
  

 

 

  
   

 

  

  

 

 

 

 

 

 

 

 

  

   

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: N1-255-94-002 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 6/2/2025 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

All other items not listed below remain active. 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 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 listed here may have been previously 

annotated on the schedule itself. 

Item 5/1D was superseded by N1-255-09-001 item 5/1D 

Item 5/3A was superseded by N1-255-09-001 item 5/3A 

Item 5/3B was superseded by N1-255-09-001 item 5/3B 

Item 5/4B was superseded by N1-255-09-001 item 5/4B 

Item 5/5A was superseded by N1-255-09-001 item 5/5A 

Item 5/6 was superseded by N1-255-09-001 item 5/6 

Item 5/7A was superseded by N1-255-09-001 item 5/7A 

Item 5/7B was superseded by N1-255-09-001 item 5/7B 

Item 5/8 was superseded by N1-255-09-001 item 5/8 

Item 5/9 was superseded by N1-255-09-001 item 5/9 

Item 5/10 was superseded by N1-255-09-001 item 5/10 

Item 5/11 was superseded by N1-255-09-001 item 5/11 

Item 5/12A was superseded by N1-255-09-001 item 5/12A 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 6/2/2025 N1-255-94-002 



  

 

 

  
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 5/12B was superseded by N1-255-09-001 item 5/12B 

Item 5/12C was superseded by N1-255-09-001 item 5/12C 

Item 5/13A was superseded by N1-255-09-001 item 5/13A 

Item 5/13B was superseded by N1-255-09-001 item 5/13B 

Item 5/14B3a was superseded by N1-255-09-001 item 5/14B3a 

Item 5/14B3b was superseded by N1-255-09-001 item 5/14B3b 

Item 5/15 was superseded by N1-255-09-001 item 5/15 

Item 5/16A was superseded by N1-255-09-001 item 5/16A 

Item 5/16B was superseded by N1-255-09-001 item 5/16B 

Item 5/16C was superseded by N1-255-09-001 item 5/16C 

Item 5/16D was superseded by N1-255-09-001 item 5/16D 

Item 5/17A was superseded by N1-255-09-001 item 5/17A 

Item 5/17B was superseded by N1-255-09-001 item 5/17B 

Item 5/18A was superseded by N1-255-09-001 item 5/18A 

Item 5/18B was superseded by N1-255-09-001 item 5/18B 

Item 5/21 was superseded by N1-255-09-001 item 5/21 

Item 5/22A was superseded by N1-255-09-001 item 5/22A 

Item 5/22B was superseded by N1-255-09-001 item 5/22B 

Item 5/23 was superseded by N1-255-09-001 item 5/23 

Item 5/24 was superseded by N1-255-09-001 item 5/24 

Item 5/25A was superseded by N1-255-09-001 item 5/25A 

Item 5/25B was superseded by N1-255-09-001 item 5/25B 

Item 5/27C was superseded by N1-255-09-001 item 5/27C 

Item 5/28 was superseded by N1-255-09-001 item 5/28 

Item 5/29 was superseded by N1-255-09-001 item 5/29 

Item 5/30A was superseded by N1-255-09-001 item 5/30A 

Item 5/30B was superseded by N1-255-09-001 item 5/30B 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 6/2/2025 N1-255-94-002 



  

 

 

  
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 5/30C1 was superseded by N1-255-09-001 item 5/30C1 

Item 5/30C2 was superseded by N1-255-09-001 item 5/30C2 

Item 5/31B was superseded by N1-255-09-001 item 5/31B 

Item 5/31C was superseded by N1-255-09-001 item 5/31C 

Item 5/32 was superseded by N1-255-09-001 item 5/32 

Item 5/33 was superseded by N1-255-09-001 item 5/33 

Item 5/34 was superseded by N1-255-09-001 item 5/34 

Item 5/35A1 was superseded by N1-255-09-001 item 5/35A1 

Item 5/36 was superseded by N1-255-09-001 item 5/36 

Item 5/38A1 was superseded by N1-255-09-001 item 5/38A1 

Item 5/38A2 was superseded by N1-255-09-001 item 5/38A2 

Item 5/38/B1a was superseded by N1-255-09-001 item 5/38/B1a 

Item 5/38/B1b was superseded by N1-255-09-001 item 5/38/B1b 

Item 5/39 was superseded by N1-255-09-001 item 5/39 

Item 9/1B was superseded by N1-255-09-001 item 9/1B 

Item 9/1C was superseded by N1-255-09-001 item 9/1C 

Item 9/2A (records 2017 and forward only) was superseded by DAA-GRS-2015-0006-0001 (GRS 

1.3,item 010) 

Item 9/2B was superseded by DAA-GRS-2015-0006-0006 (GRS 1.3 item 041) 

Item 9/2C was superseded by DAA-GRS-2015-0006-0006 (GRS 1.3 item 041) 

+[@Column3] 

Item 9/4A was superseded by N1-255-09-001 item 9/4A 

Item 9/4C was superseded by N1-255-09-001 item 9/4C 

Item 9/5B was superseded by N1-255-09-001 item 9/5B 

Item 9/6A was superseded by N1-255-09-001 item 9/6A 

Item 9/6B was superseded by N1-255-09-001 item 9/6B 

Item 9/6C1 was superseded by N1-255-09-001 item 9/6C1 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 6/2/2025 N1-255-94-002 



  

 

 

  
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 9/6C2 was superseded by N1-255-09-001 item 9/6C2 

Item 9/6D1 was superseded by N1-255-09-001 item 9/6D1 and later by DAA-0255-2014-0001 

Item 9/6D2 was superseded by N1-255-09-001 item 9/6D2 

Item 9/6E was superseded by N1-255-09-001 item 9/6E 

Item 9/7A was superseded by N1-255-09-001 item 9/7A 

Item 9/7B was superseded by N1-255-09-001 item 9/7B 

Item 9/7C was superseded by N1-255-09-001 item 9/7C 

Item 9/7D1 was superseded by N1-255-09-001 item 9/7D1 

Item 9/7D2 was superseded by N1-255-09-001 item 9/7D2 

Item 9/7E was superseded by N1-255-09-001 item 9/7E 

Item 9/8A1 was superseded by N1-255-09-001 item 9/8A1 

Item 9/9B1 was superseded by N1-255-09-001 item 9/9B1 

Item 9/9B2 was superseded by N1-255-09-001 item 9/9B2 

Item 9/10 was superseded by N1-255-09-001 item 9/10 

Item 9/11B1a was superseded by N1-255-09-001 item 9/11B1a 

Item 9/11B1b was superseded by N1-255-09-001 item 9/11B1b 

Item 9/11B2 was superseded by N1-255-09-001 item 9/11B2 

Item 9/14A1a was superseded by N1-255-09-001 item 9/14A1a 

Item 9/14A1b was superseded by N1-255-09-001 item 9/14A1b 

Item 9/14A2 was superseded by N1-255-09-001 item 9/14A2 

Item 9/14B1a was superseded by N1-255-09-001 item 9/14B1a 

Item 9/14B1b was superseded by N1-255-09-001 item 9/14B1b 

Item 9/14B2 was superseded by N1-255-09-001 item 9/14B2 

Item 9/15C was superseded by N1-255-09-001 item 9/15C 

Item 9/19C was superseded by N1-255-09-001 item 9/19C 

Item 9/20C was superseded by N1-255-09-001 item 9/20C 

Item 9/22 was superseded by N1-255-09-001 item 9/22 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 6/2/2025 N1-255-94-002 



  

 

 

  
   

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 9/23 all subitems were superseded by N1-255-00-003 item 1 subitems 

Item 9/24 all subitems were superseded by N1-255-00-003 item 3 subitems 

Item 9/25 all subitems were superseded by N1-255-00-003 item 4 subitems 

Item 9/26 all subitems were superseded by N1-255-00-003 item 5 subitems 

Item 9/27 all subitems were superseded by N1-255-00-003 item 6 subitems 

Item 9/28 all subitems were superseded by N1-255-00-003 item 7 subitems 

Item 9/29 all subitems were superseded by N1-255-00-003 item 8 subitems 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 6/2/2025 N1-255-94-002 
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ST OF THE UNITED STATES 

LEAVE BLANK (NARA use onl )
REQUEST FOR RECORDS DISPOSITION AUTHORITY 

{See lnstruct,ons on reverse) 

DATE RECEIVE?,, JTO NATIONAL ARCHNES and RECORDS ADMINISTRATION (NIR) 
WASHINGTON, DC 20408 /l I J ,i_/ /j2, 

1. FROM (Agency or establishment) NOTIFICATION TO AGENCY 

ndNat·o ce dm"n· tration 
In accordance with the prov1s10ns of 44 
U S C 3303a the d1spos1tion request, 

NASA Head arters and Field Installations 

2. MAJOR 

mcludmg amendments, 1s approved except 
for items that may be markea "d1spos1hon3. MINOR SUBDIVISION not approve "or "withdrawn" m co[umn 10 

DATE4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE 

'I-I-Yf202 358-13 72Adria A. Lipka 

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

D 1s not required; D is attached; or D has been requested. 

TITLEDATE EPRESENTATIVE 

NASA Records Officerl\-8 93 
9 GRSOR 10 ACTION 

ITEM 
7 

8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN(NARA 
NO JOB CITATION USE ONLY) 

NASA Records Retention Schedules (NHB 1441.lB) 
Chapters 5 and 9. See attached. 

115-109 -91)
ARA 

36 CFR 1228 



NASA RECORDS RETENTION SCHEDULE 5 

INDUSTRY RELATIONS AND PROCUREMENT 

This records schedule is one of a series of schedules approved by the Archivist of the 
United States, which furnish authoritative instructions for lhe retention, destruction, or 
retirement of records held by NASA installations or offices: This schedule grants 
continuing authority for the disposition of records already accumulated or to be 
accumulated in the future. 

The records described in Schedule 5, pertain to the management and operation of NASA 
procurement and contracting functions. They are created and accumulated by 
organizations that have management control or formulate and prescribe procurement 
policies and procedures, and by activities and offices applying these procedures. The 
schedule describes the pertinent records categories and specifies the retention period and 
disposition for each. 

