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REQUEST FOR RECORDS DISPOSITION AUTHORITY

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

WASHINGTON, DC 20408
1 FROM (Agency or establishment)

National Aeronauttcs and Space Admmistranon (NASA)
2 MAJOR SUBDIVISION

NASA Headquarters
3 MINOR SUBDIVISION

4 NAME OF PERSON WITH WHOM TO CONFER
Patti F Stockman, NASA Records Officer

5 TELEPHONE
(202) 358-4787

IXI is not required; 0 is attached; or

. ~

..' LEAVE BLANK INARA use only)

JOB A//~~5S-09-/
DATE RECEIVED I /

7/10/09
NOTIFICATION TO AGENCY

o has been requested.

6 AGENCY CERTIFICATION
I hereby certify that I am authorized to act for this agency m matters pertaining to the disposition of ItS records
and that the records proposed for disposal on the attached 31 page(s) are not now needed for the business
of this agency or will not be needed after the retention penods specified; and that wntten concurrence from
the General Accountmg Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal
Agencies,

D~T7 / j, SI~TURE O~Gj~CY REPRESENTATIVE TITLE

0/.:2~;<tJ(}J 1kc:T"d--~ NASA Records Officer, NASA Headquarters, Code AO

In accordance wtth the provrsions of 44
USC 3303a the drsposinon request,
mcludmg amendments, ISapproved except
for Items that may be marked "disposmon
not approved" or "WIthdrawn" In column 10

DATE ARCHIVIST ~ UNITED STATES

~.,~~l{'Cla~Jrt --

7
ITEM
NO

8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION

Multiple NASA Records Retention Sschedules Items (attached) ThIS request IS
for NARA recogrution as mecda-neutral specific NARA authonzeed temporary
retentions for NASA-specIfic Items

9 GRS OR
SUPERSEDED
JOB CITATION

10 ACTION
TAKEN (NARA

USE ONLY)

Note that the temporary Items included m this request are only those hl§bhShed
.by F8~ &mt iii the attached hstmg The other schedule Items are provided for
context purposes only The content and functions of the records covered by these
scheules have not significantly changed NASA still has requirements for these
retentions which are the appropnate length of time, but our agency now
mamtams many of these records m digital medra

Also, please note that there are 573 temporary Items highhghted, 67 of which are
simply "other copies" or "other offices/copies "

115-109 NSN 7540-00-634-4064
PREVIOUS EDITION NOT USABLE

STANDARD FORM 115 (REV 3-91)
Prescnbed by NARA

36 CFR 1228



APPENDIXE.
Crosswalk of NRRS 7 and 8 to New Program/Project Scbedule Items
July 9, 2004

CHAPTER 10, NRRS 10

APPENDIXE.
Crosswalk of NRRS 7 and 8 to New Program/Project Scbedule Items
July 9, 2004

RECORDS COMMON TO MOST OFFICES

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES <Authont2

the record copy of final approved agenda or programs,
minutes, transcripts or proceedings. speeches delivered.
and comments made at or after the meetings or
conferences

B REQUESTS-- I Requests for mformanon and rephes mvolvmg no DESTROY IMMEDIATELY OR WHEN
-~mstraLI'I,e ecuon. no new decrsrons by NASA and no NO LONGER NEEDED FOR

ongmar soecral data R.EFERE.'lCE. OR UNDER A
PREDETERMI>IED SCHEDULE OR
BUSINESS RULE (E G

~ ,-o~;rNnNG 1lIE ~~~~ELETE
FEATUREvr~
MAlL SYSTE.\IS)

~[GRS ,J-7[

2 Requests for duphcanng. for photography for the DESTROY WHE.~ ONE YEAR OLD
preparation of graphics or charts. for stenographic OFllCE OF PRIMARY
services RESPONSIBILITY (OPR) Sa:

SCHEDULE 2

1000 9 OBSOLETE FORMS

Obsolete blank forms DESTROY I\IMEDIATELY

1000 10 INFORMATION ONLY COPIES

Issuances, notices, reports, releases, tabulauons and pubhcanons of DESTROY WHE.~ ONE YCAR OLD
other agencies or private industry submitted or received for general <DA NI 2';;594-1 Schedule In8lD>
mfonnauon purposes only

3000 II VOLUNTARY ACTIVITIES I CHARITIES

Records pertammg to chanty dnves and other voluntary acuvrues DESTROY WHEN ONE ITAR OLD
not part of the regularly assigned functions of the Agency ALSO SO: SCHEDULE 3

13 REFERENCE DATA

Mmor uems of reference data sent 10 Centers solely for their DESTROY WHE.~ ONE ITAR OLD

rnformauon and not requmng any specific adrrurustrauve ecnon <DA NI·255·Q4-1 Schedule InlVD>

14 EXCESS OFFICE SUPPLIES

Excess, unused, office supp res ana ded m REnJR.~ TO STOCK
the operauon of the office

15 PUBLICATIONS AND OTHER PRINTED MATERIALS

NOTE The office ofongm or office ofpnmary responsibility, of
any published matenal should mamtam one complete ~el- mcludmg
obsolete and superseded Items

Telephone Drrectones- obsolete/superseded DCSlROY IMMEDIATELY OPRSEE
SCHEDUlL I

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES <Authont2

1000 I READING I CHRON FILES SEE SCHEDULE I

1000 2 ROUGH DRAFfS, WORKING NOTES

Notes, records from which reports, staff papers, and other documents DESTROY WHEN NO LONGCR
have been prepared and approved NEEDED

1000 3 STENOGRAPHIC NOTEBOOKS

Notebooks from which notes have been transcribed DESlROY WHE..~ sorts HAVE BEEN
TRA.~SCRIBED OR NO LONGCR
NEIDED WHICHEVER IS SOONER

1000 5 INFORMATION COPIES

COPIt~Sof telegrams, dispatches, mstrucuons. letters. memorandums, DESTROY WHEN NO LONGER
correspondence and other documents which are not a pact of me NEEDED OR WHEN ONE YEAR OLD
official subject or case file WHICHeVER IS SooNCR

<DA NI·255·94-1 Schedule In8lD>

1000 6 LETTERS - GENERAL

----- ..A.. Transrrunalleuers wuhout attachments DESlROY WHEN THRCE MONTHS

[GRS 14·11

B Letters and notes of Simple acknowledgement, and expressions DESlROY WHEN ONE YEAR OLD
of appreciation for cooperation and assistance <DA N I 255 94-1 Schedule Imn»

1000 7 OFFICE WORKING FILES - DUPLICATE COPIES

A CQRB£SrQ~E~g;

7 I Internal memoranda regarding details of office DESlROY WHEN oxr; YEAR OLD
management, forwarding of checks arrangements for <DA NI·2'i5·94-1 Schedule InstIl>
leave, for travel, general cooperation, umeranes-- :---...:.... Correspondence and nonces regardmg changes or DESTROY IMMEDIA TEL Y OR WHE..~

~ n directories NO LONGER NEEDED FOR
REFERENCE, OR UNDER A
PREDETERMINED SCHEDULE OR--...!LUSINESS RULE (E G
Il' rat AlITO-DElETL
FEATUREOr L .c ~MAIL SYSTEMS)
[GRS 2371

3 Correspondence regarding plans Ior conferences and DESTROY WHE..."1ONE YEAR OLD
meetings, mvnancns to attend and acceptances or regrets, ALSO SEE SCHEDULe I
nouces. arrangements for space and Iactlmes. <OA NI 255·94-1 Schedule In8lD>

arrangements for chairperson. or speakers. EXCLUDING

E-l E-2



FINANCIAL MANAGEMENT AND
INSPECTOR GENERAL RECORDS

SCHEDULE 9
(AFS 9000-9999)

FINANCIAL MANAGEMENT AND
INSPECTOR GENERAL RECORDS

SCHEDULE 9
(AFS 9000-9999)

ThIS document IS updated frequently; therefore, pnnted cop .. s may be obsolete Refer to the Change History Log at the
beginning of NPR 1441 1 In the NASA Onhne Drrecnvss Information System (NODIS) for current version

ThIS document IS updated frequentty, therefore. pnnled COPieS may be obsolete Refer to the Change History Log at the
beginning of NPR 1441 1 In the NASA Online Directives Information System (NODIS) for current version

9920 28 GAO AUDITS

A ~
Case files on GAO audits of NASA acuvmes Includes GAO
audit reports. correspondence. certificates of clearance.
DOUce of completion. and all related papers Addmonal
reference IS found m NPR 1200 I Management Control
Audit Lrarson. and Audit FoUowup

I Headquarters harscn office for GAO audits RETIRE TO FRC 2 YEARS AfTER
DATE OF AUDIT REPORT DESTROY 8
YEARS AFTER SUBJECT DATE.
<DA N'1·25S-OO-3> (N 6-1)

2 Orgamzanon audited or orgamzauon controllmg audued KEEP FOR J YEARS DESTROY AFTER
NASA Contracts (Record cutoff date IS date of audit 8 YEARS OR WIlE< NO LONGER
repon ) NEEDED

<DA NI-2S5-OO-3>- r:lec~oples of records that are created on electronic DESTROY /DELETE AFTER THE
marl and wOrdjr' s and used solely to RECORDKEEPlNG COPY HAS BEE."
generate a recordkeepmg copy of the TeC'Of(l3 PRODUCED

u>

B CONTRACTORS

Case files on GAO audits of NASA contractors

1 Cognizant procurement office DESTROY WITH IU:Lo\TED
COl'lTRACT FIlE.
<DA N I 255-00 3> (N6·3)

2 All other offices/copies DESTROY J YEARS AFTER AUDIT
<DA N 1-255-00-3>

-
3 Electromc copies ofreconiS Ulill IC DESTROY /DELETE AFTER TIlE

mall and word processing systems and used solely to ,u. '''EE.''
generate a recordkeepmg copy of the records PRODUCED

<DA NI·25S-OO-3>

9960 29 AUDITS OF CONTRACTORS

A NASA

Case files on NASA audits of contractors. rncludmg papers
related to NASA audits for other Government agencies. such
as DoD Additional reference IS found m NPR 1200 I.
Management Control, Audit Liaison. and Audit Followup

I Office performing the review Recordkeepmg Copy RETIRE TO FRe 2 YFARS AFTER
DATE OF FINAL AUDIT REPORT
DESTROY 8 YEARS AFTER SUBJECT
DATE.
<DA NI 255-00-3> (N64)

2 Ccgmzant procurement office DESTROY WITH RELATED
CO'ITRACT ALE
<DA NI-255-OO-3>

3 Other NASA Audit offices DESTROY J YEARS AFTER DATE OF
ANAL AUDIT REPORT
<DA NI-255-OO-3>

4 All other offices/copies DESTROY I YEAR AFTER DATCOF
ANAL AUDIT REPORT

- <DA Nl·255-OO-3>

5 Electronic copies of'ieCOnB thBt=are=aeau:d~ectronlc DESTROY /DELETE AFTER THE
mail and word processing systems and used solel~ ~~EEN
generate a recordkeepmg copy of the records

<DA NI-255-OO-3>

B QTIffiB A!.!D[[S QE tlAS,:l. (ONTRIl£[QRS

Includes Defense Contract Audit Agency (OCAA) and HHS
audit reports. correspondence. and aU related papers

I Cogmzaru regional aucht office Recordkeepmg Copy Or.sTRQY 3 YEARS AFTER OAT[. OF
AUDIT REPORT
<DA NI-255-OO-3> (N6·5)

2 Cogmzant procurement office DESTROY WITH RELATED
CO'ITRACT FIlE.
<DA NJ·2S5-94-2>

3 All other offices/copies DES11{OY I YEAR AFTER. DATE OF
AUDIT REPORT
<DA !'oI1·25S..()()..3>

4 Electronic copies of records that are cre~ I ~"=~Y/DELETE AFTER TIlE
mail and word processing systems and used solely to RECORD •
generate a recordkeepmg copyof the records PRODUCED

<DA N'1-255-OO-3>

NarES Only AFS numbers wah defined subjects are used - REfENTION - For Items marked Pendmg Retennon Approval,
contact your Center Records Manager for mfonnauon and/or questions

NarES Only AfS numbers wnh defined subjects are used - RETENTION - For nems marked Pending Retention Approval.
contact your Center Records Manager for mformanon and/or questions
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FINANCIAL MANAGEMENT AND
INSPECTOR GENERAL RECORDS
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(AFS 9000-9999)

FINANCIAL MANAGEMENT AND
INSPECTOR GENERAL RECORDS

SCHEDULE 9
(AFS 9000-9999)

ThIS document IS updated frequently, therefore, pnnted COPieSmay be obsolete Refer to the Change HIstory Log at the
beginning of NPR 1441 1 In the NASA Onhne DirectIVes Information System (NODIS) for current version

ThIS document IS updated frequently, therefore. pnnted copes may be obsolete Refer to the Change History Log at the
beginning of NPR 1441 1 In the NASA Onhne Directives Information System (NODIS) for current version

9820 24 POLICY AND PROCEDURE FILES - HQ ONLY

Records defimng and documennng the policies required for
drrecnng. contrcllmg, and carrymg out OIG operauons Also
records on planmng and developmg OIG policies and procedures
Records can consist of manuaJ handbooks, direcuves. and workmg
papers Addruonal reference IS found In NPR 1200 1, Management
Control Audit Liaison, and Audit Follow-up

l.Copy • PERMANENT'
CLOSE SET OF DIREC11VES OR

One record copy of each If not mcluded In the Agency's ,~, ,r. 110NS WHE." SUPERSEDED

permanent set of master directives Illes or the record set of OROBSO~,c > T'l NARA

publications IN 5 );'EAR BLOCKS WHEN 10 y~
0[1)
<DA N 1·255-00·3>

B WQRKlt!!Q fll.fllBS ll.t!!IlOll.G<;QRQllt!!D Mll.T~BIa!.S DESTROY WHEN NO LONGER
NEEDED
<VA NI·255-OO·3>

C ALL OTHER OFFICES/!:;QP!@ DESTROY WH£.'l NO LONGER
NEEDED
<VA NI-15~-OO-3>

ll. -ELECTRONtC COPIES

Records thai. are created on electro DESTROY /DELETE AFTER THE
RDKEEPlNG COPY HAS BEE.'lprocessing systems and used solely to generate a PRODucti.T

recordkeepmg copy of the records <VA NI·255-OO·h -
9890 245 INSPECfIONS AND ASSESSMENTS FILES

Case files of mspecuons and assessments of Agency programs.
operanons. procedures, and those relanng 10contractors and
grantees Files COnsist of reports, correspondence, memoranda. and
documentauon

A OFFICE CONDUCTING REVIEW CLDSE ALE AT END OF FISCAL YEAR
AITER CLOSE OF CASe DESTROY iO
YI:ARS AFTER CLOSE OF CASE.
<VA NI 255-00-3>

B ORQAt!!lZll.TION BEING REV!!lWED CLOSE ALE AFTER CLOSURe OF ALL
RLCOMME.'lDATIONS DESTROY 3
YEARS AFTER CLOse OF FILE
<DA NI 255-00-3>

24.5 C ll.!.!. QI/iliB QEEI!:;l> !:;Qf!!;;.'i CLDSE FILE AFTER CLOSURE OF ALL
RECOI.IMENDA 110NS DESTROY 3
YEARS AF1ER CLOSE OF FILE
<VA NI 155-00 3>

D SIQmFKNIT !:;ASE FILES

The case attracts nanonal media anenuon. results rn a
Congressional mvesugauon, or results rn substanuve change
m Agency policy or procedures Stgruficant cases Will be
selected by the NASA Office of Inspector General based on
the cmena listed tn 1111::.uern

245 I Official case file - records created dunng evaluaucns and ·PERMANENT-
I to develop the final report Documents are TRANSFER TO NARA 10 YEARS

maintained In OmCI31case IUIUCI;' .""'" FILE IS CLOSED
<DA N. _ ~

2 Background files, notes. duplicate copies, and other DESTROY 10 YEARS AFTER FiLE IS
materials collected during evaluations but not CLOSCD
Incorporated mto the official case file and not used 10 <VA NI-255-OO-3>
develop the final report

E ELECfR.QNI!:; cosrss DESTROY /DELETE AFTER THE
RECORD KEEPING COPY HAS BEEN

Records Uli1I. rd PRODUCED

processmg systems and used solely 10 generate a '<:;,\...00 3>

recordkeepmg copy of Ihe records

9910 25 AUDIT FILES

A DEFEt!!~E M~TER!elLS SYSTEM IDMSI AUDITS

Audit repons and related papers penammg to the OMS

I Office of Primary Responsibtluy DESTROY WHEN 5 YEARS 0[1)
<VA N 1 255-00 3> IN 6 ~ N 17 16)

2 All other offices/copies DESTROY WHEN 3 YEAR~ OLD
<VA N 1-255-00-3>- of records that are created on electronic DESTROY /DELETE AFTER THE

mad and word processing systems ana I
RFrnRDKEEPlNG COpy HAS BEEN

generate a recordkeepmg copy of the records PRODUCED
<VA Nl 255-00-3>

A INTERNALIQ

Case files of uuemal audns of Agency programs, operauons.
procedures, external uudns of contractors and grantees FLies
COnsist of audn reports. correspondence. memoranda. and
supporung working papers
I Office conducung review CLOSEFILC AT END OF FISCAL YEAR

AFTD! CLOSE OF CASE. DESTROY 8
YEARS AFTER CLOSE OF CASE
<DA N 1 255-00-3>

2 Orgumzauon bemg audned I<.I:I:P FOR 3 Yr:ARS DESTROY AFI1:R
(Record cutoff date IS date of audu report ) 8 YEARS OR WHC."IINO LONGCR

NECDCD
<VA Nl 255-00-3>

3 All other offices/copies DESTROY 3 YEARS AFTeR DATI: OF
AUDIT REPORT
<DA N 1·255-00-3>-

----Z-Eteotmruc.£oQles ifmcordS that are created on electronic DESTROYfDELETE AfTER THE
mall and word proces i"g~d used solely 10 RECORDKEEPING COPY HAS BEEN
generate a recordkeepmg copy of the recorns PRODUCED

>1- -
NOTES Only AFS numbers With defined subjects are used - REfENTION - For nerns marked Pendmg Retennon Approval,
contact your Center Records Manager for mformanon and/or questions

NOTES Only AFS numbers With defined subjects are used - REfENTION - For Items marked Pendmg Retention Approval
contact your Center Records Manager for mformanon and/or questions

9-11 9-1:!
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ThIS document IS updated frequently; therefore, pnnted COPieS may be obsolete Refer to the Change History Log at the
beginning of NPR 1441 lin the NASA Onhne DirectIVes Information System (NODIS) for current version

ThIS document IS updated frequently, therefore, pnnted COPieS may be obsolete Refer to the Change History Log at the
beg"'nlng of NPR 1441 lin the NASA Onhne Dlrectrves Information System (NODIS) for current version

• INSPECTOR GENERAL RECORDS *
9800- INSPECTOR GENERAL FILES - AUDITS AND (see below)

9999 INVESTIGATIONS
9800 InvestJ~ahons Pl"IlgI"am rsee belowj

9800 26 SEMIANNUAL REPORT TO CONGRESS

Fonnerly Reports prepared by the statutory QIG's and submitted to the
AFS9910 Congress, and workmg papers The reports summanze the acnvtues
mNPR of the OIG for the 6-monlh penods endmg March 31 and September
14411C 30 For details on the composmcn of these reports. sec Secuon 5,

Public Law 95-452, as amended by 5 USC Appendix

26 I nlOREPORT (HO ONLY) • PERMANENT •
CLOSE FILE UPON lRANSMlSSION TO

7'~~~'!:'
<.DA Nl 255-00-3>

B WORKI~Q a~D lla!::KQBQ!lli1:! PAff:RS DESlROY WHEN NO LONGER
NEEDED
<DA NI-25S-OO-3>

C a!.!. QII:!l;;B QEEI!::f:SIl:Qflf:S DESlROY WHE." NO LONGER
NElDED
<DA :"011-255-00-3>

t-
u COPlES

DESlROYIDElEfE AFTER THE
Records thai. are created on electronic mall and woru RcrORDKEEPING COPY HAS BEEN

PROprccessmg systems and used solely to generate a
<.DA S I 255-00 3>

recordkeepmg copy of the records

9800 27 INDEXES TO CASE FILES

DESlROY WITH RELA TID RECORDS
Fonnerly Used as references to OIG case files OR WHEN NO LONGER NEEDED
AFS9910 WHICHEVER IS SOONER
InNPR <DA ~ 1·255-00-3>
14411C

9810 23 INSPECTOR GENERAL INVESTIGATIONS CASE FILES -
NASA IOIGIC

PASR
A aQENCY PRQQMMS1Qfl:MIIQNS

Case files developed dunng investigations of known or
alleged fraud and abuse and rrregulanttes and violancns of
laws and regulations. mismanagement, gross waste of funds.
abuse of authonty. or a substanual and specific danger to the
public health and safety Also Included are mvesuganve files
relanng to a variety of administrative matters such as potential
or actual tort claims for and agamst the Government and
management and program studies Cases relate to agency
personnel and programs and operations adrrumstered or
financed by the Agency, mcludmg contractors and others
having a relanonshrp WIth the Agency This includes
mvesuganve files relaung to employee and hothne
complaints, and other miscellaneous complamt files Files
consist of investigative reports and related documents. such as
correspondence. notes attachments. and working papers

Note A file IS not closed unul all judicial and adnumstrauve
avenues and ccnsrderauons have been finally
exhausted

23 1 Files contammg mformancn or alleganons which are of DESlROY WHE." 5 YEARS OLD
an mvesuganve nature but do not relate LO a specific <DA Nl·255-OO-3>
mvesuganon They mclude anonymous or vague
alleganons not warrantmg an mvesngauon. maners
referred to ccnsutuents or other agencies for handhng and
support files provrdmg general tnformauon which may
prove useful In Inspector General lnvesnganons Cutoff
annually

2 Case files developed dunng uuemal mvesuganons of OIG DESlROY 10 YEARS AFll:R CASE IS
employees CLOSED OR AFTER THE CMPLOYEE S

SEPARATION WHICHEVER IS
LONGER
<DA NI-255-OO-3>

3 All other mvesugauve case files except those that are PLACE IN INACTIVE FILES WHEN
unusually Significant for documentmg major Violations of CASE IS CLOSED CLOSE INACTIVE
cnmmallaw or ethical standards bj Agency officials or FILE AT END OF FISCAL YEAR
others DESlROY 10 YEARS AFTER FILE IS

CLOSED
<DA NI-255-OO-3>

4 Srgmficarn case meso because the case attracts national
media attention. results m a Congressional mvesnganon.
or results rn substanuve change m Agency policy or
procedures Examples Include LIteChallenger and Hubble
mvesugauons Significant cases will be selected by LIte
NASA Office of Inspector General based on the cntena
listed m LItiSItem

(a} Orner .. c~c me "h "PERMANENT"
mvesuganon and used to develop the final report

AFTER ALE IS CLOSEDDocuments are senahzed and mamtamed ID official
case folders <DA NI·255-OO-3>

(b) Background files. notes, duplicate copies. and other DESlROY 10 YEARS AFTER FILE IS
matenals collected durmg the mvesuganon but not ciosrn
mcorporat.ed uno the official case file and not used to <DA NI 255"()(}"3>
develop LItefinaJ report.

that are created on electronic DESlROY IDElEfE AFTER THE
marl and word processing systems ana use ... SOIO;:IJ l£OP'(l!, S BEEN
generate a recordkeepmg copy of LIterecords PRODUCED

<DA NI·255"()()"3>

NOTES Only AFS numbers With defined subjects are used - RErENTION - For Items marked Pendmg Retention Approval.
contact your Center Records Manager for mformauon andlor questions

NOTES Only AFS numbers "lib defined subjects are used - RETENTION - For Items marked Pending Reteauon Approval.
contact your Center Records Manager for mformauon andlor questions

9-9 9-10
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9630 19 NONCOMMERCIAL REIMBURSABLE
TRAVEUPASSENGER FILES

This document IS updated frequently, therefore, pnnted copies may be obsolete Refer to the Change History Log at the
beginning of NPR 1441 1 In the NASA Online Directives Information System (NODIS) for current version

SCHEDULE 9
(AFS 9000-9999)

ThIS document ISupdated frequently, therefore, printed copies may be obsolete Refer to the Change History Log at the
beginning of NPR 1441 1 In the NASA Online Directives Information System (NODIS) for current version

14 (b) Monthly ISSUes of all other volumes of the report REfIRE TO 11K AITER THe CLOse
prmted OF TIlE FISCAL YEAR TO WHICH TIlE

RECORDS PERTAI:-..I DESTROY 5
YEARS AITER SUBJECT FISCAL
YEAR
<DA NI-25S 94 2>

2 All other COpies of the reports In Program Offices. NASA DesTROY WHEN ACTIVE RJ:FERC.'oICE
Centers, or ether offices VALVE CEASES OR Y.'HE.\I J YEARS

OLD WHICHEVER IS SOONER.
<DA NI-25S 94-Z>

B !:;QNTRAcrS ANI:! QRfI~S R~~QRTS - STATl,lS
SEE ALSO ITEM 19, SOIEDULE 7

Records In thrs category consist of a consolidated agencywrde
report of financial and stansucal data covenng NASA
contracts, grants. and intra-Governmental purchase requests

I HEADQUARTERS - OmCIAL RECORD

(a) Annual September Issue (FoUowmg Fonnats) REfIRE TO FRC I YEAR AFI'ER
E-3 E-5A E-7,E-8 E-9, E-IO,E·II. E·12, CLOSE OF FISCAL YEAR TO WHICH
E·16 E·17 E-26 E-27 E-28 E·29,E-3I.E 34, RLCORDS PERTAIN DESTROY 10

E·34A, E·35, E·36·1, E·36-3, E-36-4, AND E·38 YEARS AITER SUBJECT nSCAL
YEAR
<DA N 1-255 94':~> fN35 N7 9)

(b) Issues of formals listed In (a) above. other than DESTROY MO:<THL Y ISSues AFTI:R
September 90 DAYS OrnER ISSlIr.S AFfER THE

CURRENT REPORT IS PRODUCED
<DA NI·255·94-2>

2 All other COpies of the reports m Program Offices. NASA DESTROY WHE.~ ACTIVE REFERE.~CE
Centers. or other offices VALUE CEASES OR WHeN 3 YEARS

OLD WHICHEVER IS SOONER
<DA N I 255-94 2>

9600 15 CERTIFICATES OF SEITLEMENT FILES

Copies of ceruficates and sett1ement of accounts of accountable
officers. statements of differences. and related records

~~rmg closed account settlements. DESTROY 2 YEARS AFTeR DATE OF
P ental settlements. and final balance SETILEJo.fEN'T

settlements IGRS6-3'1 (N23 N2-4)

B Cernficares covenng penod seulemems ' WHFN SUBSEQUENT
CERTIFlCA'=V~
ARE RECEIVED
IGRS 6·3bJ

C Schedules of ceruficates of settlement of claims settled by the DESTROY:! YEARS AFlLR DAn: OF
General Accounung Office SeTTLEMENT

<DA N I 255-94-2>

Records and COpies of records relating to reimbursmg mdrvrduals.
such as travel orders. per diem vouchers. and a11other supporting
documents relating to official travel by officers employees.
dependents. or others authorized by law 10 travel

C ALL OTHER omCPJCOPIES

D l,lNlJSED TI!:;KET REDEMPTIQN FORMS, such as SF
1170 or other miscellaneous travel documentanon

DESTROY WHEN 6 YEARS OLD
[GRS 9-3a) IN 22-1 N 22-2)

DESTROY WHEN FUNDS ARE
OBLIGATED
I

<DA N I 255·94-2>

DESTROY 3 YEARS AFI'ER TIlE YEAR
IN WHICH TIlE TRANSACTION IS
COMPLETED
IGRS 9-leJ

TRAVEL. AND TRANSPORTATION FILES - GENERAL

-"'\.~tme adnumstranve records Including correspondence.
fofiliS':"andf.elated records pertatnmg to commercial and
noncommer~~ and transportanon. and freight
funcuons. not covered elsewnert-m . schedule or
Schedule 6

DESTROY WHE.~ 2 YEARS OLD
IGRS9-4'1

B Accountability records documentmg the Issue or receipt of
accountable documents

C Credit card riles and documemanon show issuance by
commercial orgamzanons for reissue to agency personnel for
their use while on offlctal travel duty. receipts. registers. or
other related documerns

DesTROY CREDIT CARDS AND
RELATED PAPERS UPON RECEIPT OF
NEW CRIDITCARDS
<DA NI-255 94-2>

9791 22 IMPREST FUND

Records rn thrs series include but are not limited to the followmg
types

Acknowledgement of responsrbrlny forms for cashiers. Release of
responsibility. lmprest Fund Alarm System. Request to Increase
Imprest Fund Advance. and. Audit of Imprest Funds

DI:STROY UPON SrPARATION
TRANSFER OR TERMINATION OF
AUTHORIZED EMPLOYEE, OR WHEN
5 YI:ARS OLD WHICHEVER IS
SOONER
<DA N I 255·94- 2>

9·7 98
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9100 8 APPORTIONMENT SCHEDULES· AGENCYWIDE
CODING STRUCTURE ALSO SEE SCHEDULE 7

A Apportionment and reapportionment schedules
proposing quarterly obhgauons under each authonzed
appropnauon Research and Development. Space flight and
Data Comrcurucanons. Construction of Facrbues. Research
and Program Management. and. the Inspector General

I HEADQUARTERS (CODE B ONL V)

(These are records sent to OMS and Treasury which show
the dIVISIon of fundmg by project/program )

This document 15updated frequently; therefore. pnnted COPieS may be obsolete Refer to the Change History Log at the
beginning of NPR 1441 1 In the NASA Online Directives Information System (NODIS) for current version

DESTROY 2 YEARS AfTER TIlE

~ GENERAL LEDGER - ACCOUNTING-~ "N"T'''''r;LEDGERS

LedgersshOWtngdebll~llec~ DESTROY 6 YEARS AND 3 MONTHS
expenditures In summary (balanced receipts) ~.CLOSEOFTIlEFISCAL YEAR

I:<Vtn:VEQ
IGRS7.21~

B TRIAL BALANCE LEDGERS

Monthly consohdared financial reports supported by analyses
reports at the appropnauon, fund, or other level, covering aU
NASA assets, habthues, funds equuy. revenues, and COSLS

The consolidated Agency-wide report IS based on and
mctudes the trial balance and related reports submitted by
each NASA Center

I ORIGINAL RECORDS (CODE B ONL V)

(a) Annual September Report REI1RE TO FRC WHEN NO LONGER
NEEDED FOR REFERENCE OR WHEN
5 YEARS OLD DESTROY WHEN 10
YEARS OLD
<DA N 1·255 94-2> (N 3-6)

(b) Monthly reports (other than September) REI1RE TO FRC 2 YEARS AFfER
FISCAL YEAR INVOLVED DESl1!OY
10 YEARS AfTER SUBJECT FISCAL
YEAR
<DA NI·255·94·2>

2 All other offices/copies of the above reports (mcludmg DESTROY AS SOON AS ACTIVE
copies mamtamed at NASA Centers) REFERENCE VALUE CEASES OR

WHEN 3 YEARS OLD WHICHEVER IS
SOO'IER
<DA NI 2SS·94·2>

9300 14 FINANCIAL STATUS REPORTS

A MQtmI!.Y !:Q~SQLlQlIn;D ·lIQ~!:lli!Q1:
This IS a monthly consolidated agency Wide flnancral report
of comnutments. obhgauons. costs, disbursements and
resource authonzauons, constsung of II volumes organized
generally by program acuvuy The following list of reports
are considered a part of tlus senes, but IS not all tnclusrve

Highlight Report, Balance of Payments Report, Medical
Report, Expert and Consultant Report, SEDSA--EsL
Drsrnbuucn of Selected accounts

I HEADQUARTERS· OFFICIAL RECORD

(a) Monthly Issues of Volume I,Summary of Data for REI1RE TO FRC AfTER THE CLOSE
Adrrurustranve Operancns. Research and OF TIlE FISCAL YEAR TO WHICH TIlE
Development, and Consuucuon of Factlrues RECORDS PERTAIN DESl1!OY WHE.'l

Funding. and Volume 6, Project and Program Year 10 YEARS OLD

Summary by Program Office and by Center <DA N I 255·94-2> (N 3-4)

REI1RE TO FRC 3 YEARS AfTER
FISCAL YEAR 5 YEARS FOR NO
YEAR APPROPRIATIONS DESTROY
WHE.'l NO LONGER NEIDED OR
WHE.'l 20 YEARS OLD WHICHEVER IS
SOONLR
<DA NI·25S·94-2> (N 7·2)

-""""'~~UNTING RECORDS

A ,~. ACCOUNTING GENERAL
rCRRE<PCNDrT "" P<

Correspondence or subject files m~~1!§...
responsible for expenditures accounung, penauung to their
mternal operauons and adrmrustrauon

9210 10

B WST REDUCTIQN

Reports, correspondence, working papers, and other
supportmg documentauon required to be on file

I Headquarters

2 Centers

SIGNATURE A\JI1IORITY FILES

Records consist of signature authonues for nuscellaneous
admmrstrauve records which Include, but are not limited to, Diner's
Club authonzauons, reports of mad, authont y for specified
employees to cerufy funds etc

DESTROY WHEN 2 YEARS OLD

f~

R.ETIRI: TO FRC 4 YEARS AFTER
CLOSE OF FISCAL YEAR IS WHICH
RECORDS WERE CREATED
DESTROY b YEARS AFTER SUBJCCT
FISCAL YEAR
<DA Nl·2SS·94-2> (N 1-181

REI1RE TO FRC 3 YEARS AfTER
CLOSE OF FISCAL YEAR IN WHICH
RECORDS WERE CREATED
DESTROY S 'fEARS AFTER SUBJECT
FISCAL YEAR
<DA NI·2SS·94-2>

DESTROY UPON SEPARATION
TRANSFER OR lBt\1INATION OF
AlITHORIZED EMPLOYEE OR WHE.'l 5
YEARS OLD. WHICHEVER IS SOONER
<DA N 1-2SS 94-2>

NOTES Only AFS numbers With defined Subjects are used - RETENTION - For Items marked Pendmg Retention Approval,
contact your Center Records Manager for mformanon and/or questions

9·5

NOTES Only AFS numbers With defined subjects are used - RETENTION - For Items marked Pendmg Retention Approval,
contact your Center Records Manager for mformanon and/or questions

9-6



FINANCIAL MANAGEMENT AND
INSPECTOR GENERAL RECORDS

ThIS document IS updated frequently; therefore, pnnted copies may be obsolete Refer to the Change History Log at the
beginning of NPA 1441 lin the NASA Online Directives Information System (NODIS) for current version

SCHEDULE 9
(AFS 9000-9999)

FINANCIAL MANAGEMENT AND
INSPECTOR GENERAL RECORDS

SCHEDULE 9
(AFS 9000-9999)

ThIS document IS updated frequently, therefore. printed copies may be obsolete Refer to the Change History Log at the
beginning of NPR 1441 1 In the NASA Onhne DirectIVes Information System (NODIS) tor current version

6 B CORRESPONDENCE FILES - GENERAL

PASR E JOHNSON SPACE CENTER USC) EXCHANGE
ACTIVITIES - NASA 72 XOPR

PASR

Files Include advisory notices such as merchandise and
sundry nouces. records documenung overall adrmnrstrauon of
the exchange, general correspondence, customer complaints.
securuy records and reports pertarmng to the exchange

C STOCK FILES / GOOpS RECEIVED

1 GOODS Records relating La the receipt of merchandise.
including copies of reports of goods received. sluppmg
documents tracer mqomes. merchandise follow-up
requests. and other documents related to
slupmemsfollow-
up of merchandise

2 STOCK Records used by management for the control
and procurement of merchandise at warehouse and on the
sales floor including Unit merchandise records, stock
record cards. replenishment cards, recorder records. and
vendor records

D EXCHANGE RECORDS ON INDIVIDUALS - NASA 10
XRO!

