
  

 

 

  
   

 

  

  

 

 

 

 

 

 

 

 

  

   

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: N1-255-94-003 

Some items in this schedule are either obsolete or have been superseded by new 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These items, unless subsequently superseded, may be used by the agency to 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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Item 7/4A was superseded by N1-255-04-003 item 101 or 107 

Item 7/5A1a was superseded by N1-255-04-003 item 101 or 107 

Item 7/5A2 was superseded by N1-255-04-003 item 103 or 107 

Item 7/5A3a was superseded by N1-255-04-003 item 105 or 109 

Item 7/5A3b was superseded by N1-255-04-003 item 101 or 107 

Item 7/5B1 was superseded by N1-255-04-003 item 101 or 107 

Item 7/5C was superseded by N1-255-04-003 item 103 or 107 

Item 7/5D1 was superseded by N1-255-04-003 item 101 or 107 

Item 7/6 was superseded by N1-255-04-003 item 101 or 107 

Item 7/7A1 was superseded by N1-255-09-001 item 7/7A1 

Item 7/7A2 was superseded by N1-255-09-001 item 7/7A2 

Item 7/7B was superseded by N1-255-09-001 item 7/7B 

Item 7/7C was superseded by N1-255-09-001 item 7/7C 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 6/2/2025 N1-255-94-003 



  

 

 

  
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 7/7D was superseded by N1-255-09-001 item 7/7D 

Item 7/7E was superseded by N1-255-09-001 item 7/7E 

Item 7/8 (accepted) was superseded by N1-255-04-003 item 101 or 107 

Item 7/8 (rejected) was superseded by N1-255-04-003 item 105 or 109 

Item 7/9A1 was superseded by N1-255-04-003 item 101 or 107 

Item 7/9A2 was superseded by N1-255-04-003 item 109 

Item 7/9B1 was superseded by N1-255-04-003 item 101 or 107 

Item 7/9B2 was superseded by N1-255-04-003 item 109 

Item 7/10A was superseded by N1-255-04-003 item 101 or 107 

Item 7/12A was superseded by N1-255-04-003 item 101 

Item 7/15 was superseded by N1-255-04-003 item 105 or 109 

Item 7/16 was superseded by N1-255-04-003 item 105 

Item 7/17 was superseded by N1-255-04-003 item 105 or 109 

Item 7/18A was superseded by N1-255-04-003 item 101 

Item 7/19A1 was superseded by N1-255-09-001 item 7/19A1 

Item 7/19A2 was superseded by N1-255-09-001 item 7/19A2 

Item 7/19B was superseded by N1-255-09-001 item 7/19B 

Item 7/20B was superseded by N1-255-09-001 item 7/20B 

Item 7/21B1 was superseded by N1-255-09-001 item 7/21B1 

Item 7/21B2 was superseded by N1-255-09-001 item 7/21B2 

Item 7/21C2 was superseded by N1-255-09-001 item 7/21C2 

Item 7/22 was superseded by N1-255-04-003 item 105 or 109 

Item 7/23A was superseded by N1-255-04-003 item 101 or 107 

Item 7/23B was superseded by N1-255-04-003 item 102 or 108 

Item 7/25A1 was superseded by N1-255-09-001 item 7/25A1 

Item 7/25A2 was superseded by N1-255-09-001 item 7/25A2 

Item 7/25A3 was superseded by N1-255-09-001 item 7/25A3 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 6/2/2025 N1-255-94-003 



  

 

 

  
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 7/25A4 was superseded by N1-255-09-001 item 7/25A4 

Item 7/25B was superseded by N1-255-09-001 item 7/25B 

Item 7/25C1. All records were destroyed. No more will be created. 

Item 7/25C2 was superseded by N1-255-09-001 item 7/25C2 

Item 7/25C3 was superseded by N1-255-09-001 item 7/25C3 

Item 7/25C4. All records were destroyed. No more will be created. 

Item 7/25C5 was superseded by N1-255-09-001 item 7/25C5 

Item 7/25D was superseded by N1-255-09-001 item 7/25D 

Item 8/1 was superseded by N1-255-09-001 item 8/1 

Item 8/4B was superseded by N1-255-04-003 item 103 or 107 

Item 8/5A1 was superseded by N1-255-04-003 item 101 

Item 8/5A2 was superseded by N1-255-04-003 item 103 

Item 8/5A3 was superseded by N1-255-04-003 item 102 

Item 8/5B1 was superseded by N1-255-04-003 item 107 

Item 8/5B2 was superseded by N1-255-04-003 item 108 

Item 8/7A1 was superseded by N1-255-09-001 item 8/7A1 

Item 8/7A3 was superseded by N1-255-09-001 item 8/7A3 

Item 8/7B1a was superseded by N1-255-09-001 item 8/7B1a 

Item 8/7B2 was superseded by N1-255-09-001 item 8/7B2 

Item 8/9 was superseded by N1-255-04-003 item 103 or 107 

Item 8/10 was superseded by N1-255-04-003 item 101 

Item 8/12A was superseded by N1-255-04-003 item 101 

Item 8/12B was superseded by N1-255-04-003 item 102 

Item 8/13 was superseded by N1-255-04-003 item 101 or 107 

Item 8/14A was superseded by N1-255-04-003 item 103 or 107 

Item 8/14B was superseded by N1-255-04-003 item 105 or 109 

Item 8/14C was superseded by N1-255-04-003 item 101 or 107 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 6/2/2025 N1-255-94-003 



  

 

 

  
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 8/17A1 was superseded by N1-255-04-003 item 101 

Item 8/17A2 was superseded by N1-255-04-003 item 107 

Item 8/17C was superseded by N1-255-04-003 item 105 or 109 

Item 8/17D was superseded by N1-255-04-003 item 105 or 109 

Item 8/18A was superseded by N1-255-04-003 item 107 

Item 8/18B was superseded by N1-255-04-003 item 107 

Item 8/20A was superseded by N1-255-04-003 item 103 or 107 

Item 8/20B was superseded by N1-255-04-003 item 105 or 109 

Item 8/21A was superseded by N1-255-04-003 item 101 or 107 

Item 8/21B was superseded by N1-255-04-003 item 105 or 109 

Item 8/21C was superseded by N1-255-04-003 item 105 or 109 

Item 8/22B was superseded by N1-255-04-003 item 101 or 107 

Item 8/24A was superseded by N1-255-04-003 item 105 or 109 

Item 8/24B was superseded by N1-255-04-003 item 106 or 110 

Item 8/25A1a was superseded by N1-255-04-003 item 101 

Item 8/25A1b was superseded by N1-255-04-003 item 101 

Item 8/25A1c was superseded by N1-255-04-003 item 101 

Item 8/25A3a was superseded by N1-255-04-003 item 101 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 6/2/2025 N1-255-94-003 



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

JOBNNmBER ~ 
(See Instructions on reverse) ,, ;l£ --?tt--~ 

To NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DATE RECEIVED ~1/-
WASHINGTON, DC 20408 /,,JI-

1 FROM (Agency or establishment) NOTIFICATION TO AGENCY 
National Aeronautics and Space Administration 

2 MAJOR SUBDIVISION In accordance with the prov1s10ns of 44 
USC 3303a the d1spos1t10n request,

NASA Headquarters and Field lnsta llations mcludmg amendments, 1s ap~roved except 

3 MINOR SUBDIVISION for items that may be marke "d1sfuos1hon 
not approved" or "withdrawn" m co umn 10 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE DATE 7f!J;l};)';g;;rnAdria A. Lipka 202 358 1372 ;)-/"l..JjC, 

6 AGENCY CERTIFICATION (J,
I hereby certify that I am authorized tb act for this agency in matters pertaining to disposition of its records 
and that the records*roposed for disposal on the attached __ page(s) are not now needed for the business 
of this agency or wi not be needed after the retentionreriods srecified; 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 lS not required; D is attached; or D has been requested. 
DATE SIGNATURE OF AG~NCY REPRESENTATIVE TITLE 

H-8 qs ~ ~~ _(\ 
-'~~t.t_,) 

7 
ITEM 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 
NO 

NASA Records Retention Schedules (NHB 1441 . lB) 
Chapters 7 and 8. See attached. 

NASA Records Officer 

9 GRSOR 10 ACTION 
SUPERSEDED TAKEN(NARA 
JOB CITATION USE ONLY) 
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115-109 NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 3-91)
1996 47/~REVIOUS EDITION NOT USABLE Prescribed by NARAFEB I 4 36 CFR 1228~.:U ,"Cl.LJL~ ). It)/'.IS ,1,,{5,,e 

- -~ 1 1/ -r- "'./C 1-==- ~ /(///i1
/V ,~ I ' ,. 



NASA RECORDS RETENTION SCHEDULE 7 

PROGRAM FORMULATION RECORDS 
{SEE NOTE 2) 

This records schedule is one of a series of schedules approved by the Archivist of the 
United States, which furnish authoritative instructions for the retention. destruction, or 
retirement of records held by NASA instalJations 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 7, pertain to the management, planning, and 
administration of a Research & Development (R&D) program and to groups of projects 
and laboratory type organizations at field installations. Records in this category are 
created and accumulated by organizations that have overall management responsibility 
for programs or multiple-project activities. This schedule provides pertinent record 
categories and specifies the retention and dispositions for each. 

Files consist of overall program administration and reflect planning, budgeting, 
scheduling, coordination, and management of the program. Files accumulated by offices 
of project managers who are responsible for the direct administration of the technical 
aspects of the program/system, should file these as part of the R&D Project Case File 
which is set forth in Schedule 8 - "Program Management." (SEE NOTE1) 

The Program Office, normally at NASA Headquarters, is responsible for maintaining the 
administrative case file relating to the particular program/project, and for insuring the 
progressive consolidation of essential documentation of the program, from time of 
inception to program management and may include some records throughout the life of 
the program to completion. The official records during management through to 
completion of the project are then filed in the Case File (See Schedule 8). 

PROJECT MANAGEMENT and PERFORMANCE RECORDS of an R&D 
Program are described in Schedule 8 which col'erS records created and 
accumulated by project organizations that hal'e direct management control over in­
house and/or contractor project activities. These files include individial basic 
research, applied research, and engineering development projects and as such are 
designated as either the project/program manager's files or the principle 
investigator's files and are considered a "PERMANENJ""' record series. 

NOTE2:. THERE ARE NO GENERAL RECORDS SCHEDULES (GRS) THAT COVER 
R&D RECORDS. THEREFORE IF A CATEGORY OR SERIES OF RECORDS 
IS NOT LISTED IN THIS SCHEDULE OR SCHEDULE 8, DISPOSITION IS 
NOT AUTHORIZED. CONTACT YOUR INSTALLATION RECORDS 
J\JANAGER OR THE NASA RECORDS OFFICER FOR INSTRUCTIONS. 
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ITEM 
!Ufl#l DESCRIPTION OF RECORD SERIES 

R&D CORRESPONDENCE FILES 

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

l 
/7000) 
(N 24-9) 

wi-¾Ju.W"'­

jl-lMtlw-\ ~f\ s 
s~ti.\ 

• ude the official program or project filu. 

Copies of d0<:umenta contain in project cue filu, prelimina.ry d:etches, 
drawinp, 1pecificatiorui, a.nd ph vap!u determined by competent lcientific 
and t.echnieal penonnel not to be o ufficient value {or incorporation into 
project cue file, and correspondence c erning ,uch administrative matters u 
travel, con!erencu, con1ultation1, and tr ·ttaJ of documents. 

A. Director'• office at performing field in,tallat1 
provam officu. 

B. Office of laboratory chief• r.nd diredon aupuviaing R&D proje-c:b. 

C. All other copiu. 

/7000) 
Punch cards, e 'c tape, or comparable media u•e-d to colle-c:t and 
anemble data of a prelimi intermediate charac:ter generated from 
1uc:h proceasu a.a experimenb or obae • a or a routine, repetitive 
nature, and used {or reference in arriving at de 
conduct of reaearc:h projecb. 

SCHEDULE 7 

MINIMUM 
RETENTION 

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

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

DESTROY 2 YEARS AFTER 
COMPLETION, RENEWAL, 
TERMINATION, OR 

ANCELLATION OF THE PROJECT, 
o .... ••;AH:1.]ER IF NO LONGER 
NEE D. 

DESTROY WHE 
SUPERSEDED OR EN 3 YEARS 
OLD, WHICHEVER IS 

DESTROY WHEN DETER.\.iINED BY 
COMPETENT AGENCY RESEARCH 
PERSONNEL THAT DATA HAS 
SERVED ALL RESEARCH 
PURPOSES. SCHEDULES 2 
(ELECTRONIC MEDIA) AND 8 
,~-- GRAM MANAGEMENT) 
PROJ ITIONAL 
DISPOSITION G ...,,..,.,,.~'-'" 
SOME SERlES OF RECO,,.,,,.,,_~ 

.:.. 
7-l 

https://prelimina.ry
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SCHEDULE 7 

ITEM 
[Ufl #f DESCRIPTION OF RECORD SERIES 

R&D LONG RANGE PLANNING FILES 
(7020] 
(N 24•1) Documents involving the esh.bliahrnent or ,chedulea to achieve NASA'• 

long range reeearch and development objectives, the formulation or 
new concepts and requinsmenh in R&D for pla.nnin1 purpo,u a.nd 
1imilar matten: Included are R&D long range plan1, R&D forecut,, 
documents reDeding the evolution of these plana or forecaata, and 
documents contributmg to the development of the plan• or forecaat,. 

A. Headquarten office, performing the NA.SA•wide ,ta.tT 
re■pona1bility and office l'ellpona1ble for preparation o( 
the plan and forecut. 

officea (Headquarters and !ield in■ tallt,tiom). 

C. All other offices/copiea. 

s R&D PROJECT FILES - PLANNING AND APPROVAL 

MINIMUM 
RETENTION 

• PERMANENT • 
RETIRE TO FRC 5 YEARS 
AFTER SUPERSESSION OR 
COMPLETION. TRANSFER TO 
NARA WHEN 10 YEARS OLD. 

DESTROY 5 YEARS AFTER 
SUPERSESSION OR COMPLETION. 

DESTROY 2 YEARS AFTER 
NOR COMPLETION. 

{7100} FINAL REPORTS AND COMPLETED PROJECTS - SEE SCHEDULE 8 
CN 25•6) 

A. REPORTS 

Reports prepared by the project manager or other pro;ed penionnel, 
containing information about project progren and reaearch, development, 
t.est, a.nd evaluation tuka, including the 1dentificat1on 1 time phuing, 
requ1remenh, a.nd other information about planning a.nd approval of ihe 
project and auociated adivitiu and findmp. 

1. PUBLISHED REPORTS 

(a) lrutallation1' office of primary respona1bility will maintain 
one official retord copy of each report which ii publi1hed 
together wit.h papers ehowing inception, ,cope, and badt,round, 
including coordination papen and comment11. 

NOTE: Rererence copiu may be maintained for related work. 

(b} Working papen 1uch u notu, roug , 
baclcgTound report,, and other 1uch papen. 

2. UNPUBLISHED REPORTS 

Installations' office of primary re1pon1ibility will mark and maintain 
one official record copy or each report that ia written and circulated 
for NASA uae but ii not pubhehed in a "formal" 1eriea of report• tor 
ceneral or public d_i_n_e_rru_·n_a._ti_o_n'-._____ 

ne-w s. P,o$Jl'tlM \ Pro1ecr 1)oC-O-fhCNCto..-fiar-

~. ~eurils ·~cltJtu~ M~5e.m4 ol,c,1c;,~ 

a,....~ ra:hoY1a\e .frsv +he, tsfetk \'ts hrhe4 of a.__.-

prosf'C4 ('(l \~ro~cct- b€-~c,e.,. 

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

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

Y£. t MA 1-1 t KT. Re.+H-t. 1'b f'~ 
w\v./'\ l.. ~ett0' o\&. Tro.,.,._r;-.fu -h:, 
t'l 14R ft w°h~ t.O ~ e.a.rs o \t:l. 

https://a.uociat.ed
https://Tro.,.,._r;-.fu


SCHEDULE 7 

SEND TO INSTALLATION LIBRARY 
FOR DESTRUCTION WHEN NO 

ERENCE. 

ITEM MINIMUM 
fUFl#l DESCRIPTION OF RECORD SERIES RETENTION 

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

(N 24·4) B. TECHNICAL REPORTS 

Theae record, conai1t of one copy of each preliminary, progreu, or final R&D 
technical report or publication prepared or i.uued by a field irutallation or 
activity, or received from their rupective contractor(1). 

1. Office of primary ruponaibility will ma.intain one record copy of each • PERMANENT • 
publication (marked "Official Copy") together with related papers DOCUMENT MAY BE RETIRED 
1howing inception, ■ cope, and background. TO FRC 1 YEAR AFTER 

PUBLICATION. TRANSFER TO 
NARA WHEN 25 YEARS OLD. 

• ed for reference by any office, including 
all technical report ■ pubhshe an 
Scientific and Technical Information function. 

new C. PROJECT LISTS 

Li■ t ■, card indexe1 1 or other media reflecting in a comprehen1ive manner DESTROY WITH RELATED 
individual project ■ administered by the agency. PROJECT RECORDS. SEE A. AND 

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

CN 25·2) D. PLANNING FILES 

Official record ■ et of the Project Development Plan, General Tut Plan, Sy ■tem 
Safety Plan, Data Management Plan, Quality and Rehab1hty Plan, Tran ■ portation 
Plan, Configuration Control Plan, Logiatiu Plan, and all other project planning 
document ■. Documentation included may coruist of concept, definition, duign and 
development, evaluation, and operation data/record ■. 10/1'1/'l.s

(11) 
1. Official record set a.a maintained either by the office of • PERMANENT • I ., 

primary rupon1ib1hty or the project office. RETIRE TO FRC WITHIN WYEARS 
AFTER COMPLETION, 
CANCELLATION, OR TERMINATION 
OF RELATED PROJECT. TRANSFER 
TO NARA 10 YEARS AFTER 
SUBJECT ACTION OR WHEN :ZS 
YEARS OLD, WHICHEVER IS 
SOONER. 

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

(N 1·9a) E. ADMINISTRATIVE - R&.:D 
(N 24·18) 

Admini ■ trative operations file,, coneapondence concemin, routine or 
temporary administrative matters. 

7-3 
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SCHEDULE 7 

ITEM 
[Uf[#J DESCRIPTION OF RECORD SERIES 

R&D PROGRAM MANAGER CONTROL FILES 
/7100] 
(N 24•2) These filu reneet the control of renarch, development, procurement, and 

production of those equipment l)'&tema, which beeauae of total cod, technical 
complexity, or number of project components, are 'tequir-ed to have special or 
"program• management. These files, u 1uch, are accumulated only by offices 
of those program ma.nagen who rely on other installation• to contract for, 
and directly supervise, the technical and engineering aspects of the syetem. 
( ,41...SO .SE& iSCHEfJE:!LE 5 1TElv.t J'! "6R,Hfl". .-ClbB-') 

MINIMUM 
RETENTION 

• PERMANENT • 
RETIRE TO FRC 2 YEARS 
AFTER COMPLETION, 
CANCELLATION, TERMINATION, OR 
SUSPENSION OF THE PROGRAM. 
TRANSFER TO'NARA 10 YEARS 
AFTER SUBJECT EVENT OR WHEN 
25 YEARS OLD WHICHEVER IS 
SOONER. 

7 EARTH OBSERVATIONS COMMERCIAL APPLICATIONS PROGRAM (EOCAP) 
[7100] (SSC ONLY) 

Stennia Space Center (SSC) manage,, on behalf of NASA Office of 
Commen:.ia.l Prognum, an applicat1ona program, EOCAP, de1igned to 
develop commerda.l interest for NASA-developed Remote ten.mg 
technology. Propouh1 are received at NASA Headquarters u a 
part of a NASA Reanrch Announcement (NRA) Selected propo1ala 
(projects) are tranafernd to SSC for general program mam,gement. 
Proposal files consist of the proposal (a.a received), fundmi 
documentation, deliverable,, and 1chedulu. Flies are kept 
in the following f'ormat/orgaruiation: 

A. EOCAP I PROPOSALS 

1. Selected proposals, acoru, evaluation11, ~ommendationa, 
and funding information. 

2. Propouh not Hleded. 

B. EOCAP I CONTRACTS 

Records include material• generated dunng proposal ulection, Item A. 

C. EOCAP I REPORTS 

Records con.ht of both quarterly and a.nnua.l report... 

D. EOCAP I ADMJNISTRATION/REVTEWS 

Records cor111i11t of a.drmmatrative corrupondence and communication.a; 
including program review, and other related activities. 

E. EOCAP ti RECORDS 

EOCAP II record11 follow the n.me proceduru and di1po11ition in1tructions 

FUNDED PROPOSAL FILES WILL BE 
INCORPORATED INTO EOCAP I 
CONTRACT FILES. 

DESTROY WHEN l YEAR OLD. 

DESTROY CONTRACT FILE 3 YEARS 
AFTER COMPLETION OF PHASE I. 
(THIS INCLUDES RECORDS 
INCORPORATED FROM a. ABOVE) 

DESTROY REPORTS S YEARS AFTER 
COMPLETION OF PHASE I. 

DESTROY! YEARS AFTER 
COMPLETION OF PHASE I. 

SEE ABOVE ITEMS FOR DISPOSITION 
a, EOCAP I except for EOCAP II proJ>ozala which are incorporated into the INSTRUCTIONS; PHASES CHANGE 
contra.ct file for follow-on work to EOCAP I contracts, unleu they are a TO REFLECT NEW PROGRAM, I.E., 
separate contract. DESTROY CONTRACTS S YEARS 

AFTER COMPLETION OF PHASE II. 

7-4 
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ITEM 
IUFl#l DESCRIPTION OF RECORD SERIES 

8 NASA RESEARCH ANNOUNCEMENTS (NRS) - ne.1.u 
[7100] 

Record.a corusiat of announcement ■ encouraging the 1ubmiaaion of research 
proponh. Thue announcemenh a.re usually made in circulated notice■ 
and letten, 1uch aa Spaee Science Notice ■, Application, Notices, and 
•Dear Colleague" letten. Selection of propoaal ha■ been made following 
peer or scientific (see Item g of thia 1chedule) review of the proposal,. 

