
  

 

 

  
   

 

  

  

 

 

 

 

 

 

 

 

  

   

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 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Some items in this schedule are either obsolete or have been superseded by new 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: 10/15/2024 

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These items, unless subsequently superseded, may be used by the agency to 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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Item 26.5A was superseded by N1-255-10-002 

Item 26.5B was superseded by N1-255-10-002 

Item 1/32 was superseded by N1-255-10-003 

Item 1/67 was superseded by DAA-0255-2017-0007-0002 

Item 1/68 was superseded by N1-255-10-003 

Item 1/71D1b was superseded by DAA-0255-2017-0007-0002 

Item 1/71D1c was superseded by DAA-0255-2017-0007-0001 and DAA-0255-2017-0007-0003 

Item 1/71D4 was superseded by DAA-0255-2017-0007-0003 

Item 1/106c was superseded by DAA-0255-2022-0003-0001 

Item 1/113a was superseded by DAA-0255-2022-0003-0002 

Item 1/113b was superseded by DAA-0255-2022-0003-0002 

Items 1/121/A & 1/121/B was superseded by DAA-0255-2023-0001-0002 

Item 1/130 was superseded by DAA-0255-2022-0004-0001 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 10/15/2024 N1-255-09-001 



  

 

 

  
   

 

 

 

  

 

 

 

 

 

  

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 2/8 (all subitems) was superseded by N1-255-10-001 

Item 2/9 (all subitems) was superseded by N1-255-10-001 

Item 3/33 (all subitems) was superseded by N1-255-09-003 

Item 7/25/B was superseded by DAA-0255-2024-0004-0001 

Item# 8/32 was superseded by DAA-0255-2024-0004-0002 

Item 8/38A was superseded by N1-255-10-005 

Item 8/38B was superseded by N1-255-10-005 

Item 8/42 was superseded by N1-255-10-005 

Item 8/43 (all subitems) was superseded by N1-255-10-005 

Item 9/6D1 was superseded by DAA-0255-2014-0001 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 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 10/15/2024 N1-255-09-001 



.. REQUEST FOR RECORDS DISPOSITION AUTHORITY • • Ll:AVI: BLANK (NARA ua•onlvl ,. 
•,. -. ,, JOB '1Ur~-B~R r e-0n-/. : (See Instructions on reverse, 1v, ·....a.,,'""''-' T 

"=,~o~::N~A*J~IO~N~AL~AR~C~Hl~V~ES~an-:d-=RE~C~o=Ros='="AD"::":':M:"::l~Nl:-=S=TRA~T::":':IO:::N~(~N:-:;IR::":')-..... DATERECEIVED !.'/ y 
WASHINGTON, DC 20408 7 / / () / 0 (J 

1. FROM (Agency or establishment) NOTIFICATION TO AGENCY 
National Aeronautics and Space Administration (NASA) In accordance with the provisions of44 

~- MAJOR SUBDIVISION U.S.C. 3303a the disposition request, 
NASA Headquarters including amendments, is approved except 

3. MINOR SUBDIVISION for items that may be marked "disposition 
not approved" or "withdrawn" in column 10. 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE DATE AR~VIST ~UNITED STATES 

(202) 358-4787 Patti F. Stoclanan, NASA Records Officer i\ ~a,u,\J d. '})J\1 -~ 
6. AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition ofits records 
and that the records proposed for disposal on the attached 31 page(s) are not now needed for the business 
ofthis agency or will not be needed after the retention periods specified; and that written concurrence :from 
the General Accounting Office, under the provisions ofTitle 8 ofthe GAO Manual for Guidance ofFederal 

Agencies, f5(l • uired O . ched O has b edlOJ 18 not req ; 18 atta ; or een request . 

D~T_; .., ~ Sl~TURE o~~~CY RJPRESENTATIVE TITLE 

o/~,:,('t><fj /kif~ NASA Records Officer, NASA Headquarters, Code AO 

7. 9.GRSOR 10.ACTION 
ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN(NARA 
NO. JOB CITATION USE ONLY) 

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

. 
Note that the temporary items included in this request are only those hipUgbld .Vor I. IN-&, b 7 IM OUlof/ 
'~ __..: :__ .:__ the attached listing. The other schedule items are provided fur 
context purposes only. The content and functions ofthe records covered by these 
scheules have not significantly changed. NASA still has requirements fur these 
retentions which are the appropriate length oftime, but our agency now 
maintains many ofthese records in digital media. 

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

Sc.I.f J..\t. ; t !..IVIS f I,,;.: ,4,.,_J f ;,,,._ C:.L,,.... h..)<.t f.~ 
~Av't. ki...N /;,.>£J cu\- fd.L- d.ll'J>.J1ut ~r 

115-109 NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 3-91)
PREVIOUS EDITION NOT USABLE Prescribed by NARA 

36 CFR 1228 



ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 
(AFS 1000-1999) 

This document is updated frequently; therefore, printed copies may be obsolete. Reier to the Change History Log at the 
beginning of NPR 1441.1 in the NASA Online Dlrectlves Information System (NODlS) for current version.. 

SUBJECT AREA OR RECORD TITLE 

copy ofeach agencywide or ccn!<f emergency diuctive, plan, and 

RETENTION 
ITEM DESCRIPTION OF RECORD SERIES <Authority> 

DESTROY WHENOBSOLEl'EOR 
by the agency, including delegations of authority, emergency 
Copies ofEmergency Opeming Directives, plans, and procedures issued 

SOPERSEDED. 
assignments, functions, and instrw:tions (otru:r than those issued in case <DA: Nl-2SS.JJ4.l> 

(N 1-21)files), as well as those issued by FEMA, other Fedeml agencies, stale and 
local governments, and the priva1e sector. (NON-RECORD COPIES) 

1040 

proc • sued by tho responsible office. including related background 
pape,s and development reports consisting ofa copy ofeach plan 
or directive issued. 

A. • PERMANENT • 
curOFFWIIEN SUPERSEDED 
AND REr1RE TO FRCWHEN 3 
YEARS OLD. TRANSFER 'IO 
NARA WHEN IS YEARS OLD L'i 
10 YEAR BLOCKS. (e.g., offer 
970-79 block in 1995} 

1-2SS.JJ4.1> (N 1-20) 

B. File copy of plan or directive ifagency reconl copy is mailltained in 
a master directives file and all related background materials. 

C. All other copies. DESTROY WHEN OBSOlEl'I!OR 
SUPERSEDED. 
<DA: Nl-255-94-1> 

1040 4 EMERGENCY PLANNING AND READINESS REPORTS 

DESTROY WHEN 3 YEARS OLD, 
OR l YEAR AFrER

Agency reports ofop,,ato~s teslS, consisting or consolidated or 
comprehensive reports JCflecting ogencywide results oftests conducted COMPLETION OF NEXTunder emergency plans, including cxeroises and trial tests. EXERCISE WlllCIIEVER IS 

LATER. 
<DA: NI-255.JJ4.l> (N 1-22) 

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

AGREEMENTS: MEMORANDA OF UNDERSTANDING (MOU) 

A. 

HQ: Office ofExternal Relations keeps reconl 
copies fur lntmnalional MOUs. Reconi copies for domestic MOUs 
are :kopt by tho Office bavingprimmy responsibility. 

NOTl!S: Only AFS numlJms wilh dellned subjecls 11e used. - RBTBNTION - For ilt.mB marhd Peudinglldmion Approval, 
CODloot,....Cenblrllecmds--lbrinlbmudion IDIVarquadons. 

ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 
(AFS 1000-1999) 

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

AGREEMENTS: INTERAGENCY AND INTRA-AGENCY WITH 
OTIIER GOVERNMENT AGENCIES 

A. 

B. 

DESCRIPTION OF RECORD SERIES 
SUBJECT AREA OR RECORD TITLE RETEN.'fION 

<Authority> 

HISTORIAN. 11IEY Will. 
TRANSFER TO NARA 
WHEN NOLONGERNEEDE!l TO 
PREPARENASAIDSTORIES OR 
WHEN 10 YEARS OLD, 
WHICHEVER IS SOONER. 
<DA: Nl-255-!14-l> 

•PERMANENT• 

~.....~~~TO~:IJ~ 

TR,.mm~-1.RA !0YEARS 
AFTER EXPIRATIO, . 
<DA: NI •255.JJ4.l, 6> 

DESTROY WHEN OBSOLEl'E 
ORSUPSRSEDED. 
<DA: Nl-2SS.JJ4.I> 

c. ALL OTHER COPIES 

•PERMANENT• 
REr1RE TO FRC 2 YEARS 
AFI'ER COMPLE!'ION OR 
EXPIRATION. TRANSFER TO 

IO YEARS AFI'ER 
COl N/EXPIRATION. 
<0A:Nl-2SS 
(Nl-4) 

7 B. All. OTHER OFFICES/COPIES DESTROY WHEN 
OBSOlEl'I! OR 
SUPERSEDED. 
<DA: Nl-255-94-1, 7"> 

HISTORICAL ITEMS/SOURCE FILES 

Documents that have unusual or immediately reoogni,.able bislorical 
significance and are filed among othl:r documents that are sclteduled for 
• sa1 will be noted and removed from the file before transrer or 

---·-,·-·.,.~Agency histories and selected background ma!erials. 
Nll!J'ative ag istoties, including oral history projects prepared by 
agency historians o ic affairs officers or by private historians under 
conttact IO the agency. So ground materials (sucb as iot,,vi,:ws 
with pa.st and present pe!1!0llllCI) doring the research stage may 
also be selected furpcrmanentretentiOJL 

A. 

I. 1945-1989 
Marerial in this collection dates from 1945 to 1989 and may be 
contained in boxes, lektrieve,s, or file cabinets. Material is 
mada:dandacoountedfurintwo~: (l)D-..i..d 

Nm'l!S: Only AFS numben withdellned subjecls aa,used. -Rl!I'ENTION-Parilmlsmadmdl'elldlng~ApplOYII, 
.-.:tyour°"""'llecmdsMaaaprlbr-andl'orquosllma. 

.... 

https://Dal'R.OY
https://aJl'ai.rs
https://DBSTR.OY
https://BEPOB.TS
https://TR,.mm~-1.RA


• 

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 On&ne Directives Information System (NOOIS) for current version. 

SUBJECT AREA OR RECORD TITLE RETENTION 
DESCRJl'TION OF RECORD SERIES <Authority> 

NARA NO LATER THA.'I 
when material is ace~ for research purposes. 
when material is added to collection; and (2) Dated/marked 

DECEMBER31, 1998. UNLESS 
TIIEREIS J\N AGENCY 
REQUESTCERTIFYJNG ACTIVE 
AGENCY USE AND NEED. 
SUCH REQUEST WILL SPECIFY 
NEW TRANSFER DATE FOR 
MATERIAL SO CERTIFIED. 
<DA: Nl-255-94-1, 8> 
(N 1-8) 

•PERMANENT"' 
RErAIN IN AGENCY SPACE 
UNTIL NO LONGER NEEDED 
OR WHEN 25 YEARS OlD WITH 
5 YEARS CONSECUTIVE 

ACTIVE AGENCY USE OR 
0YEARSOlD, 

LONGER 

2. 

B. READY REFERENCE MATERIAL 

Reference material published/sponsored by NASA (Shelf REI'AIN INDEFINITELY IN 

documentation/books). AGEl'l'CY SPACE UNTIL NO 
LONGER NEEDED, OR 
DESTROY WHEN 75 YEARS 
OlD. WHICHEVER JS LONGER. 
<DA: Nl-255-94-1> 

1070 9 HISTORY OFFICE CONTRACTOR DELIVERABLES (BOOKS) 

Copies ofdocuments collected and used as source data in preparation of 
historical volumes. Included are duplicates or copies of correspondence. 
repons, directives, pamphlets, publications or olher official records; 
pmliminary or partlal drafts; authors' ou0ine{s); aulhors' original notes: 
responses from rcadeis; reviews; and comparable documents. 

A. MATERIALS RELATED TO COMPLETED VOLUMES RETIRE TO FRC ONE YEAR 
(After publication of the finished hook.) AFTER PUBLICATION. 

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

B. MATERIALS ACCUMULATED FOR fl,fl1.fflE VOLUMES D~TROY WHEN NOONGER. 
NF.EDED. 
<DA: NJ-255-94-1> 

1070 10 HISTORY ARCHIVES BIOGRAPmCAL FILES. NASA 10 HABC 
PASR 

Biographical data, speeches, and mticles by individuals who are of 
MOST FILES ARE RETAINEDhistorical significance in aeronautics, astronautics, space science. and 
INDEFINITELY IN AGENCY

other concerns of NASA; correspondence. intervie~ and various other REFERENCE COlLECTIONS 
tapes and traxw;riprs of program activities. HISTORY OFACES/ARClllVES. 

DESTROY WHEN NO LONGER 
NF.EDED. 
<DA: Nl-255-94-1> 

N<m!S: Only AFS nomben with clelinecl sul!jecta m,used. -RBTBNTlON -Forilemsmamd PeadingRelentianApp,oval. 
..,_ your c..dm Rlcotds Maaqer lor ildinmadon and/or quaslioDs. 

.,. 

ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 
(AFS 1000-1999) 

This document is updated frequently; therefore, printed copies may be obsolete. Reier to the Change History Log al the 
beginning of NPR 1441.1 in the NASA Online Directives Information System (NOOIS) for current version. 

RETENTIONSUBJECT AREA OR RECORD TITLE 
ITEM <Authority>DESCRIPTION OF RECORD SERIES 

1070 11 mSTORY OFFICE Fll.ES- ADMINISTRATIVE 

RETIRIJ TO FRC WHEN 2 YEARS 
OlD. DESTRQYWHE,'16

Routine office mes, general correspondence, and other materials related 
to the day-to-day operations and management of the history office and its 

YEARSOlD. 
programs. <DA: Nl-255-94-l, ll> 

12 ORGANIZATIONAL FILES 

• PERMANENT •A. Organizational charts, NASA Dite<:tives, and reorganization 
RErlRE TO FRC WHENS YEARS 

ofthe arrangement and adminisltati•• sttucture of lhe functional 
studies, graphic illustnUions, which provide a detailed description 

OlD. TRANSFER TO NARA IN 5 
YEAR BLOCKS WHEN 20units ofan agency. Reorganization studiet are conducted to design 
YEARSan efficient organizational framework most suited to carrying out OlD.

the agency's programs and include <DA: Nl-255-94-1> 
12 • als such as final recommendations, proposals, and stafI (N 1-3) 

• These files also ooniain adminisltative maps that show 
aJie, and headquart= ofdecenttalized agencies or 

We extent oflimits of an ;igeocy's programs 

B. Management appraisal files, nanative ands tepOtlS on 
significant'accomplishments, accounts of and ration or 
reorganizations, es.tablishmeol or disestablishment of fi nters; 
special report, on key pllllllliog studies, with relatoo papers sh 
inception, scope, procedure, results, and case files on approved 
plans~ policies, mission. and programs. 

l. Office ofPrimary Responsibility, including the signatory and 
lhe office responsible for studying and de,cloping lhe 
document 

2. AU other offices/copies. DESTROY WHEN OBSOLEl'E. 
SUPERSEDED, OR WHEN'. NO 
LOSGER NEEDED. 
<DA: Nl-255-94-1> 

1130 
1410 

ared descriptions of lhe responsibilities assigned to the 
senior executive oflbe agency at the division level or higher. If 
the functionahtatements • in lbe Code ofFederal Regulations 
(CFR). they are not designated for pr ·on as a separate series. 

A. RECORD COPIES 

HQ: OFFICE OF MANAGEMENT OPERATIONS, NASA 
DIRECTIVES & FEDERAL REGULATIONS (Re,:onl copy is 
included in NM1, NPD/NPR System) 

NCJl'l!S: Only APS numbers wilh delined sul!jecta are used. - RE.TENl'lON - For itoms IDllllow. PmdingRelaltian Approval, 
CIHllact:,ourc..dm:Rlcotds .,_filriDfblmationand/or.,__, 



AFS# 

13 

14 

SUBJECT AREA OR RECORD TITI.E 
DESCRIPTION OF RECORD SERIES 

B.~ 

Office of Primary Responsibility 

C. AILQrHERCOP!ES 

COMMITI'EES, BOARDS, COUNCILS, PANELS, AND 
CONFERENCES 

[NOTE: Exclwkd from this series are those reoonls created by the 
ln=itioos and ConbllmtioDS Board - See Jt,m 16 of this Schedule. 
NOTE: ForRoutine and Ad Hoc Conferences and Meetings - See Item 
19 oflhis Schedule.] 

RECORDS RELATING TO ESI'ABLJSHMENT 
ORGANIZATION MEMBERSfllP, AND POUCT 

B. .. AND 

RETENTION 
<Authority> 

•PERMANENT• 
Ste Above. 
<DA: Nt-255--94-1, 13> 

DES1ROY WHEN OBSOLIITE. 
SUPERSFJ>ED. OR NO IDNGER 
NEEDED. 
<DA: Nl-255-94-1> 

• PERMANENT• 
RETIRE TO FRC WHEN 2 YEARS 
OlD. TRANSFER TO NAllA 
WHEN 20 YEARS OLD. 
<DA: Nl-255-94-1.14> 
(N l..S,N,1-7, N24-12,N24-l3) 

DESTROY 2 YEARS AFTER 
TERMINATION OR 
DISSOLVEMENT OF 
COMMrrrEE. 
(GRS16-8a] 

I. Agendas, directives, minuleS, reports (in • and final), reports 
covering general operations of the group, relnting to 
establishment. revision, or termination ofa pro roject, 
and records documenting the accomplishments o group. 

{a) Ollicefileoflhe groupmaintaim:d by the sponsor, 
group, Oianpenon, or other de.signee. 

(b) All other copies. 

• PERMANENT • 
REl1RE TO FRC WHEN 2 YEARS 
OLD. TRANSFER TO NARA 
WHEN 20 YEARS OlD. 

A: Nl-255--94-1> 

3YEARSOLD 
ER 

CE, 

r 

ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 
(AFS 1000-1999) 

This document is updated frequently; therefore, printed copies may be obsolete. Reier to the Change History Log at the 
beginning of NPR 1441.1 in the NASA Onllne Directives Information System (NODIS) for current VeJSlon. 

2. All other n,cordll produced by the group.• 

Ncm!S: Only AFS IIIIDmB ,-ifli ddinod subjecls a used. -REl'l!Nl'ION - Par itanll-imdl'llndiog Bd<mlioa Appn1wl, 
CIIIIIIOlyourOmler......Mauaplbr infbnnallm llldlcrqueotions. 

[ORS 

ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 
(AFS 1000-1999) 

This document is updated frequently; therefore, printed copies may bs obsolete. Reier to 1he 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 TlTI.E RETENTION 
ITEM <Authority>DESCRIPTION OF RECORD SERIESAW 

DESTROY UPON TERMINATION 
OF MEMBERSHIP, OR WHEN NO 
LONGER NEEDFD, WIDCHEVER 

3. Records maintained by individual members. 

14 
ISSOONER. 
<DA: Nl-255-94-1> 

(a) HQ Office ofLegislative Alfaini {Office ofPrimary 
Responsibility) Cutoff dale is end ofCongressional 
session. 

CIITOFF. 
<DkN!-255--00..s> 

Combined 
-AFS 
1311. Item 
JJ27from 

CONGRESSIONAL Fil.ES 

iles pertaining to correspond=:e to and from Congressional 
• . This includes leu,,,,,. hearings (including 

"PERMANEN1" 
REl1RE TO FRC S YEARS 

NPR 
1441.lC 

AFTER CIITOFF. TRANSFER TOquestions aterial for the record), iestimony, edilcd 
NARA 15 YEARS AFI1!Rtranscripts. Cutri is end ofCongressional session. 

2. 

(b) All olheroflices and copie>. DEsTROYWHEN NO LONGER 
NEEDFD. 
<DA: N!-255-00-6> 

B. Congressional COm:spondcnc:e Flies JIETlRE TO FRC 5 YEARS 

Correspondence wilh Members of COngre.,s concerning information AFfER CUTOFF. DEsTROY IS 
about NASA programs and projects; includes correspondence wilh YEARS AFrER curoFF. 

dlA:Nl#2.SS...Q0-6>Members ofCongress pertaining to constiluent requests. Cutoff 
dale is end ofCongressional session. 

C. Congressional Briefings RErAIN R>R ONE YEAR. 
Btiefing:s provided to Members ofCongress regarding NASA DES1ROY WHEN NO LONGER 

NEEDFD AT TIIECONCLUSIO.'Iprograms. projects and activities. 
OFTIIE ONE YEAR RETENTION. 
<DA: Nl-255-00-fi> 

D. Publications requests irom Congres.ffllen for copies of NASA DESTROY 1 YEAR AFTER 
publications which required no furmal reply. PUBUCATION IS SENT. 

<Dk Nl-255-00-6> 

1150 15.1 LEGISLATION FILES-PROPOSED 

A. Documents accumulated in the preparation and processing of RETIRE TO FRC 5 YEARS 
legislatiou proposed by or in !he interest of NASA. lnclodes drafts AFrER PROPOSAL IS ENAC'I'ED 
oflegislation, repon.s to committees on inlroduced legislation, and 
comments on, including coordination through Center legal office(s) 
with fmal submissions to Headquarters. on legislative proposals. 
This series includes case files on each proposed item oflegislation 

INTO LAW OR IS KIUED. 
DESTROY WHEN 15 YEARS 
OID. 
<DA: Nl-255--94-b 

and files are kept and maintained, and broken in this famion. 

OPR: NASA Headquarters, Office of Legislative Affair, 

NOI'ES: Only AFS ....-.with defined lltlbjedl --- -RlffllNTION- Par ilmm-imdl'llndiog ~Appnrnl,
cantactyourCenlmlleconla Maaagalbrldumallonlllll/orcp,sdon&. 

https://DE.UR.CY
https://dlA:Nl#2.SS
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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. 

SUBJECT AREA OR RECORD TITLE RETENTION 
DESCRIPTION OF RECORD SERIES <Authorit2All.it 

DESlROY WHEN NO LONGER 
NEEDED OR WHEN 25 \'EARS 
OLD WHICHEVER IS SOONER. 
<DA: N!-255-94-1> 

2. M"icroftlm/microfiche Records. 

All.it ll'EM 
SUBJECT AREA OR RECORD TITLE 
DES~IPTION OF RECORD SERIBS 

RETENTION 
<Authorit2 

B. Offices providing information. feeder reports, or pertinent 
documentation to cognizant Headquarters office concerning the 
proposed legislation. 

C. All other offices/copies. 

DESTilOY WHEN 10 YEARS 
OLD OR WHEN NO LONGER 
NEEDED. WHICHEVER IS 
SOONER. 
<llA: NJ-255-94-1> 

DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE 
PURPOSES. 
<DA: Nl-255-94-1:> 

--....u.?2. 16--- INVENTIONS AND CONTRIBUTIONS BOARD RECORDS AND 
FILES 
r--__ 

A. Mi oflbe Inventions and Contnbutions Board. 

1. Recordcopy~
HQ: BOARD OF CONTRACT APPEALS 

• PER.\fANENT • 
TRANSFER TO NARA WHEN 5 
YEARS OLD . 

......,,. 4-1>----2. Centers. 
Monem,y Awards Only (Significant). 

3. All olher copies. 

B. Copies of documents/reeonls crea!Cd by !he Board Iha! ore 
maintained at centers or by Boan:I members. 

c. Alphabetical files, by contributor, on contributions NOT considered 
for award; files include co:m:spondcnce,. evaluatio~ and all relaled 
p,pers/records. 

D. Alphabetical 'fires. by contnDutor. an contributions considered. for 
award; ftles include corre.,q,ondence. evaJuations, recommendations 
by the Inventions and Contn1rutions Board and the Administr.Uor 
Board and lhc Administrator and all related reoordsldocumentaiion, 

RECORDS ARE SUBMITTED·, u 
NASA HQ BY COONIZANTTU 
PROGRAM OR PATENT 
PROGRAM AS APPLICABLE. 
<DA: N!-255-94-1> 

DESTilOY WHEN NO LONGER 
NEEDED. 
<l!A: NJ-255-94-1> 

DESlROY WHEN NO LO!'IGER 
NEEDED. 
<DA: Nl-255-94-1> 

REf!RE TO FRC WHEN 2 YEARS 
OLD. DESTilOY WHEN 23 
\'EARSOLD. 
<DA: Nt-255-94-1> 
(N 13-17) 

REf!RE TO FRC WHEN 3 YEARS 
OLD. DES1ROYWHEN22 
\'EARSOLD. 
<DA: Nl-255-94-1> (N 13-17) 

E. Denied Award Hearings Files. Case files on hearings evolving 
from denied awards from the Inventions and Con1nlmlions Board. 

F. Award ca.,e files/applications !hat have been microfilmed. 

I. PaperReoords. 

RETIRE TO FRC AFTER CASE IS 
CLOSED. DESlROY WHEN 25 
YEARS OLD. 
<DA: Nl-2SS-94-l> 
(N 13-18) 

DESlROY WHEN 
MlCROFil.M/MICROFICIIE HAS 
BEEN VERIFIED. 
<DA: Nl-255-94-1> 

1180 17 NASA BOARD OF CONTRACT APPEALS CASE FILES
GOVERNMENT COUNSEL'S CASE FILES 

Appeals before lhe NASA Board ofContr.ict Appeals consis6ng of 
Notices of Appeal, complaint., answer and/or motion, correspondence, 
transcripts of proceedings be lore lhe Boan!, exhibits, briefs in support of 
the parties posjtions taken under the disputes clause of a NASA contract, 
and Board decisions, together with working papers of the trial attorney 
charged wilh representing NASA before !he Boan!. 

BOARD OF CONTltACT APPEALS CASE FILES 

Records of appeals ofNASA contractors under the disputes clause ofa 
onttact, including findings and final decisions of NASA 

conttac • e,s, pleadings, transcripts of hearings. briels, exhibits, 
and related cor memoranda, worlcing papers, Board 
decisions. and other related p ocumenUltion. 

,UN""''"""t a,<FINAL 
N. 

RETIRE TO FRC 2 YEARS 
AFTER BOARD RAS RENDERED 
ITS DECISION OR CASE IS 
SEITLED. DESTROY WHEN 6 
YEARS OLD. 
<l!A: N!-255-94-!> 
(N 13·22) 

A. RETIRE TO FRC 2 YEARS 
AFTER YEAR IN WlllCH 
APPEAL WAS WITIIDRAWN OR 

--.=111.c•u,. DESlROY 6 \'EARS, 3 

B. Cases in which !he Board rendered a de,:ision. REllRE TO FRC 6 \'EARS 
AFrER YEAR INWlllCH 
DECISION WAS RENDERED. 
DESTilOY WHEN 11 YEARS 
OLD. 
<DA: Nl-255---94-1> (N 17--49) 

ed afwr September 30, 1979. Cases in which the DESlROY I YEAR AFTER 
appeal was with rawn FlNAL ACTION ON DECISION. 

3-15b] 

1200 19 SYMPOSIA AND CONFERENCE FlLES- MANAGEMENT 

RETIRE TO FRC WHEN I YEAR 
OLD. DESlROY WHEN 5 YEARS

Files (including invitations, attendance teeords, agenda. mi~ reports. 
etc.) of routine and ad hoc conferences and meetings. such as meetings of 

OLD.
non-project worlcing groups and task groups. included are SU>ll' meetings <l!A: Nl-255-94-1> 
related largely to administrative malters. (N 1-39, N24-14) 

1216 21 SPECIAL PRIORITIES ASSISTANCE FILES 

Documents used in requesting, coordinating. and granting priorities. 

A. OFFICE OF PRIMARY RESPONSIBILITY RETIRE TO FRC WHEN 2 \'EARS 
OLD, DESTilOY WHEN 10 
YEARS OLD. 
<l)A: Nl-255-94-1> (N 17-18) 

NOTBS: Only AFS numbem with defimid subjeCIS are waL -Rm'ENTION -For items madmd Pending~ Appmval, NOJ'ES: Only AFS lllllllben with definod subjects .,,, waL -RBTBNTlON -For items mmm! Relclltion Appmval,Pending 

_,....c...Recmds Manager ror iDfonnation and/or queations. CODlll:l your Ceab,r]loconb Manager for inlimllalkm and/orljDOOlioas. 
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ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 

(AFS 1000-1999) 
This document Is updated fraqlBllly; lhere!Dre, pllnted c:oplas may be obsolata. Refer to 1he Change History Log at 1he 
bagtmlng of NPR 1441.1 In the NASA Onlne Dlracllvas lnflllmallon System (NODIS) forcwrenl Vllllllan. 

AD.I 111M 
SUBJECT AREA ORRECOBDTl1LE 
J!ESCR1PTION QF RECORD 511!!!§ 

RETENTION 
<Authori!2 

21 8. AILOTHER Ol'flCES/COPlll Dl!S11lOY WHEN 2 YEARS OLD. 
<DA: Nl455-94-I> 

1280 2U QUALITY MANAGEMENTm.ES 

Flies ml- IO lhe llllUS ofthe ovcall effecti...,... ofdu, Quality 
System at the NASA lnslallalions. 11acoo18 ia"1udc lllldils, OY8lldgbt of 
conecli... ltlion, maapm<ntmiewlllllivllles,qualilyll)'lbm.,..... 
milaadons, andconespa,,dom:o-eammal audiror. 

A. Cl!NTBR.-tJiiFll"RQl!PRIMAR:X:RESPONSffllLITY 
Recordla,oping a,py (paper) 

8. ALL <mPiB OFFlCl!S RecaldlloepiDc""'P)"(papor) 
(Wb"' not"°"""" o1-11cm in -odlodlalos.} 

.... 
- OIi office~ 

epplicalioDs sw:11 ..~- - - ications. 
-

DES'IROYWHEN7 YEARS OLD. 
<DA: N1455-!l!l-3> 

DBSTII.OYWIIBN 3 YEARS 01D 
Oil WIIBN NO LONOl!R 
Nlll!DED. WlllCIIE\IER IS 
SOONEIL 
<DA:Nl455-ll!l-3> 

DEI.El'EAFIEII. 
RE::alDXEEl'INGCOPYHAS 
BEEN PRODUCED. 

-
1328 31 MILITARY REPORTS 

Rqxxls amlc:opimof clocumoalslimn du, Dopatmemofdu:Army, 
Navy, Air Fon:e, and Dofenso. 

DES'IROYWIIBNNO LONGER 
lll3EllEI). 
,cl)A: N1455-94-I> (N 1-33) 

1355 32 llNIVEIISrrY AFFAIRS PROGIIAMFILES 

'l'llole an, case film bpi alpbabew:ally by iadividual. bypmpm. Case 
film will '1(1ieally indade, but notbcl-..i to, applicalionlimlll, 
lrllD8Criplr, propm,,ls, and lcUen ofn,oommaulatiom, .._,ipnllll> for 
each tmJll1"IIL Ra:oros in dlis mies may includeanyollierassocialed 
com,opondence ordocuJnonlalion mlllcd ID du:operatiou and liuu:dons of 
du, pt11gn,m. 

Programs iacluda, but am notlimillld lo: 

All.......i Dosigaeel'rogramNASA/USRA 
ASBI! SummerPEull¥Fellowshipl'rogram 
GllldwllePmgmm iDAelommlcs 
GnldWDSWdenl~l'rogram{GSRP) 
GllldwlleS!mlentllesellCbm3l'qJan,ltlMF 
Historically lllaclr. Collogcs and Uaivasilies (HBCU) 
Sp""" Ta:lmology ~ 811d Ulillzalion l'rogram (STDP} 
Joint Ulllitule lbr Achaacemlmtofl'ligbt Scicm:ea (JIAFS) 
Langley"'""""""'-=Summer Scbolm Pmgmm (LARSS) 
NASASpm:e Engineering J!mean:b ee.m,, Program 
Nllioml Rmeardl Council INRI"\ Rlsldem Rcselldl Assacl•"'.min 

NOTES: Only AFS numbers with defined subjws are used. - REI'ENTION - For items marked Pending Retention Approval, 
contact your Ceuu,r Reconls Manager for infurmation and/or queruons. 

ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 
(AFS 1000-1999) 

This documenl Is updal8d fnlquenlly; thel8lore, printed c:oplas may ba obsolete. Rafer lo the Change Hlstoly log at the 
beginning of NPR 1441.1 In1he NASA Online Dll8Cllvas lnformallon Syatem (NODIS) for cwrent ve,alon. 

AIU mliM 
SUBJECT AREA ORRECOBDTl'l'LE 
DESCRIPTIQN OF RECOg SERIES 

RETENTION 
<A111hont\l.:?.:a: 

32 PIDgram Nllllonal Spam <lnntCollege BIid Fellowship Pmgmm 
OIiier Minority University Prognms 

A. OFFJCHOffRIMARYRl§PONS!BIUfY· Uamraity Alim 

B. ALL QTHBRQFPICFSICOPD!S 

C. ROSTERS OIi. 1.ISili Cl!rARTiaPANTS/INDIVIDUAL II!! 
RB.'IPl!C'l'IVBPRCIGR.AMS 

REI'AIN ON-IIITI!. DESTROYS 
Yl!ARS AFTllRCOMPlEl"ION 
OPltllSPECTIVEPROGRAM. 
cDA: Nl-255-!14-I> 

DESlllOYWHBNNOLONGER 
IIEl!DS) Oil WHEN IU!RlltBNCE 
VALUBCBASF.S. 
cDA:Nl~I> 
Dl!S'lltOY WHEN NOLONGEII. 
NEl!Dl!D. 
<DA: Nl./255-94-1> 

1360 33 JNTEIINA:uuNAL 

CoJJOSpCllll!ance wilb privale individuals oufSide oflbeU.S. requeslin& 
iDlbmudiou «publlcatlnm. 

DBS11lOY 2 YEARS APTER 
l!ESPONSETOREQUEST. 
<l>A:Nl-255-94-1> (N 1-11) 

1310 35 FOJIEIGN NATIONAL VISlTOIIS FJLES 

Dacumeats mating to 1111, .....offinigll natlanlls, iDcludiDg 
autborlzalion&, soc:uri1J clearances. ilinenrles. oonapoadenco, and 
report&, 

Dl!S11lOY1 YIIARSAFIEII. 
TEIIMINATIOII OPVISIT. 
<DA: Nl455-94-I> (N 19-17) 

1370 36 VJSlTOll OPINION CAJtllS 

Fcxmscomplebldby visi-lOCClll!ffl mowing the opinion oflbe 
lileilitios. 

DES11lOY 6MON'J'IIS AFIEII. 
VISIT. 
,cl)A: Nl-255-94-1> (Nl94.II) 

1380 'SI COMMllNITYRELAl10NSl!1U!S 

A. Documeutalion allowing du, development, main.......... and 
impmwmmtofmladaas bet-,NASA and du:commuqity. 

<lSR:::'lllme_,....IDpbcl-locallm&nla~.,... 
IOs--OSl'Cisdoinciadlelocalcommunily.l'Olllly 
chm,Clmml,a-n(~-

8. R<COlds rolllling10speecbea. toua,pasonalappoara,uz,s, lllld01bcr 
sudl mulinc aclivilies. 

DllSlllOYWJll!IIS YEARS OU>. 
<DA:Nl-~I> (N 19-19) 

DESTROY WHEN 2 YEARS OLD. 
<DA: Nl./255-94-1> (N 19-19) 

1380 311 STA'l'ISTICALREPORTS m.ES 

Statislk:lmprdiqpublic lffilill amvmm ofOml.emmruae in 
c,ompi1iDg IIOIIUllllllllal mpo111, inoladiDg lllllisli:s n,prding dlsaemiDallml 
ofpublbdons and - ofpublil:alia,& in SIOOk. 

NOTES: Only AFS numbets with defined subjects are used. - RIITENTION - For items marked Pending Retention Approval, 
oont&:t your Ceul1lr Records Mamger for information and/or question'" 

r 
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SUBJECT AREA OR RECORD TITLE 
AFS# ITEM DESCRIPTION OF RECORD SERIES 

A. HO: PUBLIC AFFAIRS IOPRl 

B. CENTERS· OfliceofPrimaryResponsibility 

C. ALL OTHER OFFICES/COPIES 

NASA PERIODIC INFORMATION SERIES. HOUSE ORGANS 

Periodic newsletter, bulletins, or similar types ofofficiaJ Center 
blications that contain information relating to Center facilities, 

• ns. significant projects, mission development, personnel, social 
fabric. an other infonnation of interest to NASA employees. 

B. Reoonl Copy. 

1380 40 BIOGRAPHICAL RECORDS FOR PUBLIC AFFAIRS. NASA 10 
BRPA 

PASR Current biographical information about principal and prominent 
management and staffofficials, program and project managers, scientists, 
engineers, speakers, other selected employees. involved in newsworthy 
activities, and other participants in agency programs, with a recent 
photograph when available. Data items are those generally required by 
NASA or the news media in preparing news or feature stories about lbc 
individual and/or the individual's activity with NASA. 

1380 41 AUDIENCE REPORT FORMS 

RETENTION 
<Authority> 

DESTilOY WHEN 5 YEARS OLD. 
<DA: Nl-255-94-1> (N 19-l!) 

DESTilOY WHEN 3 YEARS OLD. 
<DA! Nl-255-94-1> (N 19-8) 

DESTilOY WHEN I YEAR OLD 
OR WHEN NO LONGER 
NEEDED, WHICHEVER IS 
SOONER. 
<DA: Nl-255-94-1> (N 19-l!) 

"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 • 

A.'ICE WITII 36 CFR 
CURRENT NARA 

TEMPORARY. 
TR~'JSFFR A SECOND COPY OF 
EACH ISSUE TO LOCAL 
CENTER HISTORY OFFICE. 
DESTROY WHE.~ NO LONGER 
NEEDED. 
<DA: Nl-255-05-01> 

RECORDS ARE MAINTAINED 
AS LONG AS THERE IS 
POTENTIAL PUBLIC INTEREST 
DI TIIEM AND ARE DISPOSED 
OF WHEN' NO LONGER 
REQUIRED. 
<DA: Nl-255--94-1:> 

DESTROY WHEN 2 YEARS OLD. 
<DA: NI-255--94-1> 
(N 19-11) 

NarES: Only AFS numbon with defined subjects are used. - RErENTION - For wom, marked Pending Rolontion Appmval, 
contact your Center Reconls Manager Im infunnalion and/or quostkms. 
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ITEM 

1382 so 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

FOIA REPORTS 

Recurring reports and one-time information requirements relating to lbe 
agency implementation of the Freedom of Information Act, including 
annual reports to the Congress. 

ANNUAL REPORTS TO CONGRESS MAINTAINED AT 
THE AG L 
Reoon!Copies: HQO 

B. 

C. ALL OTHER COPIES/REPORTS 

NEW RELEASES 

One copy ofeach prepared statement or announcement issued for 
distribution to the news media. Published or processed documents, such 
as ''Press Kits," "Fact Sheets," "Current News," and all other materials 
used mainly for news media. 

ews releases that announce events such as adoption ofnew programs, 
te • ations ofold programs, major shifts in policy. and changes in 

ncy personnel and may be a textual record such as a formal 
press rel r non-textual, such es films, video, or sound recordings 
(typically clea, ugh HQ). 

A. 

HQ: 

B. STENNIS SPACE CENTER ONLY 

The following items as originally produced and distnbub:d by SSC 
both on•site and locally by the Office of Public Affairs: News 
Releases - Fact Sheets - Brochwes 

RETENTION 
<Authority> 

• PERMANENT • 
RETIRE TO FRC WHEN 3 YEARS 
OLD. TRANSFER TO NARA 
WHEN IS YEARS OLD. 
<DA: Nl-255-94-1> 

DESTilOY WHEN 2 YEARS OLD 
OR SOONER IF NO LONGER 
NEEDED FOR 
ADMINISTRATIVE USE. 
<DA: Nl-255-94-1> 

• PERMANENT • 
RETIRE TEXTUAL RECORDS TO 
FRC WHENS YEARS OLD. 
TilANSFER TO NARA INS YEAR 
BLOCKS WHEN 20 YEARS OLD. 
<DA: Nl-255-94-1> (N 19-1) 

AUDIO VISUAL RECORDS ARE 
TO BE TRANSFERRED TO 
NARA IN ACCORDANCE wmt 
MEDIUM OF CREATION. 
RETIRE IN 5 YEAR BLOCKS 
WHEN 5 YEARS OLD. 
<DA: Nl-255•94-l> (N 19-1) . 

ALLY TO 
REGION. 

I EAST 
PO 
ASSOC 
IND . 
<DA: Nl-255-

NarES: Only AFS numbeB with defined subjeclS an, used. - RETENTION -For ilems marked f!ending Rolontion Approval, 
contact your C.Otor Roconls Manager for inlimnalion and/or questions. 
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RETENTION 
<Authority>AFS# r.rnM 

131!2 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

C. ALLOTHERCENTERS OFFICES ORCOPIFS 

INFORMATION SERVICE REPORTS 

Routine rcquesis fur exhibits, speakers, tours, and personal appearances 
by NASA officials and asttonaulS. 

NASA RADIO PRESENTATIONS 

Office ofPrimaiy RcspoDS1oility; HQ (Office ofPublic Alfaim / Code 
PMDJ 

B. 

1992 AND EARLIER 

One copy ofeach radio program as creaied by NASA and provided 
to the geaeral public and radio stations. Formats can consist o~ but 

not limited to: NASA Radio Special Reports; Audio News 
; and Space Notes. (Mediums of1!1111Sfer consist of: Reel-

• ca.ssettes; transcriplS; etc.) 

ut NASA programs/projects. 
Slmies ore created as weekly io shows and are distributed 
every 4 weeks. Maslers consist o stories appro>imaldy 4 1/2 
minutes "in length and 4 items entill rontiers" each is a 90 
second versionoftbeSpaceStory. En "and "Spanish" 
versions ofeach program. including a wri anslation. ifone 
exists. 

NOTE: Spanish versions ofthe NASA Radio programs c 
the NASA Space Stories produced app,oximaldy every 1-2 
weeks every 4 weeks with one 4 1/2 minutJ, and one 90 seco 
story which duplicate/copy an English story. 

2. NASA Special Repons. 

3. NASA Space Noles. 

Radio programs ..-....,.I by NASA and provided to the general 
public and radio stations. 

<DA! Nl-255--94-b 
(N 19-3) 

AFS# 

DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE. 
<DA: NI-255-94-J> 

DESTROY WHEN 5 YEARS OI.D. 
OR WHEN NO LONGER. NEEDED 
FOR REFERENCEWIUCHEVER 
IS FIRST. <Ilk Nl-255-94-1> -

•PERMANENT• 
RETIRE TOFRC l YEAR AFTER 1382 
RELEASEORDEUVERY. 
TRANSFER TO NARA WHENS 
YEARSOLD. 
<Dk Nl-255-!14--l> 
(N 19-3) 

• PERMANENT • 
TRANSFER l PRODUCllON 
MASTER. (l/4" OPEN REEi.-TO
REEL TAPE) AND l DUBBED 
CASsEITE COPY TO NARA 
ANNUALLY, ALONG WITH l 1385 
HARD COPY OFTIIE LABEL 1385 
INFORMATION FOR EACH 
CASSEITI!. 

r.rnM 
S7 

58 

62 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

C. NASA OFFICIAL INTERVIEWS 

1. Raw and Routine interviews. 

These are interviews done for mscarch and background 
infonnation for production of NASA Space Stories and 
Frontiers. (These interviews have been produced oo DAT 
Tape,, cassettes, and 1/4" n:el-to-reel tapes.) 

ial Interest Interviews. 

'l'he$e are unique interviews •... A ~n:cials oonceming 
CUI1Cnl items. issues. orreseareh programs/proJ ·- __ • ,_ 
ofspecial siguificance to NASA. 

PAO CLIPPING FILES (SSC ONLV) 

Files ofarticles appearing in technical, trad~ commercial publications or 
magazines on NASA and/or the space program in general. Files may 
include infonnation collected, which pertains Ill specific pmgnuns being 
conducted at Stennis or any other center with regard to space and 
aeronautics research. 

SPEECH FILE'S 

Official speeches by NASA personnel. Speeches, addlcsses, comments, 
and remades mllrlc at formal c=nies and during interviews by beads 
of agencies or their senior assistants concerning the programs of their 
agencies. The speeches and addresses may be presented to ""ocutivc:s 
from other Federal agencies, representati~ ofstate and local 
governments. or private groups. 

JLITY 

B. ALLOTHEROFFICF.S/COPIES 

RETENTION 
<Authority:?.. 