I Records contained In tJlISsystem consist of present and
former employees of. and applicants for employment With,
NASA Exchanges, Recreational Assocranons. and
Employees' Clubs at NASA Centeno Indrvrduals wnh
active loans or charge accounts at one or more of the
several orgamzanons Records comam Exchange
employees' personnel and payroll records mcludmg injury
claims unemployment claims biographical data.
performance evaluancns. annual and Sick leave record ..,
and all oLher employee records Credu records on NASA
employees wuh active accounts

2 General meeung rrunutes of acuvrues assocrared With the
Employees Exchange

Records In thts system consist of employees and past
employees of the JSC Exchange Operanons. applicants under
the JSC Exchange Scholarship Program, and JSC employees
or JSC contractor employees parucrpaung m sports or Special
acnvrues sponsored by the Exchange Records include a
variety of data relanng to personnel acuons and
derernunanons made about an rndrvrdual while employed by
the NASA JSC Exchange These records contain mformanon
about an mdrvidual relating to buth date, SOCialsecuruy
number. home address, phone number. mantel status.
references. veteran preference, and other mformauon relating
to the status of the mdrvtdual Scholarship rnforrnauon IS

REfAIN ON·SITE DESlROY WHeN 4
YEARS OlD
<DA N 1·255 94-2>

DESTROY WHE.'l 2 YEARS OLD
<DA N I 255·94-2>

DESTROY VO'HES 2 YEARS OLD
<DA 'll ::!55-94-2>

DESTROY WHE~ 5 YEARS OLD
<DA NI·25o;; 94·2>

DESTROY 6 MONTHS AFl'ER
a.tcrtos OR INmATION OF NEW
COMMrITEE Mr::.\fBERSHIP OR WHEN
) YEARS OlD WHICHEVER OCCURS
nRST
<DA NI·255·94-2>

EMPLOYEE RECORDS or JSC
exCHANGE OPERATIONS
PERSONNEL RECORDS ARE
RCTAJNCD l~mNlTELY 1:"\1
AGE..\lCY SPAce TO SATISF'I:'
PAYROll.. REE.\1PLOYMCNT
UNEMPLOYMENT CO\1PE.~SATION
TAX AND EMPLOYEe RETIREMENT
PURPOSES FOR SUCCESSFUL
APPLICASTS UNDER THE JSC
EXCHANGE SCHOLARSHIP
PROGRAM RLCORDS ARC
\tAINT AI~ UNTIL CO\iPI..r:TIOS
OF AWARDED SCHOLARSH1P AND

supplied by mdrvrduals who have applied and Includes data ARI: THEN DESTROYED RECORDS

on education. financial background. and other related PERTAJNf:\IG TO UNSUCC[sSFUL

mformauon APPLICANTS ARE REfURNED TO THE
L'IDIVIDUAL FOR PARTlClPA:"\ITS IN
SOCIAL OR SPORTS ACTlVmES
RECORDS ARE MAINTAINED FOR
STATED PARTICIPATION PERIOD
ASD ARE THEN DESlROYED
RECORDS CANNOT BE RETIRID TO
ANFRC
<DA NI·255 94·2>-

9090 7 REIMBURSABLE AGREEMENTS - FINANCIAL

A QUIDELINo;s APPI.I~ABLE TO REIMBURSABI.E
AGREEMENTS

Reports correspondence working files and other RIT AlN ON SITE UNTIL REFERE.~CE
documentation required on file to support reimbursable VALUI: ceASES THEN DCSlROY

activities <DA N 1·255-94 2>

B BENEFITOR FILES

Includes ongrnal authonues for reimbursable funding for DESTROY 6 YEARS AND 3 MONTHS

resident agencies AfTER nNAL PAYMENT
<DA :"\11·255·94-2>

C OCCUPANCY (SSC ONL Yl

Includes staffing levels. space allocation utility costs burden THESE RECORDS ARE UNIQue TO
SSC A.,\lO WTI..L BE MAJNT AJNED IN

analy ..es and all pertinent mformanon used In occupancy rate SSC SPACE FOR 10 YEARS RETIRE
development at sse Records Include occupancy rate TO FRC WHE.,\I 10 YEARS OLD
development data. quarterly detail reports. and. sse DESTROY WHEN 20 YEARS OLD
Personnel Strength Reports (mcludmg htstcncal data) <DA ~ 1·255 94 2>

D WORK PERFQRMe,t,!CE e.QREEMENTS !I~~ Qt!!!.Yl

Records mclude agreements between JSC and other
government or non-government agencies (the customer)
whereby JSe performs work prescnbed m the agreement and
JSC IS reimbursed for the cost of the work by the customer
These agreements are usually I to.3 years In duration

I Office of pnmary responsrbuuy TRA.~SICR TO FRC WHCN 10 YCARS
OLD DCSTROY Y.'HE.'l 20 YEARS
OlD
<DA NI 255·94-2>

2 All other offices/copies DESTROY WHCN NO LONGER
NEEDCD H)R REFERENCE OR WHE..'l
5 YEARS OLD WHICHEVER IS
SOONER
<DA NI·255·94·2>

E ALL OTHER OFFICES/COPIES OF THE ABOVE DESTROY WHL~ NO LONGER
RECQRDS WHER THAN THE QPR NCCDED OR WHCN J YEARS OLD

WHICHEVER IS SOONER
<DA NI·255 94·2>

NOTES Only AFS numbers with defined subjects are used - RETENTION - For uems marked Pending Retention Approval
contact your Center Records Manager for mformauon and/or questions
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CHAPTER 9 NRRS 9 9000 4 R&D PROGRAMlPROJECf STATUS REPORTS (PSR)
COSTISCHEDULES

Documents relanng to cost projections for research and
development projects. mcludmg mformauon about program
objecuves In terms of projects. tasks. status. and ume phasmg for
development, and funds required These files include schedules and
directly related forecast and actual costs

A ~ (Level 2 Manager) RETIRE TO FRC I YEAR AFfER
COMPLEnO~OFTHEPROff£T
DESTROY 10YEARS AFfER
CO\IPLEnOS OF PROff£T
<DA !'..J 1·255 94-2> (N24-3)

B >0. • pERMA.NE.'ff •

Comptrollers Office) , T<) FRC WIlEN • YEARSOLD
~~ TO NAKA WIfuN-.m-

<DA Nl·255·94 2>

C AI L OTHER OFFlCES/COPIES DESTROY WHE." ~O LO"GER
NEEDED FOR REFERENCE OR WIlEN
5 YEARSOLD WHtCHEVER tS LATER
<DA N I 255·94-2>~-

~,
1Od~ DESTROY WHEN 3 YEARSOLD

deposu of funds mcludmg appropriation warrants e_~--certificates of deposit ...other than those records covered by
Item I of thrs schedule

B illQ&

Records relanng to montes obtained [0 pay for expenses RETIRE TO FRC I YEAR AFfER THE
Incurred In conjuncnon WIth Special guest. or memes from CLOSE OF THE RSCAL YEAR TO

WHtCH THE RECORDS PERTA1~sponsors of programs that could not be returned Includes the DESTROY 6 YEARS AFfER THE
"Admnustrator's Fund", "Acuvny Fund" "Special Fund" and CLOSE OF THE RSCAL YEAR TO
all other non-appropnared fund activities WHtCH RECORDS PERTAIS

<DA :'111-155-94-2>

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

A ~
Records m lhu. senes consists of register receipts. bank RETAIN ON-SITE AT RESPECTIVE
deposu slrps, regtster tupes, cancelled checks bank mSTALLATIOS DESTROY WHE." 5
statements. ledgers. etc YEARS OLD

<DA Nl 25594-2>

FINANCIAL MANAGEMENT AND INSPECTOR GENERAL RECORDS

AGENCY BUDGET REQUEST FILES

DESTROY WHE.\l NO LONGER
SEEDED OR WHEN 3 YEARS OLD
<DA NI 2';5·94-2>

B Center workmg matenalslbackground files and documentauon
developed by other orgaruzanonal units and as submitted to
the Comptrollers Office

RD1RE TO FRC WIlEN 2 YEARS OLD
DESTROY WHE." 30 YEARS OLD
<DA N I 155·94-2>

In this file senes consists of budget maienal requested via
·11. mcludmg marenal required by the President's

Call for the budge rds include. but are not limned to letters,
forms, exhibits (subnuned e Ically). and any other related
findmg ards or documentation asSOCI thrs subrmssron. r e
OMB. Presidents Budget. Jusuficanon Suppon . ~nal
Budget Support. etc ~

A Ongmal record set mamtarned at NASA Headquarters by ~~
Code B TRANSFER TO, WHEN 35
(This set starts October I. 1958 and conunues to Present) YEARS OLD

<DA Nl·255 94-2>

C All other offices/copies DESTROY WHE~ SUPERSEDED SO
LONGER NEEDED OR WHEN' YEARS
OLD WHICHEVER tS SOOIlER
<DA NI 255·94-2>

cywlde reporung system which resides at NASA
Headquarters an s to GAOITreasury standards for
summary general ledger 0 a1lm.fonnatlon ThIS IS an on-line
integrated system which will be iliSrtr to all NASA Centers

DELETE/DESTROY WHE." OBSOLETE
OR SUPERSEDED OR WIlEN 5 YEARS

.~~
USE DlsPOsm~ VE.
<DA Nl·255 94-2>

A

B ~

C ALL OTHER OFFICES/COPIES

NOTES Only AFS numbers With defined subjects are used - RETENTION - For Items marked Pendmg Retention Approval
contact your Center Records Manager for mfcrmanon and/or questions

NOTES Only AFS numbers With defined subjects are used - RETENTION - For Items marked Pendmg Retention Approval,
contact your Center Records Manager for mformanon and/or questions
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS# !.TIM DESCRIPTION OF RECORD SERIES <AuthoTlU2:

8814 51 WHITE SANDS TEST FACILITY FEDERAL HOUSING
ADMINISTRA nON (FHA) 809 HOUSING PROGRAM - NASA
73 FHAP

PASR Records In this system COnsist ofWSTF CIVil Service and contractor CERTIFICATES AR.I: HELD rOR 5

personnel who have applied for RiA 009 housing Records contain YEARS AFl'ER ISSUANCE AND THeN
personal data (I e. name address, home phone. age etc) realtor DESlROYED I:oIDEX CARDS ARE
mortgage, and employment data. RETAP.'IIED IS AGE.'lCY SPACE UNTIL

50 YEARS OLD AND THEN
DESlROYED
<DA N 1-255-94-3>

8820 Construcllon of Facrhnes C of F) (see below)

8820 52 SHOP PLANNING AND LAYOUT FlLES

Documents reflecung the layout locauon. and comparable data relative DESlROY WHL'I SUPERSEDCD

to manufactunng space. machinery. and equipment OBSOLETE OR WHEN' 10 YEARS OLD
WHICHEVER IS LATER
<DA SI-2S5 94-3> (N 20-10)

88JO 56 REPAIR AND UTILITY FILES

A IlliP61B 8l!![l !.!I!I.[[Y WQB~ QBD~S

Requests for repairs and orders. rncludmg correspondence
drawings, worksheets, standing work orders, and all related
materials
I Office ofpnmary responsibility DESlROY WHEN 3 YEARS OLD

<.DA NI 255 94 3> (N 1816\

2 All other offices/copies (EXCLUDING fiscal) DESlROY ON COMPLETIO:ol OF WORK
<OA NI 255943>

B MAINTEN8l!!CE RECORDS

I Documents showing mamtenance performed and required on
systems and plants, mcludmg Preventive Maintenance
lnstrucuons (PMI) and Preventive Maintenance Action
Requests (PMAR)

(a) Paper DESTROY WHE.\1 3 YEARS OLD
<DA NI-255 94 3> IN 18 \4)

-ibt-Dal nFJ.FTE WHEN NO LO:oIGER:oIEEDED
<DA NI-:255-94-3>

2 General Facility Records (WSTF ONLY)

Records ccmarned In this senes consrsu of maintenance. DESTROY RI:cORDS WH£.\1 3 YEARS

repair. and documentation on power supply, water, gas, OLD OR WHI:'NNO LONGER SEEDeD
WHICH[VER IS SooNCR

cryogenics. and other related services for the support of the <DA NI·255 9O-b
test stand facility lncluded are general maintenance records
and other bills related to these Iacrhues

C UTILITY QPERAIING LQG

Logs showing operations of utilities mcludmg temperature DESTROY WHEN 3 YEARS OLD OR
hurmduy. pressure, and other such readings WHE:-<:010LONGER :oIEEDED

WHICHEVCR IS SOONER

beginning of NPR 1441 lin the NASA Onhne Directives Information System (NODIS) for current version

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES <AuthoTlt:Q:

<DA NI-255·94·3> (N 18·15)

8834 565 LIFfING EQUIPMENT

Records concerning design. mspecuon and tesung. and servrcmg of
hftmg devices (cranes horsts. etc) and hftmg equipment (load-lifting
hardware attached to lifting equipment)

A DESIGN RECORDS

Includes review and approval of configuration changes, HA.\IDLEAS PER.\fANENT PCNDI~G

ceruficanon packages, acceptance mspecuon and lest records. RETE.'ITlON APPROVAL

rncludmg the associated nonconformance and corrective actions

B PERIODIC INSPgIION A!:,!D TEST RECORDS

Records of required periodic rnspecuonnesung acuvmes. HANDLe AS PERMA:"oICNTPCNDlNG

rncludmg associated nonconformance and correcuve acnon RETI:.\IT10N APPROVAL

reports Cutoff IS date of inspection

C SERVICING RECORDS

Records documenting maintenance and adJusunent acuviues HANDLE AS PERMANENT PE..\IOING

performed for hftmg equipment Cutoff date I~ date of service arrtxrtov APPROVAL

activity

D PRE-QPERATION INSPEcrlON RECORDS

Checklists or pre-operation mspecnons completed by operators HA.\IDLEAS PER..\1ANE."1ITPL\lOING

pnor to dally operation of the equipment Cutoff date ISdale of RETC.."Il110NAPPROVAL

rnspecuon

8900 58 MEDICAL RECORDS - TEST SUBJECTS

Records In this senes consist of medical records oft.est subjects under DESlROY 15 YEARS AFl'ER BIRTH
contract to NASA which include documentanon of physical exams, DATE (OOB) OR 60 YEARS AITER
dragnosrs. treatment, and tests given In order for the mdrvrdual to DATE OF EARLIEST DOCUMC'oIT f:ol

parucrpate as a "test subject m R&D Project medical tests THE FOLDER IF OOB CANNOT BE
ASCERTAINED OR JO YEARS AFl'ER
CO:ollRACT HAS BEEN
CO\1PLEIT.OffERMlN ATED
WHICHEVER IS LATr.R
<DA :"011·255·94-3>

NOTES Only AFS numbers With defined subjects are used - REfENTION - For Items marked Pending Retention Approval.
contact your Center Records Manager for mformanon and/or questions

NOTES Only AFS numbers With defined subjects are used - REfENTION - For Items marked Pendmg Retention Approval,
contact your Center Records Manager for information and/or questions
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SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<AUlhonty>

48 PHOTOSNlDEO

Construction photos taken dunng the construction process
constsnng of in-progress. mtenm, and final shots of a facility
AND NOT included 1Il the official nwnbered installation
photo collecuon

actual Construcuon '

(b) Rouune office/lab butldmgsrfacthues

Drawings. correspondence reports and all other documents
marruamed by mstallauon of pnmary responsrbilny relanng to
design and construcuon of facilities. including maps, layouts.
burldmg plans, water and drainage systems. aherauons
addruons, betterments. and removals made to property and all
other pernnentmformanon

NASA Base Operauons Contractor Project Control Board
Files

(a) Approved, disapproved and cancelled Approved Work
Order Numbers held by the contractor for NASA
Records In thrs group mclude but are not hmued to
COpiesof proposed. Task Orders and Board Minutes

(b) All other copies of records descnbed m (a) above held In

NASA Offices Cut off date IS date of record

<DA NI 155-00-1>

'PERMANENT-
Fn.E WITH THE ACTUAL
COSSTRUCTIOS CASE FIlE. REfAIS
OS-SITI: FOR 3 YEARS AFTER
COMPLETIOS OF COSSTRUCTION OR

l~~;;;%ll~R:<~AL~P~AYME<T \lAYRIITIRE TO YEARS
TRANSFER TO NARA 8 IT:1J!'!!""JJ;liL
COMPlE1l0N OR FINAL PAYME.'lT
<DA NI-2S5-OO-1>
RETAIN ON SITE FOR 3 YEARS AFTI:R
CO\IPLETIOS OF COSSTRUCTlO" OR
USllL AFTER R:<AL PA YME.'IT MAY
RIITIRE TO FRC AFTER 3 YI:ARS
DESTROY WITIIDI OSE YEAR AFTER
DEMOunOS OF STRUCTURE.
<DA NI-255-OO-I>

·PERMANENT-
MAY RIITIRE TO FRC 2 YEARS AFTER
DISPOSAL OF INSTALLA110S
TRANSFER TO NARA 25 YEARS AFTER
DISPOSAL OF ISST ALLA 110S
<DA NI-:!S5-OO-1> (N 18-:!)

:~ FR 2 YEARS AFTER
DISPOSALOFPRO~=
TO NARA 25 YEARS AITER~
OF PROPERTY
<DA Nl 255-00-1> IN 18-12)

DESTROY 6 YEARS A.'lD 3 MOSTHS
AFTER FINAL PAYME.VfOF lllE
COl'fTRALT
<DA NI-2SS-OO-I>

REf AIS roa 3 YEARS THES DESTROY
WIlL'< SO LQSGER SEEDED OR WHE."
5 YEARS OLD WHICHEVER IS
SOOSER
<DA N I 255-00-1 >

Work Authonzauon Packages For New or Modified
Facrhues Record copy of mdrvrdual files. controlled by
Work Authonzauon Package (W AP), penammg to changes
tn configuration of physical structures, new or modified,

NarES Only AFS numbers With defined subjects are used - RETENTION - For Items marked Pending Retention Approval,
contact your Center Records Manager for III fcrmanon and/or questions
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48

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

and unique work acuvmes on assigned facilities, systems
and equipment wujun the contractual cosLlscope hmus

provided to the Base Operauons Contract (Series includes
both NASA-held and Contractor-held Government owned
records) Cut off date for file IS date of WAP document tn
file

(a) Approved W APs

(b) Disapproved and cancelled WAPs

C REPORTS - REAL PROPERTY

RETENTION
<Authonty>

MAY RIITIRE TO FRC WIlL'< 5 YEARS
OW DESTROY WHE.'l 20 YEARS OLD
<DA NI 255-00-1>

DESTROY WIlL'< SO LQSGER SEEDED
OR WHFN 3 YEARS OLD WHICHEVER
IS LATER
<DA NI 255-00-1>

Records ccnsrstmg ofLhe record COplCSof real propeny reports to
GSA Inventory reports of junsdrcnonal status of Federal areas
wuhm states report of NASA total facilities, report of NASA

~ mdustnal facthnes, and report of in-house facrlmes Cut off date
I ----====- ~ IS date of report.

ID- PLANS

I Installation files (one co h revrsron shouJd be ·PFR..\1A.~ENT-
rnamtamed In the lustoncal files for ...wanagement) RETIRE TO FRC UPO'J

___

DISCONTINUANCE OF INSTALLATIOS
·OR.fAClllTY TRANSFER TO NARA 25

YEAiiS"~OSTI."UANCE OF
INSTALLATION OR FACIbI1:.Y-.
<llA SI 255-00-1> ~

REfAIN RlR 3 YEARS THEN DESTROY
WIlL'< OBSOLETE. SUPERSEDED OR
WH1?.'I 10 YEARS OlD WHICHEVER IS
SOOSER

2 NASA Headquarters copy CUI off dale IS date of record

RETIRE TO FRC WHEN NO LONGER
SEEDED FOR REFERESCE. DESTROY
WIlL'< 20 YEARS OLD [HISTORY
OFFICE MAY REf AIN INDEFINITE!. Y
FOR REFERESCE.I
<DA NI 255-00-1>

<DA NI-255-OO-1>

8814 49 HOUSE APPLICA nON FILES

A Applications for and certificates of eligibility for housing of
essential employees, and all related documents

-t-----i--==i-II-9"<m119'requesbng ageney-essrstence In housing mauers-such 85_ ..DESTROY..WHEN..lXEARO)L'U-n __ -1
rental or purchase (GRS 1-25e)

DESTROY 5 YEARS AFTER THE
ISSUANCE OF EACH CERTInCA TE
<DA NI 255-94-3> (N 15-31)

8814 SO

PASR

so

WALLOPS FLIGHT FACILITY BASE HOUSING TENANT
RECORDS-NASA 53BHTR

Records In thts system COnsist ofhousmg rental agreements, records of
rent receipts and records of dorrmtory occupants

DESTROY WHE." 30 YEARS OLD
Ul/LESS AlTI'HORIZED BY AN011fER
SERIES IDENTIFIED WITHIN THESE
SCHEDULES
<DA N 1-255-94-3> I

NOTES Only AFS numbers WIth defined subjects are used - RETENTION - For Items marked Pending Retention Approval,
contact your Center Records Manager for uiformanon andlor questions
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES <AuthontQ

43 I SPE!::IAL AQREEMENTS

Records mclude correspondence concermng special agreements DESTROY 7 YEARS AITER
or actions Federal. State and local regulatory agencies mcludmg CO\tPLETION OF E.XISTI:'IlG FEDERAL

Federal Facility Compliance Agreements (FFCA). con-ern FACILITIES CO\fPUA;\ICE

agreements interagency agreements. notices of non-comphance AGRI:EMENT WITH CPA APPROVAL
IAUTHORITY FFCA)

With such agreements, correcuve actions. and, general <VA NI 255·94·3>
correspondence about such acuviues

J RQllI!!'!!: !::QRRESeQrillJ;;!!!g: - J;;!!!VIRQ!!!ME!!!It.!.
g~Ql!!!g!;RI!!!Q l.!.d!B!:: Qt!!I.Yl

Records mclude rouune correspondence with other NASA centers DESTROY WHEN' 3 YEARS OLD
Headquarters. and regulatory agencies such as U 5 UNLESS OTHLRWlSE DICTATED OR

Eavrronmental Prctecuon Agency. State Water Control Board. SPECIFJED BY FEDERAL. STATE. OR

Hampton Roads Sanitation Drstnct, Virginia Department of LOCAL REGULATORY AGE~CY
WHICHEVER IS LONGCR

Waste Management, Fish and Wildlife, and. the Virginia <DA N I 255 94·3>
Department of Health

8800 44 WIND TUNNEL FILES

44 A WI!!!!;l I!.lli!!!!:l. EM:Il.!IY - R&D fBQn;cr !MSB: QNLYl

Records In thrs senes arc hrstoncal and experimental data from RETIRe TO FRC UPO~ APPROVAL or
wmd tunnel tests run on a l d-mch Tnsoruc Wand Tunnel and the nus SCHEDULE DESTROY IN THE

High Reynolds Number Wand Tunnel Tests were force lest YEAR 2005

data with respect to (1) 14 data on mock model shuttle and (2) (Supersedes !'Ill 255·92 Olg]

High Reynolds data on sohd rocket booster motor Data IS
<DA NI 255·94·3>

subrmued and filed by the associated tunnel used and Lest number
for both facrhues NOTE Thrs ISa CLOSED Senes Dated
1970-1985-56cu fI

8810 47 AGENCY SPACE FILES

Records relating to the allocation, uuhzauon and release of space
under agency control, and related reports to the General Services
Adrmmstrauon

oooA-Bwlduu!: plan files and related agency records utilized In space DESTROY:? 'fEARS AfTER

planning. assrgnmen , ~~~~:'ON OF ASSIGNMENT. OR
WHE< PL~~;IS CANCELLED O~ flO

IGRS II 2aJ rn 18-3)

B Butldmg space UUIIl.alIOnreport. annual reports of space DESTROY 2 YEARS AFTER DATE OF
unhzancn of all burldmgs mcluding numbers or people. areas, SUBMISSIO;'l.lTO HEADQUARTERS
and purposes for which used (NASA Form 1400) <DA NI-255-94·3>

C lnstallanon or facrluy records consrstmg or msutuuonal housmg DESTROY ~ ytARS AITER DISPOSAL
requirements, quarterly real property inventory, and real property or I~STALLAnON OR FACILITY
summary reports <DA NI·255·94·3>

D installation real property mvemones trailer reports. and rental or RETArN' CURRE!'IT AND PREVIOUS
real property reports submitted by program offices andlor ASCAL YEAR REPORTS DCSTROY
mstallauons ALLOTHCRS

<DA N 1 255 94-3>

beqmnmq of NPR 1441 1 In the NASA Online DirectIVes Information Svstem (NODIS) for current version

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES <AuthonlQ

8810 48 REAL PROPERTY FILES

A CONSTRUCTfON FILES

I STUDIES

Studies relating to real property together With background
papero; showing inception, scope, and accomplishments
Intermediate and pre-final. and space plans or Federal
structures and engmeenng projects CUI off dale ISdate of
record

(a) Selected studies that are considered unique m character MAY RCTIRE TO FRC WHE< 10 YEARS
OLD OR WHEN NO LONGER NIIDED
roa RITERENCE. WHICHEVER IS
SOONCR DESTROY WHE.'l 30 YEARS
OLD
<DA !\II Z5';-OO I> (N 18-4)

(b) Rouune studies or temporary nature RETAP.< FOR 3 YEARS THE.'l DESTROY
WHEN NO LONGER NEEDED FOR
REFERENCE OR WHL'I 10 YEARS OLD
WHICHt:VER IS SOO~ER
<DA :-.JI 255-00-1>

(c) Records and files NOT included under Item 44 (Wmd MAY RETIRE TO FRC WHEN NO
Tunnel Files) of this schedule LONGER NEEDED FOR

ADMINISTRATIVE PURPOSES
DESTROY WHCN IS YEARS OLD
<DA NI·255-OO-1>

2 ACTUAL CONSTRUCTION

Consuucnon office files consisnng of documents relating to
project requests. Including approval. establishing funds,
schedules of accomplishments. progress, payments, and the
finahzaucn. mtermediate. and prefinal, final working. "as
built," shop repair and alteration, contract, and standard
drawings. project specificanons. With associated documents
relating to their preparation of Federal structures and
engmeenng projects

NOTE The sub-Items below need to be separated by

I---
drsposuron before transfer to the FRC--__ ~hUlldmg"'faclllues. such as the Verucal -PERMANENT-

s 1y.Bw.ldw~ (V AB). Pads A & B. Space Stauon RETAIN ON SITE FOR 3 YEARS AFfER
Factluy. etc CO\fPLETION OF CONSTRUcnON OR

UNTIL AFTER Fr.'IIALPAYMENT MAY
~TO FRC AfTER 3 YEARS
TRA~S,"" ,"".os AFTER
COMPLETION OR ANAL P ,.~
<DA NI-255-OO-I>

(b) Rouune officeJ1ab burldrngs/facrlmes RETAIN ON·SITE FOR 3 YEARS AITER
COMPLETION OF CONSTRUCTION OR
UNTIL AFTER nNALPAYME."oIT MAY
RETIRE TO FRC AfTER 3 YEARS
DCSTROY WITHI~ ONE YEAR AfTER
DEMOLITION OF STRUCTURE

NOTES Only AFS numbers wrth defined subjects are used - RETENTION - For Items marked Pending Retennon Approval,
contact your Center Records Manager for mformanon andlor quesuons

NOTES Only AFS numbers With defined subjects are used - RETENTION - For Items marked Pending Retention Approval.
contact your Center Records Manager for mformanon andlor questions
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES <AuthontY2:

disposal facility audits, lOXIC chemical source reduction,
recychng and solid waste management, used oil management and
recychng, and, general correspondence about such acuvrues

43 I Nouces of Hazardous Waste Acuvny DESTROY WHEN NOTICE HAS BEE."
REVISED OR WHE." 3 YEARS OLD
WHICHEVER IS LATER
IAUTHORITY 40 CFRI
<DA N 1·255·94·3>

2 Hazardous Waste Generators Report and Manifests DESTROY WHEN 3 YEARS OLD
(AUTHORITY 40 CFR(
<DA NI·255·94 3>

C IQX!( ~!.l!!~ANCE (Qt£[BQL Acr B&CQRDS aSCal

Records Include correspondence concemmg polychlonnat.ed
biphenyls (PCB) and asbestos mcludmg records of PCBs In

service. spills and clean-up records. PCB transformer mspecucns
and PC'B annual documents. nouficancns of asbestos removal,
mspecnons. DOUCesof Violation and corrective ecnons. treatment,
storage, and disposal facjhty audits. and general correspondence
about PCB and asbestos acuvrues

t Records of PCBs In service (Report 10 EPA) DESTROY WHEN 3 YEARS OLD
(AUTHORITY 40 CFRI
<DA !'oI1·255-94-3>

2 PCB spills and cleanup records DESTROY WHEN 5 YEARS
OLD (AlJTHORITY 40 CFR(
<DA N1·255·94-3>

3 PCB transformer mspecnons DESTROY 3 YEARS AFI'ER DISPOSAL
OF RELATED TRANSFORMER
(AUTHORITY 40 CFRn61 301
<DA NI·255·94-3>

4 PCB Annual Document DESTROY 5 YEARS AFTER STOPPI!'oIG
USE OR STORl!'olGOF PCBs
(AlJTHORITY 4OCFR/761 1801
<DA NI 255-94-3>

D CLEAN WATER ACT

Records Include correspondence concerning all water resource
acuvrues mcludmg monthly discharge mcnuonng reports. local
morutonng reports. perrmt apphcancns underground storage
tanks, wells wetlands. mspecuons. notices of vrolanon and
correcuve ecuons. and. general correspondence about water and
wetland resources

I Monthly discharge momtonng reports (LaRe ONLY) DESTROY RECORDS WHE." 3 YEARS
Underground storage tanks OLD EXCEPT CLOSURE

beginning of NPR 1441 1 In the NASA Onhne DirectIVes Information SyStem (NODIS) for current version

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES <AUlhontY2:

43 Records consist of ncuficauons of release reports. corrective NOTIFICATIONS WHICH ARE

acnons. and closure ncnficanons DESTROYED 3 YEARS AFI'ER
CLOSURE OF THE RELATED TANK
(AUTHORITY 4OCFR(
<DA :-.t 1":!55-94-3>

2 Monthly discharge momtonng reports (LaRC ONLY) DESTROY WHEN 3 YEARS OLD
(AUTHORITY HA.\IPTON ROADS
SA."lTATlON DISTRICT REGULATlO"S
AND STATE WATER CONTROL BOARD
VIRGINIA(
<DA ;..11·25594-3>

3 Hampton Roads Sannanon District (HRSD) Self-Momtonng DESTROY WHE.'1 3 YEARS OLD
Reports (!.aRC ONLY) (AUTHORITY HRSD REGS (

<DA :-.t 1 255-94-3>

4 TOXICmanagement program records DESTROY WHEN 3 YEARS OLD
<DA :-.t I 255 94-3>

5 Permus from any U S Slate Polluuon Discharge Elrmmanon DESTROY WHE." 5 YEARS OLD

System such as the Vtrgtma Pcllunon DIscharge Ehmmancn <DA ~ 1·255-94-3>
System (VPDES) and HRSD

E (bEaN AI!! tocr (b!B( Q!:!!l.Xl

Records mclude correspondence concermng all aJ1 pclluuon DESTROY WHE..'1 2 YEARSOlD
acuvrues mcludmg au source registranons and permits. (AUTHORITY STATE DEPARTME.'IT

"non-cmena" pollutants. mspecuons, nouces of VIOlation and OF AIR POLLlJTION CONTROL,

correcnve ecuons. and. general correspondence about air VIRGINIAj

resources <DA ~1·255 94-3>

F SUPERFUND AMENDMENTS AND REAUTHORIZATION

acr(SAMl

Records include correspondence concerrung Tier II Reports and DESTROY WHE." 3 YEARS OLD

Communuy-Rrghr-to-Know ecuvrues. inspections. nouces of (AUTHORITY 40 CFR(

Violation and corrective actions and. general correspondence <DA N I 255-94·3>
about storage of hazardous marenals

G (QI!:1El!,gI:!&IiS!Y1l I::IiVIRQIiMf:IiIAI. Bt;;:;eQIiSE
(QMP~SaTIQIi ~D bIAB!!.[[Y Aid (l:;ERCLal

Records include correspondence concermng contammated Site RETIRE WHEN 5 YEARS OLD

acuvmes mcludmg Prehmmary Assessments and Remedial DESTROY WHE." 10 YEARS

mvesuganonszfeasrbshty studies, clean-up and remediation OLD

ucuvrues. Site closure plans and ecuvrues. mspecuons, ncuces of (AUTHORITY 40 CFRI

Violation and correcuve actions and. general correspondence <DA NI·255 94-3>

about such acuvmes

H IiMIQIiAL J;;IiVIBQ!:!l!l!;t£[AI.I!Q!.Il:;X lIcr

Records mclude correspondence concernmg Federal DESTROY WHE." 5 YEARS OLD
environmental assessment Issues mcludmg environmental (AUTHORITY COUNCIL ON

assessments. environmental analyses. environmental unpact E.WIRON\tENTAL QUALITY (CEQ)I

statements. press releases and pubhc comments on Impact <DA N 1·255·94·3>

statements. envtrcnmemal ccnsideranon records. and general
correspondence about such acuvnres

NOTES Only AFS numbers WIth defined subjects are used - REfENTION - For Items marked Pending Retention Approval
contact your Center Records Manager for mformauon and/or questions

NOTES Only AFS numbers WIth defined subjects are used - RETENTION - For Items marked Pending Retenuon Approval.
contact your Center Records Manager for tnformaucn and/or questions
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES <Authorlt:e:

I Documents related to quality assurance audits special HANDLE AS PERMANENT RETE"fllO\l

studies, status reports. etc mcludmg related USOER DISCUSSIO~ WITH ~ARA

~rill~!:I'n'lIl:'I 8IMi-ot I r.... I document the
quality assurance dally work effort Cutoff date IS dale 0 -document

2 Documents related to Quality assurance inspection stamps
mcludmg stamp audns, and stamp Issuance records for
NASA and support contractor inspections and designated
venficauon

(a) Stamp audu documents DESTROY WHEN 10 YEARS OLD
<DA NI ~55"()I·l

(b) Stamp Issuance documents

(I) NASA ClVLl Sen Ice and designated verification KEEP FOR AT LEAST 3 YEARS THEN
personnel Cutoff date IS date of document DESTROY I YEAR ATCR E.XPTRATION

OF STAMP SeRIES OR LOT
<DA NI255-01·1>

36.5 (2) NASA Support Contractor personnel Cutoff KIIP FOR AT LEAST 3 YEARS THE.~
date ISdate of document. DESnOY UPO~ CHA~GE OF

CONTRACT
<DA !'l1-255-O1 I>

~_.E1ecllPPlc Copies DESTROYIDELETE AFfER THE
Records that are cremd~~1 and word RECORDKEEPING COPY HAS BEEN
processing systems and used solely to generate a rec PRODUCED

keeping copy of the records <0 .... I -
SeeAFS 37 OCCUPA nONAL SAFETY AND HEALTH ADMINISTRATION
8715. (OSHA) CITA nON FILES
ltem8J40.5

38 RADIOACTIVE MATERIALS INSPECTION AND TEST FILES

Documents relanng to the mspecuon of materials. premises. and
facthnes where radioactive. hazardous. and tOXICmatenals are used or
stored and documents pertammg to tests made of such preml:,.oes.
factluies and radiation detecting or rnomtonng devices

A OFFICE OF PRIMARY RESPONSIBILITY RETIRE TO me 'Y.'}{[.."'l () YLARS OLD
DESTROY WHEN 75 YEARSOLD
<DA NI·255·94·3> IN:?!·I:?)

B t\! !.QIIl!;!! QEfI!:!;.'il!:Qe!!;,'i DCSnOY WHE.~ 5 YEARSOLD
<DA N !':!55-94-3>

8700 39 RADIATION MONITORING AND DISPOSAL FlLES

Records mauuamed to conform With Nuclear Regulatory Commtssron DCSTROY WHLN 75 YLARS OLD
(NRC)!Department of Energy (DOE) regulanons regarding radiation <DA NI 255943> (S21·\3)
moauonng and disposal

NOTE Also see Schedule I. AFS 1860 This AFS deals specrflcally
With Radiological Health Records (See Item 130.
Schedule II

8700 40 RADIOACTIVE MATERIALS LICENSE FILES

NarES Only AFS numbers wnh defined subjects are used - RETENTION - For Items marked Pending Retention Approval.
contact your Center Records Manager for mformauon and/or quesuons
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES <Authont):>

Documents relating to requests for Issuance of, and compliance With. DESTROY 10 YLARS AFJ'I:R

licenses for by-product. source. and Special nuclear matenals Included EXPlRATlON OR RENEWAL OF THI:
are apphcanons for license approval documents licenses requests for LiCENSe. PROVIDED ALL MATERIAL
and approval of disapproval of. devrauons. documents relaung to PROCURED HAS BEE."'lDISPOSED OF

changes In personnel authorized to receive and handle such rnatertals. <DA NI 255-94-3> rxzt-tn
and related papers

8715 40.5 OCCUPATIONAL SAFETY AND HEALTH ADMINISTRATION
(OSHA) CITATION FILES

Fonnerly
RETIRJ: TO FRC 5 YEARS AFfER DATEAFS 8720. Files consist of ongmal letters of Cuanon & Ncuflcauon of Penalty OFABATEMENT~OLUTIOS

Uem8/J7m from the U S Department of Labor. Results of mvesugauons. DESTROY !OYEARS AFTER DATE OF
NPR Modrficanon Abatement Plan Requests and Final Abatement Plan ABATEMENT~OLUTION
144IIC Documentation <DA ~1·255 94 3>

8800 42 ASBESTOS RECORDS

The work plan which includes drawings. quahficauons of personnel RETAIN ON SITE FOR 30 YEARSTHE.~
and abatement procedures. notification of the work to be done to the RETIRE TO FRC DESTROY WHEN 55
regulatory agency. analyncal reports from the laboratory venfymg the YEARS OLD

levels of asbestos exposure. and. the final repon by the abatement <DA N I 255 94-3>

contractor 10 NASA

8800 43 ENVIRONMENTAL RECORDS

43 Reports concerning the prevention. control. and abatement of au and
water pollution at NASA facrhues This record senes covers rn genenc
terms miscellaneous records not covered under a specific Item In thrs
senes

A E~VIRQNMENT AL !!EPORT~ - MI~g;LL~EQ!'!~

installation report [0 NASA Headquarters. and reports as
compiled by Headquarters from the Installation submissions

I Repornng Installanon RETAI~ OS SITE FOR 5 YEARS A!'lD
THEN DESTROY UNlESS THERE IS A.~
EARLIER DESTRUCTION AlITHORIZED
EITHER TNTHIS HA.~DBOOK BY
SPECITlC RECORD SERIES CITAnO'\!
IN THe CODE or fEDERAL
REGlJL4.TlON (CFR) OR SOMEOlllER
APPROPRIATE REGULATORY
AUTHORITY OR SPECIFIC STAn:
AGENCY GOvLRN1NG SUCH RECORDS
<DA NI·255·1}4·3> (N t8·13)

2 Headquarters TRASSrER TO rRC Y.'HrN 3 YEARS
OLD DCSTROYWHEN b YEARSOLD
dJA N I :?5594·3>

B RESOURCE CONSERVATION AND RECOVERY ACT
RECORDS <BCRA)
Records include correspondence concerning hazardous waste
acuviues mcludmg Notices of Hazardous WasLe acuvrues,
hazardous waste generators reportts), mspecnons. notices of
vrolanons and corrective actions. and treatment. storage and

NOTES Only AFS numbers wnh defined subjects are used - RETENTION - For Items marked Pending Retention Approval
contact your Center Records Manager for mformauon and/or questions
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CHAPTER 8. NRRS 8

PROGRAM MANAGEMENT RECORDS

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES <AuthonD2:

8000 I DEFENSE INDUSTRIAL PLANT EQUIPMENT CENTER
(DIPEC)WAN

Ltsungs of tools or test equipment on loan from DlPEC to NASA DESTROY I YEAR AFrn!
contractor or NASA Center CO\IPLE"nO:-l OF LOA."

