
SOME ITEMS SUPERSEDED OR OBSOLETE      N1-255-09-001    Accurate as of 09/25/2025

ITEM STATUS WHY INACTIVE
Schedule 1
1 / 1 n/a non-records copies
1 /2 / A 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1 / 4 Inactive (T) superseded by DAA-GRS-2016-0004-0001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1 / 9 / A Inactive (T) superseded by DAA-0255-2024-0002-0001
1 / 9 / B Inactive (T) superseded by DAA-0255-2024-0002-0001
1 / 10 Inactive (T) superseded by DAA-0255-2024-0002-0001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

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 These items, unless subsequently superseded, may be used by the agency 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superseded, obsolete, filing instructions, describe non-records, or were lined off and not 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
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SOME ITEMS SUPERSEDED OR OBSOLETE      N1-255-09-001    Accurate as of 09/25/2025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 / 15.1 / A Active (T)
1 / 15.1 / 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1 / 18 / B Inactive (T) superseded by DAA-GRS-2016-0001-0003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 / A 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 / 26.5 / B Inactive (T) superseded by N1-255-10-002 items 1/26.5/A and B
1 / 26.5 / 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 / 37 / A 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
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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 / 54 / A 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 / C /1 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

3



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 / 72 / A 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 / A n/a crossed out
1 / 77 / B n/a crossed out
1 / 77 / C Active (T)
1 / 78 / A 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 / A 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)
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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 / A 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)
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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
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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 / C /2 n/a crossed out
2 / 7 / C /3 n/a crossed out
2 / 7 / C /4 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 / G / 2 Active (T)
2 / 7 / H / 1 Active (T)
2 / 7 / H / 2 Active (T)
2 / 7 / I  / 1 Active (T)
2 / 7 / I  / 2 / a n/a crossed out
2 / 7 / I  / 2 / b n/a crossed out
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SOME ITEMS SUPERSEDED OR OBSOLETE      N1-255-09-001    Accurate as of 09/25/2025

2 / 7 / I  / 2 / c n/a crossed out
2 / 8 / A / 1 (T) superseded by N1-255-10-001
2 / 8 / A / 2 (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 / a / 1 n/a crossed out
2 / 8 / C / 1 / a / 2 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 / C / 1 / 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 / a / 1 n/a crossed out
2 / 8 / F / 2 / a / 2 n/a crossed out
2 / 8 / F / 2 / a / 3 n/a crossed out
2 / 8 / F / 2 / a / 4 n/a crossed out
2 / 8 / F / 2 / b / 1 n/a crossed out
2 / 8 / F / 2 / b / 2 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 / a / 1 Inactive (T) all subitems superseded by N1-255-10-001
2 / 8 / G / 2 / a / 2 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 / c / 1 Inactive (T) all subitems superseded by N1-255-10-001
2 / 8 / G / 2 / c / 2 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)
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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 / A / 1 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 / I 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 / 22 / A 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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SOME ITEMS SUPERSEDED OR OBSOLETE      N1-255-09-001    Accurate as of 09/25/2025

2 / 23 / C / 2 Active (T)
2 / 23 / C / 3 Active (T)
2 / 24 / A / 1 n/a crossed out
2 / 24 / A / 2 Active (T)
2 / 24 / A / 3 / a n/a crossed out
2 / 24 / A / 3 / b Active (T)
2 / 24 / A / 4 / a n/a crossed out
2 / 24 / A / 4 / b Active (T)
2 / 24 / A / 4 / 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 /  2.5 / A / 1 n/a crossed out
3 /  2.5 / A / 2 n/a crossed out
3 /  2.5 / A / 3 n/a crossed out
3 / 2.5 / A / 4 n/a crossed out
3 / 2.5 / 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 / A / 1 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)
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SOME ITEMS SUPERSEDED OR OBSOLETE      N1-255-09-001    Accurate as of 09/25/2025

3 / 22 / A 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)
3 / 37 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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SOME ITEMS SUPERSEDED OR OBSOLETE      N1-255-09-001    Accurate as of 09/25/2025

3 / 40 / E Active (T)
3 / 40 / F Active (T)
3 / 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 / A 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 / A 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 / A / 1 Active (T)
4 / 7 / A / 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 / C / 4 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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SOME ITEMS SUPERSEDED OR OBSOLETE      N1-255-09-001    Accurate as of 09/25/2025

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

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 / A 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 / 27 / A /1 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 / I / 1 n/a crossed out
6 / 11 / I / 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 / 7 A / 1 Active (T)
7 / 7 A / 2 Active (T)
7 / 7/ B Active (T)
7 / 7/ 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

7 / 7/ 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 / 21 / A 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 / 24 / A / 1 Active (T)
7 / 24 / A / 2 Active (T)
7 / 24 / A / 3 n/a crossed out
7 / 24 / B / 1 Active (T)
7 / 24 / B / 2 Active (T)
7 / 24 / B / 3 n/a crossed out
7 / 24 / C Active (T)
7 / 25 / A / 1 Active (T)
7 / 25 / A / 2 Active (T)
7 / 25 / A / 3 Active (T)
7 / 25 / A / 4 Active (T)
7 / 25 / B Inactive (T) superseded by DAA-0255-2024-0004-0001
7 / 25 / C / 1 n/a crossed out
7 / 25 / C / 2 Active (T)
7 / 25 / C / 3 Active (T)
7 / 25 / C / 4 n/a crossed out
7 / 25 / C / 5 Active (T)
7 / 25 / 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
8 / 37 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)
8 / 40 Active (T)
8 / 40.5 Active (T)
8 / 42 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 / I 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 / C /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 / A n/a crossed out
9 / 24 / B Active (T)
9 / 24 / C Active (T)
9 / 24 / D n/a crossed out
9 / 24.5 / A Active (T)
9 / 24.5 / B Active (T)
9 / 24.5 / C Active (T)
9 / 24.5 / D / 1 n/a crossed out
9 / 24.5 / D / 2 Active (T)
9 / 24.5 / E n/a crossed out
9 / 25 / A / 1
Defense Material 
Audits 

Active (T)

9 / 25 / A / 2
Defense Material 
Audits 

Active (T)

9 / 25 / A / 1
Internal IG Audits

Active (T)

9 / 25 / A / 2
Internal IG Audits 

Active (T)

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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.. REQUEST FOR RECORDS DISPOSITION AUTHORITY • • LEAVE BLANK (NARA use4onlv> ,,. 
. ,. • JOB f1U,MBER O ~ / 

. : (See Instructions on reverse) ,v/-1,c:;5- -z: -
"=1t"!llu!""':~NA~J:."!"IO~N~A~L~A=-=R~C~H:":':'IV"=E~S~a-nd""!"'='RE~C~O:::-:R:::-:D:"":S:--A::-:D::-:M":":"IN~l~S=TRA~T::":"!10:::-:N~(~N':':":IR::':')----t DATE RECEIVED ~ .'/ 1/ 

WASHINGTON, DC 20408 7 / / 0 IO 9 
1. FROM (Agency or establishment) NOTIFICATION TO AGENCY 

National Aeronautics and Space Administration (NASA) 
2- MAJOR SUBDIVISION 

NASA Headquarters 
3. MINOR SUBDIVISION 

In accordance with the provisions of44 
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 
Patti F. Stockman, NASA Records Officer 

5. TELEPHONE 
(202) 358-4787 

DATE AR~VIST ~UNITED STATES 

~ ~~lo '"-l.Gl ~J\1 - ~ 
6. AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition ofits records 
and that the records proposed for disposal on the attached 31 page(s) are not now needed for the business 
ofthis agency or will not be needed after the retention periods specified; and that written concurrence from 
the General Accounting Office, under the provisions ofTitle 8 ofthe GAO Manual for Guidance ofFederal 
Agencies, IXI is not required; D is attached; or D has been requested. 

D~T7. .., j, Sl~_TURE O:,)~~CY RJPRESENTATIVE TITLE 

o/u2t:jc<tJ<Jj ~4~ NASA Records Officer, NASA Headquarters, Code AO 

7. 
ITEM 
NO. 

8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

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 . 

. 

9.GRSOR 
SUPERSEDED 
JOB CITATION 

10.ACTION 
TAKEN(NARA 

USE ONLY) 

Note that the temporary items included in this request are only those hi-sli,1i.slu1d ,Vor L11./.G:, 'l) T ~ OUbf/
1~~ ~ .: ~-- :.. 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 
maintains many of these records in digital media. 

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

115-109 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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ClaGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 

(AFS 1000-1999) 
This document is updaled frequently; therefore, prlnted copies may be obsolete. Reier to the Change Hisloly Log at 1he 
begi'lning of NPR 1441.1 in the NASA Onlne Directives lnlormatlon System (NOOIS) for current version. 

SUBJECT AREA OR RECORD Tffl..E RETENITON 
DESCRIPl'ION OF RECORD SERIESAFS# <Authority>mM. 

DllSTROY WllllNOBSOLBTEOR 
by the agency, including daegalions ofauthority, emttgency 
Copies ofEme!gency Ope,aling Din:ctl-, plans. and im-fures issw:d 

SOPER8EIIED. 
assignmenis. functlans, and insttuc!ions (other lhan ,_ issuod in case <DA: Nl-25Hl4•1> 

(N 1-21)Iii..), as well as those mued by FEMA. Olber Fedezal agencies, stale and 
local go"'2111MW, and lite priYale sector. (NON-RECORD COPIES) 

1040 

• PERMANENI'. 
Ctn' OFF WHEN SUPERSEDED 
AND11El1RETO FllCWHEN 3 
YEARS OlD. TRANSFER TO 
NARA WHEN IS YEARS OU> IN 
10 YEAR BLOCKS. (e.g., ofl'a 
!770-79blocltin 1995} 

-25S-94-I> (N 1-20) 

A. 

B. File copy ofplan or dlrectiYe ifagoocy n:aml oopy is mamtaiiwd in 
a master din:ctiYcl filo and all !dated baclrground mataials. 

C. Allothercopies. DES?llOYWHENOBSOI.BIEOR 
SUPERSEDED. 
<DA: Nl-255-94-1> 

1040 4 EMERGENCY PLANNING AND READINESS REPORTS 

DES11lOY WHEN 3 YEAR3 OlD. 
OR I YEAR AFl'llR

Agency tt{IOtlS ofoperalm's tc.&ts, consisting ofC011SO!idlllal or 
compn,lw,sive ieports reflotling agoncywide ICSUlu oftcslS conduct,d COMPI.ETIO."I OF NEXT 
- omagency plans. inclllding oxen:ises and bia1 ...... EXERCISE WIIICIIEVER IS 

LA'IEl. 
<DA: Nl-25S-94-I> (N 1-22) 

SUBJECT AREA OR RECORD Tffl..E RETENTION 
MU mM. DESCRIPTION OF RECORD SERIE$ <Authority> 

A. 

!!rigina1 MOU. and Lella Agn:cmenls belween NASA and odlers 
and all documenlsconceminglhe agn,emmt 

DIU:nj!""":!1,,11°!!!!'"iagency,orintcmatlonalaflilirs. 

HQ: Officeofl!xtemal Rcladcmsk,q,s rocmd 
copies 1i>r lnlomalional MOUs. Roc:onl copios fur domostic MOUs 
arekopt by lhe Olli<ehavingprimuy n:spons11>ility. 

NorES: Only AFS IIUl1lbm wilh definal subjects me used. - REmNTION - Fu ii=& - Pending Rell:lllinn Approval, 
contact )<IIJr Coo.,,. Recmds Manager for inlimnalion and/or questions. 

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 
begimlng of NPR 1441.1 in the NASA Online Directives lnfonnallon Syslem (NOOIS) !or current veraion. 

SUBJECT AREA OR RECORD 1TlLE 

B. 

DESCRIPTION OF RECORD SERIES 

·O 

RETmfllON 
<Authority> 

HISTORIAN. 11IE'i WllJ. 
TRANSFER TO NARA 
WHEN NO LONGER NEEDED TO 
PREPARE NASAHISTOIIIES OR 
WHEN 10 YEARS OUl, 
WIIICIIIM!R Ill SOONER. 
<DA: Nl-255-94-1> 

•PERMANENT• 

~....~~..'.TO~~~~ 

TR,'-NSFBl"'l!l>ll,jutA 10 YEARS 
AFl'llREXPIRATIOl . 
<DA: Nl-25S-94-l.fi> 

DBSTROY WHEN OBSOLEl'E 
ORSUPl!RSEDED. 
<DA: Nl-255-94-1> 

C. ALL OTHER COPIES 

'-<D:"'A:"'·'.N~~l-25~SN/EXPIRA:il:!':'.'TION. 

AGJtEEMENTS: INTERAGENCY AND INTRA-AGENCYWil'H 
OTHEa GOVERNMENT AGENOES 

A. •PERMANENT• 
1IEl1RE TO FRC 2 YEARS 
AFl'llR COMPUmON OR 
EXPIRATION. TRANSFER TO 

10 YEAR3 AFIEll 

(Nl-4) 

7 B. AILOTHEROFFICES/COPIES DES1ROYWHEN 
OBSOUITEOR 
SUPERSEDED. 
<DA: Nl-lSS-94-1, 7> 

IDSrORICAL ITEMSISOVllCE FILES 

Documonts that have unusual or imln<diatcly n,coguizable hislorica1 
significance and are filed among alht:r documents lhlll aro scboduled fur 

• will be DOied and nm11,...i Imm the 6le before transler or 
• . Aw,,,.cy histories and solecu:d backgrowxl materials. 

N--air-ali··,ve.....,.~ istorios,incbnlingoralhi-,,pmjectsp,epamlby 

agency historians • affaim oflicen1 or by private historians undor 
CODbllCt to the "II'=>'· S materials (such as ill!CIViews 
with pul and pn,senl during the n:searcb Ngo IDllJI 
also be "'1ectod furpenllllllOUlreieotion. 

A. 

I. 1945-1989 
Malerial in lhis collection dates Imm 1945 to 1989 and may be 
c:ontained in bcua, lektrlev,,,:s, DI file cabinds. Marmial is FORS 
Dllrk,d and accounted for in two categories: (I) Dat,d/marlii,d 

NorES: Only AFS munben wilb ddined subjects are used. - RErl!NTION - Fu items - Pending 

JANUARY 19113. 

R..-Appmval. 
amtact your Caller Rcamls Manager for infoonalian and/or qu-

.... 

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 ADMINISTRATlVE RECORDS SCHEDULE 1 
(AFS 1000-1999) 

This document is updated frequently; therefore, pmted copies may be obsolete. Refer to Iha Change Hlst01Y 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 
DESCRIPTION OF RECORD SERIES 

when marerial is added to collection; and (2) Daled/marked 
when material is accessed for =earcb purposes. 

2. 

1070 

1070 

9 

10 
PASR 

8. READY REFERl!NCl! MATERIAL 

Rcfen:ncc material published/sponsored by NASA (Shelf 
documcntDliorubooks). 

IDSTORY OFFICE CONTRACTOR DELIVERABLES (BOOKS) 

Copit:s of dccuments colleded and used as souice dat• in preparation of 
historical volumes. lnclwkd ore duplicates or copies ofcom,spondence. 
n::pons, direcli..s, pamphleis, publications or olher official records; 
preliminmy or psrtial dr.dls; aUlbors' oodlne(s); aulhors' original notes; 
responses from n:adciii; ~cws; and comparable documents. 

A MATERIALS RELATED TO <DMPLRTED VOLUMES 
(AfterpubliCllUOII oflhe finished book.) 

B. MATBRIALS ACCUMULATED FOR FUfURE VOLUMES 

IDSTORY ARCHIVES BIOGRAPHICAL FILES -NASA 10 HABC 

Biographical data, speeches, and articles by indmduals who an: of 
historical significance in acrooauti.cs, astroo.autics, space science. and 
olhor COIIOOIDS or NASA; corrospoadcDce, --and wrlous od!er 
!apes and mmscripl5 of program BClivilies. 

RETENTION 
<Authority> 

NARA NO LAlER THA.'I 
DECEMBER 31, 1998, UNLESS 
1llERE IS AN AGENCY 
REQIJESTCERTIA1NG ACTIVE 
AGENCY USE AND NEED. 
SUCH REQUEST wn.LSPECIFY 
NEW TRANSFER DAT!! R)R 

MATERIAL SO CER11FIED. 
<DA: Nl-:ZSS-94--1, 8> 
(N 1-8) 

• PERMANENT • 
IIEl"AIN IN AGl!NCY SPACE 
IJNTll.. NO LONGER NEEDED 
ORWHEN:ZS YEARSO!DWITH 
S YEARS CONSECU11VI! 

AC'1lVE AGENCY OSI! OR 
0YEARSO!D, 

LONOEll. 

IIEl"AIN INDEFlNITELY IN 
AGENCYSPACEUNllLNO 
LO.'IGER NEEDED, OR 
DES'IROY WHEN 75 YEARS 
OID. WHlCHl!VER IS LONGER. 
<DA: Nl-:ZSS-94--1> 

Rl!l1RI! TO FRC ON!! YEAR 
AFTER PUBUCATIO:-1. 
DES'IROY WHE.'16 YEARS OID. 
<DA: Nl-:ZSS-94--1> 
(Nl-29) 

DESTROY WHEN NO ONGl!R 
NEEDED. 
<DA: Nl-255-94--1> 

MOST FlLl!S ARERETAINl!D 
INDEANITELYIN AGENCY 
REFERENCE COLLECTIONS 
HISTORY OFFICES/ARCHIVES. 
DES'IROY WHEN NO LONGER 
NEEDED. 
<DA: NI-255-94--1> 

NarBS: Ollly APS IIUlllbon wllb delillcd subjc,cls n used. - RBTENTION - For llems madred Pending Releauaa Appoval, 
C0IIIICt yaur Ce:alar lleconls Mamger lor inllmnallml and/or quesliam. 

ORGANIZATION AND ADMINISTRATlVE RECORDS SCHEDULE 1 
(AFS 1000-1999) 

This document is updated frequently; therefore, plinted copies may be obsolete. Refer lo the Change History Log al the 
beginning of NPR 1441.1 in the NASA Online Directives Information System (NODIS) for current version. 

urn> 

1130 
1410 

11 

12 

12 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

IDSTORY OFFICE FILES-ADMJNISJ:RATIVE 

Rout= office mes, geoeraJ com,spondence. and other matorials rclatcd 
to lhe day-to-day operations and manag,:ment of the bistmy office and iU 
programs. 

ORGANIZATIONAL FILES 

A Organizalional chllr1!, NASA Directlves, and reorganization 
studies, graphic illustntions, which provide a delail<d descriplinn 
oflhe anmgement and administrati"" 5lrUdUfe of lhe functional 
Wlits ofan agency. R,,organlzation studies an, 00llducted to design 
an cfficicot mganizational liamework most suir..l to canying oin 
lhe agency's programs and include 

• s such as final n::commcndations, proposals, and staff 
• These files also contain adminililIDliVIO maps that show 

• s andheadquartets ofdecenlJalizcd agencies or 
•c ~oflimits ofan ogency's programs 

[NOTE:' Excluded fmm this • arc !hose OiganizDlion Chllr1! 
included in lhe NASA Directives -Sec Item n of this 
Sc:heduh:.) 

8. Manageme,,t appraisal liles, namtiYe and 
significantaca,mpllibmClllS, accow,ts of and ratio 
rcmganizatioos, ostal>Iishmcnt or disestablisluncntof 
special repo,ts on keyplllDlling studies, wllh rclatcd papers 
inception, scope, procedun::, results, and case files on approved 
plans, polic:it.s, mission, and programs. 

I. Office ofl'rimuy Rc,ponsibilily, iocluding the signlllmy and 
!he office re.,ponsible for audying and developing thc 
documenl 

2. All olher ollicea/copia. 

senior executive of lhe agency at the diYision level or bi8ber- If 
!he funclional statements • in lbe Code ofFcde:ral Regulalions 
(CFR). they arc not desigaao,d for ·on as a scparat£ ...;... 

A RECORD COPIES 

HQ: OFFICE OF MANAGEMENI" OPERATIONS, NASA 
DJRECTIVES & Fl!DERAL REGULATIONS (Ream! copy is 
included in NMI. NPD/NPR System) 

iiill1""11;11;!feddescriptlons oflhe ICSp011S11rilitics BSSigned to lhe 

RETENTION 
<Authority> 

RETIRE TO FRC WllllN 2 YEARS 
OLD. DES"lltOY WHEN 6 
YEARSO!D. 
<DA: Nl-255-94--1, I I> 

• PERMANENT • 
IIEilllE TO FRC WHEN 5 YIWlS 
OLD. 'IRANSFER TO NARA IN 5 
YEAR BLOCKS WHEN 20 
YEARS 
OLD. 
<DA: Nl-255-94-1> 
(Nl-3) 

DES111.0Y WllllN OBSOLEl"E, 
SUPl!RSEDED, OK WHEN NO 
LO~ER. NEEDED. 
<DA: Nl-:ZSS-94--1> 

NOTl!S: Only APS n11mbm wllb deJlncd subjects an, used, - REl'El'fflQN - For itam mmud Pmdin1 Relation Approval, 
COlll..:t your Conlm" Roconls Manaaor lbr infmmadon and/orques&lou, 

https://DES111.0Y
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SUBJECT AREA OR RECORD TITI,E RETENTION 
DESCRIPTION OF RECORD SERIES <Authority> 

•PERMANENT•B. ~ 
SaoAbo¥c. 

oma, ofPrimary Responsibility <DA: Nt-1.55-94-1, 13> 

DES'IROY WHEN OBSOLEl'E.C. AI,L OTHER COPIES 
SUPERSEDED. OR NO LONGER 
NEBDED. 
<DA: Nl-255-94-1>

13 

14 COMMl'lTEES, BOARDS, COUNCILS, PANELS, AND 
CONFERENCES 

[NOl1!: Excluded from this series are lhose reamls crealfd by lhe 
lnvclllionsaod Conlributions Bomd - Seeltom 16 oflhis Scbedule. 
NOil!: For Routine md Ad Hoc ConfemJces and Meetings - See lwn 
19 oflhis Schedule.] 

• PERIIIANENT • 
lllmRE TO FMC WHEN 2 YEARS 
OlD. 'mANSFER TO NARA 
WHEN 20 YEARS OLD. 
<DA: Nl-255-94-1.14'> 
(N l-'i,N 1-7,N2A-12,N2A-13)

0 

DF.SlllOY2 YEARS AFIEI. 
1ERMINA110N OR 
DISSOL\IEMENT OF 
COMMil"Il!E. 
[ORS 16-8&] 

B. 

I. Agendas, di=dves, minutes, repmts (m • 
am,ring geacra1 operalioJls ofthe group, 
esrabJishrnent, revision, or temJiDatioD ofapm 
and reamls documenlinglbe accomplishmonrJ 0 

(a) Oflia: file ofIm> Jll"UP mainlaincd by 1he sponsor, • PERMANENr • 
group, a,aupenon. or otha' designee. lllmRE TOFMC WHEN 2 YEARS 

OlD. 1llANSFl3R. TO NARA 
WHEN 20 YEARS OlD. 

A: Nl-255-94-1> 

(b) All Olm copies. 

2. All other m:ords pmdua:d by the group.' 

NOl'l!S: Only AFS IKU!lbon ,-lib defined IIUbjeclS are used. - REI1!Nl'ION - For Ir.ms lllllbd Pending Ro1<m1iun Appsoval, 
caallCtyaurCmtmRetmds MAapr lbr inl'otmalion 111dlot qw,sliolll. 

14 

SUBJECT AREA OR RECORD TITI,E 
DESCRIPTION OF RECORD SERIES 

3. Rccmds maintained by individwd lllCIDbenl. 

CONGRESSIONAL Fil.ES 

RETENTION 
<Authority> 

DF.S'IROY UPON 'll!RMINATION 
OF MEMBERSHIP, OR WHEN NO 
LONGER NEllDED. wmcHEVER 
ISSOONER. 
<DA: Nl-255-94-1> 

2. 

iles pertainlng 10 cmrespond=:eto and from CoDgrossicmal 
• . This Includes le1lm-s, bearings (mdudiug 

• for the n:card), maimony, ediled 
is mu! ofCoor;=sional session. 

"PERMANENl" 
lllmRETO FMC S Yl!AIIS 
AFl'ER CUTOfl'. TRANSFER TO 
NARA 15 YEAIIS AFI1!11. 
CUIOFF. 
<l>A: Nl-255--00c> 

(a) HQ Office ofl.cgislm"" Allidrs (Oflia: ofPrimary 
Rr:&pcmsibility) Cutoffdllle is aodofCongressional 
session. 

(b) All other offices aod copies. 

B. Cong,,:ssional Corm,pondcnce F"des 
Coirespondcnce wilh Mcmbcn of Congt,,ss concerning infmmaliou 
about NASA programs and projects; includes c:om,,pondence wilh 
Memben; ofCongress pertaining IO amsutuenl l<tjUCSIS. Cutoff 
dale is ond ofCongreuional,....;.,,,. 

C. Congiasional Briefmgs 
Briefings provided to Members orCongr... reganling NASA 
programs, projects and activilies. 

D. Publlcations requests from Conp:ssmen for copies of NASA 
publications wbicb mquiral DO flumal ,cply. 

1150 JS.I LEGISLATION FILES-PROPOSED 

A. Docwnents m:cumularal in the preparation and processing of 
logislation proposed by or in the intaeaorNASA. Includes drafts 
orlogislalion, iq,mU 10 committeos on inlroducod legislallon, and 
commonts on, lncludmg coonlinalion lhmusJ, Center legal offi<o(s) 
with fmal subnussions ID Headqualll:n, OD legislalive propasals. 
This series includes caso files OD each proposed itom oflegisllllion 
and files are lcopt and mainlainod, and bmlcon in Ibis fashion. 

OPR: NASA Hoadquartas, Office of u,gislative Affain 

ANENT' 
CS YEARS 

AFl'ER 
NARA 15 YEARS 
curOFF. 
<DA: Nl-255-00-6> 

DF.S'IROY WHEN NO LO.'IGER 
NEEDED. 
<l>A: Nl..255-00-6> 

IIEl1R6 TO FMC S YEARS 
AFl'Fll. CI.TroFF. DF.S'IROY IS 
YEARS AFl'ER ctrroFF. 
<l>A: Nl-255-00-6> 

REl'AIN FOR ONE YEAR. 
DFSl1WY WHEN NO LONGER 
NEBDED ATTIIECONa.ust0,'11 
OI' nmONE YEAR IIEIENl10N. 
<DA: Nl-255-00-6> 

DESlROY I YEAR AfTEll 
PIJBUCATION IS SENT. 
<DA: Nl..255-00-6> 

lllmRE 'IO FMC 5 'YEARS 
AFTER PROPOSALIS l!NACIEll 
lN'IO LAW OR IS KIUJ!D. 
DBTROYWHEN 15 YEARS 
CID. 
<DA: Nl..255-94-1> 

NOI'ES: Only Al'S JIIIIIKlll(ll wilh dolined BUbjOCII are UIOd. - IIEl'BNTION -For items mad<ed Pmdina Roloalion Apptoval, 
contact :,our Oomlm- ll=mll Maager ror inlbrmadon ad/or questlonL 

https://DE.UR.CY
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All! !DM 
SUBJECT AREA OR RECORD TITI.E 
DESCRIPTIQN OF RECQ!m SERIES 

RETENTION 
<AuthQri!;2 

B. Offices pmYiding infonnation, feeder reports, or peJ1ineot 
documentation to cognizml HeadqumtcB office concerning the 
proposed legislation. 

c. All odu:r offices/copies. 

DES'lllOY WHEN 10 YEARS 
OLD OR WHEN NO LONGER 
NEEDED, WHICHEVER IS 
SOONER. 
dlA: Nl-255-94-1> 

DES'lllOY WHEN NO LONGER 
NEEDED FOR REFERENCE 
PtlRl'OSES. 
<DA: Nl-255-94-1> 

·~ 16--- INVENTIONS AND CONTRIBUTIONS BOARD RECORDS AND 
FILES 
r--_ . 

A. Mi of!be lnvomions and Contnoutiom Board. 

I. Record copy. 
HQ: BOARD OF CONTRACT ArY""'--" ---- •PERMAN.ENT• 

TRANSFER10 NARA WHEN 5 
YEARS~. 

~ 
2. Centets. 

Monetary Awanls Only (Significant). 

3. Allolbercopies. 

B. Copies ordocumcnllih=mls creat<d by lho Board Iha! ""' 
mointaincd at centers or by Boanl members. 

c. Alphabetical files, by conuibutor, on coatnlnitioos NOT coosideno:d 
for awanl; files include com:spoodODCO, evaluations, and all related 
papom'rototds. 

D. Alpbabelical ·mr.s, by CODlributor, on ammDlllions considered lor 
awnnl; m.. ioclude corrospondenco, evaluations, recommendations 
by lho Inventions and ~iomBoan! 111d lho Adminislrator 
Boan! and lho Administmor 111d all rolmod roconlsldocwm:nllllion. 

RECORDS ARI! SUBMITI'ED I u 
NASA HQ BY COGNIZANT11J 
PROGRAM OR PATENT 
PROGRAM AS APPLICABLE. 
<DA: Nl-255-94-1> 

DES1ROY WHEN NO LONGER 
NEEDED. 
<DA: Nl-255-94-1> 

DES'lllOY WHEN NO LO:<GER 
NEEDED. 
<DA: Nl-255-94-1> 

REJ1RE TO FRC WHEN 2 YEARS 
OID. DES'lllOY WHEN 23 
YEARS OLD. 
<DA: Nl.-255-94-1> 
(N 13-17) 

REJ1RE TO FRC WHEN 3 YEARS 
OUl. llESTROYWIIEN22 
YEARS OLD. 
dlA: Nl-255-114-1> (N 13-17) 

E. Dooiocl Awanl Hearings Flies. Case filoa on boarinp ovolYing 
fmm denim awards fmm lho lnVCD1io11& and Cootnalllioos Bomd. 

F. Awanl ca,,: liJes,lapplicatiom lhal have been miao@med. 

I. Paper Reamls. 

REJ1RE 10FRC APTER CASE IS 
CLOSED. DESl'IIOYWHEN 2S 
YEARSOID. 
<DA: Nl-lSS-94-1> 
(N 13-18) 

DES11lOYWIIEN 
MICROFIL\I/MICRllflCIIE HAS 
BEEN VERlflED. 
<DA: Nl-255-94-1> 

SUBJECT AREA OR RECORD TI'ILE RETENTION 
AW ITEM DESCRIPTIQIS: 2!: RE@RD SERIES <Authori!;2 

2. M"icrofllmhnicroficbe Records. DES'lllOY WHEN NO LONGER 
NEEDED OR WHEN 2S YEARS 
OUl WHICHEVER IS SOONER. 
<DA: N!-255-94-1> 

1180 17 NASA BOARD OF CONTIL\CT APPEALS CASE FILES-
GOVERNMENT COUNSEL'S CASE FILES 

Appeals before Ibo NASA Boord orConuact Appeals romisling of 
Notices orAppeal, complain~ answer and/or molion, cono.,pondence, 
transcripls orpmcccdings bclorc Ibo Boan!, exhibits, briefs in ,upport of 

RErlllE TO FRC 2 YEARS 
AFTER BOARD HAS RENDERED 
rrs DECISION OR CASE IS 
SErrLED. DESl'IIOY WHEN 6 

die parties positions Olkcn under lhc dispur,:s clause or a NASA conlrllet, YEARS OLD, 
and Boan! decisions, togclher wilh wurldng papers or Ibo lrial anomoy <DA: Nl-255-94-1> 
charged wilh representing NASA bcron, lhe Bomd. (N 13-22) 

18 BOARD OF CONTRACT APPEALS CASE F1LES ~ .....__ 
Records of appcali ofNASA coniractors under lho dispuu,s clause ofa

1~ 1JllCl, including fmdings and final decisions orNASA 
co •~ ::_ , pleadings, tr.mscripts ofboerlngs. briefi!, omibi1s, 
and related momoraoda, working papen, Bomd 
declsions, and Olher related p 

RErlllE TO FRC 2 YEARS 
was widtdrawn or settled. 

A. Rocmds croat<d prior to October~,• • which lho appeal19 
AFTER YEAR IN WHICH 
APPEAL WASWrIHDRAWN OR 
~ 1:n. DESTROY 6 YEARS.l 
M , FINAL 

ACTIONON~
IGRS3-15•J 

REJ1RE TO FRC 6 YEARS 
AFTER YEAR IN WHICH 
DECISION WAS RENDERED. 
DES11lOY WHEN l I YEARS 
OLD. 
<DA: Nl-2S5-'J4-I> (N 17-49) 

B. Cases in which the Board rooderod • decision. 

- - DES111.OY I YEAR AFlEll 
appeal \¥il5 wjUK,IIAWD Ul 

aller Sepb,mbcr 30, 1979. Cases in which lhe 
FINAL ACTION ON DECISIO.'l. 
·---3-15b) 

1200 1ll SYMPOSIA. AND CONFERENCE FJLES- MANAGEMENT 

RErlllE 10FRC WHEN I YEAR 
OLD. DJ;SJII.OYWHEN S YEARS

files Cmcluding invitaii- an.ndanco roconls, agenda, mimm:s, reports, 
etc.) or routine and od hoc confen:nces and moclings, sud, as mooting& of OLD.
non-project wmting JIIDup& and wk groups, includc:cl are &!alf meetings <DA: Nl~25S-94-l> 
related lnrgoly to adminislrativo mallCB. (N 1-Jll, N:14-14) 

1216 21 SPECIAL PIUOlllTJES ASSISTANCE FILES 

Documcllls uaod in requesting. coordlnllllng, and granting priorllics. 

REr111E 10FRC WHEN 2 YEARS 
OLD. DES'lllOY WHEN 10 
YEARS OLD. 
<DA: Nl-255-94-1> (N 17-18) 

A. OFFICEOFPRIMARYRESPONsmn.rrv 

NOTES: Ollly AFS n11111bm will! defined subjecu are uaod. - RETl!NI1ON -For ii.ms mubd PeadingRotamon Appn,val, NOl'BS: Only AFS munben wilh dolinc:cl lllbjocls ""used. -.REl'BNTION - For ilem1 marked Peading Ret=lian Appronl, 
CODla:I )'Ollr Ceaw Recmda Mmager lbr lnfonnation lllll/or questions. COlltacl your CenlerRocmds Mio!aam' for in£0111111ion and/or questions. 
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m.! ~ 
SUBJECT AREA OR RECORD TITLE 
J!ESCRIPTION QF RECOB!! SIRIF.S 

RETENTION 
<Aulhori~ 

21 B. ALL OTHER OFFJCES/COPll!S DESTROY WHEN 2 YEARS DID. 
<DA: Nl-255-!14-I> 

1280 26.5 QUALITY MANAGEMENT FILES 

F"des n,lmd to lhe Slalus oflhe ow:nll cfli:ctj...,.... oftho Quality 
S)"11:m at lhe NASA inslallaliom. Rocords include ewliu, ovenigbt of 
aimiclive action, management....- actmlim, quality systan ID£lrics 
evil-. and c:om,spoodatcc wilh extcmal auditor. 

A. (;l!NTER-OFFICE Q!:PRIMARY RFSPONS!!l!LIIX 
Rccordkcepmg a,py (paper) 

B. ALL QTHER ClFFlCES Roconlkeeping a,py (paper) 
(Wben 110t co.....t ol-h= in lh<:so sdlodules.) 

' ........ _ ... --•-.11 on office automalion"· applications such as E-- - . ~lications. 

DESTROY WHEN 7 YEARS DID. 
<DA: Nl~S-W-3> 

DES11lOY WHEN l YEARS OLD 
OR WHEN NO LONOEll 
NEIIDED. WIIICIIEVER IS 
SOONER. 
<DA: Nt-255-99-l> 

DELETEAFTEB. 
RBCOIIDKEEl'ING COPY HAS 
BEENPROD!x:ED. -

1328 31 MILITARY REPORTS 

Roports amlcopia of doc:umeuts from lhe IloparlmOlllioflhe Anny, 
Navy, Air Foa:e, and Defcoso. 

DESTROY WHEN NO LONGER 
NEEDED. 
<DA: Nl-255-!14-I> (N l-33) 

1355 32 UNIVERSITY AFFAIRS PROGRAM FILES 

Tbese an, case files upt alpbabelically by individual, by program. C.SC 
film will typically include, bur. not be limill:d to. applicalion limns, 
transcripls. proposals, and lellm ofm,ornrneiulalions, u appropriate for 
each prognun. Ra:onls in Ibis mies may iDclude any other associaied 
conespondmce or documcollllion ,.lated to lhe opemion and lilnctions of 
lheprogmm. 

Programs include, but.,. not limil<d to: 

Advanced Dosignee Program NASMJSRA 
ASEB Summer F11a11ly Pdlowslup Pmgrwn 
Graduate Program in Aeronautics 
Gradua10 Studeol l!esoaR:hers l'mgrwn (GSRP) 
Graduate Student Resomdiors Pmgram/UMP 
ffistorically Black Colleges and UDMnitim (HBCU) 
Space Tec:lmology Development and Utilization Pmgnnn (STOP) 
Joint lmtitutc ro, Adwncemcnt of Fligbl Scic:nca (JIAFS) 
Langley A<onspaco Research Summor Scholan Program (LARSS) 
NASA Space Engin<ering R,,sean:h Center Pmgr.lm 
National Resean:h Council (NRCl Rosidont Resean:h Associatcsbin 

AFS# 

1360 

1370 

1370 

~ 

32 

33 

35 

36 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OFRECO!m ~ERIES 

Program Nalional Space Grant College and Fellowship Program 
Othor Minority Univorsity Pn>gnms 

A. QFFICEQ!:PRIMARYR!!SPQNS!!lllJIX: Univenity A11aiB 

B. AIJ, QTHER QFFICES{CQPDlS 

C. ROSl"ERS QR LISTS QffARTICIPANTS/JNDIVIDUAI.!i II'! 
RESPECTIVE PROGRAMS 

JNTERNATIONAL CORRESPONDENCE 

Comspondmx:e with private individuals oulSide of lbe U.S. requesting 
infomudioD or poblicatiollll. 

FOREIGN NATIONAL VISITORS FILES 

Documents "'1aling lo lbe ¥isirs offomgn nationals, inoluding 
1111hmi2ations, security clcmnc:es, itmorarics, conespondcnco, and 
reporlll. 

VISITOR OPINION CARDS 

Fmms comploled by visilOJS to c:enlffll showing their opinion oflhe 
fucilili<s. 

RETENTION 
<Authority>._

:.: 

REl'AIN ON-5111!. DESTROYS 
YEARS APTER COMPL.El1ON 
OF RESPECTIVE PROGRAM. 
<DA: Nl-255-!14-I> 

DESTROY WHEN NO LONGER 
NEEDED OR WHEN 1tEFl!RENCE 
VALUECEASa 
<DA: Nl-255-!14-I> 
DESTROY WHEN NO LONGER 
NEEDED. 
<DA: Nl-255-!14-I> 

DESTROY 2 YEARS AFTER. 
RBPONSETOREQUEST. 
<DA: Nl..255-!14-I> (NI-II) 

DF.sTROY 1 Yl!ARS APTER 
TERMINATION OF VISIT. 
<DA: Nl-255-!14-I> (N 19-17) 

DES1ROY6 MONlHS APTER 
VISIT. 
<DA: Nl-255-!14-I> (N l!HO) 

1380 

1380 

37 

38 

COMMUNITY RELATIONS P1LES 

A. Docwnootatioo showing lhe de~~ main,..,anco, and 
improvemont ofmalilms botwoon NASA and lhe community. 

GSFC: 'lbclc me mealagl betwmo load 1mdcn in bUlinesslpalilic:al meas 
IO Showi--GSFC Is doin,;inlbolocd .........y. n,tmy 
dubs. C1mmbcr ofCommaa:. e1c. 

B. R<cords rolating to speed,es, toms. personal appearances, and othor 
such mutino activilics. 

STATISTICAL REPORTS FILES 

Sllllisacs ,ega,diog public alfaim actiwlcs ofCenters for use in 
compiling semiannual repmt, Including Sllllisdcs ,oga,diog dissemination 
ofpublicaliom and 1111111ber ofpoblicalioos in stock. 

DESTROY WHENS YEARS OLD. 
<DA: Nl-255-!14-I> (N 19-19) 

DES"IROY WHEN 2 YEARS OLD. 
<DA: Nl-255-!14-l> (N 19-19) 

I 

NOl"l!S: Only AFS DU111bors with defined ,ubja:ls me used. - RETENTION - For items mark<d Pending Releution Approval, NOl"l!S: Ooly APS nwnbors wid1 defined subjeclS ""'used. - RETENTION - For ill:lnS marked Pending Retcnlion Approval, 
COJIIm:t )OW' Center R=mls Manager for inrormation and/or quoations. com..:, )OW' Ccotcr Reccmls Manager ror infonnalion and/or questions. 
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SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIESAIU 

A. HO: PUBLIC AFFAIRS [OPRl 

B. CEN!"ERS: Officeof Primmy Responsibility 

C. ALL CITHER OFFICES/COPIES 

NASA PERIODIC INFORMATION SERIES -HOUSE ORGANS 

Periodic newsld.tcr, bulletins, or similar types of official Center 
blications that colllain infonnation relaling to Center filcililies, 

• significant projeclS, mission development, pOISOIUlel, social 
other infonnation of inlm:Sl to NASA employees. 

B. RecmdCopy. 

1380 40 BIOGRAPffiCAL RECORDS FOR PUBLIC AFFAIRS. NASA 10 
BRPA 

PASR current biographical infonnation about principal and prominent 
management and slaf'f' offJCi.aI&, program and pmjt.et. managers, scientists. 
engineer.,, spcalccrs. other selected employees, involved in newsworlhy 
activities, and other participants in agency programs, with a recent 
photograph when available. Data items an, those generally required by 
NASA or the news media in pmparing news or feature stories about the 
indmdual and/or tho individual's activity with NASA. 

1380 41 AUDIENCE REPORT FORMS 

RETENflON 
<Authority> 

DES'IROY WHENS YEARS OLD. 
<DA: Nl-2SS--94-I> (N 19-ll) 

DES'IROY WHEN 3 YEARS OLD. 
<DA: Nl-255--94-1> (N 19-ll) 

DES'IROYWHENIYEAROLD 
OR WHEN NO LONGER 
NEEDED, WHICHEVER IS 
SOONER. 
<DA: Nl-255--94-1> (N 19-ll) 

"l'ERMA,'IENT" 
TRANSFER. ONE COPY OFEACH 
ISSUE TO NARA ANNUALLY IN 
ONE-YEAR BLOCKS ATTIIE 
END OFEACII CALENDAR 
YEAR. IF IN ELEClllONIC 
FORMAT, TRA.'ISFER IN • 

A.'ICEWIDl36CFR 
CURRENTNARA 

TEMPORARY. 
TRANSFER. ASECOND COPY OF 
EACH ISSUE TO LOCAL 
CENrER HISl'ORY OFFICE. 
DESTROY WHE.'I NO LONGER 
NEEDED. 
<DA: Nl-255-05-01> 

RECORDS ARE MAINTAINED 
AS LONG AS THERE IS 
POTENTIALPUBUC INTEREST 
IN 1llEM AND ARE DISPOSED 
OF WHEN NO LONGER 
REQUIRED. 
<DA: Nl-255-94-1> 

DESTROY WHEN 2 YEARS OLD. 
<DA: Nl-2SS--94-I> 
(N 19-11) 

NOTES: Oo\y AfS numbers widl defined subjeclS are 1llod. - RBraNl1ON - For ileml marked Pendiq Rotenlion Approval, 
COlllll:t your Omler Ra:onla Managor lbr infllrmallon and/or queslian,. 
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SUBJECT AREA OR RECORD TITLE 
ITEM DESCRIPTION OF RECORD SERIES 

1382 so FOIA REPORTS 

Rocwring repods and on.,.time inlonnation requirements relating to the 

annual reports to lhe Congress. 
agency implemmlation of the Fm,dom of Information Act, including 

ANNUAL REPORTS TO CONGRESS MAINTAINED AT 
THE AG 
Recmd Copies: HQ 0 

B. 

C. ALL ITTHER COPIES/REPORTS 

NEW RELEASES 

One copy ofeach prepued stalement or announcemenl issued for 
distribution to the news modia. Pllbli.shed or processed documents, such 
as "Press KilS," "Fact Sheets," "Cum:.nt News,• and all other mat<rials 
used mainly for news media. 

ews releases that announce events such as adoption ofnew programs, 
• lions ofold pmgrams. major shifts in policy. and changes in 

!_JC)' pcnonnel and may be a lOXtual record such as a formal 
non-u:xtual, such as mms, video, or sound n:conlmgs 

ghHQ). 

A. !.!!:.!:.!!.&..!""-'r.!Sl!!!!!ll;!'.l'-"''""""'""'"-"'il.!. 

B. STENNISSPACECENTERONLY 

The following items as originally produa:d and distributed by SSC 
both on-site and locally by the Office of Pllblic Affm: News 
Releases - Fact SheelS- Brocblll1:5 

PO 
ASS 
IND . 
<DA:Nl-

NOTES: Only AfS IIUlllben wilb dofillod subjects are UIOd. -RBraN110N -For ileml marked l!=dinglldontion Approval, 
COlllal:l your CenlerReconls Manager for lnfonnallon and/or questions. 

RETENTION 
<Authority> 

• PERMANENT • 
RETIRE TO FRC WHEN 3 YEARS 
OLD. TRANSFER. TO NARA 
WHEN 15 YEARS OID. 
<DA: Nl-255--94-1> 

DES'IROY WHEN 2 YEARS OLD 
ORSOONER IF NO LONGER 
NEEDED FOR 
ADMINISTRATIVE USE. 
<DA: Nl-255--94-1> 

•PERMANENT• 
RETIRE TEXIUAL RF.CORDS TO 
FRC WHEN 5 YEARS OID. 
TRANSFER TO NARA IN 5 YEAR 
BLOCKS WHEN 20 YEARS OLD. 
<DA: Nl-255--94-1> (N 19-1) 

AUDIO VlSUAL RECORDS ARE 
TO BE TRANSFER.RED TO 
NARA IN ACCORDANCE wrrn 
MEDIUM OP CREATION. 
RETIRE IN 5 YEAR BLOCXS 
WHEN 5YEARSOLD. 
<DA: Nl-2SS--94-I> (N 19-1) 

TO 
N, 
T 

https://PER..\I.IA
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SUBJECT AREA OR :RECORD TITLE 
fl];M DESCRIPTION OF RECORD SERIES 

C. ALL OTHER Cl!NTERS OFFICES OR COPIFS 

1382 INFORMATION SERVICE REPORTS 

Routim, requests lbr exlubits, spealcors, toun, and personal appearances 
by NASA officials and asllODallts. 

NASA RADIO PRESENTATIONS 

Ollice ofPrimaiy Responsibility; HQ (Offi<e ofPllblic Affairs/ Code 
PMD) 

1992 AND EARLIER 

One c:opy ofeach radio program u - by NASA and provided 
kl lbe geacral pnblic and radio stations. Fomuts can COll>ist o~ but 

not limited to: NASA Radio Special Repons; Audio News 
; and Space N°""'. (M<dlums ofaans£er consist of Reel-

• CIS5dle.'l; transcripts; de.) 