DESTROY WHEN 2 YEARS OLD 
OR WHEN NO LONGER 
NEEDED. WIIlCIIEVER IS 
SOONER. 
<Ilk Nl-255-94--1> 

• PERMANENT • 
TRANSFER I PRODUCllON 
MASTER.AND 1 DUBBED 
CASSE'ITECOPYTONARA 

Y ALONG WITH I 
HARD .uaoR 
BACKGROUND 
CREATED. 
<DA: Nl-255#1> 

DESTROY WHEN NO LONGER 
NJ;EDED FOR REFERENCE 
VALUE OR TRANSFER TO SSC 
HISTORJAN'S OFFICE. IF 
TRANSFERRED ronm 
HISTORIAN, THAT OFF!CE 
Wll.LDESTROY WHEN NO 
LONOER. NEEDED. RECORDS 
CANNOT BE REl1RED TO AN 
FRC. 
<Dk Nl-255-94-1> 

(see below) 

HETIRETOFRC l YEARAFIER 
- ·"""'-NARA 

IN 5 YEAR BLOCKS WHEN ,u 
YEARS OLD. 
<Ilk NI-255-94-1> (N 19-2) 

DESTROY WHEN NO LONGER. 
NEEDED FOR REFERENCE. 
<DA: Nl-255-94-1> 

NOl'l!S: Only AFS ...--dellnod IIUbjecls..,, UICI!. -REl'ENl'ION-Foritam llllllbdl'encliogRdmlon Appmvll, NOT.t!S: Ollly AFS DIQllben wilhdelbted subp:la m,med. -llEl'BNTION-PorllomamamdPendingRetealim Appaval, 
COD1.11CtyaurCea11orR,ardsManaprlbrinlbrmallonand/arquesmns. contact )'llllt Omtm-Roconla Mm,apr lbr lnllmlladon -r/or quslons. 
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1385 

ITEM 
63 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

SCRIPT Fll,ES 

RETENTION 
<Authority> 

Official film, radio, and television scripts. 

OFFICE FPRIMARYRES N IBil,IT * PER..\tANENT. 
RETIRE TO FRC I YEAR AFrER 
RELEASE OR DELIVERY. 

SFER TO NARA IN 5 YEAR 
B OLD. 
<DA: NI-255-94-1> (N 1 

B. ALL OTHER OFFICES/COPIES DESTROY WIIEN NO LONGER 
NEFDED FOR REFERENCE. 
<DA: Nl-255-94-1> (N 19-3) 

• PERMANENT• 
TRANSFER 1 COPY ANNUAU.Y 
OF All. PUBLICATIONS 
CREATED TO NARA. 

-94-1> (N 19-10) 

B. PRE-PUBLICATION MATERIAL RETIRE TO FRC WHEN 1 YEAR 
(General publication files, i.e. ST!, R&D, publications held at CASI OLD. DESTROY WHEN 5 YEARS 

- See Schedule 2, AFS 2220) OLD. 
<DA: Nl-255-94-1> (N 19-10) 

1387 65 EXIDBITS 

A. SMALL ROUTINE EXHIBITS 

Files consist ofcase re.coJds and related documentation/materials, 
pictures ofset-up/dcsign, and specification sheets. 

B. LARGE MAJOR EXHIBITS 

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

C. SPECIAL EXHIBITS 

Files consist of case files on special project/exhibits, unique 

DESTROY WHEN NO LONGER 
NEFDF.D. 
<DA: Nl-25S-94-l> 

• PERMANENT• 
RETAIN EXHIBIT MATERIAU 
DOCUMENTATION ON-SITE 
FOR2 YEARS AFI'EREXHIBIT 
IS CLOSED OR RF.MOVED, 
THEN TRANSFER TO NARA. 
<DA: Nl-255-94-1> 

AFS# ITEM 
SUBJECT AREA OR RECORD TITLE 
DESCRIPTIONOFRECORDSERIBS 

RETENTION 
<Authority> 

YEARS OLD, WIIICIIEVER IS 
SOONER. 

AirSbow(s) 
-·· 

1387 66 Fll,M Fll,ES (JSC ONLY) 

Records created with regard to films, comprised of contractor cost records 
and contain contractor-proprietary infonnation. 

<DA: Nl-255-94-1> 

RECORDS ARE RETAINED AT 
JOHNSON SPACE CENTER FOR 
5 YEARS AFrER TERMINATION 
OF CONTRACT; THEN 
DESTROY. 
<DA: Nl-255-94-1> 

1392 67 PRE-PUBLICATION MATERIAL· EDUCATIONAL 

Fdes consist basically of.separations, photographs. camera-ready artwork 
used primarily to produce final educational publications. 

RETIRE TO FRC WHEN 2 YEARS 
OLD. DESTROYWHE.'i 10 
YEARS OLD, EARLIER 
DESTRUCTION IS AlITHORIZED 
IF MATERIAL IS NO LONGER 
NEFDED OR USEFUL 
<DA: Nl-255-94-1> 

1392 68 EDUCATIONAL PROGRAMS 

Fdes of the Spacemobile Operations, schedules, attendance., contracl fdes. 
Fdes al.so know as "AF.SP" Aerospace Education Services Program, arc 
included in this series. In addition, records ofschool attendance/ visits 
are filed in this categoty. Other records that are considered similar and 
are included in this series arc: 

-Governor School Program: 
Program designed for gifted students; run by the State Department 

- Explorer Scouis Program: 
Program for high school sbJdents during the regular school year. 

-NEWEST Program: 
Workshop for teachers; tanghl 2-weeks every year. 

NOTE: These records may also be a part of the SHARP system of 
recoros (NASA 10 SPER-PASRJ. 

RETIRE TO FRC WHEN 2 YEARS 
OLD, DESlROY WHEN 10 
YEARS OLD. 
<DA: Nl-255-94-1> 

(N 19-7) 

1392 70 TEACHER WORKSHOP FILES 

Fdes of reacher workshops showing number ofseminars, location, 
attendance. and brief outlines ofprograms. Included in these records are 
requests for services and teacher resource files. 

RETIRE TO FRC WHEN 5 YEARS 
OLD. DESlROYWHEN 10 
YEARS OLD. 
<DA: Nl-255-94-1> 

1394 71 MOTION PICTURE Fll,MS 

NOTE: The foll.owing dispositions arc for FILM ONLY. VIDEO 
productions are in SCHEDULE 2 and SCHEDULE 8of !his handbook. 

Fll,M FOOTAGE THAT MAY BE DISPOSED OF: 
- Extra copies (master positives; duplicate negatives or prints) of 

original materials, which have been forwarded to NARA or the 
aonronriate FRC. 

programs, including photographs oflhe projecl/exhibiL Examples 
ofsuch exhibits are, but not limited to: 

World Fair.; 
NOTES: Only AFS numbers with defined subjOCIS me used. - REl'l!NTION - For itoms maibd Pending- Appmval, NOTES: Oaly AFS numbers with de6m,d subjects an, used. -REl'ENTION - For i .... mado:d Pending Relention Approval, 
contact your Cel1ler Reconl5 Manager for inlimnation and/or questkms. contact your Cenll:rRecoJds Manager for infomialion and/or queslions. 
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SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

• Original film footage. which is unusable because of inferiOT qw,lily. 

~Copies ofmotion pictures which were made by other agencies and 
which are no longer useful or do nnt pertain to NASA activities. 

or contractors for research and 
which require phot<,-hic (film) 

support 

~ 

71 

1. 

2. Engineering film • which bas documenlllly (historical) value as 
well as teclmical value. 

3. Other engineering film footage necessary for development and 
perfonnance resting, which has been documented in project 
reports. 

2. 

3. 

D. AGENCY SPONSORED FlLMS • OTHER: 

!. Films used for the visual pn,sentation of infonnation to the 
public. 

(a) Office ofPrimary Responsihili1y: 

RETENTION 
<Authority> 

• PERMANENI' • 
RETAIN ON.SITE FOi< S YEARS. 
ntANSFER TO NARA (CO!.l.EGI! 
PARK, MD) Wlll!N S YEARS 
OLD. MATERIALS TO BE 
INCLUDED: ORIGINAL 
NEGATIVE Oll COLOR 
ORIGINAL PLUS SOUND AND 
ONE PROJECTION PRINT. 

!NATE TilIS TRANSFER 
SA HQ BEFORE 

DISPOSmON. 

TRANSFER TO FRC I YEAR 
AFl'ER PROJECT COMPLEI"ION. 
CANCELLATION, OR 
TERMINATION. DESTROY 
Wlll!N 5 YEARS OlD. 
<DA: Nl-2SS-94-l> 

•PERMANENT• 
TRANSFER WITH ORIGINAL 
FILM ALONG wrm 
IDENTIFYING INFORMATION IF 
POSSIBLE. 
<DA: Nl-255-94-1> 

DFEl"ROY IMMEDIATELY 
AFI"ERUSE. 
[Gl<S21-24] 

•PERMANENT• 
RETAINFILM ON-SITE FORS 
YEARS. TRANSFER TO NARA 

NOl'ES: Oaly AFS numbmB wi1h de&ud sul!jocls an, mal. - lUll'ENTION- F<lr ilem■ 11111W Pmdiog ~Approval, 
COlllllclyour<:mm'RacmdsMaaaprtilrilllil.-lonaml/orquadons. 

RETEN'tlON 
AF§.! DESCRIPTION OF RECORD SERIES 

SUBJECT AREA OR RECORD TITLE 
<Authoricys, 

(COI.LEGEPARK. ) WHEN 5 
Examples ofsuch films ate. but not limited to: YEARS OlD. MATERIAL TO BE 

INCLUDED; ORIGINAL 
NEGATIVI! OR COLOR Television news rcJeases and information repons. i.e.. ORIGINAL PLUS SOUND

•gJ!ls" • Press oonf: mission repotts TRACK; AND INTERMEDIATE
".Resource a cut edit with sound track MASTER POSII'IVE OR 
'"Post Launch Briefing OUPL!CATENEGATIVEPLUS 

SOUND TRACK; AND SOUND 
Pl<OIECl10N PRINT, ALONG 
wrrn COMPLl!TE IOENTIFYING 

DON. COORDINATE 

WITIINSll!PMENT. ~RE 

<DA: Nl-255-94-1> 

DESTROY WHEN NO LONGER 
NEEDED FOR Rl!FERl!NCE 
PURPOSES. 
<DA:Nl-2SS-94-I> 

(b) Allotheroffices/copies. 

(c) Original film used ,o create the "Highlights" and "Resource TRANSFl!R TO FRC WHEN 2 
Tape". ~~ES"Il<OYWlll!N 

<DA: Nt-255--94-1> 

• PERMANENT •7'1111,~ltli!!.llal) such as training films !hat explain agency 
l<El'AINON-SITEFORSYEARS. 
TRANSFER TO NARA (COI..LEOE 

functions or ac • • • for inu:mal or extemal 
distnbulion. 

PARK, MD) Wlll!N 5 YEARS 
OlD. MATERIALS INCLIJDED: 

~--i..='''"""ALNF.GATIVEOR 
COLOR. S SOUND 
TRACK, ANDONEP 
PRINT. COORDINATEWflll 
NASA lJQ BERlRI! SHIPMENT. 
<DA: Nl-255-94-1> 

-
cements and infonnation reports other lhan !hose ~~~(~~Er---1,~-1--3•·-Films:?:o:f;spo,,~SQ~red~television~;·:·Enew::;·:re:l•:•ses:·:p:ub:li:·c:•:cm:·:ce:(:or:1•1P!!llM~~ANENI'~.

identified in B •• D. • PARK, MD) WHEN 5 YEARS 

'94,,,1,;~-~----

4. Library copies offilms. Dl!SIROY Wlll!N FILM -
BECOMES INACllVI! OR 
DAMAGED. 
<DA:Nl-2S.'l-ll4--I> 

FORMAL DIRECI'IVES, NASA MANAGEMENT 
ONS (NMI), PROCEDURAL, AND OPERATING 

MANUALS 

Fcnnal dire,:tives distributed as oroers. circulars, eafD!llllual 
furm announcing major changes in the Agency's policies andpro"""lml_j-.__ 
Norroally these are issued by alllhorily of the head of the agency. 
Extensive entl detailed in • manuals. 

NOTBS: Only AFS numbed with de&ud subjects are used. - IIBl'BNl'.ION- For items 11111W Pmdiog~Appaml, 
CODIIOtyourOmter:Ra:mds--larldlnnaticmllld/arqullllonl. 

https://SPONSORBDFll.MS
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RETENTION 
DESCRIPTION OF RECORD SERJF.S 
SUB.JECT AREA OR RECORD TITLE 

<Authority> 

•PERMANENT* 
RBl'IRB TO F1tC I YEAR. APTER 
Bl!COMING OllSOIEIEOR 

nolatedro-pmpmfimalcas.Mlmagemenl 

~OpendonsDMslnn, NASA Hoadqwlrletl 

SUPllltSBDllD. 'IKANSPER TO 
NARA IN S1/IWI.BLOCKSollice.Respollsible formallltainlng all llOCOlds and 
WHEN 20Yl!ARS 01.D.

b lllllerial pc:nainlng ID each published inslluctina, <DA: Nl.ass94-l>
hmDJDOI!:; !icy daecti..., e1e. Included in lllis oeries is the cue Oil~ 
Illes n:lalm ID issuancc whlehdocumeut_,. oflhe 
~of ance, including slgnlllcant backup. 

"""""'815; original ' -;""'· 

B. ~ 

•PERMANENT• 
RBl'IRB TO FllC S Yl!ARS APTER 
CANCELLATION Oil WllllN 
SOl'llRSEDllD. 'IKANSPER TO 
NARA REOIONALAllCIIIVB INS 
1/IWI.IILOCKSWHEN20YEARS 
OLD. 
<DA:Nl-1> 

2. ROUTINEISSUANCES 
lssuancealllhadlOl'OIKiaeldmi-limclioas(IJ,., 
_D,...,.....,,,...p<nomol,dc.) 

Casefileoi=lamdrotbeabowdocuma!ts. 

NOl'l!S: Only APS numbers with defined subjects an, used. - RET!!NTfON - For items mlll:lred l'alding Ret,ntlon Approval, 
contact your Center Reconls Manager for lnfonnation and/or questions. 

ORGANIZATION AND ADMINISlRATIVE RECORDS SCHEDULE 1 
(AFS 1000-1999) 

Thia document la updaled lnlquenlly; therefore, pmted copies may be oll8olale. Refer le1he Change Hfslory Leg at the 
beglrvmg of NPR 1441.1 In the NASA Onllna Directives lnlormallon 8yslam (NODIS) for current wnlan. 

RETENTIONSUBJECT AREA OR RECORD TITLE 
<Authority>PESQUPTIQN OF RECORD 6EBJFllMU lIIM 

TRANSFERBACXmlOIJNDAND 
INSTRUCTIONS. Ere. IQ BE PQBUSHEP 

72 C. QFFlCBS PROMULGATING PQLJCiES PROCBDURllS, 
RBI.ATE!) MATI!RIAL TO 
AGENCY Ll!VELISSUANCB 
Ol'l'ICE(l"IEM A) 
<DA:Nl-1> 

DES'lll.OY COPIES Ol'IIECORDD. corms QFTHJS MATERIAL RBTAlNBD JN 
MATERIAL Wlll!NNOLONGERPROMULGATING OFFIC§ 
Nlll!Dl!D. 
<DA: Nl455-!14-I> 

DESTII.OY WllllllSUPERSEDED.E. ALL onmg OFF!CESICOPmS, lNCLIIDlNG EU!CTRONJC 
OIISOLIITE. Oil NOLONGER. 
NEEDED. 

~ 

<DA: Nl-255-114-1> 

RECORDS MANAGEMENT JILES 

J. Bllicdoc,,m,mtatioa ofIIOCOlds 
pmgmms. including SF HS, Iwp,est for 
Aulhority; SF 135, RCC01ds TnmsmittaJ and Receipt; SF 
bquatto Tnmsfcr, Approval, mdRec:eipt ofReamls to the 
National AR:hivesoftbe UailodStmm; and, mlalod 
doculllCllllllicm. 

(Ill Al/=YRoconls01llc:er. Rln"AINON-Sl'IIIINDl3l'INITELY 
UNTILNO LOllOER NEEDED 
l'OllAmllNISiltA'IIYE 
PIJllPOSl!S. DES'lll.OY APTER 
NEXTCOMPI.El"ERIMSIONOP 
SCHEDULES HAS Bl!BN 
PIJBIJSHED OR Wllllll SO 
YEARS 01.D, WHICHIMlR IS 
LONGER. 
<DA: Nl-25S-94-1> 
(N 1-25) 

(b) CenlerRecotds Manapn (Ol'R). Rln"AINON..SITEAND 
DESTIIOY WHEN NOLONGEll 
NEEDED FOR REfERENCEOll 
WHliN 75 Yl!AIIS OLD, 
WHICIIIMIR JS UlNGl!R. 
<DA: Nl-255-114-1> 

DES"llWY 6 Yl!AIIS APl'l!R Tllll 
RBLATEDIIEIXlRDS ARB 
J>PSnWYllD OR TRANSFERRl!l> 
TONAIIA, WIIICIIBVllll IS 
Al'PUCAIILE. [GRS lll-2a(2)] 

(c) All od...-officea/cop!m. 

NOl'ES: Only AFS numbers with defined subjects are med - RETI!NTION - For item• marked l'aldingRet,ntion Appmval, 
contact your Center Records Manager for information and/or questions. 

https://DES'lll.OY
https://DESTII.OY
https://DES'lll.OY
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SUBJECT AREA OR RECORD TITI.,E 
.11:f,M DESCRIPTION OF RECORD SERIES 

B. Records Holdings Ftles 
Statistical reports ofagency holdings. cleanup campaigns, including 
feeder reports fu>m all offices and data on the volume ofrecotds 
disposed ofby deslructionor transfer to NARA. 

2. 

c. Conespondence, reports, anlhorizalions, an 
relale to the management ofagency recon:ls. includ 
as forms, correspondence, reporr.s. mail, and file managem 
use of microforms. ADP systems, and word processing; reconls 
management su,veys; vital m:onls programs; and all olher aspects 
ofrecords management not covered elsewben, in !his schedule. 

D. Local ios1ructions on reccnls Illlllll!gcmcn~ including su,veys, 
inventories, studim, feeder reports, and general oorrespnndenoc. 

E. Office recotd locator mes, indexes, or listings that are uwl to locate 
reconls in cum:nt files, or files that have been transferred to staging 
area-, or retired to FRC; including file plans and office: copies of 
shipping lists. 

F. NASA Form 1418, i'rop<lsed Change to NASA Reconls Control 
Sclrednles. 

I. Agency Recotds Officer. 

7S (a) Approved NF 1418, 

(b) Disapproved NF 1418. 

2. Center Reccnls Managers. 

3. All other offices/copies. 

NOI'BS: Only AFS nmnbon wilhdaliaod ,uldocls n UIOd. -REl'BNTION-Pormsmabdl'omlinglto=iionAppmval, 
<OlllaclymsrCmlerhcoads....._lbrinlbimmonaad/orqualiom. 

RETENTION 
<Authority> 

DESTROY WHEN 3 YEARS OW. 
[GRS 164a) 

DESTROY WHEN 1 YEAR OLD. 
[GllS 16-41>] 

DESTROY FILE PLANSJINDEXES 
WHEN SUPERSEDED. DESTROY 
LISTS (Sllll'PlNGIIRANSFER) 
WHEN RECORDS THEREON 
HAVE BEEN DESTROYED, OR 
WHF.NnIE UST IS NO l.DNGER 
NEEDED FOR REFERENCE. 
<DA: Nl-255-94-1> 

Fil.E WITH SF 115 OR SF 258 
CASE FILE AS APPROPRIATE. 
DESTROY ASDJRECTEDIN 
ITEM A 1. ABOVE. 
<DA: Nl-255-94-1> 

RE11JRN ORIGINAL TO 
INSTALLATION OR OPR. 
DESTROY COPY ONE YEAR 
LATFJL 
<DA: Nl-255-94-1> 

DESTROY 1 YEARAFI'ER 
PUBLICATION OF DISPOSmON 
STANDARD OR 1YEAR AFTER 
DISAPPROVAL. WHICHEVER IS 
FIRST. 
<DA: N1-255-94-1> 

DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE. 
<DA: Nl-255-94-1> 

ORGANIZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 
(AFS 1000-1999) 

lh!s 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. 

SUBJECT AREA OR RECORD TITLE RETENTION 
AFS# DESCRIPTION OF RECORD SERIES <Authoril:)!>: 

FINDING AIDS 

DESTROY OR DELETE wrrn 
1llERELATED RECORDS.

Indexes, lists, registers, and other finding aids in hard copy or 
clcctromc form used only to provide access ID ,econls authorized 

[GRS23-9)
•onby the GRS or an approved imm in this schedule. 

m this series are reccrds containing 
abstracts or olher info can be used as an information 
source APART from the related, An SF-115 MUsr BE 
SUBMl'ITED by the Agency Records O R TO 
DISPOSAL of thme records-.Contact the local onls 
Manager for guidance on this pmcms'. 

B. Fmding aids for series ofrecords that HA VE BEEN accessioned •by 
the National Archives and R£.onls Administration and those 
relating to major program case files not previously authorized for 
disposal. 

C. All other finding aids/copies. 

1442 78 GENERAL OFFICE FILES 

A. Cl-IRON FILES READING FlLES 

Files that am extra cop~. convenience copies. n:fe1Cnce copies. 
which an; filed and maintained in clm:mological order. These are 
duplicat=s aad ARE NOT the official record copy (yellow). 

I. A TRANSFER TO INSTALLATION 
RECORDS MANAGER WHEN I 

DESTROY WHEN 3 
<DA: N1-a.5S-94-l> 

1. A note or other reminder to take some action. ~TAKEN 
GllS 23-6a (N l 

NOI'BS: Only AFS numbers wi111 ddined subjeoll n am -Rlffl!NTION - Por ilanl llllDiedPeiuliDgllclailkm Appm,,al, 
COllll&:tymsrCmlerRa:onla~lixialiHmationand/orquealiom. 

FOU.OW DISPOSITION 
INSTRUCTIONS FOR TUE 
IIECOIWS TO WHICH TIIEY 
RELATE, OR DESTROY WHEN 
NO LONGER NEEDED FOR 
REFERENCE. 
<DA: Nl-255-94-b 

: 

TRANSFER TO IUSTORIAN'S 
OFFICE WHEN I YEAR OLD OR 
WHEN NO LONGER NEEDED 
FOR REFERENCE. ll!STORIAN 
WILL DESTROY WHEN NO 
LONGER NEEDED. 
<DA: Nl-255-94-1> 
(N 1-9Q 

https://relat.ed
https://DPSTR.OY
https://campaig.as
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SUBJECI' AREA OR RECORDTI'D.E 
DHQUPTIONQFRECQBP mnp 

RETENTION 
<Authority> 

Wl'lllDllAW DllCIJMBNTS 
WHEN REPLY IS REC1!1VBD. 
fl!ll!!;.IP'stlSPl!NSl!COPYlll 
ANBX"l11A, DBmlOY 
IMMEDIATELY; IP'COPY IS 11IE 
PIIJ! COPY, INCORPORAmlT 
llffl) TIil! Ol'l'ICIAL l'ILES. 

C. TRACIQNG AND CONTROLJ!ECOBDS 

DES'l11.0Y ORDELEl"EWHEN 2 
Yl!ARS OLD, OR2 Yl!ARS

n,gilWs, 1111d Olber.......is la-capyarelecllllaic limn 
lhellalUS ofc:omspcmdonco, n,porla, 

APTl!ll111EDAmOPTHHarOlberiecmdsllllll 111e bydlBGRSm LATl!STl!Nl1lY, WIIIClll!Vl!RIS 
dds-

D. JNP911¥ATIQN OOPIPS 
DESTROY WHEN I YEAR OID 
OilWHEN NO LONGER 

Cupa..Crmwpoadtmte,n,po,IJI, m:Olberdocummds lbat an, Im 
-usellld1111DOt made apmtofm officialsul!jeotarcase NEBDED. WHICHEVER Ill
liJe. SOONER. 

- Nl-25Sll4-I> 
I 

1470 7' MANAGIIMBNTJMPllOVl!MENT:RBl'ORTS 

Mlllapmm,tUllplMIIDlllll.nopml.lmbmillm IDthaOlliceof (N 1-5) 
MaaapmontllldBadpl(i.e.,A-76Rq,orls) lllld-llllal,-. 
"lbisincludes--llldRosullBAl:t(Gl'RA) 
dewolopmmillllldfinalmcmds. 

A. OFFICI! OF PRIMARY RESPONSmn.rrv RE11RB10PRC WHEN 5 YEARS 
OU>. DllS11lOYWHEN 20 
Yl!ARSOU>. 

- Nl-25Sll4-I> 

B. AIL qrHBR OfFICJ!SICOPU!S DBmlOY WHEN2 Yl!ARS OLD. 
<DA: Nl-25Sll4-1> 

1490 80 OFl'ICE COPYING EQIJIPMENTIIILES 

A. l'lucunmtmt....-,NASAFonnSl,juslificalicms. _.or DBSTROY2 YEARS APmR 
disappnwall, locab,d inollil:m (lid. thaollicepmcmingtha ACQU1S1'l10N CFB;!UIPMENT 
oquipmlllll) -pun:base ornmllll equipmmt (IIXl:llpl Oil AFIER DISAPl'IIOVAL 

4>A: Nl-25Sll4-I>oquipmlllll in pdDtinr. duplil:almg, or n,pmdal:tian lal:ilitillS). 

B. Dailyproduolioa_..- DESTROY 90 DAYS APmR 
INCLIISlllN Ol'DATA IN 
MONTHLY (OR 011ll!R 
CONSOLIDATBD) REPOKT. 
4>A: Nl-25Sll4-I> 
(Nl6-7) 

Nm'l!S: Only AFS IIUlllbarl wlrh delilNd subjecls 1111 med. -Rl!Tl!tfflON- For ltmns...-PendlngRe!mdil>II Appo,,al, 
CCIIIIICt:,our Ccalerlla:onls Mm,pr fil<iulbmulllonandlarcp-.. 

ORGANZATION AND ADMINISTRATIVE RECORDS SCHEDULE 1 
(AFS 1000-1999) 

Tola document Is updalacl lraquantly; tharalora, pmtad copies may be absolata. Reier to Iha Dlanga Hslory Log at Iha 
bagnnk,g of NPR 1441.1 in Iha NASA Onlna Dlracllvaa lnlonnatlan Syalam (NODIS) for cu11'8111 vandan. 

rm,;ADJ 

1490 82 

82 

84 ~ r--

SUBJECT AREA Oll RECORD 'l'l'fi.E 
DESCRIPTION QE RECORD lm1HRJI 

C. Production ,q,mts (Oilier Ihm daily), cmt iecmds fmcludiug 
mpairs, maintaumco, ""l'Pn..., apnling labor, depn,cialicm) and 
stw:lim. 

JOB OR l'ROJEC1' l!'ILIIS -PIUNTING 

..
Job orpmjoct iecmds IDtha 
planning lllld-ofdupllcalion, llld dislribulimofjabl 

A. Files peitainin& ID a.. a:complisbmeac mlhejob, Wllllinillg 
"'quisiticms, bills, amples, IIIIIIUICript cloonmces, lllld"'1aled 
-"""1usiveof. 

- Requlsitkms Oil Ille PubBc l'liDter 1111d iellled ,ermda; md, 
- Ra:mdsiellllhlg ID .....,..,oblaiaalDDllidelm"-1-

B. Fikos pell8iniag ID pllllDillg 1111d Oilier recbaical mallaB cmc:aning 
lhese sorvica. 

C. NASA Hadqumtels Dupllcallng Celltor- ln-amseduplil:alion 
Ollly, ""'°""' iellllng ID die _,,aloa, em:udon, n,pmdudim (i.e., 
FonnSI - HQ PrinliDg 1111d Rq,mdw:tim Roquisi1ion1R,, au! 
di&lribulioo. 

JOINT <DMMl"lTl!EONPIUNTING-REl'ORTSTO/ 
A'IJTIIORIZA.TIONS 

"it--- - -- ID tile Jollll CommlDm cm PllnllDg repnlillg the 
opendcmo~BplllllB au! inVlllllllrim ofprindng, 
biudmg, md "'1lled ,._ Class A and B plmls or in 
stonp. 

B. Copiosofmpollll i••-"'JICIIWII units 1111d dleir.-

c. Cunapoadmce and au~by llmlCP lllld mlal,d popon, 
conc:rmillg-~"'1acalion,llllddi-ablna-urof 
plinlingplmts. 

D. RecanWlepo,ts cmc:aningthe ac:qulsitfon, tnmlll=r, llld cllsposal of 
~ 

I!. All other miscellaneous .,_,_,icm, ~g., inclusion ofprinling in 
QiillrldSorgmnla. 

a 

RETENTION 
<Authoritv> 

DESTROY WHEN 5 YEARS OLD. 
(IFlll!CORDS AREKEPI" 
SEPARATELY FOR EACH 
MACHINE, DliSl"IIDY WHEN 
MAallNl!IS DISl'OSBD OFOR 
TRANSFER wmt MACHINE.) 
4lA: Nl..255-84-1> 

(N 16-2) 

DESlllOY I YEAR AFTl!R 
COMl'IBIION CF1011. 
4>A:Nl..255-!14-I> 

ua:mwr WHEN] YEARS OU>. 
4lA: Nl-25Sll4-I> 

DES1llOY WHEN 2 YEARS OLD. 
4lA: Nl-25Sll4-I> 

DES"l1lOY WIIBN3 YEARS OLD. 
[OR.!113-&J (NIM) 

DOY I YEAR APmRDAm 

iiiis13-5b)~ 

ltEl"IRE10FRC Wlll!N 5 YEARS 
OLD. DES11lOYWHEN 10 
YEARS OLD. 
- Nl-25Sll4-I> (N 15-5) 

DESTROY 2 YEARS APmR 
DISPOSAL OF111EEQUIPMEN1". 
4lA: Nl-25Sll4-I> (N 15-5) 

DES1llOY WHEN 5 YEARS OLD. 
<DA: Nl-25Sll4-I> (N 15-5) 

NOl"l!S: Only AFS numben with delinecl subjecls 1111 med. - Rlffl!NTION-For ltmns mamod Pmlling bea!iml. Appmval, 
-yourOmlm'Ra!rmdl Mamger rm: inbmadon IDll/or qumtions. 

https://DES'l11.0Y
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1500 85 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

LOCATOR RECORD FILES 

l..ocator sbccts, card.'- tags, such as space control sheets. localion sheets, 
location caros, bin tagS. aod olber papers utilized as a check or invontmy 
ofSIOCk location. 

GRAPHIC ARTS - VISUAL MEDIA 

Materials prepared for llte purpose ofassisting NASA officials in 
presentatio~ such as Congressional Hearings, program reviews. 

i~ briefings. public lectures, publica!ions, exhibits, and in-house 

RETENTION 
<Authority> 

DESTROY WHEN SUPERSEDED 
OR OBSOLETE. 
<Dk Nl-255-94--1> (N 17•25) 

2. NASA Po.rtraits - High-level NASA officials (i.e., Adminis 

RETAIN INDEFINITELYW11111N 
AGENCY CUSTODY AS PART 
OFTHENASA ART PROGRAM 
OPERATEDBYCODl!PAT 
NASAHQ. 
<DA:Nl-255-94-l> 

Center Directms, Deputy Administr81<l1S. Deputy Center 
Dm:ctots) (Office ofRecord at NASA Headquarters). 

3. STENNIS SPACE CENTER ONLY (Gr.,phics Office) DESTROY WHEN NO LONGER 
Anwork developed and used in hearings, presentations, reviews, NEEDED 8Y1llE 
conferences. briefings, and presentations of information to du, INSTALLATION OR WHEN 
genernl public such as speecl1es, news releases, educational REFERENCE VALUE CEASES. 
briefs, and exlu'bits. (Official file copies are maintained by <DA: Nl-255.-94-1> 
anollter office at Stennis Space Center.) 

