DESTROY RECORDS 3
- * and (2) no disburserent has heen made against the | YEARS AFTER FISCAL YEAR IN
OF EACH REPORT iation for 2 consecutive fiscal .
TOFRC 2 WHICH ACCOUNT(S) 1S CLOSED.
o~ «<N1-255-96-1> ‘
TRANSFER TO NARA WHEN 15
YEARS OLD. Br=BloctrmeopIEs trEmEd e ol B!
<N1-25594-3> processing gystems. COPY HAS BEEN PRODUCED.
<N1-25596-3>
C. ALL OTHER OFFICES/COPIES. DESTROY WHEN NO LONGER
NEEDED FOR REFERENCE OR WHEN

mmymMmmuﬁmmmmm RE[‘ENI‘[ON For items marked Peading Retention Approval,
and/ar

contact your Ceater R

fori
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rrent version.

1 YEAR OLD, WHICHEVER IS LATER.
NOT AUTHORIZED FOR TRANSFER
TO ANFRC.

Mzs C.

. <N1-255-96-3>
7900 | 25 AIRCRAKT FILES
A DATA
These are files that are maintained at the Aircraft Management
- Office, Headquarters and at Centers. Typically files include
. information with respect to aircraft operations, cost, scheduling
and tasking, usually relating to remote sensing research.
NOTE: These files DO NOT include maintenance records that
are maiatained under a separate contract.
1. General comespondence. DESTROY WHEN 5 YEARS OLD.
«NJ-25594-3>
2. Financial reports. DESTROY 2 YEARS AFTER THE
FISCAL YEAR OF THE REFORT.
«N1-255-04-3>
3. Flight schedules, DESTROY 1 YEAR AFTER THE
FLIGHT SEASON.
«<N1-255-94-3>
4. Job orders. DESTROY 2 YEARS AFTER
EXPIRATION.
<N1-255-94-3>
B. M, RECORDS (CURR! AL
Reconds in this series include maintenance reconds for various RETIRE RECORDS TO ON-SITE
aivcraft located at NASA facililies. These records also may STORAGEFOR 1 YEAR AFTER
include some blueprints and sketches of parts used on the CLOSE OF FILE OR WHEN NO
various aircraft that are in the inventory, LONGER NEEDED. RECORDS WELL
BE KEPT ON-SITE AS LONG AS

AIRCRAFT IS IN AGENCY
INVENTORY. [F AIRCRAFTIS
TRANSFERRED TO ANOTHER
AGENCY, TRANSFER RECORDS

DESTROYED, RECORDS WILL.
EITHER BE DESTROYED AT THAT
TIME, WHEN NO LONGER NEEDED,
OFR. WHEN 1 YEAR OLD, WHICHEVER
IS SOONER. <N1-255-84-3»

PROGRAM FORMULATION RECORDS

SCHEDULE 7
(AFS 7000-79985)

This documert Is updated frequently; therefore, printed copies may be obsolete, Refer to the Change History Log at the
inthe NASA Onlino Dimclives Infonnamn 8ys15m (NODIS) for current version.

beginning of NPR 1441.1

OPR Code OMM Medium Alumde Missions Office.
within the Sciences and Applications Afrcraft Division.

4. CAD System

RETAIN ORIGINAL ON-SITE AT ARC

ASSOCIATED PLANE OR DESTROY
‘WHEN PLANE IS NO LONGER
MAINTAINED IN THE INVENTORY,
AS APPROPRIATE. (SEE ITEM B.
ABOVE).

«<N1.255-84-3>

RECORDS MAY BE DELETED WHEN

5. All other offices/copies.
CONFIG IN -V,
AIRCRAFT
ds in Lhis serics include d ion of inective aircraft
that are ined by the Aircraft d aoffice. These
ﬁlu maymnludgbm are nat limited to, Status Reports,
Change Ri System Test Reports aod

Dmcmpam:ykepms.

5 YEARS OLD OR WHEN AIRCRAFT

‘WRICHEVER 1S SOONER.
«<N1-255-34-3>

DESTROY WHEN OBSOLETE. OR
'WHEN NO LONGER NEEDED FOR
REFERENCE OR WHEN § YEARS
OLD, WHICHEVER IS SOONER.
<NI-25594-3>

RETIRE RECORDS TO ON-SITE
STORAGE FOR 1 YEAR. DESTROY
'WHEN OBSOLETE OR WHEN NO
LONGER NEEDED FOR REFERENCE.
<Ni-25594-3>

ATRi = O] (ARC ORLY)
ed Aircraft Recards (hard copies and ejectronic

2. Atrerafi no Tonges in i y (non-current/inastive) (hard
copies and elecironic copies).

LEAVES AGENCY INVENTORY.
THIS INCLUDES TRANSFER OR

T A MUSEUM OR
OTHER N
<N1-25554-3>

DESTROY RECORDS ASSOCIATED
'WITH THE SPECTFIC AIRCRAFT
WHEN IT I8 DESTROYED,

NOTES: OnlyAFSmmﬂmswnhddnndmhjeasmused REI'EN'HON — For itema marked Pending Retention Approval,

cantact your Center Records M:

for i and/or

14

NOTES: mlyAFSnumberswuhdeﬁnedmbja:tsmum — RETENTION - For items marked Pending Retention Approval,

cantact your Center

M,

and/ar
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(AFS 8000-8999)
printed copies may be obsolete. Refer to the Change History Log at the

thy; t
baginning of NPR 1441.1 in the NASA Onfine Directives Information System (NODIS) for current version.
CHAPTER 8. NKRS 8

PROGRAM MANAGEMENT RECORDS

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # DESCRIFTION OF RECORD SERIES <Authority>
8000 DEFENSE INDUSTRIAL PLANT EQUIPMENT CENTER
(DIPEC) LOAN
Listings of tools or test equipment on loan from DIPEC to NASA DESTROY 1 YEAR AFTER
coptractor or NASA Center. COMPLETION OF LOAN.
<N1-25594-3> (N1747)
8000 R&D APOLLO DOCUMENTATION ADMINISTRATION FILES | THISIS A CLOSED SERIES
A APQLLO DOCUMENTATION SYSTEM
A listing of d i ing the Apollo D i MN24-8)
System consisting of: (1) Center Apollo Document Index,
Appendix "A*; record copies of 3 documents (2) Center Apollo
Document Index, Numerical Listing by Level Category, Control
Number; 3) Center Apolio Document Index Alphabetical
Listing, nesynmwmmwdefwmmmlmnw
review to elimi
mdmecostmlnedlhm ln:lutbdmmppomngpapas
w b
1. Paper Records. DESTROY AFTER VERIFICATION /

CERTIFICATION OF MICROFILM. OR 1
YEAR AFTER CERTIFICATION OR NO
LONGER NEEDED FOR USE.

<DA: N1-255-94-3>

~ PERMANENT *
TRANSFER TO NARA WHEN 30 YEARS

PROGRAM MANAGEMENT RECORDS

This d is updi ntly; , P
beginning of NPR 1441.11n tha NASA Online Directives Information

SCHEDULE 8
(AFS 8000-8339)

rinted copies may be obsolete. Refer to the Change History Log at the
ODIS) for current version

3. All other offices, paper or microfilm copiea

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

Documentation relating to Apollo and projects iniated by the
Apnllupmgmm(n&DIGSElndCuIﬂanhﬂu
drawings, specifications, techy /
mndll.photm qu:um.Opemm&Mmmm(O&M)

files, and, ion for Bids
(IFB).

1. Offfice of Primary Responsibility.

«<DA: N1-255.94-3>

safety training in :uppon of KSC or Space Shuitle Operations. Records
consist of training attendance and cestifications, including certifications
of physical ability to perfarm hazandous tasks.

NOTES: OnlyAFSmmbuswhd:ﬁndmhpusmused. REI'ENTION - Far items marked Pending Retention Approval,

contact your Center

Manager for i andfor

81

SUBJECT AREA OR RECORD TITLE RETENTION -
AFS# ITEM DESCRIPTION OF RECORD SERIES <Autharity>
(a) Paper Records. DESTROY AFTER VERIFICATION /
CERTIFICATION OF MICROFILM, OR 1
YEAR AFTER CERTIFICAYION OR NO
LONGER NEEDED FOR USE.
<DA: N1-255-94-3>
() ~Mior * PERMANENT *
O s 2 K i
TO NARA WHEN 30 YEARS OLD.
«<DA: N1-25594-3>
2. All other offices, paper or microfilm copies. DESTROY WHEN NO LONGER NEEDED
FOR REFERENCE PURPOSES OR WHEN
10 YEARS OLD, WHICHEVER IS
SOONER <DA: N1-255-94-3>
8650 § 32 AIRCRAFT CREW MEMBERS QUALIFICATIONS AND .
PERFORMANCE RECORDS - NASA 10 ACMQ
32 Records in this system are of crew members of NASA zircraft which RETAIN RECORDS IN AGENCY SPACE."
consist of (1) records of qualifications, expmmz.nndum:m:y eg, { DESTROY 5 YEARS AFTER CREW
PASR | flight hours (day, night, and i ), types of app ﬂ%ﬁgﬁmmm
hnﬂmy.uewpommns.typeamﬂ.mgmmmmpmdmlmd Az NI-235-94-3>
examination results, training perfarmed end medical records; (2) flight
ilineraries and passenger manifests; and (3) biographical information.
8650 | 33 KENNEDY SPACE CENTER (KSC) SHUTTLE
TRAINING CERTIFICATION SYSTEM (YC 04) -
NASA 76 STCS
PASR Rmdsconminndinlhissysmnmurl(scmmxsc OUTDATED RECORDS ARE
and DOD p 1 who have ived systems, skills, or DESTROYED. CURRENT RECORDS ARE
MAINTAINED UNTIL 3 YEARS

AFTER
TRAINEE IS SEPARATED FROM NASA.
<DA: N1-255-94-3>

SAFETY AND MISSION ASSURANCE

SAFETY, RELIABILITY LITY AS,

ANCE (S|

Q!