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

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

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



SCHEDULE 5 

r ITEM MINIMUM 
lUFl#l DESCRIPTION OF RECORD SERIES RETENTION 

1 ~ PROCUREMENT FILES 
[5100] 
(N 17-1) --z:::uusition1, purchue orden, leue,, bond., and 1urety records, 

includmg correspondence and related papers periaining to award, 
adminustraUon, receipt, inapeciion and payment (other than thOH covered in 
Itema 18, Jg, and Schedule 8) or de.ecnbed in FAR 48 CFR 4.805. 
(SEE NOTE1) 

rocurement or purchase orranisation copy and related papers neceuary 
for r internal audit purpoaee. 

1. Tra.naad1on1 o ban $26,000 and all con■ truction 
contrada u:ceedmg $2 1 

2. Tran1adion1 of $25,000 or lea and con■truction■ 
contract, under $2,000. 

C. Data 1ubrrutted to the Federal Procuremen S stem (FPDS). 
Electronic data files maintained by fiscal year, contain cluadied 
records of all procurements, other than ■mall purchases, and coofflli'illtlruz· 
of information required under ◄8 CFR 4.601 for transfer to the FPDS. 

D. Headquarters fUes pertaining to contract, and amendment• awarded by 
field installat1ona. 

E. UNIQUE PROCUREMENT FILES 

Untie erocw.ime4 (l lec1 loCAfeJ. If\ rr!~I~ Ff:.l 15 ~ 
o,.re Giff rii,sed o..s h,Av'") QM:""IWAr'\~ vc..\lM.- lo"\ (\M<.f\. 

( lA,t~ proc-,..1,,,o'n~ t\ le; noi" ~ e.t r<l1<'fJ ft> -ft. t t2t. 1 5 
J 

Se e. i+&w\ I A- .'?, o..bHe :') 

ft£f Off\(.£5 / c_of'l:5 

ofhe<- Cb;,es re JisoulieJ a.brvL u~l b~ 
Cott'lfM~ ete./W'hJ"ts of~ fro..,....-.__e,,.:;t. &f-ftu.- # 
(>.d,_(Y\1(\15~.f-t~ flllffOJ<.S , 

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

5-J 

DESTROY 6 YEARS AND S MONTHS 
AFTER FINAL PAYMENT. 
(GRS S-Sa(l) (88)] 

DESTROY S YEARS AFTER FINAL 
ENT. 

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

RETIRE T YEARS AFTER 
FINAL PAYMENT. OY 6 
YEARS AFTER FINAL PAnlrEN~ 

;J/ltJ IJ II 

• PERMANENT • 
SEB A.a. ltB0YB 

1ro.ns~ fo MH?.it ~ f,~e.­

of OA-'2f\ ~wr1:1.·,sG...\ or wh~ 
lo ~et..r-r ol~ . 

De.sfni'-1 LI.fin krm ;At>.f1ir\ 
Com~ le+1°' o-f c~ot-1 « 
whe.n no lo"4M' rwdt& 1 

L,Jh,che.l{f.,y' 'is _socf)'U.,r" • 

5 3 - ?:> c {8'6'~ 

https://eroc.w.im


3 
/5100] 

SCHEDULE 5 

ITEM MINIMUM 
IUFI #l DESCRIPTION OF RECORD SERIES RETENTION 

(N 17-40) 

4 
[5100] 
(N 17-8) 

(N 17•7) 

s 
[5100] 
(N 17-48) 

PROCUREMENT CONTROL FILES 

lndexe11, reciaten, lop, or other records relating to control of uaignin,; 
numbers, or identifying projects, applicatiom, contracts, and grants. 

REPORTS ON PRIME AND SUBCONTRACT AWARDS 

Machine NpO (ADP printouts) on NASA prime and 1ubcontract awards; 
U.tinga of active ntracta by installation, by contractor, by place of 
performance, by p ·ect, includins monthly and quarterly summaries, monthly 
procurement action rta, aubcontn.cta awarded by prime contracton and 
their fint tier 1ubcont ton. 

B. Field In,tallaiiona and all other co • 

BIDDERS' LISTS 

A. ACCEPTABLE 

Lirtl or card filu or acceptable bidden. 

B. DEBARRED AND SUSPENDED 

Liata or card files or debarred or 1uapended bidden. 

GENERAL PROCUREMENT CORRESPONDENCE 

Correapondence files of operating procurement unite concerning internal 
operation and administration matters not covered ebewhere in thia 1c:hedule. 
Procurement management 1urvey files, including correspondence and report, 
concerning 1urvey1 of procurement management. 

A. HEADQUARTERS. 

B. FIELD INSTALLATIONS AND ALL OTHER OFFICES/COPIES. 

DESTROY OR DELETE WHEN NO 
LONGER NEEDED, OR WHEN S 
YEARS OLD WHICHEVER IS 
SOONER. 
(GRS 23-8 (92)] 

RETIRE TO FRC 1 YEAR AFTER 
CLOSE OF FISCAL YEAR TO iJ 
WHICH RECORDS PERTAIN Jtt/ft.
DESTROY WHEN 10 YEARS OLD. 

DESTROY WHEN OBSOLETE, 
SUPERSEDED, OR WHEN 2 YEARS 
OLD. 

,::J,,,,.J, 
'J"IV 

DESTROY WHEN SUPERSEDED, 
OBSOLETE, OR ! YEARS OLD, 
WHICHEVER IS SOONER. 
(GRS 3-Sd (88)) 

DESTROY WHEN SUPERSEDED, 
OBSOLETE, OR! YEARS OLD, 

HICHEVER IS SOONER. 

DESTROY WHEN I 
[GRS !-2 (88)) 

5-2 
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SCHEDULE 5 

ITEM MINIMUM 
fUFl#l DESCRIPTION OF RECORD SERIES RETENTION 

8 CONTRACT ADMINISTRATION OF PATENT ND NEW TECHNOLOGY CLAUSES 

CONTRACT LEGAL ADVICE 

Document• pertaining to pre-award contract advice concerninc patent, 
copyricht, and technical data matters. 

/5104] 
(N 17-43) Buie agreementa made with individual contractors to Ht forth the 

negotiated contract c uaea which aha!) be applicable to future contracts 
of a specified type ente into between the contractor and NASA during 
&he term of the baaic a enta All buic ail'ffmenta, current and 
active, or cancelled or 1u ed for any one contractor, shall be filed 
together. 

A. HEADQUARTERS. 

B. FIELD INSTALLATIONS AND ALL 0 

/5104] 
(N 13-8) Document■ pertaining to actual administration of patent and new tecli 

clauaee in contracta eapecially pertammg to reportmg and proceuing of 
inventiona required to be reported. 

9 SURVEYS OF EVALUATIONS 
[5104] 
(N 17-19) Cue filea on 1urvey1 of evaluationa made by NASA procurement officea. 

10 PROCUREMENT ACTION REPORT 
/5105] 
(N 17-11) Document, relating to the reportmg 1y1tem deaigned to provide 1tati1tica 

concerning placement, 1tatu11 delivery, and settlement of procurement 
act1on1. Included are apecial, quarterly, procurement activity, 1tatu11 

monthly, contractor aettlement, 1erru-annual, conaolidated, and summary 
report,, and related correapondence. 

RETIRE TO FRC WHEN NO LONGER 
NEEDED FOR REFERENCE 
DESTROY WHEN RELATED 
CONTRACT OR WHEN 25 YEARS 
OLD, WHICHEVER IS LATER. /J/--r-

DESTROY 2 YEARS AFTER 
EXPIRATION OF BASIC 
AGREEMENT. 

RETIRE TO FRC 2 YEARS AFTER 
FINAL PAYMENT ON CONTRACT 
PERFORMED BY APPLICABLE 
CONTRACTOR. DESTROY 4 YEARS 
AFTER FINAL PAYMENT. ;:,-/t/3 

RETIRE TO FRC 2 YEARS AFTER 
CONTRACT CLOSE-OUT. DESTROY 
WHEN 20 YEARS OLD. /3/J' 

DESTROY WHEN 2 

5-3 
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SCHEDULE 5 

NOTE1: These files are separate from the Board's files set forth above in A. 

ITEM 
{UF! #l 

/5109] 
(N 17-31) 

[5112] 
(N 17.-4) 

(N 13-21) 

DESCRIPTION OF RECORD SERIES 
MINIMUM 

RETENTION 

COMPETENCY CERTIFICATES 

Copiea ofthe certificatea, comm 
1pecific 1mall buaineu concerns 

onceming the capacity credJt of DISPOSE OF IN ACCORDANCE 
WITH RELATED CONTRACT. 

CONTRACT DEVIATION FILES 

Reque1h, approval■ , and dilapproval of deviation■ from 1tandard contract 
or crant form■ and clauae1. 

A. HEADQUARTERS. * PEft:M:A1f!!N'Y • / r/'/4. c./,~ 
RETIRE TO FRC WHEN 2 YEARS 
OLD. 'fft:Jlt1fSFElt 'f6 H:kltA ¥. HEM 1:1r J .J....i 
"J'~ 01:.B. b~sm~ a.vith t"<,lO\."tt" ('cJ~Hllr(I 

CONTRACT FILE. Frf'{I,
B. CONTRACTING OF::IC:E:·::--------------~D~E~S~T~R~O~Y~W~I~T;H~RE;LA;T;E~D~~./~~--
C. ALL OTHER OFFICES/COPIES. 

SOURCE EVALUATION BOARD (SEB) FILES 

ttt-c:orri~pondence concerning the competitive 1olicitation, 
evaluation, and 1e ·on of a contractor to perform a major negotiated 
contract, including desi • n of board member1, rulea for board 
operations, committee appoint minutes of all committee and board 
meetmp; record, on the evaluation p s, criteria, 1pecification■; 
bidder propo■ als, and reporta of committee • ■ and findmp, 
including backup material and final SEB report ■ to PLACE DESTRUCTION DATE ON THE 

SF 135. /1/..Jf 
B. ACTIONS OF THE ADMINISTRATOR (OR ms DESIGNEEl 

Record, and corriespondence concerning deliberation ■ and action■ of the 
Administrator or his designee and other officials participating in theae 
actions relating to the final ■ election of the contractor baaed on the 
SEB'1 report and presentation(a). (SEE NOTE1) 

DES O LONGER 
NEEDED OR WHEN 6 
WHICHEVER IS SOONER 

MAINTAIN AS AN INTEGRAL UNIT. 
RETIRE AND DESTROY WITH THE 
RELATED CONTRACT FILE SEE 
ITEM l.A.S. OF THIS SCHEDULE, IF 
CONTRACT IS PRECEDENT SETTING 
OR UNIQUE. RETIRING ACTIVITIES 

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

S-4 



SCHEDULE 5 

ITEM MINIMUM 
IUFl#l DESCRIPTION OF RECORD SERIES RETENTION 

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

(N 17·5) B. 