B. 

ut NASA prognms/pmjocts. 
Slmlcs are creall:d as wcddy io shows and an, disttiburcd 
every 4 wecb. Mastcu consist stories approximately 4 1/2 
minutes'io Jeng1!11md4 il=senli • "each Is a90 
second versioooflbeSpaceStmy. Bo • and "Spauish" 
wniom ofeach program, including a anslstioo, ifaoe 
m&lS. 

·,tNOTE: Spaoish versloos oflbe NASA Radio piogiams 
tbeNASA Spaoc Stories produced approximately every 1-2 
wecb every 4 wecb with one 4 l/2 llliow, end one 90 
Btory wbichduplicale/c:opy an English SIDty. 

2. NASA Special Reports. 

3. NASA Space Notm. 

Radio progn,ms Cffill<d by NASA and provided to lbcgeaeral 
public and radio stalions. 

RETENI10N 
<Authority> 

DllSTROY WHBNNOLONGER 
NEEDED FOR REFERENCE. 
<DA: Nl-255-94-1> 

DES'lllOYWHBN 5 YEARSOID, 
OR WHEN NO LONGER NEEDED 
FOR REFERENCl!WIIICIIEVER 
IS FIRST. <DA: Nl-255-94-1> 

•PERMANENT• 
REI'IRE TO FRC I YEAR AFIER 
RELEASE OR DEI.IVEllY. 
TRANSFEll TO NARA WHEN 5 
YEARSOID. 
<DA: Nl-255-94-1> 
(N 19-3) 

*PERMANENT• 
TRANSFER. I PRODUCTlON 
MASTER (1/4" OPFN REEI,:ro. 
REEL TAPE) AND I DUBBED 
CASSETJ'ECOPY TO NARA 
ANNUALLY, Al.ONG wrrn 1 
HARD COPY OFTI!ELABEL 
INFORMAnoN FOR. EACH 
CASSEITI!. 
<DA:Nl-255-94-1> 
(N 19-3) 

NOTES: Oaly AFS ~ wllb dellned llllbjecls mo usal. -RBTBNTION -Far ilallll madmdl'endiogRotoolian Appn,wl, 
COIIIICtyaar CeormR-.ls aa.._ lbr inlbDlllllon aodlor9"'1liDm. 

ORGANIZATlON AND ADMINISTRATIVE RECORDS SCHEDULE 1 
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This document I& updaled frequently; therefore, printed coplas may be obsolete. Refer ID the Olange History Lag at the 
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-

1382 

13115 
1385 

fl];M 

57 

58 

62 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

C. NASA OFFICIAL INTERVIEWS 

I. Raw and Rouline interviews. 

1bc&c are inlmviews done fur n:scan:h and background 
in£0fflllllion fur production ofNASA Space Stories end 
Frontiers. (Ibese inl<:rviews have been produced on DAT 
Tapes, cassettes, end 114" =1-<o-=I tapes.) 

- - l'nten,stluterviews. 

lbcse arc unique interviews •ft ..... ·u cooceming 
mm:nt items. issues. m rcscuch programs/proJ-- -- • ,_ 
ofspecial significance to NASA 

PAO CLIPPING FILl!S (SSC ONLY) 

Fdes ofarticles appearing in l<Chnical, trade, =ialpublicatioos or 
magazines on NASA and/or 1he space program io general. Files may 
include informlllion collecled, which pertains to specific programs being 
a>1111Dci.d at Stmmis or any othor cedlOr wllh regard ID space and 
aeronautics research. 

SPEECH FILES 

Official sp,ecbes by NASA pmsoond. Speeches, -...., COlllllll"1l.s 
and remmb made at fmmal ccmnooies aod dwiog iotuviowll by hoods 
ofagencies or their saiior asmtaots concmniug Ille programs of lbeir 
ag,oocio3. The speocbes and addR:sscs may bepreseol<d kl executives 
liDJn Olher Fc:denl agencies, repn:sentaliveo of...,., and local 
go,,emmenrs, or private groups. 

A. 

B. AIL OTHER OFRCES/COPIES 

RETENTION 
<Authority>,,. 

DESTROY WHBN 2 YEARS OLD 
OR WHEN NO LONGER -
NEEDED, WlllCIIEVER JS 
SOONER. 
<DA: Nl-255-94-1> 

•PERMANENT• 
TRANSFEll l PRODllC'IION 
MASTER AND 1 DUBBED 
CASSEITECOPY TO NAllA 

YALONG wrnl I 
HARD -- -· AUEi.OR 
BACKGROUND_ 
CRBA1ED. 
<DA: Nl-255-94-1> 

DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE 
VAI.UE OR 'JllANSFER TO SSC 
HISTORIAN'S OFFICE. IF 
TRANSFERRED TO 11IE 
HISTORIAN. THATOFFICE 
Wll.LDESTROYWHEN NO 
LONGER NEEDED. RECORDS 
CANNOT BE IIEl1llED TO AN 
FRC. 
<DA: Nl-255-94-1> 

(soebolow) 

•PERMANENT• 
IIEl1RI! TOFIIC I YEAR AFl1lR. 

- TnNARA 
IN 5 YEAR BLOCKS WHl:.N au 
YEARSOIJ>. 
<DA: N!-255-94-1> (N 19-2) 

DllSTROY WHEN NO LONClEll 
NEEDED FOR REFERENCE. 
<DA: Nl-255-94-1> 

NOTES: Oaly AFS IIWDhas wilh dellaed subject& 111D wed. - RErBNTION - For iloma maibd Pending Relellli<m Appnml, 
COllllCl yaur Ceoior Ra:mda Maoapr ror illlbrmadon llld/ar qumtlons. 

https://CeormR-.ls
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SUBJECT AREA OR RECORD Tl'ILE RETENTION 
ITEM DESCRIPl'IONOFRECORDSERIES 

SCRIPT FILES 

Official film, radio, and b:lcvisioo scripts, 

OFFICE FPRIMARY 

B. AIL OTIIER OFHCFS/COPIFS 

<Authority> 

•PEL.'4ANE:Nr• 
RETIRE TOFRC I YEAR AFIER 
RELEASEOROELIVERY. 

TO NARA INS YEAR 
B OlD. 
<DA: Nl-2SS-I> (NI 

DESTROY WHEN NO LONGER 
NEFDED FOR REFERENCE. 
<DA: Nl-2SS-I> (N 19-3) 

• PERMANllNT • 
TRANSFER I COPY ANNUAILY 
OF AILPUBUCATIONS 
CREATED TO NARA 

-1> (N 19-10) 

B. PRE-PUBLICATION MATERIAL RETIRE TO FRC WHEN I YEAR 
(General publicalion flies, i.e. sn, R&D, publicolions held al CASI OlD. cESmov WHEN sYEARS 

-Sec Schedule 2, AFS 2220) OlD. 
<DA: Nl-2SS-I> (N 19-10) 

1387 6S EXIDBITS 

A. SMAIL R0111'INI! EXHIBITS 

F'lles consist of case ,ecoms and rellllcd documcntatiou/materials. 
pictures ofset-up/design, m1d specilicalioo sheets. 

B. LARGE MAJOR EXHIBITS 

F'lles include visitor =ilels aod major off-site emibits including 
pictures ofset-up/design, specifications sheets and related papers. 

C. SPECIAL EXHIBITS 

DES'IR.OY WHEN NO LONGER 
NEEDED. 
<DA: N1-2SS-l> 

• PERMANllNT • 
RETAIN EXIIIBITMATERIAIJ 
DOCUMENTATIO.'I ON-SITE 
FOR 2 YEARS AFIER EXIIIBIT 
IS CLOSED OR REMOVED, 
TIIEN mANSFER TO NARA 
<DA: Nl-2SS-1> 

Ftlcs consist of case liJes on special project/emibits, unique 
programs, including photographs oflhe project/WlibiL Eumples 
ofsw:b exlul,its are, but not limited to: 

World Fain 
NOTBS: Only AFS numbers wllh delinod subjects on, used. - RBl'ENTION - Per items marked Pendln1 Relenllon App!DVII, NOTBS: Only AFS numbers wllh de6ned subjects am used. - REl'BNTION - Far itans mubd Peruling Rotendon Approwl, 
COlllal:l,ourCenierReccmls M- for inl'ollllllian sndlar quesllom. conw:t your Cenler Record• Manager for lnfonnlllon and/or quostions. 

AFS# ITEM 
SUBJECT AREA OR RECORD TITLE 
DESCRIPTIO~ OF RECORD SERIES 

RETENTION 
<Authority> 

YEARS OLD, WlllCHEVER IS 
SOONER. 

Air Show(s) _ _ __ 

1387 66 FILM FILES (JSC ONLY) 

Recolds created wilh regard 10 ftlms. comprisod ofcootra<:tor cost reconls 
and coolain contractor-proprietary infonnation. 

<DA: Nl-2SS-I> 

RECORDS ARI! RETAINED AT 
JOHNSON SPACE CENTER FOR 
S YEARS AFl'ER TERMINATIO.'I 
OFCONmACT; TIIEN 
DESmoY. 
<DA: Nl-2SS-1> 

1392 67 PRE-PUBLICATION MATERIAL· EDUCATIONAL 

Files consist basically ofseparations, photographs. camora-ready artwork 
used primarily to produce final odUCBtional publicalions. 

RETIRE TO FRC WHEN 2 YEARS 
OlD. DESmov WHE.'i 10 
YEARS OLD, EARLIER 
DESTRUCTIO.'I IS AUlllORIZED 
IF MATERIAL IS NO LO,'IGER 
NEEDED OR IJSEFUl.. 
<DA: Nl-2SS-1> 

1392 68 EDUCATIONAL PROGRAMS 

Files of lhc Spaccmobilc Opcralioos, scbodulcs, alleDdance, contract mes. 
Files also know as • AESP" Aerospaa: Education Scmccs Program, me 
included in !his scric,, In addition, ,ecolds ofschool allcndaor:e/ visits 
are filed in this category. Other m:mds thal are comidcmd similar and 

RETIRE TO FRC WHEN 2 YEARS 
OlD, DESmov WHEN 10 
YEARS OLD. 
<DA: Nl~S-1> 

(N 19-7) 
are included in this series arc: 

- Clovemor School Program: 
Program designod for gifted students; run by lhe Stale Depar1menL 

- Explnrer Scouts Program: 
Program for high school students during !he regular school year. 

-NEWES!'Program: 
Workshop for teachers; taught 2rweeks c:vcry ye,,r. 

NOTE: These IOCOlds may also be a part of!he SHARP system of 
=mds (NASA 10 SPER-PASRi 

1392 70 TEACHER WORKSHOP FILES 

FUes of teacher workshops showing number ofseminms. kx::ation. 
attendance, and brief outlin,:s ofprograms. Included in lhcse ,ecolds are 
requests for services and tr.acher rcsowcc files. 

RETIRE TO FRC WHENS YEARS 
OLD. DESmOY WHEN ID 
YEARSOlD. 
<DA: Nl-2SS-1> 

1394 71 MOTION PICTURE FILMS 

NOTE: The following dispositions are for FllM ONLY. VIDEO 
productions an: in SCHEDULE 2 and SCHEDUIE 8 oflhis handbook. 

FILM FOOTAGE TIIAT MAY BE D!SPOSED OF: 
- Extra copies (mam:rpositives; duplicate negatives orprints) of 

original materials, which have been forwamed to NARA or lhc 
a-""""aie FRC. 

https://DES'IR.OY
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SUBJECT AREA OR RECORD TITLE 

71 

DESCRIPTION OF RECORD SERIES 

• Original film footage, whicb is unusable because of inferior quality. 

-Copios ofmotion pictw<s wblcb were made by other llllOIICie& and 
which am no louger weful or do m,t pertain I!' NASA activities. 

Film byce.ntasorcamua,:1,,.. for.-.m:h aod 
dcwlopmeDt p which requile pbolograpblc (film) 
support. 

I. 

2. Engineering film - which 1w doc:umontmy (bjll!Drical) value .. 
w<:ll ., tedmical value. 

3. Orher engim,aing film foolagc nec:essaiy for development and 
performance leS!iog, wbic:hhas been docum,nted in project 
n,pm!S. 

2. 

D. AGENCY SPONSORED FILMS -OTHER: 

I. Yilma used for Ibo mual pn,sealalion of informatloo 10 the 
public. 

(a) Office ofPrimacy Responsibilit;y: 

NOTl!S: 0llly AFS IIUlllhen wllll delinod m,jecu an, u..d. -RETENTION - Far ilClllll madcedPtmdlqR<lllldion Appn,val, 
"""1acl,ourC..W-IIA,cmds ~ fm inliJrmalloalM/mquatioas. 

RETENTION 
<Authority> 

•PERMANENT• 
RHl"AIN ON--Srnl RlR S YEARS. 
lllANSFER TO NARA (COLIJ:(lE 
PARK, MD) WHENS YEARS 
OLD. MATEIWILS TO BE 
INCLUDED: OIUOINAL 
J)lEGATI\lllOil COLOR. 
ORIGINAL PLUS SOUND AND 

PROJl!CTION PRINT. 
INAm"llllS TRANSFER 

SA HQ IIERlltE 

TRANSFER TO FRC I YEAR 
APIER PROJECT C<»4PLEl10N. 
CANCELIATION, OR 
TERMINATION. DES'lllOY 
WHEN S YEARS OLD. 
<Dk Nl-:ZSS-!14-1> 

• PERMANENr. 
ntANSFERWlIH Ollll'.llNAL 
F1U4 ALONG Wil1I 
JDENTIFYING INR>RMATION IF 
POSSmLE. 
<DkNl-:ZSS-!14-1> 

llESTilOY IMMEDIATELY 
APIERUSE. 
[GRS21-24] 

•PERMANENT• 
RHl"AINFILM 011--SITE FORS 
YEARS. TRANSFER. TO NARA 

ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 
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SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

El<ample& ofsuch films are. but not limitc:d to: 

elevision oew, releucs and infurmation n:pons, lc., 
• " • Press cont: mission n:pons 

cut alit wi1h sound lraCl: 

(bJ All Olheroffica/copies. 

(c) OrigiDal film used 10 cn:a1e the "Highlights" and "Resource 
Tape". 

limcticmsor 
distribution. 

3. Films ofspousored lelevision..,,.. reJea.,es, public soni<:e(or 
and lnfmmalioe n:po,IS orher Ihm lbosc 

identified in B., D. . 

4. Libmy copu,s offilms. 

MANU 

Fonna1 directiws dislrihuted as oalers, circulaii;[aii;'111"ill'loa&,e!la 
form IIIIIIOWICing major chaoges in the Agency's policies andpro<:mlBm--1~­
Nmmally.-are issued by authority ofthehoad ofthe agency. 
Extensi•e detailed in manuals. 

NOTl!S: Only AFS nurnbma with daliDlld subjecta D used, - Rlffl!Nl'ION - For i-•marked l'mlding RoleJwoD Appmnl, 
contact y,mr Qmu,rllA,cmds Manapr Im lnlbrmadcm and/orqueetior,L 

~-i....,..,,""ALNEGATIVEOR 

RETEN'IION 
<Authorit)? 

(C()l.LEGEPARK. ) WHEN 5 
YEARS OLD. MAmRIAL "IOBE 
INCLUDED: ORIOINAL 
NEGATI\lll Oil COLOR 
ORIGINALPUJS SOUND 
lllACI[; AND INTERMEl>IATE 
MASTER POSil"IVE OR 
DUPUCAmNEGATIVllPLUS 
SOUND TilACK; AND SOUND 
PROlECTIONPRINT, ALONG 
Wil1I COMPLEIE IDENTIF'YlNG 