Recards consial of groblems reparied on hardware associated
wnh fhghr and nxgh: suppan equnpm:m (i.c. Government

1light equip ec.). Cutoff date is eed
ufmlendnr year.
C. U, SURVEI CE

TTEM DISCONTINUED. RECORDS
COVERED BY ITEM 101 OR &103.
<N1-255-04-3»

m!m%m RECORDS NOW
COVERED BY ITEMI8/IG].
<N1255-043>

NOTES: OnlyABmmhuswlmMnedmbmmmd. RETEN’HON Far items marked Pesdiog Retention Approval,
for i andlor

contact your Center R

qQ
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
1. Documents related to quality assurance audits, special HANDLE AS PERMANENT. RETENTION
studies, status reports, efc. including related UNDER DISCUSSION WITH NARA.
Wm%
. quality assurance daily work effost. Cutoff date is daie o
document.
2. Documents related 1o Quality assurance inspection stamps,

including stamp audits, and stamp issuance records for

NASA and support contractor mspections and designated

verification.

(2) Starmp audit documents. DESTROY WHEN 10 YEARS OLD,
<DA: N1-255-01-1

() Stamp issusnce documents.

(1) NASA Civil Sexvice and designated verilication KEEP FOR AT LEAST 3 YEARS, THEN
personnel. Cutoff date is date of documen. DESTROY ! YEAR ATER EXPIRATION
OF STAMP SERIES OR LOT.
<DA: N1-255-01-1>
365 (2) NASA Support Contractor personnel. Cutoff KEEPFOR AT LEAST 3 YEARS, THEN
date is date of document. DESTROY UPON CHANGE OF
CONTRACT.
<DA: Ni-255-01-1>
h‘-_—._

[ —3 DESTROY/DELETE AFTER THE
Recmds:huare Wﬂ“‘% Rﬁnnm(immnm
processing systems and used solely to generate a 'UQZD.
keeping copy of the records. %MN"\_.

See AFS 37 OCCUPATIONAL SAFETY AND HEALTH ADMINISTRATION
8715, (OSHA) CITATION FILES
Item 8/40.5
38 RADIOACTIVE MATERIALS INSPECTION AND TEST FILES
Documents relating to the i ion of i and
facilities whem radioactive, hlz-nduus. and toxig mzm[n are used or
sxmedanddocmmupcmumg muumndeofwd:pxmm
facilities, and mads: g devices.
A, OFFICE OF FRIMARY RESPONSIBILITY RETIRE TOQ FRC WHEN 6 YEARS 01D,
DESTROY WHEN 75 YEARS OLD.
«<DA: N1-255-94-3> (N 21-12)
B. ALL OTHER OFFICES/COPIES DESTROY WHEN 5 YEARS OLD.
<DA: N1-255-94-3>
8700 3 RADIATION MONITORING AND DISPOSAL FILES
Records maintained to conform with Nuclear Regulatory Commission | DESTROY WHEN 75 YEARS OLD.
(NRC)/Department of Energy (DOE) regulations regarding radiation <DA:N1-25594-3> (N21-13)
monitoring and disposal.
NOTE: Also see Schedule 1, AFS 1860, This AFS deals specifically
with Radiological Health Records. [See kem 130,
Schedule 1]
8700 40 RADIOACTIVE MATERIALS LICENSE FILES

NOTES: Only AFS oumbers with defined subjects are used. — RETENTION — For items marked Pending Retention Approval,
for !

contact your Center R

and/or g
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1 in the NASA Onfine Directives Information System (NODIS) for current varsion.

heginning of NPR 1441

water pollution at NASA facilities. This record sexies covers in generic
terms miscellaneous records not covered under a specific item in this
sexies.

A, ENVIRONMENTAL REPORTS - MISCELLANEQUS

lnmllmonmpoanASAHeadqumns andmponsns
4 by Headquarters from the

1. Reposting Installation.

2. Headquarters.

B. INSFRYV,
RECORDS (RCRA)
Records include spond ing hazard
activities including Notices of Hazardous Wasic activitles;

dous waste k notices of
vinlations and corrective uuons mduaumx,umgennd

AND REC/ CT

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM D! ON OF RECORD SERIES <Authority>
D relating to meaquests fof i of, and compliance with, | DESTROY 10 YEARS AFTER
licenses for by-produrt, soarce, and special muclear mnlmnls Included | EXPIRATION OR RENEWAL OF THE
are applications for ficense, approval d licen quests for, g%msﬂ m:g%m“g’#
and approval of di 1 of, ; reating o DA NI-255343>  (N21-11)
changes in personne! authorized to receive and handle such matesials,
and related papers,
$715 405 OCCUPATIONAL SAFETY AND HEALTH ADMINISTRATION
{OSHA) CITATION FILES
Formerly
AFS 8720, Files consist of original letters of Citation & Notification of Penalty R R L AFTER DATE
Ttem 8/37 in from the U.S. Department of Labor; Resulls of investigations; DESTROY lOYEARSAFI’EkDATEOF
NPR Modification At Plan Requests; and Final A Pl ABATEMENT/RESOLUTION,
1441.1C Documentation. <DA: NI-255-94-3>
8300 42 ASBESTOS RECORDS
Thewurkp]unwluchmdude.sdmwmgs qualifications of personnel, RETAIN ON SITE FOR 30 YEARS THEN
and tom of the work 1o be done to the RETIRE TO FRC. DESTROY WHEN 55
regulatory Igem:y' analytical reparts from the laboratory verifying the mngngb
Ievels of asbestos exposure; and, the final report by the ashatement <DA: NI
contractor to NASA.
8800 43 ENVIRONMENTAL RECORDS
43 Reports ing the p control, and at of air and

RETAIN ON SITE FOR 5 YEARS AND
THEN DESTROY UNLESS THERE IS AN
FARLIER DESTRUCTION AUTHORIZED
ETTHER TN THIS HANDBOOX BY
SPECIFIC RECORD SERIES; CITATION
IN THE CODE OF FEDERAL

REGULATION (CFR); OR SOME OTHER
APPROPRIATE REGULATORY
AUTHORITY OR SPECIFIC STATE
AGENCY GOVERNING SUCH RECORDS.
<DA: NI-255-94-3> (N I%-13)

TRANSFER TO FRC WHEN 3 YEARS
OLD, DESTROY WHEN 6 YEARS OLD,
<DA: N1-255-54-3>

NOTES: QﬂyAPSmnnbasmﬂ\deﬁmdsubjecumused. REI'ENTION ~ For items marked Pending Retention Approval,
contact your Center Records M. andéor q
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SUBJECT AREA OR RECORD TITLE RETENTION
A¥S# | ITEM DE OF RD <Authority>
disposal facility sudils; toxic chemical source reduction;
recycling and solid waste T used oil end
recycling; and, genenal correspondence about such activities.
Q 1. Notices of Hazardous Waste Activity DESTROY WHEN NOTICE HAS BEEN

2. Hazardous Waste Generators Report and Manifests.

Records includ d lych

hﬁn:nyhm)mdsbwosmdndmgmdsoﬂ’cmm
service; spills and clean-up records; PCB transformer i
mmmmmwmﬂﬁmmdmm

ions; notices of vialation and ive actions;
slota@e.anddlspasalfn:lmymm and, general comrespondence
ebout PCB and ashestos activities,

1. Recards of PCBs in service (Repoit to EPA).

2. PCB spills and cleanup records.

3. PCB transformer inspections.

4. PCB Annual Decument.

D. CLEAN WATER ACT

ds inchud: pand g all water
Pap—y o diah eparts: Jocal
mnmlnrmgmpum palmnlpphmums.lmdugmmd storage
tanks; wells; notices of vi and

currective actions; md,p:ua]mnmndmmnbmtwmmd
wetland resources,

1. Monthly discharge monitaring reports (LaRC ONLY}.
Underground storage tanks,

[AUTHORITY: 40 CFR}

<DAN 1-755-94-3>

DESTRQY WHEN 3 YEARS OLD.
[AUTHORITY: 40 CFR]
<DA: N1-255-94-3>

DESTROY WHEN 5 YEARS
OLD. [AUTHORITY: 40 CFR}
<DA: N1-25594-3>

DESTROY 3 YEARS AFTER DISPOSAL
OF RELATED

{AUTHORITY: 40 CFR/761.30}

«<DA: N1-25594-3>

DESTROY S YEARS AFTER STOPPING
USE OR STORING QOF PCBa.
{AUTHORITY: 40 CFR/ 761180}

<DA: N1-25594-3>

DESTROY RECORDS WHEN 3 YEARS
OLD., EXCEPT CLOSURE

NOTES: OnlyAFSmmbus\ndldeﬂnedsiummmed. RElm'lON — For items marked Pending Retention Approval,
contact your Center Recands Manager for infe and/ar g
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This document Is up requently; therefore, printed coples may be obsolete. Refer to the Change History Log at the
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
43 Records consist of notifications of, release repants, comrective | NOTIFICATIONS WHICH ARE
actions, and closure notifications. DESTROYED 3 YEARS AFTER

reports (LaRC ONLY).