SUCCESSFUL BIDS/PROPOSALS 

UCCESSFUL BIDS PROPOSALS - SOLICITED & UNSOLICITED 

1. Re ting to small purchuee u defined in the FAR, 48 CFR Pan 13. 

2. actions above the small purchase limitations in 

(N 17·9) S. Investigative reports concerning feasibility o unsolicited propo1al(s). 

DESTROY WITH RELATED 
CONTRACT CASE FILE (SEE ITEM 1 
OF THIS SCHEDULE) 
(GRS S-6a (88)) 

DESTROY 1 YEAR AFTER DATE OF 
AWARD OR FINAL PAYMENT, 
WHICHEVER IS LATER. 
(GRS S-6b(l) (88)) 

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

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

(a) Report• on propo1als reaulting in projects. FILE WITH RELATED CONTRACT. 
DESTROY ACCORDINGLY. Jt/f 

(b) Report• on rejected propoaala. RETIRE TO FRC WHEN 1 YEAR 
OLD. DESTROY WHEN 6 YEARS 
OLD. l1f 

C. CANCELLED SOLICITATIONS 

1. Formal 101icitationa or offen to provide product, or services DESTROY 6 YEARS AFTER DATE 
(e.g., Invitation, for Bids, Requesh for Propo1al1, lu!queat1 for F CANCELLATION. 
Quotations) which are cancelled prior to award or a contract. The 
files include presolicitation documentation on the requirement, any 
offers which were opened prior to the cancellation, documentation on 
any Government action up to the time or cancellation, and evidence or 
the cancellation. 

2. Unopened Bids. 

D. LISTS/CARDS OF BIDDERS 

[ S-Sc(l) (88)) 

ERSEDED, 
OBSOLETE OR WHE YEARS OLD 
WHICHEVER IS LATER. 
(GRS S-6d (88)) 

S-5 



SCHEDULE 5 

ITEM MINIMUM 
IUFI #f DESCRIPTION OF RECORD SERIES RETENTION 

QUALIFICATION LISTS 

List, of buaineuea determined to be qualified to participate in t;be small DESTROY WHEN SUPERSEDED, 
~ pl'Op1l,ID and related document■. OBSOLETE, OR WHEN S YEARS OLD 

WHICHEVER IS LATER. 

16 
{5119} 
(N 17·32) A. REPORTS 

Reporu received by nnall b aa adviaon from NASA procurement DESTROY WHEN 2 YEARS OLD. 
offic:a and from contracton re • g the 1mall buaineu procurement 
procram. 

(N 17·28> B. INFORMATION l'ILES 

Document.a relatinr; to communicatiom or diacuaion roviding ,mall DESTROY WHEN 2 YEARS OLD. 
bminea concenu with information about NASA require nt1 for the 
participation of small businea ■ concerns In the NASA procu ent prosram. 

(N 17-29) C. PROGRAM SURVEY FYLES 

Document, relating to 1W"Vey1 to analyae the elfectiveneu of the mull 
buain.., procram. 

(N 17-30) D. QUALIFICATION FILES 

Cue files relating to the productive capacity, credit, resources, and 
similar data about small busmea■ concern■ to provide information about 
tbe availability of additional ,mall bu1inea1 aourcea to meet current or 
anticipated requirement■ of the procurement procram. 

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

WHEN 5 YEARS OLD. DESTROY /.J ~ 
WHEN 25 YEARS OLD. ~J' 

B. INQUIRIES about commercial richta and liceminr procram. DESIROi Wl!Bff 2 'J'E1dt:S OY:>. 

18 PATENTS 
/5127] ( ALSO SEE SCHEDULE 2) 

(N 13·11) A. INFRINGEMENT 

lnfrincemmt cue ru.., induclin1 col'Nllpondence of a 1enenl nature RETIRE TO FRC 2 YEARS AFTER 
reprdinc patent inf'rinpment. SETTLEMENT OF CASE. DESTROY 

(N 13·12) B. LICENSES RECEI ATENT APPLICATIONS 1 ~;;;-;:-~::::=~~~~::~~~~==~~~~~-1wy.H~E~N;,·;~}~~;~OJL~D~.M;t;r;;(~·:a~t:,~·a9':_
HEADQUARTERS ONLY - (Office of General Coun■el) YEARS AFTER 

LICENSE IS NO LONGE 
DESTROY WHEN 10 YEARS OLD. 

DESTROY WH UPERSEDED, 
OBSOLETE, OR W 
WHICHEVER IS LATE 
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Document■ 

SCHEDULE 5 

ITEM MINIMUM 
[Uf/#[ DESCRIPTION OF RECORD SERIES RETENTION 

TAX EXEMPTION FILES 

relating to the iuue or tax exemption certificate■ and nlaied 
apen which indicated proof or exemption or &axe■ excluded Crom the 

tract price under procurement regulaUom. 

20 ORS' PAYROLL 
{5131] 
(N 17·41) Contractors' pa (con■truction contract■) ■ubmitted in accordance with 

Labor Department laUon■, wiih related certificate■, antikickbaclr. 
aflidaviu, and other re ted papen. 

21 COST AND PRICE ANALY 
{5131] 
(N 17-35) Coat and price analy1i11 report,, financial dat 

■upponing paper■ relatin1 to a contract 

22 BID AND AWARD PROTEST FILES 
[5133] ( ALSO SEE SCHEDULE 2) 
(N 17·6) 

Col'Nllpondence and report• regarding protat, on bidl and aw 

A. HEADQUARTERS. 

B. FIELD INSTALLATIONS AND ALL OTHER OFFICES/COPIES. 

23 R&D CONTRACT REFERENCE FILE 
{5135] • 
(N 24·15) Consisting of copies of R&D contracts aaociated with the accomplishment 

or the program with changes, modification1, or addenda thereto. 

24 INTERSERVICE INSPECTION FILES 
/5137J 
(N 17-42) Document• relating to the peno~ance of inlpection tervice■ for other 

procurin1 adivitia, ■uch u audit reports. 

DESTROY 3 YEARS AFTER 
PERIOD COVERED BY RELATED 
ACCOUNT. 
[GRS 3-12 {88)] 

DESTROY 3 YEARS AFTER DATE 
OF COMPLETION OF CONTRACT 
UNLESS CONTRACT PERFORMANCE 
IS SUBJECT TO ENFORCEMENT 
ACTION ON SUCH DATE. 
[GRS S-11 (88)) 

DISPOSE OF IN ACCORDANCE WITH 
RELATED CONTRACT. 

RETIRE TO FRO WHEN 2 YEARS 
OLD. DESTROY WHEN 6 YEARS 
OLD. 

DISPOSE OF IN ACCORDAN 
RELATED CONTRACT. 
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25 

SCHEDULE 5 

ITEM 
fUFI #[ 

[5142] 

[5149] 
(N 17·3) 

27 
[5200] 

MINIMUM 
DESCRIPTION OF RECORD SERIES RETENTION 

CONTRACTOR MONTHLY MANAGEMENT AND OPERATIONS REPORTS 

Contract Technical Monitor'• {CTM), Contracting Officers Technical 
Representative (COTR), or Contractinc Officer Repreaentative {COR) f'or 
which contract ia performed. 

A. Copiea of' formal written direction to the contractor which fill, in 
detail, direct ■ p091ible line■ of inquiry, or otherwiae more 1pecifically 
define■ work ■et f'orth in the contract 1tatement-of-work. 

B. Copiea of' contractor'• management and operation report,, containinc 
financial and production data. 

ONTRACT TERMINATION REPORT FILES 

Report,, correapondence, and related documentahon 
contract or ,rant termination. 

CONTRACTOR LABOR RELATIONS - EQUAL EMPLOYMENT OPPORTUNITY (EEO) 
RECORDS (INDUSTRY) 

(N 17-37) 

Documen latinc to the compliance with noncmcrimination in employment 
contract clamea. 

1. Compliance Review file ai1ting of review,, back,round papers, DESTROY WHEN 7 YEARS OLD. 
complaints, 1pecial v1■ 1ta, an (GRS 1-25d(l) 

(GRS 1-25d(2) 

(88)) 
employment practice■. 

2. EEO Compliance Report,. DESTROY WHEN 3 YEARS OLD. 
(88)) 

(N 17-46) B. CONTRACTOR EEO REPORTS 

Contract compliance reviews of contractors and affirmative action plane of' 
contractors and equal employment opportunity (EEO-1) reports. 

C. EEO CLEARANCE PAPERS 

Memoranda or other documentation f'rom EEO clearinc or approvinc a 
contractor f'or compliance with non-dilcrimination contract clamea. 

ISFACTORY CONDITION REPORTS 

Report, and related document■ 

RECORDS MAY BE RETIRED TO 
FRC WHEN .C YEARS OLD. DESTROY 
UPON CERTIFICATION OF PAYMENT 
TO THE CONTRACTOR OR WHEN NO 
LONGER NEEDED FOR FOLLOW-ON 
CONTRACT PREPARATION. 
RETIRING ACTIVITY TO PLACE 
DESTRUCTION DATE ON SF 136. 

DESTROY 2 YEARS AFTER 
EXPIRATION OF CONTRACT. 

of DESTROY WHEN 3 YEARS OLD OR 
ONTRACT FILE, 

WHICHEVER IS LATE . 

OLD. 
[GRS 

DESTROY WITH RELATED 
CONTRACT. 

resulting f'rom unaati1 ac o RETIRE TO FRC 1 YEAR AFTER 
working condition■ u related to the contract and contractor. E ROY 10 

YEARS AFTER THE END OF 
PROJECT. 
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30 

SCHEDULE 5 

ITEM MINIMUM 
fUFl#l DESCRIPTION OF RECORD SERIES RETENTION 

LUATION FILES 

Cue files on evaluatiom made by the e Office. RETIRE TO FRC 1 YEAR AFTER 
COMPLETION OF PROJECT. 