<N 1-255-94-3> (N 11-47)

8000 7 R&D APOLLO DOCUMENTATION ADMINISTRATION FILES THIS IS A CLOSEDSERIES

A APOLLO DOCUMENTATION SYSTEM

A hsung of documentation covenng the Apollo Documentation (N 24-8)

System consrsnng of (I) Center Apollo Document Index,
Appendix "A". record copies of 3 documents (2) Center Apollo
Document Index. NumencaJ Lrsung by Level Category. Control
Number (3) Center Apollo Document Index Alphabeucal
Leung The system Will provide for conuaual management
review to ehrmnaie duplicate or nonessential requirements and
reduce cost related thereto Included are supporung papers
reflecung changes to baste documents

I Paper Records DESTROYAFrn! VERIFICATIO:-li
CERTIFICATIO:-lOF MICROFll.M OR I
YEAR AFrn! CERTIFICATIO:-lOR:-IO
LO:-IGER:-IEEDEDFOR USE.
<DA N 1-255 94 3>

* PERMA,'IE.."iT *
(Includes Silver ongmal and craze TRANSFER TO NARA WHEN 30 YEARS

O~
<DA NI-25S-94-3>

J All other offices. paper or rrucmfllm copies DESTROY WHI:N NO LONGER NEEDED
FORREFERE....CE PURPOSESOR WHE....

7 10YEARSOLD WHICHEVERIS
SOO:"ffiR
<DA N 1-2SS-94-3>

B ~QNSIR!.!crIQ1!! QF FA~U.II~ & R&D/QRO\lliD
SUPPORT EQUIPMENT (GSEl

Documemauon relating to Apollo and projects mmered by the
Apollo program (R&D/GSE and C ofF) which Include.
drawings. specrficanons, technical manuals. electmruc/ computer
media, photos, test reports, Operauons & Maintenance (O&M)
documentation. consuucuons flies. and. lnformauon for Bids
(IFB)

I Office of Pnmary Responsibrhty

NarES Only AFS numbers wnh defined subjects are used - RETENTION - For Items marked Pendmg Retention Approval,
contact your Center Records Manager for mformauon and/or questions
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SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authonty>

(a) Paper Records

r-----i----+------!D~I~'
(Includes sLIver ongmal and diazo cop"

8650 32

2 All other offices. paper or microfilm copies

AIRCRAFT CREW MEMBERS QUALIFICATIONS AND
PERFORMANCE RECORDS - NASA 10 ACMQ

DESTROYAFrn! VERIFICATION I
CERTIFICATIO:-lOF MICROFILM OR I
YEAR AFrn! CERTIFICATION ORNO
LONGER NEEDED FOR USE.
<DA S 1-25S-94-3>

* PERMANENT •
RETAIN ON-SITE.RETIRETO FRC

~~~~ WHE." 30YEARSOLD
<DA NI-25S 94-3>

DESTROYWHE." NOLO:-lGERNEi:DED
FORREFERENCEPURPOSESOR WHEN
10YEARSOLD WHICHEVERIS
SOO~ <DA NI-2SS-94-3>

32 Records In Lh~ system are of crew members of NASA aircraft which
COnsist of( I) records of quahficanons, experience. and currency. e g.
flight hours (day. night, and Instrument). types of approaches and
landings. crew posurons. type aircraft flight check ranngs and related
exammauon results rrammg perfonned and medical records (2) flight
ntnerarres and passenger manifests. and (3) bicgraphical mformanon

RETAIN RECORDS IN AGENCY SPACE.
DESTROY5 YEARSAFrn! CREW
MEMBERSEPARA"ffiSFRO\! AGE:-/CY
<DA NI·2SS 94-3>

PASR

~ 36.5 SAFETY AND MISSION ASSURANCE

~

Records convrst n problem-, reponed on hardware asvocmted BY 81 ~ORDS NOW
wnh flight and fllJh[ support equipment (I t' Government <N1-2S5-04-3> ~
Funushed Eqmpmern thght equipment etc j Cutoff date I~ end ~
of c.rleudar ye u

8650 33 KENNEDY SPACE CENTER (KSC) SHUTTLE
TRAINING CERTIFICATION SYSTEM IYC 04) -
NASA 76STCS

Records contained tn tJus system are of KSC CIVIl Service. KSC
contractor and DOD personnel who have received systems. skills or
safety trammg m support of KSC or Space Shuule Operanons Records
consist of trarmng attendance and ceruflcaucns mcludmg ceruficanons
of physical abrluy 10 perfonn hazardous tasks

OIITDA"ffiD RECORDSARE
DESTROYED C~T RECORDS ARE
MAINTAINED UNTrL 3 YEARS AfTER
TRAINEE IS SI:PARATED FROM NASA
<DA !'II 255-94-3>

ITEM DISCONTINUED RECORDS NOW
COVERED BY ITEM 8/101 OR 8/103
<N 1-2SS-04-3>

NarES Only AFS numbers With defined subjects are used - RETENTION - For Items marked Pendmg Retention Approval.
coruect your Center Records Manager for mformanon and/or questions

PASR

C QUALITY ASSURANCE SURVEILLANCE RECORDS

8-2



PROGRAM FORMULATION RECORDS SCHEDULE 7
(AFS 7000-7999)

ThIS document IS updated frequently; therefore, pnnted copes may be obsolete Refer to the Change HlstOlY Log at the
beginning of NPR t441 1 In the NASA Onhne Directrves Information System (NODIS) for current version

I YEAR OLD WHICHr:VER IS LATER
NOT AtrrHORI2ED FOR TRA.'l'SFER
TOA~FRC
<NI 255-% J>
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3 Current/active aircraft mamtamed In agency Inventory RETAIN QRlGINALON SITE AT ARC
OPR Code OMM, Medium A1111ude MISSIOns Office WITH AIRCRAFf mHER
wuhm the SCiences and Apphcanons Aircraft DIVISion TRAN'SFI:R RECORDS WIl1-I

ASSOCIATED PLANE OR DESTROY
WHEN PLANE IS NO LONGER
MAI:<T AI:<ED i:'I THE ~VJ:."'TOR Y
AS APPROPRIATE (SEE ITEM B
ABOVC)
<,'J1-2S594·3>

4 CADS}Slem RECORDS MAYBE DELElED WHEN
S YEARS OLD OR WHEN AIRCRAFT

= 'INVl'>JTORY.
WHICHEVER IS SOO~ER
<.~I 25594-3>

5 All other offices/copies DESTROY WHCN OBSOLETE. OR
WHEN NO LONGER NELDED FOR
REFER.£.\lCE OR WHE.\I 5 YEARS
OLD WHICHEVER IS SOOSER
<NI-2S594-3>

D !:Qt!EKi!.ll!6IIQN M6N6Q!;MJ;t!I El!.E!i - V 6RIQI.!S RETIRE RECORDS TO O!'ol-SITE
AIRCRAFT STORAGE FOR 1 YEAR DESTROY

WHEN OBSOLETE OR WHEN NO
Records In thrs senes include documental Ion of macnve aircraft LOSGER SEEDED FOR REFERr::.NCE.
that are mamtamed by the Aircraft dccumeruanon office These <NI·25594·3>
files may include. but are nothmned to, Status Reports.
Configuration Change Requests. System Test Reports and
Discrepancy Reports

7900 25 AIRCRAFT FILES

A AlRBQRNE P6Ie. 6CQUlSITIOt!
These are files thai. are marntamed at the Aircraft Management
Office. Headquarters and ar Centers Typically files Include
information with respect to aircraft operauons, cost. scheduling
and taskmg. usually relating to remote sensing research

NaTE These files DO NOT Include maintenance records that
are mamtamed under a separate contract

I General correspondence

2 Fmancral reports

3 Flight schedules

4 Job orders

B MAINTENANCE RECORDS (CURRENTIHISTORICALI

Records In this senes include maintenance records for various
aircraft located at NASA facrhues These records also may
include some blueprints and sketches of pans used on the
various aircraft that are In the Inventory

DESTIWY WHEN 5 YCARS OLD
<..\11255·94-3>

DCSTROY 1 YEARS AfTER THE
FISCAL YEAR OF TIlC RFPORT
<..'11255-94 3>

DESTROY I YEAR AFTER THC
RIGHT S[ASO~
<NI 255-94-3>

DESTROY 1 YEARS AFTER
EXPIRATION
eN 1 255·94 3>

RCTIRE RECORDS TO ON srrt
STORAGE H)R I YrAR AITER
CLOSE OF RLE OR WHE.'1 '10
LONGER NCCDED RCCORDS WILL
BE KEPT ON-SITE AS LO~G AS
AIRCRAFT IS IN AGE~CY
INVJ:.'ITORY IF AlRCRAFI' IS
TRANSFERRED TO ANOTHI:R
AGC, ...CY TRA:-ISFER RECORDS
WITH AIRCRAIT IF AIRCRAIT IS
OTHERWISE DISPOSED OF OR
DESTROYED RECORDS WILL
EITHER BE DCSTROYW AT TIlAT
TIME. WHEN NO LONGER NCCDED
OR WHEN I YEAR OLD WHICHEVER
IS SOONr:R <'11 25~-94-J>

1 2S C PLATFORMAIRCRAIT-OPERATIONAL (ARC ONLY)

-------t""----l. -Iransferred Aircraft Records (hard copies and electronic
copieS;

2 Aircraft no longer In Inventory (non-currenLfmacuve) (hard
COpies and elecuoruc COPies)

TRANSFER ASSOCIATED RECORDS
WITH THE AIRCRAFT WHEN IT
LEA YES AGE..\lCY INVE..\ITOR Y
THIS [NCLUDES TRA..\lSFER OR

---+-~"'~""'ATI'ON TO A MUSEUM OR
OTIlER ~_
<..'11-25594-3> ______

DCSTROY RECORDS ASSOCIATED
WITH THI: SPECIFIC AIRCRAFT
WHE.\I' IT IS DESTROYED
DISMANTLED OR CANNIBALIZED
AND NO LO'IGER ON THE AGC'ICY
lNVE.'1TORY OR WHE.\I 5 YrARS
OLD WHICHEVER IS SOOi'l!'CR
<N I 255·94 3>

NOTES Only AFS numbers wnh defined subjects are used - RETENTION - For uems marked Pending Retention Approval.
contact your Center Records Manager for mformanon and/or questions
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CLOSE OF TIlE FISCAL YEAR TO
WHICH THEY PERTAI!'.I DESTROY
10 YEARS AITER FISCAL YEAR TO
WHICH TIlEY PERTAI:-I
<."'l1·25594·2> fN 7·9)
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2 All other ISSueS DESTII.OY 2 YEARS AFTER THE
FISCAL YEAR TO WHICH THEY
PERTAlN
<N 1-255 94-3>

2 All other copreszofflces DESTItOY WHI:N NO LONGER
NEEDED OR WHEN 2 YEARS OLD
WHICHEVER IS SOO:-lER
<.'1 I 255·94·3>

7830 24 RESOURCES AUTHORITY WARRANTS (S06s)

Agency authonzauons to UU]lZC it stated amount of resources available
to program and adrrurustranve offices (funds and/or personnel
complement) for the CXOCUUOD of approved NASA Projects and
acuvtues (includes 5065 cngmal and sub-authonues)

A HEADOUARTERS (OPR)

I FISCAL YEAR ACCOUNTS (Reccrdkeepmg Copy) CLOSE TIlE ACCOUNT AT THE END
OF TIlE FIFTH FISCAL YEAR AFTER
THE PERIOD OF AVAILABll.1TY FOR
OBLIGATION ENDS RECORDS MAY
BE RE:IlRED TO AN FRC OR
APPROVED STORAGE FACll.ITY
O:<E YEAR AFTER ACCOUNT
CLOSES DESTItOY 5 YEARS AFTER
FISCAL YEAR ~ WHICH
ACCOUNT(S) IS CLOSED
<N 1-255-96 3> !:< 7-5)

2 NO YEAR ACCOUNTS (Recordkeepmg Copy) RECORDS MAYBE RE:IlRED TO A.~
rRC OR APPROVED STORAGE

NOTE Close ACCOWll If (I) the Head of the Agency or the FACll.ITY ONE YEAR AFTER FISCAL
President determines that the purposes for which YEAR ~ WHICH ACCOU:<T(S) IS
the appropnauon was made have been earned out, ClOSED DESTROY RECORDS 5
and (2) no disbursement has been made against the YEARS AFTER FISCAL YEAR ~
appropnanon for 2 consecutive fiscal years WHICH ACCOU:<T(S) IS CLOSED

«'JI 255·96·3>

, ~" • rnn"'",,, '"'".. !lIM nn electromc mati and word DEIEfE AFTER RECORDKEEPI:-IG
processing systems LU<

<N1-24;j596-3>

B ~(OPR)

I FISCAL YEAR ACCOUNTS (Recordkeepmg Copy) CLOSE THE ACCOUNT AT THE E.~D
OF THE FIFTH FISCAL YEAR AFTER
THE PERIOD OF AVAILABILITY FOR
OBLIGATION ENDS RECORDSMAY
BE RE:IlRED TO AN FRC OR
APPROVED STORAGE FACILfIY
ONE YEAR ATER ACCOU:<T ClO~ES
DESTItOY 3 YEARS AFTER FISCAL
YEAR 1:-1WHICH ACCOU:<T(S) IS
CLOSED
<N 1 254;j·96·3>

2 NO YEAR ACCOUNTS (Recordkeeprng Copy) RECORDS MAYBE RETIRED TO AN
FRC OR APPROVED STORAGE

NOTE Close Account If (I) the Head of the Agency or the FACILITY ONE YEAR AnF.R ASCAL
Presrdem determmes that the purposes for which YEAR 1:-1WHICH ACCOU:<T(S) IS
the appropnauon was made have been earned out CLOSED DESTItOY RECORDS J
and (2) no disbursement has been made against the YEARS AFTER RSCAL YEAR IN
anaroonanon for 2 consecutive fiscal vears

24 WHICH ACCOU:<T(S) IS CLOSED
<NI 255·96 3>

- -3-E"""""""'pre .=
processing systems COPY HAS BEEN PRODUCED

<..\11255·96·3>

C lI!.J. QIl!&!!. Qffic...~!:QPU;S DESTItOY WHEN NO LO:-IGER
NEEDED FOR RErERENCE OR WHE.~

7400 20 ALLOTMENT OF FUNDS (S04.)

YEARS FOR NO YEAR
ATIONS TItANSFER TO

B ALL OTHER COPIES/OFFICES DESTItOY AS SOO:-l AS ACTIVE
REFERENCE VALUI: CEASES OR
WHE.'1 2 YEARS OLD WHICHEVER IS
soosta
«\II 255·94·h

Allotment of funds and memoranda ccncermng decisions on funding
levels and changes

A HEADQUARTERS • PERMANENT •
RETIRE TO FRC WHEN 3 YEARS OLD
FOR AN:<UAL ACCOU:-ITS A.~O 5

B ~ DESTItOY ANNUAL ACCOU:<TS
WHE.~ J YEARS OLD A:-ID :-10 YEAR
ACCOUNTS WHE.~ 5 YEARS OLD
<N 1·255·94·3>

BUDGET AND PROGRAMMIN
/APPORTIONMENT FILES

pertarrung to routine edrnuusueuon, mtemal pro .
other matters nOI covered elsewhere m this schedule Excluding
files relanng to Agency pohcy and procedure mamtamed m
formally organized budget offices

B Recurrmg reports of screnufic research and development
actiVities

I Headquarters RETIRE I COpy OF EACH REPORT
TO FRC WHE.'12 YEARS OLD
DESTItOY WHEN • YEARS OLD
<..'11255 ')4.·3>

2 All other copies/offices DESTItOY WHEN :-10 LO:-IGER
NEEDED OR WHEN 2 YEARS OLD
WHICHEVER IS SOO:-lER
«'11·255·94·3>

C

I Headquarters

<..\11 255 94·3>

NarES OnJy AFS numbers WIth defined subjects are used - RETENTION - For Items marked Pendmg Retenuon Approval.
contact your Center Records Manager for mformanon and/or questions
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M LEASED VEH ICLES

Case files on vehicles leased from GSA. mcludmg agency s
copy of GSA Form 1152. statements regardmg service to
vehicle by other than GSA service and inspection work orders,
and motor vehicle use records

t GSA Form 1152 DESTROY 4 YEARS AfTER
VDlICLE I~ RETURNED TO G~A
<DA ~ 1-255 89-4> (N l4-6a)

II 2 All other records related to leased vehicles DD>TROY I YEAR AFTI:R
COMPLETION OF ACTION
<DA N'1-255 89-4> C'J 14-6b1

N e.!.!. QIII&B QEEl!:~IBOCQBDS

Records mamtamed by office other than the office of pnmary Dt:sTROY WHEN NO LONGER
responsibility for operation. management, and control over NEEDED OR WHE..\1 I YEAR OLD
agency vehicles and motor vehicle records WHICHEVER IS SOONER

<DA iI.Il "255-89-4>

CHAPTER 7 NRRS 7

PROGRAM FORMULATION RECORDS

71(1() 7 ~:g~~~~~~~~:y:s~L~:mERLlAL APPLlLATluNs

Stennis Space Center (SSe) manages. on behalf of NASA Office of
Commercial Programs, an applications program, EOCAP, designed to
develop commercial Interest for NASA-developed Remote sensing
technology Proposals are received at NASA Headquarters as a pan
of a NASA Research Announcement (NRA) Selected proposals
(projects) are transferred to sse for general program management.
Proposal files consist of the proposal (as received). funding
documemanon. dehverables, and schedules FLies are kept ID the
following format/orgamzauon

A !;OC6f IPROeQ~m

I Selected proposals, scores. evaluaucns. recommendations, RJNDED PROPOSAL FILES WILL BE
and funding mformanon INCORPORATED INTO EOCAP I

CONTRACT IlLES
<.,'\11·255-943>

2 ProposaJs nor selected Dt:sTROY WHEN I YEAR OLD
<N 1 255-94 3>

7 B EOC6f I mNTRAcrS

Records Include matenals generated dunng proposal selection Dt:sTROY CONTRACT nLE 3 YEARS
(tern A AfTER CO\IPl..E110~ OF PHASe I

(THIS INCLUDES RECORDS
INCORPORATED FROM A ABOVE)
<..\11·25594-3>

C ~Q!:ll.eIBEPQBI~

Records consist of both quarterly and annual reports DESTROY REPORTS 3 YEARS AFTER
CO\fPLETIO~ OF PHASE I
<N1·25594-3>

D EOCAP I ADMINISTRATIONIREVIEWS

Records consist of adrmmstrau ve correspondence and Dt:sTROY 3 YEARS AFTER
commumcanons. mcludmg program reviews and other related CO\fPLETIO~ OF PHASE I
acuvtnes <..'\11255·94-]:,

E !:Q!:/l.f II RECQRQ~

EOCAP II records follow lhe ..arne procedures and drsposruon so: ABove 1TE..\iS FOR
rnsuucuons as EOCAP I excrpl for EOCAP II proposals that DlSPOSITIO~ INSTRUCTIONS
are Incorporated into the contract file for follow-on work to PHASES CHANGE TO RI:FLECT NEW
EOCAP I contracts, unless they are a separate contract PROGRAM I E DESTROY

CONTRACTS 3 YEARS AFTER
CO\fPLEllON OF PHASE II
<NI·255-94 3>

7400 19 FINANCIAL REPORTS - CONTRACTS AND GRANTS

Consolidated Agencywide reports of financial and stansncal data
covering NASA contracts and grants

A HEADQUARTERS OPRCopy

I June issue RETIRE TO rae I YEAR AFTER THE

NOTES Only AFS numbers WIth defined subjects are used - RETENTION - For nems marked Pending Retention Approval.
contact your Center Records Manager for mformanon and/or questions
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1 I Reports on motor vehicles (other than accident, operaung. DESTROY 3 YEARS AfTER DATE
and maintenance reports). mcludmg SF 82. Agency Repon ON REPORT
of Motor Vehicle Data, and SF 82·0 Agency Report of (GRS 10-4)

an Data

Reports. pubhcaucns, proposals and all other documents relaung to DESTROY WHEN STUDY BECOMES
studies of various transportation modes and methods OBSOlEIT., SUPERSEDED OR

WHE." 3 YEARS OLD WHICHEVER
IS LATER
<DA NI·255·894>

6330 7 SHIPMENT OF HAZARDOUSIRADIOACTIVE MATERIALS

Shipping fonns and all related records concerning the shipment of RETIRE RIX'ORDS TO FRC WHDl 3
hazardous/toxic wastes and radioactive materials VEARS OU) DESTROY WHEN 13

YEARSOU)
<DA Nl·255·89-4> IN2110)

6330 8 MOTOR CARRIERS' EXPLOSIVE OPERATING
AUTHORITY

Correspondence and related documents wuh commercial earners DESTROY 2 YEARS AfTER
concernmg their facilities and procedures for transporting explosives AlITHORITY IS SUPERSPDPD OR
and other dangerous articles RESCINDPD

<DA N I 255·89-4> (!\I2:!·12)

6340 9 SIZE AND WEIGHT LIMITS·IllGHW AY

Documents relatmg to rndrvidual state requirements regarding SIL.e DESTROY I YEAR AFTER
and weight of vehicles permuted to travel Slate highways REQUIREME."TS ARC SUPERSCDED

OR RESCINDED
<DA N 1·255-89-4> (N 22·13)

6620 10 HIGHWAY MOVEMENT PERMITS

Documents relanng to permits obtained from pertinent Slate and local DESTROY 3 YEARS AFTER
authonues for vehicular movements exceeding legal weight or COMPLETION OF MOVE· ALSO
dimension hmuenon. movement of hazardous westezrenoacuve SCE ITEMS 7 8 A.'<D9 OF THIS
matenals, or other legal requirements Included are permus. SCHPDuu:.

documents reflectmg such data as type of equipment. gross weight. <DA N I 255·89-4> (N 22 IS)

axle or truck loads. height. Width and length, ongm and desnnanon of
movement, nature of cargo. sumlar documents and related
correspondence

t-- 6700 II MOTOR VEIllCLE RECORDS - OPERATION AND
MANAGEMENT

A CO~DENGE

Correspondence rn the operanng unn responsible lor ""'___ I-~ESTROY WHE." 2 YEARS OLD
maintenance and operation of motor vehicle s nor otherwise 1001-
covered In this schedule -

B fa!!,!S;~Q fERMII !:;OtIT!!.QL El!.J;S

Documents relanng to the admunstranon and allotment of Dr5TROY UPON TRA."SFER OR
parking spaces and used to control Lht: ISSuance and Withdrawal SEPARA TID!\! OF PERMIT HOLDER
of penn Its and record vrolanons by holders of permits OR WHEN PER.\IIT IS SUPERSPDPD

OR REVOKED WHICHEVER IS
SOONER
<DA !\II 255·89-4> (N 12 25)

C QASQLlNE FILES

Documents relanng to the Issuance of gasoline. rncludmg Issue DESTROY WHE." I YEAR OU)
forms and reports <DA N 1 255·89-4> IN 4-8)

OIlV IV

motor vehicle accidents. mamtamed by
transportauon offic ucilng SF 91. Motor Vehicle
ACCident SF 91A. lnvesug epon of Motor Vehicle
ACCident and SF 94. Statement 0

6720 E

Records relaung to transfer sale, dcnaucn or exchange of
vehicles. mcludmg SF 97 A, Agency Record Copy of U S
Government Certificate: of Release of Motor Vehicle

Documents used for the registration of pnvately-owned
vehicles and rnforrnancn on mdrvrdual drivers

Records relanng to 1iilHvtdual.CQ!~ee operanon of
Govemmem-owned vehicles. mcludifimigg'llfl ......... "-_
authonzauon to use safe dnvmg awards. and related
correspondence

G TRIP TiCKETS

Tnp ticket files, mcludes dally tnp tickets

6740 H DAtl Y UTD.IZA TION RECORDS

Documents completed by dispatcher and operator LO provide
mfonnauon relative to the daily use of vetuclets)

Mamtenance records. mcludmg those relating to service
and repair

CAR SEAL BOOK FILES

Books ccntamrng accountable office records of the receipt and
drsposruon of car seals and mamtamed to facrluare monthly
mspecuon as to whelher the seals were properly expended

NarES Only AFS numbers With defined subjects are used - RETENTION - For Items marked Pending Retention Approval.
contact your Center Records Manager for mformauon andlor questions

DESTROY 6 YEARS AFTER CASE IS
CLOSPD
IGRS 10-51

DESTROY I YEAR AITER
EXPTRA TION OR REVOCATION
<DA NI·255-89-4> (N 12·26)

DESTROY 3 YEARS AFTER
SEPARATION OF EMPLOYEE/S) OR
3 YEARS AFTER RECISION OF
A TO OPERATE
GOVER.'ruENT .Q
WHICHEVER IS SOONER
IGRS )0-71

DESTROY WIILN I YEAR OU)
<DA !\II 255-89-4> (N 14-7)

D[5TROY AfTCR REQUIRED
TRANSFER OF INFORMATION TO
OTHI:R RCCORDS UNLESS
REQUIREO FOR ACCIDE.'<T
NVESTlGATION (SEE ITL.\i II D(2))
OR TAX PURPOSES OTHERWISE.
DESTROY WHEN 3 YEARS OLD
WHICHEVER IS SOONER
<DA N'1·255-$9-4> IN 14-10)

d 011 DESTROY WHEN 3 MONTHS OLD

DCSTROY I YEAR AFTER DATE OF
LASTE.'<TRY
<DA !\I1·255-89-4> (;0...122b)

7·3
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(I) See Description In a( I) above

(2) See Descnpuon In a(2) above

H ALL OTHER OfFICES/COPIES

DESTROY 2 YEARS AFTER
PROJECTTERMlSATIQN
CANCELLA TlON OR
COMPLETION
<VA NI-25594·1>

DESTROY WHEN REFERENCE
VALUE CEASES OR WHEN 20
YEARS OLD WHICHEVER IS
SOONER
<VA NI 255-94-1>

DESTROY WHEN REFERL"CE
VALUE CEASES OR v.'H£N NO
LONGER~ED
<DA NI·255 94-1>

LEGAL AND TECHNICAL RECORDS SCHEDULE 2
(AFS 1000-1999)

ThIS document IS updated frequently; therefore, pnnted copes may be obsolete Refer to the Change History Log at the
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epons and compliance ceruficanons required by General Services
A Ion (GSA) concernmg reviews ofIRM pracuces
Included are as correspondence, studies. direcuves. feeder
reports and monnonng su d reports

2240 Library Program (see below)

2300 11 MANAGEMENT PROJECT FILES

Surveys. analytical studies. background papers. DOtes. data. rmenm
reports, final reports. and relating papers penernmg to adrrumstran ve
functions, e g. appraisal of rrucrofilnung proposals, evaluaung need of
addruonal fihng equipment. reviewing uuhzanon of office machmery

TRA..'-ISFfR TO FRC 3 ''"EARS
AFTER CO\IPLETION OR
TERMIN'ATION' OF PROJECT
DESTROY WHL" 7 YEARS OLD
<VA N'I 255·94-1> (N'1-31)

2310 12 IRM (INFORMA nON RESOURCES MANAGEMENT) FILES

A IRM FILES - GENERAL

Records m thts senes consist of correspondence. feeder reports thai.
are summarized InIOother reports. background documentanon, or
other related materials

B SELF-ASSESSMENTS

NASA Annual self-assessment documental Ion concerning reviews
of IRM policy compliance. responsibilities. and pracnces Included
are associated correspondence. drrecuves. guides. surveys. studies.
summary reports. actions plans and progress reports. and major
mformauon system mvemones

1 Headquarters

(a) Summary reports as subrmued by Center

(b) Agency level sununary reports as prepared by OPR

2 Centers

(3) Reports subrmned to Headquarters on self-assessments

(b) OPR responsible for prepanng and submuung reports to
Headquarters. rncludmg background data used for
summary report

DESTROY WHEN NO LON'GER
NEEDED OR WHEN 3 YEARS
OLD WHICHEVER IS SOONER.
<VA NI 25594-1>

DESTROY WHE.'-I7 YEARS OLD
<DA NI-25594-1>

DESTROY WHE." 7 YEARS OLD
<DA NI-25594-1>

DESTROY WHE.'-I8 YEARS OLD
<VA NI 255-94 I>

DESTROY WHEN 8 YEARS OLD
<DA NI 255-94 I>

NOTES Only AFS numbers with defined subjects are used -- REfENTlON - For Hems marked Pending Retention Approval.
contact your Center Records Manager for mformanon and/or questions

Headquarters - OPR

Centers- OPR

o IRM LONG-RANGE PLANSfREPORTS

Documents mvclvmg the estabhshmeru of schedules to achieve
NASA's long range IRM cbjecuves. the formulation of new
concepts and requirements In IRM for plannmg purposes and
srrrular matters Included are IRM long range plans. forecasts,
reports, documents reflecting the evolution of these plans/forecasts.
and documents comnbuung LO the development of such plans or
forecasts

OPR - NASA Headquarters (Code IT)
(Documemauon may mclude but ISnot hmued to the IRM L·R
Plan Call Letter. mcormng documentauon from the contnbuung
office incoming external documents)

2 Contnbuung Offices (Headquarters and Centers)

3 AJi other office/copies

E IRM STRATEGIC PLAN (5 Year PIan!Updaled Annually)

Records consist of lRM strategies that are common to NASA that
support the Agencies missions and goals by provrdmg Agencywrde
perspectives and direcuons for NASA's IRM-relal.ed program
uuuanves The plan includes IRM goals and objecuves. key
milestones wnhin a three-to-five year umeframe thai defines the
contnbuuon of rnformanon resources to the accomplishment of
NASA's missions Records Include but are not Imuted to Meenag
minutes IRM documemauon. final publrcanon or proposed
Strategic Plan

I OPR - NASA Headquarters

2 Contnbuung Office (Headquarters and Centers)

DESTROY BACKUP
OOCU\iE."IffATION' 1 YEAR
~COMPucnONOFTHE
IRM LONG RANGE PLAN
RETAL" RNAL IRM L-R PLAN
ON-SITE FOR 10 YEARS AND
THL" DESTROY
<DA NI-25594-I>

DESTROY WHE..'-I3 YEARS OLD
OR WHEN SUPERSEDED
WHICHEVER IS SOONER
<DA NI·25594-1>

DESTROY WHE." NO LONGER
NEEDED OR WH£',I 2 YEARS
OLD WHICHEVER IS SOONER
<DA NI 255-94 I>

RcrADl ON'-SITE A."ID DESTROY
WHE." 10 YI:ARS OLD
<VA N'1-255 94-1>

RETADl ON-SITE A..'lD DESTROY
WHE.'-I6 YEARS OLD
<DA NI-255 94-1>

NOTES Only AFS numbers With defined subjects are used -- RETENTION - For Items marked Pending Retention Approval,
contact your Center Records Manager for mfonnauon and/or questions
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12 3 All other office/copies OLSTROY WHr..'l SO LO~GER
NCEDED FOR REFERE:<CE. OR
W\lE,... J YEARS OLD
WHICHEVER. IS LO'IIGrR
<DA NI-255 94-1>

F OMB BULLETINS (lRM PLANS - ANNUAL)

Documentanon consists of OMS Bulleuns. background material
supporting documentation and mformanon which may include but
are not hmned to records concernmg security. ICB (Information
Collection Budget), Long-Range Plan Strategic Overview,
Telecommunrceuon Plan

I OPR - NASA Headquarters REfA~ ON SITE A.'lD DESTROY
WHE.'l 3 YEARS OLD
<DA Nl-2'liS-Q4-1>

2 Contnbutmg Office (Headquarters and Centers) and aU other DESTROY WHE.'l NO LONGER
offices/copies ~ED OR WlfE'IrrI 2 YEARS

OLD WHICHEVER IS SOONER
<DA NI-255-94 I>

2400 13 AUTOMATED DATA PROCESSING (ADP) RECORDS-
GENERAL

A !:QMP!.[!ER READABL!; M!;D!a - !J~RM.

Electronic media created tn the areas of accounung. mventones, IE ~~!;!! ggORD~ EXISI A:-lD
budget, library type mdrces adrmmstranon. and are used m THE ELECTROSIC MIDIA
connecucn With the accumulanon of operaung and reporung data of REPRESE. ...TS A DUPLICA T10:-l

ecuvrues Electronic records that support admuustranve RELEASE MEDIA FOR REUSE
NOT LATER mAN 10 DAYS

housekeeping functions when the records are denved from or AFTER THE NEED FOR IT HAS
replace hard copy records authonzed by NARA for destrucuon B~ MET A:-lD THAT IT WILL

NOT BE REQUIRED FOR
FURTHER USc.
<DA N 1 255-94 1> (i'II27 I)

IF PAPER RECORDS DO NQT
EXlST VlAlNTAlN DATABASE.
DELEITJDESTROY RECORDS
AFTER THE EXPIRATION OF THE
RETENTION PERIOD
AUTHORUEDFORTHEHARD
COPY TYPE RECORD OR WHE>I
NO LONGER NEEDED
WHICHEVER IS LATER THE
DATABASE STORAGE MEDIA
CAN BE RELEASED FOR REUSE
WHEN 5 YEARS OLD
IGRS 20 3b(21]

SUBJECT AREA OR RECORD TITLE RETENTION
M]J! !!EM DESCRIPTION OF RECORD SERIES

<AUlhOnI)2:

2410 14 AUTOMATED DATA PROCESSING (ADP) RECORDSIFILES

A ANNUAL ADP PLANS

Developed by the mstallauons. these plans are submitted to the
information Resources Management Pohcy Office (Code ITO) at
Headquarters for review The plan IS consolidated mto a summary
report and used for active reference

I Office of functional responsrbrlny (NASA HQ) RETIRE TO Il!C 5 YI:ARS AFTER
THE YEAR TO WHICH THE
PLANS PERTAII'l DESTROY
WHEN 10 YeARS OLD
<DA NI·2SS·94 I> (:< 1--1)

2 All other offices/copies DCSTROY WHL.'\I ACTIVE
REFERE:<CE VAWE CEASES OR
WHEN J YEARS OLD
WHICHEVER IS LATER
<DA :"11125594·1>

B SE!:URITY PLANS

In accordance With the Computer Secunty Act of 1987 (P L 100·
235) annual plans are required 10 be prepared and submitted to
NIST and NSA for comment regarding computer systems that are
rdenufied containing sensruve mformauon Each system plan
includes a baste descrtpuon of the purpose, environment, and
sensruvuy of the system and the securny measures Intended to
protect the system and Its data Plans are not statements of agency
securuy policy They indicate secunty requirements and how the
agency intends to meet those requirements

I Office: of functional responsibrlny (NASA HQ) REI1RE TO FRC 3 YEARS AFTER
(NOTE This IS agency-wide responsrbrluy) YEAR TO WHICH PLAN

PERTAINS DESTROY WHEN 10
YEARS OLD
<DA NI 255·94 I>

2 Centers and all other offices/copies DESTROY WHEN ACTIVE
RE11:RENCE VALUE CEASES OR
WHEN 3 YEARS OLD
WHICHEVER IS LAITR
<DA N 1 255-94-1 >

C PROORAMS - SYSTEMS

Original programs. computer media. and documents contammg
defiruuons of the system(s) mcludmg funcuonal requirements. data
requirements system/subsystem specifications, requests for the
system. and authonzmg drrecuves

I For a disapproved proposed system RI:llRE TO FRC I YEAR AFTER
ANAL ACTION DESlltOY 10
YEARS AFTER R:"IIALAcnON
<DA NI·2S5·94-I>

(!\I 27·7 21 I {18})

NOTES Only AFS numbers wrth defined subjects are used .- RETENTION - For Items marked Pending Retention Approval
contact your Center Records Manager for mfonnauon and/or questions
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2 For an approved system for which all related computer readable REIlRE TO FRC I YEAR AFTER
data I es are a m DISCONTINUANCE OF THE

SYS'I'EM-ElES'I-I~
AFrER DISCONTINUANCE
(GRS 201

3 For an approved system for which any related computer RETAThi WITH RELATED DATA
readable data file IS not authorized for disposal FILES DESTROY m

ACCORDA.~CE WITH RElATED
FILES
<DA !"II1·25~-94 I>

2500 19 COMMUNICATIONS RECORDS

A CORRESPONDENCE REPORTS AND REFERENCE FILES

Correspondence and related records pertaining 10 the Internal DESTROY WHL\l 2 YEARS OLD
adrmrustrauon and cperanon of the comrnurucaucns function OR WHE.'l RE'FERE'tCE VALUE

Documents relanng to commumcauons plannmg. projecting CEASES \\lIICHEVER IS

requirements and costs, and HQ approval. such as NASA Form SOONER

1102 and 1103 and related materials Records may include. but are
<DA NI-25S 94-1> (\110-29)

not hmned to NASA Marlnemszdocumeruanon (media
independent] such as monthly NASA-Mall reports, user account
reques sts and activity logs, Direct Access Computer System (DACS)
requests, and any other assocrered user documentation

B COMMUNICATION EQ!JIPMENT/SUPPORT REQUIREMENTS

I Secunty equipment requirements and all related documentation DESTROY WHEN 2 YEARS OLD
and matenals <DA NI-255-94-I> (N 10-11)

2 Project support commumcanons requrrements, records COnsist DESTROY WHE.'l UPDATED OR
of documents reflecting support requuements for the objecuves SUPERSEDED
comemed m the PSCN database (OPR) <DA NI 255-94-1> IN 10 51--- -- ""CF~ POLICY PLANNING RECORDS~

Program files which COnsist 0 oc ts~ HANDLE AS PERMANENT
assumptions for the development of the commumcauo ~G REfE..~nON

Files consist of overall guidance, technology plans, and ADP plans -
(N~OPR, NASA Headquarters. and MSFC Com Center ONLY

D INTERFERENCE REDucnON

Documents relanng to the tesung or advrsmg on techniques and DESTROY WHL~ 6 YCARS OLD
equipment designed to reduce or ehmmate electncal disturbances <DA !'l1-255-94-1> IN 10-8)
which cause undesirable response or malfuncncnmg of electnc
equipment

E fACILITIES LEASE REQUESTS

Documents relating to requests for provrdmg rearrangmg, and DESTROY 3 YEARS AFTER
removing commumcanon facrhues. equipment, and services leased TERMINATION OF LEASE
from commercial companies to meet commumcauons objecuves of <DA NI 255-94-1> (:-.i10-7)

NASA

19 F ACCQUNT FILES

Documents relanng to commurucanon lmes. r e . telephone, data,
Wide-area networks etc Vouchers. vendors invoices and
correspondence EXCLUDlNG fiscal copy, and mcludmg local and
commercial overseas eccounung

I W[BEIWIR!;;l.~S M~S"'Q!; Elb~

COpies of mcommg and outgoing wrre/wrreless message and all DESTROY \\1IE.'l 6 MONTHS
related records OLD

<DA NI 255-94-1> IN 10-13)
.....

2570 r-- FIXED COMMUNICATIONS FILES

~ROJECTS

Documents relanng to the es ern, approval. and construction • PER.MA..'IE.'IT•
or unplementanon of fixed Wife/cable, ts on mamtenance REIlRE TO FRC I YEAR AFTER
in-house and outside. and radio facility developmen >J~

DISCOVl1NUA."CE OF FACILITY
TRANSFER TO NARA 10 YEARS

~pISCONTINUANCEOF