I 

9 R&D PEER REVIEW AND EVALUATIONS - fl~w 
{7100] 

A. EXTERNAL REVIEWS 

Investigative report, of peer review, and evaluation,, which may include 
but a.re not limited to "Dear College" letten concerning the feasibility 
of perfonning and aequiring the IH!rvicea of, or the performance of an 
unsolicited proponl !rom researchen and/or 1cienti.lh. 

1. Report, and prop01al1 raulting in a project. 

2. Reports and proposal ■ not selected or rejected proposah. 

B. INTERNAL REVIEWS 

Report ■ of peer review ■ and evaluation• including, but not limited to, 
propoaala, alidea/charta, letten, and a chairman'• summary report 
concerning the re ■ eBJ"Ch being preformed by a 1pec:1fic (r0Up/ind1vidual of 
ruearehen and/or a.cientuta. 

1. Accepted proposals raulting in a proJect. 

2. Rejected propoaah. 

10 PROJECT APPROVAL DOCUMENTS (PAD) 
[7120] 
(N 7-4) Authorintiona to initiate and carry out the project(,) within the teope defined 

in the PAD and within available allotted funch. 

A. HEADQUARTERS 

SCHEDULE 7 

MINIMUM 
RETENTION 

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

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

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

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

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

• PERMANENT • 
RETIRE FILES BY FISCAL YEAR TO 
FRC WHEN NO LONGER NEEDED 
FOR ACTIVE REFERENCE OR WHEN 
8 YEARS OLD, WHICHEVER IS 
SOONER. TRANSFER TO NARA 
WHEN 25 YEARS OLD. 

DESTROY ANNUAL ACCOUNTS 
WHEN 2 YEARS OLD, AND NO YEAR 
AC 
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Documen 
currently in pro 
among technical pen 
uranged in 5 section• con 
RTOP1 Hated 

(N 1·31) RETIRE TO FRC ! YEARS AFTER 

SCHEDULE 7 

ITEM MINIMUM 
{Ufl #l DESCRIPTION OF RECORD SERIES RETENTION 

MANAGEMENT PROJECT FILES 
[7120/ 

final report.a, and related papen perta.ining to adminiatrative un COMPLETION, TERMINATION, OR 
C ROJECT. 
DESTROY WHEN 7 

12 R&D SPECIFICATION FILES 
[7121)
CN 24•6) Preliminary, experimental, and fina.l 1pecificahona created in connection with 

engineering project,. Arnt.nge by 1pec1fication number or by project. 

A. Office delegated ruponaibility !or maintenance or official record 1et1. • PERMANENT • 
RETIRE TO FRC WHEN NO LONGER 
NEEDED FOR REFERENCE OR WHEN 
S YEARS OLD WHICHEVER IS LATER. 
TRANSFER TO NARA WHEN 15 
YEARS OLD. 

DESTROY WHEN OBSOLETE, 
OR WHEN S YEA.RS 

OLD, WHICHEVER IS SOO 

PUBLIC REACTIONS TO ESTABLISHMENT OF MAJOR PROJECTS 
{7120} 
(N iS-17) Cone1pondence with citir;ens, m ·ci al office,, expruaing interut DESTROY ! YEARS AFTER 

in or oppo11tion to eatablbhment of new field cenien SELECTION OF SITE OR 
conatruction programs. Thia correspondence usually cites advern impa.c DONMENT OF SITE SURVEY 
upon the community. OR AF OF NEW 

PROGRAM WHICHEVER 

RESEARCH AND TECHNOLOGY OBJECTIVES AND PLANS (RTOP) - cit~ 
aiat or, and a.re u■ ed for, management nview and control of re1earch 

1. RTOP1 are designed to facilitate communication and coordme.tion 
el and to ex~dite the technology tranafer proceu RTOP1 are 

• g of the followinr· 1) citation• and 1wnma.ries of the 
in ucendmg nu order; 2) Subject indexee li,ting in a.lphabttical 

order main 1ubject headings by whir. 0Pa have been identified; S) Technical monitor 
index li1ting individuals reapon1ible for R • 4) R.e1pon11ble NASA organintion 
inde:x li1ting the NASA organiut1on which deve d the RTOP1 contained in the Journal; 
a,nd, 5) RTOP number index providing a crou-index the RTOP number u1igned by the 
reepon1ible NASA organintion to the correaponding accea • number assigned aequentially 
to the RTOP1 in the Summary. n .-: r L L 

r(~ft\"IH: .._i T. I ~t\S-tW -w C\M t\ WI\Cf\ 
A. INSTALLATIONS - Primary BBG'i'R8'.t' WHEM' 8Office of Re1ponalbility .n.l'Jlr:RS ef.B. J,o ~ur.s o\d, 
B. HEADQUARTERS - Secreta.rie.t Office (Comptroller) 

(Record• include Development le Operation, Repon1.) 
PERMANENT• 

TO FRC WHEN 4 YEARS 
SFER TO NARA WHEN SO 

C. All other officea/copiea. DESTROY WHEN LONGER 
NEEDED OR WHEN ~ OLD 
WHICHEVER IS SOONER. 
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ITEM 
fUF/#l 

15 
{7150] 
{8080] 
(N 24·10) 

16 
{7170] 
PASR 

17 
/7230) 

18 
/7320] 
(N 24·5) 

DESCRIPTION OF RECORD SERIES 

R&D INSTALLATION TEST SCHEDULING - c,.ho.m~ 

Document ■ uaed by testing unib to autboriu, 1chedule, a.nd control project 
teeting a.nd evaluation of modele or prototypee in 1pecialir.ed facilitiee, 1uch 
aa wind twmele, material ■ teat laboratoriea, etc. Included are copies of 
project order■, copies of operating 1chedule ■, critical event ■, feeder report,, 
and related papen. 

SCHEDULE 7 

MINIMUM 
RETENTION 

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

HUMAN EXPERIMENTAL AND RESEARCH DATA RECORDS - NASA 10 HERD 

Record ■ in thi.■ 1yatem coneiet ■ of data obtained in the course of a.n 
experiment, teat, or re.eearch medical data from in!light records; other 
information collected in connection with an experiment, teet, or re..earch. 
Included in thia 1y1tem of record, ia infonnation about individuals who 
have been involved in ■ pace flight, a.eronautical re■ earch !lii.ht, a.nd/or 
participated in NASA tute or experimental or re.eearch program; Civil 
Service employee., rruhtary, employeea of other government agenciee, 
contractor employees, atudente, human aubjecte (volunteer or paid), a.nd 
other volunteers on whom infonnation iJ collected aa part of a.n experiment 
or atudy.{see /(ale I] 

INSTITUTIONAL OPERATING PLAN (IOP) - new 

Recorde in thie aeries are uaed for the proposed operation plan for 
particula.r fund aoun:es related to R&.:PM money. It II a part of the semi­
annual budget cycle &nd iJ conaidered working papen for the program/ 
project office, in the budi;etary pl&nning procua, wually for the 
curnnt yea.r a.nd next yea.r monies. 

DRAWINGS - R&D FACILITIES FILES 

Preliminary, experimental, final design, and "aa built" drawings created 
in connection with research a.nd development projects, including reduced­
air.e oITaet prints a.nd aperture cards. Arrange by drawing number or by 
project. 

A. Office delegated reaponaibility for ma.mtena.nce of official record aet. 

C. All other copies a.nd offices. 

. 

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

DESTROY WHEN 5 YEARS OLD. 

• PERMANENT • 
RETIRE TO FRC WHEN 5 YEARS 
OLD. IF FILED BY PROJECT, 
TRANSFER AFTER COMPLETION. 
TRANSFER TO NARA WHEN 25 
YEARS OLD. 

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

DESTROY WHEN OBSOLETE, 
SUPERSEDED, OR NO LONGER 

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

ITEM 
{UFI #l DESCRIPTION OF RECORD SERIES 

FINANCIAL REPORTS - CONTRACTS AND GRANTS 

olidated agency-wide report, or financial and statistical data 
ASA contn•d• and gn.nts. 

A. 

1. June iuue: 

2. All other iuuea: 

B. All other copiea/officea. 

20 ALLOTMENT OF FUNDS (504s) 
{7400} 
(N 7·3) Allotment of funds and memoranda concerning decision.. on funding levet. and 

cba.ngea. 

A. Beadquarier1. 

B. Field ImtalJation.1. 

MINIMUM 
RETENTION 

4 I sm,LEHIUT • 
RETIRE TO FRC 1 YEAR AFTER THE 
CLOSE OF THE FISCAL YEAR TO 
WHICH THEY PERTAIN. TRANSFER best'6y 
!':PO N:A:J'l:k 10 YEA.RS AFTER FISCAL 
YEAR TO WHICH THEY PERTAIN. 

rt,u. 2S'S • f'i•JJ 
DESTROY 2 YEARS AFTER THE 
FISCAL YEAR TO WHICH THEY 
PERTAIN. 

ROY AS SOON AS ACTIVE 
REFE CE VALUE CEASES OR 
WHEN 2 OLD WHICHEVER JS 
SOONER. 

• PERMA..."l'ENT • 
RETIRE TO FRO WHEN S YEARS OLD 
FOR ANNUAL ACCOUNTS AND 6 
YEARS FOR NO YEAR 
APPROPRIATIONS. TRANSFER TO 
NA.RA WHEN 10 YEARS OLD. 

DESTROY ANNUAL ACCOUNTS 
WHEN S YEARS OLD AND NO YEAR 
ACCOUNTS WHEN 5 YEARS OLD. 

BUDGET AND PROGRAMMING RESOURCES/APPORTIONMENT FILES - C-hGVV\'r°' 

B. Recurrinr nporh of acientiric re1earch and development aetivitiu. 

1. Headquarter.. 

1. Hcadquarier1. 

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

DESTROY WHEN NO LONGER 
WHEN 2 YEARS OLD, 

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

ITEM MINIMUM 
[Ufl#l DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: BUDGET AND PROGRAMMING RESOURCES/APPORTIONMENT FILES 

SOONER. 
{GRS 5-4 (88)] 

E. Budget report files con1i1ting of periodic reports on 
appropriation accounts and apportionment. 

1. Annual report (end of fi1cal year). DESTROY WHEN 6 YEARS OLD. 
[GRS 6-Sa (88)] 

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

(N 7·2) D. Apportionme and reapportionment tchedules 1111d memor1111da schedules 
propoaing oblig •on,, tr11111fera1 etc., under each appropriation. 

1. Heai!qua.rtera. 

2. All other copiet/offieu. 

CN 7•6) F. Background working papua, coat 1tatementl, rough data, a.nd similar 
materials accumulated 1n the prepan,tion o! 1umual budget utimates, 
inc:luding duplicates o! budget utimatu a.nd ju1hfica.tion1 a.nd 
related appropnation language aheeh, na.rrative ata.temenh, and 
related schedule.a; a.nd originating offieea' copies of report, submitted 
to budget officu. 

(N 7·1) G. Budget e.atimates a.nd jUJt1ficahon mu. 

1. Copies of budget estimate, and justifieationa prepared or 
consolidated in formally orgaruud budget offic:ea at the bureau 
{or equivalent} or higher organiutional level. Included are 
appropriation language 1heeta1 narrative 1tatements, and related 
1c:hedulea and data. 

2. Working copies, background mahriab, all other office/copies. 

DESTROY WHEN NO LONGER 
NEEDED OR WHEN 2 YEA.RS OLD 
WHICHEVER IS SOONER. 

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

DESTROY WHEN NO LONGElt 
NEEDED OR 2 YEARS AFTER CLOSE 
OF FISCAL YEAR, WHICHEVER JS 

DE ROY 1 YEAR AFTER THE 
CLOS F THE FISCAL YEAR 
COVERE BY THE BUDGET. 
{GRS 5-2 ( 

•PERMANENT• 
RETIRE TO FRC BY FISCAL 
YEAR WHEN NO LONGER NEEDED 
FOR ACTIVE REFERENCE OR WHEN 
10 YEARS OLD. TRANSFER TO 
NARA WHEN 20 YEARS OLD. 

SEE ITEM F. OF THIS SCHEDULE. 

7-9 



SCHEDULE 7 

ITEM 
[UFT #l 

22 
{7600] 

23 
{7620] 
(N 1·40) 

RESOURCES AUTHORITY WARRANTS 

orlutioru to utiliu a stated amount of resources available to the Agency 

MINIMUM 
DESCRIPTION OF RECORD SERIES RETENTION 

PROGRAM/PROJECT OPERATING PLAN (POP) 

APociate Administrator and center progTam NIJOUrc:ea offices periodic: DESTROY WHEN 6 YEARS OLD. 
requut{a} !or resource requirement. againat the proposed budget/planning 
tor a parlic:ula.r project. Ineluded are working paper1 in the program/ 
project ofru:e uaed in budget planning. 

I 

PROGRAM/PROJECT NAME FILES - c.h"""'~ 
Documenh relating to the uaignment or popula:- namu to project. and major 
item, or equipment {i.e. Shuttle orbiten, 111.tel11te11, etc:.}. Included are 
corrupondence concerning propoaed names, minutes or meetinp or Project 
Designation Comm.itteu, coordinating action, on the propoaed names, approve.I,, 
and all other N.lated documentation/material,. 

A. Cue filea of the Auoc:iate Adminietrator for Public Afi'ain (Hea.dquarhn) 
a.nd any Hu.dqua.rhn office or inatallation ruponaible (or propo■ ing 
project. to be named and recommending names. 

B. All other officea/c:opie,. 

(funds or penonnel c:omplement) for the execution or approved NASA 
project. an ivities, 1uch u a 506 (original and 1ub-t.uthorities). 

* PERM.A.?-."ENT • 
RETIRE CASE FILES TO FRC 
WHENS YEARS OLD. TRANSFER TO 
NARA WHEN 20 YEARS OLD. 

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

DESTROY WHEN 10 YEARS OLD. 
EARLIER DESTRUCTION IS 
AUTHORlZED IF NO LONGER 
NEEDED FOR REFERENCE OR 
AGENCY USE. 

DESTROY ANNUAL ACCOUNTS 
WHEN 3 YEARS OLD AND NO YEAR 
ACCOUNTS WHEN 6 YEARS OLD. 

ESTROY WHEN NO LONGER 
N ED FOR REFERENCE OR WHEN 
1 YE D, WHICHEVER IS 
SOONER. 
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B. FIELD INSTALLATIONS (OPR) 

C. ALL OTHER OFFICES/COPTES. 



SCHEDULE 7 

ITEM 
fUFl#l DESCRIPTION OF RECORD SERIES 

25 AIRCRAFT FILES - ne.w 
[7900} 

A. AIR.BORNE DATA ACQUISITION 

These a.re file, that are maintained at the Aircraft Management Office, 
Headquarters and at Field Inah.llatione. Typically !ilea include information 
with rupect to aircraft operation,, coat, 1cheduling and tuking, uaually 
relating to remote aenaing research. (SEE NOTE1) 

1. General conupondence. 

2. Financial report ■. 

3. Flight achedules. 

4. Job orders. 

B. MAINTENANCE RECORDS {CURRENT /HISTORICAL) 

Records in this aeries include maintenance records for varioua aircraft 
located at NASA faciht1ea These records also may include 10me 
blueprints a.nd sketches of parts uaed on the various aircraft that a.re 
in the inventory. 

C. PLATFORM AIRCRAFT - OPERATIONAL (ARC ONLY) 

1. Transferred Aircraft Records (ha.nd copiea and electronic copiu). 

2. Aircraft no longer in inventory (non-current/inactive) (ha.rd copies 
and electronic copies). 

MINIMUM 
RETENTION 

DESTROY WHEN fi YEARS OLD. 

DESTROY 2 YEARS AFTER THE 
FISCAL YEAR OF THE REPORT. 

DESTROY 1 YEAR AFTER THE 
FLIGHT SEASON. 

DESTROY 2 YEARS AFTER 
EXPIRATION. 

RETIRE RECORDS TO ON-SITE 
STORAGE FOR 1 YEAR AFTER 
CLOSE OF FILE OR WHEN NO 
LONGER NEEDED RECORDS WILL 
BE KEPT ON-SITE AS LONG AS 
AIRCRAFT IS IN AGENCY 
INVENTORY. IF AIRCRAFT IS 
TRANSFERRED TO ANOTHER 
AGENCY, TRANSFER RECORDS 
WITH AIRCRAFT. IF AIRCRAFT IS 
OTHERWISE DISPOSED or OR 
DESTROYED, RECORDS WILL 
EITHER BE DESTROYED AT THAT 
T™E, WHEN NO LONGER NEEDED, 
OR WHEN 1 YEAR OLD, 
WHICHEVER IS SOONER. 

TRANSFER ASSOCIATED RECORDS 
WITH THE AIRCRAFT WHEN IT 
LEAVES AGENCY INVENTORY. 
THIS INCLUDES TRANSFER OR 
DONATION TO A MUSEUM OR 
OTHER SUCH INSTITUTION. 

DESTROY RECORDS ASSOCIATED 
WITH THE SPECIFIC AIRCRAFT 
WHEN IT IS DESTROYED, 
DISMANTLED, OR CANNIBALIZED 
AND NO LONGER ON THE AGENCY 
INVENTORY, OR WHEN 5 YEARS 
OLD, WHICHEVER IS SOONER. 

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

SCHEDULE 7 

ITEM 
fUFI #l DESCRIPTION OF RECORD SERIES 

CONTINUED: AIRCRAFT FILES 
[7900] 

C. PLATFORM AIRCRAFT- OPERATIONAL 

S. Current/active aircraft maintained in ~agenc_y inventory. 
OPR: Code OMM, Medium Altitude Miuion1 Office within 
the Sciences a.nd Application, Aircraft Diviaion. 

4. CAD Syatem 

5. All other office1/copiea. 

END OF SCHEDULE 

MINIMUM 
RETENTION 

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

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

DESTROY WHEN OBSOLETE, OR 
WHEN NO LONGER NEEDED FOR 
REFERENCE OR WHEN 5 YEARS 
OLD, WHICHEVER IS SOONER 
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NASA RECORDS RETENTION SCHEDULE 8 

PROGRAM MANAGEMENT RECORDS 

This records schedule is one of a series of schedules approved by the Archivist of the 
United States, which furnish authoritative instructions for the 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 8, pertain to the management and operation of NASA 
construction of facilities, architectural, and engineering design records. These records 
relate to the functions that create, control, formulate and prescribe real or personal 
property or facilities management polices and procedures used by activities and offices 
applying these procedures. 

Records also included in this series/schedule are Research & Development (R&D) 
records the pertain to the management, operation, and performance of an R&D Project. 
Such records are created and accumulated by project organization that have direct 
management control of in-house and/or contractor project activities. Project files relate 
to individual basic research, applied research, and engineering development projects. 
The Project Office, normally at the laboratory or division level at a field installation, is 
responsible for maintaining the files as is designated as the Office of Primary 
Responsibility (OPR), and is responsible for maintaining the files relating to the 
particular project and for insuring the progressive consolidation of essential 
documentation of the project. When more than one laboratory at an installation, or more 
than one installation works on a project, the lead project manager should establish 
procedures to insure that all files relating to the project are collected at a designated 
location for retirement and transfer. 

INSTRUCTIONS FOR DESIGN AND CONSTRUCTION FILES: 

General Definitions and Guidelines to use with Design and Construction Files: 

Generally, drawings pertaining to the design process lose their administrative usefulness 
after the final construction plans are accepted; these records should be considered 
inactive after the completion of the construction project. Precise measured drawings 
which are used during the construction process have a continuing value during the life 
of the structure, especially for repair and maintenance projects. The original 
construction drawings as well as repair and alteration drawings (or microform copies) 
should be considered active while the structure is still used, maintained or owned by the 
Federal Government. 

SEE DEFINITIONS - NEXT PAGE 
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DEFINITIONS: 

Preliminary Drawings: Drawings and sketches that are conceptual in nature. These drawings are 
usually freehand studies that show the basic design of the structure, include the arrangement of 
rooms, general appearance of elevations and floor plans, as well as other details under 
consideration. 

Models: Three dimensional, reduced-scale models which are prepared for illustrative or 
presentation purposes. 

Intermediate and Pre-final Drawings: Drawings which are created and reviewed in preparation 
of the final working drawings. 

"As Built" Drawings: Annotated copies of final working drawings or additional drawings which 
show changes in the initial construction from the original design. 

Shop Drawings: Detailed drawings prepared by construction contractors or subcontractors of 
particular parts of the building which they are to supply or by manufacturers of products to be 
assembled in their shops. These drawings which include plans for architectural embellishments 
and interior design such as tile and marble work, special cabinet work, elevators, or heating 
systems, not only provide instructions for assembling the products on the job site, but may also be 
necessary for future repair and preservation projects. 

Repair and Alteration Drawings: Original drawings which depict repairs and alterations to the 
building as it was originally constructed. 

Contract Drawings: Copies of the original workings on which contract negotiations are based. 

Standard Drawings: Final drawings for standard details and other documents created in their 
preparation. 

Space Assignment Plan(s): Drawings which depict outline floor plans used for space assignments. 
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SCHEDULE 8 

ITEM MINIMUM 
{Qfl#l DESCRIPTION OF RECORD SERIES RETENTION 

DEFENSE INDUSTRIAL PLANT EQUIPMENT CENTER (DIPEC) LOAN 

maintained u a record of tool duign ....,,_D 
drawinp. 

B. All other copiu. 

DATA FILES ON ORGANIC MATERIALS USED IN CONSTRUCTION OF PLANETARY 

[8000) 
(N 17•47) Llatinp of &oola or teat equipment 011 to NASA contractor 

or NASA inatallaUon. 

winp, and tradnp used in tbe mund'acture of 
individual component,, ted records or compa.rable document, 

------- CRAFT 

Documentation produced-ii't-itii&1a.Jlation1, contractoni, 1ubcontracton11 

and other auppliera, f'or re1earch andl:ln-eiloi:lment project ■ related to 
planetary flight mitaion hardware, which include, tion relative 
to the orranlc materillla uaed on apacecraf\ dutined t'or plane._,,__ 
landing. Documentation shall include all batinp, drawinp, teat 
reault1, part• h1h, and apecdication1 pertinent to the organic 
material■ content of the 1pacecraft u flown 

DESTROY l YEAR AFTER. 
COMPLETION OF LOAN. 