AFTER 

R&QA AUDITS, SURVEYS, AND REPORTS 
[5300] 

(N 20· 1 f>rxc:~::~~~:~i~o~R&~~Q~A~a;u~d~it:••~•~pec::ial~•~tu~d~i:eei, ;•t.~a:tw:_______RE~iT~IRE~~T[OUF~R~C~2~Y~E~AR§S~AF~;T~E;R~reporia, etc., including re a b CONTRACT FINAL PAYMENT. 

31 
[5300] 

contract). 

B. All other or in-hoiue SR&QA Audit&, Surveye, and Repori 
files performed. 

C. Quality Surveillance Record1/Sy1tem (QSR) 

1. Original (orma which document the quality 
auurance 1pecial11t'1 daily work effori. The 
form record, the 1pecial11tl observation■ of the 
contractor performing tub per contn.ctual 
requirement• 

2. Copies or items in 1. above. 

INSPECTION AND PROOF REPORT(S) 

STROY S YEARS AFTER FINAL 
PAYM 

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

DESTROY ORIGINAL QSR'S WHEN 
2 YEARS OLD. 

DESTROY WHEN 6 MONTHS OLD. 

reault1 of proof testing, cert1ficat10na o ted COMPLETION OF FINAL 
data concerning inepection and proof te11tin1 o( manufactured N ORDER FOR THE 
components. RELATED COMP 

(N 20·6)-7AC.7~oc~~E~~~t;en~•~io~n!s,~d~rfaw~1~·n~p:ua;i~ng=in~m~an~u~r;ac;t~ureL,____iD~E~S~T~R~O~Y~!~YEARS~~~AF~T~E;R~~~--

B. Copies of contract,, purchase orders, and related papers pertaininc DISPOSE OF IN ACCORDANCE 
to Government Source Inspection requirement. and Procurement WITH ITEM 1 OF THIS SCHEDULE. 
Surveillance findmga. 

C. Copies of construction contract• and purchue ordera realting to non- DESTROY WHEN 4 YEARS OLD. 
1ignificant files, including drawings and quality requirements/ 
inspections. (SEE NOTE1) 

NOTE1: The records identified in this item are not necessary for final payment or closure of the contract 
file. 
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SCHEDULE 5 

ITEM MINIMUM 
IUFl#l DESCRIPTION OF RECORD SERIES RETENTION 

MANUFACTURING CONTROL FILES 

ork orden, job orden, turn-in 1hpa, utimate 1heeb1 production 
re • and other papen relating to the 1cheduhng, dispatch, follow up 
and co l of itema to be manufactured. 

33 
[5310] 
(N 20·4) 

34 PARTS PROGRAM MANAGEMENT F 
[5320] 
(N 20·3) Pa.rt• program management, including Red Flag Reports, diecre 

mic:ro-electronica parts, and parta data 1yatema. 

35 MANUFACTURING QUALITY CONTROL FILES 
[5330) 
(N 20·5) Documents maintained for detection, prevention, and control of 

manufacturing defect• 1uch u in-proc:e11 iruspection 1heeb1 rework 
recorda, reporil reflecting frequency d1atribution of manufacturing 
defect ■ , and related papen. 

DESTROY ! YEARS AFTER 
COMPLETION OF RELATED WORK. 

RETIRE TO FRO WREN 1 YEAR OLD. 
DESTROY WHEN 4 YEARS OLD. 

RETIRE TO FRC l YEAR AFTER 
COMPLETION OF PROJECT. 
DESTROY WHEN 4 YEARS OLD. 

AFTER 
COMPLETION OF AL 
PRODUCTION ORDE OR THE 
RELATED COMPONENT. 
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37 

SCHEDULE 5 

ITEM MINIMUM 
fUFl#l DESCRIPTION OF RECORD SERIES RETENTION 

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

and papeni. OLD. DESTROY WHEN 25 YEARS 
OLD. 

GRANTS 
[5800] rieo&-l<'At'l\ I ~QflnT 

A. CASE FILES [SEE NOTE1J U1nc,P1..e jMUn f:.AT61f fft.£S" 

Proposals or applications, contracts, project reports, studies, certificates, Kc..-ti\f~~ (re'~_~~~~~
agreementa, memoranda, correspondence, and other records relating to receipt, comp e.:, ,,..., ~ °tt'0,,11.,\ • ~ ""'\{ 
review, award, evaluation, status and monitonng of grants; allocation of whc,,. (., ~e4.AS ~ f()al'l+·ht· old, 
funds, and project budgets. 1 

CTED case files by the Associate Administrator lor the cognisant • PERMANENT • 
code, t precedent or are unusual in scope/design. RETIRE TO FRC 2 YEARS.~~Ht;--

( ALSO 4. OF THIS ITEM) FINAL PAYMENT. SFERTO 
NARA 10~--••w AFTER FINAL 
J:> T. 

2. ROUTINE GRANTS. DOCUMENTATION WILL 
LE FOR GAO AUDIT. 

CORDS FOR S YEARS 
PLETION OF GRANT. 

Y BE RETIRED TO 
SOLD. 

ER 
COMP 
GRANT. 

OF 

NOTE 1: IF any LITIGATION, CLAIM, OR AUDIT IS STARTED BEFORE the expiration of the 6 year 
period, the records shall be RETAINED UNTIL ALL LITIGATION, CLAIMS, OR AUDIT 
FINDINGS involving the records have been resolved. 
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SCHEDULE 5 

ITEM 
[Ufl #f DESCRIPTION OF RECORD SERIES 

37 CONTINUED: GRANTS 
/5800} 

Files conaiat; of aohc1 e bida/propoaala which 
containa applicationa, correspondence, a rda 
relating to unauccesaful (rejected or withdnwn) applica 1 

STIGATOR GRANT 

Indexe11, regiatera, lop, or other records rela 1nr-..;gntrol of auigning 
numbera or identifymg project■, applicationa, and grants. 

C. GENERAL CORRESPONDENCE AND SUBJECT FILES 

1. Corrupondence and/or 1ubject files Including memoranda, studies 
reports, forms, and other records relating to the establishment of 
program, lta pol1c1ea and basic procedures, and the management and 
evaluation of grants 

2. Correspondence and/or aubJed 1 ear rations 
and daily activities in administration of the grant program 

MINIMUM 
RETENTION 

DESTROY 8 YEARS AFTER 
REJECTION OR WITHDRAWAL. 
GRS 8-13 (88)) 

*PERMANENT 
0 FRC 2 YEARS AFTER 

COMPLETION OF THE PROGRAM/ 
GRANT TRANSFER TO NARA 10 
Y,:,11.,n:i,..A.f::TER COMPLETION OF 
PROGRAM, AL OF GRANT, 
OR WHEN 25 YEAR 
WHICHEVER IS SOONER. 

SEE SCHEDULE 7, ITEM 9 

DESTROY WHEN SUPERSEDED, 
OBSOLETE, OR WHEN 8 YEARS OLD 
WHICHEVER IS SOONER. 

89)) 

DESTROY WHEN SUPERSEDED, 
OBSOLETE, OR WHEN 3 YEARS OLD 
WHICHEVER IS SOONER. 

DESTROY WHEN 2 YEARS OLD. 
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SCHEDULE 5 

ITEM MINIMUM 
(UFl#l DESCRIPTION OF RECORD SERIES RETENTION 

FACILITIES GRANTS 

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

2. Field Inatallationa and all other offica/copiea. --.r'Bl&&:icw;o~y WHEN NO LONGER 
NEEDED,."ll!t-\Jtl:HEN S YEARS OLD, 
WHICHEVER IS S00•.ru:,,.ir.-__ 

)estro~ wht/\ no lo~ ~-
(a) Drawinp • PEft:M)fdfEN'l' • 

lJUd~!F!:!t yo NAltA wnmt~ i,-, 
=Yi!l:MI:! M?Elt COMPLEIION OP­
PA:8,H38'f. 

(b) Architectural models DISPOSE OF WHEN NO LONGER 
NEEDED FOR ADMINISTRATIVE 
PURPOSES DONATION/OFFER 
MAY BE MADE TO THE DIRECTOR, 
SMITHSONIAN OR THE AIR &: 
SPACE MUSEUMS AS 
APPROPRIATE. 

Non-11ignificant records for temporary ,tructurea and bu.ildinp or of 
bu • not critical to the miaaion of the agency. 

Record, include drawings o tructurea and buildings 1uch DESTROY WHEN NO LONGER 
u telephone and electric bnes, 1tora ed1, parking lot11 NEEDED FOR ADMINISTRATIVE 
and comfort 11tation1 Drawing-. of electric , bing, heating, PURPOSES, OR WHEN S YEARS 
or air conditioning 11y11tem1 are alao included in th111 

B. PRE 

1. 

(a) 

OLD, WHICHEVER IS LATER. 
GRS 17-S (88)1

17-4 (88) 

(b) Architectural models prepared for illuatrative or DISPOSE OF WHE 
presentation purpoau. NEEDED FOR ADMINIST 

PURPOSES. 
[GRS 17-7 (88)) 

ONGER 
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SCHEDULE 5 

ITEM 
fUFI #{ DESCRIPTION OF RECORD SERIES 

CONTINUED: FACILITIES GRANTS 

CONSTRUCTION FILES OF FEDERAL STRUCTURES 

Intermediate, prefinal, ■ hop, repair and alteration, contract 
negotiation drawings, atandard drawings, project apecificatiom, 

d document■ relating to their preparation for buildings or 

39 
[5900] 
(N 17-34) 

o ·ecta lacking historical, architectural, or technological 
aign cance; dr11winp related to electrical, plumbing, heating, 
or air ditioning project■, or drawinp aupeneded by final 
working/ built drawinp. 

2. Space Aaignme Plana comiating of outline■ or floor plam 
indicating occupan 

D. ENGINEERING DRAWINGS OF 

Drawings or auch object ■ u fastenen, nu 
pipe fittings, brackets, atruts, plates, and 
or if segregable from a larger file. 

E. DRAWINGS REFLECTING MINOR MODIFICATIO 

Repetitive engineering drawings showing minor modifications ade during 

MINIMUM 
RETENTION 

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

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

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

DESTROY WHEN NO LONGER 
ruearch and development, and supeneded by final drawings, if NEEDED FOR ADMINISTRATIVE 
separately or if reachly aegregable from a larger file. PURPOSES. 