B. BOARD ART-COMPI.ITER GENERATED GRAPHICS 

I. Presentations to llte Public RETURN ORIGJNAL BOARD 
ART TO THE REQUESTING

~~~~~c::~=~:=r~ffllatiomt OFFICE. DESTROY WHEN NO 
presentations to llte public .such as speeches, releases to news LONGER NEEDED. 
media, educational briefs, and ei<hibits, <Dk N!-255-94-1> 

(N9la(l)) 

DESTROY WHEN NO LO.',GER 
.,,. for employee-sponsored NEEDED FOR PUBLICATION OR 

activities. illustrations used in • • activities, REPRINTING. 
and olber routine in-house activities, including rouuru, • 1-6] (N9-la(2)) 
llJ""ll, p<151e,s, lelte!heads, and o!her graphics. 

C. VIEWGRAPHS/fRANSPARENCY 

RETIRE ORIGINAL TO FRC 
WHEN NO LONGER NEEDED TO 
REPRODUCE ADDITlONAL 
VISUAL AIDS, WORKING 
COPIES. OR WHEN 5 YEARS 
OLD, WlllCIIEVERISSOONER. 

N<m!S: Only AFS lllllllbelll wilb de6ud subjects an,used. -RBTENTION-For items madmdPeading-.m Appmval, 
-yourC..-Recoal& Mmagor liirilmnmaJticm. mdlorqumdcms. 
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SUBJECT AREAORRECORDTITLE RETEN'J,;ION 
DESCRIPTION OF RECORD SERIBS.D:EM 

DESTROY WHEN20• • 

and project offices fur presentations. 
3. All ollter offices/copies. 

4. STENNIS SPACE CENTER ONLY 
RecOids consist ofmaster photographic negativellransparency 
files, graphic arts, and line art. including any material maintained 
in electronic/magnetlc fonnat. Collection includes black & while 
half tones. color photos, negatives and paper line art. This 
collection may include duplicate: files that exist in other offices of 
the same prescnution. 
(Some work is generated by use ofphoto,,type§eU.ing 
~ 

I 

2. Line copies of graphs and charts. 

E. VISUAL AIDS REOUISmON/REGISTER FILES 

l. Requests and instructions for the preparation of the visual aids 
described under Ibis item b., whelher in bani copy or electronic. 

2. ~ showing receipt of n:quisition and control number 
assigned to it. 

Finding aids for identification, re , of tempornry 
audiovisual, visual reconls. May include index , shelflists, 
logbooks. caption sheets, shot Jists1 etc., and may be in text, 
microform, or electronic. 

MAILING OR DISTRlBUTION LISTS 

A. 

OLD. 
<DA: Nl-255-94-1> (N9lb) 

USE 
[GRS21-SJ (N9-lc) 
DESTROY WHEN NO LONGER 
NEEDED. 
<OA: Nl-255-94-1> 

DESTROY OR DISPOSE OF 
RECORDS WHEN NO LONGER 
NEEDEDBYTHEAGENCY OR 
WHEN REFERENCE VALUE 
CEASES. 
<DA: Nl-255-94-1> 

I 

DESTROY WHEN NO LONGER 
NEEDED FORPUBUCATIONOR 
REPRINTING. 
[GRS21-7] 

DESTROY WHEN 2 YEARS OU>. 
<Dk N!-255-94-1:> (N 9-2) 

DESTROY WllEN2 YEARS OLD. 
<DA: N!-255-94-1> (N 9-3) 

DESTROY AFTER 
APPROPRIATE REVISJ0..'11 OP 
LIST OR AFTER 3 MON111S, 

NER. 
(GRS 13-4aJ (N 

N<m!S!Only AFS ..-wilb deftnod subjects nll&Od. -RBl1!NTION-Forilemsmm:bdPl!ading~Appmval, 
C0111act:,ourCeoterR1:rcams Maaagermrlaimnalioaandfor..,..iiom. 
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AFS# 
SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

B. CARD LISTS 

C. PLATE OR STl!NCil, MAilJNG urn; 

D. All OTHER IJSTS KEPf BY OFFICE$ QTHERTHAN THE 
OFFICIAL MAIL ROOM/OFFICE 

INVENTORY REQUISITION FILES -STOCK /SUPPLY 

A. 

RETENTION 
<Authority> 

DES11lOY INDIVIDUAL CARDS 
WHllN CANCELLl!D OR 
IIEVlSED. 

[GRSl3-4b] 

DESTROY PLATES OR 
STENCD.8 WHllN CANClll.UlD 
ORREVISED. 
<DA: Nl-155-94-1> 

DES11lOY WHllN NO LONGER 
NEEDED. 
<DA: Nl-255-94-1> 

DES11lOY 2 YEARS AFl"Ell 
COMPI.El10N OR 
CANCEILATION OF 

[GltS3-8a] 

B. COMPLETED RBOUJSITTONS R>R SERVICE, SUPPLIES 
ANDEOUIPMENT ANDTRAVELDOCUMENrS 
(Official Iii• copies an, mainlained by lhe office mulering semce.) 

C. AIL OTHER OFflCEMDPIES DBTROY WHBN6 MONnlS 
OID. 
[GRS3-8b] 

•PERMANENT• 
REIIIIE TO FRC S YEARS AFl"Ell

Documenls, manuals, dim:tives, , and c:om,spondem:e 
lhat documeJJt significant and/or unique securily pro • 
including NACA security program fileB. ED. TRANSFER TO 

B. OTHER POLICY AND PROGRAM FILES 

DESTROY WHENS YEARS OLD. 
<DA:Nl~S-94-1> 

Roconls Iha! mloct Ibo adminislralion and dinoction ofsocurily and 
proleeti.., IIOrYices programs n,lating to routine classified 
infOJD1ation IICCOUllling and CODIIO~ facililic:s security and program 
and •ve services. ICCUrit clearances, 
and emergency pllllllling. 

C. CLEARANCE SUB.IF.CT FILES - ADMINISTRATIVE 

Com,spondena,, reports. and other reconls n:laling to lhe IOUtine 
DESTROY WHEN2 YEARS OLD.adminimatinn and opclll1ions of Ibo polllDlllld security program, <DA: Nl..255-94-1> 

not covered by Ibis ilem, or elsewhere in Ibis schedule. 

NOTES: Only Al'S numbers wilh defined subjecrs are used. - RIITENTION -For items mario,d Pending Relention Approval, 
conta:t your Cenler hc:onls Manager filr inlimnation and/or cp,slions. 
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SUBJECT AREA OR RECORD TITLE 
AFS# ITEM DESCRIPTION OF RECORD SERIES 

PIREABMS-ACCOVNTABILITYIQUALlnCATION1620 106 

A. Recmda of acquisilinns offirearms. 

B. Cmlilicate to carry r- (NASA FOIDI 699a and 699b). 

c. Data n:lating to individual qualilicatinns. lraining, and mainlenance 
ofproficiency in Ibo use of fiJeanns. 

111!1 CONTAINER FILES 

1---.... DOCUMENT""'"'"'""" 

Forms or liBIS used to reoonl combinations, ,,.,..,. 
orindividuals knowing oombinations, and ~ 
CODIIOI access into classified doannent containers. 

B. RBTURNABLE 

Documenls reDocting lhe m:eipt, baDSfer, and - to >endor of 
Documenls reDl:Cling Ibo m:eipt, tr.lllsfer, and ......,, to wndor of 
,eceiving ,eports. reports of sum,y, shipping dncumonls, repmls, or 

similiD' documents. 

1640 112 SECUlllTY CLASSIFICATION SYSTEMS 

Aulhorization ~ •or upgn,ui _ sifying 
doamlonls or OqDl)IIIIODl 

- -· 
A. OFFICE OFPRIMARY RESPONSIBILITY 

B. ALL OTHER OFFICES/COPIES 

NOl'E: Recolds lhat document program policy or security classilicalion 
and gr,u6ng systems shnuld be included in Item 96A oftbia 
Sdledule. 

16511 Indmlrial s-

RETENTION 
<Authority> 

DES11lOY I YEAR AFl"EII 
PIRllAIIM IS DllSTROYED OR 
TRANSPllRRED. 
<DA: Nl-255-94-1> (N 12-10) 

DESTROY I YEAR AFl"EII 
TERMINATION OF 
CER'IIFICA11!. 
<DA: Nl-2SS-94-I> (N 12-11) 

DBTROY I YEAR AFl"EII 
TERMINATION OF INDIVIDUAL 
<DA: Nl-255-94-1> (N 12-12) 

DElmlOY WHEN SUPERSEDED 
BYANEWFORMORUST,OR 
Ul'ON TURN-IN OF 

[tlltS18-7a] ~ 
-

DESTROY 3 YEARS AFl"ER 
ltEl"IJRN OFCONTAINER OR 
PURCHASE OFCONl"AINER. 
WHlCIIEVER IS APPLICABLE. 
<DA: Nl-255-94-1> (N 17-23) 

---~-. 

Dl!STORY WHEN 2 YEARS OLD. 
<DA: Nl-25S-94-b (N 12-4) 

DES11lOY AFl"Ell THB 
DOCUMENT TO WHICH THE 
CLASSIFICATION ACTION 
APl'LIES HAS BEEN REGRAllEll 
OR DEC1.ASSIFIED BY 
SUITABLBMAIIKINm. 
<DA:Nl~S-94-1> 

(sa,bclow) 

NOTES: Only Al'S numbers wilh defined subjects are used. - RETENTION -For ilems marked Pending Relenlion Approval, 
contact your CeDler Recoals M- for infonnation and/or cp,slions. 

https://SUB.IF.CT
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SUBJECT AREA. OR RECOBDTl'ILE Rn'ENTION 
mi DESCRJPTIQ!!OE RECORD nR- s,\llthority>lllM 

1550 113 

1700 117 

1700 UI 

JNlllJS1'RL\L IIBCllRITYIILBS 

DooumoalslllllliDglDlbe-.ll)'classillcadonorclialipglbenllo,of• 
a>nllllltwilllindusby. 

A. Pnadeatllld llllUSUllcases lUICledbypolllnmllNASAOfficials, 
I.e., Dbr.ctur,Security, l.oplics& 1mluslrillRelalloasDlvllkm; 
~ NASASecurily. 

B. AD odmofflcos/case m11. 

SU'&TYIILBS. PlllOP.Elll'Y 

Safi,!Jimp,climllllllmainlimaa:emudslbralNASAmalaml 
penm,alplllpOII)'. 

A. INSPl!Cl1NG OFPICI! 

NOl1!: Pl;,ylaod SafiltyDDl'ilalbomds amllllilllllned-
AFS 861111 See Sclledule81brlllCOnls CR-ill dds series. 

B. ALL <mlBk OFi'1C6SICOPII! 

GJI01JND.&\SEDPltllSllllJIE Sffl'l!MB UCOIUJS 

llapaa1aa..dcuull(IQlldew:e.elaledtodlsip.impeclicm,llld 
amllioallan ol'Gmuad-,llmal l'alslml S:,stems. homds may indnde 
laspeclianleporll.l'lmareSystemCaaditlaaRmpor!ICaregmyC,I.-
l!aolgyll..owRilltllcqae&ll,l'sasllnlSy,,lamaDesiga...,_Recmdl, 
Wli-.111111 Weld/Bnze l'll8pecllon llapods. Cati1i1:a1iaapada,pl 
indnde ~-.................... lmpoclicmllllll.......mlallm 
- n based mNASA lmpecl.illn llble~ Olbllfdoleil 
dalaofdocumoat. 

Note: If"--VesaelaandSy,,lama-lDexilil ad aecmds nil 
lout3 yelll old, lllldy dearJDclim,of-""cabe requoolOII lllmup 
NASARIICOldsOllicerll~ 

A. ~copy~ 

-- _J_ 

llBS1ROYAPlllltTHE 
DIICIIIIENTTO WlllCIITIII! 
a.ASSIFlt:A1I0N ACTION 
Al'PLlliS HAS BEBNIIIIORADED 
OR 111!1..ASSIFIED BYSUlTAIILI! 
MAIUCINtlS. 
.OA: Nl./ZSS-94-1> (N 12411) 

DESTROYWlll!N NO LONGER 
NEEDED, OR3 YEARS APIER. 
a>lffltACTIS 
CLOISl!DICOMl'L 
.:DA:Nl455-$4-1> 

llEl'IRB TOFIIICWHEN 
IIEl.AlllD ftlOl'BlTY IS 
Dlll'OSl!DCJl'BYNASA. 
DESTIIOY, YIWlS APIER. 
DISPOSAL. 
.:DA: Nl./ZSS-94-1> (N 21-6) 

DllSlltOY Wlll!N4 YEARS OLD. 
.:DA: NI./ZSS-94-1> 

llEl1ltll TORlCORAPft.oVED 
SIOII.Mll!FACIUI'Y WIIIIN S 
YEARS OLD. DllS11IOY WIIBII 
25 Yl!ARS OLD. 
cNl--

DEIJITBAFIBlD, ..._,u,,.lloos &Uda 
COPYH/ISalHlllilandwunlpn,ceamg....--

cN14S5-""1> 

Nm'BS: Oaly A1!S ...,._wllhdellaedoubjcelo aused. -RBl'l!Nl10N-Forilmnslllllbdl'illdlagll--.Appivwal. 
...-,_CmlllrllsmdoMauprbiDfinudlmlad.'Grqumllom. 
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AD.I ll'JiiM. 

mq,loslom,111111 
mlatalpapon ""'"'tkmip,al 

1711 
1711 UI 

SVBJECT AREA. OR RECORD T1'lLE 
DESClllPTIQNQfRECORD lliBJRB 

J.IIIIE,EXPLOSION, ANDACCIDBNTINVl!S'l'IGA'l'IYEl'ILIIS 

• llles-1111Dghm~oflln,s, 
ol',mlaeda,plmofn,pcmand 

"lbrnmewand 
llbgiaodm...,....-.........,iia,w....._, ' • 
pepm......,...;q._.._ormchamillorna1111elhlt111ey .... 
JoallywkhoutmllmllDodl-oapaba!lcm•lelemimtsa 

Aa:liln•-& 
SAIBTY lll!l'ORTII/UCOIUJS 

A. NAMSAfEl'YRBPQRTS· ANNUAL 

Slllillical"'(Nllll,1111¥9J1Dll-andlylrimcampiJllllby 
....,_.limn ,epomdeocdbod in B ofdds am. (DIis ii 
IJpk:all:,m-mpaltlhltca,lllail-llmbd111,lncble 
__...., and111111Bllllimnlldclllf dum.DoLnpo,t 

llllpl,RL) 

l. lfoadqunn. 

2. CmlmB (lledlrn,pmts ID HQ). 

B. SAMYl'BOOBW REPQK1'S 

Slatblioala,podl liumCmlmll ......... fl\jmimlllld aocldenls, 
IIICh aNASAFmms 344111d345. 
NOl1!: 01-17-02, NASA Fomls 344 and 345 DO loaprexist 11111 
llnenotbamuml lbrmlll)' ,...._ (l'HIS JS AN lNACTlVB 
SBRIBS OFRBCORDS.) 

l.Hadquaders. 

2. c::e.r.n and ID olhuofflCOlfcapies. 

Fonns,mplllll,~ 
illwliliplmy lllllliD& toOIHbe-job iqjudes 

- ..,. 
-

lbr q 111kmwalllldt,BXCUIDINGcoplosm..linllMI 
J!Dt>)oyc,e Mlldlcall'older andcoplm sullmllled IDdie~ 
afLlllllr(DaL). 

UTBN'[ION 
<Authority,. 

....bda) 

Rl!l'lRB TOFRCWHEN 5 Y1!A11S 
OLD. DES'l1IOYWIIEN 15 
YIIAISOLD. 
.:DA:Nl./ZSS-94-1> (N21-4) 

R11'111U11'0FRCWIIBN2. YBAllll 
OLD. DESTROYWlllill 10 
Yl!ARSOLD. 
.:DA:Nl-1> 

Rl!l'lRBTORlCWlll!N 
lNAC'l1YB. llESlllOYWlll!N 15 
Yl!ARSOLD. 
<DA:Nl-1> (N21-a) 

Rll'l1IUI10FRCWHEN 
INAC1lVI!. Dl!STIIOYWHl!N 12 
Yl!ARSOLD. 
.:DA:NI-US-1> 

a.osBFILllc:»l'lt!IUGNA1lllN 
0FOOMPl!NSATION Clll Wlll!III 
PIW>UNBJQI.FILIIIOA 
aADIIIASPASSBD. lll!SDOl!' • 

APIER.a.OisaOF I 
[(llUI 1-31) (N21-5) -1 

NOl'BS:Oaly A1!S mmmswllhdelinm....,._.., ...... -Rlffl!NTION-Forilamlllllbdl'eadinglt-..AppRJYlll, 
cmdll:tJ1111tQmsrlla:oalsMaaprlbrlalbmlalilmad.'Gr,p,lllom. 

.. 
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.. .tFS# llEM 
SUBJECT AREA OR RECORD TITLE 
DE~CRIPTION OF RECORD SERIES 

RETENTION 
<Authorit2 

? 
120 D. PROfECfIVEAND PREVENTIVE MEASURES REPORTS 

E. SAFETY AND RELIABILITY RE~RTS 

Files consist of Safety & Reliability RcporlS including Hazard 
Reports and Risk AssessmenlS relating to the KSC Ground Support 
Equipment that interfaces with the flight han!ware. Files contain, 
but are not limited to: Preliminary-, KSC-Hazord Repo.rlS; ESR-, 

Sl!E ITEM 116 OFTHIS 
SCHEDULE 
(N21-7) 

RETIRE TO FRC WHEN 1llE 
RISK/ SAFETY 
ASSESSMENT/ANALYSIS IS 
COMl'LETE/JNAC11VE. 
DESTROY WHEN 15 YEARS 
OLD. 
<DA: Nl-255-94-1> 

Mission Safety-, Safety-, and System/Subsystem-As.,essmenLs; 
System Safety Review Panel Issues; System Assurance. Failure 
Mode & Elfeels-Analyses; Critical Items Lists; Design Review 
Repotts; and, Criticality Assessmenis. 

1711 121 ACCIDENT/MISHAP INCIDENT CASE FILES 

Cotrespondence, reports, and all related papers concerning potential or 
actual individual accidents or incidents occurring at ground centers. 
Cutoff date is date case closed. 

A. HEADQUARTERS Recon!keeying copy (paper). 

B. CENTERS IIU. QI!:lliB QFFICES[&;QPm!i 
Reconlkuping copy (paper) 

RETIRE TO FRC WHEN 
INACTIVE. DFBTROY WHEN 20 
YEARS OLD. 
<DA: Nl-25S--94-l> (N21-2) 

RETIRE TO FRC WHEN 4 YEARS 
OLD. DESTROY WHEN 20 
YEARS OLD. 
<DA: Nl-255--94-1> 

c. IND InENT ...-.-. ITEM 120 C. OFTI{JS 
SCIIED-~ ---1730 123 SPECIAL PERMIT FILES 

Requests for permits to operate. and handle special type machines and 
tools controlled by manufacturers. 

DESTROY ON EXPIRATION OF 
PERMIT OR WHEN 
SUPERSEDED. 
<DA: Nl-255-94-1> (N 21-l!) 

1740 124 HEALTH PHYSICS AND PROCESS CONTROL DATA LOGS 

Reconls ofHealth 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 
lnslnlment Calibration Logs, and Soun:e Movement, Inventory and l.uk 
Test Logs. 

RETIRE TO FRC WHEN 3 YEARS 
OLD. DESTROY WHEN 10 
YEARS OLD. 
<:DA:Nl-255-94-1> (N2J..I)) 

AFS# 

1740 

1800 
1800 

-

ITEM 

125 

126 

PASR 

126 

SUBJECT AREA OR RECORD TITLE 
~CRIPTIONOFRECORD§ERIE§ 

SAFETY STANDARDS FILES 

DncumenlS creal<ld in the development ofsafety standards and practices 
in developmental and production operations; the safety location. design, 
layout. and consttuction of facilities where fuels. propellants, or other 
ha7.ardous materials are handled or operations are exposed to ignition 
hazards; the safe handling, storage.. and movement of hazardous materials; 
and other areas requiring safety standards. The files include 
recommendatktns, coordination actions, studies, and other actions taken to 
establlsb standards. 

A. OFFICE D!W!lt.Qe!NG THE STANDARDS 

B. AU. OTHER Ql:fl~Of!mi 

Occunational Health 
HEALm AND OCCUPATIONAL MEDICINE RECORDS 

NOTE: Occupational Safety and Health Administration (OSHA) records 
are maintained under AFS 8720. See Schedule 8 for records 
created in this series. 

A. NASA !:l!lALTH INFQRMIIIIQ~ MA~AQEMENI' SYSTEM -
NASAIOH!MS 

NASA Civil Service employees and applicants; other agency civil 
service and military employees working at NASA; visitors to 
centets; on.site conlractor personnel who receive job -related 
examinations, have mishaps or accidents, or come to the clinic for 
emergency OT rmit aid treatment. 

··--~---- .. ·- TT.:'(.' -~ 

C. HEALTH AND MEDICA!,BEPORTS 

Statistical reports on health and medical services and vital statistics 
reports on NASA personnel. Includes copies of stillistical 
summaries and rcpot1S wilh related papers pertaining to employee 
health, retained by reparting uniL 

I. Headquarters. 

RETENTION 
<Authorit2 

DESTROY WHEN IO YEARS OLD 
OR WHEN SUPE:ltSEDED OR 
OBSOLETE, WHICHEVER IS 
SOONER. 
<DA: Nl-255-94-1> (N 21-1) 

DESTROY 2 YEARS AFl'ER 
SUPERSEDED OR OBSOLIITE. 
WHICHEVER IS SOONER. 
<DA: Nl-255-94-1> 

(secbdow) 

SEE FOLLOWING INDIVIDUAL 
ITE.\fSUSTIIDSEPARATELY 
BY RECORD 
SERlES/CATEGORY. 
<DA: Nl-255-94-1> 

•PER.,\.tA.i~• 

DESTROY 6 YEARS AFl'ER 
DATE OF SUMMARY OR 
REPORT. 
<DA: Nl-255--94-1> (N 11-5) 

NOfES: Only AF8 numbelS wilhdlllined subjects ID used. - RlffllNTION - Far items madlllldPendingRdmllion Apptowl, NOTES: Only AFS IIUlllben with defined subjects ID used. - RBTliNTION - Far ilems lllllllced PendingRelention Appmval, 
.-.ct:,our Clmlm 8"caals Manapr lllr lnfmmallon and/or qaestiDDs. COlltlOtJlllltConlu-Maaapr lbrin--queatlollS. 
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SUBJECT AREA OR RECORD TITLE 
!J];M DESCRIPTION OF RECORD SERIES 

2. Cenws. 

EMPWYEE HEALTH RECORDS 

A. INDIVIDUAL HEALTH CASE FILES. EMPLOYEE MEDICAL 
FOLDER (EMf} 

I. Examinations recotded on SF 78, such as pie-employment 
physical examinations; heallil qualilicalion placement records; 
disability retirement examinations; fitness for duty 
examinations; and any other documenrs deemed of long-term 
value as delill<d in 5 CFR part 293, subpart E. 

2. TEMPORARYor SHORT-TERMreootdsas 
FPM. Reconls may consist offorms, oorrespo 
records roating to an employee's medical history, 
injmies or diseases. physical examinations. and all t 
received in the Health Unit, EXCLUDING reoolds cited "a." 
above. These are =onls lh'1 are DOf. required for filing in 
EMF, and ifnot retained by the agcocy, should UNDER NO 
CIRCUMSTANCES be sent to the NPRC. 

3. Individual Employee Heald! Case Files created prior m 
es!Jlblishment of the EMF system that has h<en retired to an 
FRC. 

B. INDIVIDUAL NON-OCCUPATIONAL HEALTH RECORD 
CARDS/PILES 

Reconls in this series include fmms, correspondence, and other 
documenlS, including summary records, documenting an individual 
employee~ medical blsto,y, physical condition and visilS tn 
Governmenthcallh facilities, for non-wori< related purposes, 
EXCLUDING records covered by A. above. 

NOfllS: Oaly AFS numb<n witb detiMcl subjects me ulOII. - REI'ENl'ION - For ilmls llllllw!Pendillgllelealion App,.oval. 
__,....Oolllm'RocctdsManapforiufimnadollomVorqa,,stiom. 

RETENTION 
<Authority> 

DESTROY 2 YEARS AFTER 
DATE OF SUMMARY OR 
REPORT. 
(GRS 1-22] 

Ul'ON TRANSFER, Sll!P ENTIRE 
MFDICALRECORD, INCLUDING 
X-RAYS, TO MEDICAL OFFICE 
OF NEW ASSIGNMENT. 
[GRS 1-21a(l)J (N 11-4) 

J0DAYSAFTERSB'ARATION 
TRANSFER TO NATIONAL 
PERSONNEL RECORDS CENTER 
(NPRC), ST. LOUIS, MO. Nl'RC 
WILL DESTROY 75 YEARS 
AFTER BIRTII DATE, 60 YEARS 
AFTER DATE OF TIIEEARLIEST 
DOCIJMllNTJN THEFOLDER IF 
TIIE DA'I'.EOFBIRTII CANNOT 
BE ASCERTAINED, OR 30 
YEARS AFTER LATEST 
sa>ARATION, WHICHEVER IS 
LATER. 
[GRS 1-2la(2)] 
DESTROY I YEAR AFTER 
SEPARATION OR TRANSFER OF 
EMPLOYEE. 
[GRS l-2lbJ 
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AFS# 

!8I5 

1860 

NOI'ES: Only AFS IIUlllbers willl ddinal aubjeda are wred. -1U!TENflON - For ilmls mmedPewlins RClealion Appmval, 
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ITEM 

·-

U9 
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PASR 

SUBJECT AREA OR RECORD TITI,E 
DESCRIPTIO~ OF RECORD SERIES 

NASA •=loyees . . 
C11o1 ..... -~-· 
diagnosis, and treatment. 

2. Onsiu: Con!I3<:tor Personnel 
Doctor's clinic records or similar records that contain data of 
visit. diagnosis, and treatment 

c. EMPLOYEE ASSISJ:AHCE PROGRAM; 

Personal.;.. files consisting ofhandwrillen notos, lelrers to 
physicinns or counselora, calendar of treatment(s), authorizlltion 
,e!eases, alrer care infurmation and telephone messages. Case files 
are to be maintained separate fiom the EMF and/or 1he Official 
Medical Reoom(s), Io:pt to an absolute minimum, and handled will! 
privacy in acoordance wid! Section 408 ofPublic Law 92-155. 

I_ Management Referral. 

2. Voluntaiy. 

NARCOTICS AND SEDATIVE DRUG RECORDS 

All recotds on the contml and disposition of narcotic and sedative drugs, 
including completed NASA Forms 1387, describing dosages, shipments. 
inventories, and verifications. 

RADIATION RECORDS 

A. GQ!:mARD SfM;Il El,!Q!;IT CENTER Ml!IA:J:ION ~AFETY 
!:;OMMrITEE R!lC...Qfill~ - NMA ~I ~ 

Employment and training history ofradiation users and custodians 
under Goddard Space Flight Cenler (GSFC) cognizance. 

RETENQON 
<Authority> 

DESTROY6~!'11lR 
DATEOFLAST . 

..,, .. 
DESTRoY 8 YEARS AFTER 
INDIVIDUAL'S EMPLOYMENT 
ON-SITE IS TERMINATED. 
<Ill\: Nl-255-94-1> (N 11-3) 

'I-' 
DESTROY 5 YEARS AFTER 
LAST DATE IN FILE. OR IJPON 
'l'.ERMINATION OFEMK.OYEE. 
<DA: NJ-255-00-3> 

DESTROY 2 YEARS AFTER 
LAST DATE IN FILE, OR UPON 
TERMINATION OF EMK.OYEE. 
<DA: Nl-255-00-3> 

DESTROY WHEN 3 YEARS OLD. 
<DA: Nl-255-94-1> 
N 11-11) 

~ 

RECORDS ARE KEPT FOR 2 
YEARS. IFEMPLOYEEOOES 
NOT WlSII TO Bl! IUlNl!Wl!D 
FOR TIIE rosmoN AT TIIE 
ENDOF2-YEARPERJOD, TIIE 
RECORD IS REMOVED AND 
PLACED IN AN INACTIVE 

FILll. RECORDS ARE 
RErAINED ATGSFC UNTIL 
DESTROYED. DESTROY WHEN 
75 Yl!ARSOLD. 
<DA: Nl-25S-!l4-l> 

https://TRANSP.ER
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SUBJECT AREA OR RECORD TITLE 
DESCRIPTIOll!! QF RECOD mr.RTR!i 

B. KBNNEDY ~CBNl1!R RADIATION TRAIMll'IG AND 
BXPl!Rll!NCE&J!MMARI-NMA:zli!!l:1§ 

CwllDdians and/or users ofsmm:es ofndlalion ("ICllliziug and DDD-

ioniziog) Applil:ablD ID all moo m cmllldians at Kmmaly Spa 
Cemr(ltSC) 11111 NASA orNASA cmlJDCIOrpenmmel at Cape 
Canawnl Aft Pon:e SWlon, Florida, m VIIICleaberg Air Pon:e 
Bise, Callfomla. 

C. Df::JlSlmCnt"nlP4]]QS&J..EX"l'lm.NALB~Dl•TION 
BXPOSURE HISTORYl:QB 1!!!1CLBAR RF.llllLAIQBI 
rnMMlllSIONLICl!NSl!S-1!16M7liXRAD 

KSCpenmmd,cmlsenlllll,andCOlllraCIOrpenom,el, -ba.e 

---Fllmindude11111De,dar.eofbidh,
exposun, blslmy, """"'oflicense holder, 111d social security 
number. 

D, 01.liNN l!lilll61!.CH Ci!lffl!R OCCIJPATIONALRADIAIK!l!! 
BXPOSURERECORIJI- J!l6M ~ QDB 

-BIid linmorGlmn-Cmta-(GRC)employooslllll 
Clllllnclar ponmmol who may be exposed lo ndlalion. Fila 
incl11d1n1111111,, du ofllhlh, exposun,b~, 1111111Jofliceme 
bcldcr, saclal IIOCUrity lllllllber, omploymoal and lmlDDI bislmy. 

l'BSTICIDE BECOIIDS 

RBCORDSJN 
SHOULD111BRBBB 
YOUR.LOCALCBNl1!R 
INSTIWCl'lONS. 

B. MlliCBI J.ANRQIIS Rl!POXl'S 

Repodsonpcslicldcs usod at Callas, such asFCPCFomis I and 2. 

1.Headquad,n. 

RETENTION 
sAuthoritv> 

RllCCltDS AREIIEl'AINED AT 
KSC.DESTROYWIIEll7S 
YEARSOLD. 
c:DA: Nl-255-94-1> 

ltBCXlllDS ARBRBl'AINED AT 
KSC. DESTROY WIIEII 75 
YEARS OLD. 
<DA: Nl-255-94-1> 

ltBCXlllDS ARBRBl'AINBD AT 
GRC.llESTROYWHEN7S 
YEARSOLD. 

<DA:Nl-25S-!J4.l> 
(Nll-10) 

CLOSE.D SE.II/BS 

Rl!l'IRI! TO fRC WHEN 2 YEARS 
OLD. DES'l1lOYWIIEN S YEARS 
OLD. 
<DA: Nl-255-94-1> (N 11-9) 

DESTROY WHEN 2 YEARS OLD. 
<DA: Nl-25S-!J4.I> 

m.t Dm:I 
130
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PASR 

PASR 

1870 131 

NOTBS: 0aJy Al'S llllmben wilb detimd l1mjecls ..,usod. -Rm'l!NTION -Fmilansmmbd Pmding-Appnwal, 
COIIIIC&yourCmta-Reconls Manager lilr inlilmulllOD and/orqumtilms. 
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SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OFRECQD SERIES 

ENVIRONMENTALIIEALTHREl'ORTS 

A. RBfORIS ONBNVBIONMJ!NJ'AL HBAJ.IBfBOM CBNTBRS 

l.lleadquaden. 

E'l'BICS PROGRAM l'JLliS 

A mJICS rBOOBAU JMPLBMBN'[ATR)N 
INTERPRl!TATION. COUNSBUNG. AND DBVl!LOPMl!NI' 
mm. 

-Raconlsmlatingto ......... ..-agency 
&laDdanls ofClbiclll comluctforprim lpfllVVal o 
emplDymentandactMtles. 
I. llocmdssuchssddaminatiaasn,pnlinga11Sidmciil'llr,: 

atraulmpd,minpwbic:b "PP'upnalB9D"Yotbics 
dolmnine ... mlabodtolbamulina,~ 
applicatmof_Jogal _lDCOIIIIIIOII lil:luaJ 
situllioaa aad --~oftbe COllflk:tof
sa--.11 U.S.C. • 202-209, aad adlcrdhics Sllb&IIOS Iba 
"1olallon ofwbicb may n,m1tinc:rlmlraal peaaJllos mchll 
fllla.. 

2. All_,__ 

RETENTION 
<Authority;> 

Rl!l'IRI! TO PRCWIIEll 2 YEARS 
OLD. lll!S1ll0YWIIENSYEARS 
OLD. 
<DA: Nl-255-94-1> (N 11-7) 

DHl'l1lOY WIIEN2 YEARS OLD. 
<DA: Nl-25S-!J4.l> 

lll!S1llOY WHBN OIISOLIMIOR 
Slll'l!RSBDl!D. 
[GRS 147] 

DES'111.0Y WHEN 3 YEARS OLD 
OR WHEN SUPERSEDED Oil 
OBSClLE11!, WIIICIIEVEll IS 
LA'11!1t 

25-1-

DES'l1lOY WHEN 
OR.WHEN 
OBSClLE11!, 
LA'11!1t 
<ORS25-l-bo> 

NOl'BS: Only Al'S IIWllben wilb delined subjec:11 _,, UIOd. - RliTENT10N - I'milans lllllda,d Peadingl1""'11doa Appmval, 
IXllll.ll:tyourCmle:Reconls Mamget lilr iDlimllatian aad/mqueadmls. 

https://DES'111.0Y


depending upon the natu.reoftbe problem, information collected on 
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SUBJECT AREA OR RECORD TITLE RETENTION 
ITEM DESCRIPTION OF RECORD SERIES <Authoriip 

133 B. STANDARDSOFCONDUCTCOUNSELLINGCASEFILES
PASR NASA IOSCCF 

RECORDS ARE RETAL'ffi!l ATCun:enr, former. and prospecti11e NASA employees, who have 
NASA HEADQUARTERS. sought advice or have been counseled regarding conflict ofinterest DES1ROY WHEN 6 YEARS OLD. 

requm,ments for government employees. Flies could include, <DA: Nl-255-94-1> 

co 

DES1ROY 6 YEARS AFTER THE 
WAIVER OR 01llER AGREED

review and issuance ofethics agreements 
of poiential or acwal financial UPON DIITERMINATIO."l OR 

ACTION HAS BEEN ISSUED OR 
UNDERTAKEN OR IS NO 
LONGER IN EFFECT, 
WHJCIIEVER IS LATER. 
<GRS25-3> 

-Records relating IO determinations. authorizations, 
under 5 C.F.R. § 2635.502 aod 2635.503. 

CHAPTER 2. NRRS 2 

LEGAL AND TECHNICAL RECORDS 

SUBJECT AREA OR RECORD TITLE RETENTION 
r.mM. DESCRIPTION OF RECORD SERIES <Authoriip 

Laws and Matters (see below) 
FEDERAL PERSONNEL SURETY BOND FILES 

B. OTHER BOND F'ILFS. INCUJDING OTHER COPIES OF 
BONDS AND RELATED PAPERS 

c. SURETY BOND REVIEW FILES AND DOCUMENTS 
RELATINGTOTHEREVIEWOFTHELEGALSUFFICIENCY 
OF SURETY BONDS. 

2000 2 PATENT FILES 

A. PATENT SOLICITATION CASE FILES 

Fdos may include but""' oot limited to lhe following recoms, 
including invention disclosmos (whether par,mred ornot) received 
by NASA ¥ia another Agency through a conuact; invention dockets 
containing pertinent correspondence on inactive cases, abandoned 
applications, and closed ilems; and invention disclosure logs and 
ledgers showing ropo,n,d in=tion disclosure, dat<:, disposition. 
and US Patent Office action. 

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

DESTROY IS YEARS AFl'ER 
BOND BECOMES INACTIVE. 
[GRS 6.Sa(l)J (N 2-7) 

DFSIROY IS YEARS AFTER THE 
ENDOl'111E BOND PREMlUM 
PERIOD. 
[GRS~)J 

RETlltE TO FRC 6 MONTHS 
AFrER CASE IS INAC11VE. 
DESTROY WHEN IOYEAl!S OLD. 
<DA: Nl-255-94-1> (N 13-9) 

-Records relating to the review and issuanc:c of waivers of 
disqualifications under 18 U.S.C. § 208(b)(l) and (b){3). 

-Records relating IO the review and issuance of post-employmeot 
issu~ ofcivil servants at FFR.DCs. 

137 REJECTED RECORD OFFERS 

Recollls offered to Ibo National Archives and Records Administration but 
appraised as lacking sufficient research or other value to warrant 
perm.anent retention or records that do not require a SF 115. Contact 
Center Rocollls Manager or the Agency Rocollls Officer for more 
infonnation on this pmce-si. 

END OF SCHEDULE 

SEE 36 CFR. SECTION 1221!.60. 
FOR POSSIBLE DONATION; OR 
DFSIROY JMMEDIATELYIF 
RECORDS ARE NOTWA."lTED. 
<DA: Nl-255-94-1> 

NOrBS: Only AFS lllllllbmawilh-llul!jecla an,wied. -RETENTION-Por-.mamdl'mdiqRebmtionApproval, 
C011111:tyaurConlerReomdsManaprlbrmbmallonand/or~ 

https://1221!.60
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• 

2 2. F'de for specific invention disclosures for which patent 
application was filed. 

3. Soliciting instructions to Centers regarding procedures for 
soliciting. 

RETIRE TO FRC 6 MONTHS 
AFfER PATENT IS ISSUED. 
DESTROY WHEN 20 YEARS OLD. 
<DA: Nl-255-94-1> 

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

B. DETERMINATION OF R!GlITS 10 Employee Inventions, 
including documents pertaining to Executive Order 10096, et seq. 

C. ,!1.SSISTllliCETO OTHER AGENCIES ON PATENfS 
F"'dcs include legal assistance given ro other Agencies on patent 
mattem. 

D. PATEfil-SOLICITING INSTRUCTIONS TO JPL 
regarding solicitation procedures. 

E. ALL OTHER OFFICES/COPIES. 

REJ'IRE TO FRC 6 MONI'HS 
AFfER CASE IS INACTIVE OR 6 
MONTHS AFfER PATENT IS 
ISSUED. DESTROY WHEN 25 
YEARS OLD. 
<DA: Nl-255-94-1> 

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

DESTROY WIIE,'I I YEAR OLD. 
<DA: Nl-255-94-1> 

DESTROY WHEN OBSOI.ETE OR 
SUPERSEDED. 
<DA: NI-255-94--1> 

2080 4 CLAIMS FILES 

Case files relating to claims in favor of, or against, the Government for 
damage, loss, or deslIUction of property, and fur personal injwy or death 
resulting from negligence or wrongful acts or omissions of acts. 
Included. but not limited to, are tort claims (2 yr. statute of )imitation), 
maritime claims, foreign claims, international treaties, Space Act claims. 
and personal property claims. 

A. SPF.CfAL MASTER CLAIMS 

Claims established when many claims result from a single accident, 
incident. or dis~er. 

B. RO!,ITINE ALWWED OR Dll;ALWWED !;;!.tl,!MS 

I. Claims involving personal injmy or a minor. 

2. All other claims. 

RETIRE TO FRC 2 YEARS AFfER 
FINAL ACTION ON CASE 
DESTROY WHEN 28 YEARS OLD. 
<DA: Nl-255-94-1> (N 13-1) 

RETIRE TO FRC 2 YEARS AFfER 
FINALAcnONONTHECASE 
DESTROY WHEN 28 YEARS OLD. 
<DA: Nl~255~94-I> 

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

NOO'ES: Ooly AFS numben with delined subjeclll are med. - REl'l!NTION -For items lll8llo:d Pending Retention Approval, 
00Dla:I. your CenlmReconls Manager fbr iolimnation and/or questions. 
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I. Investigative 

Documents accumulated from investigating accidents and 
incidents which could, but do not, result in the filing of a claim. 

2. MisceJlancous 

Claims reports consisting of statistical. fiscal, and related reports 
on the disposition of claims. 

R1mRE TO F'RC ON EXPIRATION 
OF PERTINENT STATUTORY 
PERIOD FOR FILING A CLAIM. 
DESTROY 5 YEARS AFTER 
EXPlRATION OF PERTINENT 
STATUTORY PERIOD. 
<DA: Nl-255•94-I> (Nl3-4) 

DESTROY WHEN 2 YEARS OLD. 
<DA: Nl-255-94-1> (N 13-5) 

2084 5 ADMINISTRATIVE AND COURT LmGATION CASES 
INVOLVING NASA 

Files ofcases including, but not limited to, complaint answer, motions, RETIRE TO FRC 2 YEARS AFfER 
discovery, transcript of proceedings, trial exhibits and briefs in support of YEAR IN WHICH COURT 
the parties' positions, together with the working papers of the auomey 
handling the case 

RENDERS ITS FINAL DECISION 
OR TIIE YEAR IN WlllCH THE 
CASE IS SETTLED. DESTROY 20 
YF.ARS AFTER FL.~AL DECISION 
OR CASE IS SETTLED. 

<DA: Nl-255-94-1> (N 13-23) 

2100 6 SMALL BUSINESS INNOVATIVE RESEARCH (SBIR) 

These are files that are maintained by lhe Technology Utilization Office 
at NASA Ceniers ofsolicited proposals. NASA typically announces IO 
small business entities what areas of interest and/or research monies are 
available for possible pcrfonnance. Small businesses send in proposals lo 
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 I - SELECTED PROPOSALS 

Winning proposals, scores, evaluations, recommendations, and 
selected proposals which are funded. 

B. PHASE I-NOT SELECTED 

Proposals not selected. for funding. 

C PHAS!i n - FUND!ill PROfOSIY.li 

Original proposals, evaluation sheets, recommendations, and 

selection sheets. 

RETAIN AND L'ICORPORA1'E 
INTO PHASE n CASE Fil.ES. 
<DA: Nl-255-94-1> 

DESTROY PROPOSALS NOT 
RJNDED ONE YEAR AFI'ER 
COMPLETION OF END OF 
PHASE!. 
<DA: NI -255-94-1> 

DESTROY FUNDED PHASED 
FIIBS 3 YEARS AFfER TIIEEND, 
TER..\fINATION, OR 
COMPLETION OF PHASE 11 
<DA: Nl-255-94-1> 

NOl'BS: Only AFS numbers with de.lined subjeclS are used. - REl'ENTION - For ilems marbd PeodiDg lldenlion Appmval, 
contact :your Caller RecoJds Manager lilr inf'ormalion and/or questions. 
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o. PHASE U - NOT FUNDED 

DESTROY UNFtlNDED PHASE II 
during Phase I process). 
Proposals not scltt"'1 for funding (Phase Il only-but se!ectod 

PROPOSALS ONE YEAR AFTER 
TIIE SELECTION 
ANNOUNCEMFNl'OFPllJ\SEO 
<DA: Nl·255-94-l> 

E. NASA HEADQUARTERS OPR 

DESTROY PAPJlR RECORDS 
microlicbc in their entirety. 
These r=rds include both Phase I and II proposals. and ..., 

AFTER M!CROFICIIJNG. 
<DA: Nl-255-94-1> 

F. MICROFICHE 

DESTROY MICROFICHE WHEN 
lOYEARSOLD. 
<DA: Nl-255-94-1> 

(Item E. Above.) 

TECHNOLOGY UTILIZATION FILES 

A. PUBLICATION ORDERS MEMORANDA. AND REPORTS 
~ 

DESTROY WHEN 2 YEARS OLD. 
Utilization Office and lhe Scientific and Tethnical lnfonnation 
Orders, memoranda. and repons between the Technology 

<DA: Nl-255-94-l> (N 23-5) 

Office, relating to the use ofSTI's services. {This includes files 
created both by Headquarters and Cenrers.) 

B. 

•PERMANENT• 
TRANSFER TO NARA IN 
10 YEAR BLOCKS WHEN 30 
YEARSOW. 
<DA: Nl-255-94-1> 

C. 

This is a CLOSED SERIES. 
Files ofarticles appearing in technical and 
NASA TU Program (including current and the-fact articles), 
and the transfer of space Lechnology to private in 

1. Clippings with no value (including those that do not 
relate to a specific project/program). 

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

3. 1PL ONLY: OPR 
STORA . 
TRANSFER 
WHEN lOYE 
WHEN NO LO~ 

NOI'llS: Only AFS lllllllbom witb ddiud subjects-uml. - Rml!NTION-Fcr itams lllllbd l"cndingRdmilm Appmwl, 
---CadetRocoldsM'amgerli>rlnfmmallonaadfor.........,.. 
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4. All other office/copies. 

I. Headquarters 

DESTROY WHEN NO LONGER 
NEEDfD OR WHEN l YEAR OLD, 
WHICHEVER IS sooN'l!R. 
<DA; Nl-255-94-1> 

2. Centers: 
Innovator's working pape,s (including patent) relating to lhe RETIRETOFRC AT TIIB SAME 
publication, such as feeder reports. backgrowid materials. TIMEAS THERELATED CASE 

FILES. DESTROY WHEN 10 
YEA!ISOLD.

interim repons, nores, correspondence, together with ,elated 
showing inception, scope, and background. <DA: Nl-255-94-1> 

3. All other olfu:es/copies. DESTROY WHEN REFERENCE 
VALUE CEASES OR WHEN 5 
YEARSOLD. 
<DA: NI-255-94-l> 

E. TECHNICAL SUPPORT PACKAGE Q'SPl FILES 

TSP files lypically consist of basic ledmology that has not yet been RETIRE TO FRC WHEN 5 YEARS 
transferred to• woddng/pri...,,,public organization. Flies consist OLD. DESTROY WHEN IO YEARS 

OLD.or a colleruon or technical documentation rel.red to and deacnbing 
<l>A:Nl-255-94-l> (N23-3)aspects of the innovation reported in a NASA Tech Brief (Item D. 

above). including reproducible master copy (ifany) and exclusive 
of duplicated copies orlhe TSP (if this is a paten~ ii is the basic 
documentationi 

2131 F. TU DISSEMINATION FILES 

Preliminary, prog,css, and final reports ofpublications prepwd or 
issued by contmctors operating aRegional Technology Transfer 
Center(RTfC);COSMIC; or TAC, inoooporation with NASA and 
other contractoli assisting the Technology Utilization Program 
dissemination efforts, and related correspondence. 

1. Headquarters - TU Olfice/Prog,am REIIRE 70 FRC WHEN 2 YEARS2170 
OW. DESTROYWHENSYEARS 
OID. 
<DA:Nl-255-94-1> (N23-4) 

2. AD other offices/copies. DES'IROY WHEN 2 YEARS OLD. 
<DA: Nl-255-94-1> 

G. NEWTECHNOLOGYFILES 

1. REPORTS 

NOl'ES: Only AFS lllllllben with cle6uod sub,laa.., used. - RBl'llNTION -For ilmlsmamd PmdingRmmtmAppnmd, 
-JjOlll'Comerlteconls Manaaer filrialbanalioa andforqueslimL 

DESTROY WHEN NO LONGER 
NEEDED OR WHEN 3 YEARS 
OLD, WHICHEVER IS S00~ 
<DA: Nl-255-94-l> (N 23-6) 

DS 
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A'f.u liliM. 
SUBJECT AREA ORBECORDTl'ILE 
DESCRIPTION OF RECORDSEJIIES 

RETENTION 
<Authority> 

7 'l1u,;e are dOW ""'1mology.__1Ubmilted IO Techllolo&Y RI!Tllll! TO fRC 3YEARS APJ.1!R 
Ulillzallon Ollices by in-house pmonnel orby COJllraCIOD m JUlCEI\IED. DllSTROYWIIEN S 
accmdanco will! lhepmviliom ofthe COIIIIIICl.'s new ICClmology Yl!ARSOLD. 

<DA: Nl-,255-'.14-l>clause(m IIIIIIWII n,pmt}. 

RE
SI
JU

(N23-l) 

SEBDlSl'OllfflON ABO\11!. 

TIRE TO LOCAL RllCORDS 
ORAOE l YEARS AFTER 
lCEI\IED.'IRA.'ISl'ERTOJPL 

Al
OL

2. CONTRACI' ADMINISTRATION OFa.AUSE 

tCHIVES WHEN 10 YEARS 
D. Dl!SlROY WIIEN NO 

NEEDED. 1llESll 
lilNOT BE RETIRED 