:rION. COORDINATE 
--------a;:-El'OltE 

DESIROY W111!N NOLO.~ER 
NEEDED FOR REFERENCE 
PURPOSES. 
cDA:Nl-255--94--1> 

TRANSFER TOFRC WHEN 2 
~~~IROYWlll!N 

<DA: Nl-255-!14-l> 

• PERMANENT • 
REl"AIN ON--sITEFOR. 5 YEARS. 
TIIANSFEll TO NARA (OOLIJlGE 
PARK, MD) WHEN 5 YEARS 
OlD. MAmRIALS INCUJDED: 

COLOR SOUND 
11tACX, AND ONE 
PRINT. COORDINATE Wil1I 
NASA HQ BERlllE SHIPMENT. 
<DkNl-255-!14-1> 

• PERMANENr • 
RHl"AIN ON-&ITE FOR 5 YEARS. 
TRANSFER TO NARA (COLLEGE 
PARK, MD) WHENS YEARS 

<DA: - "'4-1> 

DESTROY Wlll!N FILM -
BF.COMES INACilVE OR 
DAMAGED. 
<DkNl-255-!14-l> 

https://SPONSORBDFll.MS
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SUBJECT AREA OR RECORD TITLE RETENTION 
DESCRIPTION OF RECORD SERIES <Authority> 

• PP.RMANENT * 
Management Opellllions Division, NASA Hea:lquartm 

HEADQUARTERS -AGENCY LEVEL 
REl1IIE TO FRC I YEAR AFTER 
BECOMING OBSOlEraOR 

su.ances J<la1ed ro agency program fi.mctions. Managemenl SUPERSEDED. TRANSFER TO 
NARA INS YEAR BLOCKSce office Responsible fur maintaining all lOOO!ds and 
WHEN 20 YEARS OID.

-erial pertaining ro eaob publi&hed inslructioa, <DA: Nl-255-94-1>
hamlbook; licy dm:c:tive, etc. Included in this seri"' is the cue ~1-2)
files related lo issuance which document aspcdS of the 
~of including significant backup, 
comments; original si pages; ere. 

• PERMANEm' • 
REl'IRE TO FRC S YEARS AFl'ER 
CANCELLA11DN OIi. WHEN 
SUPEltSEllllll. TRANSFER TO 
NARA REOIONAL ARCHIVE IN S 
YEAR BLOCKS WHEN 20 YEARS 
OlD. 
<DA: Nl-255-94-1> 

2. ROUl1NE ISSUANCES 
llsuan«s ldated lo routine adminislralion limcli01111 (i.e., 
payroll,-~ pmounel. etc.) 

case Jiles ldated 1o the .i.,,,., documents. 

Nares: Only AFS numbers wilh defined subjects are used. -RETENTION - For items IDllrlcm Pending Ret<ntion Approval, 
cootact )'OUl' Centor Recotds Manager fur Information and/or questions. 
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RETENTIONSUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIF$ <Authority>~ 

TRANSFER BACKGROUND AND 
lNSTRIJCTIONS EI'C. TO BE PUBUSHEI) 

72 C. OFFICES PROMULGATING POLICIES PROCEDURES. 
REIATED MATERIAL TO 
AGENCY lJlVEL ISSUANCE 
OFFICE (ITEM A.J 
<DA: Nl-255-94-1> 

DESTilOY COPIBS OF RECORD 
PROMULGATING OFFICE 

D. COPIES OFTHIS MATERIAL RETAINED IN 
MATERIAL WHEN NO LONGER 
NEEDED. 
<DA: Nl-255-94-1> 

DESTROY WHEN SUPERSEDED, 
OBSOI.EJ'E, OR NO LONGER 

E. ALL OTHER QFFlCESICOPIES INCLUDING ELECTRONIC 
~ 

NEEDED. 
<DA: Nl-255-94-1> 

I. disposilioll 
programs. including SF 115, Roquest fur • Ilion 
Authority; SF 135, Records Ttansmittal mu! R=ipt; SF , 
lleqw,stlo Transfer, Approval, mdReceipt ofllcooids lo Ibo 
Nlllional Aichi... of Ille Uni1ed Stales; mu!, n,laled 
documentation. 

lll!TAIN ON.fil'IE INDEfINITELY(a) Asencr Reconls Ollicer. 
UNTIL NO LONGER. NEEDED 
Rlll AD.\IINISl'RATIVE 
PURPOSES. DESTROY AFJ'ER 
NEXTCOMPIEl'E REVISION OF 
SCIIEDUUlS HAS BEEN 
PIJBUSHED OR WHEN SO 
YEARS O!Jl, WHICHJMlR JS 
LONGER. 
<DA: Nl-2'55-94-1> 
(N 1-25) 

lll!TAIN ON-SIT!! AND 
DESTROY WHEN NO LONGER 
NEEDED Rlll REFERENCE OR 
WHEN 75 YEARS OlD, 
WIIICHEVER IS 1.0.'IIGER. 
<DA: Nl-255-94-1> 

(b) CentuRecotds Managms (OPR). 

DESTROY 6 YEARS AFFER TBE(c) All other ollices/copies. 
REIATED RECORDS AJU! 
DESJ'ROYED OR TRANSFERRED 
TO NARA. WHICHEVER IS 
APPUCAlll.ll. [GRS 16-:za (2)] 

RECORDS MANAGEMENT FILES 

NOI'ES: Only AFS numbers wilh definod subjects are used. - RHI'BNTION - Fm ilans marked Pending R&ntinn Approval, 
contact :your Centu Records Mm,ager for infonnatlon and/or questions. 

https://DES'lll.OY
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mi 

NOI'ES: Only AFS nwnbcn willl defiaod ,uhjecla n 1111111. -REl'BNTION - Far items mmbd Peading Rellmi011 Appsuval, 
COIIDCt your Cmlterhamb Manapr lbr iabmallon 11111/orquesilom. 

SUBJECT AREA OR RECORD TITI..E 
DESCRIPTION OF RECORD SERIES 

B. Records Holdlup F'tlos 
S1atistical n,poll9 ofagency holdings. cleanup campaips, including 
6'eda ieporlB &om all oftice.s llllddalllon die wlumeofrecmds 
!lisposed ofby deslruetionor transfer to NARA. 

2. 

C. Conespondence. rq,orts. -··.. - that 
- to die managemeotolagr.ncy reoords, includ --
.. forms, com,spcmdence, "'IJOdS, mail, and file m 
we of mlcrofonm, ADP systems, and won! proceuing; reconls 
management su,veys; >ital recmds pmgrams; and all other 8SpeclS 
ofreconls manogement notcovemlelsewheno in lhis !ICIJ<duh,. 

D. Local illSlnlclions on reamls management. including su,veys, 
in--. studies, - repmts, and g,:neral cmresporulenao. 

B. Office n:cord localor mes. inde=, or listings that..., used to locate 
reamls in cumnt files, or files that have been lnmlifared ID sfJlging 
amis or IOliJm ID FRC; including file plans and ollia: copies of 
shipping lil1S. 

F. NASA Fonn 1418, Pmpo,cd ~ to NASA Records Conlrol 
Scbodules. 

1. Atplcy Records Officer. 

(a) Approved NF 1418. 

(bl Disapprovm NF 1418. 

2. CenterRoconls Mam,ge,s. 

3. AD odicr offices/copies. 

RETENTION 
<Authority> 

DES'l1IOY WHEN 3 YEARS OID. 
(ORS 16-4•) 

DESTROY WHEN 1 YEAR OID. 
[Gll 16-41>] 

DESTIIOY WHEN 6 YEARS OID. 
(ORS 16-7] 

DESTROY FIUl PLANS/JNOEXES 
WHEN SUPERSEDED. DESrROY 
LISTS (SIIIPPINGfIRANSFER) 
WHEN RF.CORDS TIIERED..'I 
HAVBBBEN D~YED. OR 
WHEN 11IE UST IS NO LONGER 
NEEDED FORREFERENCI;. 
<DA: Nl-255-94--1> 

FIUl WTill SF 115 OR SF258 
CASE FILE AS APPROPRIATE. 
DESTROY AS DDIECIED IN 
ITEM A.I. ABOVE. 
<DA: Nl-255-94--1> 

IIEJ1JRN OIUCJINAL TO 
INSTALLATION OR OPR. 
DESTROY COP\' ONE YEAR 
LATER. 
<DA: Nl'115-!14-1> 

DESTROY I YEAR AFl'ER 
PUBUCA11ON OF DISl'OSmON 
STANDARD OR I YEARAFl'Ell 
DISAPPROVAL. WHICHEYER IS 
l'IIIST. 
<DA: N1'115-94--I> 

DESTROY WIIENNOIDNGER 
NEEDED FOR REFERENCE. 
<DA: Nl-255-94--1> 
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SUBJECT AREA OR RECORD TITI..E 
AFS# mM DESCRIPTION OF RECORD SERIES 

l!INDING AIDS 

lnde-, liSIS, regislers, 311d olhor finding aids in hmd copy or 
elcaronic Imm used only to pmvide a,cess ID reamls lllllhoJiza1 

·ooby lhe GRS or an approved itmn ID Ibis scbodulc. 

NOTE: EXCL m !his series are records containing 
abst:racts or od,er inlill:malllln,Ql!tcan be us..i aa an infonnation 
soun:e APAll.T from lherelated An SF-115 MUSI'BI! 
SUBMITI'ED by lhe AgeDs:y R<conls R TO 
DISPOSALollbeserecords-Omtactlhelocal 
Manager fur guidance 00 this proc:ea 

B. Fmding aids for - ofrcccms lhal HA VE BEEN acces&iom:d by 
lhe Naliooal Arcbi..,. and Records Administration 311d those 
n,!ating to major pmgram case tiles not previously lllllhormd for 
di,posal. 

C. All olhcr finding aids/copies. 

1442 78 GENERAL OFFICEFILFS 

A. CHRON FILES - READING FIT.ES 

Flies thal me extra copies. convenience copies, ld'cmu:e copies. 
wbiclJ a,,: filed 311d maintainod in chronological cml,r. Thm: au: 
duplicates 311d ARE NOT lhe olricial n,a,rd copy (yellow). 

I. 

in cbroJIOlogical ordm as a reminder that an 
action is rcqum,d on a g,,,,.....,.,...,.,.,.atueply ID aolkm i• 
OlpOClfn IIJd. ifD<ll n:=ivcd, lbould be •-date. 

NOTES: Only AFS IIUlllben willl delined subjeou ""'UIIOd. -Rl!Tl!NTION -Por ilt:ml 111111bdP=dlngRelallooAppnml, 
coallct ~•Cmlter Recalds Manqer for ial'ormalion and/or qualloos. 

RETEN'[ION 
<Authorit)'t 

DES'IllOY OR llElEIEwrm 
1111! RELATED RECORDS. 
(GRS23-9) 

RlU.OW DISPOSITION 
INSTRUCTIONS FOR TIIE 
REcORDS TO WlilCH nJEY 
RELATE. OR DESTROY WHEN 
NO IDNGEII. NEEDED FOR 
RE1'ERllNCE. 
<DA: Nl-255-94--1> 

TRANSFER TO HISTOIIIAN'S 
OFFICE WHl!N 1 YEAR OU> OR 
WHEN NO LO.'IGER NEEDED 
FOR RllFERENCE. HISTOIUAN 
Wil.L Dl!STilOY WHEN NO 
IDNGER NEEDED. 
<DA: Nl'115-94--1> 
(N 1-90 

TRANSFElt TO INSTALLATl'ON 
RECaUlS MANAGER WHEN 1 

Wil.L 
DES'lllOY WHl!N 3 
<DA: Nl-255-94--1> 

• 

https://relat.ed
https://DPSTR.OY
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SUBJECT AREA OR RECORD TITI.E RETENTION 
DESCKIPTION OF RECORD SERIES <Authority> 

wmIDRAW DOCUMENTS 
WHEN REPLY Ill RECEIVED. 
fill!:!;;_ IF SUSPENSE COPY Ill 
AN EXTRA, DES11!.OY 
IMMEDIATELY; JFCOPYlll 11IE 
FJIB COPY, INCORPORATE IT 
INTO THE OFFICIAL FILFS. 

C. TRACKING AND CONTROL RECORDS 

DES11!.OYORDELEl'EWHEN2 
YEARS OID, OR 2 YEARS

Lo n,gisteu, and other m:onls in hard copy or electronic !Olm 
ent the slalUs ofcom:spondena:, reports, 

AFTER 111EDATEOF111E 
or od!er m:ords !bat are a • •OD by the ORS or LATF.STENlllY, WIIlCHEVERlll 

APPLICABLE. 

D. INFORMATION COPIES 

DES11!.OY WllE'I I YEAROID 
OR WHEN NO LONGER

Copir.s ofconcspondcncc. reports. or other documents that arc for 
rr:fcrcncc use and are not made a pmt ofan official subject or case NEEDED, WHICHEVER JS
file. SOONER. 

<DA: Nl-255-94-1> 
(N l-9h) 

1470 79 MANAGEMENT IMPROVEMENT REPORTS 

Mansgcmcnt improvement repmts submitted IO the Office of (N 1-S) 
Managomcnt and Budget (i.e., A-76 Rq,orts) and related anal~ 
Tbis inclndc.s GoYl:llllDCDl Perfunnance and lb:sulr. Act (GPRA) 
dcw!opment and final reamls. 

A. OFFICE OF PRIMARY RESPONSIBILITY REi1RE TO FRC WHEN 5 YEARS 
OID. DllSTROYWHI!N20 
YEARSOID. 
<DA: Nl-2S5-94-1> 

B. ALL OTHER OFFICES/COPIES DESTROY WHEN 2 YEARS OID. 
<DA, Nl-2SSJJ4..1> 

1490 80 OFFICE COPYING EQUIPMENT FILES 

A. Procwementffl!W'SIS, NASA Form SI, jusliflC8lions. approvals or DBSTROY 2 YEARS AFTER 
disapprovals, located in offices (not the office procuring the ACQmsmoN OF EQUIPMENT 
equipment) whdber purchase or n:ntal equipment (except OR AFTER DISAPPROVAI. 

<DA: Nl~lSS..94--1>,:quipmcnt in printing, duplicating, or n,pmduction facilities). 

B. Daily production reports/t=>nls. DES11!.OY 90 DAYS AFTER 
INCLUSION OF DATA IN 
MONJHL Y (OR OTHER 
CONSOUDATED) REPORT. 
<DA: Nl-255-94-1> 
(N 16-7) 

NOTES: Only AFS numhen with dobod subjecla 11111 used. - REl'BNl'ION - For itoms mllllced Pending Retenlion Appmval, 
C<llllact your CmlarR=rds Manager !or IDfomladon IIIICl/ar questions. 
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RETENTION 
AFS# 

SUBJECT AREA OR RECORD TITLE 
DESCKIPTION OF RECORD SERIESITEM <Authorit2 

DESTI!.OY WHEN 5 YEARS OID. 
repairs, maintenance, supplies, operating labor, depreciation) and 

C. Production reports (other than daily), cost n=rds (including 
(IFRECORDS ARE KEPT 

studies. SEPARATE!.Y FOR EACH 
MACHINE, D5l'ROY WHEN 
MACHINE IS DISPOSED OP OR 
TRANSFER Winl MACHINF-J 
<DA: Nl-255-94-1> 

1490 JOB Oil PllOJECI' FILES· PRIN11NG82 

(N 16-2)Job or project records con • inotothe 
planning and =tiOD ofduplication, and distnlrution ofjobs (in-nous.,. 

DESTROY I YEAR AFTER 
iequisitious, bills, samples, manuscript clearances, and relaled 

A. Ftlos poitaiDing lo the accomplishment of the job, containing 
COMPIEJ1ON OF JOB. 

papers, exclusive of: <DA: Nl-255-94-1> 

• Requisitions OD Ille Public Prinll:r and relatod rooonls; and, 
• Reconls relating to services obtained oUISide the Agoncy. 

DESTI!.OY WHEN 3 YEARS OID. 
these services. 

B. File.s pertaining IO planning and other technical malleB conceming 82 
<DA: Nl-2S5JJ4..1> 

DES11!.0Y WHEN 2 YEARS OID. 
only, m:ords relating IO the openlion, cJ10CUtion, repmdudioo (i.e., 

C. NASA Headquarters Duplicating Center• in-house duplication 
<DA: Nl-2S5JJ4..1> 

FODD SI • HQ Printing and Reproduclion llequisition!Requc;t) and 
distribution. 

JOINT COMMITrEE ON PRINTING· REPORTS TO/84 ~ AllTHOIUZATIONSr--. 
DESTROY WHEN 3 YEARS OUl. 

operationo • ~dBplants and inventories ofprlnting, 
~~rtsto the Joint Committee OD Printing n:ganling the 

IGRS 13-Sa] (Nl6-4) 

binding, and ielaled equ • Clsss A and B planr. or in 
storage. 

TROYIYEARAFTERDATE 
worlcpapcIS-

B. Copies of reports in subordinate reporting wiits and their n,_ 

~ 1 

REi1RE TO FRC WHEN 5 YEARS 
concerning establishment, relocation, and disestablishment of 

c. Correspoudc:na: and suthorizations by the JCP and n:latal papers 
OID. DES11!.OY WHEN 10 

priDling plants. YEARSOID. 
<DA: Nl-2S5JJ4..I> (N 16-5) 

DESTRO\' 2 YEARS AFTER 
equipment. 

D. Ra:onls/rcports conreming the acquisition, tr.msler. and disposal of 
DISPOSALOFTIIEEQUIPMENT. 
<DA: Nl-255-94-1> (N 16-5) 

CF.STROY WIIE'l 5 YEARS OID. 
contracts or gnnts. 

E. All olher miscellaneous documentation, e.g., inclusion ofprinting in 
<DA: Nt-2S5JJ4..I> (N 16-S) 

NOTES: Only AFS numbers with defined subjects are wed. - REl'BNl'ION - Far items marked Plmding ReteD1ioD Approval, 
contact your Center Reconls Manager !or illlbnnatioll lllld/or queatlom. 
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SUBJECT AREA OR RECORD 1TILE 
DESCRIPTION OF RECORD SERIES 

LOCATOR RECORD FILES 

Locatm shed!, cards, tags, such as space COllbOI &heetB, localion sbeels, 
location can1s, bin ,ags. and other papers utilized as a check or in-..y 
ofstnck location. 

GRAPHIC ARTS-VISUAL MEDIA 

Malaialsp.r,pmd foe lhe pu,pose ofassisling NASA officials in 
p,,,&entalioos, such u Congressional &arings, progllll1lremwB, 

brlelings, public lccnu.s, publicatians, exlnllits, aod io.!,ouse 

RETENTION 
<Authorin,> 

DES'IROY WHEN SUPERSEDED 
OR OBSOlEl"E. 
<Dk Nl-ffi-!14-1> (N 17-25) 

I. 

2. NASA Pol1raits - Higb-ie.d NASA oflicials (i.e.. Admini 

RETAIN INDEFINm!LY Wl11IIN 
AGF.NCYCIISTODY MJPAllT 
OFTIIENASA ART PROOKAM 
OPERATEDBYCODBPAT 
NMJAIIQ. 
<DA: Nl-1.55-94-1> 

Cen1er Directora, Deputy Administr-.. Deput,y Celde:r 
Din:c!ors) (OfliceofRco:ord atNASAHemlquUlelll). 

3. STENNIS SPACE CENll!R ONLY (Graphics Office) D6!lTROY WHEN NO LONGER 
Artwoik-pod and used in bcariDgs. in-,,taJions. reviews, NEEDED BY TIIE 
corucreuces, bric!ing.,, aod presentations of infunnation ID the INSTALLATION OR WHEN 
porn! public such as spoecbes. news JOleases, educational REfERF.NCE VALUE CEASES. 
briola, aod cxhilrits. (Official file copic., an: mainlaioed by <Dk Nl-255-94-1> 
anotbcr office 111 Sbmllis Spa<e Center.) 

B. BOARDART-COMPIJl'ERGENl!RATEDGRAPHICS 

I. Picscnloliono to lhe l'llblic REl'URN ORIGINAL BOARD 
All.T1'0 TIIE REQUESTING

==~i::i:.rbri":r.~;11::ien1aliom; OFFICE. DESTROY WHEN NO 
LONGER NEEDED.:".:J~=•~,::.ches,JOleasestooews <Dk Ni-1.55-!14-l> 
(N91D(l)) 

al Use DES111.0Y WHEN NO LO.'IOEII. 
Artwmk fur employec-spoasored NEEDED FOR PUIIUCATION OR 
actmtie9, illustrations uaed in • • activities, REl'IUNTING. 
and oilier routine in-house activitios, including roUIIDC • 1-6) (N!l-1,(2)) 
flyen, posters,-. aacl 01her g,,,phics. 

c. VIEWGRAPHS(l'RANSPARffiO'. 

I. Masla' photographic negatives - such as !hose used in !he REl1RE ORIGINAL TO FRC 
pmduedoo of"viSlal aids (slides, viewgraphs, and pholDgrapbs) WHEN NO LQ."l!GER NEEDED TO 
!mmoriginal art. NASA HQ: OPR- CODEJOB-2 ONLY REPRODUCE ADDmONAL 

VJSUALAIDS, WORKING 
COPIES, OR WHEN 5 YEARS 
DID, WIIIClll!VER IS SOONER. 

NOI1!S: Only Al'S IIWDllen wilh delinod subjecls 11D Ulld. - RErENTION -For illlllll mamd PeadingKetenlion Appmval, 
<OIIIIClycurCenllor:e-dsMamprforldlmullionandlorqw,sdoas. 
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DES"IROY WHEN 20• 

SUBJECT AREA OR RECORD TI1LE 
DESCRIPTION OF RECORD SERIES :m;M 

OU). 
<DA: Nl-ffi-!14-1> (N9lb) 

aacl project offices for pm;enllllions. [GRS 21-5] (N9- c) 
DF.STROYWHEN NO LONGER3. All otherollices/oopim. 
NEEDED. 
<DA: Nl-ffi-!14-1> 

4. STENNIS SPACECENIERONLY DESTROYORDISPOSEOF 
R=nls consist ofm-pbotog,aphic negativrhranspalency RF.cORDS WHEN NO LONGER 
lia, graphic arts, and line art. including aoy material maintained NEEDED BY111E AGENCY OR 
in electrooic/magnetie fonnat. Collection include., black & white WHEN REFERENCE VALUE 
halflDll<S, colorphotos,~neptives aod paper line art. This CEASES. 
eolkction may include duplicate files !hat wst in Olheroflicesof <DA: Nl-25S-ll4-l> 
the same picsentation. 
(Some wort is generated bvuse ofIW9!P::':r'!'?'tinf 
~ 

2. Line copies ofgrapbs and cbarts. 

E. VISUAL AIDS REOUISmON/REOISTER FILES 

I. Roquestll aod instructions fur the pn,paminn of lhe yj,un) aids 
described undor lhis ilem b, whelher in bani a,py or elocuonic. 

2. ~ showing ,eceipt of requisition aod CODlrol number 
assigned to iL 

I 
I 

DESTROY WHEN NO LONGER 
NEEDED FORPUB!JCATION OR 
IIEi'RINTING. 
[GIIS21-7) 

DESTROY WHEN 2 YEARS OID. 
<Dk N!-255-94-l> (N 9-2) 

DES"IROY WHEN 2 YEARS OUl. 
<DA: Nl-ffi-!14-1> (N 9-3) 

OF.STROY AFTER 
Al'Pl!.OPIUAmRlMSJON OP 
LISTORll1'1ER3 MONIHS, 

[GllS134a) (N 

NOTES: Only AFS numbm wllh defin<d auhjecla areuaod. -RETl!Nl'ION -For i-.madmd l'adhl8Rolemlan Appmval, 
COD\11:tyou,Cea!er Roconls Mlllager b- lnfimnation andlorquostil,m. 

https://DES111.0Y
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SUBJECT AREA OR RECORD TI'TI.E 
DESCRIPTION OF RECORD SERIES 

B. CARD LISTS 

C. PLATE OR STENm MAILING LISTS 

D. All OTHER LISTS KEPI' BY OFFICES QTIJER THAN THE 
OFFICIAL MAil.. ROOM/OFFICE 

INVENTORY REQUISITION FILES -STOCK /SUPPLY 

A 

B. CQMPLETEDREOUJSmONS FOR SERVICE, SUPPLIES 

RETENTION 
<Authority> 

DESTI!.OY INDIVIDUAL CARDS 
WHEN CANCEILED OR 
REVlSED. 
[GRS 13-4b] 

DESl1!.0Y Pu\"IES OR 
STENc:ru; WHEN CANCELLED 
OR REVISED. 
<DA: Nl.155-94-1> 

DESTIIOY WHEN NO LONGER 
NEEDED. 
<DA: Nl-2!15-94-1> 

DESTIIOY 2 YEARS AFrER 
COMPIE!lON OR 
CANCELLATION OF 

IGRS3-8a] 

AND EQUIPMENT AND TRAVEL DOCUMENTS 
(Official file oopies an, mainlaim:d by the olfu:e n:ndmog sc:rvice.) 

C. AIL OTHER OFFICES/COPIES DESTIIOY WHEN 6 MONlHS 
OLD. 
[GRSl-lb] 

Documents, manuals, dim:ti..., p , and conespondence 
that document significant and/or Wlique security pro 
including NACA security program files. 

B. OTHER POLICY ANDPROGRAMFILFS 

Recmds !bat rellecl Ibo ad minimal ion and dileclinn ofsccuril.y and DESTIIOY WHENS YEARS OLD. 
<DA: Nl-2!15-94-1>protective services progr.uns relating to routine classified 

inronnation accounting and control, facilities security and program 
and rorective services., cl securit clearances, 
and emergency planning. 

C. CLl!ARANCE SUIIJECf FILES - ADMINISTRATIVE 

Com,spondence, reports, and other records mating ID Ibo routine 
DES11!.0Y WHEN 2 YEARS OLD.administralion and opellllions of Ibo pmonncl security program, 
<DA: Nl-2!15-94-1> 

not covered by Ibis ~em. or elsewhere in Ibis &ehalule. 

NorES: Only AFS numbers wilh defined subjects are used. - RIITENTION - For items muted Peuding R&olion Approval, 
contact your Ceorm Recmds Manager for infonnation and/ar questions. 

ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 
(AFS 1000-1999) 

This document is updated frequently; therefore, printed copies may be obsolete. Reier ID the Change History Log at the 
beginning of NPR 1441.1 in the NASA Online Directives lnformetion System (NODIS) for current version. 

RETENTION 
AFS# 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIESITEM <Authority> 

FIREARMS- ACCOUNTABILITY /QUAIJF1CATION1620 106 

DESTI!.OY 1 YEAR AFrER 
FIREARM IS DES'TRO'iED OR 
11!.ANSFERRED. 

A Recmds of acquisitions offirearms. 

<DA: Nl-2!15-94-1> (N 12-10) 

DESTI!.OY 1 YEAR AFrER 
TER.\f!NATIO.~ OF 
CERTIFICATE. 
<DA: Nl-2!15-94-1> (N 12-11) 

B. Certilica!e ID cany firearms (NASA Form 699a and 699b). 

DESTI!.OY 1 YEAR AFrER 
ofproficiency in the use offireanns. 

C. Dala mating 1o individual qualilicatioos, !raining. and mainl<DaDCe 
TERMINATION OFINDIVIDUAI. 
<DA: Nl~-94-1> (N 12-12) 

10, CONTAINER FILES ~ --A'."-el.Ass~ECURITY 

Forms or lists used to record iiile"and,p~combinalions, names DESTIIOY WHEN SIJPERSEDED 
BY A NEWR>RM OR UST, ORofindividuals knowing combinations, and com used to 
UPON TIJRN-IN OF

control access into classified document conlainers. 

1GRS 18-7a] ~ 
i-,. 

B. RETURNABLE 

DESTI!.OY 3 YEARS AFrER 
REnJRN OF CONTAINER OR

Documents re0ecting !he =eipt. transfer, and relom ID .endor of 
Documents rdlccting the receipt. tnnsfcr, and n:blm lD \lelldor of 

PURCHASE OF CONTAINER.
,eceiving rq,orts. reports ofsum,y, shipping documents, reports, or WIIICIIEVER IS APPUCABJ.E. 
.similar documenl5. <DA: Nl-255-94-1> (N 17-23) 

1640 112 SECURITY CLASSIFICATION SYSTEMS 

Aulhorization documents 1or11pgnming:-downgnrding and declassifying 
documents or cquipmcnl =-- -----·· 

DESlORY WHEN 2 YEARS OLD. 
<DA: Nl-255-94-1> (N 12-4) 

A. OFFICE OF PRIMARY RESPONSmILITY 

DESTI!.OY AFrER THE 
DOCIJMENTlO WHICHTIIE 
CLASSIFICATIO.~ ACTION 
APPUES HAS BEEN REGRADED 
OR DEQ.,\SSIFIED BY 
SUITABLE MARKINGS. 
<DA: Nl-255-94-1> 

B. ALL OTHER OFFICES/COPIES 

Norn: Recmds lhal documeol program policy or security classification 
and gndmg systems should be included in l1ern 96A of lhis 
Schedule. 

(scebdow)lndaslrial s-....,1650 

NorES: Only AFS DIUllben widl defined subjects me used. - RETENTION - For ilerlls lllllil<ed Pending Relentinn Approval, 
contact your Ceorm Recmds Manager fur information and/or questions. 
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SUBJECT AREA OR RECORD TITI.E RETENTION 
J!ESCRIPTION QE RECORD SERIES <Authori~rmMAnJ 

1650 113 INDUSTRIAL SECllRITY FILES 

Documenls ielaliog lo Ille st.CUrlty classi6catioo or changes lhe1eto, ofa 
CODlraCt with indusby. 

DESTROY AFTER TIIE 
Lo., Dil<Clor, Security, Logistics & lndl!strial Rdalions Division; 

A. Precedent and IDIIISIW cases selecled by pertinent NASA Officials. 
DOCUMENT TO WHICH 111E 

Clicl; NASA Security. CIASSIFICATION ACTION 
APPLIES HAS BEEN REGRADED 
OR DEI.ASSIFIED BY SIJITABLE 
MARIONGS. 
<DA: Nl-255-94-1> (N 12-29) 

DESTROY WHEN NO LONGER 
NEEDED, OR. 3 YEARS AFl"ER 
a>NTRACT IS 
CLOSEDfCOMPLEll!D. 
<DA: N!=94-I> 

B. All Olher olTices/case files. 

1700 117 SAFETYFILES-PROPEllTY 

Safety inspection and DWDtenance lUOlds !br all NASA real and 
personal property. 

REl1RE TO FRC WHEN 
REI.AlED PROPERTY IS 

NOTE: Payload Safety DataPilt&'Recmds :uc mainlained Ullder 

A. lNSPECI1NG OFFICE 

DISPOSED Of' BY NASA. 
DESTROY 5 YEARS AFTERAF!l 8680 Seo Seh<dule 8 for m:onls creau,d in Ibis series. 
DJSl'OSAL 
<DA: Nl-255-94-1> (N 21-6) 

DESTROY WIIE'f 4 YEARS OlD. 
<DA: Nl-255-94-1> 

B. ALL OTHER QFFICES/COP1ES 

1700 118 GROUND-BASED PRE!SlJllE SYSTEMS RECORDS 

Rq,orts and conespondeocc ielaled to design, inspection, and 
c:enilication ofGround-Based l'mlsun: Sy&lemli. Reamls may include 
lnspoclion repor!S. PtossureSys-CondidonReports Calegory C. I.ow 
Ene,gy/Low RiskReqll05!S. PJ:essure Sy.tems Design Review Reamls, 
Wai..,,., and Weld/B,..,., lnspeclion Reports. Ccrtilicalion paclo,ges 
include aotiv,, and~m:mds. lmp,,:tian and re-catificalion 
dms an: ba.,ed on NASA inspection table requiremenls. Cutoffdate is 
date ofclocumont. 

Note: If~Vessels and Sy.tems """"'5 lo esiSI and ,ecmds me at 
least 3 yea,s old, early desttuc!ion of""'°nls can be n,questal lhJtlugh 
NASA lleconls Officer at Headquarters. 

REl1RE TO FRC OR APPROVED 
!mlRAGE FACil.llY WHEN 5 
YEARS OLD. Dl!STROY WHEN 
25 YEARS OLD. 
<Nl-255-911-3> 

A. R<:conllo::cpincopy(poper) 

DELETE AFl"l!R"· .. e-mail and won! proccasing appliomons. -
1-- office ~onapplications such 

GCOPYHAS 
B13EN 
<Nl-255-9}-3> 

Ncm!S: Oaly AFS DWDbeis with defined oubjecll me u,ed, - RE1'ENTION - For WIIIII mamd Pmdlar;Rolentkm Appn:,val. 
OODlll:tyow- CcnblrRsoJda Maoapr for iDlmmalioD and/arquOlliom. 
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SUBJECT AREA OR RECORD TITLE RETEN'[ION 
AFS# !mM DESCRIPTIOI!! OF ~Qlm SERIES <Authori!}'! 

'·1--.JZ!2. 11!1 FIRE, EXPLOSION, AND ACCIDENT INVFSflGATIVE FILES--- t" 

vc files aa:umulllling from investigalioos of limo. 
e,,plo,,inoa, and ofrcl&inedcopiesof,q>OIIJ and 
ielated papen when dlemiginal ·um fori:mew and 
filing in other agencies or o,g,u,izational e1emen1s;-= :-•-
papen conccnung occumnoes ofsocb a minor oatw:e that Ibey 8RI -------locally withOUl mlimal lo othl:r Oiganizational clements. 

1711 AcddentRe--& (oocbolaw) 
1711 120 SAFETY REPORTS/RECORDS 

A. NAS6 SAFETY REPORTS - ANNUAL 

Statislical reports, surveys on loss and lnjuru,s compilc:d by 
Headquanms from R:jX111S delicrlbod in B of lhis ilJ:m. (This is 
typically an amwal n:port lhat can, but is not limitc:d to, include 
lwdwme IDso, and man, informalioo/dala lhllll lloL report 
~) 

REl1RE TO FRC WHEN 5 YEARS 
OLD. DESTROY WHEN 15 
YEARSOlD. 
<DA: Nl-255-!14-1> (N21-4) 

I. Headquaru,rs. 

REl1RE TO FRC WHEN 2 YBARS 
OLD.DESTROY WHEN 10 
YEARSOlD. 
<DA: Nl-255-94-l> 

2. Ceo""" (feeder n:part., lo HQ). 

B. SAFE[YPROGRAM REPOlQ'S 

Statilllical n:ports from Cent<n n,gan:IIng injurieo and aa:idenls, 
such as NASAForms 344 and 345. 
NOl'E: 01-17-02, NASA Fonm 344 and 345 no logger exist and 
have not l"""1 usrd !br many yeao. (THIS IS AN INACrIVE 
SERIES OF RECORDS.) 

REl1RE TO FRC WHEN 
1NACT1Vl!. DESTROY WHEN 15 
YEARSOlD. 
<DA: Nl-255-94-1> (N21-3) 

I. Hcadqumtas. 

REl1RE TO FRC WHEN 
1NACT1Vl!. DESTROY WHEN 12 - YEARS OU>. 
<DA: Nl-255-94-1> 

2. Ceot<n and all olher offioes/copies. 

u.or RTS Cl.OSl!FILEON TERMINATION ;"" OF COMPENSATION OR WHEN 
l>l!ADLINEFOII. flllNG A• -•anc1 
CLAIM HAS PASSED. DllSTROY

Fonns. repor!S. com,.spo.ndmu:e 
investigalory n:lating lo oo-lhe-job injuries 
fur c:ompeoslliDD was made, EXCLUDING copies lilrd in !he • APl'ER~OF,
Employ= M<dicalFolder and copies submitted to !he Depar1ment ~1-31] (N21-S)
ofLabor (l)oL). 

NOTES: Ollly AFS IDl!llhon wilh dalinc:d subjecls an, wod. -RETBNTION -Far ilcml momd Peadinga-lcnAppmval, 
oonllct your Centar Roooals Manager lbr llllbmJalion llld/or quesllom. 

.. 

https://STORAGBFACIU.TY
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1711 

!:mM 
120 

121 

SUBJECT AREA OR RECORD TITLE 
J!E~CRIPTION QF RECORD SERIE~ 

D. PROf~Ja!llfil? PREVENTIVE MEASURES REPOBil 

E. SAFErY AND RELIABILTIY l!lifQRTS 

Files consist ofSafely & Rcliabilhy Reports including Hawd 
Reports and Risk AsscssmenlS relating to lhe KSC Ground Support 
l!quipment thOl interfaces with lhe flight hmdware. Files contain, 
bu! are not limib:d to: Pre!imina,y-, KSC-Hazmd Repo,u; ESR-. 
Mission Safety-, Salety-, and Systom/Subsyslcm-AssOllSJllelltJ;; 
System Solely Review Panel bsues; System Assurance, Failure 
Mode & ElfCCOI-Analyscs; Clitical ll<IDS LiSls; Design Review 
Reports; and, Cnticality AsscssmenlS. 

ACCIDENTJMISHAPINCIDENT CASE FILES 

Comspoudc:nce. reports, and all relaled papen cooccmiog po<ential or 
actual indi>idual accidents or iDcidcnlS occuning 01 ground ceou:n. 
cw,rrdate ia date case closed. 

RETENTION 
<Aulhorin::2: 

SEE ITEM 1160FTHIS 
SCHEDULE 
(N21-7) 

RETIRE TO FRC WHEN nm 
RISK/SAFETY 
ASSESSMENT/ANALYSIS IS 
COMPI.EJE/INAC'JWE. 
DFSl"ROY WHEN IS YEARS 
OLD. 
cOA: Nt-255-94-1> 

1730 

1740 

m 

124 

A. HEADQUARTERS Reconlkeeping copy (pap:,r). 

B. CENTERS Al.I. OTHER OFFICE!i/COPIF~ 
Rcconlk,,:piog copy (paper) 

C. ENT 

SPECIAL PERMIT FILES 

Reque5ts fur permits to openie and handle special type machines and 
IOols cODIIOllcd by mnnufactwms. 

HEALTH PHYSICS AND PROCF.SS CONTROL DATA LOGS 

Rcamls ofH<alth Physics Doily Logs, Water Activity Analysis Log,;, 
Geiger-Muell.,. Analysis Lop, Air Sample Analysis Logs, Daily Routine 
Health Physios Lop, Background and Efficiency Logs, l'orlahle Survey 
lnsbUmcm Calibllllion Log,;, and Smm:e Movement. ln...,toJy and Leak 
Test Logs. 

REI1RE TO FRC WHEN 
INACTIVE. DFSl"ROY WHEN 20 
YEARSOI.D. 
cOA, Nl-255-94-1> (N 21-2) 

RETIRE TO FRC WHEN 4 YEARS 
OLD, DESTROY WHEN 20 
YEARSOI.D. 
<DA: Nl-255-94-1> 

-ITEM 120C.OFTHIS 
SOIEDu~ ----
DESTROY ON EXPIRATI0.'11 OF 
PERMITOR WHEN 
SUPERSEDED. 
cOA, Nl-255-94-1> (N 21.Jn 

RETIRE TO FRC WHEN J YEARS 
OLD. DESTROY WHEl'l 10 
YEARS OLD. 
cOA: Nl~-94-1> (N21-9) 

NOl'llS: Only AFS mzmberl wilh defined subjects me used. -RBTBNTION - Fer items maibd Pendingllelmition Appmval, 
canlll:L )'Ollr Cealer lleccrdt Manager fer lnlbnnalion 111d/or question& 
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~ ITEM 
SUBJECT AREA OR RECORD TITLE 
um!CRIPTION OF RECO!fil §ERIE~ 

RETENTION 
<Aulhorin::2: 

1740 125 SAFETY STANDARDS FILES 

Documents crealed in lhe development ofsafety standards and practices 
in developmcnlal and production opentions; lhe safety location, design. 
layout. and conslrUCtion or facilities where fuels. propellants, or othcr 
hazardous msterials are bandied or operations are exposed to ignition 
hazards; lhc sllfc handling. storage. and movement ofhazardous materials; 
and other .,_ requiring safety standards. The file, include 
recommendations.. coordination actions. studies. and other actions taken to 
establlsb standanls. 

A. OFFICEDgVELOPINQTHESTANDARDS DFSl"ROY WHEN ID YEARS OLD 
OR WHEN SUPERSEDED OR 
OBSOLETE, WHICHEVER IS 
SOONER. 
cOA: Nl-255-94-1> (N 21-1) 

B. ALL OTHER OFFICF.s{CQPJES DESTROY 2 YEARS AFTER 
SUPERSIIDEO OR OBSOLEIE. 
WHICHEVER IS SOONER. 
cOA: Nl-255-94-1> 

1800 
1800 126 

Occuuational Health 
HEALTH AND OCCUPATIONAL MEDICINE RECORDS 

(scobelow) 

PASR 

12fj 

NOTE: Occupatioual Safety and Health Adminislralion (OSHA) records 
are mainlaincd uod... AFS 8720. See Schedule 8 for records 
created in this series. 

A. l'!allll Hl!ALll! INFO!!MaIIQN MANll,GEMENT SYSTEM -
NASA JO HIMS 

NASA Civil Service employe,s and applicants; other ~y civil 
service and mililary employees working m NASA; visitms to 
centers; onsite contractor pcrsormeJ wbo receive job ~atcd 
e10minations, have mishaps or =idcnts, or come to lhe clinic for 
emergeacy or fnt aid llealnloDI. 

SEE FOI.J.DWING lNDIVIDUAL 
ITEMS USlED SEPARATELY 
BY RECORD 
SERIES/CATEGORY. 
cOA: Nl-255-94-1> 

··------~~-~c_, •PSR..\IA.i."'IENT" 

C. HEALTI! AND Mlll:!ICAI.. R&rQRil 

Statistical n:ports m bealth aod medical services and vital statistics 
n:pollS on NASA pen;ooncl. lnclud,s copies of stlllistical 
summaries and n:ports wilh relalcd papers pertaining to employee 
health, retsinCld by r,porting unit 

1. Headquarl,,s. DESTROY 6 YEARS AFTER 
DATE OFSUMMARY OR 
REPORT. 
<DA: Nlw25S-94-I> (Nll-5) 

NOTES: Only AFS mimbon wilh defined subject, me med. - RBTBNTION - For 1111111 llllllced Ponding Retention App,aval, 
CODIIK:t ;your CenlURccoadl Mmapr for inlimnalioll lllld/cr questions. 
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SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIESAFS# 

EMPLOYEE BEAL'IH RECORDS 

A. INDIVIDUAL HEALTII CASE FILES· EMPLOYEEMl!DICAL 
FOLDER <EMF) 

1. Euminlllions reamled on SF78, such as pre-employment 
ph:isical eumlnalions; hcallb 9Wilication pw:em,nl m:onls; 
disability mimnmt examinllliom; libu:ss fi:Jr duty 
examinations; and my olber documents deemrd ofloog~ 
value as defiDed in 5 CFR part 293, subpart E. 

2. TEMPORARYor SHORT-TBRMm:ord&as 
FPM. Reoonlo may consist offomls. comspo 
m:onls telating IO an employee's IMllical histmy, 
injmics ar diseases, ph:isical e:xaminalions, and all 
m:oiw:d in llu:Health Unit, EXCWDING ,_ciled "L" 

abo¥O. Tbme are nx:otds thal are not n,quiml for filiDg ID 
EMF,andifnotrmimdbyllu:agmcy, &hoold UNDER.NO 
CIRCUMSTANCES beSOD1IO lhe NPRC. 

]. Individual Employee Health Cll5e Files "'"8lal prior IO 
ostablisbmenlof lhe EMF system thal bas been retiml 10 an 
FRC. 

B. INDIVIDUAL NON-OCCUPATIONAL HEALTH RECORD 
CARDS/FILES 

Reoonb in this series include l'mms, comspondence. and OCluor 
documents, including IWIIIDSI)' n,cords, documenting an individual 
omployee's modical hislmy, physical condition and visits IO 
Gow:mmmthcaltb facilities, for non-wade n:latod purposes, 
BXCLUDINGn:ambcovmd by A. above. 

RETENTION 
<Authority> 

DES'lllOY 2 YEARS AFIER 
DA1EOFSIJMMARYOR 
REPORT. 
(GRSl-22] 

lll'ON 'IRANSFa, SIGP ENTIRE 
MFDICAL RECORD, INCLUDING 
X-RAYS, TO Ml!DICALOFFICB 
OFNEW ASSIGNMENI'. 
(GRS l-21a(l)] (N 11-4) 

30 DAYS AF1ER SEPARATION 
ltlA.'ISFEllTO NATIONAL 
PERSONNEL RECORDS CENTER 
(NPRC), sr. WU!S, MO. NPRC 
WILLDF.811IOY 75 YBAltS 
AFTER BIRTII DA!E, 60 Yl!ARS 
AFTER DA1EOFTIIEEAIILIEST 
DOCUMENT IN TIIER>U>ER IF 
TIIE DA1E OF BIRTH CANNOT 
BE.ASCERTAINED, OR 30 
YEARS AF1Ell Ut.TEST 
SEPARATION, WlllCIIEVER IS 
IA!ER. 
(GRS l-'lla(2)] 
DES'11!.oY I YBAR AF1Ell 
SEPARATION OR 11!.ANSFER OF 
EMPLOYEE. 
(GRS l-2lb] 

NC11'1!S: Only APS IIIIIDhen MIii defined lllbjocta 11111 used. -RBl'EffflON - For ilema mamd PendingRermlliOII Appmval, 
-tactyourC.....Rlll:Olds Manager lbr inllmDallon ond/os"""tloaa. 
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AE!! 

1815 

1860 

n:EM 
·-

1211 

130 

PASR 

SUBJECT AREA OR RECORD TITLE 
!!ESCRIPl'IOJS; QE RE~QRD SERIES 

NASA •-loyees . . 
diagnosis, and lrealmeDI. 

2. Onsiu: Contractor PersODDcl 
Doctor's clinic =mds or similar n:oords that COD1ain data of 
visit. diagnosis, and tn:atmeoL 

c. EMPW:xml Mfilfil:~ft!,OGRAM 

Pasonal ~. files consisting ofhandwritten notm, letten; ro 
physicians orCOUDSdors, calendarof""8lmeDl(s), autborizB1jon 
,elcascs, an.r car• lnfunnalion and lclophone messages. C... files 
an, 10 be maintained separau, from die EMF and/or tbe Official 
Medical Reoold(s), kept to an ahsolUI<: minimum, and handled wilh 
priwqinacconlanoewilbSection408ofPublieLaw92-155. 

I. Management Refeml. 

2. VolllDlmy. 

NARCOTICS AND SEDATIVE DRUG RECORDS 

All n,cords on lbc contml and disposition ofnan:otic and stdativc drugs. 
includiog completed NASA Forms 1387, describing dosages, shiplll<Dls, 
inVCDtmies, and verifications. 

RADIATION RECORDS 

A. GODDARD §EACB!:L!!m!: CBN'raR R!mlAI!Q!!!l!AFBTY 
COMMll'TEl!l!!lCT)RDS • !!!MA 51 RD 

Employment and training hisloiy ofradiation IISOl!I and custodians 
under Cloddard Space Flight Ceer (GSR:) a,pizam:e. 

RETENTION 
<Authority_; 

DF.8TROY6~!'!1lll 
DA1EOFLAST . 

.. ,, 

DES'11!.oY 8 YEARS AF1Ell 
INillVIDUAL'S EMPWYMEl-rl' 
ON-SITE IS TERMINA!ED. 
<DA: Nl-255-94-1> (N 11.J) 

l' 
DfSI1IOY 5 YEARS AF1ER 
IAST DA1E IN FILE, OR IJPON 
TEIIMINATION OFEMPLOYEE. 
<DA: Ni-255,00-,i:. 

DFSTROY 2 YEARS AFTEll 
IAST DA1E IN FILE, OR UPO.'I 
TERMINATION OFEMPLOYEE. 
<DA:Nl-255-00-8> 

DES'11!.0Y WHEN 3 YEARS OIA 
<DA: Nl-255-94-1> 
Nll-ll) 

~ 

RECORDS ARE KEPT FOR 2 
YEARS. IF EMPLOYEE DOES 
NOT WISH TO BEIIENEWED 
FOR THE POSrTION AT TIIE 
fiNDOF2-YEARPaUOD, THE 
RECORD IS IIEMOYED AND 
PLACED IN AN INACIIVE 

FILE. RECORDS ARE 
REl"AINED ATGSFC UNTIL 
DESTROYED. DESTROY WHEN 
75 YEARS OLD. 
<DA: Nl-255-94-1> 

NOfBS: Only AFS IIUlllben wilh delllUld lllbjectl 11111 used. - KBTBNTION - For iblns mllbd Pending Relenlion Appm,al, 
Clllllll:I your Ccml:r R=<mfs Mmsgcr for inlbrmalion and/or qu,,stioas, 

https://TRANSP.ER
https://DES'11!.0Y
https://DES'11!.oY
https://DES'11!.oY
https://UNDER.NO
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130 
PASR 

PASR 

PASR 

1870 131 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

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

Custodians and/or users ofsources of radiation (ionizing and non­
ionizing) Applicable to all users or custodians al K,nnedy Space 
Center (KSCJ and NASA or NASA conlr.!C!Or personnel al Cape 
Canawral Afr l'on:e Slalion, Florida, or Vandenberg Air Fon:c 
Base, California. 

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

KSC pmonnel, civil sernmlS, and CODlraCIOr personnel, who have 
received mdialion exposure. Files include name, date ofbinh, 
exposme bistoiy, name oflicense bolder, and social security 
number. 

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

l'Iesenl and Conner Glenn Research Cenl<er (GRC) employees and 
conlr.!Ctor personnel who may be exposed to radia1ion. FJ!es 
include name, dale of birth, exposurehistoiy, name oflicense 
bolder, social security number, omploymont and training bistmy. 

PESTICIDE RECORDS 

ONGER CREATED. 
SHOULD THERE BE A NEED FORT CONTACT 
YOUR LOCAL CENTER RECORDS MANAGER 
INSTRUCTIONS. 

B. MISCELLANEOUS REPORTS 

Reports on pesticides used al Centers, such as FCPC Forms I and 2. 

RETENTION 
<Authority> 

RECORDS ARE RETAINED AT 
KSC. DESTROY WHEN 7S 
YEARS OLD. 
<DA: Nl-255-94-1> 

RECORDS ARE RETAINED AT 
KSC. DESl"ROY WHEN 75 
YEARS OLD. 
<DA: Nl-255-94-1> 

RECORDS ARE RETAINED AT 
GRC. DESl"ROY WHEN 75 
YEARS OLD. 

<DA: Nl-255-94-1> 
(N 11-10) 

CLOSED SERIES 

I. Hesdquarters. RETIRE TO FRC WHEN 2 YEARS 
OLD. DES"IROY WHEN 5 YEARS 
OLD. 
<DA: Nl-255-94-1> (N IHI) 

2. Cenrers. DESTROY WHEN 2 YEARS OLD. 
<DA: Nl-255-94-1> 

NOI"ES: Only AFS numbers wilb defined subjects sre used. - RETEN!'ION - For items marlced Pending Rcamtlon Approval, 
contacl your Cen1<erReconls Manager !or infonnation and/or questions. 
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-Records relating IO requests under agency s omental 
standards ofethical condoct for prior approval o !Side 
employment and activities. 
I. Records such as determinations regarding auondan 

attended gathering> which appmpriaU: agency ethics o 
detamine are related 10 the routine, non-precedeotial 
application of settled legal standards to common fm:tual 
situations and are not interpretations of the conflict of interest. 
stalutes, 18 U.S.C. "202-209, and other ethics Stallltes the 
violation ofwhich may resuh in aiminal penalties or civil 
fines.. 

2. All other re<onls. 

DESTROY WHEN 3 YEARS OLD 
OR WHEN SIJPERSEllED OR 
OBSOIEl"E. WIIICHEVER IS 
LATER. 

RS25-l-a> 

NOI"ES: Only AFS numbers wilb defined subjects are used. - REI"ENI10N - For items marlced Pending Retention Approval, 
contact your Cenrm- Records Manager for infmmation and/or questions. 

RETENTIONSUBJECT AREA OR RECORD TITI,E 
AFS# DESCRIPTION OF RECORD SERIES <Authority> 

1870 132 ENVIRONMENTAL HEALTH REPORTS 

A. REPORTS ON ENVIRONMENTAL HEALTH~OM CENTERS 

RETIRE TO FRC WHEN 2 YEARS 
OLD. DES1ROYWHEN 5 YEARS 
OLD. 
<DA: Nl-255-94-1> (N 11-7) 

I. Headquanets. 

DESTROY WHEN 2 YEARS OlD. 
<DA: Nl-255-94-1> 

