NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: N1-255-09-001

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 2/24/2024

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These items, unless subsequently superseded, may be used by the agency to

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

All other items not listed below remain active.

SUPERSEDED AND OBSOLETE ITEMS

The remaining items on this schedule may no longer be used to disposition records.
They are superseded, obsolete, filing instructions, non-records, or were lined off and
not approved at the time of scheduling. References to more recent schedules are
provided below as a courtesy. Some items listed here may have been previously
annotated on the schedule itself.

Item 26.5A was superseded by N1-255-10-002

Item 26.5B was superseded by N1-255-10-002

Item 1/32 was superseded by N1-255-10-003

Item 1/67 was superseded by DAA-0255-2017-0007-0002
Item 1/68 was superseded by N1-255-10-003

Item 1/71D1b was superseded by DAA-0255-2017-0007-0002
Item 1/71D1c was superseded by DAA-0255-2017-0007-0001 and DAA-0255-2017-0007-0003
Item 1/71D4 was superseded by DAA-0255-2017-0007-0003
Item 1/106¢ was superseded by DAA-0255-2022-0003-0001
Item 1/113a was superseded by DAA-0255-2022-0003-0002
Item 1/113b was superseded by DAA-0255-2022-0003-0002
Item 1/130 was superseded by DAA-0255-2022-0004-0001
item 2/6/A Superseded by DAA-0255-2023-0002-0001

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

As of 2/24/2024 N1-255-09-001



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

item 2/6/B Superseded by DAA-0255-2023-0002-0001
item 2/6/C Superseded by DAA-0255-2023-0002-0001
item 2/6/D Superseded by DAA-0255-2023-0002-0001
item 2/6/E Superseded by DAA-0255-2023-0002-0001
item 2/6/F Superseded by DAA-0255-2023-0002-0001
Item 2/8 (all subitems) was superseded by N1-255-10-001
Item 2/9 (all subitems) was superseded by N1-255-10-001
Item 3/33 (all subitems) was superseded by
N1-255-09-003 Item 8/38A was superseded by
N1-255-10-005

Item 8/38B was superseded by N1-255-10-005

Item 8/42 was superseded by N1-255-10-005

Item 8/43 (all subitems) was superseded by
N1-255-10-005 Item 9/6D1 was superseded by
DAA-0255-2014-0001

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

As of 2/24/2024 N1-255-09-001



i REQUEST FOR RECORDS DISPOSITION AUTHORITY

- LEAVE BLANK (NARA use.only) ~

National Aeronautics and Space Administration (NASA)

A _ JOB NUMBER
| (See Instructions on reverse) N/-2855-0%-/
[TO: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DATE RECEIVED - ’
WASHINGTON, DC 20408 7//70/0@
1. FROM (Agency or establishment) NOTIFICATION TO AGENCY

2. MAJOR SUBDIVISION
NASA Headquarters

3. MINOR SUBDIVISION

In accordance with the provisions of 44
U.S.C. 3303a the disposition request,
including amendments, is approved except
for items that may be marked "disposition
not approved" or "withdrawn" in column 10.

[6-AGENCY CERTIFICATION
I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records
and that the records proposed for disposal on the attached 31
of'this agency or will not be needed after the retention periods specified; and that written concurrence from
the General Accounting Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal

Acenci
gencies, is not required; D is attached; or D has been requested.

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE DATE ARCHIVIST OETHE UNITED STATES
Patti F. Stockman, NASA Records Officer (202) 358-4787 al
&% 0

page(s) are not now needed for the business

DAT

SIGNATURE OF AGENCY REPRESENTATIVE | TITLE
éigé%?ﬂc’f }%MW

NASA Records Officer, NASA Headquarters, Code AO

7.
ITEM
NO.

8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION

9. GRS OR 10. ACTION
SUPERSEDED TAKEN (NARA
JOB CITATION USE ONLY)

Multiple NASA Records Retention Sschedules items (attached). This request is
for NARA recognition as mecda-neutral specific NARA authorizeed temporary
retentions for NASA-specific items.

rly-red—fenﬁnthe attached listing. The other schedule items are provided for
context purposes only. The content and functions of the records covered by these
scheules have not significantly changed. NASA still has requirements for these
retentions which are the appropriate length of time, but our agency now
maintains many of these records in digital media.

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

Sc.l\zcl nys u\'uvu !\m‘&ui -€,n., C_w,. {'z,;}* de‘f}wa
l\ﬁ\)i‘, been | wed euk For alm.ﬁ.m "jji@

|

Note that the temporary items included in this request are only those highlighed 4%-/07" LIMNED 7THROLLLH

115-109 NSN 7540-00-634-4064

PREVIOUS EDITION NOT USABLE

STANDARD FORM 115 (REV. 3-91)
Prescribed by NARA
36 CFR 1228



URGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1

(AFS 1000-1999) (AFS 1000-1999) -
This d d frequently; therefors, printed copies may be obsolete. Refer to the Change History Log at the This document is updated frequently; therefore, printed copies may be obsolete. Refer to the Change History Log at the
beginning of NPR 1441.1 In the NASA Online Directives Information Sy (NODIS) for current version. beginning of NPR 1441.1 in the NASA Online Directives Information System (NODIS) for current version.
SUBJECT AREA OR RECORD TITLE RETENTION r
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
SUBJECT AREA OR RECORD TITLE RETENTION o
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
1 Copies of rgency Operating Directives, plans, and procedures issued | DESTROY WHEN OBSOLETE OR
by the agency, including delegations of i g SUPERSEDED.
i functions, and i ions (other than those issued in case | <DA: N1-255-94-1>

files), as well as those issued by FEMA, other Federal agencies, state and ™ 1-21)
local governments, and the private sector. (NON-RECORD COPIES)

1040 \ EMERGENCY PREPAREDNESS POLICY FILES

C. ALLOTHER COPIES

«<DA: N1 155-94-1>

* PERMANENT *

CUT OFF WHEN SUPERSEDED \yﬁg_ 7 AGREEMENTS: INTERAGENCY AND INTRA-AGENCY WITH
iy 1 \ OTHER GOVERNMENT AGENCIES

B. File copy of plan ordmvexfagmcymtdmpylsmmmmmdm
a master directives file and all related background materials.

DIRECTIVE.
[GRS 18-27]

C.  All other copies. DESTROY WHEN OBSOLETE OR
SUPERSEDED.
<DA: N1-255-94-1>

1040 | 4 EMERGENCY PLANNING AND READINESS REFORTS 7
Agalcy n:pons of op s tests, isting of li i DESTROY WHEN 3 YEARS OLD, UPERSEDED.
p mpons flecti agsm:ywtde results of tests conducled gmm <DA: N1-255-94-1,7>
under plans, including ises and trial tests. >
" P RCISE WHICHEVER IS 1070 | 8 HISTORICAL ITEMS/SOURCE FILES

<DA:NI-25594-1> (N 1-22)

Documents that have unusual or i diatel i l
\ slynﬁpmcelndmﬁlednmgmhudncumenmthatmschedtﬂedfor

SUBJECT AREA OR RECORD TITLE RETENTION '“‘"“‘“"““‘“""'F’“°“""°‘““‘.‘ﬁ!°"°‘°""‘""“°’
gﬂ ITEM DESCRIPTION OF RECORD SERIES <Authority> et
[ \NL 6 AGREEMENTS: MEMORANDA OF UNDERSTANDING (MOU)

mgmalMOUsmdLﬁterAgmmﬁshuweenNASAmdoﬁlus
and all d

1. 1945 -1989
HQ: Office of External Relations keeps record o FERMANENT * Material in this collection dates from 1945 to 1989 and may be
copies for International MOUs. Record copies for domestic MOUs THE CUSTODY OF jined in boxes, lektri or file 1is
are kept by the Office having primary responsibility. THENASA OR marked and d forin two ies: (1) Dated/marked
NOTES: OnlyAFSnumbetswtﬂldeﬁnndsdueﬂsmuscd. REI'ENT[ON For items marked Pending Retention Approval, NOTES: OnlyAPSnumbusmmdaﬁnedsub]ecummd. REI'ENTION ~ For items marked Pending Retention Approval,

contact your Center Records Manager for infi and/or contact your Center



https://Dal'R.OY

ORGANIZATION AND ADMINISTRATIVE RECORDS

SCHEDULE 1

(AFS 1000-1999)
This document is updated frequently; therefore, printed copies may be obsolete. Refer to the Change History Log at the
beginning of NPR 1441.1 in the NASA Online Directives Information System (NODIS) for current version.

ORGANIZATION AND ADMINISTRATIVE RECORDS

beginning of NPR 1441.1 in the NASA Online Di

SCHEDULE 1 '

(AFS 1000-1999)
This document is updated frequently; therefore, printed coples may be obsolete. Refer to the Change History Log at the

(NODIS) for current version.

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authority>

AFS#
\

when ial is added to coll

and (2) Dated/marked

when ial is for

. 1990 and Continuing.
[Note: Excluded are electronic copies'
made for convenient reference.]

NARA NOLATER THAN
DECEMBER 31, 1998, UNLESS
THEREIS AN AGENCY
REQUEST CERTIFYING ACTIVE
AGENCY USE AND NEED.
SUCH REQUEST WILL SPECIFY
NEW TRANSFER DATE FOR

B. READY REFERENCE MATERIAL
e e Povlishedisponsared by NASA (Shelf AGENCY SPACE UNTIL NO
A
d ks) LONGER NEEDED, OR
DESTROY WHEN 75 YEARS
OLD, IS LONGER-
<DA: N1-255-94-1>
1070 | 9 HISTORY OFFICE CONTRACTOR DELIVERABLES (BOOKS)
Copm of documenls ::ollecled and used as source data in prepnramn of
pli or copies of 7

reports, directi hl i or other official records;

preliminary or partial dmﬁs m.nhms nul.lme(s), aulhm's' original notes;

responses from readers; Ip

A, MA VOL RETIRE TO FRC ONE YEAR

(After publication of the finished book.) AFTER PUBLICATION.

DESTROY WHEN 6 YEARS OLD.
<DA: N1-255-94-1>
(N 1-29)

B. MATERIALS ACC! R FUTURE VOLUMES DESTROY WHEN NO ONGER
NEEDED.
<DA: N1-255-94-1>

1070 | 10 HISTORY ARCHIVES BIOGRAPHICAL FILES - NASA 10 HABC
PASR .
Biographical data, speeches, and articles by individuals who are of
historical significance in acronautics, astronautics, space science, and MOST FILES ARE RETAINED
. . . INDEFINITELY IN AGENCY

other of NASA; T interviews, and various other REFERENCE COLLECTIONS

tapes and transcripts of program activities. HISTORY OFFICES/ARCHIVES.
DESTROY WHEN NO LONGER

NEEDED.
<DA: N1-255-94-1>

e M

NOTES: Only AFS numbers with defined subjeus are used. — RETENTION - For items marked Pending Retention Approval,
for i y "

contact your Center R

and/or q

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
1070 | 11 HISTORY OFFICE FILES - ADMINISTRATIVE
Routine office files, general correspondence, and other materials related | RETIRE TO FRC WHEN 2 YEARS
to the day-to-day operations and management of the history office and its OIYEJAJi‘;J%:BIOY WHEN 6
programs. <DA: N1-255-94-1, 11>
1101 | 12 ORGANIZATIONAL FILES
1410
A.  Organizational charts, NASA Directives, and reorganization * PERMANENT *
studies, graphic illustrations, which provide a detailed description RETIRE TO FRC WHEN 5 YEARS
of the and f the fancti OLD. TRANSFER TO NARAIN 5
units of an agency. studies are conducted to design mmmm
an efficient organizational framework most suited to carrying out OLD.
the agency's programs and include <DA: N1:255-94-1>
12 Megials such as final recommendations, proposals, and staff N 1-3)
evaluatiqps. These files also contain admmxsmuve maps that show
i i d of
& aphic extent of limits of an ngencyspmg-nm:
and projects.
[NOTE:? Excluded from this s®¥i¢s are those Organization Charts
included in the NASA Directives Sygte
Schedule.]
B. M isal files,
s:gmﬁcmt aoomnpl:.shxncnls awuums of :nd mtmn i
special reports on key planmng studies, with related papers shdwjng
inception, scope, procedure, results, and case files on approved
plans, policies, mission, and programs.
1. Office of Primary Respons'bllny, including the signatory and
the office 1g and developing the
document.
<DA: N1 255-94-l>
2. All other offices/copies. DESTROY WHEN OBSOLETE,
SUPERSEDED, OR WHEN NO
LONGER NEEDED.
<DA: N1-255-94-1>
1130 13\ FUNCTIONAL STATEMENTS

1410

of the responsibilities d to the
nflheaguncyatthcdmmonlcvelorh:gbﬂ i3
the functional statements mﬁxeCndeofFedualegllanons

(CFR), they are not designated for pri jon as a separate series.
A.  RECORD COPIES
HQ: OFFICE OF MANAGEMENT OPERATIONS, NASA

DIRECTIVES & FEDERAL REGULATIONS (Record copy is
included in NMI, NPD/NPR System)

NOTES: Only AFS numbers with defined subjecr.s are used. — RETENTION - For items marked Pending Retention Approval,
fori . .

contact your Center R

and/or g



T

ORGANIZATION AND ADMINISTRATIVE RECORDS

SCHEDULE 1

(AFS 1000-1999)

This document is upd:

d frequently; theref

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.

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DE ON OF RECORD SERIES <Authority>
B. CENIERS ;miwnm *
Office of Primary Responsibility <DA: N1-255-94-1, 13>

13

C.  ALLQOTHER COPIES

1150

4

DESTROY WHEN OBSOLETE.
SUPERSEDED, OR NO LONGER

NEEDED.
<DA: N1-255-94-1>

COMMITTEES, BOARDS, COUNCILS, PANELS, AND
CONFERENCES

[NOTE: Excluded from this series are those records created by the
Inventions and Contributions Board -- See Item 16 of this Schedule.
NOTE: For Routine and Ad Hoc Confe and Meetings — See Item
19 of this Schedule.]

A.  RECORDS RELATING TO ESTABLISHMENT,
ORGANIZATION, MEMBERSHIP, AND POLICY

. Intra-agency, advisory, or international.

1. Agendas, directives, minutes, reports (intagim and final), reports
mmnggenunlopummuof!hegmup, edqrds relating to

revision, or ination of a

and records d ing the it of

@ Oﬁneﬁleofﬂmgmupmunumedhymesponsm
group, or other designee.

(b) All other copies.

2. All other records produced by the group.*

* PERMANENT *

RETIRE TO FRC WHEN 2 YEARS
OLD. TRANSFER TO NARA
WHEN 20 YEARS OLD.

<DA: N1-255.94-1, 14>

@ 1-6,N1-7,N24-12, N24-13)

DESTROY 2 YEARS AFTER
TERMINATION OR
DISSOLVEMENT OF
COMMITTEE.

[GRS 16-8a]

NOTES: OnlyAFSmmlmswuhdeﬁnedsubjmmmd. REFH{TION — For items marked Pending Retention Approval,
fori A

contact your Center Records M.

and/or

ORGANIZATION AND ADMINISTRATIVE RECORDS

SCHEDULE 1

(AFS 1000-1999)
This document Is updated frequently; therefore, printed copies may be obsolete. Refer to the Change History Log at the
beginning of NPR 1441.1 in the NASA Online Directives Information System (NODIS) for current version.

A

D« d in the preparation and of
Iegulamm proposed by or in thei mtﬂest of NASA. Includs drafts
of legislati repm‘ls to i and

dinati lhmugh Oenwr legal cﬂic:(s)
with ﬁnal to Head

‘This series includes case files on each pmposed item of leglslatmn
and files are kept and maintained, and broken in this fashion.

OPR: NASA Head Office of Legislative Affairs

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
3. Record intained by individual DESTROY UPON TERMINATION
OF MEMBERSHIP, OR WHEN NO
14 LONGER NEEDED, WHICHEVER
IS SOONER-
<DA: N1-255-94-1>
.
150 | 15 CONGRESSIONAL FILES -
Combined [~~~ | A Congressional Commitiec Files
with AFS
1311, Item ing to pond: to and from C jonal 'PERMA_II:I.E:TR‘(':S
. "This incl 1 R RETIRE
1/27 from is letters, : YEARS o
1441.1C NARA 15 YEARS AFTER
CUTOFF.
«<DA: N1-255-00-6>
(2) HQ Office of Legislative Affairs (Office of Primary
Responsibility) Cutoff date is end of Congressional
session.
(b) All other offices and copies.
B. Congressional Correspondence Files
Correspondence with Members of Congress cancering information AFTER CUTOFF. DESTROY 15
about NASA programs and proj P with ﬂ;‘;‘;ﬂmﬂ
Members of Congress pertaining to constitueat Cutoff A: N1-255-00-6>
date is end of Congressional session.
C. Congressional Briefings RETAIN FOR ONE YEAR.
Briefings provided to Members of Congress regarding NASA DESTROY WHEN NO LONGER
programs, projects and activities, NEEDED AT THE CONCLUSION
’ OF THE ONE YEAR RETENTION.
<DA: N1-255-00-6>
D. li from Cong; for copies of NASA DESTROY 1 YEAR AFTER
pubhcuuon: which required no formal reply. PUBLICATION IS SENT.
<DA: N1-255-00-6>
1150 | 15.1 LEGISLATION FILES - PROPOSED

RETIRE TO FRC S YEARS

AFTER PROPOSAL IS ENACTED

INTO LAW OR IS KILLED.
DESTROY WHEN 15 YEARS

OLD.
<DA. N1-255-94-1>

NOTES: (h:lyAFSnumbenwnmdeﬁmdeeusnused. REI'ENTION For items marked Pending Retention Approval,
for i and/or

contact your Center R



https://DE.UR.CY

ORGANIZATION AND ADMINISTRATIVE RECORDS

beginning of NPR 1441.1 in the NASA Online Dil

ORGANIZATION AND ADMINISTRATIVE RECORDS

SCHEDULE 1 '

(AFS 1000-1999)
This document is updated frequently; therefors, 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.

AFS# | ITEM

SCHEDULE 1
(AFS 1000-1999)
This document is updated frequently; therefore, printed copies may be obsolete. Refer to the Change History Log at the
Information Sy (NODIS) for current version.
SUBJECT AREA OR RECORD TITLE RETENTION
DE; CORD SERIES <Authority>
B. Oﬂices pmwdmg information, feeda- Teports, or pertinent DESTROY WHEN 10 YEARS
H office g OLD OR WHEN NO LONGER
NEEDED, WHICHEVER IS
proposed lr.g!slauon. SOONER.
<DA: N1-255-94-1>
C. Al other offices/copies. DESTROY WHEN NO LONGER
NEEDED FOR REFERENCE
PURPOSES.

<DA: N1-255-94-1>

1m0 16

INVENTIONS AND CONTRIBUTIONS BOARD RECORDS AND
FILES

of the Inventions and Contributions Board.

1. Record copy.
HQ: BOARD OF CONTRACT

* PERMANENT *
TRANSFER TO NARA WHEN 5
YEARS OLD.

2. Centers.
Monetary Awards Only (Significant).

3. All other copies.

B.  Copies of documents/records created by the Board that are
maintained at centers or by Board members.

C.  Alphabetical files, by i on ibuti
for award; ﬁlcsmclul:mnespondence,evalualms,mdlllmlawd
papers/records.

D. Alphabeti "ﬁlm.by - on e i, ‘lhr

award; files include d i
by the Inventions and Contributions Board and the Admm:sn-.m)r
Board and the Admini and all related ds/

E. Denied Award Hearings Files. Case files on hearings evolving
from denied awards from the Inventions and Contributions Board.

F.  Award case files/applications that have been microfilmed.

1. Paper Records.

w- 1>
RECORDS ARE SUBMITTED
NASAHQ BY COGNIZANT TU

<DA: N1-255.94-1>
DESTROY WHEN NO LONGER
<DA: N1.255.94-1>

DESTROY WHEN NO LONGER
NEEDED.
<DA: N1-255-94-1>

RETIRE TO FRC WHEN 2 YEARS
OLD. DESTROY WHEN 23
YEARS OLD.

<DA: N1-255-94-1>

(N 13-17)

RETIRE TO FRC WHEN 3 YEARS
OLD. DESTROY WHEN 22

YEARS OLD.
<DA: N1-255-94-1> (N 13-17)

RETIRE TO FRC AFTER CASE IS
CLOSED. DESTROY WHEN 25
YEARS OLD.

<DA: N1-255-94-1>

(N 13-18)

DESTROY WHEN
MICROFILM/MICROFICHE HAS
BEEN .

<DA: N1-255-94-1>

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
2. Microfilm/microfiche Records. DESTROY WHEN NO LONGER
NEEDED OR WHEN 25 YEARS
OLD WHICHEVER IS SOONER.
<DA: N1-255-94-1>
1180 | 17 NASA BOARD OF CONTRACT APPEALS CASE FILES—
GOVERNMENT COUNSEL'S CASE FILES
Appeals before the NASA Board of Contract Appeals consisting of R ERED
Notices of Appeal, complaint, answer and/or motion, correspondence, ITS DECISION OR CASEIS
transcripts of proceedings before the Board, exhibits, briefs in support of | SETTLED. DESTROY WHEN 6
the parties positions taken under the disputes clause of a NASA contract, | YEARS OLD.
and Board decisions, together with working papers of the trial attorney <DA: N1-255-94-1>
charged with representing NASA before the Board. (N 13-22)
180 | 18 BOARD OF CONTRACT APPEALS CASE FILES

Records of appeals of NASA contractors under the disputes clause of a

NASA mcl,lnchldmgfmdmpmdﬁnaldmﬂonsofNASA

contracting of h briefs, exhibit
rdex memmmda,vmrkmgpapem Board

A. Records created prior to October 1, 1979.
was withdrawn or settled.

B. Cases in which the Board rendered 2 decision.

GRS 3-15a]

RETIRE TO FRC 6 YEARS
AFTER YEAR IN WHICH
DECISION WAS RENDERED.
DESTROY WHEN 11 YEARS
OLD.

<DA: N1-255-94-1> (N 17-49)

NOTES: Only AFS numbers wnh defined subjects are used. ~ RETENTION - For items marked Pending Retention Approval,

contact your Center R

for i ion and/or q

e —
C—Resaul after S ber 30, 1979. Cases in which the DESTROY 1 YEAR AFTER
appeal was withdrawn o O FINAL ACTION ON DECISION.
IGRS 3-15b]

1200 | 19 SYMPOSIA AND CONFERENCE FILES - MANAGEMENT
Files (including i q. records, agenda, minutes l:pons. RETIRE TO FRC WHEN 1 YEAR
etc.) of routine and ad hoc confe and ings, such as gs of 811:3' DESTROY WHEN 5 YEARS
non-project working groups and task groups, included are staff meetmgs <DA: N1-255-94-1>
related largely to administrative matters. N 1-39, N24-14)

1216 | 21 SPECIAL PRIORITIES ASSISTANCE FILES
Dy used in requesti dinating, and priorities.
A. OFFICE OF PRIMARY RESPONSIBILITY RETIRE TO FRC WHEN 2 YEARS

OLD. DESTROY WHEN 10
YEARS OLD.
<DA:N1-255.94-1> (N 17-18) |

NOTES: Only AFS numbers with defined subjects are used. — RETENTION — For items marked Pending Retention Approval,

contact your Center R

ds M: fori ion and/or




ORGANIZATION AND

This document is updated

ADMINISTRATIVE RECORDS

SCHEDULE 1

(AFS 1000-1999)

frequentl

printed copies may be obsolete. Refer to the change History Log at the

ly; th
beginning of NPR 1441.1 in the NASA Online Directives Information System (NODIS) for current version.

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DE! ON OF RECORD SERIES <Authority>
21 B. ALL OTHER OFFICES/COPIES DESTROY WHEN 2 YEARS OLD.
<DA: N1-255-94-1>
1280 | 265 QUALITY MANAGEMENT FILES
Files related to the status of the overall effectiveness of the Quality
System at the NASA installations. Records include audits, oversight of
coxmcuve action, management review activities, quality system metrics
and with 1 auditor.
A.  CENTER-OFFICE OF PRIMARY RESPONSIBILITY DESTROY WHEN 7 YEARS OLD.
Recordkeeping copy (paper) <DA: N1-255-99-3>
B. ALL OTHER OFFICES Recordkeeping capy (paper) DESTROY WHEN 3 YEARS OLD
(When not covered elsewhere in these schedules.) OR WHEN NO LONGER
NEEDED, WHICHEVER 1S
SOONER.
<DA: N1-255-99-3>
DELETE AFTER
RECORDKEEPING COPY HAS
BEEN PRODUCED.
1328 [ 31 MILITARY REPORTS
Reports and copies of from the D of the Army, mmnomm
Navy, Air Force, and Defense. <DA: N1-255-94-1> (N 1-33)
1355 | 32 UNIVERSITY AFFAIRS PROGRAM FILES

These are case files kept alphabeti by individual, by progr. Case
ﬁ]sw:lllypmallymcludz.hulnmbelxmnedm applwnnforms.
Is, and letters of as ) for
ea:hpmgmn Recordsmlh:ssmesmay mcludea.nyothenssomaled
ion related to the op and fi of

the pmgmm
Programs include, but are not limited to:

Advanced Designee Program NASA/USRA

ASEE Summer Faculty Fellowslup Program

Graduate Pre

Graduate Student Rmeamhers Program (GSRP)

Graduate Student Researchers Pro;

Historically Black Colleges and Universities (HBCU)

Space Technology Development and Utilization Program (STDP)
Joint Institute forAdvmement of Flight Sciences (JIAFS)
Langley Aerosp Program (LARSS)
NASA Spme Engineering Research Center Program

il Research Council (NRC) Resident Research Ass

NOTES: OnlyAFSnumhmvnﬁldzﬁMdmluectsaleused. REI‘ENT(ON — For items marked Pending Retention Approval,
and/or

contact your Center Records

fori

ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 .
(AFS 1000-1999)
This document is updated frequently; thersfore, printed copies may be obsolete. Refer to the Change History Log at the
beginning of NPR 1441.1 in the NASA Onl Information Sy (NODIS) for current version.
SUBJECT AREA OR RECORD TITLE RETENTA_ION =
S # ITEM DESCRIPTION OF RECORD SERIES <Authority>
32 Program National Space Grant College and Fellowship Program
Other Minority University Programs
A. OFFICE OF PRIMARY RESPONSIBILITY: University Affairs RETAIN ON-SITE. DESTROY 5
YEARS AFTER COMPLETION
OF RESPECTIVE PROGRAM.
<DA: N1-255-94-1>
B. HER DESTROY WHEN NO LONGER
NEEDED OR WHEN REFERENCE
'VALUE CEASES.
<DA: N1-255-94-1>
C. RO OR LISTS ARTICIP, IVIDU, IN DESTROY WHEN NO LONGER
RESPECTIVE PROGRAMS NEEDED.
<DA: N1-255-94-1>
1360 | 33 INTERNATIONAL CORRESPONDENCE
Correspondence with private individuals outside of the U.S. requesting m&mmm
information or publications. <DA:N1-255-94-1> (N 1-11)
1370 | 35 FOREIGN NATIONAL VISITORS FILES
DESTROY 2 YEARS AFTER
Do:umems relating to the visits of i:lmgn nationals, mcludmg NATION OF VISIT.
security meraries, corresp <DA:N1-255-94-1> (N 1917)
reports.
1370 | 36 VISITOR OPINION CARDS
Forms completed by visitors to centers showing their opinion of the DFSWOY 6 MONTHS AFTER
facilitics. AN N 19:20)
1380 | 37 COMMUNITY RELATIONS FILES
A D i ing the devel i and DESTROY WHEN 5 YEARS OLD.
imp of relations b NASA and the community. <DA: N1-25594-1> (N 19-19)
GSFC: These are meetings between local leaders in business/political areas
to show/demonstrate what GSFC is doing in the local community, rotary
clubs, Chamber of Commerce, etc.
B. Records relating to sp tours, p 1 app and other | DESTROY WHEN 2 YEARS OLD.
such routine activities. <DA: N1-255-94-1> (N 19-19)
1380 | 38 STATISTICAL REPORTS FILES
Smusuumgardmgpubhcaffmsacnwmof&nmsﬁwusem :
compiling semiannual report, & -
of and number of publications in stock. l

NOTES: OnlyAFSnumbersmﬂldeﬁmsdmbjeasmusd. —RETENTION - For items marked Pending Retention Approval,
for i

contact your Center R

"

and/or
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RECURRING REPORTS AND .. . INFORMATION ACT,
EXCLUDING ANNUAL REPORTS TO THE CONGRESS
C.  ALL OTHER COPIES/REPORTS

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM CRIPTION O] .CO IE! <Authority>
1382 | 50 FOIA REPORTS
Recurring reports and one-time information requirements relating to the
\ agency implementation of the Freedom of Information Act, including
annual reports to the Congress.
\

» PERMANENT *
RETIRE TO FRC WHEN 3 YEARS

OLD. TRANSFER TO NARA
'WHEN 15 YEARS OLD.
<DA: N1-255-94-1>

'WHEN 2 YEARS OLD.
[GRS I4-

DESTROY WHEN 2 YEARS OLD
OR SOONER IF NO LONGER
NEEDED

FOR
ADMINISTRATIVE USE.
<DA: N1-255-94-1>

beginning of NPR 1441.1 in the NASA Online D Information Sy (NODIS) for current version.
SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
" A. HO: PUBLIC AFFAIRS (OPR) DESTROY WHEN 5 YEARS OLD.
<DA: N1-255-94-1> (N 19-8)
B. CENTERS: Office of Primary Responsibility DESTROY WHEN 3 YEARS OLD.
Y <DA: N1-255-94-1> (N 19-8)
C. ALL OTHER OFFICES/COPIES DESTROY WHEN 1 YEAR OLD
OR WHEN NO LONGER
NEEDED, WHICHEVER
SOONER.
<DA: N1-255-94-1> (N 19-8)
1380 | 39 NASA PERIODIC INFORMATION SERIES - HOUSE ORGANS
\ Periodic newsletter, bulletins, or similar types of official Center
bllcalwns that contain information relating to Center facilities,
significant projects, mission development, personnel, social
fabric, other information of interest to NASA employees.
A. Record Copy. *PERMANENT*
TRANSFER ONE COPY OF EACH
ISSUE TO NARA ANNUALLY IN
ONE-YEAR BLOCKS AT THE
END OF EACH CALENDAR
YEAR. IF IN ELECTRONIC
FORMAT, TRANSFER IN
) ANCE.
<DA: N1-255-05-01>
B. Record Copy. TEMPORARY.
TRANSFER A SECOND COPY OF
EACH ISSUE TO LOCAL
CENTER HISTORY OFFICE.
DESTROY WHEN NO LONGER
NEEDED.
<DA: N1-255-05-01>
1380 | 40 BIOGRAPHICAL RECORDS FOR PUBLIC AFFAIRS - NASA 10
BRPA
PASR Current biographical information about principal and INTAINED
management and staff officials, and pmject ASLONG AS 1IC :ISH‘ERBT
gineers, sp other selected employ lin h IN THEM AND ARE DISPOSED
activities, and other in agency progr with a recent OF WHEN NO LONGER
photograph when available. Data items are those generally required by REQUIRED.
NASA or the news media in preparing news or feature stories about the <DA: N1-255-94-1>
individual and/or the individual's activity with NASA.
1380 | 41 AUDIENCE REPORT FORMS DESTROY WHEN 2 YEARS OLD.
<DA: N1-255-94-1>
(N 19-11)

NOTES: OnlyAFSnumhemmd:deﬁnnanemmused. REI'ENTION For items marked Pending Retention Approval,
and/or

contact your Center Ri

< M for i

NEW RELEASES

One copy of each prep
distribution to the news media. F

0!‘

issued for

such

as "Press Kits," "Fact Sheets,” "Current News. and all other materials

used mainly for news media.

ws releases that

Or P

of new p

Office of Public
of each document)

events such as
gpations of old programs, major shifts in policy, undchangesm

B.  STENNIS SPACE CENTER ONLY

The folk

(fairs (Will maintain ONE record copy

d and di:

d by SSC

g items as

both on-site and locally by the Oﬂ'lce of Public Affairs: News
Releases - Fact Sheets — Brochures

Py

<DA: N1-255-94-1> (N 19-1)

AUDIO VISUAL RECORDS ARE
TO BE TRANSFERRED TO
NARA IN ACCORDANCE WITH
MEDIUM OF CREATION.
RETIRE IN 5 YEAR BLOCKS
WHEN 5 YEARS OLD.

<DA: N1-255-94-1> (N 19-1)

*
ANNUALLY TO
NARAQUTHEAST REGION,
1557 ST. AVE, EAST
POINT, GA WITH ANY
ASSOCIATED OR

INDEXES.
<DA: N1-255-94-1>

NOTES: Only AFS numbers with defined subjects are used. — RETENTION — For items marked Pending Retention Approval,

contact your Center R

for i ion and/or
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
C. ALL OTHER CENTERS, OFFICES, OR COPIES DESTROY WHEN NO LONGER
NEEDED FOR REFERENCE.
<DA: N1-255-94-1>
1382 | 56 INFORMATION SERVICE REPORTS
Routine requests for exhibits, 1 tours, and 1 DESTROY WHEN 5 YEARS OLD,
- l OR WHEN NO LONGER NEEDED
by NASA officials and astronauts. FOR REFERENCE WHICHEVER
FIRST. <DA: N1-255-94-1>
1382 | 57 NASA RADIO PRESENTATIONS

Office of Primary Responsibility: HQ (Office of Public Affairs / Code
PMD)

A. 1992 AND EARLIER

One copy of each radio program as created by NASA and provided
to the general public and radio stations. Formats can consist of, but
not limited to: NASA Radio Special Reports; Audio News

; and Space Notes. (Mediums of transfer consist of: Reel-
to- cassettes; transcripts; etc.)

_|eds

NOTE: Spanish versions of the NASA Radio programs ist of}
the NASA Space Stories produced approximately every 1-2
weeks every 4 weeks with one 4 1/2 minute and one 90

story which duplicate/copy an English story.

2. NASA Special Reports.

3. NASA Space Notes.

Radio programs created by NASA and provided to the general
public and radio stations.