pertaining to -i&trlllioaoflhe now ""'1mology clause in RI!Tllll!TO FllC I YEAR AFTER 
Clllllmcls, mpcciallyto ~andpmcO!ISillgof imlovalions COlffllACT a..osEOUT. 
n,quin:d to be n,portod. lll!STJI.OY I0YEARS AFTER 

FIO GSFC ONLY -This - applies to the Parmt Olliao. <DA: Nl-,255-'.14-I> 
NAL PAYMENI' OR CLOliEOUT. 

(N23-1)
O HQ and all other NASA Cen!ms. 

H. TU APPLICATIONS FILES 

I, APPLI.CATIONTEAM 

Rq,mts, eomspondcnc:e, milMaof meolings, o1c. produced by RI!Tllll! 10fRC WHEN 2 YEARS 
lb<>applicalion ._, id iclenlifyiDg publil: ,eetoroppoiumilie,I OLD. DESTROY WHEN 5YEARS 
lbr adaptive engirleerlQg. OLD. 

<l>A: Nl-255-'.14-I> 

2. APPLICATION ENGINEBRING PROJBCI' CASE FIU!S 

Tbae Rios are mainlalm,d by the Propan,. Managa who ii RI!Tllll!10FRC WHEN 2 YEARS 
locllal Ill NASA HQ, Code C. 8114 coosiBlof RTOP summam:s, OLD. Dl!STROY WHEN S YEARS 
inlerim n,pmts; aru:I SIIIIIIIWies in nmrllive format. OLD. 

<DA: Nl-255-'.14-l>NOTE: Case files that an, localOd II lbe zupective lead 
installlllioa and shculd be retmd umlor Scbedulo a. 
R&D Pmjoc:I Caso Filo, as aPERMANBNT nocoid 
series. 

L SP!NQFFPILES 

I. Sl'INOFFCASl!FILE 

/ Files an: mmolllim:dby year and coosiotof........, ru..whidl RI!Tllll! 10FRCWHEN 5 YEARS 
CODlain clippinp, conapcmdencewilh oompmdes, proclw:t OLD. DllSTROY WHEN 20 YEARS 
lkmabJre, and lmerviow notm and 1J11Y Olbor similar OLD. 

<doa1111cn111ion or rclalod matmalo. DA:Nl~I> 

NOTES: Only AFS numbe,s with defined subject, are used. - RETENTION - For items marked Pending Retention Approval, 
contact your Center Records Manager for infonnation and/or questions. 
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2. SPINOFFP!JBLICATION 

(b) 1991-Canliuuing 

TlliB isa a.om, SERIES. 

(c) 2000 -Cominuiq 

2220 8 SCIENTlnc AND TECHNICAL INFORMATION 
PUBLJCA.TIONS AND MATERIALS 

Sclenlilic lllldTedmiealinfimndion (STI) Is~as lbcsesults (racts, 
analy:ses, and conclualons) ofbasic and appllecl scicDlillc, 1edmical, and 
mlaralcmginoaing11S0811:haru:ldevelopmelll.STialooincludo8 
llllllllpm"III inclaatrial, and ocmomic infimnation n,lovant IO this 
........i,. 

A. PUBIJCATIONS AND MATE!RIALS MAINTAINED BY OPR. 

l'llbllsbed and pmco,,ccl documonlll p,_..t by NASA, such " 
10Clmlcal reports, biatorieal ....ium.., and infomaioual IIUllerials. 

I. 1beolllce ofprimaryn,spmlbilllywill maintain one copyof 
each publisllcd orpmco,,ccl docamonI IOgedm wi1h rolllOd 
bddcgraund papas n,n.cting a basis lilr Ille iS111am:cor that 
contributo IO lhe COIIICllt oflhe publicllioa, incluclq 
coonlinlllioapopersllllllCUID1IIOIIIII. 

N<Jl'l!: k is Ille respon,ibilily of Ille OFll. u, And/submit""" 
n,Offll copy IO CASL SeeSdb...-C. oflhls 11ml. 

2. Wmfdngpopers such as IIOla, rouah dmfts, backpoumin:podS, 
and odler Olldl papc1S (aclusbe oftbollodmcribed-
n.,,,, I.) 

Reco • unk,i.e., 
Bdaclllon 1), ofeach 
pampblot, n,pmt, 0, similar 
or 04ber publiabed or pmeo,,ed dacumonl5, or lhe 
fflPOll ifnot publlsbod. 

I. Rcooid copywilh lbcsuppotllngpopers whidldocumeatlbe 
ina:plion,soape.andJ>IIIIIOII', (Tbis----c:opic, 
and relared materiRI retained ln ori !in olllce.} 

·-·TllANSR!ll 'ro NARA AS Cl11!D 
IIEIDW: 

TIIANSl'llll.JANUARY I, !WI, 
lllANSFEltJANUARYl,2000. 
4>A:Nl455-'.14-I> 

lllfflRl!'IO FRC A TEND OF 
SECOND FISCAL YEA1l AFTER 
DOCUMENT IS PUBLISlll!D. 
DES11lOY WHEN 10 YEARS OLD. 
<1>11: Nl•255-'.14-I> (N 1-28) 

Dl!S11WY I Yl!AR Al'Tllll 
DOCUMBNTIS POBLISIDlO. 
<DA: NI-I> 

IIES11IOY Wll1lN REfl!Rl!NCI! 
VAUJE Cl!ASl!S. 
<DA:Nl-1> 

3. All otherofflcalprinled copies. 

NOTES: Only AFS numbe!S with defined subject, are used. REl"ENTION - For items marked Pending Retention Approval. 
contact your Center Records Manager for information and/or questions. 
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SlJBJECl' AREA OR RECORD TITLE RETENTION
PISCRIPTJQN OF RECORD SIBDYiAIU IIIW <Authority> 

2. Allolberollicd<:opies. 

C. PUBLICATIONS AND MATBRJALS HBLD/MAlNIAJNED AT 
s:Ml 

-copyofsclOllllllcandredmlcalpn-.,sucbas 
Tecllllolo&YSaneyl, 'l'ecmkalReports, Tedllllcal Norm, 
Tc:clmical Mmlcnnda,C..-111,pods, and Special 

"1',iblklllimos. l'bemmeeumplosoolyand-.lllould-be 
IOtbis..i.cticm. 

(I) 

{2) ALL OTHER COPIES 

(b) Papercopy. 
Tbis Isa CLOSED SEllll!8. 

(1) Pn:-11158 

(2) l!IS8- l!n8 (11,athavcnotbcm microfilmed.) 

(3) 1979 -1993 (11,athave 11111 hem mimllfflmod.) 

NOTES: Only AFS nwnbels wi1h defined subjects are used. - RBI'ENTION - For ~mark,,d Pending Relention Approval. 
conlllct your Center Recoros Manager fut infutmalion and/or queslions. 

D!!SllWYWIIENSlll'l!IISllDI! 
OIISOLlffl!, NO LONOl!R 
NEEDED, OR WHEN 3 Y1!ARS 
OLD. WIIICBIM!RJS LATllll. 
<DA: Nl455-94-l> 

•PERMANENT• 
1'RANSFER TO NARA WITHIN 
IYllAllAPTBRFILMING 
<DA: NI-255-94-1> (N23-7) 

DESTROYWHl!NNOLONOER 
NEEDJ!D ORWHEN IIE'ERl!NCE 
VALUl!CEASES.IIECORDS 
CANNOT BERI!IIRED TO AN 
FRC. 
<DA: Nl-255-94-1> 

·-.SEPARATE Sl'-115 MUIITBB 
TO NAIIAAFl'ER. 

OF 
INVENTOllY 

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

This doCl.ment is updaled fnlquanlly; lhenifont, prinlad copills may be obaolala. Reier lo Iha Change Hl&tOly Log et Iha 
beginning ol NPR 1441.1 In Iha NASA Onllne DINlcllves lnfonnallonSystem (NODIS) for c:ummt V8l8lon. 

(4) 1994 topmor•11t1lmba¥enotbcm mlclvlilmed. 

:on -Omlimdng 

D. DOCllMllNT AVAJLABIW'X AUlJlORIZATION (PAA) 
~ 

1. .._,_ submitted fill:_...ofandml....t dmJa&hscimwlic 
and IIOCbalca1 mganlzallcms EXTERNAL to NASA. 

(a) lJoc:um<mlalion comists oflhemlglnal paporwodc 
sulJmillcd for cad! pape,: 

0 NF 1676 (orold FF427), "NASA Scientific and 
Tedmieal Documoat Availability Aulhmizallon 
(DAA)"; 

0 Abmactofdie paper cited m lbc NF 1676 (arold 
FF427); 

~ 

In addidontolheabowdOC'VIMllllion, •~ llllllan me 
lllquin,d loprovicle: 

0 JSC A>Jm 548, "Approval aad Pmuliag fiu:Tcdmical 
l'leseolalloas, Teclmical Papen, andJomna!Alllclc& 
ferBr.wna!Audloaces." • 

lb) All olhera,plesf--. 

2. l'ilpers submitted lbr publiclllm in Ibo NASA Selcntiflc aad 
Tedwical JiqJmta Series. 

(a) Reconla ~bad, Cmdm aad NASA e..lquartara 
IJlplllVl1 of"'P0115'byclvil semml and - mllhcn 
tbrpubliclllm inlbc NASAfflR,,pmtSades. 
DocumommlmtamslSISof: 

0 FF42:7 (DAA); 
0 llepcxtDocumenlilllon l'tge(SF298); orIll /illsUacl 

of; or III Jnboduc:lim ID lheRepon; 

NOTES: Only AFS numbers with defined subjeclJI are used. - RErENTION -For items mark<d Pending Retentioo Approval. 
contact your Center Re,:ords Manager for inl'onnalion and/or questions. 

., 

•Pl!RMANBNr• 
'l'IIANSl'EllTONARAWIIEN 
lYl!AllOID. 
cDA:Nl.;zsS,94-li:: 

Dl!STORY (AFl'Ell 
VERIACATION OFMICIIOFILM) 
WHEN NO LONGllll.Nl!l!DllD fOR 
IU!H!IIPNCBORWREN «!II YEA11B 
OU>, WIIICIIE\IEltJS SOONBII. 
IWCORDS CANNOI' BB11El11tl!D 
TOANFIIC. 
<DA:Nl-zss.94-1> 

JlESTIIOY 2 Y1!ARS AFl'Ell \. 
MEl!'l'INGORPllBLICATION 
DATBCITBDON111BJll1427(DAA 
l'ORM)Oll WHl!NS YEAIIS OLD, 
WIIKJIEYER IS SOONER. 
<DA: Nl-255-!14-l> 

DESTROYWHl!NNOLONGEII. 
NEEDED 1/0RIIEl'ElitEIICI!IJllE 
ORWHEN 3 Yl!ARS OID, 
WIIICHE1/ER JS SOONER. 
<DA:Nl.;zsS,94-1> 

D!!SllWY NOLATER 'IHAN S 
YEAIISAFl'llRDATBOl' 
PIIBLICATIONOR WHEN6 
Y1!ARS 01A WIIICIIE\IElt IS .• 
SOOlll!IL 1 
<DA: Nl-255-94-1> 
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M'S# ITEM 
SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

RETENTION 
<Authori~ 

" 
8 ~ 

In addition to the above, JSC authors (as opposed to a 
contnu:tor author) are required to provide: 

0 JSC Fonn 155, "Processing Scientific & Technical 
Publications." 

(b) All olher copiesfceoters. DE.UROY WHEN NO LONGER 
NEEDED FOR REFERENCE USE 
OR WHEN 3 YEARS OlD. 
WHICHEVER IS SOONER 
<DA: Nl-255-94-1> 

E. AUTHOR'S FILES/RECORDS 

I. AUTHOR'S WORKING PAPERS 

Working papers relating to the publication, such as feeder 
reports, background materials, interim reports. notes, 
conespondence, and rela!ed papers. 

DESTROYWHENISYEARSOlD 
<DA: Nl-255-94-1> 

2. SPECIAL AUTHOR FILES (GRC) 

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

DF.SIROY WHEN 2 YEARS OLD. 
<DA: Nl-255-94-1> 

F. 

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

EDITED MANUSCRIPT FILES 

DESTROY 20 YEARS AFl"ER 
SEPARATION, TRANSFER. OR 
TllRMINATION OF EMPLOYEE. 
<DA: Nl-255-94-1> 

I. HQ STI FILES (Code J) 

(a) F.ditcd manuscript copy, galley proofs, blue lines, and 
dummy layouts for each publication. 

DESTROY WHEN 2 YEARS OlD. 
<DA: Nl-255-94-1> 

(b) Camera-ready copy ofSpecial publications, including 
original art, figures, cover design, and title page, 

TRANSFER TO FRC 6 MONTI-IS 
AFrER DOCUMENT rs 
PUBLISHED. DESTROY WHEN 3 
YEARS OLD. 
<DA: Nl-255-94-1> 

2. E-FILES (GRC ST! FILES) 

(a) F.dited manuscript copy, galley proofs, blue lines, and 
dummy layouts for each technical report. 

.-(.L).-19.Bl,19.aJ.. DESTROY JANUARY 1996. 
.. 

~) 1984-1989 DESTROY JANUARY 1997. 

NOTES: Only AFS numbers with defined subjects are used. - REl'ENTION -For items marked Pending Retention Approval, 
contact your Center Records Manager for information and/or questions. 
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DESTROY JANUARY 1998. 

(4) 1994 and Continuing. DESTROY WBEN 2 YEARS OlD. 
<DA: Nl-255-94-1> 

Camera-readycopyoftex~ figures, related negatives, and, 
·ng pape,s which document the inception, scope, 

(1) 

including editorial notes. 

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

~) 1984-1989 

(3) 1990-1993 

(4) 1994 and Continuing. 

G. OTIIER. STI PUBLlCATION FILES 

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

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

2. GLENN - Locally published Reports NOT included in 
FORMAL series. 

(a) B-FILES 

(I) F.dited manuscript copy, galley proofs, blue lines, and 
dummy layouts for each technical reporL 

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

(b) RECURRJNG B-FILES 

(I) See Description io a.(1) above. 

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

DESTROY 2 YEARS AFl'ER 
PUBLICATION. 
<DA: Nl-255-94-1> 

DESTROY WHEN 10 YEARS OlD. 
<DA: Nl-255-94-1> 

DESTROY 2 YEARS AFl'ER 
PROGRAM TERMINATION, 
CANCELLATION, COMPLETION. 
UPON FACil.ITY CLOSURE, OR 
WHEN 5 YEARS OlD, 
WHICHEVER IS LATER. 
<DA: Nl-255-94-1> 

DESTROY 10 YEARS AFl'ER 
PROGRAM TllRMINATION, 
CANCELLATION, COMPLETION, 
UPON FACILITY CLOSURE, OR 
WHEN ISYEARSOlD, 
WHICHEVER IS LATER. 
<DA: Nl-255-94-1> 

(c) PROJECf-RELATED FILES 

NOTES: Only AFS oumbers with defined subjects are used. - REl'ENTION - For ilems marked Pending Retention Approval, 
contact your Center Records Manager for information and/or questions. 
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. ll 3. All Cllba ollice/copies. 

P. 0MB BUUEI]NS ORM PLANS· ANNUAL) 

Documenlaian CODUS ofOMB Bulldins, baclcgrouml mama!, 
suppar!ing"™'-iun awl inlbmumoll which may~but 
me not limlkd 10 recanls c:onczming: ~ ICB (lnlbrmalion 
Collecllon Budget); Loag-Range Plau /llralegicOwniew; 
Telecommunlcatio P11111. 

I. OPR-NASAHeadquartas 

2. Comribullng omce ~ and a.,..,.l, am1 an other 
ollicosltopios. 

DES"IROYWHENNOLONGEII. 
NESllllD FOR REl'ERl!NCl!, OR 
WHEN 3YllAIIS OLD. 
WIIIOIEIIERIS LON01iR. 
<DA!Nl-255-94-1> 

RErAIN ON-SITE AND DBSmOY 
WHEN3 YBARS OLD. 
,cl)k Nl-255-94-1> 

Dl!S'l1toY WHEN NO l..ONOEll 
Nlllllll!D OR WHEN 2 YEARS 
OU>, WIIICIIEVER IS 500NEII. 
<DA: Nl--1> 

2AOO 13 A.VTOMATl!DDATAPKOCliSSING (ADP) RECOKDS-
GENERAL 

A. COMPUl'l!RRI!ADABLB M!il!2IA. Cl!lNF.RAL 

Electmnic mafia cn,m1 iD lhe areas ofdccounling. invelllarles, 
budget. libmy 1ype iDdkm, -iDisltalion, md an, um! in 

11:l~RECORDSEXl!II AND 
THEELEcrRONIC MEDIA 

-wltll lhe accumulllim ofoponting and reporungclalaof 
- Eledronicl'CCClldslhat IUPJlOll administnliw 
housebopingfinH:liou&-lhemcmdsarederivcdlimnor 
mplacellardcopym:onlslOllhmimlbyNARAlordosbuctitm. 

REPIIESENTS ADUPLICATION, 
REIEASEMEDIA FOR ltl!USE 
NOI'LATl!R 111.AN 30 DAYS 
AP'l'l!lt111ENEED FOR IT HAS 
BEENMl!T AND"111ATITWIIL 
NOT BE REQUIRED FOR 
FURTHER USE. 
,cl)k Nl-25-1> (N27-I) 

lffAl!EI V1rnllRI Im mzt 
lll!lm,MAINTAINDATABASI!, 
DEIElFJDllS'11lO RECORDS 
AP'1'l!lt THEEXPIRATION OF THE 
REl'EN1'IDN PElllOD 
Al1l1IORIZl!D FOR THE HARD 
COPYTYl'BIIECOllD, OR WHEN 
NOL«-NEEDED. 
WIIKJIEVllll IS U.Tl!R. THE 
DATABASl!S"IORAGEMEDIA 
CAN BBRELEASED FOR ltl!USE 
WHEN 5 Yl!AIIS OLD. 
(ORS 20-31,(2)) 

SUBJECT AREA OR RECORD TITLE 
AIU l!&,l:ICRIPl'IQll! Qt: RECOBJ2 SERIES.II.EM 

2410 AUTOMATED DATA PllOCl!S'SING (ADP) IIECOJIDSIFILI! 14 

A. ANNUAL ADP PLANS 

Developed by lhe iDSllllallODS, lhooo plans.., submiu.d 10 lhe 
lllf'olmmOII-Man,gcmentl'l,]jcyOffice(CocleJTD) at 
~ for ,mew. The plan ii comolklllA,d llllo • summary 
n,portand-li:Jtactiverelimmce. 

I. Office of liu!cliunal.n,spcmsibility (NASA HQ). 

2. All other ofliomkopios. 

B. SPnm:xPLANS 

Ill aa:ordant:D wilb lhe ComputerSocmity Act of 1987 (P.L. 100-
235) amwal plans arc ,equin:d tn be prepamd and submitted 10 
NIST aud NSA fur c:omment_.iing computer sysrems Iha! 118 

idlmlili£d conlaiulngseasitive lniolmation. l!ad!. •ys-plan 
mclude& abasiccl...,;piimollbepu,pose, envllOJllllellt, aud 
-Yoflbe .,.-andIlle seourity mcllSllta iDlended 10 
pRllot:t the sys_ and ill, data. Plans nnotllUIAmlcnll ofageney 
security policy. They iDdicali>seourity ~ and- the 
qency iDllmds 10 meet lho&e rcquu,,meala, 

I. Office oflimctional _.,l>ility (NASA HQ). 
(NOTI!: Tbil ii apm:y-wlde n,spom,1>ility) 

2. O!nlm5 and all other offlcakopics. 

C. PBOOBAM$-SYSTEMS 

Original programs, computer media, and-eonlliDing 
delinilicms ofdie system{•) im:luding limdiowil ~ dala 
req,1hemenl1, sy,ste:m/subsys specilicatioou, requoslS li>r lhe 
ayatem, Bild aumodzlD& dln,cli..._ 

I. For adis,pprowd proposed ayatom. 

RETENTION 
<A11thmit2 

REl1RE TO FRC 5 YEARS AFl'llR 
THE YEAR TO WHICH 111B 
PLANS PllRTAIN. Dl!STR.OY 
Wlll!N 10 Yl!AIIS OU>. 
<DA: Nl-255-94-1> (N 1-43) 

DESTROY Wlll!N ACTIVE 
IIEFERENCEVALUE CEASES OR 
WHEN 3 YEARS OLD, 
WlllalEVEII. IS U.'IllR. 
<DA:Nl•255-94•1> 

IIEl'IRETO FRC 3 YEARS AFTEll. 
YEAR TOWIIICH PLAN 
PERTAINS. JiurROY WHEN ID 
YEARSOlJl. 
cDA: Nl-255-94-1> 

DESTROY Wlll!N ACTIVE 
REl'Elll!NCE VALlJll CEASES OR 
Wlll!N 3YEARS OLD, 
WlllauM!R IS U.Tl!R. 
<DA:Nl-25544-1> 

IIEl'IRETO FRC I YEAR AFl'llR 
PINALACT!ON. DESTROY 10 
YEARS AFl'Elll'INALACIION. 
<DA: Nl-255-94-1> 

(N27-7, 'Zl-l {711) 

NarES: Only AFS munbers with defined subjects are used. - REI'ENTION - For items matked Pending Retention Approval, NOTES: Only AFS numbers with de.fined subjects an: used. - RETENTION - For items marked Pending Re<ention Approval, 
contact your Center Rec:onis Manager for information and/or questions. contact your Center Records Manager for infunnation and/or questions. 

I 
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-RETIRE TO FRC I YEAR AFraR 
data"'"""' ........ u • ~ 

2. For an approved system for which all related computer readable 
DIBCONTINUANCEOFT!IE 

~@Y....1,1\~A'DC 

AFTER DIBCONTINUANCE. 
(GRS20J 

--- POLICY PLANNING,,,.-.""'"• 

'-

19 l'. ACCOUNT FILES 

Documents relating lo collllI!UlllCation lines, ie., lelcphonc, data, 
wide--area networks. etc. Voucheni, vendors invoices, and 
com:spondcncc EXCLUDING fiscal copy, and including local and 
commercial overseas accounting. 

L WIRE/WIRELESS MESSA!:ili l'!l.J3S 

Copies of incoming and outgoing wire/witeless message and all 
rclated records. 

. 
-

-
DESTROY WHEN 6 MONTIIS 
OLD. 
<Dk Nl-255-94-1> (N 10-13) 

2570 ---.. FIXED COMMUNICATIONS FILES 
r---.._ 

A. FA 

Documents rel~Mhmeo~ approval. and conmuction 
or implemcntwon offixed wire/cable; •~on maintonance 
in.house aud outside, and radio fucility developmenqm,j~ 

• PF.R.\IANENT. 
RETIRE TO FRC I YEAR AFTER 
DISCO.'fflNUANCE OF FACILITY. 
TRANSFER 10 NARA IO YEARS 

ANCEOF 
~ . 

<DkNl-25S-94-l> (N•1o.iu.._· 

B. OPERATIONS FILES 

20 Documents containing information and data on codes, radio 
frequency assignments, call signs, and lists ofholders or code 
systems. 

DESTROY WHEN SUPERSEDED. 
OBSOIJITE, OR NO WNGER 
NEEDED. 
<Dk Nl-25S-94-I> (N 10-9) 

c. TRAFFIC VOLUME RB'ORT 

Documents reflecting data on cin::uit usage for engineering of fixed 
communications facilities, planning, programming and budgeting 
and related papers. 

I. Offlceofprimaryresponsibility. 

2. All other offices/copies. 

RETIRE TO FRC WHEN 2 YEARS 
OLD. DESTROY WHEN IO YEARS 
OLD. 
<Dk Nl-2SS-94-i> (N 10-2) 

DESTROY WHEN 6 MONTHS 
ow. 
<Dk Nl-255-94-I> 

2570 21 RADIO AND TELEVISION RECORDS 

A. Sl!RVICI:: CONTROL FIL!lS 

Documents related to the servicing and operation of radio and 
television. equipment and systems, including service xccords aru:l 
summaries of authorized equipment and service. 

DE.\"IROYWIIEN SUPERSEDED 
OR ON DISCONTINUANCE OF 
THE FACILlTY OR 
INSTAILATION. WHICHEVER IS 
SOONER. 
<DA: Nl-25S-94-l> (N 10-10) 

3. For an approved system for which any related computer 
readable cht• file is not lllllhorizcd for disposal. 

COMMUNICATIONS RECORDS2500 19 

A. CORRESPONDENCE REPORTS, AND REFER.ENCE FILES 

RETAIN WITH RELATFD DATA 
FILES. DESTROY IN 
ACCORDANCE WITH RELATFD 
FILES. 
<DA:N1~255-94-J> 

Cotrcspondenec and related =ords petlllining to the internal 
administr.ltion and operation of lhe communications function. 
Documents relating lo commuoicauons planning. projecting 
n:pmcnts and cosls. and HQ approval, such as NASA Form 
1102 and I 103 and p,latr<i materials. Reco!ds may include, but arc 
not limited to: NASA Mail items/documentation (media 
independent) such as roonlhly NASA-Mail reports, user account 
rcqw:sts and activity logs; Direct Access Computer System (DACS) 
requesis; and any other awxiated user documentation. 

DESTROY WHEN 2 YEARS OW 
OR WIIFN REFERENCE VALUE 
CEASES, WIIlCHEVER IS 
SOONER_ 

<DA: Nl-25S-94-I> (N l0-29) 

B. COMMUNICATION EOUIPMENT/SUPPORTREOUIREMENTS 

I. Security equipment n:quirements end all related documenta~on DESTROY WHEN 2 YEARS OLD. 
and materials. <DA: Nl-25S-94-l> (N 10-11) 

DESTROY WIIEN UPDATED OR2. Project support communications a,quirements, records consist 
SUPERSEDED.ofdocuments rcllcrung support rcquiremcots for the objectives 
<Dk Nl-25S-94-I:> (N 10-S)conlllincd in the PSCN database (OPR). 

Program files which consist of ~_guidance or HANDLE AS PERMANENT 
assumptions for the development of the commuoi~~INGREI'ENIION 
Fdes consist ofoverall guidance, technology plans, and ADP plans - I ==0 ~ 
OPR, NASA Headquaners, and MSFC Com Centor ONLY. (N I0-4) ----... 

D. INTERFERENCE REDUCTION 

DESTROY WHEN 6 YEARS OW. 
equipmeot designed to a,duce or eliminate electrical disrurbanccs 
Documents relating to lhe testing or advisingon techniques and 

<DA: Nl-255-94-1> (N l0-8) 

which cause undesirable response ot malfunctioning ofelectric 
equipmenL 

E. FACD..ITIES LEASE REOUESI'S 

DESTROY 3 YEARS AFTERDocumcols relating to requests tor providing, rearranging, and 
TERMINATIONOFLEASE.removing communication facilities, equipment. and services leased 
<DA:Nl-2S5-94-l> (N 10-7)from commercial companies to meet communicalions objectives of 

NASA. 

NOl'.BS: Only AFS IIIIIDben- defined subjccls.., IIIIOd. - RBl'llNl'ION -For items lllllted Pmdiug R.-mApptuval, NOl'l3S: Only AFS ..-withdelinodsubjccls ..,used. - ltE1'JlNTION -Parifems marbd PmdiuglldallimAppowl. 
<Onl8Cl yourCl!lllmRIICOlds:Mmmgerlbr inlillmalionand/orquesliam. COlllllCt:,m,rCenterlbx:mdsManager Im infimallliaaaadforqueadaas. 

https://WHICHEVER.IS
https://aulhorl7.ed
https://TRANSFER.10
https://commlllUl'llu.�i
https://Com:spondell.ee
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B. RADJOFREQUENCYflLl!S 

Aulhodzllim, allocalion, assipmenl. c:onelatioa, 111d useofnallo 
lh:quaas 111d call signs. 

C. COMMUNICATIONS Rl!PRESENTATION FILBS 

Dacumlmls coacaniog n,pn,senllllion cm 111d 110CCIIIIIDOlldlllicms IO 
joiatorOlbernon-NASA apm:ies, including implemealllian of 
decisims OD sipal Mfflmnnicalions 111d eloclmnic policiea, 
pardcularly nn radio lioquem:y alJocaliaas, call signs, ndio 
~ andradlopropapllnnmauers. 

m.M CONTROL-LOGS/FORMS/CIIARGE 011T CARDS 

B. 

PBOTOGRAPIIS/S'l1LL PICl'llllES 

1111d omcaptioaod printif ll¥Billble, -

IIEl'IIIBTO FllC W11BN 2 YEARS 
OLD. DES11lOY WHEN 10 YEARS 
OLD. 
<DA: Nl-255-114-1> (N 10-1) 

DES11lOY WHEN 5 YEARS OLD. 
<DA: Nl-255-114-1> (N 10-3) 

Dllll'OSEOI'ACCORDINOTO 
INS11UJCl10NS COVERING 111B 
ltl!LAll!D AUDIOVISUAL 
ltl!COIIDS. 
IGRS 21-211) (N 19-13) 

(N!l-6) 

~AL AND TECHNICAL RECORDS SCtEDULE 2 
(AFS 1000-1999) 

This d0CU11111111 Is updated fnlquantly; lhenllont, pdnted copies may be obsolate. Reier ID Iha Change History Log at Iha 
beginning ol NPR 1441.1 In Iha NASA Onlne Dll8Cllws lnfonnatlon ~ (NODIS) !Or cufflllll wndon. 

" 

NOTE:-l'iclmeFllma (Nl9-16) AFS1394Sl!B 
SCIIBDULBI. 
S..""n.d:r AJIS 13HSBBSCIIBDUUl I 

A. PHCJl'OGRAPlflC WQPK'PBQQIICTION BBPQBT Fill§ 

!. Wadonlels llld Jodpn umlnpmceaaingllldpmducliooof Dl!Sl1lOY WHEN 3 YEARS OU>. 
pbarop,pbic: services (illfor-iiaa may be contained jn .. <DA: Nl-2SS-!14-I> (N!J.4) 

eleclllmic-lm:kingsyslem). 

2. Rq,odl mowing .....tload. dme._-. llld type of DES11lOY WHEN I Yl!AR OU> 
pmd-(color, black 111d whlre, SIDI, or-piclmD). Olt Wlllllil NOLONGBRNl!EDED 

FOR Rl!FllRllNCE. 
<DA: Nl-255-114-1> (N 9-5) 

clocumont llgnllianl - This- ....... 
theOPR.orl'mjeolOlf_.mi JP'IPbslil< 
plqjecls---bylbel'mjeclOllicil • 
bislaricalor-valuellldWllmllllpermanma....,llbll_-.L._ 
c----ln-8,llmn5A). 

NOl'l!S: Only AFS ..-W willl delined lllhjocu amascd. - REl'BNTION-Far illom llllllbdP,:ndlnglldmtlnn Appmval,_,.,.,.Cmta~Mansgerlil< ____ 

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

This document Is updaled fraque~ thanlfore, printed copies may be obsolele. Reier ID Iha Change History Log at Iha 
beginning ol NPR 1441.1 In the NASA Onlna Dinlcllvas Information ~ (NODIS) for current Vllllllon. 
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NOl'BS: Only AFS 1111111ben wl1h dellaod.....,.... 1111 ascd. - RBl'l!Nl'ION -Far illlms marbd Pmding Rmnllon Appmval, 
_,.,.,.Cmta-.Mansgerlbr-lllld/orqi&tions. 
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2. NON-SELECTl!D PROJECT' CASE F1U!S 

l'llol08111Phs lhal me cmled dmlng 1111,......., ofa pJDjocl lbll 
doos - moot the &elodion crilmla as idout.ifiod in Sdu,dule 8, 
llan5A. 

3. CENTER PHOl'O LABS/OFFICES 

Duplicllacapiaofabove Slllll (bms 23-0-I IIICI C-2) lbll me 
maiatailled ia the Centerpbalo lab, audiovisual olf,ce, or 1111Y 
olberoflic:e •-copies. 

VIDEO PRODUCl'IONS 

NOl"B: Rocxml elomcmlB CODSist of Ill 01IIGJNAL 111d adapliClle, 
Ifavailable 1hr Ill •PBRMANBNT • items. FOLLOW 
CENTBRSPECIFJC DISPOSmON !PONE JS PROVIDED. 

2. MISCELLANEOUS PRODUCTIONS 

F"mishod Yidl:o procluclions mch a !be lbllowing. but DOI 
llmlmdro: 

(b) R&DTBCHNICALRBSBARCH 

These vldeosllRllllpCdperc:usloalormpldaofpmeU:D 
projocu such II bosling dlla 111d JiJotap ofmq,orim,,als, 
o1c. The migmal lbalapis llllumod rothe 
- .. 111e....-............ 

THESE RECORDS MAY BB 
RE11REDWffllnlBNON· 
Sl!LECTED l'ltOlllCT CASEFIIJlS 
(REP. SCJIEDlll.BB-SB). 
<DA: Nl-2"-!14-3> 

l1IIS Sl!RIBS MAYBE RE11RED 
TO AN FllC WHEN 2 YEARS OLD. 
DES'lllOY WHEN 15 Yl!ARS OLD. 
<DA: Nl-255-114-3> 

•PERMANENT• 
PRODlx:'llONS All! 
TRANSl'llRRl!D T0111B 
NA'llONALARallVESAND 
ltl!CllltDS ADMINIS'lllATION, 
NON11!Xl11ALDIVISION,ONAN 
ANNUAL BASIS Oil Ml 
CIU!Alm. TWOCOl'lllS OF 

PllODUC'l'ION Will.BE 
ONEMASTER 

AND 

DES1llOY Oil IIEUSI!Wlllllil NO 
LONGER NEEDED Oil WHEN I 
Yl!AR OU>, WIIICIIEVER IS 
LONGER. 
<DA: Nl-255-114-1> 

-·11IANSFER IN 5 YEAR BLOCKS 
OLD. 

<llA:Nl-25!1 

DES'lllOY WHEN NO LONGER 
NEEDED FOR IIESEAllCII 
REIUENCEAND EVALUATION 
OFSCIENl'IRC DATA. 
cDA:: Nl-255-94-1> 

https://theOPR.orl'mjeolOlf_.mi
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4. JOHNSON SPACE CENTER (JSC) 
NOl1!: See Cbapmr I!, llom 2SA. 

• • JSC downlinks (I odginal and 
I commtod ID • • • .missionpn,ss 
CClllfmmlccs; and, cm-bolililil~i!!"'ings. 

• PEltMANBNT. 
MAS'lEI.MEDIA Wl"l1I ALL 
IDENTIFYING INFORMATION. 
TRANSFEII. TO NARA WIIBN 30 
YEARSOU>. 
NmE:lla:anlsm:1abc.......,i 
"""'Y 10 _. and wilh TRANSFEII.-----· ...u..tgm,nlkm 

pmlmioul 

(b) MISSION VIDEO - COPIES I DUPLICATES 

(c) MISCELLANOOUS ACflVITll!S 

0 Test and Training Aclivilies 
0 Pmductions (Scnpled), i.e.. Geoera1 lnfOllll8lioDITmin 
0 DoculllOlllaries ofPless Conforence(s)ISpecial l!veots 

on ~pmje<ls and mission. 

Videos, original and duplli:ali, !e. dial clocummls 
s18'1iftcantR&Dpmjoct aclivilies. This s 

RETAIN AT ISC IN STORAGE. 
DESTROY WHBNNOLONGEK 
NEEDED. 
<DA: Nl-255-94-1:> 

DESlllOY OR RBIJSB AFl1lR 30 
DAYS. 
<DA: Nl-255-94-1> 

or l'n!Joct Ollices' original video (masts, i.e., 1st l!J'D"'"'Km;'-,L;;;;;;;:; 
lil< pmjocrs lhlt are seleclod by tbe Pmject Ollice as baving 
hisaical ortodmic.al wlue and wmantpamanmt
(soescJecticmcmeriaaudim:d in Si:bodule8, llomSA). 

NOl'llS: Only AFS lll1Dlben widl defiel subjem me uaod. - RETENTION -For1-smamd P'ending-Appmval. 
CODlacl your Centm-Reconls Manager lil< inftmnation 111111/m questions. 

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

This document Is updaled lraquently; lh8Rlfora, pmted copies may ba obsoiala. Reier ID Iha Qianga HslD,y Log at the 
baghning al NPR 1441.1 in Iha NASA On&ne Directives Information System (NODIS) for cwrent veision. 

- 2. NON-SELECl'ED PROJECT CASE Fil.BS -r---
Vldeoii !!!uing Ille com,;eof a pmjec:t that docs 
nat meet the :selection cri,__ _ • I In Scbodule I!, llem 
SA. 

3. CENTl!RPHOTO LABS/OFFICBS 

Duplicate copies oftbeabow videos (limns 24-C-l and C2) 
dlat an, maintained in tbe Center photo lab, audiovisual olfa:e, 
or any Olher office as rcficmwc copies. 

-
'11IESB VIDEOS MAY BB -
REl1REDW1"111 l11ENON-
SEIJiCl1lD PROll!CT CASI! PIUlS 

B·SB). 
<DA: NI-_ -
11IIS SERIES MAY BBIIEl'IRED 
TOANFRC WHEN2 YEARS OLD. 
DESTROY WHEN 15 YEARS OLD. 
<DA: Nl-255-94-3:> 

NOl'l!S: Only AFS 1111D1ben with defiD<d llllhjecl8 an, used. - RBTENTION -For Items mad<ed P'ending Rdlmtian Appmval, 
CODIICtyoorCenterReconls--lil<inlimnalionllllll/mqoesdons. 

https://ortodmic.al
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AFS# .rr.t;M 

......._ 3000 1 

'·--. 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

OFFICIAL PERSONNEL FOLDER (FILE) 

Recmds filed on lhe RIGHT side of !he Official Persoonel Folder (OPF) 
[See 2. for !he teroporary papers on !he LEFT side of!he OPF.] Folders 

~vering employment terminated after December 31. 1920, excluding 
tho·~ected by_ the National Archives and Records Administration for 
pennanent'l"~n. 

NOTE: Master fi~•da~ bases created in central data processing 
facilities to supplemei!t- !"Place !he OPFs are NOT 
AUTHORIZED for dispos ch files MUST be scheduled on 
an SF 115. 

~-- 1 B. SEPARATED EMPLOYEES 

·-·-·-~CORDCOPY - HQ - Office of Human Resources and ~---

C. ALL OTHER OFFICES/COPIES 

2 TEMPORARY INDIVIDUAL EMPLOYEE RECORDS 

-----~All~fcorrespondence and forms maintained on the LEFT side of 
the Offi.cia1Pe'ffifimel,Fold.a!QPF) in accordance with Chapter 3 of "The 
Guide to Personnel Reconlkeep7iig";-EK ING perfonnance-related 
records. 

Al 
[ORS 1-

RETENTION 
<Authority> 

PERSONNEL 
INSTUCTIONS 

ERSOF 
TO 

TRANSFER FOLDER TO 
NATIONAL PERSONNEL 
RECORDS CENTER, ST. LOUIS, 
MO, 30 DAYS AFTER 
SEPARATION. NPRC WilL 
DESTROY 65 YEARS AFTER 
~ NFROM111E 
FEDER.AL SER ••~.~-~ 
[ORS 1- lb] 

DESTROY WHEN OBSOLETE OR 
SUPERSEDED. 
<DA: Nl-255-89-4> 

DESTROY WHEN SUPERSEDED 
OR OBSOIEl'E OR UPON 
SEPARATIONORTRANSFEROF 
EMPLOYEE, 1.JNI...FSS 
SPEClFICALLY REQUIRED TO BE 

:--rrRffl'ISlililUll;iQWITil 111EOPF. 

Equal OpportDDity 

EQUAL EMPLOYMENT OPPORTUNITY (EEO) RECORDS 

DESTROY 5 YEARS FROM DATE 
OFPI.A.'I. 
[GRS 1-2Sb(l)] (N 15-27, N 15-
28) 

ESTROY 5 YEARS FROM DATE 
PLAN OR WHEN 

ADMINISTR SES 
HAVE BEEN SERVED, 

NCJl'ES: Only AFS IIUlllbers wilh defined subjecta me used. -REl'ENTION-Far ilems marked Pa111ingReteatioa Approval, 
contact your Cenler Reeonls Manager for infonnatioa and/or queatlona. 
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RETENTION 
<Authority> 

WHICHEVER IS SOONER. 
[ORS 1-25h(2)] 

4. Agency copy of annual report of afflnnative action 
accomplishments. 

5. Headquarters compiled reports. REl1RE TO FRC WHEN PLANS 
ARE 5 YEARS OLD. DESTROY 
WHEN 30 YEARS OID. 
<Dk Nl-255-89-4> 

3100 4 INTERAGENCY PERSONNEL AGREEMENTS (IPA) 

Records in this series consist ofconfidential files which are assignment 
agreements aolhorized by !he Intergovernmental Personnel Act of 1970, 
including all com,spondence, lhe IP A form, and any olher related 
documentation and materials. These files are typically filed by 
individual's last name and include IPA Form No. 5069 -104 plus all 
associated background documentation. 

A. RECORD COPY RETIRE TO FRC 2 YEARS AFTER 
HQ: TEIL.\1JNATION DATE OF 

AGREEMENT. DESTROY WHEN 
lOYEARSOLD. 
<DA: NI - 255-89-4> 

B. ALL OTHER OFFICES/COPIES DESTROY WHEN NO LONGER 
NEEDED OR WHEN 5 YEARS 
OLD. WHICHEVER IS SOONER 
<DA: NI-255-89-4> 

3100 

3273 

6 

7 

NASA C EXECUTIVE ASSIGNMENT FILES 

Standard Form 171 on each NASA employee GS-15 or over together with DESTROY 3 YEARS AFTER 
additional information gleaned from newspaper. house organs. Also in SEPARATION. 
:some cases, :security and confidential infonnation. <DA: Nl-255-89-4> (N 15-49) 

Documents relating to apprai:saJ:s, either onsite or by other review DESTROY 5 YEARS AFTER 
procedures, :such as Manpower Audit Director's Review ofLaboratories APPRAISAL IS CONDUCTED 
and Sta!TOffices. <DA: Nl-255-89-4> (N 1-35) 

3292 

---+---r--

10 

.llun!lli!

STATISTICAL DATA/ REPORT FILES 

A. MANPOWER DATA 

Reports compilation or other document5 created to provide a source DESTROY WHEN S YEARS OLD. 
ofstali:stical data for use in manpower control activities. <DA: Nl~255-89-4> (N 1~34) 

B. PERSONNEL OPERATIONS 

!]~n;!!i~~~~T~ra11_·~n..._ersonne==.;;.lo..,ffi=ce;.;an=d.:.'":;;;bmd.;;;,;;;in;;ate;;;..t,iDiiESTRts"l;,;ol!'Yl"'WHEN;.,;;:;ii,-i2;;YEARS~:.:..:o:1D:.,•._J_ 

3292 11 EMPLOYEE RECORD CARDS 

ses outside personnel DESTROY ON SEPARATION OR 
offlees (such as SF7-B, or 

NOl'ES: Only AfS numbers with defined subjeclS are used. -REl'ENTION-For ib:llla marked Pending-Ion Approval, 
a,,Dlacl your Centm Reconls Manager for infonnation and/or qiations. 
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SUBJECT AREA OR RECORD TITLE RETENTION 
DESCRIPTION OF RECO:lm~IES <Authmitv>IIIM.6lU 

[GRSI~ (NIS-5) 

123300 ---· 
REI'AIN ON-Sl'IEWl'l'IIIN 111B 
PERSONNEL OFFICE AND 

1111110U11C0111 materials- lO dlojob/polilim solectiaa, 1111d Im
=~~..:::i=-=-~-==.:1. 

DESTROY WHEN 2 YEARS 01J). 
dlA:Nl-25S.l!M>-illolt 

NASASPECIAL EMPLOYMENTPROGIIAM FILES3300 14 

Appllca1lcms 11111 IXlllllSpCIIU!e lllr llbldenl aids, S111111110r empJo,-, DESTROY WIIEll2 YEARS 01J). 
lllldc:o-ops. dlA:Nl-25S.l!M> (NIS-liU) 

.....,....,..-.....................3300 15 

Qulllellyllld 11111111111,epmtslO OPMNlalia&IOduoemploymonlllld REI'AINUNTIL BXAM1N1!D BY 
adllzalionofCOlpedlllldcoudlllll& OPM DRDESTROYWlll!N 10 

YEARS CIA WHialBVEII. IS 
SOONER. 
dlA:Nl..25.5-811-4> 

3300 11 OUl'SIDEl!MPLOYMENTFILES 

DESTROY 3 YEARS AFl'ER 
emplo,- in addilian IO dlllir officialdulim.
Doc:ummds~IOOllllide'MBll:or.....i..spedbmu,dbyNASA 

TERMINA110NOF A1'l'IIDVED 
l!MPUJYllll!NTOR 3 YEARS 
Al'11!RDISAPPROVALOF 
OUTSIDl!l!MPIDYMBNT. 
dlA:Nl./i5SIM> (NI~ 

3300 u SPECIALPEIISONNBL RECORDS-NASA 18 SPEil' 
PASR. 

Individuals m>malbylbissyslmlof---lilr and "I0SPER"Rl!OOltDSARENOT 
mcipion1s ofawanlsorNASA lnining, civilian llldldiw,dulymililmy AU11IOIIJZBDFOllDISPOSALAT 

11DS'm0!.delaileel lO NASA; partic:ipaDIS inemulloepmgnms; Facully, Scimce, 
Nalicmal-CoaacilmdodmFellows,Allac:wmlllldGum' PAPElRl!OOltDS AREREI'AINED 
Wcnlmn illl:luding-at NASACen-butnoton NASAmlla; NASA ON SITBAND AREDES'l1lOYED 
CODlrlCt llld gnat awanlees 11111 llmirllSSOC:illmhaving....,.. IO NASA OR.'11IANSl'ERlll!IN 
pmllilesllldlllCCllds;-Yidualswilb-iDNASA- MlCOIIDANCEW1111TIIE 
iacludln& Ad'lisoly CommiUce Mmlben; and pmspectwecmplo,-. SPB:IFICRECORDSERIES 

IDENTIFIED JN11DS SCIIEDIJLB.Carmpiaillolude: 

10PAYS RECORDS-SEE. Special Pmgnm Fila. SCHEDIJLB' (Nl111i11IESE 
RECOIIDSAREREI'AINEDFIIOM. °"'-'"""8111dmlabd-lOlboselillll. I ro3 YEARS DEPENDING ON 
GAO AUDn' ANDIOll. Special mxmblllld-. Dl!STROYl!D llll 'IRANSFBIIRl!D 
rolll'RC).. Ageacywide 111d lnslallllim --pc:ummd IDbmadoa. cl>A: Nl./i5SIM> 

..3312 21 

A. AJTIJ!QRIZA.TION FILBS 

Documonts 111d suppmling-mlaling lO Im alloi:atioa of 
llllllplJMrspm:oBID""""""1Wlecbolaaa. 

.. "PEIIMAIIEIIT' 
JllfflRE TO FIICWlll!N 3 YBAIIS ,. 
ml l0YEARSOU>. 

NOl"BS: Oaly AFS IIIIIDbers wi1hdelhled IUbjecls aroused. -Rlffl!NflON-For ilmllmnm Padlagll.-lmAppmval, 
...-:,uurCmirmbxml&Mmmgerlilrinlbmudl"'1andfor..-
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HUIIAN RESOURCES (PERSONNEL) RECORDS 8CHEDULE3 
(AFS 3000-3999) 

This documant Is updallld flaquanlly; tla8l'ola, prlnled copies may be obsolala. Raler 1111 Iha Qianga lfsllOly Lag al lie 
be .... ft.... of NPR 14411 In Iha NASA Onlna DlrecllWs lnlonnallon ..._"""""'"forcurrant vellian.. 

SUBJECT AREA OR RECORD TITLE RETENTION 
Dl!iCRIPTION QFRECORDSERIES miM4lU sAlltbmitR -

dlA:Nl-25S.l!M> (Nl-36) 

2. AD odlor ollkeskoples. Dl!S'IROY WHEN OIISOLB'l'EDR 
SUPERSEDED. 
dlA: Nl-25S.l!M> -

B. ~ 

ltepada liomCenlas lONASA Headqu..- caacemiag llllllplJMr, 
111d ID relaledpapen. 

I.eon-. JllfflRE roFRC WHEN 3 YEARS 
OU>. DllS11lOYWHBN 10 YEARS 
OU>. 
dlA: Nl-25S.l!M> (Nl-37) 

Dl!S'IROY WIIBN2 YBARS OU) 
dlA: Nl-255-ll!J.4o> 

2. Headqulllell. (SEE rrBM C. BELOW) 

C. HEADOIJARm:I 

ltepadacampilodliam lnlimnation....;...i11omc.a-(SeeB. 
lbow,) 

.. l..tM,L "l'E1IMANENP 
OPII: 11Bl11tE1UFIIC WIIBll 5 ·- - --~..... 
NARA WHEN I0YEAIIS~ 
dlA: Nl-25S.l!M> (Nl-1111) 

2. All otharolliceslcopim. Dl!S'IROY WHEN NO L0NIJl!R 
NEl!lll!DFOll lll!Fl!Rl!NCB IISB, 
DR WIEI 5 Yl!AIIS Ill.I>, 
WllKJIIMlll IS SOONl!R. 
dlA:Nl-a55-81Mo-

zz £W-~-n-3315 

A. lt!DMDUAL.!I 

Scbool enluatlcms, ,upemsmyevlluatioas, 111d test scon:s. Dl!S'IROY WHEN 3 YBARS OU) 
dlA: Nl-a55.at-b (Nl:5-51)

B. !80086¥8 
Cmno&pommoe-Civil Senil:eCommma, DopmlmNlof Dl!S'IROY WHBN 3 YBARS OU). 
LaborSoulb-Tniaing Ceabor. c1>A: N1455-ll!l-4o> 

£--3330 :M 

Applicllicms, IIIIUlllel, ffCIIICJIIIIIIOIIIICfflDOIIIS ...J mlaled Dl!S'IROY 2 YEARS Al'11!R 
conapm,dau:e. Rl!GIS1RA110N 

cl>A:Nl..255-ll!J.4o> (N 15-47) 
3335 ZS PllOMO'l10NREGIS'l'ERnLES 

DES1ROY WHEN2 YEARS OU). 

evllullionSlllmlents,andlD-papon. 
Regislen or aeccmls ofjob OJIIJCldUllitie, applicaliOD 111d 

dlA: Nl-255-19-b (N 15-25) 
\ 

3335 2' REl'llOMOTION CONSIDERATION FILES 

Dl!S'IROY Al'11!RIU!l'llOMDl10N 
IS ACCOMPLISHED. 
dlA: Nl-a55-ll!J.4o> (N 15-45) 

AppJicatiom lllldc:om,spondem:e to 111d livm mpn,molioa,eqibles. 

NOTBS: Oaly AFS lllllllbmB willl delilled ~ are used. -RBl'BN'l10N -For ilems llllllbd Pendinglldmlim Appmnl, 