1900 133 ETHICS PROGRAM FILES 

A. ETHICS PROGRAM IMPLEMENTATION 
DESTROY WHEN OBSOlEIE ORINTERPREl"ATION COUNSELING AND DEVELOPMENT 
SUPERSEDED.

l:IIJiS [GRS 1-27] 

Records maintained by ethics program offices relaling IO the 
development, review, implementation, mid inteiprelalioo of 
proposed or established executive branch standards ofethical 
conduct and other ethics n:gulations; conflict of interest and other 

• related statutes and ueculive Ordm; and any agency 
'"1tal standards ofethical condoct and other agency elbics­

lations and directives. lncloding: 

·ng lbe review ofproposed or established ethics­
alions by ethics program officials, 
sed legislation, commenlS, and all related 

https://DES'111.0Y


ITEM 

133 
PASR 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

B. STANDARDS OF CONDUCT COUNSELLING CASE FILES -
NASA IOSCCF 

Qureul, funner, and prospecti"" NASA employees, who bave 
sought adviceortia... been counsoled regarding ccnllictofinll:re.st 
n,quiiements for govemmenL employoes. Files could include, 
depending upon the nature of the problem, information colleclal on 
employment hislmy, financial data, and in~concerning 
Jiunily mauers. 

JeVicw and issuance ofethics agreements 
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RETENTION 
<Authority> 

RECORDS ARE RllTAINED AT 
NASA Hl!ADQUARTERS, 
DES1ROY WHEN 6 YEARS OID. 
<DA: Nl-255-94-1> 

co 

DES1ROY 6 YEARS AP1ER 1llE 
WAIVER OR Ol1IER AGREED­pol"8lial or actual financial lll'ON DETERMINATION OR 
ACTION HAS BEEN ISSUED Oil 
UNDEII.TAKEN Oil IS NO 
LONOEII. IN EFFl!CI', 
WJIICHEVER IS !ATER. 
<GIIS:ZS-3> 

-Rocords relating kl deu:mJinalions. aDlhorizalions, 
under 5 c.F.R. § 2635.502 and 2635503. 

CHAPTER 2. NRRS 2 

LEGAL AND TECHNICAL RECORDS 

SUBJECT AREA OR RECORD TITI.E RETENTION 
ITEM: DESCRIPTION OF RECORD SERIES <Authority> 

Laws and Matters (see below) 
FEDERAL PERSONNEL SURETY BOND FILES 

B. OTHER BOND Fil.ES, INCLIJDING OTIIERCOPll!S OF 
BONDS AND RELATED PAPERS 

C. SURfil'YBOND RBVIEW FILF.S AND DOCUMENTS 
RElATING TO THE REVIEW OFTHELEGALSUFFIClENCY 
OF SURETY BONDS. 

2000 2 PATENT FILES 

A. PATENf SOUCITATION CASEFILES 

Flies may include but m DOI limilcd IO lhe fiillowing m:ords, 
includiDg in"""1ion disclosnres (wbelher patented or not) m:eiwd 
by NASA via snotbt:r Afp,cy tbmugj, ac:oouact; in-lion clocets 
containing patiueot com,.,pondenceon inacti..e cases, abandoned 
applications, and closed ib:ma; and inwmlion discl05UID log:, and 
k:dgen showing n:poru:d in,nmtion disclosme, date, ouposilion, 
aod US l'n""1l Office action. 

I. Files for specific in"""tion disclosuJes for which oo parent 
application was filed. 

DESl1WYl5YEAII.SAFI1!R 
BOND BECOMES INACI1VI!. 
[GRS U.(l)J (N 2-7) 

REl1llE TO FllC 6 MON111S 
AP1ER CASE IS INACTIVE. 
DE511lOY WHEN I0YEAII.S OU>. 
<DA:Nl-355-94-1> (N 13-9) 

-R,oords mating to the review and iBswmce of waivas of 
disqualilicalioas unde,- IB U.S.C. § 208(b)(l) and (b)(3). 

-R,oords relating to the review and isswmoe of poot-a,ployment 
issu,,; of civil servants at PPRDCs. 

137 REJECTED RECORD OFFERS 

Recolds offaed to the National Alcbm:o and Rocords Administllllion but 
appraised as lacking sufficient resellR:h or otbcr value IO wammt 
pem,anent IOlenlion or rmmls that do oot JO<luire a SF 115. Coutact 
Ceutct Roconls Manager or the Agency Records Officer far more 
infomiarion on !his process. 

END OF SCHEDULE 

SEE 36 CFR. SECllON 1228.60. 
FOR POSSIBLE DONATION; OR 
DESTIIOY IMMEDIATELY IF 
RECOltDSARENOTWANTcD. 
<DA: Nl-255-94-b 

NOTBS: Only Al'S lllllllberl wilh delinedsubjecll an, used. -RBTBNTION- Par~mamd l'mldingRelenllon Appmval, 
CODla::t your Center Records Manager lbr iDlbDlllllon ancVor quealicma, 

https://1221!.60
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• 

2 2. Fdc for specific invention disclosures for which palClll 
application was filed. 

3. Soliciting ins1Juctio11S to Centen; regarding procedwos for 
soliciting. 

RErlRE TO FRC 6 MON'lllS 
AFTER PATENT IS ISSUED. 
DES'raOY WHEN 20 YEARS OID. 
<DA: Nl-155-94--1> 

DES'raOYWHEN I YEAROID. 
<DA: Nl•lSS-94-1> 

B. DBTERMINATION OF RIGIITS to Employee Inventions, 
including doculllCIIIS penaining to Executive Order 10096, et seq. 

C. al!SIST~TO OTHER AGENCIFS QM PATENTS 
Files include legal assislancc given to other Agencies on palClll 
mallas-

D. PATENT-SOLICITING INSTRUCTIONS TO lPL 
rcganling solicitation procedures. 

E. ALL OTHER OFFICES/COPIES. 

RETIRE TO FRC 6 MON"IllS 
AFTER CASE IS INACIIVE OR 6 
MON'lllS AFTER PATENT IS 
ISSUED. DES'raOY WHEN 2S 
YEARSOID. 
<DA: Nl-2SS-94-I> 

REr1RE TO FRC WHEN 2 YEARS 
OID. DESTROY WHENS YEARS 
OID. 
<DA: Nl-255--94-1> (N 13--13) 

DES'raOY WHEN 1 YEAR OID. 
<DA: Nl-2SS-94-l> 

DESTROY WHEN OBSOlEIEOR 
SIJPERSEDED. 
<DA: Nl-2SS-94-l> 

2080 4 CLAIMS FILES 

Case files relating to claims in favor of. or against. the Govemmeut for 
damage, loss, ordcstJUctlon ofpropeny, and for personal injwy or death 
resulting from negligence or wrongful acts or omiWoos of acts. 
Included. but not limited ID, m: ton claims (2 yr. stalUle oflimilation), 
maritime claims, foreign claims. intcma.tional trealics, Space Act claims. 
and personal property claims. 

A SPECIAL MASTER CLAIMS 

Claims eslablished when many claims result ftom a single accidcn~ 
incident, or disaster. 

B. RO!l[INE AY.0:wlill OR 1:!ISALLQYi'.1:12 CLAIMS 

1- Claims involving personal injury ma minor. 

2. All odu:r claims. 

RErlRE TO FRC 2 YEARS AFTER 
FDIAL ACTION ON CASE. 
DES'raOY WHEN 28 YEARS OID. 
<DA: Nl-2SS-94-l> (N 13-1) 

RErlRE TO FRC 2 YEARS AFTER 
FINAL ACTION ON THE CASE. 
DESTROY WHEN 28 YEARS OID. 
<DA: Nl-2SS-94-l> 

REr1RE TO FRC 2 YEARS AFTER 
FINAL ACTION ON CASE. 
DES'raOY WHEN 8 YEARS OID. 
<DA: Nl-255-94-1> 

4 c. .!!.!lrQRll 

1 . Investigative 

Documents accwnulated liom investigating accidents aod 
incidents which could, but do not. result in the filing ofa claim. 

2. Miscellaneous 

Claims rcpons consisting ofstatistical. fiscal. and related rcpoltS 
OD the disposition of claims. 

REJlRE TO FRC ON EXPIRATION 
OFPEllTINENTSTATIITORY 
PERIOD FOR FllJNG A CLAIM. 
DES'raOY S YEARS AFTER 
EXPIRATION OF PERTINENT 
STATUTORY PERIOD. 
<DA: Nl-:ZSS-94-1> (N 13-4) 

DESTROY WHEN 2 YEARS OID. 
<DA: Nl-255-94-1> (N 13-S) 

2084 5 ADMINISTRATIVE AND COURT LITIGATION CASES 
INVOLVING NASA 

Files ofcases including, but not limited lO, complaint answer, motions. RErlRE TO FRC 2 YEARS AFTER 
discovery, ttanscript of proceedings. trial exhibits and brlcli, in support of YEAR IN WlilCII COURT 
thc parties' positions. together willl Ille wori<ingpapers of Ille attomcy RENDERS ITS FINAL DECISION 

handling lbe case OR TIIE YEAR IN WIIICII THE 
CASE IS SEITLED. DES'raOY 20 
YEARS AFTER FL'IAL DECISION 
OR CASE IS SETTLED. 

<DA: N1-2SS--94-I> (N !3-23) 

2100 6 SMALL BUSINESS INNOVATIVE RESEARCH (SBIR) 

These an: files lllat are maintained by thc Technology Ulillzation Office 
at NASA Centers ofsolicited proposals. NASA typically announces to 
small business entities what areas of interest and/or research monies me 
available for possible performance. Small businesses send in propooals to 
NASA in the subjccl areas for n:vicw and evaluation. Thcz files an: kept 
in the sequence of phases reqwrcd under Ille SBA regulations. 

A. PHASE I -SELECTED PROPOSALS 

W-mning proposals, scores, evaluations, m:ommmdalions, and 
selcctcd proposals which are fimded. 

B. PHASE I- NOT SELEC!ED 

Pmposals not selected for funding. 

C PH~n - !'l!!!!I!!:I:! :es.oeosALS 
Original proposals, evaluation sheets, rccommcndlllions, and 

selection sheets. 

RETAIN AND INCORPORAll! 
INTO PHASE Il CASE FILES. 
<DA: Nl-lSS-94-1> 

DES'raOY PROPOSALS NOT 
FUNDED ONE YEAR AFTER 
COMPLEITON OF END OF 
PHASE!. 
<DA: Nl-255-94-1> 

DESTROY FUNDED PHASED 
FIIES 3 YEARS AFTER THE END. 
TERMINATION. OR 
COMPLEl'ION OF PHASE IL 
<DA: Nl-255-94-1> 

NCJrES: Only AFS numbels wilh defined subjcels are used. - REl1!Nl1ON - For items mark<d Pending Relenlion Approval, NCJrES: Only AFS numbers willl defined subjccls are used. - RErENTION - For ilcms llllltk<d Pending Retention Approval. 
contact your Center Reconls Manager for information IIJJd/or questions. contact your Center Reconls Manager for information and/or questions. 
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D. PHASE U- NOT FUNDED 

DESTROY UNFUNDED PHASE II 
during Phase I process). 
Proposals not seloc!od for funding (Phase D only-but selcctod 

PROPOSALS ONE YEAR AFTER 
TIIESEllCTION 
ANNOUNCEMENI'OFPIIASED 
<DA: Nt-255'J4-I> 

B. NASA HllAOOUARTERS -OPR 

DESTI!.OY PAPER RECORDS 
microftcho in 111<:ir enlin:ty. 
The,e reconh include both Pba,e I mid Uproposals. aDd an, 

AFTER MICROl'ICHING. 
<DA: Nl•255-I> 

F. MICROFICHE 

DESTROY MICRORCHB WHEN 
I0YEARSOLD. 
<DA: Nt-255.JJ4..l> 

TECHNOLOGY UTILIZATION FILES 

(llemE.Abow.) 

A. PUBLICATION ORDERS MEMORANDA AND REPORTS 
~ 

DFSIROY WHEN 2 YEARS OLD. 
Ulilizalion Office and lhe Scientific and Technical Information 
Orders, memorsnda. and repons between lhe Technology 

<DA: NI-255-'J4-l> (N2l-S) 
Office, ,:elating In lhe use of STl's services. (This includes files 
c:realed bolh by lfeadquerten and~-) 

B. (HQONLY) 

•PERMANENT• 
TRANSFER 10NARA IN 
10 YJ!All 111.0CKS WHEN 30 
YEARS OLD. 
<DA: Nl-255.JJ4..1> 

C. 

Thia Is a CLOSED SERIES. 
Fdes ofanicles appearing in technical and 
NASA TU Pmgr,,m (including cum:nt and the-fact articles). 
and the 1ransfer of space ICCboology IO private io !IY· 

I. Clippings with oo value ('mcluding those that do not DESTROY WHEN NO LONGER 
relate to • specific projECl/pmgrmn). NEEDED OR WHEN J YEARS 

OLD. WIDCIIEVER IS SOO:-IER. 
<DA: Nl-255.JJ4..l> (N2l•6) 

2. Clippings of TU that ha'"' value and are n:bd£d IO a 
projed/program. 

3. JPLONLY: OPR 
sro 
TRANS 
WHEN I0Y 
WHEN NO LO. 
<DA: Nl-255.JJ4..I 

NOl'ES: Only AFS Jllllllbon vlilh defined subjedl ae used. - Rln"I!Nl"ION - l'or u.m. marlaod Pendiq Reteallan Appro\'11, 
--ymrCealerlbocolds Maaager for illbmadoll u,d/m Cjllosdaas. 
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2130 

4. All other officdcopies. DESTROY WHE-INOLONGER 
NEEDED OR WHEN I YEAR OLD. 
WIDOIEVER IS SOON'i!R. 
<DA: Nl-255-94-1> 

2. O:nten: 
Innovator's working papen (including pBleDt) nolating In the RE11RE roFllC AT nmSAME 
publication, such as feeder n,po,ts, background materials, TIME AS lllB RELATED CASE 
inlaim repmts, notes, a,m,spondence. 1ngelher with IClaled FILES. DESTROY WHEN 10 

YEARS OLD.showing inception, scope, and background. <DA: Nl-255-1> 

DFSIROY WHEN REFEltENCE 
VALUECEA5ES OR WHEN 5 

3. All other offices/copies. 

¥EARSOLD. 
<DA: Nl-255-94-1> 

B. Tl!CHNICAL SUPPORT PACKAGE ITSPl FU.BS 

TSP files typically a,n,;jst of basic tedmology that has not yet been RETIRE ro FRC WHEN 5 YEARS 
transfem,d to• workioglprivale-public aigaaization. Piles consist OLD. DESTROY WHEN JO YEARS 

OIJ).of a a,!Jection of ICChaical documcntalion related to and deocribiog <DA: Nl-255-94-1> (N:0.3)aspects oflhe innovation iq,on,d in a NASA Tech Brief (Item D. 
above), including ieprodualJle IDIISlor copy (if any) and exclusive 
ofduplicated copit'll oflhe TSP (iftbis Is a patent, it is the basic 
docwru:nlalion). 

2131 F. IllDJSSBMINATION FB,.ES 

Preliminm:y, pn,g,:esa. and final tqNBU of publications prepared or 
issued by c:ontracton operating a Regional Technology Tr.insf<:r 
O:nter (RTfC); COSMIC; or TAC, ina,operatioo wilh NASA and 
otba COlllnCIOIS assisting lite Teclmology UtiJlzalion J'mgnm 
dissel!linatiol effmls, and rela!m conespoadence. 

RE11RE 10FRC WHEN 2 Yl!AIIS 
OLD. DESTI!.OY WHEN 5 YEARS 
OLD. 

!. HeadCjllerters -TU Ollice/Pmgram2170 

<DA: Nl-255-94-1> (N23-4) 

2. All ollwofficeslcopies. DESl'ROY WHEN 2 YEARS OLD. 
<DA: Nl-255-94-1> 

G. NEW TECHNOLOGY FILBS 

1. REPORTS 

NOl'ES: Ollly AFS aumben wirh ddiaed subjtm an, Uled. - RBl'BNTION -For ilmlls marbd Pmdlqbadon Appn,wl, 
CODlll:l )""I CealerRea,lds Maaag,:r for infimnaliaa BDd/or que,doas. 

https://DESTI!.OY
https://DESTI!.OY
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SUBJECT AREA OR RECORD TITLE 

HQ and all other NASA C4mlen. 

RETENTION
.G'S# !IE! DESCRIPTION OF RECORD SERIES <Authority> 

11lose are new iechnology reports submitted lO Tech..,logy 
Utilinlioo Offices by in-house penmnncl ar by COlllnld.Olli in 
accosdance wilh the provisions ortbe COlllr.lO!.'> new technology 
clause(ao armualropon). 

ARCIDVES WHEN lO YEARS 
DID. DESlROY WHE.'I NO 

NGHR NEEDED. lllESE 

2. CONTRACI' ADMINISTRATION OFa.AUSE 

pertaining to administralion or the new technology clause in 
ooob'a clS, ospccially lO roponmg and processingof innovations 
,equin:d to be reported. 
O GSFC ONLY - This it,:m applies to lhc Paleo! Office. 
0 HQ and all other NASA Cent=. 

H. Tll APPLICATIONS FILES 

I. APPLICATIONTEAM 

Rq,orts, com:spoodcncc. minule8 or mcclings, c1c. produced by 
the application lcllin in idendfyiog publis: sector opportunities 
for adaptive engineering. 

2. APPLICATION ENGINEl!RING l'RO.JECf CASE FILES 

These ri1m an, mainlllin<d by the Progiam Manager who ii 
loCllled Ill NASA HQ, Code C. and consist orRTOP SUXIIJJ1llries. 
interim repons: and S11JJ11Daries .lll DIITBlive fonnBL 
NOTE.: Case files Iha! an, loclllcd at Ibo respeclivc lead 

iostnllation and mould be mired wulcr Schedule 8, 
R&D Pn:>ja:t Case F'des os a PERMANENI' rocord 
series. 

I. SPINOFF F1LF.S 

I. SPINOFFCASEFILE 

Files are mllilllaincd by year and consist oftCSealdl files which 
contain clippings, com,spondenc:e wilb companies, pmdud. 
literature., and interview not.cs and ;my other similar 
dowmentation or relillad materials. 

RETIRE TO fRC 3 YEARS AFrER. 
/IEXEVED. DESTROY WHEN 5 
YBARSOID. 
<DA:Ni-255-94-i> (N2l-2) 

sa! DISPOSmON ABOVE. 

IUITlRE TO LOCAL RllCORDS 
STORAGE 3 YEARS AFTER 
RECEIVED. TRA.'ISFER TO JPL 

TIIP!!!Ri~~NNOTBEREl1RED 

RETIRE TO fRC I YEAR AFTER 
CONJ'RACT Cl.OSEOtrr. 
DESTROY 10 YEARS AFTER 
FINALPAYMENTORCLOSEOtrr. 
<DA: Nl-255-94-1> (N23-1) 

RETIRE TO FRC WHEN 2 YEARS 
OID. DESTROY WHEN SYEARS 
OID. 
<DA: Nl-255-94-i> 

RETIRE 10 FRC WHEN 2 YEARS 
OID. DESTROY WHEN 5 YEARS 
OID. 
<DA: Nl-255-94-1> 

RETIRE TO fRC WHEN 5 YEARS 
DID. DESTROYWIIEN20YEARS 
DID. 
<DA: Nt-255-94-1> 

NOJ'ES: Only AFS 1IUDlbcn wilh defined 511bjects are u,od. - RETENTION -For iiems marked Pending Retcotion Approval. 
conlact your Ccnier Records Manager fur infoDDatlon and/m qu,,stlons. 
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2. SPINOFF POBLICATION 

(b) 1991-Continuing 

This is a CLOSED SERIES. 

(c) 2003-Continuiog 

2220 8 SCIENTIFIC AND TECHNICAL INFORMATION 
PVBIJCATIONS AND MATERIALS 

Sci<:atific IIDd Ta:hnis:al lnmnnation (STI) is defined m the result, (facts, 
analyaos, and caoclusioos) orbuic and applied scimtific. lecboical, and 
mated engineering resea,c1i and development. STI also includes 
mmiagement. industrial, and COODOmic inlbnnation relevant ., lhia-A. PUBUCATIONS AND MATERIALS MAINTAINED BY OP1l 

Published and processed documenls pn:pmed by NASA, such as 
ledmical repo,ts, biatorical w!Dmes, and informlllilllllll malorials. 

I. The office ofprimaryn,sponsibility will maintain aoe copy or 
e.och published orp-=! document together wilh relaled 
bm:kground papers reOoc:ting a basis for lhe issuance or lha1 
amtn'bull: lO lhe COllleDl orthe publication, iocludiDg 
coordination papers and COmmenlS. 

NOTE: k is lhc responsibility of lhe QPR lO send/submit mu: 
n:cord copy ID CASL See Sub-element C. of this Jlem. 

2. Working papen such as D01CI, rough drafts. background repmlli, 
and olbcr such papers (exclusive orlhose dcscribod under 
lleml.J 

3. All other olliccs/printcd copies. 

Reallll copy if main Heating or distn'butioo uni<, i.e., 
Education Officei Public Affairs; 

• PERMANENl'. 
TRANSFER 10 NARA AS CTl1!D 
BELOW: 

TRANSFER JANUARY I, 199'1. 
TRANSFERJANUARY 1,2000. 
<DA: Nl-255-94-1> 

RETIRE TO FRC AT END OF 
SECOND FISCAL YEAR AFTER 
DOCUMENT IS PUBLISHED. 
DESIKOY WHEN 10 YEARS OID. 
<DA: Nl-255-94-l> (N 1-28) 

DESTROY I YEAR APl1lR 
~~I.JSIDlD. 

DESTROY WHEN REFERENCE 
V ALlJE CBASES. 
<DA: Nl-255-94-1> 

pamphlet. n:pon. leallet, poster, chart, 
or~erpub~odor~cmseddocumen~1.1~,or~tbe~~~~~ 
ropon ifnotpublimed. 

I. Record copy wilh Ille supponiog papers which documoot lhe 
iocepllon, scopc. and pwposc. (This item does DOI cover copies TRANSFER 10 
and relaled malfrial relllined in ori • • office. YEARS OID. <DA: NI-

NOJ'ES: Only AFS numbers with defined subjCCIS are uo,d. - RErENTION -For ilemS maibd Pending Relt:ntion Approval, 
contact your Cenier Records Manager ror infonnatioo and/or questions. 

https://COlllr.lO
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SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

RETENl'ION 
<Authority> 

(4) 19!14 to pmsent tbatbave not been microfilmed. •PERMANENT• 
mANSFllllTONARA WHEN 
I Yl!AllOID. 
<DA:Nl~l~ 

8 

c. 

2. All olbor office/copies. 

PUBI.JCATIONS AND MATERIALS HELD/MAINl'AINED AT 
£:Ml 

DESTllOY WHEN SUPERSEDED, 
OBSOLEl'l1, NO LONGER 
NEEDED, OR WHEN 3 YEARS 
OlD, WIDCIIEVER IS LATER 
<Dk Nl-255-94-1> 

llESl'ORY (AFl'ER 
VBRIFICATKlNOl'MICltOFILM) 
WHEN NO LONGl!R NElllll!D RlR 
REFERF.NCBOR WHEN 60 YEARS 
OlA WHICHEVER IS SOONER. 
ROCOIWS CANNOT BB RBllll1lD 
TOANFRC. 
<DA: Nl-255-94-1> 

Recmd copy of&eienlifu: and redmical publkalioos, 5IICh 11 

Technology Suneya. Teclmical Roports, Todmk:al NOll!S, 
Teclmical Mcmmanda, Ccmlractor Roports, aod Special 

• • ~""' ""8111pks only add n:cords sbould not be 
'fed to Ibis selection. 

D. 

(c) 

2003 -Continuing 

DOCUMENT AVA!LABILITY AUTHORlZATION IDAA} 

NARA 
ANCB 

~ .... 
I. Papem submitted for approval ofadd n:ieased tluoogh scicnlilic 

llldllOClmlcalo,ganizadonsEXl'ERNALtoNASA. , 
(a) Docum,nlatlon COlllists of die original paperwork JlEffllOY 2 YEARS AFl'ER \. 

MEErlNG OR PUBLICATION 
DA'IEcrtE> ON 111E FF427 (DAA 
RlllM) Oil WHENS YEARS OU>, 

submill<:d for each paper. 

(I) O NF 1676(oroklFF427). "NASA Scientific sod WIDCHl!VER IS SOONER.Tedmical Document Availability Aulhorizalion <DA: Nl-255-94-1> 
• PERMANEIIT • (DAA)"; 
1RANSFER TO NARA WITHIN O Abmactoftbe paper cited.., lbc NF 1676 (or old 
1 YEAR AFTER FIIMING FF427);
<DA: Nl-255-94-1> (!123-7) 

~(2) AlLOTHER.COPIES DES'lllOY WHEN NO UJNGER 
NEEDED OR WHEN REl'ERENCE 
VALUE CEASES. RECORDS In addilion u, lbc above doc11m0111ation, JSC autbon am 
CANNOT BE RETIRED TO AN n,quired to pmYid<I: 
FR.C. 
<DA: Nl-255-94-1> 0 JSC Form 548, • Approval aod l'undiug b:Tc:dmical 

l'lesentalicms, Tedmicall'apms.and.JoumalAllicles
(b) Paper copy. Ii>< Exlmlal Awlimces. • 

Thia lo a CLOSED SERIES. 

(b) All Olbercopieslcentms. llllSTllOY WHEN NO LONGl!R 
(I) Pn,.J958 . NEEDED RlR REFERENCll USE 

-11S MUST BE OR WHEN 3 YEARS OlD,
NARAAFI'ER WIDCHl!VER IS SOONER. 

<DA:Nl~I> 
INVENTOllY 

2. Papc,s submitted Ii>< publication in die NASA Selc:ntific and 
Technical Rq,orts Series. 

(2) 19S8-1978 ('lbatbavc-'-1mim>lilmal.) 
(a) Recoros document both Center and NASA Headquarters llESTllOY NO LATER 1llAN S 

approval of,epmtsby civil senant and contm:IIJr aUlhan YEARS AFI1lR DA'IEOF 
fur publicalion iu lbc NASA STI Rq,mt Series. PUBLICATION OR WHEN 6 

YEAIISOlD,WHICHEVERIS .'Doc:umentatio1l amsis1S of: SOONER. !(3) 1979-1993 (lhatbave notbeenmicrolllmod.J 
<DA: Nl-25S-94-1> 

0 FF427 (DAA); 
0 Report Docunumtalitm Pogc (SF 298); or an Abstncl 

of; or an l'nlroduction lO tbeReport: 

NOl'ES: Ooly AFS nwnben wilh defined subjects are used. - lU!l'BNTlON - Far iloms matbd Pmding Rebmtian Appn,1111, NOl'ES: Only AFS numbers with delinm subjects me Uled. - llEI'BNTION -For items marhd Pendio&-.., Approval, 
contact JIDDl' CeoJer-. Manager for information and/or~- CODIICl yourCeo!er Records __for inlomwion and/or queslioua. 

., 
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.M'S# ITEM 
SUBJECT AREA OR RECORD TITLE 
Dl!;SCRIPTIQN QF m!;OORD SERIES 

RETENTION 
<Authori~ 

" 
8 

E. 

P. 

JKm!LX 

In addition to Ibo above, JSC authors (as opposed IO a 
COllllaclm llllthor) me required 10 provide: 

0 JSC Fonn 155, "Processing Scientific & Tedmical 
Publications.'' 

(b) All other copioslceoters. 

AUTHOR'S FILES/RECORDS 

I. AUTHOR'S WORKING PAPERS 

Working papers relating to Ibo publication, such as li:edcr 
,cports, backgroUDd maJcia!s, interim rq,orts. not<s, 
correspondence, and--· 

2. SPF.CIAL AIITHOR FILES (GRC) 

(a) Ediled manuscript copy, galley procfii, blue lines, and 
dummy layouts li>r each leelmical report. 

(b) Camera-ready copy of text and figu1CS and related 
negati..., supporting papas which document tbe 
inception, scope, and Jl1DIIOSI', including cdilnrial notes. 

EDITED MANUSCRIPf FILES 

I. HQ STI PILES (Cade J) 

(a) Edilcd manuscript copy, galley procfii, blue lines, and 
dommy layouts for each publication. 

(b) Camera-ready copy ofSpecial poblications, incloding 
original an, figm,,s, cowr design, and title page. 

2. E-FILES (GRC STI FILES) 

(a) Edilcd manuscript copy, galley proofs, blue lines, and 
dummy layouts fi>r each technical report. 

-(l)..J.9.SL-,J,!!,83.,. 

DESTROY WHEN NO lDNGFJl 
NEEDED FOR REFERENCE USE 
OR WHEN 3 YEARS OLD, 
WHICHEVER IS SOONER. 
<DA: Nl-255-94-1> 

DESTROY WHEN IS YEARS OLD 
<DA: Nl-255-94-1> 

DESTROY WHEN2 YEARS OUJ. 
<DA: Nl-255-94-1> 

DESTROY 20 YEARS AFTER 
SEPARATION, 'IRANSFER. OR 
'I'ERMINATION OF EMPLOYEE. 
<DA: Nl•lSS-94-1> 

DESTROY WHEN 2 YEARS OUJ. 
<DA: Nl-255-94-1> 

TRANSFER TO FRC 6 MONil:IS 
AFTER DOCUMENT IS 
PUBLISHED. DESTROY WHEN J 
YEARSOUJ, 
<DA: Nl-2SS--94-1> 

DESTROY JANUAltY 1996. 

- 12) 1984-1989 DESTROY JANUAltY 19!l7. 

NOTES: Only AFS DUlllbcrs with dclincd subjects are used. - RE!'l!NTION -For ilelrU marlccd Pending Rclelltion Approval, 
contact your Ca,rerRtcoids Manager fi>r infi>nnation and/or questions. 
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DESTROY JANUAltY 1998. 

(4) 1994andContinuing. DESTROY WHEN 2 YEAltS OLD. 
<DA: Nl-255-94-1> 

Camera-ready copy of lex~ figures, related negatives, and, 
·ngpapers which document !lie inception, soope, 

(I) 

(2) 

including cdilnrial notes. 

1984-1989 

DESTROY JANUAltY 1996. 
<DA: Nl-2SS-94-1> 

(J) 1990-1993 

(4) 1994 and Continoing. 

G. OTIIER, STI PUBUCATION FILES 

I. Other locally published ieports NOT included in Ibo "fonnal" 
series list above. 

2. GIJlNN - Locally poblished Reports NOT included in 
FORMAL series. 

(a) B-FILES 

(l) l!dilcd manuscript copy, galley proofs, blue lines, and 
dummy layouts li>r each technical n,porL 

(2) Camera-ready copy oftcx~ figures, relalcd negatives, 
and supponing papc,>, which document the ina:ption, 
scope, end pmpose, including editorial noteo. 

(b) RECURRING B-PILES 

(I) See Description in a.(I) abov,:_ 

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

DESTROY WHEN REFERENCE 
VALUE CEASES. 
<DA:Nl-255-94-1> (N2J-8) 

DESTROY 2 YEAltS AFl'ER 
PUBLICATION. 
<DA: Nl-2SS--94-1> 

DESTROY WHEN 10 YEAltS OLD. 
<DA: Nl-255-94-1> 

DESTROY 2 YEAltS AFTER 
PROGRAM TERMINATION. 
CANCELLATION. COMPLEllON. 
UPON FACILITY CLOSURE, OR 
WHEN 5 YEARS OUJ, 
WHICHEVER IS LATER. 
<DA: Nl-255-94-1> 

DESTRO'I'. 10 YEAltS AFTER 
PROGRAM TERMINATION, 
CANCEI..LATIO.'I, COMPLETION. 
UPON PACilIIY CLOSURE, OR 
WHEN IS YEARS OLD, 
WHICHEVER IS LATER. 
<DA: Nl-255-94-1> 

(c) PROJECT-RELATEDFILES 

NcrrES: Only AFS numbelS wilh dclincd subjects are used. - REI'l!NTION - Por ilelrU marlccd Pending Relaltion Approval, 
contact your Cemer RecoJds Manager fi>r infi>nnation and/or questions. 
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LEGAL AND TECHNICAL RECORDS SCHEDULE 2 .. 
(AFS 1000-1999) 

This document Is updated frequantJy; therefore, printed copies may ba ob&olela. Relarlotha Qiaiiga Hlsloly Log al Iha 
bagmlng of NPA 1441.1 In the NASAOnlne Directives lnfllmlallonSyslam (NODIS)forCUlllllll:vaskn 

and compliance c:orti!icaliaaiffljlliml byGmaal&nia:s 
~GSA)concemiugmviewsoflRMpracda:s. 

8 (I) Sec Description in a.(1) above. 

(Z) See Dmcriplion in a.(2) above. 

H. ALL OTHER QFflCWCOPIES 

,.....,___ 

DESTROY 2 Yl!ARS AFTER. 
PROJECT TERMINATION. 
CANCl!LLATION. OR 
COMPLErlON. 
<DA: Nl-255-94-1> 

DESIROY WHEN~CE 
VALUE CEASES OR WHl!N20 
Yl!ARS OU>, WlllCIIEVEll IS 
SOONER. 
<DA: Nl-255-94-1> 

DES'IROYWIIEN~ 
VALUE C1!ASES OR WHEN NO 
LONGER NEllDEI). 
<DA: Nl-255-1> 

2240 ,.... below) 

2300 11 MANAGEMENT PROJECT FILES 

Sumoys, analytical studios, background papm, DOleS, dala, intmlm 
reports, 6oal n:ports, and ielaliog papers pertaining to adminislJllliw: 
functions; e.g., _.;sal ofmicrolilming proposllis, evaluating att.d of 
addiliaulli filing equipmcot. rc>iewing lllilizllliau ofoffice mm:bine,y. 

TRANSFER TO FRC 3 YEARS 
AFraR<X>MPLBTION OR 
TI:IIMINATION OFPKOIECI". 
DESllU)Y WHEN 7 )'EARS OLD. 
<DA: Nl-255-1> (Nl-31) 

2310 12 IRM (INFORMATION RESOllRCF.s MANAGEMENT) FILES 

A. IRM FILES· GENERAL 

Rocmds in Ibis sories c:oosi.st ofcom,spondcnce. l"e,der tq>Ollll lhal 
an, summarited into otlla: repom, bm:kground documenlalion, or 
od..-nolaledmaiaials. 

B. SELF-ASSESSMENTS 

NASA Annual self-assessment documenulioo concemingreviews 
oflRM policy eompliaoce, mpoosibililles, and pracrlo<:s. Included 
me usocillltid cmrespondcnce, - .... guid<:s, surw:ys, sllldlm, 
5UIDIDIII)' repons, actions plans 1111d progrea ,epor15, and major 
infonnalion &)'Item inventmies. 

1. Headquartas. 

(a) Smnmary repons as submitted by Cenu:r. 

(b) AFDCY 1-1 "'lllllllll)' ,epoits as pn:paml by OPll. 

2. C,,,ier.,. 

(a) Repons submitted to Headquaru,rs OB self.......,.,,CBt.,. 

(b) OPR 1"Sponsibh: for pn:paring and submitting reports to 
Hcadquartali, including background data used for 
5UIDIDlll)'repolt. 

DES"lltOY WHEN NO LONOER 
NEEDED Oil WHEN 3 YEARS 
OLD, WlllCIIEVEll IS SOONER. 
<DA: Nl-255-1> 

Dl'STROYWHEN 7 YEARS OLD. 
<DA: Nl-255-1> 

DESTllOY WHEN 7 YEARS OLD. 
<DA: Nl-255-94-1> 

DESTilOY WHEN 8 YEARS OLD. 
<DA: Nl-255-1> 

DES"lltOY WHEN 8 YEARS OlD. 
<DA: Nl-255-94-1> 

locluded""'~~----­
repmt.,, and monitoring 

1. Hcadqnan,nl-OPR 

2. C,,,1e15- OPR 

D. IRM IDNG-RANGBPLANSIREPQllTS 

DoaunentsinvoMnglheemablimmontof-lDa:bieve 
NASA'• Jqqgrange IRM objectiva, lbe lilmudadmofnew 
c:onccplS and n,quimn,:nls in IRM fin: planning- 111111 
similar malleIS. Included are !RM1mg,_p1ana, lincascs, 
,epor15. dacwnentsie.!kcting 111e...-;m,orlbaephm,llian:casls 
and documenls COlllribuling lo 1111, daW!lapmaltofsuch plam ar 
i,roca.,t.,. 

DESTROY IIAClWP 
(Documcmtalian may includcbul I& aatlimilod!DlbelKM L-R 

I. OPR - NASA Headquarters (Cade JTJ 
llOCUMENTAlKlN I YEAR 
AFTEllaJMl'UMONOF"DIEPiao Coll Louer, incoming dorn-ulllion from die CIIIIIJibuling 
DUILONORANGEPIAN.office; incoming exranal doc:ummts). RETAIN flNAL1RM L-Rl'I.AN 
ON-Sm!RIR IOYl!AIIS AND 
THENDES'IROY. 
d>A:Nl-2SS-!N-I> 

lll!S11lOYWHEN 3 YEAllS OLD 
OR WHEN S1IPBISEDED. 
WIDalEYEII.IS SOONER. 
dlA:Nl..255-94-l> 

2. Contributing Offices (Headquaslen and Ceatm). 

m;s-ntOY WHENNOUlNllEll 
NEEDED OR. WIIBI 2 YEA1tS 
OU>. WIIICHEVEII.IS SOONl!lt. 
<DA: Nl~-l> 

3. AD odu:r olfico'ooples. 

B. IRM ffllATEGIC PLAN <S Year Plan/Uplaled Anmally) 

R.eam:ls l'Ullllist oflRM sbalegjca-8lemmmon ID NASA_ 
support die Agencies missions and pis bypmvidills AgeDcywide 
penpecu... and dim:tioas li>rNASA'slllKmab:d-­
initiatiw:s. The plan includes IRM goals 111111 objec1i-. DJ 
mih:stones within ,i lhm>lo-five :,ar--cldinoslbe 
cootrlbutlon of informlllioo R:SOIIRZS to lbe ~of 
NASA's missioos. RecoR1s include blame IIOl limilal too Mating 
IIIUIUleS; !RM documeotlllioo; liml pul,lieldcm orpmpo,;ed 
"Sttmgi,:Plao." 

RETAIN Oll-&"mAND DESlllOY 
WHEN IOYEARSOU>. 
dlA: Nl-2SS-9J..l> 

I. OPR-NASAHt:adquattus 

RETAINON-sm!ANDDHSTROY 
WHEN 6 YEARS CU>. 
dlA:Nl~-l> 

2. Coolribuling Office (Hoadquade,s and c.mra.i. 

~~ 

NOTES: Only AFS DOl1lbers wldl defined subj em me used. - REl1!NrION -For items marud Pauling R&nlion Approval, NOI"ES: Only AFS numbem -defilu:d subjeclS arc used. - Rl!l'ENl"IDN-Pari=-marml l'londillg._,_Appmval, 
contact yaur Calll:r Recoals Manager for inlimnation and/or questions. cont.act your CenlM Rocotds Manager for information .-questions. 
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https://L-Rl'I.AN


•.l,;EGAL AND TECHNICAL RECORDS SCHEDULE 2 
(AFS 1000-1999) 

This document Is updated frequently; therefore, printed copies may be obsolete. Refer to 1he Change History Log at the 
beginning of NPR 1441.1 In the NASA Online Directives Information System (NODIS) for currant wrBlon. 

. 12 3. All Olber olrice/copies. 

F. 0MB BULLETINS ORM PLANS· ANNUAL) 

DoculD<lllalion comiots of0MB Bulletins, backgmm,d maria!, 
supporting documentation and infonnadon which may include but 
are oot limilal 10 n,conls eonceming: sea,rity; !CB (1nformalion 
Collection Budge<); Long-Range Plan Sttategic Ovmview; 
Teleconmnmlcalion Plan. 

I. OPR • NASA HeadquaJws 

2. Canlnlruling Office (Headqumtas and C...iers), and aD other 
offlClll/copies. 

DES'IROY WHEN NO LONGEll. 
NEBDllD FOR REFERENCE. OR 
WHEN 3 YEARS OlD. 
WHICIIEVER IS LONGER. 
dlA:Nl-255-94-1> 

RETAIN ON-SITH AND DES'IROY 
WHEN l YEARS OlD. 
dlA: Nl-255-94-1> 

DESTROY WHEN ND LONGER 
NEEDED OR WIIFN 2 YEARS 
OID. WHICHEVER Ill SOONER. 
dlA: Nl-255-94-1> 

2400 13 AUTOMATED DATA PROCESSING (ADP) RECORDS-
GENERAL 

A COMPUTER l!.l:AQ~ M!!QIA • G!!NERAL 

EleclJOnk: media CJemd in !he areas ofacanmting, inw:nlOries, 
budgcl, Iibmy type india:.,, administralion, and me used in 

leI!~RECOJml! EXT[[ AND 
TIIEEI.ECl"RONIC MEDIA 

conncclion with lhe accumulelion of openling and reporting da1a or 
acliwies. Elcdronic n:coros tbal support--... 
bo~glilm:tiom when tbe reamls are deri~ from or 
n:plac,: hard copy r=uds aulhorizcd by NARA for destruction. 

REPIIESENTS A DUPLICATION. 
RELEASE MEDIA FDR REUSE 
NOT LATER THAN 30 DAYS 
AFl'ER TIIE NEED FOR IT HAS 
BEEi/MET ANDTIIATITwnL 
NOT BE REQUIRED FOR 
AlRTIIER USE. 
dlA: Nl-255-94-1> (N27-1) 

IF PAPER RECORDS ll!l !!Im 
!ll!1E, MAINTAIN DATABASE, 
DEIElclDES'IROY lll!CORDS 
AFl'ER TIIE EXPIRA11DN OFTIIE 
BfilENTIDN PERIOD 
AIITIIORIZl!D FOR TIIE HARD 
COPY TYPE RECORD. OR WHEN 
NO LONGER NEEDED. 
WHIOIBVER IS I.ATER. TIIE 
DATABASE STORAGE MEDIA 
CAN BB RELEASED FOR REUSE 
WHEN 5 YEARS OlD. 
[OIIS 20-lbCl)J 

NOl"ES: Ooly AFS nwnbeis widl defined subjects m,: used. - REI'ENTION - For ileml marked Pending Retention Approval, 
COlllact your Center Rc:cords Manager tor informlllion and/or questions. 
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RETENTION 
<Authori[2 

RE11RB TO FRC 5 YEARS AFraR 
THE YEAR TO WHICH TIIE 
PI.ANSPl!RTAIN. DES!ll.OY 
WHEN ID YBARS OID. 
dlA: Nl-255-94-1> (N 1-43) 

DESTROY WHEN ACTIVE 
IIBFERENCE VALIJB CEASES OR 
WHEN l YEARS OUl, 
WHICIIEVER IS I.ATER. 
<DA:Nlw2SS-94~1> 

IIEI'IRE TO FRC l YEARS AFTER 
YEAR TO WHICH Pl.AN 
PERTAINS. DES!llOY WIIB.'I 10 
YBARSOlD. 
d)A: Nl-255-94-1> 

DES!llOY WHEN ACTIVB 
REFEJIENCE VALUE CEASES OR 
WHEN l YBARli DID. 
WHIOIBVER IS I.ATER. 
<llA: Nl-255-94-1> 

IIEI'IRE TO FRC I YEAR AFraR 
FINAL ACTION. DESTROY 10 
YEARS APl'ER FINAL ACTION. 
d)A: Nl-255-94-1> 

(N27-7. 27-1 [711) 

SUBJECT AREA OR RECORD TJTI.E 
lm,liCRIPTIQJS: QE BW;;Qfil,! SERIESII.EMMU 

AUTOMATED DATA PROCl!SSING (ADP) RECOllDS/Fll,ES 

A. ANNUAL ADP PLANS 

Developed by lhe inSlalllllions, lhese plans arc submilled lo lhe 
Information Resources Man_,Policy Office (Code ITD) at 
HeadquaJws for review. The plan i& cnusolldaled inlo a summary 
report BIid wm for active reference. 

I. Office offum:1lonal-11lSp<lmibility (NASA HQ). 

2. All Olber offices/copies. 

B. SF&QRITY PLANS 

In acconlam:e wilh lheComputerSa:urityActofl987 (P.L. 100-
235) lllllUlll plans are required 10 be prepared and submittod IO 
NIST and NSA fur commcot regarding compuier systems lhal. are 
identified containiug ,ensidve infmmlllion. Each system plan 
includes a basic dcscriplion of die pmpose, envim111Dl91~ and 
&elWIMl.y oflhe system and lhe security measums inlmlded IO 
pmlCCI lhe sys- and ilB data. Plans an:notslalemenlS ofagency 
security policy. They indicate security roquiremcnlB and how lhe 
agency inbmds IO meet those requiremcnto. 

I. Ollia: offunctional rospcmsibility (NASA HQ), 
(NOTE: This is agmcy-wide respoosibility) 

2. C...iers and all olher officeslcopi.._ 

c. PRQGRAMS-SYSI'EMS 

Original programs, c:ompu1er media, and doaJmonts containing 
definilions oftbe system(,) including fum:llonal 1"qllin,menlB, da!a 
n:quin:menls, system/subsystem specifications, ttquosts fur the 
.system, and authorizing dim::lives. 

I. For adisapproved proposed s)l'tcm. 

NOl"ES: Only AFS numbers with dclined subjects are med. - REl"ENl10N - For ;...,,. marked Pending h<ention Approval, 
cootact your Ccoier Reconls Manager fur intimnatlon end/or questions. 

l 
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. 2. For an -...isysu,m forw_bkh all mlaled computer readable 
. -~ 

]. For an approved sys1em for wbich any related computer 
n:adablc data file is - sutboriaml for dlspooal. 

COMMUNICATIONS RECORDS2500 Ill 

A. CORRESPONDl!NQi REPORTS AND REFERENCE l:llJlli 

Correspondence and n,latcd n:amls porlllining to the inU:mal 
adminislnition and opemion oflhe COllllllllllica function. 
Docmnculs n,Jaliug ID oommuuicadons plamliug. projecting 
n:quiletm:nls and coots. and HQ approval, such as NASA Fonu 
1102 and 1103 and n,latcd materials. R,,axds may iuclude, but an: 
IIOl limiled to: NASA Mail ilmls/documoulaliou (m<dia 
iudcpendeut) such as IDDlllhly NASA-Mail iq,oru. user a«:oUDI. 
n:qw,sts and actiwy logs; Direct Aa:eos Computer S)Slml (DACS) 
~ and auy other associatal user documentation. 

B. !;;QMMUNICATIQMJIDUIPMENT/SUPPORT!mQUIREMl!NTS 

I. Sa:urity equipmeut iequin,ments aud all n:lal<d doauneutatiou 
and materials. 

i--....... 

2 Project support oomnnmicalions iequiremouts, n:amls cousist 
ofdocumonts n:llocting support n:quiremoulll for the objectives 
amtained in the PSCN database (OPR). 

- ··- POLICY m ••--•~v,,,.."1>nQ 

Program files wbich consist of .. 
ana, or 

as5t1111ptious for Ille development of!hecommunicano 
F"dos COIISisl ofo,aaU guidance, technology plans, and ADP plaus -
OPR, NASA Hoadqumters. and MSFC Com Cenll:r ONLY. 

D. INTERFB!ENQi REDUCTION 

Documouts n,lllliog to tho o,stingor advisiugou tedmiqu,:s and 
equipmeut dosigued ID n:duce or eliminate ela:trical disturbances 
which cause UDdesirabllO response or malfilDctiDniug ofekclric 
equipmtmL 

E. t:ACn.ITIES IJWi§ IWQUESTS 

Doc:wnouts relllliog ID requests ilr providing. n:amugiug. and 
n:moviug COllllllUtllCal facililios, equipmml. and services lea.,ed 
from COIIUIIOlcial ~ ID meet oommuuicalious ob_jediyeo of 
NASA. 

REl1RETOFRC 1 Yl!ARAFIER 
DISCONTINUANCl!OFTIIB 
w !"0Eli'l'R&'l.'ol."-""•D< 
AF1ER DISCONTINUANCE. 
(GRS2D] 

JIEl"AIN WITH RE!ATED DATA 
FILES. DESJJIOY IN 
ACCORDANCE wml REL-\TED 
PILES. 
<DA:Nl-255-94-1> 

DES'IROY WHEN 2 YEARS OLD 
OR WHEN REFERENCE VALUE 
CEAS~, WIUCHEVER. !S 
SOONER. 
<DA: Nl-255-94-1> (NI~ 

DESJJIOY WHEN 2 YEARS OLD. 
<DA: Nl-255-94-1> (N 10-11) 

OOS1ROY WHEN UPDATED OR 
SUPERSEDED. 
<Dk Nl-255-94-b (N 10-S) 

HANDI.EAS PERMANENT 
PENDING REI"EN'IION 

~~ 

DESJll.OY WHEN 6 Yl!AllS OU>. 
<DA: Nl-255-94-b (NI~ 

DESJll.OY 3 YEARS AFl'ER 
TERMINATION OFU!ASE. 
<DA:Nl~b (N 10-7) 

NOTBS: Ouly AFS lllllllbon with defined subjects are Ulod. - RBI'BNTION -Por ileDIS marked l'elldiug R&leullllll Appionl, 
llOllla:t )'11111 Ceu!a Reoonls Mauager for lnfou:naliou ond/or quesllm,o, 
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Ill P. ACCQUNJ' FILES 

Documents n:lq ID communication lines, i.e., telephone. dala, 
wide-area umoorl:s, ou:. Voucha&, ¥endols invoices, aud 
corn:spoudeuce EXCLUDING fiscal copy, and iucludiug local and 
amunercial ~ ICCOOllliug. 

L WIRE/WIRELESS MESSAGE FR.ES 

Copim ofiucoming and outgoing wire/wiroloss =age aud all 
n:lated n:conls. 

DE.STIWY WHEN6M
O1.D. 
<Dk Nl-255-94-1> 

ONI1JS 

(N 10-13) 

B. OPERATIONS l'ILES 

20 Documents CODlainiug infonnalilm aud dala on codes, radio 
m:qw:m:y a,slgnmonts, call signs, awl lists ofholden or code 
syslcmS. 

c. TRAFFJC VOLUME REPORT 

Documents rellcctiug data on cin:uit wage for c:ngii=ring offixed 
c:ommuuications facilities, plmming. progranuuing awl budgeting 
aud n:lalcd papors. 

I. Olfoceofprimlllyn:sponsibili!y. 

2. All olhcr otr1Ce5/copies. 

2570 21 llADIO AND TELEVISION llECORDS 

A. SERVJC§CQNTRQLl:ll.llli 

Documents n:lllled to tho smvicing md oponuion ofiadlo and 
ielmsion equipmonl and sysiems. including service n:am1s and 
summaries ofaullloriml equipment and semc:e. 

DESIROY WHEN SUPERSEDED, 
OIISOIEIE. OR NO LO,'IGER 
NEEDED. 
<Dk Nl-255-94-b (N 10-9) 

REI1RE TO l'RC WHBN 2 YEARS 
OlD. DESJJIOY WHEN JO YEARS 
OlD. 
<Dk Nl-255-94-1> (N 10-2) 

DESJJIOY WHEN 6 MONTHS 
OLD. 
<Dk Nl-255-94-1> 

DESlllOY WHEN SUPERSEDED 
OR ON DISCONTINI.IANCl!OF 
11IE FACJUTY OR 
INSTAIUt.TION, WiDOlllVER. IS 
SOONEII. 
<DA: Nl-2SH4-I> (N 10-10) 

NOI'llS: Ouly APS numbers with defiuod lllhjects are wed. - REl1!Nl'ION -For 1-.marted l'adlngReleatiou Appronl, 
oolllaet )'Oll1 Ceulm- l!JIC:mds Manager Im lnftmnat:ion aadlor qqestious. 

https://WHICHEVER.IS
https://aulhorl7.ed
https://TRANSFER.10
https://commlllUl'llu.�i
https://Com:spondell.ee
https://DESJll.OY
https://DESJll.OY