~~~~~"i

B OPERATIONS FILES

20 Documents ccntammg mformancn and data on codes radio DESTROY WHEN SUPERSEDED
frequency assignments. call signs. and lists of holders or code OBSOLETJ:. OR NO LONGER
systems NEEDED

<DA .'11-255-94-1> IN 10-9)

C IRME!: VQ!.l.!ME Il&l:':QBI

Documents reflecung data on crrcun usage for engmeenng of fixed
communications facilities, planning programmmg and budgeting
and related papers

I Office ofpnmary responsibility RETIRE TO FRC WHEN 2 YEARS
OLD DESTROY WHLN 10 YEARS
OLD
<DA NI-25594-1> IN 10-2)

2 All other offices/copies DESTROY WHEN 6 MONTHS
OLD
<DA N I 255-94 I>

2570 21 RADIO AND TELEVISION RECORDS

A S!;I!VI!:t: !:QNIBQL E!1~

Document" related to the servrcmg and operation of radio and DESTROY WHEN SUPERSEDED
televtsron equipment and systems mcludmg service records and OR ON DISCONTINUANCE OF
summaries of authcrtzed equipment and service THE FACILITY OR

INSTALLA TION WHICHEVER IS
SOONER
<DA NI-255-94-I> (N 10-10)

NarES Only AFS numbers WIth defined subjects are used -- RETENTION - For Items marked Pending Retention Approval,
contact your Center Records Manager for mformanon and/or questions
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21 B RADIO FREO!!ENCY FILES

Authonzanon. allocaucn, assignment. correlation. and use of radio
frequencies and caIl signs

C COMMUNICATIONS REPRESENTATION FILES

Documents concernmg representanon on and recommendanons to
joint or other non-NASA agencies, mcludmg rmplememauon of
decisions on Signal commurucauons and electronic pohcres,
particularly on radio frequency allocanons call signs, radio
unerference. and radio propagation matters

RETIRE TO FRC WHE.\1 2. YEARS
OLD DESTROY WHEN 10 YEARS
OLD
<DA NI-255 94-1> (N ]0-1,

DESTROY WJlE.'l S Y1:ARS OLD
<DA NI 255·94 I> IN 10-3)

23 NON·SELECTED PROJECT CASE FILES

T

NaTE Record elements COnsISt of an ORIGINAL and a duplicate.
If available for all ... PERMANENT'" Items FOLLOW
CENTER SPECIFIC DISPOSITION IF ONE IS PROVIDED

Photographs that are created dunng the course of a project that
does not meet the selection cntena as Identified In Schedule 8,
llemSA

CENTER PHOTO LABS/OfFICES

Duplicate copies of above sulls (Items 23-C-1 and C-2) that are
mamtamed In the Center photo lab audiovisual office. or any
other office as reference COpies

THESE RECORDS \lAY BE
RETIRED WITH THE ."101<
SELECTED PROJECT CASE FILES
(REF SCHEDULE 8 5B)
<DA N'I 255-94-3>

THIS SERIES \lAY BE RETIRED
TO AN' FRC WHFJol2 YEARS OLD
DESTROY WHE.'l IS YEARS OLD
<DA :'\11-25594-3>

VIDEO PRODUCTIONSFILM CONTROL· LOGS I FORMS / CHARGE OUT CARDS

B

22 C Cards shewing film and equipment on loan(s)

DISPOSE OF ACCORDING TO
INSTRUCTIONS COVERING THE
RELATED AUDIOVISUAL
RECORDS
IGRS 21291 IN 1913)

2630 24

Docii ~ style finished Video productions which document
rnstallauon Pibi rograms, or the mission of the
Agency/Center such uons may Include but are not
limited to

2630 23 PHOTOGRAPHS I STILL PICTURES

NOTE Mouon Picture Films (N 19·16) AFS 1394 SEE
SCHEDULE f
Sound Tracks AFS 1394 SE:E:SCHE:DULE: 1

A PHOTOGRAPHIC WORKIPRODUCTION REPORT FILES

Work. orders and ledgers used In processing and production of
pbotographrc services (mformanon may be contained m an
electronic action tracking system)

Reports showing workload, ume expended and type of
producuon (color, black and white suJl or monon prcturej

Photograp lHD.a,sler and one capuoned prmt If available. that
document !llgmfic~lec"l acuvrues This senes covers
the OPR or Project Offices' 'o~ otographs for
projects that are selected by the Project Office
lustoncal or technical value and warrant permanent retenn
(see selection cruena outlined In Schedule 8 Item SA)

<DA :'\11-255-94 I> fN9-bl

DESTROY WHE.\I 3 YEARS OLD
<DA Nl 255-94-1> (N9·4)

DESTROY WHE.~ 1 YJ:AR OLD
OR WHE.\I NO LO\lGER :.u:EDED
rOR REFfRE\lCE.
<DA NI-25S-94-1> fN95)

·PERMANE..W*
TRANSFTR WITH SELECTED
PROJECT CASE FILE UNDER
SCHEDULE 8/5A
<DA NI-25594-3>

NarES Only AfS numbers With defined subjects are used -- RETENTION - For Items marked Pending Retention ApprovaJ,
contact your Center Records Manager for mformanon andlor questions

o Aeronautics and Space Reports

MISCELLANEOUS PRODUCTIONS

Fmrshed Video producuons such as the following. but not
hmned tc

Traimng Gasses
Meetings/Conferences or Semmars

(a)

(b) R&D TECHNICAL RESEARCH

These Videos are taped per customer requests of pure R&D
projects such as testing data and footage of experiments.
etc The ongmaJ footage IS returned to me
researcher/SCientist as the requestmg customer

* PERMANE.W*
PRODUcnONS ARE
TRANSFERRED TO THE
NATIONAL ARCHIVES AND
RECORDS ADMrNlSTRATION
1<ONTEXTUAL DIVISION ON A.~
A~AL BASIS OR AS
CREATED TWO COPIES OF

CH PRODUCTION wiu, BE
PR ONE MASTER
(FINISHED ON) AND
ONE DUPLICATE
<DA NI-255 94-1>

DESTROY OR REUSE WHI:.~ NO
LONGER !"ffir.DED OR WHEN 1
YEAR OW WHICHEVER. IS
LONGER
<DA NI 25594-1>

DESTROY WHEN NO LONGER
NEEDED FOR RESEARCH
REFERENCE AND EVALUATION
OF SCIE.'ITIRC DATA
<DA NI-255-94-I>

NarES Only AFS numbers wnh defined subjects are used -- RETENTION - For Items marked Pending Retention Approval
contact your Center Records Manager for mformanon and/or questions
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JOHNSON SPACE CENTER USC)
NOTE See Chapter 8. Item 25A

Consis l!!IncMandlng. JSC downlinks (I ongmal and
I convened to'C'OIoL~-mlsslon and post-rmssion press
conferences, and. on-bOard. cOI'clings

(b) MISSION VIDEO - COPIES / DUPLICATES

(e)MISCELLANEOUS ACTIVITIES

o Test and Trammg Acuviues
o Productions (Scripted), I e Generallnfonnauonfframmg
o Documentaries of Press Conferencefsj'Specral Events

RETAIN AT JSC rN STORAGE
DESnOY WHI:.'l SO LONGER
SEEDED
<DA Nl 25594-1>

---~=:~:u::aproJee, that doesTHESE VIDEOS MAYBE

not meet the selection cnterla"as Idenuf~ RETIRED WITH TIlE NON
SA S~DPROmcTCASEFliES

'fREIU~UL 8 58)
<DA NI.2 -l)4!b ______

3 CENTER PHOTO LABS/OFFICES

Duplicate COPIC'Sof the above Videos (ltC-lID 24-C-1 and C-2) THIS SERIES MAYBE RETIRED

that are mamtarned In the Center photo lab, audiovisual office. TO AN me WHEN 2 YEARS OLD
or any other office as reference copies DESTROY WHE.'1 15 YEARS OLD

<DA NI 255-94-3>

• PERMANENT •
MASTER ~fEDIA WITH ALL
1DE.'ITlFYING INFOR.\IATION
TRANSFER TO NARA WHEN 30
YEARS OLD
NOTE Records are 10 be recopied
every 10 yean. and WithTRANSFER
&I.~rs Included WIthtransfer at
30. Wlft. the earliest generation
available In a rreru professional
VIdeo format and ....' 'ih de a

DESTROY OR REUSe AfTCR 30
DAYS
<DA SI 255·94·1>

The graphics department or photo I , nate, wLlILake the
digualrmage and transfer the permanent rnformauon
disk to opucal disk or the archival media acceptable ill the lime 0
transfer Data consists of R&D or mission related documentauon
and IS usually tune sensitive

Videos. ongmal and duplicate. Ie. thax documents
Significant R&D project acuvrues This se~~ OPR
or Project Offices' ongmal Video (master I e 1st generaf._ ..•._,-,"o=
for projects that are selected by the Project Office as having
hrstoncal or technical value and warrant permanent retenucn
(see selection cntena outhned m Schedule 8, Item SA)

.. PERMA.,\lE.'IT..
TItANSFFR A..'1SUAlL Y TO
NARA ONE ORJGINAL MASTER

-_ ...... "n SE DUPLICATE COPY OF
THEVIDw"- __

<DA N 1 255 94-

NarES Only AFS numbers wuh defined subjects are used -- RETENTION - For Items marked Pending Retention Approval.
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SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authonty>

b~In",~ of NPR 1441 1 In the NASA Onhne Direcnves Information System (NODIS) for current version

I:;;;-h:mM.
SUBJECT AREA OR RECORD TITLE RETENTION
DESCRIPTION OF RECORD SERIES <Authonty>---~ WHICHEVERIS SOO:<ER

IGRS 1·25h'2JJ

3 DESTROY5 YEARSFROMDATE
OFREPORT
IGRS I 25h(3)j

4 Agency copy of annual report of affirmative ecuon
accomplishments T

~ l-
S Headquarters complied reports Rf:IlRE TO FRCWHE:<PLANS

ARE 5 YEARSOLD DESTROY
WHE." 30 YLARS OLD
<DA N I 255-89-4>

3100 4 INTERAGENCY PERSONNEL AGREEMENTS (lPA)

Records In thts senes consist of ccnfidenual files which are assignment
agreements authonzed by the Intergovernmental Personnel Act of 1970.
mcludmg all correspondence. the IPA form. and any other related
documentauon and rnatenals These files are typically filed by
rndivtduals last name and Include IPA Form No 5069 - 104 plus all
associated background documemanon

A RECORD COPY RETIRE TO FRC .2 YEARS AFI'FR.
HQ TERMI:<ATlO:<DATE OF

AGREEMENT DESTROYWHEN
10 YEARS OLD
<DA N I - 255-89 4>

B AI.!. OI!!&B QEE!\:!;'iI\:Qe!!iS DESllWY WJfE.'\l NO LONGER.
NEEDED OR WHE:< 5 YEARS
OLD WHICHEVERIS SOO"ER
<DA NI 2S'i-89-4>

3100 6 NASA-CSC EXECUTIVE ASSIGNMENT FILES

Standard Form 171 on each NASA employee GS-15 or over together wuh DESTROY3 YEARSAFTER
addrucnnl mformauon gleaned from newspaper. house organs Also In SEPARATIO~
some cases security and confldenual information <DA N I 255·89-4> (\115-49)

3273 7 MANPOWER SURVEY nLES

Documents relating to appraisals. either onsne or by other review DESTROY5 YEARSAFTER
procedures. such as Manpower Audit Directors Review of Laboratcnes APPRAISAL IS CO~DUCTED
and Staff Offices <DA NI·255·89-4> (:< 1-35,

3292 10 STATISTICAL DATAl REPORT FILES

A M6lSeQWJ;B [!AlA

Reports compilation or other documents created to provide a source DESTROYWHE-" 5 YEARSOlD
of statistical data for use In manpower control acuviues <DA NI·255-89-4> IN 1-34,

B PERSONNEL OPERATIONS

- ~TeI?1lns In the operaung personnel office and subordinate DESTROYWHEN2 YEARSOLD
Units relating to personnel-

I-"
3292 II EMPLOYEE RECORD CARDS

c, i cards used for information nurooses outside personnel DESTROY0:< SEPARATIONOR
offices (such as SF 7-8. or A enc mtem orm

OFFICIAL PERSONNEL FOLDER (FILE)

Records filed on the RIGHT Side of the Official Personnel Folder (OPF)
(See 2 for the temporary papers on the LEFf Side of the OPF I Folders
covenng employment terminated after December 31. 1920. excluding
dlo'~elected by the National Archives and Records Administration for

NOTE ta bases created m central data processing
facilities to suppleme replace the OPFs are NOT
AUTHORIZED for drspos ch files MUST be scheduled on
an SF 115

RECORD COpy - HQ . Office of Human Resources and
Education

SEE FEDERAL PERSONNEL
ANUAL FORINSTUCTlO:<S

G TO FOLDERSOF
EMPLO TRANSFERREDTO
ANOTHER A
(GRS1-1.1

A TRNiSFERRED EMPLQYEES

C ALL OTHER OFFlCESICQPlES D~TROY WHEN OBSOLETJ:: OR
SUPERSEDED
<DA N I 255-89-4>

TEMPORARY INDIVIDUAL EMPLOYEE RECORDS

DESTROY WHE..\I SUPERSEDED
OR OBSOLETE OR UPO:"II
SEPARATION OR TRA..\lSFER OF
EMPLO'r'EE, UNLESS
SPECIFICALLYREQUIREDTO BE

WITH THEOPF

Equal Oppol1unlly
EQUAL EMPLOYMENT OPPORTUNITY (EEO) RECORDS

DESTROY5 YCARSFROM DATE
OFPLA:<
IGRS I 25h(l)] (~ 15-27 N 15-
28)

NOTES Only AFS numbers With defined subjects are used - RETENTION - For uems marked Pending Retention Approval
contact your Center Records Manager for information and/or questions
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES <Authortt~

IGRS ''''
eN 15·51

3300 12 I;OMPETITIVE PLAU.MENT PLAN (I;CP) FILES

Records consist of files used to advertise vacancy announcements and REfAJ!'I.I 0:"01SITE WITHIN THE
other related documentation which may include but IS not limited to the PERSOSSELOFFICEA.\lD
announcement, materials related to the job/posiuon selection and the DE.STROY WHE.~ 2 YEARS OLD
vacancy Itself <DA :.11·255·89-4>

3300 14 NASA SPECIAL EMPLOYMENT PROGRAM FILES

Apphcanons and correspondence for student aids, summer employees, DESTROY W}ffi'J 2 YEARS OLD
and co-ops <DA N 1':~55 89-4> eN 15·50)

3300 15 U ILiZATION REPORTS- EXPERTS AND CONSULTANTS

Quarterly and annual reports to OPM relatmg to the employment and REf AIN USTIL EXA.\lI:-1EDBY
uuhzanon of experts and consultants OPMOR DESTROYWHE.\l10

YEARSOLD WHICHEVERIS
SOONER
<DA N I 255-89-4>

3300 18 OUTSIDE EMPWYMENT FILES

Documents relaung to outside work or services performed by NASA DESTROY3 YEARSAFTER
employees ID addition lO their official duties TER..\1IN'ATION OF APPROVED

EMPLOYME.VTOR 3 YEARS
AFI'ER DISAPPROVALOF
OUTSIDEE.WLOYMENT
<VA N I 255·89-4> (N 15·24)

3300 19 SPECIAL PERSONNEL RECORDS - NASA 10 SPER
PASR

lndrviduals covered by this system of records are candidates for and "10 SPER. RECORDSARE NOT

recipients of awards or NASA trarmng civilian and acuve duty military AlJTHORlZED FOR DISPOSAL AT

derailees to NASA. parucrpants ID enrollee programs Faculty, SCience,
THIS TIME.

National Research Council and other Fellows. ASSOCiates and Guest PAPERRECORDSARE REfAINJ:D
Workers including those at NASA Centers but not on NASA rolls, NASA ON SITE AND ARCDCSTROYED
contract and grant awardees and their associates having access to NASA ORTRANSFERREDIN
premises and records. mdrvrduals With interest In NASA matters ACCORDANCEWITH THE
mcludmg AdVISOry Comrruuee Members. and prospective employees SPECIACRECORDSCRIES
Caiegones Include IDENTIAED IN THIS SCHEDULC

· Special Program Files
10 PAYS RECORDS - SIT
SCHLDULE 9 (NOTE THESE

· Correspondence and related mfcrmanon to these files
RECORDS ARE RET AINED FRO~1
I TO 3 YEARS DEPE.'IDING ON
GAO AUDIT A.'JDIOR· Special records and rosters DESTROYED OR TRANSFERRED
TONPRC)· Agencywrde and mstallanon automated personnel mformauon <DA NI·2'i5·89-4>

3312 21 MANPOWER REPORn.

A AUTHORIZATION FILES

Documents and supporting papers relating to the allocation of

'- manpower spaces to successr ve echelons

,P. nSlblhty *PERMANENT·
RETIRE TO FRC WHE..'13 YEARS
O~
WHE.\I 10YEARSOLD

becrmmo of NPR 1441 1 In the NASA Onhne Direcnves Information Svstem (NOD IS) for current version

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES <Authont~

<VA N 1-255-89-4> IN 1 36)

2 AU other offices/copies DESTROYWHENOBSOLETCOR
SUPERSEDED
<VA N 1·155-89-4>

B REPORTS

Reports from Centers to NASA Headquarters concemmg manpower.
and all related papers

I Centers RrnRE TO FRCWHEN 3 YEARS
OLD DESTROYWHEN 10YJ:ARS
OLD
<VA NI·255 89·4> (N 137)

2 Headquarters (SEE ITEM C BELOW) DCSTROYWHEN 2 YEARSOLD
<VA N 1-255 89·4>

C !lIlaDQUlIRlf:SS

Reports compiled from rnfcrmanon received from Centers (See B

I... above)

cv Level ·PER.\1A."'ENT·
OPR RETIRETO FRCWHEN 5

SfE!! TO
NARA WHEN 10 YEARS OLD
<DA N I 155·89-4> IN ).38)

2 All other offices/copies DCSTROY WHEN' NO LONGER.
NEEDDDFOR~CEUSE.
OR WHES l YEARSOLD
WHICHEVERIS SOO:-lER
<DA NI·25589-4>

3315 22 PUBLIC SERVICE CAREERS EMPLOYEES FILES

A INDIVIQUe.bS

School evatuanons. supervisory evaluations. and test scores DESTROYWHE.\I3 YEARSOLD
<DA N I 255-S9-4> (N)55»)

B PROGRAMS

Correspondence With CIVIl Service Comrmssrcn Department of DESTROY WHEN 3 YEARS OLD
Labor Southwest Training Center <DA 'J1·255 89-4:>

3330 24 "'AlSA UU I PLAlCt;Mt;",T RUl>KAM

Apphcanons. resumes. vacancy announcements and related DESTROY 2. YEARS AITCR
correspondence REGISTRAno"

<DA NI·25oCi89 4> IN 15 41)
3335 25 PROMOTION REGISTER FILES

Registers or records of Job opportunities. applicanon and DESTROYWHEN 2 YJ:ARS OLD
evaluancn statements. and all related papers <DA NI·25S·89·4> (N 15·25) ,

,
3335 26 REPROMOTION CONSIDERATION FILES

Apphcanons and correspondence 10 and from reprcmouon eligibles DESTROYAJTCR REPROMOnON
IS ACCO\1PUSHED
<DA NI·2.55 89-4> (N 15451

NarES Only AFS numbers With defined subjects are used - RETENTION - For Items marked Pending Retention Approval,
contact your Center Records Manager for mformauon and/or questions

NarES Only AFS numbers With defined subjects are used - RETENTION - For Items marked Pendmg Retention Approval.
contact your Center Records Manager for mformanon and/or questions
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES < Authortt:x2

3350 29 CIVILIAN SERVICE EMBLEM CONTROL FILE
Records mamtamed to control the record of eligibility for an award of DesTROY WHEN 3 YEARS OLD

crvrhan service emblems <DA NI·255-89-4> IN IS 13)

3352 30 REEMPLOYMENT PRIORITY FILES

Apphcanons, excepuons and correspondence related to reemployment DESTROY WHE..'J 2 YrARS OLD
<DA ~1-25Cj-89-4> IN 15-46)

3400 32 Ph.D TIlESES FILES - NASA IIEADQUARTERS ONLY

lndrvrdual copies of drssertauons resulting from NASA predoctoral RETIRE TO FRC WHE.."12 Yr:ARS

trameeshrp program No other COplCS are retained OLD DESTROY WIIE.'l S YEARS
OLD
<DA ~ I 255-89-4>

33 2 Rosters or registers (ASEEILARSS) (LaKC ONLY) DESTROY WHE.'l NO LONGER
These are the records for the two summer programs sponsored NEEDED OR WHEN 3 YEARS

by the Office of Uruversny Affairs at Langley Research Center OLD WHICHEVER IS soovsn

IASEE = Amencan SOCiety of Engmeenng Education) [LARSS <DA NI-255-89-4>

= Langley Aerospace Summer Scholars Program 1

FI, cuomc COpiesof records mat are created on electromc mali DESTROY/DELETE AFTI:R THE
and wordprocess~mly_tQ. generate a RECORD KEEPING COPY HAS

, PRnDUCEDrecordkeepmg copy of the records
<DA NI-2<;j5-u.J- -

C CO!:ITRACf TRANINQ E!~

I Copies of contracts. correspondence. approvals. waivers. and DESTROY WHE.'l 3 YEARS OLD

other documents relating to NASA employees trammg under OR 3 YEARS AfTER
CO\IPLETION OF A SPECIFICcontracts
TRAINING PROGRAM
<DA N'1-255-OO-2> (-:'\lIS32)

2 Background, workmg papers. announcements, and DESTROY WHE.'l 3 YEARS OLD
arrangements of subject contract trarnmg <DA Nl·255·89-4>

1'1, rue COPiesof records thai are created on electroruc marl DESTORYIDll..ETE AFTER THE
and wordprocessmg sy~ ........ a RECORDKECPINGCOPY HAS
recordkeeprng copy of the records

<DA NI·255-OO-2>
D I:!!QI:!!-!:Q1:ITB6!:J: mllll:!!ll:!!Q Ell es

~
Applications acceptances. and all other documents relanng to non- DESTROY WHE.'IJ 1YI:ARS OLD
contract trammg of NASA employees <DA :'1.11255-89-4> ('l1533)

r---- E TRAINING AIDS

e
A

s

ped PERMANENT
be RETIRE TO FRC WIIE.'l. SUPERSEDED OBSOLETE OR

e WHEN NO LONGER USED

~

~
D

)

NarES Onl AFS numbers wnh defined sub ects are used - RETENTION - For Items marked Pendm ro al

b~lnnlrl!lof NPR 1441 1 In the NASA Online DirectIVes tntormancn System (NODfS) lor current version

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES <Authont:x2

2 Rounne or copies of trammg materials used to teach an Agency DESTROY WHE.'l SUPERSEDED
sponsored trammg class OR OBSOLETE OR WHEN S

YEARS OLD WHICHEVER IS
SOONER
<DA N' 1-255 89-4>

3 All other COpies DESTROY WHE.'l ~O LONGER
NEEDED OR WHEN 3 YEARS
OLD WHICHEVER IS SOONER
<DA iIIl·255 89-4>

33 F AGENCY-SPONSORED TRAINING FILE.S

r--- General file of agency-sponsored trammg. EXCLUDING record

r- copy of manuals syllabuses. textbooks, and oLher trammg cuds
~e Agency (see E above)

I Correspon . oranda. agreements, authonzaucns DESTROY WHE.'l 5 YEARS OLD
reports. requuemem revr .. and objectives relating to OR 5 YEARS AfTER
the establishment and operauon oftr rses and CO\IPLETlO~ OF A SPECIFIC
conferences ---- ~

2 Background and workmg files LD
J

G I!;!:IlI:!!I!:6!. IR61N1I:!!Q

I Case files on NASA personnel parucrpanng In technical trammg DESTROY 5 YEARS AfTER
programs not covered In 2 below EMPLOYEE DISCONTINUES OR

COMPlETES TRAINING
<DA NI 255-89-4> IN 15-38)

2 Case files related to NASA and contractor personnel DESTROY 5 YEARS AITER
parucrpaung m NASA· required tramrng programs for SEPARAllO'\l OF EMPLOYeE OR
certification such as soldenng opncs. flight controllers. divers, WHE.'IJ NO LONGER SEEDED
etc Records may include statements of ceruflcanon sign ofT <DA NI 255-00-2>
documents, and task experience

3 Electronic COpies of records that are created on electronic marl DESTROY /DELETE AFTER THE
rocessmg systems and used solely to generate a RECORDKEEPING COPY HAS

recordkeeping copy 0 ....... BEE\! PRODUCED
~. .

H QN-THE-!OB TRAININQ {QJTI

Employee trarmng plans or substantial equivalent record
mamtamed to Identify required skill or task trammg requirements
and to document developmental assignments OJT or ether
trarmng These are general training requirements other than
techmcal/ceruflcanon trammg (see paragraph G above) Cutoff
date ISdale of document

I Recordkeepmg copy (paper) DesTROY ON TRANSFER OR
SEPARATION OF EMPLOYEE OR
WHEN 5 YEARS OLD
WHICHEVER IS SOONER
<DA NI-255 99·1>

~-El=Wl\£.£!lEY. DELETE AfTER
RECORD KEEPING COPY HAS

<DA Nl·255 99 I>

Y J
contact your Center Records Manager for tnformanon and/or questions

pp NarES Only AFS numbers wnh defined subjects are used - RETENTION - For Items marked Pending Retenuon Approval,
contact your Center Records Manager for mformancn and/or questions
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES <Aulhonl~

3410 34 TRAINING AGREEMENT FILES

Agreements between CIVil Service Commission (eSC) and NASA DESTROY 3 YEARS AFTER

penanung 10 tram mg. trammg standards, and all related documents TERMINATION OF AGRI:EMENT
<DA N I 255-89-4> IN 15 34)

3410 35 COOPERATIVE TRAINING FILES

A GENERAL TRAINING CASE FILES (not covered In Items I b-d) DESTROY RECORDS 3 YEARS
by tramee showing history of trammg and all related AFTER TRAINEE CEASES

TRAINING
documentancn <VA ~I 255·92 10> eN'15·35)

B SECRETARIAL CO-OP FILES (2-year program)

Files consist of documentancn and materials related to students In RECORDS MAYBE RETIRED TO

the program and are considered tratnmg records Case files may FRC WITHIN I- YEAR AFTER
CO\IPlETlON OF THE

COIl5ISl of, but are not hmued to, COpies of the fcllowmg PROGRAM DESTROY RECORDS
documentenon SF 52's,lranscnpts, progress reports from WHEN 3 YEARS OLD (PROGRAM
supervtscrs, and any other documentation related [0 the rndrvrdual RECORDS WIlL THEN BE
m the program 5 YEARS OLD)

<DA !'Il1-!,''i5-9210>

C APPRENTICESHiP PROGRAM (5-year program)

Files consist of documentation and maienals related to students In RECORDS MAY BE R8mUD TO

the program and are considered trauung records Case files consist FRC I YEAR AFTER
COMPlETlON OF THEof, but are not limned to, COpiesof the following documentation SF PROGRAM DESTROY 3 YEARS

52's. transcnpts. progress reports from supervisors. and any other AFTER CO\IPLETION OR
documentation related to the mdrvrdualrn the program TERMI~ATlON OF THE

PROGRAM (PROGRA.\1
RECORDS WILL THCN BE 8
YEARSOLD)
<DA !'Il1-255-9210>

o f;~Q~!;BJ~Q 6ml6!lM!l:!ISIBAIIYJ;; !:;Q-QPS
(pROFESSIONAL) CASE FILES
(5-year program) (LaRC ONLY)

Records In thrs senes consist of SF 52's, copies of 171's, RECORDS MAYBE RETIRED TO
rRC I YEAR AFTER

transcripts. progress reports, supervisory comments and/or COMPLETlO!'llOF THE
recornmendanons. and certificates of compleuon of the program PROGRA.\1 DESTROY RECORDS

5 YEARS AFTER COMPlETlON
OR TERMINATION OF THE
PROGRAM (PROGRAM RECORDS
WILL THEN BE 10 YEARS OLD)
<DA ~ I 255-92 10>

3410 36 COOPERATIVE PROGRAM SUMMARY FILES (LaRC ONLY)

Records m thrs series consist of profile sheets (cards) that comam DESTROY RECORDS WHE.\I2'i
information on mdrvrduals for files that have been destroyed These YEARS OLD REGARDLESS OF

MEDIUM N WHICH
records are summary cards of thea history and mformanon ongmally MAI!'IlTAINED
comamed m the case files sdennfled as Secretarial, Apprenticeship <DA NI-25S 92-16>
Program, and Engmeenng and Adrrumstranve Co-Ops" These records
are not the case file records Records can exist m either paper or
electronic format (mcIudmg but not hmued to pnntouts and data
mamtamed on personal computers)

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# !EM DESCRIPTION OF RECORD SERIES <Aulhor1l~

3410 37 GRADUATE STUDY PROGRAM RECORDS

Records m this senes consist of case files ofmdrviduals who apply to RETIRE TO FRC 2 YEARS AITER
graduate programs and are accepted Files may contain copies of COMPLETION OR TERMINATION
transcripts. 171' s, letters of authonzauon to take courses, registration and OF STUDY PROGRAM DESTROY
apphcauons for graduate study This ISconsidered a working file and 8 YEARS AFTER CO.\!PlET10N
includes records rn the Professional Co-Op Educational Trammg Program OR TIltMDoIATIONOFTHE
(CPETP). the Professional Entrance Trammg Program (PETP), and the PROGRAM
Administrative Trammg Program (ATP) <DA NI-255 92-11>

3410 38 TRAINING - REPORT FILES

A Reports form Centers to NASA Headquaners concernmg
trainmg and all related papers

I Centers DI:STROY WHE.~ 3 YEARS OLD
<DA N 1 255-89-4> ('!'II 15-37)

2 Headquarters DESTROY WHEN 2 YEARS OLD
<DA NI 255-89-4::-

B Reports compiled from mforrnauon received from Centers (Item A
above)

I Centers and all other offices/copies DESTROY WHCN ~O LONGER
NI:EDED OR WHEN J YEARS
OLD WHICHI:VER is SOONER
<DA NI.255-89-4) iN 15-36)

2 Headquarters DESTROY WHE.\I5 YEARSOLD
<DA ~1-!55-89-4>

3451 39 AWARDS PUBLICITY FILES

Documents used m pubhctzmg or encouraging parucipauon In awards DESTROY WHE.\I3 YEARSOLD
programs, including posters cartoons. placards. and all other means of <DA NI-255-89-4::- (N 15-14)
obtatmng attention and announcing results of the programs and all other
related papers

~ 40 A WARDS AND PROGRAM FILES - EMPWYEE

~ A 6W ABIl !;;Mf; E!!.&~

~~ase files Including recommendauons approved nommauons, DESTROY 2 YEARS AFTER
memoranda. correspondence, reports and related handbooks APPROVAL OR DISAPPROVAL
peruu:nm,g to Agency-sponsored cash and noncash awards. such IGRS I l:!.an)}
as ,"cen,,~~-grade meru mcreases. suggesuons.
and outstandmg nnance awards

40 '''"'- dence or ~~ ~o,_,_~government agencies or private org ons [GRS 1-1211(2)1

3 Reportss pertammg to the operation of the lncenuv ds DESTROY WHE~ 3 YEARS OLD
Program lncludmg stausucal data and other documen IGRS 1-13J
penammg to the program ~

B LENQTI:! QF~!lB VI!]; A~D SI!:;K LEA VE 6WAllO B!.E~ SEE OF THIS SCHEDULE

C LEI I ERS QE !:;QMM&NDAIIQ~ AND Mfru;!:;!AIIQ~

NOTES Only AFS numbers wah defined subjects are used - RETENTION - For Items marked Pending Retenuon Approval,
contact your Center Records Manager for mformauon and/or questions

NOTES Only AFS numbers With defined subjects are used - REfENTION - For Items marked Pendmg Retention Approval,
contact your Center Records Manager for mformauon and/or questions
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HUMAN RESOURCES(PERSONNEL)RECORDS SCHEDULE 3
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ThIS document IS updated frequently; therefore. pnnted copies may be obsolete Refer to the Change History Log at the
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SUBJECT AREA OR RECORD TITLE RETENTIONAFS# ITEM DESCRIPTION OF RECORD SERIES <Authont~

52 2 Centers DESTROYWHEN 5 YEARSOLD
<DA ~ I 2:55-89-4>

3771 54 GRIEVANCE. DISCIPLINARY AND ADVERSE ACTION FILES

A GRIEVANCE APPEALS FILES (5 CFR 771)

~el:mtts-er.k7IG.aUDJ1 In the review of grievance and appeals raised DESTROY5 YEARSAFTERCASE
by Agency employees. excep TI e case files IS CLOSED~:~~eS:'~~:~::[~~~::~:~~I~~lfl:~~;~t~~~~~:~:i.
decision, related correspondence and exlubus. and. records relaung
to a reconsrderanon request

B APPEAL RECORD ffiES

Copy of decrssons rendered. review decisions. related DESTROY7 YEARSAFI'ER CASE
correspondence, and oilier documentation, except record COplCS of ISCLOSED
official documents effecung personnel acuons <VA N I 255-89-4> ("!'l15-43)

C ADVERSE ACTION ffiES (5 CFR 752)

t--- Case files and related records created In reviewing an adverse action DESTROY5 YEARSAFTERCASE
or non-drsciplmary removal. suspensron.Jeave Without ISCLOSED

pay. redu~ nst an employee The file mcludes a IGRS 1-30b)
copy of the proposed advers~ ~~ papers ment
systems protecuon board cases (MSPB). statements VI ~ ----employee's reply hearing notices. reports and decision. reversal 0

actions. and appeaJ records, EXCLUDII'IG letters of repnmand
which are filed In the OPF --

3800 56 NASA EMPLOYEES BENEFIT ASSOCIATION INSURANCE
FILES (NEBA) CDFRF ONL \')

Records In tJ1ISsenes may Include but are not hmned to the following
NASA Employees Benefit ASSOCiation(NEBA) general correspondence
rnatenal related to insurance claims related to life/travel. correspondence
claims bank statements and quarterly reports distnbuuon surveys, audit
reports. and reports on unhqurdared obhgauons

A ORIGINAl DOCUMENTATION RETIRERECORDS/CASEFILES
TO FRCONEYEAR AFTER
FISCAL YEAR IN WHICH
ClAlMiCASE OR REPORT IS
RECEIVED COMPLCTED OR
CLOSED DESTROY Fn...ES 6
YEARS A..'1D 3 MOmHS AFfER
THE END OF TIlE FISCAL YEAR
L'I WHICH TIlE R.I:cORDS WERE
CREATED RECEIVED OR
CLOSED
<DA "III 255-89-4>

B ALL OTHER COPIES DESTROYWHE.~NO LONGER
SEEDEO OR WHEN 3 Yr.ARS
OLD WHICHEVERIS LATER
<DA ;\II 255-89-4>

3850 58 UNEMPLOYMENT COMPENSATION DATA REQUEST FILES

Requests for waae and separation data to be used m connection with DESTROYWHEN 2 YEARSOLD

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES RETENTION

<Authonty>

COPies of letters recogmzmg length of service and retirement and
letters of appreciation and commendation for performance

XCLUDING copies filed tn the OPF

D

E DEPARTMENT LEVEL AWARD FILES

Records relanng to awards made at the Departmental level or
higher, t e , Secretary's Awards. Presrdenual

RETIRETO FRCWHE.~5 YEARS
OLD DESTROYWHI:.~ 15YEARS
OLD
<DA NI·255-89-4

F BENEeClAL SUGGESTIONS

Suggestions and reports made thereon and related to DCSTROY WHEN 2 YI:ARS OLD
<DA NI 255-894> eN I 91)

3530 45 PAY TABLES

Records and files consrsung of "official" record sets of pay tables DESTROYUPON
DISCONTINUANCe AND
DlSESTABLISHME.'tT OF
txsr ALLA TIO~
<DA NI 255-89-4> ("N 4-19)

LABOR MANAGEMENT RELATIONS RECORDS

A GENERAL RECORDS/CASE ffiES

Correspondence. memoranda, reports and other records relanng to
the relanonshrp between management and employee unions or other

DESTROY 5 YEARS AFTER
E.XPIRATION AGREEME."'JT
IGRS 1·28a(1)] (N 15-44)

B LABOR ARBITRATION (General) an • ase FLIes
Correspondence, forms. and background p relating to labor
arbitration cases

DESTROYWHE.~ SUPERSEDED
OR OBSOLETE
[GRS 1·28aC!»