[GRS 17-9 (88)] 

F. PAINT PLANS AND SAMPLES 

Plana and paint aamples for painting all areas or buildinp lacking 
historical, architectural, or technological significance, and plans and 
aamples for painting appliances, elevaton, and other mechanical part• 
or all buildings. (SEE NOTE1) 

ITEM PRICING FILES 

Documents used in determining atandard prices Cor u■e in obtaining improved 
pricing on purchases and accounting ror the sale and iaaue or item■ . 

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

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

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

END OF SCHEDULE 
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NASA RECORDS RETENTION SCHEDULE 9 

INSPECTOR GENERAL 

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

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

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



SCHEDULE 9 

ITEM MINIMUM 
(UFI#[ DESCRIPTION OF RECORD SERIES RETENTION 

ACCOUNTABLE OFFICERS' RETURNS (SEE NOTE1 NEXT PAGE) 

Memorandum copies of 1tatement of transactions, all 1upporiing voucher 
Khedulea, documents and related papen not otherwise provided Cor in this 
Khedule. Record, in these aerie ■ can be, but are not limited to: MIPR, 
Military Inter-Departmental Purchaae Requests; Project Orders; MOU'•, 

emorandum ol Undentanding; Interagency agreement■; incoming/outgoing 
• bunable pubhc/private agreements; etc. These records are exclusive 

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

A. or ribbon copy or accountable officers' account, maintained 
ency for 1ite audit by GAO auditors, comiating ol 1tatements 

ion,, 1tatement■ of accountability, collection achedule ■, 
collection uchen, diabunement 1chedule11 dilbunement vouchers, and 
all other ■ch ulea and vouchers or document, Uled u achedulea or 
vouchers, excl ive of commercial pauenger tran1portation and Creight 
recorda and pa lJ records, EXCLUDING accounts and 1upporting 
documents pertai • g to American Indiana. 11' an agency ii operating 
under an integrate counting l)'Btem approved by GAO, certain 
required documenta I porting vouchers and/or 1chedule1 are included 
in the 1ite audit record ■ These records document only the baaic 
financial tran1action1 1 mo ey received and money paid out or depo1ited 
in the course of operating t agency. All copie1 except the certified 
payment or collection copy, ually the onginal or ribbon copy, and 
all additional or 1upportinr d mentation not involved in an interrated 
l)'ltem are covered by 1ucceedm ·tema in tlu1 achedule. 

Site audit record, include, but are n limited to, the Standards and 
Optional Forms hated. Aleo included equivalent agency form■ which 
document the baaic financial tranaaction deacribed above. 

DESTROY 6 YEARS AND 3 
MONTHS AFTER PERIOD 
COVERED BY ACCOUNT. 
(GRS 6-l(a) {92)) 

SF 216 
SF 224 
SF 1012 
SF1034 

SF 1036 
SF 1038 
SF 1047 
SF 1069 
SF 1080 

SF 1081 
SF 1096 
SF 1097 

SF 1098 
SF 1113 
SF 1129 
SF 1143 
SF 1146 
SF 1164 

SF 1166 
SF 1164 

SF 1166 
SF 1186 

SF 1218 
SF 1219 
SF 1220 

SF 1221 

OF1114 
OF1114A 
OF1114B 

Deposit Ticket 
Statement of Tramadiom 
Travel Voucher 
Public Voucher Cor Purchuea and S 

Than Personal 
Statement of Certificate and Award 
Advance of Fund, Application and Acco 
Pubhc Voucher (or Relund1 
Voucher Cor Allowance at Foreign Posts or Du 
Voucher for Transfer Between Appropriation■ 

and/or Fund■ 
Voucher and Schedule of Withdrawals and Credit ■ 
Schedule of Voucher Deduction■ 
Voucher and Schedule to Effect Correction of 

Errors 
Schedule of Canceled Checb 
Public Voucher Cor Tran1portation Charrea 
Reimbursement Voucher 
Adverti1ing Order 
Voucher for Payment Under Federal Tort Claim■ Act 
Public Voucher for Unpaid compemation Due a 

Deceased Civilian Employee 
Public Voucher for Fee■ ad Mileage 
Claim for Reimbursement for Expenditura on 

Official Busineu 
Voucher and Schedule of Payments 
Schedule of Undeliverable Check■ for Credit to 

Government Agencies 
Statement of Accountability (Foreign Service Account) 
Statement of Accountability 
Statement of Transactions According to Appropriation, 
Fund■, and Receipt Accounts 

Statement of Transactions Accordinr to Appropriation, 
Fund ■, and Receipt Accounts (Foreign Service Account) 

Bill of Collect1on 
Official Receipt 
Collection Voucher 
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SCHEDULE 9 

ITEM 
(UFJ#/ DESCRIPTION OF RECORD SERIES 

CONTINUED: ACCOUNTABLE OFFICERS' RETURNS 

B. Memorandum couu:o.--..... ·eountable officers' return- including statement■ 
o( trama.ction1 and accounta. ,u poriing vouchen, 1ehedulu, and 
related documents not covered elaewhere • eclule, EXCLUDING 
freight record.I covered by Schedule 6, and payroll recoi'iD""'l!flll~!d 
by Schedule S. 

AGENCY BUDGET REQUEST FILES 
[9000] 

Record. in thia file series con1i1t1 of budget material requested via 0MB 
(Ji-:,.-/\ Circular A-11, including material required by the President', Call for the 

I budget. Record, include, but a.re not limited to, letters, Corms, exhibit• 
(1ubm.itted electronically), and any other related findmg aid• or 
documentation aaaociated with thi.a 1ubm.iu1on, i e., 0MB, Pruidenh Budget, 
Justification Support - Conires1ional Bud,;et Support, etc. 

A. Original record set maintained at NASA Headquarten by Code B 
(Thia ad 1tart1 October 1, 1958 and continuu to Present) 

B. Installation working matenala/background file, and documentation 
developed by other organuational unit■ and as submitted to the 
Comptroller-a Office. 

C. All other offieu/eopies 

3 NASA ACCOUNTING AND FINANCIAL INFORMATION SYSTEMS (NAFIS) 
[9000] 

Thill is an agency-wide reporting ■y1tem which Naidu at NASA 
Headquarter-a and conforma to GAO/Treuury 11tandard1 for 1ummary 
ceneral ledger format/information This is an on-line integrated 
■y1tem which will be d11tnbuted to all NASA irustallat1on1 

A. OFFICE OF PRIMARY RESPONSIBILITY. 

B. INSTALLATIONS. 

C. ALL OTHER OFFICES/COPIES 

MINIMUM 
RETENTION 

DESTROY WHEN 1 YEAR OLD. 
[GRS 6-l(b) (92)] 

• PERMANENT • 
TRANSFER TO NARA WHEN SS 
YEARS OLD. 

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

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

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

USE DISPOSITION IN A ABOVE. 

DESTROY WHEN NO LONGER 
NEEDED OR WHEN 3 YEARS OLD. 

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

ITEM MINIMUM 
fUFl#l DESCRIPTION OF RECORD SERIES RETENTION 

4 R&D PROGRAM/PROJECT STATUS REPORTS (PSR) COST/SCHEDULES 
{9000] 
(N 24·3) 

Documents relating to c011t projections for research and development projects, 
including information about program objectives in tenna of projects, taalr.s, 
1tatua, and time phasing for development, and funds required. Theae files 
include achedules and directly related forecast and actual co1t1. 

A. INSTALLATIONS (Level 2 Manager) 

B. SECRETARIAT OFFICE (NASA Headquarter■ ; Comptroller■ Office) 

C. ALL OTHER OFFICES/COPIES. 

Record■ relating to avail a I llection, custody, and depoait of 
fund ■ including appropriation warran certificates of depo■ it, 
other than those record• covered by Item 1 o 

B. SPECIAL 

Record■ relating to monies obtained to pay for expen■ ea incurred in 
conjunction with apecial gueat, or moniea from aponaora of programs 
that could not be returned. Includee the •Administrator'• Fund; 
•Activity Fund,• •special Fund: and all other non-appropriated fund 
activities. 

• 

21 &c.. U'fMIJ,<-
RETIRE TO FRC IYEAR AFTER 
COMPLETION OF THE PROJECT. 
DESTROY 10 YEARS AFTER 
COMPLETION OF PROJECT. 

• PERMANENT • 
RETIRE TO FRC WHEN 4 YEARS 
OLD. TRANSFER TO NARA WHEN 
SO YEARS OLD. 

DESTROY WHEN NO LONGER 
OR 

WHEN 6 YEARS OLD WHICHEVE 
LATER. 

DESTROY WHEN S YEARS OLD. 
[GRS 6-4 (92)) 

RETI FRC 1 YEAR AFTER 
THE CLOSE FISCAL YEAR 
TO WHICH THE RECOn...,."'"""-JJ.RTAIN. 
DESTROY 6 YEARS AFTER T 
CLOSE OF THE FISCAL YEAR TO 
WHICH RECORDS PERTAIN. 

6 NASA EXCHANGE - PERSONNEL, PAYROLL, AND FINANCIAL RECORDS 
{9050] 

A. GENERAL 

Records in thia aeries con.aiats of register receipta, bank depo■ it 1lip1, 
regiater tapes, cancelled check■, bank ■ tatement■, ledger■, etc. 

B. CORRESPONDENCE FILES - GENERAL 

Files include adviaory notices auch aa merchandi■e and aundry noticea, 
records documenting overall adminiatration of the exchange, general 
correspondence, cuatomer complaints, security record■ and report■ 
pertaining to the exchange. 

C. STOCK FILES / GOODS RECEIVED 

1. GOODS: R.ecorda relatin1 to the receipt of merchandise, 
including copiea of report ■ of good■ received, 1h1ppin1 
document■, tracer inquiriu, merchandise follow-up reque■ ta, 
and other document■ related to ■hipment■ /follow-up of 
merchandi■e. 

2. STOCK: R.ecorda used by manacement for the control and 
procurement or merchandiae at warehouse and on the ■ ale■ floor, 
including unit merchandise record ■, ■ tock record card■, 
repleniahment card■, recorder records, and vendor recorda. 

RETAIN ON-SITE AT RESPECTIVE 
INSTALLATION DESTROY WHEN 6 
YEARS OLD. 

RETAIN ON-SITE. DESTROY WHEN 
4 YEARS OLD. 