3. Hampton Roads Sanitation District (HRSD) Self-Mamitoring
Reports (LaRC ONLY).

4. Toxic management program recards.

5. Permils from any U. S. mmnnmbnsdwgamzmmm
System such as the Virginia Pollution Disch Eli
System (VPDES) and HRSD.

P . g 1 air polluti
mmmcludmgmmmngxsuﬂmmdmu.
"non-criteria” polh motices of vi
corrective actions; and, general correspondence about air
resources.

SUPERFUND AMENDMENTS AND REAUTHORIZATION
ACT.(SARA}

Records include d

g Tier I Reports and

Ccmmnunly-kxghl—m-xnow activities; hspectms Rotices of
violation znd comective actions; and, general correspondence
about storage of hazardous materials.

Records include pond i inated site
activities includi its and Remedial
mvemgzums/feas”bﬂny smdms clean-up and reshediation
activities, site closure plans and activities; inspections; notices of
violation end corrective actions; and, general correspondence
about such activities,

TIONAL CT
inchrde ponds ing Federal
d issues incl i
! emal ] impact
stalements; press releases mdpubhc onmm:msm impact
; and general
correspondence about such activities.

CLOSURE OF THE RELATED TANK.
[AUTHORITY: 40 CFR}
«<DA: N1-255-54-3>

DESTROY WHEN 3 YEARS OLD.
[AUTHORITY: HAMPTON ROADS
SANITATION DISTRICT REGULATIONS
AND STATE WATER CONTROL BOARD

VIRGINIA]
«<DA: N1-25594-3>

DESTROY WHEN 3 YEARS OLD,
[AUTHORITY: HRSD REGS.]
<DA:N1-255-94-3>

DESTROY WHEN 3 YEARS OLD.
<DA: N1-255-94-3>

DESTROY WHEN 3 YEARS OLD,
«<DA: N1-255-94-3>

DESTROY WHEN 2 YEARS OLD.
[AUTHORITY: STATE DEPARTMENT
OF AIR POLLUTION CONTROL,
VIRGINIAJ

«<DA: N1-255-94-3>

DESTROY WHEN 3 YEARS OLD.
[AUTHORITY: 40 CFR]
<DA: N1-255-94-3>

RETIRE WHEN 5 YEARS OLD,
DESTROY WHEN 10 YEARS

OLD. .
[AUTHORITY: 40 CFR]
«<DA: N1-255-94-3>

DESTROY WHEN 5 YEARS OLD.
{AUTHORITY: COUNCIL ON
ENVIRONMENTAL QUALITY (CEQ)}
<DA: N1-26554-3>

NOTES: OnIyAFSnumbu'iwllhdcﬁmdmbjecl:mued. RE’IE‘ITIGN For items marked Peading Retention Approval,
and/or

comtact yonr Center R
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
43 I SPECIAL AGREEMENTS
Recards inchude g special DESTROY 7 YEARS AFTER
or actions Federal, State, and local n:gu.lnlm'y agencies mcludmg ggmmog 00!‘ T&NG FEDERAL
Federal Fm:lllry Compliance Agmcm:::l S;FE?), cunsmt CILITIES T MF UNEPqA OVAL.
wnh such agreements; mn:cuvc actions; and, general L‘;ﬂgﬁs “SF::A !
conrespondence about such activilies.
1. ROUTINE CORRESPONDENCE - ENVIRONMENTAL
ENGINEERING (L.aRC ONLY)
Recards include routine with other NASA centers | DESTROY WHEN 3 YEARS OLD
Head: and Y such as U.S. UNLESS OTHERWISE DICTATED OR
Environmental Protection Agency; State Water Control Board; SPECIFIED BY FEDERAL, STATE, OR
Hampton Roads Sanitatfon District, Virginia Department of mg&wﬂ
Waste Management; Fish and Wildlife; and, the Virginia <DA: N1.25594.3>
Department of Health.
8300 | 44 ‘WIND TUNNEL FILES
4 A. WIND ACILITY - R&D PR ONL’
Recurds in this series are historical and experimental data from RETIRE TO FRC UPON APFROVAL OF
wind tunnel tests run on a 14-inch Trisonic Wind Tunnel and the | THIS SCHEDULE. DESTROY IN THE
High Reynolds Number Wind Tunnel Tests were "force” test YEAR 2005
data with respect to: (1) 14” data on mock model shuttle and (2) %ﬂ?‘;ﬂﬁf’zuﬂ
High Reynolds data on solid rocket booster motor. Data is
submitted and filed by the associated tunnel used and test number
for both facilities. NOTE: This is a CLOSED Series. Dated:
1970-1985 ~ 56 cu. ft.
8310 | 47 AGENCY SPACE FILES

Records relating to the allocation, utilization, and release of space
under agency control, mnd related reports to the General Services
Administration.

A vmmBLild] an files aod related agency records utilized in space
planning, assignmeni

DESTROY 2 YEARS

B. Building space utilization report; annual reports of space
utilization of all buildings, including mumbers of people, areas,
and purposes for which used (NASA Form 1400).

C. lnslullmvn or facility records conslslmg of institutional housing
real

Y 4 y; and real prop
summary xepoxu.
D. o real p trailer reports, and rental of
real propeity xepoxu submxm:d by program offices and/or
installations

AFTER
TERMINATION OF ASSIGNMENT, OR
E IS CANCELLED, OR

WHEN
[GRS 11-2a] N 18-3)

DESTROY 2 YEARS AFTER DATE OF
SUBMISSION TO HEADQUARTERS.
<DA: N1-255-94-3>

DESTROY 2 YEARS AFTER DISPOSAL
OF INSTALLATION OR FACILITY.
<DA: N1-255-94-3>

RETAIN CURRENT AND PREVIOUS
FISCAL YEAR REPORTS. DESTROY
ALL OTHERS.

<DA: N1-255-94-3>

NOTES: OnIyAFSnumbu'smﬂldcﬁnedmbjectsmwd — RETENTION - For items marked Pending Retention Approval,

and/or

contact your Center R

-~
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
8810 | 48 REAL PROPERTY FILES
A. CONSTRUCTION FILES
1. STUDIES
Studies lalal.ing lo mal‘pmpeny together with background
papers showing inception, scope, and mlish
Intermediate and pre-final, and space plans of Federal
structures and engineexing projects. Cut off date js date of
record.
(a) Selected studies that are unique in MAY RETIRE TO FRC WHEN 10 YEARS
OLD OR WHEN NO LONGER NEEDED
FOR REFERENCE, WHICHEVER 1S
SOONER. DESTROY WHEN 30 YEARS
OLD.
<DA: N1-255-00-1> (N 184)
{b) Routine shrdies of temporary nahure. RETAIN FOR 3 YEARS, THEN DESTROY
WHEN NO LONGER NEEDED FOR
REFERENCE OR WHEN 10 YEARS OLD,
'WHICHEVER IS SOONER.
«<DA: N1-255-00-1>
(c) Records and files NOT included under Item 44 (Wind MAY RETIRE TO FRC WHEN NO
‘Tunnel Files) of this schedule. LONGER NEEDED FOR
ADMINISTRATIVE PURPOSES.
DESTROY WHEN 15 YEARS OLD.
<DA; N1-255-00-1>
2. ACTUAL CONSTRUCTION
G ion office files isting of di relating to
project req including approval, establishing funds,
hedules of Y and the
finalization, mlemwdmte. and pmﬁnal ﬁnnl working, “as
buil,” shop, repair and contract, and
drawings, project specifications, with associated documents
relating to their ion of Federal and
engineering projects.
NOTE: The sub-items below need to be separated by
dispasition before transfer to the FRC.
e
an _—
e ——, Unique buildings/facilities, such as the Vertical *PERMANENT*
ly-Building (VAB); Pads A & B; Space Station RETAIN ON-SITEFOR 3 YEARS AFTER
Facility; etc. COMPLETION OF CONSTRUCTION OR
UNTIL AFTER FINAL PAYMENT. MAY
TO FRC AFTER 3 YEARS,
COMPLETION OR FINAL Pﬁim!\
<DA: N1-255-00-1>
(b) Routine office/lab buildings/facilities. RETAIN ON-SITEFOR 3 YEARS AFTER
‘COMPLETION OF CONSTRUCTION OR
UNTIL AFTER FINAL PAYMENT. MAY
RETIRE TO FRC AFTER 3 YEARS.
DESTROY WITHIN ONE YEAR AFTER
DEMOLITION OF STRUCTURE.

NOTES: OnlyAFSnumbersumhdaﬁncdwbjensmused — RETENTION - For items marked Pending Retention Approval,
contact your Center Records M: ion and/or i
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SUBJECT AREA OR RECORD TITLE RETENTION J
AFS& | ITEM DESCRIPTION OF RECORD SERTES <Authority> AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
<DA: N1.-255-00-1> and unique work activities on amg:ed facihm sysm
and equi within the
48 3. PHOTOS/VIDEO provided to the Base Operations Contract. (Smamcluds
skem o both NASA-held and Contractor-held Government owned -
mmngufm-pmMmmm.mdﬁnﬂﬂwlsofaﬁmlny file. ) Cutoffdate for file is datc of WAP n

— AND NOT included in the official numb .
—] photo collection, “

MAY RETIRE TO FRC WHEN 5 YEARS
OLD. DESTROY WHEN 20 YEARS QLD.

(&) Approved WAPs.