DESTROY 5 YEARS AFI'ER FINAL
RESOLlITIO~ OF CASE
IGRS I 28b)

I Headquarters

NOTES Only AFS numbers With defined subjects are used - RETENTION - For Items marked Pendmg Retention Approval.
contact your Center Records Manager for mformanon and/or questions

C LABOR RELATION FILES - Work Stoppages/Strikes
Documents relatmg 10 work stoppages, stnkes. and disputes
affectmg NASA contracts includes strike reports, reports of work
stoppages. correspondence, plans to settle dispute s. and aU related
documents

NOTES Only AFS numbers With defined subjects are used - RETENTION - For Items marked Pending Retenuon Approval.
contact your Center Records Manager for mformanon and/or questions
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SUBJECf AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

PROPERTYAND SUPPLY RECORDS SCHEDULE 4
(AFS 4000-4999)

ThIS document IS updated frequently, therefore, printed copes may be obsolete Refer to the Change History Log at the
begtnnlnQ of NPR 1441 1 In the NASA Onbne Directives Information System (NODIS) for current version

RETENTION
<Authonty>

CHAPTER 4. NRRS 4

unemployment compensation claims and related papers, mcludrng
requests for information, notice of refusal of work offer. and related
papers

<DA NI 255-894> 0.J 4-18) PROPERTY AND SUPPLY RECORDS

3870 S9 MONETARY BENEFITS FILES

Documents relanng to the ongtnanon. unplementauon or mcnuormg of
employee benefits. such as Group Life Insurance and health plans. which
have a cash value but are nor a pan of salary wages, or other direct
compensation

ast-official nature. memoranda. and other papers thaL
do nor serve as official acnons, such as nouces of
hohdays or chanty and wei als bond campaigns.
voluntary ecuvmes. and smular papers

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES <AuthOrity>

4000 I LOST AND FOUND ACCOUNT ABILITY FILES

Reports. loss statements receipts, and other papers relaung to lost and DESTROY WHE.~ I YEAR OLD
found articles <DA N'1·255 89-4> (N'12-23)

4020 2 REPORT OF SURVEY FILES

Documents mamtamed for the purpose of review of circumstances
concerning the loss, unservrceabtlny, or destrucuon of Government
property of funds and for determmanon of the question of pecuniary or
other responsibrhues

A Files mvolvmg pecumary habrlny RECORDS MAYBE RE\lRED TO
FRC 2 YEARS AlTER FlN'AL
ACTION DESTROY 10 YEARS
AFTER DATE OF ACTION
<DA N 1 255·89-4> (N l7·2M

B Report of survey files and other papers used as e ~ g~~sk~~~!Il{)Radjustment of Inventory records and not otherwise covered In thrs .
Schedule DAn; OF POSTING MEDtUM

IGRS 3 9'1

2 C All other office/copies DESTROY WHEN OBSOLElC OR
SUPERSEDED OR J YEARS OLD
WHICHEVER IS SOONER
<DA Nl 255-89-4>

4100 4 CAPITALIZED EQUIPMENT REGISTER

Register showmg senal or inventory number of all capuahzed equipment DESTROY ON
currently used or In storage at the Centers DlSCO~UANCE OF

\NSTALLA TION
<VA N'I 255·89-4> IN 18 7)

4130 6 MECHANIZED PROPERTY AND SUPPLY RECORDS
ITRANSACTION REGISTER)

A Mechamzed register reflectmg stock Items having acuvny dunng DESllWY WHEN 2 YEARS OLD

penod covered by the register This register IS an audit trail of stock <DA N 1 255-89-4>

Items and mcludes uansacuons such as the followmg IN 17-451

Transecuons estabhshmg new Items receipts. ISSUesof due-in's. due-
out's. Inventory adjustments

B All other offices/copies DESTROY WHL~ OBSOLETE OR
SUPERSCOED OR WJiE."1 2
YEARS otn WHICHEVER IS
SOO'IER
<DA Nl·25589-4>

DESTROY WHEN 5 YEARS ot,n
<DA NI·255-89-4> (N 15-23)

DESTROY IMMEDIATELY OR
WHEN NO LONGER NEEDED FOR
REFERENCE. OR UNDER A
PREDETERMINED SCHEDULE OR
BUSINESS RULE(EG.
IMPLEMENTING THE AIITO-

ATURE OF' LIVE

UTILIZATION OF PERSONNEL AUTHORITIES

B Records which document and serve as the basrs for official aruons DESTROY WHEN 2 YEARS OLD
<DA NI·255-89-4>

3981 6J

Office of Personnel Management (OPM) required documentation of the
unhzanon of personnel authonues under OPM delegation agreements

DESTROY WHEN .2 YEARS OLD
<DA NI .255-89-4>

NarES Only AFS numbers With defined subjects are used - RETENTION - For Items marked Pendmg Retention Approval,
contact your Center Records Manager for mformanon and/or questions

3-11
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SUBJECT AREA OR RECORD TITLE RETENTION
~ ITEM DESCRIPTION OF RECORD SERIES <Authont~

4200 7 SPACE AND MAINTENANCE - GENERAL

A Reportts) from Centers to Headquarters concernmg maintenance.
repair. and operanons

I Headquaners (OPR) DCSTROY WHEN 3 YEARS OLD
<DA Nl·255·89-4> (:"oI189a1)

2 Centc,,(OPR) OESTROY WHE. ... 5 YEARS OLD
<DA NI !511'j 89-4> eN 189al)

B Reports consolidated by Headquarters from reports described In Item
9a of tlus Schedule

I Headquarters DESTROY WHEN 3 YEARS OLD
<DA N )·1';;5·89-4>

2 All other offices/copies DESTROY WHEN 2 YEARS OLD
<DA N'1-255 89-4>

'- -.FIles

Correspondence files oflhe umt responsible for space and WHEN 2 YEARS OLD
maintenance matters, pertauung to Its own adnumstrauon and IGRS II II r-operauon and related papers

I~ 8 PROPERTY FILES-- TY PASS

Property pass flies. authonzmg re or materials from DESTROY 3 \lONTHS AFTFR.
any NASA Centers This includes hand receipts for m EXPIRATlONOR REVOCATION
or Issued for use and are to be returned

, -8 B WAN AGREEMENT FU.ES

Case files mcludmg legal agreements. correspondence. and related RI:TIRE TO FRC2 YEARS AFlB
papers penaunng to temporary property loans Loan agreements are lllE E....D OF THE FISCAL YEAR
With outside orgamzauons. r e , other Government agencies L'l WHICH THE PROPERTY IS
educauonal rnsutunons mdtvrduals. profit and nonprofit REfUR;'IlE[) Da TROY 6

YEARS AFTER THE 10,...0 OF THEorgamzanons who are borrowing NASA propenyor who are loanmg FISCAL YEAR IN WHICH rus
property to NASA at no cost PROPERTY WAS RE.TUR...'lCD

<DA NI 255-91-4>

C fBQ~Y S~fl~Q Il!i!;;QRDS

Documents reflectmg the movement (sluppmg) of Items to/from
NASA Centers by a commercial shipper or contractor Records are
normally mamtamed m the NASA Center Shrppmg/Recetvmg
crgamzanon or Property Equipment orgamzauon

I Office of Pnmary Responsrbrlny - (JSC only)

(a) Hardcopy ClITOFF AT E.~D OF CALE....oAR
YEAR CONVERT TO CD ROM
18 MONTHS AITER ClIT OFF

RETENTION
<Authont~

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

DA"IE DESTROY HARDCOPY
AFTER CD-RO\! CONlVERSIO~
IS VERIFIED AND WHE'rrI
HARDCOPY IS 3 YEARS OLD
<DA NI255·.OJ-3>

(b) CD-Rom file cutoff date ISdale CD-ROM created (I(a)
above)

KEEP FOR 3 YEARS DESTROY
WHEN REFERENCE VALUE
CEASES OR WHE. ... 20 YEARS
OLD WHICHEVER IS SOOSER.
<DA NI-255 01-3>

Office of Pnmary Responsibrlny - (All Centers except JSC)

Hardcopy Cutoff date ISend of calendar year KEEP FOR 3 YEARS DESTROY
WHEN REFERENCE VALUE
CEASES OR WHEN 20 YEARS
OLD WHtCHEVER IS SOONER
<DA ..'11-255-01·3>

3 All other Office's COpies cutoff date ISdate of document. DESTROY WHE. ... NO LO~GER
NEEDED OR WHI:N 5 YEARS
OLD WHICHEVER IS SOONER.
<DA ..'11255-01-3>

DESTROY /DELETE AFTER lllE
RECORDKEEPING COPY HASand word processing systems and used sole y lO g

recordkeeprng copy of the records
<DA NI255-0I-3

4320 9 SURPLUS PROPERTY FILES

A DQNAIION FU.ES

Case files on surplus property donated to Health, Education and
Welfare mcludrng perunem HEW forms. shrppmg documents and
related correspondence

DESTROY WHEN 3 YEARS OLD
<DA Nl 255-89-4> (iIoII8-8)

Case n sales of surplus personal property. comprising
invnanon.bl ceptances, lists of maiertals. evidence of sales. and
related correspon

DESTROY 6 YEARS AFTER
ANAL PAY\fE~
IGRS4-3.)

2 Transactions of 525.000 or less

Umque files that set precedent relanng to transactions over
$100.000 (Precedent seumg transactions Include saJe or
donauon of goods to foreign nations and tmemanonal
orgamzauons )

NOTES Only AFS numbers with defined subjects. are used - RETENTION - For Items marked Pending Retenuon Approval.
contact your Center Records Manager for mformauon andlor questions

PLANT CLEARANCE FILES - CONTRACTOR EXCESS4360 II

4-2

NarES Only AFS numbers With defined subjects are used - RETENTION - For Items marked Pending Retention Approval.
contact your Center Records Manager for mformauon andlor questions
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS# ITEM DEliCRlPlION OF RE~ORD liERIES <Authortl:x:;::

PROPERTY

These files document the repornng. processing. and drsposuron of DESTROY 3 YEARS AFfER

Gcvemmem furnished propeny/eqmpment provided to contractors that has YEAR IN WHICH CASE IS
become excess to thetr needs These case fi les can consist of CLOSED

documentauon on the excess personal property turned rn to the Center <OA N I 255·90 7>

Plant Clearance Officer by cost-type onsne contractors

4500 12 CONTROLLED MATERIAL FILES

A Reports on allotments. unused balances. and related matters

12 I Office or pnmary responsfbtluy RrnRE TO FRC WHI:.\1 2 YEARS
OLD DESTROY WHEN 10
YEARS OLD
<OA NI-255-89-4> (N 17-15)

2 All other offices/copies DESllWY WHE..'1 2 YEARS OLD
<OA :-11 255·89-4>

B Documents. ledgers. and similar documents used to control and
account for controlled materials

t Office ofpnmary responsibility RETIRE TO FRC WH£."1 2 YEARS
OLD DESTROY WHEN 10
YEARS OLD
<OA N 1-255-89-4> (N 17-171

2 All other offices/copies DESTROY WHeN 2 YEARS OLD
<DA N I 255-89-4>

C Allotment case files used 10control and account for controlled DESTROY WHJ:N 5 YEARS OLD
matenals <DA NI-255 89-4> (N 1710)

4500 13 ALLOCATION FILES

Documents reflecung the drstnbunon of controlled materials from DOD to DESTROY WHE.'I 5 YEARS OLD
NASA Headquarters. and further allocanons wnhm NASA to allocating <DA NI-255-89-4> (N 17-13)

agencies lncluded are documents rndrcanng matenal requirements,
allocation decrsrons tentative allocauons, requests for a1locauon
concurrence, allocanons. and Similar data.

4500 14 PRIORITY RATING CASE FILES

Documents used m estabhslung Lhepnorny use of controlled materials by DESTROY WHI:N 3 YEAR~ OLD
contractors <DA Nl 2<;5-89-4> IN 17-)4)

4500 15 DEFENSE MATERIAL SYSTEM INSTRUCTION FILES

Documents provrdrng direction and guidance for the NASA program DESTROY WHE.'l 2 YEARS OLD
designed 10 control matenals designated as cnucal by the Defense OR WHEN SUPERSEDED OR
Materials System Included are basic drrecuves. procedures. coordmanon OBSOLETE. WHICHEVER
acnons studies mterpretanons. and documents contarmng factormg data APPLIES
embodied m weight mformanon cngmeenng esnmares. and bills of <DA NI-255-89-4> IN 1712)
materials

CHAPTER S. NRRS 5

INDUliTRY RELATIONS AND PROCUREMENT

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authont:x:;::

5100 PROCUREMENT FILES

Contracts. requismons, purchase orders. leases. bonds. and surety
records. rncludmg correspondence and related papers pertaimng 10
award. adnumstranon receipt inspection and payment (other than
those covered In Items 13. 19. and Schedule 8) or descnbed In 48
CFR,FAR

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

NOTES Only AFS numbers WIth defined subjects are used - RETENTION - For Items marked Pending Retention Approval.
contact your Center Records Manager for mformanon and/or quesuons

4-4

(a) DESTROY 6 YEARS AND 3 \lONTHS
AFfER FINAL PAYMENT
[GRS 3·3a(lJ(aJI (N ]7-1)

DESTROY 3 YEARS AFTER ANAL
PAYMENT
IGRS3-3.(I)(b)1

(h)

(a) Transactions that utilize other than s all purchase
procedures and all construcnon contra exceeding
$2,000

DESTROY 6 YEARS AND 3 \lONTHS
AFfER FINAL PAYMENT
[GRS 3 3a(2){a)}

(h)

Selected case (by the AA for Procurement) that set
precedent or are unusual and pertain 10 purchases of
spacecraft or major mnovauons In rntra-atmcsphenc night.
hrghspeed research aircraft. etc (Transactions of more than
I million dollars)

ANENT'
TO FRC 2 YEARS AFI'ER

FINAL YMENT TRANSFER TO
NARA 10 ARS AFfER FINAL
PAYMENT
<DA NI-25S-9

B OBLIGATION COPY

NOTES Only AFS numbers WIthdefined subjects are used - RETENTION - For Items marked Pending Retention Approval.
contact your Center Records Manager for mformauon and/or questions
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C DATA SUBMmED TO THE FEDERAL PROCUREMENT
DATA SYSTEM (fPDS I

Electronic data I fiscal year, ccntammg DESllWY OR DELETE WHI:N 5
unclassified records of all procurements. YEARS OW
purchases. and constsung of mformanon required under 48 Cr"-
4601 for transfer to the FPDS -

D !:IfIlDQl.!ll.BIliB~ t:!!.&~ eliBIll.!t!!I1!!Q IQ C01!!IMcr~ RETIRE TO FRC 2 YFARS AFTER
AND AMENDME1!!IS AWARDED BY !:;E~RS FINAL PAYMEST DESTROY 6

YEARS AFTER FI~AL PAy\1E.'IT
<DA N 1 255·94-2>

5100 3 STATUSREPORTSONPR~EANDSUBCONTRACT
AWARDS

Machme reports (ADP pnntouts) on NASA prime and subcontract
awards. hsnngs of acuve contracts by Center. by contractor. by place
of performance. by project, mcludmg monthly and quarterly
summaries, monthly procurement action reports subcontracts
awarded by pnme contractors and their first uer subcontractors

A QW~& QE ERIMaBX R&SfQ1!!~!!!!!.ITX REIlRE TO FRC I YI:AR AFTER
(NASA Headquarters) CLOSE OF FISCAL YEAR TO WHICH

RECORDS PERTAIN DESTROY
WliE.'I 10 YEARS OLD
<DA NI-255 94-Z> (S t7-40)

B CENTERS AND ALL OTHER COPIES DESTROY WHE.'I OBSOLETE.
SUPERSEDCO OR WHEN 2 YEARS
OLD
<DA N 1 255·q4 2>-

5100 4 BIDDERS' LISTS

A ACCEPTABLE

LISts or card files of acceptable bidders DESTROY \\1IE~ SUPERSEDED OR
OBSOLETE
[GRS 3.5d] IN 17·8)

B DEBAB.!!f:Q ll.1!![! S!.!SP!;NDED

LISts or card files of debarred or suspended bidders DESTROY WHE.'I SUPERSEDED
OBSOlEIT, OR 3 YEAR~ OLD
WHICHEVER IS SOONER
<DA NI-255 94·2> ('II 17 7)

5tOO 5 GENERAL PROCUREMENT CORRESPONDENCE

Correspondence files of operanng procurement umts concernmg
mternal operation and adrmmsrranon matters not covered elsewhere m
this schedule Procurement management survey files. including
correspondence and reports concermng surveys of procurement
management.

5 A HEADQUARTERS REfAlN U~TIL REFCR.£.'IlCE VALUE
CEASES THL'I DESTROY
<DA N I 255-q4 2>- (~ 17-481

B-GEN+IlRS.A.I>IIl.AU..OJ'.HER.O DESTROYWHFN' YFAO. m n
IGRS 3·2]

5101 6 CONTRACT LEGAL ADVICE

Documents pertammg to pre-award contract advice concernmg RETIRi: TO FRC WHE.'I ~O LO'IGER
patent, copynghr and technical data mauers NEEDED FOR REFER~CE DESTROY

WITH RELATED CO~ACT OR
WHE.'II25 YEARS OLD \\'HICHEVER IS
LATER
<DA NI 255·94-2> (N 13 7)

5104 7 BASIC AGREEMENT FILES

Baste agreements are made With mdrvrdual contractors 10 set fonh
the negouated contract clauses which shall be applicable to future
contracts of a specified type entered Into between the contractor and
NASA dunng the term of the basic agreements All basic
agreements. current and acuve. or cancelled or superseded for any
one contractor, shall be filed together

A HEADQUARTERS DESTROY '2 YEARS AFTER
E.XPIRATlON OF BASIC AGREE.\1E.'IT
<DA NI 255·94-2>- (N 17-13)

B ~E1!!IliBS ll.1!!D II!.L QltlliB QEElC~I!:;QPU;:; REIlRE TO FRC 2 YEARS AITER
FI~AL PAYMENT O~ CONTRACT
PERFORMED BY APPLICABLE
CONTRACTOR DESTROY 4 YEARS
AFTER FI~AL PAYMENT
<DA NI·255·94-l>

5104 8 CONTRACT ADMINISTRATION OF PATENT AND NEW
TECHNOLOGY CLAUSES

Documents pertarmng to actual admmrstrauon of patent and new REIlR.E TO FRC 2 YEARS AfTER
technology clauses m contracts especially pertammg to reportmg and CONTRACT CLOSE·OUT DESTROY
processmg of inventions required to be reported WHE.'II20 YEARS OLD

<OA N I 255 94-2> (S 13·8)

5104 9 SURVEYS OF EV ALUA TlONS

Case flies on surveys of evaluations made by NASA procurement DESTROY b YEARS AFTER Ff!\IAL
offices PAYME.'IT

<DA N I 255·94-l> 1'/1719)

5t05 10 PROCUREMENT ACTION REPORT

Documents relaung 10 the reportmg system designed to provide DESTROY WHE.\I 2 YEARS OLD
stansucs ccncemmg placement. status delivery and settlement of <DA N 1·255 94-2>- (~ 17·11)
procurement ecuons Included are special quarterly procurement
activity. status monthly. contractor senternem. semi-annual.
consolidated. and summary reports. and related correspondence

5109 II COMPETENCY CERTIFICATES

Copies of the ceruficates commcrucauons. concerrnng the capacity DISPOSE OF I~ ACCORDANCE WITH
credu of specrflc small busmess concerns RELATED CONTRACT

<DA \II 255 94-2>- (N 17·)1)

5112 12 CONTRACT DEVIATION FILES

Requests, approvals and disapproval of devrauons from standard
contract or grant forms and clauses

A HEADQUARTERS REIlRE TO FRC WHE.'I 2 YEARS OLD
DESTROY WITH RELATED

NOTES Only AFS numbers wuh defined subjects are used - RETENTION - For uems marked Pendmg Retention Approval.
contact your Center Records Manager for mfcrmanon and/or questions

NOTES Only AFS numbers With defined subjects are used - RETENTION - For Items marked Pendmg Retention Approval
contact your Center Records Manager for mfonnauon and/or questions

5·2 5·3



INDUSTRYRELATIONSAND PROCUREMENT SCHEDULE5
(AFS 5000-5999)

ThIS document IS updated Irequently; therelore. pnnted COPieSmay be obsolete Reier to the Change History Log at the
beglnmng of NPR 1441 1 In the NASA Onhne Direcnves Information System (NODIS) lor current version

5115 13

B CONTRACTING OFFICE

C ALL OTHER OFRCES/COPIES

SOURCE EVALUATION BOARD (SEB) FD..ES

A ESTABLISHMENT OF BOARD INCLUDING RECORDS
CREATED

Records and correspondence concerning the compeunve
sohcuanon. evaluauon. and selecuon of a contractor to
perform a major negotiated contract, meludmg desrgnancn of
board members. rules for board operations, ccmmutee
appointments. mmutes of all comrrunee and board meetings.
records on the evaluation process, cruena, specrficanons,
bidder proposals, and reports of commut.ee actions and
findings, mcludmg backup material and final SEB reports to

the Administrator

B ACTIONS OF THE ADMINISTRATOR (OR HIS
~
Records and correspondence concemmg deliberations and
actions of the Adrrumstraror or hLS designee and other officials
parucrpanng m these actions relating to the final selection of
the contractor based on the SEB's repon and presentenorus)
NOTE These files are separate from the Board's flies set fOM
above In A

SOLICITED AND UNSOLICITED BIDS AND PROPOSALS
FILES (INCLUDING SUCCESSFUUUNSUCCESSFUL AND
REJECTED BIDS)

B

Relaung to transactions above the stmphfled ecquisruons
lrrmtaucns In 48 CFR. Pan 13

(a) When filed separately from the contract file

(b) When filed With contract case file
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. '" =.0 or=m n "'
IGRS 3·5b(2){b)]

14 3 Investigative reports concerrnng feasrbrlny of unsohcned
proposal(s)

(a) Reports on proposals resultmg m projects FILE WITH RELA lCD CONTRACT
DESTROY ACCORDINGLY
<DA NI·255·94-2> (N 179)

RETIRE TO rRC WHEN I YEAR OLD
(b) Reports on rejected proposals DESTROY WHEN 5 YEARS OLD

<DA NI-255-94 2>

5119 15 QUALIFICA nON LISTS

LISts of businesses determmed to be qualified to parucrpate tn the: DESTROY WHE.'I SUPERSEDED
small business program and related documents OBSOLETE OR WHE.'I 3 YEARS OLD

WHICHEVER IS LATER
<DA NI 255-94-2> IN 17·33)

5119 16 SMALL BUSINESS RECORDS

A ~
Reports received by smaIl business advisors from NASA DESTROY WHE.~ 2 YEARS OLD
procurement offices and from contractors regarding the small <DA N I 255·94-2> (N 17·32.
business procurement program

B INFORMATION FILES

Documents relaung La commurucanons or discussions DESTROY WHEN 2 YEARS OLD
provrdmg small busmess concerns With mformauon about <DA NI 25594·2> IN 17·28)
NASA requirements for the parncrpanon of small business
concerns m the NASA procurement program

C PROGRAM SURVEY Fll.ES

Documents relanng La surveys to analyze the effecuveness of DESTROY WHE.~ 2 YEARS OLD
the small busmess Program <DA N I 255-94-2> (N 17-29)

16 0 OUALlFICATION FILES

Case files relating to the productive capacuy credit. resources, DESTROY WHE.'I SUPERSEDED
and Similar data about small business concerns 10 provide OBSOLETE. OR wm:N 3 YEARS OLD
mformauon about the avarlabrlrty of addmonel small busmess WHICHEVJ:R IS LATER
sources to meet current or anucipated requirements of the <DA NI-25594-2> IN 17 30)
procurement program

5127 17 LICENSING OF NASA-OWNED INVENTIONS <DOMESTIC
AND FOREIGNI

A LICENSE GRANTS RECORDS MAY BE RETIRED TO FRC
WHE...\I 5 YEARS OLD DESTROY
WHE,'I 25 YEARS OLD
<DA NI 255-94-2> (N 13·10)

B INOUIRlES about cornmercral nghts and hcenstng program DI:STROY WHeN 2 YI:ARS OLD
<DA NI 25594-2>

5127 18 PATENTS (ALSOSEESCHEDULE2)

A INfRINGEMENT

Infnngement case files. including correspondence of a general RETIRE TO FRC 2 YEARS AFfER
nature regarding patent mfnngemem. SITILEMJ::oIT OF CASE DESTROY

COXfRACT
<DA NI·255·94-:!> (\117-4)

DESTROY WITH RllA TED
CONTRACT nLE.
<DA N I 255-94·2>

DESTROY WHEN NO LONGER
NEEDED OR WHE.'I 5 YEARS OLD
WHICHEVER IS SOONER
<DA NI·255 94-2>

MAINTAIN AS AN INn::GRAL UNIT
RETIRE AND DESTROY WmI THE
RELA lCD CONTRACT FILE. SEE
ITEM I A 3 OF THIS SCHEDULE. IF
CONTRACT IS PRECEDE.'IT SETTING
OR U:<IQUF. REllRll<G ACTIVITIES
PLACE DESTRUCTION DAlC ON THE
SF 135
<DA NI 25594·2> fN 17·39)

RETIRE TO FRC I Yr.AR AFTER THE
END OF mE nSCAL YEAR IN WHICH
THE SeLECTION TOOK PLACE.
DESTROY 6 YEARS AFTER THE
FISCAL YEAR Il< WHICH THE
SELECTION TOOK PLACE
<DA NI 255·94-2> (N \3-21)

DESTROY WITH RELATED
CONTRACT CASE FILE (SEE ITEM I
OF ruts SCHEDULE)
IGRS35,1

DESTROY I YEAR AFTER DArs OF
AWARD OR ANALPAYME."lT
WHICHEVER IS LATER
IGRS 3-5b(l)] IN 17-5)

NOTES Only AFS numbers With defined subjects are used - RETENTION - For Items marked Pendmg Retention Approval.
contact your Center Records Manager for mformancn and/or quesnons

NOTES Only AFS numbers With defined subjects are used - RETENTION - For Items marked Pendmg Retennon Approval,
contact your Center Records Manager for mformanon and/or questions
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WHEN 20 YEARS OLD
<DA N'1·::!S594·2> ('.113 11)

B LICENSES !!,!;!;;EIVED ON PATENTS QR P6TENT
APPLICATIONS

HEADQUARTERS ONLY - (Office of General Counsel) RETIRE TO FRC 2 YEARS AFTER
LlCE-"SE IS NO LONGER ACTIVE
DESTROY WHE." 10 YEARS OLD
<DA NI 255-94-1> (!'ol13.1'2)

5131 21 COST AND PRICE ANAL YSIS FILES

Cost and pnce analysts reports, financial data, audit reports and all DISPOSE or IN ACCORDANCE WITH
other supporting papers relaung to a contract RELATED CONTRACT

<DA NI·Z55 94·2> ('11735)

5133 22 BID AND AWARD PROTEST FILES
(ALSO SEE SCHEDULE 2)

Correspondence and reports regarding protests on bids and awards

A HEADOUARTERS ~ TO FRC WHE.'l2 YEARS OLD
DESTROY WHEN 6 YEARS OLD
<DA ~ I 255·94-1> IN 17.(;)

B !::!:!!!:rJ;BS t.!!!!2 t.LI QIJ:lliB QEEKIlSl!:QPIES DESTROY WITH RELATED
CONTRACT FILE
<DA N 1·255 94·2>

5135 23 R&D CONTRACT REFERENCE FILE

Consrsnng of copies of R&D contracts associated with the DESTROY AFTER CO\lPlL1l0N OR
accomphshment of the program With changes, modrflcanons. or CANCELLATION OF PROGRAM
addenda thereto <DA 'JI 255·94-2> N24-15)

5137 24 INTERSERVICE INSPECTION FILES

Documents relanng to the performance of mspecuon services for DISPOSE OF IN ACCORDA:-.ICE WITH
other procunng acuvrues such as audit reports RELATED CO'ITRACT

<DA 'l1·25594-2> l"!'1i17-411

5142 2S CONTRACTOR MONTIll.. Y MANAGEMENT AND
OPERATIONS REPORTS

Contract Technical Monuor's (CfM). Contracting Officers Technical
Representative (COTR), or Comracung Officer Representative
(COR) for which contract IS performed

A COPICSof formal wnnen direction to the contractor which fills RECORDS MAY BE RETIRED TO FRC
m detail, directs possible lines of mquuy. or otherwise more WHEN 4 YEARS OLD DESTROY
specifically defines work set forth m the contract statement-of- uPON CERTIFICATIO~ OF PAY\tE.'lT

work TO llfI: CONTRACTOR OR WHE.'l ~O
LONGER NEEDED ron FOLLOW 0:"
COm-RACT PREPARATION RETIRING
ACTIVITY TO PLACE DESTRUCTION
DATE ON SF 135
<DA NI·255 94-2>

B COPies of contractor s management and operauon reports. DESTROY 1 YEARS AFTER
contammg financial and producucn data. EXPIRATION OF CONTRACT

<DA ~ 1 155·'}4·2>

5149 26 CONTRACT TERMINATION REPORT FILES

Reports. correspondence. and related documcntauon pena.mmg to DESTROY WHEN 3 YEARS OLD OR
status of contract or grant terrmnanon WI11l RaATEDCONTRACT FILE,

WHICHEVER IS LATER
<DA Nl 255·94·2> IN 17 3)

5200 27 CONTRACTOR LABOR RELATIONS - EQUAL
EMPLOYMENT OPPORTUNITY IEEO) RECORDS
(INDUSTRY)

A !::OMPLIANCE RECQRDS

Documents relanng to the compliance With nondtscnrrunanon
m employment contract clauses--- 27 I Comphance Review files consisting of reviews, DESTROY WHE.'1 7 YEARS OLDr-- background papers, complamts. Special VISits. and IGRS I 25dO)1 IN 17 37)

~

es

c DESTROY WHEN 3 YEARS OLD
[GRS I 25d(1) I

S

Contract compliance reviews of contractors and effirmauve
acuon plans of contractors and equal employment opportunity
(EEO-I ) reports r-~

C EEO ClEt.Re.!!!CE Pi\PERS

Memoranda or oilier docurnentauon from EEO cleanng or DESTROY WITH RELATED
approving a contractor for compliance With nondiscnmmauon COl'ITRACT
contract clauses <DA ~ 1·255 94-2>

5300 28 UNSATISFACTORY CONDITION REPORTS

Reports and related documents resulnng from unsatisfactory RETIRE TO FRC I YEAR AFTER END
performance or workmg condiucns as related to the contract and OF PROJECT DESTROY 10 YEARS
contractor AFTER THE E.'ID OF THE PROJECT

<DA NJ·ZSS·94-2> 1':-.120-7)

5300 29 EV ALUA TlON FILES

Case files on evaluations made by the Headquarters R&QA Office RETIRE TO FRC I YEAR ArTER
CO\!PLETIO" or PROJECT
DESTROY 6 YEARS ArTER
COMPLETION
<DA ~ 1·255·94-2> ('l2().1)

5300 30 R&QA AUDITS, SURVEYS, AND REPORTS

A Documents related to R&QA audits, special studies status RETIRE TO FRC 2 YEARS AFTFR.
reports, etc . mcludmg related correspondence (filed by COl'ITRACT FINAL PAYMENT
contract) DESTROY 5 YEARS AFTER FINAL

PAYMENT
<DA NI-25594-2> IN 20-11)

B All other or in-house SR&QA Audns, Surveys. and Report CLOSE FILE AT L'ID OF SURVEYI
fi les performed AUDIT AT E,'ID OF FISCAL YEAR

DESTROY WHE." 9 YEARS OLD
<DA ~1-255 94-2>

C Quahty Surveillance Records/System (QSR)

1 OngmaJ forms which document the qualuy assurance DESTROY ORIGINAL QSR S WHEN 2
specrahst's daily work effort The fonn records the YEARS OLD
specrahsts observations of the contractor perforrrung tasks <DA N 1·255 94 2>

NOTES Only AFS numbers With defined subjects are used - RETENTION - For Items marked Pending Retention Approval.
contact your Center Records Manager for mformauon and/or questions

NOTES Only AFS numbers With defined SUbjects are used - REfENTION - For uems marked Pending Retention Approval,
contact your Center Records Manager for mformanon and/or questions
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per contractual requirements

2 Copies of Items In I above DESTROY WHEN 6 MONTHS OLD
<DA NI-25S-94-2>

5300 31 INSPECTION AND PROOF REPORT(S)

A Documents reflecung dimensions. drawmgs used In

manufacture. results of prooftesnng, ceruficauons of
acceptance, and related data concernmg mspecuon and proof
tesung of manufactured components

I Paper Recordkeepmg copy DESTROY 3 YEARS AFrCR
COMPLETIO~ OF FINAL
PRODUcnO~ ORDER FOR THE
RELATED COMPO~
<DA NI-25599-2> eN 20·b)

2 Electromc media DESTROY /RECYCLE 3 YEARS AFTER
(magnetic tapes, OD. CD ROM ) COMPLETION OF FINAL

PRODUcnON ORDCR FOR THE
RELAn:D COMPO~
<DA N 1-255 99-2>

3 Photographs DESTROY 3 YEARS AFTER
COMPLETION OF FI~AL
PRODUcnON ORDER FOR THE
RELATED COMPO;>IE.'IT
<DA NI25599-2>

Electronic COpies generated on office automanon DELETE AFTER RECORDKEEPI~G
app rcauons su r-rvov u, ,.="Donn"r"D
applications <DA NI 255·992>

B COPies of contracts, purchase orders, and related papers DISPOSE OF IN ACCORDANCE WITH
pertarrung to Government Source Inspecuon requirements and ITEM I OF TIllS SCHWULE.
Procurement Surveillance findmgs <DA NI-2SS-94 2>

C COPies of construction contracts and purchase orders relaung DESTROY WHEN 4 YEARS OLD
to non-srgmficant files, mcludmg drawmgs and quality <DA NI 255-942>-
requirernents/mspecuons NOTE The records idenu lied In

uns Item are DOl necessary for final payment or closure of the
contraclfile

D COPIe50 mcmemar ..1>1 ch as shop notes DESTROY OR DELETE WHEN xo
and mspecuon request. etc relaung to lnspecucn ana CIVVI ,n. WHE~ I YEAR
Reports nOI covered In A. B, and C above ~~ ~;;~~ IS SOON1:.K

5310 32 MANUFACTURING CONTROL FILES

Work orders Job orders. tum-In slips, estimate sheets. production DESTROY 3 Yr:ARS AFfCR
reports and other papers relanng to the scheduling. dispatch follow CQ'&LETlON OF RELATED WORK
up and control of Items to be manufactured <DA Nl·255 94-2> (N20-8)

5310 33 TECHNICAL FILES

Technical records/files on R&QA contracts ISSUed by office RETIRE TO FRC WHEN I YJ:AR OLD
DESTROY WHE.'l 4 YEARS OLD
<DA N I 2..Cj5-942> (N 20-4)

5320 34 PARTS PROGRAM MANAGEMENT FILES

Parts program management. mcludmg Red Rag Reports discrete RETIRE TO PRC I YEAR AFTER
and rrucroelectrcrucs parts, and parts data systems COMPLETION OF PROJECT

DESTROY WHEN 4 YJ:ARS OLD
<DA Nl·25594-2> eN 20-'\)

5330 3S MANUF ACfURlNG QUALITY CONTROL FILES

Documents mamtamed for detection. prevention. and control of
manufacturing defects

A !~~~gcr!QN t\[ill R(;IiQ'=!.IT!Q~ RgQRQ~

I Documents such as an-process inspection sheets. rework DESTROY 3 YEARS AFTER
records, reports reflecting frequency drstnbuuon of COMPILTION OF FI~AL

manufactunng defect .., and related papers PRODUCTION ORDER FOR THE
RI:LA TED COMPONE.'IT
<DA NI-255-94 2> IN 20·5)

2 Documents related to third-party audits and cernnceuon of DESTROY 3 YEARS AFTER
manufactured components CERTIFICATION DATE.

<DA N I 255-00·5>

3 Electronic COpies0 rccorus UliU , n~<"""YIDELETE AFTER THE
mall and word processmg systems and used solely lO ~g~CE~u,'w< .~oU"~
generate a recordkeepmg copy of the records

<DA N 1·255..OQ..5>

5500 36 WAIVERS - PATENTS

Case files on peuuons for waiver of patents, and all related RETIRE TO PRC WHE.'1 2 YEARS OLD
documentanon and papers DESTROY WHEN 25 YEARS OLD

<DA Nl 255·94-2> IN 13·19)

5800 38 FACILITIES GRANTS

A DRt\ WINQ~ t\!'!D ~fE!:!E!!:t\ TIQN~ (Rcuune)

I Headquarters RETIRE TO FRC I YEAR AFfER ANAL
PAYML'IT DESTROY 10 YEARS
AFTER FI~AL PAYMENT
<DA :.II 255 94-b rn 17 381

2 Centers and all ether offices/copies DESTROY WHE.'l NO LONGER
~ED OR WHEN 3 YEARS OLD
WHICHEVER IS SOONER
<DA NI·255 94-2>

B PR!>!.!MI~t\RYlfR(;Iig~T6I!Q~ !2B6~~QS t\~!2
MQIlli.S.

I Records that relate to the nussron of the Agency
(a) Drawings DESTROY WHE.'l NO LONGER

=£0
<DA NI-255-94-2>

(hI Architectural models DISPOSE OF WHCN NO LONGER
NEEDED FOR ADMINlSTRATIVE
PURPOses DO'lATION/OfTER MAY
BE MADE TO THE DIRECTOR
S\1ITHSONIAN OR THE AIR & SPACE
MUSEUMS AS APPROPRIATE
<DA NI-255 94-2>.....