OLD.
<DA: N1-255-94-1>
(N 19-3)

* PERMANENT *

TRANSFER 1 PRODUCTION
MASTER (1/4" OPEN REEL-TO-
REEL TAPE) AND 1 DUBBED
CASSETTE COPY TO NARA
ANNUALLY, ALONG WITH 1
HARD COPY OF THE LABEL
INFORMATION FOR EACH

CASSETTE
<DA: N1-255-94-1>
N 19-3)

L L
SEE AB! DISPOSITION B.1.
<DA: NI- 1>

* PERMANENT *

SEE ABOVE DISPOSIRON B.1.
<DA: N1-255-94-1>

NOTES: OrdyAFSmmberswimdcﬁmdmbjedsmused. REI‘ENTION mesmnhd?endmgkmnumAppmnl
and/or

contact your Center Records Mt

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
5 C. NASA OFFICIAL INTERVIEWS 2
1. Raw and Routine interviews. DESTROY WHEN 2 YEARS OLD
OR WHEN NO LONGER -
These are interviews done for research and background ?&EODED.WIHCI-IEVBIS
information for production of NASA Space Stories and by A: EIN IL-ZSS 941>
Frontiers. (These interviews have been produced on DAT
—— Tapes, cassettes, and 1/4" reel-to-reel tapes.)
I Interest Interviews. * PERMANENT *
TRANSFER 1 PRODUCTION
These are unique interviews MASTER AND 1 DUBBED
current items, issues, or research CASSEl’l'Eycol’Y TO le
of special significance to NASA. HARD ALONG W "HB, OR
BACKGROUND
CREATED.
<DA: N1-255-94-1>
1382 | 58 PAO CLIPPING FILES (SSC ONLY)
Files of articles appearing in technical, trade, 1 nsor | DESTROY WHEN NO LONGER
magazines on NASA and/or the space program in gen:ml Files may mo;m% ssC
include mfom collected, which pena!ns to specific programs being | yISTORIAN'S OFFICE. IF
conducted at Stennis or any other center with regard to space and TRANSFERRED TO
aeronautics research. HISTORIAN, THAT OFFICE
‘ WILL DESTROY WHEN NO
LONGER NEEDED. RECORDS
CANNOT BE RETIRED TO AN
FRC.
<DA: N1-255-94-1>
1385 and (see below)
1385 | 62 SPEECH FILES
Official hes by NASA Speech
mdmmaﬂ:smmnfomﬂcummesanddmgmmwmbyhnds
of agencies or their senior assi wm:. oftheu-
The hes and may bep dto
from other Federal agencies, representatives of state and local
governments, or private groups.
A DEFICEORFRIMARY RESPONSIBILITY RETIRE TOFRC |
RETIRE TO FRC 1 YEAR AFTER
NARA
IN 5 YEAR BLOCKS WHEN
YEARS OLD.
<DA: N1-25594-1> (N 19-2)
B. OFFICES/COPIES DESTROY WHEN NO LONGER
REFERENCE.
<DA: N1-255-94-1>

NOTES: OnlyAFSmnnbersvmhdeﬁmdsubjemmused — RETENTION - For items marked Pending Retention Approval,

for i ion and/or q

contact your Center R
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d

Files include visitor centers and major off-site exhibits including
pictures of set-up/design, specifications sheets and related papers.

Files consm of case ﬁles on speml pmjscllexhlbns nnlque
of the

Proj B

of such exhibits are.bmnotlunued to:
World Fairs

SUBJECT AREA OR RECORD TITLE RETENTION
_ AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
- 1385 | 63 SCRIPT FILES
Official film, radio, and television scripts.
[ ——— EFICE OF PRIMARY NSIBIL| * *
RETIRE TO FRC 1 YEAR AFTER
RELEASE OR DELIVERY.
— TONARA IN 5§ YEAR
Bl OLD.
<DA:N1-25594-1> (N 1
B.  ALL OTHER OFFICES/COPIES DESTROY WHEN NO LONGER
NEEDED FOR REFERENCE.
<DA: N1-255.94-1> (N 19-3)
‘\}ﬂ 64 PUBLICATIONS
* PERMANENT *
TRANSFER 1 COPY ANNUALLY
OF ALL PUBLICATIONS
CREATED TO NARA.
1> (N 19-10)
B. PRE-PUBLICATION MATERIAL RETIRE TO FRC WHEN 1 YEAR
(General publication files, i.e. STI, R&D, publications held at CASI gg DESTROY WHEN 5 YEARS
- Sec Schedule 2, AFS 2220) <DA: N1-25594-1> (N 19-10)
1387 | 65 EXHIBITS
A. SMALL HIBITS
Files consist of case records and related documentation/materials, m WHEN NOLONGER
pictures of set-up/design, and specification sheets. <DA: N1.255-94-1>
B. LARGE MAJOR EXHIBITS

<DA: N1-255-94-1>

[ARA 5 YEARS
AFTER
PROJECT/ EXHIBIT OR

NOTES: Only AFS numbers with defined subjects are used. — RETENTION - For items marked Pending Retention Approval,
contact your Center Records Manager for information and/or questions.
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SUBJECT AREA OR RECORD TITLE RETENTION
uthorif
AFS # ITEM D] ERIES <Auth
'Air Show(s) YEARS OLD, WHICHEVER 1S
SOONER.
<DA: N1-255-94-1>
1387 | 66 FILM FILES (JSC ONLY)
RECORDS ARE RETAINED AT
mmﬂwnhmgudmfkns compnudofwnuﬂcwrcoslmds JOHNSON SPACE CENTER FOR
o 5 YEARS AFTER TERMINATION
OF CONTRACT; THEN
DESTROY.
<DA: N1-255-94-1>
1392 | 67 PRE-PUBLICATION MATERIAL - EDUCATIONAL
es . " h b d RETIRE TO FRC WHEN 2 YEARS
Filcs consiat baskoally of sepaions, P ; yatwork | /b, DESTROY WHEN 10
h & YEARS OLD, EARLIER
DESTRUCTION IS AUTHORIZED
IF MATERIAL IS NO LONGER
NEEDED OR USEFUL.
<DA: N1-255-94-1>
1392 | 68 EDUCATIONAL PROGRAMS
Files of the Sp bile Onerati d: contract files. | RETIRE TO FRC WHEN 2 YEARS
Files also know as "AESP" Aerospace Education Services Program, are mﬂmm 1o
included in this series. In addition, reconds of school attendance/ visits | (ya: N1.255.94-1>
are filed in this category. Other records that are considered similar and N 19D
are included in this series are:
- Govemor School Program:
Program designed for gifted students; run by the State Department.
- Explorer Scouts Program:
Program for high school students during the regular school year.
- NEWEST Program:
‘Workshop for teachers; taught 2-weeks every year.
NOTE: 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 Lch howing number of location, RETIRE TO FRC WHEN 5 YEARS
attendance, and brief outlines of programs. Included in these records are ggk;)(F;iL‘ID'ROYwm 10
requests for services and teacher resource files. <DA: N1.255.94-1>
1394 [ 71 MOTION PICTURE FILMS

NOTE: The following dispositions are for FILM ONLY. VIDEO
productions are in SCHEDULE 2 and SCHEDULE 8 of this handbook.

G| AY Bl s
- Extra copies (master positives; duplicate negatives or prints) of
original materials, which have been forwarded to NARA or the

appropriate FRC.

NOTES: Only AFS numbers with defined mbjeus are used. —~ RETENTION - For items marked Pending Retention Approval,
fori . "

contact your Center Records M:

and/or @t

ALl
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D.

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DES ON CORD SERIE, <Authority>
™\
\ - Original film footage, which is unusable because of inferior quality.
\ - Copies of motion pictures which were made by other agencies and
which are no longer useful or do not pertain to NASA activities.
e
71 B.

* PERMANENT *
RETAIN ON-SITEFOR 5 YEARS.

2. Engineering film - which has documentary (historical) value as

well as

technical value.

3, Other engineering film footage necessary for development and

performant
reports.

2. Sound
course

3. Library sound recordings (e.g., effects, music).

AGENCY SPONSORED FILMS - OTHER:

ce testing, which has been documented in project

tracks created with agency sponsored films or R&D

tracks that are pre-mix
of a motion picture, television,

. (See Also B. and D. of this item.)

1. Films used for the visual presentation of information to the

public.

(a) Office of Primary Responsibility:

<DA: N1-25594-1>

* PERMANENT *

‘TRANSFER WITH ORIGINAL
FILM ALONG WITH
IDENTIFYING INFORMATION IF
POSSIBLE.

<DA: N1-255-94-1>

DESTROY IMMEDIATELY
AFTER USE

[GRS 21-24]

DESTROY WHEN NO LONGER
NEEDED.

[GRS 21-25 (88)]

NOTES: Only AFS numbers with defined subjects are used. —RETMON—ForhemsmarkededingRﬂmllionAppmvnl.

contact your Ceater Records

and/or qu
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!ﬁ;K FORMAL DIRECTIVES, NASA MANAGEMENT

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authoritys
— i L tous |
\ Examples of such films are, but not limited to: o ORIGINAL
Telovision news releases and inff reports, L. NEGATIVE OR COLOR
i P s | SRS SO0D
cut edit with sound track MASTER POSITIVE OR

"Resource
"Post Launch Briefing

(b) All other offices/copies.

(c) Original film used to create the "Highlights" and "Resource
Tape".

. & al) such as training films that explain agency
functions or aclVitised for internal or external
distribution.

Films of sponsored television news releases, public service (or
and information reports other than those

identified in B., D.1.

4. Library copies of films.

<DA:N1-255-94-1>

DESTROY WHEN NO LONGER
NEEDED FOR REFERENCE

PURPOSES.
<DA: N1-255-94-1>

TRANSFER TO FRC WHEN 2
YEARS OLD. DESTROY WHEN
15 YEARS OLD.

<DA: N1-255-94-1>

* PERMANENT *
RETAIN ON-SITEFOR 5 YEARS.

TRACK, AND ONE P’
PRINT. COORDINATE WITH -
NASA HQ BEFORE SHIPMENT.
<DA: N1-255-94-1>

(ONS (NMI), PROCEDURAL, AND OPERATING

Formal directives distributed as orders, circulars;
form announcing major changes in the Agency's policies and
Normmally these are issued by authority of the head of the agency.
Extensive are tly detailed in ing manuals.

eaf manual

NOTES: Only AFS numbers with defined subjects are used. ~ RETENTION - For items marked Pending Retention Approval,
for inft . "

contact your Center R

and/or q
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|

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authority>

- 72\A

HEADQUARTERS - AGENCY LEVEL
OPR: Management Operations Division, NASA Headquarters

suances agency it
is: office Responsible for mamtammg all records and

toeachy

in this series is the case

2. ROUTINE ISSUANCES
Issuances related to routine administration functions (i.e.,
payroll, procurement, personnel, etc.)

Case files related to the above documents.

* PERMANENT *
RETIRE TO FRC 1 YEAR AFTER
BECOMING OBSOLETE OR

<DA: N1-255-94-1>
™12

* PERMANENT *

RETIRE TO FRC 5 YEARS AFTER
CANCELLATION OR WHEN
SUPERSEDED. TRANSFER TO
NARA REGIONAL ARCHIVEIN 5
'YEAR BLOCKS WHEN 20 YEARS

OLD.
<DA: N1-255-94-1>

DESTROY WHEN I ICEIS
DESTROYED.
[GRS 16-1b]

NOTES: Only AFS numbers with defined subjacts are used. REI'ENTION For items marked Pending Retention Approval,
for i and/or

contact your Center R

NOTE: These records cannot be retired to an FRC.

pro; »
Authority; SF 135, Records Transmittal deecelpt, SF 258"
Request to Transfer, Approval, and Receipt of Records to the
National Archives of the United States; and, related
documentation.

(a) Agency Records Officer.

(b) Center Records Managers (OPR).

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
72 C. OFFICES PROMULGATING POLICIES, PROCEDURES, | TRANSFER BACKGROUND AND |
INSTRUCTIONS, ETC. TO BE PUBLISHED RELATED MATERIAL TO
AGENCY LEVEL ISSUANCE
OFFICE (ITEM A)
<DA: N1-255-94-1>
D. OPIES OF THI TER D IN DESTROY COPIES OF RECORD
PROMULGATING OFFICE MATERIAL WHEN NO LONGER
NEEDED.
<DA: N1-255-94-1>
E  ALL OTHER OFFICES/COPIES, INCLUDING ELECTRONIC | DESTROY WHEN SUPERSEDED,
VERSIONS OBSOLETE, OR NO LONGER
NEEDED.
<DA: N1-255-94-1>
1440 | 75 RECORDS MANAGEMENT FILES

RETAIN ON-SITE INDEFINITELY
UNTIL NO LONGER NEEDED

<DA: N1-255-94-1>
W 1-25)

RETAIN ON-SITE AND
DESTROY WHEN NO LONGER

<DA: N1-255-94-1>

\ 75

(c) All other offices/copies.

2. l}ouun:wnespundmce. 2

activities.

DESTROY 6 YEARS AFTER THE
RELATED RECORDS ARE
DESTROYED OR TRANSFERRED
TO NARA, WHICHEVER IS
APPLICABLE. [GRS 16-2a (2)]

DESTROY WHEN 2 YEARS OLD.
[GRS 16-2b]

NOTES: Only AFS numbers with defined sub]ems are used. ~ RETENTION - For items marked Pending Retention Approval,

contact your Center R

fori ion and/or
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75

reports,
mlmemlhemanagemmtofagmymords includs
as forms, comrespondence, reports, mail, and file m:
use of microforms, ADP systems, and word pracessing; records
management surveys; wulmmdspmgmms andallotheraspects
of records ot covered here in this

Local i ions on records luding surveys,
inventories, studies, feenhrmpom,andynuulmnupondenm.

Office record locator files, indexes, or listings that are used to locate
records in current files, or files that have been transferred to staging
areas or retired to FRC; including file plans and office copies of
shipping lists.

NASA Form 1418, Proposed Change to NASA Records Control
Schedules.

1. Agency Records Officer.
(2) Approved NF 1418.

(b) Disapproved NF 1418.

2. Center Records Managers.

3. All other offices/copies.

beginning of NPR 1441.1 in the NASA Online Dii Information Sy (NODIS) for current version.
SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
\ 75 B.  Records Holdings Files
\ Statistical reports of agency h cleanup campaigy Tudi

feedn‘mponsﬁmnalloﬂices and data on the volume of records

disposed of by destruction or transfer to NARA.

1. DESTROY WHEN 3 YEARS OLD.

[GRS 164a]

DESTROY WHEN 1 YEAR OLD.
[GRS 16-4b]

DESTROY WHEN 6 YEARS OLD.
[GRS 167]

DESTROY WHEN 6
[GRS 16-7]

DESTROY FILE PLANS/INDEXES

'WHEN THE LIST IS NO LDN-
NEEDED FOR ICE.
<DA: N1-255-94-1>

FILE WITH SF 115 OR SF 258
CASEFILE AS \TE.
DESTROY AS DIRECTED IN
ITEM A.l. ABOVE.

<DA: N1-255-94-1>

RETURN ORIGINAL TO
INSTALLATION OR OPR.
DESTROY COPY ONE YEAR
LATER.

<DA: N1-255-94-1>

DESTROY 1 YEAR AFTER
PUBLICATION OF DISPOSITION
STANDARD OR 1 YEAR AFTER
DISAPPROVAL, WHICHEVER IS

FIRST.
<DA: N1-255-94-1>
DESTROY WHEN NO LONGER

NEEDED FOR REFERENCE.
<DA: N1-255-94-1>

NOTES: Only AFS numbers with defined subjeus are used. REI'ENTION For items marked Pending Retention Approval,
and/or

for i

contact your Center Records M:
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SUBJECT AREA OR RECORD TITLE RETENTION
DESCRIPTIO! RD SERIES <Authority»
FINDING AIDS o
A.  Indexes, lists, registers, andmhnrﬁndmgaldslnhmdeopyor ﬁm%wm
[GRS 23-9]

SUBMITTED by the .
DlSPOSALofthmemmds--Conm&helocnl Ceia
Mmprforguidmoeonthupmms.

B. Finding aids for series of records that HAVE BEEN accessioned by
the National ives and Records Administration and t

relating to major program case files not previously authorized for
disposal.
C. All other finding aids/copies.

<DA: N1-255-94-1>
FOLLOW DISPOSITION

GENERAL OFFICE FILES
A. CHRON FILES - READING FILES
Files that are extra copies, convenience copies, reference copies,

which are filed and maintained in chronological order. These are
duplicates and ARE NOT the official record copy (yellow).

1. @M

expected and, if not received, should be

1. A note or other reminder to take some action.

<DA:N1-255-04-1>
N 190

‘TRANSFER TO INSTALLATION

RECORDS MANAGER WHEN 1
WILL

DESTROY WHEN 3

<DA: N1-255-94-1>

AFTER ACTION :
TAKEN.
{GRS 23.61] (N 1-99) r

NOTES: OnlyAFSnumbemvmhdnﬁmdmlbjeusmused. —RETENTION - For items marked Pending Retention Approval,
for A

contact your Center R

1

and/or q
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SUBJECT AREA OR RECORD TITLE RETENTION
s AFS# DESCRIPTION OF RECORD SERIES <Authority>
T~ 78 2. The file copy or an extra copy of an outgoing communication, WITHDRAW DOCUMENTS
C filed by date hich ly i . 'WHEN REPLY IS RECEIVED.
[ —) y on which a reply is expected. A IFS s
AN EXTRA, DESTROY
IMMEDIATELY; IF COPY IS THE
FILE COPY, INCORPORATEIT
INTO THE OFFICIAL FILES.
C. TRACKING AND CONTROL RECORDS
——— L. s, e roconts i copyo o form | DESTROY OF DELETE Wi s
mttheslatusofcoﬂespondeme. AFTER THE DATE OF THE
or other records that are 3 onbytheGRSor LATEST ENTRY, WHICHEVER IS
- L
D. INEORMATION COPIES
Copies of corresponderce, reports, or other documents that are for DESTROY WHEN 1 YEAR OLD
lﬁelirenceusemd are not made a part of an official subject or case mmm
SOONER.
<DA: N1-255-94-1>
(N 1-9h)
1470 | 79 MANAGEMENT IMPROVEMENT REPORTS
reports d to the Office of N 1-5)
Mmapmem. nnd Budget (i.e., A-76 Reports) and related analyses.
This i and Results Act (GPRA)
development and final records.
A.  OFFICE OF PRIMARY RESPONSIBILITY RETIRE TO FRC WHEN 5 YEARS
OLD. DESTROY WHEN 20
YEARS OLD.
<DA: N1-255-94-1>
B. ALL OFFIC] DESTROY WHEN 2 YEARS OLD.
<DA: N1-255-94-1>
1490 | 80 OFFICE COPYING EQUIPMENT FILES
A.  Procurement requests, NASA Form 51, justifications, approvals or | DESTROY 2 YEARS AFTER
dlsappmvals, located in offices (not the office procuring the ggQAUIFﬁg{IOD‘;%%IPA{WI'
equ P )m : I ol m:l equ l. " t (fmhlm)_ <DA: N1-255-94-1>
B.  Daily production reports/records. DESTROY 90 DAYS AFTER
INCLUSION OF DATA IN
MONTHLY (OR OTHER
CONSOLIDATED) REPORT.
<DA: N1-255-94-1>
N16-7)

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # DESCRIPTION OF RECORD SERIES <Authority>
C.  Production reports (other !han daily), cost records (mnludmg DESTROY WHEN 5 YEARS OLD.
repairs, maj labor, dep (IF RECORDS ARE KEPT
studies. SEPARATELY FOR EACH
MACHINE, DESTROY WHEN
MACHINE IS DISPOSED OF OR
‘TRANSFER WITH MACHINE.)
<DA: N1-255-94-1>
1490 | 82 JOB OR PROJECT FILES - PRINTING
Job or project records ining to the ™ 16-2)
lanning and ion of ion, and di: of jobs (in-
A. Files ining to the of the job, i DESTROY 1 YEAR AFTER
requisitions, bills, samples, manuscript clearances, and related COMPLETION OF JOB.
papers, exclusive of: <DA: N1-255-94-1>
- Requisitions on the Public Printer and related records; and,
- Records relating to services obtained outside the Agency.
82 B. Files pertaining to p and other technical matters g DESTROY WHEN 3 YEARS OLD.
these services. <DA: N1-255-94-1>
C. NASA Head Dupli Center - in-h duplicati DESTROY WHEN 2 YEARS OLD.
only, records relating to the operati i duction (i.e., | <DA:NI1-255-94-1>
Form 51 - HQPmumgdeepmdumonReqmsmmIRequm) and
distribution.
\1490 84 JOINT COMMITTEE ON PRINTING - REPORTS TO/
\ AUTHORIZATIONS
‘A.\Rgu orts to the Joint C: on Printing regardi DESTROY WHEN 3 YEARS OLD.
operation O and B plants and inventories ofprm!ing. [GRS 13-52) (N 164)
binding, and related equ: i Class A and B plants or in
storage.

B.  Copies of reports in subordinate reporting units and their rel:

work papers.
C. Comespond and auth ions by the JCP and related papers
location, and di - of

printing plants.

D. Records/reports concerning the acquisition, transfer, and disposal of
equipment.

E.  Allother miscell e ion, e.g., inclusi
contracts or grants.

of printing in

TROY 1 YEAR AFTER DATE
[GRS 13-5b]

RETIRE TO FRC WHEN 5 YEARS |

OLD. DESTROY WHEN 10
YEARS OLD.
<DA: N1-255-94-1> (N 16-5)

DESTROY 2 YEARS AFTER
DISPOSAL OF THE EQUIPMENT.
<DA: N1-255-94-1> (N 16-5)

DESTROY WHEN 5 YEARS OLD.
<DA: N1-255-94-1> (N 16-5)

NOTES: Only AFS numbers with defined subjects are used. — RETENTION - For items marked Pending Retention Approval,
contact your Center Records Manager for information and/or questions.

NOTES: Only AFS numbers wnh defined subjeus are used. — RETENTION - For items marked Pending Retention Appmval

contact your Center

for i and/or qu

»
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SUBJECT AREA OR RECORD TITLE RETENTION SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF REC! <Authority> AFS # ITEM D) N OF ERIES <Authority>
1500 | 85 LOCATOR RECORD FILES glF‘sD'moy 'WHEN 209 EARS
Laocator sheets, cards, tags, such as space control sheets, location sheets, | DESTROY WHEN SUPERSEDED <DA: N1-255.94-1> (N 91b)
" " : : OR OBSOLETE. 4
l:}:ﬁ::cuds. bin tags, and other papers utilized as a check or inventory <DA:N1.25594-1> (N 17-25) T — - firanen i dbseprogram,.siaff, USE”" |
stock location. and project offices for presentations. [GRS21-5]  (N9-19
3. All other offices/copies. DESTROY WHEN NO LONGER
N 1520 | 86 GRAPHIC ARTS - VISUAL MEDIA NEEDED.
<DA: N1-255-94-1>
fals prepared for the purpose of assisting NASA officials in .
R e S S e reoic eivecracy | oot WAL
. PR, A . consist of masf ic arency A
teghical briefings, public lectures, exhibits, and in-h fles, raphic as, and inear, oo d | NEEDED BY THE AGENCY OR

g any
m_(‘ llection incl black & white| WHEN REFERENCE VALUE
hllfllmﬁ. color pholos negatives and paper line art. This CEASES.
collection may include duplicate files that exist in other offices of| <DA: N1-255-94-1>

the same presentation.
RETAIN INDEFINITELY WITHIN T (Some work is generated by use of photo-typesetting
AGENCY CUSTODY AS PART equipment)
OF THE NASA ART PROGRAM
‘OPERATED BY CODEP AT

NASA HQ.

<DA: N1-25594-1>
, screened paper prints and offset DESTROY WHEN NO LONGER
2. NASA Portraits - High- Ievel NASA officials (x.e.. Administra PERMANENT * NEEDED FOR PUBLICATION OR
Center Di Deputy A Deputy Center FER ONE 3x5 REPRINTING.
Directors) (Office of Record at NASA Headquarters). [GRS 21-7]

2. Line copies of graphs and charts. ESTROY WHEN NO LONGER

OLD.
<DA: N1-255-94-1>

3. STENNIS SPACE CENTER ONLY (Graphics Office) DESTROY WHEN NO LONGER
d and used in reviews, | NEEDED BY THE

[GRS 21-8]

ek

andp of infc ion to the INSTALLATION OR WHEN E. AL AIDS UISITION/REGISTER FILES
gneml public such as news releases, educational REFERENCE VALUE CEASES.
iefs, and exhibits. (Official file wplu are maintained by <DA: N1-255-94-1> 1. R and i for the ion of the visual aids DESTROY WHEN 2 YEARS OLD.
another office at Stennis Space Center.) R described under this item b., whether in hard copy or electronic. | <DA: N1-255-94-1> (N 9-2)
B. BOARD ART - COMPUTER GENERATED GRAPHICS 2. Registers showing receipt of requisition and control number DESTROY WHEN 2 YEARS OLD.
assigned to it. <DA: N1-255-94-1> (N 9-3)
1. Presentations to the Public RETURN ORIGINAL BOARD 4 . . R
Antwork used in Congressional Hearings; budget presemauons. ART TO THE REQUESTING \ NOTE: Thesc records may be included in an automated "Action
summary review OFFICE. DESTROY WHEN NO Tracking System.
presentations to the public such as speeches, relelses to news LONGER NEEDED.
media, educational briefs, and exhibits. <DA: N1-255-94-1>
—— 9la(l
[ — @9ta() ding ai revakonys ; . DISPOSE OF ACCORDING TO
ASAJnte] DESTROY WHEN NO LONGER L . & She THE INSTRUCTION COVERING
i 05 NEEDED FOR PUBLICATION OR logbooks, caption sheets, shot lists, etc., and may bc in ten : . RELATED AUDIOVISUAL
» - fo dviti REPRINTING. microform, or electronic.
and othn‘ routine in-house activities, includmg routine RANAHH 16]  (N9-la(2)) [GRS 21-29] .
flyers, posters, letterheads, and other graphics. -WL\
-
c P \-ﬂiﬂT 38 MAILING OR DISTRIBUTION LISTS
1. Master photographic negatives - such as those used in the RETIRE ORIGINAL TO FRC RRESFOR : Rm-mmmop
gf:ducllon of visual aids (slides, viewgraphs, and photographs) | WHEN NO LONGER NEEDED TO LIST OR AFTER 3 MONTHS,
m original art. NASA HQ: OPR - CODE JOB-2 ONLY REPRODUCE ADDITIONAL INER.
VISUAL AIDS, WORKING [GRS 13-4a]
COPIES, OR WHEN 5 YEARS
OLD, WHICHEVER IS SOONER.
NOTES: Only AFS numbers with defined subjects are used. REI'ENTION For items marked Pending Retention Approval, NOTES: Only AFS numbers wnh defined wb]em are used. — RETENTION - For items marked Pending Retention Approval,
contact your Center Records for and/or g contact your Center Record fori ion and/or questi
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SUBJECT AREA OR RECORD TITLE RETENTION
. AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
88 B. CARDLISTS DESTROY INDIVIDUAL CARDS
] 'WHEN CANCELLED OR
REVISED.
[GRS 13-4b]
C. PLATE OR STENCII. MAILING LISTS DESTROY PLATES OR
STENCILS WHEN CANCELLED

OR REVISED.
<DA: N1-255-94-1>

DESTROY WHEN NO LONGER
NEEDED.
<DA: N1-255-94-1>

ORGANIZATION AND ADMINISTRATIVE RECORDS

SCHEDULE 1

(AFS 1000-1999)
This document is updated frequently; therefore, printed copies may be obsolete. Refer to the Change History Log at the
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B. S N R VI UP) DESTROY 1 YEAR AFTER
AND EQUIPMENT, AND TRAVEL DOCUMENTS ACTION IS COMPLETED.
(Official file copies are maintained by the office rendering service,) | <DA:N1-255-94-1>
C.  ALL OTHER OFFICES/COPIES DESTROY WHEN 6 MONTHS
OLD.
[GRS 3-8b]
T—15600 | 96 SECURITY PROGRAM FILES
D s and teace - -
that document si slgmﬁcant nndlor unlque security proj s nggsgggc S YEARF?-:RA%ER
including NACA security program files. N, r OLD.
<DA: N1-255-94-1>
B. OTHER POLICY AND PROGRAM FILES
Records that reflect the administration and direction of security and | DESTROY WHEN 5 YEARS OLD.
protective services programs relating to routine classified <DA: N1-255-94-1>
information accounung and control, famlmes security and program
and protective services, personnel security cl
and emergency planning.
C. CLEARANCE SUBJECT FILES - ADMINISTRATIVE
Comespandence, reports, and other records relating to the routine | 2 oL,

administration and operations of the p 1 security y
not covered by this item, or elsewhere in this schedule.

<DA: N1-255-94-1>

NOTES: Only AFS numbers wnh defined subjects are used. REI'ENTION For items marked Pending Retention Approval,
d. and/or

contact your Center R

for i

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
1620 | 106 FIREARMS - ACCOUNTABILITY / QUALIFICATION
A.  Records of acquisitions of firearms. DESTROY 1 YEAR AFTER
FIREARM IS DESTROYED OR
TRANSFERRED.
<DA: N1-255-94-1> (N 12-10)
B. Certificate to carry firearms (NASA Form 699a and 699b). DESTROY 1 YEAR AFTER
‘TERMINATION OF
CERTIFICATE.
<DA: N1-255-94-1> (N 12-11)
C. Datarelating to individual qualifications, training, and maintenance | DESTROY 1 YEAR AFTER
of proficiency in the use of firearms. TERMINATION OF INDIVIDUAL.
<DA: N1-255-94-1> (N 12-12)
T@ 1’;\ CONTAINER FILES
“A™CEASS[FIED DOCUMENT SECURITY
i DESTROY WHEN SUPERSEDED
PO o bsts wscd (0 ’“‘“ﬂ. “nd padlack combitations, D% | By ANEW FORM OR LIST, OR
control access into classified document containers. K UroN lN F
IGRS 18-73]
B. RETURNABLE
Documents reflecting the receipt, transfer, and retum 1o vendorof | DESTROY 3 YEARS AFTER
Documents reflecting the receipt, transfer, and retum to vendor of mﬁggg\rm
l?ce.iving Teports, reparts of survey, shipping documents, reports, o | wiHICHEVER 1S APPLICABLE.
similar documents. <DA: N1-255.94-1> (N 17-23)
640 | 112 SECURITY CLASSIFICATION SYSTEMS
Authorization mmngqown&mm%
documents or equipment. e |
A. OFFICE OF PRI DESTORY WHEN 2 YEARS OLD.
<DA: N1-255-94-1> (N 124)
B. ALL OTHER OFFICES/COPIES DESTROY AFTER THE
DOCUMENT TO WHICH THE
CLASSIFICATION ACTION
APPLIES HAS BEEN REGRADED
OR DECLASSIFIED BY
SUITABLE MARKINGS.
<DA: N1-255-94-1>
NOTE: Records that d policy or classification
and yadmg systems should be included in Item 96A of this
Sched
1650 Industrial Secnrity eox below)

NOTES: Only AFS numbers wnh defined mhjects are used. REI'ENTION For items marked Pending Retention Approval,
rd: and/or

contact your Center Ry

for i
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AFS# | ITEM

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authority®

J10 | 119

FIRE, EXPLOSION, AND ACCIDENT INVESTIGATIVE FILES

lelnulpapmwbcnlheongmal epOILS Zre:s!

papers oomermngoccunmmofmch amlnornannethlnhayare
locally without referral to other organizational elements.

filing in other onal eler , and ated

c

1711

Accident & ion

(sce below)

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
1650 | 113 INDUSTRIAL SECURITY FILES
Documents relating to the security classification or changes thereto, of a
contract with industry.
A.  Precedent and unusual cases selected by pertinent NASA Officials, | DESTROY AFTER THE
i.e., Director, Security, Logistics & Industrial Relations Division; DOCUMENT TO WHICH THE
Chief, NASA Security. CLASSIFICATION ACTION
APPLIES HAS B REGRADED
OR DELASS]FIED BY SUITABLE
MARKINGS.
<DA: NI- ES~94-1> (N 12-29)
B.  All other offices/case files. DESTROY WHEN NO LONGER
NEEDED, OR 3 YEARS AFTER
CONTRACT IS
‘CLOSED/CO;
<DA: N1-255-94-1>
1700 | 117 SAFETY FILES - PROPERTY
Safety inspection and maintenance records for all NASA real and
personal property.
A. INS G O] RETIRE TO FRC WHEN
RELA PROPERTY IS
NOTE: Payload Safety Data Files/Records are maintained under | DISPOSED OF BY NASA.
AFS 8680 See Schedule 8 for records created in this series. D TROY 5 YEARS AFTER
<DA: N1-255-94-1> (N 21-6)
B.  ALL OTHER OFFICES/COPIES DESTROY WHEN 4 YEARS OLD.
<DA: N1-255-94-1>
1700 | 118 | GROUND-BASED PRESSURE SYSTEMS RECORDS

Reports and correspondence related to design, inspection, and
centification of Ground-Based Pressure Systems. Records may include
Inspection reports, Pressure System Condition Reports Category C, Low
Energy/Low Risk Requests, Pressure Systems Design Review Records,
‘Waivers, and Weld/Braze Inspection Reports. Certification packages
include active and superseded records. Inspection and re-certification
dates are based on NASA inspection table requirements. Cutoff dateis
date of document.

Note: If Pressure Vessels and Systems ceases to exist and records are at
least 3 years old, early destruction of records can be requested through
NASA Records Officer at Head

A Recordkeeping copy (paper)

(B, El&ttioni

MBW
as e-mail and word processing applications.

RETIRE TO FRC OR APPROVED
STORAGE FACILITY WHEN 5
'YEARS OLD. DESTROY WHEN
25 YEARS OLD.

<N1-255-99-3>

DELETE AFTER
BE%KEHNGCOPY HAS
BEEN 2

<N1-255-99-3>

1711 | 120

SAFETY REPORTS / RECORDS
A. NASA SAFETY REPORTS - ANNUAL

Statistical reports, surveys on loss and injuries compiled by
Headquarters from reports described in B of this item. (This is
typically an annual report that can, but is not limited to, include
hardware loss, and more information/data than DoL report
requires.)

1. Headquarters.

2. Centers (feeder reports to HQ).

B. SAFETY PROGRAM REPORTS

Statistical reports from Centers
such as NASA Forms 344 and 345.

NOTE: 01-17-02, NASA Forms 344 and 345 no longer exist and
have not been used for many years. (THIS IS AN INACTIVE
SERIES OF RECORDS.)

injuries and

1. Headquarters.

2. Centers and all other offices/copies.

for compensation was made, EXCLUDING copies filed in the
Employee Medical Folder and copies submitted to the Department
of Labor (DoL).

RETIRE TO FRC WHEN 5 YEARS
OLD. DESTROY WHEN 15
YEARS OLD.

<DA: N1-255-94-1> (N214)

RETIRE TO FRC WHEN 2 YEARS
OLD. DESTROY WHEN 10

YEARS OLD.
<DA: N1-255-94-1>

RETIRE TO FRC WHEN
INACTIVE. DESTROY WHEN 15
YEARS OLD.

<DA: N1-255-94-1> (N2I-3)

RETIRE TO FRC WHEN
INACTIVE. DESTROY WHEN 12
YEARS OLD.

<DA: N1-255-94-1>

CLOSEFILEON TERMINATION
OF COMPENSATION OR WHEN

AFTER CLOSE OF
K
[GRS 1-31] (N21-5)

NOTES: Only AFS numbers with defined :ub]ects are used. RETENTION For items marked Pending Retention Approval,
and/or

contact your Center Records

for i

NOTES: Only AFS numbers with defined subjects are used. — RETENTION - For items marked Pending Retention Approval,
fori . .

and/or q

contact your Center R
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Records of Health Physics Daily Logs, Water Activity Analysis Logs,
Geiger-Mueller Analysis Logs, Air Sample Analysis Logs, Daily Routine
Health Physics Logs, Background and Efficiency Logs, Portable Survey
Instrument Calibration Logs, and Source Movement, Inventory and Leak
Test Logs.