DESTROY WHEN 2 YEARS OLD. 

DESTROY WHEN 2 YEARS OLD. 
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SCHEDULE 9 

ITEM 
[UFI #[ DESCRIPTION OF RECORD SERIES 

CONTINUED: NASA EXCHANGE RECORDS 
[9050) 
PASR D. EXCHANGE RECORDS ON INDMDUALS - NASA 10 XROI 

1. Record■ contained in this ■y■tem consist of present and former 
employ- of, and applicant ■ for employment with, NASA 
Exchanges, Recreational Auociationa, and Employees' Clube 
ai NASA in■ tallation■. Individual ■ with active loan■ or charge 
account■ at one or more of the ■!!Vera! organizations. Record■ 
contain Exchange employees' personnel and payroll records, 
including injury claims, unemployment claims, biographical data, 
performance evaluations, annual and ■ ick leave records, and all 
other employee records. Credit record■ on NASA employees with 
active account■. 

2. General meeting minutes of activities aaaociated with the Employees 
Exchan1e. 

MINIMUM 
RETENTION 

DESTROY WHEN 5 YEARS OLD. 

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

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

Records in this ■y ■tem consist of employees and put employees of 
the JSC Exchange Operations, applicants under the JSC Exchange 
Scholarship Program, and JSC employees or JSC contractor employees 
participating in sports or special activities aponsored by the Exchange. 
Records include a vanety of data relating to personnel actions and 
detenninationa made about an individual while employed by ihe NASA 
JSC Exchange. These records contain information about an individual 
relating io birth date, ■ ocial secunty number, home addreaa, phone 
number, marital status, references, veteran preference, and other 
information relating to the ■ tatus of the individual Scholarship 
information is supplied by ind1viduala who have applied and includes 
data on education, financial background, and other related information. 

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

'Ruorcl<" (.Af\nrr ba. N--"Tl feJ. {b 
~ f{l(!.... 
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SCHEDULE 9 

ITEM MINIMUM 
[Ufl#l DESCRIPTION OF RECORD SERIES RETENTION 

7 REIMBURSABLE AGREEMENTS - FINANCIAL 
/9090] 

A. GUIDELINES APPLICABLE TO REIMBURSABLE AGREEMENTS 

Report■, corre■pondence, working filea and other documentation required 
on file to ■upport reimbunable ad1vitiea. 

B. BENEFITOR FILES 

lncludea original authoritiea for reimbunable funding for re■ ident agenciea. 

C. OCCUPANCY (SSC ONLY) 

lncludea 1tafting level■, 1pace allocation, utility coats, burden anal)'lell and 
all pertinent information med in occupancy rate development at SSC. 
Recorda include occupancy rate development data; quarterly detail reporta; 
and, SSC Per1onnel Strength Report, (including hiltorical data). 

D. WORK PERFORMANCE AGREEMENTS (JSC ONLY) 

Record■ include agreement■ between JSC and other government or 
non-government agencies (the customer) whereby JSC perform■ work 
pre■ cribed in the agreement and JSC ii reimbur1ed for the coat of 
the work by the customer. These agreement, are mually l to S 
yean in duration. 

1. Office of pnmary re■pon■ ibihty 

2. All other office■ /copiea. 

E. ALL OTHER OFFICES/COPIES OF THE ABOVE RECORDS OTHER 
THAN THE OPR. 

RETAIN ON-SITE UNTIL 
REFERENCE VALUE CEASES; THEN 
DESTROY. 

DESTROY 6 YEARS AND S MONTHS , 
AFTER FINAL PAYMENT. 

THESE RECORDS ARE UNIQUE TO 
SSC AND WILL BE MAINTAINED IN 
SSC SPACE FOR 10 YEARS RETIRE 
TO FRC WHEN 10 YEARS OLD. 
DESTROY WHEN 20 YEARS OLD. 

TRANSFER TO FRC WHEN 10 
YEARS OLD. DESTROY WHEN 20 
YEARS OLD. 

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

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

8 APPORTIONMENT SCHEDULES - AGENCY WIDE CODING STRUCTURE 
/9100] ALSO SEE SCHEDULE 7 
(N 7-2) 

A. Apportionment and reapportionment 1chedulea proposing quarterly 
obligation ■ under each authorized appropriation, i.e., Re■ earch 
and Development; Space Fhght and Data Communication■; 
Con ■ truction of Facilitie■, Re■ earch and Proiram Management; and, 
the Inspector General. th'-nf.£., 
1. HEADQUARTERS (CODE B ONLY) RETIRE TO FRC S YEARS AFTER 

(These are records sent to 0MB and Treasury which 1how the FISCAL YEAR, 5 YEARS FOR NO 
division of fundmg by project/prop-am.) YEAR APPROPRIATIONS. DESTROYu,h 

WHE~ " TJ.liih"1.tl et.B. (II> lonf« II 
-Jrw/\u UJ'(rt o/t', wJ,Je,,l.4vu-is soaM 

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

B. Periodic report, on the 1tatU1 or accounts ionmenb. 
(THIS IS THE SAME t4-S ITEM 2le, S 

1. Annual report (end of fi■ cal year). ESTROY WHEN 5 YEARS OLD. 
(G 88}) 

2. All other copie■ /report ■. DESTROY S YEARS 
THE FISCAL YEAR IN WHIC 
CREATED 
(GRS 5-Sb (88)) 
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SCHEDULE 9 

ACCOUNTING RECORDS 

EXPENDITURES ACCOUNTING GENERAL CORRESPONDENCE AND SUBJECT FILES 

Correepondence or subject files maintained by operating units reapomible 
expenditl.U"U accounting, periaining to their internal operations and 

ad • istration. 

eiving reports; in reporting unit•; and related workin1 

ITEM MINIMUM 
[UFJ #l DESCRIPTION OF RECORD SERIES RETENTION 

DESTROY WHEN 2 YEARS OLD. 
[GRS 7-1 (88)) 

• 

DESTROY WHEN 3 YEARS OLD. 
(GRS 8-6a/b (88)) 

Ledgers, forms, and electro 
c041t reports. 

1. Led1er1 and forma 

2. Automated recon:b. 

{a) Detail ca.rds. 

(b) Summary ca.rds. 

{c) Tabulations 

(N 1-18) D. COST REDUCTION 

record• wied to accumulate data for UN in 

DESTROY WHEN 3 YEARS OLD. 
[GRS 8-1a (88)] 

DESTROY WHEN 6 MONTHS OLD. 
(GRS 8-7b(l) (88)] 

DESTROY WHEN 6 MONTHS OLD. 
[GRS 8-7b(2) (88)) 

DESTROY WHEN 1 YEAR OLD. 
(GRS 8-7b(3} (88)) 

Reports, correepondence, working papers, and other supporting documentation 
required to be on file. 

1. Headquarters. 

2. Field lmtallaUona. 

10 
[9210] 

SIGNATURE AUTHORITY FILES 

Records con1i1t of 1ignature authorities for miscellaneoua administrative 
records which include, but are not !united to, Diner'• Club authorir.ationa; 
report• or mail; authority for 1pecified employee, to certify funda, etc. 

RETIRET YEARS.AFTER 
CLOSE OFF EAR IN WHICH 
RECORDS WE TED. 
DESTROYS Y TER SUBJECT 
FISCAL YEAR. 

RETIRE TO FRC 3 y.::.A.....,'>ft.r 

CLOSE OF FISCAL YEAR I 
RECORDS WERE CREATED. 
DESTROY 5 YEARS AFTER SUB 
FISCAL YEAR. 

DESTROY UPON SEPARATION, 
TRANSFER, OR TERMINATION OF 
AUTHORIZED EMPLOYEE OR WHEN 
5 YEARS OLD, WHICHEVER IS 
SOONER. 
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SCHEDULE 9 

ITEM 
lUFl#l 

A. 

(N 3·6) 

ALLOTMENT/APPROPRIATION FILES 

bowing statue or obligation ■ and allotment ■ under each authorised 

13 
[9280} 
(N 3·3) 

DESCRIPTION OF RECORD SERIES 

NERAL LEDGER -ACCOUNTING 

GENERAL ACCOUNTING LE 

Ledgen 1howinr debit and uedlt entries, and reDectin1 expenditures in 
■ummary (balanced receipt,). 

B. TRIAL BALANCE LEDGERS 

Monthly coneolidated finandal report. aupporied by analysee report. at the 
appropriation, fund, or other level, covering all NASA uaet11 liabilities, 
funde, equity, revenue■, and co1h. The consolidated agency-wide report ia 
hued on and inc:ludu the trial balance and related reporia aubmitted by .acb 
NASA installation. 

1. ORIGINAL RECORDS (CODE B ONLY} 

(a) Annual September Report. 

2. All other offices/copies of the above report■ (1nc:luding cop1 
maintained at NASA in1tallation1). 

appropriat1 AFTER THE CLOSE OF THE FISCAL 
YEAR INVOLVED. 
(GRS 7-S (88)] 

Record.a used in posting and control media, subsidiary to reneral and 
allotment ledgers (Itmu 9 and 11), and not covered elaewbere 
schedule. 

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

B. ALL OTHER COIPES. 

MINIMUM 
RETENTION 

D AND S MONTHS 
AFTER CLOSE OF TH 
YEAR INVOLVED. 
(GRS 7-2 (88)] 

.3Il,(J) c.).NYJ?-
RETIRE TO FRC WHEN NO LONGER 
NEEDED FOR REFERENCE OR 
WHEN 5 YEARS OLD. DESTROY 
WHEN 10 YEARS OLD. 

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

DESTROY AS SOON AS ACTIVE 
---=RENCE VALUE CEASES OR 
WHEN OLD WHICHEVER IS 
SOONER. 

DESTROY 6 YEARS AND S MONTHS 
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SCHEDULE 9 

ITEM MINIMUM 
(UFJ#[ DESCRIPTION OF RECORD SERIES RETENTION 

FINANCIAL STATUS REPORTS 

A. MONTHLY CONSOLIDATED -AGENCY WIDE 

Thia is a monthly conaolidated agency wide financial report or commitments, obligations, 
c0t1ts 1 diabunemenb, and ruource author:u:ationa, conaiatinr or 11 voluma, or;anised 
cenerally by program activity. The following bat or reports a.re considered a pa.rt 
or thia aeries, but ia not all inclusive: 

Highlight Report, Balance or Payment. Report; Medical Report; 
Expert and Consultant Report; SEDSA--E,t. Distribution or Selected accounts. 