- uemflcam records for temporary structures and
butldmgs or 0 the nussion of the
Agency

(a) Drawings
NOTES Only AFS numbers With defined subjects are used - RETENTION - For nems marked Pending Retention Approval,
contact your Center Records Manager for mformauon and/or questions

NOTES Only AFS numbers With defined subjects are used - RETENTION - For Items marked Pendmg Retenuon Approval.
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Records Include druwmgs of the structures and
butldmgs such as telephone and electnc hnes. storage

s parklng lots. and comfort stations Drawings of
eiectflca , n • heaung. or an condruorung
systems are also me
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DESTROY WH£.\I SUPERSEDED OR
AFTER THE STRUCTIJRE OR OBJECT
HAS BEEN RETIRED FRO\1 SERVICE
IGRS 17-3 ""dGRS 17-4J

TRANSPORT ATION

(b)
SUBJECT AREA OR RECORD TITLE RETENTION

AFS# ITEM DESCRWTION OF RECORD SERIES <AuthoTlt~

6051 I PREPAID BILLS OF LADING

A INBOUND StllPMENTS

Documents relating to inbound shipments where freight charges DESTROY WHEN 2 YEARS OLD
are prepaid by the shipper, Included are recetvrng documents. <OA NI·255-89-4> (N 22·81
commercial bills of Iadmg, freight bills, transn pnvrlege bills of
lading cross-reference sheets similar documents. and related
correspondence

B Q!.!I~Q!.l~!l S6LV 6QE

Documents relanng to ouLbound shipments of salvage or DESTROY WHE.'1 I YEAR OLD
rejected marenal to consignees who assume necessary freight <DA :"11-255-89-4> (N221)
charges for shipment

C ALL OTIlER CQPIES DESTROY WHE.'1 OBSOlETE.
SUPERSEDED OR WHE.'12 YEARS
OLD WHICHEVER IS SOO:"olER
<DA :"11·255-89-4>

~ --=-- E Obligation copy of commercial passenger transportanon DESTROY WHE.'1 FU:<DS ARE

~

OBLIGATED
IGRS 9 Id]

F Unused ucket redemption forms, such- - DESTROY 3 YEARS AFTER THE

1lW 1:<WHIC~<~\lPLEfED

[GRS9 Ie] ---- ~
G All other offices/copies DESTROY \\'HE.'\I I YEAROLD

<DA N'I 255-89-4>

6110 3 CARRIER RATE TENDER FILES

Documents relating to sohcned or unsohcued tenders or reduced rates DESTROY I YEAR AFrER RAIT.S

and/or tanffs submitted by commercial earners for the transponancn OR TARIFFS BOCOMESUPERSEDED
of freight OR RESCI'\IDED

<DA NI-255·89-4> (NZl-IO)

6120 4 FREIGHT RATE NEGOTIATION FILES

Documents relanng to negcuanons With earners or earner's DESTROY WHE.'1 SUPERSEDED

assocrauons on transponancn rates freight classrflcauons. and similar OBSOlETE. OR WHE.'1 SO LO:<GER
REQUIRED FOR ClJRRE.'IT

rnauers OPERA TIOSS OR WI{E\/ 3 YEARS
OLD WHICHEVER IS LATER
<DA NI-255-894> (:"0122 II)

6200 5 TRAFFIC MANAGEMENT FEASIBILITY STUDIES

presemanon purposes

ITEM PRICING FILES

Documents used m derermuung standard prices for use rn obtammg
Improved pricing on purchases and accounting for the sale and ISsue
of Items

DESTROY WHE.'1 SUPERSEDED
OBSOlETE. NO LOSGER SEEDED
FOR REFER~CE. OR WHE.'1 3 YEARS
OLD WHICHEVER IS LATER
<DA !'III 255-94-2> (N 17 34)

NOTES Only AFS numbers wrth defined subjects are used - RETENTION - For Items marked Pending Retention Approval.
contact your Center Records Manager for mfcrmauon and/or questions

NOTES Only AFS numbers With defined subjects are used - RETENTION - For Items marked Pending Retention Approval,
contact your Center Records Manager for mformanon and/or questions
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES <Authont~>

8 ~
In addition to the above, JSC authors (as opposed to a
contractor author) are required to provide

0 JSC Form 155 'Processing Screnufic & Technical
Pubhcanons "

(b) All other copies/centers DESTROY WHE.'1 NO LONGER
Ni:EDCD ron REFERENCE ust
OR WHEN 3 YEARS OLD
WHICHEVER IS SOO"ER
cDA NI 25'i·94·i>

E AUTHOR'S FILESIRECORDS

f AUTHOR'S WORKING PAPERS

Working papers relatmg to the publication, such as feeder DESTROY WHE.\l 15 YLARS OLD
reports background matenals. mtenm reports. notes, <VA NI 255-94-1>

correspondence. and related papers

2 SPECIAL AUTHOR FlLE.S (GRC)

(a) Edited manuscnpt copy galley proofs. blue Imes. and DESTROY WHE.'l' 2 YEARS OLD
dummy layouts for each technical report <DA Nl·255·94 I>

(b) Camera-ready copy of text and figures and related DESTROY 20 YEARS AFTER

negatives, supportmg papers which document the SEPARATIO~ TRANSfER OR

mcepuon. scope. and purpose. mcludmg ednonal notes TI:RMINATION OF E.\1PLOYEE
<DA NI 2'i5-94 I>

F EDITED MANUSCRIPT FILES

I HQ STI FILES (Code J)

(a) Edited manuscript copy. galley proofs. blue hnes. and DESTROY WHEN 2 YEARS OLD

dummy layouts for each pubhcanon <DA NI 255-94-1>

(b) Camera-ready copy of Special publications. mcludrng TRANSFrR. TO FRC b MONTHS

ongmal art figures. cover design. and LItlepage AFTER DOCll\1E,'1T IS
PUBLISHED DESTROY WHE~ J
YEARS OLD
<DA NI 25594 I>

2 E-FILE.S (GRC STI FIlES)

(a) Edited manuscript copy, galley proofs. blue Imes and
dummy layouts for each techmcal report

------- -_____ (1)--198101983 DESTROY JA.."IIUARY 1996-
(2) 1984-1989 DESTROY JANUARY 1997

(4, 1994 and Contmumg

DESTROY JA~UARY 1998

DESTROY WHE."II 2 YEARS OLD
<DA NI-2'i5 94-1>

Camera-ready copy of text, figures, related negatives and.
rung papers which document the mcepuon. 3COpe,

and p e mcludmg ednonal notes

(1) DESTROY JA."IIUARY 1996
<DA NI-25594-1>

(2) 1984-1989

(3) 1990-1993

(4) 1994 and Conunumg
<DA NI 155·94 I>

G OTHER STI PLlBLICA TlON FILES

Other locally pubhshed reports NOT included m the "formal
senes let above

DESTROY WHEN RIJ'ERLNCC
VALUE CEASES
<DA NI·255 94·1> (N B 8)

GLENN - Locally pubhshed Reports NOT Included In
FORMAL senes

(a) B-FILE.S

(I) Edited manuscnpt copy. galley proofs. blue Imes. and
dummy layouts for each technical report

DESTROY 2 YEARS AFTER
PUBLICATION
<DA NI 255-94 I>

(2) Camera-ready copy of text. figures. related negatives
and supponmg papers. which document the mcepuon.
scope, and purpose. mcludmg ednonal notes

DESTROY WHEN 10 YEARS OLD
<DA NI-255 94-1>

(b) RECURRING B-FILE.S

(I) See Descnpuon In a(l) above DESTROY 2 YEARS AfTER
PROGRAM TERMINATION
CANCCLLATIO"ll CO\1PLETION
UPON r ACIUTY CLOSURE OR
WHE."II 5 YI:ARS OLD
WHICHEV[.R IS l..J\TER
<DA NI-255 94-1>

(2) See Descnpuon m a (2) above DesTROY 10 YeARS AfTER
PROGRAM TERMINATION
CANCELLATION' CO\1PLEllON
UPON rACILITY CLOSURE OR
WHE."II 15 YEARS OLD
WHICHEVER IS l..J\TER
<DA ~I 255-94 I>

(e) PROJECT-RELATED FILE.S

NOTES Only AFS numbers With defined subjects are used -- RETENTION - For uems marked Pending Retention Approval.
contact your Center Records Manager for mformauon and/or questions

NOTES Only AFS numbers With defined subjects are used .- RETENTION - For Items marked Pendmg Relent Ion Approval.
contact your Center Records Manager for tnformanon and/or quesuons
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RETENTION
<Authonty>

All other office/copies DESTROY WlIE.'I SUPERSEDED
OBSOLETE. NO LOSGER
NEEDED OR WlIE.'I 3 YLARS
OLD WHtCHEVER tS LATER
<DA NI-255-94-1>

.. PER\1A;'\I['IT or

TRANSFER TO \lARA WlTHI"
I YEAR AfTeR FIL\1I\lG
<DA NI-2~'i 94 I> IN2'\ 71

DESTROY WHEN :'-10LO\lGLR
SEEDED OR WHES RfTIR[SCE
VALUE CEASes R[CORDS
CA'l'NOT BE RETIRCD TO A \I
rRC
<DA \ll-Z~'i 941>

(4) 1994 to present that have not been rrucrofilmed • PERMANENT •
TRANSFER TO NARA WHEN
I YE.AROLD
<VA NI-25594-1>

(c)

2003 - Contmumg

o DOCUMENT AVAILABILITY AVTHORIZA TION IOAA)
~

Papers subrruned for approval of and released through scientific
and technical orgaruzanons EXTERNAL to NASA

(a) Documentation consists of the ongmel paperwork
subrmrted for each paper

o NF 1676 (or old FF427). 'NASA Screnufic and
Technical Document AVailability Auihonzanon
(DAA)",

a Abstract of the paper Cited on the NF 1676 (or old
FF427)

JSCONLY

In addruon to the above documeruanon. JSC authors are
required to provide

o JSC Form 548. "Approval and Funding for Technical
Presentations, Technical Papers, and Journal Arucles
for External Audiences "

(b) All other copsesceruers

Papers submitted for pubhcauon m the NASA SCientific and
Technical Reports Senes

(a) Records document both Center and NASA Headquarters
approval of reports by CIVil servant and contractor authors
for pubucauon 10 the NASA STI ReIXJn Senes
Documentation COnsists of

o FF427 (DAA),
o Report Documentation Page (SF 298), or an Abstract

of, or an lntroducuon to me Report.

C PUBLICATIONS AND MATERIALS HELDIMAINTAINED AT
£&l

Record ropy of screnufic and technical pubhcauons, such as
Technology Surveys. Technical Reports, Technical Notes.
Technical Memoranda, Contractor Reports. and Special

bhcauons These are examples only and records should not be
ted to this selection

(I)

121 ALL OTHER COPIES

tbt Paper copy
ThIS" a CLOSED SERIES

(I) Pre-1958

(2) 1958·1978 (That have not been microfilmed)

(3) 1979 - 1993 (That have not been rmcrofilmed )

DESTORY (AFTER
VERIFICATION OF MICROFILM)
WHEN NO LONGER NEEDED FOR
REFERENCE OR WHEN 60 YEARS
OLD WHICHEVER IS SOONER
RECORDS CANNOT BE RETmED
TOANFRC
<DA NI·255 94-1>

DESTROY 2 'YEARS AFTER
MFETISG OR PUB LlCA TIOS
DATE CITED ON THE FF427 (OM
FORM) OR WHES 5 YE.ARS OLD
WHICHEVER IS SOONER
<DA NI 255·94-1>

DESTROY WHE.'I ~O LONGER
NEEDED FOR REFERENCE USE
OR WHES 3 YE.ARS OLD
WHICHEVER IS SooSER
<DA NI·2S594 I>

DESTROY NO LATER THAN 5
YE.ARS AFTER DATE OF
PUBLICATION OR WHEN 6
YE.ARS OLD WHICHEVER IS
SooSER
<OA NI-25S·94-1>

NarES Only AFS numbers With defined SUbjects are used -- REfENTION - For Items marked Pending Retention Approval
contact your Center Records Manager for mformauon and/or questions
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SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

2 SPINOFF PUBLICA nON ·PERMANE..W·
TRA...'\ISFER.TO N'ARA AS CITED
BELOW

These are new technology reports submitted to Technology
Uuhzaucn Offices by m-house personnel or by contractors m
accordance WILh the provisions of the contract's new technology
clause (an annual report)

t976 1990

HQ and all other NASA Centers

CONTRACT ADMINISTRATION OF CLAUSE

pertarrung to adrrumstranon of the new technology clause In

contra cts, especially La reportmg and processing of mnovauons
required to be reported
o GSFC ONLY - Thrs Item applies to the Patent Office
o HQ and all other NASA Centers

H TU APPLICATIONS FILES

APPLICATION TEAM

Reports. correspondence. minutes of rneeungs. etc produced by
the application Learn In Identifying pubhc sector opportunities
for adaptive engmeenng

APPLICATION ENGINEERING PROJECT CASE FILES

These files are rnamtamed by the Program Manager who IS

located at NASA HQ. Code C. and ('on51<;1 of RTOP summaries.
mtenm reports, and summaries In narrative formal
NOTE Case files that are located at the respective lead

mstallanon and should be rewed under Schedule 8,
R&D Project Case Files as a PERMANENT record

SPINOFF FILES

SPINOFF CASE FILE

FLIesare mamtamed by year and COl15ISt of research files Which
contain chppmgs correspondence wuh companies product
lnerature and interview notes and any other Similar
documentauon or related rnatenals

RETENTION
<Authomy>

RI.11RI: TO rRC 3 YEARS AfTER
RECEIVED DESTROY WHeN 5
YEARS OLD
<DA Nl-1SS-94-1> IN.:!3·:!)

SEE DISPOSITION ABOVE

RETIRE TO lOCAL ReCORDS
~ TORAG[ 1 YEARS ArTER
ReCEIVED TRA:-.ISFER TO JPL
ARCHIVes WHE\! 10 YEARS
OLD DCSTROY WHEN NO
LO'lGER 'JEeOED THESE

~AI'JNOT Be ReTIReD
TO A'IrRC

'~7

(b) 1991- Conunumg

Tills IS a CLOSED SERIES

(cl 2003 - Continuing

2220 8 SCIENTIFIC AND TECHNICAL INFORMATION
PUBLICA nONS AND MATERIALS

RD1RI: TO rRC t YEAR AITER
CONTRACT CLOSEOUT
DESTROY 10 YEARS AFTER
R!\IAL PA YME.'lT OR CLOSEOlIT
<DA !\IJ-25594-1> IN 23 I)

RETIRE TO rRC WHEN ~ YEARS
OLD DESTROY WHE.~ 5 YEARS
OLD
<DA NI-255 94·1>

RJ:11R[. TO FRC WHeN 2 YEARS
OLD DESTROY WHE.~ 5 YEARS
OLD
<DA N 1-::!55 94- i>

RJ:TIRI: TO FRC WHEN 5 YEARS
OLD DCSTROY WHEN 20 YEARS
OLD
<DA NI 255-94 I>

Sciennfic and Tecbrucal lnformanon (STI) 15 defined as the results (facts.
analyses. and conclusions) of basic and apphed SCientific. technical. and
related engmeenng research and development STI also Includes
management, mdustnal. and economic mformanon relevant to thrs
research

A PUBLICATIONS AND MATERIALS MAINTAINED BY OPR

Pubhshed and processed documents prepared by NASA such as
technical reports. hrstoncal volumes, and rnformanonal materials

The office of pnmary responsibility Will mamtam one copy of
each published or processed document together With related
background papers reflecting a basts for the Issuance or thai.
contnbute to the content of the publication mcludmg
coordination papers and comments

NOTE It IS the responsjbtluy of the OPR to send/submn one
record copy to CASI See Sub-element C of this Item

Workmg papers such as notes. rough drafts. background reports.
and other such papers (exclusive of those described under
Item I)

All other offices/pnrued COplCS

Record copy If mamtar uphcaung or distribution umt. i e .
Education Office Public Affatrs. n Officers). of each
pamphlet. report. leaflet. poster. chart. boo
or other pubhshed or processed documents or the
report If not pubhshed

TRANSfER JANUARY I 1997
TRA:'rlSFER JA.'JUARY I 2000
<DA NI 25594·1>

RETIRE TO FRC AT E.'ID OF
SECOND FISCAL YEAR AFTI::R
DOCUME.'IT IS PUBLISHED
DESTROY WHEN \0 YEARS OLD
<DA NI 255·94 1> IN 1-28)

DESTROY t YEAR AFTER
DOClJ"1E.'IT IS PUBLISHCD
<DA NI-2oCj'i 94-1:>

DESTROY WHCN REFERENCE
VALUE CEASES
<DA :-.11·25594-1>

NOTES Only AFS numbers wnh defined subjects are used -- REfENTION - For Items marked Pendmg Retention Approval.
contact your Center Records Manager for mformauon and/or quesuons

Record copy With the supporung papers which document the
inception. scope. and purpose (ThIS uem does not cover COplCS
and related material retained m on ann office
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o PHASE n -N(JI fUNDED6 4 All other office/copies DESTROY WHE~ ~O LO~GER
:-IE£:DED OR WHE'> 1 YEAR OLD
WHICHeVER IS sooxrn
<DA \j I ~55·Y.J [:>

Proposals not selected for funding (Phase II only-but selected
dunng Phase I process)

DESTROY lDIFU:<DED PHASe II
PROPOSALS ONE YEAR AFTER
TIlE SELEC110~
ANNOUNCEMENT OF PHASe II
<DA N 1-255-94-1 >

2130

E NASA HEADQUARTERS - OPR

These records include beth Phase I and II proposals, and are
microfiche In their enure y

DESTROY PAPER RECORDS
AFTER MICROFICHING
<DA NI-255-94-1> • PERMA..\IENl' •

ro FRC 5 YEARS AFTER
PUBL N TRANSFER TO
NARA WHEN OLD
<DA Nl 255-94-1>

F MICROFICHE

DESTROY MICROFICHE WHE.~
10 YLARS OLD
<DA NI-255-94-I>

(Item E Above)

Centers

Innovator's working papers (mcludtng patent) retanng 10 the
publication. such as feeder reports background materials.
mtenm reports notes. correspondence. together with related
showing inception, scope. and background

TECHNOLOGY lfflLlZA nON FILES
RETIRE ro FRC AT TIlE SAME
TNE AS THE RELATED CAse
FILES DESTROY WHEN 10
YEAR$OLD
<.DA N 1-255-94-1:>

A PUBLICATION ORDERS MEMORAND~ AND REPORTS
.EJ!,,5

Orders memoranda and reports between the Technology
Utilization Office and the SCientific and Techntcal Informauon
Office, relaung 10 the use of S'FJ's services (Tlus Include ...files
created both by Headquarters and Centers)

DESTROY WHE.\' 2 YEARS OLD
<DA "J1·:!';;594I> f'1:n 5) All other offices/copies DESTROY WHEN REFERENCE

VALUE CEASES OR WHEN 5
YEARS OLD
<DA ~I 255·94-1>

E TECHNICAL SUPPORT PACKAGE ([SPI ffiES

B
TSP Illes typically consist of basic technology thai has not yet been
transferred to a workmg/pnvate-pubhc orgamzancn Files COnsist
of a collection of technical documemauon related to and descnbmg
aspects of the rnnovaucn reponed m a NASA Tech Bnef (Item D
above). mcludmg reproducible master ropy (If any) and exclusive
of duplicated COPiesof the TSP (tf thts IS a patent. It IS the baste
dccurnemancn)

RI:TIRE ro FRC WHE.~ 5 YEARS
OW DESTROY WHE.~ 10 YEARS
OW
<DA '11 25'194-1> (:-.1233)

.. PER..\1A..'m..'IT"
TRANSFER TO NARA IN
10 YEAR BLOCKS WHEN 30
YEARS OLD
<VA NI 255·94-1>

c
F T\) DISSEMINATION ffiES2131

Tlus IS a CLOSED SERIES
Files of arncles appearing In technical and de rnagazmes on the
NASA TV Program (mcludmg current and aft the fact arnclesl,
and the iran ...ter of ...pace technology to pnvare In qry

Prelunmary. progress, and final reports of pubhcanons prepared or
ISsued by contractors operanng a Regional Technology Transfer
Center (RITC) COSMIC or TAC, In cooperanon With NASA and
other contractors assrsung the Technology Uuhzauon Program
drssenunanon efforts, and related correspondenceChpprngs wuh no value uncludmg those thai do nOI

relate to a specific project/program)
D~ TROY WHE;\I ;\10 LO;\IGER
"J[[D[D OR WH["J 1 YEARS
OLD \\'HICH[V[R IS SOO\,ER

f,'1?) 6)
2170 I Headquarters - TU OfficelProgram RETIRE TO FRC WHE. ... 2 YEARS

OLD DESTROY WHE.~ 5 YEARS
OLD
<DA NI 25594 I> (N 23-4)Chpprngs of TU that have value and are related 10 a

project/program
All other offices/copies DESTROY WHLN 2 YEARS OW

<DA ;\11·255·9+ 1>

3 JPL ONL Y OPR RETIRE TO L AL RLCORDS
STORAGE WHE YLAR OLD
TRA ~5rrn ro JPL CHIVLS
WHEN iO YEARS OLD ESTROY
\VHE'1 NO LO'1GCR "JEE
<DA "JI 255·94 I>

G NEW TECHNOLOGY FILES

I REPORTS

NC1fES Only AFS numbers with defined subjects are used •• RETENTION - For Items marked Pendmg Retenucn Approval.
contact your Center Records Manager for mforrnanon andlor questions
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2 2 File for specific invention disclosures for which patent RETIRE TO FRC b MONTHS
apphcauon was filed AfIER PATENT IS ISSUED

DESTROY WHE.'1 20 YCARS OLD
<DA NI :!55·94 I>

J Sohctung mstrucuons Lo Centers regarding procedures for DESTROY WH£.\I I YEAR OLD
sohcrung <DA Nl 255-94 I>

B DETERMINATION OF RIGHTS to Employee lnvennons. RETIRE TO FRC 6 MO'ITHS
mcludmg documents pertammg to Execuuve Order 10096. et seq AFTER CASE IS I!'IAC1lVE OR b

MONTHS AFTER PAl'E..\lT IS
ISSUED DesTROY WHE.\I 25
YEARS OLD
<DA :-.,11-255-94-1>

C A~SISI~!,;E TO OTIl&B aGEt!!C!&:i Ot!! f~nm~ RI:llRC TO fRC WHEN 2 ''LARS
FLies include legal assistance given to other Agencies on patent OLD DESTROY WHE..\I 5 YI:AR.S
matters OLD

<DA NI-2S5 94·1> (N 13·11)

D eATEm·SOLl!,;ITINQ INSIRUQIQNS TQ WL DESTROY WH£..\I I ITAR OLD
regardmg sobcuauon procedures <DA :"III255-94 I>

E ALL OTHER QFF!CESK:QPlES DESTROY WHEN OBSOLETE OR
SUPERSEDED
<DA NI 154;j-94-1>

2080 4 CLAIMS FILES

Case files. relatmg 10 claims In favor or. or against. the Go ..emment for
damage. loss. or destrucuon of propeny. and for personal injury or death
resulung from negligence or wrongful acts or ormssrons of acts
Included. but not limned to. are tort claims (2 yr statute of hrrutanon).
manume claims foreign claims mternaucnal treaues. Space Act claims.
and personal property claims

A SPECiaL MaSTER !,;LNMS

Claims established when many claims result from a Single accident, RETIRE TO FRC 1 YEARS AFTER

incident or disaster FINAL ACTION ON CASE.
DESTROY WHE..'118 )"EARSOLD
<DA NI-"15594-1> IN IJ I)

B RQ!.lI1NE ALLQWED OR DISALLQWED CLAIMS

f Claims mvolvmg personal Injury or a mmor RETIRE TO FRC 2 Y[ARS AFfER
ANAL ACTION 0'1 THE CASE.
DESTROY WHEN 28 YEARS OLD
<DA :"111-155-94-1>

2 All other claims RETIRE TO FRC 2 YEARS AFTER
RNAL ACTION ON CASe
DESTROY WHt..'l 8 YEARS OLD
<DA NI-255-94-1>

NarES Only AFS numbers WIth defined subjects are used -- RETENTION - For Items marked Pending Retention Appro ..al,
contact your Center Records Manager for mformauon and/or questions
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4 C ~

2084 5

2100 6

I Investigative

Documents accumulated from mvesugaung accidents and
mordents which could, but do not. result In the filing of a claim

2 Miscellaneous

RETIRE TO FRC ON EXPIRATION
OFPERTlNr.NT STATlITORY
PLRIOD FOR FTI..JNGA CLAI\1
DESTROY 5 YEARS AFTER
EXPTRATIO'l OF PCRTINENT
STATlITORY PERJOD
<DA .'11 155-94-1> (;"1.113-4)

Claims reports consisting of srausucat. fiscal. and related reports DESTROY WHE.'l 2 Yr.ARS OLD
on the dtsposmon ofclauns <DA ;"I.It155-94-1> (;"1.113-5)

RETIRE TO FRC 2 YEARS AFfER
\LAR IN WHICH COURT
RE.~DERS ITS FL"AL DECISION
OR rat YEAR IN WHICH THE
CASE IS SElTLED DESTROY 20
YEARS AFTI:R ANAL DECISION
OR CASE IS seTTLED
<DA NI-155-94 I> IN 13-23)

RETAIN AND INCORPORA1E
INTO PHASE n CASE FILES
<DA Nl 25594-1>

DESTROY PROPOSALS NOT
FIDlDED ONE YCAR AFTI:R
CO\WLETIO;"l.lOF END OF
PHASE I
<DA NI-24;j594-1>

DESTROY FIDlDED PHAse II
russ 1 )LARS AFffiR THI: END
TERMI:"IIATIONOR
COMPlETION OF PHASE II
<DA NI-255-94-1>

ADMINISTRATIVE AND COURT LITIGATION CASES
INVOLVING NASA

FLIesof cases mcludmg. but not limited to. ccmplarnt answer monons.
discovery. transcript of proceedings. Ina! exhrbns and bnefs in support or
the parties' positions. together WIth the workmg papers or the auomey
handhng the case

SMALL BUSINESS INNOVATIVE RESEARCH (SBIR)

These are files that are mairnamed by the Technology Uuhzanon Office
at NASA Centers of sohcued proposals NASA typically announces to
small business enuues what areas of interest and/or research memes are
available for possible performance Small businesses send m proposals to
NASA In the subject areas for review and evaluauon These files are kept
In the sequence of phases required under the SBA regulanons

A PHASE I - SELECTED PROPOSALS

Wmnmg proposals scores evaluaucns. recommendations. and
selected proposals which are funded

B PHME I . NQT SELECTED

Proposals nor selected for funding

C PHaSE II . FU@EP PRQPQSALS

Ongmal proposals evaluauon sheets, reccmmendanons and
selection sheets

NOTES Only AFS numbers With defined subjects are used -- REfENTION - For Items marked Pending Retermon Approval.
corn act your Center Records Manager for rnformanon and/or questions
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CHAPTER 2 NRRS 2

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES <Authonl:Q:

133 B STANDARDS OF CONDUer COUNSELLING CASE ALES -
PASR NASA IOSCCF

Current. former. and prospective NASA employees. who have RECORDS ARE RITAtNEO AT

sought advice or have been counseled regardmg conflict of interest
:>lASAHEADQUARTERS
DESllWY WHEN 6 YEARS OLD

.~ requirements for government employees Files could include. <DA NI 255-94-1>
depending upon the nature of the problem. information collected on
employment history financial data. and mformancn concerning

<, farmly maners

ETHICS AGREEMENT RECORDS

Roco ocumenung the review and Issuance of ethics agreements DESl1!OY 6 YEARS AFrER THE

used to re e appearance of potenual or actual financial WAIVER OR OTHER AGREED-

confhcts of tmeres • ludmg
UPO:< DETERMINATION OR
ACTION HAS BEEN ISSUED OR

-Records relatmg to the review
U:<DERT AK£~ OR tS NO

uance of recusals LONGER IN EFFECT
(dtsquahficanons). resrgnauons. reassr IS and drvestures WHICHEVER IS LATER

<GRS 25 3>

-Records relaung to detemunauons, authcnzanons Ivers
under 5 C F R § 2635 502 and 2635 503

-Records relating to the review and Issuance of waivers of

~

drsquahficanons under 18 USC § 208(b)(l) and (b)(3)

-Records relating to the review and Issuance of post-employment
ISSUesof crvtl servants at FFROCs

137 REJECTED RECORD OFFERS

Records offered to the Nanenal Arcmves and Records Administration but SEE 36 CFR. SECTION' 1228 60

appraised as lacking sufficient research or other value to warrant FOR POSSIBlE DONATION OR
DESlROY L\1MEDIATI:l Y iFpermanent retenuon or records that do not require a SF 115 Contact RI:CORDS ARE NOT WANTED

Center Records Manager or the Agency Records Officer for more <VA N'1-~55-94-1>
mfonnauon on this process

END OF SCHEDULE

LEGAL AND TECHNICAL RECORDS

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authonty>

2000 Laws and Legal Matters
FEDERAIL PERSONNEL SURETY BOND FILES

OfFICIAL COPIES Of THE BOND AND ATTACHED POWERS
OF ATTORNEY

urchased before January I. 1956

2 Bonds purchased after Decembe 955

(see below)

DESl1!OY 15 YEARS AFrER
BOND BECO\IES INACTIVE.
IGRS 6-<;.(1)) (N 2-7)

B OTHER BOND FILES INCLUDING OTHER COPIES OF
BONDS AND RELATEQ PAPERS

DESl1!OY 15 YEARS AFrER THE
E:>lD OF TIlE BO:>lD PRE.\IIU\1
PERlOD
IGRS 6-6.(2)1

2000 2

C SURETY BOND REVIEW FILES AND DOCUMENTS
RELATING TO THE REVIEW OF THE LEGAL SUfFICIENCY
OF SURETY BONDS

DESl1!OY WHEN 5 YEARS OLD
<VA NI-~55-94-1>

RETIRE TO FRC 6 MO;>lTHS
AFrER CASE tS INACTI VE
DESl1!OY WHE.~ 10 YEARS OLD
<VA NI-255-94-I> (N 13 9)

PATENT FILES

A PATENT SOLICITATION CASE ALES

FLies may rnctude but are not limited 10 the following records,
mcludmg invention disclosures (whether patented or not) received
by NASA via another Agency through a contract, mvenuon dockets
containing perunem correspondence on macuve cases, abandoned
epphceuous. and closed Items and mvenuon disclosure logs and
ledgers showing reported mvenuon disclosure, date, diSPOSItiOn.
and US Patent Office action

I Files for specific mvenuon disclosures for which no patent
apphcauon was filed

NOTES Only AFS numbers WIth defined subjects are used - RETENTION - For Items marked Pending Retemmn Approval,
contact your Center Records Manager for tnformanon and/or questions
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1870 131

130
PASR

PASR

PASR

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

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

Custodians and/or users of sources of radianon (romzrng and non-
IOnizing) Applicable to all users or custodians at Kennedy Space
Center (KSC) and NASA or NASA contractor personnel at Cape
Cana ...era1 Au Force Station, Florida. or Vandenberg Air Force
Base. California

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

KSC personnel. CIVil servants, and contractor personnel, who have
received radiation exposure Files mclude name. date of birth.
exposure history. name of license holder and social security
number

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

Present and former Glenn Research Center (GRC) employees and
contractor personnel who may be exposed to radrauon FLIes
include name. date of bmh, exposure history, name ofhcense
holder SOCialsecunty number. employment and trarrung history

PESTICIDE RECORDS

ANNUAL REPORTS

Reports of pesucrdes used at NASA Centers prepared by
e ers at the request of the Federal Comrmuee on Pest

Control (F

RECORDS IN THIS SERIES ONGER CREATED
SHOIJLD THERE BE A NEED FOR THI CONTACT
YOIJR LOCAL CENTER RECORDS MANAGER
INSTRUCTIONS

RETENTION
<Authonty>

RECORDS ARE RETArNED AT
GRC DESTROY WHEN 75
YEARS OLD

<DA NI·255·Q4·1>

1900 133

RECORDS ARI: RETAINID AT
KSC DESTROY WHE\I 75
Y[ARS OLD
<DA NI·255 94-1>

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authority>

1870 132

RECORDS ARE tu:TAINED AT
KSC DESTROY WHE.'I 75
YEARS OLD
<DA ~1·255 94-1>

(~11 10)

CLOSED SERIES

B MISCELLANEOUS REPORTS

RETIRE TO FRC WHE\l 2 YI:ARS
OLD DCSTROY \\'Hr:..\1 5 YEARS
OLD
<DA :-.11255·94 I> (\111·9)

DESTROY WHr:..\I1 YEARS OLD
<DA NI·255 94·1>

Reports on pesucrdes used at Centers. such as FCPC Forms J and 2

I Headquarters

Centers

ENVIRONMENTAL HEALTH REPORTS

A REPORTS ON ENVIRONMENTAL HEALTH !'ROM CENTERS

I Headquarters

2 Centers

ETHICS PROGRAM FILES

A ETHICS PROGRAM IMPLEMENTATION
INTERPRETATION COUNSELING AND DEVELOPMENT
FILES

RETIRE TO FRe WHE.\I 2 YEARS
OLD DESTROY WHEN 'i YEARS
OLD
<DA NI·255·94·1> IN 11·7)

DESTROY WHEN 2 YEARS OLD
<DA NI·2S5·94 I>

DESTROY WHE. ... OBSOLETE OR
SUPERSEDED
(GRS I 27)

Records marmamed by ethics program offices relaung to the
developmem. review. Implementation. and mterpretauon of
proposed or established executive branch standards of ethical
conduct and other ethics regulauons , confhct of Interest and other

ICS related statutes and Execuu ..e Orders. and any agency
sup mental standards of ethical conduct and other agency ethics-
related laucns and directives Including

ling the review of proposed or established ethics-
related statutes an ulauons by ethrcs program officials.
mcludrng copies of p sed legislation. comments and all related
records

-Records relating to requests under agency su emental
standards of ethical conduct for prior approval 0 tside
employment and acuvines
1 Records such as deterrmnauons regarding auendanc Widely-

attended gathenngs which appropriate agency ethics of
detennme are related to the routme non-precedenual
application of settled legal standards to common factual
suuauons and are not mterpretauons of the conflict of interest
statutes. 18 USC 20~·209. and other ethics statutes the
Violation of w hrch may result In cnrnmal penalties or CIVil
fines

All other records

<GRS 25 I b>

NarES Only AFS numbers With defined subjects are used - RETENTION - For nems marked Pending Rerenuon Approval.
contact your Center Records Manager for mforrnauon and/or questions
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SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authonty>

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES <Authonty>

z NASA employees DESlltOY 6 YEARS AFtr:R
Cerds mat eon DATE OF LAST ENTRY
dragnosts and treatment, -

2 Onsne Contractor Personnel DESlltOY 8 YEARS AFtr:R
Doctors clune records or srrmlar records that contain data of C'lDrvtDUALS E.\IPLOYMENT
VI"'II, dtagnosrs. and treatment ON·StTE IS TERMINATED

<VA Sl 255·94·1:> eN 11-3)

C ~MfbQy&E A~~IST 6N!;;!;; PRQQRaM

Personal case files consrsnng cf'handwrmen notes, leuers to
physrcrans or counselors. calendar of treatmenns). authcnzanon
releases, after care mformauon and telephone messages Case files
are to be mamtarned separate from the EMF andlor the Offlctal
Medical Record(s) kept to an absolute rmnrmum. and handled wuh
pnvacy an accordance With Section 408 of Pubhc Law 92-155

I Management Referral DESlltOY 5 YEARS AFtr:R
LAST DATE t)j RLE. OR UPO)j
TERMI)jATtON OF E.\lPLOYEE.
<VA S 1 255-9().8:>

2 Voluntary DESlltOY 2 YEARS AFtr:R
LAST DATE IN ALE. OR UPON
TER.\Il)jATION OF EMPLOYEE.
<VA N 1-255 90·8>

1815 129 NARCOTICS AND SEDATIVE DRUG RECORDS

All records on the control and drspcsmon of narconc and sedative drugs, DESlltOY WI!E.'I 3 YEARS OLD

mcludmg completed NASA Forms 1387 descnbmg dosages, shipments <DA NI 255·94-1>

mventones and venficauons
~ II II)

1860 130 RADIATION RECORDS

PASR A QQDD6BD ~fA~ ElJQ!:!I ~~ Mlll6TIQti MillX
!;;QMMlIT!Oll RlKQRDS • tiAS6 ~ I RSQl,

Employment and trarmng history of radiation users and custodians RECORDS ARE KEPT FOR 2
under Goddard Space Fltgtn Center (GSFC) cognizance YEARS IF E.\IPLOYEE DOES

NOT WISH TO BE RE.'<EWED
FOR TIlE POStTlON AT TIlE
E..'lD OF 2· YEAR PERIOD THE
RECORD IS REMOVED AND
PLACED IN AN I)jACTIVE

ALE RECORDS ARI:
RETAC'lEDATGSFC UNTIL
DESlltOYED DESlltOY WHEN
75 YEARS OlD
<DA NI-255 94·1>

Centers DESTROY 2 YEARS AFTER
DATE OF SUMMARY OR
REPORT
[GRS 1-221

EMPWYEE HEALTH RECORDS

A INDIVIDUAL HEALTH CASE FILES . EMPLOYEE MEDICAL
FQLDER IEMF)

Exammancns recorded on SF 78, such as pre-employment
physical exammanons. health qualification placement records,
disabrluy reurement exarmnanons, fitness for duty
exammauons. and any other documents deemed of long-term
value as defined In 5 CFR part 293. subpart E

TEMPORARY or SHORT-TERM records as fined In the
FPM Records may consist of forms. correspon
records relanng to an employee's medical history,
mjunes or diseases. physical exarnmancns. and all tre
received 10 the Health Umt, EXCLUDING records Cited
above These arc records that are not required for Iihng m
EMF, and If not retained by the agency. should UNDER NO
CIRCUMSTANCES be sent to the NPRC

Indrvrdual Employee Health Case FLIescreated pnor to
establishment of the EMF system that has been retired to an
FRC

B INDIVIDUAL tiON·OC!;;vpATIONAL HEALTH RECORD
!;;6BDS!Fll.ES

Records m tlus senes Include forms. correspondence, and other
documents, mcludmg summary records documenung an rndtvidual
employee's medical history. physical condrucn and VISits to
Government health facilities, for non-work related purposes,
EXCLUDING records covered by A above

UPO)j lltANSFER SHIP E.'ffiRE
MEDICAL RECORD INCLUDING
X·RAYS TOMEDICALOFRCE
OF NEW ASSIGNME.'IT
IGRS 1·21.(1)1 rn 11-4)

30 DAYS AFtr:R SEPARATlO)j
TRANSFER TO NATIONAL
PERSO)jNEL RECORDS CE.'ITER
OO'RC), ST LOUIS MO NPRC
wru, DESlltOY 75 YEARS
AFTER BIRTIl DATE. 60 YEARS
AFTER DATE OF TIlE EARLIEST
DOCU\1E,'IT C'I THE FOLDER IF
TIlE DATE OF BIRTIl CANNOT
BE ASCERTAC'IED OR JO
YEARS AFtr:R LATEST
SEPARATIO)j WHICHEVER IS
LATER
IGRS 1·2 1a(2lj
DESlltOY I YEAR AFTER
SEPARATION OR lltA.~SFER OF
E.\IPLOYEE.
IGRS 1·21bj

NarES Only AFS numbers WIth defined subjects are used - RETENTION - For Items marked Pending Retention Approval,
contact your Center Records Manager for tnformauon and/or quesuons

NarES Only AFS numbers Wid! defined subjects are used - RETENTION - For Items marked Pendmg Retention Approval,
contact your Center Records Manager for mformanon and/or questions



ORGANIZATIONAND ADMINISTRATIVERECORDS SCHEDULE1
(AFS 100(}-1999)

ThIS document IS updated frequently. therefore. pnnted COPieSmay be obsolete Reier to the Change History Log at the
beginning of NPR 1441 1 In the NASA Onhne DirectIVes Information System (NOD IS) for current version