N SUBJECT AREA OR RECORD TITLE RETENTION
.. AFS# ITEM DESCRIPTION OF RECORD SERIES <Authority>
120 D. PROTECTIVE AND PREVENTIVE MEASURES REPORTS SEE ITEM 116 OF THIS
2 SCHEDULE
) N21-7)
E. SAFETY AND RELIABILITY REPORTS RETIRE TO FRC WHEN THE
RISK/ SAFETY
Files consist of Safety & Reliability Reports including Hazard ASSESSMENT/ANALYSIS IS
Reports and Risk Assessments relating to the KSC Ground Support g&m"&s
Equipment that interfaces with the flight hardware. Files contain, OLD.
but are not limited to: Preliminary-, KSC-Hazard Reports; ESR-, <DA: N1.255-94-1>
Mission Safety-, Safety-, and System/Subsystem-Assessments;
System Safety Review Panel Issues; System Assurance, Failure
Mode & Effects-Analyses; Critical Items Lists; Design Review
Reports; and, Criticality Assessments.
1711 | 121 ACCIDENT/MISHAP INCIDENT CASE FILES
Oonespund:nee, mpotts, and all mlamd papers concerning potential or
actual i at ground centers.
Cutoff date is date case c]osed.
A. HEADQUARTERS Recordkeeping copy (paper). RETIRE TO FRC WHEN
lNACl'lVE DESTROY WHEN 20
YEARS O]
<DA: N1 255-94—1> (N21-2)
B. RETIRE TO FRC WHEN 4 YEARS
i ex) OLD. DESTROY WHEN 20
Recordkeeping copy (paper) pfiy
<DA: N1-255-94-1>
C. IND ACCIDENT REPORTS ITEM 120 C. OF THIS
SCHED
1730 | 123 SPECIAL PERMIT FILES
Requests for permits to operate and handle special type machines and DFSTRO:)( I?N EXPIRATION OF
tools controlled by manufacturers. sl Emum‘“ "_“E“
<DA: N1-255-94-1> (N 21-8)
1740 | 124 HEALTH PHYSICS AND PROCESS CONTROL DATA LOGS

RETIRE TO FRC WHEN 3 YEARS
OLD. DESTROY WHEN 10
YEARS OLD.

<DA: N1-255-94-1> (N21-9)

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
1740 | 125 SAFETY STANDARDS FILES
Dommenls created in (hc ! of safety standards and practi
d 1 and p i i the safety locmon. design,
layoul. and construction of facilities where fuels, propellants, or other
hazardous materials are handled or operations are exposed to lgnmon
hazards; the safe handling, storage, and of b
and other areas requiring safety standards. The files include
recommendations, coordination actions, studies, and other actions taken to
establish standards.
A.  OFFICE DEVELOPING THE STANDARDS DESTROY WHEN 10 YEARS OLD
OR WHEN SUPERSEDED OR
OBSOLETE, WHICHEVER IS
SOONER.
<DA: N1-255-94-1> (N21-1)
B. ALL OTHER OFFICES/COPIES DESTROY 2 YEARS AFTER
SUPERSEDED OR OBSOLETE,
'WHICHEVER IS SOONER.
<DA: N1-255-94-1>
1800 Occupational Health (sce below)
1800 | 126 HEALTH AND OCCUPATIONAL MEDICINE RECORDS
PASR NOTE: Occupational Safety and Health Administration (OSHA) records
are maintained under AFS 8720. See Schedule 8 for records
created in this series.
126 A.  NASA HEALTH INFORMATION MANAGEMENT SYSTEM - | SEE FOLLOWING INDIVIDUAL
NASA 10 HIMS ITEMS LISTED SEPARATELY
BY RECORD
SERIES/CATEGORY.

NASA Civil Service employees and applicants; other agency civil
service and military employees working at NASA; visitors to
cmlels. onsite contractor personnel who receive job related
have mishaps or accid or come to the clinic for
y or first aid

NOTES: Only AFS numbers with defined subject.s are used. — RE]'ENTION For items marked Pending Retention Approval,
contact your Center Records M: for i and/or

"B PACE-RIGHT-RERSONNGLANDTHEREAMILIES |

C. HEALTH AND MEDICAL T

Statistical reports onhulth and medical services and vital statistics

ponsonNASA Judes copies of statisti
summaries and reports with related papers pertaining to employee
health, retained by reporting unit.

1. Headquarters.

<DA: N1-255-94-1>

* PERMANENT *

DESTROY 6 YEARS AFTER
DATE OF SUMMARY OR

REPORT.
<DA: N1-255-94-1> (N 11-5)

NOTES: Only AFS numbers with deﬁned sub]ecl.s are used. — RETENTION - For items marked Pending Retention Approval,

contact your Center Ri

and/or
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS # [TEM DESCRIPTION OF RECORD SERIES <Authority>
2. Centers. DESTROY 2 YEARS AFTER
DATE OF SUMMARY OR
REPORT.
[GRS 1-22]
127 EMPLOYEE HEALTH RECORDS
A. INDIVIDUAL HEALTH CASE FILES - EMPLOYEE MEDICAL
[EOLDER (EMF)
1. Examinations recorded on SF 78, such as pre-employment
physical examinations; health qualification placement records;
disability retirement examinations; fitness for duty
examinations; and any other documents deemed of long-term
value as defined in S CFR part 293, subpart E.
UPON TRANSFER, SHIP ENTIRE
MEDICAL RECORD, INCLUDING
X-RAYS, TO MEDICAL OFFICE
OF NEW ASSIGNMENT.
[GRS 1-21a(1)] (N 114)
30 DAYS AFTER SEPARATION
‘TRANSFER TO NATIONAL
PERSONNEL RECORDS

injuries or d
mcﬂvedmﬂleﬂenllh Umt.EXCLUDlNGxecmds cited Iq "a."
above. These are records that are not required for filing in
EMF, and if not retained by the agency, should UNDER NO
CIRCUMSTANCES be sent to the NPRC.

3. Individual Employee Health Case Files created prior to
establishment of the EMF system that has been retired to an
FRC. -

B. NON. ATION.
CARDS/FILES

Records in this series include forms, comrespondence, and other
documents, including summary records, documenting an individual
employee's medical history, physical condition and visits to
Government health facilities, for non-work related purposes,
EXCLUDING records covered by A. above.

LATER.

[GRS 1-21a(2)]

DESTROY 1 YEAR AFTER

SEPARATION OR TRANSFER OF
YEE

EMPLO'
[GRS 1-21b]

ORGANIZATION AND ADMINISTRATIVE RECORDS

SCHEDULE 1

(AFS 1000-1999)
This document is updated frequently; therefore, printed coples 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.

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
127, 1._NASA DESTROY 6 YEARS AFTER
pte-ofemployee’s yisit, | DATE OF LAST .
diagnosis, and treatment. =
2. Onsite Contractor Personnel DESTROY 8 YEARS AFTER
Doctor's clinic records or similar records that contain data of INDIVIDUAL'S EMPLOYMENT
visit, diagnosis, and treatment. ON-SITE IS TERMINATED.
<DA: N1-255-94-1> (N11-3)
C. EMPLOYEE ASSISTANCE PROGRAM
Personal case files consisting of handwritten notes, letters to
physicians or Jendar of S
releases, afier care infc ion and telephy Case files
mmbemmmnedsepamleﬁomtheml:lndloﬂheofﬁclal
Medical toan i and handled with
privacy in accordance with Section 408 of Public Law 92-155.
1. t Referral. DESTROY 5 YEARS AFTER
Managemen LASTDATE IN FILE, OR UPON
TERMINATION OF EMPLOYEE.
<DA: N1-255-90-8>
2. Voluntary. DESTROY 2 YEARS AFTER
LAST DATE IN FILE, OR UPON
TERMINATION OF EMPLOYEE.
<DA: N1-255-90-8>
1815 | 129 NARCOTICS AND SEDATIVE DRUG RECORDS
All records on the control and disposition of narcotic and sedative drugs, Egsmmévs’ﬂ 3 YEARS OLD.
including completed NASA Forms 1387, describing dosages, shipments, | = 1;' >
inventories, and verifications. -~
1860 | 130 RADIATION RECORDS
PASR A. DARD A’ S.
COMMITTEE RECORDS - NASA 51 RSCR
Employment and training history of radiation users and custodians RBCORDISFARE lm'rYEl;OR 2
under Goddard Space Flight Center (GSFC) cognizance. YEARS. IF EMPLO' DOES
« g ( Yoo NOT WISH TO BE RENEWED
FOR THE POSITION AT THE
END OF 2-YEAR PERIOD, THE
RECORD IS REMOVED AND
PLACED IN AN INACTIVE
FILE. RECORDS ARE
RETAINED AT GSFC UNTIL

DESTROYED. DESTROY WHEN
75 YEARS OLD.
<DA: N1-255-94-1>

9

NOTES: OnlyAFSnumbmwm:deﬁmdsubpmmumd. RETETI‘ION For items marked Pending Retention Approval,
for i and/or

contact your Center R

NOTES: OlﬂyAFSnumhmmmdcﬁnedmbjectsmused. REI'ENTION — For items marked Pending Retention Approval,
for i and/or

contact your Center
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ORGANIZATION AND ADMINISTRATIVE RECORDS

This document is updated frequently; lherefore. pﬂnted ooples may be obsolete. Refer to the Change History Log at the
beginning of NPR 1441.1 in the NASA Online Di Y

SCHEDULE 1

(AFS 1000-1999)
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SER <Authority>
130 B.  KENNEDY SPACE CENTER RADIATION TRAINING AND
] PASR EXPERIENCE SUMMARY - NASA 76 RTES
Custodians and/or users of sources of radiation (ionizing and non-
jonizing) Applicable to all users or custodians at Kennedy Space RECORDS ARE RETAINED AT
Center (KSC) and NASA or NASA contractor personnel at Cape KSC. DESTROY WHEN 75
Canaveral Air Force Station, Florida, or Vandenberg Air Force YEARS OLD,
Base, California. <DA: N1-255-94-1>
PASR C. KSC-USNRC OCCUPATIONAL EXTERNAL RADIATION
EXPO. HISTORY FOR NUCLEAR REGULATORY
COMMISSION LICENSES - NASA 76 XRAD
KSC personnel, civil servants, and contractor personnel, who have
received radiation exposure. Files include name, date of birth, RECORDS ARE RETAINED AT
exposure history, name of license holder, and social security KSC. DESTROY WHEN 75
number. YEARS OLD.
<DA: N1-255-94-1>
PASR D. GLENN RESEARCH CENTER OCCUPATIONAL RADIATION
EXPOSURE RECORDS - NASA 22 ORER
Present and former Glenn Research Center (GRC) employees and
1 who may be exposed to fon. Files RECORDS AINED
include name, date of birth, exposure history, name of license GRC. mﬁg&yn“x;:}rm 75 AT
holder, social security number, employment and training history. OLD.
<DA: N1-255-94-1>
1870 | 131 PESTICIDE RECORDS (N 11-10)

A. ANNUAL REPORTS

Reports of pesticides used at NASA Centers prepared by
s at the request of the Federal Committee on Pest

1. Headquarters.

Reports on pesticides used at Centers, such as FCPC Forms 1 and 2.

CLOSED SERIES

RETIRE TO FRC WHEN 2 YEARS
OLD. DESTROY WHEN 5 YEARS

OLD.
<DA: N1-255-94-1> (N 11-9)

DESTROY WHEN 2 YEARS OLD.
<DA: N1-255-94-1>

NOTES: Only AFS numbers with defined subjec!s are used. REI'ENTION For items marked Pending Retention Approval,
and/or

contact your Center Ri

ds Manager for i

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECO RIES <Authority>
1870 | 132 ENVIRONMENTAL HEALTH REPORTS
A.
1. Headquarters. RETIRE TO FRC WHEN 2 YEARS
OLD. DESTROY WHEN 5 YEARS
OLD.
<DA:N1-25594-1> (N11-7)
2. Centers. DESTROY WHEN 2 YEARS OLD.
<DA: N1-255-94-1>
1900 | 133 ETHICS PROGRAM FILES
A S ATION Y WHEN OBSOLETE OR
INTERPRETATION, COUNSELING, AND DEVELOPMENT | DESTRO OBSOl
ELES [GRS 1-27]
ds maintained by ethics p offices relating to the
s review impl ion, and interp ion of
d or d ive branch standards of ethical
oonduct and other ethics regulations; conflict of interest and other
ics related statutes and Executive Orders; and any agency
s tal standards of ethical conduct and other agency ethics-
rel fons and directives. Including
-Records docul ing the review of proposed or established ethics-
related statutes ations by ethics program officials,
including copies of propgsed legislation, comments, and all related
records.
D inations, including adv i 4o
employees, and supporting records.
-Records relating to requests under agency emental
standards of ethical conduct for prior approval o i
employment and activities.
1. ds such as ds inati dis wxdely- DESTROY WHEN 3 YEARS OLD
attended gatherings which appmmmagencyethlcso OR WHEN SUPERSEDED OR
determine are related to the routine, non-precedential g,f_gm WHICHEVER IS

application of settled legal standards to common factual
situations and are not interpretations of the conflict of interest
statutes, 18 U.S.C. ** 202-209, and other ethics statutes the
violation of which may result in criminal penalties or civil
fines..

2. All other records.

NOTES: Only AFS numbers with defined sub_]em.s are used. — RETENTION - For items marked Pending Retention Approval,

contact your Center R

for i ion and/or
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Recards relating to d .
unduSC.F.R.§2635.502and2635503

-Records relating to the review and issuance of waivers of
disqualifications under 18 U.S.C. § 208(b)(1) and (b)(3).

-Records relating to the review and issuance of post-employment
issues of civil servants at FFRDCs.

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESC ON OF RD SERIES <Authority>
133 B. STANDARDS OF CONDUCT COUNSELLING CASE FILES -
PASR NASA 10 SCCF
Current, former, and prospective NASA employees, who have RECORDS ARE RETAINED AT
soughl. advice or have been counseled regarding conflict of interest g&s&m OLD.
- q for go 1 Flhs could include, <DA: N1-255-94-1>
i upon the nature of the | problem. llected on
\ " history, jal data, and i " ing
\ fmuly matters.
d ETHICS AGREEMENT RECORDS

DESTROY 6 YEARS AFTER THE
‘WAIVER OR OTHER AGREED-
'UPON DETERMINATION OR
ACTION HAS BEEN ISSUED OR
UNDERTAKEN OR IS NO
LONGER IN EFFECT,
WHICHEVER IS LATER.

<GRS 25-3>

CHAPTER 2. NRRS 2

EGAL CHNICAL RECORDS

.

137

REJECTED RECORD OFFERS

Records offered to the Nati Archives and Records Administration but
appraised as lacking sufficient research or other value to warrant
permanent retention or records that do not require a SF 115. Contact
Center Records Manager or the Agency Records Officer for more
information on this process.

SEE 36 CFR, SECTION 1228.60,
FOR POSSIBLE DONATION; OR

<DA: N1-255-94-1>

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # | ITEM DESCRIPTION OF RECORD SERIES <Authority:
1 2000 Laws and Legal Matters (see below)
w 1 FEDERAL PERSONNEL SURETY BOND FILES
\ A.  OFFICIAL COPIES OF THE BOND AND ATTACHED POWERS
OF ATTORNEY
urchased before January 1, 1956. DESTROY 15 YEARS AFTER
BOND BECOMES IN

'OTHER BOND FILES, INCLUDING OTHER COPIES OF
BONDS AND RELATED PAPERS

C.

SURETY BOND REVIEW FILES AND DOCUMENTS
RELATING TO THE REVIEW OF THE LEGAL SUFFICIENCY
OF SURETY BONDS,

[GRS 66a(1)] (N2-7)

DESTROY 15 YEARS AFTER THE

[ DESTROY WHEN 5 YEARS OLD. |
<DA: N1-255-04-1>

END OF SCHEDULE

NOTES: OnlyAPSnumberswnhdeﬁnedsubjmmused. — RETENTION - For items marked Pending Retention Approval,

contact your Center

for i ion and/or

A

PATENT FILES

PATENT SOLICITATION CASE FILES

Files may include but are not limited to the following records,
including invention disclosures (whether patented or not) received
by NASA via mmhar Agency through a contract; invention dockets
de on inactive cases, abandoned
lpplmnons. and closed i mms and mv:nnon disclosure logs and
date, di

ledgers sh
mdUSPnentOﬂieeacnon.

1. Files for specific invention disclosures for which no patent
application was filed.

RETIRE TO FRC 6 MONTHS
AFTER CASE IS INACTIVE.
DESTROY WHEN 10 YEARS OLD.
<DA:N1-25594-1> (N13-9)
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2. File for specific invention disclosures for which patent
application was filed.

3. Soliciting instructions to Centers regarding procedures for
soliciting.

B. M\A!EA:!:!ON OF RIGHTS to Employee Inventions,
ive Order 10096, et seq.

C. ASSISTANCE TO OTHER AGENCIES ON PATENTS
Files include legal assistance given to other Agencies on patent
matters.

D. PATENT-SOLICITING INSTRUCTIONS TO JPL

P

E.  ALL OTHER OFFICES/COPIES.

RETIRE TO FRC 6 MONTHS
AFTER PATENT IS ISSUED.

DESTROY WHEN 20 YEARS OLD.

<DA: N1-255-94-1>

DESTROY WHEN 1 YEAR OLD.
<DA: N1-255-94-1>

RETIRE TO FRC 6 MONTHS
AFTER CASEIS INACTIVEOR 6
MONTHS AFTER PATENT IS
ISSUED. DESTROY WHEN 25

'YEARS OLD.
<DA: N1-255-94-1>
RETIRE TO FRC WHEN 2 YEARS
OLD. DESTROY WHEN 5 YEARS
OLD.
<DA: N1-255-94-1> (N 13-13)

DESTROY WHEN 1 YEAR OLD.
<DA: N1-255-94-1>

DESTROY WHEN OBSOLETE OR
SUPERSEDED.
<DA: N1-255-94-1>
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2080 | 4

CLAIMS FILES

Case files relating to clmms in favor of, or against, the Government for

damage.los.m of prop and for p I injury or death
from negl or gful acts or ions of acts.

Included, but not limited to, are tort claims (2 yr. statute of Jimitation),
maritime claims, foreign claims, international treaties, Space Act claims,
and personal property claims.

A. SPECIAL MASTER CLAIMS

Claims established when many claims result from a single accident,
incident, or disaster.

1. Claims involving personal injury or a minor.

2. All other claims.

RETIRE TO FRC 2 YEARS AFTER
FINAL ACTION ON CASE.

'WHEN 28 YEARS OLD.

DESTROY
<DA:N1-255-94-1> (N13-1)

RETIRE TO FRC 2 YEARS AFTER
FINAL ACTION ON THE CASE

DESTROY WHEN 28 YEARS OLD.

<DA: N1-255-94-1>

RETIRE TO FRC 2 YEARS AFTER
FINAL ACTION ON CASE.
DESTROY WHEN 8 YEARS OLD.
<DA: N1-255-94-1>

NOTES: Only AFS numbers with defined sub_]ects are used. REI'BTHON For items marked Pending Retention Approval,
fori

contact your Center R

4 C. REPORTS
1. Investigative
RETIRE TO FRC ON EXPIRATION
D from investi idents and OF PERTINENT STATUTORY
PERIOD FOR FILING A CLAIM.
incidents which could, but do not, tesultin(heﬁlmgofaclalm DESTROY 5 YEARS AFTER
EXPIRATION OF PERTINENT
STATUTORY PERIOD.
<DA:N1-255-94-1> (N13-4)
2. Miscellancous
Claims reports consisting of statistical, fiscal, and related reports | DESTROY WHEN 2 YEARS OLD.
on the disposition of claims. * <DA: N1-255-94-1> (N 13-5)
2084 5 ADMINISTRATIVE AND COURT LITIGATION CASES
INVOLVING NASA
Filﬁ of cases mcludmg. but not limited to, complaint answer, motions, RETIRE TO FRC 2 YEARS AFTER
o i s it g | SRR o
)
ﬂwpmmz?;l:ﬂswythﬂmlhmewhngpapmofmemy OR THE YEAR IN WHICH THE
ng CASEIS SETTLED. DESTROY 20
YEARS AFTER FINAL DECISION
OR CASE IS SETTLED.
<DA: N1-255-94-1> (N 13-23)
2100 | 6 SMALL BUSINESS INNOVATIVE RESEARCH (SBIR)

These are files that are maintained by the Technology Utilization Office
at NASA Centers of solicited proposals. NASA typically announces to
small business entities what areas of interest and/or research monies are
available for possible perfi Small busii send in prop to

NASA in the subject areas for review and evaluation. These files are kept
in the sequence of phases required under the SBA regulations.

A. PHASE!- SELECTED PROPOSALS

Winning proposals, scorcs, evaluati dations, and
selected proposals which are funded.

B. PHASE |- NOT SELECTED
Proposals not selected for funding.

Original proposals, evaluation sheets, dations, and

selection sheets.

RETAIN AND INCORPORATE
INTO PHASE Il CASE FILES.
<DA: N1-255-94-1>

DESTROY PROPOSALS NOT
FUNDED ONE YEAR AFTER
COMPLETION OF END OF

PHASEL
<DA: N1-255-94-1>

<DA N1-255-94-1>

NOTES: OnlyAFSnumberswnhdeﬁnedsubjecisaxeused. RI‘T'I'ENTION For items marked Pending Retention Approval,

contact your Center.

ds M for i ion and/or
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2100 | 7

D. PHASE Il - NOT FUNDED

Proposals not selected for funding (Phase IT only—-but selected
during Phase I process).

NASA HEADQUARTERS — OPR

‘These records include both Phase I and II proposals, and are
microfiche in their entirety.

MICROFICHE
(tem E. Above.)

DESTROY UNFUNDED PHASE IT
PROPOSALS ONE YEAR AFTER
‘THE SELECTION
ANNOUNCEMENT OF PHASE Il
<DA: N1-255-94-1>

DESTROY PAPER RECORDS
AFTER MICROFICHING.
<DA: N1-255-94-1>

DESTROY MICROFICHE WHEN
10 YEARS OLD.
<DA: N1-255-94-1>

LEGAL AND TECHNICAL RECORDS

SCHEDULE 2

(AFS 1000-1999)

This document is up

dated frequently; fore, printed copies may be obsolete. Refer to the Change History Log at the
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TECHNOLOGY UTILIZATION FILES
A.  PUBLICATION ORDERS, MEMORANDA. AND REPORTS
HILES

Orders, memoranda, and reports between the Technology

Ulilization Office and the Scientific and Technical Information
Office, relating to the use of STI's services. (This includes files
created both by Headquarters and Centers.)

Information)

This is a CLOSED SERIES.
Files of articles ing in ines on the
NASATU ngr.im (including current and nﬁ the-fact articles),

and the transfer of space technology to private indw

1. Clippings with no value (including those that do notWgectly
relate to a specific project/program).

2. Clippings of TU that have value and are related to a
project/program.

3. JPLONLY: OPR

DESTROY WHEN 2 YEARS OLD.
<DA: N1-25594-1> (N 23-5)

* PERMANENT *
TRANSFER TONARA IN

10 YEAR BLOCKS WHEN 30
YEARS OLD.
<DA:N1-25594-1>

DESTROY WHEN NO LONGER
NEEDED OR WHEN 3 YEARS
OLD, WHICHEVER IS SOONER.
<DA: N1-255-94-1> (N 23-6)

CE CLIPPING IN SPINOFF
SEE ITEM 1. OF THIS
S ULE.
<DA: 5-04-1>

TRANSFER TO JPL ARCHIVES
WHEN 10 YEARS OLDN\QESTROY
'WHEN NO LONGER NI .
<DA: N1-255-94-1>

\1\

2130

2131

2170

NOTES: Only AFS numbers with defined sub]eﬂs are used. — RE'!'EN!'ION For items marked Pending Retention Approval,
and/or

contact your Center Records M:

fori

4. All other office/copies.

One record copy of each publication, including abstract,
located at CASI (NASA's Ceater for Aerospace Information).

2. Centers:
Innovator's working papers (including patent) relating to the
publication, such as feeder reports, background materials,

mlenm Teports, notes, comespondence, together with related
ion, scope, and backgr

& P

3. All other offices/copies.

TECHNICAL SUPPORT PACKAGE (TSP) FILES

TSP files lypxcaﬂyomsxsmfbaslc In:hnnlogytha(hasnotyetbem

Files consist
ofaeollcctmnofwdmmal dmnuncnmnmhmdto and describing
aspects of the innovation reported in a NASA Tech Brief (Item D.
above), including reproducible master copy (if any) and exclusive
of duplicated copies of the TSP (if this is a patent, it is the basic
documentation).

TU DISSEMINATION FILES

Preliminary, progress, and final reports of publications prepared or
issued by contractors operating a Reglonal ‘Technology Transfer

Ceuler RTTC); COSMIC, or TAC, in ooopermon with NASA and
the

logy Utilization Program
d:ssemmauon efforts, and related correspondence.

1. Headquarters - TU Office/Program

2. All other offices/copies.

NEW TECHNOLOGY FILES
1. REPORTS

DESTROY WHEN NO LONGER
NEEDED OR WHEN 1 YEAR OLD,
WHICHEVER IS SOONER.

<DA: N1-255-94-1>

RETIRE TO FRC AT THE SAME
TIME AS THE RELATED CASE
FILES. DESTROY WHEN 10
'YEARS OLD.

<DA: NI-255-94-1>

DESTROY WHEN REFERENCE
VALUE CEASES OR WHEN 5

YEARS OLD.
<DA: N1-255-94-1>

RETIRE TO FRC WHEN 5 YEARS
OLD. DESTROY WHEN 10 YEARS

OLD.
<DA: N1-255-94-1> (N 23-3)

RETIRE TO FRC WHEN 2 YEARS
OLD. DESTROY WHEN 5 YEARS

OLD.
<DA: N1-255-94-1> (N 23-9)

DESTROY WHEN 2 YEARS OLD.
«<DA: N1-255-94-1>

NOTES: OnlyAFSmnnbetsvmhdcﬁnedsubjemmused. MTION For items marked Pending Retention Approval,
for i and/or

contact your Center R
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SUBJECT AREA OR RECORD TITLE

RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority:
. 7 These are new technology reports submmed lo Technology RETIRE TO FRC 3 YEARS AFTER
Utilization Offices by in-hi in RECEIV&.LI.JDESTROY WHEN 5
accordance with the provisions of the ommzct‘s new technology YF.ARS' g
clause (an annual report). <DA:N1-255-94-1> (N23-2)
\\ (a) HQand all other NASA Centers. SEE DISPOSITION ABOVE.
ONLY. RETIRE TO LOCAL RECORDS
STORAGE 3 YEARS AFTER

RECEIVED. TRANSFER TO JPL
ARCHIVES WHEN 10 YEARS
OLD. DESTROY WHEN NO
ANNOT BE RETIRED

This is a CLOSED

TO ANFRC.
<DA: N1-255-94-1>

2. CONTRACT ADMINISTRATION OF CLAUSE

to inistration of the new logy clause in RETIRE TO FRC 1 YEAR AFTER
coutrcts, cspocially o reportingand processiog ofi DRSTRIY 10 YRARS AFTER
required to be mpomd
o GSFC ONLY - This item applies to the Patent Office. | AL PAYMENT 0"(‘3"-%51;"“1‘-
©  HQand all other NASA Centers. *Nl- NZ-D
H. TUAPPLICATIONS FILES
1. APPLICATION TEAM
Reports, minutes of d by | RETIRE TO FRC WHEN 2 YEARS
the application team in identifying public sector oppmummr_\i OLD. DESTROY WHEN 5 YEARS
for adaptive engineering. OLD.

<DA: N1-255-94-1>
2. APPLICATION ENGINEERING PROJECT CASE FILES

These files are maintained by the Program Manager who is RETIRE TO FRC WHEN 2 YEARS

located at NASA HQ, Code C, and consist of RTOP summarics, | OLD. DESTROY WHEN 5 YEARS

interim reports; and summaries in narrative format.

NOTE: Case files that are located at the respective lead
installation and should be retired under Schedule 8,
R&D Project Case Files as a PERMANENT record
series.

I.  SPINOFF FILES
1. SPINOFF CASE FILE

OLD,
<DA: N1-255-94-1>

Files are maintained by year and oons:slufmscamh files Wh!ch RETIRE TO FRC WHEN 5 YEARS

contain clippings, OLD. DESTROY WHEN 20 YEARS
OLD.

leemure, and i u;tervwr i n:d notes und any other similar DA, NI255.941

NOTES: Only AFS numbers with defined subjects are used. — RETENTION - For items marked Pending Retention Approval,
contact your Center Records Manager for information and/or questi
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2. SPINOFF PUBLICATION

(a) 1976 - 1990
One original finished/published document

1976 - 1986
© 1987 - 1990

(b) 1991 — Continuing
This is a CLOSED SERIES.

(c) 2003 - Continuing

SCIENTIFIC AND TECHNICAL INFORMATION
PUBLICATIONS AND MATERIALS

Scientific and Technical Information (STI) is defined as the results (facts,
analyses, :nd conclusmns) of basic and applied scientific, tedmxca! and

* PERMANENT *
TRANSFER TO NARA AS CITED
BELOW:

‘TRANSFER JANUARY 1, 1997.
TRANSFER JANUARY 1, 2000.
<DA: N1-255-94-1>

*PERMANENT *
TRANSFER ONE COPY

ALLY TO NARA.
-255-94-1>

TRANSFER WITH STI
PUBLICATIONS OF 1(c)
<DA: N1-255-04-4>

related engineering h and D STIalso

industrial, and ic infi relevant to this
tesearch.
A. PUBLICATIONS AND MATERIALS MAINTAINED BY OPR

Published and p 34,
hnical reports, historical volt
1. The oﬂice of pnmary responsnblllty will maintain one copy of
together with related
g a basis for the i or that
comnhutelclhenommonhepublmlmn. including
coordination papers and comments.

by NASA, such as

P

NOTE: It is the responsibility of the OPR to send/submit one
record copy to CASL See Sub-clement C. of this Item.

2. Working papers such as notes, rough drafts, background reports,
and other such papers (exclusive of those described under
Item 1.)

3. All other offices/printed copies.

LICATIONS AND MATERIALS NOT HELD AT CASI

R AEROSPACE INFORMATION)

Record copy if maintaiftei lmnng or distribution unit, i.e.,
Education Office; Public Affairs; Office(s), of each

pamphla. report, lenﬂet. poster, chart, bo lation or similar
or other orthe Tipt
report if not yubhshmi

1. Record copy with the supporting papers which document the
inception, scope, and purpose. (This item does not cover copies

and related material retained in originating office.)

|

RETIRE TO FRC AT END OF
SECOND FISCAL YEAR AFTER
DOCUMENT IS PUBLISHED.
DESTROY WHEN 10 YEARS OLD.
<DA:N1-255-94-1> (N 1-28)

<DA: N1 255-94-l>

.
TRANSFER TO N, 10
YEARS OLD. <DA: N1-255%

NOTES: Only AFS numbers with defined sub_;ems are used. — RETENTION - For items marked Pending Retention Approval,

contact your Center R

3 M.

for i ion and/or g
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AFS#

SUBJECT AREA OR RECORD TITLE
DESCRIPTION OF RECORD SERIES

RETENTION
<Authority>

2. All other office/copies.

C.  PUBLICATIONS AND MATERIALS HELD/MAINTAINED AT
CASI

Record copy of scientific and technical publications, such as
\ Technnlogy Surveys Tedmmul Reports, Technical Notes,

Reports, and Special
Publicati Tlmsen'e les only and records should not be

di inued at the end of 2002.

One silver original
(Starting - Post 1993)

one diazo copy.

(2) ALL OTHER COPIES

®) Paper copy.
This is a CLOSED SERIES.

(1) Pre-1958

(2) 1958 - 1978 (That have not been microfilmed.)

(3) 1979 - 1993 (That have not been microfilmed.)

DESTROY WHEN SUPERSEDED,
OBSOLETE, NO LONGER
NEEDED, OR WHEN 3 YEARS
OLD, WHICHEVER IS LATER
<DA: N1-255-94-1>

* PERMANENT *
TRANSFER TO NARA WITHIN
1 YEAR AFTER FILMING
<DA:N1-25504-1> (N23-T)

DESTROY WHEN NO LONGER
NEEDED OR WHEN REFERENCE
'VALUE CEASES. RECORDS
CANNOT BE RETIRED TO AN

<DA: N1-255-94-1>

(2003)
<DA: N1-255-94-1>

* PERMANENT *
TRANSFER TO NARA
YEARS OLD (2003) OR SOONER
<DA: N1-25594-1>

NOTES: OnlyAFSmmhusmlhdeﬁnnaneﬁsmnsed. REI'ENTIDN —For items marked Pending Retention Approval,
and/or

contact your Center Records for infc
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(4) 1994 to present that have not been microfilmed.

(5) Paper copies that have been microfilmed dated 1958
to present.

(c) Portable Document Format (PDF) Searchable Exact
(or Other NARA Approved Electronic Format) C&\

2003 - Continuing

D. VA O] N

1. Papers submitted for approval of and released through scientific
and technical organizations EXTERNAL to NASA.

(a) Documentation consists of the original paperwork
submitted for each paper:

& NF 1676 (orold FF427), "NASA Scientific and
T Availability Auth
(DAA)";

©  Abstract of the paper cited on the NF 1676 (or old
FF427);

JSCONLY

In addition to the above documentation, JSC authors are

required to provide:

% JSCForm 548, "Approval and Funding for Technical
Presentations, Technical Pnpm. and Journal Amcls
for Extemnal Audiences."

(b) All other copies/centers.

2. Papers submitted for publication in the NASA Scientific and
Technical Reports Series.

(@ Records document both Center and NASA Headquarters
approval of reports by civil servant and contractor authors
for publication in the NASA STT Report Series.
Documentation consists of:

©  FF427 (DAA);
@ Report Documentation Page (SF 298); or an Abstract
of; or an Introduction to the Report;

* PERM ANENI‘ -

TRANSFER TO NARA WHEN
1 YEAR OLD.

<DA: N1-255-94-13

DESTROY 2 YEARS AFTER .
MEETING OR PUBLICATION
DATE CITED ON THE FF427 (DAA
FORM) OR WHEN S YEARS OLD,
'WHICHEVER IS SOONER.

<DA: N1-255-94-1>

DESTROY WHEN NO LONGER
NEEDED FOR REFERENCE USE
OR WHEN 3 YEARS OLD,
'WHICHEVER IS SOONER.
<DA: N1-255-94-1>

DESTROY NO LATER THAN 5
'YEARS AFTER DATE OF
PUBLICATION OR WHEN 6
YEARS OLD, WHICI{EVBHS
SOONER.