DESTROY WHEN SUPERSEDED OR 
OBSOLETE. 

RETIRE TO FRC AT END OF 
MISSION, OR WITHIN 6 MONTHS 
AFTER LAUNCH, WHICHEVER IS 
SOONER. RETAJN FOR 20 YEARS 
THEN REVIEW WITH NASA'• 

' Y QUA.R.A.NTINE 
ORIZATION 

https://1pacecra.ft


SCHEDULE 8 

ITEM MINIMUM 
[UFI #T DESCRIPTION OF RECORD SERIES RETENTION 

4 R&D CORRESPONDENCE FILES 
{8000] 
(N 24·11) 

Reco • • his series con1isb of copies of col'1'ellpondence and RETIRE TO FRC 1 YEAR AFTER 
documentation ating to the adminiatrative manarement and COMPLETION, CANCELLATION, 
housekttping opera of a laboratory or a program office. Files may OR TERMINATION OF THE 
include: Action/Suspense • general col'1'ellpondence; and, routine RELATED PROGRAM/PROJECT. 
office actiona and corrapondenc . DESTROY WHEN 6 YEARS OLD. 

(Nl-255-91-14) 

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

ESTROY WHEN 10 YEARS OLD. 
ER DESTRUCTION MAY BE 

AUTHO DIS APPROVAL IS 
OBTAINED THE CENTER 
DIRECTOR OR CO ANT 
PROJECT MANAGER/S TIST. 

B. PROJECT CORRESPONDENCE - OTHER 

Correspondence relating to a proJect and not a part of the project RETIRE TO FRC 1 YEAR AFTER 
manager's files. Thia 1ene1 may include correspondence and files kept by COMPLETION, CANCELLATION, OR 
offices subordinate to the project manager. The&e are not routine TERMINATION OF THE PROJECT. 
administrative/housekeeping files, they are mi1cella.neou1 project DESTROY 5 YEARS THEREAFTER. 
correspondence files. 

LONG-TERM PROJECTS MAY 
RETIRE RECORDS TO FRC PRIOR 
TO ABOVE EVENTS RETIRE 
RECORDS IN 5 YEAR BLOCKS AND 
DESTROY WHEN 25 YEARS OLD. 
11,u :m ;1 gJ 

DESTROY WHEN REFERENCE 
VALUE CEASES OR WHEN 6 YEARS 

S SOONER. 

-~¾~ I 
a- :::,ee at\-~J 

rx, 1"1 l $.\ (.JY\ • 
maintained a laboratory or comparable level. These records reflect a complete ' "-'II 
history of ea.ch proje m initiation through research, development, design, and 
testing, to completion. The • Jude (when created by agency pe!"lonnel or received 
from contracto!"l)--procurement 1 , on1isting of a copy of ea.ch contra.ct or agreement 
for research 1ervicea with related mod1fica • changes, or addenda; project authorisation 
document ■; TU application engineering documen ·on (where applicable); project card.; 
technical characteristics; test and trial result ■; drawin , c1fication11 and 
photograph• con1idered to be uaential to document de1ign, m cation•, and engineering 
development; technical and progre11 report1; notice o! completion, ca ation, or 
termination; reference to the location o! prototype model,, filma, or other I too 
bulky for inclw1on in these filea; and correspondence influencing the coune o! acts 
taken on a project. Project cue filea u1ually con,i1t of the seriu of record, lilted 
below. Each seriea 1hould be filed separately if at all pouible. 

A. CORRESPONDENCE 

si1t of the central file for ea.ch project office, EXCLUDING teat reault1, 

8-2 
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ITEM 
IUFl#l DESCRIPTION OF RECORD SERIES 

S 
8000) 

CONTINUED: R&D PROJECT FILES 

B. OFFICE OF PRIMARY RESPONSIBILITY (OPR) FOR A PROJECT 

R&D project office files relating to complex, apec:ially aignificani, or 
unW1ually large project■, generally resulting in prototype flight equipment; 
and 110rnetimea c:ompriHd or one or more the following file aeries in this 
item. 

c. ROCUREMEN FILES Cost & Schedu in Files 

One copy reach R&lD contract, grant, or agreement auociated with the 
accomplish nta ot the project with changes, modifications, or Mldenda 
thereto. (TH IS THE PROJECT OFFICE'S FILE, NOT THE 
PROCUREME OFFICE FILE) 

D. R&D STATUS FILES 

Documents reflecting the project managers master pl for research, 
development, and test of a designated equipment ayate Theae plans 
are used u management tool, and u a means of informin igher 
authority or the 1y1tem'1 1tatu1. Included in these records the 
project management muter plane, aupenieded and obeolete p of 
the plans, 1tudiea and reports uaed to keep the plan current, an 
related documents. 

E. R&D PROJECT AUTHORIZATION FILES 

Documents reflecting actions leading up to and including the 
authorintion tor initiation of a proJect. Included are Project 
Planning Documents (PPDe) and Project Authorisation Document■ 
(PADa). 

SCHEDULE 8 

MINIMUM 
RETENTION 

• PERMANENT • 
RETIRE TO FRC WITHIN % YEARS 
AFTER COMPLETION OF RELATED 
PROJECT. TRANSFER TO NARA 15 
YEARS AFTER COMPLETION OF 
PROJECT OR WHEN 25 YEARS OLD, 
WHICHEVER IS SOONER. 

RETIRE TO FRC UPON 
COMPLETION, CANCELLATION, OR 
TERMINATION OF PROJECT. 
DESTROY 6 YEARS AFTER 
DESIGNATED EVENT. 

LONG-TERM PROJECTS MAY 
RETIRE RECORDS TO FRC PRJOR 
TO ABOVE EVENTS. RETIRE IN 5 
YEAR BLOCKS, DESTROY WHEN 15 
YEARS OLD. EARLIER 
DESTRUCTION MAY BE 
AUTHORJZED IF APPROVAL JS 
OBTAINED FROM THE CENTER 
DIRECTOR OR COGNIZANT 
PROJECT MANAGER/SCIENTIST. 

• PERMANENT • 
RETIRE TO FRC WITHIN 
2 YEARS AFTER COMPLETION 
OF RELATED PROJECT. 
TRANSFER TO NARA 15 
YEARS AFTER COMPLETION 
OF PROJECT OR WHEN 25 YEARS 
OLD, WHICHEVER IS SOONE\f.. 

• PERMANENT • 
TIRE TO FRC WITHIN 

2 EARS AFTER COMPLETION OF 
RE TED PROJECT. TRANSFER TO 
N 15 YEARS AFTER 
COMP TION OF PROJECT OR 
WHEN 2 YEARS OLD, WHICHEVER 
IS SOONE 

8·3 



SCHEDULE 8 

ITEM 
{Ufl #l DESCRIPTION OF RECORD SERIES 

CONTINUED: R&D PROJECT FILES 

R&D PROJECT SPECIFICATION AND DRAWING FILES 

Copies or experimental, preliminary, and final drawinp and apecificatiom 
ated in connection with the project. 

(1) Original drawinp, auch u Space Shuttle Program (SSP) projects. 

(2) Silver ide aperture carda or original drawinp and/or microfilm 
of apecifi tiom. 

1. Document• 

Document, relating to the testing and e uation of' R&D item, 
to make 1ure that design, techmcal and ch acteri1tie1 
requirements are met and to provide in(onna •on f'or corrective 
actions, research, environmental, engineering, 1 ice, and other 
tut directives; plan• and prelmunary and final re rts; 
firing reports; calculation,, working papen; related 
correspondence; and comparable teat data. 

2. Data on Electronic/Computer Media 

See above description. 
(Thia includes teat and analysed data) 

a. Film 
(Thia ii the same u Schedule 1-71 B.3.} 

H. R&D PROJECT MEETING FILES 

Copiea of minutes or meetinp, con(erencea, report.11 trip report■ , 
reporh of' conaultatio111, and 1imilar papen pertaining to the projed. 

MINIMUM 
RETENTION 

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

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

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

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

LONG-TERM PROJECTS MAY 
RETIRE RECORDS IN THIS SERIES 
TO FRC PRIOR TO ABOVE EVENTS. 
RETIRE RECORDS IN 5 YEAR 

LOCKS AND DESTROY WHEN 25 
Y OLD. 

TEST D A TO BE INCORPORATED 
AND INCL OED IN THE FINAL TEST 
REPORT; T N DESTROY OR 
RECYCLE M IA. 

TRANSFER TO C 1 YEAR AFTER 
PROJECT COMPL TION, 
CANCELLATION, 0 TERMINATION. 
DESTROY WHEN 5 Y OLD. 

DESTROY WHEN NO LONGE 
NEEDED FOR REFERENCE OR 
ADMINISTRATIVE USE OR WHE 
10 YEARS OLD, WHICHEVER IS 
SOONER. 

8-4 
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ITEM 
fUFl#l DESCRIPTION OF RECORD SERIES 

CONTINUED: R&D PROJECT FILES 

I. R&:D PROJECT DATA LOCATION FILES 

Crou references or notation, u to the exi..etence and location or scale 
modele; experimental hll.l'dware, motion picture fihm, and comparable 
item, which are not flied with ihe project fllea. 

J. D PROJECT REFERENCE REPORT FILES 

Cop1 or each technical, progNA, or teat report iaued, or received in 
conne ion with the proJect, including Ceu1bility, coat effectiveneu, 
contract report,, etc. 

K. R&D PROJECT REVIEW FILE 

Record• m thi1 aeries consists of docu entation or other media 
produced which document Preliminary 
Design Reviews, Cntical Design Reviews, nfiguration Impect1ons, 
Design Certification Reviews, Flight Readine 
Fhght Evaluation,. 

L. R&D PROJECT TERMINATION FILES 

Documents reflecting notice• or authonty for completion or terminatio 
of a project or tuk, such u technical committee action, or termination 
notice, indicating R&D work on a particular project; or tuk bu been 
completed. 

M. R&D FINAL REPORTS 

Records in thi, aeries include, final reporb for: 
• Completed Projects 
• Cancelled or Temunated Project, 
• Suspended Project. 

SCHEDULE 8 

MINIMUM 
RETENTION 

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

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

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

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

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

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

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

8-S 



SCHEDULE 8 

ITEM 
IUFI #I DESCRIPTION OF RECORD SERIES 

s CONTINUED: R&D PROJECT FILES 
{800 

N. R&D PROJECT OFFICE FILES - SUMMARIZED 

D office filea relating to relatively small research project ■ where 
a and multi are •ummariled in a ruearch report which ill u,ually 

nated throughout NASA. 

Project acientiab filea at are not duplicated in a central Project 
Office file or project cu 1le. Thoe •hould be tramferred u an 
integral whole and should conaidered an adJunct to the ee.otral 
Project office file. 

P. R&D SPACECRAFT FILES - POST LAUNCH ENGi 

Lop and data describing the operation• and performance o 
various functions of the 1paeecraft or 111.telhte, revealing 
malfunction,, attitude, environmental conditions which may be 
to check ongoing operation• and to introduce engineering 
improvements into the deeign of late or similar spacecraft; this 
aeries include report,, technical notes, microfilm plots, 
memoranda, c:orreepondence, and related papen1/documentat1on. 

Q. ALL OTHER COPIES 

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

MINIMUM 
RETENTION 

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

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

RETIRE TO FRC 1 YEAR AFTER 
COMPLETION OF PERFORMANCE 
PERIOD OF THE CRAFT OR 6 YEARS 
AFTER DATA COLLECTION OR 
AFTER 6 VEHICLE FLOWS. 
DESTROY S YEARS AFTER 
DESIGNATED EVENT. 

DES OY WHEN NO LONGER 
NEEDE FOR REFERENCE, OR UPON 
COMPLE ON, TERMINATION, 
CAN CELLA ON, OR SUSPENSION OF 
THE PROJE OR WHEN 6 YEARS 
OLD WHICHE IS SOONER. 

8-6 
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SCHEDULE 8 

ITEM 
(UFJ#/ Dl,SCRIPTION OF BICQRD SERIES 

R&D CORRESPONDENCE IILES 

of cioplea of' 1,1onespondence md 
adminittrative llllllagam.utl md 

houa z'llllerationa labomory or • proara office. Fili,, may 
~lud•. •nml~IIIII a: aenend oom:apondonoe; and, l'Olltlne 
offloe aation nee. 

B. PROJECT CORRESPONDENCE - OTHER 

Conospondenoe relating IO • project and nor I pen of1he proje4lt 
manager's filea, Th.la serloa may inclt.1de co1111poada1U1C and fllH kept 'by 
oftic11 subontlnlll io the projed mlll'llger. These are not routine 
admin.il\rativ.Alouaokeeplng flies, 111.ty are mi1c0Uanooua projeot 
oomspondenoe filea. 

C. All other otfao1a/c:opk11 

s R&D PROJECT FILES 
{8000] 
(N 25-1) Thc:sc: records reflect a complste history of nob proJOOE from initiation tlvough 

resoaroh. development, design and teawia. to complation Reconil m 1h11 Nriea 
are typieally mamtalned in a central file by che proJeat office, which ii 
oomidered 1he primary offloe of responsibility (OPR.) hoord1 dealparod fbr 
pumancnt resonuon will be clearly id1mlfiff by die OPR and IIIUMined aepanaly 
f'tom recffl11 eonaidmd tornporll)' while in the cllltl:ldy of NASA Selffled cue files 
are to b111 relked aepan1,ely from Olher c:11ao filet r.o rho Federal Record& Cen1.or (FRC). 

Typical cue files include, but an not II.mired to: 

Inoommgfoutaoin.1 c:omapondence and memor111da.; 
Proc:un:mont mes (OOlt and 1c:hedulina), 
ProJeot Authorilation Documenll (PAD}; 
TU appUoclon enghwerin& documen1&1lon (where applicable); 
Proje~ cards; Tm 11nd 1rill nmdtl; 
DrawlnSI, 1peoificasiona, pho'lo8f&Phl, end videos; 
Technical, au1:1.1a, and pro1rn• roporu, 
Not.ice of c:omplltion, 0111oelladon. or tonnination, 
Da,a locl&lon filea; Projeet 111view tlle1: 
Fmal projoot reoordllrepoltll. 

NOTF.. Tots s.iri.e• does not lnoludi, test N•1.1lts maimllincd 11t NASA 
or ~mntr110tor lubomtorics •ll 1X>mp1irabh1 l11H1I. lbeMo rc,i:ords 
ffil covered by Itc1n~ 17 of thi~ Schcdul.:, 

MINIMl)"M 
B&IINTJQN 

RETIRE TO FRC l YEAR. APTBJI. 
COMPLETION, CANCELLATION, 
OR 'TERMlNAnoN OP THE 
RELATED Pl.OGRAM/PROJECT. 
DESTROY WHEN S YEARS OLD 
[Nl-255-91-l ◄ J 

LDNO-'TERM PROJECTS MAY RETIRE 
R.ECOIU>S TO FRC PRIOR. TO THE ABOVE 
EVENTS. RETIRE RECORDS IN ,.YEAR 
BLOCKS. DESTB.OY WHEN 10 YEARS 
OLD. EAR.UER DESTRUCTION MAY BE 
AUTHORJZEDISAPPROVALIS 
OBTAINED FROM 1llE CENTiR 
DIR£C10l OR COONIZANT PROJECT 
MANAGER/SCIENTIST. 
<DA: Nl-2SS-94-3> 

RETIRE TO FRC l YEAR A.Fl'ER 
COMPL!TION,CANCELLATION,OR 
TERMINATION OF 1llE PROJECT. 

ESTROY 5 YEARS THEREAITER. 

LON R.M PROJECTS MAY RETIRE 
RECO TO FRC PIUOR TO A.BOVE 
EVE.NTS RECORDS IN S YEAR 
BLOCKS AND STROY WHEN :U 
YEAJ.S OLD 
(NI •25'•94-3) 

DESTROY WHEN REFERENCE 
CEASES OR WHEN S YEARS OLD, 
WHICHEVER IS SOONER.. 
[Nl-25!1-Sll-14) 

https://rc:,vi.ew
https://resear1.1h
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SCHEDULE 8 

ITEM 
(UFJ#/ DESCRIPTION OF RECQBP SERIES 

MINIMUM 
RITJNTION 

CONTINUJ:D: UD PROJECT JILES 
[8000) 

A, SELECTED PR.OJECT CASE Fll.19 

'J\ua aeries oon11&t1 of reoorda 1h11 ArD of pllttlculv e1snifloanoe for 
for documenun1 NASA RAD proJOOII, The followina aelec:tion Griteria 
will bo Wied IO dlllmline if I project fa)h wkhln 1h11 dupo1al 
111dlority. 

PROJ'ECTS TH.AT LM.D TO1 

0 The dilc:ovcry of MW ao1ence, niveal new faclll or coneepra useful 
for t\aNre reaearoh, or conf'um le11 f1nnly bued ex1etin1 bodies 
of knowledge, 

-Q- Developmem of• "1lnt or ill kind~ prodUG\ or prooeu: 
Q- Eslablieh a pRaodent for •ianificantly chanaina NASA re11e1Rlh, 

,aem:iy policy, intem&l orpnizat.lon, or loai1l11ive ution; 
-0- ConlributN aignlflolffl Utl I.hat btolclena knowledp in a field 

of aclen.oe or 1ub1tantively 1ffeota a lc,y pw,110 policy ilaue; 
0 Re1ulta in 1ipiflc&11l •®W. political, or aeientifio controveny;
0 la subject to widesprud national or m~m11.t011&1 media 

anention or tho aubjeet of C<>ft&l'l!Rional or •acn11y 1cirudny or 
lnveaupiion: 

Q, Rnulta in a 11gnifican1 improvement in pro111111in1 or produ.otion; and/or, 
-Q- Rnulta in • 1ipificant Ml appllutl.on of an eXiltins prodlKlt or pro11111. 

1. UJtMANENT R!eeT4! In this •m jncJude; •PERMANENT• 

[N 25-la(l)] YP Status R.lpot11 JlECOR.DS MAY BE RETIRED TO AN 
Do0ument1 nftectinJ ilic maator plan for reae~ developmcnt, FRC WHEN 2 YEARS OLD. TRANSFER. 
and 111at of a deelpllecl equipment 1yatam Pl11111 1111 used u 11 TO NJ\Jt.A 1.5 YEARS AFTER 
management tciol and u • a mell!1 of informing hiaher level COMPLETION OF 1l1E PI.OJECT 01. 
manaaomenr of lhe 1iatu1. Inc:luded an proj•ct management WHEN 25 YEARS OU>, WHICHEVER IS 
muter plan1, 1uperseded and ob1olcte pan, of the plans, arudica SOONER. 
and repor11 used to keep the plan cumnt, 1111d related documenta. 

(N lS• la(3)I &,th9riJ11.tion PIiia 
Dooumentl l'lflectm& 1otiona leadins up lo and wludin1 tho 
authoriulion for md.ullion of a project. lmiluded &ro: 

Pro,11ot Pllnnin1 Doeumenta (PPD), ProJect A111horization 
Domimanta (PAD), 

(N 2S-la(4)) se,sifieation apd Dr1wina Fllg
Onamll drawinp that have l\OI boen maoroftlmed OR 1ilver halide 
apertuni eltdl of onginal drawinp and apeoiflaatlona lb.at 1how 
experlmllfflll. preliminary, and flnlJ venaont oreued in 
ooMeetion with die pro,1tat. Ori1inal drawinp ihat have been 
microfilmed (Ind microtllm hu been verified in 8"0rdam:c with 
36 CPR. Put 1230, 11230.14) an no longer DOntlderod the "atehival" 
or permanent ncord 1111d m.ay bo disposed of in acc:orcl111100 with B of 
lhia it.m or when no lonpr needed, whiehover II 1ooner. 

[N 25-18(9)] 1,r,,,nco R.ppol1a
Tethnk:al, progreaa, or teet report, i111ued, or n,01ived In 
oonneouon with the proj1e1t l.noludlna flrlu1bility, co1t, 
eff'ectivonoaa, and oontrlQtor reports 

[N 25-la(l0)] B,yjow Filea 
Dcx:wnm11 or other media produoed which dool.unent Preliminary 
R.aquiNmenu R.aview1, Prcllmhwy Dea1gn Reviewa. Crilioal 
Defli1n R.aviewa,. Configuration lnapoctiona, Deslsn Cenifkation 
R.avie-, Flight Reldlneee Reviews. and Poat Flight Bvalumon1. 

https://11230.14
https://JlECOR.DS
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SCHEDULE 8 

ITEM 
[UFJ#{ DESCRIPTION OJ BICQRP s1ms 

s CONTINUED; R&D PROJECT FILES 
[8000] 

l, CON'nNUED: 

(N 25-11(11)] Tcmpglllon Piles 
Doc:umenb Nflcctlrlg nouoe1 or euthority for compL!tion or 
unnlnlllon or I projKt or taak, 111o11h II leehnloll oommiueo 
umon, or lllnninclon notloe, indiollina RAD worit on • 
parlicul1t projei:t or 111k hu b,1111 complcnedfllrmin11ed. 

rmi,9! Sc1en11.1111 Filo 
Files chat uc not duplioeied in a oen1rll Proj,ct Oflig1 file 
at projeot 0lle file. th.n 1hould b1 'lt&nlfemd U Ill 
intepal whole tnd lhollld be oon,idered an adjunell so the 
cemnl pro,.eot office Cd• 

Final Repona 
Reeorda includo repona for oomplfled proj,m, cancelled., 
tnnln&t.ed. or tupencltd projecna. 