llOIIIIOlyourCealla'RocoalsMlmlprlilrinlimnllioamll/or.......... 

34 

• 
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1-llJMAN RESOURCES (PERSONNEL) RECORDS SCHEDULE 3 
(AFS300~) 

This document Is updated frequently; lherelote, printed copies may be obsolete. Reier lo lhe Change History Log al the 
be innin al NPR 1441.1 in the NASA Onlne Directives lnlonnatlon em NODIS tor current ve1Sion.. 

AFS# ITEM 

3350 211 

3352 30 

3400 32 

33 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

CIVILIAN SERVICE EMBLEM CONTROL l1ILE 
Reconla maintained lo c:onlrol tho m:ord of eligI"bility for an award of 
civilian service emblems. 

REEMPLOYMENT PRIORITY FILES 

Applic;djcms, oxc:eptions. and ammpondence ielated 1o 100mployment. 

Ph.D. THESES FILES-NASA HEADQUARTERS ONLY 

lndiwlual copios of dissertations resulting Imm NASA pmloctmal 
lraineosbip program. No other copies are mainod. 

2. Rost,n or iqpslaS (ASIIBILARSS) (uRC ONLY). 
Thoso are tho n:cords for the two 5llllllllei" programs sponsored 
by tbc Office ofUnivasity AfTaiJs at Langloy Rosoan:h Cenler. 
[ASEB =Amoricao Socioty of Euginooring Bducalion] [LARSS 
=Lmgley Aerospace Summm- Scholars Program] 

• copies of records that are cn:ab:d cm clectmnic mail 
and to eratea 
m:ordlroeping copy of tho m:ords. 

c. CQNTRACTTRANING FILl!S 

I. Copies ofCODlnCIS. c:om:,pomlc:nce, approvals, waivers. and 
olherdocumenls relaling 1o NASA cmploy,:os Ir.Doing under 
contnclS. 

2. Background. wcd:ing papeni, BDJJDUDCelllOII and 
anaqoments ofsubjecl COllbaCI training. 

ies ofrecords that are created on electronic mail 
and wordprocessmg s 
m:ordkoeping copy of the m:ords. 

D. NON-CQNTRACTTRAJNJNG FILFS 

Applicalions, aa:cp1aoccs, and all other dOCUIIIOIIIS ielaling ID non
conlrllCI llllining ofNASA emplayoos. 

I. Unique or signi 
specifu:ally for use in 
unique lo the Agency. (i.e., 
Payload pmcossing; On-board Fli 

NCJl'ES: 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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RETENTION 
<Authority> 

DESTROY WHEN3 YEARS OLD. 
<Dk Nl-25s-89-b (N 1S-13) 

DESTROY WHEN 2 YEARS OLD. 
<Dk Nl-2Ss-89-b (N 1S"46) 

RETIREIDFRCWHEN 2 YEARS 
OLD. DESTllOYWHEN SYEARS 
OLD. 
<Dk Nl-25s-89-b 

DESTROY WHEN NO LONGER 
NEEDED OR WHEN 3 YEARS 
OLD. WIIICBBVllR IS SOONER. 
<Dk Nl-25S-89-'b 

DESTROY WHEN 3 YEARS OLD 
OR 3 YEARS AFTER 
COMl'l.El10N OF ASPECIFIC 
TRAINING PROGRAM. 
<DA: Nl-255-00-2> (N IS-32) 

DESl1lOY WHEN 3 YEARS OLD. 
<DA: Nl-25s-89-b 

DESTORY/DEI.Hl"B AFTER THE 
RECORDKEEPING COPY HAS 

<DA: Nl-255-00-2> 

DESTROY WHEN 3 YEARS OLD. 
<Dk Nl-255-19-4> IN IS-33) 

PERMANBNf 
RETIREIDFRCWHEN 
SUPERSEDED, OBS01E11!, OR 
WHEN NO LONGllR USED. 
TRANSFER ID NARA WHEN IO 

OU>. 
<DA:N. 

HUMAN RESOURCES (PERSONNEL) RECORDS SCHEDULE 3 
(AFS 300D-3999) 

This document is updated frequently; therefore, printed copies may be obsolete. Reier lo 1he Change History Log al the 
beoinnino of NPR 1441 1 in the NASA Onine Directives Information s- INODISl tor current velllion .. 
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SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

:Lo AUUUDC or CGplCS 01 tminmg fflilK;I.._ usm lO leach an Agency 
lipODSmcd lraining class. 

3. All other copies. 

33 F. AGENCY-SPONSORED TRAINING FlLF.'I 

General file of agency-opomored llllining, EXCLUDING m:ord 
copy of manuals, syllabuses, ....-, and other llllining aids 

1~~(seoE.abovo). 

I. Cures , aulhorizalions, 
,q,orts, requirenuml , and abjoctiYOS ielaling ID 
tbc osrablishment and operation o, and 
conferences. 

RETENTION 
<Authority> 

DESTII.OY WHEN SllPEKSEDED 
OR OBSOLl!11!0R WHEN 5 
YEARS OLD, WHICHEVER IS 
SOONER. 
<Dk Nl-255-89-4> 

DESTROY WHEN NO LONGER 
NEEDED OR WHEN 3 YEARS 
OLD, WIIIOll!Vl!R IS SOONER. 
<DA: Nl-2SS-89-'b 

DESTROY WHENS YEARS OLD 
ORS YEARS AFTER 
COMPlEllON OF ASPl!CIFIC 
TRAINING PROGRAM. 

~-~~=••!~a(I)] 

2. BackgrOUDd and working files. 
1~:~~ 

G. TECHNICALTRAJNING 

I. Case files OD NASA persom,el padicipaling in b:chnical tJaining 
programs not cowred in 2 below. 

2. Caso mos n,lalod ID NASA and cadnlCIDr pononnol 
panicipaling in NASA-n,quiied Ir.Doing progr.,ms for 
cenificaiion, such as soldering, optics, llighl amlrnllm, divers, 
ok:. Records may includo stalomoals ofcmlificalion, sign off 
documenlS, and task oxporiax:,,. 

3. Electronic oopios of records lhal are crealod OD oloctronic mall 
--.1 • systems and used solely to generate a 
recordkt.q>ing copy-

H. QN-TIJE-JOQ TRAINING rom 
Employee training plans or substantial equivalenl recool 
mainlained lo idmtily required skill or Wk tJaining n:quin:monlS 
and lO documonl d...Jnpmenlal assignllll9lls, OJT, or other 
!raining. Thoso me gonoral lraining requiremenlS other than 
tocbnical/cmtificalion lraining (soo par._i, G. above). CUloll" 
date is dale ofdocumcnl. 

I. Ra:onlm:ping copy (paper). 

DESTROY SYEARS AFTER 
EMPLOY1!1! DISCONl1NUES OR 
COMPLETES TRAINING. 
<Dk Nl-255-89-'b (N IS-38) 

DESTROY S YEARS APrER 
SEPARATION OF EMPLOYl!l!OR 
WHEN NO LONGER.NEEDED. 
<DA: Nl-2SS~ 

Dl!STR.OYIDELl!TI! AFTER THE 
IUlCORDKEEPING COPY HAS 
BEEN PRODUCED. 

DESTROY ON TRANSFER OR 
SEPARATION OFEMl'LOYEll, OR 
WHENS YEARS OLD, 
WIIIOll!Vl!R IS SOONER. 
<DA: Nl-255-99-1:> 

_..,r---1----1--2a____i;.!ll11lY,,,-----------~=~;.AFTER~;~:.::._lRECpllllKl!EPINGCOPY HAS 

<DA: Nl-2SS-99-I> 

NOTES: Only AFS numbers wtlh defined subJeclS are used. - RETENTION -For 11ems marked Pendmg Relenllon Approval, 
contact your Center Records Manager for information and/or questions. 
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HUMAN RESOURCES (PERSONNEL) RECORDS SCHEDULE 3 
(AFS 3000-3999) 

This document la updated frequandy; lhenllol8, printed copia8 may be oblolele. Reier to 1h11 Changa History Log al Iha 
beginning of NPR 1441.1 In the NASA Online DirllcllVes lnfonnallon Syatem (NODIS) tor currentvenslon.. 

m.l II!M 
SUBJECT AREA ORRECOBDTITLE 
DESCRIP11QNQ! RECOBl!SERIES 

RETENTION 
<Authori~ 

3410 34 TRAINING AGRl!EMl!NTm.ES 

Agn,ements .,.._a.n SemceOimmlaskm (CliC) and NASA 
pe,tainlnglD ttalning. training-. and all related-. 

DESTIIOY3 Yl!ARS Al'l'ER 
Tl!RMINATIONOFAGIU!l!MBNT. 
<l>A: Nl-2SS-8Mc, (N 15-34) 

3410 35 COOPERATIVETBAINING FILES 

A. GENERAL TRAININO ~!;!FJLl!S (not..,,.,...S in llems llJ.d) 
by traiue showing bislmy oflmining and all n:lated 
documenlalion. 

IIES11lOY RECORDS 3 YEARS 
AFl'ER11lAINll8Cl!ASllS 
TRAINING. 
<l>A: Nl-255"9Z-lll> (N 15-35) 

B. :Sl'P!BIARIAI, CQ:9PfD,l!S ~pmgr.un) 

Piles oomist nfdo<,_,lllioo "'Id mllerials n,Jau,d ID sludeals in 
lbl>pmgram and areconsldmd trainiagm:onla. Casefila ""'Y 
COIISlst o( hut 1R1 notlimlted ro, coplm oflhe lllllowlng 
clocumlmtadoll: SFS2's. llllD&Cripts; pmpas n,podS Imm 
supemson; and Ill)' Glher dacumntlllion related ID 1111, indmdual 

RECORDS MAY BERE1111EDTO 
l'RCW11111Nl-YEARAF!Ell 
COMPLEl10N 01'1111! 
PROGRAM. Dl!S'IIIOY RECORDS 
Wlll!Nl YllARSOID(FllOGRAM 
RECORDS Will.11IEN BE 

inlhopmgn,m. 

C. APPRENTlQ!SHIPPRQGRAM tS-yearprognm) 

FD.. coosi&tof clocmneotatlcmandmllerials n:lated ID studads in 
11,epmgram andareconsldmdlrllD!llgm:onla. ease m..-
of, but an, not limited ro, a,pla ofd,e!b-.Sdocumonblliao: SF 

SYEARSOLD). 
<l>A: Nl-2SS-!J2.lll> 

RECORDS MAY BERE1111ED TO 
FII.Cl"YBAR.AF!Ell 
COMPUmON OFTIII! 
PROGRAM. l>ESl1WY 3 YEARS 

S2's; ballSCripls; - n,pmts ftomsuporvisom; and anyod!er 
doc:mmmWion related ID die iodiwlual in 1111, piosram-

D. ENGINl'!l!Rll!m ,yJD ADMINISTRA"m!:§CO-OPS 
lfROFESSIQNALl CASB FILl!S 
(S-year program) (L4C ONLY) 

ll=onls in Ibis series couslst ofSPS2's; c,opies of171's; 
IDlll&:ripls; progn:ss repods;...,..,...,., COIIIDIOIIIB and/or 
--,..km,:omlcCllificalcaofcomplcllonofdlCpl1llllllD. 

AFl'ERCOMPIEilON OR 
ll!RMINATIOH 01'1111! 
PROGRAM. (PROClllAM 
RECORDS WllL11IEN BEi 
YEARS OUl,) 
<l>A: Nl-2SS"9Z-lll> 

RECORDS MAY BE REl1IIED TO 
FRC!Yl!AltAF!Ell 
COMPUmON 01'1111! 
PllOGllAM. Dl!S1'1WYRECOIIDS 
5 YEARS APTBR COMl'LBllON 
OR TEIIMINATION 01'1111! 
l'llOGRAM(PIUXlll.AMRl!OORDS 
Will.1llBN BB 10 YEARS OLD). 
cDA:Nl-111> 

3410 !Ci COOPllllATIVE PB.OGRAM IIIJMMARY FILES (LllllCONLY) 

RllCOlds in this....,. - ofpmlile sbeels (canls) that coolain 
informllliaaonindmcluals for film that ba""bcmdoslroyed. Th.a 
n:conls an, IIIIIIIIDIIJ' canls ofl).,lr history and....,_.,,, originally 
colllllned in dll>case &!es idonlilicd as ''Seclolatial; Appm,lia,,hip 
Plllgram; 111111 l!ngioeming and Administnlive Co-Opa. • Tbcsen:conls 
are aot the case file n:cmds. Reconls can aill. in eilber paper or 
dectmnic lixmal (mcludingbut IIDl. limited ID pd-.is and dalll 
mainlllinod m ....,...,al .......,.rt.,.). 

Dl!STltOYRECORDSWllllN25 
Yl!ARSOID,lll!GAIIDlllSSOF 
Ml!DIIDIII IN WH!CH 
MAINTAINl!D. 
cDA:NI-ICil> 

SUBJECl AREA OllRECORD TITLE RETENTIONDESCRJPTl()N QF REC<>RD SERIESm.l .l1liM <Authority> 

3410 'SI GRADUATE fflJDY PB.OGRAM RBCORIIS 

RErlRB"Wfll.<:2 YEARS Al'l'ER 
graduale piognms and an, a:cepled. Flleo llllil' COIIWII copies~ 
Recanls in this series consist ofcase fila ofiuliwluall who app1 to 

COMl'LB'l10N OR 11iRMINATION 
"""":,t:,171'1, lellaa ofaudimizalion ID (ala,-, mgistmlion, and OF mJDYPROGRAM. DllS"IROY 
appl b:~ lludy, This is coasldmd a ""'1ldllJI Ille and B'WBAIIS AFl'ERCOMl'LlmON 

Oil ll!RMINATKIN OP THE
includa - ln!he--Co-Op Bduadonal TrllmDg Frognm 1'ROGllAM.(CPEIP); thol'lofos-Blltr.mceTninlngl'lognm (PBrP); and tho 

cDA: N!-2554.1-11>AclminlolmtiwTnining 1'lognm (ATP), 

3410 38 TIIAINlNG-IIEPOllT 1'ILES 

A. Ropons furm CcntelS ID NASA HeadqullltelS cona,ming 
1'11ining111d allrellbldp,pen. 

DBS'l1lOY WHl!N 3 YBARll OLD. 
cDA: NI.ZS- ~ 15-37) 

I. Conlen. 

Dl!STltOYWHl!N 2 YEARS OLD. 
cDA:Nl--

2. ~ 

B. Repmr.s campllod Imm hlformlllim mceiwd hm Ceolell (Item A. 
above). 

DESTKOYWJll!N NO LONGSR 
NEB>llD OR WJll!N 3 Yl!ARS 
01A WlllalBVElt IS SOOl'lllll. 
cDA: Nl-255-89-4) ~ 15-36) 

1. Caden 111111 all other ollic=r/copi"' 

DBSTROYWHl!NSYl!ARS OU>. 
<l>A:NI--

2.Headcpwten. 

34.51 3' AWARDS PIJBLIQTYFILES 

Dl!STltOYWHl!N 3 YEARS OID. 
PJOB."'!"" iocludingpos""5, car!DODS, placatds; and all Glher means of 
Documoofl used in publlclzlng oreocoumglng partlcipalicm in awanls 

cDA: NI~ ~ 1.'1•14) 
~llllallimaild 11111111U11cing IIISlllls ofthepmgrams and all other 
mlated-

AWAllDS AND PROGRAM rJLES-EMl'LOYEE 

Dl!STltOY 2 Yl!AIIS AFlBl 
APFIWVALO!l DISAl'l'IIOVAL 
[GIIS 1-12"(1)] 

OID, 

3. Ropons~todlCopenlioa oflbe 
Pmgtam. JaclodlDgstldsdcaldalaandodlordocamo" 
pelllliaing ID lbepmgram. 

B. IJ!NGTH QFSF.RYJCE ANDSJCJCLJ!AYi AWARDflLES 

C. LBmlRS OFCQMMBNDATIQN AND APPRECIATION 

NOfES: Only AFS numbers with defined subjects are used. - REl'ENTION - For items mazked Pending Retention Approval, NorES: Only AFS numbers wilh defined subjects are used. - RIITENTION - For items marked Pendiog Retenlion Approval, 
contact your Center Reconls Manager fur iofonnation and/or quemons. contact ym.u- Center Reconls Manager for iofunnation and/or questions. 
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This doCLlnant Is updalild fnlquendy; lhe!8fore, printed copies may be obsolale. Refer lo lhe Change History Log al the 
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SUBJECT AREA OR RECORD TITLE RETENTION 
DESCRIPTION OJJ' RECORD SERIESAD.! IDiM <AuthoritJ> 

Copia oflellen 

=.l'ID~ 
D.~ 

Rl!c<mls-oflistsorindexesof1101111lmii!'li1111,11N1:lq=.!m::_J_;:: 
Age,,,:y Awml Nominations. ,--,,,-~,~ 

E. DEPARTMBNJ' LJM!L AWARD FILES 

.Recoldsmlllllng ro awards made at die DeparuneataJ lewl or llBTlRBTOFRC WHEN 5 YEAIIS 
hip,r, Le.. Sccmmy'• Awmds, Plesidenl1al. OLD. Dl!STIIOYWIIEN 15Yl!ARS 

OLD. • 
<DA: Nl-255.a9-4 

P. BENEFICIAL SUQGESTIONS 

Suggoations and n,pmts made 111""""1 and mlatod ro. DBSTROYWlll!N2Yl!AIISOLD. 
<DA: Nl•255-81M:> (N Hill 

3.530 45 PAYTAIILES 

Reeonls and files coamling of"oflicial" IOCO!d sets ofpay tabla. Dl!STIIOY tlPON 
DISCONTINUANCE AND 
DlSESTABIJSIIMENT OF 
INSTALLATION. 
<DA:Nl-255-89-4> (N4-l!I) 

LABOR MANAGEMENT BELATIONSJIECOIIDS 

A. GBNBJIALRECQRDSICASBFJLBS 

Coae&poodem:e. ---.n:pm:11 811d othcncc:onls mlllllng ro 
die n:llllionlhlp ........., managmncnt and mnp1o.,... unlomlor otb..
groups. 

DBSTROY 5 YEARS AFTER 
EXPIRATION AGREEMENT. 
l(lM.s l-3a(l)J (N 15-44) 

Dl!STIIOY Wlll!.N SUPERSEDED 
OROBSOU!m 
[GRS 1-3a(2)) 

II. Dl!STIIOY 5 YEARS AFTERl'INAL 
llllSOUTl'ION OFCASE 
[GRS 1-281>] 

C. LABOR RELATION FlLES- WodtSroppag,,r/SUike 
DocumoDls nhlmg b> work 1111>ppaps, slrikos, and dlsplam 
affecting NASACOllll'IICIS; inoludes lllrib-'", n:po1111ofwork 
stoppaps, ~plmsro aealodlspmm. and alln,lat,d 

1. Headquarlm, PERMANl!NT 
IIETIRETOFRC 
INACIIVE. TRANSFER 
Wlll!.N 10 YSl\ltS OLD. 
<DA: Nl-25'-89-4'> 

NOTES: Only AFS numboJ. with defined subjects are used. - RETENTION - For items marked Pending Reu:ntion Approval, 
CODIICI :your Center Records Manager for infonnation and/or questions. 

3-9 

HUMAN RESOURCES (PERSONNEL) RECORDS SCHEDULE 3 
(AFS 3000-3999) 

This docl.ment is updated frequent~ lherelare, pril!ed coplee may be obsolete. Refer lo 1he Change History Log al 1he 
"""innlna of NPR 1441 1 In the NASA Online Direclivas lnfonna11an _,em INODISI for current version. 

SUBJECT AREA OR BECORD TITLE RETENTION 
ITEM J!Jg!CRIPTION QEBECORD mllli,SAf.S.! <Au!l:!m:i12 

DEiSTROY ,....,... S YEARS Ou,2. Ccntas52 
<DA: Nl-255-19-b 

3771 54 GKIEVANCE,DISCIPLINAllY AND ADVEIISEACffONffl,ES 

A. !ii~!Ji.APPEALS 1:LBII (S CFlt m) 

•1n ,,.,, mvicw orgrlevance 811d appeals rai,ed DllSTllOY 5 YEARS AFTER CASE 
by,.,,,,,,., employees,_--..-· - case lila ISCLOSl!D, 
includeSlllleDlemof wilnesses;repadSof ~ • 
eumiaer's findings and IIOCOllllll<Dda a~ofdle~ 
dcc:ision; - ~ ande>lubitl; -"'1aliq:
b>a-lllion......,.i. 

B. APPBALBBCQIDBLBS 
Copyofdecisionsnmdeled. m!ew decisions,- DESTIIOY7YEARS.AFl'ER CASE 
c,om:spondenc:e, and otllcr docwneatation,...,. m,md copies of ISCLOSED. 
official - all'c:ellng pcl'IOlllllll actloJII. <DA:NI~ (NI-) 

C. 11,DVBRSB ACTION B!Jll! (S CFlt 752.) 

DES'l'ROY S YEARS AFTER CASECase llJos ----inllMIIWlna1111adveae llCllonr--- i--.. ISCLOSl!D. 
pay,- )~employee. Thefileincludosa 

~~IICll-dlscipllnarymincml, suspensioa, leave wllhout 
[ORS 1-lllb] 

copyofdleJIIOPO&edadverse __ papom;mm:11 
systampml<Clion boanl CISOS (MSPB);•- • • 
-1<>,ee's n,ply; bearlngUClicm, n,pmts and dcc:ision; nMlllll-.;r-r-------_actiom; and appeal 1l!Cllldl, BXCLIJDING lcacn ofreprimand 
which are filed In lheOPP. -

3800 NASA. EMPLOYEES BENEITI' ASSOCIATION INSURANCE 
ffl,ES (Nl!BA) (DliJtF ONLY) 

56 

11,:"""'5 In this - include but an, not llmltiod ro die following 
NASA~=Allociation(NEBA)=com,apoaden<e.
malarial rolnsanmceclaimsrela11,d b> H w,l,cun,:apondcnc:c 
claims, bank-md=lyn:ports. dllllllmdon surveys, audit 
n,pmts, and n,pmlS m uni llb!d abliptians. 

A. ORIGINAL !JOCUMENTAIJQ!l! RETIRE RECORDS/CASE FILl'.S 
TO!'RC ONE YEAR AFTER 
FISCAL YEAR IN WHICH 
CLAIM/CASEOR REPORT IS 
REClllYED. COMPUmlD, OR 
a.<>sED. DBSTROY PlLllS 6 
YEARS AND 3 MONTHS AFTER 
111EEND OFTIIEFISCAl.. YEAR 
IN WHICH111EllECORllS WERE 
CREATED, llECEIVED. OR 
CLOSED. 
<DA: Nl-25!H9-4> 

DESTllOY WHEN NO LONGERB. ALL OTHER COPJBS 
Nl!EDllD OR WHEN 3 YEARS 
OLD. WHICIIEVEll IS UTER. 
<DA:NI~ 

UNEMPLOYMENT COMPENSATIONDATABEQIJESTFILl!S 3850 58 

DESTROY WHEN 2 YEARS OLD.R..-a• lor waae and......,,,.,., data robe med InCOlllll!Cllon wilh 

NOIBS: Only AFS numbers with defined subjects are used. - RETENTION - For ilems marked Pending Retention Approval, 
contact your Cenrer Records Manager for info1mation andfor questions. 
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HUMAN RESOURCES (PERSONNEL) RECORDS SCHEDULE 3 
(AFS 3lmS999) 

Thia document la updlllld flaquantly; thalllfora, pmled copies may ba obllolalll. Aalar ID Iha Ql8llgll Hlataly Log at Iha 
al NPR 1441.1 In Iha NASAOnDna Dhaclvaa lnfllnnallan for Cllnanl:Vllllllan .. 

SUBJECf AREA OllBECORD TITLE RETENTIONIJESCIUPTIONOfRECQRDBJBIR§ <Au1hor4Y> 

lalimnaiiaa,lllllloeotnlbsalorwmt.'::1111d tc1.i 

38'10 • MONl:l'ARYBENEIITSl'JLBS 

-mllliDJltotmariplllliall. lmp!emeulll!im ormaailmiagof
......,_'"""'611,IIIOhuGnlupLl&,........... mull,eahhplllll, wbicb 
bave acuh ....,bal ..,lllllapmtaflllary......, oralherdlnlCt 
am,penwion 

B. llsardawblchdacumonllllld__,,aslhebalsf'cJrolliclahcdoDL 

39111 e VTILIZA.'l'lON OIF PEIISONNBL 

Olliceofl'lllnlmmel ............(CRQ......doc,_,.;,,.,.,,lhe 
1llilillllloaofpelllllllld lllllladdlls..-OPMdoleplioa..,_ 

Dl!llllOYWIIENSYl!ARSOLD. 
<DA: NI---. IN 1543) 

llES'IROY IMMBDL\Tl!LY, mt 
WIIRNNOLONOBRNEBDBD-. 
lll!l'l!IIBNa!, OR tJNDBR A 
l'REDlfflllMIIISCllllDlJLBmt. 
BUSINBIIIRULE(B.G. 
IMl'I.JiMEN'l'IDIEAUTO-

:nJRl!OF"LIVI!" 

l(lllSZl-7] (N I 

llES'IROYWIIRN2.YBARSOlD. 
<DA:Nl~ 

llES'IROY WIIIIN 2 YEARS OLD. 
<DA:NI--

NOTl!S: Only AFS .....-wldidellneddjecll m, med. -RlmlN110N-ForitemsmatbdPmdlag._._AJPl)ftl, 
&lllllla:tymrC....JlecmdsMlalprb'illfDmllllaaadlorqualioas. 
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Thia documant Ill updlllld fnlquenllr, thalllfora, pmllld copies may baobaolale. RararlD Iha Olanga Hl&1my Log at Iha 
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CBAP'l'ER4. NllltS 4 

PROPERTJ AND SJlPPLYRECORDS 

stJBJBC'1' AREA OR RECORD TITLE RETKNTION 
DESCIUPTIONQERECORD!ilRIIIU <Authoritv>UBIm.! 

4000 1 LOIITAND FOONDACOOUNTAIIILITYl'ILES 

llES'IROY WHEN I Vl!AllOLD. 
lbuad lllicllo 
Repm.1os-,nce1p1s,..iOlberp1pOnllllallq1Dm..i 

<DA: N1455-l!M> (N 12"23) 

4020 l IIEPOllT OFIIIJRVEY FILES 

~maiiilamodforlhepmposeof...iewofc:in:amstmM:as
coaccmllla lheloa, _...,,,,,,.,1111.y, ordmUucllanofGo...--t 
_.,of limds, and ............lllioa ofdie qamtion ofpocmdary ... 
Olbermpami'billtllll 

A. Flies lnVDIYlngpocmdmy liability. 

lt"l,lllllofsmw,ylllol11114adlor,.... __ 
a,Q.-ofln-,.mconlaaad11111olllondsBco-,,dlnlllis 

8. - ...,.,...,,WHENl C. All alherolllca'copies 
SUl'EtSl!Dl!D,OR3Yl!IIIISOlD 
Wlllall!YEII. IS S00NllR. 
4>A:NI-

4100 4 CAPITALIZEDEQUIPMBN'l' IIEGISTER 

Dl!ll1lOY ON 
cummtlyllSld or In SfOn&e at 111D Ccalllls. 
.....,.sbowlna:selialorln-,.-'>erofallcapilllizedcqaipmm 

DISCONl'INUANCEOF 
JNSrAI.LA11DN 
4>A: NI- (NIB-7) 

4130 IIIBCIWOZEDl'ROl'Bln'YAND Slll'l'LY BECOllllS 
('1'llANSAC'1'J IIBGl!l'l'JIR) ' 
A. Meclllldzed Ngislmntlleclilla SIDCk items bavlagaclmlJ dmillg 

palodco...ibylhe ......... Tbil,.._iamauditbailofSIIICk 
itemsllll4---- • lhefi>llowia&: 

'l'nmllcdaasostablisbhtgm,witam,ncelpls, issuesofdue-in'•: -
out'■; ill_,.,,,,.,.._. 

B. All other ollicelkGpiel 

IIECOIIIJII MAYBB11111'1Rl!D'IO 
FRCZYl!IIIISAl'l'Elll'INAL 
ACTIOll'. lll!S1IIOY IOYl!IIIIS 
AF11!RDATBOFACl'IIJN. 
4>A:N1455-ll!M> (Nl7•26) 

-zYEARSAl'lEII. 

' DA'IBOFl'OS'l'JNOlllillltM. 
IOIIS3-!k:J 

llES'IROY W1111N ZY11M1S OLD. 
<DA:N1-
(Nl'J.45) 

DESTIIOYWIIENOBS0U!'11101l 
SIIJ'EISEDl!DORWIIENZ 
YIIMIS OIDWIIICIIBVEIR IS 
SOONER. 
<DA:N1-.-

NOTl!S: On1y AFS .....-willldellaedaibjeclsm,med. -RB'l'BNT.ION-Foritems lllldllldPmdlag.__Appmval, 
malaclymrCmlOrJlecmdsMlalprlbrinfamladmllldlorlplllliam. 
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PROPERTY AND SUPPLY RECORDS SCHEDULE 4 
(AFS4000-4999) 

This dacunentlaupdaladfnlquenlly; lhenllore, pmtadcopll8 may be obsolale. ReferlOfle Change Hlllolyl.ag atlhe 
baghmg Of NPR 1441.1 lnlhll NASA Online~ lnfonnalllln ~ (NODIS) farc:unentvmaion. 

-• 

DES'IIIOYWIIEll3 YEARS OU>.I. Headquaru,a, 
cl>A:Nl-1155-8!M> 

Dl!Sl'ROYWIIEN2 Y1!A11S OU>. 
cl>A:Nl455-IM,, 

2. All olherolllcelfcot1lel 

--
'.,.,,,,.,2 YEARS OU>. 

llllimmlllce 1111111n, podaiaingmm owaadminillmdoand 
C..Uwpaudeucefiloloftbeunilmspclllliblalbr ...... lllG 

[(IIS ll•IJ ,.. 
openlimallllll-papea. 

·- WO PROPBllTYIIU!S 

~ 
DES'DIOY311DN'l11S APl'Bll 

myNASACeabn. Tllil-bandn,a,ipbmr 
Pmpmty pUI Illa, llllhadziDi or-ilklmm 

~~ORlll!VOCATION. 
orisllllOdfiir_nd_,,ID'be- -B. LOAN ,MiB!lHMl!NTl:ILllli• 

RE1'1RBTOFRC2 YEARSAFl'ER 
papnpmtalaiDglD lmlpllmypmpoityloas. I.om "81=--11 am 
c- llleo, lnduding lepl...-conmpcmdma,. ad relatal 

111BBNDOFTIIBFISCALYEAR 
witllautsidaoqpmizalims, i.e.,ClllmGrnanmem ......... IN WHICH 'l1IE PIIOPERTY IS 

Rl!lt1RNED. DBTROY 6 odncalkmalimliludaas, lndllliduals.pmfil and IIOllplOlit YEARS AF1'ER TIIB END Cll'TIIBOlpllialiom.- mebClm>wlngNASApmp:11y arwllo n loalllllg PISCAL YEfJl INWHICHTIIB 
pmpmtytoNASAII mc:ost. PRCll'BRTYWASlllmlltllllD. 

cDA: Nl4'5-!ll-4> 

C. .....-ic.1 r SHIPPINGRBDRDS 

~ll!lleeliaglllomo-(slllpplllg) ofllemalllllhlm 
NASACcnllmlby aCDIIIIIIOICialllhlpperar-. Recmdsan,
-.na11J mainlaim,d in tbeNASA Clmtm'Shlppma/Jteceiving 
Cllpllizalioa orl'mpmly l!quipmmlmpalzalioa. 

I. Olllee ofl'llmaly ~-(JSC only) 

C'IJMPP AT END OF CALENDAR 
YEAR. CONVIIRT TO CD-llOM 
IIMlllffllll AF1'ER curOl'P 

(a) Haadcopy 

-
stlBJBC1' AREA OR RECORD 'lTl'LE llETENTION 

<Alll:horitv.>rmM DBCRIPTIQl!I QF RECOIi! BIii&4lU 
4200 SPACBANDMAIN'l'BNANCE-GENEIIAL 

A. llopml(s) limn C.,,...,.to Holldqum1m c:onccmlng mailllala:e. 
lllplir, IUldopenllon. 

Dl!Sl'llOYWIIEN 3 YEARS OlD. 
<DA: Nl.:t55-ll!l-4> (Nlll-9a2)

I.Headqllllltn(OPR.) 

Dl!STROY WIIEII S YIIAllll OU>. 
cDA:NI- (Nlll-!lal) 

2. Omdas (OPR) 

B. RopmtsCXIIIID!ldllmby lloldqumws lmmnpmtsclescdbedinlllm 
9aofddsSdllldalll. 

NOl'BS: Only Al'S lllllllbors witll dobal ....... n usml. - ltl!TBlfflON -For llmnalllllbdPendlag~Appawal, 
-yaurCealerltocmdoM.....-lirlnlbsmMlonmd/Gr.......... 
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PROPERTY AND SUPPLY RECORDS SCIEDULE 4 
(AFS 400CM989) 

This document ls updalad fnlquantly; llaalore, pmled coplB8 may be obsolalv. RelarlO the Change Hilloly Log at the 
beginning of NPR 1441.1 In 1h11 NASA Onlna Dl111Ctive8 lnlonnalion ~ (NODIS) for CUll'llnl version. 

RETENTIONStJBJECT AREA OR RECORD TITLE 
<Authority>DESCRJPTIQl!I Of RJOOBP mm., 

DATE. DIIS11l0YIIAIIDCOPY 
AFll!lla>-ROMCONYERSl0N 
IS Vl!RJPIED AND WHEN 
IIAIIDCOPY IS3 YEARS OLD. 
cDA:Nl~-3> 

KEEPl'Oll3 'Yl!AIIS, DES1llOY 
lb) CD-Ram 6Jo, CUIDITdate ls dale CD-ROM""""""' (l(a) WHENlll!FDENCEVALIJI! 

above). CEASESOR WIIEN20YEAIIS 
OLD. WHICH1M!R IS S00Nl!II. 
<DA: Nl-255-01-3> 

2. OllleeofPrimmy Reapamibilily-(AII em.. mu:opl JSC) 

KEEPRJll. 3 YEARS. Dl!S1IIO\'Haadcopy. CUIDlfdateileadof-.,.,.... 
WIIEII Rl!l'l!ltENCEVALIIE 
CEASES OR WIIEN20 YIIAltS 
OLD. WIIICHBVE1l JS SOONBll 
<DA: Nl-255-01-3> 

DSTROYWIIIINNOLONGl!R3. AD CllberOlllce's copies, cutoffdalo Is daofdocumllllt. 
Nl!EDEDOR WIIENSYIIAU 
OLD. WIIICIIIMlll JS S00Nl!IL 
<DA: Nl-255-01-3> 

4. l!leoltvalc oudoctmaicllllll Dl!STROY/lll!Lll'IEAPl'EllTIIB 
COP!'BAS 

.......u...,plD copyoflbo......ia. 
,ad wontprocessioa.,._ ,ad mod 

4DD , SllltPLIJS PltOl'EID'Y nLBS 

A. QONATIONflY!S 

C- llleoon aaplas JIRIP'lly-lDHmllh,ai-laa,nd DSTIIOYWIIEll3 YIIARS OLD. 
Wellla,incJadill8pertlae11UIBWfamls,lblpplna~aad <DA:NI- (NII-I) 
ielaledc:onapoadeacc. 

Dl!STROY 6 YIIARll AF1'ER 
FINALPAYMENT. 
[(IIS4-3aj 

2. n-doasofS2S,OOO or Joa. 

3. Uuique film dutmp,ec,,dmltllllallllalD- -
S100,000. ~lllllaga-llmslncludeaaleor 
-of ll'JOIISID finlgallllllollS and lab:mallDllal--...., 

43QI 11 PLANT a.BABANCBFILES-ClONTllACl'ORRXCBSS 
NOl'BS: Only APS IIUlllbonl wilbdellald lllbjects • usml. -ltEl'.l!NTl0N-For-- .-l'mdill&ltelenlionApp,owl, 
--CallerReccm:laMaaap: Jorlnbmalion ml/or....,.._ 
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PROPERIY AND SUPPLY RECORDS SCHEDULE 4 
(AFS 4000-4999) 

This document la updated fraquenlly; lhelelore, printed copies may be obsolete. Reier to Iha Change Hstory Log at 1118 
bagmlng of NPR 1441.1 In th8 NASA 0nllne DilllCllvea Information Syatam (NODIS) for current vel'llion. 

SUBJECT AREA OR RECORD TITLE ltETENTION 
DESCRIPl'IONOFRECO!m§!RII§J.I.EM <A11&l!orit2AIU 

PBOPERTY 

Dl!Sl1tOY3YEARSAl'l'l!ll 
OoWIIIIIIOllllimmbed~ipnumtpmwled IDconlnlellml lbatbas 
n-, 111esc1ocument dlen,poding, praccsslllg, arul disposllioll of 

YEAR. IN WlllCII CASEIS 
balonm""""""tolhcirnocds. n-,caolllesam.CODSistof ClDSED. 

<DA: Nl-25S00-7>dacumenlldiancm d!o llll<US pmcmal piopatylllllled in ID die Caller 
PlantC!ommceOllieerbycost-typeonsilDCOlllmCIDlS. 

CONTROLLBDMATEJUAL li1LES 4500 J2 

A. Ri,potlllcmallolmonto,IJDll80dbolancm, andn:lated-. 

1. uma:ofpr,mmy=ponmoility. RlfflRE10fRC Wlll!N2 YEARSJ2 
OLD. DES'IllOYWIIEN 10 
YEARS OU>. 
<DA: Nl-,255-IIM> (Nl7-IS) 

2. All udlcr oflicerlwpi.._ Dl!Sl1tOY WBllN 2 YEARS OlD. 
<DA: Nl 0 255-ll!).4o. 

B. Dowmeals, lalgon, and similar documonUa used to CDlllml ad 
m:cauntl'ar~lllllmials. 

I. Oflia,ofprinwy,esponslbllily Rm'IRE"IO fRC WHl!N2 YEARS 
OLD. DES'IllOYWIIEN 10 
YEARS OU). 
<DA: Nl-,255-IIM> (Nl7-17) 

DllS'l1IOY WHEN 2 YllAIIS Ol.D. 
<DA: Nl-2SS-11!1-t> 

2. AD other olllcea/capia 

c. AHOlmelllcase files used to COlllml and llCCOlllll lbrCOIIIIDlk:d lll!STllOYWDEN S Yl!AIIS OLD. 
ma«lals. <DA: Nl-2SS-ll9-o (N 17-10) 

4500 J3 ·--
Documents refk:cliag lhodislnbuticm ofCGDtlolled mamals liom DOI) to Dl!Sl1tOY WHENS YEARS OU>. 
NASA~,amd liudloral~wilhlnNASAto allocallng <DA: Nl-,255-IIM> (N 17-13) 

am docamenrs lmlicallaglllllmial ~•=-..dcciaicms. tenlaliw, allocations. ""P"'51S lbr • 
- allocatiom, arulslmilar-

4500 14 ~-·· 
J>ocumonts used inestablishing Ibo priority use ofCDlllmllr:dmmatils by Dl!Sl1tOYWHEN3 YEARSOI.D. 

<DA: Nl-,255-D-b (N17-14) 

D ONr......,4500 15 

lll!STllOYWHl!N 2 YllAIIS OU) 

dmipr:d to CODIJUI malmials ~ 11 c:dtical by die Defimse 
Documonts paMdlng ~ and 8Jlldmce l'ardleNASAp,opam 

OR WHEN SUPERSEDED Oil 
Mmalala::c l=-clam----~- OIISOIB1'B. WIIICIIElll!lt 
acdoas, ialllplelalioas, and documoalsoomaininJl flCUll'inii: data APPlJES. 
embodir:d in weight inbmatloa, oogineoriog mtimllllS, and blDsof 41A; Nl-255-D-b (N 17-12) 
-..rials. 

NOTES: Only AFS numbers widl defined subjects are used. - RETENTION - For items marked Pending Retention Approval, 
contact your Cente< Reooids Manager for information and/or questions. 
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INDUSTRY RELATIONS AND PROCUREMENT SCHEDULE 5 
(AFS 5000-5899) 

ThlS document la updated fraquenlly; thllNlfore, printed copies may be obsolete. Reier to the Change History Log at Iha 
beginning of NPR 1441.1 In th8 NASAOnline Direcllves lnforrnallon 8y8tam (NODIS) for currant ve,aian. 

CBAP'l'Ell 5. NRRS 5 

INDUSTRY RELATIONS AND PROCUREMENT 

SUBJECT AREA OR RECORD TITLE RETENTION 
DESCRIPTION OF RECORD SERIES <Authority> 

SUl0 1 PROCUIUl:MENT l!ILl!'B 

Comnl:I&, a,qaisltlcms, pun:lme onion, ........ bmrdt, and llm:ly 
JeCQlds, includillg com,spondeace and mlalm papen ponainiDg to 
awanl, adminislllllioa,rcc:mpt, impec:tim and PJ\YDIOlll(Olborlball 
---'inl'lems: 13, 19. andSduduloB)ardosclibr:dill4B 
CPR.PAR. 

NOTB: 6 :,ean/3 DHllllllsc:oawm dle-:,urto calendar :,ur. 
GAO audils an, based cm caloadar,_. 

au or olla-July 3, 1995 (lhc dli:cli.w 
A p·~i::=-(PAlt)rula 

Dl!S'l'ROY6YEAIISAND3MONTIIS 
AFl'l!llPINALPAYMENT. 

1 

[GIIS3-ib(l)OO] (N 17-1) 

0,) Dl!S'l'ROY3 YEARS AFl'l!lll'INAL 
PAYMENT. 
[GllS 3-3a(l)(b)J 

(a) Dl!S'l'ROY6 YEARS AND3MDN'111S 
Al'l'l!llPINALPAYMENT. 
[GU 3-31(:1)(1)] 

0,) 

l. Seleclm cue (bytbe AA 1i>r PmcuremoaQ lbatlll!t 
pr:a,dcator am llD1lflU8I and pm11m to pun:lmes of 
~acrafi: or...,. inncmlicasill inlsHrmospllmic flilbl. 
hhlbiPm,..lllldaam:ntt,o1e.(l'l,,,u,u:tiomofmamilian 
I million dolla.) 

B. OBIJGATION COPY 

Narns: Only AFS numbers widl defined subjects are used. - RETENTION - For itetns lllllrked Ponding Retentioo Approval, 
contact your Cente< Rocon!s Manager for informlllKln and/or questions. 
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INDUSTRY RELATIONS AND PROCUREMENT SCHEDULE 5 
(AFS 5000-5999) 
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. 
. C. DATASUBMIITEDTOTill!Fl!DERAI.l'ROCURl!Ml!NT 

DATA SYSTEM (FPDS] 

Eloctnmic- •~--·· ·-··, CODtainlng 
UDC!alsilied recmds of all 
pun:ilaea, and coruialilJ,g of inlimnmo,;...,,-uoder 48 -
4.601 for lrBD8ler ID Ibo FP0S. 

-

DES'l1lOY OllDELEl'EWHEN 5 
YEARSOLD. 

-
D. 1!1!6Dml6BIIIBll BY!li ~J:6ltlll!IQIllCONTRACTS 

,61\!12 AMBNDMmm! ,&.WARDBD IICl!Nl'llRS 
REl1RE TO PRC 2 YEARS AFl'ER 
FINALPAYMENT. DESIROY6 
YEARS AFl'ERPINALPAYMl:NT. 
<DA: Nl-255-94-2> 

S100 3 STATUS lll!l'ORTS ON PRlME AND SUBCONTRACf 
AWARDS 

Machine repons (ADPprintow) on NASA prime and &Ubcoolract 
awanls; listings ofaclivo CODlraCls by Cmlor, by lllllllnlCIDr, by pi..:o 
of pmtmmana,, by pmjoc~ Including IIIODlhly and quarr,,rly 
summaries, IIIOlllbly pm"""""""1 m:tion ropons, subcoolnCIS 
awanled by prime COlllnlCIDil'S and lhoir lilll lier subCOllbaCIDn. 

A. OPFICl!Ql!PRIMARIRESPONSmllJII 
(NASA~) 

REl1RE TO PRC I YEAR AFl'ER 
a.osEOFFISCALYEAR TO WIIICII 
RFCORDS PERTAIN. DESl1lOY 
WHEN 10YEARS OLD. 
<DA: Nl-,255-94-2> (N17-IO) 

B. CENTERS AND ALL OTHER CDPIES DBSTR.OY WHEN OIISOLl!T1!. 
SIJl'llRSEDl!D, OR WHEN2 YEARS 
OLD. 
<DA: Nl-255-94-2> 

5100 4 BIDDERS' USTS 

A. ACCEPrABLB 

Usll or end files of"°""Jlblbl" bidden. DBSTR.OY WHEN SllPERSEllllD Oil 
OBSOLEl"ll. 
[llllS 3-5d] (N 17-&) 

B. DBIIARRBD .&.1!11:!lil!SPHNDHD 

Lim orcml files of debam,dorliUSJIOIUlal blddera. DES'l1lOY WHEN SUPERSEDED. 
0BSOLErE. 011. 3 YEARS OLD. 
WHICIIIM!R IS SOONJlR. 
cDA: Nl-255-94-2> (N 17-7) 

5100 5 GENERALPROCllREMENTCORIIESPONDENCE 

CcurespoadmlC:e files of operalingpmcun,monl unils ccmcmning 
inU:mal opemlion 11114 admlnillrlllion- notcownd els8whem in 
Ibis scbodule. l'Jocmmnoot manapmont. survey files, inclading 
c:omsponclencc and repons c:om:aning surveys ofpmcunm,ent 
m.........,._ 

5 A. HBADC>UAR.'l'BRS RETAIN UN1U. REl'ERENCl!VALllB 
CEASES; nmNDESTROY. 
cDA: Nl-255-94-2> (N 17"48) 

Documents penaining ID pn,-awml conlnlct advh:e cmu:eming REl1RE TO PRC WHEN NO LONOl!R 
pabm~ copyrigbt, and rocbnical dala mallm&. NEllllED l'ORREFEJU!NCE. DBSTR.OY 

W1111 RELATED CONTRACl"Oll 
WHEN 25 YllARS OID, WIDCIIEVBR IS 
LATBR. 
cDA: Nl-255-94-2> (N 13-7) 

5Ul4 7 BAlllC AGREEMENT FILES 

Basic &gllOlDODIII an,mede wilb indiYhlual conlnll:lmll ID &etlinlh 
Ibo~conlrlCI clauses which &ball be appllcable ID fuluno 
conll:ICIS of aspecilled iype"""""'1 inlo botwoen lhoc:oolrlCIDrand 
NASAcming Ibo lelmofdul basic opellllllllll. All basic 
_.., cumont and acliw, or cancelled or superseded for ID)' 
ODO COlllrll:lllr, sbal1 be liled IDgether. 

A. Hl!ADOUAR'l'ERS 

B. CEIIITERS AND AIL OTHllR OFFICFlil/COPIFS 

DESTROY 2 YEARS AFrER 
EXPIRATION OF BASIC AGREEMENT. 
cDA:Nl.a5- (N 17-43) 

REl1RE TO FIie 2 YEARS AFl'ER 
FINAL PAYMENT ON CONTIIACT 
Pl!RRlRMBD BY APl'LICABlE 
a>Nl1lACrolL DESlllOY 4 YEARS 
AF1'ERPINALPAYMENT. 
cDA: Nl-255-94-2> 

5104 B CONTRACT ADMINIS'l'RA'DON OF PATENT AND NEW 
TECHNOLOGY CLAUSl!S 

Documenls penaining ID actual adminis11111ion ofpai,mt and 1111W 

==::.:.i=,:.i,:C:~ID,oporlingand 

RE11RETO PRC 2 YEARS AF1'ER 
CONTIIACT CLOS&OUT. DBSTR.OY 
WHEN 211 YEARS OLD. 
cDA: Nl.a5-94-2> (N13-8) 

5104 , SIJllVl!YS OF EVAWA'DONS 

Case liles on smveys of ovaluadom made by NASA pn,cun:mail 
offices. 

DESl1IOY 6 YEARS AF1'ER FINAL 
PAYMENT. 
cDA: Nl-255-94-2> (N 17-1!1) 

5105 10 PROCUREMENT ACTION REPORT 

Documenll relllllug ID Ibo n,pmling 1ystmn daigmd ID )RU¥ido 
&laliBtil:.lc:omzmingpl-.-ddhay,and-of 
pmcun,ment actkma. Included an, special. quadaly, procumncmt 
m:tiwy, IIIIIWI, monthly, conll'IIClor ..ulemonl, IIIIIIHIIIIIUal, 
coomlidaled, and summmy n,podl, and rellled c:mrmpomll,noe. 

DESTROY WHEN 2 YEARS OLD. 
cDA: Nl..255-94-2> (N 17-11) 

5109 11 COMPETENCY CERTIFICATES 

Copies ofIbo certifical, .. COIDODIOicaliolll.. coaa:miDg Ibo capacity 
cmlit ofspecific ,ma]) busim:oo coocems. 

DISPOSII OFIN ACCORDANCE Wl11I 
RELATED CONTRACT. 
cDA: Nl-255-94-2> (N 17-31) 

S112. 12 CONTRAcr DEVIATION FILES 

~ approvals, and disapproval ofdevialions liom BlaDdmd 
conll1ICI or grant forms and cbmsea. 

A. HBADOUARTERll Rl!l1IIE TO PRC WHEN2 YEARS OLD. 
DESTROY Wl11I RELATED 

·-·----- ···--
[GIili >«] 

S101 CONTRACT LEGAL ADVICE' NOTES: Only AFS numbers with defined subjects are used. - REfENTION - For items marked Pending Retention Approval, NOTES: Only AFS numbers with defined subject, are used. - REfENTION - For items marked Pending Retention Approval. 
contact your Center Reconls Manager for information and/or questions. contact your Center Reconls Manager for information and/or questions. 
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·------CONTRACl'. 
<DA: Nl.zi~ (N 17-4) 

llllSTROY WITH RELATED 
CONTRACl'PILE. 

B. CQ8'rRACTINCj 0FFJCH 

<IIA:Nl455-!14-2> 

DESTROY WHEN NO LONCER 
NEEDED OIi. WIIElil S Yl!AIIS OLD. 
WIDCHEVER IS SOONER. 
,cl>A:Nl~ 

C. ALL OTHER Ol'FIC§ICOPJES 

SOlJKCI!! EVALUATION IIOAIID (SEIi) FlLESSIIS 

A.. BSTABIWJM§NTOFBOARD INCLUQtlG KfCQBDS 
~ 

MAINTAIN AS AN l!l1l!GIIAL UNIT.Ra:olds and c:unmpllldllllc coaceming the compditivc REl1RE AND IIBSTJlOY WIIll 11IE solicitalion.cvalwlliou, and seledionofa COlllllU:lor ID RELATEDCONnlACTPILE. Sl!E 
perfcmn a major ""IIO!iared COlllnot, includlag designaliou of ITEM I.A.3. OFllllS SCHEDUJ!, IP 
baanl-,Nl,,s lorboanl oponlimls,commilloe CONTRACl' IS PRB:l!DENTSEl"l1NG 
~minules ofall oommi-andboard moe1iDp; Oii.UNIQUI!. lll!'l'IRING ACTlV1TIBS 
nocmds OIi the """1ualion pmcess, criteria, specificallous; PlACl!llESI1lUCllON DA'IEON 111E 
biddorpllllpGiSils. aadmpoitsofcommitlceactious and SFl3S. 
findinp, im:luding backup mlllodal and 6nal SBB n,pads ID <DA: Nl-255-94-2> (N 17-39) 

theAdmiaima!Or. 

B. ACTIONS OfTIIB ADMINJmlATQR IQI HIS 
~ 

REl1RETOPRC 1 YEAII.AFl"ER THERecards aad CIIIJIIIIPOllda coacemingdoliber.llious aad ENDOF111E FISCAL YEAR. IN Wll1CIIactioas oftho ~orbis deslgaee and other oflicials 111ESEIBC'l10NTOOICPLACE.
pallicipaling ill 1bese actions mlatillg to Ila, fiDal sr:lc:cticm of lll!STROY 6 YEARS AFIER 11IE 
theCOlllnOIDrbasaloa the SBB'I n,pmt ml p,aentallon(s). FISCAL Yl!ARIN WlllalTIIB 
NOO'E:Tbesefiles an, sepande ftam tbolloald'I &les set follh SELIIC'l'ION100K l'LACI!. 
llhoveillA. <IIA:Nl455-!14-2> (N 13-21) 

SOLIC1TBD AND IJNSOLlaTEDBIDSAND PROPOSALS 
PILES ONCLtlDJNG SlJCCESSll'UL/ICCl!SSll'VL AND 
BEJEC'l'ED BIDS) 

lll!STROYWITH RELATED 
CONTRACl' CASE PILE (SEE ITEM I 
OFllllS sall!DtlLE) 
(GRS3-Sa] 

B 

lll!STROY 1 YEARAF'l'EllDATEOF 
AWAIID OII.FINALPAYMl!NT, 
wmall!YElllS LAlliR. 
(Gllll 3-:511(l)J (N 17-5) 

2. Rdlling to lnDISlldlous llboye Ille simplified acqulsl 
limi1mOn8 in48 CPR, Patt 13. 

(a) Whal&lcd sepualely ftamtheccmtncl ftle. 

{b) When likd with ODlllnlCI case &le. 

. 
[GRS 3&(2)(1,)l . 

14 3. lnwsligaliye n,pmts coaceming feasibility ofumolicitlld 
pn,posal(s). 

(a) llopmls OD proposals mml!ing in pmjcds. 

{b) Reports OD~p!Qplllis. 

FllEWffllRELAmD CONTRACl'. 
lll!STROY ACCOII.DlNOLY. 
<DA: N1455-!14-2> (Nl7-'J) -
RJmlll!lO PRC WHEN I YEAR OLD. 
Dl!STROYWIIEN S YIIABSOLD. 
cOA:Nl--

5119 15 QUALIFICATION LISl'II 

LillS ofbusinesses defennined ID be qualified !O pallicipolc ill Ila, 