&) e building/facilities (see “actual Construction” <DA: N1-25500-1>
above). FILE WITH THE ACTUAL
CONSTRUCTION CASE FILE. RETAIN (b) Disapproved and cancelled WAPs. DESTROY WHEN NO LONGER NEEDED
ON-SITE FOR 3 YEARS AFTER OR WHEN 3 YEARS OLD, WHICHEVER
COMPLETION QF CONSTRUCTION OR ISLATER.
FINAL PAYMENT. MAY «<DA: N1-255-00-1>

RETIRE TO YEARS.
TRANSFER TO NARA 8§

C.  REPORTS - REAL PROPERTY

Records consisting of the recond lsoflealpmpmympmsm RETIRE TO FRC WHEN NO LONGER
g _‘“’_P ] status of Federal areas NEEDEDNRREFERB{CB.DBTRDY

‘COMPLETION OR FINAL PAYMENT,
«<DA: N1-255-00-1>
RETAIN ON-SITEFOR 3 YEARS AFTER

() Routine office/lsb buildings/facilities. .
- COMFLETION OF CONSTRUCTION OR GSA; i y reposts of

WHEN 20 YEARS OLD. [HISTORY
UNTIL AFTER FINAL. PAYMENT. MAY within states; report of NASA total facilities; report of NASA
RETIRE TO FRC AFTER 3 YEARS, . industrial filitios; and port of n-house facilities. Cutoffdate | OFFICEMAY BETAIN INDEFINITELY
DESTROY WITHIN ONE YEAR AFTER \ is date of report. <DA: N1-255-00-1>
DEMOLITION OF STRUCTURE. [ ———

S — <DA: N1-255-00-1> SASTER PLA
7 *PERMANENT*

PERMANENT RETIRE TOFRC UPON
mmcz%s AFTER DISCONTINUANCE OF INSTALLATION
TRANSFER TONARA 25 YEARS AFTER

»ORFACILITY. TRANSFER TO NARA 25
ISCONTINUANCE OF
DISPOSAL OF INSTALLATION. Mn‘hﬂm\‘mmmm
<DA:N1-255-00-1> (N 18-2) <DA: N1.255.00-1>
2. NASA Headquariers . Cut off date is date of recard. RETAIN FOR 3 YEARS, THEN DESTROY
eom WHEN OBSOLETE, SUPERSEDED, OR
WHEN 10 YEARS OLD, WHICHEVER 1S

comespondence pertaini;
dau,mdxulpmpmyd\.wonldvmm

2. Drawings, carrespondence, reports, and all other documents
maintained by installation of primary responsibility relating to | MAY RETIRE TOTRG2 YEARS AFTER
design and construction of facilities, including maps, layouts, | DISPOSAL OF PRO] SFER

SOONER.
hulld_mgp]lnl. mnn:;dmm:mmdm OFFROPERTY. NL I
made & «DA:N1-255-00-1> (N 1812)
otbher pestinent infanmation. 8814 | & HOUSE APPLICATION FILES
3. RASA Basc Opentions Contractar Project Coatrol Bosd A Applications for, and cedificates of eligihility bor housing of | DESTROY S YEARS AFTER THE
casantial employees, and ofl related docuents. ISSUANCE OF EACH CERTIFICATE.
«DA:N1-25594-3> (N 15-31)
(@ Approved, di A and caucelled Approved Wock | DESTROY 6 YEARS AND 3 MONTHS
Onder Numbers held by the cantractor far NASA. AFTER FINAL PAYMENT OF THE PRy questingagrnoy-assi inchousing-matt xh.as DESTROY. WHEN.LYEAR. OLD et
Reeards in this group include but xre not limitad tn CONTRACT. rentel of urchase. (GRS 1-25¢)
capies of propased Task Orders and Board Mimues. <DA: Ni-285-00-1> I
8814 | 50 WALLOPS FLIGHT FACILITY BASE HOUSING TENANT

() All other copies of recols described in (a) above held in
NASA Offices. Cut off date is date of recard.

‘Waork Authorizarion Packages For New or Modified
Facilities Record copy of individual Ailes, contralled by
‘Work Authorization Packags (WAP), penaining to changes

in configuration of physical new ar modified,

89

RETAIN FOR 3 YEARS, THEN DESTROY
'WHEN NO LONGER NEFDED OR WHEN

RECORDS - NASA 53 RBTR

:YB\RSOLD.WHK:HEVERIS Records in this system copsist of housing rental agreements, records of DETRGYMENMYES?OID ‘

IOONER. receipts and records of darmilary oceupants. UNLESS AUTHORIZED BY ANOTHER

<DA: N1-25500-1> rent itery SERIES [DENTIFIED WITHIN THESE i
SCHEDULES,

NOTES: OnlyAl-Smnnbusmlhdeﬁmdmbjedsmnmd REI‘EN'I‘[ON Far items marked Pending Retention Approval,
contact your Center Ri andfor

«DA: N1-253-94-1>

§-10

m&dyAFSmnMMdldaﬁnednmjmnmi REI'EN'I'ION For ftems marked Pending Retention Approval,
andfor
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(AFS 8000-8999) -

, printed coples may be obsolete. Reler to the Change History Log at the

SCHEDULE 8

(AFS 8000-8999)
This document ls updated frequently; therefore, printed coples may ba obsolete. Rafer to the Change History Log at the
beginning of NPR 1441.1 in the NASA Oniine Directives Information System (NODIS) for current versfon.

PROGRAM MANAGEMENT RECORDS
This document Is updated f f

beginning of NPR 1441.1 in the NASA Onina Directives Information System (NODIS) for current version.
SUBJECT AREA OR RECORD TITLE RETENTION SUBJECT AREA OR RECORD TITLE RETEm0N
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority> AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
8814 | 51 'WHITE SANDS TEST FACILITY FEDERAL HOUSING <DA:N1-25594-3> (N 18-15)
ADMINISTRATION (FHA) 809 HOUSING PROGRAM - NASA
73 FHAP 8834 | 565 LIFTING EQUIPMENT
T PASR | Records in this system consist of WSTF Civil Service and contractor CERTIFICATES ARE HELD FOR 5 Reconds conceming design, inspection and testing, and servicing of
persommel who have applied for FHA 809 housing. Records contain YEARS AFTER ISSUANCE AND THEN Biting devices (cranes, hatas, ec.) and lifting equipment (load-lifting
personal data (i.c., name, address, home phane, age, etc.), realtor, DESTROYED. INDEX CARDS ARE (o lifting equij )
mortgage, and employment data, RETAINED IN AGENCY SPACE UNTIL
50 YEARS OLD AND THEN A DESIGN RECORDS
DESTROYED.
«<DA: N1-255-94-3> ol iew and of coafi ch: HANDLE AS PERMANENT PENDING
LIS FEVIEW A OpRT p . RETENTION APPROV.
3570 Consiruction of Facififies (C of Y (500 below) certification packages, a o and test reconds, ™ AC
8820 | 52 SHOP PLANNING AND LAYOUT FILES g the and actions.
" B - DESTROY WHEN SUPERSEDED B. FPERIODK SPECT ! REC!
gmm?“mm"??“w“fdml‘m'dm OBSOLETE, GR WHEN 10 YEARS OLD
pace, WHICHEVER IS LATER. Resants of required periodic inspectionhesting activities, HANDLE AS PERMANENT PENDING
«<DA: N1-255-94-3> (N20-10) Fadi o, and action RETENTION APPROVAL.
repons. Cutoff is date of mapectian.
8830 | 56 REPAIR AND UTILITY FILES'
C. SERVICING RECORDS
A.  REPAIR AND UTILITY WORK ORDERS
B, Te d " . and ad} HANDLE AS PERMANENT PENDING
Requests for repairs and order, including comespondence, performed for lifting equip Cutoff date is date of service RETENTION AFFROVAL.
drawings, worksheets, standing work orders, and all related activity.
materials.
1. Office of pril Thility. DESTROY WHEN 1 YEARS OLD.
PrIMArY respons; Y. <DA:NL255.84% (N 18-16) D. (ON IN: RECQO]
. " - Checklists of p Jeted by op HANDLE AS PERMANENT PENDING
2. Al other offices/copies (EXCLUDING fiscal). Z‘l)-‘.:r:(l);j (;. ozgmmonm 'ORK. pmr to daily olimlm of the andpnull- Culnﬂ' dneu dateof RETENTION APPROVAL
inspection.
B. MAINTENANCE RECORDS
MEDICAL RECORDS - TEST SUBJECTS
1. D < . o 1 and requiced
sysmmsmdpl:mu Tudi rentive Mai o Reoords in this series consist of medical recards of test subjects under DESTROY 75 YEARS AFTER BIRTH
(PMI) 2nd F i : Action comeact to NASA which include documentation of physical exams, DATE (DOR), OR 60 YEARS AFTER
Requesis (PMAR). diagnosis, treatment, and tests given in onder for the individusl ta D
participate as a “test” subject in R&D Project medical tests. ASCERTAINED. OR 30 YEARS AFTER
() Paper. DESTROY WHEN 3 YEARS OLD. CONTRACT HAS BEEN
DANI-25542> (N 18-14) COMPLETED/TERMINA'
WHICHEVER IS LATER.
b " LELEIEWHEN NO LONGFR NEEDED. «DA: N1-255-594-3>
«<DA: N1-255-94-3>
2. Genenl Facility Records (WSTF ONLY)
Reconds contained in this series coasists of maintenance, DESTROY RECORDS WHEN 3 YEARS
repatr, and documentation on power supply, water, gas, m :gomvé‘_m NEEDED,
. ) )
cryogenics, and other related services for the support of the <DA: NI.255.50.4>
test stand facility. Included are general mai Tecards ¢
and other bills related to these (acilities,
C.  UTILITY OPERATING LOG
Logs showi ions of utilitics i g DESTROY WHEN 3 YEARS OLD OR
humidi 'p!mandwum adi 'WHEN NO LONGER NEEDED,
. feacings. WHICHEVER ;S SOONER.
NOTES: Only AFS nombers with defined mbjw.s ars used, REmON For items marked Pending Reteation Approval, NOTES: Only AFS numbers with defined ab)em are used. R!:TB!TKON Foar items marked Pending Retertion Approval,
contact your Center Records Manages for i andfar contact your Center Records M far i and/or q

811 8-12


https://WHiamvER.lS
https://MAIN'fENANCFBECQR.DS
https://IIECOl!.DS
https://1JTILITYm.ES

FINANCIAL MANAGEMENT AND
INSPECTOR GENERAL RECORDS

SCHEDULE 9
(AFS 8000-9999)

ﬂﬂsdocummhmdatedheq\wmlrmemfom,pnmedmpbanmybeobsubte Refer to the Change History Log at the

beginning of NPR 1441.1 in the NASA Onl Sy {NODIS} for currant version.