<DA: N1-255-94-1>

NOTES: OnlyAFSmnnbenMﬂlddnedsmjectxneumd — RETENTION — For items marked Pending Retention Approval,

contact your Center R

ds M: jon and/or g
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19901003

RETENTION
S# | ITEM DES SE  Authorit
8 JSCONLY
~
In addition to the above, JSC authors (as opposed to a
contractor author) are required to provide:
©  JSC Form 155, "P: g Scientific & Technical
Publications."
(b) All other copies/centers. DESTROY WHEN NO LONGER
NEEDED FOR REFERENCE USE
‘OR WHEN 3 YEARS OLD,
'WHICHEVER IS SOONER.
<DA: N1-255-94-1>
E. AUTHOR
1. AUTHOR'S WORKING PAPERS
‘Working papers relating to the publication, such as feeder DESTROY WHEN 15 YEARS OLD
reports, background materials, interim reports, notes, <DA: N1-255-94-1>
correspondence, and related papers.
2. SPECIAL AUTHOR FILES (GRC)
(2) Edited manuscript copy, galley proofs, blue lines, and DESTROY WHEN 2 YEARS OLD.
dummy layouts for each technical report. <DA: N1-255-94-1>
(b) Camera-ready copy of text and figures and related DESTROY 20 YEARS AFTER
negau , supporting papers whxch documem, lhg SEPARATION, TRANSFER. OR
ion ;"'Pe- mg 1 notes. TERMINATION OF EMPLOYEE.
N N e <DA: N1-255-94-1>
F. ED

1. HQSTIFILES (Code J)

(a) Edited manuscript cop; gall:ypmofs blue lines, and DESTROY WHEN 2 YEARS OLD.

dummy layouts for mh publication <DA: N1-255-94-1>
(b) Camera-veady copy of Spu:lal publications, including mANSl;%lcTO FR(_.'I_GIS MONTHS
d and title AFTER UMEN
original a, figures, cover design. page. PUBLISHED. DESTROY WHEN 3
YEARS OLD.

<DA: N1-255-94-1>
2. E-FILES (GRC STI FILES)

(@) Edited manuscript copy, galley proofs, blue lines, and

dummy layouts for each technical report.

(1)-1981-1983 DESTROY JANUARY 1996.

(2) 1984-1989 DESTROY JANUARY 1997.
D255t

NOTES: OnlyAFSnumbenmthdzﬁnedwbpmmused. RmTlON — For items marked Pending Retention Approval,
contact your Ceater Records ) and/or

\\\

G.

(4) 1994 and Continuing.

Cmnera—ready copy of text, figures, related negatives, and,
1g papers which document the inception, scope,

and including editorial notes.

(1) 1981-1983
@ 19841989
() 1990-1993
(4) 1994 and Continuing.

OTHER STI PUBLICATION FILES

1. Other locally published reports NOT included in the "formal”
series list above.

2. GLENN - Locally published Reports NOT included in
FORMAL series.
(@) B-FILES

(1) Edited manuscript copy, galley proofs, blue lines, and
dummy layouts for each technical report.

(2) Camera-ready copy of text, figures, related negatives,
and supporting papers, which document the inception,
scope, and purpose, including editorial notes.

(b) RECURRING B-FILES

(1) See Description in a.(1) above.

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

() PROJECT-RELATED FILES

DESTROY JANUARY 1998
N2

DESTROY WHEN 2 YEARS OLD.
<DA: N1-255-94-1>

DESTROY JANUARY 1996.
<DA: N1-255-94-1>

DESTROY JANUARY 1999.
A: N1-255-94-1>

<DA: N1-255-94-1>

DESTROY WHEN 10 YEARS OLD.
<DA: N1-255-94-1>

DESTROY WHEN REFERENCE
VALUE CEASES.
<DA:N1-255-94-1> (N23-8)

DESTROY 2 YEARS AFTER
PUBLICATION.
<DA: N1-255-94-1>

DESTROY WHEN 10 YEARS OLD.
<DA: N1-255-94-1>

<DA: N1-255-94-1>

DESTROY 10 YEARS AFTER
PROGRAM TERMINATION,

'WHI
<DA: N1-255-94-1>

NOTES: OnﬂyAFSnumbqswnhdeﬁmdsubjeusmused REI'ENTION For items marked Pending Retention Approval,

contact your Center

for i and/or
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(1) See Description in 2.(1) above. DESTROY 2 YEARS AFTER
PROJECT TERMINATION,

CANCELLATION, OR
COMPLETION.
<DA: N1-255-94-1>

DESTROY WHEN REFERENCE
'VALUE CEASES OR WHEN 20
YEARS OLD, WHICHEVER IS
SOONER.

<DA: N1-255-94-1>

DESTROY WHEN REFERENCE
'VALUE CEASES OR WHEN NO
LONGER NEEDED.
<DA: N1-255-94-1>

LEGAL AND TECHNICAL RECORDS

beginning of NPR 1441.1 in the NASA Oniine Directives Information System (NODIS) for current version.
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2240 Lil (see below)
2300 | 11 MANAGEMENT PROJECT FILES
Surveys, analytical studies, background papers, notes, data, interim TRANSFER TOFRC 3 YEARS
reports, final seports, and relating papers pertaining to administrative AFTER COMPLETION OR
ﬁmctmns eg. appmsal of microfilming proposals, evaluating need of mmﬁ%m
filing equip ng utilization of office machinery. <DA:NI-25594-1> (N131)
2310 | 12 IRM (INFORMATION RESOURCES MANAGEMENT) FILES

A. IRMFILES - GENERAL
Records in this series consist of correspondence, feeder reports that
are summarized into other reports, background documentation, or
other related materials.

B. SELF-ASSESSMENTS

NASA Annual self-assessment documentation concerning reviews
oflRMly pli ponsibilities, and practices. Included

de di guides, surveys, studies,
summarympons. acuonspllns and progress reports, and major
information system inventories.

1. Headquarters.
(a) Summary reports as submitted by Center.
(b) Agency level summary reports as prepared by OFR.

2. Centers.

@ Reponts submitted to Hi on self

() OFR msponsiblc for pmpanng and submlmng reports to
H d data used for

summary report.

DESTROY WHEN NO LONGER
NEEDED OR WHEN 3 YEARS
OLD, WHICHEVER IS SOONER.
<DA: N1-255-94-1>

DESTROY WHEN 7 YEARS OLD.

<DA: N1-255-94-1>

DESTROY WHEN 7 YEARS OLD.

<DA: N1-255-94-1>

DESTROY WHEN 8 YEARS OLD.

<DA: N1-255-94-1>

DESTROY WHEN 8 YEARS OLD.

<DA: N1-255-94-1>

NOTB.OnlyAFSnumbersMihdcﬁnedmbjemmmed. RETENTION - For items marked Pending Retention Approval,

contact your Center Records M: fori

and/or questi

12

\

C. TRIENNIAL REVIEW FILES
and oomplmme ccmﬁcaunns m;uued by menl Services

D. G-] TS

D . T . of schedules to achicve
NASAslongmngelRMobjecﬂvu,lhefomﬂalmnnfn:w
concepts and requirements in IRM for planning purposes and
similar matters. InckuhdamlRMlongmlgeplans fm'eusts.

reports, d the evol of these plans/fi
and d ibuting to the d of such plans or
forecasts.

1. OPR - NASA Headquarters (Code JT)
(Documentation may mclude but is not limited to the IRM L-R

Plan Call Letter; i ion from the ibuting
office; incoming extemal documem.s)
2. Contributing Offices (H and Centers).
3. All other office/copies.
E. IRM STRATEGIC PLAN (5 Year Plan/Updated Annually)

Records consist of IRM strategies that are common to NASA that
support the Agencies missions and goals by providing Agencywide
perspectives and directions for NASA's IRM-related program
initiatives. 'l'heplnnincludesmMgoalsandobjecuves,kuy
ml:ﬂoneswnmnarhmwﬁveyearumﬁm that defines the

ion of infi to the of
NASAs missions. Reeords include but are not Timited to: Meeung

IRM d final

"Strategic Plan.”
1. OPR - NASA Headquarters

2. Contributing Office (Headq and Centers).

DESTROY WHEN 7 YEARS OLD~
GRS 16-11]

DESTROY
[GRS 16-11]

AFTER
IRM LONG RANGE PLAN.

<DA: Nl-ﬁi—ﬂ—l)

DESTROY WHEN 3 YEARS OLD

OR WHEN SUPERSEDED,
'WHICHEVER IS SOONER.

«<DA: N1-255-94-1>

DESTROY WHEN NO LONGER
NEEDED OR WHEN 2 YEARS
OLD, WHICHEVER IS SOONER.
<DA: N1-255-94-1>

RETAIN ON-SITE AND DESTROY -
'WHEN 10 YEARS OLD. t
<DA: N1-255-94-1>

RETAIN ON-SITE AND DESTROY
'WHEN 6 YEARS OLD.
<DA: N1-255-94-1>

and/or

NOTES: OnIyAFSmmbersvnmdeﬁneds\lb]ensmuxed. RETENTION - Formemsma:kuil’mdmgkemwnAppmvﬂ.
contact your Center R i
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DESTROY WHEN NO LONGER
NEEDED FOR REFERENCE, OR

<DA: N1-255-94-1>

RETAIN ON-SITE AND DESTROY
'WHEN 3 YEARS OLD.
<DA: N1-255-94-1>

DESTROY WHEN NO LONGER
NEEDED OR WHEN 2 YEARS
OLD, WHICHEVER IS SOONER.
<DA: N1-255-94-1>

LEGAL AND TECHNICAL RECORDS
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(AFS 1000-1999)
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, printed copies may be obsolete. Refer to the Change History Log at the
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. 12 3. All other office/copies.
F. OMB BULLETINS (IRM PLANS - ANNUAL)
Documentation consists of OMB Bulletins, background material,
supporting documentation and information Whlch may mcluda but
are not limited to records i ICB (T
Collection Budget); Long-Range Plan Slﬂl:g:c Overview;
Telecommunication Plan.
1. OPR - NASA Headquartess
2, Contributing Office (Head and Centers), and all other
offices/copies.
2400 | 13

Gl
A

AUTOMATED DATA PROCESSING (ADP) RECORDS ~
‘ENERAL

COMPUTER READABLE MEDIA - GENERAL,

Electronic media created in the areas of dccounting, inventories,
budget, library type indices, admm:smuon. and are used in
ion with the ion of g and rep
activities. Electronic records that suppon administrative
housekeeping functions when the records are derived from or
replace hard copy records authorized by NARA for destruction.

data of

IE PAPER RECORDS EXIST, AND
‘THE ELECTRONIC MEDIA
REPRESENTS A DUPLICATION,
RELEASE MEDIA FOR REUSE
NOT LATER THAN 30 DAYS
AFTER THE NEED FOR IT HAS
BEEN MET AND THAT IT WILL
NOT BE REQUIRED FOR
FURTHER USE.

<DA: N1-255-94-1> (N 27-1)

IF PAPER RECORDS DO NOT
EXIST, MAINTAIN DATABASE,
DELETE/DESTROY RECORDS
AFTER THE EXPIRATION OF THE
RETENTION PERIOD
AUTHORIZED FOR THE HARD
COPY TYPERECORD, OR WHEN
NO LONGER NEEDED,
WHICHEVER IS LATER. THE
DATABASE STORAGE MEDIA
CAN BE RELEASED FOR REUSE
WHEN 5 YEARS OLD.

[GRS 20-3b(2)]

NOTES: Only AFS numbers with defined subju:fs are used. — RETENTION — For items marked Pending Reteation Approval,
for - -

contact your Center R

and/or q

SUBJECT AREA OR RECORD TITLE RETENTION
S# |ITEM DESCRIPTION OF RECORD SERIES <Authority>
2410 | 14 AUTOMATED DATA PROCESSING (ADP) RECORDS/FILES
A. ANNUAL ADP PLANS
Developed by the mstallancms, these plans are submitted to the
Policy Office (Code JTD) at
Headquarters for review. The plan is consolidated into a summary
report and used for active reference.
1. Office of functional ibility (NASA HQ). RETIRE TO FRC 5 YEARS AFTER
responsibilty (N o THE YEAR TO WHICH THE
PLANS PERTAIN. DESTROY
'WHEN 10 YEARS OLD.
<DA:N1-25594-1> (N 143)
2. All other offices/copies. DESTROY WHEN ACTIVE
REFERENCE VALUE CEASES OR
‘WHEN 3 YEARS OLD,
WHICHEVER IS LATER.
<DA: N1-255-94-1>
B. SECURITY PLANS
In d. with the Comp y Act of 1987 (P.L. 100-
235) annual plans are required to be prepared and jtted to
NIST andNSAfmoomnentmgardmgcomptm systems that are
identified Each system plan
includes a basic description of the purpose, environment, and
sensitivity of the system and the security measures intended to
protect the system and its data. Plans are not statements of agency
security policy. They indicate security requirements and how the
agency intends to meet those requirements.
1. Office of functional responsibility (NASA HQ). ngro’rowrl“il}g g YEARS AFTER
OTE: This i -wide responsibilit; YEAR PLAN
o s 15 agency © msibility) PERTAINS. DESTROY WHEN 10
'YEARS OLD.
<DA: N1 955 94-1>
2. Centers and all other offices/copies. DESTROY WHEN ACTIVE
REFERENCE VALUE CEASES OR
'WHEN 3 YEARS OLD,
'WHICHEVER IS LATER.
<DA: N1-255-94-1>
C. AMS - §
Original p mudi., and d i
dr.ﬁnmons of the includi: ional i data
ik specxﬁcanuns. g for the

system, and aulhonzmg directives.

1. For a disapproved proposed system.

RETIRE TO FRC 1 YEAR AFTER
FINAL ACTION. DESTROY 10
YEARS AFTER FINAL ACTION.
<DA: N1-255-94-1>

N 271,271 {78))

NOTES: Only AFS numbers wuh defined suh]ects are used. REI‘F.NTION For items marked Pending Retention Approval,

contact your Center R

for i
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34 2. Foran ved system for which all related computer readable | RETIRE TOFRC 1 YEAR AFTER
o e S SOzt fordisposal DISCONTINUANCE OF THE
" SYSTEM™DESTROY-10.YEARS .|
AFTER DISCONTINUANCE.
[GRS 20]
3. For an approved system for which any related computer RETAIN WITH RELATED DATA
dable data file is not authorized for di FILES. DESTROY
ACCORDANCE WITH RELATED
FILES.
<DA: N1-255-94-1>
2500 | 19 COMMUNICATIONS RECORDS
A.  CORRESPONDENCE, REPORTS, AND REFERENCE FILES
C spond: and related records pertaini wﬂu:inlcma.l DESTROY WHEN 2 YEARS OLD
iministration and operati oﬂhn ‘OR WHEN REFERENCE VALUE
Dy relating to CEAS“% ‘WHICHEVER IS
requirements and costs, and HQ appmval such as NASA Form scm.
1102 and 1103 and related materials. Records may include, butare | <DA:N1-255:94-1> (N 1029)
not limited to: NASA Mail items/documentation (media
independent) such as monthly NAS A-Mail reports, user account
requests and activity logs; Dlrecl Access Compum' System (DACS)
q and any other d user d
B. COMMUNICATION EQUIPMENT/SUPPORT REQUIREMENTS
1 ity equip i and all related documentation | DESTROY WHEN 2 YEARS OLD.
and materials. <DA: N1-255-94-1> (N 10-11)
2. Project support communmamns tequn'emems. ucm!k consist DESTROY WHEN UPDATED OR
of & support for the obj SUPERSEDED.
contained in the PSCN database (OPR). DANI2SH>  (N105)
Pmyam files which consist of HANDLE AS PERMANENT
for the devel PENDING RETENTION
Files consist of overall guidance, technology plans, nndADPpllns - mm\
OPR, NASA Headquarters, and MSFC Com Center ONLY. N 104) <
D. INTERFERENCE REDUCTION
Doamm.s telanng to the testing or ndng on wehnlqur.s and DESTROY WHEN 6 YEARS OLD.
igned to reduce or eli <DA: N1-255-94-1> (N 10-8)
which cause P or malfu of electric
equipment.
E.  FACILITIES LEASE REQUESTS
D relating to for providing, ing, and DESTROY 3 YEARS AFTER
i ication facilities, equi nndsmmleased TERMINATION OF LEASE.
from commerci ies to meet iectives of | <DA:N1-25594-1> (N 10-7)
NASA.

19

F.  ACCOUNT FILES

D relating to
id ete. Vi
correspondence EXCLUDING fiscal copy, and including local and

lines, i.e., telephane, data,
invoices, and

L  WIRE/WIRELESS MESSAGE FILES

Copies of i ing and outgoing wire/wirels
related records.

DESTROY WHEN 6 MONTHS
OLD.

<DA:N1-25594-I> (N 10-13)

FIXED COMMUNICATIONS FILES

Docu.menls relating to the
of fixed

B. OPERATIONS FILES

- H]
RETIRE TO FRC 1 YEAR AFTER
DISCONTINUANCE OF FACILITY.
TRANSFER TO NARA 10 YEARS

D ining infc and data on codes, radio
frequency assignments, call signs, and lists of holders or code
systems.

C. TRAFFIC VOLUME REPORT

Documem reflecting data on cm:un usage for engmeenng of ﬁx:d
facilities, 1 and
and related papers.

1. Office of primary responsibility.

2. All other offices/copies.

DESTROY WHEN SUPERSEDED,
OBSOLEI'E. OR NOLONGER

<DA_ NI ?55—94—l> (N10-9)

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

OLD.

<DA:NI1-25504-1> (N 10-2)
DESTROY WHEN 6 MONTHS
oLD.

<DA: N1-255-94-1>

Fi g
<DA: N1-255-94-1> n@\

RADIO AND TELEVISION RECORDS
A.  SERVICE CONTROL FILES

Documents related to the servicing and operamm of radio and
telev:smn equipment lnd systems including service records and
of authori; and service.

DESTROY WHEN SUPERSEDED
OR ON DISCONTINUANCE OF

ACILITY OR
INSTALLATION, WHICHEVER IS
S00!

INER.
<DA:N1-25594-1> (N 10-10)

NOTES: Only AFS numbers with defined subjm are used, — REI'ENTION For items marked Pending Retention Approval,
contact your Center Records M for i and/or

NOTES: Only AFS numbers with defined mbjects axeused. RETENTION - For items marked Pending Retention Approval,

contact your Center
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B.  RADIO FREQUENCY FILES

Authorization, all

i and use of radio
frequencies and call signs.

C. COMMUNICATIONS REPRESENTATION FILES

Dx fon on and dations to
jomlorotlm'mnNASA ies, i ing i ion of
isions on signal jications and el ic policies,
larly on radio fr 1 call signs, radio

mletfetem:e. and radio propagation matters.

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

<DA: N1-255-94-1> (N 10-1)

DESTROY WHEN 5 YEARS OLD.
<DA: N1-25594-1> (N 10-3)

LEGAL AND TECHNICAL RECORDS
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FILM CONTROL - LOGS/ FORMS / CHARGE OUT CARDS

books, caption sheets, shelf lists, indexes, catalogs, and shot
finding aids for identification, retrieval, or use.

B. Forms used as finding aids, identification, or used for retn
purposes, of films.

DISPOSE OF ACCORDING TO
INSTRUCTIONS COVERING THE
RELATED AUDIOVISUAL

RECORDS.
IGRS 21-29] (N 19-13)

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

2630 | 23

SEE ABOVE DISPOSITION.
™=QALL:12)

DESTROY 1 YEAR T

ENTRY ON CARD.

<DA: Nl-?SS-M—l; N9-6)

PHOTOGRAPHS / STILL PICTURES

NOTE: Motion Picture Films (N 19-16) AFS 1394 SEE
SCHEDULE 1.
Sound Tracks AFS 1394 SEE SCHEDULE 1

1 Workorde:s andlcdgcnused hpmcgandpmdumonof

may be d in an
electronic action tracking system).

2. Reports sh kload, time ded, and type of
production (oolor black and white, sull or motion picture).

DESTROY WHEN 3 YEARS OLD.
<DA: N1-25594-1> (N9-4)

DESTROY WHEN 1 YEAR OLD
OR WHEN NO LONGER NEEDED

FOR REFERENCE
<DA:N1-25594-1> (N 9-5)

C. R&DSTILS

1. SELECTED PROJECT CASE FILES
m and one captioned print if available, that

document significant ject activines. ‘This series covers

the OPR or Project Offices' origin: umgnphs for
projects that are selected by the Project Office
historical or technical value and warrant permanent retentx

(see selection criteria outlined in Schedule 8, Item 5A).

* PERMANENT *

TRANSFER WITH SELECTED
PROJECT CASE FILE UNDER
SCHEDULE 8/5A.

<DA: N1-255-94-3>

\

.

—

NOTES: Only AFS numbers with defined suhjecu are used. — REl'ENTlON For items marked Pending Retention Approval,
for i and/or

contact your Center R

23 2. NON-SELECTED PROJECT CASE FILES

Photographs that are created dusing the cousse of a project that | THESERECORDS MAY BE

does not meet the selection criteria as identified in Schedule 8, RETIRED WITH THE NON-

Item 5A. SELECTED PROJECT CASE FILES
(REF. SCHEDULE 8-5B).
<DA: N1-255-94-3>

3. CENTER PHOTO LABS/OFFICES

Duplicate copies of above stills (Items 23-C-1 and C-2) that are | THIS SERIES MAY BE RETIRED

maintained in the Center photo lab, audiovisual office, or any ;0 FS% (l;"}cwmwmlg YEARSYW gll:g

other office as reference copies. A NLa59 5455 .

2630 4 VIDEO PRODUCTIONS

NOTE: Record elements consist of an ORIGINAL and a duplicate,
if available for all * PERMANENT * items. FOLLOW
CENTER SPECIFIC DISPOSITION IF ONE IS PROVIDED.

A.  FINISHED PRODUCTIONS
1. DOCUMENTARIES
Do nf i

& Aeronautics and Space Reports

2. MISCELLANEOUS PRODUCTIONS

Finished video p
limited to:

such as the ing, but not

0 1‘ta|nmg Classes

\m EARCH CENTER

(a) FINISHED PRODUCTIONS —

() 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 original footage is retumed to the

hex/scientist as the "

NONTEXTUAL DIVISION, ON AN
ANNUAL BASIS OR AS
CREATED. TWO COPIES OF
PRODUCTION WILL BE

<DA: N1-255-94-1>

DESTROY OR REUSE WHEN NO
LONGER NEEDED OR WHEN 1
YEAR OLD, WHICHEVER IS
LONGER.

<DA: N1-255-94-1>

*PERMANENT *
TRANSFER IN 5 YEAR BLOCKS
LD.

<DA: N1-255.

DESTROY WHEN NO LONGER
NEEDED FOR RESEARCH
REFERENCE AND EVALUATION
OF SCIENTIFIC DATA.

<DA: N1-255-94-1>

NOTES: Only AFS numbers with defined subjects are used. — RETENTION - For items marked Pending Retention Approval,

contact your Center R

1d: for i ion and/or




- .

- LEGAL AND TECHNICAL RECORDS

LN

SCHEDULE 2

{AFS 1000-1999)
This document is updated frequently; therefore, printed copies may be obsolete. Refer to the Ohange History Log at the
beginning of NPR 1441.1 in the NASA Online Directives Information System (NODIS) for current version.

- \M

4. JOHNSON SPACE CENTER (ISC)
NOTE: See Chapter 8, Item 25A.

MISSION VIDEO - MASTERS
ing; JSC downlinks (I nnglml and

lnd post-mission press
gs.

®

~

MISSION VIDEO - COPIES / DUPLICATES

(c) MISCELLANEOUS ACTIVITIES

O Test and Training Activities
©  Productions (Scripted), i.c., General Information/Training
o D ies of Press C /Special Events

. STENNIS SPACE CENTER (3/4" format only)

D jons on wmrpmjeas and mission,
including R&D projects and

STILL VIDEO PHOTOGRAPHY

IS SPACE CENTER (SSC)
CENTER

disk to optical disk or the archival media acceptable at the time of
transfer. Data consists of R&D or mission related documentation
and is usually time sensitive.

R&D VIDEOS

significant R&D project activities. This the OFR
or Project Offices' original video (master, i.e., ls‘%km)\
for projects that are selected by the Project Office as having

historical or technical value and warrant permanent retention
(see selection criteria outlined in Schedule 8, Item 5A).

IELOCKSWHBI?.OYEARSOLD

reference copy, if available.
<DA: N1-255-94-1>

RETAIN AT JSC IN STORAGE.
DESTROY WHEN NO LONGER
NEEDED.

<DA: N1-255-94-1>

DESTROY OR REUSE AFTER 30
DAYS.
<DA: N1-255-94-1>

* PERMANENT *

TRANSFER ANNUALLY TO

NARA ONE ORIGINAL MASTER
DUPLICATE COPY OF

* PERMANENT*
TRANSFER TO NARA IN 5 YEAR

* PERMANENT *

TRANSFER WITH SELECTED

PROJECT CASE FILE UNDER
ULE 8, ITEM 5A.

NOTES: OnlyAFSmmbﬁswimdnﬁnedmluemmuxd. REI'ENT[ON — For items marked Pending Retention Approval,
fori

contact your Center R

LEGAL AND TECHNICAL RECORDS
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——
\k 2. NON-SELECTED PROJECT CASE FILES
Videos’ d\mgthccmmeofnpmjeathndoes
not meet the selection cnif in Schedule 8, Item
5A.
3. CENTER PHOTO LABS/OFFICES

Duplicate capies of the above videos (Items 24-C-1 and C-2)
that are maintained in the Center photo lab, audiovisual office,
or any other office as reference copies.

<DA: NI-255-94-3>

NOTES: OnlyAFSmlmbetsmﬂldeﬁnedswjemneused. RETENT[ON — For items marked Pending Retention Approval,
and/or

contact your Center R

fori
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HUMAN RESOURCES (PERSONNEL) RECORDS

SCHEDULE 3

(AFS 3000-3999)
This document is updated frequently; therefore, printed coples may be obsolete. Refer to the Change History Log at the

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # | ITEM DESCRIPTION OF RECORD SERIES <Authority>
. 3000 (1 OFFICIAL PERSONNEL FOLDER (FILE)
\\. Records filed on the RIGHT side of the Official Personnel Folder (OPF)
\ [See 2. for the temporary papers on the LEFT side of the OPF.] Folders
@&vering pk i after D ber 31, 1920, i
lhdse{ele;mdbyme...md Administration for
permaneil ion.
NOTE: Master files bases created in central data processing
facilities to supplem
AUTHORIZED for dispos:
an SF 115.
A,
RECORD COPY - HQ - Office of Human Resources and SEE FEDERAL PERSONNEL
Education JAL FOR INSTUCTIONS
TO FOLDERS OF
EMPLO TO
ANOTHER A( .
[GRS 1-1a] (N15-
e L L <
T — RD COPY — HQ - Office of Human Resources and TRANSFER FOLDER TO
Edu: _— NATIONAL PERSONNEL
RECORDS CENTER, ST. LOUIS,
MO, 30 DAYS AFTER
SEPARATION. NPRC WILL
DESTROY 65 YEARS AFTER
| SEPARATIQN FROM THE
FEDERAL §
IGRS 1-1b]
C. ALL OTHER OFFICES/COPIES DESTROY WHEN OBSOLETE OR
SUPERSEDED.
<DA: N1-255-89-4>
3000 | 2 TEMPORARY INDIVIDUAL EMPLOYEE RECORDS
[ ————| ———
[~All ies of spond and forms on the LEFT sideof | DESTROY WHEN SUPERSEDED
M the Offici: Falder (OPF) in accordance with Chapter 3 of “The | OR OBSOLETE OR UPON
Guide to Personnel ReooxdkeAepm‘:E( ING performancerelated | SEPARATION OR 'ﬂg\m OF
EMPLO UNLES:!
records. SPECIFICALLY REQUIRED TO BE
. 'WITH THE OPF.
[GRS 1-10]
3050 Equal Opportunity (see below)
-\31()5\0u 25 EQUAL EMPLOYMENT OPPORTUNITY (EEO) RECORDS
Formerly " AFFIRMATIVE ACTION PLANS (AAP)
AFS 3700, .
Ttem 3/50 in 1. Agencycopy of consolidated AAPs. DESTROY 5 YEARS FROM DATE
NPR OFPLAN.
[GRS 1-25h(1)] (N 1527,N15-
1441.1C 28)
2. Agency feeder plan to consolidated AAPs. ESTROY 5 YEARS FROM DATE
PLAN OR WHEN
ADMINISTR,
HAVE BEEN SERVED,

NOTES: Only AFS numbers with defined subjects are used. — RETENTION — For items marked Pending Retention Approval,

contact your Center

for and/or

31

beginning of NPR 1441.1 in the NASA Online Directives information System (NODIS) for current version..
\ SUBJECT AREA OR RECORD TITLE RETENTION
s# [IFEM | DESCRIPTION OF RECORD SERIES <Authority>
‘WHICHEVER IS SOONER.
[GRS 1-25h(2)]
3. Report of onsite reviews of DESTROY 5 YEARS FROM DATE
OF REPORT.
[GRS 1-25h(3)]
4. Agency copy of annual report of affirmative action DI
accomplishments. OF REPORT.
[GRS 1-25h(4)]
5. Headquarters compiled reports. RETIRE TO FRC WHEN PLANS
ARE 5 YEARS OLD. DESTROY
'WHEN 30 YEARS OLD.
<DA: N1-255-89-4>
3100 | 4 INTERAGENCY PERSONNEL AGREEMENTS (IPA)
Records in this series consist of confidential files which are assignment
agreements authorized by the Intergovernmental Personnel Act of 1970,
including all correspondence, the IPA form, and any other related
documentation and materials. These files are typically filed by
individual's last name and include IPA Form No. 5069 — 104 plus all
A. RECORD COPY RETIRE TO FRC 2 YEARS AFTER
HQ: ‘TERMINATION DATE OF
AGREEMENT. DESTROY WHEN
10 YEARS OLD.
<DA: N1 - 255-89-4>
B.  ALL OTHER OFFICES/COPIES DESTROY WHEN NO LONGER
NEEDED OR WHEN 5 YEARS
OLD, WHICHEVER IS SOONER.
<DA: N1-255-89-4>
3100 | 6 NASA-CSC EXECUTIVE ASSIGNMENT FILES
Standard Form 171 on each NASA employee GS-15 or over together with | ppsTROY 3 YEARS AFTER
dditional infc gleaned from paper, house organs. Also in SEPARATION.
some cases, security and confidential information. <DA: N1-255-89-4> (N 15-49)
3273 | 7 MANPOWER SURVEY FILES
Documents relating to appraisals, either onsite or by other review DESTROY 5 YEARS AFTER
procedures, such as Manpower Audit Director’s Review of Laboratories APPRAISAL IS CONDUCTED
and Staff Offices. <DA: NI-255-894> (N 1-35)
3202 | 10 STATISTICAL DATA7/REPORT FILES
A.  MANPOWER DATA
compilation or other documents created to provide asource | DESTROY WHEN 5 YEARS OLD.
of statistical data for use in manpower control activities. <DA:N1-255-894> (N1-34)
B. PERSONNEL OPERATIONS
- jti jnthe ing personnel office and subordinate | DESTROY WHEN 2 YEARS OLD.
units ing to 3 =
3202 | 11 EMP] ARDS
_mnﬂg_“%mmm?ﬁmm personnel DESTROY ON SEPARATION OR
offices (such as SF 7-B, or Agency imierm: -

NOTES: Only AFS numbers with defined subjects are used. — RETENTION - For items marked Pending Retention Approval,

contact your Center Ri

for and/or

32
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS# |ITEM ESCRIPTION OF RE ERIES <Authority>
[GRS1-6] (N 155)
3300 | 12
Records consist of files used to vacancy and RETAIN ON-SITE WITHIN THE
other related documentation which may mcludebm is not limited to the PERSONNEL OFFICE AND
ials related to the j and the DESTROY WHEN 2 YEARS OLD.
vacancy itself. <DA: N1-255-89-4>
3300 | 14 NASA SPECIAL EMPLOYMENT PROGRAM FILES
Applications and pondence for student aids, summer employees, DESTROY WHEN 2 YEARS OLD.
and co-ops. <DA: N1-255-89-4> (N 15-50)
3300 | 15 UTILIZATION REPORTS - EXPERTS AND CONSULTANTS
Quarterly and annual reports to OPM relating to the employment and RETAIN UNTIL EXAMINED BY
utilization of experts and consultants. OPM OR DESTROY WHEN 10
'YEARS OLD, WHICHEVER IS
SOONER.
<DA: N1-255-89-4>
3300 | 18 OUTSIDE EMPLOYMENT FILES
Documents relating to outside work or services performed by NASA DESTROY 3 YEARS AFTER
employees in addition to their official duties. TERMINATION OF APPROVED
EMPLOYMENT OR 3 YEARS
AFTER DISAPPROVAL OF
EMPLOYMENT.
<DA:Ni-255-894> (N 15-24)
3300 | 19 SPECIAL PERSONNEL RECORDS - NASA 10 SPER *
PASR
Individuals covered by this system of records are candidates for and -10 - RECORDS ARE NOT
recipients of awards or NASA munmg, civilian and active duty military ’?H FOR DISPOSAL AT
ilees to NASA; partici 2 Faculty, Science,
National Research Council and o!herFellows. Associates and Guest PAPER RECORDS ARE RETAINED
‘Workers including those at NASA Centen but not on NASA rolls; NASA | ON SITE AND ARE DESTROYED
contract and grant awardees and their associates having access to NASA OR TRANSFERRED IN
premises and records; individuals with interest in NASA matters ACCORDANCE WITH THE
including Advisory Committee Members; and ploy SPECIFIC RECORD SERIES
Categories include: IDENTIFIED IN THIS SCHEDULE.
- 10 PAYS RECORDS — SEE
*  Special Program Files, SCHEDULE 9 (NOTE THESE
RECORDS ARE RETAINED FROM
o Comespondence and related information to these files. |m3ymspmmc,o‘\?‘
GAO AUDIT
e  Special records and rosters. DESTROYED OR TRANSFERRED
TO NPRC).
e Agencywide and installation dp 1 infe <DA: N1-255-89-4>
381221 MANPOWER REPORTS
A. AUTHORIZATION FILES
Documents and suppomngpapersrelzlmgwlhe aflocation of
— p spaces to
- I OmMrrofimayResponsibility. *PERMANENT*
RETIRE TO FRC WHEN 3 YEARS

WHEN 10 YEARS OLD.

NOTES: OnlyAFSnumbetsmthdeﬁnedmb_pemmused. REl‘EN’l‘ION — For items marked Pending Retention Approval,
contact your Center Records Manager for i and/or

33

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# |ITEM DESCRIPTION OF RECORD SERIES <Authority> .
<DA: NI-255-894> (N 1-36)
2. All other offices/copies. DFSI'ROY WHEN OBSOLETE OR
<DA. N1~ 255-89-4> -
B. REPORTS
Reports from Centers to NASA Headqs g manp
and all related papers.
1. Centers. RETIRE TO FRC WHEN 3 YEARS
OLD DESTROY WHEN 10 YEARS
<DA NI1-255-89-4> W137
2. Headquarters. (SEE ITEM C. BELOW) DESTROY WHEN 2 YEARS OLD
<DA: N1-255-89-4>
C. HEADOQUARTERS .
Reports compiled from inf 1 from Centers (Sce B. l
above)
—THemlqesaseAgency Level. *PERMANENT*
OPR: RETIRE TO FRC WHEN 5
NARA WHEN 10 YEARS .
<DA: N1-255-894> (N 1-38)
2. All other offices/copies. DESTROY WHEN NO LONGER
NEEDED FOR REFERENCE USE,
OR WHEN 5 YEARS OLD,
‘WHICHEVER IS SOONER.
<DA: N1-255-89-4>
3315 | 22 PUBLIC SERVICE CAREERS EMPLOYEES FILES
A.  INDIVIDUALS
School evaluations, supervisory eval and test scores. DESTROY WHEN 3 YEARS OLD
<DA: N1-255-89-4> (N 15-51)
B. FROGRAMS
Correspondence with Civil Service Commission, Department of DESTROY WHEN 3 YEARS OLD.
Labor Southwest Training Center. <DA: N1-255-89-4>
3330 {24 NASA OUTPLACEMENT PROGRAM
pplicati vacancy and related DESTROY 2 YEARS AFTER
correspondence. REGISTRATION
<DA: N1-255-89-4> (N 15-47)
3335 [ 25 PROMOTION REGISTER FILES
Registers or records of job opportunities, application and DESTROY WHEN 2 YEARS OLD.
evaluation statements, and all related papers. deﬂ: N1-255-89-4> (N 15-25)
3335 | 26 REPROMOTION CONSIDERATION FILES
Applications and pondence to and from rep ion eligibl DESTROY AFTER REPROMOTION
IS ACCOMPLIS
<DA: N1-255-89-4> (N 1545)

NOTES: Only AFS numbers with deﬁned subjeets are used. REI'ENTION For items marked Pending Retention Approval,
and/or

contact your Center Ry

34
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by the Office of University Affairs at Langley Research Center.