Audloviaual Repgah 
Rlllc:orda that document RAD project 11:tivitiea and are considered 
by the Pro.Jeat Off'ice to l,c 1111 lmelfll pm of aeleoted can filea 
i) Film. Also See Schedulo 1-719 
Q- Stills: Alao Ste Schedulo 2·23C 
-Q- Videoa Also Seo Schedule 2-24C 

2. TEMPORARY RECOR.I>S OF SELECTED PROJECT CASE f'IL!S 

Rocordll In du1 aerie• inclw:le: 

MP Corrupond1mi;9 

Prp911remen1 Files 
Copi11 of MD conll'IQI,, 1,tant, ot qreement uaoolatod wldl 
the acoompliahmtnta of th• project wllh ohlngea, modif'u:stio111, 
or addenda thereto. 

MINIMUM 
RETENTION 

TRANSFER. Wlnl SELECTED PROJECT 
CASE FILE. 

SEE ITEM 4 OF nus SCHIDtJLE. 

RECOR.I>S MAY BE RETIRED TO AN 
PRC WHEN 2 YEA.RS OLD. DESTROY 
WHEN 15 YEA.RI OLD. 

mus JS THE PROJECT OFFICES' FIUS, J!l.QI TllE PROCUllEMi?olT OFFlCE. FILE.) 

(N 25•la(S)J ProJeEJ Teat Epgporing. lftd Evaluatigp fin• 
Record& 111l1tin1 to the tcati.ng 111d evlhiauon of U:I) itema 
to mike liW1I that deaign. 114lbniral and dwactorlatiea 
rcquitemenra n met ud to provide lnformltlon tbr oom~ve 
Action1, reacareh, envirotunenlal ensin11w1, IOl"icio, and 
other telf. direotavea~ plan, and pnillmllluy and final reports;
fim.l l"llpOl'III, MUll11ona; wonina papen; Nlll!Ald 
~;oomparahle t111t dlr&; 111d, 11.1dio viaual reoorda 
that are ,outinc: lftd niped11ve in nlltlll'II. 

Elelllronic: Data. See •bove deai.ription 

Film: 

St1U1 and Video, 

Mep]ing Fjlc;s
Cop1e1 of minutca of meunp, oonf11re1K:e1, rtpoftl, trip ropona, 
rcpotea or oon1ullati0111, 111d aim.liar papen perta.uuna to the 
projer.,t, 

RECORDS MAY BE R.EmED TO AN 
FRC WHEN 2 YEARS OLD. DESTROY 
WHEN 15 YEARS OLD. 

DISPOSmoN NOT AtrrHORIZED AT 
nus TIME. 

SEE SCHEDULE Ml B.3. 

SE.E SCHEDULE 2-23 ud 2-24. 

RECOllDS MAY BE RETIRED TO AN 
FRC WHEN :1 YiARS OLD. DESTROY 
WHEN 15 YEARS OLD. 

https://u1oclat.ed
https://tcati.ng
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ITEM 
(UFJ#/ 
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/8000} 

(N 2.S-la(I)] 

[N 25-1(12)] 

[N 2!•Jo] 
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DESCRIPTION or Rlg>RD SQIU 

CONTINIIED: MD PROJECT FILES 

2. CONTINUED, 

PA Location Fila
I 

CNias nf'erenoee or no&ationa u 'lo the axiatonoe and too.non of 
IIQa1e modtla; eiq,erfment&I hardware, motion pictun films, and 
campll'lhlt ttem1 whic:ll are not rued wi1h die pn:,jeot filfl. 

§RtwFtft Flies· Po11 4:YDShlEnmgjpg 
Lop and d111& docribing the opem1ona and perf'omtance of lhc 
vario1111 tbnotlOU or the ,pam;raft or Hhrllita. mieallng 
malfunction1, attitud,, environm11111t&l ocmd1&ion1 wbioh may be 
111ed to oheok ongoing operation1 ud to imioduce englnaering 
unprovementl into cbe design of llf.e or sunilar apac;eenft; this 
Rrin lncludel reporta, te1:b.rw:al nDt11, mk:rotilm plou, 
mem.oranda. «lff'Upondenoo, 111d related papenfdol:\lfflmtation. 

Offiot Proiect Fi!oa •Summarized 
Oftlc:o files reJalina to relatively llffllll ruurch proJecu 
where da&a IUld naulll are aummarized in a mean:h report 
which II l&SUally di11eminatecl throughout NASA. 

3, ALL OTHER COPIEStOFFlCES 

Oftic:oa maintaining wortung or refereni:e copies of any of the above 
ree10rd ttneJ of MD project pllf)entdoownen1a1aon. 

B. NQNSEµc'.[ED PROJECT CASE fILES 

1. Rec:ord1 in thl• sen.a llllllllde thoee projec:tl that do not mee1 1he 
aeloC!llon oriteria identifiod in A above. 

2. ALL OTIIEll COPlES/OfflCES 

Offlou munWDlfll wolkina or rafcrencie 00p1ea of any of lhe above 
re1.ont1 11eriG11 of ll&D projelltl 111.S do not rnnt tho 11loatlon ontena 
identified m 5-A or in B-1 above, 

RESERVED 

P.08 

SCHEDULE 8 

MINIMUM 
BEIINTIQN 

RECORDS Mlt.Y BE DnRED TO AN 
FRC WHEN 2 YEARS OLD. DESTilOY 
WHEN U YEARS OLD. 

RECORDS MAY BE RETIRED TO AN 
FllC WHEN 2 YEARS OLD DESTROY 
WHEN U YEARS OLD, 

a.E<X)Rl>S MAY BE RETIRED TO AN 
FRC WHEN 2 YEA.RS OI.I>, l>ESTROY 
WHBN 15 YEARS OL'D. 

l>ESTR.OY WHEN NO LONGER NEEDED 
FOR REFERENCE, OR UPON 
COMPLETION, TERMINATION, 
CANCELLATION, OR SUSPENSION OF 
THE PROJECT, OR WHl!N 5 YEARS OLD 
WHICHEVER IS SOONER. 

RICORDS MAY BE RETIRED TO AN 
FRC WHEN 2 YEARS OLD. DESntOY 
WHEN 15 YEARS OLD. 
<DA: N1•2S,•94-3> 

DESTROY WHEN NO LONO!R NEEDED 
FOR. REFERENCE, OR UPON 
COMPLETION, lli.RMINATION, 
CANCELLATION, OR. SUSPENS(ON OF 
THE PROJECT, OR WliE.N S YEARS OLD 
WHICHEVER IS llOONER 
<DA: Nl•255-514-3> 

https://l>ESTR.OY


SCHEDULE 8 

ITEM 
IUfl#l DESCRIPTION OF RECORD SERIES 

MINIMUM 
RETENTION 

7 
[8000] 

R&D APOLLO DOCUMENTATION ADMINISTRATION FILES 
(SEE NOTE1) 

A. APOLLO DOCUMENTATION SYSTEM 

(N 24•8) A listinr of documentation covering the Apollo Documentation Sy1tem 
corubting or record copies or S document.: (1) Center Apollo Document 
Index, Appendix "A"; (2) Center Apollo Document Index, Numerical Lilting 
by Level Category, Control Number; (S) Center Apollo Document. Index 
Alphabetical Li•ting. The 1yshm will provide for continual management 
review to eliminate duplicate or noneuent.ial requirements a.nd reduce coat• 
related thereto. Included are supporting papers reflect.ing changes to 
buic documents. 

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

• PERMANENT • 
TRANSFER TO NARA WHEN 80 
YEARS OLD. 

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

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

Documentation relating to Apollo 11.nd project, initiated by the Apollo 
program (R&D/GSE and CorF) .,..h1eh includes drawings, 1pecification1, 
technical manuals, elec:tronic/eomputer media, photo,, teat reports, 
Operations k Maintenance (O&M) documentation, conatrudiona filee, 
and, Information for Bide (IFB). 

1. Office o( Primary Responsibility. 

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

b. Microfilm Records. (.:cN..lv.dt!c s,\uc.r llri1,~J • PERMANENT • 
RETAIN ON-SITE. RETIRE TO FRO

~C\tf. J.ia.<tO COft; •) WHEN 20 YEARS OLD AND 
TRANSFER TO NARA WHEN SO 
YEARS OLD. 

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

NOTE1: This is a CLOSED series. 
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OR MANIPULATION. RETIRE TO 
FRO 1 YEAR LATER. TRANSFER TO 

EARS AFTER DATE OF 
DATA COLL 

SCHEDULE 8 

ITEM MINIMUM 
[Ufl #I DESCRIPTION OF RECORD SERIES RETENTION 

SPACE FLIGHT EXPERIMENT/INVESTIGATIONS REDUCED DATA 

Digital tapea that con • e buic and 1upporiinc meuurement1 • PERMANENT • 
after ibey have been seleeted, prcx:eue , uced to the final CLOSE FILE AFTER LAST QUERYWith&M~ form that but N!preunt1 the 1cientific knowledge ot1u.11n1111-uQJ!!!..!I 

invatication.
~\ [SEE NOTE1) 
NP..S s~~ 

These Records are MAINTAINED at the NATIONAL SPACE SCIENCE DATA CENTER 
(NSSDC) operated by Goddard Space Flight Center (GSFC). 
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SCHEDULE 8 

ITEM 
IUFl#l DESCRIPTION OF RECORD SERIES 

CONFIGURATION CONTROL BOARD (CCB) RECORDS 
/8040) 

Recorda 1uch u not1ee1 of meetinga, change request., minutes, 
documentation, changes to documentation, directives, etc. 

A. Program level (kept u a pan of cue file in R&D Prorram/ 
or project [See alao Item#of th.a Schedule) 

5 

B. Project office level. 

MINIMUM 
RETENTION 

RETIRE TO FRC WHEN 2 YEARS 
OLD. DESTROY WHEN SO YEARS 
OLD. EARLIER DESTRUCTION IS 
AUTHORIZED UPON RECEIPT OF 
SPECIFIC AUTHORIZATION FROM 
PERTINENT CENTER DIRECTOR OR 
PROGRAM MANAGER. 

SEE DISPOSITION ABOVE. 

lO CONFIGURATION MANAGEMENT FILES - SPACE SHUTTLE PROJECT OFFICE 
/8040) (MSFC ONLY) 

Records in th11 1eriea consist of Baaehne Level III documentation 
with 1pec1fic requirements applicable to the proJecta, e g , 1olid 
rocket booster and redesigned motor, main engine; etc. The 
following records are considered a part of th11 1eries, but the ■eries 
ii not limited to these record ■ only: 

• Level I and II requirements; 
• Design and Performance requirements; 
• Interface; Venficat1on, Trammg Requirements; 
• Design, construction, and uaembly and 

matallation 1tandarda and apecificationa, 
• Design concepts, approaches, and 1olution1; and, 
• Product configuration descriptions. 

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

8-9 
..:... 



SCHEDULE 8 

ITEM MINIMUM 
fUFI #l DESCRIPTION OF RECORD SERIES RETENTION 

DESIGN AND ENGINEERING DRAWINGS FOR FABRICATION OF DISPLAY MODELS 
,~_.,_,...ffJBITS 

[8060] 
(N 9·1d) 

B. All other oBicea/copies. 

12 STAND ARDS AND SPECIFICATION FILES 
[8070] 
(N 24•6) Preliminary, experimental, and final 1tandard•/1pecification, created in 

connection with engineering projects. .Arrange by •pecification number or 
by project. 

A. Office of Primary R.eaponaibility {OPR). 

B. All other oBicea/copies. 

RETIRE TO FRC WHEN NO LONGER 
NEEDED OR WHEN 2 YEARS OLD. 
DESTROY 8 YEARS LATER. 

D WHEN NO LONGER 
NEEDED OR UU"""41-...L_-<~= OLD, 
WHICHEVER IS LATER. 

• PERMANENT • 
RETIRE TO FRO WHEN NO LONGER 
NEEDED FOR REFERENCE. 
TRANSFER TO NARA WHEN 15 
YEARS OLD. 

DESTROY WHEN OBSOLETE OR 
SUPERSEDED, OR WHEN 5 YEA.RS 
OLD, WHICHEVER IS SOONER. 

8-10 
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SCHEDULE 8 

ITEM MINIMUM 
IUFI#/ DESCRIPTION OF RECORD SERIES RETENTION 

13 ADVANCED MANNED AND UNMANNED MISSION STUDIES 
[8100] 
(N 24·16) Advanced liudiea or night mi11ion1 beyond thOH currently approved, or • PERMANENT • 

1tudiea or u yet unapproved 1pacec:raft, launch vehic:lea, 1pacecraft, and/or RETIRE TO FRO ON COMPLETION 
aircraft or aircraft sy■ tema th&& may lead toward 1uch future fll&'M mi.uiom OR ABANDONMENT OF STUDY. 
or ■ tudies leadinc to significant changes on an already approved TRANSFER TO NARA 20 YEARS 
configuration of 1pacecraR and launch vehicle. AFTER COMPLETION OR 

ABANDONMENT OF STUDY. 

14 SUMMARY PROGRESS REPORTS (R&D) - nevJ 
[8100] 

Reports 1ubmitled by laboratoriea or other project officea to ahow the initiation 
and deg?'ff or completion or projects and conaolidated report• prepared therefrom. 

A. Copies or report ■ ntained by reporting office. DESTROY 1 YEAR AFTER. 
COMPLETION, CANCELLATION, OR 
TERMINATION OF RELATED 
PROJECT. 

B. Feeder report• uted for compilation oC conaolidated report,, except u DESTROY UPON SUBMISSION OF 
indicated in C. below. CONSOLIDATED REPORT. 

C. Con101idated report, con,i.ating of an official file copy of each • l?i:ltl WCEZ:1' • 
conaolidated report and any feeder report, containing technical or RDTIRE TO F&G aYEARS Ai'Ti:B. 
1cientific data not fully documented in the con ■ olidated report. GOMPLE'ffON or !tEPOft'P-. 

"'f'ft.Al~!!'Eft 'fO H:ARA 18 Ylm.HS 
-.ld'TER. FCEPOR.T': 

rnwrforO..t(.. lfl't'O ff0gt6.M 

MO-M~&<--< .f\ \~s Wfi"I.AN.J 

I.AIV\cJ.w c.kio.~tw t, \""t~ I.,. 
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DESTROY J.A.NUARY 1, 2000. 

SCHEDULE 8 

ITEM MINIMUM 
fUfl #l DESCRIPTION OF RECORD SERIES RETENTION 

PIONEER SPACECRAFT RECORDS 

A. PAPER RECORDS 

Pioneer 6 through 9 

Record, c:omi.ating of Operation, & Maintenance DESTROY IMMEDIATELY UPON 
wtthdM Wk anua.!1 (1964-67), mi1cellaneou.s file. pertinent to APPROV AL OF THIS SCHEDULE. 

eer mi11ion1 6-9 (196(-73; DHp•space-net pua Colden, 
~l,\\~~ telet punch tapes, and PN 6/7 TRW teat repon, (1964-93); 

a.nd, 0 • e analy1i.a report ■ and n.lidation.1. 
Nits s¾fl~ 

(b} Rec:ordf eon,i1 of 0Hp-Spa.ee-Net-Pau Colden RETIRE TO FRO WHEN NO LONGER 
folders 1993 and c NEEDED OR WHEN 2-WEEKS OLD. 

DESTROY WHEN 7 YEARS OLD. 

2. Pioneer 10 

(a) Rec:orda con1i1t of Progreu report,, ev ation•, and review, DESTROY IMMEDIATELY UPON 
(1970-74); data package• and teat proct-du (1971-72); and, APPROVAL OF THIS SCHEDULE. 
Ofl'-line analyaie reports and val1dation1 (197 7). 

(b) R.ecorde con1i1ting of command imtruction,, telemet 
inatruction1, deep-space-net pa.a, folders, bit-error-rate 
ploh, experimenter-data-record validations, altitude 
data, preceuion lop, and old proceduru (1972-1993). 

3. Pioneer 11 

(a) R.ecord1 consisting of progren reports, evaluation,, and 
n:views (1970-74), and, Off-line analyli.a report, and 
validation, (1971-77). 

(b) Rec:ords consisting of command inatruetion1, telemetry 
inatructiona, deep-apace-net paa !oldens, bit-e!TOr-n.te 
plots, experimenter-data-reeord validations, altitude 
data, precuaion log-,, d11ta packages, tut procedures, and 
progrua report• (1973-1993). 

8-12 
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SCHEDULE 8 

ITEM MINIMUM 
[UFl#l DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: PIONEER SPACECRAFT RECORDS 

A. CONTINUED: PAPER RECORDS 

4. Pioneer 12 

(a} Recor-ch con,ilting of cruiM computational ofl'-line DESTROY IMMEDIATELY UPON 
Yal.tdaUon1 (1978 ). APPROVAL OF THIS SCHEDULE. 

Record• con•iating of command instruction,, telemetey DESTROY JANUARY 1, 1998. 
instructions, orbit foldera, orbit files, trajectoey 

ab., command files, altitude ,ummary, command and 
, • lop, mi1eellaneou1 quick-look worklheeb, 
inte ediate-dah.-record 1ummaries, and operation, lop 
(1978- 92). 

Record• consist of ellaneoua multipro~ recorch, operation DESTROY IMMEDIATELY UPON 
lop, and cruiae compu APPROVAL OF THIS SCHEDULE. 

B. MAGNETIC TAPES 

1. Pioneer 10 

(a) DESTROY JANUARY 1, 2000. 

{b) RETIRE TO FRC WHEN NO LONGER 
NEEDED OR WHEN 2-WEEKS OLD. 
DESTROY WHEN 7 YEARS OLD. 

2. Pioneer 11 

(a} MDR tapu - 197:-1990. DESTROY JANUARY 1, 2000. 

(b) MDR tape1 • 1991 a,nd continuing. RETIRE TO FRC WHEN NO LONGER 
(Collected annually) NEEDED OR WHEN 2-WEEKS OLD. 

DESTROY WHEN 7 YEARS OLD. 

a. Pioneer 12 [SEE NOTE1J 

(a) Ephemeri1 tape record, c:ontaininr location of 1pacecran . ·..Y JANUARY 1, 1998. 
during orbit (1978-1992). 

(b) 1978 - 1992 Records 

Record, eonai,t of, but ve not limited to, the followinr type,: 
NEEDED OR WHE 2-WEEKS OLD. 

• Supplementary-experimenter-data-record bpa containin,; DESTROY ENTIRE B OCK or 
trajectory and engineering data. RECORDS (1978-92) J IJARY 1, 

Muter data record (MDR) tape, c 
telemetry data (1972-1990). 

MDR tapes - 1991 a.nd continuing. 
( Collected a,nnually) 

RETIRE TO FR 

tit Epoch-time-data-record tapea containing 12-aecond time tap 1998. 
for 24-hour orbit. 

o Commi.nd-record tapes containing all commands given io 1pa.ee­
cnft auch u attitudes and instrument command.I. 

o Intermediate-data-record tape, eontainin,; telemetey record.a 
received from JPL. 

tit Log hpea containing telemetey recorda genuated from hirh-
1peed data 1trea.m received Crom Arnet. 

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

8-13 
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SCHEDULE 8 

ITEM 
fUFT #[ DESCRIPTION OF RECORD SERIES 

ROJECT CONTROL FILES 
[8120] 
(N 1·24) Memoranda, report,, control fllu 1uch u 1u 

U11ignmentl, progreA, and completion of projects. 

R&D EXPERIMENTAL PROJECTS DAT A FILES 

ocument■ maintained and UJed by tcientific and engineering persoll.llel 
for earch, development, and test of an item, or within a field of 
tcienb 1 ·nquiry, renecting concept, design criteria, atudiu, 
calculation , d teat performance of uaembliea, or devicu developed. 
Included a.re en • eering or 1cient1fic notu, draft ■ of technical report• 
and articles; teleme oacillographic and pen recordinp; time and 
motion filma and reco ; 1tlll photograph•; computer media; 
tound recordinp, a.nd 1irru ough or raw data which a.re a pan 
of the project filu, Theae reeor are conaidered to be genuine break 
througha in a particular field. 

A. Data euential to support laboratory no 
discoveries, and invention d11cloaurea1 inclu 
to patent matters and data relatmi to hi.atone 
or unique accomph11hmentl. 

C. Data that bu been fully incorporated into reports. 

D. Other data !ilea. 

MINIMUM 
RETENTION 

DESTROY 1 YEAR AFTER 
EAR IN WHICH THE PROJECT 

IS CLOS 
(GRS 16-6 (88)] 

PORT IS 
WISE DESTROY 

WH 
LATER. 

RETIRE TO FRO WH O LONGER 
NEEDED FOR THE PROJ 
RESEARCH USE. DESTROY 
YEARS OLD. 
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17. R&D EXPERIMENTAL PROJECTS DATA FILES 

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

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

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

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

(2) Non-significant project data files. 

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

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

Disposition: Destroy when no longer needed. 

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

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



SCHEDULE 8 

ITEM MINIMUM 
[Ufl#I DESCRIPTION OF RECORD SERIES RETENTION 

18 ATMOSPHERIC SCIENCE DAT A (KSC ONLY) - '();w 
/8200} 

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

KSC related and electrical field and mete-orological data VALUE CEASES. UPON PROGRAM 
to include electronic/computer media, technical memos, acientific COMPLETION, CANCELLATION, OR 
journal report•, •trip chart•, launch pad bghtninc flub report,, TERMINATION, DONATE RECORDS 
video recordings of lightninc 1trike1, and other uaociated media. TO THE FOLLOWING UNIVERSITIES 

IF UNIVERSITIES DO NOT WANT, 
DESTROY RECORDS IMMEDIATELY. 
• Order or Donation u follow1: A-1; 

A-2; and A-3. 

B. LDAR RECORDS (Lightning Detection and Rangjngl 

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

CEASES. UPON PROGRAM 
COMPLETION, CANCELLATION, OR 
TERMINATION, DONATE RECORDS 
TO THE FOLLOWING UNIVERSITIES 
IF UNIVERSITIES DO NOT WANT, 
DESTROY RECORDS IMMEDIATELY. 
• Order of Dont.tion u follow1. B-1; 

B-2; and B-3. 