CHAPTER 9. NRRS 9

”

RAL RECO!

FINANCIAL MANAGEMENT AND
INSPECTOR GENERAL RECORDS
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. *

WHEN 35

‘\

RETIRE TO FRC WHEN 2 YEARS OLD.
DESTROY WHEN 30 YEARS OLD.
<DA: N1-255-94-2>

TRANSFER
YEARS OLD.
«<DA: N1-25594-2>

DESTROY WHEN SUPERSEDED, NO
LONGER NEEDJED, OR WHEN 5 YEARS
OLD, WHICHEVER IS SOONER.

«<DA: N1-255-94-2>

5000

4

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

Dnummldnﬁngmcmtpojedhns fmmchnnd
sbout p

projects, I
objemmmlumofpmjm !nsh.nmms,lndmm;immgfol
and funds required. These files include schedules and

directly related forecast and actual costs.
A, CENTERS (Level 2 Manager)

FIN, AL AG,
oy
i\AGENCYBImGETRBQUESl‘ms
{(This set starts October 1, 1958 znd continues to Present)
B. Center working ialsbackground files and d
ped by other units and as itted to
the Comptrollers Office.
C.  All gther offices/copics.
T
ogeq] 3 NASA ACCOUNTING AND FINANCIAL INFORMATION

SYSTEMS (NAFIS)

ide reporting system which resides at NASA
nfiy :mGAOﬂ'masurymdudsIm-

«DA: N1-255-54-2>

B SECRETARIATOPHCE-MASAMealquaters; |
Comptrollers Office)
C. ALLQTHER OFFICES/COPIES

<DA:NI. um N24-3)

* PERMANENT *
LR
TRANSFER TO ~

YEARS OLD.
«<DA: N1-255-54-2>

DESTROY WHEN NO LONGER
NEEDED FOR REFERENCE OR WHEN
5 YEARS OLD WHICHEVER IS LATER-
«DA: N1-255-84-2>

Records relating to availability, collemon.
deposit of fands including app
mdmmmmmMandby
Item 1 of this schedule,

B. SPECIAL
Recnnds rejating to monies ohtained 1o pay for expenses
ineured in conjunction with special guwest, o monies from

sponsors of programs that could not be returned. Includes the
" Administrator’s Fund”, "Activity Fund”, "Special Fund”, and
al} nther non-appropriated fund activitics.

NOTES: OnlyAFSnnmbu:mthdeﬁnedmbjemmmd. REI‘m‘ION — For items marked Pending Retention Approval,
and/or

contact your Ceater Ri

91

DESTROY WHEN 3 YEARS OLD.
[GRS64] (N2-5NI1-41)

.

RETIRE TOFRC 1 YEAR AFTER THE

DESTROY & YEARY AFTER THE
CLOSE OF THE FISCAL YEAR TO
WHICH RECORDS PERTAIN.
«DA: N1-255-84-2>

NASA EXCHANGE - PERSONNEL, PAYROLL, AND
FINANCIAL RECORDS

A GENERAL
Records in this acgies consists of regiater receipts, hank

deposit slips, mgister tapes, cancelled checks, bank
statements, ledgers, ete.

RETAIN ON-SITE AT RESFECTIVE
INSTALLATION. DESTROY WHEN 5
YEARS OLD.

«DA: N1-255-94-2

NOTES: OnlyAFSmmbﬂsmmdcﬁmdmbjmnam RETBN’HON For items matked Pending Retention Approval,
ger for i andfor

contact your Center R

92
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6

PASR

PASR

CORRESPONDENCE FILES - GENERAL,

Files include advisory notices such as merchandise and

sundry notices, records d overall admini of
the exch general s
mymmdsmdmpnmpenmmglmhaexdmnp.

OCK D!

. GOODS: Reconds relating to the receipt of merchandise,
mcludmg copies of reports of goods received, shipping
tracer i handise follow-up

requests, and other d.ucumenl.s related to
shipments/follow-
up of merchandise.

2. STOCK: Recards used by mmag:mmt for the control
and p of at h and on the
sales floor, including unit merchandise records, stock
record cards, replenishment cards, recorder records, and
vendor records.

EX( G N INDIVIDUALS - NASA 1
XROI

1 Rmdanonlamedml.hlssyslmnonsls(ofpmscmand
former empl of.and r with,
NASA Exch ] Assoc and

Employees’ Clubs at NASA Centers. Individuals with
active loans or chnrgc nmunl.s at one or more of the.
several arg; mds contain Exch
emplnym persaanel and payml] mumls un:lud.mg injury

claims, Y claims, bi ] data,
performance evalualions, annual and sick leave records,
and all other employee records. Credit records on NASA

) with active

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

JOHNSON SPACE CENTER (JSC)y EXCHANGE
7

Rﬂ:oxdsmthmsystﬂnconﬂstofemphymmdpm

loyees of the JSC Exchang) under
the JSC Exch ge Schol ".2“ 2 andlSCemplnyms
orJSC ploy ici] mspmsorspeclll
activities sp d by the Exch Records include a
variety of data relating to personnel actions and
determinations made about an individual while employed by
the NASA JSC Exchange. These records contain information
about an individual relating to birth date, secial security
number, home address, phone number, mamalsums.

fe and other inf relating

veteran p
0 the status of the individual. Scholarship information is

RETAIN ON-SITE. DESTROY WHEN 4
YEARS OLD.
«<DA: N1-255-94-2>

DESTROY WHEN 2 YEARS OLD.
<DA: N1-255-94-2>

DESTROY WHEN 2 YEARS OLD.
<DA: N1-255-94-2>

DESTROY WHEN 5 YEARS OLD.
«<DA: N1-255-94-2>

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

FIRST.
<DA: N1-255-94-2>

APPLICANTS UNDER THE ISC
EXCHANGE SCHOLARSHIP
PROGRAM, RECORDS ARE
MAINTAINED UNTIL COMPLETION

OF AWARDED SCHOLARSHIP AND

INOTES: Only AFS numbers wnh defined mb]eas are used. — RETENTION — For items marked Pending Retention Approval,
for b 8 .

contart your Center R

and/or
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supplied by individuals who have zpplied and includes data
on education, financial back i, and other selated

ARE THEN DESTROYED. RECORDS
PERTAINING TO UNSUCCESSFUL

: " APPLICANTS ARE RETURNED TO THE
information. INDIVIDUAL. FOR PARTICIPANTS IN
SOCIAL OR SPORTS ACTIVITIES,
RECORDS ARE MAINTAINED FOR
STATED PARTICIPATION PERIOD
AND ARE THEN DESTROYED,
RECORDS CANNGT BE RETIRED TO
ANFRC.
<DA: N1.255-94.2>
9090 | 7 REIMBURSABLE AGREEMENTS ~ FINANCIAL
A. GUIDELINES APPLICABLE TO REIMBURSABLE
AGREEMENTS

Reparts, correspondence, working files and other
documentation required on file to support reimbursable
activities.

B. BENEFITOR FILES

Includes original authorities for reimbursable funding for
resident agencies.

C. OCCUPANCY (SSC ONLY)

Includes staffing lcmls. space nlloezuon. utility costs, burden
lyses and all used in rate

development at SSC. Records include occupancy rate

deve.lopmem da!n. quarterly detall lqnn.s, and, SSC

¥ gth Reparts (i g ical data).
D. WORK PERFORMANCE AGREEMENTS (JSC ONLY)
ds include ag b ISC and other
aor o (the )

whereby JSC performs work prescribed in the ag and
JSClsmmbm'mdﬁ)nh:ouswnh:wurkbyﬂmmmm
These agreements are usually ] to 3 years in duration.

1. Office of primary responsibility.

2. All other offices/copies.

E.  ALL OTHER QOFFICES/COPIES OF THE ABOVE
RECORDS OTHER THAN THE OPR

RETAIN ON-SITE UNTIL REFERENCE
VALUE CEASES; THEN DESTROY.
<DA: N1-255-94-2>

DESTROY 6 YEARS AND 3 MONTHS
AFTER FINAL PAYMENT.
«<DA: N1-255-94-2>

‘THESE RECORDS ARE UNIQUE TO
SSC AND WILL BE MAINTAINED IN
SSC SPACE FOR 10 YEARS. RETIRE
TO FRC WHEN 10 YEARS OLD.
DESTROY WHEN 20 YEARS OLD.
<DA: N1-255-94-2>

‘TRANSFER TO FRC WHEN 10 YEARS
OLD. DESTROY WHEN 20 YEARS

OLD.
<DA: N1-255-94-2>

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

«<DA: N1-255-94-2>

DESTROY WHEN NO LONGER

NOTES: Only AFS numbers with defined Sllbjecl! are used. — RETENTION — For items marked Pending Retention Approval,

contact your Center Record: for i ion and/or

94
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9100 | 8

APPORTIONMENT SCHEDULES - AGENCYWIDE
CODING STRUCTURE ALSO SEE SCHEDULE 7

A Appommmmtmdmppummmntsc:;hﬂes

sppropriatian. R b and D Speoe Flight md

Data C ications; C of Facilities; R
and Py M and, the [nsp G i!