small busmas proa,:am aad mlated-

Dl!STROY WHEN SIJPERSl!1)J![l, 
OBSOLtm!. OR WHEN3 YBAIIS OLD 
WHICHIM!R IS !ATER. 
<IIA:NI~ (N 17-33) 

5119 1' SMALL BUSINESS RECOIUlS 

A. ~ 

Repmls ,_WJd by small business adYisar.s from NASAc:-· 'Ill"- and lium COlllnlcal n,gardinglbesmall
JIIIICUllllll"lllplOgrsm. 

B. INFORMATION FILES 

Documcllll mla1ing ID c:ommunicadons or dia:uasioas 

=~i:'~onm:=•= 
"""""""'In the NASA proc:un,mem pmgr.1111. 

C. PllOGRAM SURVEY F1LES 

Doc,,-ntsmadnglDsurveys ID anaiyzollloeffeellwnouof
lbesmallbusilless............_ 

DESTROY WIIEN2 YEARS OLD. 
<DA: Nl-255-94-2> (N 17-32) 

DPSfROYWIIBN:ZYl!AIIS OLD. 
cl>A: Nl-25S-!14-2> (Nl7-3) 

DESTROY WHEN 2 YEARS OLD. 
<DA: Nl455-!14-2> IN!'7-,29l 

111 u. 

ease r11es ~"'111epmtlucdyecapac11y, credi~"""""""' 
and similar data saiall lmsineu conccms to provide
iafunnalioa about the availability of oddilimal small business 
sour<es ID meet CIQ'l1mt or aatlclpaled n,quiremmls ofllle 
procllllOlllOllpmgnm. 

DESTROY WllliN SIJPERSl!Dl!D, 
OllllCLBl1!. OR WHEN 3 YBAIIS OLD 
WHialBVJlRJS LAlliR. 
<DA: Nl4SS-!14-2> (N 17-30) 

SIZ7 17 LICENSING 011 NASA-OWNED INVENTIONS (DOMl1Sl'lC 
AND 1IORBJGN) 

A. LJCBNSEGRANTS 

B. ~ ahmaCOllllllen:ial righ1s aad liceasing pmgmm. 

IU!CORDS MAY BBREl1RED TO FRC 
W111iN sY1!A11S OLD. DllSTIIOY 
WHEN25 Yl!A1IS OLD. 
<DA: NI.:zs5.94.2> (N 13-10) 

llES11lOY WIIE!il:Z Yl!AIIS OLD. 
<DA: Nl•:ZS!l-94-2> 

SIZ1 18 PATEN'IS (ALSOSl!l!SCHBDULll2) 

A. JNFRJNQJ3MJffll' 
Jnlilqcment cue &les, indudiag """""J)ODd ofa general 
nature regammg paumt inmngemenL 

RBTnmlO PRC 2 Yl!AIIS APTER 
SllTIU!MENTOFCAS!!. Dl'.STROY 

NCITES: Only AFS numbers with defined subjects am used. - RIITENTION - For items marked Pending Relellticn Approval, NCITES: Only AFS numbers with defined subjects are used. - RBI'EN1'1ON - For items marked Peruling ReleJl!.ion Approval. 
CODlaCt your Center Recmds Manager fur infonnalion and/or questions. coa•act your Center Records Manager for infonnalioa and/or questions. 
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. 

B. LI!,;ENSES RECEIVED ON PATENTS OR PATENT 
APPLICATIONS 

HEADQUARTERS ONLY -(OfficcofGeoeral Counsel) 

WHEN 20 YEARS OLD . 
<DA: Nl-255-94-2> (Nil-II) 

REl1RE TO FRC 2 YEARS AFTER 
LICENSE IS NO LONGER ACTIVE. 
DESTROY WHEN 10 YEARS OLD. 
<DA: Nl-255-94-2> (N 13-12) 

5131 21 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 wrrn 
REI.ATED CONTRACT. 
<DA: Nl-255-94-2> (N 17-35) 

5133 22 BID AND AWARD PROTEST FILES 
(ALSO SEE SCHEDULE 2) 

Con-espondeoce and reports regarding proleSIS on bids and awards. 

A. HEADQUARTERS 

B. !:!lliIIIBS illiI! A!J. OI!l!IB. OFFICES/!,;OPIES 

REl1RE TO FRC WHEN 2 YEARS OLD. 
DESTROY WHEN 6 YEARS OLD. 
<DA: Nl-255-94-2> (N 17-6) 

DESTROYWTrnRELATED 
CONTRACT FILE. 
<DA: Nl-255-94-2> 

5135 23 R&D CONTRACT REFERENCE FILE 

Consisting of copies of R&D contracts associated with the 
accomplishment of the program with changes, modifications, or 
addenda thereto. 

DESTROY AFTER COMPLETIO:-1 OR 
CANCELLATION OF PROGRAM. 
<DA: Nl-255-94-2> (N 24-15) 

5137 24 INTERSERVICE INSPECTION FILES 

Documents relating to the perfonnancc of inspection services for 
other procuring activities, such as audit reports. 

DISPOSE OF IN ACCORDANCE wrrn 
RELATED CONTRACT. 
<DA: NJ-255-94-2> 1N 17-42) 

5142 25 CONTRACTOR MONTIILY MANAGEMENT AND 
OPERATIONS REPORTS 

Contract Technical Monitor's (CTM), Conb'acting Officers Technical 
Representative (COTR), or Contracting Officer Representative 
(CORJ for which eontrael is performed. 

A. Copies of formal wriuen direction to the contractor which fi11s 
in detail, directs possible lincs of inquiry, or otherwise more 
specifically defines work set forth in the contnu:t: statement-of-
work. 

B. Copies of contractor's management and operation reports, 
containing financial and production data 

RECORDS MAY BE RETIRED TO FRC 
WHEN 4 YEARS OLD. DESTROY 
UPON CERTIF1CATION OFPAYMENT 
TO 1HE CONTRACIDR OR WHEN" NO 
LONGER NEEDED FOR FOU.OW~ON 
CONI'RACT PREPARATION. RETIRING 
ACTNITY TO PLACED~UCUON 
DATE ON SF 135. 
<DA: Nl-255-94-2> 

DESTROY 2 YEARS AFTER 
EXPIRATION OF CONTRACT. 
<DA, Nl-255-94-2> 

5149 26 CONTRACT TERMINATION REPORT FILES 

Reports, correspondence, and related documentation pertaining to 
status ofcontract or grant termination. 

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

5200 27 

A. COMPLIANc:E REc:ORDS 

Documents relating to the compliance wilh nondiscrimination 
in employment contnict clauses. 

1. Compliance Review files consisting of reviews, 
background papers. complaints, special visits, and 
correspondence relating to contractor employment

ctices. 

DESTROY WHEN 3 YEARS OLD OR 
WlTII RELATED CONTRACT FILE. 
WHICHEVER IS LATER. 
<DA, Nl-255-94-2> (N 17-3) 

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

B. CONTRACTOR EEO REPORTS 

Contract compliance reviews ofconttactors and affirmative 
aetion plans of eontraclOrs and equal employment opportunity 
(EEO-I) reports. 

C. EEO!,;l,EARANc:EPAPERS 

Memoranda or other documentation from EEO clearing or 
approving acontractor for compliance with nondiscrimination 
contract clauses. 

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

DESTROY WlTII RELATED 
CONTRACT. 
<DA: Nl-255-94-2> 

5300 28 UNSATISFACTORY CONDITION REPORTS 

Reports and relate.cl documents resulting from unsatisfactory 
perfonnance or working conditions as related to the contract and 

RETIRE TO FRC I YEAR AFTER END 
OF PROJECT. DESTROY 10 YEARS 

contractor. AFTER TIIE END OF TIIE PROJECT. 
<DA: NI-255-94-2> (N 20-7) 

5300 29 EVALUATION FILES 

Case files on evuluations made by the Headquarters R&QA Office. 

5300 30 R&QA AUDITS, SURVEYS, AND REPORTS 

A. Documents related IO R&QA audits. speeial studies. status 
reports. etc.. including related correspondence (filed by 
contract). 

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

C. Quality Surveillance Reeo!ds/System (QSRJ 

l. Original forms which document the quality assurance 
specialist's daily work effort. The form records the 
spa:ialists obscrvatioos oflbe conlractor performiog !asks 

REl1RE TO FRC I YEAR AFTER 
COMPLETION OF PROJECT. 
DESTROY 6 YEARS AFTER 
COMPLETION. 
<DA: Nl-255-94-2> (N 20-1) 

REl1RE TO FRC 2 YEARS AFTER 
CONTRACT FINAL PAYMENT. 
DESTROY 5 YEARS AFTER FINAL 
PAYMENT. 
<DA: Nl-255-94-2> (N 20-11) 

CLOSE ALE AT END OF SURVEY/ 
AUDIT ATENDOFASCAL YEAR. 
DESTROY WHEN 9 YEARS OLD. 
<DA: Nl-255-94-2> 

DESTROY ORIGINAL QSR'S WHEN 2 
YEARS OW. 
<DA: NI-255-94-2> 

NOl'ES: Claly AFS mm,bcrs with clefined subjecls me used. -RBTENTION - For items llllllkod Pending Rolmltion Appmval, N<mlS: Only AFS 11W11bers with delioed subjecu are used. - RETl!NTION - Fer ileml lll8lked PaulingRelcnllm Approval, 
conlllel your Centar Recotds Manager for infimnllioo and/or questions. contact :,our Center Recoids Manager for infonnation and/or "'"51ions. 
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per conlllClUal ,oquhema,ls. 

DES11IOY WHEN fi MON111S OU). 

<DA: Nl-255-
2. Copies ofklm; in I. above. 

AnU PBOOI.! BEPOKT(S)5300 

A. DocullZIIIB mfloclingdimmsinm, ~ used in 
lllllllDfactun,, results ofpmoflOSling, c:ertilicalions of 
accepllllCe, and nolaled dal& COlll:ellling inspeclion md pmof 
losting ofmanuf-componenll. 

I. Paper. Ra:onllo:eping copy. 

2. Eleclmnicmodia. 
(magnel.ic tapes, OD, CD ROM.) 

3. Photographs. 

4- m.-•a CODies --00 oftice lllllmJm!ion 
~llliom. 

B. Copies ofCODIIIICIS, purchase on1en, and relaled l"'P""' 
•• to Clo-.emment Soun:e IDspoction mquumnenlS and 

~ 
I Sunelllance lindinp. 

c. Copies ofCOJIIIIUClian COllbllCbl and purcbase mdms relaling 
ID llDIMigoilicant files, including drawings and ~ 
~ISflllSpOCliolll. NOTE: The- idenli in 
Ibis item me not necessary for liDal payment or closure oflbo 
CODllllellile. 

-· ......__
D. Copioao,_ 

DES11lOY 3 YEARS ARER 
<X>MPLB110N OFFINAL 
PRODUCTION ORllllR FOR nm 
RELATBD COMPONENT. 
<DA: Nl-255-!l!l-2> (N20<i) 

DES11IOY/ltECYCLE3 YEARS AF1'ER 
COMPLETION OFFINAL 
PRllllllCl'IOlil ORllllR FOR nm 
RELATBD COMPONENT. 
<DA: Nl-255-!l!l-2> 

DES11IOY 3 YEARS ARER 
COMPLETIOlil OFFINAL 
PRllllllCl'IOli ORllllR FOR nm 
RELAll!D COMPONENT. 
<DA:N1255-!J!l-2> 

~AF11!RRBCORDKEEPING 

<DA: Nl-255-!l!l-2> 

DISPOSB OF IN ACCORDANCB W1'11I 
rmM I OF nosSCIIEDIJLE. 
<DA: Nl-255-

DES11lOY WHEN 4 YEARS OLD. 
<DA: Nl-255-

DES11IOY OR llELEl'llWIIEN NO 
and inspoclian n,ques1. etc. mlllling ID IDspectimi mu _____ ·---•1YEAR 
Rqxutsaot-inA, B, aadC llh<ne. OU). WIIICHBVERIS--

<DA: Nl-255-!l!l-2> 

S310 32 MANUl.!ACl'lllUNG ClONTllOL l'ILES 

Wort mdms,job onim, tum-in slips, ellimem llu:els, produclloo DES11lOY 3 YEARS ARER 
n,pDIIS and other papen mlllling ID du, scbeduling, dispalob. lbllow COMPLETION OF RELATBD WORK. 
up. ml cootrol of i-ID be lllllllUfaclwed <DA:NI~ (N20-8) 

5310 33 1ECIINICAL l.!ILES 

Todmical rocmds/liiesoo R&QAconlnl:IS iaued byoflice. RBTIRRTO FRCWHBN I YEAR OLD. 
DllSTROY WHBN 4 YEARS OLD. 
<DA: Nl-255-94-2> (N20-4) 

S320 34 PAKTS l'BOGIIAMMANAGEMENT FILES 

Pads program managemonl, im:ludiug Rm Flag Rq,o,ts. dbcretc RBTIRR TO FRC I YEAR AFl'ER 
and microcJectronic parts. and parts data systems. COMPLETION OF PROJECT. 

DllSTROY WHBN 4 YBARS OU). 
<DA: N!-255-94-2> (N20-3l 

NOI'ES: Only AFS oumbers wi1h defined subjects are used. - RETENTION - For items marked Pending Retention Approval, 
contact your Center Records Manager for infonnation and/or questions. 
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S330 

5500 

S800 

-

35 

3' 

3B 

MANUl.!ACTUKING QUALJTY CONTROL l'ILES 

Documeals maintained for delection, pnmml:ion, ml control of 
lllllllllw:t1ll deli:cta. 

A. !HmCTION 6!m RffiQ!,UTION l!lll:QR!lli 

1. Documeals such as in-proc:ess inspeclioll-, mwort 
roc:anis, ,eports rdlectiag m,queucy dilllibulion of 
manufaclllling defocls, and nolaled papen. 

2. Documcmts nolaled ID lhhd-party audits and catif"u:alicm of 
manufactuml compoooals. 

3. Eli:clnmic copies .... ----
mail ml wcml processiDg s:,su,ms and used solely ID 
g,morate areconlka,pingoopyoflhen,oonls. 

WAIVERS -PATENTS 

Case 61os oo petitions lbr waiwr of patents, ml all matal 
documentalion ml papen. 

FACILITIES GRANTS 

A. UMYllN!lli A1!1D liPECIPICAllQffli (ltoulim,J 

1. Headquarters 

2. Omtml ml all olher oJlicmla,plea. 

B. PRELIMlt!61!,Y/PRBSl!Nf AIIQN DMMN!il! 6t!I! 
MQml!.i 

1. Recordslhalmlatetodu>missianofthe/t!gJlll:y. 
(a) Drawings. 

(b) --

• -- antm:wds lbr tampormy slrw:llulls ml 
buildings or • • ·- ..._ mission oflhe1-
Agency. 

(a) Drawings 

-

DllSTROY 3 YEARS ARER 
COMFLEllON Of FINAL 
PRODUC'llOlil ORDER FOR nm 
RELATED COMPONENT. 
<DA:NI-~ (N:I0,5) 

DES11lOY 3 YEARS AF11!R 
CERTIFICATION DATE. 
<DA: Nl-255-GO& 

----ElBl"BAF11!RTHE 
RBOOIID 
Pll0lllJCED. 
<DA: Nl-25!1-00-5> 

RBTIRR TO FRC WHBN 2 YEARS OLD. 
DES11IOY WHEN 25 YEARS OLD. 
<DA: Nl-255-!14-2> (N 13-19) 

ltl!l1RETO FRC I YEAR API'ER FINAL 
PAYMENT. DES11IOY IOYEARS 
AF11!R FINAL PAYMENT. 
<DA: Nl-255- (N 17-38) 

DES11lOY WHEN NO LONGER 
NEEDED, OR WHEN 3 YEARS OU>, 
WfllCJIEVER IS SOONER. 
<DA: Nl-255-94-2> 

DES11lOY WHEN NO LONGER 
NEEDED. 
<DA:NI-~ 

DISPOSBOFWHEN NO LONGER 
NEEDED FOR ADMINISTRATIVE 
PIIRPOSES.DONATIONIOl'l'Ell.MAY 
BE MADE TOTIIEDIRECTOR, 
SMl'l1ISONIAN OilTHE AIR It SPACE 
MllSEllMS Ml APFROPRIATE. 
<DA:NI~ 

NOI'ES: Only AFS numbers wi1h defined subjects are u,ed. - RETENTION - For items marked Pending Retention Approval, 
contact your Center Reamls Manager for infonoation and/or questions. 
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DESTROY WHEN SUPERSEDED OR 
buildings such as telephone and elecuic lines, smrage 
RecoJds include drawings of tile S!lllctures and 

AFTER THE STRUCTURE OR OBJECT 
HAS BEEN RIIT!REl) FROM SERVICE.s. parking lots, and comfort stations. Drawings of 

electrt ="'··"·· .. rulitioning:,,
systems are 

5900 3'J 

tb) 

ITEM PRICING FILES 

Documents used in determining standard prices for me in obtaining 
improved pricing on purchases and accounting for the sale and issue 
of items. 

[ORS 17-3 nndGRS 17-4] 

DESTROY WHEN SUPERSEDED. 
OBSOLErE, NO LO.'l!GER NEEDED 
FOR REFERENCE. OR WHEN 3 YEARS 
OLD, WlilCHEVERISLATER. 
<DA; Nl-255-94-2> (N 17-34) 

NOl'BS: Oll1y AFS IIUllllbers wilh deftned subjects ..., used. - RBTl!NTION - Par ilmls marbd PmdiqRclmion Appmval, 
COIIUCl :,o,,r CeolllrR&colds MIJla&er lbr lnlbJmalion llldlar que,tlons. 

5-10 

• 
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CHAPTER 6. NRRS 6 • 

TRANSPORTATION 

~ ITEM 
SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIE::! 

RETENTION 
<Authori~ 

6051 1 PREPAID BILLS OF LADING 

A. INBOUND SHIPMENTS 

DocumenL• relating lo inbourul shipments where freight charges 
are prepaid by tile shipper, Included arc rrcciving documents. 
oommcrciol bills ofloding, freight bills, transit privilege bills of 
Jading cros~Heferencc sheets, similar documents. and related 
correspondence. 

B. OUTBOUND SALVAGE 

Documents relating lo oulbound shipments ofsalvage or 
rejected material lo consignees who a.,sume necessary freight 
charges for shipmenL 

DESTROY WHEN 2 YEARS OLD 
<Dk Nl-255-89-4> (N22-8) 

DESTROY W11EN l YEAR OLD. 
<DA:Nl-255-89-4> (1'122-7) 

c. AIL OTHER COPIES DFSTROY WHEN OBSOLErE, 
SUl'ERSEDED, OR WHEN 2 YEARS 
OIDWHICHRVERIS SOONER. 
<DA: Nl-255-89-4> 

·---.!_ E. Obligation copy ofcommercial passenger transportation 

,~-

F. Unused ticket redemption forms, sucn ..., __ 

G. All other offu:es/oopies. 

DESTROY WHEN FUNDS ARE 
OBLIOA1'ED 
[GRS!>-ld] 

DESTROY 3 YEARS AFTER THE 
lNWlllCH~~--

[ORS 9-lcJ --...:._ 
DESTROY WHEN I YEAR OLD 
<Dk Nl-255-89-4> 

6110 3 CARRIER RATE TENDER FILES 

Documents relating to solicited or unr.oJicited tenders or reduced rates 
and/or tariffs submitted by commercial carriers for the t.ramportation 
of freight. 

DESTROY l YEAR AFTER RATES 
OR TARIFFS BECOME SUPERSEDED 
OR RESCINDED 
<DA: Nl-255-89-4:> (N22,.10) 

6120 4 FREIGHT RATE NEGOTIATION FlLES 

Documents relating to negotiations with ca.mets or carrier's 
associations on transportation rates, freight classifications, and similar 
matters. 

DESTROY WHEN SUPERSEDED. 
OBSOI.EfE. OR WHEN NO WNGER 
REQUIRED FOR CURRENT 
OPERATIONS OR WHEN 3 YEARS 
OLD, WlilCIIBVER IS LATER. 
<DA: Nl-255-89-4> (1'122-11) 

6200 s TRAFFlC MANAGEMENT FEASIBILITY STUDIES 

-

NOTES: Oll1y A1'S numbers wilh delimd aubjec:fs me u,ecL - RETENTION - Par itans nwla:d PtudiagRllbmllon Approval, 
contact :,o,,r Ceater Recmds Manager fill: inlimnallon and/or queslions. 

7-1 



I 

10 

I. 

Dllb. 

IL 11.6JL.l: lfflLl7Atll!IBtmlll 

lalbanalicm 

1RANSPORTA110N RECORDS SCHEDULE 8 
(AFS 80D0-611119) 

Thia dac:umanl 18 updlillld ~ lhandonl, pdntad coplas may be obmlele. Rarerlll the a,ange Hlaloly Log al Iha 
beginning of NPR 14411 In the NASA Online DlnllCIMs lnfannallons,aaam (NODIS) faraunantvanilon. 

·=~papmok,andall--lllllllngto
• ---1n11SpC111111on1111111es..i-.i.. 

I&'DIIJYWHENS'11JDYIIECDMES 
OIISlllmE. SlB'EllllBlliiD OR. 
Wlll!N3YIIARllotl>, WIIRJIB'¥:6ll 
ISU.TER. 
cDA:NI~ 

6330 7 IIIIIPMl!N'l' OF IL\ZAIIII01JIIIUJJIOAC'l1 MATBIUAUJ 

Slilppmg filrms a a11 m1a1a1 m:m11s ""8Ce1Dlngdaollhipp,ontof ltE1'l1II! RBCOIIDS'IO l'IICWIIEN3 
lllmdaullloxlc- andioilcllwllllllllllll. YIWt5 OI.D. llllS11lOYWlll!N 13 

YIIARll CUI. 
4>A:Nl455-l!M> (NZl-10) 

6330 IIIOTOllCAIIIUEIIS' BXPLOlllVB OPEIL\TING 
All'l'BOBlTY 

OJmopaadllllc:olllldmllllal..,.,_willl......:wcamn 
filcllili,sadpmcedun,o lbrlrlalpOlliage,q,laslvs ==== llllcloa. 

6340 , SIZE ANDWBIGB'l'Llllll'S-BIGBWAY 

Ducuma111~1Dbidhldaal-=-==·_...... 
aml -alitofvebiclespeania,ed1D -bip,,,,Js. 

DllSTROY 1 'Yl!AllAl'l'l!ll 
UQlJIIUIMBN'nlARESIJlll!UEDllD 
OllRBSCINDl!D. 
cDA:NI~ (N:li-13) 

lill20 

MOl'OllVIIIIICLEJIEClOIIDS-Ol'ERATIONANDu 
-- 6'700 lllAN'AGEMBNT 

A. 

.... -· 
NO'l'l!S:OalyAl'S lllllllhmwilll defined sal,jecll a UIIIIL -Jllffl!NTICIN-Farileom marbcll:'lldag--.Appmwll, 
C01111Ctya,irea.llecaalsMamprlilr~md.'brqamdam. 

74 

IIIGIIWAYMOVEMENTPEIDIIIS 

~ lllllllDglDpeanillobtained liclmpatialat-llllllacal 
.-llicalilrwlli,:alarllllMIIICDISexccedill&ieplweigbtor 
dlmorJaicmllmilallon,Wof-~"' 
.-tals,orlllberlepln,quilemmla. lllcluded ..,pam111; 
............mlloodng.....- ..Qpeofequi,-. ............... 
llllearllUOlr.loods,lll!ipt, widlb, amlleqlb;olipamldmlimllionof 
--ofca,go;similar-aadmllllal 
cnme'l'oadeace 

Claoapuudtmce h. dmClpll!Dliaguail• ..,.......... ·-
m-...celllllopomlimof-WlbldelnotllllllrwilD 
....-imtbislldleclale. 

a. fARKINGl'llRMITmNTllOI.5l,I§ 

-=:::r,ID!madminilbatianaad ~of 
pamllllpllZI usodlacantmltbeissuancoaml-
ofpeanill and ,ecml wiolallans by holdom ofpemdls. 

C. 06$01 JNB PILI§ 

-mlllillg 1a Im IIIIIIIIICIOof...,U,,0. lacladlag issue 
lbnmllld,epo,ts. 

-WHEN2YIIAIIS OU> 
.- -
llllS11lOYtll'ON11lllNlll'IIIIOR 
SIIPAIIATIDNOFl'l!Rlllr H0UJllll 
ORWIENPllltMITISSIJlll!UEDllD 
OllRl!VOXBD. WIIICIIIM!R IS 
SOON1lR. 
cDA: Nl455- (NIN5) 

DESTllOYWIIEN I 'Yl!AllOLD. 
cDA:Nl..m-lMi> (N4-8) 

I&'DIIJY 2 YIWt5 AF1'l!ll 
A1l'11lllllil'Y IS SIIPERSEIIED Oil 
RBSCINllED. 
cDA:Nl- (N:li-1:1,) 

llllS11lOY 3 YEARS AF1'l!ll 
COMPUll1CIN OF MOYE• AL'IO 
smtl'l'l!M8 7, I, AND 9 <ll'TIIIS 
SClll!DULB. 
cDA:NI- (N:li-15) 

TRANSPORTA110N RECORD8 SCHEDULE 8 
(AFS 8000-fl889) 

Thia document la updalad freqiadtJ; lharal'Dre, pdntad copies may be Dbaalale. Ralarlll Iha Changa Hlaloly Log ll lhe 
of NPR 1441.1 In tlie NASA Onllna Dlracdvas lnfannallon System (NODIS) far cunanl Vllllllan. 

6720 

NOl'BS: Oaly APS IIIIIDben wldldcllml ........m IIICd. -REll!Nl'Df-Farllemalllllbdl:'lldag.__Appsoval. 
--C--....... lbrlabmmlmandlclr.......,,,.. 
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Rq,arll CIIIIIIOIOr....,._(odlorlillll IOCldcm,apenlillg, 
md mamtlmlllee111p11118), mcJndlD&SF82, Agm,t:ylle!IClll 
ofMalarVehideDlla, ml SPDD, ,.,,,_,lle!IClllof 

-'Veblcllleacldlals,maialaiaodby 

Alocldoal, SF!>IA, 
Aa:ldonl,m1SP!l4, 

Vebiole 
Vddde 

B. 

L 2-daaelatlagtotmlder,oale,-..,or....,_.of 
Wlblclea, lacladiqSP97A,,..,_,Ra:mdCopyofU.S. 
~~of~ofMolorVeblclo. 

2. - usod lbr Im n,aJ!ldlmofprivllely,owDfl
velliclos lllld inllRma!ian cm illllmdual dri...._ 

QPIU.TOJBBCOBD1 

-....... opondmof 
~ .......... -
llldbarizalianlOme,llfedmrins-,llldnollbod 
lllllllll(IOlld 

G. JJUr: IIC!Uml 

Tdptimt&Jm, inllludol dallylllpliclools. 

-:==::~llld~IOp,ovideio yusa or 

L 

oil 

2. ...,_..,-,illdlldinadmNnlailnglOmm, 
llldn,polr. 

J. C6il.1B,&,1,,IIOOKflUIII 

BmbCOlllliniag............,office-,,dsoflhen,ceiptllld 
dilpmilionofcarseala md mallllalDod ID llldlii. llllllllllly 
lmj,ecllmaa lO,medu,rlheseala-i-,perly oxpc:nded. 

DllSTROY3 Y1!AIIS Al'l'l!llDATII 
OIIJll!l'OII.T. 
IGRS ICM] 

llllS11lOY6YIWI.SAl'1BllCASl!IS 
a.osBD. 
[GRS 10,5] 

DllS'IIIOY I 'YBAll APl'Ell 
l!XPIIIA'l'IDN OllRIWOCATION-
d>A:NI- (NIM&} 

DEISTROY3 YIWI.SAF11111. 
SIIPARATIDNClPl!MII.OYl!E(S) Oil 

YEARSAF11111.lll!l:ISIDN ClP 
Ol'l!RATB 

GO'VEIINMl!N'f. 
wmamvmusSOCIIER. 
(GRSID-7J 

Dl!S11IOYWlll!N I 'Yl!AllOl.l> 
d>A:NI- (N 14-7) 

DES'lllOY /IFD!llltl!Q'UIRIII) 
TltANSRlll <ll'DIRIIIMA'l'IDN TO 
0111BllllBCXIIDS, UNU!SS 
RBQU1RBD POR .IICCIDIINT 
INVBSl'IIJATION (SBBffl!M lmt:I» 
OR TAX PIJIUIOSl!S, OIIIIIRWISI!, 
DEISTROYWIIBN3 Yl!AIISOU> 
WlllalB'IER IS SOONER. 
.OA:Nl-- (Nl4.ICI) 

Dl!STROYWIIIIN3 MON'111SCJLD. 

Dl!STROY I YEAR.AFl'Ell DA'IEClP 
LASTl!Nl.1t.Y. 
cD.l':N!- (N22-6) 

https://aulhorizati.on
https://Includt.id
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TRANSPORTATION RECORDS SCHEDULE 6 
. (AFS 6000-6999) 

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

M. LEASED VEHICLES 

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

I. GSAFmm 1152 DESTROY 4 YEARS AFJ'ER. VEIIlCIB IS RIITURNED ID GSA 
<DA: Nl-255-89-4> (N 14-6a) 

DESTROY I YEAR AFJ'ER 
COMPLETION OF ACTION. 
<DA: Nl-255-119-4> (N 14-6b) 

2. All other xccords related to leased vehicles. 

N. e,J.L QI!lllR OFFICESIRECO!lJ1l! 

Records maintained by office other than the office ofprimary DESTROY WHEN NO LONGER 
responsibility for operation, management. and control over NEFDFD, OR WHEN I YEAR om 
agency vehicles and motor vehicle records. WHICHEVER IS SOONER. 

<DA: Nl-255.S9-4> 

NOrES: Only AFS numben wilb detinod subjects me usod. - RH11!NTION - For ilmlls llllllbd l'ending-io• Appmval. 
contact~ Cenrer R<>COlds Msnapr mr inlimnatioo and/or questions. 
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PROGRAM FORMULATION RECORDS SCHEDULE 7 
(AFS 7000-7999) 

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. 

CHAPTER 7. NRRS 7 

PROGRAM FORMULATION RECORDS 

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

Srenois Space Ceoter (SSC) manages. on behalfofNASA Office of 
Commercial Programs. an applications program. EOCAP, designed to 
develop commen::ial interest for NASA-developed Remote sensing 
recbnology. Proposals are received at NASA Headquarters as a part 
of a NASA Research Anoouncernent (NRA). Selected proposals 
(projects) are transferred to SSC for general program management 
Proposal files consist ofIlle proposal (as received), funding 
documentation. deliverables, and schedules. Files are kept in the 
following format/organization: 

A. EOCAPIPROPOSALS 

I. Selected proposals. scores. evaluations, recommendations, 
and fimding information. 

2. Proposals DOI selected. 

FUNDED PROPOSAL Fil..FS WILL BE 
INCORPORATED INTOEOCAPI 
CONTRACT FILES. 
<Nl-255-94-3> 

DESTROY WHEN I YEAR OLD. 
<i'll-255-94-3> 

7 B. EOCAP I CONTRACTS 

Records include materials gcncraled during proposal selection, 
!rem A. 

c. EOCAPIREPOIUS 

Records consist ofboth quarterly and annual reports. 

D. EOCAP I ADMINISTRATION/REVIEWS 

Recmds consist ofadministrative correspondence and 
communications; including program reviews and other reJatcd 
activities. 

E. EOCAP II RECORDS 

EOCAP II records follow the same procedures and disposition 
inslruclions as EOCAP I except for EOCAP II proposals that 
are incorporated into the contract file for follow-on work to 
EOCAP I contracts, unless lhey are a separate contract. 

DESTROY CONTRACT FILE 3 YEARS 
AFJ'ER COMPLETION OF PHASE I. 
(TIIIS INCLUDES RECORDS 
INCORPORATED FROM A. ABOVE.) 
<Nl-255-94-3> 

DESTROY REPORTS 3 YEARS AFJ'ER 
COMPI.EllON OF PHASE L 
<i'lt-255-94-3> 

DESTROY 3 YEARS AFJ'ER 
COMPLETION OF PHASE L 
<i.~1-255-94-3> 

SEE ABOVE ITEMS FOR 
DISPOSIDON h'ISTRUCTlONS; 
PHASES CHAo'IGE ID Rm.ECT NEW 
PROGRAM, LE. DESTROY 
CONTRACTS 3 YEARS AFJ'ER 
COMPLETION OF PHASE II. 
<Nl-255-94-3> 

7400 19 FINANCIAL REPORTS. CONTRACTS AND GRANTS 

Consolidared Agencywide reports of financial and statistical data 
covering NASA contracts and grants. 

A. HEADQUARTERS: OPR Copy 

I. June issue: RETIRE ID FRC I YEAR AFJ'ER THE 

NOl'ES: Only AFS nemben wilb defined subjects an, usod. - RH11!NTION - For items madced Pmding Rerenlion Appmwl, 
00DIICt your <:e=r R<>COlds Manager Iii< infOJmation and/or ..,..iions. 
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a.osJ!OPTIIEFISCAL Yl!All 'IO 
WHICH 11IEY PERTAIN. DliSTllOY 
10 YEARS AFl'ERFISCAL YEAR TO 
WHial 111EY PERTAIN. 
<N1~2> (N7-9) 

7400 20 

B. AIL qrHER.COPjBS/OFPICBS. 

~=--CIIIICmUllJI--Oil flmdiDg 

B. &lll!lllB 

°""'8poadell<tllesln 
patalnlnglD-lllmllli-r!ca.inlemal 
--•ccmndelsewhonolnlhls - l!xclwliJlg 
=.ii~~~procedummainllllmdln 

B. Recunlng mpa,11 ofllCimlilic ......... and&,v.,lopmalt 
acli'lil:lu. 

I. HeadquW:rs. 

2. All Olborcopleslofflces. 

C. 

DllSTllOY 2 YEARS AFl1lll 111B 
FISCAL Yl!All TO WHICH'111BY 
PERTAIN. 
<NI--

Dl!S11IOY AS SOONAS M:TIVE 
IIEl'1!ltl!NCBVALIJB Cl!ASES OR 
WHl!N 2 YEARS OLD'WHICHIM!ll IS 
S001'lllR. 
cNl-!ZSS-94-'!> 

·-·REIIRETOFKCWIIEN3 YEARS OLD 
FOIi.ANNUAL A<XXltlllTS AND 5 
YEARSl'OllNOYEAR 

:noNS. TRANSl'Elil TO 
NARA 
<Nl-255-94-'!> (NM) 

DES'IROY ANNUAL ACalUHTS 
WHEN 3 YEAIISOLDANDNOYIWl 
ACCOllNTS WHENS YEARS OLD. 
<Nl-a5-!J4.3> 

REIIRE I COPY Ol'l!AalREl'OllT 
TOFKCWIIEN2 Yl!ARSOLD. 
Dl!S'lllOY WIIBN 8 Y1!A1tS OLD. 
<Nl./lSS-94-3:> 

DES1ROY WIIENNO LONOllR 
IIEEDl!D ORWHEN 2 Yl!ARS OLD. 
WHJal!M!RIS SOONliR. 
cNJ-255,94-3> 

TOFKC 
INACllVI!. 
TRANSl'BR TONAIL\ 'Wlll!N 15 
YEARS OLD. 
<Nl4SS-94-3> 

NOTES: Only AFS numb= wilil defined subjects are used. - REI'ENTION - For ii,,nu; marlred Pending Retention Appmval, 
contact your Center Reconls Manager for infonnatioo and/or questions. 
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2. All Olher coplesloflioca. DES1ROY WIIBN NO LONGER 
NEEDED OR WHEN2 YEARS OLD 
WHICIIBVJlll JS SOQNllll. 
cNl-255,94-3> -

A..., .. ____ .,. W:7ll3IJ 24 

~ illllhorizalioa ID lllilmo astaled lllllOlllltof resources available 
to and mmiaislnliveollkea (1imds and/or==
:::C:)lbrlbe"""""1ionof~NASA • and 
IIClivi1ies(uu:ludoa 506oorlglnal IIWHlllll!adtia). 

A HRADOUARTBRS (OPR) 

I. FISCAL YEAR ACCOUNI'S ~O:,py) 

2. NO YEAR ACCOUNTS (RcconlbepiDg Copy) 

NOTB: Clooo~if(I) Iba Head oflheApllcyordl,
l'laicloptdemrmi... Iha ..... _ lbr wlch 
11u1r.r,::·• was madeba..,beencarriedout; 
and DO disbuaomaJlbas been madeagaillst lbe 
appropnalioa lbr 2cmsecutiw fiscal yeag. 

. - Dl!IBIEAFl'EllRECOIIDIIEEPJNG 
- -'-'-mail--pmc:essingayllcml. 

B. ~(OPll) 

I. FISCAL YEARACCOUNl'S ~Copy) 

2. NO YEAR ACCOUNTS (lhcmdbeplng Copy) 

NOT!!: ClolleAccountlC(l)lheffudaflbe~orrlm 
Pmsidentdetaminestbatlbe lllflich 
a,,,=·alion wasmade:.:.Ccarriedaut; 
and !"'.-basbeen mode against lbe 

lbr2""""""'1lliscll-
24 WHICH 

cNl..2SS-9Ci-!I> 
JSCLOSED. 

p,ucessingsyslmls. COPY BAS BEENPIIODIJCED. 
411-a5.00-!I> 

c. 6Lt, OTHBlt OFFJC'llll/C'gm. DES1ROY WIIBN NO LONOllR 
NEEDEDFORRI!PERl!NCBOR WllEN 

NOTES: Only AFS numbers wilil defiru:d subjects are used. - REI'ENTION - For items muked Pending Retention Approval, 
contact your CenterRecords Manager for information and/or questions. 

7-3 

-

a.0SJ! 111B ACCOUNJ' ATTIIEBlilD 
OP1111!FIFTII FISCALYBAR.APTl!II. 
l11EPBRIOD OFAVAILAIIILITY l'Oll 
OBLIOATIONllNDS. RllCORDSMAY 
BEIIEl'IIIED TO AN FKC OR 
APl'IIOVED STOII.AOl!FACILTlY 
ONBYIIAR AFl1lll ACCOUNT 
CUISl!S. DllSl'lWY 5 YEAIIS AFillR 
FISCAL YBAR IN WHICH 
ACCOllNT(S) IS CLOSED. 
<NI-.,'!> (N7-5) 

RECORDS MAYBEIIEl'IIIED TO AN 
FRC OR APPROVl!DSTOIIMll! ' 
PACJUTYONBYEARAPl'ERPISCAL 
YIWl IN WHICH ACCOIJNT(S) IS 
CLOSED. Dl!STIOYRBCQIU)S 5 
Yl!A1tS AFl1lll FISCAL Yl!AII.IN 
WHICH ACCOUN'J:(S) ISCLDSEll. 
<1'114.55-!16-a,. 

:ii~ 

a.os!!1111! ACCOUNT AT'DIE END 
Of1111!FIFTIIPISCALYEAR AFTER 
111l!l'l!RIOI>01'AVAILAIIILITY l'Oll 
OBLIGATION l!NDS. IUl00llU>S MAY 
BBIIEl'IIIED'IOAN ...C OR 
APl'ROVBD STORAOBl'ACILITY 
ONBYl!AR ATER ACCOUIT a.o51lS. 
DESTROY 3 YEARS AFJER.PISCAL 
YEAR IN WHICH ACCOIJNT(S)IS 
CLOSED. 
<Nl-255-!16-31> 

RECORDS MAY BEIIEl'IIIED TO AN 
FKC OR APl'ROVEDS'l'QR.AQB 
FACILITYONEYl!ARAPTl!II.PISCAL 
Yl!AII. INWHICH ACCOIJNT(S) IS 
a.osED. DESTROYIIECllRDS 3 
Y1!A1tS AFIERFISCAL YEAlt IN 

https://Yl!AII.IN
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l YEAROLD.WHICIIEVERISLA'l'ER. 
NOT AUTHORl7.ED FOR TRANSFER 
TOANFRC. 
<Nl-255-96--3>- AIRCRAFT FILES7900 

A. AIRBQRNEDATA ACQ!JJS!I!ON 
Tbe.se are files that are maintained at the Aucraft Management . Office, Headquarters and at Centers. Typically files include 
infonnation with respect 10 ain:raft operations, cost, scheduling 
and tasking, usually relating to temDte sensing research. 

NOl'E: These files DO NOT include maintenance records lhat 
are maintained under a separate conttact. 

I. General correspondence. 

2. Financial reports. 

3. Flight schedules. 

4. Job orders. 

B. MAINTENAN!;;E RECORDS {CURRENT/HISTORICAL) 

Re.cords in this series include maintenance records fur vaxious 
airernft located at NASA facilities. These records also may 
include some blueprints and sketcl!es of pans used on lhe 
various am;raft that are in the inventruy. 

DESTROY WHEN 5 YEARS OLD. 
<Nl-255-94-3> 

DESTROY 2 YEARS AFTER THE 
FISCAL YEAR OFTIIE REPORT. 
<Nl-255-94-3> 

DESTROY I YEAR AFrER 11IE 
FLIGIIT SEASON. 
<Nl-255#3> 

DESTROY 2 YEARS AFrER 
EXPIRATION. 
<Nl-255-94-3> 

RETIRE RF.CORDS TO ON-SITE 
STORAGE FOR I YEAR AFrER 
CLOSE OFFllE OR WHEN NO 
LONGER NEEDED. RECORDS Wil.L 
BE KEPT ON-SITE AS LONG AS 
AIRCRAFT JS IN AGENCV 
INVENTORY. IF AIRCRAFT JS 
TRA.'ISFERRED TO ANOTHER 
AGENCY. TRANSFER RF.CORDS 
WITH AIRCRAFT. IF AIRCRAFr JS 
OTIIERWISE DISPOSED OF OR 
DESTROYED, RF.CORDS WIIL 
EITHER BE DESTROYED ATTIIAT 
TIME, WHEN NO LONGER NEEDED. 
OR WHEN I YEAR OLD. wmcHEVER 
lS SOONER. <Nl-255-94-3> 

C. E!,ATFORM AlRCRAFf • OPERAIIONAL {ARC ONLY) ,_1--- 25 
. =ansferred Aiicraft Records (hard copies and electronic TRANSFER ASSOCIATED RECORDS 

COpteSJ, 

2. Aircraft no longer in inventoty (non--current.fumctive) (hard 
copies and elccrronic copies). 

W1111111E AIRCRAFT WHEN IT 
LEAVES AGENCY INVENTORY. 
11IJS INCLUDES TRANSFER OR 
,,_oNTO AMUSEUM OR 
011IER ON. 
<Nl-255-94-3:> 

DESTROY RECORDS ASSOCIATED 
WITH TIIE SPECIFIC AIRCRAFI" 
WHEN IT JS DESTROYED. 
DISMANTLED. OR CANNillALIZED 
AND NO LONGER ON 11IE AGENCY 
INVENTORY. OR WHEN 5 YEARS 
OLD. WIIlCHEVER IS SOONER. 
<N!-255-94-3> 

NOl'BS: Daly AFS llUlllbon will, defim,d ~me WIOd. -REIENTlON-F<>r ilemlmamdl'mldingROIOlllianAppmYII, 
contactyourCenterReconls Mimager Jbr lmllrmalion and/orquesliolls. 
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3. Currenl/activc aircraft maintained in agency inventory. 
OPR: Code OMM. Medium Altitnde Missions Office 
within the Sciences and Applications Aircraft Division. 

4. CAD System 

5. All other offICeslcopies. 

D_ CONFIGURAT!QN Ma!:!AGEMENT FIL!lS - VARIQ!lS 
~ 

Records in this series include documentation of inactive aircraft 
lhat are malntained by lhe Ain:raft documentation offire. These 
files may include,. but are not limited to, Slatus Reports, 
Configuratlou Change Requests. System Test Reports and 
Discrepsncy Reports. 

IIBl'AINORIGINALON-SITEAT ARC 
W1111 AIRCRAFT. El1llER 
TRANSFER RECORDS WITH 
ASSOCIATED PLANEOR DESTROY 
WHEN PLANE IS NO LONGER 
MAINTAINED IN THE INVENTORY, 
AS Al'l'ROPRIATE. (SEE ITEM B. 
ABOVE). 
<N!-255-94-3> 

RECORDS MAY BEDEIElllD WHEN 
5 YEARS OLD O!-_~~~!!, 
WHICHEVER IS SOONER. 
<Nl-255-94-3> 

DESTROY WHEN OBSOLiml. OR 
WHEN NO LONGER NEEDED FOR 
REFERENCE OR WHEN 5 YEARS 
OLD. WIDCHEVER IS SOONER. 
<Nl-255"94-3> 

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

NOrBS: Only AFS numbets with defim,d ~me used. -RHrnNTION-Fu ilems marlmdl'encling-Appmwll, 
contact :,our Center Reconls Manager fur inli>mlalion and/or~ 
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PROGRAM MANAGEMENT RECORDS 

AFS# 

8000 

.!Il);M 

1 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD :iERIES 

DEFENSE INDUSTRIAL PLANT EQUIPMENT CENTER 
(DIPEC)WAN 

Listings of tools or te:st equipment on loan liorn DIPEC to NASA 
contractor or NASA Center. 

8000 7 R&D APOLW DOCUMENTATION ADMINISTRATION FILF.S 

A l!tQ!.,!,Q DQ!;;UMENT AT!Qt! SYfil'.!lM 

A listing of documentation covering the Apollo Documentation 
System consisting of: (I) Center Apollo Document Index, 
Appendix •A"; n,cord copies of3 documents (2) Center Apollo 
Document Index. Numerical Listing by Level Calegory, Control 
Numbor; (3) Center Apollo Document Index Alpbabetical 
Listing. The system will provide li>r continual management 
review to ellminale duplicate or nonessential requirements and 
reduce cost relaled 1hereto. Included are supporting papen; 
rellecting changes to basic documents. 

J. Paper Reco!ds. 

-· 
(Includes silver original an_ -~ ·-,,;c.1•1 

3. All o1her offices, paper or microfilm copies. 

B. !;;ONSTR1!CTIQN Q!: FJM;IL!l:l§ ill; Rj&D/GROUND 
SUPPQRT F.OUIPMENI' fGSEl 

Document!lion relating to Apollo and projedll inltia!ed by the 
Apollo program (R&D/GSE and C ofF) which includes 
drawings, specifications, tlOCbnical manuals. electronic/ computer 
media, photos, test reports, Oper.itions & Maintenance (O&M) 
documentation, construl:lions files, and, lnfoxmation fur Bids 
(IFBJ. 

1. Office of Primary Rc:spousibility. 

RETENTION 
<Authorinz 

DESTROY I YEAR AFTER 
COMPLETION OF LOAN. 
<i.'11-255--94-3> (Nl7-47) 

11IIS IS A CLOSED SERlES 

(N24-ll) 

DESTROY AFTER VERIFICATION/ 
CERTIFICATION OF MICROFil.M. OR I 
YEAR AFTER CERTIFICATION OR NO 
LONGER NEEDED FOR USE. 
<DA: Nl-255-94-3> 

• PBRMANENI'. 
TRANSFER TO NARA WHEN 30 YEARS 

--· <ilA: Nl-255-94-3> 

DESTROY WHEN NO LONGER NEEDED 
FOR REFERFNCE PURPOSES OR WHEN 
JO YEARS OW, WHICHEVER IS 
SOONER. 
<DA: Nl-25:5~94-3> 

NOl'ES: Only AFS JIIJlllheas wilhdelimd sul!jods amused. -REl'BNl10N-Far iloml mam:dPmdlngRobmtkmAppm,,al. 

--CenterRocoals Ma.pr fur ~and/orqucslkms. 
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32 

32 

PASR 

33 

PASR 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

(a) Paper Records. 

2. All other offices, paper or microfilm copies. 

AIRCRAFf CREW MEMBERS QUALIFICATIONS AND 
PERFORMANCE RECORDS· NASA 10 ACMQ 

Rocords in this system are of crew members of NASA aircrnft which 
consist of(!) records of qualificalions, experience, and currency, e.g., 
flight hours (day, night. and instrument). t)'JlOS of approaches and 
landings, crew positions, t~ ain:raft, flight check ratings and related 
examination results, training performed nnd medical recoros: (2) flight 
iliMrnries and passenger manifests; and (3) biographical infunnalion. 

KENNEDY SPACE CENTER (KSC) SHUTTLE 
TRAINJNG CERTIFICATION SYSTEM (YC 04)
NASA76 STCS 

Records contaim:d in this system are of KSC Civil Service, KSC 
contractor, and DOD personnel who have =rived systems, skills. or 
safety training in support of KSC or Space Shuttle Operations. Reco!ds 
consist oftraining attendance and certifications, including certifications 
of physical ability to perform hazardous tasks . 

B. 

Record,;; relatffi •~k. safoty a"l~'\Sments. and t·e.rtifirnlion for 
nighLhardware {i.e .. 1 • vloads, EVA Hardw:lre/Eguipment. 
ett.). C'uloff d:11e is end of c-ahm 

Records conshJ. of problems reporled on hardware ass:;ocialed 
with flight and flight support equipment (i.e. Government 
Furnished Equipment. !light equipmenl. etc.). CutotT date is end 
of ca.len<lar yeJI. 

C. QUALITY ASSURANCE SURVEILLANCE RECORDS 

RETENTION 
<AuthoritY> 

DESTROY AFTER VERIFICATION/ 
CERTIFICATIO.'I OF MICROFIUd. OR I 
YEAR AFrER CERTIFICAJlON OR NO 
LONGER NEEDED FOR USE. 
<DA: Nl-255-94-3> 

TO NARA WHEN 30 YEARS OLD. 
<ilA: Nl-255-94-3> 

DESTROY WllEN NO LONGER NEEDED 
FOR REFERENCE PURPOSES OR WHEN 
10 YEARS OW, WIIICIIEVER lS 
SOONER <ilA: Nl-255-94-3> 

RETAlN RECORDS IN AGENCY SPACE. 
DESTROY 5 YEARS AFTER CREW 
MEMBER SEPARATES FROM AGENCY. 
<ilA: Nl-255-94-3> 

O1.Tl'DATED RECORDS ARE 
DESTROYED. CURRENT RF.CORDS ARE 
MAINTAINED UNTil.3 YEARS AFrER 
TRAINEE IS SEPARATED FROM NASA. 
<ilA: Nl-255-94-3> 

II'EM DISCONTINUED. RECORDS NOW 
COVERED BY ITEM 8/lOt OR8/1113. 
<Nt-255-04-3> 

--.......... . RECORDS NOW, 

