
   

SOME ITEMS SUPERSEDED OR OBSOLETE      N1-255-11-001  Accurate as of 07/01/2026 

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 These items, unless subsequently superseded, may be used by the agency to 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superseded, obsolete, filing instructions, describe non-records, or were lined off and not 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 

WHY INACTIVE ITEM STATUS 
53.5 / A T (Inactive) Superseded by GRS 2.3, item 050 DAA-GRS-2018-0002-0005 

53.5 / B T (Inactive) Superseded by GRS 2.3, item 050 DAA-GRS-2018-0002-0005 

78 / F / 1 n/a crossed out 
78 / F / 2 T (Active) 



REQUEST FOR RECORDS D-1S_P_O_S_I_T_IO_N_A_U_T_H_O_R""'!'IT_Y__ 

(See Instructions on reverse) 
TO NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIA) 

WASHINGTON, DC 20408 

1 FROM (Agency or establishment) 
NASA Headquarters 
2 MAJOR SUBDIVISION 

3 MINOR SUBDIVISION 

4 NAME OF PERSON WITH WHOM TO CONFER 

Patt, F Stockman 

6 AGENCY CERTIFICATION 

5 TELEPHONE 
(202) 358-4787 

- -!..EAVE BLANK (NARA use onlv> 
JOB NUMBER 

4' 1- 2~s - 1t- I 
DATE RECEIVED / / / 

If t 6 / 0 

NOTIFICATION TO AGENCY 

In accordance with the prov1s10ns of 44 
U SC 3303a the d1spos1t1on request. 
mcludmg amendments, 1s approved except 
for Items that may be marked "d1spos1t1on 
not approved" or "withdrawn" m column 10 

DATE ARCHIVIST OF THE UNITED STATES 

~J_\ (:) l)ti:?,_ 

I hereby certify that I am authonzed to act for this agency m matters pertammg to the d1spos1t1on of its records 
and that the records proposed for disposal on the attached ____page(s) are not now needed for the busmess 
of this agency or will not be needed after the retention penods specified, and that wntten concurrence from 
the General Accountmg Office, under the provISions of Title 8 of the GAO Manual for Guidance of Federal 
Agencies, 

DATE 
Mon, Nov 8, 

2010 

7 
ITEM 
NO 

IXI 1s not reqmred, D 1s attached, or D has been requested. 

SIGNATURE OF AGENCY REPRESENTATIVE 

~if~~J 
8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

TITLE 

NASA Records Officer 

9 GAS OR 10 ACTION 
TAKEN(NARASUPERSEDED 

JOB CITATION USE ONLY) 

Attached 1s a proposed new schedule for NASA Harassment Report Case Files 
that mclude case files and preltmmary fact-findmg notes associated with 
allegations of harassmg conduct reported to NASA 

Thts schedule will become NASA Records Retention Schedule 3/Item 53 5 
Records covered by this schedule will be subject to the Pnvacy Act of 1974 

NSN 7540-00-634-4064 STANDARD FORM 115 (REV 3-91) 
PREVIOUS EDITION NOT USABLE Prescribed by NARA 

36 CFR 1228 

115-109 



3713 53.5 
PASR 

Harassment Report Case Files 

A Case files m,sociated with allegations of harass mg 
conduct reported to NASA, mcludmg reports of 
harassment, witnei;,; statements, reports of fact-
fmdmg activities, findmgs, recommendations, 
declSlons and corrective act1om, taken, as well as 
related correspondence and exhib1t'i 

B Prehmmary fact-fmdmg notes and background 
material not mcluded m the officrnl harassment 
allegation case file~. 

C'UT Of-F WHEN HARASSMENT 
CASE IS CLOSED Dr.STROY 4 
YEARS AFTER CUTOFF 

CUT OFF- WHEN HARASSMENT 
C'ASE IS CLOSED DES fROY 2 
YEARS AFTI:R CUTOFF 



78 

New Admmistrative Schedule Item 

F ADMINISTRATIVE RECORDS 

Records accumulated by ind1v1dual offices through internal management or 
housekeeping act1v1t1es of the office or in general management and oversight of the 
function for which the office exists 

FISCAL OR 

relate to o 1c rocedures, and internal communications, day-to-day 
oversight of office personne , d office services and equipment 

keeping records for daily admin1strat1on of the office Records may 

FF [GRS 23-requests and receipts, and the use of office spac es They may also 
include all types and methods of correspondence and commumca 1 
letters, memos, or any type of e-commumcations) tU.J fiyCl<.S 7-. 3 1 

NEW 2 Administrative records generated in performance of the function for which the c$oft.;~t OF FISCAL OR 

office exists These records may include all types and methods of CALENDAR YEAR 
DESTROY/DELETE 5 YEARS AFTER correspondence and commumcat1ons ( e g , letters, memos, or any type of e­
CUTOFFcommumcallons), meeting agendas and minutes, management reviews and 

surveys, reports, copies of internal activity documentation such as work 
progress, stat1st1cal, and narrative reports prepared in the office and forwarded 
to higher levels 

NOTE This schedule item concerns general records only, not those belonging in 
case files documenting specific projects, incidents or cases, transactions, etc and 
that are covered by other schedules 

Crosswalk All items understood to be in NPR 1441.JD change 5, Schedule I. 

Current New Retention change 
Current 1/78H Deleted The existmg item H is "WORD PROCESSING and 

ELECTRONIC MAIL FILES-GENERAL GUIDANCE," the 
requirement for which was ehmmated by 
NARA Bulletm 2006-04 

1/22B 1/78F 1 Up to -3 
1/78F 1/78F I 0 
1/781 l/78F 1 0 
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