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

Univeraity of Ariz.ona Univemty of Florida New Mexico Irutitute of 
Attn: Dr. Phil Krider Attn: Dr. Martin A. Uman Mining &: Technoloa 
Inatitute of Atmospheric College of Engineering Attn: Prof. Paul Krehbiel 

Phy1ie1 Department 0£ Electrical Phyaica Department 
PAS Bldg. Bl, Rm. 642 Engineering Socorro, NM 87801 
Tucaon, AZ 85721 Ga.in1v1lle, FL 

8-15 



SCHEDULE 8 

ITEM MINIMUM 
[UFJ #l DESCRIPTION OF RECORD SERIES RETENTION 

PLANETARY GEOSCIENCE PROGRAM RECORDS 

ordl in thi.a serie1 eon.aiat or planetary geology and 1~phy1ic:a progn.m and 
plan materials a.nd gCNXhemistry rKordl. Then file, (one (or eaeh Principal 
Invutiga J) in the progn.m) ean, but do not neceaurily, include copiu of the 
propou.l, copie■ corre,pondence bet,.e-en the PI a.nd the program office(a), and 
additional relev&nt m ·a.1, 1ubmiUed by the PI or produced with the program office. 
Theae a.re the PI'a or Pro Manager'• filea for each 1pec1fied sra.nt for the 
Planetary Ge-o11cience Progr=. ere ia little reference M:tivity a!ter 3 yeaT11. They 
a.re not fully duplicated elaewhere. "'Fi~,c:-111N--eel~·:iN.a---f'el-P'ehrl>l'iEl-ff'~~-'IA--

-fl~Bt-proirr-mrm~srem-em--fihr,,:;oyn-ed"i:~~~.ila.-1-Jii,-11!.i.t.l~...!.;f;!.E.J;U.<~~~• 
rd ti sm,fet •e N 

c;.ms'1 
Principal Inve.1tigator'1 (PI) filea/rKord.e. 

ATION. 

:%56-89-Sj 

re t. 1]) prort1rr- m =t. 
A. IRE TO FRO :% YEARS AFTER 

DESTROY WHEN 6 
OLD. 

B. All other officea/copie1. DES WHEN NO LONGER 
NEEDED REFERENCE OR WHEN 
3 YEARS OLD, 
SOONER. 

CHEVER IS 

20 TECHNICAL ENGINEERING PUBLICATIONS FILES - cY\Ol)il~ 
{8200] 
(N 24-19) These files contain material• utilized in the !abncation, printing, production, with 

changes, modifications, or addenda thereto o( engfoeering and operational manuals. 
These engineering and operational manuah are uied in ,upport of on-going network 
equipment/!ydema !or technical de1ign and configuration, inBpection, ma.inten&nce, 
certifieatioru, flight operationa..l readiness, operational and p,o1tflight evaluation. 

A. One record copy of each publication. ,.__f'EP.MA:.l{E!'rl' • 
(Copy ahould be marked, "Official Record Copy.") RETIRE TO FRC 1 YEAR AFTER 

EQUIPMENT/SYSTEM BECOMES 
INACTIVE. ':PR,U,!SFER TO NARA 
-WffEH SQ YEA..'U OLB. L')('Sf("O\/ JO l(al..C'S 
o.f.tw s u ~sed..e..J. . 1 

B. Camera-ready copy, including board mounted art work, drawings, STORE IN tNSTALLATION STAGING 
negatives, and repro uumbly ahtth. AREA. AFTER 2 YEARS DESTROY 

OBSOLETE RECORDS. RETIRE 
REMAINING FILES TO FRC WHEN 5 
YEARS OLD A.ND DESTROY WHEN 10 
YEARS OLD. 
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SCHEDULE 8 

ITEM MINIMUM 
fUfl#l PESCRIPTION OF RECORD SERIES RETENTION 

to the project file. 

C. Other notebooka (unnumbered, loo1elea.f, etc) relating to patent • PERMANENT • 
numben, historical, 1ignificant, or unique accompliahmentl, needed RETIRE TO FRC WHEN 10 YEARS 
to achieve continuity of effort, avoidance of duplicated effort, and LD. TRANSFER TO NARA WHEN 

LABORATORY NOTEBOOKS (R&D) 

Notebook.I containin1 teehnical and tcientific data accumulatin1 from the 
duct of ruean:h and development. Noteboob u•ed to record and 

p e ruevch, development, and testing data reflecting the condition. 
of tutl Jan or approach to pn:,blema, ob.ervation.a, modification,, 
f'ormulu, u 1ual or 1ign1ficant phenomena, findinp and results, and 
other related . Included a.re narrative data, n:,ugh aketchea, curvea, 
and schematic ch 

official laboratory noteboou. 

B. Notebook■ containing data determined by com~ t Kient'ific or 
technical ~nonnel either to be duplicated in techm reporh or 
elsewhere in pn:,ject cue files, or to be o( 1uch a rouUn r 
fragmentary nature that their retention would not add 1ign cantly 

to provide hand-written, aigned and dated legal proof of Government-
1pon1ored invention, m the event of patent lltigation. 

D. All other notebookl/copiu. 

GODDARD SPACE FLIGHT CENTER (GSFC) 
(cha.rt• received from Item A.1. above.) 

TRACKING AND DAT A ACQUISITION - PROJECT MINITRACK ANALOG CHART 

k ana.Joi charts recorded by STDN 1h.tion1 (SANBORN recordinp). 

A. 

1. 

2. Chan, of other atatiom. 

B. 

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

DESTROY 6 MONTHS AFTER 
COMPLETION, CANCELLATION, OR 
TERMINATION OF THE RELATED 
PROJECT OR PROJECTS. 

30 SOLD. 

DESTROY EN NO LONGER 
NEEDED FOR FERENCE USE OR 
WHEN 6 YEARS 0 
IS SOONER. 

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

DESTROY AT STATION WHEN 1 
YEAR OLD. 

ROY WHEN NO LONGER 
NEED R WHEN 6 YEARS OLD, 
WHlCHEV SOONER. 

8-17 
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SCHEDULE 8 

ITEM 
{YFJtu DtSCJUPTION OF RECORD SERIES 

LABORATORY NOTEBOOKS (R&D) 
{8200]
( N 25-3) NOUlboob conw.nin.g 'lechnica.l a.nd ,cienti:lic data a.ccumul.atin1 from the 

c:Mdv.ct of reua.rc:h l!llld dcvelopmem.. Notebooks used to rooord and 
pret11rve tne&l'C'h, developme"!l'I. &lid tntina data rei1ectin1 the condition.s 
of t11\I of plan or yproach to problem1, obnrvauons, moddlet.tions, 
formulu, Ul'lutual or lianifitUlt phenomena. (indi.nga &nd re,ult1, mid 
other N!Llt.id data lncluded &re n11Tat1ve dt.tl.. l'!:lUgh sketchea, curvea, 
&nd tcbematic diagrun1. 

A. Bol.ll'ld 1cria1ly numbered official 11.bora\.Ory nolcboob l!lld loo&c!c:af 
Mteboob that doc:umcnt l!lld suppori 11gnd1can1. hw10nc&I. or 
1.1nlque a.ooompl111hmenu or relate 10 patent findinp Thc1c records 
are needed to a.chieve c0ntl.nu!1y of effort. &nd provide ha.nd-written 
signed and daled leaal proof of Oovernmcnt•sp01u0rcd i.n.ventl0111. 

8. Noteboolc.t containin& data de~rminrd by compr:11:nt 1cientiflo or 
technical pe~onru::I either to be duphca.t&d 1n iechnical reporu or 
elnwhffe 1t1 proJec:t cue files, or to be of such a routine or 
fraainem.a:y nlltl..ln: th&t !heir re-tcntlon wollld not add 1igniflcantly 
tow proJet1 file. 

C. All o1her notcboou/cop1e1 
(The1c copioa tlll\llot be retired tc a.n PRC) 

MINIMUM 
R.ET:INTION 

• PEiL~ANENT • 
RETIRE TO FRC :Z YEARS OLD. 
TRANSFER TO NARA 2.S YEA.RS OLD. 

DESTROY 6 MONTHS AFTER 
COMPUTION, CANCELLATION, Ol 
TERMINATION OF THE RELATED 
P.ROJECT OR PROJECTS 

DE.STROY WHEN NO 1.01'.0ER NEEDED 
FOR REFER.ENCE USE OR WHEN .S 
YEAR.S OLD, WHICHEVER. lS SOON21.. 
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SCHEDULE 8 

ITEM MINIMUM 
(Ufl *f DESCRIPTION OF RECORD SERIES RETENTION 

GROUND NETWORK PROGRAM FILES 

The ground network filea conai■ t of record. tha.t cover the following element ■: 
The Deep Space Network (DSN), mana.ged by the Jet Propubion Laboratory (JPL); 

e Spa.ce Flight Traci:in1 a.nd Data Network (STDN), ma.na.ged by Goddard Space 
F ht Center (GSFC); Balloon and Sounding Roeket Traci:.inc and Da.ta Acqubition~I NltS 
Fad ·es, managed by GSFC; a.nd the Aeronautics Trackinc and Data Acqubition;;+u.t~ Faciliti managed by Amea Raearch Center (ARC). 

Record. in thb riu con1i1t of data received Crom three complexes 
located in Canbe Australia; Madrid, Spain; and Goldstone, Cal1Com.ia. 
Thue facilities prim • communicate with interpla.netary apa.cecn.f't and 
spacecraft in high Earili rbit that t.re beyond the view constraint ■ of the 
Tracking and Data R.elay tellite Sy1tem (TDRSS). Record. in this aeriu 
a.lao conai ■ t or data/informah received from the ground stations at 
Merritt Ieland, Florida; Bermud and Dakar, Senegal which proTide 
pN-night, launch, and early orbit c unicationa for Shuttle and 
expendable launch vehiclu (ELY). 

1. Station Recorda. 

• PERMANENT • 
down/cloaure, budget, general corre1pondenee, d contract data RETIRE TO FRC WHEN Ii YEARS 
for the followinc 1tation1: Auatraha, Bermuda, C OLD. TRANSFER TO NARA WHEN 25 

YEARS OLD. 

2. Program Planning R.ecorda. 

Records in this 111ries conai1t1 of 10-yor implementation plana; RETIRE WHEN 2 YEARS OLD. 
forecuts; implementation program (Uidehnea, roles &. reapon1ibilit1 DESTROY WHEN 10 YEARS OLD. 
utilir.ation records; and, other uaociated or related documentation. 

[8440} B. BALLOON AND SOUNDING ROCKET RECORDS 

The records conai1t of data/information collected by the NASA fa.c:ilities • PE 
located at Pa.Jestine, Texu, and Poker Flat, Aluka (Atmospheric balloon RETIRE TO C WHEN S YEARS 
programs). The !a.c:11itie1 at Poker Flat, Wallop,, and the White Sanda OLD. TRANSF 
Sa.nd1 Miaaile Range in New Mexico provide tracking and data acquisition 10 YEARS OLD. 
for sounding rocket activities. Alao included in thia reeorda 1eriu are 
the aeronautic, program record, con1i1tmg of data/information collected 
by the Flight fa.c:ilitiea at Wallops Island and the Western Aeronautical 
Tut Range. 

[8410} A. 

Record, include, but are not limited to, 1h.t 
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CONTINUED: 

SCHEDULE 8 

ITEM MINIMUM 
{UFl#l DESCRIPTION OF RECORD SERIES RETENTION 

GROUND NETWORK PROGRAM FILES 

Record• in thia series comiat• of, but are not limited to, equipment records li-l&:r.J~ 

Record.I in thia Mn i■ t of material, and documentation on foreign 
and domestic 1pa.cecrafl aa • , 1uch u: Japan; Ariane; and, GOES 
(Geoetationary Operational Enviro ta! Satellite), and related 
documentaUon. 

[8450} D. SYSTEMS RECORDS. STDN (Spa.ce Flight Tracking&: 

med in •upport of the program, Beam Waveguide (BWG), Gobal 
Poaitioning Sy1tem (GPS), SEI (Solar Sy•tem Exploraiion Iniat1ve)1 and 
Level Zero proceuinr. 

24 OPERATING BRIEFING FILES (R&D) - c...ho.m~ 
{8600} 
CN 24·7) Documents &ecumulated from periodic preaentation• to directors of 

operating programs for forecute, trend,, and re1ult1 of the 
execution of operating program.a. Included are pruentation materiale, 
memoruida of a.ctions directed, records of question• and an11wera1 and 
other documents relating to the briefing. 

A. ORIGINAL DOCUMENTATION 

B. OTHER OFFICES/COPIES 

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

RETIRE TO FRC WITHIN 2 YEARS 
AFTER PRESENTATION TO 
MANAGEMENT OR COMPLETION 
OF THE PROGRAM. DESTROY 
WHEN 15 YEA.RS OLD. 

DESTROY WHEN NO LONGER 
NEEDED OR WHEN S YEARS OLD, 
WHICHEVER IS SOONER. 
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SCHEDULE 8 

ITEM MINIMUM 
[Ufl #f DESCRIPTION OF RECORD SERIES RETENTION 

MISSION OPERATIONS 
{8600] 
(II 26·10) A. VIDEO RECORDINGS 

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

1. Spaee Flight Imagery 

Video tape recordings are cluaified aa original field-Mquential (FS) 
recordinp, original NTSC records, oriJinal film tn.nafer record,, and 
dub muter recordinp. These record, are limited to: Launch/Landinp; 
Downlinka; &nd On-Board Recordings, the muter bpee wUb all Identifying 11/z/1 s 
information will be tra:111ferred to NARA. t/5 
(a) Launch and La.ndinir Videoc. • PERMANENT • 

(Thia aeriu includes Jog boob or iniiial 11eene lilt which TRANSFER TO NARA WHEN..- /0 
includes a description, name(,) of people in video, equipment, YEARS OLD-.te S:t4p C\!T if ru; 1ci,r,c. 
and a brief synop1i1 of what ii going on.) Aeed.ed ('.;; ;;:.gs iiS Ibt~
Tran■ f'er include■ tbe original recording includinr the conversion 
to color. 

(b) Downlink,. • PERMANENT • 
TRANSFER TO NARA WHEN _. /o 
YEARS OLD./ff &ur,eF ·-.~ r;1 ls:, l • 
flt: • ◄ ut • ~ c 1 ·-~se:. 
• PERMANEN • 
TRANSFER TO NARA WHEN W /0 
YEARS OLD. ct :s=sr.s 5 if:: Ae lt:11~1<1 

1 

::tsc;'vrnE~; MlY"'~ RETAlNED 
AT JSC INDEFINITELY OR MAY BE 
RETIRED TO FRC WHEN 6 YEARS 
OLD. THOSE RETIRED TO FRC MAY 
BE DESTROYED WHEN 80 YEARS 
OLD, THOSE RETAJNED ON-SITE 
MAY BE DESTROYED WHEN NO 
LONGER NEEDED OR WHEN 50 
YEARS OLD, WHICHEVER IS 
SOONER. 

(e) Converted FS, NTSC, film tranafe VIDEOS MAY BE RETAJNED AT JSC 
(made within 2 yeare of the muter) t INDEFINITELY THEY MAY BE 

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

2. Teet and Traininr Activitiu 

(a} Videot1 in this tenet can include, but are not limited to, 1hutUe SE AND REUSE VIDEO TAPES 
1upport, crew traininr, Wet-F (facility) traininr, etc. TER SPECIFIC ACTIVITY 

(b) Spaeecra.fl and launch vehicle testinr. 

STORAGE FACILITY. WH VIDEOS 
ARE 3 YEARS OLD, TAPE WI BE 

ORIGINAL VIDE 
TESTING SHALL B 
S YEARS AT JSC INT ENTER 

RELEASED FOR REUSE/RECYCX.: 
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SCHEDULE 8 

MINIMUM 
RETENTION 

2S •• _,:_ .CONTINUED: MISSION OPERATIONS 
[8600} 

A. Continued: l:'.}PEO RECORDINGS (JSC ONLY) 

3, Produc:Hou (.cripted) 

Jtec:orda In tbl• teri• an in(onnational in nature or a.re doc:umentary ,12/t;:t"(fff
1n nature, or are cenenJ information on r-outbie tn.ininr element,. 

a) Pcocluc..titJl'\~ ~ dou.i.me-.-:t /\AS~ o.,.-h·1,1; h~.s t- ff"~MtH.1€\.lit Trar,.sw 
a,,...d. h\sfor\.\. 1"l' r'\Aflf\ t.Jhe,o ~~et--r> 

o\c.l o:c !f.OC ee e:..10
• 

of" ( \.t,A( a: w~ 
plefo,n. c;.es 2. -

.(. Documentarica (taped or live), preu conrerence:11 or •~cial event.. 
1f ~£ t ftl lltl t KTl. '"f('l:).r,\r.fe..r 

111 f\A (OH.J ~ ~ qet-vr-S 
o\6..# G66'Ae: •• 

Ii. Spa.ce Shuttle Prova.m rmerly the Spr.ce Tra.mporta.tion • PER.\!ANENT • 
Sy.tem (STS)] documentary motion p1 RETAIN ON-SITE FORS YEARS. 

TRANSFER, ALONG WITH ANY 
---;~':.D.EXES/FJNDING AIDS TO NARA 

WHEN 5 D. SEE NOTE1) 
[Nl-255-90-1] 

6. STS R.uearch and Development audiovbua.l products. R.ec:orda • PER.\U.NENT • --ri'at'lfM 
include STS R&D coverage, tra.ining, and con,trudion procnu REIAl!t OH•Sl'fE FOR: l 'I'EAR. 

MT!Jte VIDEO TAPE AND MOTIONfilm,, [ ::;t!C {lofe J] 
PlCTURE FILM (INCLUDING A 
PRODUCTION COPY OF FILM IF 
AVAlLABLE) ALONG WlTH ANY 
SUPPORTING lNDEXES/FINDJNG 
AlDS 'i'O VU._ (H::SM) EOR~ 
~uu mnaua,., non..r;r;, 
TB 4 FifEJt TO NARA WHEN~ 
YEARS OLD. [SEE NOTE1) /0 
(N1-2SS-90-1] 

7. Flicht Element ng1n icture/video. R.ETAlN FILM/VIDEO FOR 6 YEARS 
E THEN RETIRE TO FRO [.see ()(de 2 J FOR 15, DE ""Vl'i!ES ;o.~ 

OLD. 
[Nl-255-W-1] 

eo or film. 

(\c.:hcirv.J flrct.h\~, ct-'\· Co\'\e'<f- Pcv..l:: 1 Mo+iei'\ ~tc.W.rL, .Sw.nJ.. 
(}.,\,\ti_ v1aeo ~~. NlJ.~M '°RM 3,S1:>j g~ot Ai::le....leh\4 ~cl, 
Co\~e. ~(l..d:., fl\i:) 2.Ci,-1.{ o _ ~ DO I . 

j 
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25 

SCHEDULE 8 

ITEM 
LJJ.EL:!il. DESCRIPTION OF RECORD 'SERIES 

' 

CONTINUED: MISSION OPERA TIONS 
[8600] 

A. Continued: VIDEO RECORDINGS (KSC ONLY) 

8. 16 mm, SS mm, and 70 mm Film/Print Footage STS Encineerinr. 
Film Cooh.ge con1iab of day-to-day activities or eventa which 
may include any of the following in abort clip film format, 
finiahed/raw footage, or abort films: 

Arrivala or various dirnltariu; KSC conference proceedings; utrona.ut 
arrivals; some launch coverage; equipment rolloutt (e.,., SRB, shuttle 
external tank); arrival of "new" 1huttlea or external ta..nb; ,round 
brealtinr ceremoniea for new fa.cil1tiea; a.nd other mileella.neoua daily 
aetivitiu. 

(a) On,;inal Fihn. 

tMIOt MIS14'f\P{ ol,. rt\Al.fl.,\NL:tlON.S 
B. STS VIDEO TAPES OF'ACCIDENTS GR. 1UPOUJ>'DEB VIDEO

1 

LMri.j(I( o.cc.i &e,,;;t ft \es. c;.re. co ~+v-r-eJ i" c1~fH-< 
I ) I.Vv\~W ite.M lit) 

Orl51~o.J V\0.CC) ¼res ~ S,5 S-1 L Lvh~(\~~J 

0-~ CO-ftv.<'etR ~ i~ ?>o af +hi.s l-ho..p+w--. 

MINIMUM 
RETENTION 

• PERMANENT • 
RETAIN ON-SITE FOR 6 YEARS 
ALONG WITH ANY INDEXES/ 
FINDING AIDS. TRANSFER TO NARA 
WHEN 6 YEARS OLD. 
(Nl-255-90-1] C,.h~$f--

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

Ka..nau Co1m01phere a.nd Space Center, 
Attn: Mr. Rici: Donovan, 1100 N. Plum 
Street, Hutch1n11on, KS 67601 

Brevard CorrurrtmJL.Q'.__ICollege, Attn: 
Mr. Robert A. Aitken, o,t, Cocoa 
Campu1, 1519 Clea.rla.ke Ro , a., FL 
32922 
(Nl-255-00-1) 

• t'BRI WOUCJ! • 
RETIRE TO FRO 2 YEARS AFTER 
COMPLETION OF INVESTIGATION 
OR ACCIDENT, WHICHEVER IS 
LATER. Cf'R.ANSFER 'f'O ?~:A:ft:A WHEN 

-eo "t!:Alt! OU>. Da+re.'-\ w I\~ 
1N1-2SS-1>6•ll 

2.s- ~ eo.r.s o\d . 
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/:lllfbut il'J.stiill~-/?PJv rtCPrt/s IYIMdfer ff>"' l~/41' c:r,h;11;,y 1hslrt1d;~ _ 

1je.2f;s-

cjf 
8-23 

ITEM 
[UF[#[ DESCRIPTION OF RECORD SERIES 

2S CONTINUED: MISSION OPERATIONS 
/8600] 

2. STS Ruearch and Development still pictura or STS R.&.:D 
coverage, tn.inin1, and con.1truction proireu. 
(SEE NOTE1) 

3. Flight Element Engineerin1 Clonout photo'•· 

MINIMUM 
RETENTION 

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

B SFERRED WITH THE 
RECORDS. 
{Nl-255-90-1) 

•PERMANENT• Tr-c\.l"'IS0 
~T;JU HESXIIIJE8 UN stTO 1 off-..1-
'.\'E;tH J! ETfltS NEGATIVES, (1) 
CAPTIONED PRINT OF EACH 
(WHERE AVAILABLE) AND ANY 
SUPPORTING INDEXES/FINDING 
AIDS TO NARA STILL PICTURES 
BRANCH {NNSP). EOB JS I Uft:S 
Bi'f&RH f li'ilCilR:hGE TR:MiSFElt TO 

-ti,LitA WHEN 'WYEARS OLD. 
{Nl-255-90-1) IS-

'Re\!.:" st,11 N!~iJts (or S'°'iei.rs 
"" ~;+c. i-he,.,. re:\-',re.- ti> Fi2C. +O'V" 

lb '{c.o.~. i)n-tro~ ulY'lt.-t-. 1.r 

~t[..r, o\~. 