[ASEE= Society of Engineering Edi ] [LARSS
= Langley Acrospace S Scholars Pr S

3 nmooptesofreooxdsthmmcreatedondemmcml
and wi il fo generate a
recordkeeping copy of the records.

C. CONTRACT TRANING FILES

1. Copies of d , waivers, and
other documents relating 10 NASA emplcyees training under
contracts.

2. Background, working papers, announcements, and
arrangements of subject contract training.

S~

S e st s o o i
and wordprocessing Sy solalyto.genemica |

recordkeeping copy of the records.

D. NON-CONTRACT TRAINING FILES

Applications, acceptances, and all other documents relating to non-
contract training of NASA employees.

E. TRAINING AIDS

tmining aids, including the record copy of manuals, syllabuses,
and other original training aids developed by the
Agency, el iblished or unpublished, in instructing NASA

training courses.

1. Unique or significant training jal(s) developed
specifically for use in NASA training would be
unique to the Agency. (i.., Astronaut; Shi
Payload processing; On-board Flight crew training;

NOTES: Only AFS numbers wnh defined subjeas are used. REI'ENTION For items marked Pending Retention Approval,
for i and/or

. SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>

3350 | 29 CIVILIAN SERVICE EMBLEM CONTROL FILE
Records maintained to control the record of eligibility for an award of DESTROY WHEN 3 YEARS OLD.
civilian service emblems. <DA:NI-255-89-4> (N 15-13)

3352 | 30 REEMPLOYMENT PRIORITY FILES
Averalirons, q 0 DESTROY WHEN 2 YEARS OLD.

ptions, and coesp related to reemploy <DA:N1-255894> (N 1546)

3400 | 32 Ph.D. THESES FILES - NASA HEADQUARTERS ONLY
Individual copies of di " lting from NASA predoctoral RETIRE TO FRC WHEN 2 YEARS
traineeship program. No other copies are retained. gg;' DESTROY WHEN 5 YEARS

<DA: N1-255-89-4>
3 2. Rosters or registers (ASEE/LARSS) (LaRC ONLY). DESTROY WHEN NO LONGER
These are the records for the two summer programs sponsored | NEEDED OR WHEN 3 YEARS

OLD, WHICHEVER IS SOONER.
<DA: N1-255-89-4>

DESTROY/DELETE AFTER THE
RECORDKEEPING COPY HAS

e
<DA: N1

DESTROY WHEN 3 YEARS OLD
OR 3 YEARS AFTER
COMPLETION OF A SPECIFIC
‘TRAINING PROGRAM.
<DA:N1-255-00-2> (N 15-32)

DESTROY WHEN 3 YEARS OLD.
<DA: N1-255-89-4>

DESTORY/DELETE AFTER THE
RECORDKEEPING COPY HAS

<DA: N1-255-00-2>

DESTROY WHEN 3 YEARS OLD.
<DA:N1-255-89-4> (N 15-33)

PERMANENT

RETIRE TO FRC WHEN
SUPERSEDED, OBSOLETE, OR
'WHEN NO LONGER USED.

contact your Center Ry

35

developed by the Agency (see E. above).
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS# |ITEM DESCRIPTION OF RECORD SERIES <Authority>
2. Routine or f training Is used to teach an Agency | DESTROY WHEN SUPERSEDED
sponsored traming class. OR OBSOLETE OR WHEN 5
YEARS OLD, WHICHEVER
SOONER.
<DA: N1-255-89-4>
3. All other copies. DESTROY WHEN NO LONGER
NEEDED OR WHEN 3 YEARS
OLD, WHICHEVER IS SOONER.
<DA: N1-255-89-4>
33 F.  AGENCY-SPONSORED TRAINING FILES
\ General file of agency-sponsored training, EXCLUDING record
[~——| copy of manuals, syllabuses, textbooks, and other training aids

1. Corr ments, auf DESTROY WHEN 5 YEARS OLD
reports, requi OR 5 YEARS AFTER
the esiabllshmenl and opemwn COMPLETION OF A SPECIFIC
conferences. G
1-29a(1)]
2. Background and working files. DESTROY WHEN LD.
[GRS 1-29a(2)]
G. TECHNICAL TRAINING
1. Case files on NASA p 1 participating in technical training | DESTROY 5 YEARS AFTER
programs not covered in 2 below. EMPLOYEE DISCONTINUES OR
COMPLETES TRAINING.
<DA: N1-255-89-4> (N 15-38)
2. Case ﬁ]esmlaledwNASAmdcunnuclorpmnml DESTROY 5 YEARS AFTER
participating in NASA-required training programs for SEPARATION OF EMPLOYEE OR
certification, such as soldering, optm. flight controllers, divers, | WHEN NO LONGER NEEDED.
etc. Records may include statements of certification, sign off <DA: N1-255-00-2>
and task i
3. Electronic copies of records that are created on electronic mail | DESTROY/DELETE AFTER THE
and.werdprocessing systems and used solely to generate a RECORDKEEPING COPY HAS
recordkeeping COpy Gf ThET BEEN PRODUCED.
H. ON-THE-JOB TRAININ(
Employee training plans or substantial equivalent record
maintained to ulenufy requued skill or task training requirements
and to d« OJT, or mher
training. These are general training requirements other
technical/certification training (see paragraph G. above) Cmoﬂ‘
date is date of document.
1. Recordkeeping copy (paper). DESTROY ON TRANSFER OR
SEPARATION OF EMPLOYEE, OR
'WHEN 5 YEARS OLD,
ICHEVER IS
<DA: N1-255-99-1>
2=-Electronic copy. DELETE AFTER
RECORDKEEPING COPY HAS

<DA: N1-255-99-1>

NOTES: Only AFS numbers with defined subjects are used. — RETENTION - For items marked Pending Retention Approval,

contact your Center R

for i and/or qu
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SUBJECT AREA OR RECORD TITLE

RETENTION
AFS# |ITEM DESCRIPTION OF RECORD SERIES <Authori
3410 | 37 GRADUATE STUDY PROGRAM RECORDS

Rncm'dsmllussemseonsxsmfcaseﬁlesofmdw:dualswhoapp‘ym RETIRE TO FRC 2 YEARS AFTER

are d. Files may contain copies o COMPLETION OR TERMINATION
mscnpt.s 171, letters of authorization to take courses, registration, and | OF STUDY PROGRAM. DESTROY
npp]mumsl'orgadualem:dy T'hlsmconsdamdaworkmgﬁleand 8 YEARS AFTER COMPLETION
includes records in the P ional Training Program | OR TERMINATION OF THE
(CPETP); the Professional Entrance Training Program (PETP); and the PROGRAM.

Administrative Training Program (ATP).

<DA: N1-255-92-11>

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority:
3410 | 34 TRAINING AGREEMENT FILES
Agreements between Civil Service Commission (CSC) and NASA DESTROY 3 YEARS AFTER
pertaining to training, training standards, and all related documents. o or e A
3410 | 35 COOPERATIVE TRAINING FILES
A. GENERAL TRAINING CASE FILES (not covered in Items 1b-d) | PESTROY RECORDS 3 YEARS
by trainee showing history of training and all related TRAN:IRM CEASES
documentation. <DA:NI-25592-10> (N 1535)
B. SECRETARIAL CO-OP FILES (2-year program)
Files consist of d jon and materials related to in | RECORDS MAY BE RETIRED TO
the program and are considered training records. Case files may g‘m\; m
colsm of, but are not limited to, wpm of the following PROGRAM. DESTROY RECORDS
ion: SF 52's, p reports from 'WHEN 3 YEARS OLD (PROGRAM
supervisors; and any other d related to the individ RECORDS WILL THEN BE
in the program. 5 YEARS OLD).
<DA: N1-255-92-10>
C.  APPRENTICESHIP PROGRAM (S-year program)
Files consist of d ion and Is related to studs in RECORDS MAY BE RETIRED TO
the program and are considered training records. Case files consist mmli
of, but are not limited to, copies of the following documentation: SF | prOGRAM. DESTROY 3 YEARS
52’s; transcripts; progress reports from supervisors; and any other AFTER COMPLETION OR
documentation related to the individual in the program. TERMINATION OF THE
PROGRAM.
RECORDS WILL THEN BE 8
YEARS OLD.)
<DA: N1-255-92-10>
D. TN Al PS
FESSIONAL) CASE FILES
(5-year program) (LaRC ONLY)
Records in this series consist of SF 52’s; copies of 171's; FRC1 YEA:;M Y BE To
transcripts; progress reports; supervisory comments and/or COMPLETION OF THE
recommendations; and cestificates of completion of the program. PROGRAM. DESTROY
5 YEARS AFTER COMPLETION
OR TERMINATION OF THE
PROGRAM (PROGRAM RECORDS
‘WILL THEN BE 10 YEARS OLD).
<DA: N1-255-92-10>
3410 | 36 COOPERATIVE PROGRAM SUMMARY FILES (LaRC ONLY)
Reconds in this series consist of profile sheets (cards) that contain DESTROY RECORDS WHEN 25
information on individuals for files that have been destroyed. These I SARDLESS OF
records are summary cards of their history and information originally MAINTAINED.
contained in the case files identified as “Secretarial; Apprenticeship <DA: N1-255-92-16>
Program; and Engineering and Administrative Co-Ops.” These records
are not the case file records. Records can exist in either paper or
eleamnm format (uu:lmﬁngbutnmlmmed to printouts and data
m on ] computers).

3410 | 38 TRAINING - REPORT FILES
A.  Reports form Centers to NASA Headquarters conceming
training and all related papers.
1. Centers. DESTROY WHEN 3 YEARS OLD.
<DA: N1-255-89-4> (N 15-37)
2. Headquarters. DESTROY WHEN 2 YEARS OLD.
<DA: N1-255-89-4>
B. Reports piled from infc i ived from Centers (item A.
above).
1. Centers and all other offices/copies DESTROY WHEN NO LONGER
NEEDED OR WHEN 3 YEARS
OLD, WHICHEVER IS SOONER.
<DA: N1-255-89-4) N 15-36)
2. 3 DESTROY WHEN 5 YEARS OLD.
Headquartess <DA: N1-255-89-4>
3451 | 39 AWARDS PUBLICITY FILES
D used in icizing or i in awards DESTROY WHEN 3 YEARS OLD.
P including posters, and all other means of <DA: N1-255-89-4> (N 15-14)
ini and resuts of the programs and all other
related papers.
-
451 | 40 AWARDS AND PROGRAM FILES - EMPLOYEE

A. AWARD CASEFILES

DESTROY 2 YEARS AFTER
APPROVAL OR DISAPPROVAL.
[GRS 1-12a(1)]

NOTES: OnﬂyAFSnumbusvmhdeﬁmdmb;ed:musei REI'ENT[ON — For items marked Pending Retention Approval,

contact your Center Records

for i ion and/or

37

3. R:pumpmmnmgtotheopumanﬁhelnmu Y
Including statistical data and other documenta

Program.
pertaining to the program.
B. OF VICE AND SICK \WARD FILES
C.  LETTERS OF COMMENDATION AND APPRECIATION

DESTROY WHEN 2 YEARS OLD.
[GRS 1-12a(2)]

DESTROY WHEN 3 YEARS OLD.
{GRS 1-13]

SEE OF THIS SCHEDULE.

NOTES: OnlyAFSnmnbetswnhdeﬁnedsuhjeasmused. REI'BTI'ION - For items marked Pending Retention Approval,
for i

contact your Center
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affecting NASA contracts; includes strike reports, reports of work

plans to settle di

documents.

1. Headquarters

RETENTION
AFS # | ITEM DESCRIPTION OF RECORD SERIES -
_ —_——— <Allﬂ'l01’l§!2
\ Copl-of]musmaogmzmglengthofsemeeandmummem. and 0Y WHEN 2 YEARS OLD.
——| etters of and for p [GRST™
\._ UDING copies filed in the OPF.
D. AGENCY AWAR OMINAT Jm§
Records consist of lists or indexes of nominees ] to DESTROY WHEN SUPERSEDED
e Bt
[¢
E. DEPARTMENT LEVEL AWARD FILES
Records xelnung to awards made at the Departmental level or RETIRE TO FRC WHEN 5 YEARS
higher, i.c., y's Awards, P OLD. DESTROY WHEN 15 YEARS
OLD.
<DA: N1-255-89-4
F.  BENEFICIAL SUGGESTIONS
Suggestions and reports made thereon and related to. DESTROY WHEN 2 YEARS OLD.
<DA: N1-255-894> (N 191)
3530 ( 45 PAY TABLES
Records and files consisting of “official” record sets of pay tables. DESTROY UPON
DISCONTINUANCE AND
DISESTABLISHMENT OF
INSTALLATION.
<DA: N1-255-89-4> (N 4-19)
3710 | 52 LABOR MANAGEMENT RELATIONS RECORDS
A. GENERAL RECORDS/CASE FILES
\\ Conespnndence. memoranda, reports and other records mlarmg o
ip and employee unions or other
Wps.
1. ﬂ'{nepuahng agreement. DESTROY 5 YEARS AFTER
EXPIRATION AGREEMENT.
[GRS 1-28a(1)] (N 1544)
2. Other offices. DESTROY WHEN SUPERSEDED
OR OBSOLETE.
[GRS 1-28a(2)]
B. LABOR ARBITRATION (General) DESTROY 5 YEARS AFTER FINAL
d forms, and RESOLUTION OF CASE
lrhxlnuon cases. [GRS 1-28b]
C. LABOR RELATION FILES — Work Stoppages/Strikes
Di relating to work strikes, and disputes

and all related

FILES (NEBA) (DFRF ONLY)

Records in this series may include but are not limited to the following
NASA Employees Benefit Association (NEBA) gmer correspondmce.
material related to i r-lmme relale

claims, bank i
reports, and reports on unllqmdnled obllgauuns

A.  ORIGINAL DOCUMENTATION

survéys. audit

B. ALL OTHER COPIES

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF ORD SERIES <Authority>
52 2. Centers DESTROY WHEN 5 YEARS OLD
<DA: N1-255-89-4>
3771 | 54 GRIEVANCE, DISCIPLINARY AND ADVERSE ACTION FILES
A. GRIEVANCE, APPEALS FILES (5 CFR 771)
————————|
| Retondsoriginat feview of grievance and appeals raised | DESTROY 5 YEARS AFTER CASE
by Agency Jhese case files 1S CLOSED.
include smgmenl 'of witnesses; reports of interviews an; g -(G“-HM-\
and ,a copy of the original
decisi lelated and exhibits; and, records relating
to a reconsideration mquest.
B. APPEAL RECORD FILES
Copy of decisi dered, review decisions, related DESTROY 7 YEARS AFTER CASE
d and other d ion, except record copiesof | IS CLOSED.
official documents affecting personnel actions. <DA: N1-255-89-4> (N 15-43)
C. ADVERSE ACTION FILES (5 CFR 752)
\\_ Case files and related records created in reviewing an adverse action | DESTROY 5 YEARS AFTER CASE
= =(discipl lm&ri;‘(}x}n—ex“smplmm'y removal, suspension, leave without | 1S CLOSED.
pay, reduction an ployee. Tb: file includes a [GRS 1-30b]
copy of the proposed adverse acti papers; ment
systems protection board cases (MSFPB); statement
employee’s reply; hearing notices, reports and decision; reversal of
actions; and appeal records, EXCLUDING letters of reprimand \
which are filed in the OPF.
3800 | 56 NASA EMPLOYEES BENEFIT ASSOCIATION INSURANCE

CLOSED. DFS TROY FILFS 6
YEARS AND 3 MONTHS AFTER
THE END OF THE FISCAL YEAR
IN WHICH THE RECORDS WERE
CREATED, RECEIVED, OR

CLOSED.
<DA: N1-255-89-4>
DESTROY WHEN NO LONGER

d)A N1-255-89-4>

3850

UNEMPLOYMENT COMPENSATION DATA REQUEST FILES

Requests for wage and separation data to be used in connection with

DESTROY WHEN 2 YEARS OLD.

<DA: N1-255-89-4>

NOTES: Only AFS numbers with defined mbjects are used. — RETENTION - For items marked Pending Retention Approval,

contact your Center Records ger for i and/or

39

NOTES: Only AFS numbers with defined subjects are used. — RETENTION ~ For items marked Pending Retention Approval,

contact your Center Records Manager for i

and/or
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RE! SERIES N
_— _ <Allth0ﬂg2
unemployment compensation claims, and related papers, including <DA: N1-25589-4> (N 4-18)
requests for information, notice of refusal of work offer, and related
papers.
3870 | 59 MONETARY BENEFITS FILES
Documents relating to the orij ) itoring of DESTROY WHEN 5 YEARS OLD.
benefits, such as Gmup Life Insurance and henllh plans, which | <DA: N1-255-89-4> (N 15-23)
have a cash value but are not a part of salary wages, or other direct
compensation.
1 w 61 CHARITY DRIVES, CONTRIBUT]ONS, AND OTHER
=~ ACTIVITIES
-official nature, memoranda, and other papers that | DESTROY IMMEDIATELY, OR
official actions, such as notices of m&mm FOR
eals, bond campaigns,
A, o PREDETERMINED SCHEDULE OR
voluntary activities, and similar papers. BUSINESS RULE (EG.,
IMPLEMENTING THE AUTO-
\TURE OF “LIVE”
YSTEMS).
[GRS 23-7] (N1
B.  Records which document and serve as the basis for official actions. | DESTROY WHEN 2 YEARS OLD.
<DA: N1-255-894>
3981 | 63 UTILIZATION OF PERSONNEL AUTHORITIES

Office of P 1 (OPM) required d ionofthe | DESTROY WHEN 2 YEARS OLD.
utilization of personnel authorities under OPM delegation agreements. <DA: N1-255-89-4>

NOTES: OnlyAFSmmbusmlhdeﬁmdmbpﬁsmused — RETENTION - For items marked Pending Retention Approval,
contact your Center Records M: fori and/or

311

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # DESCRIPTION OF RECORD SERIES <Authority>
4000 LOST AND FOUND ACCOUNTABILITY FILES
Reports, loss statements, receipts, and other papers relating to lost and DESTROY WHEN 1 YEAR OLD.
found articles <DA: N1-255-89-4> (N 12-23)
4020 REPORT OF SURVEY FILES
D intained for the purpose of review of circumstances
concemning the loss, unservmenblhly. or destruction of Government
property of funds, and for d of the question of p iary or
other responsibilities.
A.  Files involving pecuniary liability. RECORDS MAY BE RETIRED TO
FRC 2 YEARS AFTER FINAL
ACTION. DESTROY 10 YEARS
AFTER DATE OF ACTION.
<DA: N1-255-89-4> (N 17-26)
B. Report of survey files mdom“pmm% AFTER
adjustment of inventory records and not otherwise covered in this DA’ -AGFONOR..,
Schedule. DATE OF POSTING MEDIUM.
[GRS 39¢]
C.  All other office/copies DESTROY WHEN OBSOLETE OR
SUPERSEDED, OR 3 YEARS OLD
'WHICHEVER IS SOONER.
<DA: N1-255-89-4>
4100 CAPITALIZED EQUIPMENT REGISTER

ng serial or i ry number of all
cun'entlyusedormsmragemmeCmtus.

<DA: less-s9-4> MN18-7

4130

MECHANIZED PROPERTY AND SUPPLY RECORDS
(TRANSACTION REGISTER)

A.  Mechanized register reflecting stock items having activity during
period covered by the register. mswgtsensanmdnlmlofswck
items and i ions such as the

&

Transactions establishing new items, receipts, issues of due-in's; due-
out’s; inventory adjustments.

B.  All other offices/copies

DESTROY WHEN 2 YEARS OLD.
<DA: N1-255-89-4>
(N 1745)

DESTROY WHEN OBSOLETE OR
SUPERSEDED OR WHEN 2
'YEARS OLD WHICHEVER IS

<DA: N1-255-89-4>

NOTES: OnlyAFSmunbmmﬂldeﬁnedaMectsmused. — RETENTION - For items marked Pending Retention Approval,
e M fori . .

contact your Center R

and/or q
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
4200 ( 7 SPACE AND MAINTENANCE - GENERAL
A. Repori(s) from Centers to Headq g
repair, and operations.
1. Headquarters (OPR) DESTROY WHEN 3 YEARS OLD.
<DA: N1-255-89-4> (N 18-9a2)
2. Centers (OPR) DESTROY WHEN 5 YEARS OLD.
<DA: N1-255-89-4> (N 189al)
B. Reports consolidated by Headquarters from reports described in Item
9a of this Schedule.
1. Headquarters DESTROY WHEN 3 YEARS OLD,
<DA: N1-255-89-4>
2. All other offices/copies DESTROY WHEN 2 YEARS OLD.
<DA: N1-255-89-4>
| C-Corespondence.Eiles
Ouuespondmceﬁlesofuxeummponsxblafmspmmd - WHEN 2 YEARS OLD.
matters, pertaining to its own [GRS 11-1] -
operation and related pape:s.
N 4210 [ 8 PROPERTY FILES
———— —
["A~~~PROPERTY PASS
Property pass files, authorizing or materials from | DESTROY 3 MONTHS AFTER
any NASA Centers. This includes hand receipts for EXPIRATION OR REVOCATION.
or issued for use and are to be returned. W‘u’\\
f~
8 B. LOAN AGREEMENT FILES
Case files, ncluding legal ag) d and related RETIRE TO FRC 2 YEARS AFTER
papers ining to temy 7 Joans, Loan agreements are THE END OF THE FISCAL YEAR
with outside ie., other G IN WHICH THE PROPERTY IS
PR P P profit and - RETURNED. DESTROY 6
+ o o YEARS AFTER THE END OF THE
who are ing NASA p y or who are loaning FISCAL YEAR IN WHICH
property 1o NASA at no cost. PROPERTY WAS RETURNED,
<DA: N1-255-91-4>
C. TY S| ING
D reflecting the (shipping) of items to/from
NASA Centersby a ial shipper or are
normally maintained in the NASA Center Shlppmg/Reoemng
i or Property E:
1. Office of Primary Responsibility — (JSC only)
Hard CUTOFF AT END OF CALENDAR
@ YEAR. CONVERT TO CD-ROM
18 MONTHS AFTER CUT OFF

NOTES: Only AFS numbers with defined mb]eds are used. REI'ENTION For items marked Pending Retention Approval,
and/or

contact your Center Records Manager for infc
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PROPERTY AND SUPPLY RECORDS SCHEDULE 4
(AFS 4000-4999)
This document is updated frequently; therefore, printed coples may be obsolete. Refer to the Change Histoty Log at the
beginning of NPR 1441.1 in the NASA Online Di Y (NODIS) for current version.
SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
DATE. DESTROY HARDCOPY
AFTER CD-ROM CONVERSION
1S VERIFIED AND WHEN
HARDCOPY IS 3 YEARS OLD.
<DA: NI-255-01-3>
KEEP FOR 3 YEARS, DESTROY
(b) CD-Rom file, cutoff date is date CD-ROM created (1(a) 'WHEN REFERENCE VALUE
above). CEASES OR WHEN 20 YEARS
OLD, WHICHEVER IS SOONER.
<DA: N1-255-01-3>
2. Office of Primary Responsibility — (All Centers except JSC)
5 KEEP FOR 3 YEARS, DESTROY
Hardcopy. Cutoff date is end of calendar year. CE VALUE
CEASES OR WHEN 20 YEARS
OLD, WHICHEVER IS SOONER
<DA: N1-255-01-3>
3. All other Office’s copies, cutoff date is date of document. DESTROY WHEN NO LONGER
NEEDED OR WHEN 5 YEARS
OLD, WHICHEVER IS SOCONER.
[ —f— <DA: NI-255-01-3>
4. Electronic copies SrTEE ted on el DESTROY/DELETE AFTER THE
andwordpmcusmgsystemmdusedwl ly RECORDKEEFING COPY HAS
recordkeeping copy of the records. <DA: N1255.013
4320 1 9 SURPLUS PROPERTY FILES
A. DONATION FILES
Case files on surplus property donated to Health, Education, and DESTROY WHEN 3 YEARS OLD.
Welfare, including pertinent HEW forms, shipping documents and <DA: N1-255-894> (N 18-8)
related correspondence.
CASE FILES
Case n sales of surplus pe.:soml propetty, compnsmg
invitati 7 of sales, and
related corresp
1. Transactions of more than DESTROY 6 YEARS AFTER
FINAL PAYMENT.
IGRS 4-3a}
2. Transactions of $25,000 or less. DESTROY 3 YEARS AFTER
FINAL PAYMENT.
[GRS 4-3b]
3. Unique files that set p dent relating to over
$100,000. (Pmcedum setting transactions include sale or
donation of goods to foreign nations and intemational
organizations.)
<DA: N1-255-89-4> (N 18-
4360 | 11 PLANT CLEARANCE FILES - CONTRACTOR EXCESS
NOTES: Only AFS numbers with defined subjecl.s are used. RETENTION For items marked Pending Retention Approval,
contact your Center Manager for i |

43
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CHAPTER 5. NRRS §

INDUSTRY RELATIONS AND PROCUREMENT

SUBJECT AREA OR RECORD TITLE

RETENTION
<Authority>

AFS# | IIEM DESCRIPTION OF RECORD SERIES
5100 | 1 PROCUREMENT FILES
(o requisitions, p orders, leases, bonds, and surety

remds,mnludmgeomspondmeeandmlamdpapmpﬂmmgm
award, admini receipt, i and (other than

* | those covered in Items: 13, 19, and Schedule 8) or described in 48

CFR, FAR.

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

PRI R
P,

ORGANIZATH
R GAO

. ions dated on or after July 3, 1995 (the effective
date'af the Federal Acquisition R:gumions (FAR) rule
ing\simplified acquisition threshold).”

SUBJECT AREA OR RECORD TITLE RETENTION
AES# |ITEM DESCRIPTION OF RECORD SERIES <Authority>
PROPERTY
Ths: files documcnl ﬂxe mponmg. pmcessmg. nnd dlsposmon of DESTROY 3 YEARS AFTER
that has | YEAR IN WHICH CASE IS
bmmmmlhmmeds. 'l‘hesecasnﬁlescmcuns:stof CLOSED.
ion on the excess p 1 property turned in to the Center <DA: N1-255-90-7>
Plant Clearance Officer by cost—type onsite contractors.
4500 | 12 ‘CONTROLLED MATERIAL FILES
A.  Reports on allotments, unused balances, and related matters.
2 1. Office of primary responsibility. RETIRE TO FRC WHEN 2 YEARS
OLD. DESTROY WHEN 10
YEARS OLD.
<DA: N1-255-894> (N17-15)
2. All other offices/copies. DESTROY WHEN 2 YEARS OLD.
<DA: N1-255-894>
B. Documents, ledgers, and similar documents used to control and
account for controlled materials.
1. Office of primary responsibility RETIRE TO FRC WHEN 2 YEARS
OLD. DESTROY WHEN 10
YEARS OLD.
<DA: N1-255-894> (N17-17)
2. All other offices/copies DESTROY WHEN 2 YEARS OLD.
<DA; NI1-255-89-4>
C. Allotment case files used to control and account for controlled DESTROY WHEN 5 YEARS OLD.
materials. <DA:N1-255-894> (N 17-10)
4500 | 13 ALLOCATIONFILES
Documents reflecting the di: of lled dals from DODto | DESTROY WHEN 5 YEARS OLD.
NASA Hudqumrs, and further ll]ocamms wnhm NASA to allocating <DA: N1-255-89-4> (N 17-13)
1, = 1, . 1, ro‘ ol ey
concurrence, allmmns, and similar data.
4500 | 14 PRIORITY RATING CASE FILES
Di used in lishing the priority use of controlled materials by | DESTROY WHEN 3 YEARS OLD.
contractors. <DA: N1-255-894> (N17-14)
Lm—m
4500 | 15 D] MA S INSTR N FII
D providing direction and guid: for the NASA program DESTROY WHEN 2 YEARS OLD
igned to control ials designated as critical by the Defense OR WHEN SUPERSEDED OR
N ials System.  are basic directi dy dinati OBSOLETE, WHICHEVER
actions, studies, interp i and d factoring data APPLIES.
bodied in weight information, engineering esti and bills of <DA; N1-255-89-4> (N 17-12)
materials.

NOTES: OnlyAFSnumbuswuhdeﬁmanemmused. RETETI'ION For items marked Pending Retention Approval,

contact your Center R

and/or

44

§2.ooo.

() Transactions that utilize small purchase
and all construction contracts under $2,000.

3. Selected case (by the AA for Procurement) that set
it or are unusual :ndpmammpm'chaslsof
ft or major i flight,
Iughqeed xeseuchaumﬁ, etc. ('l'xanﬁcuons ,of more than
1 million dollars.)

B. OBLIGATION COPY

e M:

and/or

51

AFTER FINAL PAYMENT.
[GRS 33a(1)@@)] (N 17-1)

DBTRGY 3 YEARS AFTER FINAL
[GRS 33a()®)]

DESTROY 6 YEARS AND 3 MONTHS
AFTER FINAL PAYMENT.
[GRS 3-3a(2)(a)]

NOTES: Only AFS numbers with defined subjecu are used. REI'ENTION For items marked Pending Retention Approval,
contact your Center R fori

DESTROY 6 YEARS AND 3 MONTHS
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C. DATA SUBMITTED TO THE FEDERAL PROCUREMENT
—— DATA SYSTEM (FPDS)
Electronic dats HTes wintai al year, containin DESTROY OR DELETE WHEN 5
unclassified records of all mmnlim_ 'YEARS OLD.
es, and consisting of information required under [MTORS G,
.601 for transfer to the FPDS. ——
D. T. G RETIRE TO FRC 2 YEARS AFTER
AND AMENDMENTS AWARDED BY CENTERS FINAL PAYMENT. DESTROY 6
YEARS AFTER FINAL PAYMENT.
<DA: N1-255-94-2>
5100 3 STATUS REPORTS ON PRIME AND SUBCONTRACT
AWARDS
Meachine reports (ADP p on NASA prime and subcontract
awards; hsungsofacuvewmcubycmer bywmm:tm' by place
of perf by project, incl
action reports, mboonmcls
awndedbypnmeoonmms and their first tier subcontractors.
OFFICE OF PRIMARY RESPONSIBILITY RETIRE TO FRC 1 YEAR AFTER
(NASA Headquarters) CLOSE OF FISCAL YEAR TO WHICH
RECORDS PERTAIN. DESTROY
‘WHEN 10 YEARS OLD.
<DA: N1-255-94-2> (N 17-40)
B. CENTERS AND ALL OTHER COPIES DESTROY WHEN OBSOLETE,
SUPERSEDED, OR WHEN 2 YEARS
OLD.
<DA: N1-255-94-2>
5100 | 4 BIDDERS' LISTS
A.  ACCEPTABLE
Lists or card files of acceptable bidders. DESTROY WHEN SUPERSEDED OR
OBSOLETE.
[GRS 3-5d] (N 17-8)
B. DEBARRED AND SUSPENDED
Lists or card files of debarred or suspended bidders. DESTROY WHEN SUPERSEDED,
OBSOLETE, OR 3 YEARS OLD,
‘WHICHEVER IS SOONER.
<DA:N1-255-94-2> (N17-7)
5100 [ 5 GENERAL PROCUREMENT CORRESPONDENCE
C dence files of i units
mmﬂapmmmdﬂmmmnmmmmvueddwhnem
this schedule. P y files, includi
Sp and reports surveys of p
management.
5 A, HEADQUARTERS RETAIN UNTIL REFERENCE VALUE
CEASES; THEN DESTROY.
<DA:N1-255-94-2> (N 17-48)
B GENTERS-AND.ALL OTHER. OFFICES/COPIES mescnseee  RES TROY WHEN 2 YEARS OLD L
[GRS 3-2]
5101 | 6 CONTRACT LEGAL ADVICE

NOTES: OnlyAFSnumbmwiIhdcﬁnedmﬂummused. ~ RETENTION - For items marked Pending Retention Approval,
contact your Center Records for and/or
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Documents pertaining to pre-award contract advice concerning
Ppatent, copyright, and technical data matters.

RETIRE TO FRC WHEN NO LONGER

<DA:N1-25594-2> (N13-7)

5104 | 7 BASIC AGREEMENT FILES
Basic agreements are made with individual contractors to set forth
the negotiated contract clauses which shall be applicable to future
contracts of a specified type entered into between the contractor and
NASA during the term of the basic agreements. All basic
agreements, current and active, or cancelled or superseded for any
one shall be filed togeth
A. HEADQUARTERS DESTROY 2 YEARS AFTER
EXPIRATION OF BASIC AGREEMENT.
<DA: N1-25594-2> (N17-43)
B. RETIRE TO FRC 2 YEARS AFTER
FINAL PAYMENT ON CONTRACT
PERFORMED BY APPLICABLE
CONTRACTOR. DESTROY 4 YEARS
AFTER FINAL PAYMENT.
<DA: N1-255-94-2>
5104 | 8 CONTRACT ADMINISTRATION OF PATENT AND NEW
TECHNOLOGY CLAUSES
D ining to actual admini: of patent and new RETIRE TO FRC 2 YEARS AFTER
hnology clauses in pecially pertaini porting CONTRACT CLOSE-OUT. DESTROY
7 ing of inventi quired to be reported WHEN 20 YEARS OLD.
<DA: N1-255-942> (N 13-8)
514 [ 9 SURVEYS OF EVALUATIONS
Case files on surveys of evaluations made by NASA procurement | DESTROY 6 YEARS AFTER FINAL
offices. PAYMENT.
<DA: N1-25594-2> (N 17-19)
5105 | 10 PROCUREMENT ACTION REPORT
Docmnlsmlmmgwlhcmpmungsysumdeslgnedmpmde DESTROY WHEN 2 YEARS OLD,
statistics concerning placement, status, delivery, and settlement of <DA: N1-255942> (N 17-11)
actions. Included are special,
acnvnty. status, monthly, contractor seitlement, szml-anmlal.
consolidated, and summary reports, and related comrespondence.
5109 | 11 COMPETENCY CERTIFICATES
Copies of the certificates, commmunications, concemning the capacity | DISPOSE OF IN ACCORDANCE WITH
credit of specific small business concems. RELATED CONTRACT.
<DA: N1-25594-2> (N 17-31)
5112 [ 12 CONTRACT DEVIATION FILES
Requests, approvals, and di: 1 of deviations from standard

contract or grant forms and clauses.
A. HEADQUARTERS

RETIRE TO FRC WHEN 2 YEARS OLD.
DESTROY WITH RELATED

NOTES: OnlyAPSmmbusmthdcﬁnedsuhjectsmused. — RETENTION - For items marked Pending Retention Approval,
fori and/or

contact your Center R

53




N

INDUSTRY RELATIONS AND PROCUREMENT

SCHEDULE 5
(AFS 5000-5999)

This document Is updated frequently; therefore, printed coples 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.