ORGANIZATIONAND ADMINISTRATIVERECORDS SCHEDULE1
(AFS 100(}-1999)

ThIS document IS updated frequently. therefore. pnnted COPieSmay be obsolete Refer to the Change History Log at the
beginning of NPR 1441 1 In the NASA Onhne Directrvas Information System (NODIS) for current version

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES <Authont~

120 D PROTECTtVE AND PREVENTIVE MEASURES REPORTS SEE 1TE.\f 116 OFTHIS
SCHEDULe
(N 21-7)

E SAFETY AND RELIABILITY BJ;~RTS RIITIRE TO FRC WHE.'/ mE
RISK! SAFETY

Files COnsist of Safety & Rehabrlny Reports mcludmg Hazard ASSESSME.'JT/A,\IALYSIS IS

Reports and Risk Assessments relanng to the KSC Ground Support COMPLEITJINACTlVC.
DESTROY WH£.\1 15 YCARS

Equipment that Interfaces With the night hardware Files contain, OLD
but are not limited to Prelirmnary-. KSC-Hazard Reports. ESR-, <DA NI-2SS 94-1>
MIssIOn Safety-. Safety-, and System/Subsystem-Assessments,
System Safety Review Panel Issues System Assurance Failure
Mode & Effects-Analyses, Cnncal Items LISts. Design Review
Reports. and. Cnucaluy Assessments

1711 121 ACCIDENTIMISHAP INCIDENT CASE FILES

Correspondence. reports. and all related papers concerning potential or
actual mdrvidual accidents or mordents occumng at ground centers
Cutoff date ISdate case closed

A HEADOU ARTERS Recordkeepmg copy (paper) RlITIRETOFRCWHE.'/
IN ACTIVt:. DESTROY WHEN 20
YEARS OLD
cDA NI·255 94·1> (N 21·2)

B !:;f:t!!I£BS fI~L QII:!&B QEEl!:;!;sll:Q~~ RETIRE TO FRC WHDJ 4 YCARS

Recordkeeprng copy (paper) OLD DESTROY WHC.'\I co
YEARS OLD
cDA i'..!1·255 94-1>

C INDIVID AL AC IDENT '"EITEM IOOC OFTHIS
scatmnz ---1730 123 SPECIAL PERMIT FILES

Requests for penrut s LOoperate and handle specral type machines and DESTROY ON' EXPIRATIOi'..! OF

tools controlled by manufacturers PERMIT OR WHCN
SUPERSEDED
cDA N'I 255·94-1> rn 218)

1740 124 HEALTH PHYSICS AND PROCESS CONTROL DATA LOGS

Records of Health PhYSICSDally Logs. Water Acuvny AnalYSISLogs. RETIRE TO FRC WHE.'\I l Y-CARS

Geiger-Mueller AnalYSISLogs. An Sample AnalYSISLogs. Daily Rounne OLD DESTROY WHEN 10

Health PhYSICSLogs Background and Efflctency Logs. Portable Survey YEARS OLD

Instrument Calibration Logs. and Source Movement Inventory and Leal. <DA !'l1-255 94-1> (N' 21·9)

Test Logs

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# !!EM DESCRIPTION OF RECORD SERIES <Authont~

1740 125 SAFETY STANDARDS FILES

Documents created In the development of safety standards and pracuces
m developmental and production operations. the safety local ron. design.
layout, and construcuon of facilities "here fuels propellants. or other
hazardous marenals are handled or operations are exposed to rgmuon
hazards the safe handhng storage. and movement of hazardous marenals.
and other areas requmng safety standards The files mclude
recommendanons. coordmanon actions. studies and other actions taken LO
establish standards

A OFFICE DEVELOPING THE STANDARDS DESTROY WHr..'\I 10 YEARS OLD
OR WHEN SUPERSEDED OR
OBSOLETt: WHICHeVER IS
SOO~
<DA NI 255 94-1> (N 21 I)

B fl!.L QIHER QEElC!;sll:Q~IES DESTROY 2 YEARS AFn:R
SUPERSmED OR OBSOLETE.
WHICHEVER IS SOONER
cDA N'1·255·94-1>

1800 Occupational Healtb (see below)

I BOO 126 HEALTH AND OCCUPATIONAL MEDICINE RECORDS

PASR NOTE Occupational Safety and Health Admimstrauon (OSHA) records
are mamtamed under AFS 8720 See Schedule 8 for records
created in thrs series

126 A I:!!t.SA !jgA!.IH !I:!!EQRMflIIQI:!! Mfll:!!flQ!;M!;t!!I SYSn;M . SEE roLLOWI:-IG I:-IDIVIDUAL
NASA 10 HIMS ITCMS USTCD SEPARATELY

BY RECORD

NASA CIVil Service employees and applicants, other agency CIVil SERICS/CATEGORY

service and military employees working aJ. NASA, vrsuors to
<DA NI 255·94-1>

centers. onsue contractor personnel who receive job related
exam mat Ions. have mishaps or accidents. or come to the clune for
emergency or first aid treatment

'T=",", '" rcc • PER.\1ANENT •

~
C HEALTH AI:!!D !)1EDI!:;AL BEPOBT~

Stausucal reports on health and medica] services and vnal stausncs
reports on NASA personnel Includes copies of stansucul
sum manes and reports With related papers pertammg to employee
health, retamed by reponing umt

I Headquarters DLSTROY b YLARS AfTER
DATE or SUMMARY OR
RO'ORT
<DA NI 255·"J4 I> (N 115)

NOTES Only AFS numbers With defined subjects are used - RETENTION - For Items marked Pending Retention Approval.
contact your Center Records Manager for mformanon and/or questions

NOTES Only AFS numbers With defined subjects are used - RETENT(ON - For Items marked Pending Retention Approval
contact your Center Records Manager for mformanon and/or quesucns
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS# !!EM DESCRIPTION OF RECORD SERIES <AuthorIty;:::

1650 IIJ INDUSTRI AL SECURITY FILES

Documents relatmg to the secunty classification or changes thereto. of a
contract With mdustry

A Precedent and unusual cases selected by peruneru NASA Officials, DESTROY AfTER THE
r e . DIrector. Securny. LoglsLJCS & lndustnal Relations DIVISion DOCUMENT TO WHICH THE
alief NASA Securuy CLASSlFlCATIOS ACTIOS

APPLIES HAS BEE.'I REGRADED
OR DELASSlFIED BY SUITABLE
MARKISGS
<DA NI-255 94-1> (N 12-29)

B All other offices/case files DESTROY WHEN NO LOSGER
!'IEEDED OR 3 YEARS AfTER
CONTRACT IS
CLOSEDlCO\IPLETED
<DA NI-255-94-1>

1700 117 SAFETY FILES - PROPERTY

Safety mspecuon and maintenance records for all NASA real and
personal property

A INSPECTING OmCE RETIRE TO rRC WHE\I
RELATeD PROPERTY IS

NOTE Payload Safety Dare FiIeslRecords are rnamtarned under DISPOSED OF BY NASA

AFS 8680 See Schedule 8 for records created In thrs series DESTROY 5 YEARS AfTER
DISPOSAL.
<DA Nl·255 94-1> (:'11216)

B ALL OTHER OFF!CESICOPIES DESTROY WHEN 4 YEARS OLD
<DA NI 255·94-1>

1700 118 GROUND-BASED PRESSURE SYSTEMS RECORDS

Reports and correspondence related to design. mspecuon. and
ceruficauon of Ground-Based Pressure Systems Records may Include
inspection reports, Pressure System Condruon Reports Category C, Low
EnergylLow Risk Requests. Pressure Systems Design Review Records.
waivers, and WeldlBraze Inspecuon Reports Cernficanon packages
mclude ecuve and superseded records lnspecucn and re-ceruficanon
dates are based on NASA mspecuon table requirements Cutoff date IS
date of document

Note If Pressure Vessels and Systems ceases to exist and records are at
least 3 years old early destrucuon of records can be requested through
NASA Records Officer at Headquarters

A Reccrdkeepmg copy (paper) RETIRE TO rRC OR APPROVED
STORAGE FACILITY WHEN 5
YEARS OLD DESTROY WHE.'I
25 YEARS OlD
<.~ 1·255 99-3>

B --a~tlOIIIC cal'les-g Ion office automauon apphcaucns such DELETE AfTER

as e-mail and word processmg apphcauons "orORDKEEPING COPY HAS
BEE.'I PR
<NI 25599-3>

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES <Authonty;:::

.~ 119 FIRE. EXPWSION. AND ACCIDENT INVESTIGATIVE FILESr---~ suganve files accumulatmg from rnvesugauons of fires,
explosions. and accr ~ofretamed COpies of reports and
related papers when the ongmal repons-~~~for review and
fihng m other agencies or orgamzanonal elements.aiicn:e~nts-~
papers ccncermng occurrences of such a mmor nature that they are se
locally Without referral to other orgamzauonal elements -----1711 AcedeDI Reportlllg & lnvesnaencu (see bdow)

1711 120 SAFETY REPORTS I RECORDS

A I:!A~e. ~AE!ITY R~RTS - MiliUAL

Stausucal reports. surveys on loss and mjunes complied by
Headquarters from reports described m B of thrs Item (This IS

typically an annual report that can bur rs not lunued to, mclude
hardware loss. and more mformaucn/data than DoL repon
requtres )

I Headquarters RETIRE TO FRC WHES 5 YEARS
OLD DESTROY WHEN 15
YEARS OLD
<VA Nl 255-94-1> IN21-4)

2 Centers (feeder reports to HQ) RETIRE TO FRC WHEN 2 YEARS
OLD DESTROY WHE.'I 10
YEARS OLD
<DA Nl 255·94-1>

B se.rny eRQQMM g&fQRIS

Stausucul reports from Centers regarding mjunes and accidents
such as NASA Forms 344 and 345
NarE 01-17-02. NASA Forms 344 and 345 no longer extst and
have not been used for many years (THIS IS AN INACfNE
SERIES OF RECORDS I

I Headquarters RETIRE TO FRC WHES
ThlACTIVE DESTROY WHE.,\l15
YEARS OLD
<DA i'li 15594-1> (N21-3)

2 Centers and aJl other offices/copies RETIRE TO rae WHES
INACTIVE. DESTROY WHEN 12
YEARS OLD

r--- <DA Nl 25594-1>-- "- ACCIDENT REPORTS CLOSE FILE 0:-' TERMINATION--- OF COMPENSA TIOS OR WHEN
Forms, reports. correspondence. real and DEADUNE FOR FlUNG A

mvesngatory relaung to on-me-Job mjunes "nether VI
CLAIM HAS PASSED DESTROY

for compensation was made. EXCLUDING COpies filed m the

~Employee Medical Folder and COpies submitted to the Department
)

of Labor (DoL)

NarES Only AFS numbers with defined subjects are used - REfENTION - For uems marked Pending Retention Approval.
contact your Center Records Manager for mformanon and/or qcesuons

NarES Only AFS numbers wrth defined subjects are used - REfENTION - For Items marked Pending Retenuon Approval,
contact your Center Records Manager for mformanon and/or qcesuons
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SUBJECT AREA OR RECORD TlTI.E RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES <Authont~

88 B CARD LISTS DESTROY INDIVIDUAL CARDS
\VHES CANCELLED OR
REViseD
[GRS IJ-4bl

C PLAT!; os STENCIL MA!!.I~Q LISTS DESTROY PLATES OR
STF..'lCILS WHEN CA'ICCLLED
OR RJ:VISED
d)A NI 255-94-1>

D ALI. QII::!SB I ISIS "Gel Ill: QEElC~ QII:l!;!l IHA~ TIlf DESTROY WHC.~ NO LONGER
OFFICIAL MAIL ROQMlQFFlCE NeEDED

<DA NI-255 94-1>

~ 94 INVENTORY REQUISITION FILES - STOCK I SUPPLY---
~

A STOCKROOM COPY DESTROY 2. YEARS AFTER
COMPLETION OR
CANCELLATION or

IGRS38,] ~ -B CQMf!JIT!;D !l"I;Ql.iIH!]Q~S EQ& S!;BVICE Sl.!ffL!&:i DESTROY I YCAR AfTER
AND EQUIPMENT AND TRAVEL DOCUMENTS ACf10N IS CQ\{PLCTED

(Offlcral file copies are mamtamed by the office rendenng service) <DA NI-255 94-1>

C ALL QTHER OFFlCES/COP!&:i DESTROY WHE.\I 6 \lONTHS
OLD
IGRS 3 8bl

-l6\lQ. ~
SECURITY PROGRAM FILES

A"-SIGNIliICA~QGRAM RECORDS

• PERMANENT •Documents. manuals. drrecuves P1~orrespondence
RETIRE TO FRC 5 YEARS AFrERthat documem stgmficuru and/or unique security pro s. <IIPERSEDED TRANSFER TO

including NACA security program files Ne'" un ''''ARS OLD
<DA NI-2~5 94-1> ~

B QIHER POLICY AND PROGRAM FILES

Records that reflect the adnumstranon and direction of secunty and DCSTROY WHEN 5 YEARS OLD

protective services programs relating to rounne classified <DA NI-:!5594-1>

mformauon accounnng and control. Iacrhues securny and program
and protecuve services. personnel secunLy _clearances.
and emergency planning

C CLEARANCE SUBJECT FILES - ADMINISTRATIVE

Correspondence, reports and other records relating 10 the routine
DESTROY WHE.,\12 YEARS OLDadrmmstranon and operations of the personnel securny program. <DA NI :!~"-9" I>not covered by tlus Item, or elsewhere In uns schedule

SUBJECT AREA OR RECORD TITI.E RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES <Authont~

1620 106 FIREARMS - ACCOUNTABILITY / QUALIFICATION

A Records of acqursurcns of firearms DESTROY I YEAR Afl'Elt
FIREARM'I~ DCSTROYED OR
TRA;'I.ISFI:RRED
<DA NI·255-94-1> IN 1210)

B Certificate to carry firearm" (NASA Form 699a and 699b) DESTROY I YEAR AFrER
TERMI:-.iATIONOF
CERTIFICATE
<DA NI·155·94-1> (N 12 II)

C Data relanng to mdrvrdual quahficanons. trarmng. and mamtenance DESTROY I YEAR AfTER
of proflctency 10 the use of firearms TERMINATION OF INDIVIDUAL

<DA NI-255-94 I> (N 12 12)

~ 109 CONTAINER FILES--A-ebASslflED DOCUMENT SECURITY---...::::::::: DESTROY Vo'HENSUPERSEDEDForms or lists used to record sa e ck combmanons. names
of mdrvrduals knowing combmauons. and ~ used to BY A NEW FORM OR LIST OR

control access into classrfied document comamers ...............
UPON TURN-IN OF

S
rGRSI8-7a}~ -B RETURNABLE

Documents reflecting the receipt, transfer and return 10 vendor of DESTROY 3 YEARS AFrER

Documents reflecting the receipt, transfer, and return to vendor of RETURN OF CONTAINER OR
PURCHASE OF COW A1NER.

receiving reports, reports of survey, shrppmg dccuments. reports. or WHICHEVER IS APPUCABLE
Similar documents <DA NI 25594-1> (N 17 23)

1640 112 SECURITY CLASSIFICATION SYSTEMS

Authonzauon documeriis or upgr.mmg-oowntnadml cand declibstfymg
documents or equipment -
A OFFICE OF PRIMARY RESPONSIBILITY DESTORY WHEN 1 YEARS OLD

<DA \11·255·94 I> IN 12-41

B ALL OTHER OFFICES/COPIES DESTROY AFIT.R THE
DOCU\.1[,.W TO WHICH THE
CLA"iSIflCATION ACTION
APPLIES HAS BEE-\1REGRADED
OR DOClASSIFiED BY
SUITABLE MARKINGS
<DA NI·155 94·1>

NOTE Records that document program pchcy or securuy classrflceuon
and grading systems should be Included In Item 96A of this
Schedule

1650 Industnal Secunty rsee belowt

NarES Only AFS numbers w-nh defined subjects are used - RETENTION - For uems marked Pending Retention Approval.
contact your Center Records Manager for informauon and/or questions

NarES Only AFS numbers WIth defined subjects are used - RETENTION - For nems marked Pendmg Retention Approval.
contact your Center Records Manager for mformaucn and/or quesuons
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SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authonty>

RETENTION
<Authonty>

1500 85 LOCATOR RECORD FD..ES

Locator sheets. cards, lags. such as space control sheets, location sheers.
locanon cards, bm tags. and other papers uuhzed as a check or Inventory
of stock location

GRAPIflC ARTS· VISUAL MEDIA

Marenals prepared for the purpose of essrsung NASA officials In

presentauons, such as Congressional Heanngs program reviews.
leal bnefings, public lectures. pubhcauons, exhibits and in-house

A

NASA Portraits - High-level NASA officials (I e. Adrmmstr
Center Directors. Deputy Adrmmstrators. Deputy Center
Directors} (Office of Record at NASA Headquarters)

STENNIS SPACE CENTER ONlY (Graphics Office)
Artwork developed and used In hearings. presentanons. rcVIC:WS,

conferences. briefings. and presentauons of mfonnauon to the
general public such as speeches, news releases. educanonal
bnefs, and exhibits (Official file COpies are mamtarned by
another office at Stennis Space Center)

B BOARD ART· COMPlITER GENERATED GRAPHICS

Presentations LO the Pubhc
Anwork. used In Congressional Heanngs budget preseruanons,
summary review conferences. techmcal bnefings, and
presentations 10 the pubhc such as speeches releases to news
media. educational bnefs. and exhibits

al Use
Artwork use I ters for employee-sponsored
activities, rllustrauons used rn m ecnvrues.
and other rouune In-house acuvrues. rncludrng rounne
flyers. posters. letterheads and other graphics

C VlEWGRAPHSrrRANSPARENCY

Master photographic negenves - such as those used III the
production of visual ards (slides. view graphs, and photographs)
from ongmaJ an. NASA HQ OPR· CODE IOB·2 ONlY

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

DESTROY WHEN SlIPERSEDl:D
OR OBSOlETE.
<DA NI 25594-1> IN 17-25)

OESTROY WHEN 20 YEARS
OtD
<DA NI·:!55·94 I> (N 91b)

and project offices for presentauons
All other offices/copies

RETAIN INDEFlNlTEL Y WITHIN
AGENCY CUSTODY AS PART
OF THE NASA ART PROGRAM
OPERATED BY CODE P AT
NASAHQ
<DA NI 255-94-1>

DESTROY WHEN NO LONGER
NEEDED BY THE
INSTALLATION OR WHE.'1
REFERENCE VALUI:CEASES
<DA I'll 255·94 I>

RETURN ORIGINAL BOARD
ART TO THE REQUI:STING
OFFICE DESTROY WHEN NO
LONGeR NEEDED
<DA ~1·255-94-1>
(N9Iil(I)

DESTROY WHEN NO LONGER
NEEDED FOR PUBUCA TION OR
REPRINTING

')1-6) (N913(2»

RETIRE ORIGINAL TO FRC
WHJ:.'1 NO LONGER )IEEOl:D TO
REPRODUCE ADDmONAL
VISUAL AIDS WORKING
COPlES OR WHE.'1 5 YEARS
OLD WHICHEVER IS SOONER

NarES Only AFS numbers WIth defined subjects are used - RETENTION - For Items marked Pending Retenuon Approval.
contact your Center Records Manager for mformanon and/or quesuons

NOTES Only AFS numbers WIth defined subjects are used - RETENTION - For Items marked Pending Retention Approval,
contact your Center Records Manager for mfcrmanon and/or qcesucns

<DA I'll 255·94-1>

STENNIS SPACE CENTER ONlY
Records consist of master photographic negative/transparency
files. graphic arts. and hne art, mcludmg any matenal mamtamed
m elecuurucrmagneuc format. Collection Includes black & white
halftones color photos. negatives and paper lme art. Thrs
collection may include duplicate files that eXlS11II other offices of
the same presemanon
(Some work IS generated by use of photo-typesetting
~

DESTROY OR DISPOSE OF
RECORDS WHE.'1 NO LONGER
NEEDED BY THE AGENCY OR
WHLN RElBU:NCE VALUE
CEASES
<DA NI :!55·94 I>

DESTROY WHEN NO LONGER
NEEDED FOR PUBUCATION OR
REPRINTING
IGRS21.71

Lure COpies of graphs and charts

E VISUAL AIDS REOUISITlONIREGISTER FILES

1 Requests and rnsuucuons for the preperanon of the vrsual aids
descnbed under tlus Item b whether In hard copy or electronic

Registers showmg receipt of reqursrucn and control number
assigned to II

DESTROY WHJ:.'1l YEARS OtD
<DA NI 255-94-1> (N 9-2)

DESTROY WHE.'l 2 YEARS OLD
<DA NI 255 94-1> IN 93)

Acnon

MAD..ING OR DlSTRmUTION LISTS

A
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES <Authont2

1--- 78 2 The file copy or an extra copy of an outgoing commumcanon, WITHDRAW DOClJ?\.1ENTS--
~

WHE.\I REPLY IS RECEIVED
~ IF SUSPE.\lSE COPY IS
AN EXTRA DESTI<OY
I\.1\.iEDIATI:LY [FCQPY IS THE
FILE COPY lNCORPORArt IT
000 THE OFFICIAL FILES-----

C TRA!;;~1'1Q 6l'1D !;;QrITRO!. BKQRDS
f..-

Logs, registers. and other records In hard copy or electronic form DESTROY OR DEl..EfE WHEN 2

usee ument the status. of correspondence reports YEARS OLD OR 2 YEARS
AFTER mE DATE or THEor other records thai ~ : destrucuon by the GRS or LATEST ENTRY WHICHEVERIS

thrs schedule APPLICABLE
IU.' _ --D INfQRMAJIQ1'1 mpIES

COPies of correspondence. reports, or other documents that are for DESTROY WHE.\I I YEAR OLD

reference use and are not made a part of an official subject or case OR WHEN NO LOi'lGCR
NEEDED WHICHEvr:R IS

file SOONER
<DA NI 25594·1>
rn I 9h)

1470 79 MANAGEMENT IMPROVEMENT REPORTS

Management Improvement reports submmed to the Office of iN I 5)

Management and Budget (J e . A-76 Reports) and related analyses
This includes Government Performance and Results Act (GPRA)
de velopmem and final records

A OFFICE OF PRIMARY RESPONSIBILITY REIlRE TO FRCWHEN 5 YEARS
OLD DESTROY WHC\I 20
YEARSOLD
<DA NI-255 94-1>

B ALL OTHER QFFI!;;ES/COPIES DE5TROY \\'HCN 2 YCARS OLD
<DA NI·25S·94 I>

1490 80 OFFICE COPYING EQUIPMENT FILES

A Procurement requests. NASA Form 51, jusuficanons, approvals or DESTROY :1 ):"EARS AITr::R

disapprovals. located m offices (not the office procunng the xcouisrnox or EQUIPMeNT
equipment) whether purchase or rental equipment (except OR AFTER DISAPPROV AL

equipment 10 pnnLmg duphcanng. or reproducnon Iacrlrues) <DA Nl·255 94·1>

B Dally producucn reports/records DesTROY 90 DAYS AITER
NCLUSIQ\I OF DATA Dol
MONTHLY (OR OTHJ:R
CO"SOLIDA TED) REPORT
<DA Nl 255-1}4 1::-
IN 16·7,

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

C Production reports (other than darlyj. cost records (mcludmg
repairs mamtenance, supplies operanng labor, deprecranon) and
studies

RETENTION
<Authont2

DESTROY WHCN " YeARS OLD
flF RECORDS ARE Kr:PT
SEPARATLLY FOR EACH
MACHINE DCSTROY WHC.'J
MACHlNE IS DISPOSED or OR
TRANSFCR W1TH VlACHINC J
<DA NI 255·94 I>

____ 1490 84 JOINT COMMIITEE ON PRINTING - REPORTS TO I
___ ----. AUTHORIZATIONS

DESTROY WHEN 3 YEARS OLD
[GRS 13 5al (N 16-4)

e "ate ~TROY I YEAR AFTER DATE

work papers O~~_u[GRS D-5b[ ,,_ ' _____

C Correspondence and authonzanons by the JCP and related papers RETIRE TO FRC WHE.'Il 5 YEARS
concemmg estabhshmem relocauon. and drsestabhshment of OLD DCSTROY WHEN 10

pnnung plants ~~~IOi5~'~4 I> IN ie 5)

82 B Files pertarmng to plannmg and other technical matters concerning DESTROY WHEN 3 YEARS OLD
these services <DA NI·255 94 I>

C NASA Headquarter; Duphcanng Center - m-house duplication DESTROY WHeN 2 YEARS OLD
only. records relating to the operation execuuon reproduction (I e , <DA :-.11-255·94 I>

Fonn 51 - HQ Pnnung and Reproduction Reqursmon/Request) and
drstnbuucn

1490 82 JOB OR PROJECT FILES - PRINTING

IN Ib·21

DESTI<OYI YEAR ArTER
COMPLETIONOFJOB
<DA NI·255·94-1>

Job or project records comam':'5 ...., me. to the
planning and execution of duphcanon. and drstnbunon of jobs lm·tlQusCJ

A Files pertammg to the accomplishment of the job, cornammg
reqinstuons. bills, samples, manuscript clearances, and related
papers. exclusive of

- Reqursinons on the Public Pnnter and related records, and,
- Records relating to services obtained outside the Agency

D Records/reports concermng the acquisinon transfer, and disposal of
equipment

DESTROY 1 YEARS AFTER
DISPOSAL OF THE EQUIPMENT
<DA !'II 255-94-1> (\,I 16-5)

DESTROY WHE.\,I 5 YEARS OLD
<DA NI·255 94-1> (N 165)

E All uther nuscellanecus documentation e g mclusrcn of pnnung rn
contracts or grants

NOTES Only AFS numbers wah defined subjects are used - RETENTION - For Items marked Pendmg Retention Approval,
contact your Center Records Manager for rnformanon and/or questions

NOTES Only AFS numbers With defined subjects are used - RETENTION - For Items marked Pendmg Retention Approval,
contact your Center Records Manager for mfcrmancn and/or quesuons
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SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authonly>

B Finding aids for senes of records that HAVE BEEN accessroned by
the Nanonal Archives and Records Adnumstranon and those
relating Lamajor program case files net previously authonzed for
disposal

C All other Finding aids/COpies

Files that are extra COpies, convenience copies, reference COpies,

which are filed and mamtamed In chronological order These are
duplicates and ARE NOT the official record copy (yellow)

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<AUlhonly>

FINDING AIDS
B Records Holdings Files

Stansucal reports of agency holdings cleanup campaigns. mcludmg
feeder reports from all offices and data on the volume of records
disposed of by destruction or transfer La NARA

Indexes, lists. registers. and other finding aids III hard copy or
electronic Conn used only La provide access to records authorized

cuon by the GRS or an approved Item m thrs schedule

DESTROY WHEN 3 YEARS OLD
IGRS 16-4.]

om thts series are records ccntarrung
abstracts or other mform at can be used as an mformanon
source APART from lite rei rued re An SF-liS MUST BE
SUBMfITED by lite Agency Records 0 lOR TO
DISPOSAL of these records--Contacc the local
Manager for guidance on this process

DESTROY WHE.'1 I YEAR OLD
IGRS 16-4b]

C Correspondence, reports, authonzaucns, an records that
relate to the management of agency records, mcludi ch matters
as forms, correspondence, reports. mall, and file managem
use of microforms. ADP systems, and word processing, records
management surveys, vnal records programs, and all other aspects
of records management not covered elsewhere an thrs schedule

DESTROY WHE.... 6 YEARS OLD
(GRS 167]

D Local mstrucuons on records management, mcludmg surveys,
mventones. studies, feeder reports and general correspondence

E Office record locator flies, indexes. or hsungs thai. are used 10 locate
records tn current files. or files that have been transferred to stugmg
areas or retired to FRC, mcluding file plans and office COpies of
shrppmg hsts

DESTROY ALE PLA....S!INDEXES
WHEN SUPERSEDED DESTROY
LISTS (SHIPPI:"<.IG!TRA..'lSFER)
WHEN RECORDS THEREOS
HAVE BEE.... DESTROYED OR
WHE.... mE LIST IS SO LOSGER
NEEDED FOR REFERENCE
<DA ~ I 255·94-1 >

DESTROY OR DELETE WITH
THE RELATED RECORDS
(GRS 23-91

FOLLOW D1SPOSmON
INSTRUCTIONS FOR rur:
RECORDS TO WHICH THEY
RELATE. OR DESTROY WHEN
:"<.10LONGER NEEDED FOR
REFERENCE
<DA NI-255-94-I>

78 GENERAL OFFICE FILES1442

A CKRON FILES - REAPING FILES

F NASA Form 1418, Proposed Change 10 NASA Records Control
Schedules

Agency Records Officer

(a) Approved NF 1418 ALE WITH SF 115 OR SF 258
CASE FlLE AS APPROPRIATE.
DESTROY AS DIRECTED IN
ITEM A 1 ABOVE.
<DA NI 255-94-1>

75

(b) Disapproved NF 1418 RETUR.'l ORlGI'lAL TO
INSTALLATION OR OPR
DESTROY COPY OS!: YEAR
LATER
<DA N 1 255-94-1 >

Center Records Managers DESTROY I YEAR AFTER
PUBLICATION OF D1SPOSmON
STA....DARD OR I YEAR AFTER
DISAPPROVAL WHICHEVER IS
ARST
<DA :"<.11-255-94-1>

I A note or other reminder to take some action

3 All other offices/copies DESTROY WHE.... NO LONGER
NEEDED roa REFERENCE.
<DA NI 255 94-1>

NOTES Only AFS numbers WIthdefined subjects are used - RETENTION - For Items marked Pending Retention Approval,
contact your Center Records Manager for mformanon and/or questions

TRA....SFER TO HISTORlAN S
OFFICE WHE.... I YEAR OLD OR
WHE.'l NO LONGeR NEEDED
FOR REFERENCE. HISTORlA. ...
WILL DESTROY WHEN NO
LONGER :.lEEDED
<DA :'111-25594-1>
eN I 90

TRANSFER TO INST AU...ATlON
RECORDS MA."IIAGER WHEN 1

CEWJlL
DESTROY WHE.'l 3 YE
<DA N 1-255-94-1 >

NarES Only AFS numbers WIth defined subjects are used - RETENTION - For Items marked Pending Retention Approval.
contact your Center Records Manager for mformanon and/or quesuons
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RETENTION
<Authonty>

RETENTION
<Authonty>

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

.. PER.\1ANENT •HEADOUARTERS • AGENCY LEVEL
R.I:TIRE TO FRC I YEAR AFTER
BECO\1I'1G OBSOLETE OR
SUPERSCDED TRANSFER TO
NARA IN 5 YEAR BLOCKS
WHEN 20 YEARS OLD
<VA NI·2SS 94·1>
(N I ~)

OPR Management Operanons DIVIsion, NASA Headquarters

suances related to agency program functions Management
ce office Responsible for mamtammg all records and

back d rnatenal penammg to each pubhshed instruction,
handbook, hcy drrecuve. etc Included m thrs senes IS the case
files related to Issuance which document aspects of the
development of the uance. including srgmflcant backup.
comments ongt nal sig

B ~

• PERMANE.'IT •
RETIRE TO FRC 5 YEARS AfTER
CANCELLATION OR WHE.~
SUPERSEDED TRANSFER TO
NARA REGIONAL ARCHIVE IN 5
YEAR BLOCKS Vo'HEN20 YEARS
OLD

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

72 C OFFICES PROMULGATING POLICIES PROCEDURES
INSTRUCTIONS ETC TO BE PUBLISHED

D COPIES OFTHIS MATERIAL RETAINED IN
PROMULGATING OFFICE

E ALL OTHER OFFICES/COPIES INCLUDING ELECfRONlC
VERSIONS

ROUTINE ISSUANCES
Issuances related La routine adrmmstranon funcucns (I e .
payroll. procurement. personnel. etc )

Case files related to the above documents

TRANSFER BACKGROUND AND
RELATED MATERIAL TO
AGL\lCY LCVELISSUA;'\ICC
OFFICE (lTE\1 A)
<DA NI 255-94 I>

DESTROY COPICS OF RECORD
MATERIAL WHEN NO LONGER
NEEDED
<DA NI-255 94-1>

DESTROY WHE.\1 SUPERSCDED
OBSOLETE OR NO LONGER
NEEDCD
<DA SI-255 94-1>

RECORDS MANAGEMENT FILES

NOTE These records cannot be renred to an FRC

Baste documentanon of records desc d dispostuon
programs. including SF 115 Request for Recor ruon
Authoruy, SF 135. Records Transmruel and Receipt. SF .._ .
Request [0 Transfer. Approval. and Receipt of Records to the
Nanonal Archives of me Unned Slates. and. related
documentation

(a) Agency Records Officer

(b) Center Records Managers (OPR)

RETAIN ON-SITE INDD'lNITEL Y
U;'\ITIL NO LONGER. NEEDW
FOR AD\1INISTRA TIVE
PURPOSes DESTROY AFTER
NEXT COMPLETE RLVISION OF
SCHCDULES HAS BEEN
PUBLISHED OR WHCN 50
YEARS OLD WHICHEVER IS
LONGER
<DA NI 255-94-1>
(N 1-:25\

RETAIN ON SITE AND
DESTROY WHE..\1 NO LONGER
NJ:EDED roa REFERI:NCE OR
WHEN 75 YEARS OlD
WHICHEVER IS LONGER
<DA !\II 255-94-1>

(c) All other offices/copies

acuvrues

DESTROY I) YEARS AfTER THE
RELATED RECORDS ARE
DESTROYED OR TRANSFERRED
TO NARA WHICHEVER IS
APPLICABLE (GRS 16 :2a (2)]

NarES Only AFS numbers wtth defined subjects are used - RETENTION - For uems marked Pending Retention Approval
contact your Center Records Manager for mformanon and/or quesuons

NarES Only AFS numbers With defined subjects are used - RETENTION - For Items marked Pendmg Retention Approval.
contact your Center Records Manager for mfcrmanon and/or questions
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- Ongmal film footage, which IS unusable because of mfenor quality

RETENTION
<Authonty>

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

7.

support,

• PERMANE.'IT •
RETAIN ON·SITE FOR 5 YEARS
TItA."SFER TO NARA (COLLEGE
PARK. MO) WHEN 5 YEARS
OLD MATERIALS TO BE
INCLUDED ORIGINAL
NEGATIVE OR COLOR
ORIGINAL PLUS SOUND A."D
ONE PROJECTION PRINT

INATE mrs TItA."SFER
AHQBEFORE

Engmeenng film - which has documentary (hrstcncal) value as
well as techrucal value

Other engmeenng film footage necessary for development and
performance testing. which has been documented m project
repons

TItA."SFER TO FRC I YEAR
AfTER PROJECT CO\1Pl.ETION
CA."ICElLATlON OR
TERMINATION DESTItOY
WHE.'oI 5 Yr.ARS OLD
<DA N I 255-94 I>

.. PERMANE.vr ..
TItANSFER WITH ORIGINAL
FIlM ALONG WITH
IDENTIFYING lNFORMA TION IF
POSSmLE
<DA NI 255-94 I>

DESTItOY IMMEDIATELY
AFTER USE.
IGRS 21·24)

Library sound recordings (e g. effects. music}

D AGENCY SPONSORED FILMS· OTHER

Films used for the visual presentation of mfonnauon to the
public

(a) Office of Pnmary Responsibility

NOTES Only AFS numbers with defined subjects are used - RETENTION - For Items marked Pendmg Retention ApprovaJ,
contact your Center Records Manager for mformauon and/or quesnons
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SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authonty>

Examples of such films are, but not hrruted to

Televrsron news releases and mformancn reports, I e
lights" - Press conf rrussron reports

cut edit With sound track

(b) All ether offices/copies

(c) Ongmal film used to create the' Highlights" and "Resource
Tape'

drstnbunon

Films of sponsored television news releases. public service (or
cements and rnformauon reports other man those

idenufied m B , D

4 Library COpies of films

(COLLEGE PARK MO) WHEN 5
YEARSOLD MATEUALTOBE
INCLUDED ORIGINAL
NEGATlVEORCOLOR
ORIGINAL PLUS SOUND
TRACK AND INTERMEDIATE
MASTER POSITIVE OR
DUPLICATE NEGATIVE PLUS
SOtlND TRACK A."D SOUND
PROJECTION PRINT ALONG
WITH CO\IPLETE IDE"'TIFYING

A TlON COORDINATE
WITHN EFORE

DESTItOY WHEN "'0 LONGER
NEEDED FOR REFERENCE
PURPOSES
<DA NI·255 94-1>

TItA."SFER TO FRC WHE." 2
YEARS OLD DESTItOY WHE."
15 YEARS OLD
<DA Nl 155-94-1>

• PERMANE.'IT •
RETAIN ON·SlTE FOR 5 YEARS
TItANSFER TO NARA (COLLEGE
PARK. MO) WHE." 5 YEARS
OLD MATEUALS INCLUDED

~-01....;;;-;"';'·AL NEGATIVE OR

COLOR US SOUND
TRACK Am> ONE P
PRDIT COORDlNATE WI11-I
NASA HQ BEFORE SHIPMENT
<DA ~1·255 94-1>

• PER.\1ANENT •
RETAIN ON-SITE FOR 5 YEARS
TItA.~SFER TO NARA (COLLEGE
PARK. MO) WHEN 5 YEARS
ill

<DA
DESTItOY WHE." FILM
BECOMES INACTIVE OR
DA.'-iAG[D
<DA NI 25594-1>

NarES Only AFS numbers wnh defined subjects are used - RETENTION - For Items marked Pendmg Retention Approval.
contact your Center Records Manager for mformanon and/or questions
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SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authonty>

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES <Authority>

Au Show(s) YEARS OLD WHICHEVER IS
.D' SOOSER

<DA Nl ~55-94-1>

1387 66 FILM FILES USC ONL YI

Records created wnh regard to films. cornpnsed of contractor cost records RECORDS ARE RITAISED AT

and contain contractor-proprietary mformanon JOHNSON SPACC CEN1LR FOR
5 YEARS AITER TER..\1I\lATIOS
or CONTRACT THE\!
DESTROY
<DA i'IIl 255-94-1>

t392 67 PRE-PUBLICATION MATERIAL - EDUCATIONAL

Files consist basically of separations, photographs camera-ready artwork RETIRE TO FRe WHE\!Z YEARS

used pnmanJy 10 produce final educauonel pubhcunons OLD DESTROY WHEN 10
YEARS OLD EARUER
DESTRucrlON IS AlJTHORIZED
IF \1ATERIAL IS NO LONGER
NEEDED OR USCFUL
<DA !'Ill 2.55·94 I>

1392 68 EDUCATIONAL PROGRAMS

Files of the Spacemobrle Operations. schedules attendance, contract files RETIRE TO FRC WHE.\I 2 YEARS

Frles also know as AESP' Aerospace Educaucn Services Program are OLD DESTItOY WHE1'Ij 10
YEARS OLD

Included In this senes In addition records of school attendance! VISitv <DA NI-255 94-1>
are filed In thrs category Other records that are considered Similar and li'oII9-7)
are Included In thrs senes are

- Governor School Program
Program designed for gifted students. run by the State Department

- Explorer Scouts Program
Program for high school students dunng the regular school year

- NEWEST Program
workshop for teachers. taught 2-weeks every year

NarE These records may also be a part of the SHARP system of
records (NASA 10 SPER--PASR)

1392 70 TEACHER WORKSHOP FILES

Files of teacher workshops showing number of seminars, location, RETIRE TO FRC wH£.."Ij 5 YEARS
OLD DESTItOY WHEN 10attendance and bnef outlmes of programs Included m these records are
YEARS OLD

request .. for services and teacher resource files <DA NI-:!55 Q4-1>

1394 71 MOTION PICTURE FILMS

NOTE The following drsposinons are for FlLM ONLY VIDEO
producuons are In SCHEDULE 2 and SCHEDULE 8 of thrs handbook.