1. HEADQUARTERS - OFFICIAL RECORD: 

(a) Monthly iaauu or Volume 1, Summary of Data for Administrative RETIRE TO FRC AFTER THE CLOSE 
OperaHona, Research and Development, and Construction or OF THE FISCAL YEAR TO WHICH 
Facihhes Fundm1; and Volume 6, Project and Procram Year THE RECORDS PERTAIN. DESTROY 
Summary by Proi!11ffl Office and by Inatallat1on. WHEN 10 YEARS OLD. 

(b) Monthly iaauee or all other volume■ or the report printed. RETIRE TO FRC AFTER THE CLOSE 
OF THE FISCAL YEAR TO WHICH 
THE RECORDS PERTAIN. DESTROY 
5 YEARS AFTER SUBJECT FISCAL 
YEAR. 

2. All other copiee or the reports in Procram Offices, NASA Inatallatiom, DESTROY WHEN ACTIVE 
or other offices. REFERENCE VALUE CEASES OR 

WHENS YEARS OLD, WHICHEVER IS 
SOONER. 

B. CONTRACTS AND GRANTS REPORTS - STATUS 
SEE ALSO ITEM 19, SCHEDULE 7 

Record,, in thia category consist of a consolidated agency wide report of financial 
and atat:iat1cal data covering NASA contraeta, grants, and mtra-Governmental 
purchase requests. 

1. HEADQUARTERS - OFFICIAL RECORD: 

(a) Annual September haue (Following Formats) "' PERMANENT • :n'f eh"'f<-
E- S, E-5A; E- 7, E- 8; E- 9; E-10, E-11; E-12; RETIRE TO FRC 1 YEAR AFTER 
E-16, E-17, E-26; E-27; E-28, E-29, E-31; E-34; CLOSE OF FISCAL YEAR TO WHICH \. ......1-..,. 
E-S4A; E-S5; E-86-1; E-S6-S, E-S6-4, AND E-SS. RECORDS PERTAIN. lfft::A:MBFER 'f()' ~If "'Y 

tfd:,lr, 10 YEARS AFTER SUBJECT 
FISCAL YEAR. 

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

2. All other copies or the reports in Program Officu, NASA Inataliatiom, DESTR CTIVE 
or other offices. REFERENCE VALUE 

WHENS YEARS OLD, WHICHEVER,,_ ___ 
SOONER. 
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ITEM 
fUFl#l DESCRIPTION OF RECORD SERIES 

CERTIFICATES OF SETTLEMENT FILES 

Copiea of ceriificates and 1eUlement of account■ of accountable officen, 
•takment■ of differences, and related records. 

Ceriificates coverinc closed account seUlemenu, •upplemental 
settlement■, and final balance settlements. 

b. 

c. riificatea of 1etUement of claims 1ettled by the 
ing Office. 

16 TAX FILES 
/9620] 
(N 4·14) a. 

Report; ■ of withheld Federal t ea, ■uch u IRS Form W -S, with related 
papers, includm1t report.■ relatin to income and ■ocial aecurity taxes. 

(N 4-12) b. EXEMPTION FILES 

Withholding tax exemption certificatea, 
similar •tate tax exemption forma. 

(N 4-13) c. RETURN FILES 

Return■ on income taxes withheld •uch u ms Fo 

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

Individual earning and ■ervice card■, •uch u Optional Form 1127 or 
equivalent. Includes payroll ■ when individual earning or pay carda 
are not prepared. (SEE NOTE1] 

1. ELECTRONIC - Pay record for each employee u maintainted in an 
electronic database. Thia database may be a ■tand-alone payroll 
system or part of a combined personnel/payroll ayatem. 

2. NON-ELECTRONIC - Individual pay record containing pay data on 
each employee within an agency. This record may be in paper or 
microform, BUT NOT in machine readable form. 

b. NON-CURRENT PAYROLL FILES 

Copy of non-current payroll data aa maintained by payroll 1ervice 
bureaua in either microform or machine readable form. 

SCHEDULE 9 

MINIMUM 
RETENTION 

DESTROY 2 YEARS AFTER 
DATE OF SETTLEMENT. 
(GRS 6-Sa (92)) 

DESTROY WHEN SUBSEQUENT 
CERTIFICATES OF SETTLEMENTS 
ARE RECEIVED. 
(GRS 6-Sb (92)] 

DESTROY 2 YEARS AFTER 
DATE OF SETTLEMENT. 

DESTROY WHEN 4 YEARS OLD. 
(GRS 2-18c (88)) 

DESTROY 4 YEARS AFTER FORM 
IS SUPERSEDED OR OBSOLETE. 
(GRS 2-18a (88)) 

DESTROY WHEN 4 YEARS OLD. 
[GRS 2-18b (88)) 

PDATE ELEMENTS AND/OR 
TIRE RECORD AS REQUIRED. 

[G 2-la (93)) 

TRAN ER TO NATIONAL 
PER.SO EL RECORDS CENTER. 
DESTRO WHEN 66 YEARS OLD. 
(GRS 2-lb 9S)] 

DESTROY 16 YE AFTER CLOSE 
OF PAY YEAR IN W CH 
GENERATED. 
(GRS 2-2 (93)] 

If filed in Official Personnel Folder (OPF) OR in' individual pay folder 
adjacent to the OPF, destroy with the OPF. (SEE SCHEDULE 3, ITEM I) 
If NOT in or filed adjacent to the OPF, Destroy 56 years after the date 
of the last entry on the card. 
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SCHEDULE 9 

ITEM MINIMUM 
IUFI #[ DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: PAYROLL FILES 

CORRESPONDENCE FILES 

General correspondence tllet maintained by payroll units pertaining to 
ayroll preparation and procesaing. 

eh u SF 1126, or It• equivalent, payroll control regi1ter1. 

(N 4•6) D. PAYROLL FILES 

Memorandum copies of pa 11,, check lillta, and related certification 1heeu1 

aueh u SF 101SA, SF 1128A, r equivalent.. 

1. Security copies of document■ repared or med for diaburaement by 
Treuury di1bun1n1 office,, wit related papen. 

2. All other copiu. 

(a) It earning record card i, maintained. 

(b) It eaminr record card i.l NOT maintained. 

(N 4·8) E. CHANGE FILES 

Payroll change 11ip1, exeluaive or tho,e of the OPF, 1uch u SF 1126. 

1. Copy uaed in GAO audit. 

2. Diabuning officer copy uaed in PNP&rllll checb. 

8. All other copies. 

DESTROY WHEN 2 YEARS OLD. 
[GRS 2-2 (88}) 

DESTROY AFTER GAO AUDIT OR 
WHENS YEARS OLD, WHICHEVER IS 
SOONER. 
[GRS 2-14 (88)1 

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

DESTROY AFTER GAO AUDIT OR 
WHEN S YEARS OLD, WHICHEVER IS 
SOONER. 
[GRS 2-l!b(l) (88)] 

TRANSFER TO NPRC, ST. LOUIS, 
MISSOURI, WHENS YEARS OLD. 
DESTROY WHEN 10 YEARS OLD. 
(GRS 2-1Sb(2) (88)] 

DESTRO HEN RELATED PAY 
RECORDS AUDITED BY GAO OR 
WHEN SY OLD, WHICHEVER IS 
SOONER. 
[GRS 2-llia 

DESTROY AFTER PRE 
CHECKS. 
[GRS 2-lSb (88)) 

DESTROY 1 MONTH AFTER T 
OF THE PAY PERIOD. 
[GRS 2-1Sc: (88}) 
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SCHEDULE 9 

ITEM MINIMUM 
IUFl#l DESCRIPTION OF RECORD SERIES RETENTION 

ACCOUNTING ADMINISTRATIVE FILES 

Correspondence, report,, and data relating to voucher preparation, 
• i1trative audit, and other accounting and dilbuning operations. 

a. used for workload and per■ onnel management purpoaeii. DESTROY WHEN % YEARS OLD. 
[GRS 6-5a (92)) 

1 
b. DESTROY WHEN 3 YEARS OLD. 

(GRS 6-5b (92)) 

19 MBURSABLE TRAVEL/PASSENGER FILES 
[9630] 
(N 22-1) Record■ and copiea of record■ relating 
(N 22-2) u travel orden1, per diem voucher■, and ther 1upporting document■ 

relating to official travel by officer■, employee■, 
authorised by law to travel. 

A. Travel admini1trative office file■. DESTROY WHEN 6 YEARS OLD. 
(GRS 9-Sa (92)] 

B. Obligation copies. DESTROY WHEN FUNDS ARE 
OBLIGATED. 
(GRS 9-Sb (92)) 

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

W EVER IS SOONER. 

D. Unuaed ticket redemption forms, 1uch u SF 1170, or other DESTRO HEN NO LONGER 
mi1cellaneo111 travel documentation. NEEDED FO MINISTRATIVE 

USE OR WHEN EARS OLD, 
WHICHEVER IS S ER. 
(GRS 9-le (92)) 

20 TRAVEL AND TRANSPORTATION FILES - GENERAL 
{9730] 

tine admmi1trative record, including correspondence, forms, and related DESTROY WHEN% YEARS OLD. 
records pe • ommercial and noncommercial agency travel and (GRS 9-·b (92)) 
transportation, and freig ot covered elsewhere in thil achedule 
or Schedule 6. 

C. Credit card fila and documentation ■how il■ uance by commercial DESTROY CREDIT CARDS AND 
organisation■ for reiaaue to agency per■onnel for their uae while on RELATED PAPERS UPON 
official travel duty; receipt ■, regi■ ten, or other related document■. RECEIPT OF NEW CREDIT CARDS. 
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SCHEDULE 9 
ITEM MINIMUM 
fUF! #/ DESCRIPTION OF RECORD SERIES RETENTION 

PASSPORTS ISSUANCE/CONTROL FILES (SEE NOTE1) 

OFFICIA.L PA.SSPORTS SHOULD BE RETURNED TO THE DEPARTMENT OF STATE 
UPON EXPIRATION OR UPON THE SEPARATION OF THE EMPLOYEE. 

Document■ relatin e wuance or official pauport1, includinr 

puaport.1 iNued and related matteni. 

requeat1 for pauporta, tran • 
authomation.1. 