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21 B. RADJO FREQUENCY FILES 

AutborizalioD, allocation, assignmen~ cmrelation, and use of radio 
frequencies and call signs. 

C. COMMUNICATIONS REPRESENI'ATION Fil..ES 

Documents concerning representation on and recommendations to 
joint or olher non-NASA agencies. including implementation of 
decisions on signal communications and eleclronic policies. 
particularly on radio fm!UODC)' allocatious, call signs, radio 
interfcreo.ce., and radio propagation matters. 

FILM CONTROL-LOGS/ FORMS/ CHARGE om CARDS 

2630 

22 

23 

B. 

C. Canis showing film and equipment on loan(s). 

PHOTOGRAPHS/ STILL PICTURES 

NOTE: Motion Plcnue Films (N 19-16) AFS 1394 SEE 
SCHEDULE!. 
S011,ul Tn,d:s A.FS 1394 SEE SCHBDUUJ l 

A. PHOl'OGRAPHIC WORK/PRODUCTION REPORT Fil..ES 

I. Work orders and ledg,,m used in processing and production of 
pbotogtaphic senices 0nformation may be conlained in an 
electronic action biding system). 

2. Reports showing workload, time expended, and type of 
production (color, black and white, still, or motion picum:J. 

REJ1RI! TO FRC WHEN 2 YEARS 
OLD. D=OYWHENI0YEARS 
OLD. 
<DA: Nl-255-94-1> (N 1()-1) 

D=ov WHEN s YEARS OLD. 
<DA: Nl-255-94-1> (N 10-3) 

DISPOSE OF ACCORDING TO 
INSil!.UCTIONS COVERING nlE 
RELATIID AUDIOVISUAL 
RECORDS. 
[ORS 21-29] (N 19-13) 

T 

(N!l-6) 

D=OY WHEN 3 YEARS OLD. 
<DA: Nl-255-94-1> (N!l-4) 

D=OYWHENl YEAROLD 
OR W~ NO lDNGER NEEDED 
FOil. REFEII.ENCE. 
<DA: Nl-255-94-1> (N!l-5) 

!. SELEC1'ED PROJECT CASE Fil..ES 

Photogn,p , • • t ifavailable, that 

documc:ntsi ---,,_= • "esCOVCJS 
the OPR orPro 
projects that are y 
historical or tocbnical value and wm 
(/lee selection criteria outlined in Schednle 8, Item 

NOTl!S: Only Al'S numbers will! defined IUbjecll .... used. - REI'ENl'ION -For IIOIDs marbd Pending RmntiOll Apploval, 
CODIICt your CenlorRecoids Mmager lbr infonnallon and/or queoticms. 

LEGAL AND TECHNICAL RECORDS SCHEDULE 2 
(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 currant version. 

2. NON-SELECTED PROJECT CASE Fil..ES23 

Photographs that are crealed during the coume of• project !hat 
does not m<ct thc selection criteria as identified in Schedule 8, 
~mSA. 

3. CENI'ER PHOTO lABS/OFFICPS 

Duplicme copies of above stills (Items 23-C-1 and C-2) that an, 
maintained in the Center photo lab, midiovisual office, or any 
other office as reference copies. 

2630 24 VIDEO PRODUCTIONS 

NOTE: Record elements comist of an ORIGINAL and a duplicale, 
if available li>r all • PERMANENT • items. FOLLOW 
CENI'ER SPECIFIC DISl'OSmON IF ONE JS PROVIDED. 

style finished video productions which document 
grams, or the mission oflhe 

ions may include but are not 

O Aerouautics sod Space Reports 

2. MISCELLANEOUS PRODUCTIONS 

F"mished video productions web as the li>llowing, but not 
limited to: 

O Training Oasscs 
O Meetings/Conferences or Seminars 

3. 

"PERMAi.'tENT. 
TRA.'ISFEII. IN S YEAR BLOCKS 

OLD. 

(b) R&D TECHNICAL RESEARCH 

These videos are taped per customer requests of pure R&D 
projects such as testing data and footsg,, ofexperiments, 
etc. 1be origirutl footage is returned to lhe 
researc:ber/sclentist as the requesting CUSl.omer. 

TIIESERECOII.DSMAYBE 
REllREDwmlUIENON­
SEIBCTED Pll.OIECT CASE FllJlS 
(REF. SCHEDUlE s.ssi 
<DA: Nl-255-94-3> 

TillS SERIES MAYBEREllRED 
TO AN FRC WHEN 2 YEARS OLD. 
D=OY WHEN 15 YEARS OLD. 
<DA: Nl-255-94-3> 

•PERMANENT• 
PRODUCTIONS ARE 
Tll.ANSFEJ!RED TOTIIE 
NATIONAL ARCHIVES AND 
RECORDS AD.'4INIS111ATION, 
NONTEXTUAL DIVISION, ON AN 
ANNUAL BA.SIS OR AS 
CREATIID. TWO COPlFS OF 

Pll.ODUcnON Will.BE 
PR . ONEMASTER 
(FINISHBD cnoN) AND 
ONE DUPI.JCATE 
<DA: Nl-255-94-1> 

DESTROY Oil.REUSE WHE.'i NO 
LONGER NEEDBD Oil. WHEN 1 
YEAR OLD, WlDOIEVER. IS 
LONGER. 
<DA: Nl-255-94-1> 

<DkNl-255 

DESTII.OY WHEN NO LONGER 
NEEDBD FOil. RESEAII.CH 
REFEII.E'ICB AND EVALUATION 
OF SCIENl'IFIC DATA. 
<DA: Nl-255-94-1> 

NOl'ES: Only Al'S numbem will! de.llned subjects are used. - REI'ENl'ION -For items marml Pending Retention Approval, 
contact your Center Recoids Manager for infonnatian and/or q,adom. 

https://theOPR.orl'mjeolOlf_.mi
https://RESEAII.CH
https://DESTII.OY
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4. JOHNSON SPACE CENTER (JSC) 
NOil!: SecCbaptu 8, Itmn2SA. 

Con11s ~ng; JSC downlinks (I original and 
I convated tii'l!b~and past-mission pn:os 
canfenmces; d, on-be,~ 

·an o ~ 

(b) MISSION VIDEO· COPIF.S I DUPLICATES 

(c) MISCELLANEOUS ACTIVIl'IES 

O 'r..t and Tnining ActMties 
0 Pmductiom (Scripted), i.e., Gcncnl lnfmmelion/l'mining 
0 Dacumenlarics ofPn:ss CanfCICllcc(s)/Spccial EVCDlll 

CENTER (314" linmatanly) 

on ccn~pmjccls and mission. 
including R&D projects and 

The grapbics department or photo , ·ate, will talm tbe 
digilal image and tmnsli:r lbe permanent infimnatt 2x2 
disk ta optical disk or tbe archival media acceplable at lbe time 
ttansfer. Oala consists afR&D or mission mated documentelian 

•PERMANENT• 
MAS1ER MEDIA wrrn AU. 
IDENTIFYING INFORMATION. 
~~NARAWIIEN30 

NOlE: Rccmds arc to be recopied 
ow:ry 10 :,an ml with111ANSFER 
~ years. Indudal wida tnmfa at 
3o_-,;w. dioearlio&tg,,m,nti<m 
mih1blc in a professional 
>idoo format ml 
.-.....c:q,y,ifavailabk,. 
<DA: Nl-255-94-1> 

RETAIN AT !SC IN S"IORAGE. 
DESIROY WIIENNO LONGER 
NEEDED. 
<DA: Nl-255-94-1> 

DESIROY OR REUSE AFrER 30 
DAYS. 
<DA: Nl-255-94-1> 

•PERMANENT• 
TRANSFERANNUAU.YTO 
NARA ONE ORIGINAL MASTER 

DIJPIJCATE COPY OF 
nmvm,=.--­
<DA: Nl-255-94-

• PERMANENT" 
TRANSFER TO NARA INS YEAll 

LOCKS WHEN 20 YEARS OUl 

~and is usually time sensitive. 

Videos. original and duplicaie; le, that documatls 
significant R&D project actimics. Tbis,seli!!r,-mJ 
or l'Rlicct Offices' arigiaal vidl:a (masla:, i.e., !&t ll""""'"°'IJo..J.,;;,;;;;;;;:; 
fur projects thst an: scla:lcd by the Project Ollicc as baving 
bislmical or ta:Jmical valu.. and wmnnt pennanent rmalion 
(see sela:tian criteria aatliDed in Scbedule B, ltom SA). 

NOil!S: Only AFS l1W1lbers with ddin..t subje<IS are used. - RETENTION -Far itcms lllllrkml'ending-Appmval, 
cantact your Cattu Recm1s Manager fur infuimation and/or questions. 

LEGAL AND TECHNICAL RECORDS SCHEDULE 2 ~ 
(AFS 1000-1999) 

This document Is updated lraquently; therulore, printed copies may be obsolete. Reier to the Change lislllry Log at the 
beginning of NPR 1441.1 In lhe NASA Online Directives Information System (NODIS) for current version. 

2. NON-SELECTED PROJECf CASE FILES 

Videos !!!Jring the comseof. project that docs 'nlESEVIDEOS MAY BE 

5natA.meet the selection cri • ~ B, llemr,:REl1RED::~~wrrn1~nm:!~NON:.,__·__ 
<DA: NI- UL B-5Bi 
SEUlCTEDPRomcrCASEFIUlS 

3. CENTER PHOTO LABS/OFFICES 

Duplicate copies of the abaw: videos (Items 24-C-I and C2) nDli SERJES MAY BE REr1RED 
that an: maintained in the Ccntu phata Jab, audiovisual olftce, TO AN FRC WHEN 2 YEARS OUl. 
or any other office as rclcrettce capics. DESIROY WHEN IS YEAllS OID. 

<DA: Nl-255-94-3> 

NOTES: Only AFS 11W11bers with ddin..t subjects are used. - RETENTION -Far items markm Pending Rcb:ntim Approval, 
caDlaet yaar Center Recm1s Manager mr intimnation and/or questions. 

https://ortodmic.al
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SUBJECT AREA OR RECORD TITLE RETENTION 
DESCRIPTION OF RECORD SERIES _<Authority> 

OFFICIAL PERSONNEL FOLDER (FILE) ,3000 
..._ 

&<cords filed on the RIGHT side of the Official Persomiel Folder (OPF) 
[See 2. for the temporary papers on the LEFI' side ofthe 0.PF.] Folders 

~vering cmploymeot terminated aftm De<ember 31, 1920, excluding 
lho~lected by_ the National Archives and R<conls Administration for 
permaoent"l'~n. 

NCJl'E: Master fi~'da!I, bases created in central da!a processing 
facilities IO supplemelh, lace the OPFs are NOT 
AUTHORIZED for dispos h files MUST be scheduled on 
an SF !IS. 

B. SEPARATED EMPLOYEES 

---lU!C()RDCOPY- HQ• Office ofHuman Resmm:m and TRANSFER FOLDER TO 
NATIONAL PERSONNEL ~-- RF.cOIIDS CENTER, ST. LOUIS, 
MO, 30 DAYS AFmR 
SEPARATION. NPRC WIU. 
DESTROY 6S YEARS AFmR 
~ NFROMTIIE 
FFDERAL SER•----
[ClRS 1- lbJ 

C. AIL CITHER OFFICES/COPIES DESTROY WHEN OBSOI.El'EOR 
SlJPERSEDED. 
<DA: Nl-255-894> 

TEMPORARY INDIVIDUAL EMPLOYEE RECORDS 

---All~correspondence and fonm mainlllined on the LEFI' side of DFSJ'ROY WHEN SUPERSEDED 
the Ofl'lci~,F.older...iQ_PF) in accordance with Chapter 3 of''The OR OBSOI.El'E OR UPON 
Guide to Personnel Reconlkeep7ilB":'HK ING perfonnance-relaled SEPARATIONOR'IRANSFEROF 

reconls. EMPLOYEE. UNLESS 

;-7"'1SrRPECIFl-lliClilALLIB!iY!>~m:~B 

Eqoal Opporbmil)' 
EQUAL EMPLOYMENT OPPORTUNITY (EEO) RECORDS 

DFSJ'ROY 5 YBARS FROM CATI; 
OPPLAN. 
[GRS 1-25h(l)) (N 15-27, N 15-
28) 

NO!l!S: Ooly AFli owober:s wilh defined sobjects sre used. - RETBNI'ION - For items marJo:d Pending R,,tention Approval, 
contact your Center R<conls Manager for infonnation and/or questions. 
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RETENTION 
<Authority> 

WlilCHEVER IS SOONER. 
[GRS 1-251>(2)] 

4. Agency copy ofannual report ofaffirmative action 
accomplisluneots. 

S. Headquarters compiled ,cporu. REl1llE TO FRC WHEN Plk'IS 
ARES YEARS OLD. DFSJ'ROY 
WHEN 30 YEARS OID. 
<DA: Nl-255-89-4> 

3100 4 JNTERAGENCY PERSONNEL AGREEMENTS (IPA) 

Records in this series consist ofconfidential. files which are assignment 
agreements authorized by the lntagovemmental Fmonnel Act of 1970, 
including all correspondenoe, the IPA form, and any other related 
documentation and materials. 'lbe5e files are typically filed by 
individual'• last nll!IIC and inclode IPA Fonn No. S069-104 plus all 
associated background documentation. 

A. RECORD COPY 
HQ: 

B. ALL OTHER OFFICES/COPIES 

REl1llE TO fRC 2 YEARS AFIER 
TERMINATION CATI; OP 
AGREBMENT. DFSJ'ROY WHEN 
10 YEARS OID. 
<DA: Nl - 2S5-89-4> 

DFSJ'ROY WHEN NO LONGER 
NEEDED OR WHEN 5 YBARS 
OID. WHICHEVER IS SOONER. 
<DA: Nl-255-89-4> 

3100 Ii NASA C EXECUTIVE ~IGNMENT FILES 

Standanl Fann 171 on each NASA employee GS-IS or o=: rogether with 
additional inrorrmllion gleaned from newspaper, hoosc organs. Also in 
some cases, security and confidential infilnnaliorL 

Documenls relating ro appraisals, either anske or by other review 
procedma. such as Manpower Audit Director's Review of Laboratories 
and Staff Orfu:es. 

STATISTICAL DA 

A. MANPOWER DATA 

Reports compilBlion or other documents aealed to provide. a source 
ofstatistical data for use in manpower control activities. 

B. PERSONNEL OPERATIONS 

outside personnel 

DFSJ'ROY 3 YBARS AFIER 
SEPARATION. 
<DA: Nl-255-l!!l-4> (N 15-49) 

DFSJ'ROY 5 YBARS AFTER 
APPRAISAL IS CONDUCTED 
<DA: NI-255-89-4> (N 1-35) 

DES'IROY WHEN 5 YEARS OID. 
<DA: Nl-lSS-89-4> (N 1-34) 

DFSJ'ROY ON SEPARATION OR 

3273 

3292 

3292 

7 

10 

11 

NOTES: Ooly AFli numbers with defined sobjects are used. - RETBNI'ION - For ii.ms marked Pending Re1entlon Approval, 
aJDlacl your Center Records Mana.gee for infonn.ation and/or questions. 
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3300 12 

3300 14 

3300 15 

3300 18 

3300 1ll 
PASR 

3312 21 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

Rcamls consist offllcs usa:I to ml>erlisc vacancy announcements and 
other relalcd documonlalion which may include but is not iimiled to lhc 
announcement, matmials related to lhc job/position sdcction, and lhc 
wcancy itself. 

NASA SPECIAL EMPLOYMENT PROGRAM FILES 

Applications and comspondcnce for student aids, summer employees. 
and co-ops. 

u,u.u.aTIUNREPORTS-EXPERTSANDCONSULTANTS 

Quanorly and annual reports to OPM idating to lhe employment and 
utilization ofeJ<perts and coosultants. 

OUJ'SD>EEMPLOYMENT FILES 

Documents relating to outside work or services perfumed by NASA 
employees in addition to !heir official duties. 

SPECIALPERSONNELRECORDS-NASAl0SPER' 

Individuals covered by this system of records are candidates for and 
recipients ofawards or NASA ttaining, civilian and active duty militmy 
detail..,. to NASA; participants in enrollee programs; Faculty, Science, 
National Resea,ch Council and other Fellows, Associates and Gm:st ' 
Workas including those et NASA Ceolall but not on NASA rolls; NASA 
conlncl and grant awanlees and !heir msoci"""' having access to NASA 
premises and records; individuals wilh illlt:reSt in NASA metlall 
including Adviso,y Commillce Mmnbeis; and pmspective employees. 
Cab,gorlesinclude: 

• Special Program Files. 

• Cmrespond<nce and relal<d inlormation to these files. 

• Special records and msu:a. 

• Agencywide and installatioo automal<d pcnonncl information. 

1wu,ruWER ar.ruRTS 

A. AUTHORIZATION FILES 

Documents and supporting papers relating to lhe allocolion of 
manpower spaces to successive echelons. 

,. sibility. 

RETENTION 
<Authority> 

[GRS 1-6] (N 15-S) 

RETAIN ON-SflB Wl'l1IIN nm 
PERSONNEL OFFICE A.'ID 
DESTROY WHEN 2 \'EARS OLD. 
<DA: Nl-255-89-4> 

DESl'ROY WHEN 2 \'EARS OLD. 
<DA: Nl-255-89-4> (N IS.SO) 

RETAIN UN'l1L EXA.'AINEDBY 
OPM OR DESTROY WHEN 10 
\'EARS OLD, WHICHEVER IS 
SOONER. 
<DA: Nl-255-89-4:> 

DESTROY 3 YEARS AFTER 
TERMINATION OF APPROVED 
EMPLOYMENT OR 3 \'EARS 
AFTER DISAPPROVAi.OF 
otrn,IDEEMPLOYMENT. 
<DA: Nl-255-89-4:> (N 15-24) 

"10 SPEil" RECORDS ARE NOT 
AUTllORIZED FOR DISPOSAL AT 
TIIISTIME. 

PAPER RECORDS ARE RETAINED 
ON Sl11! AND ARE DESTROYED 
OR 'IRANSPERRED IN 
ACCORDANCE WITII nm 
SFl:CIFIC RECORD SERIES 
IDENrIFIED IN 1111S SCIIEDULI!. 

l0PAYSRECORDS-SEE 
SCHEDULE 9 (NO'ra TIIESE 
RECORDS ARE RETAINED FROM 
1 TO 3 YEARS DEPENDING ON 
GAO AUDIT AND/OR 
DESTROYED OR 'IRANSFERRED 
TONPRC). 
<DA:Nl-255--8!1-4> 

"PERMANENT• 
RBnRE TO FRCWHEN 3 \'EARS -- ,. 

WHEN I0YEARSOLD. 

NOI'BS: Only Al'S IUllllbors MIii de4ned subjecls an, used. -RIITl!NI'ION -For 11"111& lll8lbd Pendln1Relenlion ApptOVB], 
contact your c-rRecords Manage: lbr inlbzmllinn and/or~ 

H 
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(AFS 3000-3999) 

This document is updated frequently; therefore, printed copies may be obsolete. Refer to the O,ange History Log at the 
bealnnlna al NPR 1441 1 In the NASA On&ne Directives lnlonnation s...tem INODISl for current version.. . 

SUBJECT AREA OR RECORD TITLE RETENTION 
AFS# DESCRIPTION OF RECORD SERIES <Authority>r:rnM -

2 All other offices/copies. 

B. REPORTS 

Reports tiom Ceolall to NASA Headquarters concerning manpower, 
and all relared papers. 

I. Cenb:r.i. 

2. Headquarters. (SEE ITEM C. BELOW) 

C. !!llA(lOUAR:rnRS 

Reports compiled from information receiw:d limn Cenll:t!I (See B. 
above)-

Level. 

2. All olhcr office.,/copies. 

runLlC SERVICE CAREERS EMPLOYEES FILES3315 22 

A. INDIVIDUAl.,S 

School evaluations, supervisory evaluations, and test scores. 

B. PROGRAMS 

Conespoodeoce wilh Civil Service Commission, Department of 
ubor Southwest Trmning O,nw. 

<DA: Nl-255-89-4> (Nl-36) 

DESTROY WHEN OBSOI.El'EOR 
SUPERSEDED. 
<DA:Nl-255-89-4> -

REllRE TO FRC WHEN 3 YEARS 
OLD. DESTI!.OY WHEN ID YEARS 
OLD. 
<DA: Nl-255-89-4> (N 1-37) 

DESTROY WHllN 2 \'EARS OLD 
<DA: Nl-255-89-4:> 

"PERMANENT" 
OPR: RBnRETO FRC WHENS 

TO 
NARA WHEN ID YEARS OLD. -
<DA: Nl-255-89-4> (N 1-38) 

DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE USE, 
OR WHEN 5 YEARS OLD, 
WHICHEVER IS SOONER.. 
<DA: Nl-255-89-4> 

DESTI!.OY WHllN 3 YEARS OLD 
<DA: Nl-255-89-4> (N IS-51) 

DESTROY WHllN 3 YEARS OLD. 
<DA: Nl-255-89-4> 

3330 24 NAl>A rRuu~•• 

3335 25 

AppJicidions, resumes, vacancy announcements and rmatal 
conapondeoce. 

PROMOTION REGISTER FILES 

DESTROY 2 YEARS AFTER 
REGISTRATION 
<DA: Nl-255-89-4> (N 15-47) 

Registers or reconls ofjob opportunities, application and 
evaluation statemeots, and all reletcd papers. 

DESTROY WHEN 2 YEARS OLD. 
<DA: Nl-255-89-4> (N IS-25) 

' 
3335 26 REPROMOTION CONSIDERATION FILES 

Applicaliom and c:om,spondence to and from "'Pmmolioo eligibles. DESTROY AFTER REPROMOTION 
IS ACCOMPLISHED. 
<DA: Nl-255-89-b (N 15-45) 

NOTES: Only Al'S numbms wilh defined subjocll BIi used. -RBTENrION - For items lll8lbd Pending Rdmlllon Approval, 
con1ao1. your Celllm Roccmls Manager lbr ummnllinn and/or questions. 

3-4 

.. 

https://Nl-a55-ll!J.4o
https://Nl-255-ll!J.4o
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AFS# 

33SO 

3352 

3400 

ITEM 

be innin of NPR 1441.1 in the NASA Onine Directives Information S em NODIS for currentveision .. 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

CIVILIAN SERVICE EMBLEM CONTROL FILE 
Records maintained to control the record of eligibility for an award of 
civilian 5CIVice emblems. 

REEMPLOYMENT PRIORITY FILF.S 

Applicalions, exceptions, and carresparulence !dated ID =mployment. 

Ph.D. THESES FILES-NASA HEADQUAKTER.S ONLY 

Individual copies ardisseJtalians n:sultiog from NASA pia!DCIDral 
lraineesbip program. Na olhcrcopics arc n:taincd. 

2. Rastexs or n,gisleJ'S (ASEIYLARSS) (LaRC ONLY). 
These arc the rocards for the two summer programs sponso,ed 
by the Office afUniV01Sity Affairs Bl Laugley ~hCenter. 
(ASEE = American Society arF.ogim,cring Education] (LARSS 
= Laugley Aernspacc Summer Scholar.I l'lognun] 

recordkecping copy or the reconls. 

C. CONl'RACT TRANING Flll!S 

I. Copies of coDlrilCts, concspond~ approvaJs, waiven, and 
other documents relating ID NASA employees training wider 
conlracts. 

2. Background, working papers, announcements, and 
arrangements ofsubject contract training. 

RETENTION 
<Authority> 

DESTROY WHEN 3 YEARS OID. 
<Dk Nl-255-89-4> (N 15-13) 

DESTROY WHEN 2 YEARS OID. 
<DA: Nl-25S.S9-4-> (N 1546) 

REl1RE TO FRC WHEN 2 YEARS 
OID. DESTROY WHEN 5 YEARS 
OID. 
<Dk Nl-255-89-41> 

DESTROY WHEN NO LONGER 
NEEDED OR WHEN 3 YEARS 
OID. WHICHEVER IS SOONER. 
<Dk Nl-255-89-4> 

DESTROY WHEN 3 YEARS OID 
OR 3 YEARS AFIEl 
COMP1EI1ON OF A SPECIFIC 
TRAINING PROGRAM. 
<DA: Nl-255-00-2> (N IS-32) 

DESTROY WHEN 3 YEARS OID. 
<DA: Nl-255-89-41> 

nic ies ofrec:ords thal. are c:reatcd on clcctmnic: mail Da'IORY/DFLETE AFI'ER nm 

andwordpmc:essmgs~ ""''i.l!"""&Clll:llllS.!""""-+RECORD~~~KEEPIN~~G;CO::PY:.:.:HAS::...J 
reconlkoeping copy of the records. <DA: Nl-2SS-00-2> 

D. NON-CONTRACT TRAINING FILES 

Applications, acceptances, and all other documents idaling ID nan- DESlllOY WHEN 3 YEARS OID. 
contrm:t training arNASA employees. <DA: Nl-255-89-4> IN IS-33) 

!raining aids, including the rocard copy or manuals, syllabuses, 
ks__and other original !raining aids developed by the 

Agency, eiifflil,pu.blisbed or IDlpublisbed, in instructing NASA 
training courses. 

I. Unique or significant lrainiog • (s) developed 
specifu:ally for use in NASA Ir.lining tbB1 would be 
unique ID the Agency. (i.e., AslrOnaut; Shulllil • 
Payload processing; On-bamd Flight crew training; 

PERMANllNT 
REl1RE TO FRC WHEN 
SUPERSEDED, OBSOLEIE. OR 
WHEN NOL0.'1GER. USPD. 
TRA.'\ISFER TO NARA WHEN 10 

OID. 
<Dk NI-

_.,, 

bealnnina ol NPR 1441 1 in the NASA Onine Directives Information !lv,rt.,.,, CNOOIS) for current veision .. 
SUBJECT AREA OR RECORD TITLE RETENTION 

AFS# ITEM DESCRIPTION OF RECORD SERIES <Authorit2 

2. Routine or copies of training materials used to teach an Agency • DESTROY WHEN SUPERSEDED 
sponsored lraining class. OR OBSOIEl'EOR WHEN 5 

YEARS OID, WIIlCHEVER IS 
SOONER. 
<Dk Nl-255-89-4> 

3. All other copies. DESTROY WHEN NO LONGER 
NEEDED OR WHEN 3 YEARS 
OID, WHICHEVER IS SOONER. 
<DA: Nl-255-89-4> 

33 F. AGENCY-SPONSORED TRAINING Fil.l!S 

r--- General file of ageocy-sponso,ed !raining, EXCWDING rocard--- copy of manuals, syllabuses, lexlbooks, aod other !raining aids 

~ 
oped by theAgency(see E. above). 

~ 
ts.authorizations, DESTROY WHEN 5 YEARS OlD 

reports, requiremen objectives relating ID Oil 5 YEARS AFIEl 
the establishment operab es, and COMPIEllON OF A SPl:CIFIC 
conferences. TRAINING PROGRAM. 

~ 

~9a(l)] 

2. BackgrOIDld and working files. . 
I a(2ll ,-

G. TECHNICAL TRAINING 

I. case files oo NASA persanocl participBling in tcclinical !raining DESTROY 5 YEARS AFl'ER 
programs not covered in 2 below. EMPLOYEE DISCONTINUES OR 

COMPLErES TRAIN1NG. 
<DA: Nl-255-89-4> (N IS-38) 

2. Case tiles idaled ID NASA and conlr.lCIDr pe,sonnel DESTROY 5 YEARS AFl'ER 
participating in NASA-required training programs for SEPARATION OF EMPLOYEE OR 
certification, such as soldering, optics, Bight contmllms, divers. WHEN NO LONGER NEEDED. 
etc. Records may include stalemeots ofcertification, sign off <Dk Nl-255-00-2> 
documeats, and task experience. 

3. Elccttonic copies of records thal are creatal on electronic mail DESTROYIDEIEl'E AFIEl mE 
~-.1 • systems and used solely to geoezale a RECORDKEEPING COPY HAS 
recordkeeping copy D - BEEN PRODUCED. 

-···'·--
H. ON-THE-JOB TRAINING com 

Employee training plans or substantial equivalent record 
maintained ID identify required skill or task training requirements 
and to document dewlopmental assignments,. OJT. or other 
Ir.lining. These are gcncr.,J training requirements other than 
la:haical/cmtification lrainiag (see paragraph G. above). Cutaff 
dale is dale of documeaL 

I. Ra:ordkeeping copy (paper). DESTROY ON TRANSFER OR 
SEPARATION OF EMPLOYEE, OR 
WHEN 5 YEARS OID, 
WHIOIEVER IS SOONER. 
<Dk Nl-255-99-1> 

-2-~. DEIEl'E AFIEl 
~KEEPING COPY HAS 

<Dk Nl-255-00-1> 

https://DESTII.OY
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This document Is updated frequenlly, therefore, printed copies may ba absalllla. Refer lo Iha Change History Lag al the 
begming of NPR 1441.1 In the NASA OnDne Dlmclives lnlonnallon System (NODIS) !Dr CLIITBIII version .. 

SUBJECT AREA ORRECORDTin.E 
DESCRIPl'ION OF RECORD SERIES ml !l'.!M 

3410 TRAINING AGREEMENT~34 

Agn,emcnts '--Civ,1 Service Commhshm (CSC) and NASA 
pellainlDg ro ttalning, lnlining standards. and all ..i.r.d documents. 

3410 COOPERATIVE TRAINING FILES36 

A. GENERAL TRAINING !;AS§FILES (DOI cow:a:d in lleins lb-cl) 
by trainee ,bowing hislmy of!mining and all n:latcd 
documentarion. 

B. SECRETARIAL CO-OP FRJ!S (2-year program) 

riles consislofdocumentalionandmllb:rials mated lo students in 
lbepmgnmandmeconsiden!dtminingra:onls. ca,,,fii.. may 
aimin o~ but am not limil<d to, copies ofthe following 
documcnllllion: SF S1'a, ttanscripts; prog:n,ss ,q,orts fmm 
supcmson; and any Olh,r documenlalion n:laled 10 !be individual 
in Ille program. 

C. APPRENTICESHIP PROGRAM rS-_y,,arprogramJ 

Flies comist of documentalion and materials n:laled lo students in 
the prognm and are con&idored trainlng ra:onls. Case m.. consist 
of, but m: not limited to, copies of lbe following doc:umcnllllion: SF 
51':s; blmSCripts; progress ,q,orts fiom supcnisom: and any othor 
docmm:nlllion n:laled 10 the individual in lbe program. 

D. llliQINEl!Rll!!Q Alm AllM!lilSTRA:!:!J!.!; g;i,QPS 
(PROFESSIONAL) CASE FILES 
(5-year progllllll) (LaRC ONLY) 

R,conls in thi, series oonsislofSFS2':s; copies ofl71':s; 
tmmcriplB; progu:ss repotts: supen,isoly comments and/or 
ra:ommcndalions; and certilica!c., ofcompldinn of the program. 

3410 COOPERATIVE PROGRAM SUMMARY FILES (LaRCONLY) 36 

ROCOlds in this seriel consist ofprofile shecls (cards) that cmtain 
information on individuals for files that have bco::n dcslmyed. These 
ncon:ls""' ,wnmuy cards oftheirhilllOty and information originally 
contained in the case files idcmilic4 as ''Sccnolarial; ApptOllliccship 
Program; and Eugin=ing and AdministJlllive Co-Ops." Those mxmls 
an, DOI the cse file mmds. ROCOlds can cmt in either paper or 
declnmic fimnal (including but oot limiled lo printouts and dala 
lllilinlaiJJcd Oil .....,,,,.1 CO'"'"'"'"). 

RETENTION 
<Authori~ 

DES'IROY 3 YEARS AFl'Ell 
TEIL'41NATIONOF AGRl!llMENT. 
d>A: N!-255-8!1-4> (N lS-34) 

DFSl11.0Y RF.COllDS 3 YEARS 
AFIER 11lAINEE CEASF.S 
TIIAINING. 
d>A: Nl-25S-'1l,-III> (N lS-35) 

RECORDS MAY BEREl'IRED TO 
FRC Winl!N l 0 YEAllAFl'Ell 
COMPLllTION OFTIIB 
PROGRA.\I. DES"IROY IIECOIIDS 
WHEN 3 YEARS OID(l'ROGRAM 
RECORDS Will..1IIEN BE 
S YEARS 01.Il). 
d>A: Nl-255-!12-111> 

RECORDS MAY BEREl'IRED TO 
FRC 1 YEAll AFl'Ell 
COMPLErlO.'l OF nm 
PROGRAM. ll6STROY 3 YEARS 
AFl'Ell COMPLEl'ION OR 
'IBIMINATION OFTIIE 
PROGRAM. (PROGRAM 
RECORDS W1U. 1IIEN BE 8 
YEARSOIDJ 
<DA:Nl-255-'1l,-lll> 

RECORDS MAYBE RETIRED TO 
FRC 1 YEAR. AFl'Ell 
COMPLEl'ION Ol'TIIE 
PROORA,\I. llESTII.OY RECORDS 
SYEARS AFl"ERCOMPLEl'ION 
Oil 'IEIMINATION OF 1IIE 
PROGRAM (PROClRAM RECORDS 
Wll.l..lllEN BE 10 YEARS Ol.D), 
<DA: Nl-255-92-111> 

D1!51'ROYRECOIIDS WHEN 25 
YEARS OLD, IIEGARDI.ESS OF 
MEDIUM INWHICH 
MAJNrAINED. 
<DA: Nl-25Y.ll-16> 

NOI"ES: Only AFS numbc:is with deJined subjects are used. - REl'ENTION - For items IJllllbd PcndingRelentioo Appmval, 
contact your Centcrlloconls Manager mr infonnation and/or questions. 
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3410 

3410 

3451 

37 

311 

39 

40 

SUBJECT AREA Oil RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

GRADUATE STUDY PROGRAM .RECORDS 

Rec:onls in this series consist ofcase files of individuals who apply ro 
graduate pn,grams and an, accepted. Files may contain copies of 
transcripts, 171's, lcllcrs ofauthorization ro lake counea, n:gisttalioo, and 
applications for gnduatc study. This is consideied a working ftle and 

=i=~~~~U~~J:'l~~C" 
Adminislr.ltiveTnining Pms,:am (ATP), 

TRAINING-KEPOKT FILES 

A. Reports fnnn Centers ro NASA Headquartcm conceming 
lminingand all n:laledpape,s. 

I. Centers. 

2. Headqwutms. 

B. Rqxnts compilal fmm information m:ci.ed fmm Centers fdem A. 
above). 

I. Centcl5 and all olber officcskopi,s 

AWAKDSPUBLICITYFILF.'! 

~tsused in publicizing or encouraging ponicipation in awanls 
progmms, including posters, cmlOollS, placards, and all other moans of 
obtaining allcntion and announcing rosults of the pmgrams and all other 
relaled papers. 

AWARDS AND PROGRAM FILES-EMPLOYEE 

3. Reports pertaining lo the"J'"':"'!ollofthe lncentl 
Pmgram. mcluding llla!illical dala aodOlherdocume. 
pataining lo the program. 

B. LENOTII OFSF:RVICE AND SICICLBAVE AWARD FllBl 

C. LB'ITl!RS OfCOMMl!NQATIQN AND APPRECIATION 

RETENTION 
<Authori* 

IIEilRI! TO PRC 2 YEARS AFl'Ell 
COMPlEl10N OK TERMINATIO.'l 
Ol'STUDYPIIOORAM. DBSIROY 
8 YEARS AFl'Ell COMPLEilON 
011. 'IEIMINATION OF 11IE 
PROGRAM. 
d>A: Nl-255~-11> 

DESlllOY WHEN 3 YEARS OID. 
<DA: Nl-255-8!1-4> (N lS-37) 

DllSTilOY WHEN 2 YEARS OID. 
<DA: Nl~-8!1-4> 

DllSTilOY WHEN NO LONGER 
NEEDED Oil WHEN 3 YEARS 
OLD, WIDCHEVER IS SOONER. 
d>A: N1•25S-) (N 15-36) 

DESlllOY WHENS YEARS OID. 
d>A: Nl-255-89-b 

DllSTilOY WHEN 3 YEARS OLD. 
d>A: Nl-255-8?-4" (N 15-14) 

DE51'ROY 2 YEARS AFl'Ell 
APl'JlCNALOKDISAWROVAL. 
[GRS 1-128(1)) 

DESTROYWHEN2 YEARS OLD. 
[ORS 1-12a(Z)J 

NOll!S: Only AFS numbcni widl defined subjocu are used. - REl'ENTION - For l1an& madc,d Pcnding-ApproYIII, 
CODIBCl your Center Rec:onls Mmiagcr for infonwttion and/or questions. 
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3530 45 

D. 

E. 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

Copies of!etten ,:ecognlZlllg o service and Rllmnent, and 
l"""'11 of appreciation and commendaliOl1 for perl'onnance, 
EXCLUDING copies filed In tbe OPF. 

~SMJNATIONS 

R.ec:ords consist of lists or indexes~ 
Agency Awanl Nominatl011S, 

DEPARTMENI' LEVEL AWARD PILES 

llecools mllliDg to awards made al tbe Deparuneutal lew:I ar 
higher, Le., Secrolmy's Awmds, Presidential. 

F. BENEFICIAL SUQGESTIONS 

Suggestions ond tqJOlls maik d,....,n and z!a,ed to. 

PAY TABLES 

Reamls and lilos oonsistingof"official" n:conl sets ofpaytabies. 

A. 

groups. 

RETENTION 
<Authority> 

IIEl1RE TO FRC WHEN 5 YEARS 
OLD. DESTROY WHEN 15 YEARS 
OLD. • 
<DA: Nl-lSS-119-4 

DESTROY WHEN2 YEARS OW. 
<DA: Nl-255-119-4> (N HH) 

DESTROY UPON 
DISCONTINUANCE AND 
DISESTABUSIL\IENT OF 
INSTALIJ\TION. 
<DA: NI-,255-l!!l-4> (N 4-19) 

HUMAN RESOURCES (PERSONNEL) RECORDS SCHEDULE 3 
(AFS 3000-3999) 

This doct.ment is updalild frequently; therefore, printed copies may be obsolete. Reier ID 1he Change History Log al the 
b innin of NPR 1441.1 In the NASA Online Directives Information S NODIS for curr8111 version.. 

LABOR MANAGEMENT RELATIONS RECORDS 

GENERALRECORDSICASEFJLES 

Corre,pondem:e, memoranda, n:p0IIS and otberm:Olds ldllliDg to 
tho relationship between management and omploY"° unions ar other 

DESTROY 5 YEARS AF11!R 
EXPIRA'l10N AGREEMENT. 
IGRS 1-311(1)] (N 15-44) 

DESTROY WHEN SIJPERSPDED 
Oil OBSOLElE. 
IGRS 1-311(2)) 

~00~~ 
B. LABOR ARBITRATION~- ssof"dos DESTROY 5 YEARS AFil!R FINAL 

C«,mspoaderu:e, forms, and background p RESOLl1nONOFCASE 
arbitmlioa cases. (ORS 1-28b) 

C. LABOR RELATION FILES - Work Stoppagos/Strikos 
Documents matlog to ,..,..1r, stoppBgos, ,trikes, and dispul,s 
affecting NASAconttacts; includes strit,, ,eports, repons ofwark 
stoppages, comspondena,. plans to soUle disputes, and aD relatal 
documonts. 

I. HeadquatlOB PERM/u'IENT 
IIEl1RE TO FRC 
INACllVE. TRANSFER 
WHEN 10 \'BARS OID, 
<DA: Nl-255-89~ 

NOTES: Only AFS numbers with defined Sllbjecls sro used. - RETENTION - For iiems mari<ed Pending Rewltion Approval, 
contact your CentorR=tds Manager for inwrmation and/or q.,estioos. 
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SUBJECT AREA OR RECORD TITLE RETENTION 
ITEM DESCRJPTIQN OF RECORD SERJESfil! <Authority> 

DESTROY wnr.n S YEARS OW 
<DA: Nl-255-89-4> 

3771 

2. Celllm;52 

54 GRIEVANCE, DISCIPLINARY AND ADVERSE ACTION l1LES 

A. GRIEVANCE, APPEALS FILES (5 CFR 771) 

DESTROY 5 YEARS AFl1!R CASE 
by Agency omployoos, except E&> ttlmpllin...._.,,,;.,. case files
-.w,us-oqgina,ing in !he .-eview of grievance and appeals raised 

IS CLOSED. 
include: statement of witnesses; repom of irnervmw& ana • -·· 
eumioer's findings and m::ommendatiom; a. copy of the original 
decision; ro1atal comspondena, and exln"blts; awl, records relsiing 
O>a-.iderationrequesL 

B. APPEAL RECOR!:! EILl:li 

Copy of decisiom rendered, review decisions, related DES11lOY 7 YEARS AFl1!R CASE 
com,spondonce, and olher documentation, ellCqll m:ord copies of JS CLOSED. 
official documcms affecting pc:nonnd. actiou. <DA: Nl-255-119-4> ()'115-43) 

C. ADVERSE A!;;[!QN Fll.BS (5 CFR 752) 

DE.TIRO'{ 5 YEARS AFil!R CASEc ... files and relatal n:conls c:roalod in reviewing an adv.,.. actionr---r-.. IS a.osED.~disap~ornon-disciplinary removal, suspension, leave without 
[llllS l-30b)pay, roductimi-m ) • st an employee. "Ibo li1e includes a 

copy of die proposed adverse aclluu • g papers; merit 
sy,loms pmll:dion board cases (MSPB); •-~•••• • • 
employee's reply; bosring notices, reports and decision;-~r------_aclioos; and appoal m:onls, EXCLUDING lctk:n of reprimand 
wbidl sro filed in tbe OPF. -

3800 5' NASA EMPLOYEES BENEFIT ASSOCIATION INSURANCE 
l1LEll (NEBA) O>liRFONLY) 

Records in this series may include but sro not limltod to tbe wllowing 
NASA ~oyoos Benefit Assoclwon (NEBA) gcuc:ral comspondotlce, 
malerial ed to insurance claims matal to llle/tmvol, com:apondenco 
claims. bank stalOlllOJWi and qumtorly n:pons. distn"bution suneys, audit 
reports, and reports oo unliquidated obligatiom. 

A. QRJylNALgOCUMBNTATIQ!:! REl1RE RECORDS/CASE fllJ;S 
TO FRC ONE YEAR AFl"ER 
FISCAL YEAR IN WHICH 
CLAIM/CASE OR REPORT IS 
RECEIYED, COMPLBl'ED, OR 
CLOSED. DESTROY FILES 6 
YEARS AND 3 MO.'ffllS AFIER 
111E llND OF 111E FISCAL YEAR 
IN WHICH TIIE RECORDS WERE 
CREATED. RECEIVED, OR 
CLOSED. 
<DA: Nl-255-19-4> 

DESTROY WHEN NO LONGER 
NEEDED OR WHEN 3 YEARS 

B. All. OTHER COPIES 

OID. WHICHEVER IS I.All!R, 
<DA: Nl-255-19-4> 

UNEMPLOYMENT COMPENSATION DATA REQUEST FILES3850 58 

DESl"ROY WHEN 2 YEARS OW.R.....-• for waae and ,.....,,inn data 10 be used in connection with 

NOTES: Only AFS numbers with delilled subjecls an, used. - RETENTION - For items marked Ponding Retention Approval, 
contact your Cenler Recmds Manager for infonnar.ion and/or cp.ic.uions. 
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• -official natun; memcmmda, and other papers dLB1 
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SUBJECT AREA OR RECORD TITLE RETENTION
DESCRIPTION OF RECORD SERIES MU ~ <Authority> 

uncmp ccnnponsalion claims, and <DA: Nl-255-119-1> (N 4-18) 

papem. 

3870 5' MONETARY BENEFITS FILES 

PESl1UlY WHEN 5 YEARS OLD. 
cmploycc benefits, such as Gmup Life lnswance and health plans, wbich 
Documenls relating to the origination, implemenlalion or mooitoring of 

<DA: Nl-255-89-4> (N 15-23) 
bave a cash value but m: not apart of salary wages. or oth<r din:i:t 
compensation. 

PSl1lOY IMMEDIATELY, OR 
do not serveas ollicial actions, such as notices of WHEN NO LONClER NEEPEI> FOil. 
bol~ or charity and wellfiml!"lmNLa,,.,.,,i., bond campaigns, lll!FERENCE, Oil. UNDEII. A 
wlunwy aclivilios, and similar papen. PREPEIEIMJNEI> SCllEl>llU!Oll. 

BUSINESS ll.lJLE(E.G. 
1MPLEMENrlNG mB All'l'O-

TUREOF "UVE" 
m:scTll. STEMS). 
{GRS23-7) 

B. Reoords which document and scne as the basis for official IIClioos. PESTROY WHEN 2 YEARS OID. 
<DA: Nl~S-119-1> 

3981 UTILIZA110N OF PERSONNEL AUl'HORITIES 

PSl1lOY WHEN 2 YEARS OID. 
<DA: Nl-255-119-4> 

Oflice of Pmormel Management (OPM) roquiJal documontalion of the 
ubuzation ofpemnmd authorities under 0PM ddeption agm:mail& 

NOl'ES: Only "'1'S IDIDlbon wldi delinod subjecll m, 11111d. - 1IEl'l!Nl'l0N- Fer items lll8lbd Pending Rob:ntlon Appn,Yal, 
OOIIIICl )'DW"Cmllmil=mds Mauger l'or lnfmmation md/or quatkms. 
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CHAPl'ER 4. NRRS 4 

PROPERTY AND SUPPLY RECORDS 

SUBJECT AREA OR RECORD TITLE RETENTION 
DESCRIPTION OF RECORD SERIES <Authority>~mJl 

4000 1 LOST AND FOUND ACCOUNTABllJTY FILES 

Reports, Joos statements, ,eceipls, and olher papem relating to lost and DESTROY WHEN I Yl!All OID. 
ftiundmtick:s <DA: Nl=-119-4> (N 12-23) 

4020 2 REPORT OF SURVEY FILF.S 

Documents maintained for the pmpo,e ofreview ofcin:umstances 
concerning the loA, uuserviceobility, or destruction ofGovernment 
property of limds, and for detemiination ofIlle qumtiw ofpecunimy or 
other responsibilities. 

A. Files involving pe:unia,y !iBbility. RECORDS MAY BE RETIRE!) TO 
Fll.C 2 YEARS AFraR FINAL 
AC:TIO."I. DESTROY 10 YEARS 
AFraR PATEOF ACllON. 
<DA: Nl-255-89-4> (N t7-26) 

8. Rq,ort ofsurvey Iii .. and other papas ..... as --~2YEARSAFlEll 

adjuslmeot ofinventmy- and not otborwise oo.- in lllis DA: 
Schedule. PATE OF POSTING MEDIUM. 

[GRS:!-!lc] 

2 c. All other offia,{copies PES11WY WHEN OBSOIEl'EOR 
SUPERSEDED. Oil 3 YEARS OID 
WIIlOIEVEll. lS SOONER.. 
<DA:Nl~ 

4100 4 CAPrrAIJZED EQUIPMENT REGISTER 

Registcr showing serial or in,.,.tmy number ofoil capitalw,d equipnu,ol 
QIIJelllly usod or in storage at the Cmlen. 

Pl'SlllOY 0.-. 
PISCONl1NUA.'ICE OF 
INSTAU.ATION 
dlA: Nl-255-89-4> (N 111-7) 

4130 ' MECIIANIZEDPROPERTY AND SUPPLY RECORDS 
(TRANSACI"ION REGISTER) 

A. Mechanized register n:Decting stock iloms having activity during 
period covomd by Ille n,gisler. This n:gisler is an audit uail ofstock 
items and mcludes IJ'anSaelions sw:h "" the following; 

DESTIIOY WHEN 2 YEARS OU>. 
<DA: Nl-l!.55-89-4> 
(N 17-45) 

Transaclions establishing uew items, m:eip!S, issues ofdue--in's; due-
out's; mVODlmy adjuslmcnls. 

B. All other olliceslcopics llESlTlOY WHEN OBSOLE11! Oil 
SUPERSEDED Oil WHEN 2 
YEARS OIJl WIBCHEYER IS 
SOONER.. 
<DA: N1-2SS-89-4> 

NOl'l!S: Only AFS ll1llllbm wldi daliDod IUbjOCII are.-, - RETl!NTION - Far 11111111 mamd PendlngRdffllon App&vYal, 
- )'OW" CenlOr R=mds Mauger tbr lnformallon and/or qumtiom. 
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PROPERTY AND SUPPLY RECORDS SCHEDULE 4 
(AFS 4000-4999) 

This dacument Is updated frequently; therefore, printed copies may be obsolete. Refer lo Iha Change Histo,y Log at the 
beginning ol NPR 1441.1 In lhe NASA Online Directives Information System (NODIS) for current version . 

. 
SUBJECT AREA OR RECORD TITLE RETENTION 

ITEMAFS# <Aythoritv>IESCRJPTIONOFREml!!SERIES 

4200 SPACE AND MAINTENANCE-GENERAL 

A. Report(s) from Centers lo Headquarters c:onccming mainlerumce. 
repair, and opemtkms. 

I. Headquarters (OPR) 

2. Ccnlcm(OPR) 

B. Rcpmts CODBOlidaled by Headquarters liom reports described in lle,n 
9a of Ibis Schedulo. 

I. Headquarten 

2. All other offices/copies 

'-'· -· 

DESTitOY WHEN 3 YEARS OLD. 
<DA: Nl-255-89-4> (N 18-9,2) 

DES1'ROY WHEN 5 YEARS OU>. 
<DA: Nl-255-89-4> (N 18-!lal) 

DESTROY WHEN 3 YEARS OID. 
<DA: Nl-2SS-89-4:> 

DES1'ROY WHEN 2 YEARS O!D. 
<DA: Nl-255-89-4> 

'=u2 YEARS O!D.Cmrespm,denco files ofthe unit IOSp(lllSible for space ana 
[ORS 11-1)maintenana, man=, pertaining ID ils own adminisuation and -~ openiion and malod P"I""'· 

·- 4210 B PROPERTY FILES - r---. 
l"'Jt-llROPERTY PASS 

Pmporty pass lilos, Slllhorizing ~ or mawials tiom DESTROY 3 MONTIIS AFTER 
~~NORREVOCATION.any NASA Cont<n. This IDcludfs band receipu for 

or issued for we and an: ID be Jetumed. --·B B. I.QM! AGREEMENI' EII.Jlli 

ea.e files, inc1ut1in8 1cga1 ._.., comsponderu:o, and mll!Cd 
papers podaining ID lOlllpOraty property loans. Loan agt<OIDClllS IIIC 
with outside organizations, Le., other GovemJll<Dl agencies, 
educational inSlillllions, individuals, profit and nonprofit 
wganizalions, who an: borrowing NASA propody or who 11te lDmling 
property 10 NASA at DO cost 

c. f!!,QPERTY Sl!!J2!ING RECORDS 

llocum,mts rclk:<ting the movement (shipping) ofitcms ID/from 
NASA Ccn!Clll by a oommorcial &hipper or contractor. Records are 