1. HEADQUARTERS (CODE B ONLY)

{These are records sent to OMB and Treasury which show
the division of funding by project/program.)

RETIRE TO FRC 3 YEARS AFTER
FISCAL YEAR, S YEARS FOR NO
'YEAR APPROPRIATIONS. DESTROY
‘WHEN NO LONGER NEEDED OR
‘WHEN 20 YEARS OLD, WHICHEVER IS

SOONER.
«<DA: N1-25594-2> (N7-2)

DESTROY 2 YEARS AFTER THE

GRS 54]

DBTROYWHB‘ZYEARSOLD

L ¥

d to be an file.

chom eonuponduce. workmgpapen and other

1. Headquarters.

9210 | 10

RETIRE TO FRC 4 YEARS AFTER
CLOSE OF FISCAL YEAR IN WHICH

«DA:N1-255542> (N1-18)

RETIRE TO FRC 3 YEARS AFTER
CLOSE OF FISCAL YEAR IN WHICH

FINANCIAL MANAGEMENT AND
INSPECTOR GENERAL RECORDS

This document is up

SCHEDULE 8
(AFS 9000-9989)

printed coples may be absaista. Refer to the Change History Log at the

t
beginning of NPR 1441.1 In the NASA Onfine Directives Information System (NODIS) for cumrent version.

‘mo-.u__\_

GENERAL LEDGER - ACCOUNTING

" '!nd
Ledgers showing debit and credit entries; wﬂwmg‘\

expendilures in summary (balanced receipts).

B. TRIAL BALANCE LEDGERS

Monthly consolidated financial repasts supported by analyses
reports & the appropriation, fumd, ar other level, covering all
NASA assets, liablilities, finds, equity, revenues, and costs.
The consolidated Agency-wide report iz based on and
inchudes the trial balance and related reports submitted by
ezch NASA Center.

1. ORIGINAL RECORDS (CODE B ONLY)
(a) Anmual September Report.

SIGNATURE AUTHORITY FILES

Records consist of signature authorities for miscellanecvs
administrative recards which include, but are not limited to, Diner's
Club authorizations; reports of mail; authority for specified
employees to certify fands, etc.

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

95

DESTROY 6 YEARS AND 3 MONTHS
L AFTER CLOSE OF THE FISCAL YEAR

[GRS72] N

RETIRE TO FRC WHEN NO LONGER
NEEDED FOR REFERENCE OR WHEN
5 YEARS OLD. DESTROY WHEN 10
YEARS OLD.

<DA:N1-255-942> (N3-6)

generally by program activity. 'mehllnmn;lmnrmpuu
are cansidered a part of this series, bnxt is not all inclusive:

Highlight Report; Balance of F Repart;
R:ym,lkpmmacumumnm SEDSA-Est.

1. HEADQUARTERS - OFFICTAL RECORD:

(2} Menthly issues of anume 1, Summary of Data for
P and

Dr andf‘ of Facilities
andmg:md Volume 6, Project and Program Year
Summary by Program Office and by Center.

(b) Monthly reports (other than September). RETIRE TO FRC 2 YEARS AFTER
FISCAL YEAR INVOLVED. DESTROY
10 YEARS AFTER SUBJECT FISCAL
YEAR
<DA: N1-255-94-2>
2. All otherofficey/copies of the above reponts (inchuding DESTROY AS SOON AS ACTIVE
copies maintained at NASA Centers). REFERENCE VALUE CEASES OR
'WHEN 3 YEARS OLD WHICHEVER IS
SOONER.
<DA: N1-255-94-2>
FINANCIAL STATUS REPORTS
A Mwmm
1'huma ithl agency wide repor
bligations, costs, erney M
horizati isting of 11 vaku d

RECORDS PERTAIN. DESTROY WHEN
10 YEARS OLD.
<DA: NI-25594-2> (N 34)

NOTES: OnlyAFSmmbmwuhdeﬁnedwbjemnused RBI'ENTID'N — For ites marked Pending Retention Approval,
for i and/or

comtact your Center

96
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"

(b) Manthly issues of all other volumes of the report
printed.

2. All other copies of the reports in Program Offices, NASA
Centers, or other offices.

B. RANTS RTS -
SEE ALSO ITEM 19, SCHEDULE 7

Records i in this categary mnsmof a cunsolldm:i agencywide
report of fi 1 and l data NASA
contracts, grants, and intra-Gi 1 p g

1. HEADQUARTERS - OFFICIAL RECORD:

(a) Annual September Issue: (Following Formais)
E-3; E-5A; E-7; E-8; E9; E-10; E-11; E-12;
E-16; E-17; E-26; E-27, E-28; E-29; E-31; E-34;
E-34A; E-35; E-36-1; E-36-3; E-36-4; AND E-38.

(b) Issues of formats listed in (a) above, other than
September.

2. All other copies of the reports in Program Offices, NASA
Centers, or other offices.

RETIRE TO FRC AFTER THE CLOSE
OF THE FISCAL YEAR TO WHICH THE
RECORDS PERTAIN. DESTROY §
YEARS AFTER SUBJECT FISCAL

YEAR.
<DA: N1-255-94-2>

DESTROY WHEN ACTIVE REFERENCE
VALUE CEASES OR WHEN 3 YEARS
OLD, WHICHEVER IS SOONER.

<DA: N1-255-94-2>

<DA: N1-255-94-2> (N3-5,N79)

DESTROY MONTHLY ISSUES AFTER
90 DAYS; OTHER ISSUES AFTER THE
CURRENT REPORT IS PRODUCED.
<DA: N1-255-94-2>

DESTROY WHEN ACTIVE REFERENCE
VALUE CEASES OR WHEN 3 YEARS
OLD, WHICHEVER IS SOONER,
<DA: N1-255-94-2>

FINANCIAL MANAGEMENT AND
INSPECTOR GENERAL RECORDS

SCHEDULE 9
(AFS 9000-0999)
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9630

19

NONCOMMERCIAL REIMBURSABLE
TRAVEL/PASSENGER FILES

Records and copies of records relating to reimbursing individuels,
such as travel orders, per diem vouchers, and all other supparting
dncummv.s relating to official travel by officers, employces,

CERTIFICATES OF SETTLEMENT FILES

Copies of certificates and sett of of thl
«officers, statements of differences, and related records.

Wg closed acoount setilemcars,
ta] settlements, and final balance

settlements,

B. Cenificates covering periad settlements,

C.  Schedules of cettificates of settlement of claims settled by the
General Accounting Office,

DESTROY 2 YEARS AFTER DATE OF
[GRS 635) (N 2:3,N24)

SUBSEQUENT

DESTROY 2 YEARS AFTER DATE OF
<DA: N1255942>

pend: or others authorized by law to travel.
— A.  TRAVEL ADMINISTRATIVE OFFICE FILES DESTROY WHEN 6 YEARS OLD.
|~ [GRS93a]  (N221,N222)
B. OBLIGATION COPIES DESTROY WHEN FUNDS ARE
OBLIGATED.
I

C. ALL OTHER OFFICE/COPIES
NEEDED OR WHEN 3 YEARS OLD,
WHICHEVER IS SOONER-
<DA: N1-255-94-2>

D. UNUSED TICKET REDEMPTION FORMS, such &s SF DESTROY 3 YEARS AFTER THE YEAR

1170, or other mi travel IN WHICH THE TRANSACTION IS
COMPLETED.
[GRS 9-1¢]

9730 { 20 TRAVEL AND TRANSPORTATION FILES - GENERAL
\.A, Routine i records inelud; DESTROY WHEN 2 YEARS OLD.
m&m records pertaining to commercial ad [GRS 9-45]

noncommerc; vel and transportation, and freight

functions, not covuad elses insthis schedule or

Schedule 6. \

B. A ility records d the issue ar receipt of D AFTER ALL
accountable documents. ENTRIES

[GRS 9-4b]

C.  Credit cad files and documentation show issuance by DESTROY CREDIT CARDS AND
commercial arganizations for reissuc to agency persannel for | RELATED PAPERS UPON RECEIFT OF
their use while on official travel duty; reeeipls, registers, ar | NEW CREDIT CARDS.
ather related documents, <DA: N1-255-54-2>

9791 | 22 IMPREST FUND

Records in this series include but are not Jimited to the following
types:

Ack lexd of ibility forms for cashiers; Releage of
responsibility; Imprest Fund Alarm System; Request to Increase
Imprest Fund Advance; and, Audit of Imprest Funds,

DESTROY UPON SEPARATION,
‘TRANSFER, OR TERMINATION OF
AUTHORIZED EMPLOYEE, OR WHEN
5 YEAHS OLD, WHICHEVER IS

<DA. Nl-\l‘ii%b

NOTES: Only AFS numbers wnh defined sub_|eds are used. — RETENTION - For items marked Pending Retention Approval,
" for i A "

contact your Center Ry

and/or

97

NOTES: OnlyAFSnumbusmthdeﬁnedsubJeasm\ued. — RETENTION - For items marked Pending Retention Approval,

contact your Center R

fori ion and/or gy
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SCHEDULE 9
(AFS 9000-8998)

Note: A file is not closed until all judicial and administrative
avenues and considerations have beea finally
exhausted.