~~~ 
<Nl-255-04-3> ....___ 

11650 

8650 

NUl'ES: Only AFS ll1Jlllbms wilhdelimd IIUbja:ls ammod. - REJ1!NTlON - Far illms mmbd l'clldlngRdcnl:loa Appmval. 
CODlllet yaur Center.Recmds Manager fur iDfimnallon mdlor questious. 
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SUBJECT AREA OR RECORD TITLE RETENTION 
AFS# ITEM DESCRIPTIQN QF RECORD SERIES <Authority> 
" 

1. Documents related to quality assurarn:e audi111, special HANDLE AS PERMANENT. REI'ENTION 
studies, status reports, etc. including related UNDER DISCUSSION WITH NARA. 

origi,,al.m t the . quality assurance daily worlt effort. Cutoffdate is date or 
documenL 

2. Documents reJatcd to Quality asstD'ance inspection stamps, 
including stamp audits, and stamp issuance :records for 
NASA and support contractor Dlspections and design.ated 
verification. 

(a) Stamp audit documents. 

(b) Stamp issuance documents. 

(I) NASA Civil Service and designllted verification 
personnel Cutoff date is date ofdocument 

(2) NASA Support ConlraCIOr personnel. CUtoff 
date is date of documenL 

36.5 

- -...-3~c,tmnjf Copies 
Records that are cidted"OIN'l:1ectmnic; mail and word 
processing systems and used solely to generate. areffl 
keeping oopy of lhe recoros. 

SeeAFS 
8715, 
Ilem8/40.S 

37 

38 

OCCUPATIONAL SAFETY AND HEALTH ADMINJSTRATION 
(OSHA) CITATION FILES 

RADIOACTIVE MATERIALS INSPECTION AND TEST FILES 

Documents relating to the inspection of materials~ premises, and 
facilities where radioactive, hazardous, and toxic materials are used or 
stored and documents pertaining to tests made ofsuch premises, 
facilities, and radiation detecting or monitoring devices. 

A. OFFICE OF PRIMARY RESPONSIBILITY 

B. & QIHER QFFICES/CQ£1ES 

8700 RADIATION MONITORING AND DISPOSAL FILES 

Records mainlained ID confonn with Nuclear Regulatory Commission 
(NRC)IDepartment of Energy (DOE) regulations regarding radiation 
monitoring aud disposal. 

NOTE: Also see Schedule 1. AFS 1860. This AFS deals specifically 
with Radiological Hellllh Records. [See Item 130, 
Schedule I] 

-. 

DESTROY WHE.'110 YEARS OLD. 
<DA: Nl-255-01·1 

KEEP FOR AT LEAST 3 YEARS, TIIEN 
DESTROY I YEAR ATER EXPIRATION 
OF STAMP SERIES OR LOT. 
<DA, Nl-255-01·1> 

KEEPR)R AT LEAST 3 YEARS, THEN 
DESTROY UPON CIIANGE OF 
CONTRACT. 
<DA, Nl-255-01-1> 

DESTROY/DELETE AFTER THE 
RECORDKEEPING COPY IIAS BEEN 
=oDUCED. 
....,.-,.: n~-

-

RETIRE TO FRC WIIEN 6 YEARS OLD. 
DFSl'ROY WIIEN 75 YEARS OLD. 
<DA: N1~2S5-94--3> (N21-12) 

DESTROY WIIEN 5 YEARS OLD. 
<DA: Nl-255-94-3> 

DESTROY WHEN 75 YEARS OLD. 
<DA: Nl-255-94-3> (N21-13) 

8700 RADIOACTIVE MATERI.ALS LICENSE FILES 

N<m!S: Only APS numbers wilb definod lllbjec:IS a used. - RBTBNTION-Por ltans marked l'llldblg- AppllMI, 
oontact:,wrCenler R,:cmds ~ l'ilr lnlillmation and/or questions. 
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RETENTION 
AFS# 

SUBJECT AREA OR RECORD TITLE 
ITEM DES~RIPTION OF RECQllD SERIES <Authori!;2 

Documents relating to requt"Sls for issuance cf, and compliance with, 
licenses for by-product,. source, and special nuclear materia1s. Included 
are applications for license.. approval documents. Hcenses. requests for, 
and approval ofdisapproval of, devialions, documents relating to 
changes in personnel aufuorized to receive and handle such materials. 
and related paper.;. 

8715 40.5 OCCUPATIONAL SAFETY AND HEALTH ADMJNISTilATION 
(OSHA) CITATION FILF.S 

Formerly 
AP.i8720, Files consist of original letters ofCitation & Notification of Penalty 
ItemBmin from the U.S. Department ofLabor; Results of investigations; 
NPR Modification Abatement Plan RequesL<; and Final Abatement Plan 
1441.IC DocumenUltion. 

8800 42 ASBESTOS RECORDS 

Toe work phm which includes drawings. qualifications ofpersonnel, 
and abatement procedures; notification of the work to be done to the 
regulato,y agency; analytical reports from the laboralOly verifying the 
levels ofasbestos exposure; and, the final report by the abaiement 
oonlr.lclOI to NASA. 

8800 43 ENVIRONMENTAL RECORDS 

43 Reports concerning lhe prevention, control, and abatement of air and 
water pollution at NASA facilities. This record series coven; in generic 
terms miscellaneous records not covered under a specific item in this 
series. 

A. ENVIRONMENT61, REPORT!; - M!liCELLANEO!lS 

Installation report to NASA lleadquaru:lll, aud repolls as 
compiled by Headquarters from the installation submissions. 

I. Reporting Installation. 

2. Headquarters. 

B. R~OU&Ji CONSERVATION AND RECQVERY ACT 
RECORDS (RCRA) 
Records include correspondence concerning hazardous waste 
J!Ctivities including Notices of Hazardous Waste activities; 
h;u..ardous waste generators report(s); inspections, noticc.-s of 
violations and corrective actions, and treatment; storage and 

DESTROY 10 YEARS AFTER 
EXPIRATION OR RENEWAL OF THE 
LICENSE, PROVIDED ALL MATERIAL 
PROCURED IIAS BEEN DISPOSED OF. 
<DA: Nl-255-94-3> (N21·11) 

RETIRE TO FRC 5 YEARS AFTER DATE 
OF ABATEMENT/RFSOLUTION. 
DFSl'ROY 10 YEARS AFTER DATE OF 
ABATEMENT/RESOLUTION. 
<DA: Nl-255-94-3> 

RETAIN ON SITE FOR 30 YEARS TIIEN 
RETIRE TO FRC. DFSl'ROY WIIEN 55 
YEARS OLD. 
<DA: NI-255-94-3> 

RETAIN ON SITE FORS YEARS AND 
1llEN DESTROY UNLESS TilERE JS AN 
EARLIFll DFSl'RUCTION AIJTIIORlZED 
EITHER IN TIIIS HA.~DBOOK BY 
SPEC!FIC RECORD SERIES; CITATION 
IN THE CODE OF FEDERAL 
REGULATION (CFR); OR SOME OTIIER 
APPROPRIATE REGULATORY 
AUTHORITY OR SPl:CIFIC STATE 
AGENCV GOVERNING SUCII RECORDS. 
<DA, Nl-255,94.3> (Nlll-13) 

TRANSFER TO FRC W11EN 3 YEARS 
OLD. DESTROY WHEN 6 YEARS OLD. 
<DA, Nl-255,94.3> 

N<m!S: Only APS IIUlllbcn wilh defiDal 111bjec:IS a uaed. -JIEl'BNJ'ION -Fm: items-l'aldingRclallim Appmwl, 
contaet:,ourCentorRecotds Manager &,r infomlOlion andlorqocotkms. 
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SUBJECT AREA OR RECORD TITLE llETENTION 
:gBSCRIPTIONOERECOID.lmll!IUmH.&IU s&ldmm2 

dllpmll faoility audlls;lllliccllemlClil saun:elOdudiml; 
-,diaglllldsalld-...........,a;usedal.......-,t.,.. 
mcyc1111g; 11111, ..,...t.....,....._ llllaatlllCII octi9llla. 

I. Nalices oflllllrdoul-Aclhily 

2. HmmdausW-am-.RepxtamlManlf'mls. 

C. TOXIC Mlll.ff~CON'l'RCI..M:l.BIIDDlrt'SCA.l 

ltecmdsildwh......,....._.onoemlagpol:,clllurillaled 
blpl,m,yls (PCB) 111d ......... lacladlq .......... ofl'Clla la 
service;spills andcleaD-ap_,,.;PCB tmmlilmlerimpccliom 
111d PCB ......i"""'-;Jllllilialioasof.-DIIIIIIVII; 
lmpoctlom;llllllas ofvialalian 111d Olll'IIICtlw,a:liaas;lll:ollllOIII, 
............. dllpmll fildlilJaudila; am1, .,_.i .............. 
about PCB ad asbeolm lCtmlla. 

I. ltecmds ofl'Clla ilusvic:e (R•pOIUI0 EPA). 

2. PCB spills llldclallup moorda. 

3.PCBlraltbrmer...,...i-. 

4. PCB Annual Document. 

D. CU!AN WATl!RACT 

ltecmdslncludeCDl1llllplllUle........... lll Wllerimource 
ll1iYlliao lacludillglllOllllllydlscbarp monlbingmpons: local 
moailarilismpm:ts;poanilapplimti-.llllllerpllllll-. 
lallb; WIiis; -.Jmidl; illlpec:llolll; llllllas ofwilalim and 
-.111:tiom;lllld,....,..iCllfflllJIOlldaabout-llUl 
.-land-. 

I. Madlydlstlmp monlbingn,pll!S (LallC ONLY). 
Ullllllqpamd-.,llllb. 

llliSTRDYWHl!NND'l'ICEHASBEEN 
ltlMIIED OilWHl!N 3 YlWtS 01A 
WIIICIIIM!lllS LATBIL 
[Al111IQltllY: 40CFIIJ 

llliSTRDY Wlll!H3 Yl!AIIS OLD. 
[AU'IIIQRl'lY: 40 CFIIJ 
4M:Nl-

llES'lllOYWIIIIIIJ Yl!AltSOU>. 
(AUIIIOlll'l'Y:40CFIIJ 
cDA: N1455-!N-3> 

llliSTRDY WHEN 5 YEARS 
OIJ). (AU11ICRIIY: 40QIR) 
4M: NI-

DliS'IIIOYJ Yl!ARllAPll!II.DISl'OIIAL 
OPIUILA1ED'IIWISl/lllllMI 
[AU'IIIOIQ'IY:40CHll'llil.30] 
cDA:Nl,255,!14,1> 

llliSTRDY 5 'YBAIIS AFD!R STOl'f'INQ 
llSBOll STOltlNO OPl'CIIL 
[All11IOllrlY: 40 CFll/7fil.llllJ 
cDA: Nl-ti5-!14-3oo 

llliS'IIIOYIU!DlRDS WHEN 3 YEARS 
QIAEXaPl'CUISURB 

N01'l!S: Only AFS mnnllm wldldelludaalJjecla nmed. -RB'l'BN1'10N-F«llemaawbdl'eadiDg~ Ap)Yal. 
COlllll:tyaurC-lleoaalsU.....,.JbrlalbrmodOliaadfarcplClllom. 
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-....., DI NPR 14411 in Iha NASA Online Dlnlcllwla lnfannallan.....,._ """"""farcwrantwrslcin. 

SUBJECT ABEAORRECORDT1TLE RETENTION 
J!ESCRIPDOl'l1QERECORD5lllll',§mJ lIIM ~uthoritv.-> 
ltecmds COll8ial ofllOllllc:adcma of,-.. llpOIIS, COJl1ICliw, 
IOliom, 111dcloaumnollficadcms. 

G 

2. Mollllllydiscbqo moailorillgNJIOIIS (LallC ONLY). 

3. Hamptan RoadsSanllallaa Dlslrict (HRSD) Sell-MoaitodDg 
Repo.da (LallC ONLY). 

4. Toxic ............pmp1111mconls. 

S. l'enzdls liomlllY U.S. SIIIDN!mon DlscbarpElimillldoa 
Sylla,a:b as rho Vilginl&PollallollDbdmg,s llllmiDallon 
Sylla, (VPDl!S) and HRSD. 

B. CLEAN 6JB M:I,IIARCDlll,I) 

ltecmds iacludacoue..p011deiurmiDg Ill air palluliaa 
aclmlia lncludiD& air-n,potnlioaa 1111d penalls; 
"non-alteria" polllll,mls; impecllom; IIOliml afvlolalian 1111d 
c:cmec:dwll:daas; and,pneral C:00""1' • ......, •-air-P. SUPERPUND AMENDMENTS ~Bl!6UTHORIZAIIQN 
ACJ'(SARA) 

11......is Include COl'IISpCIIUlel coao:cmillg'l'ls IIRepo.da 111111 
~-to-1tnow ac1111111es; illlpec:llolll;-..or 
¥ialatlon ad...-.eacllons; and, llfll"lld COilospoadow:e 
-stmapafhazanlom~ 

G. COMPIIHlll!NlllVEl!NVIRONMENTAI, RESPONSH 
mMPEN!lA'Jlml QmLIABIUl'Y AC'.tfmQ; &l 

R......isincludeCDl'ffiSJIOIUlerm!Dg......,.._•,111 
ldmlies lnoludlngl'lllllmlnlly-udRmnedlol 
~Sludies; elem-up and RlriledialiOII 
IOli¥illes, 8 dosun, pl1111 1111d IClmlies; lmpecdms: lllllims of 
violalion 1111d ..-.cliw, IClloas; and,--'COIIOllpOlldcac 
_....., acdvilies. 

H. HA'Jlml61. l!NVIRONMl!NTAL POLl'CY M:I. 

RecOlds lncludac:ammpaadeac:e"""""8iD&Pederal 
~-iaw:siacludln&enwaamenlll 
.......-..enmmmonlllaalyael;~impl<t 
.-s;p,,ssllllea'lellandpad,lic-Ollilll(IICI. 
-,.-¥11uiiddlllllconsidmli0ilmcaall;lllld..,..,,i 

- --IOIMlim. 

IIOl'IFICA:.-- ___,_,. 
DES'l1IOYl!D 3 Yl!AIIS AFl'D. 
CL05URIIOP111BIIBLATBDTANlt. 
[AU'IHORIIY: 40 CFIIJ 
-d>A:Nl4SSIJ4-3> -
llliSTRDYWIIEN 3 'YBAIISOU>. 
[A1111Kl111TY: HAMPTONIOADS 
SA!ffl'ATIONDISTRICI'llt&GULATIO,'G 
ANDSTA1EWATBRC01fflt.OLBOAIID 
VIROINIAI 
cDA:Nl-ffl,94,,3> 

llliSTRDYWBlill3 Yl!ARSOIJ). 
(AU'IIIQRl'lY: IIRSD R.IIGS.J 
cDA:Nl-m.llW> 

llliSTRDYWIIBN 3 'YEARS OU>. 
-d>A:Nl- ,. 
DliS'IIIOYWHl!NSYl!AIISOU>. 
clM:NI-=- ' 

DliS'IIIOY WHl!N:l YEARS OIJ). 
(AU'l1Rlltil'Y: STATBDBPARTMl!NT 
OPAlli. l'OU.llTlON OON'l1WL, 
VIROINIAI 
..oA:Nl,255,/Jl,,3> 

Dl!S1ll0\'Wlll!N3 Yl!AllS OLD. 
[AUTIIORITV: 40 0'RJ 
cDk Nl,255,!14,1> 

ltEl'llmWIIIINSYEARS OLD. 
DBSTIIOYWIIEll 10 YIIAll5 
OLD.. 
[AU1'ROltlTY: 40 0'RJ 
cDk Nl-255,!14,1> 

' ,I
DIISIROYWIIBN5 Yl!AIISOLD.. 
[AU11IOIIIITY:mtlNCILON 
EIMRONMENTALQUALIT'l(CIIQJ) 
4DA: Nl,255,/Jl,,3> 

NOl'BS: Only AFS lllllllbcnwillldefimdlllbjaunmed. -IIBl'BlfflON-F«ballamaml'tadlllg--.AppmwaJ. 
"""'8CtyaurC-ltecmds~lilridlmlallmlllUl/or....... 
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SUBJECl' AREA OR RECORD TITLE RETENTION 
J!JjjSCIOPITON QF RECORD SERIES <Authorin,>AIU IIIM 

~ 

43 L SPf,CIALAfiBHBHBNffi 

. DESTROY7 Y1!ARS AF1'Ell 
or aclims Fedenl, Stare, and lacal ,egul-.y apnclt:s im:luding 
Recmds inclwh,conapomleDceamamiug,pocial..-. 

COMPUfflOlil OPEXISTING FEDERAL 
PACILITIBS COMPUANCE 
AOJIBEMllNTwnH EPA Al'l'IIOVAL

Podmal PldlityCompliam:e~ (FFCA); COIIIOlll 

opemonm;~_..;DOlicmofnm-compliance [All11IORJTY: FFCAJ
wilhllllCll.,.._is;cmmc:dwac:lioas; and,g,mml cDA:-
com:apaadcou:e-sudl admlio& 

J. ROUl'INBnlRREVONDRNCR-BNVIRONMENT6J. 
1jNQJNJffiRJNQ IT,aRC ONLY) 

DESTROY WHEN 3 Yl!ARS OLD 
Hoadqumtms, and ~apnclt:ssueh as U.S. 
Recmds laclude I01dllle com:spondaH:e wllb other NASA ceaten 

IJNLllSS OTHERWISE DICTATED OR 
l!llvinmmadalPmta:lionAgmcy:Sllle W-Cmlllul ~ SPl!CIFIED BY FEDERAL. STA'11!. Oil 

LOCALIIEGULATORY AGENCY11amp1m-. SanilllllonDiltril:t, V-qinia~of WIIICIIEVEll IS LONGER.W_, Mlllll!pllRI; Fbh and Wildlili,; and, Ille V-qinia cDA:Nl-255-94-3> 
Dopmtmm,tof-. 

8800 44 WINDTIJNNEL nLES 

A. WINDTUNNl!Lj!Arnn'Y -UIDPRm=I'~ m!!.Il44 

IUmRl!TOfllC lJPON APPRaVN.. 01' 
wlad-..J b:118 nmona 14-lm:bTriamlc Wind Tumu,J and 11m 
llecxmls la dds sales 111ehlsladcal and oxperlmoalal dataftom 

THIS SCIIEDUU!. DESTROY IN lllll 
Higb RBymldsNumborWIDd 'l\nmol. Tests...., "fim:e" tmt YEAR2005. 

[SupmalosNl.ffl-!llQg]dala wilh ,....-. ID: (I) 14"dataonmockmodol lhulllD and (2) 
cDA:-HigbRBymlds dalacm salidmc:bt-lllllhlr. Dal.a is 

submiuallllldliled bydmlllllCialodbmllOI IIIOdandtmtlllllllber 
lilr both facili1ia. NOl'E: This is a CLOSED Series. Dabod: 
1970-1985-56 cu. II. 

8810 111 AGENCYSPACEffl.ES 

---IDlbeal-,udlizalion, and n,Jcme of-
mull:r-COlllml, and ,el-n,pod&IDlbe Gom:ral Scmc:cs 
AdariaislNtinn 

- - . DESIIIOY2.Yl!ARSAF11!R"mlilesand--n,cmdsulilb,odinspace 
Tl!IIMINATIONOPASSIGNMl!NT, Oil 

' - "-15 CANCl!U.l!D, Oil
plMDIDg. 

WHEN ____ 
'""" 

[GRSll~J (II 111-3) 

DESIIIOY 2 YEAIIS APl'ER DATl!OF 
Ulilimmofall building&, iacladingnumbonofpeople,--. 

a. lluildingspace-.mrepmt; - n:pmtsofapa:e 
stJBMISSIO,'ITO REAllQUARTEIIS. 

and-llJrwbic:b llliOd (NASAPann 1400). cDA: Nl-255-!14-3> 

DESIIIOY 2 YEAIIS APl'ER DISPOSAL 
~ rpnedyml pn,patyiDVOIIIOly; and ml pn,po,ty 

C. laslallalfon or l'ldllty n,cmds COIISislina ofimlibllimlal ~ 
OPINSTALLA'DONORFACIIJTY. 
cDA: Nl-255-!14-3>SUIIIIIIIIYn:pmls. 

ltln'AIN ClJIUtBNT AND PRIMOIJS 
n:alpmpatyn:pmtssubmltlalby-oflic:l:s aad/or 

D. l'nsrallalfon ml pn,po,ty-.._ baller lqlCIIIS, mu! 1mbll of 
FISCAL YBAll REPalTS. DES'l'llOY 

imtallalions AU.OJHERS. 
cDA:Nl-,155-94-~ 

N<m!S: Only APS .......... wllb ddiDal subjodl _,, UIOd. -REl1!Nl'ION-Parilamllllldmdl'eadiaga-ioa Appmnl, 
cmdactyourCelllmRecmds Managa lbr~aad/orqumtim,I. 
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SUBJECl' AREA OR RECORD TITLE RETENTION 
AFS# ITEM D~RIPTIQN QFRECORD SER~ <Authorin,> 

8810 48 REAL PllOl'BRTY FILES 

A. CQNSI'R,UCTION fJLBS 

I. STUDIES 

Sbldim ,ellliog ID ,al pmpml.)' IDg,:dn:r with backgmund 
papen showiq im:eplioa, IICOpO, 111d accomplisbmeals. 
llllennedillle and pm-linal, and &plEOpl- of Pedoral 
SbUCIUll8 aad easu-illl projects. CUI offdale is-of 
n:ccal. 

(a) Selected Sludla tbal --unique in chancier. MAY IUmRl!TO fllCWIIEN ID Yl!ARS 
OLD OilWHBN NO LONGER Nl!l!DED 
FOil llBFBRENCII, WlllClll!VEll IS 
SOONER. Dl!S'lllOYWIEN 30 YEARS 
OLD. 
<DA: Nl-255-IID-I> (11111-4) 

(b) -SIUdimoftmnpanlyDlbn. REl'AINFOR.3 YEARS, THBNDESTROY 
WHEN NO LONGER N1!EDi!D FOR 
IIEFERENCl!Oll WHl!N 10 Y1!ARS OLD, 
WHICIIEVER IS SOONER. 
<DA: Nl-25S-IID-I> 

(c) RecardsmdfilosNOl'-omdor""'844(W'md MAY IUmRl!TO fllCWHEN NO 
Tmmel Fllm)ofdds ..-.Je. LONGER Nl!l!DED l'Clt 

ADM1NIS11IA'DVEPURPOSES. 
Dl!S'IROY WHEN 15 YEARS OLD. 
<DA: Nl-25S-IID-I> 

2. ACl'UAL CONSTJWCTION 

Ooasuuc:tionof5ce lilos CODSislingof- n:llliaglD 
pmject~ lncludingapplOVll, dablisbiaglinuls, 
-ofw:compllshml:llbl pmg,eu. paymeats, mdlbe 
fillalizllicm,mmnedille,llldpmliDal,linal ~ -.S 
built," sbop, n:pairand alrmation, COlllnl:t, lllld Sllllldazd 
drawlags, pmjecl specllicotlaas, wllh usoc:illed documents 
relldng ID tbolr__....ofPedoral lllUCllln:S md 
englnealngpaojeds. 

-- NOl'E: Tbe mb-itans below nood ID be --by 
dilpooition belbmtnnsli:rlD lbePRC. 

-..- '"' Unique builcliagslfocilitim, auch as !be Vedical "PEltllANliKr 
- • - "AB); Pals A & B; Spu:oStalioa REl'AINON..!llTl!FOll.3 YEARSAPl1lll 

Pacility;eb:. COMl'LEl'ION OP CONS'l1lUC110N OR 
llN11L APlEll FINALPAYMENT. MAY 

- TO FllC APIEll 3 Yl!ARS. 
··-·-- APl1lll 

iiiiaumcNORFJNN.. 
<DA:Nl-25S-IID-I> 

REl'AIN ON-IIITl!FOR3 YEAIIS AFl'ER 
<XBCPlBl'ION OF CONSTRIICl10N Oil 
UN1U. APl1!ll FINN..PAYMENT. MAY 
IUmRI!11) fllC APl1!ll] YEARS. 
DESTROY wmm1 ONE YBAll APl'ER 
DEMOUl'ION OFSTRUCTIJIIE. 

(b) lloulineollic:e/lab buildiagl/facililim. 

NOl'l!S: Oaly APS numbon wllb ddiDal lllbjecll .,,used, -REl'BlfflON-Par lrammam:dl'aldingR-.,,. Approval.
coata:t:,oarC.-lla:mls __fi>r_and/orqualiom. 
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AND NOT included in the official nWllbe!ed installa!ion 
photo collection. 

SUBJECT AREA OR RECORD TITLE 
DESCRIPTION OF RECORD SERIES 

3. PHOTOSNIDEO 

Construction photos taken during the C<>IISllUction process 
conswing of in-pmgreos, -•and final shots ofa faoility 

(b) Routine office/lab buildings/facilities. 

48 

installation ; 
oonespondencc 
dall!; and ma! property disposal 

2. Drnwings, oom:spoodeoce, reports, and all other documents 
maintained by installation of primary responsi"bilily 1"1ating to 
design and construction offacilities, including maps, layolllS, 
building plans, water and drainage systems, alleralions, 
arlditions, betterments, and removals made to propetty and all 
other pertinent infonnation. 

3. NASA Base Operations Conttactor Project Control Board 
Files 

(•) Approved, disapproved and cancelled Approved Work 
Onlcr Numbea held by the coP1>'11£10r for NASA. 
Rccmds in this group include but are not limilm t.o 
copies ofproposed Task Ori!eis and Board Minutes. 

(b) All other copies of n,coms descn"bed in (a) above held in 
NASA Offices. Cutoffdale is dale ofrecord. 

4. Work Authorization Packages For New or Modified 
Facilities lb>,ord copy of indi>idual files, controlled by 
Work Authorization Package (WAP), pertaining to changes 
in coofigurauon ofphysical structures, new or modified, 

RETENTION 
<Authority> 

<DA: NJ-255-00-1> 

"PERMANENT" 
Fll..EWITHTIIEACI1JAL 
CONSTRUCTION CASEFILE. RIITAIN 
ON-&TEFOR 3 YEARS AFTER 
COMPIEr!ON OF CONSTRUCTION OR 

RETIRE 
TllANSFER 
COMPLErlONORFINALPAYMENT. • 
<DA: Nl-25S-00-1> 
RIITAIN ON-SITE FOR 3 YEARS AFTER 
COMPLErlON OF CONSTRI/CTION OR 
UNTILAFIERFINALPAYMENT. MAY 
RETIRE TO FRC AFTER 3 YEARS. 
DESTROY WITIIIN ONE YEAR AFTER 
DEMOUTION OFSTRUCTURE. 
<DA: Nl-255-00-1> 

"PERMANENT" 
MAY REl'IRETO FRC 2 YEARS AFl'Ell 
DISPOSAL OF INSTALLATION. 
TRANSFER TO NARA 25 YEARS AFTER 
DISPOSAL OF INSTALLATION. 
<DA: Nl-255-00-1> (N 18-2) 

"PERl 
MAY RETIRE 'itrFRQ.YEARS AFTilR 
DlSPOSALOFPROPER~ 

~~=~AFTER.DIS "'-

<DA: Nl-255-00-1> (N 18-12) 

DESTROY 6 YEARS AND 3 MONTHS 
AFIER FINAL PAYMENT OFTilE 
CONmACT. 
<DA! Nl-255-00-b 

RETAIN FOR 3 YEARS. THEN DESTROY 
WHEN NO LONGER NEEDED OR WHEN 
S YEARS OLD. WHICHEVER lS 
SOONER. 
<Dk Nl-255-00-b 

NOrBS: Only AFS lllllllbers wilhdeliud mbjeclsamused. -Rl!TI!NTION-FaritemJ nwbt!Pllllllq-Appmval, 
COlllll:tyourOntarlhccmls Managerfilrinimnatkmand/ar,psliaas. 
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SUBJECT AREA OR RECORD TITLE RETENTION 
ITEM DESCRIPTIONOFRECORDSIRIESM§.1!. <Authorif:? 

and unique work activities on assigned facilities. systems 
and equipment within the cootractual cost/scope limits 
pro>ided to lhe Base Oper.llions Contract. (Series includes 
both NASA-held and Contrru:tor-held Govcromenl owned 
records.) Cut offdate fur file is date of WAP document in 
file. 

(a) Approved W APs. 48 

(h) Disapproved and cancelled W APs. 

C. REPORTS-REALP.ROPERTY 

Records consisting ofthe rro,nl copies ofreal property reports to 

r--

GSA; inventory reports ofjurisdictional status of Federal areas 
wilhinstates;repottofNASAtotal facilities;reportofNASA 
industrial facilities; and report of in-house fru:ililie.s. Cut off dale 
is date ofrepon. 

be 
maintained in lhe historical files~ 
~ 

2. NASA Headquaru:rs copy. Cut offdate is dale of record. 

8814 HOUSE APPLICATION FILES 

A Applications fur, and certificau:s ofeligtoility !or housing of 
essential emplo,ices, and all related documents. 

esting•agency-assistance,in,bousing-maners,..such-as=---

49 

-· 
rental or purchase. 

8814 50 WALLOPS FLIGHT FACILITY BASE HOUSING TENANT 
RECORDS - NASA53 BHTR 

PASR Records in this system consist ofhousing rental agreements. records of 
rent receipts and records ofdormitory occupants. 

50 

-

MAY RE11RE m FRC WHEN 5 YEARS 
OLD. DESTROY WHEN 20 YEARS OLD. 
<DA: Nl-lli.00-b 

DESTRoY WHEN NO LONGER NEEDED 
OR WHEN 3 YEARS OLD, WHICIIEVER 
!SLATER. 
<DA: Ni-255-00-1> 

RETIRE 10 FRC WHEN NO LONGER 
NEEDED FOR REFERENCE. DESTROY 
WHEN '.ZOYEARS OID. [HISTORY 
OFFlCE MAY RETAIN INDEFINITELY 
FOR REFERENCE.] 
<DA: NJ-255-00-1> 

'l'ER.\fANENT' 
RETIRE TO FRC UPON 
DISCONTINUANCE OF INSTAll.ATION 

.ACILITY, TRANSFER TO NARA25 ~ il'r-fEIIJ:!ISCONTINUANCEOF 
INSTAlLAT!ON<m'""'m,_,.,,. 
<DA: Nl-255-00-1> -
RIITAIN FOR 3 YEARS, TIIE.'I DESTROY 
WHEN OBSOL.El'E, SUPERSEDED, OR 
WHEN 10 YEARS OID. WHICHEVER IS 
SOONER. 
<DA: Nl-25S-00-1> 

DESTROY 5 YEARS AFl'Ell TIIE 
lSSUANCEOFEACHCERTIFICATE. 
<DA: Nl-255-94-3:> (N 15-31) 

--DESTROY..'MlENJ..XEAR.O' -
[GRS 1-25c] 

DESTROY WHEN 30 YEARS OlD ;UN1JlSS AIITIIORlZED BY ANOTIIER 
SERIES IDENTIFlED WIDIIN TIIESE 
SCHEDULES. 
<DA: Nl-255-94-3> I 

NOl'l!S: Only AFS nmnben wilhdofined subjoclS n .-1. -REI'llNI'ION-Furltmnslllllmdl'ending-Appmval, 
CIIIIIICl your Cellll,r lhccmls Manager fill' infumiatkm lllld/orqueatiom. 
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SUBJECT AREA OR RECORD TITLE RETENTION 
DISClUP'l'IQN Ql RECOJm ORIF.'i <Authority>ADJ ll'IM-

8814 

~ PASR. 

8830 !iii 

Wlll'IESANDS TEST FACILITYFl!DERAL BOVSING 
ADMINISTRATION (1111A) 809 HOUSING PllOGBAM • NASA 
'l31!BAP 

Recoms in lhis system comistofWSTPCivil Scnice and-
pmonoel who llawappliod b-FHA 809bousing. h:onlscaatain 
ponumtl dala(Lo. name. addieu,bomepbam,. age, eu:.),JOOIIDr, 
~ml mnploymont dlll.a. 

BEPAJllAND 1JTILITYm.ES" 

A. IIIEAIB Alm !ml.mt: WORICQRDl!RS 

~ filrmpain mdcmlms. including CIIIIMpOlldence, 
drawinp, ~-IIIDding VAXkcmlms. and all llllll<d 
mar..ria11. 
I. Office ofprimary-ibility. 

2. All Olherall"ICOSlcopies (EXCLUDING fiscal). 

a. MfJNTBNANCEBfQ?BDS 

I. Do<uments-,Dlliob:uance perli>rmed nod n:quillld OIi 
systems aadplllllls, IDcludlngPmeadwMllolmance 
"""'11c!iona (PMJ) and ~Mlintcnance Adion 
Requals(l'MAR). 

(a) Pep,r. 

2. General Facility Recmls (WSTF ONLY) 

Reconls Clllllained in Ibis sorlcsconsisrs or-...... 
mpair, and donlllWCPlion ..,power ,upply, WIIIOr, ga, 

ct)'Ogenic:s, aml--- lilr thesupportoflhe 
teat - facility. - ""'gem,n,J - -andolherbiUs~1o-lilciUlla. 

C. tmUfY OPERATING LOG 

Logs sbowm& opemtim,s ofutilities including temperallJre, 
bumldity, pn:osum, and Olher suchn:adings, 

CERllflCAlES ARE HELD FOJt 5 
Y1!ARS AFl'ER 1SSUANC1! AND THEN 
DESTROYED. INlll!XCARDS ARE 
lll!l"AINllD IN AGl!NCY SPM:E UNl"IL 
50 YEARS OLD AND THEN 
DES'l'R.OYED. 
<DA:Nl--

(toobelow}11121D ~ ofFadlillea lCof Fl 
8820 SHOP !.'LANNING ANDLAYOUl'DLES 

DESTllOY WHEN SUPERSEDEDDocumenls rdl<cdna the laym,t, location, ml comparable data relalhe 
OBSOUm!, Oil WHEN 10 Yl!ARS OLDlo lllllll1lfaclur space, macbinay, and equipmont. WIIIClll!\IER IS LATER. 
<DA: Nl-255-94-:1> (N20-10} 

DESlltOY WIIEN 3 YBARS OLD. 
<DA: Nl-255-94-l> (NIii-iii) 

DESTllOY ON COMPLl!l'ION OFWOIIK. 
<DA:Nl-255-'J4-l> 

Dl!STRDY WHEN 3 YBARS OLD. 
<DA: Nl-255-94-l> CNU-14} 

<DA:Nl-255-94-3> 

DESTROY IIECOl!.DS WHEN 3 YEARS 
OLD, OR. WHl!N NO LONGER NEEDED, 
WIIIClll!\IERIS SOONER. 
<DA: Nl-25Sll0-<I> 

DESTllOY WIIEN 3 YEARS OLD OR. 
WHEN NO LONGER NEEDED, 
WIIIClll!\IER IS SOONl!R. 

NCll'ES: Only AFS numbers wi1h defined subjects ""'used. - RETENTION - For i1ems marked Pending Retention Approval, 
contact your Center Records Manager for infounation and/or questions. 