B. CONTRACTING OFFICE

C. ALL OTHER OFFICES/COPIES

CONTRACT.
<DA:N1-25594-2> (N1749)
DESTROY WITH RELATED
CONTRACT FILE.

<DA: N1-255-94-2>

DESTROY WHEN NO LONGER

INDUSTRY RELATIONS AND PROCUREMENT
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(AFS 5000-5999)
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5115 | 13

SOURCE EVALUATION BOARD (SEB) FILES

A, ESTABLISHMENT OF BOARD INCLUDING RECORDS
CREATED
Rcomdsand d ing the
ion, and selection of a

perform a major negotiated contract, including d5|gnauon of
board members, rules for board operations, committee
appointments, minutes of all committee and board meetings;
reconds on the evaluation process, criteria, specifications;
bndderpmposals.andmpmlsofmmand

1 and final SEB reports to

the Administrator.

B.  ACTIONS OF THE ADMINISTRATOR (OR HIS
DESIGNEE)

Records and di g deliberations and
actions of the Administrator or his dcslgnu and other officials
participating in these actions relating to the final selection of
the contractor based on the SEB's report and presentation(s).
NOTE: These files are separate from the Board's files st forth
above in A.

\{ 1

MAINTAIN AS AN INTEGRAL UNIT.
RETIRE AND DESTROY WITH THE
RELATED CONTRACT FILE. SEE
ITEM 1.A.3. OF THIS SCHEDULE, IF
CONTRACT IS PRECEDENT SETTING
OR UNIQUE. RETIRING ACTIVITIES
PLACE DESTRUCTION DATE ON THE

SF 135.
<DA:N1-25594-2> (N 17-39)

RETIRE TO FRC 1 YEAR AFTER THE
END OF THE FISCAL YEAR IN WHICH
‘THE SELECTION TOOK PLACE.
DESTROY 6 YEARS AFTER THE
FISCAL YEAR IN WHICH THE
SELECTION TOOK PLACE.

<DA: N1-255-94-2> (N 13-21)

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

1. Relating to simplified acquisi
48 CFR Part 13.

2. Relating to transactions above the simplified acquisitions
limitations in 48 CFR, Part 13.

(a) When filed separately from the contract file.

(b) When filed with contract case file,

DESTROY 1 YEAR AFTER DATE OF
AWARD OR FINAL PAYMENT,
‘WHICHEVER IS LATER.
[GRS35b(1)] (N17-5)

CONTRACT
[GRS 3-5b(2)(a)]
DESTROY WITH RELATED

CONTRACT CASE FILE (SEE ITEM 1

NOTES: Only AFS numbers with deﬁned subjec!s are used. — RETENTION - For items marked Pending Retention Approval,
contact your Center Records M and/or questi

54 N

[GRS 3-5b(2)(b)]
14 3. igati s g feasibility of unsolicited
proposal(s).
a) Reports on proposals resulting in projects. FILE WITH RELATED CONTRACT.
@ 8% prof DESTROY ACCORDINGLY.
- <DA: N1-255-94-2> (N 17-9)
- RETIRE TO FRC WHEN 1 YEAR OLD.
() Reports on rejected proposals. DESTROY WHEN 5 YEARS OLD.
<DA: N1-255-94-2>
5119 | 15 QUALIFICATION LISTS
Lxstsofbusmessesdetummedmbcquahfedmpamemcmﬂm DESTROY WHEN SUPERSEDED,
small business program and related documents. OBSOLETE, OR WHEN 3 YEARS OLD
WHICHEVER IS LATER.
«<DA: N1-255-94-2> (N 17-33)
5119 | 16 SMALL BUSINESS RECORDS
A.  REPORTS
d by small busi i from NASA DESTROY WHEN 2 YEARS OLD.
urement offices and from contractors regarding the small | <DA: N1-255-94-2> (N 17-32)
iness procurement program.
B. TION FILES
D mlaﬁngln ications or di i DESTROY WHEN 2 YEARS OLD.
providing small with i about <DA: N1-25594-2> (N 17-28)
NASA for the participation of small busi
concerns in the NASA pmn:mempmgmm
C. PROGRAM SURVEY FILES
Documents relating to surveys to analyze the effectiveness of DESTROY WHEN 2 YEARS OLD.
the small business progran <DA: N1-255-94-2> (N 17-29)
16 D.
Case files relating to the producti ity, credit, DESTROY WHEN SUPERSEDED,
and similar data about small business concerns to provide OBSOLETE, OR WHEN 3 YEARS OLD
information about the availability of additional small business | WHICHEVER IS LATER.
sources to meet current or anticipated requirements of the <DA: NI-25594-2> (N 17-30)
procurement program.
5127 | 17 LICENSING OF NASA-OWNED INVENTIONS (DOMESTIC
AND FOREIGN)
A. LICENSE GRANTS RECORDS MAY BE RETIRED TO FRC
'WHEN 5 YEARS OLD. DESTROY
‘WHEN 25 YEARS OLD.
<DA: N1-25594-2> (N 13-10)
B. INOUIRIES about ial rights and licensing progr DESTROY WHEN 2 YEARS OLD.
<DA: N1-255-94-2>
5127 |18 PATENTS (ALSO SEE SCHEDULE 2)
A. INFRINGEMENT
Infri case files, i pond of ageneral | RETIRE TO FRC 2 YEARS AFTER
nature regarding patent mfmigemmt. SETTLEMENT OF CASE. DESTROY

NOTES: OnlyAFSmmbﬂsmlhdeﬁnedﬂlbjeﬂsmused. REI'ENT[ON For items marked Pending Retention Approval,
for i and/or

contact your Center R
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LICENSES RECEIVED ON PATENTS OR PATENT
APPLICATIONS

HEADQUARTERS ONLY - (Office of General Counsel)

5131

'WHEN 20 YEARS OLD.
<DA: N1-255-94-2> (N 13-11)

RETIRE TO FRC 2 YEARS AFTER
LICENSE IS NO LONGER ACTIVE.
DESTROY WHEN 10 YEARS OLD.
<DA: N1-255-94-2> (N 13-12)

INDUSTRY RELATIONS AND PROCUREMENT

This d d

SCHEDULE §
(AFS 5000-5899)

, printed copies may be obsolete. Refer to the Change History Log at the
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Reports, d and related d i ining to
status of contract or grant termination.

DESTROY WHEN 3 YEARS OLD OR
WITH RELATED CONTRACT FILE,
'WHICHEVER 1S LATER.

<DA: N1-25594-2> (N 17-3)

COST AND PRICE ANALYSIS FILES

Cost and price analysis reports, financial data, audit reports, and all
other supporting papers relating to a contract.

DISPOSE OF IN ACCORDANCE WITH
RELATED CONTRACT.
<DA: N1-255-94-2> (N 17-35)

5200 | 27

EMPLOYMENT OP’PORTUNITY (EEO) RECORDS
(INDUSTRY)

A.  COMPLIANCE RECORDS

D relating to the liance with
in employment contract clauses.

1. Compliance Review files i
backgmund papus complamls, speml visits, and
ating to employment

2. EEO Complianci

B. CONTRACTOR EEO REPORTS

Contract li
action plans of

1eviews of

2nd equal empl portunity
(EEO-1) reports.

C. EEO CLEARANCE PAPERS
da or other d

from EEO clearingor

approving a for li; with
contract clauses.

5300 | 28

5300 | 29

DESTROY WHEN 7 YEARS OLD.
[GRS 1-25d(1)] (N 17-37)

DESTROY WHEN 3 YEARS OLD.
[GRS 1-25d(2)]

<DA. N1-255-94-2>

A’ Al N REPORTS

Reports and related d lting from
performance or working conditions as related to the conm:cl and
contractor.

RETIRE TO FRC 1 YEAR AFTER END
OF PROJECT. DESTROY 10 YEARS
AFTER THE END OF THE PROJECT.
<DA: N1-255-94-2> (N 20-7)

" EVALUATION FILES
Case files on evaluations made by the Headquarters R&QA Office.

5133 | 22 BID AND AWARD PROTEST FILES
(ALSO SEE SCHEDULE 2)
Correspondence and reports regarding protests on bids and awards.
A. HEADQUARTERS RETIRE TO FRC WHEN 2 YEARS OLD.
DESTROY WHEN 6 YEARS OLD.
<DA: N1-255-94-2> (N 17-6)
B. CENTERS AND ALL OTHER OFFICES/COPIES DESTROY WITH RELATED
CONTRACT FILE.
<DA: N1-255-94-2>
5135 | 23 R&D CONTRACT REFERENCE FILE
Consisting of copies of R&D contracts associated with the DESTROY AFTER COMPLETION OR
pli of the program with ch modifications, or CANCELLATION OF PROGRAM.
addenda thereto. <DA: N1-25594-2> (N 24-15)
5137 | 24 INTERSERVICE INSPECTION FILES
Documents relating to the performance of inspection services for DISPOSE OF IN ACCORDANCE WITH
other procuring activities, such as audit reports. RELATED CONTRACT.
<DA: N1-25594-2> (N 17-42)
5142 | 25 CONTRACTOR MONTHLY MANAGEMENT AND
OPERATIONS REPORTS
Contract Technical Monitor's (CI‘M). Conkanung Officers Technml
ive (COTR), or C g Officer R
(COR) for which contract is pufommi.
A.  Copies of formal written direction to the which fills | RECORDS MAY BE RETIRED TO FRC
in detail, directs possible lines of inquiry, or otherwise more m ém X%VDOBF;iOY
" . . N YMENT
specifically defines work set forth in the contract statement-of- TOTHE OR NO
LONGER NEEDED FOR FOLLOW-ON
CONTRACT PREPARATION. RETIRING
ACTIVITY TO PLACE DESTRUCTION
DATE ON SF 135.
<DA: N1-255-94-2>
B. ies of contractor's management and operation reports, DESTROY 2 YEARS AFTER
qu" fi ial and duction data. EXPIRATION OF CONTRACT.
N <DA: N1-255-94-2>
5149 | 26 ‘CONTRACT TERMINATION REPORT FILES

NOTES: Only AFS numbers wxlh defined wbjeo!.s are used. REI‘EN‘I'ION For items marked Pending Retention Approval,

contact your Center

and/or
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5300 | 30

RETIRE TO FRC 1 YEAR AFTER
COMPLETION OF PROJECT.
DESTROY 6 YEARS AFTER
COMPLETION.

<DA: N1-255-94-2> (N 20-1)

R&QA AUDITS, SURVEYS, AND REPORTS

A. Documents relaud o R&QA audits, speclal studies, status
reports, elc., P (filed by
contract).

B.  All other or in-house SR&QA Audits, Surveys, and Report
files performed.

C.  Quality Surveillance Records/System (QSR)

1. Original forms which document the quality assurance
specialist's daily work effort. The form records the

specialists observations of the contractor performing tasks

RETIRE TO FRC 2 YEARS AFTER
CONTRACT FINAL PAYMENT.
DESTROY 5 YEARS AFTER FINAL
PAYMENT.

<DA: N1-255-94-2> (N20-11)

CLOSEFILE AT END OF SURVEY/
AUDIT AT END OF FISCAL YEAR.
DESTROY WHEN 9 YEARS OLD.
<DA: N1-255-94-2>

DESTROY ORIGINAL QSR'S WHEN 2

NOTES: Only AFS numbers with defined mb]ems are used. — REI'ENTION For items marked Pending Retention Approval,
contact your Center Records fori and/or
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per contractual requirements.
2. Copies of items in 1. above. DESTROY WHEN 6 MONTHS OLD.
<DA: N1-255-94-2>
5300 | 31 INSPECTION AND PROOF REPORT(S)
A D Alanting i drawines used in
manufacture, results of pmof testing, certifications of
acceptance, and related data conceming inspection and proof
iesting of manufactured components.
1. Paper. Recordkeeping copy. DESTROY 3 YEARS AFTER
‘COMPLETION OF FINAL
PRODUCTION ORDER FOR THE
RELATED COMPONENT.
<DA: N1-255-99-2> (N 20-6)
2. Electronic medi; DESTROY/RECYCLE 3 YEARS AFTER
(magnetic tapes, OD CDROM.) COMPLETION OF FINAL
PRODUCTION ORDER FOR THE
RELATED COMPONENT.
<DA: N1-255-99-2>
3. Photographs. DESTROY 3 YEARS AFTER
COMPLETION OF FINAL
PRODUCTION ORDER FOR THE
RELATED COMPONENT.
<DA: N1255-99-2>
| 4...Electronic generated on office automation DELETE AFTER RECORDKEEPING
applications. - - <DA: N1-255-99-2>
B.  Copies of contracts, purchase orders, and related papers DISPOSE OF IN ACCORDANCE WITH
pemumngto GovmmmlSowcelnspecuonmqm:emmu and | ITEM ! OF THIS SCHEDULE.
Surveillane <DA: N1-25594-2>
C. Copiesof i and hase orders relating DESTROY WHEN 4 YEARS OLD.
to non-slgmﬁeml files, mcludmg dnwmgs and quality <DA: N1-255-94-2>
Tequiremenf The records identified in
this item are not y for final p orcl of the
contract file.
D. R ral such a notes | DESTROY OR DELETE WHEN NO
mspwﬁonmtetc. aungwlnspecu and Prox mmmmm%i_vEA_R_
Reports not covered in A, B, and C above. OLD, WHICHEVER IS SOON
<DA: N1-255-99-2>
5310 | 32 MANUFACTURING CONTROL FILES
‘Work orders, job orders, turn-in slips, estimate sheets, production DESTROY 3 YEARS AFTER
reports and other tpapus relating to the schednlmg. dispatch, follow | COMPLETION OF RELATED WORK.
up, and control of items to be manufactured. <DA:N1-255-94-2> (N20-8)
5310 | 33 TECHNICAL FILES
Technical records/files on R&QA contracts issued by office. RETIRE TO FRC WHEN 1 YEAR OLD.
DESTROY WHEN 4 YEARS OLD.
<DA: N1-255-94-2> (N20-4)
5320 | 4 PARTS PROGRAM MANAGEMENT FILES
Parts program management, including Red Flag Reports, discrete RETIRE TOFRC 1 YEAR AFTER
and microelectronics parts, and parts data systems. COMPLETION OF PROIECT.
DESTROY WHEN 4 YEARS OLD.
<DA:N1-25594-2> (N 20-3)

NOTES: Only AFS numbers with defined subjecl.s are used. — REI'ENTION For items marked Pending Retention Approval,
for i and/or

contact your Center
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5330 | 35 MANUFACTURING QUALITY CONTROL FILES
D intained for d P and control of
manufacturing defects.
A. INSPECTION AND RESOLUTION RECORDS
1. D such as in-pr p sheets, rework DESTROY 3 YEARS AFTER
records, reports reflecting fi di ion of COMPLETION OF FINAL
PRODUCTION ORDER FOR THE
manufacturing defects, and related papers. )
<DA: N1-25594-2> (N 20-5)
2. Documents related to third-party audits and certification of | DESTROY 3 YEARS AFTER
manufactured components. CERTIFICATION DATE.
- <DA: N1-255-00-5>
e e e
mail and word processing systems and used solely to -
generate a recordkeeping copy of the records. <DA:N125500-5>
5500 | 36 'WAIVERS - PATENTS
Case files on petitions for waiver of patents, and all related RETIRE TO FRC WHEN 2 YEARS OLD.
documentation and papers. DESTROY WHEN 25 YEARS OLD.
<DA: N1-255-94-2> (N 13-19)
5800 { 38 FACILITIES GRANTS
A. DRAWINGS AND SPECIFICATIONS (Routine)
1. Headquarters RETIRE TO FRC 1 YEAR AFTER FINAL
PAYMENT. DESTROY 10 YEARS
AFTER FINAL PAYMENT.
<DA: N1-255-94-2> (N 17-38)
2. Centers and all other offices/copies. DESTROY WHEN NO LONGER
NEEDED, OR WHEN 3 YEARS OLD,
WHICHEVER IS SOONER.
<DA: N1-255-94-2>
B.
1. Records that relate to the mission of the Agency.
(a) Drawings. DESTROY WHEN NO LONGER
NEEDED.
<DA: N1-255-94-2>
(b) Architectural models. DISPOSE OF WHEN NO LONGER
NEEDED FOR ADMINISTRATIVE
PURPOSES. DONATION/OFFER MAY
BE MADE TO THE DIRECTOR,
SMITHSONIAN OR THE AIR & SPACE
MUSEUMS AS APPROPRIATE.
<DA: N1-255-94-2>
-\
[ jgnificant records for temporary structures and
buildings or ati the mission of the
Agency.
(2) Drawings

NOTES: Only AFS numbers with defined subjects are used. —~ RETENTION - For items marked Pending Retention Approval,
contact your Center Records Manager for information and/or questions.
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Records include drawings of the structures and

buildings such as telephone and electric lines, storage
wng lots, and comfort stations. Drawings of
by ) lwaung or mr eondmonmg

5900

systems are also inc]

() Architectural models prepared for illustrati

DESTROY WHEN SUPERSEDED OR
AFTER THE STRUCTURE OR OBJECT
HAS BEEN RETIRED FROM SERVICE.
[GRS 17-3 and GRS 17-4]

DESTROY WHEN THE FINAL
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CHAPTER 6. NRRS 6

ANSPORTATION

presentation purposes. G/ AS-BUILT DRAWINGS
on : HAVE DUCED.
IGRS 17-5]
ITEM PRICING FILES
D used in di ini dard prices for use in obtaining | DESTROY WHEN SUPERSEDED,
jproved pricing on purchases and ing for the sale and issue | OBSOLETE, NO LONGER NEEDED
of items. FOR REFERENCE, OR WHEN 3 YEARS

OLD, WHICHEVER IS LATER.
<DA:N1-25594-2> (N17-34)

NOTES: Only AFS numbers with defined sub)em are used. RE'IMON For items marked Pending Retention Approval,
" fori .

contact your Center R

and/or q

5-10

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# |(ITEM DESCRIPTION OF RECORD SERIES <Authority>
6051 |1 PREPAID BILLS OF LADING
A.  INBOUND SHIPMENTS
D relating to i d shi where freight charges | DESTROY WHEN 2 YEARS OLD
are prepaid by the shlpper. Included are receiving documents, <DA: N1-255-89-4> (N 22-8)
commercial bills of lading, freight bills, transit privilege bills of
lading fe sheets, similar d and related
correspondence.
B. OUTBOUND SALVAGE
Dy mlal.mg to shij of salvage or DESTROY WHEN 1 YEAR OLD.
rejected ignees who assume Yy <DA:N1-255-89-4> (N22-7)
charges for shlpmem.
C. OTHER 1ES DESTROY WHEN OBSOLETE,
SUPERSEDED, OR WHEN 2 YEARS
OLD WHICHEVER IS SOONER.
<DA: N1-255-89-4>
) 2 E. Obl copy of | P DESTROY WHEN FUNDS ARE
'\ [—— vouchers. OBLIGATED
[GRS 9-1d]
Unused ticket redemption forms, DESTROY 3 YEARS AFTER THE
IN WHICH THE
[GRS 9-1¢] w
G.  All other offices/copies. DESTROY WHEN 1 YEAR OLD
<DA: N1-255-89-4>
6110 | 3 CARRIER RATE TENDER FILES
Documents relating to solicited or unsolicited tenders or reduced rates | DESTROY 1 YEAR AFTER RATES
and/or tariffs submitted by commercial carriers for the transportation | OR TARIFFS BECOME SUPERSEDED
of freight. OR RESCINDED
<DA: N1-255-89-4> (N22-10)
6120 | 4 FREIGHT RATE NEGOTIATION FILES
Documents relating to negotiations with carriers or carrier's DESTROY WHEN SUPERSEDED,
P o : - - - OBSOLETE, OR WHEN NO LONGER
associations on transportation rates, freight classifications, and similar REQUIRED FOR CURRENT
matters. OPERATIONS OR WHEN 3 YEARS
‘OLD, WHICHEVER IS LATER.
<DA: N1-255-89-4> (N22-11)
6200 | 5 TRAFFIC MANAGEMENT FEASIBILITY STUDIES

NOTES: Only AFS numbers with defined sub]ncts are used. REI‘ETI'ION For items marked Pending Retention Approval,
and/or

contact your Center Records for i

7-1
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Reports, publications, proposals, and all other douxmenu relating to DESTROY WHEN STUDY BECOMES
studies of various odes and OBSOLETE, SUPERSEDED, OR
'WHEN 3 YEARS OLD, WHICHEVER
IS LATER.
<DA: N1-255-89-4>
6330 7 SHIPMENT OF HAZARDOUS/RADIOACTIVE MATERIALS
Shlppmgfnnnsandal]mlmedremrdsmnmmglhcshlpmmor RETIRE RECORDS TO FRC WHEN 3
ic wastes and radi YEARS OLD. DESTROY WHEN 13
YEARS OLD.
<DA: N1-255-89-4> (N21-10)
6330 [ 8 MOTOR CARRIERS’ EXPLOSIVE OPERATING
AUTHORITY
C p and related di with carriers DESTROY 2 YEARS AFTER
conceming their facilities and p for transporting explosi AUTHORITY IS SUPERSEDED OR
and other dangerous articles. RESCINDED.
<DA: N1-255-894> (N22-12)
6340 | 9 SIZE AND WEIGHT LIMITS-HIGHWAY
Di relating to individual state requi garding size DESTROY 1 YEAR AFTER
and weight of vehicles permitted to travel state highways. REQUIREMENTS ARE SUPERSEDED
OR RESCINDED.
<DA: N1-255-89-4> (N22-13)
6620 | 10 HIGHWAY MOVEMENT PERMITS
Dowm:msmlaungmpumnsobmmdﬁompuumtmandlocal DESTROY 3 YEARS AFTER
authorities for vehi ing legal weight or COMPLETION OF MOVE * ALSO
i of scm;lmm 7.8, AND 9 OF THIS
or other legal requi are i N1
documents reflecting such data as type of equipment, gross weight, <DA:NI-255-894>  (N22-15)
axle or truck loads, height, width, and length; origin and destination of
movement; nature of cargo; similar documents and related
cormrespondence.
6700 | 11 MOTOR VEHICLE RECORDS - OPERATION AND
\\ MANAGEMENT
e DESTROY WHEN 2 YEARS OLD
maintenance and operation of motor vehicles not otherwise m\ '
covered in this schedule. 4
B. PARKING PERMIT CONTROL FILES
Documents relating to the admmlslmuon and allmmml of DESTROY UPON TRANSFER OR
parking spaces and used t trol the i and SEPARATION OF PERMIT HOLDER
of permits and record violations by holders of permits. OR WHEN PERMIT IS SUPERSEDED
OR REVOKED, WHICHEVER IS
SOONER.
<DA: N1-255-894> (N 12-25)
C. GASOLINEFILES
Documents relating to the issuance of gasoline, including issue | DESTROY WHEN 1 YEAR OLD.
forms and reports. <DA: N1-255-89-4> (N4-8)
D. - VEHICLE REPORTTIERS ===

NOTES: Only AFS numbers wnh defined subjects are used. ~ RETENTION - For items marked Pending Retention Approval,
" fori "

contact your Center R

and/or
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6740 H.

1. Reports on motor vehicles (other than accident, operating,
and maintenance reports), including SF 82, Agency Report
of Motor Vehicle Data, and SF 82-D, Agency Report of

1. Records relating to transfer, sale, donation, or exchange of
vehicles, including SF 97A, Agency Record Copy of U.S.
Government Certificate of Release of Motor Vehicle.

2. D used for the registration of p wned

vehicles and information on individual drivess.

authorization to use, safe driving awards, and related
correspondence.

TRIP TICKETS
Trip ticket files, includes daily trip tickets.

DAILY UTILIZATION RECORDS

Dx bydi and o to pro
information relative to the daily use of vehicle(s).

2. Maintenance records, including those relating to service
and repair.

CAR SEAL BOO]

Books containing accountable office records of the receipt and

disposition of car seals and maintained to facilitate monthly

inspection as to whether the seals were properly expended.

heginninLof NPR 1441.1in 1hs NASA Oniline Directives Information System (NODIS) for current version.
1

DESTROY 3 YEARS AFTER DATE

DESTRO!
VEHICLE LEA

CUSTODY.
[GRS 10-6]

DESTROY 1 YEAR AFTER
EXPIRATION OR REVOCATION.
<DA: N1-255-89-4> (N 12-26)

DESTROY WHEN 1 YEAR OLD
<DA: N1-255-89-4> (N14-7)

DESTROY AFTER REQUIRED
TRANSFER OF INFORMATIO‘I TO
RECORDS, UNLES:

OTHER

REQUIRED FOR ACCIDM
INVESTIGATION (SEE ITEM 11D(2))
OR TAX PURPOSES, OTHERWISE,
DESTROY WHEN 3 YEARS OLD
'WHICHEVER IS SOONER.

<DA: N1-255-894> (N 14-10)

DESTROY WHEN 1 YEAR
(GRS 10-2b]

DESTROY 1 YEAR AFTER DATE OF
LASTENTRY.
<DA:NI1-255-894> (N22-6)

NOTES: OnlyAFSmmbersvmhdeﬁnnd:ubjemmused. — RETENTION - For items marked Pending Retention Approval,

and/or

contact your Center Records M:
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M. LEASED VEHICLES

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

1. GSA Fomm 1152

current version.

<DA: N1-255-89-4> (N 14-6a)

11

2. All other records related to leased vehicles.

N. ALL OTHER OFFICES/RECORDS

Records maintained by office other than the office of primary
ibility for and control over
agency vehlcm and motor vehicle records.

DESTROY 1 YEAR AFTER
‘COMPLETION OF ACTION.
<DA: N1-255-89-4> (N 14-6b)

DESTROY WHEN NO LONGER
NEEDED, OR WHEN 1 YEAR OLD
‘WHICHEVER IS SOONER.

<DA: N1-255-89-4>

PROGRAM FORMULATION RECORDS

SCHEDULE 7
(AFS 7000-7899)

itis f fore, printed copies may be obsolete. Refer to the Change History Log at the
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CHAPTER 7. NRRS 7

PROGRAM FORMULATION RECORDS

NOTES: Only AFS numbers with defined sxbjems are used. RETENT[ON For items marked Pending Retention Approval,

contact your Center Records M: for infc and/or
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7100

TION! RCIAI
PROGRAM (EOCAP) (SSC ONLY)
Smnlus Spaoe Center (SSC) manages, onbd:alfoéocMSA Oﬂioenf

an appll
develop nommucml mmest for NASA dzvelopul Remote sensmg
NAS d as a part

gy. rrop
ofaNASA" !

dto

jects) are msfen'ed to SSC fox manag:ment.
al ﬁles cousm of the (us reeelved), fundmg
iles are kept in the
followmg formarlorganmnon
A. EOCAP ] PROPOSALS
1. Selected proposals, scores, i dati FUNDED PROPOSAL FILES WILL BE
and fumlmg information. INCORPORATED INTO EOCAP I
CONTRACT FILES.
<N1-255-94-3>
2. Proposals not selected. DESTROY WHEN 1 YEAR OLD.
<N1-255-94-3>
B 1 CONTRACTS
ds include fals g d during proposal selection, | DESTROY CONTRACT FILE 3 YEARS
Item A. AFTER COMPLETION OF PHASE L.
(THIS INCLUDES RECORDS

Records consist of both quarterly and annual reports.

D. EOCAP I ADMINISTRATION/REVIEWS

consist of administrati spond: and
icati includi reviews and other related

activities.

E.  EOCAP Il RECORDS
EOCARP II records follow the same procedures and disposition
instructions as EOCAP I except for EOCAP II proposals that

are incorporated into the contract file for follow-on work to
EOCAP I contracts, unless they are a separate contract.

INCORPORATED FROM A. ABOVE.)
<N1-255-94-3>

DESTROY REPORTS 3 YEARS AFTER
COMPLETION OF PHASE L
<N1-255-94-3>

DESTROY 3 YEARS AFTER
COMPLETION OF PHASE L
<NI-255-94-3>

SEE ABOVEITEMS FOR
DISPOSITION INSTRUCTIONS;
PHASES CHANGE TO RE"LECI‘ NEW
PROGRAM, LE, DESTRO'

CONTRACTS 3 YEARS AFI'ER
COMPLETION OF PHASEIL
<N1-255-94-3>

7400

FINANCIAL REPOKTS - CONTRACTS AND GRANTS

Consolidated Agencywide 30:‘: of financial and statistical data
covering NASA contracts

A. HEADQUARTERS: OFR Copy

1. June issue:

RETIRE TO FRC 1 YEAR AFTER THE

NOTES: Only AFS numbers with defined sub]ems are used. RE'I'ENT[ON For items marked Pending Retention Approval,
and/or

contact your Center R

e M
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2. All other issues:

B. ALL OTHER COPIES/OFFICES.

CLOSE OF THE FISCAL YEAR TO

<N1-25594-2> (N7-9)

DESTROY 2 YEARS AFTER THE
FISCAL YEAR TO WHICH THEY
PERTAIN.

<N1-255-94-3>

DESTROY AS SOON AS ACTIVE
REFERENCE VALUE CEASES OR
'WHEN 2 YEARS OLD WHICHEVER IS

SOONER.
<N1-255-94-3>

PROGRAM FORMULATION RECORDS

beginning of NPR 1441.1 in the NASA Online Directives Inlormatlon System (NODIS) for cu

SCHEDULE 7

(AFS 7000-7999)
This document is updated frequently; therefore, printed coples may be obsolete. Refer to the Change History Log at the

2. All other copies/offices.

* PERMANENT *
RETIRE TO FRC WHEN 3 YEARS OLD
FOR ANNUAL ACCOUNTS AND 5
YEARS FOR NO YEAR

DESTROY ANNUAL ACCOUNTS
'WHEN 3 YEARS OLD AND NO YEAR
ACCOUNTS WHEN 5 YEARS OLD.
<N1-255-94-3>

TIONS. TRANSFER TO
NARA
<N1-255-94-3> (N 7-3)

formally organized budget of

1. Headquarters.

\ 2. All other copies/offices.

in this
ﬁlesml:mgmAgmcypohcyandpmoedmemmnm;dm
offices.

B.  Recurring reports of scientific research and development
activities.

DESTROY WHEN 2 YEARS OLD.

RETIRE 1 COPY OF EACH REPORT

<N1-255-94-3>

DESTROY WHEN NO LONGER
NEEDED

NI 255-94—3>

NOTES: Only AFS numbers with defined subjects are used. —~ RETENTION ~ For items marked Pending Retention Approval,

contact your Center Records Manager for information and/or questions.
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rrent vel .
DESTROY WHEN NO LONGER
NEEDED OR WHEN 2 YEARS OLD

RESOURCES AUTHORITY WARRANTS (506s)
authorizations to utilize a stated amount of resources available

iplement) for the execution of approved NASA Projects and
mmes (mz:lndes 506s mg;':ﬂ and sub-authorities).
A HEADQUARTERS (OFR)

1. FISCAL YEAR ACCOUNTS (Recordkecping Copy)

2. NOYEAR ACCOUNTS (Recordkeeping Copy)

NOTE: CloseAccoumxf(l)ﬂuHeadoﬁheAgencyorlhe
that the for which
lhe appropriation was made have been carried out;
and (2) no disbursement has been made against the
appropriation for 2 consecutive fiscal years.

e

processing systems.
B. CENTERS (OPR)
1. FISCAL YEAR ACCOUNTS (Recordkeeping Copy)

2. NO YEAR ACCOUNTS (Recordkeeping Copy)
NOTE: Close Acuounuf(l) the Head of the Ag:ncy orthe
that the p for which

nnonwasmidehavehemcnmdaut,
) no disbursement has been made against the

Mmmﬁ:r?.cnnsecuﬁveﬁsalm

‘CLOSE THE ACCOUNT AT THE END
OF THE FIFTH FISCAL YEAR AFTER
THE PERIOD OF AVAILABILITY FOR
OBLIGATION ENDS. RECORDS MAY

ACCOUNT(S) IS CLOSED.
<N1-25596-3> (N7-5)

RECORDS MAY BE RETIRED TO AN
FRC OR APPROVED STORAGE
FACILITY ONE YEAR AFTER FISCAL
‘YEAR IN WHICH ACCOUNT(S) IS

'WHICH ACCOUNT(S) IS CLOSED.
<N1-255-96-3>

DELETE AFTER RECORDKEEPING
<N1.255-96-3> ’

CLOSE THE ACCOUNT AT THE END
OF THE FIFTH FISCAL YEAR AFTER
‘THE PERIOD OF AVAILABILITY FOR
‘OBLIGATION ENDS. RECORDS MAY
BERETIRED TO AN FRC OR
APPROVED STORAGE FACILITY

YEAR IN WHICH ACCOUNT(S) IS
CLOSED,
<N1-255-96-3>

RECORDS MAY BE RETIRED TO AN
FRC OR APPROVED STORAGE
FACILITY ONE YEAR AFTER FISCAL
'YEAR IN WHICH ACCOUNT(S) IS
CLOSED. DESTROY RECORDS 3
YEARS AFTER FISCAL YEAR IN

'WHICH ACCOUNT(S) IS CLOSED.
<N1-255-96-3>

El
processing systems.

C. ALL OTHER OFFICES/COPIES.

COPY HAS BEEN PRODUCED.
<N1-255-96-3>

DESTROY WHEN NO LONGER

NEEDED FOR REFERENCE OR WHEN

NOTES: OnlyAFSmmbeuwimdzﬂnedwbjec'.smmd. REl‘ENTION For items marked Pending Retention Approval,
and/or

contact your Center
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n agency
OPR: Code OMM, Medium Almude Missions Office
within the Sciences and Applications Aircraft Division.

4. CAD System

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

ABOVE).
<N1-255-94-3>

RECORDS MAY BE DELETED WHEN

D.

5. All other offices/copies.

CONFIGURATION MANAGEMENT FILES - VARIOUS
AIRCRAFT

R:mrds in this series include docmnenmon of inactive aircraft
d by the Aircraft office. These
ﬁlls may mclude.but mnm limited to, Smmskqnns
Change R System Test Reports and
Dlscmpnm:yR:pons.