oormally mainlainod in lho NASA Center Shipping/RocciYing 
organizalion or Property Equipment organization. 

I. Office ofPrimary Responsibility- (SSC only) 

(a) Hardcopy 

IIE11R.E TO FRC 2 YEARS AFIER 
nlEEND OF'n!BPISCAL YEAR 
IN WHICH TIIE PROPERTY IS 
RErlJRNED. DES1'ROY 6 
YEARS AFIER nm END OF TIIE 
FISCAL YEAR IN WHICH lHE 
PROPERTY WAS REl'IJRNED. 
<DA: Nl-255-91-4> 

CUl'OFF AT END OF CALENDAR 
YEAR. CONVl!RT 'IO CD-ROM 
18 MOml!S AFl'ER CUT OFF 

NOTES: Only AFS numben wilh dofinc:d subjec!S are used. - RETENTION - For i1mn1 marbd Ponding- Approval, 
COlltaelyour~Rocords Manager for infomwion and/orquestioos. 
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PROPERTY AND SUPPLY RECORDS SCHEDULE 4 
(AFS 4000-4999) 
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4320 ' 

4360 11 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECOI!! SERffiS 

(b) CD-Rom file, cutoff dllle is dale CD-ROM created (l(a) 
above). 

2. omce of Primary Rospon.sibifily- (All C:n,.,. except JSC) 

llanloopy. CulDlf dale is end of calendar year. 

3. All olhor Office's copies, eulolf date is dale ofdocummL 

4. 

SURPLUS PROPERTY FILES 

A. DONATION FILES 

Cose fila oo SIDJ>lus property donaled ID Heal!h, Education, and 
Welfare, including pertinent HEW fmms, shipping documems and 
,elated com:spondcllc<. 

n sales ofswplus pe,sonal property, comprising 
Invitation, eptances, lists ofmaterials, evidoru:e ofsales, and 
telatodcom,sp 

2. Transactions ofS2S,OOO or loss. 

3. Unique files dud. set pn::adcnt relaling to tnmsm:::lions over 
SI00,000. (Precedent setting 1nm1actioosincludo sale or 
donation of goods ID lim:igo nations and inlcrnlllional 
organizations.) 

PLANT CLEARANCE FILES- CONTRACTOR EXCESS 

RETENTION 
<Authority> 

DATE. DESTROY HARDCOPY 
AFTER CD-ROM CONVERSION 
IS VE11IF1ED AND WHEN 
HARDCOPY IS 3 YEARS O!D. 
<DA: Nl-255-01-3:> 

KEEP FDR 3 YEARS, DESTROY 
WHEN REFERENCE VALUE 
CEASES OR WHEN 20 YEARS 
OID. WHICHEVER IS SOONER. 
<DA: Nl-255-01-3> 

KEEP FOR 3 YEARS. DESI1toY 
WHEN REFERENCE VALUE 
CEASES OR WHEN 20 YEARS 
OID, WIIICHEVER IS SOONER 
<DA: Nl-255--01·3:> 

DES1'ROY WHEN NO tDNGER. 
NEEDED OR WHEN 5 Yl!ARS 
OID. WHICHEVER. IS SOONER. 
<DA: N1~1SS-Ol~l> 

DES1'ROY WHEN 3 YEARS OID. 
<DA: Nl•2SS·ll9-4> (N 18-8) 

DES1'ROY 6 YEARS AFI'ER. 
FINAL PAYMENT. 
[GRS4-3a] 

NOTES: Only AFS numbt:r• wilh defined subjects are used. - REl"ENTION - For items marbd Ponding Rerention Approval, 
contact your~Rcconls Maoager for infonnation and/or quc:suous. 
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CHAPTERS. NRRS 5 

INDUSTRY RELATIONS AND PROCUREMENT 
All! !'.!:EM 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION QF RECORD §!i.RmAi 

RETENTION 
<Authori~ 

PROPERTY 

Tbese files docwnent die reporting, proccsslng. and dispositiou of 
Gow:mlllall limli,mxl~ipmcntprovided to COlllllletOlli lbl1 bas 
booomee""""5 tolheirD<Cds. Thaecaseliles canc:onsislof 
dncumenbdioo OD lhe !WZ51 paliOllll pmperty turned in 1D the Calla 
Plant Cl.......,. Offioer by cost-type omile c:ontracUns. 

DESJ'ROY 3 'YEARS AFl'ER 
YEAR IN WHICH CASE IS 
CLOSED. 
<Ok Nl-25S-lJ0.7> 

4SOO 12 CONTROLLED MATERIAL FILES 

A Reports OD alJolments, nnusod lralan=, and mated matlaS. 

12 I. umcc ofpnmary =PODS1Dility. 

2. All o1her offia:&/copies. 

B. Docwnenls, ledFs, and .imnar doc:umoolli used to canbOI and 
account for controlled malaials. 

I. Offim ofprimary nopausibilily 

2. AD Olher offices/«>pies 

C. ADOIDlolll ca,e liles used 1D COlllml and aa:ouot li>r aiotmllod 
malt:rials. 

REl1RE TO FRC WHEN 2 'YEARS 
OLD. DESlROY WHEN 10 
YEAIISOU>. 
<l>A: Nl-l55-119-4> (N 17-lS) 

DESlROY WHEN2 YEARS OLD. 
<l>A: Nl•255-8!J.<b 

RE11RE TO FRC WHEN 2 YEARS 
OLD. DESTROY WHEN 10 
YEARSOLD. 
<l>A: Nl-255-119-4> (N 17-17) 

DES1ROY WIIEN2 YEARS OU>. 
<Dk NJ-255-811-4> 

DESTROY WHENS YEARS OLD. 
<DA: Nl-l5S-89-4> (N 17-10) 

4500 13 ··-
Documonlli mla:tiug lho distnlmtioo of contmllod matmals from DOD to 
NASA Headqua,ten, and lwtber allocalions within NASA to allocating 
agencim. Included an, doalments indicaling mawial n,quircmenlll, 
allocation decisions, tenllllivc allocalioos. ....,..is fur allocation 
amcuneoce, allocations, and sinulerdata. 

DESJ'ROY WHEN 5 YEARS OLD. 
<l>A: Nl-255-89-4> (N 17-1]) 

4500 14 ~-~·· 
Documents used in establishing lhc priority use of conlJOllod IIIIIIOrials by 
conlnclms. 

DESlROY WHEN 3 YEARS OU>. 
<l>A: Nl-255-89-4> (N17-14) 

4S00 15 D Uo.;nONFILl!S 

Documents providing dim:tiao and gµidan<:e for lhe NASA program 
dciigJJod to conbOI materials designated a., c:mical by lho Defimse 
Materials System. Included an, basic directives, pmcedures, comdinalion 
actions, studies, intmpmalioas, and documents containing fac!Orlng data 
embodiod in weight inrommtion, engineering estim8"'S, and bills of 
materials. 

DESTROY WHEN 2 YEARS OU> 
OR WHEN SUPERSEDED OR 
OIISOIEl'E, WIIICIIEVER 
APPUES. 
<DA; Nl-255-89-4> (N17-12) 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OFREC()RD SERIES 

RETENTION 
<Authority> 

S100 PROCIJREMENTm.ES 

Conlracls, ir:qaisitiom, pun:hase onlas, h:ases, bonds, and surety 
,e<:olds, including comspondeace and - papen portaining 1D 
-. administmion, razip~ inspection and payment (odier than 
tbosecovmdinltems: 13, 19, andSc:bcdule 8)ordescribod in48 
CFK.FAR. 

NUl'E: 6 ycan/3 IDOlllhs con...,. lhc Jisca1 year to csleruLv year. 
GAO audits are based on calondaryear. 

ORGANIZATION COPY 
ARY FOR GAO OR 

y3, 1995 (lhc dli:cliw: 
ons (FAR) rule 

)." 

1 DESTROY 6YEAIIS AND 3 MONTHS 
AFrER.FINAL PAYMENI'. 
[GIIS l-3a(l)(~J (N 17-1) 

(b) DESlRDY 3 YEAIIS AFrER.FINAL 
PAYMENT. 
[GRS 3-lll(IJ(b)J 

2. 

(a) DESTROY 6 'YEARS AND 3 MlllflllS 
AFl'E1l FINAL PAYMENI'. 
[GRS :J.3a(Zl(~J 

(b) 

3. SellOclod cue (by lhc AA fur Pmtmement) that set 
piea,dent or an, UDU511al and pmtam to pun:ha,es of 
spacecnft or msjor innovllliOIIS in inln-atmospl,«ic flight, 
higbspeed ...caidJ aimaft, ell:. {Tlllnsscliom ofmono ihan 
1 million dollaxs.) 

B. OBI.IGATIQN COPY 

NOJ'ES: Only AFS munber1 wilh defined &Ubjects a,e used. - RHl'BNTION - For items maw,d Pending R,,u,otioD Approval, NCJI'l!S: On1Y AFS numbers wilh defined subjects are used. -RErBNTION-For items mamc!PendingReleolion Approval, 
<Onlaet your Cenrer Records Manager fur infomwion and/or..-. contact your CauerRcands Mansger lor infoJmstion and/or questions. 

44 S-1 

https://255-ll!).4o


0 ll~DUSTRY RELATIONS AND PROCUREMENT SCHEDULE 5 
(AFS 5000-5999) 

This document Is updalad traquenlly; therefore, printed copies may be obsolete. Reier lo the Change History Log at the 
beginning DI NPR 1441.1 in the NASA Onl"me Directives Information System (NODIS) kl'" current ve,sion. 
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C. DATASUBMIITBDTOTIIEFl!DERALPllOCUREMl!NT. 
DATA SYSTEM IFPDSl 

Bleclronic - ·~seal--, containing DESTROY ORDELEl"EWIIEN S 
UDClusified-. orall procuremom.s, YEARSOIJl. 
pun:hlsoo, and consisting of infonnation roquiml Wider 48 _ .. 
4.601 for ttamrer to the FPDS. 

D. HEADOU6Billllli BY!li PERTAINING I9 9JtllJ!.6CJ:I ltE1"IRE TO FRC 1 YEARS AFTER 
A1!!I! AMENDM!l!!!Ili 6W6JWlil:! l!Y CEN1'ERS FINAL PAYMENT. DESTROY 6 

YEARS AFTER PINAL PAYMENT. 
<DA: Nl-155-94-2> 

S100 3 STATUS REPORTS ON PRIME AND SUBCONTRACT 
AWARDS 

Machine iqxll1ll (ADP printow) OD NASA prime uul subcontract 
awmds; lisdngs ofacdw: conlraels by Ceola", by conum:tor, by place 
of performance, by pmject, Including monlllly and qumtaly 
summaries, monthly pmcuremenl action iqmts, subcoottacts 
awanled by prime contractms and thoir fiBI tier &Uba,nlr.u:lor.l. 

A. Ol'FICE QfPRIMARY RESPONSm!I.JII ltE1"IRE TO FRC 1 YEAR AFTER 
(NASA Headqumtms) CLOSE OF FISCAL YEAR TO WIIICH 

RECORDS PERTAIN. DESIROY 
WHEN l0YEARSOIJl. 
<DA: Nl~S-94-2> (N 17-40) 

B. CEN1'ERS AND ALL Ol'IIER COPIES DFSlllOY WHEN OBSOLElE. 
SUPERSEDED. OR WHEN 1 YEARS 
OIJl. 
<DA: Nl-155--94-2> 

S100 4 BIDDERS' USTS 

A. ACCEPl'ABLE 

U.11 or oanl filoo ofaooeptable bidden. DESTROY WHEN SUPERSEDED OR 
OBSOIEl"E. 
[GRS 3-Sd] (N 17-8) 

B. !2l!BAI!,RED Mill ~llliffi!!l!ED 

Usts or oanl files of debmcd or suspended biddem. DESIROY WHEN SUPERSEDED. 
OIISOLEra, OR 3 YEARS OIJl. 
WHICHH\IER IS SOONER. 
<DA: Nl-155-94-2> (N 17-7) 

S100 5 GENERAL PROCUREMENT CORRESPONDENCE 

COJrespondenoe files of operatingproouremont units concmung 
intrmal opemtion and administration - not c:ow:red elsewhere in 
this sobedule. Pmc:memenl management survey files, including 
conespondenc:e and reports c:oru:erning swveys ofprooun,menl 
management. 

5 A. HllADOUARTllRS RETAIN UN1U. REPERENCEV ALIJE 
CEASES; TifEN DFSlllOY. 
<DA; Nl-155-94-2> (N1H8) 

- ···-- •=•n•~n 
[GRS=l 

S101 6 CONTRACT LEGAL ADVICE 

NOTBS: Only AFS munbers with defined subjoots an, used. - REJ"ENTION - For items marked Pending Retention Approval, 
contaot your Cenrer Records Manager mr lnlimnation and/or questions. 
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-

DooumenlS pertaining to pre-awanl conlrllcl advu:e concerning R1!11RE TO FRC WHEN NO IDNGER 

palell~ oopyrigbl, 1111d reclmioal data matten. NEEDED FOR REFERENCE. DESTROY 
W1111 RELATED CONTRACT OR 
WHEN 15 YEARS OIJl, WIDCHEVER IS 
LATER. 
<DA: Nl-155-94-2> (N 13-7) 

S104 7 BASIC AGREEMENT FILES 

Basic agn,emcots are made with indlwlual conlractonl to set li>rth 
the negotiated contraol clauses which sball be applloable to luture 
conlraels of a specified cype enteml inlo between the conuaotor and 
NASA during the tmn of the bask: agreements. All basio 
agreements, c:ummt and actiw, or cmicelled or supeneded mr any 
one conlractor, shall be filed tog,,tber. 

A. HEAf)()UARTERS 

B. CENTER§ AND ALL Ol'IIER OFFICES/i:;O~ 

DESTROY 1 YEARS AFrEll 
EXPIRATION OF BASIC AGREEMENT, 
<DA: Nl-155-94-2> (N 17-4]) 

ltE1"IRE TO FRC 1 YEARS AFTER 
PINAL PAYMENT ON CONlllACT 
PllRFORMBD BY APPLICABLE 
CON'raACTOR. DES11lOY 4 YEARS 
AFrEll FINAL PAYMENT. 
<DA: Nl-155-94-2> 

5104 8 CONTRACT ADMINISTRATION OF PATENT AND NEW 
TECHNOLOGY CLAUSES 

Doc:umenls ped8ining to aotua1 adminislrlltion ofpatent and new 
r..:lmology clauses in oontraots espec:lally ped8ining to rq,orting and 
processing or inw:nlions iequi,ed lobe iq,orfA. 

ltEl"IRETO FRC 1 YEARS AFrEll 
CONTRACTO.OSE-OIIT. DESTROY 
WHEN 20 YEARS OIJ). 
<DA; Nl-155-94-2> (Nll-8) 

5104 , SURVEYS OF EVALUATIONS 

Case files OD surw::,s of ovalulllions made by NASA procumnenl 
oft"'aces. 

DES11lOY 6 YEARS AFrEll FINAL 
PAYMENT. 
<DA: Nl-155-94-2> (N 17-19) 

5105 10 PROCUKEMENT ACTION REPORT 

Doownonll relating to the reporting system dooigned to provide 
statistic.I conoeming placement, slll!US, ddivay, and 5dllement of 
pmc:un:ment aotions. lnc:luded are special, quarterly, prooumnont 
activity, Sllllus, monthly, contractor settlement, semi-annual, 
c:onsolidaled, 1111d summa,y n:poIII, and rel11ed c:om:spondenco. 

DFS11lOY WHEN 1 YEARS OLD. 
<DA: Nl-155-94-2> (Nl7-11) 

SI@ 11 COMPETENCY CERTIFICATES 

C.opies oftbe ~ oommnnk:atiom, conceming lhe capacity 
aedit ofspecific small business conoems. 

DISPOSE OF IN ACXDRDANCE Wl11I 
RElJ\'IED CONTRACT. 
<DA: Nl-155-94-2> (N 17-31) 

S112 12 CONTRACT DEVIATION FILES 

Requests, approvals, and disapproval ordeviations Imm standanl 
conllllOt or grant limns and clauses. 

A. HllADOUARTllRS ltE1"IRE TO FRC WHEN 1 YEARS OIJl. 
DESTROY W1111 RELATED 

NOl"ES: Only AFS number., with defined subjeots are used. - RETENTION - For items ma,ta,d Pending Retention Appmval. 
contaot your Center 11,:conls Manager li>r inli>nnation and/or questions. 

5-3 



13 

INDUSTRY RELATIONS AND PROCUREMENT SCHEDULE 5 
(AFS SOOG-5999) 

This document Is updalad frequently; lhara1D111, pdnted coplas may be obsolete. Refer ID the Change History Log al Iha 
beginning al NPR 1441.1 In the NASA Onine Dlracllves lnlonnalion System (NODIS) for current version. 

INDUSmY RELATIONS AND PROCUREMENT SCHEDULE 5 
(AFS 5000-5999) 

This doci.ment Is updated lrequenlly; thelelore, printed copies may be obsolete. Reier ID Iha Cl1anga History Log al Iha 
beginning DI NPR 1441.1 In Iha NASA OnDne Dilllclives Information Sy8tam (NODIS} for cunant veislon. 

CONl'RACT. 
<DA: Nl-255-94-2> (N 17-4) 

DESTROY wml RELATED 
CONTRACT FD.Ii 
<DA: Nl-255-94--2> 

B. CQitt'RACTING OFFICE 

DESrROY W11EN NO LO.'IIGER 
NEEDED OR WHEN S YHARS OID, 
WHICIIE\IEK IS SOONER. 
dJA: Nl-2.55-94--2> 

C. ALL OTHER OFFICP.SICQPIES 

5115 SOURCE EVALUATION BOARD (SEB) FILES 

A. ESJ'AQLJSHMENT OF BOARD INCLUDING BfillRllli 
CREATED 

MAINTAIN AS k'II INll:GRALUNIT. Ra:onls and c:om,,,pondc:oce amccming the c:ompeliliw REllRE AND DESTROYwml TIii!solicitation. evaluation. and selecdon ofacontractor to RELATED CO.'ll'RACTFD.E. sEE 
pcrlimn • major negolia!Cd COlllrael, including designation of IlEM 1.A.J. OF111lS SCHEDUU:. IF 
board memben, nilcs Im boanl opelllliOD8, commillee CONTRACT IS PltECl!DENTSETI1NG 
appoin- minull:S ofall committee and board moelings; OR. UNIQUE R£l'IRING AC'l1V1'1'IES 
n:amls on lbc C!Vlllllllim, pmce.,s, critala, spa:ifa:aliom; Pu\Cl!DES'l1ll/C'l'IO.'II DA11! ON TIii! 
bidder propmals. aod reporu ofamonillce a:tions and SF135. 
findinp, including backup ml!Uial and flllal SEB reporu to <DA, Nl-255JJ4-2> (N 17-39) 

lbcAdministtator. 

B. ACTIONS OF THE ADMINISTRATOR IOR HIS 
~ 

Rll'llltE 10FRC I YEAR AFl'ER TIii!Ra:onls and ccmmpondcnce coacmning dcliboralions and END OFTIII! FISCAL YEAR IN WHICH
actions ofthe Admlnistntor or bis designee and other oflicials TIii! SELECTION TOOK PLACE.
participaling in these action,; ielating to the final seleclion of DESTROY 6 YEARS AFl'ER TIii! 
lbcconlraCIDr based on the SEB's lqJOII and p,escntalion(s). FISCAL YEAR IN WHICH THI! 
NOIB: Tbes<, files are sepame from the Boanl's files sot fonh SELB:l'ION TOOK PI.ACE. 
l!bo¥einA. <DA: Nl-2!15-94-2> (N 13.:Zl) 

SOLICITED AND IJNSOLlClTED BIDS AND PROPOSALS 
FILES (INCLUDING SUCCESSFUL/DNSUCCESSFOL AND 
KEJECl'EDBlDS) 

llBSTROY WITH RELATED 
CONTRACT CASE FILE (SEE IlEM 1 
OFTIIIS SOlllDULI!) 
(GRS3-5a] 

B 

I. 06TROY 1 YEAR AFl'ER llA11! OF 
AWARDORFINALPAYMENT, 
WlllCIIE\IEK IS I.ATER. 
(GRS 3-Sb(l)J (N 17-5) 

2. 

(a) Wbcn lilocl ,epara!ely from lbc COlllracl fik. 

(b) Wbl:n lilal wilh COlllnCI case file. 

·-----••m. -
[GRS 3-Sb(2)(b)) .. 

14 3. Investigative mports coru:eming feasibility of unsolicrud 
pn,pmal(s). 

(a) Rl:porls OD proposals e:sulting in projecu. 

(b) Rl:porls OD rtjecr,d pn,pmaiS. 

Fil£wml RELA11!D COllrl'RACT. 
DllllTllOY ACCORDINGLY. . 
<DAc Nl-!ZSSlM-2> (N 17-9) 

Rll'llltE10FRC WHEN 1 YEAR OID. 
DES1'RlJY WHEN 5 YEARS OLD. 
<DA: NI-255-94-2> 

5119 1S QUALIFICATION LISTS 

Lists ofbwiinesses dd<:nnincd to be qualified to pallicipale in the 
small business program aod ro1ated do<:wnenlS. 

DF.STROY WHEN SUPERSEDP.D, 
OBSOLETE, OR WHEN 3 YEARS OLD 
WHIOIEVER IS IATER. 
<DA: Nl-25SJJ4..2> (N 17-33) 

5119 lei SMALLBUSJNESS RECORDS 

A mimm 
Reports i=:ived by amall busine55 advismll from NASA 

t offices and limn c:ontmctors regarding tbe amall ~ proamonenl program. 

B. INFORMATION FILES 

~C11111Cmru81iqtoc:omm~c:ndoosordi.scussi1D1S 
providing small business c:oncems with information about 
NASA n:quilements for the participalion ofsmall busim,ss 
concems in lhe NASA procun,ment program. 

c. PROGRAM SURVEY FILES 

Documents mating to smveys to analy,.e !he elfeeliwoess of 
du> small business nmonun 

DEnllOY WHEN 2 YHARS OLD. 
<DA: Nl•25S-94-2> (N 17-32) 

DFSfRoY WHEN 2 YHARS OLD. 
cl>A: Nl-255-94--2> (Nl7.:!8) 

DESTROY W11EN 2 YEARS OLD. 
<DA: Nl-255-94--2> rN 17-291 

16 .... ,=u~ 

Case files ruating to the prodw:liw capacity, credi~ IOSOll!a:S, 
and similar dOla abllllt amal! bwiiness coneems to provide 
infomtalion about the availability ofadditional small business 
soun:es to meet aurent or aolicipaled requirements ofIha 
procurement program. 

DESTROY WIIEN SIJPERSEDP.D, 
OBSOIEl'E, OR WHEN 3 YEARS 01D 
WHICIIE\IEK IS I.ATER. 
<DA: Nl-255-94-2> (N 17-30) 

SIZ1 17 LICENSING OF NASA-OWNED INVENTIONS (DOMF.STIC 
AND FOREIGN) 

A. LICENSE. GRANrS 

B. ~ about eommezcial rights and licensing program. 

RECORDS MAY BERETIRED 10 FRC 
WHEN 5 YHARS OID. DESTROY 
WHEN 25 YHARS OU). 

<DA: Nl-255-94--2> (N 13-10) 

DESTROY WHEN 2 YHARS OID. 
<DA, Nl-255-94--2> 

SIZ1 18 PATENTS (ALSOSEESCHIIDULE2) 

A 1NFRJNGJ3MENJ 
Infringement caoe files, including correspm!dence of• general 
natun, regmting poi,,nl infringement 

RETIRE10FRC 2 YEARS AFn!R 
SEm.EMENTOFCASE. DllSTROY 

NurES: Only AFS numbers with defined subjeets are IISed. - RETENTION - For items .lllilmd Pending Releotion Appmval, NCJI'ES: Only AFS numbers with dolined subjects ore used. - REfENTION - For items IIUIIkcd Pauling RcteDliou Approwl, 
conra:t ytlllf Cenw Recmds Mam&er for ioformalion and/or quesliolls. c:oll18CI )'Ollr Cenler Records Manager for infonnalioo and/or questions. 
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B. i1~ES RECEIVED ON PATENTS OR PATENT 
APPLICATIONS 

HEADQUARTERS ON!. Y - (Office ofGeucml Cmmscl) 

WHEN 20 YEARS OLD. 
<DA: Nl-255-94--2> (Nil-II) 

1lEl1RE TO FRC 2 YEARS AFTER 
UCENSE IS NO LONGER ACTIVE. 
DESTROY WHEN 10 YEARS OLD. 
<DA: Nl-255-94-2> (N 13-12) 

5131 21 COST AND PRICE ANALYSIS FILES 

Cost and price analysis reports. financial data, audit reports, and all 
other supporting papers rdllling IO a contracL 

DISPOSE OF IN ACCORDANCE WTI1I 
REU\TED CONTRACT. 
<DA: Nl-255-94-2> (N 17-35) 

5133 22 BID AND AWARD PROTEST FILES 
(ALSO SEE SCHEDULI! 2) 

Comsponda!ce and reports regarding proleSIS on bids and awards. 

A. HEADQUARTERS 

B. !:ENTERS A!!!Il A!.!. QI!l!l!!. OFFICES/COPIES 

1lEl1RETO FRC WHEN 2 YEARS OU>. 
DESTROY WHEN 6 YEARS OLD. 
<DA: Nl-255-94-2> (N 17-6) 

DESTROY WTI1I REU\TED 
CONrRACT FILE. 
<DA: Nl-255-94-2> 

5135 23 R&D CONTRACT REFERENCE FILE 

Consisting ofcopies of R&D contracts associalcd with the 
accomplishment of lhe program with changes. modif1eations. or 
addenda thcmo. 

DESTROY AFTER COMPLETION OR 
CANCEU.ATION OF PROGRAM. 
<DA: Nl-255-94-2> (N24-IS) 

5137 24 INTERSERVICE INSPECflON FILES 

Documc:nts n:lating lO lhe pcrl'ormancc of inspection services for 
other procuring activities, such as awlit n,ports. 

DISPOSE OF IN ACCORDANCE WTI1I 
RELATED CONI'RACT. 
<DA: NI-2.SS-94-2> (N 17-42) 

5142 25 CONTRACTOR MONTHLY MANAGEMENT AND 
OPERATIONS REPORTS 

Conlract Technical Monitor's (CTM), Contracting Officers Technical 
Repm;enlalive (COTRJ. or Contracting Officer Rq,resenlalive 
(COR) for which COIIIJilCl is performed. 

A. Copies offonnal wriuen dim:tion lo the conlllll:IOr which fdls 
in detail, directs possible lines ofinqui,y, orOLberwise JDDre 
specifically defincs work set forth in lhc coIIbacl statement-of-
work. 

RECORDS MAY BE RETIRED TO FRC 
WHEN 4 YEARS OLD. DESTROY 
UPONCERTIFICATIO.'IOFPAYMENT 
TOTIIECONTRACTOR OR WHEN NO 
LONGER NEEDED FOR FOLLOW-ON 

B. Copies of contractor's managemenl. and operation reports, 
containing financial and production data. 

CON'J'RACTPREPARATION. RETIRING 
ACTlVl1Y TO PLACE DESTRUCTION 
DATEON SP 135. 
<DA: Nl-ZSS-94-2> 

DESTilOY 2 YEARS AFTER 
EXPIRATIONOFCOlffllACT. 
<DA: Nl-255-94-2> 

5149 26 CONTRACT TERMINATION REPORT FILES 

Reports, conespondcm:e, and relaled documentation pertaining IO 
slabls ofcoutract or grant terminalion. 

CONTRACTOR LABOR RELATIONS· EQUAL 
EMPLOYMENT OPPORTUNITY (EEO) RECORDS 
(INDUSTRY) 

5200 27 

A. COMPLIANCERECORDS 

Documents IC.latlog to the compliance with nondiscrimination 
in employment contmct clauses. 

1. Compliance Review files consisting of reviews, 
bacl:ground papen;, complainlS, special visits, and 
conespondence relating to contraclOr employment 

tices. 

DESTROY WHEN 3 YEARS OLD OR 
WlTII REU\TED CONTRACT FILE. 
W!IlCHEVER IS LATER. 
<DA: Nl-255-94-2> (N 17-3) 

DESTROY WHEN 7 YEARS OLD. 
[GRS l-2Sd(l)] (N 17-37) 

B. CONTRACTOR EEO REPORTS 

Contract compliance reviews ofconttactors and affinnativc 
action plans of cootraclOIS and equal employment opporlUDiLy 
(EEO-I) reports. 

C. EEQCLEARANCEPAPERS 

Memoranda orolher documenllllion liom EEO clearing or 
approving a am.traclm' for compliance with nondiscrimination 
con1111cl clauses. 

DESTROY WHEN 3 YEARS OLD. 
[GRS l-2Sd(2)] 

DESTROY WlTII RELATED 
CONTRACT. 
<DA: Nl-2SS-'J4-2> 

5300 28 UNSATISFACTORY CONDITION REPORTS 

Reports and rdalcd documents resuhing liom unsatisfaclmy 
pcrfmmancc m working conditions as n:lat.cd to the am.tract and 

1lEl1RE TO FRC I YEAR AFTER END 
OF PROJECT. DESTROY 10 YEARS 

c:ootrac!Dr. AFTER TIIE END OF THE PROJECT. 
<DA: Ni-255-94-2> (N 20-7) 

5300 29 ALUAT ONFILES 

Case files on evaluations made by the Hemlqwuters R&QA Office. RE11RE TO FRC I YEAR AFTER 
COMPLETION OF PROJECT. 
DESlROY 6 YEARS AFTER 
COMPLETION. 
<DA: Nl-255-94-2> (N 20-1) 

5300 30 R&QA AUDITS, SURVEYS, AND REPORTS 

A. Documents rela1ed IO R&QA andits, special sllldies, slalus 
reports, cle, including rdated conespondcncc (filed by 
==~ 

B. All other or in-house SR&QA Audits, SUJVcys, and Report 
files performed. 

C. Quality Surveillance Rcconls/Sym:m (QSRJ 

!. Original fonns which dnc:wnent lhe quality ll55llrallCO 
specialist's daily work efforL The form rcconls the 
specialisls observations of lhe contraaor perlimniog tasks 

RE11RE TO FRC 2 YEARS AFraR 
CONlllACT FINAL PAYMENT. 
DESTROYS YEARS AFraR FINAL 
PAYMENT. 
<DA: Nl-255-94-2> (N 20-11) 

CLOSEFILEATEl'IDOFSIJRVEY/ 
AUDIT AT END OF FISCAL YEAR. 
DESTROY WHEN 9 YEARS OLD. 
<DA: Nl-255-94-2> 

DESTROY ORIGINAL QSR"S WHEN 2 
YEARS OLD. 
<DA: Nl-255-94-2> 

NOI'l!S: Only AFS ffllDlben wilh defined subjec:u are used. -Rlm!N110N - For itemB mukod Pending Rotozltion Approval, NOl'l!S: Only AFS numbers wllh dellned subjOCIS are wed. - RETENTION - For items markod Pending Rmnlkm Approval, 
conta:t ~Ccnlar R"""'1ls Manager fbr inf01D1ation and/or quuUom. conw:t. your Cen1or R"""'1ls Manager for information and/or questions. 
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porcoDIJattWII ~-

2. Copies ofit<ms in I. ahow,. DES11lOY WHEN 6 MONTHS OID. 
<DA: Nl-255.JJ4..2> 

.,,,.,.-.,.._uON AND PROOF REPORT(S)5300 31 

A. Documents ieftocling dimensions, drawings used in 
manufactu,e, ,esults of pmoft..iing. c:atilicalions of 
acceptance, and mlalal data conceming inspoction and proof 
losting ofmanufm:IIIRllicolD(IOIIOllts. 

1. Paper. Reconlmping copy. DES'IROY 3 YEARS AFrER 
COMPUmON OF FINAL 
PRODUCTION ORDER FOR 11IE 
RELATED COMPONENT. 
<DA: Nl-255-!19-2> (N20-6) 

2. Electronic modia. DES'IROY/RECYCIE3 YEARS AFrER 
(maglldic lape5, OD, CD ROM.) COMPLEl1ON OF FINAL 

PRODl/CTION ORDER FOR TIIE 
RELATED COMPONENT. 
<DA: Nl-255-!19-2> 

DES11lOY 3 YEARS AFrER 
COMPUmON OF FINAL 
PRODl/CTION ORDER FOR 111E 

3. Photographs. 

RELATED COMPONENT. 
<DA: N125S-9!1-2> 

4- "'·-••s cooies generated on office autom"!lon ~AFrl!llRECORDKEB'ING 

<DA: Nl-255-!19-2> ~==-
B. Copies ofCODIIIICts, pun:hase orden, and lmBICd papers DISPOSE OF IN ACCORDANCE WITII 

penaining to Go-..mmc:nt Soun:e Inspection fflllllJomc:nts and rIEM I OF nus SOIEDIILE. 
Procun,mont Sum,illance findings. <DA: Nl-255-

DES11lOY WHEN 4 YEARS OID. 
<DA: Nl-25S.JJ4..2> 

;:.:-=~;,.~~~'":;,'\Tc:n-:i'l..i in 
Ibis item aie not na:......y for final paymont or closun, of the 
contiact file. 

c. Copies ofconmuction conttacts and pwcltase mdas rdating 

D. Copicso, __ -- ......... notes DES'IROY OR DELE.11! WHEN NO 
and inspeclion IOCpleS1, etc. n,laling to Inspection .... - - ·-- -•-•1YEAR 
Reports not oovered in A, B, and C above. OLD, WIDOIEVER. IS soo~---. 

<DA: Nl-255-!19-2> 

5310 32 MANUFACl'URING CONTROL FIL1!S 

Work orders,job onlers, rum-in slips, e.mmal<: sheets, production DES11lOY 3 YEARS AFl1!ll 
repo,ts and other papers rdating to lbe sdteduling, dispatch, lbllow COMPLEl10N OF RELATED WORK. 
up, and oontrol of items to be manulilctwm. <DA: Nl-255-94-2> (N20-8) 

5310 33 TECHNICAL FILES 

RBTlRI! TO FRC WHEN I YEAR OID. 
DllS'lllOY WHEN 4 YEARS OID. 
<DA: Nl-25S.JJ4..2> (N20-4) 

Technical n:conls/files on R&QA cootracts issued hy office. 

5320 34 PARTS PROGRAM MANAGEMENT FILES 

RBTlRI! TO FRC I YEAR AFTER 
and microclcctroaic:s pans, and puts data systems. 
Palls program managemont, including Rm Flag Rqx,115, discmc 

COMPLEl10N OF PROIECI". 
DESTIIOY WHEN 4 YEARS OID. 
<DA: Nl-255-94-2> (N 20-3) 

NOI"ES: Only AFS numben wilb defined subjeCIS are used. - RE11!NTION - For items marked Pending Rdallion APPfflval, 
contact your OmierReconls Manager for inlbnnation and/or questions. 

S-8 

INDUSTRY RELATIONS AND PROCUREMENT SCHEDULE 5 
(AFS 5000-5999) 

This document Is updalBd frequently, th81111Dre, printed copies may be obsolete. Refer to the Change Histo,y Log at the 
beginning of NPR 1441.1 In the NASA On6ne Directives inlormalion Sys1am (NODIS) for current version. 

-
5330 35 MANUFACl'URING QUALITY CONTROL FIL1!S J 

Documents maintained for dmction, p,evention, and cootrol of 
ID8ll1lfact1lii ddi:cts • 

A. !NSP!!.CTION il!m BffiQLJ.lI!mi !!!'.CORDS . 
1. Documents such as in-process inspoction sheets. .-mt 

iecorda, repo,ts n,ftocling iiequency distnlrution of 
manulilclllling defeCIS, and nolaled papers. 

DES'IROY 3 YEARS AFrER 
COMPLErION OFFINAL 
PRODl/CTION ORDER FOR TIIE 
RELATl!DCOMPONENT. 
<DA: Nl-255-94-2> (N20-5) 

2. Documents mlalal to thud-party audits and certification of 
manufactuml components. 

DESTROY 3 YEARS AFrER 
CERTIFICATION DATE. 
<DA:Nl-25S-00-5> 

3. Electronic copiea O • ·---
mail and won! processing sysleml and used solely ID 
genente a reconlkeeping copy of lhe n:conls. 

----,vmE!ErBAFl1!llnm 
RECORD- M•- .. 
PRODIJCED. 
<DA: Nl-255--00-5> 

5500 36 WAIVERS-PATENTS 

Case files on pelitions for waiver ofpatents, and all rdated 
documentation and papen. 

RBTlRI! TO PRC WHEN 2 YEARS OID. 
DES'IROY WHEN 25 YEARS OID. 
<DA: Nl-255-94-2> (N13-l9) 

5800 38 FACJLITlES GRANTS 

A. D1!,AWINGS AND SPECIFICATIONS (Routine) 

I. Headquanera RBTlRI! TO PRC I YEAR AFTER FINAL 
PAYMENI". DESTROYI0YEARS 
AFTER FINAL PAYMENT. 
<DA: Nl-255-!14-2> (N 17-38) 

2. Ombml and all olbor olliceslcopies. DES'IROY WHEN NO LONGER 
NEEDED, OR WHEN 3 YEARS OID. 
WlfiCIIEVER IS SOONER. 
<DA: Nl-25S-94-2> 

B. PRELIM~Y/PRESENTAIIQN t!MYfil!!:il! Al!!t! 
MQJ2!ll.i 

1. Records that n,la1<: to the mission of the Agew:y. 
(a) Drawings. DESTIIOY WHEN NO LONGER 

NEEDED. 
<DA: Nl-255-94-2> 

-

(b) An:hitcctwal models. DISPOSE OF WHEN NO LONGER 
NEEDED FOR ADMINISTRATIVE 
PllRPOSES. DONATION/Ol'FER MAY 
BE MADE TO TIIE DIRECTOR. 
SMrIHSONIAN OR TIIE AIR &SPACE 
MUSEUMS AS APPROPRIATE. 
<DA: Nl-255-94-b 

• • antl<COlds fortempormy!illUClllnlS and 
buildings or o • • 1•- the mission ofdte-
Agp,cy. 

(a) Drawings 

NorES: Only AFS numbers wilb defined subjeCIS aie u5"d. - REI'ENTION - Fm items marbd Pending RelEIJtion Approval. 
contact your O:nb:r Reconls Manager lbr inlbrroation and/or questions. 
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5900 39 

lbl 

Recwds include dmwiogs of the stn,,:tmes and 
building,, sueh as telepbom, and electric lines, SIDrage 

kiDg lots, and comfort stalkms. Drawings of 
itioning..,.....,.. 

ITEM PRICING FILES 

DocumeDIS used in determining Slalldard pri= for use in oblaining 
improved pricing on pwchascs and acanmting for the '81c and issue 
of items. 

DESTROY WHEN SIJPERSEDED OR 
AFl'ER TIIE STRUCTIJRli OR OBJECT 
HAS BEEN llEllHB) FROM SERVICI!. 
[GRS 17-3 muiGRS 17-4] 

D6STilOY WHEN SUPERSEDED, 
OBSOUITI!. NO LQ.~GER NEEDED 
FOR REFERENCE, OR WHEN 3 YBAJIS 
OLD, WIDCIIEVER IS LATER. 
<DA; Nl-255-94-2> (N 17-34) 

,. 

NOl'ES: Ollly AFS DUDlben with defined subjects n med. - RBTENTION - For lt=amlllbd l'llldingRetontion Appmval, 
COIIIIClyourCadm-ll=>Jdo Manopr fbr lnfonmtlcm 11141orquesdon1. 
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TRANSPORTATION 

!!U ITEM 
SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

RETENTION 
<Authori~ 

6051 1 PREPAID BILLS OF LADING 

A. INBOUND SHIPMENTS 

DocumeDIS n:lllling lo inbourul shipments where lieigbt charges 
are prepaid by the ~-p , Included arc receiving documents, 
CODllllClciaJ bills of • freight bills, transit privilege bills of 
lading cross-reference sheets, •imilar documents, and relalcd 
cone5p0ndence. 

B. OUTBOUND SALVAGE 

Documenl5 n,lating lo outbound mipmcalS ofsalvage or 
reja:lcd maierial lo coosignees who """""'oecossa,y lieigbt 
charges for shipmeDL 

DESTROY WHEN2 YEARS OLD 
<DA: Nl~s-89-4> (N2U) 

DESTROY WHEN 1 YEAR OLD. 
<DA: Nl-255-89-4> (N22-7) 

c. AIL qrHERCOPIES DESTROY WHEN OBSOIEI"E. 
SUPERSEDED. OR WHEN 2 YEARS 
OLD WIDCIIE\IER Ill SOO.'IER. 
<DA: Nl~S-89-4> 

-----.:_ E. Obligalioo copy ofcouunetalU passenger transport8llon 

-wucbets. 

F. Ullll5cd tlc:lcrt mlemptioo limns, - - -· 

G. All other olfice&lcopies. 

DESTI«IY WHEN FIJN])S ARE 
OBUOA"IEJ 
[GRS9-ld] 

DFSlllOY 3 Y6ARS AFlllR TIIE 

INWIDCH~--

[GRS9-le] -...:._ 
DESTROY WHEN 1 YEAR OLD 
<DA: Nl-lS.5--89-4> 

6110 3 CAlUUER RATE TENDER FILES 

Document, relating to solicited or umoliciled tend""' or reduced Jalei 
and/or tariffs submitted by commercial Cllllm for !he traDspo1Ulioo 
of freight. 

DESTIIOY I YEAR AFlllR RATES 
OR TARIFFl! BF.COMB SUPERSEDED 
OR RESCINDl!D 
<DA: Nl=-$-4> (N22,-10) 

6120 4 FREIGHT RATE NEGOTIATION FILES 

Documents relating lo oegodatioDS with canioB or cmrer's 
associalioos oo transportation JlllfS. freight clmification,, and similar 
matte,s. 

DESTIIOY WHF.N SUPERSEDED, 
OBSOIEl'I!. OR WHEN NO WNGER 
REQUIREI> FOR CllRIIENr 
O1'1:RATIONS OR WHEN 3 YEARS 
OID, WHICIIEVER ISi.ATER. 
d)A: Nl=-89-4> (N22-ll) 

6200 !! TRAFFIC MANAGEMENT FEASIBil.lTY STUDIES 

-

NOTES: Only AFS numbers wllh dofinal subjects an, um -RBTENl'ION -For lll:IDS nwbd PeadingRd.mllion Approval, 
coDIICt your Ceola" Reomds M......- for lnlbrmallon llldlor questionL 

7-l 



7 

II 

Tl'IANSPORTATION RECORDS SCHEDULE 8 
(AFS 6000-6999) 

This document Is updated frequently, tharalore, printed copies may be obsolete. Refer to lhe Change History Log at Iha 
beginning of NPR 1441 1 In Iha NASA On6ne Dlracttves lnlcxmatian System (NODIS) for currant version. 

Repo!IS, publicllion>, propmels, aml all odler documenlS relating lO DESIIIOY WHEN STUDY BECOMES 
Sllldil:s ofvarious lmlSpOrtation modes aml methods. OBSOlEl'E. SIJPERSEDED, OR 

WHEN 3 YEARS OLD, WlllCIIEYER 
ISLATER. 
<DA: Nl-255-89'-I> 

SHIPMENT OF HAZARDOUSIRADIOACTIVE MATEIUAUl6330 

RBTIRE RBDRDS TO FRC WHEN 3 Shipping forms aml all related n:amls concerning lhc shiimi- of 
YEARS OID. DES'IIIOY WHEN 13 
YEARSOlD. 
<DA: Nl-255-8!1-4> (N21-10) 

hazank>us/toxic wastes and Jadioactive malerials. 

6330 MOI'OllCAllRIEIIS' EXPLOSIVE OPERATING 
AUTHORITY 

Com,sponm:na, amt ..iarm docwnenlS with COJlllnelCial camem 
concerning tbdr facililios and procedwes fortranspol1ing explosives 
and othor dangerous articlos. 

DESIIIOY 2 YEARS AFTER 
AUTIIORlTY IS SUPERSEDED Oil 
IIESCINDED. 
<DA: Nl-255-119-4> (N22-12) 

6340 

' 
SIZE AND WEIGHT LIMITS-HIGHWAY 

=:~l:=~ia:.:l':,~nc~mc 
DESIIIOY I YBAll AFl'Ell 
REQUIRJ!Mllm'S ARB SUPEllSEDED 
OR RESCINDED. 
cDA: Nl-255-8!1-4> (N22-13) 

10 mGBWAYMOVEMENTPERMITS6620 

IlocumonlS rdllling lo pennitB obtained limn portinmtlllale and local 
autboritie,i for ><biclllor movements exc:ecdiag legal waght or 
dimension limitation, movemait ofhazardous wastdmdioactive 
malOrialll, or othor legal ,:equiremalls. lncludlOII ore permits; 
documenlS rolkcting such data BS type ofequipment, gross wagbt, 
axle or truclr. loads, height, widtb, and length; origin and destinatioo of 
mowmeut; nalllle ofcmgo; similar docwnents and rdatod 
conespondence. 

11. MOJ'Oll VEmCLERECORDS-OPEllATION AND 
-- 6700 MANAGEMENT 

A, 

Cmrcspondcnce in thcop=!ingunitrcspoosiblc •~ 
mainlenanccendoperalionofmolorvebiclesnotothorwise 
covered in this schedule. 

B. fARKl!ili ftlll.MII ffiNTROL l:U.,ll,s 

~~-:.r.:.i~=1~=~=:'l.wa1 
ofpermilS and m:onl violatimls by holden, of pennits. 

C. GASOLINE F1LES 

DocumoDIS n,lating lo lhc issuance of gasoline, including issue 
limns and reports. 

DES'lllOY 3 YEARS AFTER 
COMPLETION OF MOVE* AIS> 
SEE ITEMS 7, B, AND 9 OF TIIIS 
SCHEDIIIA 
<DA: Nl-255-89-4> (N22-IS) 

--"YWHEN2 Yl!AIIS 01D 
.. -
DESTI!OY Ul'ON ll!ANSFER OR 
SEPAllATIO.'IOFPERMITHOLDEll 
OR WHEN PERMITIS SllPERSEDED 
OR REVOKED, WIDCHEVER. IS 
SOONER. 
<DA: Nl-255-8!1-4> (N 12-25) 

DESlllOY WHEN 1 YEAR. OlD. 
<DA: Nl-255-8!1-4> (N4-B) 

U,u ..v 

NOTES: Only APS lllllllbers will! do6ncd subjectl n used. - RllTBNT1CIN -For i1oms marlmd Ponding RCleDlloa. AJl!IIIMI), 
COllllOI yourCenWllecmds Manager for infbmWloa llld/or queatlom, 

7-2 

TRANSPORTATION RECORDS SCHEDULE 8 
(AFS 6000-6899) 

This document Is updated frequently, therefore, printed c:oples may be obsale!B. Refer to lhe Change HlS!oly Log at the 
beglnn of NPR 1441.1 in the NASA Online Dlrec1lves Information System (NOOIS) for current version. 

• 

6720 

6740 

I. Rq,ortsonmolmvebicles (othorl!um accident,opc:nling, 
and maintJmancc mpons), including SF 82, ~Rq,ort 
ofMotor Vehicle Data, and SF 82-D, Agency Report of 

Data. 

E. 

I. llecmds relating lo lrlllifer, 1110, donation, oreuhangeof 
wmiclcs,lncludingSF97A,As,,ncyRcamlCopyofU.S. 
Gowmuneut Cerlilicate ofRelease of Motm Vebicb:. 

2. Documents med for lhe registntion ofprivalciy-oWD<d 
•chicles and inftmnation on indMdwJI drivms. 

QPERATOII RECQBQS 

Roamls relating 10 oporatioo of 
Govemment-owucd vehicles, • 
aulborizalion lO n>o, safe driving awards, amt mlatcd 
conespondence. 

G. TRIPTICmrs 

Trip ticlo,t lilcs, includes doily trip licms. 

IL DAILY UTILIZATION RECQRm 

Documents completed by dispalchor and ~orIll pmvidc 
infimnation !dative ID the daily use of vehicle(s). 

L 

J, 

2. Malotenancc reconb, including those rdllling to service 
aml,epair. 

CARSEALBOOICFILES 

Books eonlaining 11:a)!llllablo off'""' reconb of the receipt and 
disposilion of car seals and maintained lo filcililale mcmd:lly 
inspcctioa as Ill whether tho seals wore properly c:,pended. 

DFSl1tOY3 YEAIIS AFi1ill DATE 
ON REl'OllT. 
[GRS 104) 

Dl'SDIOY 6 YEARS AFIEI!. CASE IS 
CLOSED. 
(GRS 10-S) 

DES1ROY 1 YEAR. AFIEI!. 
EXPIRATION Oil REVOCATION. 
<DA: Nl-255-89-4> (N 12-26) 

DES'IIIOY 3 YEARS AFTER 
SEPAllATIONOFEMl'LOYl!F.(S)OR 

Yl!AIIS AFl'Ellltl:CISION OF 
TOOPERATE 

OOVEllNMENT 
WlllamvER IS SOONER. 
(ORS 10-7] 

DF.STROYWHEN 1 YEAI!. OLD 
cDA: Nl-255-8!1-4> (N 14-7) 

DESlllOY AFrEll REQUIRED 
ll!ANSFER OFINRlltMATION TO 
011IEll IIECORDS, UNLESS 
REQUIRED FOil ACCIDENT 
INVESTIGATION (SEE ITEM llDCl)) 
Oil TAX PIJIIPOSES. 011ll!llWISE, 
DFSTII.OY WHEN 3 YEAIIS OID 
WlilamvER IS SOONER. 
cDA: Nl-25S-89-4> (N 14.10) 

DESTI!OY 1 YBAll AFrnR DA'IE OF 
lASTENfRY. 
d>A:Nl-255-8!1-4> (N22-fi) 

NOl'l!S: Only APS IIUlllbers will! defined lllbjcota n used. - REll!Nl'ION -For ltoml madtcd PondingRmmlion Appioval, 
CODIICt yourCenWllecmds MBl1apr ill' IDfonDlllon lllld/or questloll& 
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M. LEASED VEHICLES 

-
Case files on vehicles leased from GSA, including agency's 
copy ofGSA Form II52, sta"""""tsn,garding service to 
vehicle by olher Ihm GSA, service and inspection work mders, 
and motor vehicle use records. 

I. GSA Form ll52. DESTROY 4 \'EARS AFTER 
VEIDCU! IS RErURNED TO GSA 
<DA: Nl~lSS-89-4> (N 14-6a) 

DESTROY I YEAR AFI"ER 
CO.\IPIEil0.'1 OF ACTION. 
<DA: Nl-255-119-4> (N 1-H;b) 

2. All other mcords related to leased vehicles. 

N. t,J.L OTHER OFFICF.slJlllCQ!lm 

Reconlsmaintaincd byofliccolbcrthan lheofliccofprimary DESTROY WHEN NO LONGER 
responsibility for opcmtion, management, and control over NEEDED, OR WHEN I YEAR OLD 
agency vehicles and motor mucle =<mis. WHICHEVER IS SOONER. 

<DA: Nl-2SS-ll9-4> 

NOTBS: Only AFS numbers wilh delined &Ubjocts 11111 ued. - REl'ENrlON - For ilmis lllllbd l'elldia&Rellmlion Appn,val, 
couw:t your Ceme,: Reconb Maoager for inlbnnalion and/or quealions, 
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CHAPI'ER 7. NRRS 7 

PROGRAM FORMULATION RECORDS 

7100 7 ~ A --
PROGRAM (EOCAP) (SSC ONLY) 

Stemis Space Cent<r (SSC) manages, on behalf of NASA Office of 
Commen:ial Progmms, an applications program, EOCAP, designed to 
develop commen:ial inl<rest lbr NASA-developed lwnOIC SODSing 
ledmology. Proposals are recei¥ed at NASA Headquartexs as a part 
of a NASA Resean:b Anno=t (NRA). Solected proposals 
(projects) ere transfem:d to SSC for general program managemeoL 
Proposal files cousist of lhe proposal (as received), funding 
docwnenta1ion. deliverables, and schedules. Files are kept in the 
following fonnat/organization: 

A. EOC~IPRQPOsm 

I. Selected proposals, scores, evaluations, recommendations, 
and funding information. 

2. Proposals not seleaed. 

RJNDED PROPOSAL FILES Will BE 
INCORPORATED INIO EOCAP I 
CO.VII<ACT FILES. 
<Nl-2SS-94-3> 

DESTROY WHEN I YEAR OLD, 
<Nl-2SS-94-3> 

7 B. llQ!;;AP I !,;QNTRACTS 

Reconis inclode materials geru:rak:d during proposal selection, 
llemA 

c. !:QC~ I REPORTS 

Reconis consist ofbolh quarterly and anoual reports. 

D. EOCAP I ADMINISI'RATIONIREVIEWS 

RJ,cords consist of administrative com:spondencc and 
communicalious; including program reviews and other related 
activities. 

E. ll!JCAf D IWCOBllS 

EOCAP II n:cords follow the same pmcedues and dispositioo 
ins1111<1ions as EOCAP I e..,.pl for EOCAP II proposals lhat 