Reporta to the Department of State concerninc the number of official 

C. PASSPORT REGISTERS 

Regiateni and lilts or arency peraonnel who have official puapon1. 

22 IMPREST FUND 
[9791] 

Record■ in this 1erie1 include but a.re not limited to the followinc types: 

Acknowledgement of ruponaibility fonna for cuhierw; Releaae 
of reaponaibthty; Imprest Fund Alarm Syatem; Requeat to Increaae 
Imprut Fund Advance; and, Audit of lmprat Fund.a 

DESTROY WHEN a YEARS OLD OR 
UPON SEPARATION OF THE BEARER 
WHICHEVER IS SOONER. 
(GRS 9-5a (91)) 

ESTROY WHEN 1 YEAR OLD. 
( -5b (91)] 

DESTROY WHEN NO LONG 
NEEDED OR WHEN a YEARS OLD, 
WHICHEVER JS SOONER. 
{GRS 9-5c (91)) 

DESTROY UPON SEPARATION, 
TRANSFER, OR TERMINATION OF 
AUTHORIZED EMPLOYEE, OR WHEN 
5 YEARS OLD, WHICHEVER IS 
SOONER. 
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SCHEDULE g 
ITEM MINIMUM 
lUflti DESCRIPTION QF BICQRD SERIES RETENTION 

• INSPECTOR GENERAL RECORDS • 

23 INSPECTOR GENERAL INVESTIGATIONS CASE FILES· NASA 10 IGIC 
{9900] 
PASR A. AGENCY PRQGRAMS/QPIJM,tJPfff 

Cue flle1 developed durin1 lnn1tiaatlon1 of known or allepd 
fraud and abu11 and lrreplllritl" 1nd vlola&lon1 ol lavr1 and 
N11lla1lon1, Cue1 nlai1 to a,enc1 penonnel and pmpam, and 
OPfta&lori, adrninl1t.fted or financed by the apney, !nelodln1 
contractors a.nd other havlna • nlatlon,hip vrUh th• 111ney, 
Thi1 lnelud• inv11H1atlv1 ftl11 retalln1 to employ11 and hoUln• 
c:omplalnt1, and olher ml1Ul1111.1ou1 complaint ftlu. ru.. 
eon1l•* of lnve11ip1lv1 Hport1 and Hit.led d.oc:um1n1:1, 1uch u 
c:orrupond.,nce, nolH, aituhm1ntt1 and worldnc papers. 

ll11 contllnln1 Information or all11aUoru •hlch an of DESTROY WHIN I YBAB.1 OLD. 
11n attve nature but do not relate to a 1peellle {GRS H■ la (ll)l
inv11tl11i•,......__..... , lnelud• anonym.ou, or vape alle1atlon1 
not warrunln1 an 1tlon, ma'Clel"I nfernd to 
con■ tltuent, or other apnc • andllnc, and 1uppozt 
ftl11 provldlnr pneral Information w,....,-.i!'l'1 prove 1111ful In 
ln,pector Qanaral Inv,1sl1aUon1. 

2. All other lnv11ilrailv1 cue ftl11 except tho11 that &n PLACE IN INACTlY& FILES 
unuauallr 1l1nifteant for documenUnc major violailon1 or EN CASE 18 CLOSED. 
of criminal law or ethical 1tandard1 by a,enc:r oft'leial1 or CL ACTIVE FILE AT END 
othtl'I, OF l'ISO , DESTROY 10 

Y.LUI.B Al'TER 11'I LOSBD, 
ICRS II-lb (91)1 

I. Slpif\can, cue fll11 1 I.e., ChaU1ns•r; Hubble, lnve1tl11.Uon1 and/or THESE FILES MAY B& OONIIDBJLED 
1ub1t1.n1lv1 chan1•• In qency pollcy or procedure,. •PBRMANBNT' AND MOST BE 

SOHEDULBD BY SUBMITTING AN 
8'-111 l'OR DISPOSITION. 

curren• and formtr 1mploy111 
or NAB 
r1laHon1hlpa ......"l:K..,. 

po11Jbly con1U&u,1 
wu,, of funda, abu11 of au 
health and Hfely. Alto includ
ad.mJnlltratlv, mauer. ,ueh u 
Gov1mment, and manac,ment 

ed 1,re 

pot1nctat or 
and Ptoll'am ■ lud1 

1011111 1,nd oihen havln1 
d NASA relatlna io uiMtl11 
1lon1, or ml1m1napm1nt, 1ro11 
1peciftc dan1er to th, pubUe 

lo • varl1tr of 
acaln,t the 

l. Special ln&erut. 

i. R.ouiln• lnt1r.1c. 

A. file is ,iot closed until all judicial and administrative avenues and co,rsideratians have 
been fi11all:y exhausted. At the lime of closing. the file is designated as a "Special'" or 
•Routine" interest file. Special interest files are those investigative files which the 
Assistant Inspector General for Investigations determines should be retained because of 
especially significant, sensitive, or historical content. A.II other files are considered 
routine interest files. 

10 YEAR.I AFTER CASH 18 

DESTROY aYEARS A 
CLOSED. 
(N'Cl.Hl•ll•l] 
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SCHEDULE 9 

ITEM 
IUF! #l 

[9910] 
(N 17-16 
(N 6-2) 

2S 
/9910] 

DESCRIPTION OF RECORD SERIES 

AUDIT FILES 

MINIMUM 
RETENTION 

S AUDITS 

1. Office of Primary Rapomibility. 

2. All other offic:e1/copiu. 

Cue files of intern • • of agency proirama, operation ■, procedures, 
external audit ■ of contracton 11J11:t--s:t111·teea. 
correspondence, memoranda, and 1upporlil11N~it: 

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

2. Organaation being audited. 

3. All other offices/copie■. 

POLICY AND PROCEDURE FILES- HQ ONLY 

Records defining and documenting the policies required for directing, 
controlling, and carrying out OIG operations. AJ10 records on planning 
and developing OIG policie ■ and proceduru. Record■ can conai ■ t of 
manual, handboou, chrectivu, and working paper■ . 

A. One record copy of each if not included in the agency'• permanent 
aet of muter directivu files or the record ■ et of publicat1om. 

B. Working papen and background materials. 

C. All other offices/copies. 

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

DESTROY 2 YEARS AFTElJ- DATE OF 
AUDIT REPORT. t, /lb ~ 
DESTROY 2 YEARS AFTER DATE OF 

AUDIT REPORT. 1,/zc c..Atn,/< 

• PERMANENT • 
CLOSE SET OF DIRECTIVES OR 
PUBLICATIONS WHEN SUPERSEDED 
OR OBSOLETE. TRANSFER TO NARA 
IN 5 YEAR BLOCKS WHEN 10 YEARS 
OLD. 

DESTROY WHEN NO LONGER 
NEEDED. 

DESTROY WHEN NO LONGER 
NEEDED. 

9-14 



CONTRACT 
(NCl-255-81-1) 

ITEM 
(UFl#l DESCRIPTION OF RECORD SERIES 

26 SEMIANNUAL REPORT TO CONGRESS 
/9910} 

Reporu prepared by the 1tatutory OIG1 and 1ubmitted to the Congreu, and 
working papen. The reports 1ummarir.e the activities of the OIG for the 
•ix-month periods ending March 31 and September SO. For detaila on the 
composition of these report■, ■ee SEction 6, Public Law 96-«62, u amended 
by 6 U.S.C. Appendix. 

A. Record copy of report (HQ Only). 

B. Worltlnc and background paper■. 

C. All other offices/copies. 

INDEXES TO CASE FILES 

led as references to investigative and audit cue files. 

28 
[9920} 
CN 6-1) A. OF NASA 

Cue file■ on GAO audit ■ of A activitie1 Include■ GAO audit 
reports, correspondence, certific of clearance, notice of 
completion, and all related paper■. 

1. 

2. Organization audited or organization controlling 
audited NASA Contracts. 

CN 6·3) B. OF CONTRACTORS 

Cue file■ on GAO audits of NASA contractor■. 

1. Cognizant procurement office. 

2. All other offices/copies. 

SCHEDULE 9 

MINIMUM 
RETENTION 

• PERMANENT • 
CLOSE FILE UPON TRANSMISSION 
TO CONGRESS. TRANSFER TO 
NARA IN 6 YEAR BLOCKS WHEN 6 
YEARS OLD. 

DESTROY WHEN NO LONGER 
NEEDED. 

DESTROY WHEN NO LONGER 
NEEDED. 

DESTROY WITH RELATED 
RECORDS OR WHEN NO LONGER 
NEEDED WHICHEVER IS SOONER. 
(GRS 23-9 (89)) 

RETIRE TO FRC 2 YEARS AFTER 
DATE OF AUDIT REPORT. 
DESTROY 10 YEARS AFTER 
SUBJECT DATE. 
(NCl-266-81-1) 

DESTROY 6 YEARS AFTER DATE 
OF AUDIT REPORT. 
(NCl-256-81-1] 

DESTRO ITH RELATED 

9-15 
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SCHEDULE 9 

ITEM 
IUFI #l DESCRIPTION OF RECORD SERIES 

AUDITS OF CONTRACTORS 
/9950] 
(N 6·4) A. NASA 

Cue files on NASA audit ■ of contractors, including papen related to 
NASA audits for other Government acencia, 1uch u DoD. 

1. Office performing the review. 

3. 

4. All other offices/copies. 

(N 6·5) B. OTHER AUDITS OF NASA CONTRACTORS 

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

1. Cognizant regional audit office. 

2. Coini&ant procurement office. 

3. All other offica/copia 

END OF SCHEDULE 

1. 

MINIMUM 
RETENTION 

RETIRE TO FRC 2 YEARS AFTER 
DATE OF FINAL AUDIT REPORT. 
DESTROY 8 YEARS AFTER SUBJECT 

~~i~25s-s1-11/S4. ~ 
DESTROY WITH RELATED 
CONTRACT FILE. 
[NCl-255-81-1) 

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

DESTROY 1 YEAR AFTER DATE OF 
FINAL AUDIT REPORT. 
(NCl-255-81-1) 

EARS AFTER DATE OF 

[N 

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

DESTROY 1 YEAR AFTER DATE 0 
AUDIT REPORT. 
[NCl-255-81-1) 
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