5 YEARS OLD OR WHEN AIRCRAFT
AL Y,
'WHICHEVER IS SOONER.
«<N1-255-94-3>

DESTROY WHEN OBSOLETE, OR
WHEN NO LONGER NEEDED FOR
REFERENCE OR WHEN 5 YEARS
OLD, WHICHEVER IS SOONER.
<N1-255-94-3>

RETIRE RECORDS TO ON-SITE
STORAGE FOR 1 YEAR. DESTROY
'WHEN OBSOLETE OR WHEN NO
LONGER NEEDED FOR REFERENCE.
<N1-255-94-3>

1 YEAR OLD, WHICHEVER IS LATER.
NOT AUTHORIZED FOR TRANSFER
TO ANFRC.
. <N1-255-96-3>
7900 | 25 AIRCRAFT FILES
A.  AIRBORNE DATA ACQUISITION
These are files that are maintained at the Aircraft Management
s Office, Headquarters and at Centers. Typically files include
. information with respect to aircraft operations, cost, scheduling
and tasking, usually relating to remote sensing research.
NOTE: These files DO NOT include maintenance records that
are maintained under a separate contract.
1. General correspondence. DESTROY WHEN 5 YEARS OLD.
<N1-255-94-3>
2. Financial reports. DESTROY 2 YEARS AFTER THE
FISCAL YEAR OF THE REPORT.
<N1-255-94-3>
3. Flight schedules. DESTROY 1 YEAR AFTER THE
FLIGHT SEASON.
<N1-255-94-3>
4. Job orders. DESTROY 2 YEARS AFTER
EXPIRATION.
<N1-255-94-3>
B. MAINTENANCE RECORDS (CURRENT/HISTORICAL)
Records in this series include maintenance records for various RETIRE RECORDS TO ON-SITE
aircraft located at NASA facilities. These records also may STORAGEFOR 1 YEAR AFTER
include some blueprints and sketches of parts used on the CLOSE OF FILE OR WHEN NO
various aircraft that are in the inventory. LONGER NEEDED. RECORDS WILL
BE KEPT ON-SITE AS LONG AS
AIRCRAFT IS IN AGENCY
INVENTORY. IF AIRCRAFT IS
TRANSFERRED TO ANOTHER
AGENCY, TRANSFER RECORDS
‘WITH AIRCRAFT. IF AIRCRAFT IS
OTHERWISE DISPOSED OF OR
DESTROYED, RECORDS WILL
EITHER BE DESTROYED AT THAT
TIME, WHEN NO LONGER NEEDED,
OR WHEN I YEAR OLD, WHICHEVER
IS SOONER. <N1-255-94-3>
~—— 25 C. PLATFORM AIRCRAFT - OPERATIONAIL. (ARC ONLY)
T sferred Aircraft Records (hard copies and electronic | TRANSFER ASSOCIATED RECORDS
copies)! 'WITH THE AIRCRAFT WHEN IT
LEAVES AGENCY INVENTORY.
THIS INCLUDES TRANSFER OR
ION TO A MUSEUM OR
OTHER ION.
<N1-255-94-3>
2. Aircraft no longer in i ry ( /inactive) (hard DESTROY RECORDS ASSOCIATED
copies and electronic copies). WITH THE SPECIFIC AIRCRAFT
'WHEN IT IS DESTROYED,
DISMANTLED, OR CANNIBALIZED
AND NO LONGER ON THE AGENCY
INVENTORY, OR WHEN 5 YEARS
OLD, WHICHEVER IS SOONER.
<N1-25594-3>

NOTES: Only AFS numbers with defined suh_]em are used. REI'ENTION For items marked Pending Retention Approval,
for

contact your Center R
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74

NOTES: Only AFS numbers with defined sub]ects are used. — RETENTION - For items marked Pending Retention Approval,

contact your Center Records

and/or q

75




PROGRAM MANAGEMENT RECORDS SCHEDULE 8

(AFS 8000-8999)
This document is d ly; 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.
CHAPTER 8. NRRS 8

PROGRAM MANAGEMENT RECORDS

PROGRAM MANAGEMENT RECORDS

beginning of NPR 1441

SCHEDULE 8

(AFS 8000-8999)
This document is updated frequently; therefore, printed copies may be obsolete. Refer to the Change History Log at the

1 in the NASA Online Directives Information System (NODIS) for cumrent version.

PERFORMANCE RECORDS - NASA 10 ACMQ

SUBJECT AREA OR RECORD TITLE RETENTION -
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
(a) Paper Records. DESTROY AFTER VERIFICATION /
CERTIFICATION OF MICROFILM. OR 1
YEAR AFTER CERTIFICATION OR NO
LONGER NEEDED FOR USE.
<DA: N1-255-94-3>
(b)~Mierofil * [ANENT *
(Includes silver original oD, "AIN ON-SITE. RETIRE TO FRC
TO NARA WHEN 30 YEARS OLD.
<DA: NI1-255-94-3>
2. All other offices, paper or microfilm copies. DESTROY WHEN NO LONGER NEEDED
FOR REFERENCE PURPOSES OR WHEN
10 YEARS OLD, WHICHEVER IS
SOONER <DA: N1-255-94-3>
8650 | 32 AIRCRAFT CREW MEMBERS QUALIFICATIONS AND .

Reconds in this system are ofmw members ofNASA aircraft which
consist of (1) records of qualifi and eg.
), types of approaches and
landings, crew positions, type aircraft, flight check ratings and related
examination results, training performed and medical records; (2) flight
itineraries and passenger manifests; and (3) biographical information.

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
8000 | 1 DEFENSE INDUSTRIAL PLANT EQUIPMENT CENTER
(DIPEC) LOAN
Listings of tools or test equipment on loan from DIPEC to NASA DESTROY 1 YEAR AFTER
contractor or NASA Center. COMPLETION OF LOAN.
<N1-25594-3> (N1747)
8000 | 7 R&D APOLLO DOCUMENTATION ADMINISTRATION FILES | THIS IS A CLOSED SERIES
A.  APOLI.O DOCUMENTATION SYSTEM
A listing of d ing the Apollo Dy N24-8)
System consisting of: (1) leerApoIlo Document Index,
Appendix "A"; record copies of 3 documents (2) Center Apollo
Document Index, Numerical Listing by Level Category, Control
Number; (3) Center Apollo Document Index Alphabetical
Listing. The system will pmvuic for oum.mml management
Teview to eli and
teduoe cost related thereto. Included are supporting papers
g changes to basic d
Paper Records. DESTROY AFTER VERIFICATION /
1 : CERTIFICATION OF MICROFILM. OR 1
YEAR AFTER CERTIFICATION OR NO
LONGER NEEDED FOR USE.
<DA: N1-255-94-3>
5 * PERMANENT *
ﬂmw TRANSFER TO NARA WHEN 30 YEARS
<DA:N1-255-94-3>
3. All other offices, paper or microfilm copies. DESTROY WHEN NO LONGER NEEDED
FOR REFERENCE PURPOSES OR WHEN
7 10 YEARS OLD, WHICHEVER IS
SOONER.
<DA: N1-255-94-3>
B. STR! N Al
SUPPORT EQUIPMENT (GSE)
Documentation relating to Apollo and projects initiated by the
Apoﬂoprogram(R&DKiSEand ofF)whmhmcludes
drawings, specifications,
mndm. photos, test reports, Operations & Maintenance (O&M)
files, and, ion for Bids
(IFB).
1. Office of Primary Responsibility.

NOTES: Only AFS numbers with defined subjeu.s are used, RMHON For items marked Pending Retention Approval,
contact your Center Record: for i and/or
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RETAIN RECORDS IN AGENCY SPACE."
DESTROY 5 YEARS AFTER CREW
MEMBER SEPARATES FROM AGENCY.
<DA: NI-255-94-3>

KENNEDY SPACE CENTER (KSC) SHUTTLE
TRAINING CERTIFICATION SYSTEM (YC 04) -

Records contained in this system are of KSC Civil Service, KSC

] who have received , skills, or
safety training in suppost of KSC or Space Shuttle Operations. Records
consist of training attendance and certifications, including certifications
of physical ability to perform hazardous tasks.

32
PASR | flight hours (day, night, and i
650 | 33
NASA 76 STCS
PASR
and DOD p
T —80Q | 365

MAINTAINED UNTIL 3 YEARS
TRAINEE IS SEPARATED FROM NASA.
<DA: N1-255-94-3>

SAFETY AND MISSION ASSURANCE

SAFETY. RELIABILITY & QUALITY ASSURANCE (JSC
% B

Reconds relatm dsk. safety assessments. and centification for
flight hardware (i.e.. vloads, EVA HnrdwareIEqulpmenl
etc.). Cutofl date is end ul'cnle

B. PROBLEMRI RTING AND COJ CTT CTIO!
(PRACA) REPORTS (JSC ONLY)
Records consist of probl d on hard iated
wnh m,,ht and ﬂnghx support cqu.lpmcnl (i.e. Government
i tlight equip etc.). Cutoff date is end

ol' calendar year.

C. JUAL S. SURVEILLANCE ORDS

ITEM DISCONTINUED. RECORDS
‘COVERED BY ITEM 8/101 OR 8/103.
<N1-255-04-3>

ITEM DIS
COVERED BY
<N1-255-04-3>

. RECORDS NOW

T~

NOTES: Only AFS numbers with defined snbjec(s are used. — RETENTION — For items marked Pending Retention Approval,

contact your Center R

ds M: for i and/or qu
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
1. Documents related to quality assurance audits, special HANDLE AS PERMANENT. RETENTION
studies, status l'epom Hc including related 'UNDER DISCUSSION WITH NARA.
ment the
- quality assurance dnily work effost. Cutoff date is date of
document.
2. Documents related to Quality assurance inspection stamps,
including stamp audits, and stamp issuance records for
NASA and support contractor mspections and designated
verification.
(a) Stamp audit documents. DESTROY WHEN 10 YEARS OLD.
<DA : N1-255-01-1
(b) Stamp issuance documents.
(1) NASA Civil Service and designated verification KEEP FOR AT LEAST 3 YEARS, THEN
personnel. Cutoff date is date of document. DESTROY 1 YEAR ATER EXPIRATION
‘OF STAMP SERIES OR LOT.
<DA: N1-255-01-1>
365 (2) NASA Support Contractor personnel. Cutoff KEEP FOR AT LEAST 3 YEARS, THEN
date is date of document. DESTROY UPON CHANGE OF
CONTRACT.
<DA: N1-255-01-1>
S ——
—) N,ﬂ% DESTROY/DELETE AFTER THE
Records that are il and word RECORDKEEPING COPY HAS BEEN
processing systems and used sol:ly to generale a ODUCED.
keeping copy of the records. -
See AFS 37 OCCUPATIONAL SAFETY AND HEALTH ADMINISTRATION
8715, (OSHA) CITATION FILES
Item 8/40.5
38 RADIOACTIVE MATERIALS INSPECTION AND TEST FILES
Docummrelanngmthe pection of i ises, and
facilities where radi L dous, and toxic are used or
stored and documems pmmnmg to tests made of such premises,
facilities, and radi; g devices.
A. OFFICE OF FRIMARY RESPONSIBILITY RETIRE TO FRC WHEN 6 YEARS OLD.
DESTROY WHEN 75 YEARS OLD.
<DA:N1-255-94-3> (N 21-12)
B.  ALL OTHFER OFFICES/COPIES DESTROY WHEN 5 YEARS OLD.
<DA: N1-255-94-3>
8700 39 RADIATION MONITORING AND DISPOSAL FILES
Records maintained to conform with Nuclear Regulatory Commission | DESTROY WHEN 75 YEARS OLD.
(NRC)/Department of Energy (DOE) regulations regarding radiation <DA:N1-255943> (N21-13)
monitoring and disposal.
NOTE: Also see Schedule 1, AFS 1860. This AFS deals specifically
with Radiological Health Records. [See Item 130,
Schedule 1]
8700 40 RADIOACTIVE MATERIALS LICENSE FILES

NOTES: Only AFS numbers wnh defined subjects are used. — RETENTION - For items marked Pending Retention Approval,

contact your Center R

fori ion and/or q

83

water pollution at NASA facilities. This record series covers in generic
terms miscellaneous records not covered under a specific item in this
series.

A. ENVIRONMENTAL REPORTS - MISCELLANEOUS

InstallmonxepomoNASA Headquarters, nndmponsns
ipiled by Headqn from the ii

1. Reporting Installation.

2. Headquarters.

B. RESOURCE CONSERVATION AND RECOVERY ACT

RECORDS (RCRA)
ds include pond ing I waste
jes including Notices of Waste
waste ions, notices of

violations and corrective acunns and uraum:nl, storage and

SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
D relating to req for i of, and i with, DESTROY 10 YEARS AFTER
licenses for by-product, source, and special nuclear materials. Included MA@O%%A; gF THE
:d“”’m"“ o“sf[‘” Jicense,. o doviations, d lmm,el“am' o for. | PROCURED HAS BEEN DISPOSED OF.
PRI pproval of, " g0 <DA:N1255.943> (N21-11)
to receive and handle such materials,
:md mlaled papers.
8715 405 OCCUPATIONAL SAFETY AND HEALTH ADMINISTRATION
(OSHA) CITATION FILES
Formerly
AFS 8720, Files consist of original letters of Citation & Notification of Penalty R T R DATE
Item 8/37 in from the U.S. Department of Labor; Results of investigations; DESTROY 10 YEARS AFTER DATE OF
NER Modification Ab FlanR and Final Plan ABATEMENT/RESOLUTION,
1441.1C Documentation. <DA: N1-255-94-3>
8800 42 ASBESTOS RECORDS
The work plan which includes drawings, qualifications of personnel, RETAIN ON SITE FOR 30 YEARS THEN
and abatement procedures; notification of the work to be done to the RETIRE TO FRC. DESTROY WHEN 55
regulatory agency; analytical reports from the laboratory verifying the ml‘_’gﬁb
levels of asbestos exposure; and, the final report by the abatement "
contractor to NASA.
8800 43 ENVIRONMENTAL RECORDS
43 Reports , control, and at of air and

RETAIN ON SITE FOR 5 YEARS AND
‘THEN DESTROY UNLESS THERE IS AN
EARLIER DESTRUCTION AUTHORIZED
EITHER IN THIS HANDBOOK BY
SPECIFIC RECORD SERIES; CITATION
IN THE CODE OF FEDERAL
REGULATION (CFR); OR SOME OTHER
APPROPRIATE REGULATORY
AUTHORITY OR SPECIFIC STATE
AGENCY GOVERNING SUCH RECORDS.
<DA: NI-25594-3> (N 18-13)

‘TRANSFER TO FRC WHEN 3 YEARS
OLD. DESTROY WHEN 6 YEARS OLD.
<DA: N1-255-94-3>

NOTES: Only AFS numbers with defined sub_]ects are used. REI'ENTION For items marked Pending Retention Approval,

contact your Center R

for i and/or
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
disposal facility audits; toxic chemical source reduction;
recycling and solid waste used oil and
recycling; and, general correspondence about such activities.
43 1. Notices of Hazardous Waste Activity DESTROY WHEN NOTICE HAS BEEN

2. Hazardous Waste Generators Report and Manifests.

TOXIC S 'ANCE CT

Reconda Snchud 4 . o
biphenyls (PCB) and asbestos including records of PCBs in
service; spills and clean-up records; PCB transformer inspections
md PCB annual documents; notifications of asbestos removal;

ion and "

notices of vit actions;
storage, and disposal facility audits; and, general correspondence
about PCB and asbestos activities.

1. Records of PCBs in service (Report to EPA).

2. PCB spills and cleanup records.

3. PCB transformer inspections.

4. PCB Annual Document.

WATER ACT
Records include pond g all water
activities includi thly disch ing reports; local

monitoring repmts pemm. appluzuons. \mdu-g;mmd storage
tanks; wells; notices of vi and
corrective actions; and, ynml camespondence about water and
wetland resources.

LB s .
Underground storage tanks.

reports (LaRC ONLY).

[AUTHORITY: 40 CFR]
<DA: N1-255-94-3>

DESTROY WHEN 3 YEARS OLD.
{AUTHORITY: 40 CFR]
<DA: N1-25594-3>

DESTROY WHEN 3 YEARS OLD.
ORITY: 40 CFR]
<DA: N1-255-94-3>

DESTROY WHEN 5 YEARS
OLD. [AUTHORITY: 40 CFR]
<DA: N1-255-94-3>

[AUTHORITY: 40 CFR/761.30]
<DA: N1-255-94-3>

DESTROY 5 YEARS AFTER STOPPING
USE OR STORING OF PCBs.
{AUTHORITY: 40 CFR/ 761.180]

<DA: N1-25594-3>

DESTROY RECORDS WHEN 3 YEARS
OLD, EXCEPT CLOSURE

NOTES: OnlyAFSnumbuswxﬂldaﬂMdmbjemmused. REI'ENTION — For items marked Pending Retention Approval,
for i and/or

contact your Center Records M:
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reports (LaRC ONLY).

3. Hampton Roads Sanitation District (HRSD) Self-Monitoring
Reports (LaRC ONLY).

4. Toxic management program records.

5. Permits from any U. S. State Pollution Discharge Elimination
System such as the Virginia Pollution Discharge Elimination
System (VPDES) and HRSD.

CLEAN AIR ACT (LaRC ONLY)

include d 'u airp 1
activities including air soume mg:smnons ,and permns.
"non-criteria” poll notices of violation and
corrective actwns and, gemﬂl correspondence about air
resources.

S AN 'HORIZATION

Records include d g Tier Il Reports and
Community-Right-| -to-Know activities; mspecucms notices of
violation and corrective actions; and, general correspondence

about storage of hazardous materials.
E
COl ON CT
Record: mclude pond i inated site
activities inchudi 1 1ts and Remedial

mvesugnmnslfeulblhty amdls, clean-up and remediation
activities, site closure plans and activities; inspections; notices of
violation and corrective actions; and, general correspondence

about such activities.
ATIONAL PO)
include P ing Federal
. 1 anal : ] impact
statements; press releases and publxc comments on impact
ion records; and general
correspondence about such activities.

SUBJECT AREA OR RECORD TITLE RETENTION

S# ITEM DESCRIPTION OF RECORD SERIES <Authority>
43 Records consist of notifications of, release reports, corrective | NOTIFICATIONS WHICH ARE
actions, and closure notifications. DESTROYED 3 YEARS AFTER

CLOSURE OF THE RELATED TANK.
[AUTHORITY: 40 CFR]
<DA: N1-255-94-3>

DESTROY WHEN 3 YEARS OLD.
[AUTHORITY: HAMPTON ROADS
SANITATION DISTRICT REGULATIONS
AND STATE WATER CONTROL BOARD

VIRGINIA]
<DA: N1-255-94-3>
DESTROY WHEN 3 YEARS OLD.

[AUTHORITY: HRSD REGS.]
<DA: N1-255-94-3>

DESTROY WHEN 3 YEARS OLD.
<DA: N1-25594-3>

DESTROY WHEN 5 YEARS OLD.
<DA: N1-25594-3>

DESTROY WHEN 2 YEARS OLD.
[AUTHORITY: STATE DEPARTMENT
OF AIR POLLUTION CONTROL,

VIRGINIA]
<DA: N1-25594-3>

DESTROY WHEN 3 YEARS OLD.
[AUTHORITY: 40 CFR]
<DA: N1-25594-3>

RETIRE WHEN 5 YEARS OLD.
DESTROY WHEN 10 YEARS

OLD. .
[AUTHORITY: 40 CFR]
<DA: N1-255-94-3>

DESTROY WHEN 5 YEARS OLD.
[AUTHORITY: COUNCIL ON
ENVIRONMENTAL QUALITY (CEQ)]
<DA: N1-25594-3>

NOTES: Only AFS numbers with deﬁnad sub]ects are used. REI'ENTION For items marked Pending Retention Approval,

contact your Center
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
43 1. SPECIAL AGREEMENTS
Records include d g special agn DESTROY 7 YEARS AFTER
or actions Federal, State, and local mgulmory agencias including gOMPLI?l'IOg oor 1'ch6 FEDERAL
Federal Flcllny Compliance Agmme:‘:: ; consent ACILITIES T MP umEP‘A AL,
wil.h such agreements; conective actions; and general mﬁw _Q:;fA !
correspondence about such activities.
I

Records include routine with other NASA centers | DESTROY WHEN 3 YEARS OLD
Head and 'y such as U.S. 'UNLESS OTHERWISE DICTATED OR
Environmental Protection Agency; State Water Control Board; SPECIFIED BY FEDERAL, STATE, OR
Hampton Roads Sanitation District, Virginia Department of R GENCY
‘Waste Management; Fish and Wildlife; and, the Virginia <DA: N1-255-94-3>
Department of Health.

8300 | 44

44

Records in this series are historical and experimental data from RETIRE TO FRC UPON APPROVAL OF
wind tunnel tests run on a 14-inch Trisonic Wind Tunnel and the mlSULEDMOYINTHE
High Reynolds Number Wind Tunnel. Tests were "force” test YEAR -
data with respect to: (1) 14" data on mock model shuttle and (2) m‘;‘;;;g‘_’j:‘”“ﬂ
High Reynolds data on solid rocket booster motor. Data is
submitted and filed by the associated tunnel used and test number
for both facilities. NOTE: This is a CLOSED Series. Dated:
1970-1985 ~ 56 cu. fi.

8810 | 47 AGENCY SPACE FILES

Records relating to the allocation, utilization, and release of space
under agency control, and related reports to the General Services
Administration.

an files and related agpncymootdsuuhudmspace
planmng. assignmen

DESTROY 2 YEARS AFTER
TERMINATION OF ASSIGNMENT, OR

Building space utilization report; annual reports of space
utilization of all buildings, including numbers of people, areas,
and purposes for which used (NASA Form 1400).

lnslallmwn or faciluy recmds consnstmg of institutional housing
y i y; and real property

wmmarylepons

Installation real property i ies, trailer reports, and rental of

real p reports submitted by program offices and/or

installations

E IS CANCELLED, OR
(N13-3)
DESTROY 2 YEARS AFTER DATE OF

SUBMISSION TO HEADQUARTERS.
<DA: N1-255-94-3>

WHEN
IGRS 11-23]

DESTROY 2 YEARS AFTER DISPOSAL
OF INSTALLATION OR FACILITY.
<DA: N1-255-94-3>

RETAIN CURRENT AND PREVIOUS
FISCAL YEAR REPORTS. DESTROY
ALL OTHERS.

<DA: N1-255-94-3>

NOTES: Only AFS numbers with defined subjects are used. REl'EN'l‘lON For items marked Pending Retention Approval,

for i ion and/or

contact your Center Records M:

-~
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTIO F RECORD SERIES <Authority>
8810 | 48 REAL PROPERTY FILES
A. CONSTRUCTION FILES
1. STUDIES
Studies relating to real property together with background
papers showing inception, scope, and pli
Intermediate and pre-final, and space plans of Federal
structures and engineering projects. Cut off date is date of
recond.
(a) Selected studies that are idered unique in ch MAY RETIRE TO FRC WHEN 10 YEARS
OLD OR WHEN NO LONGER NEEDED
FOR REFERENCE, WHICHEVER IS
SOONER. DESTROY WHEN 30 YEARS
OLD.
<DA:N1-255-00-1> (N 18-9)
(b) Routine studies of temporary nature. RETAIN FOR 3 YEARS, THEN DESTROY
'WHEN NO LONGER NEEDED FOR
REFERENCE OR WHEN 10 YEARS OLD,
'WHICHEVER IS SOONER.
<DA: N1-25500-1>
(c) Records and files NOT included under Item 44 (Wind MAY RETIRE TO FRC WHEN NO
Tunnel Files) of this schedule. LONGER NEEDED FOR
ADMINISTRATIVE PURPOSES.
DESTROY WHEN 15 YEARS OLD.
<DA: N1-255-00-1>
2. ACTUAL CONSTRUCTION
C ion office files isting of d relating to
project requ including app ishing funds,
of If progs e and the
finalization, intermediate, and prefinal, final working, “as
built,” shop, repair and alteration, contract, and standard
drawings, project specifications, with associated documents
relating to their ion of Federal and
engineering projects.
NOTE: The sub-items below need to be separated by
disposition before transfer to the FRC.
L
———| e
- Unique buildings/facilities, such as the Vertical *PERMANENT*
ly-Buildj 'AB); Pads A & B; Space Station RETAIN ON-SITEFOR 3 YEARS AFTER
Facility; etc. COMPLETION OF CONSTRUCTION OR
UNTIL AFTER FINAL PAYMENT. MAY
TO FRC AFTER 3 YEARS.
AFTER
‘COMPLETION OR FINAL
<DA: N1-255-00-1>
(b) Routine office/lab buildings/facilities. RETAIN ON-SITEFOR 3 YEARS AFTER
COMPLETION OF CONSTRUCTION OR
UNTIL AFTER FINAL PAYMENT. MAY
RETIRE TO FRC AFTER 3
DESTROY WITHIN ONE YEAR AFTER
DEMOLITION OF STRUCTURE.

NOTES: OnlyAFSmmbersmmdeﬁnedmbjemmused — RETENTION - For items marked Pending Retention Approval,
ger for i - .

contact your Center Ry

and/or q
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SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authority>
<DA: N1-255-00-1>
48 3. PHOTOS/VIDEO

4.

. NASA Base Operations Contractor Project Control Board
Files

Construction photos taken during the construction process
consxsungofm-pmgxess mmmn.andﬁna]shum ofafm:imy
in the official b

(b) Routine office/lab buildings/facilities.

dnta.mdmalpupmydlspomldnmnnems. -

Drawings, correspondence, reports, and all other documents
maintained by installation of primary responsibility relating to
design and construction of facilities, including maps, layouts,
bmldmg plans, water and dﬂmage systems, alterations,

made to and all

other pertinent mfumaunn.

(@) A d, di d and lled Approved Work
OrderNumbﬂsh:ldbylhnconmnmr for NASA.
Records in this group include but are not limited to
copies of proposed Task Orders and Board Minutes.

(b) All other copies of records described in (a) above held in
NASA Offices. Cut off date is date of record.

‘Work Authorization Packages For New or Modified
Facilities Record copy of individual files, controlled by
WorkAulhnnmunPackage (WAP), pertaining to changes

of new or modified,

*PERMANENT*

FILE WITH THE ACTUAL

CONSTRUCTION CASE FILE. RETAIN

ON-SITE FOR 3 YEARS AFTER

COMPLETION OF CONSTRUCTION OR
FINAL PAYMENT. MAY

RETIRE TO YEARS.

TRANSFER TO NARA 8

‘COMPLETION OR FINAL PAYMENT.

<DA: N1-255-00-1>

RETAIN ON-SITEFOR 3 YEARS AFTER

COMPLETION OF CONSTRUCTION OR

UNTIL AFTER FINAL PAYMENT. MAY

RETIRE TO FRC AFTER 3 YEARS.

DESTROY WITHIN ONE YEAR AFTER

DEMOLITION OF STRUCTURE.

<DA: N1-255-00-1>

*PERMANENT*

MAY RETIRE TO FRC 2 YEARS AFTER
DISPOSAL OF INSTALLATION.
TRANSFER TO NARA 25 YEARS AFTER
DISPOSAL OF INSTALLATION.

<DA: N1-25500-1> (N 18-2)

MAY
DISPOSAL OF PROPERTY®
TO NARA 25 YEARS AFTER DIS
OFPROPERTY.

(N 18-12)

SFER

Al

<DA: NI 255-00-l>

DESTROY 6 YEARS AND 3 MONTHS
AFTER FINAL PAYMENT OF THE

CONTRACT.
<DA: N1-255-00-1>
RETAIN FOR 3 YEARS, THEN DESTROY
'WHEN NO LONGER NEEDED OR WHEN
5 YEARS OLD, s

00}

SOONER.
<DA: N1-255-00-1>

SUBJECT AREA OR RECORD TITLE RETENTION
S# ITEM DESCRIPTION OF RECORD SERIES <Authority>

and unique work activities on asngued facl.lmu systems

and equi within the limits

ided to the Base O Contract. (Senes includes

both NASA-held and Contractor-held Govemment owned -

records.) Cut off date for file is date of WAP document in

file.

43 (a) Approved WAPs. MAY RETIRE TO FRC WHEN 5 YEARS
OLD. DESTROY WHEN 20 YEARS OLD.
<DA: N1-255-00-1>

(b) Disapproved and cancelled WAPs. DESTROY WHEN NO LONGER NEEDED
OR WHEN 3 YEARS OLD, WHICHEVER
LATER.
<DA: N1-255-00-1>
C. REPORTS - REAL PROPERTY
Records consisting of the record copies of real property reportsto | RETIRE TO FRC WHEN NO LONGER
GSA; inventory reports of jurisdictional status of Federal areas NEEDED FOR REFERENCE. DESTROY
within states; repart of NASA total facilities; report of NASA mmﬁ*%Y
industrial facilities; and report of in-house facilitics. Cutoffdate | o b Prerppver ]
\\ is date of report. <DA: N1-25500-1>

D.
1. Installation files (one revision should be
maintained in the historical files for fatiliticsmanagement).

2. NASA Headquarters copy. Cut off date is date of record.

*PERMANENT*
RETIRE TO FRC UPON
DISCONTINUANCE OF INSTALLATION

RETAIN FOR 3 YEARS, THEN DESTROY
WHEN OBSOLETE, SUPERSEDED, OR
'WHEN 10 YEARS OLD, WHICHEVER IS
SOONER.

<DA: N1-255-00-1>

8814 | 49 HOUSE APPLICATION FILES
A.  Applications for, and certificates of eligibility for housing of DESTROY 5 YEARS AFTER THE
essential employees, and all related documents. ISSUANCE OF EACH CERTIFICATE.
<DA:N1-25594-3> (N 15-31)
B—F ingragency ch.-aS=—~ |-DESTROY.WHEN.L.YEAR. OLD et
rental or prumhase. [GRS 1-25¢]
8814 | 50 WALLOPS FLIGHT FACILITY BASE HOUSING TENANT
RECORDS - NASA 53 BHTR
PASR Records in this system consist of housing rental agreements, records of D&'I'R(s): IV;ITHHEN 30 YEQI‘!{S A?{w i
@ rent receipts and records of dormitory occupants. SUNUES D IORIZED IOTHER

<DA: N1 755-94-3>

NOTES: Only AFS numbers wnh defined subjects are used. — RETENTION - For items marked Pending Retention Approval,
fori y "

contact your Center

and/or g
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contact your Center
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8-10



PROGRAM MANAGEMENT RECORDS

SCHEDULE 8
(AFS 8000-8999) .

This document is updated frequently; therefore, printed coples 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 8
(AFS 8000-8999)
This document is updated frequently; therefore, printed coples may be obsolete. Refer to the Change History Log at the

PROGRAM MANAGEMENT RECORDS

SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
8814 | 51 'WHITE SANDS TEST FACILITY FEDERAL HOUSING
ADMINISTRATION (FHA) 809 HOUSING PROGRAM - NASA
‘73 FHAP
N PASR Records in this system consist of WSTF Civil Service and contractor CERTIFICATES ARE HELD FOR 5
personnel who have applied for FHA 809 housing. Records contain ;EARS OA;-PHLSS&ANCE ANERE THEN
*:;“"" d:;’d(""‘ iy ’dg’::' home phone, age, etc.), realtor, RETAINED IN AGENCY SPACE UNTIL
rigage, and employment 50 YEARS OLD AND THEN
DESTROYED.
<DA: N1-255-94-3>
Construction of Facilities (C of (sec below)
8820 | 52 SHOP PLANNING AND LAYOUT FILES
" . ive | DESTROY WHEN SUPERSEDED
zocummm re?]ncung the lny'o_ul‘ loc:undun. m?d comparable data relative OBSOLETE, OR WHEN 10 YEARS OLD
space, i WHICHEVER IS LATER.
<DA:N1-25594-3> (N 20-10)
8830 | 56 REPAIR AND UTILITY FILES'
A. REPAIR AND UTILITY WORK ORDERS

Requests for repairs and orders, including cormrespondence,
drawings, worksheets, standing work orders, and all related
materials.

1. Office of primary responsibility.

2. All other offices/copies (EXCLUDING fiscal).

DESTROY WHEN 3 YEARS OLD.
<DA: N1-255-94-3> (N 18-16)

DESTROY ON COMPLETION OF WORK.
<DA: N1-255-94-3>

B. MAINTENANCE RECORDS
1. De showis i fe L and required on
systems and plmls Tudi Pr:vamve
(PMI) and F M: Action
Requests (PMAR).
(a) Paper. DESTROY WHEN 3 YEARS OLD.
<DA: N1-255-94-3> (N 18-14)
®) RELEIEWHEN NO LONGER NEEDED,
<DA: N1-255-94-3>
2. General Facility Records (WSTF ONLY)
Records contained in this series consists of maintenance, Dmomns WHEN SNYEE;;SD
repair, and documentation on power supply, water, gas, QWLH[:C?«I‘I‘EVER S ;&L?&GER '
cryogenics, and other related services for the supportof the | o\ osonss
test stand facility. Included are gencral records )
and other bills related to these facilities.
C. UTL) TIN G

Logs showing operations of utilities including temperature,
humidity, pressure, and other such readings.

DESTROY WHEN 3 YEARS OLD OR
'WHEN NO LONGER NEEDED,
WHICHEVER IS SOONER.