-~

1. Files ining i il which are of
an investigative mn'elmldo not relate to a specific
mvesugaum. Thzylnclude anonymous orvague

not
mfumdmunmmnmormhr.ugenmesfmhmdlmg and
support files providing general information which may

prove useful in I General I Cutoff
annually.
2. Case files developed during imtemnal i of OIG

employees,

3. All other investigative case files except thase that are
Ity significant for d ing major viol of
criminal law or ethical standards by Agency officials or
others.

4. Slgmﬁmtcmﬁles.bemsedwcmmmumd
ion, results in a Ct
mmﬂumsnhstannwdnngemAgeuypohcyor
procedures. Examples include the Challenger and Hubble
investigations. ‘Significant cases will be selected by the
NASA Office of Inspector General based on the criteria

* INSPECTOR GENERAL RECORDS *
9800- INSPECTOR GENERAL FILES - AUDITS AND (seobelow)
9999 INVESTIGATIONS
9800 Investigations P (sce below)
9800 | 26 SEMIANNUAL REPORT TO CONGRESS
Formerly Reports prepared by the y OIG’s and submitted to the
AFS 9910 Congress, and working papers. The reparts summarize the activities
in NPR of the OIG for the 6-month periods ending March 31 and September
144L1C 30. For details on the camposition of these reports, see Section 5,
Public Law 95-452, as ded by 5 U.S.C. Appendi
* PERMANENT *
CLOSE FILE UPON TRANSMISSION TO
5 YEAR BLOCKS WHEN's VEARS 0L
5 YEAR BLOCKS OED:
«<DA: N1-255-00-3>
B. WORKING AND BACKGROUND PAPERS DESTROY WHEN NO LONGER
NEEDED.
<DA: N1-255-00-3>
C.  ALL OTHER OFFICES/COPIES DESTROY WHEN NO LONGER
NEEDED.
<DA: N1-255-00-3>
\..‘_
["D™—EE=RGER( COPIES
_H DESTROY/DELETE AFTER THE
Records that are created on electronic mail and W
processing systems and used solely to generate a N85 %
recordkeeping copy of the records. <DA: NI-255-00-3>
9800 | 27 INDEXES TO CASE FILES
DESTROY WITH RELATED RECORDS
Formerly Used as references to OIG case files. OR WHEN NO LONGER NEEDED
AFS 9910 'WHICHEVER IS SOONER.
inNFR «<DA: N1-255-00-3>
111C
9810 123 INSPECTOR GENERAL INVESTIGATIONS CASE FILES -
NASA 10 IGIC
PASR A AGENCY PROGRAMS/OPERATIONS
Case files developed during i i of known or
alleged frand and abuse and irregularifies and vialations of
laws and regulations, mismanagement, grass waste of funds,
abuse of anthority, ar a substantial and specific danger to the
public health and safety. Also inchuded are investigative files
relating to a varety of adminjstrative mattess such as potential
wor actual tort claims for and against the Govesnment and
management and program spadies, Cases relate to agency
P 1 smd progracs and operati dministered or
financed by the Agency, including contractors and others
having a relationship with the Agency. This includes
invemganve files mlmg to employee and hotling-
and other int files. Files
msmnfmmigxummumdnheddmmmx,m&u
notes, and working papers.

listed in this item.

@ = :
investigation and used to develap the final report.
D are serialized and maintained in official
case folders.

10} Bnr.kgmund files, nows duphm nnyxu.nndnlh:r

d during the i Som bul pot
incorporated into the official case file and not used to
develap the: figal report.

e ie.copi lhnmuuledmdnmvmc
mail and word processing systems

gmm:mcmdk:epmgnnmnﬂh:md:

DESTROY WHEN 5 YEARS OLD.
«<DA: N1-255-00-3>

DESTROY 10 YEARS AFTER CASE1S
CLOSED OR AFTER THE EMPLOYEE'S
SEPARATION, WHICHEVER IS
LONGER.

«<DA: N1-255-D0-3>

PLACE IN INACTIVE FILES WHEN
DESTROY 10 YEARS AFTER FILE IS

CLOSED.
«<DA: N1-255-00-3>

*PERMANENT*

M

AFTER FILE IS CLOSED.
«<DA: N1-255-00-3>

DESTROY 10 YEARS AFTER FILE IS
CLOSED.
<DA- N1-255-00-3>

DESTROY/DELETE AFTER THE
BEEN

<DA: N1.255-00-3>

NOTES: OnlyAFSmnnbersmmdeﬁnuimbjedsmmd. — RETENTION - For items marked Pending Retention Approval,
ger for i . y

contact your Center Records M.

and/ar v
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NOTES: Only AFS mumbers with defined subjects are used. — RETENTION — Furnammnhd)’mdngammAppme
fori .

cantact your Center R

ion and/ar qu
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INSPECTOR GENERAL RECORDS (AFS 9000-9999) INSPECTOR GENERAL RECORDS (AFS 9000-9999)
This documant Is updated frequently; therefors, printed copies may be obsolete. Rafer to the Change History Log at the This document is updated pmaad cupves may be obsolete. Refer to the Change History Log at the
beginning of NPR 1441.1 in the NASA Online Directives Information System (NODIS) for current version. beginning of NPR 1441.1In the NASA Onltne D Y (NODiS) for current version.
9820 § 24 POLICY AND PROCEDURE FILES - HQ ONLY 245 1. Official case file — records created during evaluations and | *PERMANENT*
< W TRANSFER TO NARA 10 YEARS
Recands defining and & ing the policies required for pevcorpe e Koy oy - %mmm
directing, controlling, and earrying out OIG aperations. Ao <DANE ~

records on planning and developing OIG policias and procedures.

B i FILEIS
Reconds can consist of manual, handbooks, directives, and working 2 Badtgmmdmm.nm‘:wlmncmpﬁmdmhs DESTROY 10 YEARS AFTER
- papers. Additional reference is found in NPR 1200.1, Management 6 <DA: N1-255-00-3>
Control, Audit Lisison, snd Audit Follow-trp. mﬁl::MDﬁmal-eemdmmm
1T A~~REGORD.COPY, * PERMANENT *
CLOSE SET OF DIRECTIVES OR E.  ELECTRONIC COPEES DESTROY/DELETE Ammmrgm
One recond copy of each if pot included in the AgEacys T gga L NS WHEN SUPERSEDED e mmmm_ COFY
permanent set of master files ar the record s2t of | 1y 5 yEAR BLOCKS WHEN 10 g pmmssmgﬂy!wmlmdumdnﬂelymmmn BN R S N
publications. OLD. recordkesping copy of the records.
<DA: N1-255-003>
9910 | 25 AUDIT FILES

DESTROY WHEN NO LONGER

A.  DEFENSE MATERIALS SYSTEM (DMS! AUDITS
Audit reports and related papers pertaining to the DMS.

<DA: N1-255-00-3>

C.  ALL OTHER OFFICES/COPIES DESTROY WHEN NO LONGER
NEEDED. 1. Office of Primary Responsibility. DESTROY WHEN 5 YEARS OLD,
<DA: N1-255-00-3> <DA:NI-255003> (N62,N17-16)

PIES 2. All other offices/copies. DESTROY WHEN 3 YEARS OLD.
P «<DA: N1-255-00-3>
DESTROY/DELETE IE
Recands that are created ou /DELETE AFTER TH . ot TONIC.COT s that are created on clecironic | DESTROY/DELETE AFTER THE

KEEPING COPY HAS BEEN
pmwsang_symmsn:‘dmu:edsole)ymwmn %\ mail and word processing sysieens, W—W
recondkeeping copy recocds. <DA: N1-255-00-3> o generate a recordkeeping copy of the records. =

<DA: N1-255-00-3>
9890 | 24.5 INSPECTIONS AND ASSESSMENTS FILES

A INTERNALIG
Case files of jons and of Agency progr
operations, procedures, and those relating to contractors and Case filas of internal audits of Agency programs, operations,
grantees. Files consist of reports, correspondence, memoranda, and procedures, external audits of contractors and grantees. Files
documentation. cansist of audit reports, correspondence, memorands, and
supporting warking papers.
A OFFICE CONDUCTING REVIEW CLOSE FILE AT END OF FISCAL YEAR 1. Office conducting review, CLOSE FILE AT END OF FISCAL YEAR
AFTFR CLOSE OF CASE. DESTROY 10 AFTER CLDSE OF CASE. DESTROY B
YEARS AFTER CLDSE OF CASE. YEARS AFTER CLOSE (F CASE.
<DA: Ni-255-00-3> <DA: N1-255-00-3>
B. DRG TION BEING RE’ CLOSE FILE AFTFR CLOSURE OF ALL 2. Orpanization being sedited. KEFP FOR 3 YEARS. DESTROY AFTER
RECOMMENDATIONS. DESTROY 3 (Record cutoff date is dete of audit report) 8 YEARS DR WHEN NO LONGER.
YEARS AFTER CLOSE OF FLE. NEEDED.
“DA: N1-255-00-3> . <DA: Ni-255-00-3>
245 C. ALL OTHER OFRICECOPIES CLOSE FILE AFTER CLORURE OF ALL 3. Al ather officesfoopies. DESTROY 3 YEARS AFTER DATE OF
RECOMMENDATIONS. DESTROY 1 :Durr;mb
YEARS AFTER CLOSE (OF FILE. 2 Ni-;
<DA: N1-255-00-3> «----.....__,__,_____a
D.  SIGNIFICANT CASE FILES [ plectmnis; af recota that are creed on leconic | DESTROVDELETE AFTER THE
K RECORDKEEPING OOPY HAS BEEN
The case stiracts national media attention, results in a FRODUCED.
Congressional investigation, or results in substaptive change
in Agency policy or procedures, Significant cases will be
selected by the NASA Office of Inspector General based on
the criteria listed in this item. R
NOTES:; Only AFS nmbmwnhdaﬁnulwbjecumuud. — RETENTION — For items marked Pending Retention Apmnval, NOTES: Caly AFS numbmwllhdeﬁmda:bp:;muul. ~ RETENTION - ~ Por items marked Pending Retention Approval,
cantact your Centex Record jon and/or § contact your Center Reconds Manager for and/or gt
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9920

p———.|

d frequently; th
GAO AUDITS
A NASA
Cass files on GAO audits of NASA activities. Includes GAO
audit reports, certificates of cl

notice of completion, aud all related papers. Additional
reference is found in NPR 1200.1, Management Control,
Audit Liaison, and Audit Followup.