FILM FOQTAQE THAT MAY BE D1S!!Q~ED QF
- EXLIacopies (master posruves. duplicate neganves or pnnts) of

ongmal marenals, w luch have been forwarded 10 NARA or the
appropnate FRC

1385 63 SCRIPT FILES

Official film. radio. and television scnpts

o

ALL OTHER OFFICES/COPIES

* PERMANENT *
RETIRE TO FRC I YEAR AFTER
RELEASE OR DELIVERY

A:'IlSFER TO NARA Ii\! 5 YLAR
SOLD

DESTROY WHr.N NO LOi\!GCR
'lECDED ron ReFERCNCE
<DA NI-l.55 94-1> (!'II 19 3)

B

1387 65

B PRE-PUBLICATIQN MATERIAL
(General pubbcanon files r e STI R&D. publications held at CASI
- See Schedule 2, AFS 2220)

* PERMANE.'IT *
TItA:'IlSFER 1 COPY ANNUALLY
OF AU. PUBUCATIONS
CReATED TO NARA

-"I -94 I> IN 19 10)

RETIRE TO FRC WHE.~ I YCAR
OLD DESTROY WHEN 5 YCARS
OLD
<.DA NI-25.5 94-1> IN 19 10)

DCSTItOY WHE!'II !'IIO LO:-JGCR
:-IEEDED
<DA :-J1-:!.55 94-1>

* PER.\1ANE.VI' *
RETAIN EXHmlT MATERIAU
DOCU'v1E.'ITATIO~ ON-SITE
FOR 2 YEARS AFfER EXHmIT
IS CLOSED OR REMOVED
rnE.~ TRANSFER TO NARA
<DA NI 2<;5-94 I>

EXHIBITS

A SMALL ROUTINE EXHIBITS

Files consist of case records and related documentanon/matenals.
pictures of set-up/design. and specrficanon sheets

B LARGE MAJOR EXHIBITS

Files include VISitorcenters and major off-Site exhibits mcludmg
pictures of set-up/design. specrficeuons sheets and related papers

C SPECIAL EXHIBITS

Flies consist of case files on special project/exlubns, unique
programs. tncludmg photographs of the project/exhibit Examples
of such exhibits are, but notlimned to

World Fairs
NOTES Only AFS numbers with defined subjects are used - RETENTION - For Items marked Pending Retenuon Approval.
contact your Center Records Manager for mformanon and/or questions
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SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authonty>

C ALL OTHER CENTERS OFFICES OR COPIES

1382 56 INFORMATION SERVICE REPORTS

Routine requests for exhtbns. speakers tours, and personal appearances
by NASA officials and astronauts

DESTI>.OY WHE.\I NO LONGER
NEEDED FOR REFERE.'ICI:
<DA Nl 255-94--1>

DESTROY WHEN 5 YEARS OLD
OR WHE.'I NO LONGER NEEDED
FOR REFERENCE WHICHEVER
IS ARST <DA NI-255-94-I>

NASA RADIO PRESENTATIONS

Office of Pnmary Responsibrluy HQ (Office of Pubhc Affairs I Code
PMD)

1992 AND EARLIER

One copy of each radio program as created by NASA and provided
to the general public and radio Slat IOns Formats can consist of. but

e not limited to NASA Radio Special Reports. Audio News
res, and Space Notes (Mediums of transfer COnsist of Reel-

cassettes, transcripts, etc )

B

These are stones of mtere
Stones are created as week.1y
every 4 weeks Masters cons lSI 0 stones approximately 4 112
minutes In length and 4 Items ernul 'ronuers" each ISa 90
second version of the Space Story En and "Spanish
versions of each program mcludmg a wnue anslauon, If one
exists

NOTE Spanish versions of the NASA Radio programs c
the NASA Space Stones produced approximately every 1-2
weeks every 4 weeks with one 4 112rmnute and one 90 second
story which duphcare/copy an English story

NASA Special Reports

NASA Space Notes

Radio programs created by NASA and provided to the general
public and radio stations

• PER.MA~'lT •
RETIRE TO FRC I YEAR AFTER
RELEASE OR DELIVERY
TRA.'ISFER TO NARA WHE.'I 5
YEARS OLD
<DA ~I 255·94-1::>
IN 19 3)

• PER.V1ANE.'lT •
TRANSFER I PRODUCTION
MASTER (114" OPE.'I REEL TO·
REEL TAPEl AND I DUBBED
CASSIITfE COPY TO NARA
ANNUALLY, ALONG WITH I
HARD COPY OF THE LABeL
INFORMATION FOR EACH
CASSETfE
<DA NI·255-94-I::>
eN 19·3)

NarES Only AFS numbers With defined subjects are used - RETENTION - For uerns marked Pending Retention Approval,
contact your Center Records Manager for infcrmanon and/or quesuons

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

ThIS document IS updated frequently, therefore, pnnted COPieSmay be Obsolete Refer to the Change History Log at the
beg"'nlng of NPR 1441 1 In the NASA Onhne DirectIVes Information System (NODIS) for current version

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES <AuthorIty>

57 C NASA OFFICIAL INTERVIEWS

I Raw and Routine interviews DESTROY WHE.-..:2 YEARS OLD
OR WHEN NO LONGER

These are rntervrews done for research and background NEEDED WHICHEVER IS

mformauon for production of NASA Space Stones and SOONER

Frontiers (These mtervrews have been produced on OAT <DA :111-25594-1::>-- Tapes. cassettes. and 1/4" reel-to-reel tapes)-- c, ral Interest lmerviews • PERMANENf •
TRANSFER I PRODUCTION

These are umque mtervrews officials concemmg MASTER A.'ID I DUBBED
current Items, ISsues or research programs/pre] r CASSIITfE COPY TO NARA
of Special Significance to NASA ~ Y ALONG WIlllI

HARD .AREL OR
BACKGROUND INFOR..~
CREATED
<DA NI 255-94-1::>

1382 58 PAO CLIPPING FILES (SSC ONLY)

FLIesof articles appearing In technical, trade, commercial publrcanons or DESTROY WHEN NO LONGER
magazines on NASA andlor the space program In general Files may NEEDED FOR REFERENCE

V ALlJE OR TRANSFER TO SSCinclude information collected. which pertams to specrflc programs bemg HISTORIAN'S OFFICE IF
conducted at Stennis or any other center With regard to space and TRA.'ISFERRED TO TIlE
aeronautics research HISTORIAN THAT OFFICE

WILL DESTROY WHEN NO
LONGER NEEDED RECORDS
CA.'lNOT BE RETIRED TO AN
FRC
<DA NI 25594-1::>

1385 Speeches and Speakers (see below)
1385 62 SPEECH FILES

Official speeches by NASA personnel Speeches addresses, comments,
and remarks made at fonnal ceremonies and dunng mtervrews by heads
of agencies or their semor assistants concemmg the programs of their
agencies The speeches and addresses may be presented to execuuves
from other Federal agencies. representauves of state and local
governments, or pnvate groups

A ' RESPONSmlLITY • PERMANENT •

RETIRE TO FRC I YE~m ~

IN 5 YEAR BLOCKS WHEN-:!lJ
YEARS OLD
<DA NI 255-94-1::> IN 19 2)

B & QTHER QEEI!:~I!;;OfIES DESTROY WHE.'I NO LONGER
NEEDED FOR REFERE.'ICI:.
<DA NI 255-94-1::>

NOTES Only AFS numbers wrth defined subjects are used - RETENTION - For Items marked Pending Retention Approval,
contact your Center Records Manager for tnformanon andlor questions
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES <Authont:Q:

A HO PUBLIC AFFAIRS IOPR) DESTROY Y.'Hc." 5 YEARS OLD
<DA NI-2SS 94-1> IN 19-8)

B ~ Office of Pnmary Responsibility DESTROY WH[;-..J3 yeARS OLD
<DA NI-255 94-1> IN' 19 8)

C ALL OTHER OFRCES/COPIES DESTROY WHEN I YEAR OLD
OR WHE.'l NO LONGER
NEEDED WHICHEVER IS
SOONER
<DA Nt 25~-94-1> (ill 19 81

~
39 NASA PERIODIC INFORMATION SERIES - HOUSE ORGANS

~ Penodrc newsletter. bulletms. or smular types 01 official Center
~am mformancn relating 10 Center facrhues

ant projects mission development. personnel. SOCial
mformenon of Interest to NASA employees

A Record Copy

~

"PERMA;\IENT"
TRA."ISFER 0;\1£ COPY OF EACH
ISSUE TO NARA ANNUALLY IN
O)lE YEAR BLOCKS AT THE
END OF EACH CALENDAR
YEAR. IF IN ELECTROi'lllC

~

FR
A

E.
>

B Record Copy TEMPORAR' ..
TRA.\ISn::R. A SECOi'llD COPY OF
EACH ISSUE TO LOCAL
CENTER HISTORY OFFICE
DCSTROY WHEN NO LOi'llGER
NEEDCD
<DA NI-15S"()S 01>

1380 40 BIOGRAPHICAL RECORDS FOR PUBLIC AFFAIRS - NASA 10
BRPA

PASR Current biographical mformancn about pnncrpal and prominent RECORDS ARE MAINTAI!'>ffiD
A~ LONG AS THERE IS

management and staff officials. program and project managers. scienusts. POTENTIAL PUBLIC INTEREST
engineers. speakers, other selected employees. Involved In newsworthy IN THEM AND ARE DISPOSED
acuvrues and other paructpants In agency programs, wnh a recent or WHEN NO LONGER
photograph when available Data Items are those generally required by RI:QIJlRED
NASA or the news media tn prepanng news or feature stones about the <DA ;\11-25594-1>
mdtvrdual and/or the mdrvtdual's acuvuy With NASA

1380 41 AUDIENCE REPORT FORMS DESTROY WHE.\1 2 YLARS OLD
<DA NI :!5S 94-1>
rn 19·11,

RETENTION
<Authont:Q:

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

1382 SO FOIA REPORTS

Recurring reports and one-lime rnformanon requirements relaung to the
agency implernemanon of the Freedom of Information Act. mcludmg
annual reports to the Congress

• PER.\1ANE.'IT "
RETIRE TO FRC WHE'l 3 YEARS
OLD TRANSFER TO NARA
WHEN 15 YEARS OLD

B

C ALL OTHER COPIESIREPORTS

<OA NI-255·94-1>

NEW RELEASES

One copy of each prepared statement or announcement Issued for
distribution to the news media. Published or processed documents, such
as "Press Kus." "Fact Sheets, Current News. and all other matenals

ews releases that announce events such as adoption of new programs.
auons of old programs. major shifts In policy. and changes rn

semor nc) personnel and may be a textual record such as a formal
pre~~ releas r non textual such as films. Video. or sound recordings
(typically clear rough HQ)

A • PERMANE.VT ..
RETIRE TE>.TUAL RECORDS TO
FRC WHEN 5 'YEARS OLD
TRA.'l'SFER TO NARA IN 5 YEAR
BLOCKS WHEN 20 YEARS OLD
<DA "II :!55 94-1> (N 19-1)

AUDIO VISUAL RECORDS ARE
TO BE TRANSFERRED TO
NARA N ACCORDANCE WITH
MEDllIM OF CREA nON
RETIRE IN 5 YEAR BLOCKS
WHEN 5 YEARS OLD
<DA Nl 25594-1> IN 19-1,

B STENNIS SPACE CENTER ONLY

The following Items as ongmally produced and distributed by sse
both on-sue and locally by the Office of Pubhc Affairs News
Releases - Fact Sheets - Brochures

NarES Only AFS numbers wtth defined subjects are used - RETENTION - For Items marked Pendmg Retention Approval.
contact your Center Records Manager for mformanon and/or questions

NOTES Only AFS numbers With defined subjects are used - RETENTION - For Items marked Pendmg Retenucn Approval.
contact your Center Records Manager for mformauon and/or questions



ORGANIZATION AND ADMINISTRATIVERECORDS SCHEDULE 1
(AFS 1000-1999)

ThIS document IS updated frequently, therefore, pnnted copes may be obsolete Refer to the Change History Log at the
beginning of NPR 1441 1 In the NASA Online Directives Information System (NODIS) for current version

ORGANIZATIONAND ADMINISTRATIVE RECORDS SCHEDULE 1
(AFS 1000-1999)

ThIS document IS updated frequently; therefore, pnnted copes may be obsolete Refer to the Change History Log at the
beginning of NPR 1441 1 In the NASA Online Direcuves Information System (NODIS) for current version

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES <Authont)2:

21 B ALL OTHER OFFICES/COPIES DESTROY WHEN 2 YEARS OLD
<DA NI 255·94-1>

1280 26.5 QUALITY MANAGEMENT FILES

FLies related to the status of the overall effectiveness of the Quality
System at the NASA mstallanons Records include audits. oversight of
corrective action, management review acuvmes. quality system memes
evaluations, and correspondence With external auditor

A I;E~-QFFlI;E OF PRIM8BX !l&l!PO~SmILITX DESTROY WHE.~ 7 YEARS OLD
Recordkeepmg ropy (paper) <DA ;\11·255·99·3:::-

B ALL OTHER OFFlI;ES Recordkeepmg copy (paper) DESTROY WHEN 3 YEARS OLD
(When not covered elsewhere m these schedules ) OR WHE.'J ;\10 LOi'IIGER

NEEDED WHICHEVER IS
SOONER
<DA \II 255-99-3>

L : rOPIES generated on office automauon DELETE AFTER
apphcauons such as E·maJ annhcanons RECORD KEEPING COPY HAS

BEE.."1PRODUCED
~. -. -

1328 31 MILITARY REPORTS

Reports and COpies of documents from the Departments of the Anny. DCSn.OY WHE..~ NO LOi'llGCR
NEEDED

Navy. Au Force, and Defense <DA NI-255 94-1> fN 1 33)

1355 32 UNIVERSITY AFFAIRS PROGRAM FILES

These are case files kept alphabetically by mdivrdual. by program Case
files will typically include. but not be limited to. apphcaucn forms,
transcripts proposals and letters of recommendations as appropriate for
each program Records In this senes may include any other associated
correspondence or documentation related to the operation and funcucns or
the program

Programs include. but are not hmued to

Advanced Designee Program NASAlUSRA
ASEE Summer Faculty Fellowship Program
Graduate Program m Aeronautics
Graduate Student Researchers Program (GSRP)
Graduate Student Researchers ProgramIUMF
Historically Black Colleges and Umversrues (HBCU)
Space Technology Development and Unhzanon Program (STDP)
Jotnt Insutute for Advancement of flight SCiences (J1AFS)
Langley Aerospace Research Summer Scholars Program (lARSS)
NASA Space Engmeenng Research Center Program
National Research Council (NRC) Resident Research Assocrateshrp

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES <Authont)2:

32 Program Nanonal Space Grant College and Fellowship Program
Other Mmonty Umversuy Programs

A QEEll;l: OE PR!MARX R!OS~NSmlL[[X Uruversuy Affairs RETAIN ON SITE DESTROY S
YEARS AFTER COMPLETION
or RESPECTIVE PROGRAM
<DA NI-255-94-1>

B 61.1. QI~ Ornl;~II;Qe~ DESTROY WHEN NO LONGER
NEEDED OR WHEN REFERENCE
VALUE CEASES
<DA NI 25594-1>

C ROSTERS OR LISTS OF PARTICIPANTSIINDIVIDU~ IN DESTROY WHEN NO LONGER
R~~IYE eRQQR6MS NEEDED

<DA NI-255 94-1>

1360 33 INTERNATIONAL CORRESPONDENCE

Correspondence With Private mdrvrduals outside of the U S requesting DESTROY 2 YEARS AFIF.R.

mforrnanon or pubhcaucns RESPONSE TO REQUEST
<DA NI-255 94-1> (N I-II)

1370 35 FOREIGN NATIONAL VISITORS FILES

Documents relanng to the VISitsof foreign nationals. mcludmg D[sTROY 2 YEARS AFTER

authonzauons. security clearances. umeranes, correspondence. and TERMINA nON OF VISIT
<DA NI-255-94-1> IN 19-17)

reports

1370 36 VISITOR OPINION CARDS

Forms completed by vrsnors to centers showmg thee opuuon of the DESTROY 6 MO~S AFTER
facrlmes VISIT

<DA NI-255-94-1> (N 19·201

1380 37 COMMUNITY RELATIONS FILES

A Documentation showing the development, maintenance, and DESTROY WHE.~ S YEARS OLD
Improvement of relauons between NASA and the community <DA NI-255 94-1> eN 19·19)

Gsrc These arc rneenngs between local leaders in busmess/poturcal areas
10showzdemonsrrare what GSFC IS domg In the local commuruly rotary
clubs Chamber of Commerce etc

B Records relanng to speeches, tours, personal appearances. and other DESTROY WHI:.N 2 YEARS OLD
such rouune acuvrues <DA. :'111-25594-1> (N 1919)

1380 38 STATISTICAL REPORTS FILES

Stausucs regarding public affairs acuvrnes of Centers for use m
comprhng semiannual report, mcfudmg stansucs regarding drssermnauon

Iof'pubhcauous and number of pubbcanons m stock,

NarES Only AFS numbers WIth defined subjects are used - RETENTION - For Items marked Pending Retention Approval.
contact your Center Records Manager for mformanon and/or questions

NarES Only AFS numbers wnh defined subjects are used - RETENTION - For Items marked Pending Retenuon Approval
contact your Center Records Manager for mformanon and/or questions
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS# !!EM DESCRIPTION OF RECORD SERIES <Authont:f::

B Offices provrdmg mformanon feeder reports or perunent DESTROY WHE.~ 10 Yr:AR~
documentanon to cogmzant Headquarters office concernmg the OLD OR WHE.\I NO LONGER

proposed legulauon NEEDED WHICHeVER IS
S()()~
<DA NI 255·94-1>

C All other offices/copies DESTROY WHCN NO LONGeR
:<EIDCD FOR RErERDICE
PURPOSES
<DA :"'JI255 94-1>.~ 16 INVENTIONS AND CONTRmUTIONS BOARD RECORDS ANDr---..

~
y • PERMANENT •

P TRANSFER TO NARA WHEN 5
YEARS OLD

~
2 Centers ~~~".?~~gg~~~0(J"Monetary Awards Only (Srgmficanu

PROGRAM OR PATENT
PROGRAM AS APPLICABLe.
<DA Nl·;!S5 94-1>

3 All oilier copies DESTROY WHE:-..JNO LO:"lGER
NEEDED
<DA !'oI1·15594-1>

B COPies of documents/records created by the Board mat are DESTROY WHI:.\1 !'oIOLO:-..JGCR
mamuuned at centers or by Board members NEEDED

<DA NI 255·9.J..1>

C Alphabeucal files by contnbutor. on contnbuuons NOT considered RETIRE TO FRC WHL\ll YCARS
for award. files Include correspondence. evaluancns. and all related OLD DESTROY WHL\I 23
papers/records YJ:ARSOLD

<DA :"11·25594-1>
IN 13·17)

0 Alphabetical file -, by contnbutor. on ccmnbuuons considered for RETIRE TO FRC WH~ ) YEARS
award, flies include correspondence evaluations. recommendations OLD DESTROY WHE"l' 22
by the lnvennonv and Contributions Board and the Administrator YEARS OLD
Board and the Adrmmstraror and all related recordszdocumentanon <DA !'oI1·25S·94-1> IN 13·17)

E Denied Award Heanngs Files Case files on heanngs evolving RETIRE TO FRC AFTER CASE IS
from demed awards from the lnvennons and Contributions Board CLOSED DESTROY WHE..\125

YEARS OLD
<DA :"11·25594--1>
IN 13·18)

F Award case files/apphcauons that have been microfilmed

I Paper Records DESTROY WH[;"IJ
\1ICROFIL \if\.11CRonCHE HAS
BEI:"IVERIFJI:D
<DA Nl 155·94-1>

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# ITEM DESCRIPTION OF RECORD SERIES <Authont:f::

2 Microfilm/microfiche Records DESTROY WHEN NO LO~GER
NEEDED OR WHL"l' :!5 YEARS
OLD WHICHEVER IS SOONeR
<DA :-..J1·'255·94-1>

1180 17 NASA BOARD OF CONTRACT APPEALS CASE FILES-
GOVERNMENT COUNSEL'S CASE FILES

Appeals before me NASA Board of Contract Appeals consrsung of RETIRE TO FRC '2 YEARS
AFTER BOARD HAS RLNDERED

Nonce, of Appeal, complaint. answer and/or monon. correspondence. ITS DECISIO:"l OR CASE IS
transcnpts of proceedings before the Board. exhibits. briefs m support of SElTLED DESTROY WHEN 6
me parues positions taken under the disputes clause of a NASA contract, YEARS OLD
and Board decisions together With workmg papers of the trial attorney <DA NI·2.55 CJ4-I>
charged with represenung NASA before me Board 1N'11·'21)

~ 18 BOARD OF CONTRACT APPEALS CASE FILES

I--....-.

~

,
ani

n

a1 RETIRE TO FRC ~ )'EARS
d AFTER YEAR IN WHICH

~

AL
,

J

B Cases In which the Board rendered a decrsron RCTIRE TO FRC 6 YEARS
AFTER Yt.AR 1:-.1WHICH
DECISION' WAS RE."l'DERED
DESTROY WHE.~ II YEARS
OLD
<DA N'1·2~5·94-1> eN 17--491

ed after September 30. 1979 Cases. In which the DESTROY I YEAR AFTER
appeal was wnhdrawf 0 • FI\lAl ACTIO:-..JON DECISION,r.., 3 15bJ

1200 19 SYMPOSIA AND CONFERENCE FILES - MANAGEMENT

Files tmcludmg mvnanons attendance records. agenda. minute .... reports. RETIRE TO FRC WH~ I YEAR

etc) of routine and ad hoc conferences and meetings. such as meeungs of OLD DESTROY WHeN .5YEARS
OLD

non-project workmg groups and task groups. mcluded are siatf meenngs <DA NI·'2'\' 9.J..1>
related largely to admmrstrauve matters I"N139 N'24·14)

1216 21 SPECIAL PRIORITIES ASSISTANCE FILES

Documents used In requesung. coordmaung. and grannng pnonnes

A OFFICE OF PRIMARY RESPONSmILITX RETIRE TO FRC WHL"l' 2. YEARS
OLD DE,.',TROY WHr:.."l'10
YCARSOLD
<DA N'1·'2.55·94-1> (N 17·18)

NOTES Only AFS numbers wnh defined subjects are used - RETENTION - For uems marked Pending Retenuon Approval.
contact your Center Records Manager for mformauon and/or quesncns

NOTES Only AFS number .. with defined subjects are used - RETENTlON - For Items marked Pending Retenuon Appro val.
contact your Center Records Manager for mforrnanon and/or quesuons
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SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authonty>

RETENTION
<Authonty>

• PER.'I.1ANENT •
See Above
<DA ~1·255 94-1 13>

13

B CENTERS

Office ofPnmary Responsibility

C ALL OTHER COPIES DESllWY WHE." OBSOLETE.
SUPERSEDID OR NO LDNGER
NEEDED
<DA NI-255 94-1>

Records rnamtamed by mdrvrdual members DESTROY UPON TERl\.l1NATION
OF ME.\lBERSHIP OR WHDl NO
LONGER NI:EDED WHICHEVER
IS SOONER
<DA NI 255-94-1>

Ccmbmed
wtlhAFS
1311, Item
II27from
NPR
144IIC

14 COMMITI'EES, BOARDS, COUNCILS, PANELS, AND
CONFERENCES

(NOTE Excluded from tlus senes are those records created by the
inventions and Contributions Board .- See Item 16 of this Schedule
NOTE For Rouune and Ad Hoc Conferences and Meenngs .• See Item
19 of II", Schedule 1

• PER.\1ANE..'IT •
RETIRE TO FRC Wl-fE.',I 2 YEARS
OLD TRANSFER TO SARA
WI-lEN' 20 YEARS OLD
<DA Nl 255-94-1 14>
(N 1-6 N 1-7 N24·12 :"124-13)

DESTROY 2 YEARS AFI'ER
TERMINATION OR
DISSOL VEMENT OF
CO\IMrJTEE
IGRS 16·8,1

RECORDS RELATING TO ESTABLISHMENT
ORGANIZATION MEMBERSHIP AND POLICY

B

m and final). reports
covering general operations of the group. rds relating to
establishment. revrsron. or termmaucn of a pro reject
and records docurnenung the accomplishments 0 group

(a) Office file of the group mamtamed by the sponsor.
group. Chairperson. or other designee

(b) All other copies

2 All other records produced by the group

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

14

CONGRESSIONAL Fll.ES

LIespertammg to correspondence to and from Congressional
Co tees 11l1s includes letters hearmgs (mcludmg
quesuons atenal for the recordj. tesnmcny. edited
transcnpts Cuto IS end of Congressional session

(a) HQ Office of Legislative Affairs (Office of Pnmary
Responsibrhty) Cutoff date IS end of Congressional
session

(b) All other offices and COpies

B Congressional Correspondence Files
Correspondence With Members of Congress concemmg mformanon
about NASA programs and projects mcludes correspondence With
Members of Congress penarrung to constituent requests Cutoff
date IS end of Congressional session

·PERMA..'ffiNT*
RETIRE TO FRC 5 YEARS
AFfER ClITOFF TRA..'ISFER TO
NARA IS YEARS AFTER
ClITOFF
<DA NI·25S..()()..6>

C Congressional Briefings
Briefings provided to Members of Congress regardmg NASA
programs. projects and acu vmes

D Pubhcancns requests from Congressmen for copies of NASA
pubhcanons which required no formal reply

<DA Nl·2SS..()()..6>

DESTROY WHE." SO LONGER
NEEDED
<DA. NI·2S5-00-6>

RETIRE TO FRC 5 YEARS
AFI'ER ClITOFF DESTROY 15
YEARS AFTER ClJTOfF
<DA NI·255..()().6>

RETAIN FOR ONI: YEAR
DESTROY WHE." NO LONGER
NEEDED ATTHECONCLUSION
OF THE ONE YEAR RETENTION
<DA NI 255..Q0..6>

DESTROY 1 YEAR AFTER
PUBLICATION IS SENT
<DA NI·25S..()()..6>

NOTES Only AFS numbers wah defined subjects are used - REfENTION - For Items marked Pendmg Retention Approval,
contact your Center Records Manager for mformanon andlor quesuons

1150 15 I LEGISLA nON Fll.ES - PROPOSED

RETIRE TO FRC 5 YEARS
AFI'ER PROPOSAL IS ENACTED
NI"O LAW OR IS KIlLED
DESTROY WHE.'1 15 YEARS
OlD
<DA NI·25S 94-1>

A Documents accumulated In the preparation and processmg of
legislation proposed by or m the Interest of NASA Includes drafts
of legislenon. reports to committees on mtroduced legislauon, and
comments on. including coordmanon through Center legal officers)
With final subrrussrons to Headquarters on legislative proposals
This senes includes case files on each proposed Item of legislation
and files are kept and mamtamed. and broken 10 this fashion

NOTES Only AFS numbers With defined subjects are used - RETENTION - For Items marked Pending Retention Approval,
contact your Center Records Manager for mformanon andlor questions

OPR NASA Headquarters. Office of legislative Affairs
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SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authonty>

RETENTION
<Authonty>

when marenal rs added to collection and (2) Dated/marked
when matenalrs accessed for research purposes

B READY REFERENCE MATERIAL

Reference rnatenal published/sponsored by NASA (Shelf
documentauonlbooks)

NARA NO LATER THAN
DECa.mER 31 1998 UNLESS
THERE IS A:-.I AGENCY
REQUEST CERTIFyr;G ACTIVE
AGE.\lCY USE AND NEED
SUCH REQUEST WILL SPECrFY
NEW TRANSFER DATE FOR
MATERIAL SO CERTIRED
<DA Nl-:~55 94-1 8::-
I"N [·8)

• PERMAi"ffiNT·
RETAIN IN AGLNCY SPACE
UNTIL NO LONGER NEEDED
OR WHE,\I 2S YEARS OLD \\1TH
5 YEARS CONSEClJIlVE

ACTIVE AGENCY USE OR
o YEARS OLD

SLONGER

RET AIN INDEfI~rrEL Y IN
AGENCY SPACe IDmL NO
LONGER NEEDED OR
DESTROY WHL'I 75 YEARS
OLD WHICHEVCR IS LONGER
<DA NI·25<;j 94-1>

1070 II HISTORY OFFICE FILES - ADMINISTRATIVE

Routine office files. general correspondence. and other marenals related
to the day-to-day operations and management of the history office and I~

programs

12 ORGANIZATIONAL FILES

A Organizational chans. NASA Directives, and reorganization
studies. graphic illustrancns which provide d detailed descnpnon
of the arrangement and administrative structure of the funcucnal
unns of an agency Reorgamzauon studies are conducted 10 design
an efficient organizational framework most suned to carrying oUL
the agency's programs and Include

m ials such as final recommendations. proposals and staff
evalud s These files also contain adrmmstrauve maps that show
regional bd aries and headquarters of decentralized agencies or
that show the g aphrc extent of limns of an agency's programs
and projects

12

INOTE Excluded from thts S s are those Orgamzanon Charts
Included In the NASA Directives em -- See hem 72 of thrs
Schedule I

1070 9 HISTORY OFFICE CONTRACTOR DELIVERABLES (BOOKS)

COPies of documents collected and used as source data m preparation of
hrstoncal volumes Include.d are duplicates or copies of correspondence.
reports. direcuves. pamphlets. publications or other official records
prehmmary or parual drafts. authors' outlmets) author ..: ongmal notes.
responses from readers. reviews. and comparable documents

A MATERIALS RELATED TO COMPLETED VOLUMES
(After publication of the fim-hed book)

B MATERIALS ACCUMULATED FOR FUTURE VOLUMES

RETIRE TO FRC O~E YEAR
AFTER PUBLICATION
DES-m.OY WHE.'\I b YEARS OLD
<DA NI 255-94-1>
0,111-291

DESTROY WHE.'\I NO ONGER
NEEDED
<DA ill I 255-94-1 >

B Management appraisal files. narrauve and stans
sigruflcant accomphshmems. acCOUJllSof and ration or
reorgamzanons estabhshmem or drsestahhshment of fie nrers.
special reports on key planning studies wnh related papers sh
mcepuon. scope. procedure. results. and case files on approved
plans. pchcres. mission. and programs

Office of Pnrnary Responstbtluy. mcludmg the signatory and
the office responsible for studying and developing the
document,

All other offices/copies

1070 10
PASR

HISTORY ARCHIVES BIOGRAPHICAL FILES - NASA 10 HABC
1130
1410

ared descnpuons of the responnbrhues assigned to the
semor execuuve of the agency at the dwrsron level or higher U
the functional statements In the Code of Federal Regulations
(CFR). they are not designated for pr .• Biographical data, speeches. and arucles by mdrviduals who are of

histoncal significance In aeronautics asuonauucs space SCience, and
other concerns of NASA. correspondence. interviews and vanous other
tapes and transcnpts of program acnvmes

MOST FILES ARE RCTAI:'IIID
rNDCFINITELY IN AGENCY
R£FERE..'\ICE COLLI:CTIO:'llS
HISTORY OmCE.~i/ARCHIVES
DESlROY WHE.'\I iIIO LOillGER
NEEDED
<DA :'111255·94-1>

A RECORD COPIES

HQ OFFICE OF MANAGEMENT OPERATIONS, NASA
DIRECfIVES & FEDERAL REGULATIONS (Record copy IS

included In NMI. NPDINPR System)

NOTES Only AFS numbers With defined subjects are used - RETENTION - For Items marked Pending Retenucn Approval
contact your Center Records Manager for mformanon and/or quesr Ions

RETIRE TO FRC WHE.'\I 2 YEARS
OLD DESTROY WH[..'\I 6
YEARS OLD
<DA NI·25S·94-1 II>

" PER.\1ANE.Vf ..
REI1RE TO FRC WHEN 5 YEARS
OLD TRA.'iSFER TO :'IIARAIN 5
YEAR BLOCKS WHEN 20
YEARS
OLD
<DA :'111·255·94-1>
eN 1 31

<DA :-.II 255-94-1>

DESlROY WHEN OBSOLETe.
SUPERSEDID OR WHEN NO
LONGER NEEDED
<DA ;-..II255·94-1>

NOTES Only AFS numbers With defined subjects are used - RErENTION - For Items marked Pending Retention Approval
contact your Center Records Manager for mfonnauon and/or quesuons
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SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authority>

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authority>

HISTORIA.'I llIEY wiu,
TRA."SFER TO NARA
WHE.'I NO LO:<GER NEEDED TO
PREPARE NASA HISTORIES OR
WHEN 10 YEARS OLD
WHlCHEVER IS SOONER
<OA NI·2SS·94-1>

COPies of Emergency Operating Direcuves. plans. and procedures IS:'Ued

by the agency. mcludmg delegauons of authcrny. emergency
assignments. funcuons. and mstrucUons (other than those Issued In case
files) as well as those Issued by FEMA other Federal agencies. state and
local governments and the pnvate sector (NON-RECORD COPlES)

DESTROY WHE.'l OBSOLETE OR
SUPERSEDED
<DA NI 255·94·1>
~ 1-21)

B • PERMANE.'IT •
__ ..... ~uu"TluO FRe 2 YEARS

!RATION
TRANS A 10 YEARS
AFfER EXP!RA TIO,
<DA !'II 255·94-1 6>

EMERGENCY PREPAREDNESS POLICV FILES

copy of each agencywrde or center emergency directive. plan. and
proce sued by the responsible office, mcludrng related background
papers and pr development reports consrsung of a copy of each plan
or directive ISSued DESTROY WHE'lOBSOLETE

ORSUPERSEDED
<DA N'1·255·94-1>

C ALL OTHER COPIES

• PER..\{AN'E.\lT •
CUT OFF WHE:< SUPERSEDED
AND REIlRE TO FRC WHEN J
YEARS OLD TRANSFER TO
NARA WHE.'I 15 YEARS OLD 1:<
10 YEAR BLOCKS (e s offer
970-79 block UlI995)

1·25'; 94-1> 1N'1·20)

A

on agreements between NASA and other Government agencies
Includes co ence and all documems/matenals concermng the

File copy of plan or dtrecuve If agency record copy ISmaimamed In

a master dtrecuves file and all related background matenals
B • PER.\1A!'lEN'T·

RETIRE TO FRC 2 YEARS
AFfER CO\IPlETIO:< OR
EXPIRATION TRA.~SFER TO

10 YEARS AFfER
/EXPIRA TIO:<

A

AJI other COplCS DESTROY WHE.'I OBSOLETE OR
SUPERSEDED
<DA NI-255 94-1>

C

tNI-4J

1040 4 EMERGENCY PLANNING AND READINESS REPORTS B ALL UfHER OFACES/COPIES DESTROY WHEN
OBSOLElLOR
SUPERSEDED
<DA NI 25594-1 7>

DESTROY WHE.'I ) YEARS OLD
OR I YEAR AFILR
CO\IPLETION OF :<EXT
EXERCISE WHICHEVER IS
LATER
<DA N'1·255 94-1> rn 1 22)

Agency reports of operator's tests consisting of consolidated or
comprehensive reports reflecung agencywide results of'tesrs conducted
under emergency plans, meludmg exercises and mal lC!:ItS

HISTORICAL ITEMS/SOURCE FILES

Documents that have unusual or rmmedrately recogruzable hrstoncal
srgmflcance and are filed among other documents that are scheduled for

sal will be noted and removed from the file before transfer or
des Agency lustones and selected background matenals
Nartanve ag rstones mcludmg oral history projects prepared by
agency hrstonans 0 IC affairs officers or by private hrstonans under
contract to the agency So ackground matenals (such as interviews
With past and present personnel) ated dunng the research stage may
also be selected for permanent retention

SUBJECT AREA OR RECORD TITLE RETENTION
ITEM DESCRIPTION OF RECORD SERIES <Authonty>

AGREEMENTS MEMORANDA OF UNDERSTANDING (MOUl

ongmal MOUs and Letter Agreements between NASA and others
With cortes ce and all documents concemmg the agreement
mauers. such as mtera ga-agency. or rntemauonal affairs A

A RECORD COPIES
f945·1989
Matenal In Il11Scollecuon dates from 1945 to 1989 and may be
contained ID boxes. lekmevers, or file cabmets Matenalts
marked and accounted for m two categones (I) Dated/marked

NOTES Only AFS numbers WIth defined subjects are used - RETENTION - For Items marked Pending Retennon Approval.
contact your Center Records Manager for mfonnauon and/or questions

HQ Office of External Relations keeps record
COpies for Imemaucnal MOUs Record copies for domestic MOUs
are kept by the Office having pnmary responsibility

NOTES Only AFS numbers With defined subjects are used - RETENTION - For Items marked Pending Retenuon Approval,
contact your Center Records Manager for mformauon and/or questions