are incorpor.ned into the contract file for rouow-on work to 
EOCAP I COIIIJllets, unless they an, a separate contr.u:t. 

DESTROY CONTRACT FILE 3 \'EARS 
AFI"ER COMPI.EII0.'1 OF PHASE L 
(1111S INCLUDES RF.CORDS 
INCORl'ORATED FROM A. ABOVE.) 
<i"ll-25.5-94-3> 

DESTROY REPORTS 3 \'EARS AFrER 
COMPI.EIION OF PHASE L 
<i"ll-15.5-94-3> 

DESTROY 3 \'EARS AFTER 
COMPLE110N OF PHASE L 
<Nl~S-94-3> 

SllE ABOVE ITEMS FOR 
DISPOSmON INSTRUCTK>.'IS; 
PHASES OIANGE TO REFLECI' NEW 
PROGRAM, LE, DESTROY 
CONIRACTS 3 YEARS AFTER 
COMPIETION OF PHASE Il. 
<Nl-:ZSS-94-3> 

7400 19 'N>rVAlS - CONTKACfS AND GRANTS 

Consolidllled Agencywide reports of financial and statistical data 
covering NASA CODIJIICIS and grants. 

A. IIEADQllARI!lBli: OPR Copy 

I. June issue: REI'IRE ro FRC I YEAR AFTER nm 

NOTBS: Only AFS numben wilh defined subjoc:ts are Uled. - RETENTION - For lloms lllllked Pendln1 R...ntlon Approval, 
contact your Cenler Reconb Manager for infonualion and/or quealions. 
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2. All other copicwoll!ces. 

c. 
I. Headquorten. 

Dl:S1llOY WHEN NO LONGER 
NEEDED OR WHEN 2 YEARS OU>. 
WlllCllEVER IS SOONER. 
<Nl-255-94-3> 

TOFRC 
lNACIIVE. 
TRANSFER TO NARA WHl!N IS 

PROGRAM FORIIULATION RECORDS SCHEDULE 7 
(AFS 7000-7999) 

lhis document Is updated frequently; therefore, printed copies may be obsolete. Reier to !he a,ange History Log at !he 
beginning or NPR 1441.1 Jn the NASA ONlne Dlrecllvas Information System (NODIS) foreurrentverslon. 

CLOSE OF TIIEFISCAL Y1!AR TO 
WHICH 'I1IE'l PERTAIN. DESTROY 
10 YEARS AFl'ER FISCAL Yl!AR TO 
WHICllntEYPEllTAIN. 
<NHSS-94-2> (N 7-9) 

2. All olhor lssues: DES1ROY2 YEARS AFIEI. nm 
FISCAL Y1!AR TO WHICH 'I1IE'l 
PERTAIN. 
<Nl-255-94-3> 

DF.slllOY AS SOON AS ACl1VI! 
REFERENCE VALUE CtiASF.S OR 
WHEN 2 YEARS OLD 'WHICHEYEll IS 
SOONER. 
<Nl-255-94-3> 

7400 

B. AIL OTHl!R COP!l!S/OFFJCES. 

All- of Jiinds eod memoramlaconceming decisioos OD funding 
level• eod changes. 

•PERMANENT• 
RErlRE TO FRC WHEN 3 YEARS OLD 
FOR ANNUAL A<XXIUNl'S ANDS 
YEARS FOil NO Yl!AR 

DONS. TRANSFER TO 
NARA 
<Nl-25S-94-3> (N7-3) 

A. 

B_ ~ llESTROY ANNUAL ACCOUNTS 
WHEN l YEARS OLD AND NOYl!AR 
ACCOUNTS WHBN S YEARS QLD_ 
<Nl-255-'J,hb 

DESTIIOY WHEN 2 YEARS OlD.Coaespoodence files in y 
penaining ID IUllline adminillialion, intomal , -1 (N 7-&) 
other Jllllllas not covrml elsewhere in this &cl>:dule. I!xcludlng 
files relating ID Ap,r:y policy and proa,dun, mainlained in 
limnally organlud budg,t oflices. 

B. Ream:ing tq>OIIII ofscicnlilic ..,..an:h and developmart 
activilim. 

RE11RE I COPY OF EACH REl'OIU 
TO FRC WHEN 2 YEARS OLD. 
DESlllOY WHEN 8 YEARS OLD. 
<Nl~S-94-3> 

YEARS OLD. 
<Nl-255-94-3> 

NCJrES: Only AFS lllllllbeis wilh delmod subjects m, used. -RETENllON-For irems marlaed Pendlngllelenlion Appmval, 
cootact your Ct:mer Reconls Manager fur inlbnnatioo and/or questions. 
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2. All other c:opios/oflia:L DESlll.OY WHEN NO LONGER 
NEEDED OR WHEN 2 YEARS OLD 
WIIICHEYEll IS SOONER. 
<Nl-255-'J4..3> . 

7ll30 24 Au,nvRD'YW 

Agency illllhori7.alions ID 111Ilm a ......i IIIDlllllltof'"901DIZS available 
and adminimmvo offices (funds mdforpelllOIID81 == . 

Bcti,,iti0i{i~~s8:a~;;:t:r...=it..~ and 

A HEADQUARTERS (OPR) 

I. FISCAL YEAR ACCOUNl'S ~ Copy) CLOSllTIIE ACCOUNr ATTIIEEND 
OFnlE FIFI1I FISCALYl!ARAFl'ER 
TIIEPERIOD OP AVAILJl!jlUT\' FOil 
OBLIGATIONl:NDS. lll!COIU>SMAY 
BEREl'llU!D TO AN FRC OR 
APPRDVED STClllAGEFACIUIY 
ONE Yl!AR AFl1lR ACCOUNT 
CL0SEs. DESlll.OY S YEARS AFl1lR 
FISCAL YEAR IN WHICH 
ACCOlJIITlS) IS CLOSED. 
<Nl=-'lfi..3> (N7-S) 

2. NO YEAR ACCOUNl'S (Recordkeeping Copy) RECOIIDS MAY BllREmUlD TO AN : 
FRC OR APPROVED STOIIAGll 

NOl'I!: Clooe Aoanmt if (I) lhe Head of tho Agcas:y or the FACIUIY ONE YEAR AFl'ER FISCAL 
Presidmt delmnlnes thal lhe purposes for 1Mlich YEAR IN WHICH ACCOUNT(S) IS 
lho appmprla!ion was made have been caniod out; CLOSED. DE.nROYRl!CORDS S 
and (2) no disbursement bas beeu made against lbe YEARS Al'l'ER FISCAL YEAR IN 
approprialion fur 2 c:onsocutivo fiscal yoan. WHICH ACCOUNT(S) IS CLOSED. 

<Nl-255-96-3> 

. - =-•-'-mail and WOid DELll'II! AFl'ER IIECORDKllEPINO 
pmcessing systems. 

~-255-96-3> 

B. ~(OPR) 

I. FISCAL YEAR ACCOUNl'S (Roco,dkooping Copy) a.osETIIE ACCOUNT AT 11IEEND 
OFTIIE FIFI1I FISCALYEAR AFTllR 
n1E PERIOD OF AVAILJl!jlUTY FOil 
OBIJGATIONENDS. Rl!CORDSMAY 
BE REr1RED TO AN FRC OR 
APPROVED STORAOllFACIUTY 
ONllYEARA"IEl ACCOIJNTO-OSES. 
DES"IROY 3 YEARS AFl'ER FISCAL 
YEAR IN WHICH ACCOUNT(S) IS 
CLOSED. 
<Nl-255-'lfi..3> 

2. NO YEAR ACCOUNl'S (R<:coldla,eplng Copy) RECORDS MAY BEREIIREDTO AN 
FRC OR APPROVED ST0RAGll 

NOl'E: Cose Accountif(l) lheHoad oflbe =y or lho FACIUIY ONE YEAR AFl'ER FISCAL 
lffsideut d-.nlnoi thal 11u, purposes which YEAR IN WHICH ACCOUNT(S) IS 
lhoc·a1100 was made have beeu cazried out; CLOSED. DllSlll.OY RECORDS 3 
and no disbunlement bas been made against lho YEARS AF1E1. FISCAL YEAR IN 

24 
--for 2 CODS<CUtivo fiscal ...,.,.. 

Willa! AU-UU1'ff(S) IS CLOSED. 
<Nl-255-96-3> 

--
pmcessing systems. COPY HAS Bl!ENPRDDUCED. 

<Nl-255-96-3> 

C. AU, QIH!lR OFFICES/CQfffil!. DllSlROY WHEN NO L0NOElt 
NEEDED FOR.IIEFE'IIENCB Oil Wlll!N 

NOl'i!S: Only AFS numbeni wilh deliual subjects are med. - RETENTION - For items malked Pending Rolentioo Approval, 
contact your Ceolor Recmds Manapr li>r inlimnalion and/or questions. 
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I \'EAR OID, WHICIIEVEJI. IS LA'lcR. 
NCJr AUTHORIZED FOR TRANSFER 
TOANFRC. 
<Nl-255-96-3> 

AIR7900 25 ·- ·- -
A. AIBl!Q!!l'ra DATA ACOUISJTION 

Theoe are lilos lbat are mainLained at lbe Ain:raft Management. Office, Headquarters and at Centas. T)Pically files include 
information witb mpect ID ain:raft operations, cost, llCbeduling 
and tasking, usually relating to n,m,110 scnsing research. 

NOTI!: Those files DO NOT include maintenance recotds lbat 
are maiataiocd under aseparate conttact. 

DESIROY WHENS YEARS OW. 
<Nl•2SS-94-l> 

I. GenauJ couespondence. 

2. F'mancial r,:parts. DESTROY 2 YEARS AFTER TIIE 
FISCAL \'EAR OFTHI! lll!PORT. 
<Nl-255-94-l> 

3. Flight schedub. DESlllOY I YEAR AFTER THE 
FI.IOHT SEASON. 
<Nl-255-94-l> 

4. Jobmlcn. DESTROY 2 YEARS AFI'l!R 
EXPIRATION. 
<Nl-255-94-3> 

B. MAINTEN~RECORDS {CURR~IHISTOim:;ALJ 

Records in this series include maintonance RUln!s fur various REI'IRI! RECORDS TO O.'i-SITE 
aircmft kx:aled at NASA facililies. These retard! also may STORAGl!FOR I YEAR AFTER 
inclwlo some blueprinls and skeldres ofpan,; used on tho CLOSE OF FllE OR WHEN NO 
various auaalt that are in th• Inventory. LONGER NEl!DFD. RECORDS WIU. 

Bl!KEPl'ON-SITl!AS LONG AS 
AIRCRAFI' IS IN AGENCY 
INVENTORY. IF AIRCRAFT IS 
TRANSFERRED TO ANOTHER 
AGENCY. TRA.'ISFl!R RECORDS 
WITH AIRCRAl'l'. IF AIRCRAfT Ill 
OTHER.WIS!! DISPOSED OF OR 
DESTROYED. RECORDS WllL 
EITHER BB DESIROYED ATTIIAT 
11MB. WHel NO LONUER NEBDl!D. 
OR Wl!el I YEAR OW. WHIClll!VBR 
IS SOONER. <Nl4SS-94-3> 

C. RMAIR . ON,u (AR<,; uNLY)1- _,_25 "' . - ed Ain:raft Rcconls (bmd copios and eleclrollic TRANSFER ASSOCIATFD RECORDS _,_ WITH THE AIRCRAFI' WHEN IT 
UlAVES AGBNCY INVENTORY. 
THIS INCLUDES TRANSFl!R OR 

TO AMIJSEUM OR 
OTHER ON. 
<Nl-255-94-3> 

DESTROY RECORDS ASSOClATFD 
copies and eleclrollic copies). 

2. Ain:raft no long« in in...ntmy (non-<:Umlll/'mactive) (bani 
WID1 THE SPECIFIC AIRCRAFT 
WHEN IT IS DESTROYED. 
DISMANTI.ED, OR CANNJBALIZED 
AND NO LONGER ON THE AGENCY 
INVENTORY. OR WHEN 5 YEARS 
O!D, WIIICHBVBR IS SOONER. 
<Nl-255-94-3> 

NOTBS: Only AFS numbers wilh ddined subjecla me used. - Rl!TBNTION - For ilema marked Pending Rolention Appmwl, 
c:ontaot yaor CcntcrRec:onls M......, Jbr inbmaliml and.'or quealiom. 
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RETAIN ORIGINALON-SITB AT ARC 
OPR: Code OMM, Medium Altitndo Missions Office 

3. Current/active aittmft maintained in agency invomo,y. 
wrrn AIRCRAFI'. ElTlll!R 

within the Sciences and App1ication,; Ain:mft Division. TRANSFER.RECORDS WITH 
ASSOCIATFD PU.NBOR DESTROY 
WHEN PU.NBIS ND LONGBR 
MAINTAINED IN THE INVENTORY, 
AS APPROPRIA1E. (SBB ITEM B. 
AB<JVm. 
<Nl-255-94-'.l> 

RECORDS MAY BB DELE11:D WHEN 
5YBARSOIDO!-_~~ 

4. CAD System 

WIIIOIEVERIS SOONER. 
<Nl-25S-94-3> 

S. All other ollices/copim. DESTROYWHENOBSOUml. OR 
WHEN NO LONGER Nl!FDFD FOR 
REFERENCBOR WHEN 5 YEARS 
OW. WHICIIBVER IS SOONER. 
<Nl45S-94-3> 

RETIRE RECORDS TO ON.SITBD. CONFIG!lBATIQN MAW,GEMENI' mm!· VAB!Q!lS 
STORAGBFOR I YEAR. DESlllOY 
WHEN OBSOIEIE OR WHEN NO 

Rooonls io this series include documentation of inm:tlw: ain:raft 

~ 

LONGER Nl!FDFD FOR REFl!RENCB. 
that an, ll1lllnrained by tho Ain:raft documentalion office. Those <Nl-255-94-l> 
filOI may include. bu! are not limited ID, SlaWS Rq,ot1S, 
Configuration Change Requests, System Tea R,porta BIid 
Disciepancy Reports. 

NOTBS: Ooly AFS numbers with definocl lllbjocts are wed. - RETENTION -For ilems momd Pending Releollcm Appioval, 
cantaot your Ccnler Roeanls MJIIIIF fur inlo111111ion and/or queations, 
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PROGRAM MANAGEMENT RECORDS 

A!],! 

8000 

!!];M 

1 

SUBJECT AREA OR RECORD TITLE 
D!i',KRIPTION QF RECORD fili,RIES 

DEFENSE INDUSTRIAL PLANT EQUIPMENT CENTER 
(DIPEC)WAN 

Listings of tnob or teot equipment on loan from DIPEC ID NASA 
contractor or NASA Ccaler. 

8000 7 R&D APOLW DOCUMENTATION ADMINISTRATION FILES 

A. APOLLO DOCUMHNTATIQ!i l!YSlliM 

A listing of dncumcntation covering die Apollo Documc:nlalioo 
System CODSistiDg of: (I) Omler Apollo Document Inda, 
Appendix •A"; noccm:I copies of3 doc:umcnls (2) Center Apollo 
Document Index. Numerical I.isling by Le..J Ow,gory, Canaul 
Number; (3) Cmrm- Apollo Document Index Alpbabellcal 
Listing. The system will provide for continual manaa,ment 
review ID eliminale duplicate or IIOIIOSSelllial requirements and 
reduce cost.rolmd wreto. Included me suppotting papers 
reflccling changes ID basic documents. 

J. Poper Rocords. 

-· 
(Includes silver original ..., 

3. All other offices, paper or microfilm copies. 

B. CONSTRUCJQI!! QI: l:~Il.ITll!S It:. Blt:.DIGRO:IJl!!D 
S!.IB!!QRT EOUJPMENI' (GS!l) 

Documentalicm1IOlaliag ID Apollo and projecls initiared by lhe 
Apollo program (R&DIGSE and C ofF) vmicb includes 
drawings, specilicalioos, -ical mamaal.. elecuonicl computer 
media, photos, tat JqJOIII, Operations & Mainttnance (O&M) 
documenlalion. c:ansbOCliom files, and, lnfi>rmalion liJr Bids 
(IFB). 

1. Of!icc ofPrimary Responsibility. 

RETENTION 
<Authori!;)2 

DESTROY I YEAR AFTER 
COMPUrrlON Ol'lDAN. 
-c.'11-255-94--3> (N17-47) 

11IIS IS A CLOSED SERIES 

(N24--8) 

DESTROY AFTER VERIFICATIO.'I / 
CERTIFICATIO.'I OF MICROFIU,1. OR I 
YEAR AFTER CERTIFICATIO.'I OR NO 
lDl«lER NEEDED FtlR USE. 
<DA:Nl-2»-94-3> 

•PERMANENT• 
TIIANSFEllltlNARA WHEN 30 YEARS-<DA: Nl-25SJJ4.3> 

DESTROYWHal NOLONGER NEEDED 
RlR REFERBNCli PIJRPOSES OR WHal 
10 YEARS OUl. WlllCHEVER IS 
SOO.'IER. 
<DA: Nl-255•94-l> 

NOl'ES: Only AFS numbers wilh dellm,d Sllbja:U me used. - REl'l!NTION - Fu itcmo mam:d Pmding a-lion Appm,,al, 
<Olllll:l your Center Roconls Mmlgm lbr inlimllllion and(or qucsdam, 
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SUBJECT AREA OR RECORD TITLE RETENTION 
DESCRIP'ITON OF RECORD fili,RIES <Authoril)'> 

DESTROY AFTER VERIFICATION/ 
CERTIFICATIO.'I OF MICROFILII,{, OR 1 
YEAR AFTER CERTIFICAJlON OR NO 
LONGER NEEDED FOR USE. 
<DA: NI-Z5S-'J4..3> 

(a) Paper R<cords. 

r---i---1----Mi 
(Includes silver original 

ro NARA WHal 30 YEARS OLD. 
<DA: Nl-255-94-3> 

DESTROY WHal NO LONGER NEEDED 
FOR REFERENCliPURPOSllS OR WHEN 
ID YEARS 01D, WIIICIIEVER IS 
SOONER <DA: Nl-25.S-94-3> 

2. All other offices, plljlOl or microfilm a,pies. 

8650 32 AIRCRAFl' CREW MEMBEllS QUALIFICATIONS AND 
PERFORMANCE RECORDS-NASA 10 ACMQ 

IUITAIN RECORDS IN AGENCY SPACE.' 
cuusist of(I) m:ords of qualiftcalions, experience. and cunency, e.g., 
Records in this system are of crew members ofNASA ain:rnft which 32 

DESTROY S YEARS AFIER CREW 
MEMBER SEPARATES FRO.'-' AGENCY.Oiglu bows (day, night, and iostrumenl). types of approaches andPASR 
<DA: Nl-255-94-3>lauding,;, crew posilions, type aimaft, lliglu cbeck ratings and Rime! 

examination m:ults, training perfomied and medical m:onls; (2) lligbt 
i1inemries and passenger manifests; and (3) biographical inlinmlllicm. 

8650 33 KENNEDY SPACE CENTER (KSC) SIIUT11..E 
TIIAINING CERTIFICATION SYSTEM (YC 04)­
NASA? 6 SI'CS 

OlllllATEDRECORDS ARE 
contrlll:tor. and DOD personnel who haw received systemo, skills. or 
Reconls conlainod in Ibis s)'lem are ofKSC Civil Senlce, KSCPASR 

DESTROYED. CURRENT RECORDS ARE 

safely lraieing in mpport of ICSC or Spaao Sbutlle Operations. Records MAINTAINED UNTIL3 YEARS AFTER 
1llAJNEE IS SEPARATED FROM NASAamsist ofbaining ancndance and amificaliom. including certilicalioas <DA: NI-Z5S-'J4..3> 

ofphysical ability ID perform ha:!aldous tasks. 

ITl!MDISCONTINUED. RECORDS NOWRecQJ'W rebrt "i.k. ~f~r mi!tCSS.mCnts. mid cc.nificaLion for COYERED BY ITEM 81101 OR BIIQl.
Oighl h;mlware (i.e.. 1 • v]oads, EVA H:Jrdwilrc/EquipmenL. <Nl-255-04-3> 
elt.). C'uloffd:11.e isendofcahm 

B. 

Rcrords ron!tilll of problems reported on bl:rdware as~ociated 
with flight and flight support equiprnenl (i.e. Govemmcnt 
Fumisllod Equipment. IlighE equipmenL. ~c.). Cutoff date is eud 
of calendar )'ell'. 

C. QUALITY ASSURANCE SURVEILLANCE RF.c;:ORDS 

NC71'ES: Only AFS mimben wllh de8ned llllbja:U me med. - RETl!Nl10N - Fu l!Oln1 madmd Pcndlng Rden1ioa Appian!, 
COIIIIOI yaur Center Recmds ~ lbr ialimnlli011 ......... questions. 
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SUBJECT AREA OR RECORD TITLE RETENTION 
~ ITEM DESCRIPTIQN QF RECORD ~ERIES <Authority> 
~ 

I. Documcnis related to quality assunuu:e audits, sp<Cial HANDLE AS PERMANENT. REl'ENTION 
studies, status ir,poru, etc. including related UNDER DISCUSSION wml NARA. 

• • ~ • ..JI-- the . quality assuraru:e daily wod: ell'ort. Cutoff dale is dim, or 
documeoL ~ 

2. Docume111s rela1ed to Quality assurauce inspection stamps, 
including stamp audits, and stamp issuance records fur 
NASA and support conlf'IU:lor irrspoctions and dcsignaled 
verification. 

(a) Stamp audit dncul?IOlllS. DESTROY WHEN 10 YEARS OLD. 
<DA: Nl-255-01-1 

(b) Stamp issuam:c documents. 

(I) NASA Civil Service and dcsignoted .erificslion KEEP RlR. AT !LAST 3 YEARS, THEN 
personnel. Cutoff dale is dBIC ofdocumenL DES'lllOY I YEAR. A'IER EXPIRATION 

OFSTAMP SERIES OR. LOT. 
<DA: Nl-25!1-01-1> 

36.S (2) NASA Support ConlIICIOrpenonncl. Cutoff KEEPR.lR.ATILAST3 YEARS, TilEN 
dale is dale of dOCUIIICllL DESTROY UPON CHANGE OF 

CD.'llltACT. 
<DA: Nl-255-01-1> 

- --~Coiea 
R,,conls that are "I and won! 

DE5'lllOY/DEI.El'E AFl'ER. THE 
RECORDICEEl'ING COPY HAS BEEN 

processing sysmms and used solely to geDerille a .... 'DDQDtJCED. 

kecpiog ropy of the n:oords. ~d .,.~~ 

-
SoeAFS 37 OCCUPATIONALSAFETY ANDBEALTBADMINISl'RATION 
8715, (OSHA) CITATION FILES 
llem8/40.5 

38 RADIOACTIVE MATERIALS INSPECTION AND TEST FILES 

Dcamu,nts n:la!lng 10 the impeclion of materials, premises, and 
facilities whom radioactive, hazanlous, and IOxi<: materials an: used or 
stored and docufflOllts pertaining 10 tests mad• ofsu<h pmniscs. 
facilities, and mdiar.ion detecting m roonitoring devices. 

A OFFICI! OF PRIMARY RESPONSl!!IUTY RETIRE TO FR.C WHEN 6 YEARS OID. 
DESTROY WHEN 7S YEARS OLD. 
<DA: Nl-255-94-3> (Nll-12) 

B. t,Y., CYl'HER QFPICFSICQf!!l,S DESTROY WHEN 5 YEARS OLD. 
<DA: Nl·2S--3> 

8700 39 RADIATION MONITORING AND DISPOSAL FILES 

Reconls maiolBined to conlimn wilh Nuclear RcgulalDry Commission DE5'lllOY WHEN 'JS YEARS OLD. 
(NRqJl)epartment ofEnergy (DOE) n,gulations n:garding radiation <DA: Nl-255-94-3> (N2l-13) 
moniloring and disposal. 

NCJT!l: Also sec Scbedulo I, AFS 1860. This AFS deals specifically 
wilb Radiological Health Reconls. [S.. 11cm 130, 
Sehedulo I] 

8700 40 RADIOACTIVE MATERIALS LICENSE FILES 

AFS# 

871$ 

Formerly 
AFS8720, 
ltem8/Ylln 
NPR 
144L1C 

8800 

8800 

.rn;M 

40.5 

42 

43 

43 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION QF RECQRD SERIES 

Documents relaring 10 n:qucsls Im iSS11aDC• of, and c:omplisru:o with. 
Jia:nscs for by-pmdlld, """""• and special nuclear malerials. Included 
are applications for lmse. approwl documents, licenses, requesis for, 
aod approval ofdiJapproYal of, deviations, dacumeols relating 10 
changes in perl!Onoel aulborizcd to receive and handle such mw:rials. 
and related papc,._ 

OCCUPATIONAL SAFETY AND HEALTH ADMJNISTllATION 
(OSHA) CITATION FILES 

Fries consist of original leuon ofCita1ion & Notification ofPenalcy 
from the U.S. Departmeotof!.ahor; ResuilS of investigations; 
Modificatioo AbO!esnent Plan Requests; aod Final Abatemeot Pion 
DocurnCllllllion. 

ASBESTOS RECORDS 

The work plan whi<h includes drawings, quolilicalions ofpemonnel, 
and abatem<:Bt pro«dures; notification of the work to be don• 10 the 
regolatory agency; analytical ir,ports from the labontory verifying the 
levels of asbestos cxposun,; and, the final n,pon by the obatoment 
COIIIJlK:tor to NASA. 

ENVIRONMENTAL RECORDS 

Reports COBcerning the preventioo, conlml, and ebatement of air and 
water pollution at NASA facilities. This reoonl series covers in generic 
terms misaillaneous recmds not covered under a specific ilem. in Ibis 
series. 

A l;ID'IR.QNMENTt,l, REPORTS-MIE!'l! I ANEOUS 

lnsrallalion 1,porl to NASA Headquartcn, and reports as 
oompiled by Hoadquartcrs from the installation subrnissioos. 

I. Reporting losta!Jation. 

2. HeadqullI!er:s. 

B. ~!lfil:!! !,;QNSERV t,TIQN ANDROCOVERY ACT 
RECQRDS CRCRAl 
Records include c:omspondence coru,emiog hazanlous waste 
'!C'ivities including Notices ofHazasdous Wastc activities; 
bazasdous waste geoeratoss n:port(s); inspcclioU. notiael of 
violations aod com,ctive actions. and IJ1'almmrl; storage aod 

RETENTION 
<Authoritt;!: 

DESTROY 10 YEARS AFIER 
EXPIR.ATIO.'I OR RENEWAL OF THE 
LICENSE. PROVIDED AU.. MATERIAL 
PR.OCUR.ED HAS BEEN DISl'OSED OF . 
<DA: Nl-255-94-3> (N21·11) 

RETIRE lU FR.CS YEARS AFl'ER. DA'IE 
OF ABATEMENT/IIF.50LIITION. 
DESTROY 10 YEARS AFIER DATE OF 
ABATEMENTIRESOL\TllON. 
<DA: Nl-2SS-'J4-3> 

RETAIN ON SITE FOR 30 YEARS 11IEN 
RHfllll! TO FR.C. DESTROY WHEN S5 
YEARS OLD. 
<DA: Nl~2SS~3> 

RETAIN ON SITE FORS YEARS AND 
111EN DESTROY UNUl5S ntERE IS AN 
EARLIER DESTRUCTlON AUTIIORl2ED 
l!111IElt JN nus HA.'IDBOOK BY 
SPECIFIC RF.CORD SERIES; OTATION 
IN THE CODEOF FEDERAL 
R.EGUU.TION (CFR); OR. SOME 011fER 
APPROPRIA'IER.EGULI\TORY 
Aun!ORITY OR SPEClFIC STATE. 
AGENCY GOVERNING SUCH RF.CORDS. 
<DA: Nl-255-94-3> (Nl&-13) 

lR.ANSFER. TO FII.C WHEN 3 YEARS 
OID. DESlR.OY WHEN 6 YEARS OlD. 
<DA: Nl-255-94-3> 

NOTES: Only APS aumbers wllh de6ned subjeell n mod. -RErl!NTION-Por !taD1 marked Pencllllgllemntlon Approval, NOTES: Only AFS numben with defiued subjeclo n uied. -Rl!l'l!lfflON - For items marked Pauling Rclr:rwon Approval, 
coRLICt )'1111' Center Records Manager for id>:rmation aod/os question& colllal:t your Center R=>ldl Mm,ger Im infomulllaD and/or quesliom. 
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SUBJECT AREA OR RECORD TITLE RETENTION 
DESCRIPTIQt! OF RECORD SERIES <Authori!2~ ImM 

disposal facility auclilS; toxic chemical smm:e n:dw:lion; 
m:y,:ling end solid WllS!e meuagement; usod oil management and 
reeydlng; and, gcoenl conospondoacc about such activities. 

DE.n1UJYWHENNOTICEHASBEEN 
ltEVISED OR WHEN 3 YE/IRS OlD. 
WH!a!EVER. IS LATER. 
[AIJnlORITY: 40 CFRJ 
<DA: Nl-2!15-JJ4-3> 

I. Notices of Hamdous Wasre Activity 

2. Hazardous Wa&le Clenor.ums Report and Manifests. Da"111DYWHEN3 YEARSOID. 
[AlTrllOIUTY: 40 CFR] 
<DA: Nl•2SS-94--3> 

C. TOKI!:: SUBSTAN!J'ig:}lfiRQ!. M:J:.Rl!CORDS ITSCA} 

Records include com:spondenc:e concerning polycblorinaled 
biphenyls (PCB) and asbestos includingreamls ofPCBs in 
service; spills am! cleaiH,p roands; PCB tJaDsfonner impoctiom 
am! PCB llllllWU documents; notifi«:llliOIIS ofasbestos mnoval; 
inspectiom: nodces of violatiOD aucl comctlve m:tions: llealJnent, 
storage. and dispmal facility audits; 1111d, general coirespondem:e 
about PCB end asbe11os Ktivitics. 

DESl"ROY WHEN 3 YEARS OID. 
IAtmlORITY: 40 CFRJ 
<DA:N1"'755-94--3> 

!. Records ofPCBs in somce (Rq,ort ID EPA). 

DFSlllOY WHEN 5 YEARS 
OU>. lAIITIIORITY: 40 CFRJ 
<DA: NI-255-94--3> 

2. PCB spills and cleanup m:ords. 

DESlllOY 3 YE/IRS AFmll DISPOSAL 
OFRELATED TRANSFORMER. 
(AIJnlOIUJY: 40 CFRf161.30) 
<DA: Nl-255-94-3> 

3. PCBttaosfunnerin.,p:uions. 

DESTIIOY 5 YEARS AFmll STOPPING 
USE OR 5l'OIIING QFPCB,. 
(AIJnlORITY; 40 CfR/ 761.IIIOJ 
<DA: NI-2'5-94--3> 

4. PCB Amwa1 Document. 

D. CLEAN WATER ACT 

Reconls include com,spondeoce concerning all w....- resource 
aclivid"" including IIIOlllbly discharge monilming teports; local 
monilming n,ports; pOJlllil applicali0111, imdorgrow,d storage 
ranks; wdls; wi:llands; inspections; notices ofviolation and 
comctive actions; and, _.J anre.spoad,nce about - and 

--"'""""""'· 

DESlllOY RECORDS WHEN 3 YEARS 
Und<!gnrund-. lallb. 

I. Monlbly discharge monitoring n,plllll (LoRC ONLY). 
OIA EXCEPT CLOSURE 

NOl'l!S: Only APS IDmlbm wllll de:llud mbjcclll 118 med. -REl'l!NTION -For ilems mamd Peadi.ag Relealioa Appmval, 
contact yam Cmtcr Reconls Mallager lbr lnllmnalioll and/or queatlam. 
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SUBJECT AREA OR RECORD TITLE RETENTION 
AFS# DESCRIPTION QF RECOim SERIF.s <Authori!)2.l'.!'.m 

NOTIFICATIONS WHICH ARE 
actions, and closun, notifu:stions. 
Re<ords consist ofnotifications of, release rq,ons, c:nm:clive43 

DESTROYED 3 YEARS AFll!R. 
CLOSUREOPTIIERELATEDTANK. 
[AUnlORITY: 40 CFR] 
<DA:NI~S-94-3> -

2. Monthly disdmgc mooitoringn:ports (LaRC ONLY), DESTROY WHEN 3 YEARS OID. 
[AumORITY: HAMPION ROADS 
SANil'AllO.'i" DISlRICTRF.IJULAT!O,'IS 
AND STATE WATER CON11lOLBOARD 
VIROINIAJ 
<DA: Nl-2'5-94--3> 

3. Hampton Roads Saniiauon District (HRSD) Self-Monilming DESl"ROY WHEN 3 YEARS OID. 
Reports (LaRC ONLY). [Alm!ORITY: HRSD REGS.] 

<DA: Nl-2S5-JJ4-3> 

DESTROY WHEN 3 YEARS OlD. 
<DA: Nl•2'S-94--3> 

; 

4. Tou: managemm,tprogram RCOR!s. 

DESTROY WHENS YEARS 01A 
Syst,,m sud! as !he Virginia Pollution Discharge Elimination 

5. Pennita from any U. S. Sllllc Pollution DisclwJlC Elimination 
<DA: Nl-2!15-94--3> ' 

System (VPDES) and HRSD. 

E. !J,JlAN AIB Al:[ a&B!: Qtil,X} 

DESl1IOY WHEN 1 YEARS OU>. 
- including air soma: n,gistmtions and penniis; 
11.ecmds includecom:spondence CODceming all air pollulion 

IAtmlORITY: STA1E DEPARTMENT 
OF AIR POLLlmON CONTROL, 
VIRGINIA] 

•non-criteria• pollutants; io.specdons; notia:s of violation and 
com:ctive actions; and, general cmrespom!ence about air 

<DA: Nl-2!15-94--3>
n:sources. 

F. l!UPER.FUND AMENDMENTS ANI:! !Y!AUTHOR!2;ATIQN 
ACT{SAAA) 

DFSlllOY WHEN 3 YEARS OID. 
Community-Rigbl--to•Know acUvilios; inspections; BOlia:s of 
R=>nls include comopondencc concaning TI..- II Reports end 

[AUTHORITY: 40 CfRJ 
violation end aimctive actions; end, general conespondcm:e <DA: Nl-2'5-94--3> 

about storage of hazardous ma1eria!s. 

G. !:QMl'REHENSM:; ENVIRONMENTAL RESPONSI! 
QJ~l!AlJON Alm WB!IJD'. A!;I !@Cl.,Al 

RETIRE WHEN 5 YEARS OU>. 
activities including Pl'elimiruuy Assessments end Remedial 
11.ecmds iru:ludc correspondenc:e concerning contaminated sire 

DESI"ROY WHEN 10 YEARS 
investigation&lfeasibility studios; clean-up and rcmediaUon OU>. 

[AtmlORrlY: 40 O'RJactivities, site closure plans and activities; inspections; notice., of 
<DA: Nl-255-94-3>violation Bild com,clive actions; and, gcnmal correspondence 

aboutsudlaclivitios. 

H. ~TIQNALENVIRONMBNTALPOLICY ACT 

DESlllOY WHENS YEARS OID. ' 
environmental assessment issue,; including cnviromnontal 
Reconls inclmlecom,spondcnce concerning Federal 

IAlmlOIU1Y: COUNCIL ON 
assessments.. environmental analyses; eovimnmental impact ENVIRO.'i"MENTAL QUALITY (CEQ)) 

<DA: Nl=-94-3>stalt:illents; p=s "'1eases and public commcn!Son impm:t 
statemcuts, environmental considoration =mds; and gcnaal 
como<nnndence about such activities. 

NOl'BS: Only AFS aumben wilh delincd subjOCII 118 med. - RETBNTION - Far ilom■ mamd Peadi.agRllentian Appmwl, 
CODCICl)'Ollr Ceall:rRocatds Maaaprfilr lnlimlWlon and/orcp,esdou. 
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AFS# -

-

8800 

8810 

SUBJECT AREA OR RECORD TITLE 
ITEM DESCRIPTION OF RE~ORD SERIES 

43 I, SPECIAL AGREEMENTS 

Records iru:hule correspondence concerning special agreemenu 
or actions Paleral. Sta1c1 and local regulatory agencies including 
F«lcral Fm:ility Compliance Agreements (FFCA); C011SC11t 
agreements; interagency agreements; notiCC!ii ofnon-ccmpliance 
with such agreements; cmrcctive actions; and, general 
concsporulence about such activities. 

J, ROUTINE CORRESPONDENCE- B]l!VIROl'!MENTAI, 
ENGINEERING rLaRC QM,Yl 

Records include routine correspondence with other NASA centers 
Headquarters, and ,egulatmy agencies such as U.S. 
Environmenllll Prol<Clion Agency: State Water Control Boan!; 
Hampton Roads Sanitation Distric~ Virginia Department of 
Waste Management; F'ish and Wildlife; and, the V'IIJ!inia 
Department ofHealth. 

44 WIND TUNNEL FILES 

44 A. W!t!D TUNNEL EA!;;!l,ITY • R&D PROJECT (MSPC ONL)'l 

Records in this series are bislorical and experimenllll da1a liom 
wind lllnDcl tests run on a 14-inch Trisonic Wmd Tunnel and the 
H",gh Reynolds Number Wmd Tunnel. Tests wen: "force" test 
da1a with Iespcct to: (I) 14" dalaon mockmodcl sbulllc and (2) 
High Reynolds da1a on solid rocket booster motor. Data is 
submitla! end filed by the associala! tunnel used and t,st number 
for bath facilities. NOI'E: This is a CLOSED Series. Dalal: 
1970-1985-56c:u.ft. 

47 AGENCY SPACE FILES 

Rcamls relating ID the allocalion. utilizalion, and idease ofspace 
under agency conbol, and !dated reports to the General Services 
Administration. 

--A-.lln3Aano •'an files and idala! agency n,aml5 utili:r.cd in space 
planning, assignmen 

B. Building space utilizalinn rq,ort; annual reports ofspace 
utilization ofall building&, including numbers ofpeople, areas, 
and pmposes for which used {NASA Form 1400). 

C. Installation or facility records consisting of insti111tional housing 
,equiiemcnts; quarterly =I property inventoiy; and =I propaty 
summary reports, 

D. lnslallation =I property iovcntorics, trailer n:ports, and rcnllll of 
n,al property reports submitlcd by program olfices and/or 
installations 

RETENTION 
<Authority> 

DESTROY 7 YEARS AFJ'ER 
COMPU!TION OF EXISTING FEDERAL 
PAcn.ITIP.S COMPUANCE 
AGREEMENTwml EPA APPROVAL 
[AlmlORITY: FFCA] 
<DA: Nl-255JJ4--3> 

DESTROY WHEN 3 YEARS OID 
UNU'.SS OTHERWISE DICTATED OR 
SPECIFIED BY FEDERAL, STATE. OR 
LOCAL REGULATORY AGENCY 
WHICHEVER IS LONGER. 
<DA: Nl-255JJ4--3> 

REJ'IRE TO FRC UPON APPROVAL OF 
nus SCHEDULE. DESTROY L'I TIIE 
YEAR2()()5. 
[Supa,icdcsNl-255-!12 CJg] 
<DA: Nl-255JJ4--3> 

DESTROY 2 YEARS AFl'ER 
'JERMINATION OP ASSIGNMENT, OR 

• n • 0 E IS CANcm.LED, OR 
WHEN _____ ,nb 

(GRS 11-2•1 (N 18-3) 

DESTROY 2 YEARS AFl'ER DATE OP 
SUBMISSION TO HEADQUARTERS. 
<DA: Nl-255-94--3> 

DESTROY 2 YEARS AFl'ER DISPOSAL 
OFL'ISTAlLATIONORPACIUTY. 
<DA: Nl-255-94--3> 

llEl'AIN CURRENT AND PREVIOUS 
FISCAL YEAR REPORTS. DESTROY 
ALL OTHERS. 
<DA: Nl-255-94-3:> 

beainnina of NPR 1441 1 in the NASA On6ne Directives Information S""'"m INODISl for current version 

SUBJECT AREA OR RECORD TITLE RETENTION 
AFS# ITEM DESCRIPTION OF RECORD SERIES <Authority> 

8810 48 REAL PROPERTY FILES 

A. CONSTRUCTION PILES 

I. STUDIES 

Studies !dating ID =I property together with background 
popers showing inception, scope, and accomplishments. 
lntcnnaliate and pre-fmal, and space plans ofFederal 
structwos and engineering projects, Cut offdate is date of 
m:ord. 

(a) Selected studies that ;econsidCJCd unique in character. MAY REJ'IRETO FRC WHEN ID YEARS 
OlD OR WHEN NO LONGER NEEDED 
FOR REFERENCE. WHICHEVER IS 
SOONER. DESTROY WHEN 30 YEARS 
OID. 
<DA: Nl-255-00-1> (N 18-4) 

(b) Routine slndies of tempormy nature. IIEl'AIN FOR 3 YEARS, 11IIlN DESTROY 
WHEN NO LONGER NEEDED FOR 
REFERENCE OR WHEN 10 YEARS OID, 
WHICHEVER IS SOONER. 
<DA: Nl-255-00-1> 

(c) Records and files NOT included under llem 44 (Wind MAY REI1RETOFRCWHEN NO 
Tunnel F'w) ofthis schedule. LONGER NEEDED FOR 

ADMINISTRATIVEPURPOSF.S. 
DESTROY WHEN IS YEARS OLD. 
<DA: Nl-255-00-1> 

2 ACTUAL CONSTRUCTION 

Coostruction office files consisting ofdocuments n,lating to 
project ,equcSls, including approval, establishing funds, 
schedules of accomplisbments, progress, payments, and the 
finalization, intcnnedialc, and prefmal, final working. "as 
buih," shop, repair and alteralion, COIIIJllcl, and standanl 
drawings, project spccificalious, with associated doauncnts 
n,Jaling to their preparation ofFederal SlnldUres and 
engineering projecls. 

-- NOfE: The sub-il<ms below need to be separated by 
disposition before transfu to the PRC. 

---- -~Uniquebuildiogs/facilities,such as the Vertical "PERMANENT' 
ly.Suildl!!g ADJ; Pads A & B; Space Station IIEl'AIN ON-SITEFOR 3 YEARS AFl'ER 

Facility; etc. COi\lPLErJON OF CONSTR.UCl10N OR. 
llNTIL AFTER FINAL PAYMENT. MAY 

- TO FRC AFJ'ER 3 YEARS. 
··-·-- AFl'ER

COMPIBTIONOR FINAL~ 
<DA: Nl-255-00-1> 

(b) Routine office/lab buildings/facilities. IIEl'AIN ON-SITE FOR 3 YEARS AFl'ER 
COMPL!mON OFCONSTRIJCnON OR 
UNTIL AFl'ER FINALPAYME'iT. MAY 
REJ'IRE TO FRC AFl'ER 3 YEARS. 
DESTROY Wl11DN ONE YEAR AFJ'ER 
DEMOU110N OF STRUCTURE. 

NOl'BS: Only APS numbers with defined Nbjects m used, -Rlm!NTION - For ltoma mmbd Pending Retention Appa,val, NOTES: Only APS numbers with defined lllbjecll llB used. -Rlffl!l'mON -For liems marbd Pmdlng~on Appmval, 
contact your Cenlor Reconls Manager fi>r informallon and/or queollons. conw:t your c:em. Iloccmls Manager for infomullon and/or questions. 
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SUBJECT AREA OR RECORD TITLE 

AND Ncrr included in the official numhe!ed iDstaRalioo 
photo collection. 

RETENTION 
<Authority>DESCRIPTION OF RECORD SERIES 4W 

<DA: Nl-2S'i.00.1> 

3. PHOl'OSIVIDEO48 

Coostruclion photos tmu during the coustJUction process 
consisting of in-pmgreos, inllOrim, and final sbols ofa fiu:ility 

"PERMANENT" 
FU.E wrrn THE ACl1JAL 
CONSl"IUJCTION CASE FILE. Rl!TAIN 
ON-81Tl!FOR3 YEARS AFIER 
COMPLEl10N OI' CONSTRUCTION OJI. 

FINALPAYMBNT. MAY 

(b) Rouline office/lab buildings/facilities. 

cone,poDd= 
data; and real propmy 

2. Drawing$, com,spondence, n,pmlS, and all Olher documents 
maintained by installation of primary respoos!Dility mating ID 
design 1111d oonsuuclion offacilities, includlng maps, iayoulll, 
building plllllS, WlllU and drainage 5yslemS, allalllions, 
addilions, belmm-. 1111d xemavall made ID pmped¥ and all 
Olherpoltinelllmlimnalion. 

3. NASA Base Clperalion., Conllaclar Project Omlrol Boan! 
l'ilal 

(a) Approved, disapproval and caocelkd Approved Work 
Onler NUIDbea ht:ld by Iha eolllraCIOr for NASA. 
lleeonls in this gn,up include but me not limhm ID 
copies ofpropo.s,d Task Onlel5 and Boan! Minula. 

(b) All olllercopiesofn,a,als descnll<d io(a) abmlebeld in 
NASA Offu:es. Cutoff dale is dale ofJOCOrd. 

4. Worlt Audiorizalion Packages For Now or Modified 
Facilloesll<coldcar,yoflodividualfiles,CODlrolledby 
WorkAuthorizalioo Padcago (WAP). pertaining ID changes 
in coafiguntion ofphysical sllUclures, new or modiliod, 

RETIRB 10 YEARS. 
TRANSFllR TO NARA 8 
COMPIEl10N ORFINALPAYMENI". 
<DA: Nl-2S'i.OO.l> 
Rl!TAIN ON-SITl!R>R 3 YEARS AFIER 
COMPLETIO.'I Ol'CO.~IJCllON OR 
UNl1L AFIER FINAL PAYMENT. MAY 
Rl!TIRE TO FRC AFIER 3 YEARS. 
DESlROYwrrHIN ONEYEAll AF1Elt 
DEMOLmO.'IOl'STil.llCTURB. 
cDA:Nl-2.55.00.1> 

"PERMANENT" 
MAY 111!11RE10 FRC 2 YEARS AFIEll 
DISPOSALOl'INSTAU.ATION. 
TRANSFllR 10NARA 2S YEARS AFIER 
DISl'OSALOPINSTAU.ATIO.'I. 
<DA: Nl-255.00.I> ~ 18-2) 

MAY111!11REi'<l'PR~AFIER 
DISl'OSALOl'PRO . SFER 
10NARA2S YEARS AFTER DIS A!..., 
OP PROPllRlY. 
<DA: Nl-25S.oo.1> ~ 18-12) 

DESlROY 6 YEARS AND 3 Mo.'ffllS 
AFIER FINALPAYMENTOl'THE 
CONTRACT. 
<DA: Nl-255-00-1> 

Rl!TAIN RlR 3 YEARS. TIIEN DESTilOY 
WHEN NO LONGER NEEDED OR W11EN 
5 YEARS CIA WHICHEVER IS 
SOONER. 
<DA: Nl--255.m.l> 

NOTES: 0nJ;y APS lllllllbm 'lrilb delined mbjecll are IIIOd. - RBTl!N'I10N - For item mamd PendlAg RdealiOD Appmval, 
COIIIICtymrCalm lhaxdl M11111pr forinmnnllion aodlatcp,e61iom. 
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SUBJECT AREA OR RECORD TITLE RETENTION 
AI£! ITEM ~ESCRIPTION OF RECORD fil£RIES <Authoril? 

1111d ooiquo work B<tivilies DD assigned facililies, systems 
and equipment wilhin lhe CODlraCIUal CCSl/scope limil.s 
pmvided ID lheBase Operalioos ContracL (Series includes 
both NASA.,beld and CoJlllactor-beld Govemme111 owned 
ream!&.) Cut off dale for file is dale of WAP document lo 
file. 

(o) Appm..d WAPs.48 

(b) Disapproved and cancelled W Al's. 

C. !mOORIS 1.UiAL~PERTY 

Records consisting oftbe xeconl copies ofxeal prop,:ny ,eports to 
GSA; inventory ,eports ofjurisdictional status ofFodenl meas 
wilhin stale5; report of NASA IDlal facilities; report of NASA 
induslrial facilities; and report of in-house fiu:ilities. Cut olfdate 
is date of,eporL·----r--n:-- p•-

I. los1lllla1ion files (one ievisiooshouldbe 
maintainedinthchistorical ftleofui!"-··. ). 

2. NASA Headquarters copy. Cut olfdale is date or =on!. 

8814 BOUSE APPLICATION FILES"' 
A. Applications lbr, and certifu:ates ofeligibility li>r housing of 

essential emplo:,.,es, 1111d all related documenls. 

..~e-in,bousingmBUt:tS,such-BS--· 
n:nllll or pun:hase. 

8814 50 WALLOPS FLIGHT FACU:.ITY BASE HOUSING TENANT 
lll!CORDS. NASASJ BBTll 

PASR Reconls in this system o:omist ofhousing reollll agreements, m:onls or 

50 
- n:a,ipls 1111d - ofdmmilory occupaots. 

-
MAY Rm1llll 10 FRC WHEN 5 YEARS 
DID. DES1ROYWHEN20 YEARS OLD. 
<DA: Nl-255.00-1> 

DES11WY WHEN NO LONGER NEEDED 
OR WHEN 3 YEARS OLD. WHIOIEVER 
ISIATER. 
<DA: Ni-255-00-1> 

Rm1llll TO FRC WHEN NO LONGER 
NEEDED RlR REFERENCE. DESlROY 
WHEN 20 YEARS OU>. [HISTORY 
OFFICE MAY REl"AIN INDEFIN11cL Y 
FOR REl'EKENCE.J 
<DA: Nl-255-00-b 

'PERMANENT" 
Rm1llll ll)FRC UPON 
DISCOllTINUANCE OI' INSTAU.ATION 

~QIU:ACJLITY. TII.ANSFER TO NARA2S 
a___. ru.· a~JSCON'llNUANCE()f' 

INSTAU.ATJON OR 
<DA: Nl0 2S'i-OO-I> 

Rl!TAIN RlR 3 YEARS, 11IEN DESlROY 
WHEN OBSOLEI"E, SUPERSEDED, OR 
WHEN 10 YEARS OU>, WHICHEVER IS 
SOONER. 
<DA: Nl-25S.oo.l> 

1lllSTilOY 5 YEARS AFTER THE 
ISSUANCBOl'EA<ll CERIIFICATE. 
<DA: Nl-255-94-3> ~15-31) 

..DESIROY..\1111EN.1.XEA-- -
[GRS l-2ScJ 

DESlROY WHEN 30 YEARS OlD 
UNlESS AUTHORIZED BY ANOTHER \ 
SERIES IDl!NIIFlED wnHIN 11IESE 
SCHEDUUlS. 
<DA: Nl-255-94-3> f 

NOrl!S: Only APS numben with delim:d subjoclS an, 1111d. -REl'l!NTION -For l!oma IIWbd Pending Relmlioo Approval, 
caollel your Cmt,m Reconla MIDqcr for inli>nnlllioa aod/ar lpllSllom. 
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SUBJECT AREA OR RECORD TITLE RETENTION 
AFS# DESCRIPTION OF RECORD SERIES <Authority>r:mM.-

8814 51 WHITE SANDS TEST FACILITY FEDERAL HOUSING 
ADMINl!n'RA110N (FHA) ao,HOUSING PROGRAM· NASA 
'TJFHAP . PASII. Reamls in this system c:oosist ofWSTFCivil Sema: and comnu:lor 
pmonoel who haye applied for FHA 809 housing. Records contain 
pcnooal dala (i.e., name, addias, !Jome phone, age, ell:.), ,ealtor, 
mortgage, and omploynu:nt data. 

CERllFICATES A11E HELD FOR 5 
YEARS AFl'ER ISSUANCE AND 'JllEN 
DESlltOYED. INDEX CARDS AIIE 
RETAINED IN AGENCY SPACE UNrlL 
50 YEARS OU> AND 'JllEN 
DES1ROYED. 
<DA: Nl-255-94-3> 

811211 
8820 52 

Const.-aa ofFadlilles IC of Fl 
SHOP PLANNING AND LAYOUT FILES 

(RO below) 

Documeuts n:llectiog the layou~ loca!im, aod comparable dala ielaim, 
IO nwwfacturiag space, machioay, and equipmoot. 

DESTROY WHEN SUPERSEDED 
OBSoum!, Oil WHEN 10 YEARS OU> 
WHICHEVER IS U.TER. 
<DA: Nl-255-94-3> (N:111-10) 

8830 REPAIR AND UTILITY FJLFS' 

A. REPAIR 6fill lJTILrrY J,YQBK QRDllllli 

11...-s for ,epain md onJ,:,,,, including conesponderu:e, 
dmwinp, WOlkshecls, lllaodiog wml< orders, and all "'1""'1 
material:11. 
I. Office ofprimary _,..ibility. 

2. All oaher olflCCSlcopios (EXCLUDING flSCal). 

B. MAINTENANCE RECORDS 

I. J>oruments showing maintcoaoce perfimned and requim! OD 

syslems and pluots, including l't=tiye MIIUllcnmla, 
lmbw:tiDIIS (PM)) and Pn:mlliw: Mainlt:oaocc Aaion 
Requcsl5 (PMAR). 

(a) Paper. 

2. General Facilily Records (WSTFONLY) 

lu:conls contained in this series coasisls ofmaintenance, 
n:pair, and documootalioo oo powa- supply, ..-, gas, 
c,yogenia, and other related services for the support of the 
b:st slaDd facility. Included..., g,:oeral main""'811ce m:ords 
and oth<r biDs n:lmm ro lhe!e facililics. 

C. U11L1TY OPERATING LOG 

Logs showing operalioos ofutilities including temperatw,,, 
hlDDidiiy, - and oth,,r such n:adings, 

DESTROY WHEN 3 YEARS OU>. 
<DA: Nl-255-94-3> (N 18-16) 

DESlltOY O.'I COMPLETION OF WORK. 
<DA: Nl-255-94-3> 

DESTROY WHEN 3 YEARS OU>. 
<DA: Nl-255-94-3> (N 18-14) 

LONGER NEEDED. 
<DA: Nl-25S-94-3> 

DES11lOY RECORDS WHEN 3 YEARS 
OU>, Oil WHEN NO LONGER NEEDED. 
WIIIClll!VER JS SOONER. 
<DA: Nl-25S-!J0-4> 

DESTROY WHEN 3 YEAll5 OU> OR 
WHEN NO LONGER NEEDED. 