_r"'t4~s- ,..s,11 be.- -n-O-Mt-terre&~d'M. 
tk Jectrol\·11:.. Tt.u.!>a \,le.- 11\c.lki:1. ~ 
Wri1e. O"ce. ~ti. l\\o."'i (LJOt."") 
t{le(i.)A • C\ec:tnrri,c... f't!. ~b\e me~a., 
w1u bt. (I(..leAwt -F« rl'..l.lSe.. u f'd'n 

vuifi~tmO'n of 1ma5e- ~SW 'TT) 
~ wofm ~o... W~tm stol'A,fL­
Mtd.iA- v,i1l\ be. rrl.a-.,ne& C'l\ si'.k +« 
5 i_e"-"S !I-Md.. -thefl rt::\:fr'e.J-t,) {~C.. 

.fi,r \0 ~l!4t~. W0«IY\ ~tcCla.Je.. ll'\e4 

w\\\ 'oe- dut°"'ie&! ~b lS 'jta.rs 
o\d.. 

(_su~eks: NI- ZSS-- qo-1 It..tc.; 
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SCHEDULE 8 

ITEM MINIMUM 
(UFl#l DESCRIPTION OF RECORD SERIES RETENTION 

25 CONTINUED: MISSION OPERA TIONS 
{8600] 

I>. TECRNJCAL ENGINEERING OPERATIONS AND SUPPORT FOR THE SSP (KSC ONLY) 

Thae KSC document• are utiliud in the tuting and venfication or the SSP hardwue. They include records 
pertaining to testing, inspection, maintenance, acheduling, checkout, and verification or Bight operational 
NMlineu for on-boa.rd sy1tem1 and ground 1upport 1171iema: 

Proceuinc Documentation 

cord• relating io Problem Reporting and Corrective Adion (PRACE, i e., 
ST lemeni problem report• (PR.e), Interim Problem Report• (IPRI), Tale 
Proble Report, and interim report•, Tile Discrepancy Report, and Correction 
Action an eiatance Request, (CAAR.a), Work Authorisation Document■ 1uch u 
Operation.a Maintenance ln1tnict1on1 (OMI,), Repetitive Tull: OMll, .Job 
Cud1, Type B t Preparation Sheet, (TPS), Preventative Maintenance 
Imtniction,, Certi I tion and Calibration Procedures, Instruction Change 
Requeat■, Work Orden d other working procedure,. Alao included are the 
operational proceuing ,en ulea, trouble tkkd1 1 work control document•, 
te■t 1upport operation,, proc ing aupport plan, Operation• and M&intenance 
Plan, Data Management, 1chedu a.nd statue 1ummary and any engineering or 
operational loge. Technical configu tion management requirement, and change 
control documenh 1hould be included well a, Operation,, Maintenance, 
Requirementa and Spec1fication1 (OMRS), y Requirement. Chance Noticu or 
Waiven/Exception1 to theae requirements. aupporting or related documentl 
to the above. (SEE NOTE1J 

(a} Specified record■ pertaining to the Orbiter, Space 

ICROFILMING. 

and Orbital Maneuvering System pods. 

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

DESTROY WHEN 20 
SOLD. 

-!Xl-1) 

ii. Microfilm record■ RETAlN .K. KSC. DESTROY WHEN 
INFORMATI IS 20 YEARS OLD. 
(Nl-255-00-1] 

(b) Record• pertaining to the Extem!LI Tank and Solid Rocket 
Boo,ten. 

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

ii. Electronic/Computer media collected during the buildup RETIRE TO FRC S YEARS AFTER 
and proceaaing phue. Data include.a ultruonica (cue to LAUNCH OF VEHICLE. DESTROY 
in1ulation bondline inspection, in1ped01cope {video WHEN 20 YEARS OLD. 
inspection or joint metal part,), aine-bar (tang & devil 
1hapin1 data), t.empoaonic• (joint mating engacement data), 
leak check (joint aeal integrity check) and the 1of'tware 
package revlllona for each of the ,tored data listed. 

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

ABOVE. 

Records pertaining to Safety and Reliability Reports. including Hazard Reports & Risk 
Assessments with regard to Shuttle Processing are maintained under UFJ 1700. See 
Schedule 1 for records created in this series or Schedule 8 for Payload Safely. 
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SCHEDULE 8 

li. 

ITEM MINIMUM 
/Ufl•l DESCRIPTION OF RECORD SERIES RETENTION 

2S CONTINUED: MISSION OPERATIONS 
[8600) 

Continued: TECHNICAL ENGINEERING OPERATIONS {KSC ONLY) 

(d) Records perlainin, to the Launch Proceuin, Sy1tem, facility 
support, complex control 1y1tem, inltrumentation and calibration 
and operational communication tyatem. 

i. Paper record,. RETIRE TO FRC WHEN 2 YEARS 
OLD AND AFTER MICROFILMING. 
DESTROY WHEN 17 YEARS OLD. 
(Nl-266-90-1] 

RETAIN AT KSC. DESTROY WHEN 
20 YEARS OLD. 
(Nl-256-90-1) 

(e) Records pertain to the Information Management Sy.term; RETAIN THESE RECORDS FOR 2 
Shuttle ProcU11in d Data Management Syatem (SPDMS); YEARS OR UNTIL NEXT REVISION 
Proce111 Engineering d Control System (PECS), Lockheed CYCLE, THEN DESTROY. 
Syatem Data Network SON), and, alao including vendor [Nl-255-90-1] 
supplied documentation ardware and 1oftwa.re atandarda, 
problem tickda, software r eue notice•, revi,ew item 
diapoaition, functional requ1r enta document, user 
iuide(a), verification procedur a.nd uaociated document,. 

(f) Official record copy of Operations d Ma.intenance Inatructions 
not included m d (l)(a) Records in ii aeries include: 
Launch Countdown; PAD abort ■ (S00 • Flight readineu firing,; 
Cryogenic Ta.nking Tests (S0037); Impou /accidents; and 
Special Te1te. (Document■ in th11 item a.re onaidered the 
OMI - 6 Volume Set) 

i. Pa.per ret:orda. RETIRE TO FRC WHEN 6 YEARS 
OLD AND AFTER MICROFILMING. 
DESTROY WHEN 20 YEARS OLD. 
[Nl-255-90-1) 
.PC.t!'fl ~ Mt:~ -r. 

ii. Sliver Microfilm. TRANSFER TO NA.RA IN S YEAR 
BLOCKS 
(Nl-255-90-1) 

iii. Diuo copy of microfilm. TAIN AT KSC. DESTROY WHEN 
NO ONGER NEEDED OR WHEN 35 
YE OLD, WHICHEVER IS LATER. 
[Nl-25 -1) 

(g) Photo contact aheeta identifying atill photos rela.ted RETAIN R 
to Itema (a)-(d). AND THEN STROY BOTH THE 

PHOTOS AND SSOCIATED 
CONTACT SHEE . (NOTE: 
NEGATIVES OF P TO CONTACT 
SHEETS ARE INCLU D UNDER C.S. 
OF THIS ITEM.) 
[Nl-256-90-1] 
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25 

and dis ition11 and other aimila.r doeumentation. 

(a) control ll)'ltem facility 1upport and cround support equipment. 

i. RETIRE TO FRC WHEN 5 YEARS OLD 
AND AFTER MICROFILMING. 
DESTROY WHEN 20 YEARS OLD. 
[Nl-255-PO-l) 

ii. Microfilm. RETAIN AT KSC. 
YEARS OLD. 
(Nl-255-00-lj 

DESTROY WHEN 20 

{8600] 
Design and Configuration Management (KSC ONLY) 

orcl.l relating to the deaign and configuration management aupport i.ncludinc Type A Tut 
&ration Sheet ■ (TPS), En(ineering Support Requeat1, Change Control Board Directives, 

e Request., engineering uaeaament and in1trudion1, modification i.natruc:tion packa1e11, 
field e ·neering cha.ngee, configuration change uteumentl, control board meetinc minutes 

SCHEDULE 8 

ITEM MINIMUM 
fUFI #I DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: MISSION OPERATIONS 

(b) Launch Procesaing Sy■ tem and Info t.tion Management Sy1tem1 (SPDMS, PECS, LSDN). 

i. Paper records. MICROFILM RECORDS. DESTROY 
PAPER RECORDS WHEN 5 YEARS 
OLD AND AFTER MICROFILM 
VERIFICATION. 
{Nl-255-90-1] 

ii. Microfilm. RETAIN MICROFILM AT KSC UNTIL 

IS EARLIER. 

SYSTEM IS REPLACED BY NEXT 
GENERATION DESIGN OR DESTROY 
WHEN 25 YEARS OLD, WHICHEVER 

1-255-00-1] 

(c:) Design drawings for ltfOUnd 1upport equipment. RET DOCUMENTS FOR THE LIFE 
OF THE YSTEM, PLUS 1 YEAR, 
THEN DE ROY. 
[Nl-255-90-1 
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data. 

SCHEDULE 8 

ITEM 
IUFl#l 

[8600] 

MINIMUM 
DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: MISSION OPERATIONS 

Mapetic Data Tapu - STS ONLY (KSC ONLY) 

hen are tapu that are related to or are the Launch Proceuinc System (LPS} 
aining to Space Trarusportation Sydem procu,ing, dicital and analoc magnetic 

data related to daily KSC tat operation, including 
but entation and calibration, and firing room test 
operah 1, and on-orbit recorded fiicht data. 

(b) Tape data relating to launch c: ntdown, flight rea.dineaa 
firing, tanking tesh, pad abort ■, • ht control teat, 
data, impound data, on-board f11gh recorder dump1, and 
muter LPS operating 1yltem tape•, 1 h u control check­
out and monitor 1ub1y1tem {CCMS), te configuration 
ident11ication (TCID) .ave tapes, central ta 1y1tem 
(CDS), test configuration identification bu1I tape• 
(TCID), control checkout and monitor 1ub1y.t /complex 
control 1y1tem (CCMS/CCS) operating system t , and RPS 
data base save tape, ublis.ed to 1upport 1pecilied t tin& 
,tarting at T-8 to T+l hour or end of drain back. 

(c) TaJ)e data relating to landing and •J>edfic engineering save RETAIN DATA FOR Ii FLOWS OF 
Al10 Virtual Addreu Exteiuion (VAX) data tapea. RESPECTIVE VEHICLE, THEN 

RELEASE TAPES FOR REUSE. 
N 1-255-00-1) 

(d) Tape data relating to complex: control syatt,m. 

(e) LPS operational data tapes which include ■ ave tapes, verified 
software, TCID aave tapes, Syatem Build Application Program 
Library Maintenance {APLM) tran,m.it tapes, Vandenberg Air 
Force Bau (V AFB) clo1eout magnetic tape, and related data. 

RETAIN DATA FOR THE PREVIOUS 
FLOW OF RESPECTIVE VEHICLE 
ONLY, THEN ALLOW ENGINEERING 
REVIEW TO DETERMINE 
RETENTION OF SPECIFIC TESTING 
DATA AND RELEASE TAPES FOR 
REUSE. FOR EXTENDED 
PROCESSING FLOW GREATER 
THAN 1 YEAR, PERFORM 
ENGINEERING REVIEW OF DATA, 
AND RELEASE TAPE FOR REUSE. 
fNl-255-90-1] 

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

R AIN DATA FOR 6 MONTHS, 
THE RELEASE FOR REUSE. 
fNl-25 -1] 

RETAIN T S FOR 2 YEARS, 
THEN RELEAS 
[Nl-255-00-1] 
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SCHEDULE 8 

ITEM 
lUfl #l DESCRIPTION OF RECORD SERIES 

CONTINUED: MISSION OPERATIONS 
{8600} 

CONTINUED: Magnetic Data Tapa - STS ONLY (KSC ONLY) 

Data tape product, and file 1pace Nlated to Fliiht Software 
Suppoti including Masi Memory Patches, ShuUle Data Tape, 
Mau Memory Loa.di, Ground Support Equipment Kennedy 
Avionic, Telt Set (GSE KATS) loa.d, Shuttle Data File,, 
Primary Avionic, Sy1tem Software/Backup Flight Sy,tem 
PASS/BFS) Memory Certification, Inerti&l Meuurement Unit 

( U) C&11bration1 and, aoociated data. 

(1) Data apea Nlated to LPS ,oftware development involvini 
troubl ooting and debug. Alao t&pea aaaociated with 
Informat1 n Management Systems; SPDMS, PECS, and LSDN. 

(h) 

(2) Determined to be or 1ieni ant value by KSC engineerin1r, 

(i} Hypergolic maintenance facility proeer.1ing d1. related to 
Orbital Maneuvenng System Pod checkout. 

4. Propellant Con ■ umable Management (KSC ONLY) 

Tbete are record• pertainini to propellant analysis report• and id 

MINIMUM 
RETENTION 

RETAIN DATA FOR 1 FLOW OF 
RESPECTIVE VEHICLE OR NEXT 
REVISION LEVEL, WHICHEVER IS 
FIRST, THEN RELEASE TAPES 
.AND/OR FILE SPACE. 
[Nl-255-90-1) 

RETAIN TAPES FOR A MINIMUM OF 
2 WEEKS OR RELEASE FOR REUSE 
ACCORDING TO LOCAL PRACTICE, 
WHICHEVER IS LONGER. 
[Nl-256-90-1] 

RETAIN DATA FOR l FLOW OF 
VEHICLE, THEN RELEASE FOR 
REUSE. 
(Nl-255-90-1] 

RETAIN DATA FORS FLOWS, THEN 
RELEASE FOR REUSE. 
[Nl-255•90·1] 

RETAIN DATA FOR 6 MONTHS, THEN 
RELEASE FOR REUSE. 
[Nl-255-90-1) 

RETAIN DATA FOR 1 YEAR, THEN 
RELEASE FOR REUSE. 
[Nl-:Z55-00-1) 

RETAIN DOCUMENTATION FOR 5 
sample analy ■ i1 relevant to the STS progra.m. YEARS ON-SITE, THEN RETIRE TO 

FRC FOR S YEARS. DESTROY WHEN 
10 YEARS OLD. 

1-%55-90-1 7.) 

5. Firinr Room Testing Data {KSC ONLY) 

Firing room record• and te■ t data a.re re-eorda/documenit which 
&ccumulate daily or during testing. 

(a} Launch procesaing sy1tem {LPS) records pertaining to 
shared peripheral data, line printer(,), bard copiea, 
strip charts, printer plotter, and related data. 

(b) Launch prcx:e11ing sy1tem record• CNated by Operations 
and Maintenance In ■ truction S9002 Integnted Data 
Requirement& lor engineering evaluation. 

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

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

..,_ 
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SCHEDULE 8 

ITEM MINIMUM 
(Ufl#I DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: MISSION OPERATIONS 

D. CONTINUED: (KSC ONLY) 

6. Launch Procesain1 Sy1tem (LPS) Supporiinl Documentation (KSC ONLY) 

LPS document• pertaining to teat configuration identification RETAIN RECORDS FOR 1 YEAR, 
releuea (TCID), ,oftware development problem report,, teat ALLOW FOR TECHNICAL/ 
preparation 1heet11 on-board computation facility data h1tin11 ENGINEERING REVIEW. AFTER 
muter meuurement lieb, integrated 1y1tem number releue REVIEW DESTROY RECORDS, OR 

uthoris.ation, function designator directory li.eting, LPS releue DESTROY RECORDS WHEN S YEARS 
n icee, goa.l expuided •ource listings, system build OMJ data OLD, WHICHEVER IS SOONER. 
1h , eyetem build test configuration identification (TCID) (Nl-2S5-90-1 9] 
gener ed li1tinp, ry1hm build model li.eting, 1ofiware 
venfica • n proceduru, reconfigu.ration network (RNET) documentation 
and auoc1 ted records. 

, Microfilm, and Data Tapes 

Copiu of record,, ocumentation, microfilm, and data tapes DESTROY WHEN NO LONGER 
contained in any of e above cited record• seriea maintained at NEEDED FOR REFERENCE, OR 
any other installation WHEN S YEARS OLD, WHICHEVER 

JS SOONER. 
[Nl-256-90-1 10) 

26 FLIGHT READINESS FILES 
[8600] 

Thia record aeries conaiata of Fhght Readmeu view F1le1 (FRR} {condensed and 
complete versions) of all documentation on all fh ta; pre-night; and approved 
documentation for each project office for a night to o, including documentation 
that led up to the decisions made. Aleo included ma be project corrupondence and 
related material,. FRR'1 are maintained and will be tr sferred via the !our project 
offices that directly 1upport the Shuttle Program Office. he1e offices a.re: 
(1) Spa.ce Shuttle Ma.in Engine; (2) External Tank; (3) Soh Rocket Booster; and, 
(4} the Redesigned Solid Rocket Motor. (NOTE: Office (3) d (4) were the same office 
up to STS-26 at which time they wee uparated into 2 different fficu.] 

A. Flight readine11 review filea (FRR) for the Nationa.l Space Tr portation • PERMANENT • 
Sy1tem (STS) l to STS-25 (including documentation on Cha.JJ,,n r). RETIRE IMMEDIATELY TO FRO. 

TRANSFER TO NARA, JANUARY 1, 

{Nl-25S-92-:S l.A) 

B. Flight readiness review files for STS-26 and continuing flights. • PERMANENT • 
ETAIN FRR'• ON-SITE AT MSFC 

R S YEARS AFTER SUBJECT 
FL HT. RETIRE TO FRC FOR 10 
YE . TRANSFER TO NARA 15 
YEA TER SUBJECT FLIGHT 
(INCLU G TERMINATION OR 
CANCELL JON). 
(Nl-255-92- 1.B.) 

C. All other hutsllationa a.nd copie ■. DESTROY WH 
NEEDED OR WH 
WHICHEVER JS SO 
(Nl-255-92-:S 1.C.] 

other than at Kennedy Space Center. 
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SCHEDULE 8 

ITEM 
fUFI #l DESCRIPTION OF RECORD SERIES 

FLIGHT DATA FILES (FDF) RECORDS 

The.e rec.orw/mea cotllliat of the total on-board complement or 
documentation and related a.id ■ available to the !light crew• for Oight 

ution. Materiah include procedural checklist,, integrated time­
cue card.a, malfunction and reference data, crew a.etivity plam, 

decal,, photos, and other 1pecialiud articles 1uch u 

28 
/8610) 

ea.rib m and 1tar chart,. The actual FDF corui.Jt1 of multiple copiea 
of tome doc enta dependent on crew requirement,. The files will comi.lt 
of the •u flown atetiale, otherwi11e backup copie1 of Oown documenil 
will be provided • e original• are unavailable No hardware Hema will 
be included in the ma rial, tran ■ ferred, e.g., penc1l1, elampa, ba.ekboarw, 
plutic coven, edge labe cuff checkli ■ t bra.eelet, and metal binding 
rinp. Theee item.a will be oved from the FDF document• before beinJ 
tranlferred to the Federal Ree I Center and/or the National A.rchivea 
and Recorw Adminiltraiion (N }. 

A. SPACE SHU 

1. Fhghh STS-1 through STS 51L (1 -1986} 
(NOTE· Fliihh 51C and SlJ are eified, 
a.nd lilL ii excluded. 51L record, w be 
be ,hipped with the Records being main 
in the JSC Data Repository ) 

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

SFER TO NARA -' YEARS 

B. FDF RECORDS PRIOR TO STS-1 DATED 1968 for earlier}· 
• Apollo 8 through Apollo 17 
• Skylab 2 through Skylab -' 
o Apollo-Soyur. Teat Project (ASTP) 
o Shuttle Approach and Landing Teit (ALT) 

{-21 boxes; S/22/68 - 12/21/77) 

CONTRACTOR PERFORMANCE EVALUATION REPORT FILES - uha..v-.d"-­
R&D PROJECT NASA/DOD 

Semiannual report, or the project manager for ea.eh major Mlected contra.ct 
reviewed and commented upon by the contractor, a.nd finally reviewed 
comprehensively at NASA Headquarters, including the final terminal report; 
1uznmari,in1 the whole period. 

A. PROJECT MANAGER'S FILE 

RS. 
Thia file includea exc ange1 o 
tbe contra.etor a.nd Project Mana.,;er. 

MINIMUM 
RETENTION 

• PERMANENT • 
TRANSFER IMMEDIATELY TO 
NARA. 
(N1-2SS-88-l] 

• PERMANENT • 

AF R MISSION/FLIGHT HAS BEEN 
COM TED. 
fNlp2SS- -1] 

• PERMANEN • 
TRANSFER TO 
COMPLETION OF CROFILMING. 
TOTAL TRANSFER 0 
RECORDS WILL BE CO 
DECEMBER 31, 1998. 
(Nl-2SS-88-1] 

RETIRE TO FRC 2 YEARS AFTER 
COMPLETION, TERMINATION, OR 
CANCELLATION OF THE PROGRAM. 
DESTROY WHEN 66 YEARS OLD. 

to 
RETIRE TO FRC 1 YEAR AFTER 
FINAL CONTRACT PAYMENT. 