1. Headquarters liaison office for GAO audits.

2 O ion mudited or controlling audited
NASA Contracts. (Record cutoff date is date of audit
report.)

-\Wofmmmnmmdmw

MMMW
generate a recordkeeping copy of the 5

B. CONTRACTORS
Case files on GAO audits of NASA contractors.

1. Cognizant procurement office.

2. All other offices/copies.

3. Electronic copies
‘mail and word processing systems and used solely to
generate a recordkeeping copy of the records.

RETIRE TO FRC 2 YEARS AFTER
DATE OF AUDIT REPORT. DESTROY 8
‘YEARS AFTER SUBJECT DATE

<DA: N1-255-00-3> (N 6-1)

KEEP FOR 3 YEARS. DESTROY AFTER
8 YEARS OR WHEN NO LONGER
NEEDED.

<DA: N1-255-00-3>

DESTROY/DELETE AFTER THE
RECORDKEEPING COPY HAS BEEN
PRODUCED.

W

DESTROY WITH RELATED
CONTRACT FILE.
«<DA: N1-255-00-3> (N6-3)

DESTROY 3 YEARS AFTER AUDIT.
«<DA: N1-255-00-3>

DESTROY/DELETE AFTER THE
JEEN.

<DA:NI-255-00-3>

FINANCIAL MANAGEMENT AND
INSPECTOR GENERAL RECORDS

SCHEDULE 8
{AFS 9000-9999)

This document is updated frequently; therefore, printed coples may be obsolete. Refer to the Change History Log at the
beginning of NPR 1441.1 in the NASA Oniine Directives Information System (NODIS) for current version,

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

913

9960

29

AUDITS OF CONTRACTORS
A, NASA

Case files on NASA audits of contractors, including papers
related to NASA audits for other Government agencies, such
as DoD. Additional reference is found in NPR 1200.1,
Management Control, Audit Liaizon, and Audit Followup.

1. Office perf the review. Recordkeeping Copy.

2. Cognizant procurement office.

3. Other NASA Audit offices.

4. All other offices/copies.

5. Electronic copics of Técords thutare-created.on electronic

mail and word processing systems and used solely to
generate a recordkeeping copy of the records.

OTHER AUDITS OF NASA CONTRACTORS

Inchudes Defense Contract Audit Agency (DCAA) and HHS
audit reports, camrespondence, and all related papers.

1. Cognizant regional audit office. Recordkeeping Copy.
2. Cognizant procurement office.

3. All other offices/copies.

4. Electronic copies of records that are SrEAE G Electroniom]
mail and word processing systems and used solely to

RETIRE TO FRC 2 YEARS AFTER
DATE OF FINAL AUDIT REPORT.
DESTROY 8 YEARS AFTER SUBJECT
DATE

«<DA: N1-255-00-3> (N64)

<DA: N1-255-00-3>

DESTROY 3 YEARS AFTER DATE OF
FINAL AUDIT REPORT.
<DA: N1-255-00-3>

DESTROY 1 YEAR AFTER DATE OF
FINAL AUDIT REPORT.
«<DA: N1-255-00-3»

DESTROY/DELETE AFTER THE
[FRECORD!

PRODUCED.

«<DA: N1-255-00-3>

DESTROY 3 YEARS AFTER DATE OF
AUDIT REPORT,
<DA: N1-255-00-3> (N6-5)

DESTROY WITH RELATED
CONTRACT FILE.

«<DA: N1-255-4-2>

DESTROY 1 YEAR AFTER DATE OF

AUDIT REPORT.
«<DA: N1-255-00-3>

RECORD!
PRODUCED.
<DA: N1-255-00-3>

genenate a recordkeeping copyof the records.

NOTES: Only AFS numbers with defined subjects are used. —mm—mhmmhdmdingkmﬁmAmvﬂ,
for inft .

contact your Center Records

and/or

T 914
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APPENDIX E.
Crosswalk of NRRS 7 and 8 to New Program/Project Schedule Items

July 9, 2004

CHAPTER 10. NRRS 10

RECORDS COMMON TO MOST OFFICES
-
SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
1000 | 1 READING / CHRON FILES SEE SCHEDULE 1
1000 | 2 ROUGH DRAFTS, WORKING NOTES
anes.xeuoldsfmmwhchmpuﬂs staff papers, and other documents | DESTROY WHEN NO LONGER
have been prepared and approved. NEEDED.
1000 | 3 STENOGRAPHIC NOTEBOOKS
Notebooks from which notes have been transcribed. DESTROY WHEN NOTES HAVE BEEN
TRANSCRIBED OR NO LONGER
NEEDED WHICHEVER IS SOONER.
1000 | § INFORMATION COPIES
Copies of telegrams, dispaiches, i ions, leters, d DESTROY WHEN NO LONGER
;pondence and other d which are not a part of the AWVEH?)EJ Oﬂmﬁmm
official subject or file, <DA:GN|El-ﬁV ERS_“_L s L
1000 | 6 LETTERS - GENERAL
N A, Ilm leuets without attachments. .gllf_flmOY 'WHEN THREE MONTHS
[GRS 14-1)
B. Lettess andnotm ofalmpl: k h and DESTROY WHEN ONE YEAR OLD.
of ap i for coop and assi; «<DA: N1-255-94-1, Schedule 1/78/D>
1000 [ 7 OFFICE WORKING FILES - DUPLICATE COPIES
A. CORRESPONDENCE
7 1. Internal memoranda regarding details of office DESTROY WHEN ONE YEAR OLD.
ing of checks, for «<DA: N1-255-94-1, Schedule 1/78/D>
leave, for travel, general cooperation, itineraries.
[ — 2. C i h or

Iges

3. Correspondence regarding plans for conferences and
meetings, invitations to attend and acceptances or regrets,
notices, arrangements for space and facilities,

___amangements for chairperson, or speakess, EXCLUDING

DESTROY IMMEDIATELY, OR WHEN
FOI

REFERENCE, OR UNDER A
ETERMINED SCHEDULE OR
USINESS RULE (E.G.,
THE AUTO-DELETE
FEATURE OF ] C
MAIL SYSTEMS). ..
[GRS 23-T]

DESTROY WHEN ONE YEAR OLD,
ALSO SEE SCHEDULE 1.
<DA: N1-255-94-1, Schedule 1/78/Tx>

E-1

—

APPENDIX E.
Crosswalk of NRRS 7 and 8 to New Program/Project Schedule Items
Jualy 9, 2004
SUBJECT AREA OR RECORD TITLE RETENTION
S# |ITEM DESCRIPTION OF RECORD SERIES <Authority>
the record copy ¢ of ﬁn:d appmved agenda or programs,
minutes,
andcolsmadauornﬁeﬂhemeamgsor
conferences.
B. REQUESTS
T 1. Requests for i ion and replies i no DESTROY IMMEDIATELY, OR WHEN
— inistrative action, no new decisions by ﬁSA. andno | NOLONGER NEEDED FOR
origin; ial data. REFERENCE, OR UNDER A
PREDETERMINED SCHEDULE OR
BUSINESS RULE (EG.,
THE AUTO-DELETE
FEATURE ONIC
MAIL SYSTEMS).
[GRS 23-7]
1. for dupli hy hy, for the DESTROY WHEN ONE YEAR OLD.
f chan.s. for stel OFFICE OF PRIMARY
wepamtmn o gtaplncs or for stenographic RESPONSIE e
SCHEDULE2Z
1000 [ & OBSOLETE FORMS
Obsolete blank forms. DESTROY IMMEDIATELY.
1000 | 10 INFORMATION ONLY COPIES
Issnances, notices, reports, releases, tebulations, and publications of | DESTROY WHEN ONE YEAR OLD.

other agencies or private industry submilted or received for general
information muposes only.

«<DA: N1-255-94-1, Schedule 1/78/D>

3000 | 11 VOLUNTARY ACTIVITIES / CHARITIES
Records pertaining to charity drives and other voluntary activities DESTROY WHEN ONE YEAR OLD.
not part of the regularly assigned functions of the Agency. ALSO SEE 5CHEDULE 3.
13 REFERENCE DATA
Minor items of reference data sent to Centers solely for their DESTROY WHEN ONE YEAR OLD.
information and not requiring any specific administrative action. <DA:N1-255:84-1, Schedle LITR/D>
[—c—] 14 EXCESS OFFICE SUPPLIES
Excess, unused, office supplies isharesolugededin | RETURN TO STOCK.
the operation of the office. \

15

PUBLICATIONS AND OTHER PRINTED MATERIALS

NUI'E The office ol' ongm or oﬂ'u:e ol' primary mponsxbdny. ol’
blished ] should one complete set~
obmlete and superseded items.

Ti bi

DESTROY IMMEDIATELY. OFR SEE
SCHEDULE 1.

E2
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