WHICHEVER JS SOONER. 

NOTES: Only AFS muobets widi defined subjects..., used, - RErENTION - For items marked Pending Relention Approval, 
contact your Center Rc:cmds Manager for infoonallon and/or questions. 
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All! 

8834 

8900 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTIONOFREmRDsERIESITEM 

56.5 

58 

LIFI'ING EQUIPMENT 

Ra:onls coocemiog desjp, inspection aod tmting, aod &enicing of 
lifting devia:s (cranes, hoists, eic.J and lilting equipmeotOoad-lilling 
hanlware llllaChed to lifting equipm,nl). 

A. DESIGN RECORDS 

IDduda moew and oppmval ofcom,guralion changes, 
certifu:atiDll packages, acceptan,:e inspeclioo, and leSl ra:wds, 
induding the msociatcd oonconfomumce and conective actions. 

B. PEJUQDI!;; !!)ISPECTIQB Alm ]lfil RECQ!U)S 

Rc:cmds of n:quiml periodic iospcctionllosting activities, 
inchuling associ""'1 oonconfurmance and ann:ctive m:1.ioo 
n:ports. Cutoff Is delo of inspection. 

c. SERVICING RECORDS 

Ra:onls documcnling malnlcmma, sad adjustment activilies 
performed for nrung equipment. Culolf date is dale ofserw:c 
activiiy. 

D. fflli:OPBRAJJON INSPECTIQB RECO!ID,'! 

Oux:kllsts of P'"""l'ention inspections cmopletod by opera!Otll 
prior ro dally operation of1he oqulpmcnL Curolf dale is dale of 
inspection. 

MEDICAL RECORDS. TEST SUBJECl'S 

Rc:cmds in dils series consist of m,dical m:onls ofb:st subjeell mulcr 
c:olllrlU:l 10 NASA which im:lude dccumontalion ofpbyoical ClUIIDS, 

diagnosis, lrealmcnl, and tc&ts given in onlcr for the individual ro 
participole as a "test" subject in R&D Pmj«t medical tests. 

RETENTION 
~uthority> 

<DA: Nl-255-'14-l> (N 18-IS) 

HANDLEASPERMANENTPENDJ.'\IG 
REl'ENTIOM APl'KOVAL 

HA,'IDLENJ PERMANl!NTPENDING 
REl'ENTIO,'\I APl'RDVAL 

HANDLE NJ PERMA.'iENT PENDING 
RETENTION APPROVAL. 

HANDLE NJ PERMANENT PENDING 
REIENIION Al'PROVAL 

DES11lOY 75 YEARS AF1ER BIRm 
DATECOOBt OR 60 YEARS AFTER 
DATE OI' EARIJEST DOCUMENT IN 
UIEFOLDER IPDOB CANNOT BE 
ASCERTAINED, OR 30 YEAll5 AFl'ER 
CONTRACT HAS BEEN 
COMPLEl'EDITERM'IED 
WHICHEVER JS U.TER. 
<DA: Nl-255-94-3> 

NOTES: Only AFS numbels widi defined subjects am used - RETENTION - For items mmed Pmding Relention Appmval, 
contact your Cenmr Rc:cmds Mmsger for iofonnatioo and/or questions. 
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CHAPTER 9. NRRS 9 

FINANCIAL MANAGEMENT AND INSPECTOR GENERAL RECORDS 

inthis ftle....,. consists of budg,:t maleriaJ n,quested.;.. 
.JI, includingllllllerial ~by !be Presidout's 

Call fur !be bud.Z'tlaoonls include, but are DOt limilal lo, lettas, 
fimm, exbi>ils (submltrai • :), and any Olberldlw,d 
finding aids ordocumentation • Ibis submission. i.e., 
0MB, Pl<sldenls Budget. JU&tification!luppott. • 
lludg,,t Support. Ole. 

A. Original mxml set maintained ll NASA Headquarlenl by 
CodeB 
(Ibis set starts OCIObor l. 1958 and continuos to PJeseol) 

. . 
TRANSFER WIIEN3S 
YEARS OLD. 

B. Ccn!cr working malerials/backglOund files and doanncnlalion 
developed byother mganizalia!lal U11W1 and as submitrai to 
Ibo Comptmllers Office. 

C. All olboroffic:es/copim. 

isllt1o...,vwi<·~~ SJ!lb:111 wbichn,sid,cs at NASA 
, to GAO/Treasury standanls fur 

' • , This UI Ill OD·line 

to all NASA Centas. 

A. 

~ 

B. ~ 

c. All OJ'Hl!ROFFICESICOPIES 

<DA:Nl-255-94--2> ...__, 

llEl'IRE TO FRC WHEN l YEAllll OLD. 
DliS'lllOY WHEN 30 YEAllll OLD. 
<DA: Nl-355-2> 

DESllUlY WHEN SUPERSEDED, NO 
lDNGER. NEEDED, OR WHEN 5 YEARS 
OLD, WlllCHl!VER IS SOO.'lllR. 
<DA: Nl-255-94-2> 

Dl!IEIFll>ESTROYWIIEN oesou:ra 
ORSUPERSEDED OR WHEN 5 YEARS 

DESlROY WHEN NO lDNGER 
NEEIJEDOII. WHEN 3 YEARS OLD. 
<DA: Nl-355-94--2> 

NOTES: Oaly APS nlllllbm wldt de&DCd Nbjocls 1111 UIIIIL - ltl!T.BlfflON -For Items lllllbd PendlnlJlommion Appmval, 
COlllact yourCelllora-all Mmager i,r tnfomllllon lllld/ar quesdonL 
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9000 4 R&D PROGRAM/PROJECT STATUS REPORTS (l'SR) 
COST/SCHEDULES 

Documents mlaw,g to cost pmjoclkms furn:soan:h and 
devolopmool pmjCCIS, including lnlimnalion about program 
objecti>a in 1mm1 ofpmjCCIS, Wb, 1ta1US, and lime pl1asing for 
devdopm.elll, and fimds requin,d. Twoso files include sdiedules and 
di=tly mlllal forecast and actual COlll5. 

A. ~ (Level 2 Manager) 

B. 

-

. 
REl'IRETOFRC I YEAR. APlER 
COMPLETION OF nlEPROIECI'. 
DFSlllOY I0YEA!lll APlER 
COMPIEitON OF PROJECT. 
<DA: Nl-255-94--2> (N24--3) 

•Pl!RMANENT. 
--WHEN 4 YEAll.S OLD. 

TRANSFER TO 
YEAll.S OLD. 
<DA: Nl-255-2> 

Comptrollors Office) 

C. All QrHER OFFICES/COPIES DBS'IROY WHEN NO LONGER. 
NllElll!D R>R REFERENCE OR WHEN 
S YEARS OlDWHICHEVER IS LA'IE;R-
dlA: Nl-355-94--2> 

- FUNDFJLES 

~ 
and DBS'IROYWBEN 3 YEARS OU). 

dopa& gappropnat -
a:nificares ofdeposit, olbor than !hose =cmls coveml by 

[GRS64] (N2--S,Nl-4I)~--Item 1 orlhiB •dicdulo. 

B. ~ 

Recmds milling to monies obtained to pay fur expenses 
incum:d in conjuncoon wilb special gur:st. or monies li'om 
sponsoisofpmgrams lbat could not be mumc:d. Includes tho 
"AdminislJalm'sFund", "Activity Fund", "Special Fund", and 
all o1bor non-appmprialcd fund aotivitics. 

llEl'IRE TO FRC I YEAR. AFl1lR1llE 
CLOSE OP nmFISCAL YEAR. TO 
WHICH nlERECORDS PfXI'AIN. 
DES'IROY 6 YEARS APlER1llE 
ClDSEOl'nlEFISCAL YEAR. TO 
WHICHJtB:ORl>SPERTAIN. 
<DA: Nl-255-!14-2> 

9050 4i NASA EXCHANGE- PERSONNEL, PAYROLL, AND 
J!INANCIAL RECOKDS 

A. ~ 

Recmds in Ibis scril:scolllim orn:g;m,r =oipla, bank 
dcposilslips,~tapes. cam:ellcd cha:b, bank 
""""11a11S,lodgers, ""'· 

Rm'AIN ON-Srra AT Rl!SPECl1VE 
INSTAUATION. DESTIWY WHEN 5 
YEAllll OIJl. 
<DA: Nl-355-94-2> 

NOTES: °"1Y Al'S IIIIDlbera wllhde&DICI oubjccc. arell&Cd. -Rlm!NTION -For ltems11181bd ""'1dingRmnlion Appsoval, 
COllllCI your Cal1or llacoab Manqll' lior infonlllllon and/or queations. 
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6 B. CORRESPONDEtiCE!:!!.llli - GFl\1ERAL .. 
Files include adviso,y notices such as mercbandise end 
sundry notices, mxmls documenting overall administtalion of 
die w:bango, geneml correspondence, custmner oomplaints, . sa:urity m:ords and ropollS pertaining ID the exchang,,_ 

C. :!IOCK FIL§ l!:!QQD~ RECEIVED 

I. GOODS: Rmlnls relating ID the receipt of men:handise, 
including copies of reports of goods =eived, shipping 
doc;uments, tracer inquiries, merchandise follow-up 
n:quesls, and olher docwnenlB waled ID 
shipmenm.'mllow-
up ofmerclumdise. 

2. STOCK: Ra:ords used by management for !he conlrol 
and pmcuremenl of merchandise at wan:house and on lhe 
sales Door, including unit mcn:handise n:cords, stock 
n:aml canls, n,plenisluru:nt can!.,, n:conler n:conls, and ---\ 

D. EXCHANG§~R!:lli ON INDll!!DUAlS -NASA I!! 
X!!.QI 

PASR 
I. Rcccmh oonlained in 1his system oonsist of pn:sen1 and 
former employees o( and applicant, for employment with, 
NASA Exchanges, Recn:alional Associations, and 
Emplo_yea' Clubs at NASA Cen1e111. Individuals with 
active loans or charge accounts at one or more ofthe 
several orgmizations. Ra:ords contain Exchange 
emploY=5' pc:rSOllllcl and payroll n:cords, including inju,y 
claims, unemployment claims, biographical data, 
performance evaluations, annual and sick leave n:conls, 
and all other employee reconls. Credit mxmls on NASA 
employees with active acoounts. 

2. Gcnmal meeting minuies ofactivities associaled wilh the 
Employees Excheuge. 

PASR E. JOHNSON SPACE CENTER {JSCl EXCHANGE 
M;IIVITIES - IW!A 72 XQffl 

RmiRls in this syst= consist ofemployees and pasl 
employees of the JSC Exchange Oper.,tions, applicant, under 
the JSC Exchange Scholmsbip Progr,un, and JSC employees 
or JSC conbaclor employees participating in sports or special 
activities sponsored by the Exchang,,. Rcoonls include a 
variety ofdata relating ID pcrsonncl aclions and 
determlnalions made about on individual while employed by 
lhe NASA JSC EJ<chonge. 'lbcse n:conls cODlain information 
about an individual relating ID birth date, social security 
number, home address, phone number, marllal s1a1us, 
n:ferences, veteran preference, and olher information relating 
ID the status of!he individual. Scholanhin information is 

RETAIN ON-snE. OOSTROY WHEN 4 
YEARSOID. 
<DA: Nl-255-94-2> 

DESTROY WHEN 2 YEARS OID. 
<DA: Nl-255-94-2> 

DESTROY WHEN 2 YEARS OID. 
<DA: Nl-255-94-2> 

DESTROY WHENS YEARS OID. 
<DA: Nl-255-94-2> 

DESTROY 6 MONllfS AFTER 
ELEC"l1ONORINl'l1ATIONOFNEW 
COMMITJ'EE MEMBERSHIP OR WHEN 
3 YEARS OID. WHICHEVER OCCURS 
FIRST. 
<DA: Nl-255-94-2> 

EMPLOYEE RECORDS OF JSC 
EXCHANGE OPERATIONS. 
PERSONNEL RECORDS ARE 
RETAINED INllEFINITELY IN 
AGeilCY SPACE TO SA'llSFY 
PAYROU., REEMPLOYMENT, 
UNEMPLOYMENT COMPENSATION, 
TAX. AND EMPLOYEE RETIREMENT 
PURPOSES. FOR SUCCllSSFUL 
APPUCANIS UNDER TIIEJSC 
EXCHANGE SCHOLARSHIP 
PROGRAM, RECORDS ARE 
MAINTAINED UN'J'll..COMPLETION 
OF AWARDED SCHOLARSHIP AND 

NOfES: Only AFS numbers with defined subjCCl:i are used. - RETENTION - For items mmked Peoding Retention Approval, 
contact your Cen1cr Reconls Manager for inlimnation and/or questions. 
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supplied by individuals who have applied end includes data 
DD eduClllion, financial background, and other rclaled 
infonnation. 

9090 7 REIMBURSABLE AGREEMENTS -FINANCIAL 

A. !ill!!}BLINBS Am,ICA!!I.!l IQ REIMB!.!RSA!!L!l 
AGREEM!!Nl'S 

Rq,mts. correspondence, worlcing files end 01ht:r 
documentation requiml on file ID support n:imbmsable 
activilies. 

B. BENEFn'OR !:!!.llli 

Includes original aulhorilics for n:imbwsable funding for 
n:sidenl agencies. 

C. OCCUPANCY rssc ONLY) 

Includes stalling levels, space allocation, 111ility oasis, bwden 
analyses and all pertinent infonuation used in occupancy rate 
development at SSC. Rmirds include oa:upaocy rate 
clevclopment data; quarterly detail n,ports; and, SSC 
Personnel SIROngth Reports (including historical data). 

D. WORK PERFORMANCE AGREEMENTS {JSC ONLX) 

Rcoonls include agieemeno; between JSC end olher 
government or non-goveroment agencies (lhc customer) 
whe,cl,y JSC performs worlr. pn:scribcd in the agn:c:mc:nt and 
JSC is mmburscd fi>r lhc cost of lhc wmk by the customer. 
These agn:c:mc:n1s are usually I ID 3 ycm in duration. 

I. Office of primary responsibility. 

2. All other officcs/oopics. 

E. AIL OTHl!R OFFICESICOPIES OF THE ABO:lrn 
!UlCORDS C7l'Hl!R. THAN' TH!! OPR 

ARE TIIEN DESTIIOYED. RECORDS 
PERTAINING TO UNSUCCESSFUL 
APPUCANJ'S ARERlmlRNEDTOTIIE 
INDIVIDUAL. FOR PARTICIPANrS IN 
SOCIAL OR SPOKl'S ACTIVJ1'IFS, 
RECORDS ARE MAINl"AINED FOR 
STATED PARTICIPATION PERIOD 
AND ARE TJIEN DESTIIOYED. 
RECORDS CANNOT BE RETIRED TO 
ANFRC. 
<DA: Nl-255-94-2> 

RETAIN ON-SITE UNTlLREFERENCE 
VAUJECl!ASF.S; TIIEN DESTROY. 
<DA: Nl.:ZSS-94-2> 

DESTROY 6 YEARS AND 3 MONll!S 
AFTERFINALPAYME!ff. 
<DA: Nl-255-94-2> 

TIIF.SERECORDS ARE UNIQUE TO 
SSC AND WllL BE MAINl"AINED IN 
SSCSPACEFORI0YEARS. REI1RE 
TO FRC WHEN 10 YEARS OU>. 
DESTROY WHEN 20 YEARS OID. 
<DA: Nl.:ZSS-94-2> 

TRANSFER TO FRC WHEN 10 YEARS 
OID. DF.SlllOY WHEN 20 YEARS 
OlD. 
<DA: Nl-255-94-2> 

DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE OR WHEN 
S YEARS OID. WHICHEVER IS 
SOONER. 
<DA: Nl-255-94-2> 

DESTIIOY WHEN NO LONGER 
NEEDED OR WHEN 3 YEARS OID, 
WHICHEVER IS SOONER. 
<DA: Nl-255-94-2> 

NOfES: Only AFS numbers with defined subjCCl:i are used. - RErENTION -For irems matked Pending Retention Approval, 
oontact your Cenw Reamls Manager for infonnation and/or questions. 
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9100 APPORTIONMENT SCHEDULES -AGENCYWIDE 
CODING S'lltUCl'URE ALSO SEE SCHEDULE 7 

8 

A. Apportionmc:nt and~ schedules 
proposing quam:dy obligations under each aulhorizod 
appropriation. Research and Development; Spaa: Fligbt and 
Data Conummicalioos; Consttuction of Facilim:s; .Rescan:h 
andl'rogramMausgement; and, 1be lnspoctor<l=leral 

I. HEADQUARTERS (CODB B ONLY) 

cn,,,s.,.,. m:onls seat ro 0MB and Tnaswy whidl show RETIRE TO FRC 3 YEARS AFTER 
!be division of funding by ptajecl/pmgram.) FISCAL YEAR. 5 YEARS FOR NO 

\'EAR APPROPRIATIONS. DES'lltOY 
WHEN NO LOi"roER. NEEDED OR 
WHEN 20 YEARS OID, WlllCIIEYER IS 
SOONER. 
<DA: Nl-255-94-2> (N7-2) 

DESTROY 2 YEARS AFTER lHE~ 

ioiiiis-ii· ··-
ft ACCOUNTING RECORDS - i--.... 

A. •~o•-=ING GBNl!RAL 
r, '"' 

DES'lltOY WHEN 2 YEARS OID. 
rospoosible fur e.penditules ecaJUDtiDg, pert,lining IO their 
inb:mal operations and adminisualion. ~~ 
Correspondence or subject illm maintained by 

B. CO,U REDUCTION 

llepom, com:spondom:e, working papen;, and other 
suppmtlng doc:uml:ntalion n,qum:d to be OD file. 

RETIRE 1U FRC 4 YEARS Al'l'ER 
CI.OSEOFFISCAL YEAll IN WlffCH 
RllCORDS WERB CREA'IED. 
DESTROY 6 YEARS AFTER SUIIJF.CT 
FISCAL YEAR. 
<l>A: Nl.:!'15-94-2> (Nl-18) 

I. HeadquUla5. 

Rl!l1IIE TO FRC 3 YEARS Al'l'ER 
CI.OSEOFFISCALYEAR IN WIDCH 
RB'.XIRDS WERE CREA'IED. 
DES'lltOY S YEARS AFTER SllBIOCT 
FISCAL YEAR. 
<DA: Nl-255-94-2> 

2.Cenms. 

9210 SIGNATURE AUTHORITY FILES10 

Ra:onls amsist orsignmn lllllhmitios fur mim:llam:owi DffiTROY UPON SEPARATION, 
adminislnlive m=mds 1iibich include, but are DOI. limi1l!d ID, Diner's TRANSFER, OR 'IEIMINATION OF 
Club authorizations; lq>lll1S of mail; oulbarily for spocilied AU11IORIZED EMPlDYEE OR WHEN 5 
employees lo a:rtify funds, etc. YEARS OlD, WHICHEVER IS SOONER. 

<DA: Nl-255-94-2> 

-· ~"- GENERAL LEDGER-ACCOUNTING---- -
A. JlTV"!1'1)Q 

Ledgers sbowiogdebi!. andcroditenlries; ~-
expenditures in summuy (balaoa:d receipts). 

DliSTROY 6 YEARS AND 3 MONTHS 
i-m'l!Ra.osEOl'lHEFISCAL YEAR 

B. TRIAL BALANCE LEDGERS 

Monthly coosolldaled linao<ial n,parts supporu,d by IIDliyses 
reports Bl Iba appropJialion, fund, orother levd, coveringaD 
NASA assets. liabUities, lilDds, equity,"""""'°"• and costs. 
The amsolidllbOd Agooc)'-wide report isbased oo and 
includes tho lrial balance and n:IBlal lq>lll1S submlnod by 
c;u:b NASA Centc:r. 

I. ORIGINALRBCORDS (CODE B ONLY) 

(a) Annual September Report. 

(b) Monthly n:polU (ot!M:r lhan Sep"'1Dber). 

2. All otherofliceolcopies ofthe above ,epons (including 
copies maintained al NASA Centm). 

~ 

REIIRElUFRC WHEN NO LONGER 
NEEDED RlR.REFEIIENCEOR WHEN 
5 YEARS OLD. DESTROY WHEN ID 
YEARSOID. 
<DA: Nl-255-94-2> (N3-6) 

REI1RE 1U FRC 2 YEARS AFTER 
FISCAL YEAR INVOLVED. DESTROY 
10 YEARS AFTER SIJBIECI' FISCAL 
Yl!AR. 
<DA: Nl-255-94-2> 

DES'lltOY AS SOON AS ACTIVE 
REFERENCE VAUJE CEASES OR 
WHEN 3 YEARS OID WIUCHEYER IS 
SOONER. 
<DA: Nl-255-94-2> 

9300 14 FINANCIAL STATUS REPORTS 

A. MON'lliLY i;;Q!J!:19!,IDATED - AGENCYWIDB 
This is a monthly comolicwod -wid• financial ,q,ort 
ofcommitments, obligalicms, costs, dishum:mon!S, and 
,aowa, authorizations, COIISisting of11 ..,Jumm, organiml 
gonorally by program activity. The li>Uowing lilt oflepolll 
are considered a part ofthis series, butis - all inclusive: 

Highlight Report; Baima,ofPayments Report; Medical 
Report; &port andCousu11an1Repan; SBDSA-Eol. 
Dislribution ofSola:lal 11CC011111S. 

1. HBADQUAIIT.ERS - OFFICIAL RBCORD: 

(a) Monlllly issuos of Volume!, Summmy ofData fur 
Adminislrallve ()po,aliouJ, Reoearch and 
Dev<!opmont, and Construction ofFacililies 
Funding: and Volwor:6,Pmja:t.andPrognm Year 
Summary by Pmgnm Office and by Conim. 

REIIRETO FRC AFl'ER TIIECI.OSB 
OFlHEFISCAL \'EAR TO WHICH 1llE 
RllCORDSPERTAIN. DES'lltOYWHEN 
10 YEARS OID. 
<l>A: Nl-255-94-2:> (N3-4) 

NOTES: Only AFS numbcrll with dcfillod lllbjcola '""um - RBTl!NTION - For ili:ma mamd Peadlag Releadan Appmval, NOTBS: Only APS IIWllbell w111t deftud subjccla 1111 used. - RBl'BNTION - Far ileml mamd Ponding ROll:lllloo AJ.IPIDYII, 
....-yourc...ierReconll Manager liJr iDJimnatio111Ddlo: ~ns. c:ontactyour CcmcrReocmls -- for lllfillmallon and/or ~m. 

~s 9-li 
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(b) Monthly issues ofall othcr rolumes ofthe report 
printed.... 

2.. All other copies oflhe reports in Program Offices, NASA -
Centets, or Olher office,;. 

B. CONTRAQ:l! j),!fil !,RANTS ~RT~ - [Ian/Ji 
SEE ALSO ITEM 19, SCHEDULE 7 

R<:con1s in Ibis categmy consist of a consolidab:d agencywidc 
report of financial 1111d statistical data covering NASA 
conlJacls, gnmts, 1111d intra-Govemmental purchase n:quc.,ts. 

I. Hl!ADQUAIITERS - OFFICIAL RECORD: 

(a) Annual September Issue: (Following Formats) 
E-3; E-5A; E-7; E-8; E-9; 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) Issuca of fmmats listed in (a) above, other than 
September. 

2.. All other copies or the reports in Program Offices, NASA 
Centers. m other offices. 

9600 CERTIFICATES OF SETTLEMENT FILES 

Copica ofcortificaleS and set~c:ment of accounts ofaccountahlc 
olliceis, slalemenls ofdiffamices, md ielalal ff:COrds. 

1cates cow:ring closed acaJUDt sctllemCDbi, 
pp tal scttlmncnts, and final balance 

settlements. 

B. Certificates co.mag period sc:ulemeuts. 

C. Scbodulcs ofccrtifu:alcs ofsclllcmcnt ofclaims acttlcd by lhe 
GeIJcral Acalunting Office. 

RETIRE TO fRC AFrnR THECIDSE 
OF THE FISCAL YEAR TO WlfiCII THE 
RECORDS PERTAIN. DES11tOY S 
YEARS AFrnR SUBJECT FISCAL 
YEAR. 
<DA: Nl-255-94-2> 

DESTI!.OY WHEN ACTIVE REFERENCE 
VALUE CEASES OR WHEN 3 YEARS 
OID, WHICHEVER IS SOONER. 
<DA: Nl-255-94-2> 

RETIRE TO fRC 1 YEAR AFrnR 
CIDSEOFFISCAL YEAR10WHICII 
RECORDS PERTAIN. DESTI!.OY 10 
YEARS AFrnR SUBJECT FISCAL 
YEAR. 
<DA: Nl-255--94--2> (N3-S,N7-9) 

DESTI!.OY MONTIILY ISSUES AFrnR 
!IO DAYS; O'l1IER ISSUES AFlcll THE 
CURRENT REPORT IS PRODUCED. 
<DA: Nl-255-94-2> 

DESTROY WHEN ACTIVE REFERENCE 
VALUE CEASES OR WHEN 3 YEARS 
OW. WHICHEVER IS SOONER. 
<DA: Nl-255-94-2> 

DESTROY 2 YEARS AFIER DATilOF 
SEITLEMl!NT. 
(GRS6-3a] (N2-3, N 2-4) 

SUBSEQUENT 
CERTIFICAu,o 
ARERECEIVED. ~ 
(GRS6-3b] 

DESTROY 2 YEARS AFrER DAlll OF 
SE.Til.EMENT. 
<DA: Nl-255-94-2> 

NOl'BS: Only AFS numben with defined subjecll 1111 used. - REl'BNTION - Pm Items marked Pendins Relelltion App,oval, 
COlll"'I your Cenler Recanls Mm,agcr for information and/or quulioas. 
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9630 19 NONCOMMERCIAL REIMBURSABLE 
TRAVEIJPASSENGER FILES 

Records and copies of records relating lo reimbmsing individuals, 
such as travel orders, per diem vouc:lu:rs, and all other supporting 
documoots relating ID official b:avol by officers, employees, 
dependents, or others authorized by law to travel. 

C. AIL OTHER OFFICFJCOPIES 

D. UNUSED TICKET REDEMPrION FORMS such as SF 
11701 or other miscellaneous travel documentation. 

TRAVEL AND TRANSPORTATION FILES-GENERAL 

-A-~tinc administrative records including con-espondence, 
~-records pertaining ID commemal md 
noncomme~~l and tr~sponation., and freight 
functions, not co~~- schedule or 

DESTROY WHEN 6 YEARS OID. 
[GRS !'-la] (N 22-1, N 22-2) 

DESTROY WHEN FUNDS ARE 
OBLIGATED. 

Schedule 6. 

B. Accountahilily rcconls documenting lhe issue or receipt of 
accountahle documents. 

C. Cn:dil cmd files md documonlalion ,how issuance by 
commercial organizaliom for rci&suc to agency personnel for 
lheir use while on official ua.vel duty; receipts, regislers, or 
other relab:d documents. 

9791 22 IMPREST FUND 

Recanls in Ibis series include but are not limited ID lhe following 
types: 

Acknowlodgementoflesponsibili!J forms for cashiOJs; Release of 
n:sponsibilicy; lmp,est Fund Alarm Sysl<m; Roqucst ID Increase 
Imprest Fund AdYIIDCC; and, Audit of lmpmst Funds. 

I 

DESTROY WHEN NOIDNGER 
NEEDED OR WHEN 3 YEARS OID, 
WIUCHEVER IS SOONER. 
<DA: Nl-ZSS--94--2> 

DESTROY 3 YEARS AFIER 1llE YEAR 
IN WHICll 1llE TRANSACTION IS 
COMPIEl"ED. 
(GRS!'-lo] 

DESTROY WHEN 2 YEARS OID. 
[GRS 9-4aJ 

DESTROY CREDIT CARDS AND 
RELATED PAPERS UPON RECEIPTOF 
Nl!W CREDIT CARDS. 
<DA: Nl-ZSS-94--2> 

DESTROY UPON SEPARATION, 
TRANSFER, OR "IEIMINATION OF 
AIITIIORIZED EMPIDYEE, OR WHEN 
5 YEARS OLD. WlllCHEVl:R IS 
SOONER. 
<DA: Nl-255-94-2> 

NOl'BS: Only APS numbers with de&ned subjects an, used. - REl'ENTION - Far l!ans marked Pmdins R"""'1lon App,owl, 
contact your Center Reccmls Manager ror illl'Omillion IJld/or qw,stlono. 
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0 INSPECfOR GENERAL RECORDS * 
9800-
!1999 

INSPECTOR GENERAL Fil.ES-AUDITS AND 
INVESTIGATIONS 

(seebelow) 

!1800 ln-.,tions Prnoram (see below) 

9800 

Fonnedy 
AFSmo 
lnNPR 
144UC 

26 

m 

SEMIANNUAL IIF.PORTTO CONGRESS 

R,,pmts prepared by thestaturmyOIG'• and &0bmiued to the 
Coogn,ss, and wodcing papeni. The repons summarize the activitim 
of the OIG li>r the 6-mondl periods ending March 31 and Seplmlber 
30. For delails on the composition oftbese repoll&, see Section S, 
Public law 9s..152, as amended by S U.S.C. Appeedix. 

QNLVI~ •PERMANENT• 
CLOSEFILE UPON "IRANSMISSION 1U 

IN ~ 
ux: ·-

<DA: Nl-255-00,b 

DESTROY WHEN NO LONGER 
NEEDED. 
<DA: Nl-255-00-l> 

DESTROY WHEN NOIDNGER 
NEEDED. 
<DA: Nl-255-00-l> 

DESTROY/DEUlTE AFTER THE 

~ 

B. WORKING AND BACKGRO!lfill fAPBRS 

C. Alb OTHER QJ:BCFSICOPIES 

COPIES-· 
Ra:onls thatan:cn:aledon eloctnmic mail and ··--
pmcessing •yst,ms and used &0lcly to gcru:rarc a 
IOCOldkeepingcopyofthem:mds. 

n="KElll'ING a>PY HAS BEEN 
Pit 
<DA: Nl-255-00-3> ' 

9800 27 INDEXES TO CASE FILES 

Fomwly Used a., rcfemlces to O!Gcase files. 
DESTROY WITH REIATEDRECORDS 
OR WHEN NOIDNGER NEEDED 

AF'S!l!llO WHICHEVER IS 500.'IEIL 
IDNPR <DA: Nl-255-00-l> 

1441.lC 

9810 23 

PASR 

INSPECTOR GENERAL INVESTIGATIONS CASE FILD • 
NASAIOIGIC 

A. AGENCY PROGRAMS/OPERATIONS 

Case files dewlopcd dwing in\'Oliligalion& oflmown or 
alleged mmd and abuse and inegularifies and violations of 
laws and ,:egulations, mismanagement. gros• WIISle of fund&, 
abuse of lllllhmity, or a subSlalllial and specific danger to the 
public heallh and aafi:ty. Also included are inwaligalive filea 
relating to a variety ofadminisllative malle1s such as polmllial 
or actoal tort clainu, for and against the Govemmeot and 
management and program IIIUdics. C&Ses n:late to agency 
per&0noel and programs and operations lldministered or 
lilUIDCed by lhe Agency, including CODIIIICIDrS and others 
having a relationship with the Agency. 1bis includes 
investigalive files xelaling to emplo_yee and hotline· 
c:omplainlS, and other miscellaneous complaint liles. Files 
consist of investigative reports and related doc:umonts, sw:b as 
com,spondence, notes, attacbmenls, and wod<ing papeIS. 

Note: A file is not closed until all judicial and administrative 
m:nues and oansideraliona have been finally ~ 

oxhausted. 
23 DESTROY WHEN 5 YEARS OID. 

an in.~gative nature but do not relate to a specific 
1. Files containing infonnation or allegations which are of 

<DA: Nl-255-00-3> 

investigalion. They include anonymous or vague .allegations not warranting an inw:stigalion, malle1s 
xefi,m,d to constilllenlS or other agencies for bandling, and 
support files providing gonc,,u infonnatinn which may 
prove uselul in lnsp<ctor General lnvestigationa. Cutoff 
annually. 

DESTROY 10 YEARS AFTER CASE IS 
employees. 

2. Case files dewlopcd during inllernal investigations of OIG 
CLOSED OR AFTER n!EEMPLOYEE"S 
SEPARATION, WHICIIEYERIS 
IDNGER. 
<DA: Nl-255-00-l> 

PLACEININACTIVEFIUlS WHEN 
unusually significant fin: documenting major violation& of 

3. All other investigative case files except those that are 
CASE IS CIDSED. ClDSE INACTIVE 

criminal law or ethical &landuds by Agency official& or FILE AT END OFFISCAL YEAR. 
DESTROY 10 YEARS AFTER FILE IS others. '<U>SED. 
<DA: Nl-255-00-3> 

4. Significant case files, becanse lhe caae attral:IS n.atioaai 
media attention, reaulls in a Congressional investigation, 
or resul!S in snbstanti>ecbange in Agency policy or 
procedun,s. ~!es include the-Challenger and Hobble 
investigations. Significant cases will be aelected by the 
NASA Office oflmpccto< General based on the criteria 
listed in this item. 

'i'ERMANENT"(a) 'Uli&l,,Ull.--'.&&11'>' ·-·-· \ 
DocmnonlS are aerialized and maintained in official 
investigalion and 11&cd to demnp lhe final n,patt. 

AFTER FILE IS CIDSED. 

cascfolden. <DA: Nl-255-00-3> 

DESTROY 10 YEARS AFTER FILE IS 
mallerials collected dwing lhe investigation but not 

(b) Bm:kground files, notes, duplicale copies, and other 
CLOSED. 

incmporaled into the official case file and not used to <DA: Nl-255-00-l> 

develop lhe final n,port. 

DESTROY/DEUlTEAFIER nlE 
: IV"o'DV UACI BEEN 

that are created on electronic • 
mail and wotd proce&&ing systems - - so-s -
genen,t,, a xecordlooeping copy of the n,coxds. PRODUCED. 

<DA: Nl-255-00-3> 

NOl'BS: Only AFS numbers with dofincd lllbj- are med. - REI'l!NI'ION -Far ltomsmmbd PendlqRetenllml Appmval, NOTl!S: Only AFS numbers with de&ned subj""11 1111 med. - REI'ENTION - Far ilcnl llllllbd Pendlq Rllenli<m Appmvai. 
CUDllll:I yanr Cenllerlls:ords Mauger fir inbmallon anJllor qumdona. CUDIICI your Ceo.la lls:ords Manager lbr inlimaalion anJl/a, 411"'tiaDL 

!1-9 9-10 
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~ 

. 

24 POUCY AND PROCEDUBE FILES- HQ ONLY 

Reconb defining and documeoting the policies n,qulred for 
dim:ting, conrrolling, and cm_ying out OIG opcrlllioos. Also 
m:olda Oil plaooiog and demoping OIG pollcios and procedures, 
Records can consist ofmanual, haodboob, din:diw:s, md working 
papen. Additional rcf=oce iii found in NPR 1200.1, Maoagemmt 
Co111roi Audit Liaisoo, and Audit Follow-up. 

·-
Ooe """'111 copy ofeach ifnot included in the Agency-. 
pc:nnanent •et ofmasl8r dm:clives files or the """'111 5<l of 
publicalioos. 

B. WORKING PAPERS AW;! l!ACKGRQJ.!!SllMATERIALS 

c. AIL Oflll!R OFFICES/COm!:i 

n "'--•~- ,..,.,PIES 

Reamls that arecrealedoo 
processing oystems and used oolely lo geo,,rale a 
ieco,dla:epingcopyof the m:onlo. 

INSPECTIONS AND ASSESSMENTS FILES 9890 24.5 

Case files of inspections md ..,.........ofAypicy programs. 
operaliooo, procedures, and thool:n:laling ID C011b31:tOrS and 
gran1<e$. Files comilt ofn:ports. oorrespoodeoce, memoranda, and 
documentation. 

A. QFFICECONDUCTING REVll!W 

B. ORGANIZATION BEING REVIEWED 

24.5 c. ALL OTHER QFFICECOPIES 

D. SIONIFJCANT CASE FILES 

1bc case attncts national media attcntioo, results in a 
Coogi,:ssional inmadg,tion. or results in substantive chlnge 
in Agen,:-j policy or procedmcs. Significant ease, will be 
"'1ecccd by the NASA OfliceofInspecto, General bued on 
the criteria lilit<d in lhili i"""-

•PERMANENT• 
Cl.OSESEr OF DIREC'llVES OR 
---·- --NSWllllNS~ 
OROB---·-
IN 5 YEAR BLOCKS WHEN 10~ 
OU). 

<DA: Nl-255-00-3> 

DES11lOY WH1iN NO LONGER 
NEEDED. 
<DA: Nl-255-00-3> 

DESTROY WHEN NO LONGER 
NEEDED. 
<DA: Nl-255-00-3> 

DFSI11.0Y/DEIEl'E AF1ER "IllE 
----KEEPING COPY HAS BEEN 
PRQD___ 

<DA: Nl-255-00-3> 

CIDSE FILE AT ENl> OF FISCAL YEAR 
AF1ER CLOSE OFCASE. DESTROY 10 
YEARS AFTER CLOSE OF CASE. 
<DA: Nl-255-00-3> 

Cl.OSI! FILE AFTER CIDSIJRE OF AIL 
RECOMMENDATIONS. DE.UROY 3 
YEARS AFTER CLOSE OF F1IB. 
<DA: Nl.:155-00-3> 

CLOSE FILE AFTER CLOSURE OF AIL 
RF.COMMENDATIONS. DESTROY 3 
YEARS AFTER CLOSE OF F1IB. 
<DA: Nl-255-00-3> 

NOTES: Only AFS numben wilh delinod subjects an: IIICd. -REl'ENTION-For itoms mado:d PcndingReteotioo AP!""val, 
contact your 0:nlerR£cotds Manager for inlimnlllion and/or queotiOD1. 
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This document is updated frequently; therefore, pnnled copies may be obsolete. Refer to 1he Change Hi&lo,y log at the 
beginning of NPR 1441.1 In the NASA Online Directives Information System (NODIS) for current VBISlon. 

"PERMANENT* 
lhc final n,port. Documents.,,, 

1. Official <:ase file- reamls created during evaluations aod24.5 
TRANSFER 'IO NARA 10 YEARS 

maintained m...,_lill 

2. Backgromul lilcs, nolel, duplicate copies, and other 
llllllerials colledOd during ewluationo but not 
inco,poraled inlD the official case ffle md DOI used to 
develop the final rq,o,t. 

E. ELECTRONJC OOPIES 

• --·--~=~•w• - .t•• --- --
pmce,,ing systems md used solely lo genemte a 
recorokeeping copy ofthe rmuds. 

·-FJLl!IS CLOSED, 

<DA: NI·-- -- --

DESTROY 10 YEARS AFTER FILI! IS 
CLOSED. 
<DA: Nl.:155-00-3> 

DESTROY/DELETE AFTER TIIE 
Rl!CORDKEEPINO COPY HAS BEEN 
PllOIXx:ED . 

9910 2S AUDIT FILES 

A. DEFENSE M,ATERIALJi SYfilllM WM~l AUDITS 

Auditrepmu and n:la!ed papers pertaining to the DMS. 

I. Office ofPrimuy Reopon,Jlrility. 

2. All other aff,ccsfcapics. 

••-nls that an, cn:atcd on electronic 
mail and word processing systems - --___,..., 
gen"""' a recordkooping copy of the r,:cords, 

A INTERNAi.iQ 

Caoe files ofInternal audit, ofAgency programs, operations, 
procedures. .-nal audits ofCOD1r.lclors md gnnbleS. Files 
consist ofawtit reports, coa:copondence, mcmorands, and 
supporllng working papcB-
1. Office conducting review. 

2. Orgaoizallon being audilal. 
(Record culDII' date is dale ofaudit n,poll.) 

3. All <>lhcr offlces/oopics. 

-
ofrocords that are created on electronic-· 

mail md word. - ..... used ~lely to 
gen"""'am:onlkeepingoopyofthe.--. 

DESTROY WHEN 5 YEARS OLD. 
<DA: Nl-255-00-3> (N 6-1, N 17-16) 

DESTROY WHEN 3 YEARS OLD. 
<DA: Nl-255-00-3> 

DESTROY/DEIEl'E AFTER THE 
COPY HAS BEEN 

,--
<DA: Nl-255-00-3> 

CLOSE FILE AT END OF FISCAL YEAR 
AFTER ClDSE OP CASE. DESTROY 8 
YEARS AFTER ClDSE OF CASE. 
<DA: Nl-255-00•3> 

KEEP FOR 3 YEARS. DESTROY AFTER 
8 YEARS OR WHEN NO LONOER 
NEEDED. 
<DA: Nl.:155-00-3> 

DES11lOY 3 YEARS AFTER DATE OF 
AIJDITREPORI". 
<DA: Nl-255-00-3> 

DESTROY/DELIITE AFTER TIIE 
RF.cORDICEEPINO COPY HAS BEEN 
PRODUCED. 
QJ.-c-n-:Li.;.$~~ -

NOTES: Only AFS numbers with defined subjeas an: usal. - RETENTION - For item, mmed Pcnding Retcnlion AppmYIII, 
CODllel your Caller Rcconls Mmag,,r for infuanation and/or questions. 
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GAO AUDITS9920 28 

A. NASA 

Caso filos on GAO audits orNASA actiwies. lnclud"" GAO 
audit ,oports, conespondence. cmtificatm orcleanmce, 
notice ofcompletion, and all rdaled papeIS. Additional . . remnce is found in NPR 1200.1, ManagementContm~ 
Audit Uaison, and Audit FoDowup. 

I. lleadquartors liaison office fi>r GAO audits. 

2. Qrsanl1.lllion eudilod ororganization conttolling audited 
NASA Conll'ID.S. (RcaHd culOlf dale is dale ofaudit 
,oport.) 

-~ - - nic oopies ofreconls tbat are created oo eloctronic 
mailandiiiiid and used solely 10 
generatearcconlkeeping copy of the_. --- . 

B. CONTRACTORS 

Case filos on GAO andits of NASA c1R1tr.1ctms. 

)_ Cogniuntpiocurementoffice. 

2. All other ollices/copies. 

3. 
- . 

-
- oopiesmail and won! processing s:,au:m,, 111d used solely 10 
generate a recordm:ping copy or the records. 

RETIRE TO FRC 2 YEARS AFIER 
DATEOFAIJDITREFORT. DESI'ROYB 
YEARS AFIER SUBJECT DATE. 
<DA: NI-:ZSS-00-,1:, (N6-1) 

KEEP FOR J YEARS. DESTROY AFIER 
8 YEARS OR WHEN NO LONGER 
NEEDED. 
<DA: Nl-255-00-3> 

DESTROY/llELEl"ll AFIER nm 
Ra::ORDKEEPING COP\' HAS BEEN 
l'iUlDIJCED. 

-

DESTROYwmlRElATED 
CONlltACT FILE. 
<DA: Nl-255-00-,1:, (N6-3) 

DESTROY J YEARS AFIER AUDIT. 
<DA: Nl-255-00-3> 

DESTROY/llELEl"ll AFIERnm 
:REEN 

PRODUCED. 
<DA: Nl-255-00-3> 

NarBS: Only AFS lll1lllben wllb dellmd subjocts are used. -RETENI'ION - Far 1-.marked Pmdlag Relenllon Appn,val, 
COIIIIC&Y""".CalllrReconls Mamgcr lbr lalimnalion llldlorqucsdons. 
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9%0 AUDITS OF CONTRACl'ORS29 

A. NASA 

Case files on NASA audits orcontractors, including papers 
related to NASA andits for other Go'WffllD!elll agencies, sucb 
as DoD. Additional rcft:rence is rmmd in NPR 1200.1, 
Maoagcment Contm~ Audit liaison, and Audit Followup . 

I. Office perl"onning the noviow. Recordlceeping Copy. 

2. Cognizant procurement office. 

3. Other NASA Audit offices. 

4. All otbcr offices/copies. 

= 
5. El<clmniccopu,so~~onelectronic 

mail and wolll prooossing s)SlmlS and used aolely to 
gener""' a recordkeeping copy of the rcconls. 

B. Ul'HER A!JI!ITI! OF NASA CONTRACTO!!li 

Includes Defense Contract Audit Agency (DCAA) and HHS 
audit ieports, c:a=spondlmce, and all 10lated papo,s. 

I. Cognizanl regional audit office. Reconlkccping Copy. 

2. Cognizanl procurement office. 

3. All olber offices/copies. 

. 

~ 

REl'IIIE TO FRC 2 YEARS AFIER 
DATE OPFINAL AIJDITREPORT. 
DESTROY 8 YEARS AFl'ER SUBJECT 
DATE. 
<DA: Nl~S-00-3> (N 6-4) 

DESTROY wmlRElATED 
CONTRACT Fill:. 
<DA: Nt-255-00-3> 

DES11IOY 3 YEARS AFl'ER DATE OP 
FINAL AUDIT REPORT. 
<DA: Nt~-00-3> : 

',,,DESTROY I YEAR APl'ER DATE OF 
FINAL AUDIT REPORT. 
<DA: Nl-255-00-3> 

DESTROY/DELEI1l APl'ERnm 
-- , ___ffflFPJNq.ropy HAS Uf.N 
PRODUCBD. 
<DA: Nl-255-00-3> 

DESTROY J YEARS AF1ER DATE OP 
AUDIT REPORT. 
<DA: Nl-255-00-3> (N6-5) 

DE.Yl'ROYwmlRElATED 
CONTRACT Fill:. 
<DA: Nl~-94-2> 

DESTROY I YEAR APl'ER DATE OP 
AUDIT REPORT. 
<DA: Nl-255-00-3> 

-"'YlllEIBl'llAPl'ERnm 
mail and won! processing systans md used solely to 

4. E1<ctmnic copies ofrecords -are 
Ra::QRD___ ·- -
PRODUCED. 
<DA: Nt-255-00-3>

gcnente. recordkeeping copyof the records. 

NarBS: Only AFS IUllllbc:n willl defined subjocts are used. -1IEI'l!N'l10N - For lleml marked Fending Rmntioo App,oval, 
colllact your CenrBr Reconls Manqcr ror infimmlion aodlor questions. 
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APPENDIXE. APPENDIXE. 
Crosswalk of NKRS 7 and 8 to New Program/Project Schedule Items Crosswalk of NKRS 7 and 8 to New Program/Project Schedule Items 
July!l,2004 July 9,2004 

CHAPTERI~NRRSlO 
RETENTION 

AFS# 
SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES <AuthoriW! 

RECORDS COMMON TO MOST OFFICES 
rmM 

Ille recotd copy offmal approved agenda or programs, 
minutes, transcripts or procoodingr, spoocboa delivered, 
and comments made at or after the meetings or 
conf=once,. 

SUBJECT AREA OR RECORD TITLE RETENTION 
B. REQUESTSDESCRIPTION OF RECORD SERIES AFS# <AuthoriW! 

1--
rmM 

DFSTROY IMMEDIATELY. OR WHENI. R,quests for information and n,p]iO!l involving no 
SEil SCHEDULE I1000 1 READING I CIIRONFILES NO LONGER NEEDED FORaction, no oew decisions by NASA, and no 

REFERENCI!, OR UNDF.R A 
PREDETERMINED SCHEDULE OR 

-~ • dala. 

1000 ROUGH DRAFTS, WORKING NOTES 2 BUSINESS RULE (E.G.. 

Noies, recolds liom which ,q,mts, staff papors, aod other documents DFSTROY WHEN NO LONGER 
have bccD prepmd end approved. NEEDED. 

1000 STENOGRAPHlC NOOEBOOKS 
l. Requests for duplicating. for photography, for lho 

p,q,ar.dion of graphics or charts, for stenographic DFSl'IIOY WHEN NOTl!S HAVE BEENNotebooks liom which notes have been banSCribod. 
!IOMCOS.TRANSCRIBED OR NO LONGER 

NEEDED WHICHEVER IS SOONER. 

1000 INFORMATION COPIES 

CopiO!l of telegrams, dispalcl,es, inslructions, letters, memorandums, 
co~ceand other documents which are not a part of the 
official subject or case file. 

1000 LETI'ERS-GENERAL' 
-~-..I.r!Wl>i..!!!1.J.otters without attachments. -~--
B. Lotton aod notes of,implc aclrnowlodgemen~ and exprcmOD8 

of appreciation for cooperation and asaistancc. 

• - 1llE AUl'O-DEI.EI'E 
Fl!ATUREv, ---omc 
MAIL sYSTEMS). 
(GRS23-7] 

DFSl'IIOY WHEN ONE YEAR OLD. 
OFFICEOFPRIMARY 
RESFONSmlLJT\" (OPR) SEE 
SCIIEDllU! 2. 

13 REFERENCE DATA 1000 OfflCE WORKING FILES-DUPLICATE COPIES 

DFSl'IIOY WHEN ONE YEAR OLD.Minor items of l'eference daaa sent to Centers solely for theirA. CORRESPOND~ <Dk Nl-255-94-1, Schaluk 1178/D>infonnation and not requiring miy specific administrative action. 

I. lntemal memoranda n,ganling details ofoffice 
managomODI, forwarding of chccloi, anangc:ments for 
leave. for llavel. general cooperalion1 itinera:ri5.--

7 

~once and notice, regarding changes or~ 
• directorioa. -

3. ~coieganlingp]an, for conf=nco, end 
meeting,, invitations ID atreod and accoptaoco, or ,_is, 
notices, ammgements for space and facililios, 
arnm--•·ts for..._.,_;..., or-•··-, EXCLUDING 

OBSOLETE FORMS 1000 9 

DFSl'IIOY IMMEDIATELY. 

NEEDED OR WHEN ONE YEAR OlD 
WHIOIEYER JS SOONER 

Ob,olete blank forms. DFSl'IIOY WHEN NO LONGER 

1000 INFORMATION ONLY COPIES 
<Dk Nl-255-'J4-l, Sdmwle 1178/D> 

10 

DFSl'IIOY WHEN ONE YEAR OLD.Issuances, notices, reports, releases. tabulations,, and publications of 
<Dk Nl-255-94-1, Scbcdulo 1178/D>oilier agoociO!l or private induslly submiued or ieceivod for genera.I 

ioformalion purpos<5 only. 
~~OY WHENTIIREEMONTHS 

3000 11 VOLUNTARY ACTIVITIES/CHARITIES [GRS 14-1] 

DFSTROY WHEN ONE YEAR OlD. DFSTROY WHEN ONE YEAR OLD.Recmds pertaining to charity driv... and other vohmwy activities 
AUO SEE SCHEDULE 3.not part oflhe rogolarly assigned function, oflhe Agen<y.<Dk Nl-255-'J4-l, Si:h<dule lnlllD> 

DFSl'IIOY WHEN ONE YEAR OlD. 
<Dk Nl-255-94-1, Sdia!ulc 1178/D> ..a__._!XCESS OfflCE SUPPLIES 

RETURN TO STOCK.&c..., unused, officesuppne, ieb in 
lho operation of!he office. 

NO LONGER NEEDED FOR 
REFERENCI!, OR UNDBR. A 

DFSl'IIOY IMMEDIATELY, OR WHEN 

PUBLICATIONS AND OTHER PRINTED MATERIALS 
PREDEl'ERMINED SCHEDULE OR 

_BIJSINESS RULE (E.G., 

15 

NOJ'E: Tbo office oforigin or office of primary ROsp011sibilky, of 
11IE AUl"().Dl!LEl'E any published malOrial should mainlaio one complete sot- including

Fl!ATUREOF" C obsolete end superseded ilems. 
MAIL sYSTEMS~ -i. 
[GRS23-7] DFSl'IIOY IMMEDIATELY. OPR SEE 

SCHEDULE 1. 
Tolophooo Dira:IOrie,-- obaolc:tdsupetsodod 

DFSTROY WHEN ONE YEAR OlD. 
ALSO SEil SCHEDULE 1. 
<DA: Nl-255-!14-l. Schedule 1178/D> 

E-1 E-2 
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