OY 16 YEARS-LA.'f'Eft. o.:Hw 
..fir.A.\ e'--~ °'~· 
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SCHEDULE 8 

31 AUDIO TAPES - MANNED FLIGHTS/GROUND CONTROL 

ITEM 
[Ufl#l DESCRIPTION OF RECORD SERIES 

29 OPERATIONS PROGRAM PROGRESS REPORT FILES -
[8610} 
(N 24·17) Reporting ll)"ltem for program tclieduling a.od review (SARP) c.hari1. 

A. Office or Primary Rapomibibty for the report,. 

B. All other officea/eopie■. 

STS 51-L DAT A REPOSITORY RECORDS 

Thia col e • re1ide1 at John1on Space Center and ii know u the 
SlL Data Repoa . The collection includea all impounded record, from 
ihe STS 51-L aeciden related data accumulated during and after the 
accident inveatigation(a). filea have been determined to be of 
significant value by the National rogram Office and are use:d to 
aati1fy inquinu aaaoc:iated with program ities. Included in the 
collection, but not !muted to, are memos, letters, rh, photographs, 
film negatives, computer printouts, drawings, books, o otes, and 
data, video, and voice tapes. Aleo included within this mix ia 
may be duplication of information a.a 1t hu been migrated from one 
medium to another. 

B. All other In1tallation1 - Copiea retained relating to the above 
aerie■ of record• 

[8640} 
CN 26·9) A. Manned apace flight•, ground control r.nd flight crew communication• 

(&ir to ground) tape,. (JSC ONLY) 

1. Muter tapes will all identifying information (including migration 
tape ■ 1£ older material bu been changed over to new technology). 
(Program Office OR Office of Primary Re1pon11b11ity for control oC 
these tape, ) 

2. All other office1/copiu, including working duplicate, which will be 
clearly me.rked. 

B. Spacecraft and launch vehicle te.lting includin& Shuttle testing. 
(KSC ONLY) 

C. Expendable launch vehicle te1tin(. 

• PERMANENT • 
TRANSFER TO NARA WHEN ,s6 I0 
YEARS OLD. 

RETAIN IN THE JSC 
PHOTOGRAPHIC AND TELEVISION 
TECHNOLOGY DIVISION VAULT 
UNTIL NO LONGER NEEDED, OR S5 
YEARS OLD, WHICHEVER IS LATER. 

RELEASE FOR REUSE AS SOON AS 
PRACTICABLE. RELEASE FOR 
REUSE 60 DAYS AFTER LAUNCH OF 
SPACECRAFT INVOLVED. 

RELEASE FOR REUSE AS SOON AS 
PRACTICABLE, I.E. 60 DAYS AFTER 
LAUNCH OF SPACECRAFT 
INVOLVED. 

MINIMUM 
RETENTION 

R&D 

• PERMANENT • 
RETIRE TO FRC WHEN 2 YEARS 
OLD. TRANSFER TO NARA WHEN 
10 YEARS OLD. 

DESTROY WHEN 1 YEAR OLD. 

• PERMANENT • 
RETIRE ENTIRE COLLECTION 
TO FRC WHEN NO LONGER 
NEEDED FOR ACTIVE AGENCY 
USE (i e., COURT CASES OR 
LITIGATION), OR WHEN 25 
YEARS OLD, WHICHEVER IS 
SOONER. TRANSFER TO NARA 
WHEN 30 YEARS OLD. 
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SCHEDULE 8 

ITEM MINIMUM 
{UFI #[ DESCRIPTION OF RECORD SERIES RETENTION 

AIRCRAFT CREW MEMBERS QUALIFICATIONS AND PERFORMANCE - n e. w 
/8650] RECORDS-NASAl0ACMQ 
PA.SR 

R«orda in thie system a.re or crew memben or NASA aircraft which 
con1i1t or (1) records or qualifications, experience, and currency, ••I·, m,M 
hours (day, night, and instrument), types of a.pproa.chet1 and landinp, cnw 
poaitiona, type aircraft, flight check ra.tinp a.nd related examination result,, 
tra.inin1 penormed and medical recorda; (2) m,ht itinerariM and pauen1er 
ma.n.ife1ta; and, (S) blogra.phical information. 

• PERJ Wfll!Z4T ! 
RETAIN RECORDS IN AGENCY 
SPACE. DESTROY 6 YEARS 
AFTER CREW MEMBER SEPARATES 
FROM AGENCY. 

33 KENNEDY SPACE CENTER (KSC) SHUTTLE TRAINING CERTIFICATION SYSTEM - r'\e.t.Al 
/8650} (YC 04) - NASA 76 STCS 
PASR 

R«orda contained in thil ■y1tem aN of KSC Civil Service, KSC contra.c:tor, and OUTDATED RECORDS ARE 
DOD personnel who have recelnd 1yatem1, 1ki111, or 1afety tra.lning in support DESTROYED. CURRENT RECORDS 
of KSC or Spa.ce Shuttle Operation,. Record, con1ilt of training a.Uendance ARE MAINTAINED UNTIL 3 YEARS 
and certifica.tiona, including cert1ficatioru of phy ■ kal ability to perform AFTER TRAINEE IS SEPARATED 
hua.rdoW1 ta.au. FROM NASA. 

34 JOHNSON SPACE CENTER (JSC) ASTRONAUT TRAINING RECORDS - new "/' L 
{8650} 
PASR Record, in thia ll)'atem are of astronaut tra.ining which coruiah of (1) T-38 and 

other fiying records or qualification, expenence, a.nd currency, e.g., night 
houn (day, night, and inatrument), typea of approachu and landings, cnw 
poaitiona, type of aircraft, !light check ratings and related examina.t1on 
re1ult1, training performed and medical recorda, 92) utronaut ca.ndidate 
records; (S) simulator tra.ining records; and (.C) a.ny record• perta.lning to 
overall a.atrona.ut training for space flights. 

35 ASTRONAUT SELECTION DATABASE (ELECTRONIC) 
{8650] 

Electronic record• eon1ilting or the selection proceu a.nd the na.mu or 
of those aelected, including any other related material• ma.inta.lned in the 
databa.ae. 

NOTE: PHOTOGRAPHS - STILLS <N 9·4 I N 9-S> 

SPACECRAFT 

-

M/'l'l/tf'£ rJ/
• PE~ENT • 
TC'4-!\S""f-er 1?1 n111tl\ Sy eo..r-~ "-'t-te-r' 
(0hlfle+,d'r\ ~ -tn:(,nrnr C~Mtal1\ • e 

1e.a Ch £t:,...a._n:t_..la. .L--' .J ' d • J • ·1 

. r - 1 T'!-"' 10 l1!())6" 4-rl\..
sue.Ji as 1-s.f '°IO'l1.d0t Cir" c,lft,lrcd.J 
1t'A1n 1~ ~ c,. ~\+;c; riudim. 

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

SEE SCHEDULE 2 
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SCHEDULE 8 

/8680) 

load n:corda pertaininr; to Operations and Maintenance Imtrudiom, 

ITEM MINIMUM 
lUfl#l DESCRIPTION OF RECORD SERIES RETENTION 

36 PAYLOAD PROCESSING DOCUMENTATION (KSC ONLY) - c.k\Ovvi~ 

Te,t d A.Nembly Proceduru, Tat and ln1pedion Reeorda, Discrepancy 
Report Tat Preparation Sheet, A.Nembly Orders, Fabrication orde1:11, 
Removal trol Carda, Contractor Unique Work Document,, and NSociated 
doc.umantatio 

1. (u cited above) which are miAion and non-

(a) Paper recorda. RETIRE TO FRC WHEN 1 YEAR OLD 
AND AFTER MICROFILMING. 
DESTROY WHEN 16 YEARS OLD. 
{Nl-256-90-1) 

(b) Microrwn RETAIN AT KSC. DESTROY WHEN 
20 YEARS OLD. 
(Nl-255-90-1) 

2. Recorda pertaining to entry control lop, calibration and RETAIN RECORDS FOR 1 YEAR 
maintenance, data 1heetJ, contamination analy1i./cle1Lllinr;, FOLLOWING MISSION, THEN 
,upport requeate, temperature/humidity chart1 1 field DESTROY. 
engineering change, engineenng instruction• and uaociated Nl-255-90-1) 
documentation. 

!. Records pertaining to Operation ■, Maintenance, Requirement,, RETAIN DO ENTS FOR 2 YEARS 
and Specifier.hon• includmr; Revi1ion Change Notic:ea and ON-SITE, THE TIRE TO FRO 
Exceptiona/W&iven. FOR Ii YEARS. ROY WHEN 7 

YEARS OLD. 
[Nl-255-90-1} 

B. PAYLOAD SAFETY DATA 

Record• in thi1 aeries con1i1t of paylor.d safety packages for Phue 0, I, RETAIN DOCUMENTS FOR Ii YEARS 
II, and III aafety reviewa; non-compbante reports; and general AFTER LAST PAYLOAD LAUNCH. 
correspondence for each STS payload and expendr.ble launch vehicle NASA 
payload. 

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

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

Files comiat of documents designed for 1pecific: payload aeries, i.e., DESTROY 6 YEARS AFTER LAST 
TDRS, etc. LAUNCH IN PAYLOAD SERIES. 

S. ALL OTHER OFFICES/COPIES. DESTROY WHEN NO LONGER 
NEEDED OR WHEN %YEARS OLD 
WHICHEVER IS SOONER. 
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SCHEDULE 8 
ITEM MINIMUM 
lUfL #l DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: PAYLOAD PROCESSING DOCUMENTATION (KSC ONLY) 
/8680] 

PAYLOAD DATA TAPES/OPTICAL DISK DATA (KSC ONLY) 

are the mapetic data tape;a Cor the payload u it relatea &o the STS proll'affl. 

1. ated tat equipment/high rate data sy1tem RETAIN UNTIL 1 MONTH AFTER 
acelab). THE NEXT SIMILAR SPACELAB 

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

2. Carco integration test 
l)' ■ tem data tape;a. 

{a) CITE Tape;a. RETAIN FOR 1 YEAR THEN 
DESTROY OR RELEASE FOR REUSE. 
[Nl-255-90-1 6.b.(1)) 

(b) CAS Tape;a. RETAIN FOR SO DAYS THEN 
DESTROY OR RELEASE FOR REUSE. 
[Nl-255-90-1 6.b (2)] 

S. Payload checkout unit/high rate multiplexer input/ RETAIN UNTIL 1 YEAR AFTER 
output teat Jet/partial payload cheek.out unit. COMPLETION OF MISSION, THEN 

DESTROY OR RELEASE FOR REUSE. 
[Nl-255-90-1 6.c.) 

4.. Tapes relating to the storage of databue operating syatem 
and magnetically archived data records for the Payload Data 
Ma.nagement Sy1tem. 

T 
YEAR 
{Nl-255-

Ii. Tape11 relating to the 1torage of' telemetry a.nd tra.eking dab. 
from the launch o! expendable launch veh1cle1 (ELV). 

MAJOR TEST 
RECYCLED AFTE 
MISSIONS OTHER 
RECYCLED AFTE
THE NEXT SIMILA
[Nl-255-90-1 6 e.] 

ES ARE 

R 

SI

R TH 
VEHI 

MILAR 
ES WILL BE 

AUNCH OF 

OCCUPATIONAL SAFETY AND HEALTH ADMINISTRATION (OSHA) CITATION -t1ew 
FILES 

/8720] 
F1le1 con1i1t of' original letters of Citation I.I: Notification of Penalty RETIRE TO FRC S YEARS AFTER 
from the U.S. Department of Labor; Reault, of investigation•; DATE OF ABATEMENT/ 
Modification Abatement Plan Requests; and, Final Abatement Plan RESOLUTION. DESTROY 10 YEARS 
Documentation. AFTER DATE OF ABATEMENT/ 

RESOLUTION. 

S ARE RECYCLED FOR USE 2 
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SCHEDULE 8 

ITEM MINIMUM 
(Ufl#{ DESCRIPTION OF RECORD SERIES RETENTION 

38 RADIOACTIVE MATERIALS INSPECTION AND TEST FILES - chOMU..... 
[8700] 0 
(N 21·12) Document• relating to the inspection or materials, premises, and fac:ilitie1 where 

radioactive, hau.rdou1 1 and toxic materials a.re use or stored a.nd document, pertaininr; 
to tab made or 1uch pre.miaea, ra.ctlities, and radiation detedini or monitoring 
device1. 

A. Office or Primary Reapomibility. 
RETIRE TO FRC WHEN 6 YEARS 
OLD. 'f'R:A.NSF:SR 'fO H:A:R:A WIIEN-­

-U YE:A:RS OLB. l>es-h-011 whe,..,.. =tS­
\.1 e.o.r-s O 1&.. 

B. All other offices/copies. DESTROY WHEN 5 YEARS OLD. 

DIATION MONITORING AND DISPOSAL FILES 

DESTROY WHEN 16 YEARS OLD. 
Department of Energy (DOE) regulations regarding radiation mom o 
and di1po1al. 
fSEE NOTE1) 

r iuuance or, and compliance with, DESTROYl0YEARSA.FTER 
licensee for by-product, aource, and ape r materials. Included EXPIRATION OR RENEWAL OF THE 
are applications for licenae, approval documents, !Jcenae , t1 for, LICENSE, PROVIDED ALL 
and approval of d1eapprova.J of, deviations, documents relating to chaninil~-­ MATERlAL PROCURED HAS BEEN 
in penonnel authoriied to receive and handle auch materials, and related 
papen. 

HEALTH AND MEDICAL CASE HISTORIES OF ASBESTOS WORKERS 
[8720] 
(N 11·4d) Health and medical cue d 

X-ray filma, for all ubutoa worker, (emp o 
concentration of aabe1to1 fibera). 

42 ASBESTOS RECORDS - new 
/8800] 

The work plan which includes drawinp, qualification• of peraonnel: and 
abatement procedures; notification of the work to be done io the regulatory RETAIN ON-SITE FOR SO YEARS. 
agency; analytical reports from the laboratory venfying the level• of 'TRA!iSFBR TO ti.ARA WHEN 31' 
ubeat01 expoaure; and, ibe final report by the abatement contractor to NASA. '¥&\RS OLD, 4-hE!."f\ rc.,,-tif'C... -h:, 

~tC.., be~+ro'{ Lvhe..-v- S:S" ~eei..rs 
0 \d.. 

RADIOACTIVE MATERIALS LICENSE FILES 

Documents relating to 

hy1ical examination record.I, including 
ed to airborne 

NOTE1: Also see Schedule 1, UFI 1860. This UFI deals specifically with Radiological Heallh Records. 
(See nem 180, Sc:hi&dule 1] 
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SCHEDULE 8 

ITEM MINIMUM 
(UFI #[ DESCRIPTION OF RECORD SERIES RETENTION 

ENVIRONMENTAL RECORDS 
[8800] 
(N 18-13) Reporu concerning the prevention, control, and a.baiement of air and water 

pollution at NASA facilities. Thia record aenea covers in genenc terma 
mi.acellaneoua recorda not covered under a specific item in th.ii aeries. 

A. ENVIRONMENTAL REPORTS - MISCELLANEOUS 

lnltallation report to NASA Headquarlen, and repozu u compiled by 
Headquarlen from the installation 1ubr:niuion1. 

1. Reporting lnliallation. RETAIN ON-SITE FOR 5 YEARS AND 
THEN DESTROY UNLESS THF.Al IS AN 
EARLIER DESTRUCTION 
AUTHORIZED EITHER IN THIS 
HANDBOOK BY SPECIFIC RECORD 
SERIES; CITATION IN THE CODE OF 
FEDERAL REGULATIONS (CFR); OR 
SOME OTHER APPROPRIATE 
REGULATORY AUTHORITY OR 
SPECIFIC STATE AGENCY 
GOVERNING SUCH RECORDS. 

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

B. RESOURCE CONSERVATION AND RECOVERY ACT RECORDS fRCRA} 

Record, include correspondence concerning hazardous waste activities including 
Notices of Huardou, Waste activities, huardou, waste genera.ton report(,), 
1.JUpeetiona; notices or violations and corrective actions, and treatment; 
1torage and disposal facility audits, toxic chemical 1ource reduction; recycling 
and 101id waste management; used oil management and recycling; and, general 
correspondence about 1uch activities. 

1. Noticee or Huardoua Wute Activity, DESTROY WHEN NOTICE HAS BEEN 
REVISED OR WHENS YEARS OLD, 
WHICHEVER IS LATER. 

2. Huardo1111 Wallie Generatoni Report and Mani!e1t1. DESTROY WHEN S YEARS OLD. 
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SCHEDULE 8 

ITEM MINIMUM 
[Ufl#l DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: ENVIRONMENT AL RECORDS 
[8800] 

C. TOXIC SUBSTANCE CONTROL ACT RECORDS {TSCA} 

Records include correapondence concerning polychlorinated biphenyll (PCB) and 
ubeatos including records of PCB, in 1erv1ce; apilll and clean-up records; 
PCB transformer inspection, and PCB annual documents; notifications of ubeatoa 
removal; inapectiona; noticea of violation and corrective actions; treatment, 
atorage, and disposal facility audits; and, general correspondence about PCB and 
ubeatoa act1v1tiea. 

1. Records of PCB, in aervice (Report to EPA). DESTROY WHEN 3 YEARS OLD 

2. PCB apilll and cleanup records. DESTROY WHEN 5 YEARS OLD. 
(AUTHORITY: 40 CFR/ 761 125) 

3. PCB transformer inapectiona. DESTROY 3 YEARS AFTER 
DISPOSAL OF RELATED 
TRANSFORMER 
(AUTHORITY. 40 CFR/ 761.30) 

4. PCB Annual Document. DESTROY 5 YEARS AFTER 
STOPPING USE OR STORING OF 
PCB, 
(AUTHORITY: 40 CFR/ 761.180) 

D. CLEAN WATER ACT 

Records include correspondence concerning all water reaource activities 
includmg monthly discharge monitoring reports, local monitoring reports; 
permit applications; underground storage tanks; wella; wetlands; inapectiona; 
notices of violation and corrective actions; and, general correapondence 
about water and wetland resources. 

1. Underground ,torage tank.a. 

Records consist of notification• of, releue report,, corrective actions, DESTROY RECORDS WHEN 3 YEARS 
and cloture notification,. OLD, EXCEPT CLOSURE 

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

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

3. Hampton Roads Sanitation District (HRSD) Self Monitorinr Report• DESTROY WHEN 3 YEARS OLD. 
(LaRC ONLY). [AUTHORITY: HRSD REGS) 

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

6. Permit■ from the Virginia Pollution Discharge Elimination Sy,tem DESTROY WHEN 5 YEARS OLD. 
Sy,tem (VPDES) and HRSD (LaRC ONLY). 
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SCHEDULE 8 

ITEM 
(UFI #[ DESCRIPTION OF RECORD SERIES 

43 
[8800} 

CONTINUED: ENVIRONMENTAL RECORDS 

E. CLEAN AIR ACT (LaRC ONLY) 

Recorda include correepondence concerning all air pollution activities 
including air .ource regi1trat1ons and pennita, "non-criteria" pollutant■; 
inepect1on1; notices of violation and corrective actions, and, 1eneral 
corrapondence about air resourca. 

F. SUPERFUND AMENDMENTS AND REAUTHORIZATION ACT (SARA) 

Recorda include correspondence concerning Tier II Report ■ and 
Community-Right-to-Know activities; inspections; notices of violation and 
corrective actions; and, 1eneral correapondence about 1torage of 
huardo111 materiala. 

MINIMUM 
RETENTION 

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

DESTROY WHENS YEARS OLD. 

G. COMPREHENSIVE ENVIRONMENTAL RESPONSE COMPENSATION, AND LIABILITY ACT (CERCLA) 

Records inc:lude correspondence concerning contaminated site activities 
including Preliminary AaaeSBmenh and Remedial investigations/ 
feaa1b1hty 1tud1ea, clean-up and remediation activities; 11te cl01ure 
plane and activities; inspections; notices of violation and corrective 
actions; and, 1eneral correspondence about 1uch activities. 

H. NATIONAL ENVIRONMENTAL POLICY ACT 

Records inc:lude correspondence concerning Federal environmental 
a11e11ment 111uea mc:ludmg environmental assessments, environmental 
analyses; environmental 1mpac:t statements; press releaaea and pubhc 
comments on impact statements, environmental con11derat1on recordl; and, 
1eneral correspondence about such activit1ea. 

!)ESTltOY WHEN 6 "/ElldtS OLD. 

~e+irc, wh~ ~ yet:<.rs o I& . 
bestro1 Wh~ 10 y&rS ol&. 

j Iz2..J'lc, 
DESTROY WHEN 5 YEARS OLD. 0./ _5 
(AUTHORITY: COUNCIL ON 
ENVIRONMENTAL QUALITY (CEQ)) 
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SCHEDULE 8 

ITEM 
IUFl#l DESCRIPTION OF RECORD SERIES 

43 CONTINUED: ENVIRONMENTAL RECORDS 
(8800) 

L SPECIAL AGREEMENTS 

Records include correspondence concerning 1pecial agreement, or actions 
Federal, State, a.nd local regulatory a1enciu including Federal Facility 
Complia.nce Agreements (FFCA); consent acreemenh; interaiency 
agreements; notices of non-complie.nce with such agreement.; corrective 
a.ctlon.t; and, general conupondenee about. such act.ivities. 

J. ROUTINE CORRESPONDENCE- ENVIRONMENTAL ENGINEERING 

Records include routine correapondenee with other NASA centen, 
Headquarten, a.nd regulat.ory agencies such as U.S. Environmental 
Protection Agency; State Water Control Board; Hampt.on Roe.da 
Sanitation D1etrict; Virginia Department or Waste Management; Fish 
and Wildlife; and, the Virginia Deparh:nent of Health. 