NOTES: Only AFS numbers with defined mbjen.s are used. REI'ENTKON — For items marked Pending Retention Approval,
and/or

contact your Center Records M:

for i

8-11

beginning of NPR 1441.1 in the NASA Online Directives Information System (NODIS) for current version.
SUBJECT AREA OR RECORD TITLE RETENTION
AFS # ITEM DESCRIPTION OF RECORD SERIES <Authori
<DA: N1-25594-3> (N 18-15)
8834 | 565 LIFTING EQUIPMENT
Records concerning design, inspection and testing, and servicing of
lifting devices (cranes, hoists, etc, ) and lifting equipment (load-lifting
hed to lifting ).
A. DESIGN ORDS
1, 1 Fouration ch HANDLE AS PERMANENT PENDING
cemﬁcaux::ew e o and test records, RETENTION APPROVAL.
including the iated fi and ive actions.
B. IODIC INSPECTT TEST S
. . e meriadie oy HANDLE AS PERMANENT PENDING
Regords of required p B e RETENTION APPROVAL.
reports. ‘Cutoff is date of inspection.
C. SERVICING RECORDS
d i i and adj HANDLE AS PERMANENT PENDING
performed for lifting equipment. Cutoff date is date of service | REVENTION APPROVAL.
activity.
D. OPERATION INSPECTION RECO]
Checklists of pn leted by op HANDLE AS PERMANENT PENDING
prior to daily operation of the u]ulpmr_m. Cutoff date i: is date of RETENTION APPROVAL.
inspection.
8900 | 58 MEDICAL RECORDS - TEST SUBJECTS
Records in this series consist of medical records of test subjects under DESTROY 75 YEARS AFTER BIRTH
contract to NASA which include documentation of physical exams, DATE (DOB), OR 60 YEARS AFTER
diagnosis, treatment, and tests given in order for the individual to -l,?,gFf"F %‘%D&F%EN;EN
participate as a "test” subject in R&D Project medical tests. AsCERl MTA!NEJ. OR 30 YEARS AFTER
CONTRACT HAS BEEN
COMPLETED/TERMINATED
'WHICHEVER 1S LATER.
<DA: N1-255-94-3>

NOTES: Only AFS numbers with defined subpets are used. REl'ENTlON For items marked Pending Retention Approval,
contact your Center Records M: for i and/or q
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2

S~

.,
» *

FINANCIAL M, NT AND INSPECTOR GENERAL RECORDS
AGENCY BUDGET REQUEST FILES
‘OMB, Presidents Budget, Justification Suppon. > jonal
Budget Support, etc.
A. Original record set at NASA Headq by
Code B

(This set starts October 1, 1958 and continues to Present)

B. Cm!erworkmg files and d
d by other izational units and as submitted to
meCompnull:ts()ﬂice

C.  All other offices/copies.

WHEN 35

T~

RETIRE TO FRC WHEN 2 YEARS OLD.
DESTROY WHEN 30 YEARS OLD.
<DA: N1-255-94-2>

TRANSFER
'YEARS OLD.
<DA: N1-255-94-2>

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

<DA: N1-255-94-2>

NASA ACCOUNTING AND FINANCIAL INFORMATION
SYSTEMS (NAFIS)

mpomngsyslemwhmhmsldesatNASA
n smGAOI'l‘masurymdmdsﬁor

C. ALL OTHER OFFICES/COPIES

DELETE/DESTROY WHEN OBSOLETE
OR SUPERSEDED OR WHEN 5 YEARS

USE DISPOSITION IN A
<DA: N1-255-94-2>

DESTROY WHEN NO LONGER
NEEDED OR WHEN 3 YEARS OLD.
<DA: N1-255-94-2>

e M

NOTES: Only AFS numbers with defined sub]u:ls are used. RBTENTION For items marked Pending Retention Approval,
for i

contact your Center R

9-1

9000 | 4 R&D PROGRAM/PROJECT STATUS REPORTS (PSR)
‘COST/SCHEDULES -
Dommnlsmlnﬁnglocostpoju:ﬁom fotmdmnd
] projects, i about p
oluecnvesmlumsofpmjects.mks,sms.mdumephmgfm -
and funds ‘These files include schedules and
directly related forecast and actual costs.
A. CENTERS (Level 2 Man RETIRE TO FRC 1 YEAR AFTER
=) COMFLETION OF THE PROJECT.
DESTROY 10 YEARS AFTER
COMPLETION OF PROJECT.
<DA:N1-255942> (N24-3)
SECRETARIRT-OF * PERMANENT *
0.
TRANSFER TO N, )
YEARS OLD.
<DA: N1-255-94-2>
C.  ALL OTHER OFFICES/COPIES DESTROY WHEN NO LONGER
NEEDED FOR REFERENCE OR WHEN
5 YEARS OLD WHICHEVER IS LATER.
<DA: N1-255-94-2>
iﬁ--s\ FUND FILES
Records relating to availability, coll DESTROY WHEN 3 YEARS OLD.
deposit of funds includi | [GRS64] (N25,N141)
centificates of deposit, othenhan those records covered by
Item 1 of this schedule.
~——
B. SPECIAL
- . RETIRE TOFRC | YEAR AFTER THE
!temtdsgelalm_glm?onn_sobmin_cdmpayforexp_etm OF THE FISCAL YEAR TO
incurred in conjunction with special guest, or monies from mcw‘sme “THE RECORDS PERTAIN
sponsors of programs that could not be retumed. Includes the DESTROY 6 YEARS AFTER THE
"Administrator’'s Fund", "Activity Fund", "Special Fund”, and | ¢y sE OF THE FISCAL YEAR TO
all other non-appropriated fund activities. 'WHICH RECORDS PERTAIN,
<DA: N1-255-94-2>
9050 | 6 NASA EXCHANGE - PERSONNEL, PAYROLL, AND
FINANCIAL RECORDS
A. GENERAL
Records in this series consists of register receipts, bank RETAIN ON-SITE AT RESPECTIVE
deposit slips, register tapes, cancelled checks, bank INSTALLATION. DESTROY WHEN 5§
statements, ledgers, etc. YEARS OLD.
<DA: N1-255-94-2>

NOTES: Only AFS numbers with defined subjects are used. — RETENTION — For items marked Pending Retention Approval,
for and/or

contact your Center R
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6

PASR

PASR

E.

‘CORRESPONDENCE FILES - GENERAL

Files include advisory notices such as merchandise and
sundry notices, records d ing overall admini of
the exchi general spond lai
security records and reports pertaining to the exchange.

STOCK FILES / GOODS RECEIVED

1. GOODS: Records relating to the receipt of merchandise,
mcludmg copies of reports of goods received, shipping
tracer i ise follow-up
requests, and other documenls related to

2. STOCK: Records used hy management for the control
and p of h and on the
sales. floor, including unit mm:lundlse records, stock
record cards, replenishment cards, recorder records, and
vendor records.

1. Records contained in this system consist of present and
former 1 of, and i for with,

NASA Exchanges, Recreational Associations, and

Employees’ Clubs at NASA Centess. Individuals with

active loansorchargeaccoun(s at one or more of the

several Records contain Exck

employeu pcrsnnnnl and paymll rewrds. lm:ludmg injury
ims, ploy claims, bi ] data,

perfomanee evaluations, annual and sick leave records,

and all other employee records. Credit records on NASA
ployees with active

2. General meeting minutes of activities associated with the
Employees Exchange.

JOHNSON SPACE CENTER (JSC) EXCHANGE

ACTIVITIES - NASA 72 XOPR
Records in this system consxslofemployeesandpm

1 of the JSC Exct under
the JSC Exch Scholarship Program, and JSC empl:
orJSC )! icipating in sports or special

activities sp d by the Exch: Records include a
variety of data relating to personnel actions and
determinations made about an individual while employed by
the NASA JSC Exchange. These records contain information

RETAIN ON-SITE. DESTROY WHEN 4
YEARS OLD.
<DA: N1-255-94-2>

DESTROY WHEN 2 YEARS OLD.
<DA: N1-255-94-2>

DESTROY WHEN 2 YEARS OLD.
<DA: N1-255-94-2>

DESTROY WHEN 5 YEARS OLD.
<DA: N1-255-94-2>

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

FIRST.
<DA: N1-255-94-2>

AGENCY SPACE TO SATISFY
PAYROLL, REEMPLOYMENT,
'UNEMPLOYMENT COMPENSATION,
TAX, AND EMPLOYEE RETIREMENT
PURPOSES. FOR SUCCESSFUL

about an individual relating to birth date, social security APPLICANTS UNDER THE Isc
number home address, phone number, marital status, PROGRAM, RECORDS ARE

veteran p and other information relating | MAINTAINED UNTIL COMPLETION
to the status of the individual. Scholarship i is OF AWARDED SCHOLARSHIP AND

NOTES: Only AFS numbers with defined sub]ect.s are used. — RETENTION - For items marked Pending Retention Approval,
ford A "

contact your Center Records M.

and/or q
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supplled by mdmduals who have applwd and includes data

ARE THEN DESTROYED. RECORDS

d, and other related PERTAINING TO UNSUCCESSFUL
formation, APPLICANTS ARE RETURNED TO THE
INDIVIDUAL. FOR PARTICIPANTS IN
SOCIAL OR SPORTS ACTIVITIES,
RECORDS ARE MAINTAINED FOR
STATED PARTICIPATION PERIOD
AND ARE THEN DESTROYED.
RECORDS CANNOT BE RETIRED TO
ANFRC.
<DA: N1-255.94.2>
9090 | 7 REIMBURSABLE AGREEMENTS - FINANCIAL
A. GUIDELINES APPLICABLE TO REIMBURSABLE
AGREEMENTS

Reports, correspondence, working files and other
documentation required on file to support reimbursable
activities.

B. BENEFITOR FILES

Includes original authorities for reimbursable funding for
resident agencies.

C. 'ANCY (SSC ONL.

Includes staffing levels, space allocation, utility costs, burden

lyses and all pertinent information used in occupancy rate
development at SSC. Records include occupancy rate

deve]upmemdau. quanerlydﬂall reports; and, SSC
h Reposts i

1 data).
D. WORK PERFORMANCE AGREEMENTS (JSC ONLY)
Records include ags . JSC and other
Or Non-go' (the )

ibed in the and
JSCis mmbursed for the cost of the work by the customer.
These agreements are usually 1 to 3 years in duration.

1. Office of primary responsibility.

2. All other offices/copies.

RETAIN ON-SITE UNTIL REFERENCE
'VALUE CEASES; THEN DESTROY.
<DA: N1-255-94-2>

DESTROY 6 YEARS AND 3 MONTHS
AFTER FINAL PAYMENT.
<DA: N1-255-94-2>

THESE RECORDS ARE UNIQUE TO
SSC AND WILL BE MAINTAINED IN
SSC SPACE FOR 10 YEARS.

<DA: N1-255-94-2>

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

OLD.
<DA: N1-255-94-2>
DESTROY WHEN NO LONGER

<DA: N1-255-94-2>

DESTROY WHEN NO LONGER
NEEDED OR WHEN 3 YEARS OLD,
'WHICHEVER IS SOONER.

<DA: N1-255-94-2>

NOTES: Only AFS numbers with defined suh]ecu are used. ~ RETENTION - For items marked Pending Retention Approval,

contact your Center Records M for i ion and/or
94
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9100 | 8 APPORTIONMENT SCHEDULES - AGENCYWIDE
CODING STRUCTURE ALSO SEE SCHEDULE 7
A Ap andmap; hndul
proposing | under each authori:
app and Devel Space Flight and
Data Communications; Construction of Facilities; Research
and Program g and, the Insp General.
1. HEADQUARTERS (CODE B ONLY)
(These are records sent to OMB and Treasury which show | RETIRE TO FRC 3 YEARS AFTER
the division of funding by project/program.) FISCAL YEAR, 5 YEARS FOR NO
‘YEAR APPROPRIATIONS. DESTROY
'WHEN NO LONGER NEEDED OR
'WHEN 20 YEARS OLD, WHICHEVER IS
SOONER.
<DA: N1-255-94-2> N7-2)
L CENTERS DESTROY 2 YEARS AFTER THE
[GRS 54]
D206

ACCOUNTING RECORDS

9210

10

RETIRE TO FRC 4 YEARS AFTER
CLOSE OF FISCAL YEAR IN WHICH
RECORDS WERE CREATED.
DESTROY 6 YEARS AFTER SUBJECT
FISCAL YEAR.

<DA:N1-255-94-2> (N 1-18)

RETIRE TO FRC 3 YEARS AFTER
CLOSE OF FISCAL YEAR IN WHICH
RECORDS WERE CREATED.
DESTROY 5 YEARS AFTER SUBJECT
FISCAL YEAR.

<DA: N1-255-94-2>

FINANCIAL MANAGEMENT AND
INSPECTOR GENERAL RECORDS
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(AFS 9000-8999)
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beginning of NPR 1441.1 in the NASA Online Directives Information System (NODIS) for current version.

B. TON
Repons, comepondence. working  papers, and other
PP g ired to be on file.
1. Headquarters.
2. Centers.
SIGNATURE AUTHORITY FILES
Records consist of si| authorities for miscell

administrative records which include, but are not limited to, Diner's
Club authorizations; reports of mail; authority for specified
employees to certify funds, etc.

DESTROY UPON SEPARATION,
TRANSFER, OR TERMINATION OF
AUTHORIZED EMPLOYEE OR WHEN 5
‘YEARS OLD, WHICHEVER IS SOONER.
<DA: N1-255-94-2>

NOTES: OnlyAFSnumbmmlhdeﬁnedsubjmmused. REI'ENTION — For items marked Pending Retention Approval,
contact your Center Records Manager for i and/or

9-5

= 9220 .u\_ GENERAL LEDGER - ACCOUNTING
Ledgers showing debit and credit entries; -mﬂu;igg\ DESTROY 6 YEARS AND 3 MONTHS
expenditures in summary (balanced receipts). %CIDSEOFMHSCALYFAR
GRS 7-!]“‘(@17—\
B. TRIAL BALANCE LEDGERS
Monthly consolidated financial reports supported by analyses
reports at the appropriation, fund, or other level, covering all
NASA assets, liabilities, funds, equity, revenues, and costs.
The consolidated Agency-wide report is based on and
includes the trial balance and related reports submitted by
each NASA Center.
1. ORIGINAL RECORDS (CODE B ONLY)
@) Annual September Report. RETIRE TO FRC WHEN NO LONGER
¢ 'NEEDED FOR REFERENCE OR WHEN
5 YEARS OLD. DESTROY WHEN 10
YEARS OLD.
«<DA:N1-255-94-2> (N 3-6)
(b) Monthly reports (other than September). RETIRE TO FRC 2 YEARS AFTER
FISCAL YEAR INVOLVED. DESTROY
10 YEARS AFTER SUBJECT FISCAL
YEAR.
<DA: N1-255-94-2>
2. All other offices/copies of the above reports (including DESTROY AS SOON AS ACTIVE
copies maintained at NASA Centers). REFERENCE VALUE CEASES OR
'WHEN 3 YEARS OLD WHICHEVER IS
SOONER.
<DA: N1-255-94-2>
9300 | 14 FINANCIAL STATUS REPORTS
A. MONTHLY CONSOLIDATED - AGENCYWIDE
1'hlsxsa ly lidated agency wide financial report
of ligations, costs, disk and
izati i of 11
lly by activity. The g list of reports

arewns:duuhpmof:hssmes,hms nntnllmclusive

Highlight Report; Bal fP: Report;
Repml Expen deonml(zan:pon SEDSA—Est.

1. HEADQUARTERS - OFFICIAL RECORD:

(a) Monthly issues of Volume 1, Summary of Data for
Admin Onerations. R h and

Devel and C of Facilities
Funding; and Volume 6, Project and Program Year
Summary by Program Office and by Center.

RETIRE TO FRC AFTER THE CLOSE
OF THE FISCAL YEAR TO WHICH THE
RECORDS PERTAIN. DESTROY WHEN
10 YEARS OLD.

<DA: N1-25594-2> (N34)

dfe
12 and/or qu

9-6

NOTES: OlﬂyAFSmmbmwuhdeﬁnedsub]eotsmumd. REI'ENTION For items marked Pending Retention Approval,
contact your Center for i
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() M?ndllyissuesoflﬂothavolmuofthempon
printed.

2. All other copies of the reports in Program Offices, NASA
Centers, or other offices.

Records in this category consist of a consolidated agencywide
report of and statistical data ing NASA
grants, and intra 1 purch q

1. HEADQUARTERS - OFFICIAL RECORD:

(2) Annual S Issue: (Following Formats)
E-3; E5A; E-7; E-8; E-9; E-10; E-11; E-12;
E-16; E-17; E-26; E-27; E-28; E-29; E-31; E-34;
E-34A; E-35; E-36-1; E-36-3; E-36-4; AND E-38.

(b) Issues of formats listed in (a) above, other than
September.

2. All other copies of the reports in Program Offices, NASA
Centers, or other offices.

RETIRE TO FRC AFTER THE CLOSE
OF THE FISCAL YEAR TO WHICH THE
RECORDS PERTAIN. DESTROY §
'YEARS AFTER SUBJECT FISCAL

YEAR.
<DA: N1-255-94-2>

DESTROY WHEN ACTIVE

'VALUE CEASES OR WHEN 3 YEARS
OLD, WHICHEVER IS SOONER.
<DA: N1-255-94-2>

RETIRE TO FRC 1 YEAR AFTER
CLOSE OF FISCAL YEAR TO WHICH
RECORDS PERTAIN. DESTROY 10
'YEARS AFTER SUBJECT FISCAL

YEAR.
<DA: N1-255-94-2> (N3-5,N79)

DESTROY MONTHLY ISSUES AFTER
90 DAYS; OTHER ISSUES AFTER THE
CURRENT REPORT IS PRODUCED.
<DA: N1-255-94-2>

DESTROY WHEN ACTIVE REFERENCE
'VALUE CEASES OR WHEN 3 YEARS
OLD, WHICHEVER IS SOONER.

<DA: N1-255-94-2>
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CERTIFICATES OF SETTLEMENT FILES

Copies of certificates and settlement of accounts of accountable
officers, statements of differences, and related records.

‘Ah-%ﬁc&“' g closed account
IpD) tal settlements, and final balance

settlements.

B.  Cettificates covering period settlements.

C.  Schedules of certificates of settlement of claims settled by the
General Accounting Office.

DESTROY 2 YEARS AFTER DATE OF
SETTLEMENT.
[GRS 63s] (N23,N2-4)

WHEN SUBSEQUENT
CERTIFICA’
ARE RECEIVED.
[GRS 6-3b]

DESTROY 2 YEARS AFTER DATE OF
SETTLEMENT.
<DA: N1-255-94-2>

their use while on official travel duty; receipts, registers, or
other related documents.

9630 | 19 NONCOMMERCIAL REIMBURSABLE
TRAVEL/PASSENGER FILES
Records and copies of records relating to reimbursing individuals,
such as travel orders, per diem vouchers, and all other supporting
dncummls relating to official trave] by officers, employees,
pend or others auth d by law to travel.
T — A. TRAVEL ADMINISTRATIVE OFFICE FILES DESTROY WHEN 6 YEARS OLD.
— [GRS93a] (N22-1,N222)
B. OBLIGATION COPIES DESTROY WHEN FUNDS ARE
g
I
C. ALL OTHER OFFICE/COPIES DESTROY WHEN NO LONGER
NEEDED OR WHEN 3 YEARS OLD.
'WHICHEVER IS SOONER.
<DA: N1-255-94-2>
UNUSED TICKET REDEMPTION FORMS, such as SF DESTROY 3 YEARS AFTER THE YEAR
1170, or other miscellaneous travel documentation. IN WHICH THE TRANSACTION IS
COMPLETED.
[GRS 9-1¢]
9730 | 20 TRAVEL AND TRANSPORTATION FILES ~ GENERAL
| =—~~l-A...._Routinc administrative rocords includi spond DESTROY WHEN 2 YEARS OLD.
0 records pertaining to commercial and [GRS 94a]
noncommercial 3] vel and transportation, and freight
functions, not covered else i schedule or
Schedule 6.
B. A lity records di the issue or receipt of D AFTER ALL
accountable documents. ENTRIES
[GRS 9-4b]
C.  Credit card files and documentation show issuance by DESTROY CREDIT CARDS AND
commercial organizations for reissue to agency personnel for | RELATED PAPERS UPON RECEIPT OF
NEW CREDIT CARDS.

<DA: N1-255-94-2>

IMPREST FUND

Records in this series include but are not Jimited to the following
types:

Ack of ibility forms for Release of

responsilnmy. Imprest Fund Alarm System; Request to Increase
Imprest Fund Advance; and, Audit of Imprest Funds.

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

<DA: N1-255-94-2>

NOTES: Only AFS numbers with defined sub;ect.s are used. RETENTION ~ For items marked Pending Retention Approval,
for i and/or

contact your Center R
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* INSPECTOR GENERAL RECORDS *
9800- INSPECTOR GENERAL FILES —- AUDITS AND (scobelow)
9999 INVESTIGATIONS
9800 In jons Program (scc belaw)
9800 | 26 SEMIANNUAL REPORT TO CONGRESS
Formerly Reports prep by the y OIG’s and d to the
AFS 9910 and working papers. The reports summarize the activities
in NPR of the OIG for the 6-month periods ending March 31 and September
141.1C 30. For details on the composition of these reports, see Section 5,
Public Law 95452, as ded by 5 U.S.C. Appendi
- -
CLOSE FILE UPON TRANSMISSION TO
=L TONARAIN
5 YEAR BLOCKS OED:
<DA: N1-255-003>
DESTROY WHEN NO LONGER
NEEDED.
<DA: N1-255-00-3>
DESTROY WHEN NO LONGER
NEEDED.
<DA: N1-255-00-3>
'\
» COPIES
DESTROY/DELETE AFTER THE
Records that are created on electronic mail and W
processing systems and used solely to generate a . N1.255. e
recordkeeping copy of the records. <DA: N1-255-00-3>
9800 | 27 INDEXES TO CASE FILES
DESTROY WITH RELATED RECORDS
Formerly Used as references to OIG case files. OR WHEN NO LONGER NEEDED
AFS 9910 'WHICHEVER IS SOONER.
inNPR <DA: N1-255-00-3>
1441.1C
9810 | 23 INSPECTOR GENERAL INVESTIGATIONS CASE FILES -
NASA 10 IGIC
PASR
A.
Case files developed during i of known or
alleged fraud and abuse and irregularifies and violations of
lnws lndregulauons mismanagement, gross waste of funds,
ora ial and specific danger to the
pubhchealmmdsafety Also included are investigative files
relating to a variety of administrative matters such as potential
or actual tort claims for and against the Govemment and
mmmmemandplogmmsmdm Casesrelmwagem:y
ﬁnmcedhytheAgmcy mcludmgaonmcmsmdolhm
having a relationship with the Agency. This includes
mvemganveﬁlumhungmemphyee and hotline-
and other mi: laint files. Files
eonsmofmmngaﬂvsmponsmdxelneddocumm.mehas
P notes, and working papers.

NOTES: OnlyAFSmnnbetsmﬂndeﬁnedwbjectsmmed. RETENTION - Fer items marked Pending Retention Approval,
fori .

contact your Center Ri

and/or qu
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Note: A file is not closed until all judicial and administrative

-~

avenues and considerations have been finally
exhausted.
23 1. Files ining infc i 17 which are of

an investigative nature but do not relate to a specific
mvsngauon. They mclude anonymous or vague

ions not matters
mﬁumdmconmmmrsormhengpnmsfurhmdhng, and
support files providing general information which may

prove useful in Insp General I Cutoff
annually.

2. Case files developed during internal i of OIG
employees.

3. All other investigative case files excepl l}mse thal are
ly significant for d of
criminal law or ethical standards by Agency officials or
others.

4. Significant case files, becﬂuedlecaseatmnmnzl
media ion, results in a C
or results in substantive change in Agency policy or
procedures. Exnmplu include the Challenger and Hubble

investigations. ‘Significant cases will be selected by the
NASA Office of Inspector General based on the criteria
listed in this item.

@
mvesuganmandmedmdzvelnpthsﬁmlrepmt.
Documents are serialized and maintained in official
case folders.

®) Backgwlmd ﬁlﬁ notes, duplmle wpws. andolhu
materials d during the

mcmporawdmtothnolﬁcmlclseﬁleandnmusedlo
develop the final report.

mail and word processing systems

gmnmeamdbepmgeopyoﬂhemrds

DESTROY WHEN 5 YEARS OLD.
<DA: N1-255-00-3>

DESTROY 10 YEARS AFTER CASEIS
CLOSED OR AFTER THE EMPLOYEE'S
SEPARATION, WHICHEVER 1S

LONGER.
<DA: N1-255-00-3>

PLACE IN INACTIVE FILES WHEN
CASE IS CLOSED. CLOSE INACTIVE
FILE AT END OF FISCAL YEAR.
DESTROY 10 YEARS AFTER FILE IS
CLOSED.

<DA: N1-255-00-3>

*PERMANENT*

M

AFTER FILEIS CLOSED.
<DA: N1-255-00-3>

DESTROY 10 YEARS AFTER FILE IS
CLOSED.

<DA: N1-255-00-3>

TROY/DELETE AFTER THE

WW
PRODUCED.
<DA: N1-255-00-3>

NOTES: OnlyAFSmnnbuswnhdeﬁmdmh]eetsareused. —RETENTION - PotmmsmaﬂmdPendlnngnumAppmval

Manager for infc ion and/or qu

contact your Center
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9820 | 24 POLICY AND PROCEDURE FILES - HQ ONLY
Records defining and d the policies required for
directing, controlling, and carrying out OIG operations. Also
records on planning and developing OIG policies and procedures.
Records can consist of manual, handbooks, directives, and working
- papers. Additional reference is found in NPR 1200.1, Management
Control, Audit Liaison, and Audit Follow-up.
PA——REGORD COPY * PERMANENT *
CLOSE SET OF DIRECTIVES OR
One record copy of each if not included in the Agency's OR OB S WHEN SUPERSEDED
set of master di files or the record set of IN 5 YEAR BLOCKS WHEN 10
pubhcanons oLD.
<DA: N1-255-00-3>
B. WORKING PAPERS AND BACKGROUND MATERIALS | DESTROY WHEN NO LONGER
. NEEDED.
<DA: N1-255-00-3>
C. ALL OTHER Ol OPIES DESTROY WHEN NO LONGER
NEEDED.
<DA: N1-255-00-3>
ONIC COPIES
Records that are created on elet = DESTROY/DELETE AFTER THE
processing systems and used solely to generate a W
recordkeeping copy of the records. <DA: N1.255-00-3>
9890 | 24.5 INSPECTIONS AND ASSESSMENTS FILES
Case files of inspections and of Agency p
operations, procedures, and those relating to contractors and
grantees. Files consist of reports, correspondence, memoranda, and
documentation.
A. OFFICE CONDUCTING REVIEW CLOSE FILE AT END OF FISCAL YEAR
AFTER CLOSE OF CASE. DESTROY 10
YEARS AFTER CLOSE OF CASE.
<DA: N1-255-00-3>
B. ORG. TION BEING REVIEWED CLOSE FILE AFTER CLOSURE OF ALL
RECOMMENDATIONS. DESTROY 3
YEARS AFTER SE OF FILE.
<DA: N1-255-00-3>
245 C. ALL OTHER OFFICE COPIES CLOSE FILE AFTER CLOSURE OF ALL
RECOMMENDATIONS. DESTROY 3
YEARS AFTER CLOSE OF FILE.
<DA: N1-255-00-3>
D. SIGNIFICANT CASE FILES
‘The case attracts national media attention, results in a
Congressional investigation, or results in substantive change
in Agency policy or procedures. Significant cases will be
selected by the NASA Office of Inspector General based on
the criteria listed in this item.

[~====r=Eleotranic copies of records that are created on electronic
ldmms

mail and wo; dnsedsulclym
generate a recordkeeping copy of the

245 1. Official case file — records created during evaluations and | *PERMANENT*
develop the final report. Documents are TRANSFER TO NARA 10 YEARS
2. Bnckgmund ﬁles, nmﬁ, dupln:am copies, and other DESTROY 10 YEARS AFTER FILEIS
d during but not CLOSED.
incorporated into the official case file and not used to <DA: N1-255-00-3>
develop the final report.
E. ELECTRONIC COPIES DESTROY/DELETE AFTER THE
RECORDKEEPING COPY HAS BEEN
» > PRODUCED.
processmgsystemsmdusedsolelngenemea - %
recordkeeping copy of the records.
9910 | 25 AUDIT FILES
A. DEEENSE MATERIALS SYSTEM (DMS) AUDITS
Audit reports and related papers pertaining to the DMS,
1. Office of Primary Responsibility. DESTROY WHEN 5 YEARS OLD.
<DA: N1-255-00-3> (N 6-2,N 17-16)
2. All other offices/copies. DESTROY WHEN 3 YEARS OLD.
<DA: N1-255-00-3>
e freBleatrani mw%:lmm Dmmmﬂmammm
mail nd word procesing STeTS lytome——tRECORDEFEPING COPY HASBEEN _|
gmy;y of the record PRODUCED.
i <DA: N1-255-00-3>
A. INTERNALIG
Case files of internal audits of Agency programs, operations,
procedures, external audits of contractors and grantees. Files
consist of audit reports, correspondence, memoranda, and
supporting working papers.
1. Office conducting review. CLOSE FILE AT END OF FISCAL YEAR
AFTER CLOSE OF CASE. DESTROY 8
YEARS AFTER CLOSE OF CASE.
<DA: N1-255-00-3>
2. Organization being audited. KEEP FOR 3 YEARS. DESTROY AFTER
(Record cutoff date is date of audit report.) ;E-J) Y E\RSE) OR WHEN NO LONGER
<DA: NI1-255-00-3>
3. All other offices/copies. DESTROY 3 YEARS AFTER DATE OF
AUDIT REPORT.
<DA: N1-255-00-3>
[ ——— S—

DESTROY/DELETE AFTER THE
RECORDKEEPING COPY HAS BEEN
PRODUCED.

W

NOTES: Only AFS numberss with defined subjects are used. — RETENTION - For items marked Pending Retention Approval,

contact your Center R

ds M fori ion and/or q
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9920

28

GAO AUDITS
A. NASA

Case files on GAO audits of NASA activities, Includes GAO
audit reports, certificates of cl
muoeofwmplmnn and all related papers. Additional
reference is found in NPR 1200.1, Management Control,
Audit Liaison, and Audit Followup.

1. Headquarters liaison office for GAO audits.

2. Organization audited or organization controlling audited
NASA Contracts. (Record cutoff date is date of audit
report.)

ic copies of records that are created on electronic
mail and word Protessing-s) and used solely to
generate a recordkeeping copy of the 5
CONTRACTORS
Case files on GAO audits of NASA contractors.

1. Cognizant procurement office.

mﬂllmdwmdpmcessmgsysmns and used solely to
generate a recordkeeping copy of the records.

RETIRE TO FRC 2 YEARS AFTER

DATE OF AUDIT REPORT. DESTROY 8
YEARS AFTER DATE.

<DA: N1-255-00-3> (N 6-1)

KEEP FOR 3 YEARS. DESTROY AFTER
8 YEARS OR WHEN NO LONGER
NEEDED.

<DA: N1-255-00-3>

DESTROY/DELETE AFTER THE
RECORDKEEPING COPY HAS BEEN
PRODUCED.

W

DESTROY WITH RELATED
CONTRACT FILE
<DA: N1-255-00-3> (N6-3)

DESTROY 3 YEARS AFTER AUDIT.
«<DA: N1-255-00-3>

DESTROY/DELETE AFTER THE
EEN__ _

PRODUCED.
<DA: N1-255-00-3>
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9960 | 29

AUDITS OF CONTRACTORS
A. NASA

Case files on NASA audits of contractors, including papers
related to NASA audits for other Government agencies, such
as DoD. Additional reference is found in NPR 1200.1,
Management Control, Audit Liaison, and Audit Followup.

1. Office performing the review. Recordkeeping Copy.

2. Cognizant procurement office.

3. Other NASA Audit offices.

4. All other offices/copies.

5. Electronic copies of 1 elec;
mail and word processing systems and used solely to
generate a recordkeeping copy of the records.

OTHER AUDITS OF NASA CONTRACTORS

Includes Defense Contract Audit Agency (DCAA) and HHS
audit reports, correspondence, and all related papers.

1. Cognizant regional audit office. Recordkeeping Copy.
2. Cognizant procurement office.

3. All other offices/copies.

4. Electronic copies of records that are crealEd oirelectronioe=|

‘mail and word processing systems and used solely to
generate a recordkeeping copyof the records.

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

<DA: N1-255-00-3> (N 6-4)

<DA: N1-255-00-3>
DESTROY 3 YEARS AFTER DATE OF

DESTROY 1 YEAR AFTER DATE OF ‘r
FINAL AUDIT REPORT.
<DA: N1-255-00-3>

PRODUCED.
<DA: N1-255-00-3>

DESTROY 3 YEARS AFTER DATE OF
REPORT.

<DA: N1-255-00-3> (N 6-5)

DESTROY WITH RELATED

CONTRACT FILE.
<DA: N1-255-94-2>

DESTROY 1 YEAR AFTER DATE OF

NOTES: OnlyAFSnumbexswilhdeﬁmdm:jem.smused. REl'ENTION — For items marked Pending Retention Approval,
for i

contact your Center R

andlor
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APPENDIX E.
Crosswalk of NRRS 7 and 8 to New Program/Project Schedule Items
July 9, 2004

CHAPTER 10. NRRS 10

RECORDS COMMON TO MOST OFFICES
-
SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
1000 | 1 READING / CHRON FILES SEE SCHEDULE 1
1000 | 2 ROUGH DRAFTS, WORKING NOTES
Notes, records from which reports, staff papers, and other documents | DESTROY WHEN NO LONGER
have been prepared and approved. NEEDED.
1000 | 3 STENOGRAPHIC NOTEBOOKS
Notebooks from which notes have been transcribed. DESTROY WHEN NOTES HAVE BEEN
TRANSCRIBED OR NO LONGER
NEEDED WHICHEVER IS SOONER.
1000 | 5 INFORMATION COPIES
Copies of tel di hes, i i letters, d DESTROY WHEN NO LONGER
and other d which are not a part of the wﬂ)mm%‘g‘mom
oﬂiual subject or case file. <DA: N1-25594-1, Schedule 1/78/D>
1000 | 6 LETTERS - GENERAL
e e ... TraNSMIttal Jetters without attachments. DEZTROY 'WHEN THREE MONTHS
[GRS 14-1]
B. Letters and nolesofsunple knowled, and exp DESTROY WHEN ONE YEAR OLD.
of appreciation for coop and assi <DA: N1-255-94-1, Schedule 1/78/D>
1000 | 7 OFFICE WORKING FILES - DUPLICATE COPIES
A.  CORRESPONDENCE
7 1. Internal memoranda regarding details of office DESTROY WHEN ONE YEAR OLD.
ing of checks, for <DA: N1-255-94-1, Schedule 1/78/D>
leave, for travel, general cooperation, itineraries.
u—-&“\

2. C d

and notices ding changes or

3. Correspondence regarding plans for conferences and
meetings, invitations to attend and acceptances or regrets,
notices, arrangements for space and facilities,

arrangements for chairperson, or speakers, EXCLUDING

DESTROY IMMEDIATELY, OR WHEN

DESTROY WHEN ONE YEAR OLD.
ALSO SEE SCHEDULE 1.
<DA: N1-255-94-1, Schedule 1/78/D>
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APPENDIX E.
Crosswalk of NRRS 7 and 8 to New Program/Project Schedule Items
July 9, 2004
SUBJECT AREA OR RECORD TITLE RETENTION
AFS# | ITEM DESCRIPTION OF RECORD SERIES <Authority>
the record copy ¢ of final appmved agenda orpmgnms.
minutes, orp ,
and comments made atoraﬂenhemmmgsox
conferences.
B. REQUESTS
T — i DESTROY IMMEDIATELY, OR WHEN
isn'anve action, no new declsmns by NASA, andno | NOLONGER NEEDED FOR
special data. REFERENCE, OR UNDER A
PREDETERMINED SCHEDULE OR
BUSINESS RULE (E.G.,
THE AUTO-DELETE
FEAT! = 'ONIC
MAIL SYSTEMS).
[GRS 237
2. R for duplicating, for ph hy, for the DESTROY WHEN ONE YEAR OLD.
aration of lmsorchnn.s.f stenographi OFFICE OF PRIMARY
)::";m of grap o e RESPONSIBILITY (OPR) SEE
SCHEDULE 2.
1000 | 9 OBSOLETE FORMS
Obsolete blank forms. DESTROY IMMEDIATELY.
1000 | 10 INFORMATION ONLY COPIES
Issuances, notices, reports, rel bulati and publications of | DESTROY WHEN ONE YEAR OLD.
other agencies or private industry submitted or received for general | <DA: N1-255-94-1, Schedule 1/78/D>
information purposes only.
3000 | 11 VOLUNTARY ACTIVITIES / CHARITIES
Records pertaining to charity drives and other voluntary activities DESTROY WHEN ONE YEAR OLD.
not part of the regularly assigned functions of the Agency. ALSO SEE SCHEDULE 3.
13 REFERENCE DATA
Minor items of reference data sent to Centers solely for their DESTROY WHEN ONE YEAR OLD.
information and not requiring any specific administrative action. <DA: N1-255.94-1. Schedule 1/78/D>
14 EXCESS OFFICE SUPPLIES
Excess, unused, o RETURN TO STOCK.
the operation of the office. \
15 PUBLICATIONS AND OTHER PRINTED MATERIALS
NOTE The office of origin oroﬂ' ice of primary xespms:bihly.
should one set-
obsolde and superseded items.
Telephone Di: ' k ). ded DESTROY IMMEDIATELY. OFR SEE
A SCHEDULE 1.
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