44 WIND TUNNEL FILES - new 
(8800) 

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

Records in this aeries are historical and experimental data from wind 
tunnel test, run on a U-inch Triaonic Wind Tunnel and the High Reynold• 
Number Wind Tunnel. Teats were •rorc:e• telt data with reaped to (1)
u• data on mock model 1huttle and (2) High Reynolds data on aolid rocket 
booater motor. Data is submitted and filed by the associated tunnel used 
and teat number !or both fac:i11tie1. 
{SEE NOTE1} 

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

Record1 in theae file. {both inactive and active) conaiat or cue filea 
which include but are not hm.1ted to Work Packa.gu, which are the 
instructions and spec.ificahona on maintenanc:e/operationa, configuration, 
and how to operate the 1trudure, including wind tunnel teat files which 
include the reaulta of tub, drawings, models, fabrication and deaign, 
and apec:1fic:ahon1 from ata.rt to finish of the proJed. 
{SEE NOTE2] 

C. WIND TUNNEL RECORDS - GENERAL 

Records in these filu (both inactive and active) con1ist of cue files 
which include but are not limited to work packagee, inatruction1 and 
1pecification1 on the ma.mtenance and operation, configuration, and how 
to operate the atructure; and, wind tunnel teat filea, which include the 
re ■ ulta of tests, drawing,, model•, fabrication and design, and 
1pecification1 from 1te.rt to finiJh. 

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

MINIMUM 
RETENTION 

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

(LaRC ONLY) 

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

,1\1\q5'Cf~ 

(fet Ir€- 1Y f((!_ IAfn--
0.f(} ro 1JU . bts tro1 
·11, ~oos. 

f<e.·h re-- 11> ( 12. t. L<fOh­

o.rr rov~, bes.i,o'i 
ii'\ 2,00 s-. 

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

NOTE2: This is a CLOSED Series. The Wind Tunnel was demolished over a 5-year period. 
There is currently JO years of records on-hand. 
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SCHEDULE 8 

ITEM 
IUFI #I DESCRIPTION OF RECORD SERIES 

FACILITIES PROJECT CASE FILES 

Documents nlating to project requata, includinr approval, esiablhhmr funds, 
Khedulea of a.ccomplhhmentt, prop-eu, p11yment1, and the finalisaUon. 

• Office of Primary Responaibility - Headquanera. 

46 
{8800] 
(N 5•1) Plant account ca.rda a.nd I 

47 AGENCY SPACE FILES 
/8810] 
(N 18•3) Records rel11ting to the lllloc11tion, utilir.ati , and relea.ae of 1pa.ce 

under agency control, and related reporh to 
Administration. 

A. Building pla.n files and related agency records u 
planning, a.uignment, and adJuatment. 

B. Building 1p11.C:e uhhu.tion report; 11.nnua.l nport1 of ■ pa.ce utilin n 

MINIMUM 
RETENTION 

RETIRE TO FRC 2 YEA.RS AFTER 
PHYSICAL COMPLETION OR 
DISBANDING OF PROJECT. 
DESTROY Ii YEARS LATER. 

DESTROY 2 YEARS AFTER PHYSICAL 
COMPLETION OR DISBANDING OF 
PROJECT. 

DESTROY WHEN ! YEA.RS OLD. 
[GRS 8-1 (88)} 

DESTROY 2 YEARS AFTER 
TERMINATION OF ASSIGNMENT, OR 
WHEN LEASE IS CANCELLED, OR 
WHEN PLANS AR..E SUPERSEDED OR 
OBSOLETE. 
[GRS ll-2a (88)] 

DESTROY 2 YEARS AFTER DATE OF 
o! all buildings, mcluding numben of people, areu, and SUBMISSION TO HEADQUARTERS. 
purposes !or wh.ich u.aed (NASA Form 1400). 

C. Installation or facility record• con1i1ting of inatitutiona.l hou■ ing DESTROY 2 YEARS AFTER DISPOSAL 
houaing requirements, quarterly real proputy inventorr; and real OF INSTALLATION OR FACILITY. 
property summary report,. 

D. Installation rea.1 property inventories, trailer report,, a.nd rental of 
real property rep,orte 1ubrrutted by progra.m offieea and/or in1tallationa. 

E. Correspondence with and report ■ to 1tllfl' areneiea relatinr to arency 
space holdinp and re<tuiremenb. 

l. Agency rep,orb to the General Services Administration, includinr 
SF 81, Request for Spa.ee, and related doeumenh, concerning 1pa.ce 
occupied in "Metropohta.n Wuhington• and "Outaide the Diltrid 
of Columbia: and related paper11. 

2. Copia in subordinate reporting units a.nd related work papers. 

RET N CURRENT AND PREVIOUS 
FJSC YEAR REPORTS. DESTROY 
ALL OT RS. 

DESTROY WHEN 2 ,.....,~ 
(GRS ll-2b (880) 

DESTROY WHEN 1 YEAR OL 
(GRS 11-2b (BB)) 
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SCHEDULE 8 

ITEM MINIMUM 
(UF[#l DESCRIPTION OF RECORD SERIES RETENTION 

REAL PROPERTY FILES 

A. CONSTRUCTION FILES 

1. STUDIES 

Studies relating to real property together wiih background papers showini inception, 
acope, and a.ccompli1hmenh. Intermediate and pre-final, and space plan• of Federal wi-\-hcl14 Vfl\. siructurea and engineerinJ project,. 

a) Selected 1tudie, that an con,idered unique in character. RETIRE TO FRC WHEN 10 YEARS 
OLD OR WHEN NO LONGER 
NEEDED FOR REFERENCE, 
WHICHEVER JS SOONER. DESTROY 
WHEN 30 YEARS OLD. 

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

NOT included under Item .(4 of thi1 schedule. RETIRE TO FRC WHEN NO LONGER 
NEEDED FOR ADMINISTRATIVE 
PURPOSES. DESTROY WHEN lS 
YEARS OLD. 

%. ACTUAL CONSTRUCTION 

Con1truction office file• con1iltm of document ■ relating to project 
requeata, induding approval, eatabl hing fund., achedulu of a.ccompli1hmenh, 
progress, payment., and the finaliut1 n, intermediate, and prefinal, final 
working, •u built,• 1hop, repair and al ration, contra.ct, and ata.ndard 
drawinga, project 1pec1ficahon1, with u, iated doeumenta relating io their 
preparation of Federal 1tructure1 and engin ering projeeh. 

(a) Unique buildmga/fa.c1Jitiu, such as the Ye ical Auembly • PERMANENT • 
Building (YAB); Pada A&. B; Space Static a.cility; etc. RETAlN ON-SITE FOR 3 YEARS 

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

(b) Routine office/lab buildinga/fa.cilitiea. RETAlN ON-SITE FOR 3 YEARS 
AFTER COMPLETION OF 
CONSTRUCTION OR UNTIL AFTER 
FINAL PAYMENT. RETIRE TO FRC 

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

.S. PHOTOS/VIDEO 

Conatruction photoa tt.ken during the conatruction proceaa con,i.tinc 
of in-progreaa, interim, and final ahota or a !a.eility AND NOT 
included in the official numbered installation photo c:olIKtion. 

(a) Unique buildinp/facilHiea (He above item). 

(b) Routine office/lab buildinp/{a.cilitiea. 

PA ENT. 

• PERMANENT • 
FILE WITH THE A UAL 
CONSTRUCTION CA 
RETIRE AND TRANSF 
THAT FILE. 

SEE DISPOSITION IN ITEM 
ABOVE. 
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SCHEDULE 8 

ITEM 
{UFI #1 DESCRIPTION OF RECORD SERIES 

CONTINUED: REAL PROPERTY FILES 

JNSTALLATJON RECORDS - PERMITS, LEASES, LICENSES, ETC. 

Record• conai1t1 or euement1, leaae.a, licenae1, pennit11 and 
agreement, which have been terminated or have expired; in■ tallation 
brochurea and hiatorica.l data; apprai,aJ report.; corrupondence 

rtaining to inltallation; indmtria.l facilities dr.ta; and real property 
al documents. 

CN 18· 12) 2. Drawin 
maintain y in1talb1.tion or primary re,poraibility relating to 
de ■ign and co truction of fa.cihtie1, including mr.p,, layout., 
building plane, ter and drainage systeme, alteration ■, a.dditiorui, 
betterments, and ovals ma.de to property a.nd all other pertinent 
information. 

3. NASA (BOC) PROJECT 

Record copy or individual files, ntrolled by work authoriu.tion 
package number (W APN), pertaim to changea in configuration of 
phyaical 1tructuru, mod1fication.e, an unique work a.ctiv1hea 
on aa11gned fa.c1htiea, 1y1teme and equip ent within the contra.ctual 
coat/acope limits provided to the Bue Ope tion1 Contra.ct (BOC). 
{Seriea includes both NASA-held and BOC-h Government record,.) 

(a) Approved and Cancelled Approved WAPN. 

(b) Disapproved WAPN. 

C. REPORTS - REAL PROPERTY 

Record, con1iating of the record copies or real property report• to GSA; 
inventory report• or juriadictional 1tatus of Federal areu within ,tate.a; 
report of NASA total !acilitiea; report of NASA industrial fa.cihtiea; a.nd 
report of in-houae fadhtiea. 

MINIMUM 
RETENTION 

• PERMANENT • 
RETIRE TO FRC 2 YEARS AFTER 
DISPOSAL OF INSTALLATION. 
TRANSFER TO NARA S YEA.RS 
LATER. 

• PERMANENT • 
RETIRE TO FRC 2 YEARS AFTER 
DISPOSAL OF PROPERTY. 
TRANSFER TO NARA WHEN 25 
YEARS OLD. 

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

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

0 FRC WHEN NO LONGER 
R REFERENCE. 

DESTROY EN 20 YEARS OLD. 
[HlSTORY OFF E MAY RETAIN 
INDEFINITELY F REFERENCE] 
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SCHEDULE 8 

ITEM MINIMUM 
IUFl#T DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: REAL PROPERTY FILES 

D. MASTER PLANS 

J. Installaiion files (one copy of ea.ch revision 1hould be maintained 
in the hiltorical filu for faciliUea management). 

(N 18•1) E. 

Pa,pen documentinr e a,cqui1ition of real property (by purchue, 
condemn&tion, donatio exchange, or otherwite). 

1. 

2. Pa,pen for property a,cquired 1inc 
&bstract or certificate of title. 

!. Abatr&et or certificate of title. 

4. Records neceaeary or convenient for the use of real property 101 , 
donated, or traded to non-Federal ownenhip, including, if pertinen 
u determined by the relea.sing agency, 1ite map1 and 1urvey11 plot 
plans, M""Ch1tect'1 1ketche1, working diagr&m.a, preliminary drawings, 
blueprinta, master tracingii, utility outlet plans, equipment location 
plans, 1pecificationa, construction progreu photograph•, in1pection 
report,, building and equipment management and maintenance 
record,, allowance lieta aa well u duplicate copiea of title papen, 
provided (a) that the re<:ord1 can be segregated without harm to 
other documents of enduring value, (b) that no reeponaibility 
&ttachea to the Government because o! disagreement between the 
transferred document• and the physical condition o! the property 
at the time of conveyance, and (c:) that if the property ii releued 
for hiatorical use or purpoae the user agreea to retaln them and 
return them to the Federal Government imme-d1ately upon the 
di1continuance of ita u&e for hiatorical purpose1. 

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

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

• PERMANENT • 
TRANSFER TO NARA AFTER 
UNCONDITIONAL SALE OR 
RELEASE BY THE GOVER.l'."MENT. 

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

TRANSFER TO PURCHASER AFTER 
UNCONDITIONAL SALE OR 
RELEASE BY THE GOVERNMENT 
OF CONDITIONS, RESTRICTIONS, 
MORTGAGES, OR OTHER LIENS. 
[GRS !-lb (88)] 

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

ROCEEDINGS, OR ACCEPTANCE 
PURCHASE MONEY MORTGAGE. 

4-4 (88)] 
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A. Appllcatiom , 

SCHEDULE 8 

ITEM MINIMUM 
IUFI #f DESCRIPTION OF RECORD SERIES RETENTION 

50 
{8814} 
PA.SR 

WALLOPS FLIGHT FACILITY BASE HOUSING TENANT RECORDS - NASA 53 BHTR - ne.w 
Records mtbi1 IJ)'ltem comiat or bominr nnhl agreement,, records of rent DESTROY WHEN 30 YEARS OLD 
receipt• and N:Cordt of dormitory occupants. UNLESS AUTHORIZED BY ANOTHER 

SERIES IDENTIFIED WITHIN THESE 
SCHEDULES. 

51 WHITE SANDS TEST FACILITY FEDERAL HOUSING ADMINISTRATION (FHA) 809 - l'\t.w 

rtil'ica&es of eligibility ror bouainr of ...ntlal 
employees, a.nd all related aoc;um.a&..__ 

B. Fonna requatinr arency UJi.atanc:e in bominc ~tten, 1uc:h u 
purcbue. 

/8814} HOUSING PROGRAM - NASA 73 FHAP 
PA.SR 

Records in thia sy,tem con1l1i or WSTF Civil Service and contra.c:tor 
personnel who have applied for FHA 809 housing Rec:0rd1 contain personal 
data (I.e., name, &ddreas, home phone, age, etc.), Naltor, mortgage, IUld 
employment data. 

SHOP PLANNING AND LAYOUT FILES 
/8810] 
(ti 20·10) Document. reflecUni the layout, location, an c lative 

relative to manu:l'adurlni •pace, ma.c:hinery, and equipment. 

FEDERAL STRUCTURES DESIGN FILES 

reliminary and presentation drawinga and mode!I of Federal atrueiuru and 
en • eering project ■. Includes duign criteria, tr&de-off 1tudiu, and 
eeUma or coat. 

or a.rchitectural, hiltorical, and technoloJical 

1. Drawinga. 

2. ModeJ.. 

B. .Authoriud projects. 

C. Unauthoriud project ■. 

1. Installations. 

2. NASA Hel>dquarlen. 
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DESTROY fi YEARS AFTER. THE 
THE ISSUANCE OF EACH 
CERTIFICATE. 

STROY WHEN 1 YEAR OLD. 
(G 

CERTIFICATES ARE HELD FOR 5 
YEARS AFTER ISSUANCE AND 
THEN DESTROYED. INDEX CARDS 
ARE RETAINED IN AGENCY SPACE 
UNTIL 50 YEARS OLD AND THEN 
DESTROYED. 

DESTROY WHEN SUPERSEDED OR. 
OR WHEN 10 YEARS OLD 

WHICHEVER IS 

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

MODELS A.RE CONSIDERED NON­
RECORD MATERIAL AND MAY BE 
TRANSFERRED TO THE NATIONAL 
AIR. AND SP ACE MUSEUM WHEN NO 
LONGER REQUIRED. 

DESTROY 2 YEARS AFTER 
COMPLETION OR DISBANDING OF 

ROJECT. 

DESTR TER DATE OF 
LAST DO 

rent o 



ITEM 
IUfl#l DESCRIPTION OF RECORD SERIES 

CONTINUED: FEDERAL STRUCTURES DESIGN FILES 

D. DRAWJNGS/SPECIFJCATIONS - ACTIVE/ON-GOIJ'-lG FACILITIES 

Filea coruitt of drawings, epecific:ation,, copies of experimental, preliminary, 
final clrawinp, and calculation, for CofF construction. 

Ori&inal drawinp/epecification.1 and calc:ulatiom. 

2. 

Then filu ist of original voided drawinr eheet ■ 
(obaolete, can led, replaced or modified) that have been 
replaced by redr n or reviaed 1heete tor fac:ilitiea, ,y1teme, 
and equipment. 

(HISTORICAL TA FILES ARE EXCLUDED FROM 
THIS DISPOSIT - SEE ITEM SS.D.3) 

(a) Hard copy drawinr. 

(b) Microfilm copy. 

3. Historical drawings. 

Record• in th11 nnes consist of the above 2 categories but 
considered unique and have 1ome historical importance. 

4. Silver halide aperture card1 of original drawings 
and/or microfilm of 1pedfication1. 

6. All other offiee/copiea orthe &bove record,. 

SCHEDULE 8 

MINIMUM 
RETENTION 

• PERMANENT • 
SEE ITEM .C8 OF THIS SCHEDULE 
FOR DISPOSITION INSTRUCTIONS. 

MAINTAIN FOR 3 MONTHS AFTER 
RELEASE OF THE DRAWING 
REVISION. DESTROY AFTER 
MICROFILMING. 

RETAIN ON-SITE. DESTROY WHEN 
NO LONGER NEEDED FOR 
ADMINISTRATIVE OR REFERENCE 
PURPOSES OR WHEN 75 YEARS 
OLD, WHICHEVER JS LATER. 

• PERMANENT • 

RETAIN ORIGINAL ON-SITE FOR 20 
YEARS. RETIRE TO FRC FOR 10 
YEARS, THEN TRANSFER TO NARA 
WHEN 30 YEARS OLD. 

• PERMANENT • 
SFER TO NARA WHEN 20 

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

DESTROY W 
NEEDED FORR 
ADMINISTRA TIV 
YEARS OLD. 
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R<lcnrd!t u JS-55 w 19711 

11nd ..c-11•1t.l l'!W'Orr• 

SCHEDULE 8 

ITEM MINIMUM 
fUF]Jll DJSCRJPDQN Of RECORD SEBD& UTltNTJON 

--....... CONSTRUCTION/DESIGN FILES • CORP OF ENGINEiR (KSC ONLY) 

• PERMANENT • 
'lJ! ~'IIS.1'1 I{ 1n ~,\ltA '\t"lf'II 

t\01 mamt.:unfl'rt~ t1,r l£l • ', Rt'C..'.UlU) Cl .f,,\N-t:I" -U.1) 
f'mc:ur. u .. 111 Ollirc dhl m,1 .,11 tJII, !.lr!:ROF'll.MINO !Hl> GJ• 1:N 
(SEE NOTE11 t:(J\fPU"IT'l) TIUNsrr.R 1\".l 

''ii1\R•l N<H I.A.Ill! 'lUA!'I: 
'!\RY I, 1"191!, 

55 CTS J'INAL REPORTS 
[8820} 

• PERMANENT • 
rniTIRT; Tt) FRC Fl'ON 
l>t,KIOI\. ~ l'I' I) t- \'l• ", .l. fl-ti\'-.1~i1-K 

O ~-,,R,\ W 'Jf,tR:,, /\J·ll R 
i)J,,, t:H l-.V ►.11.'I' 

REPAIR AND UTILITY nLES 

BUAIJ AND unun WORK OJIDEBS 

Requ11ta for repair& and orders, includin1 C:Offll&pondcncc, drawinga, 
orbhoeu, ■u.nding wort orden, and all rel&led matenall. 

DESTllOY WHEN 3 YEARS OLD 

DESTROY ON COMPLETION OF WORK. 

(N 18•14) B 

1 Doc:ument.11 ahowlng m nance performed UtO requu-ed on 
l)'tteml and plmta, includin venlivo Ma.inlcnan« J.n1truotiona (PM!) and 
and Preventive M&lnienaru:e R.equetll (PMAR). 

(a) Paper. DESTROY WHEN 3 YEARS OLD. 

(b) Databue. CtLE'IE WHEN NO LONOER NEEDED. 

2. O.nol'ti Faoihty Record, (WSTF ONLY) 
ReoaNt cun'l&.inecl ill thi1 1crie1 c:on1ilt1 of maintenance, re DESTROY R.ECOllDS WHEN 3 YEAllS

• OLD, 
documenlAtton on power aupply, wakr, gu, cryogenict, and other 

WHICHEVER IS SOONER. 
[Nl•25S-!>0-4) 

ted OR WHEN NO LONGER NEEDED, 
111:rvic:c:a for cho auppon ofthe \flt 11111d fac1lil)', lnolud.d en aeneral 
mainteunce record• 111d other billa Nlat.:d to thue faoillllea, 

(N 18-15) C U'l1U1Y OPERATINO LOO 

Lop 1t1owmg operation• of utili>Jea includin& tl!mpeniture, humidity, DF..STil WR!N 3 YEARS OlD OR 
prn,uro, and other su~h read!np WHEN NO NOBR. NEEDED, 

WHICHEVER DONER. 
(Nl•2SS-94•3] 
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SCHEDULE 8 

ITEM 
[UFJ#} DISCJUPTION or llCORD SERIES 

s, ASTRONAUT MEDICAL REPORTS/RECORDS 
{8900] 
(N 11•4<:) Heeld! and medical c:ue hi1rorl111, tnd physical and enviromnontal reaorda, blomechoal 

data pcttabllng to NASA utronauta. Uldudiq IJIUCI tligJd (m111ion) cLlla. i.e~ 
ull'OftaUt medical teltina ni■ulta, fight and around-baled data oollealed 
frum utronaiw and 01vililftl incllldiDJ pn,ocd111111, com1polldence, 101 
boob, 11rip ohw, et; [SEF. NO lr.i} 

58 MEDICAL UCOIU>S - TIST SUB.JECTS 
[8900] 

Rec,ord1 In llua Mries conailt of mediw recordl of felt subjlilti 
under oontnia to NASA which Include doi:wnmllltion of phy1ioal 
exama, disgaosls, lntlZment. end rma given In order for d\e 
Individual to pa&tigjpiu u a "&o9t" sllbjKt in MD ProJ•d 
medi~al ltlllll, 

END OF SCHEDULE 

MINIMUM 
UDNTION 

• Pi:RMANENT • 
RETillE RECORDS TO FRC WHEN 
ASTRONAUT IS SEPARATED PROM 1llE 
PROORAM.IAOENCY. TRANSFER. TO 
NARA WHEN 30 YEA.RS OLD. 

DESTROY7,YEARSAFIU. 
BIRTH DATE (DOB), OR 60 YEARS 
AYTER DAIE OF EAlW!ST 
DOCUMENT IN THE FOLDER IF DOB 
CANNOT BE ASC!ll.TAJNED, OR. 30 
YEARS AFTEJl CONTRACT HAS 
BEEN COMPLETED/TERMINATED, 
WHICHEVER IS LATER.. 

NOTE1: Medical record& for tlte ustrontlllts are kept all togdha, ll''"'"d medicallruutl11e as well as space fliJ:.ht 
medical. Thi& l11/ormfltion is l'lflll11tabtetfby a.dro1taut na,,,11 l11 one complete malical lelatory CGUJlle. 
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