8-11 

PROGRAM MANAOEIIIENT RECORDS SCHEDULE 8 
(AFS 8000-8999) 

This document Is updated frequently; lherefore, plinted copies nay be obsolete. Reier to Iha a,anga History Log at the 
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RETENTIONSUBJECI' AREA OR RECORD TITLE 
DESCIUPTIQN QF RECORD i.v.RIIDI <Authoritv>mi ll'IM 

<DA: NL,255-94-3> (NIii-iS) 

LIFI'ING J!IQ11ll'MENT 

Reconlscoacm,ingdesip. impecdon ml testing, and serw,ingof 
1lllingdevices (oraaa, hoiP1a, Cle.) and lifting equlpmeot(load-lill.lng 
hanhnmatta:hedlolilling~ 

8834 56.5 

A. DESIGN Kl!CORDS 

1llcludes RMtlW and appmval ofconf'IIOmlion changes. 
-"icationpocla,pa, accep1a11ce impeclion, and teat .,....,,.Js, 
bu:luding the IISIIOCllfal DDIICOllfilnDana> and coaecdve aotions. 

B. PERimm;: INSPECTION A!mml: ~QB.DI 

h:<xds ofn:quillld periodic impoclicml'leltin1 activities, 
IDclnding aasoeiab:d nonc:onlilrmouce and com,ctive action 
repot!S. Culolfls date of inspection. 

C. SBRVICINQ BH!Xl8Wi 

h:<xds doeumenling mamtcmmce and adjustment ICIMlies 
pemmned for lifting~ Culolfdate is dalcof mvll:o 
aclmty, 

D. PRB-Ol'BRA'nm! INSP£CTIOI!! RI!COIIDS 

Cllockllslsofp,e-operation impccllons eomp!Mlbyopenton 
pnor 1o dally opemlionofthe cqulpmont. Cutoff"date is date or 
inspection. 

8900 58 MEDICAL llECORDS • TEST SUBJECTS 

Reconla in lhis - COlllist ofmodlesl reconls ofwt subjects muler 
eon1r1U:t lo NASA wbich inclwledoculmalallon ofpbysicalexams, 
dla,posis, ll'eallnlml,and ICSIS given in Older for tho indlYidual lo 
participalc u a "tat" subject in R&D 1'lajecl mediesl leltl. 

HANDLE AS PERMANENT PENDING 
REIENl'ION APPROVAi.. 

IIANDLEAS PBRMANl!NTPENDING 
REIENl'ION AFl'IIIJVIU. 

HANDLE AS PERMA!IENl'PENDING 
llElilNTION MPROVIU. 

HANDLE AS PBRMANl!NTl'ENDINO 
REl'ENTIO.'I AWROVAI.. 

DES'l1tOY 75 YEARS AFTE1l BIRTII 
DA'Il!(OOB~ OR liO YEARS AFTE1l 
DA'Il!Ol'EARLIEST DOCUMl!NTIN 
TIIBFOLDER IPDOB CANNOI" BE 
ASCERTAINED. OR 311 YEARS APl'ER 
CONTRACT HAS BEEN 
COMPLEl'ED/IERM'IED 
WIIIClll!VERIS LATER. 
<DA: lill-255-94-3> 

NOTES: Only Al'S numbers wi1h defined subjects are used. - RETENTION - For irems marired PendingR...,ntion Approval, 
contact youx Center Reconls Manager for information and/or questions. 
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CHAPTER 9. NRRS 9 

FINANCIAL MANAGEMENT AND INSPECTOR GENERAL RECORDS 

in this file series consist, ofbudget material requested via 
-11, including material n,qulred by the Pn,sideut's 

Call fur the bu s include, but are not limited II>, letlezs, 
lo=, exhibits (submitted e • cally), and any other related 
finding aids ordocumentation associ • this submission. i.e.1 

0MB, Pn,sideuts Budget. Justification Supporl- •onal 
Budget Support, etc. 

A. Original l<OOrd set maintained at NASA Headquarters by 
CodeB 
(This set starts October 1, 1958 and continues to l'n!sent) 

B. Center working matetialslbackgmund files and documenlalion 
developed by other organizalional units and as submitted to 
the Comptrollers Office. 

C. All other offices/copies. 

system which resides at NASA 
ury standards for 

sum • is an on-line 
integrated system Centets. 

A. FFI F 

B. ~ 

C. ALL OTHER OFF!CES/COPIES 

TIIANSFER WHEN 35 
YEARSOID. 
<DA:Nl-255,94-2> .,....__ 

--=-~-
RETIRE TO FRC WHEN 2 YEARS OID. 
DESTROY WHEN 30 YEARS OLD. 
<DA: Nl-7.55--94-2> 

DESTROY WHEN SUPERSEDED, ND 
LONGER NEEDED, OR WHEN 5 'lffiARS 
OID. WHICHEVER IS SOONER. 
<DA:Nl-255-94-2> 

DEIEl11/DESTROY WHEN OBSOI.El"E 
OR SUPERSEDED OR WHEN 5 YEARS 

~~ 
US!lPISPOSmo~ iYll. 
<DA: Nl-255-94-2> 

DESTROY WHEN NO LONGER 
NEEDFD OR WHEN 3 YEARS OlD. 
<DA: Nl-255-94-2> 

NOTBS:Oaly AJilS JIIJlllbal wilhclelincd ~""" used. -RBl'BNTION-For ltansmadoodl'cadln11~ioa Al,1prowl, 
coalaclyourOoalDrltaeolds Maaqer filrllllbmudioa aad/arqueodom. 
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9000 4 

9050 6 

R&D PROGRAM/PROJECT STATUS REPORTS (PSR) 
COST/SCHEDULES 

Document, relating to cost projections for research and 
development projCCIS, including infunnation about program 
obj,ctives in terms ofpmjCCIS, tasks, sllltUS, and time phllsing for 
dcvelopmcn~ and funds required. These files include schedules and 
directly !dated forecast aod actual costs. 

A. ~ (Level 2 Manager) 

B. 
Comptrollers Office) 

C. !'),b!. OTHER OFFIC!;M;OPIES 

FUNDFILES• 

~ 

g ty ccaw,; ~and 
deposit offunds including appropriation wanants _ 
ccmfieates ofdeposit, other than !hose re<ords covered by 
lt<,m I of thlssebedule. 

B. ~ 

Records relating lO monies obtained to pay for expenses 
incum:d in conjunction with spr.cial guest. or monies from 
sponsors of programs that could not be tetumed. Includes the 
"Administmor'sFund", "Activity Fund", "Special Fund", aod 
all other non-appropriated fund activities. 

NASA EXCHANGE- PERSONNEL, PAYROLL, AND 
FINANCIAL RECORDS 

A. ~ 

Records in this series consists of n:gister receipts~ bank 
deposit slips. n,gister tapes. cancelled checks, bank 
statements, ledgers, ell:. 

-

-
REl1RE TO FRC I YEAR AfTER 
COMPLETION OF TilE PROJECT. 
DESTROY 10 YEARS AfTER 
COMPLETION OFPROJECT. 
<Dk Nl-255-94-2> (N24-3) 

• PERMA.i"'iENT ,. 

~ 
YEARSOID. 
<DA: Nl-255--94-2> 

DESTROY WHEN NO LONGER 
NEEDED FORRERlRENCE OR WHEN 
5 YEARS OIDWlllCHEVER IS LATE,R-
<DA: Nl-255-94-2> 

DESTROY WHEN 3 YEARS OU). 
[GRSli-4] (N2-5,Nl-41) 

RETIRE TO FRC I YEAR AFrER THE 
CLOSEOFTI!EFISCAL YEAR TO 
WHICH TI!ERECORDS PERTAIN. 
DESTROY 6 YEARS AFTER TilE 
CLOSEOFTI!EFISCAL YEAR TO 
WHICH RECORPS PERTAIN. 
<DA: Nl-255--94-2> 

REfAINON-SITEATRESPEC!lVE 
INSTAU.A TION. DESTROY WHEN 5 
YEAR.SOW. 
<DA: Nl-255-94-2> 

NOTBS: Only Al'S IIUlllbem wilh clelincd subjects 1111 usctl. - RBrBNTION -For ilanamaibd Pi:atliDg Rdmltim Al,1prowl, 
COIIIIClyourCenlorReccmlsMaaqerliltinfillmllionand/crqaesdom. 
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supplied by indmdmls ..I.aw applied and iaclude& dMa ARE11IEN IIESTllOYBD. lll!CORDS .. ' 

. 

\ 

PASll 

PASll 

B. CORRl!SPONDBNCI !:!Yili - GllNBRAL 

FilminclodaadviamynoticosllUdlasmadlandiseand 
sundlyllOlices, nc:onls dacwnmdlq cmnll admlnislnlionof 
•--plllll'dl-.espwdoute,..-complainb. 
socurilymcclldsaad.epmlllpoilaiDingb>dm--

C. ffOCICEIY§lOQOmBECEIVBD 

I. GOODS: Rlm.dsmlatingtolbe.a:eiplofmadilndise, 
inoladingcopim ofn,podsof8IJOOI ........i, lhipping 
~.inoer ....,mea.men:bandise ronow-up 
~and- dacumm1s .elaled Iii 
sblpiill!illdlllow-
upofmmdlandise. 

2. STOCK: R.mnlsUll!dby,,,.,.....,..._lilrllmClllllml 
and pmc:unm,elll ofmen:bandi&e al wmhousa 1111d OIi 11m 
... lloor, im:llidiDg unit mm:bmulise n,conls, lblCk 
.-.Icards, n,ploniBbml:nlcanls, mccm11r-. and 

D. IM'!HANGRBJIDIDI mi llmlVIDUAIJi -tl6S6 ID 
XIWl 

I. Rlm.dsC111111inedindlis&y111m1comistofpa:se.lland 
lbrmer ~Cl( and applicam lilr emp1oymmt-. 
NASAl!lrdlanp,bmll!ona!Assaclatkm,and 
Bmployom' Cubs a1 NASA Cenbn. Individuals wilb 
111:tivelDaasarcbaip..........,, alGllllormomord"' 
......i Olplllzaliaas. R.mnls COIIWII BacbaDp 
emploJ,:cs" pcnDiiilOI and payroll mconls, including injury 
clalms, mmmploymml clalms, bloa,aphlcal data, 
perfbr.-.ceewluatlom,11111111landsiclr.leaw,-. 
and allodlllramplo,-noomds. Cmlit nc:onlson NASA 
employNswilb--

2. °"""111 meeliq minules ofactivities usociated with Ille 
EmployeesExdlqo. 

B. IDHNSQl! SP~CBNn!R CH!!;;} BllCHANGE 
ACnVmBS-l!f6S6lZXOIZ 

- In Ibis syslaD cmsislof......,_ 1111d past
employNsoftlleJSClhcbanp()pemtioos.appliamb,uada-
tlleJSCBlu:boage Scholmllip Pn,pm, andJSC omploya,& 
or JSC-employa,spanicipllling in spoilB or special 
actmlieallpOllllliilllbytboBmanp. R.mnlsiacludi,a 
variety ofdMa.elatingto persom,ol lCliom and ___,....about .. bldtvlmal whlleemplD)'od by 

lbeNASAJSCl!au:bmp. Tbmenc:onlsCDlllllininlimmtioa 
- .. individual mlatiDg Iii bhtb .... social socurily 
..-.11ame..........pbane..-,marir.11-
--wteranpmli,rence, andodlerlainmatloll.elllillg 
liltbo-.Soflheindividllal. --la 

REl'AIN ON-S11E. IES1ROY WIIEII 4 
YEARSOIJ). 
cDA:NI--

DESTllOY WIIEll2 YEARS OLD. 
cDA:NI~ 

DES"l1IOY WIIEN2 YEARS OLD. 
.OA:Nl~ 

IIESTllOY WHENS YEARS OLD. 
cDA:Nl~ 

DESTllOY 6 Ml0Nl1lll AFTEll 
l!Ll!CTION OR INirlATION OPNBW 
COMMrr'l'EBMBMBBRSHIPORWHBN 
3 YEARS OLD. WHICHEVER ocaJRS 
FIIIST. 
.OA:Nl~ 

EMPLOYEE RliCOIIDS OFJSC 
ECCHANOEOPERATIONS, 
l'l!RSOllllELRBCatDS ARE 
REl'AINED INDEFIN111iLY IN 
AGENCY SPACEMSATISFY 
PAYROLL, 'Rl!l!MPLOYMENT, 
lllll!MPLOYMl!NCOMPENSATION, 
TAX,ANDEMl'LOYEERETllll!MBNT 
PIJlll'OSES. FOIi. SUCCllSSl'IJL 
APPLICANTS UNDER Tlll!JSC 
EXCHANGRl5t:IIOLAIISHIP 
PROGRAM, RECORDS ARE 
MAINTAINED llNl'IL<X»IPLEllON 
OF AWARDED SCIIOLARSIDP AND 

NOl'BS: Oaly AFS ilUlilbon wllb dellaed subjecls.., used. -llEl"BNTION-For U-. mmec!Pendlnga-lm Appaml, 
_,.,...c..m11a:on1aMmoprfar.-lild/arqaatlom. 
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aoedw:atian, fimncialbal:kgmuad, andodlllrmlated 
iobmatioa. 

!l090 7 JlEIMBURS.t\BLB AGREEMENTS-FINANCIAL 

A. mm:m1mm APPLICABIBIQRRIMRURSABLB 
608Hf4ffl[$ 

R.,pmts, c:ormspoadma,, wmtiDg files and-
clocmnea1nticm~oa lilammppo.t-
activities. 

B. BBNEFm>llFJLBS 

lacJudea original llllhorilim filrmimllunabh, funding fiJr 
illlidmt...,i... 

C. OCCUPANCY CSSC ONLY) 

lacJudea slalilDg levels, - llllocatlan, ullllty COIIIII, bunlm 
lllllllyses and all Jl"'ll-1 lnfimDatlm mod In aa:upmu:y nte 
ckwelopmmlatSSC. Ramdo indude-nte 
""""1opmmt dlla; qumtmly- n,pmts; mul, SSC 
l'eammel5tnm8'hllepmls (includingbistmical-,_ 

D. WORXfDBF(>ltMANCR6mlEBMENTS UIC~!l 

-.-.......--Jscam1o11111r 
ll'""'miilllillor D1J1111DV11ri1i agencies (Ille CUIIIIIIIOr) 
""1mby JSC porlbrms ""11< pn,acn1Jcd in lhD .......,.at and 
JSC Is mlmbursod lbrtbecootoftbe workbytbDCU&IOillOr. 
These~ me usually I 1D3 yeani in dmatlm. 

I. Office ofpdnwy mipOIISl"lnlity. 

2. AD otberollimrlcopim. 

B. 6U,mHBROFFICBSICOPIES QI:THBABOVB 
BRmRPS Ql'HBRTHAN THEOPR 

l'ElTAININDM IJNSUCCl!SSFIJL 
APPLICANTS ARERBTUJINEDM THI! 
INDIVIDUAL POil PAR.11CIPANTS IN 
SOCIAi.OR SPOlml AC'l1\IJTIES, 
RB:OIIDS AREMAINTAINED POil 
STATED PAlrrlCIPATION l'l3lll0ll 
AND ARE1111!NDES'lllOYBD. 
RB:OIIDS CANNOTBl!REl1RED TO 
ANFKC. 
.OA: N1455-84-2> 

REl'AIN ON-Sl'l'B IINTILRliFERl!NCE 
VALlll!CEASES: 11ll!N DESTllOY. 
.OA:NI-

IIES'1llOY 6 YEARS AND 3 MOlffllS 
AFTEllFINALPAYMENT. 
cDA: N1455-84-2> 

THl!SERECORDS ARE '1lNIQllE TO 
SSC AND WILL Bl!MAINTAINBD IN 
SSC SPACE FOIi. 10 YEARS. IIEl"IIIB 
TO PRC WHBN 10 YEARS OLD. 
DESTllOY WHEN 211 YEARS OLD. 
cDA: Nl-25S-!14-2> 

"l1lANSFER MFRC WIIEll 10 YEARS 
OLD. llBSTROY WHEN211 YEARS 
OLD. 
.OA: Nl,215-94-2> 

DESTllOY WHEN NO LONGER 
NEEDED R1R IIEFERENCEQR WIEN 
5 YEARS OLD. WHICHEVEll IS 
SOONER. 
.OA:Nl--

IIES'1llOY WHEN NO LONGl!ll 
NBl!Dl!D DR WHEN 3YEARS OLD. 
WRICHIM!R IS SOONER. 
.OA:Nl-

NOl'BS: Ollly AFS ilUlilbon with dellaed lllbjom .., mod. -IUm!NTION -Far ilml• ma.bd P,mdiaglldmlaa Appn,nl, 
_,.,...Ceator-Malapr lbr lalbnuatlon md/or.......,... 
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9100 8 APPORTIONMENT SCHEDULES. AGENCYWIDE 
CODING STRUCfURE ALSO SEE SCHEDULE 7 

A. Apportionment and reapportionment scbcdules 
proposing quarterly obligations under each authorized 
approprlatino. Research and Developmen~ Space Flight and 
Data Communications; Cons11Uclion of Facilities; .Rescan:h 
and Program Management; and, the lnsptcror G<meral. 

I. HEADQUARTERS (CODE B ONLY) 

(These are recoids ,ent ro 0MB and Tmasury which show 
the division of funding by project/program.) 

4 

RETIRE TO FRC 3 YEARS AFTER 
FISCAL YEAR. S YEARS FOR NO 
YEAR APPROPRIATIONS. DESTROY 
WHF.N NO LONGER NEEDED OR 
W!IF.N 20 YEARS OID. WHICHEVER IS 
SOONER. 
<DA: Nl-255#2> (N7-2) 

DESTROY 2 YEARS AFTER nm 

iciiiss..ii···-
R - ACCOUNTING RECORDS 

i-.. 
A. Acco•~=JNG GENERAL 

·,,ww.,PQ ,c.?lJBnoT T}<,ll'CC 

Correspondence orsubject mes maintainoo by !!'llllili., 
re,pon,ible for expeudilures accounting. pertaining ro their 
internal operations and administration. 

DESTROY WHEN 2 YEARS OID. 

H~ 

B. COST REDUCflON 

Reports, corre,pondrmce, working papen;, and other 
supporting documeotalion required ro be on file. 

I. Headquarters. 

2. CentelS. 

RETIRE TO FRC 4 YEARS AFTER 
CI.DSE OFFISCAL YEAR IN wmcn 
RECORDS WERE CREATED. 
DESTROY 6 YEARS AFTER SUBJECT 
FISCAL YEAR. 
<DA: Nl-255#2> IN 1-18) 

RETIRE TO FRC 3 YEARS AFTER 
CIDSE OF FISCAL YEAR IN wmcn 
RECORDS WERE CREATED. 
DESTROY 5 YEARS AFTER SUBJECT 
FISCAL YEAR. 
<DA: Nl-255-94-2> 

9210 10 SIGNATURE AUTHORITY FILES 

Records consist ofsignature authorities for miscellaneous 
administrative !<Cords which include, but are - limited ro, Diner's 
Club authorizations; reports of mail; aulhority for specified 
employees to certify funds. etc. 

DESTROY UPON SEPARATION. 
TRANSFER, OR 1ERMINATION OF 
AUTl!ORIZllD EMPLOYEE OR WHEN 5 
YEARS OLD, WHICHEVER IS SOONER. 
<DA: Nl-255-94-2> 

NOTES: Oaly AFS IIUlllbcn widl de6auod ujec,ta ""'wed. -RBl"BNTION -For i=a&mamdPeadiq~ Appmwl, 
_,.....Centerltecmds ~ forin1imllaticm IIIIYorqaeslious. 
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-·~ - GENERAL LEDGER-ACCOUNTING---- ~ 

DESTROY 6 YEARS AND 3 MONTHS 
~CI.DSEOFTHEFJSCAl- YEAR 
iNv'o!! 
[0~7~ 

RETIRETOFRCWHENNOLONGER 
NEEDEDRlRREl'ERENCEOR WHEN 
5 YEARS OLD. DESTROY WHEN 10 
YEARS OLD. 
<DA: Nl-255-94-2> (N 3-6) 

RETIRE TO FRC 2 YEARS AFTER 
FISCAL YEAR INVOLVED. DES'IROY 
10 YEARS AFTER SUBJECT FISCAL 
YEAR. 
<DA: Nl-255-94-2> 

DESTROY AS SOON AS ACTIVE 
REFER&'iCE VALOE CEASES OR 
WHEN 3 YEARS OLD WHlCHEVER IS 
SOONER. 
<DA: Nl-255-94-2> 

A. '""'""~ 
Ledgeis showing debit and credit entries, ""'llec!i!!~ 
expendilures in summary (balanced receipts). 

B. TRIAL BALANCE LEDGERS 

Monthly consolidated financial repoJtS suppom,d by analyses 
reports at Ille 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 relalf:d reports submitted by 
e;,,:h NASACenter. 

I. ORIGINAL RECORDS (CODE B ONLY) 

(a) Annual Septemher Report. 

(b) Monthly reports (other than Sept=ber). 

2. All other offices/copies of the above reports (including 
copies maintained at NASA CenlCIS). 

9300 14 FINANCIAL STATUS REPORTS 

A. MQNTHLY !::QN~Q!,IQAIW- AGEN~!!2E 
This is a monthly eonsolidated agency wide financial report 
ofcommitm~ obligations, costs. disbursements. and 
resource authorizations, consisting of I I volumes, organized 
generally by program activity. The following list of reports 
are coosidered a part ofthis series, but is not all inclusive: 

Highlight Report: Balance of Payments Report: Medical 
Repo~ Expert and Consultant Report; SEDSA-F.st. 
Distribution ofSel- aoanmts. 

I. HEADQUARTERS - OFFICIAL RECORD: 

(a) Monthly issues of Volume I, Summmy ofData for 
Administrative Operations, Research and 
Development. and Construction of Facilities 
Funding; and Volume 6, Pntiect and Progrnm Year 
Summary by Program Office and by Center. 

RETIRE TO FRC AFlER THE CLOSE 
OFTIIEFISCAL YEAR TO wmCH TIIE 
RECORDSPERTAIKDESTROYWHEN 
10 YEARS OID. 
<DA: Nl-255-94-2> (N3-4) 

NOTES: Only APS 11U111bers wllll ddlllod subject&- used. - RBTSNTION -For ilemaDlldood PeadiDJI Relolmoa Appmval,
_,.....eemcr11econ1s ....._ lbr illfiH:madoll aacl/wqaeslious. 
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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 
documents relating to official travel by officers. employees, 
dependents, or others authorized by law to travel. 

a 

-

14 (b) Monlbly issues of all other rolumes ofthe report 
printed. 

2. All other copies of the reports in Program Offices, NASA 
Centers, or other offices. 

B. ~O!il:BA!:J:S Afil! QRANTS RE!'.QRT~ - ~IATI!ll 
SEE ALSO 11EM 19, SCHEDULE 7 

Records in this category consist of a consolidated agencywide 
report of financial and statistical data covering NASA 
conttacts. grants, and intra-Governmental purehase requests. 

I. HEADQUARTERS - OFFICIAL RECORD: 

(a) Annual September Issue: (Following Formais) 
E-3; E-SA; E-7; E-8; E-9; E-10; E-1 f; E-12; 
E-16; E-17; E-26; E-27; E-28; E-29; E-31; E-34; 
E-34A; E-3S; E-36-1; E-36-3; E-36-4; AND E-38. 

(b) Issues of fonnats listed in (a) above, other than 
September. 

2. All other copies of the reports in Program Offices, NASA 
Centers. or other offices. 

RIITIRE TO FRC AFrER THE CLOSE 
OF THE FISCAL YEAR TO WIIlCH THE 
RECORDS PERTAIN. DESTROY 5 
YEARS AFrER SUBJECT FISCAL 
YEAR. 
<DA: Nl-255-94-2> 

DF.S1ROY WHEN ACTIVE REFERENCE 
VALUECEASF.S OR WHEN 3 YEARS 
OID, WIDCHEVER. IS SOONER. 
<DA: Nl-255-94-2> 

RIITIRE TO FRC I YEAR AFrER 
CLOSE OF FISCAL YEAR TO WlllCH 
RECORDS PERTAIN. DESTROY 10 
YEARS AFrER SUBJECT FISCAL 
YEAR. 
<DA: Nl-255-94-2> (N 3-5, N 7-9) 

DESTROY MONTHLY ISSUES AFTER 
90 DAYS; 01HER ISSUES AFrER THE 
CURRENT REPORT IS PRODUCED. 
<DA: Nl-255-94-2> 

DF.S1ROY WHEN ACTIVE REFERENCE 
VALUE CEASF.S OR WHEN 3 YEARS 
om. WHICHEVF.R. IS SOONER. 
<DA: Nl-255-94-2> 

9600 15 CERTIFICA1ES OF SETTLEMENT Fll,ES 

Copies ofcertificates and settlement of accounts of accountable 
officeis, slBlements of differences, and related records. 

r,\':--l~"ficatescovering closed account settlements. 
pp ental settlements, and final balance 

settlements. 

B. Certificates covering period setllements. 

C. Schedules ofcertificates ofsettlement of claims settled by the 
General Acoounling Office. 

DF.S1ROY 2 YEARS AFfER DATE OF 
SETll.EMENT. 
[GRS6-3a] (N 2-3. N 2-4) 

WHEN SUBSEQUENT 
CERTIFICAJ.r..:i 
ARE RECEIVED. ~ 
[GRS6-3b] 

DF.S1ROY 2 YEARS AFrER DATE OF 
SETll.EMENT. 
<DA: Nl-255-94-2> 

DF.S1ROY WHEN NO LONGERC. ALL OTHER OFFICF/COPIES 
NEEDED OR WHEN 3 YEARS OLD. 
WlllCHEVER IS SOONER. 
<DA: Nl-255-94-2> 

D. UNUSED TICKET REDEMPTION FORMS such as SF DF.S1ROY 3 YEARS AFfER TIIE YEAR 
1170, or other miscellaneous travel documentation. IN WIIlCH THE 1RANSACTION IS 

COMPI.El"ED. 
[GRS 9-lo] 

TRAVEL AND TRANSPORTATION FILES- GENERAL 

--A~tine ~ioistrative records including correspondence,. DF.S1ROY WHEN 2 YEARS OLD. 
fufiiiJ;-andrelated =ords pertaining to commercial and [GRS 9-4a] 

noncomme~~el and tr~sportation. and freight 
functions, not co;eredclse~i schedule or 
Schedule 6. 

B. Accountability records documenting the issue or receipt of 
accountable documents. 

C. Credit cmd files and documcnlnlion show issuance by DF.S1ROY CREDIT CARDS A..'ID 
commercial organizations for reissue to agency personnel for RELATEDPAFERS UPON RECEIPT OF 

their use while on official travel duty; receipts, rcgisteJs, or NEW CREDIT CARDS. 
<DA: Nl-255~94-2> other related documents. 

DF.S1ROY WHEN 6 YEARS OLD. 
[GRS 9-3a] (N22-l,N22-2) 

DF.S1ROY WHEN FUNDS ARE 
OBLIGATED. 
[ 

NOl'BS: Only AFS JRUDbers wilh defined subjects 11111 used. -RBTENTION - For Items mamd Pending Rolenlim Appmval. NOl'BS: Only AFS 1111111bers with clelinecl subjects am used. - REl'l!NTION -For items madrlld P'eDding lh:bmlion Appmval, 
coalacl your Center Roccnls Mm,ager lilr inlimnalion and/or ""'51ions. conllet ,..,.-Cen1er Recotds Manager for infoanalicm 81Ml/or qw,stiolls. 

9-7 9-8 

9791 22 IMPREST FUND 

Records in this series include but are not limited to lhc following 
types: 

Acknowledgement of responsibility fonns for Caffliers; Rele.w: of 
responsibility; lmpre8l Fund Alarm System; Request to Increase 
Imprest Fund Advance; and, Audit of Imprest Funds. 

DESlROY UPON SEPARATION, 
1RANSFER. OR IBRMINATION OF 
AUTHORIZED EMPLOYEE, OR WHEN 
S YEARS OLD, WIIlCHEVER IS 
SOONER. 
<DA: Nl-255-94-2> 

., 
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* INSPECTOR GENERAL RECORDS * 
(sc:icbelow)9800- INSPECTOR GENERAL FILES-AUDITS AND 

9999 INVESTIGATIONS 
(see below) Investil!atioos Pr....,.am9800 

9800 26 

Formerly 
AFS.9.910 
inNPR 
1441.lC 

-
"" 

SEMIANNUAL REPORT TO CONGRESS 

Rt,ports prepared by the sllllutoiy OIG's and submitmd to the 
Congress, and working papers. Tho reports summarize the activities 
of the OIG ft>r the 6-month periods ending March 31 and September 
30. For delails on the composition of these repons, see Section 5, 
Public Law 95452, as amended by 5 U.S.C. Appendix. 

nun=o&T=nQNLVI= 
-

B. WORKING AND BA!:;KGB,OJlliI! PAPERS 

C. Alb Qil!llB OFFl='!l!:;Q~ 

~ 

COPIES 

•PERMANENT• 
CLOSEFil.E UPON 'IRANSMISSION TO 
~ TO NARAIN 
5 YEAR BLOCKS ~-01,D, 
<DA: Nl-255-00-3> 

DESTROY WHEN NO lDNGER 
NEEDED. 
<DA: Nl-255-00-3> 

DESTROY WHEN NO IDNGER 
NEEDED. 
<DA: Nl-255--00-3> 

DESTROY/DELETE AFfER THE 
n~oRDKEEPJNG COPY HAS BEEN 
PRO 

Re.cords that arc created on eleclronic mail and wou.1. 

processing systems and used solely to generate a <DA: NI-255--00-3>
rcoonlkeeping copy of the reooros. 

9800 27 INDEXES TO CASE FILES 
DESTROY WITH RELATED RECORDS 

Formerly Used as references to OIG case files. OR WHEN NO LONGER NEEDED 
AFS.9.910 WIIICIIEVFll IS SOONER. 

<DA: NI-255--00-3>inNPR 
1441.IC 

9810 23 lNSPECTOR GENERAL lNVESTIGATIONS CASE FILES· 
NASAl0IGIC 

PASR 
A. AGENCY PROGRAMS/OffiBATIONS 

Case files developed during investigations ofknown or 
alleged fraud and abuse and irregularifies and violations of 
laws and regulations, mismanagement, gross waste of funds, 
abuse of authority, or a substantial and specific danger to the 
public health and salety. Also included are investigative files 
relating to a variety of administrative malteJS such as potential 
or actual tort claims fur and against lhe Government and 
management and program sludies. Cases relate to agency 
personnel and programs and operations administered or 
financed by the Agency, including conbaclors and others 
having a relationabip with the Agency. This includes 
investigative files relatiog to employee and hotline• 
oomplaiots, and other miscellaneous complaint files. F'tlcs 
oonsist of inwstigative reports and related documents, such as 
correspondence, notes, attachments, and working papers. 

NUl'BS: Only AFS numbers with defined IIUbjecl& ..,used. - REl'ENTION -For items marlll:d PendlngRdention Appmval. 
CODIIICl your Center Reconls --li>r inft>rmaiion and/or cp-. 
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Note: A file is not closed until all judicial and administrative 
avenues and considerations have been finally -
exhausted. 

I. Files containing infonnation or allegations which are of 
an investigative nature but do not relate to a specific 
investigation. They include anonymous or vague 
allegations ool warranting an investigation, matters 
referred to constiblents or other agencies for handling, and 
support files providing general information which may 
prove useful in Inspector General Investigations. Cutoff 

23 

annually. 

2. Case files developed during internal investigations of OIG 
employf:CS. 

3. All other investigative case files except those that are 
unusually significant for documenting major violations of 
criminal law or ethical standards by Agency officials or 
others. 

4. Significant case files, because the case attracts national 
media attention, results in a Congressional investigation, 
or results in substantive change in Agency policy or 
procedures. Examples include theOiallenger and Hubble 
investigations. ·si8nificant cases will be selected by the 
NASA Office of Inspector General based on the criteria 
listed in this item. 

(a) ...,uaCla.J. _ _. .LUw· -~- ·- ·-·-· : 
AFl'ERFil.EIS CLOSED. 
<DA: Nl-255-00-3> 

D&'lTROY IO YEARS AFfER Fil.EIS 
CLOSED. 
<IJA! Nl-255-00-3> 

DESTROY/DELETE AFfER THE 

investigation and used to develop the final report. 
Documents are serialized and maintained in official 
caseft>ld=. 

(b) Background files, notes, duplicate copies, and other 
materials collected during the investigation but not 
incorporated into the official case file and not used to 
develop the final roporL 

-· that are created on electronic • 

DESTROY WHEN 5 YEARS OLD. 
<DA: Nl-255-00-3> 

-

DESTROY 10 YEARS AFfER CASE IS 
CLOSED OR AFfER TIIEEMPLOYEE'S 
SEPARATION, WHICHEVER IS 
LONGER. 
<DA: Nl-255-00-3> 

PLACE IN INACTIVE FILES WHEN 
CASE IS CLOSED. CLOSE INACl'IVE 
Fll.E AT F.ND OF FISCAL YEAR. 
DESTROY 10 YEARS AFl'ER FILE IS 
CLOSED. ' 
<DA: Nl-255-00-3> 

*PERMANENT" 

•== 0 ••BEENmail and wold processing systems an ... u.n.u so....., "' 
PRODUCED. 
<DA: Nl-255-00-3>

generate a recordkoq,ing copy of the recotds. 

NOI"l!S: Only AFS numhenl with delined subjects ..,used. - REl'ENTION - For ibmls llUldcecl Pmding-Approvai, 
OOIIIIIClJOllr 0:nlerReconls Manager lilr -rmllion and/or questions. 
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9820 .. 

. 

24 POLICY AND PROCEDURE FILES -HQ ONLY 

Records defining and documenting the policies required fur 
din,cting. controlling, and can:ying out OIG operations. Also 
records on planning and developing OJG policies and procedures. 
Records can consist ofmanual, handbooks, directives, and working 
papers. Additional reference is fuuod in NPR 1200.1, Management 
CoDlrOI, Audit Liaison. and Audit Follow-up. 

·-
One rcconl copy ofeach ifnot included in the Agency's 
permanent set of master directives files or the record set of 
publications. 

B. WQRKINQ PAPERS Al!!.! l!A!::il.YROUN!l l\!!AI!iB!A!.Ji 

c. AU. OTHER OFF!CES/COPIES 

,,,. ~~oNIC COPIES" 
Reoonls that are created on ele ------KEEPING COPY HAS BEEN 
processing Sy&emS and used solely ID generate a 
JeCOJtllce,,ping copy of the records. PR-----· 

<DA: Nl-255-00-3> 

INSPECTIONS AND ASSESSMENTS FILES9890 24.S 

Case files of inspections and assessments of Agency programs~ 
operations, procedures, and those relating to contractors and 
grantees. Files consist ofreports, conmpondence. memoranda. and 
documentation. 

A. OFFICECONDUCTINGREVIEW 

B. ORGANIZATION BEING REVIEWED 

24.5 c. ALL OTHEROFFICECOPIES 

D. SIGNIFICANr CASE FILES 

The case attracts national media attention, results in a 
Congressional investigation. or results in substantive change 
in Agency policy or procedim,s. Significant cases will be 
selected by the NASA Ofliceof Inspector General based oa 
the criteria listed in this item.. 

•PERMANENT• 
CLOSE SET OP DIRECTIVES OR 
-,nnw- --NSWHENS~1::_I) 
OROBSO-. .,_ 
IN 5 YEAR BLOCKS WHEN 10 ~ 
OID. 
<Dk Nl-255-00-3> 

DESTROY WHEN NO LONGER 
NEEDED. 
<DA: NJ-255-00·3> 

DESTROY WHEN NO LONGER 
NEEDED. 
<Dk Nl-255-00-3> 

DESTROY/DELETE APfER 1llE 

CLOSE FILE AT END OF FISCAL YEAR 
APTER CLOSE OFCASE. DESTROY 10 
YEARS APfER CLOSE OF CASE. 
<Dk Nl-255-00-3> 

CLOSE FILE AFTER CLOSURE OF ALL 
RECOMMENDATIONS. DESTROY 3 
YEARS APfER CLOSE OF FILE. 
<Dk Nl-255-00-3> 

CLOSE FILE AFTER CLOSURE OF ALL 
RECOMMFNDATIONS. DESTROY 3 
YEARS AFTER CLOSE OF FILE. 
<Dk Nl-255-00-3> 

NarBS: Oaly ARI numben with dclimd suhjecla.., uaocl. -RJmlNTION-Porilmns Jlllmdl'ctldiDg!l-...Appmval, 
ccmtaetyourOllller Records Manager far iDlbnnalioa mJ/or questioD& 
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L Officilll case file- records created during evaluations and 
eloo the final report. Documents are 

24.S 

2. Batlgronnd files, notes. duplicate copies, and other 
materials collecied during evaluations but not 
incorporated into the official ca~c tile and not used to 
develop lhe fmal report. 

E. ELECTR.QNJC COPIES 

Re.criros uuu. 
processing S)'Stems and used solely to generate a 
reeonlkeeping copy of the records. 

9910 25 

--. 

AUDIT Fll,ES 

A. DEFENSE MATERIALS SYSTEM IDMSJ AUDITS 

Auditrepons and related papm pertaining to the DMS. 

I. Office ofPrimary Responsibility. 

2. All other offices/copies. 

~mnk;oonir:§9frecotds lb.at are created on electronic DESTROY/DmETE AF1'F.R THE-
mail and wold processing systems ana iileliWlelyto--11~~;KEEPIN~r.!£!G:1..!;COPY~~HAS~~B~EEN:::;~.J_ 
generate a recordkeeping copy of the reconls. 

A. INTERNAL!G 

Case files of internal audits ofAgency programs, operations, 
procedures, external audits ofcontractors and graou.:s. Files 
consist ofaudit reports, correspondence, nremoranda, and 
supporting working papers. 
l. Office condue1.jng review. 

2. Organizat.ion being audited. 
(Recon! curoffdate is date ofaudit n,porL) 

3. All other officeokopies. 

-.t~leot:mni&,copies of records that are created on electronic 
mail and woro ~t~<•nrl used solely to 
generate a recordkeeping copy of the re .........u.,. 

"PERMANENT• 
TRANSFER TO NARA 10 YEARS 
• - FILEIS CLOSED. 

DESTROY 10 YEARS AFTER FILE IS 
CLOSED. 
<DA: Nl-255-0lJ..3> 

DESTROY/DBLI!TE APfER1llE 
RECORDKEEPING COPY HAS BEEN 
PRODUCED. 

DESTROY WHEN 5 YEARS OLD. 
<DA: Nl-255-00-3> (N 6-2. N 17-16) 

DESTROY WHEN 3 YEARS OLD. 
<DA: Nl-255-0lJ..3> 

- ~!4-';5,@-J?: 

:~~-00-J> 

CLOSEFILEATENDOFFISCAL YEAR 
APfER CLOSE OF CASE. DESTROY 8 
YEARS APfER CLOSE OP CASE. 
<DA: Nl-255-00-3> 

KEEP FOR 3 YEARS. DESTROY AFTER 
BYEARS OR WHEN NO LONGER 
NEEDED. 
<DA: Nl-255-00-3> 

DESTROY 3 YEARS AFTER DATll OP 
AUDIT REPORT. 
<DA: NJ-255-00-3> 

DESTROY/DELETEAf'l"ER TI!E 
RECORDKEEl'ING COPY HAS BEEN 
PRODUCED. -

NOTES: Oaly ARI numbeu wllh dmina! wbja:ts ..., uaocl. -Rlffl!NTION- Par items --Pauling-Appmwl, 
_,.,....Cealerlecoals Mimagorthrlnli>rlnalkm aod/orquesdom. 

9-12 

1 

https://BLBCTR.mm
https://PERMANF.NT
https://l\!!AI!iB!A!.Ji


--

FINANCIAL IIIANAGEIIENT AND SCHEDULE& 
INSPECTOR GENERAL RECORDS (AFS 900CHl999) 

This docUmenl Is upclalad lraquanlly; thanilore, plfnled coplaa may be obsolala. Refer to 111a a,anga HlstOly Log al Iha 
beglnrmg ol NPR 1441.1 In Iha NASA Onlne Dlnlcllvs lnlannallon System (NODIS) for cunad valan. 

GAOAllDITS!l!l20 :II 

A. lWIA 

Case lilosoa GAD oudilsol"NASA acti1rillm. laclmlm GAD 
lllldltn,pmts,canapoudem:e,Cdrlilil:almofolmtwe, 
lllllil:eof campletioa. 11111 all ml--- Addilioaal. . 
-Is lilmld ID NPR 1200.1, ManlgementC'Alalml. 
Audil.Llalson, lllld.Audlt Followap. 

I. Heldqulltm lilllsoa oflb lbr GAD oudils. 

2. OJpalDlicmlllllllb,dormpnizadoaCGlllmlllnalllllilm 
NASAO--. (RecmdeublJFdalelsdaleol"-
mpad.) 

- - !;CIJ.IU'Sof.......i.11utan,.....,..oaoJocmmic 
IIIUI mm IOl"1ylD 

..........noconlbopina:c:apyol"fbe __ 

B. CONTRACTORS 

Case filesoa GAD oudilsofNASAcaallBdDrl. 

I. O>pizaatpn,c:ummelllollice. 

2. All odm olllcerlcoplm. 

-
3.Bla:bmlca,plas . 

RB11ltB TOl'RC 2 YEAIIS AFl1lR 
DAmOFAIIDITltBl'OllT. DIISTROY I 
YEAIIS AFl1lR SUIIIBCTDATB. 
cDA:Nl-255-G0-3> (NG-I) 

KBEPFOll 3 YllARS. DIISTROY AFl1lR 
I YEAIIS OilWREN NO LONGER 
NEEDED. 
cDA: Nl455-CI0-3> 

DIISTROY/DEIJ!'l'E AFl1lR TIii! 
IIIICUlcilKi!Sr COPY HAS IIJ!BN 
l'RODIJCED. 

-

DIISTROY Wl111REIAmD 
CONl11/1Cl'l'IIJ!. 
cDA: Nl-255-G0-3> (If 6-'lJ 

DIISTROY 3 YEAIIS AFl1lR Alll)[l', 

cDA: Nl-255-G0-3> 

DIISTROYIDl!Ll!mAFl'llll TIii! ,..,,.,.,
mail adwmdJll1IIZIIIUIII llyalaDI amlmlll soldJID 
--•nomdbopingc:apyoftlmn:cmds. l'll0DllC!D. 

cDA: Nl455-CI0-3>.. 

Nm'l!S: Oaly APS l8IIDbon wlthdellaodlllbjml m,,-L -RBl'l!Nl'JON-Far itmlsmadaod l'lmdiagbelllkmAppawal, 
_,.,...._a..........M......-lilrlnbmadoalllld/orquestiaal. 
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9960 • AUDITSOF CONTRACl'OJIS . 
A. l\!M&. 

Case files cm NASA audila or--,iDdadlngpapen 
nlabod ID NASA oudils lbrodu,rGowmunmll ......... such 
11 DoD. Addilioml llllinnm Is found ID NPR 1200.1. . 
M.........,.iOmlml. Aadil Lillloa. and Audit Followap. 

1. Oflice pafonniDa duo mview. lbocardbepiagCopy. IIEl1JIETOFJtC 2 YEA11S AFl1lR 
DAmOFFIIIALAIJDITIIEl'ORT. 
DIISTROY I YEAIIS AFl'llRSUIIIBCT 
DATB. 
cDA: Nl--1111-3> (NM) 

2. Copizant pm,:memallofflce. DES1llOY W1'111REIAmD 
COll'l1IACl'FILE. 
cDA: Nl-255-G0-3> 

3. Odlor NASA Aadllolllces. DES1llOY 3 YEAIIS AFl'llRDAm OF 
FINAL Alll)[1' ltEl'OllT. 
cDA:NI~ 

-l AD-ollic:es/a,plos. DESTROY! Yl!ARAFl'EllDAmOF 
FINAL AIJDITltEl'OllT. 

~ cDA:Nl~ 

5.Bl-.mlcc:ap,os -• DIISTROY/Dl!lBl'B AFl1lRTIii! 

: 
\ 

mail ad WOid pmcmmng.,....,,. 1111d mod soldy ID 
pnonm anomdbopingc:apyol"tbe........_ 

B. cmmRAJmlili QEMASA CONl'RACTORS 

lllcJudcs DelemeCaaaactAudilAt,mcy (DCM.) 1111d HHS 
llldil-'8, ccmapoadeu<e, ..idall mlaledpapen. 

1. Cogu-n,gimal lllditollice. Rloc:onllo,epmgCopy. 

2. Copizantpmcmommofflce. 

3. AD adm'ollic:es/a,pim. 

l'll0DllC!D. 
cDA:NI--GG-3> 

DIISTROY 3 Yl!Allll AFl'llRDAm OF 
AllDITIU!PllllT. 
cDA: Nl-255-G0-3> (NG-5) 

DES1llOY Wl111REIAmD 
COll'l1IACl'FILE. 
cDA:NI--

DES1llOY I YIIAR AFl1lR DAm OF 
Alll)[l'IIEl'ORT. 
cDA:Nl--1111-3> 

l!loolmniooopiesol",___ • - AFl1!R11IE-l 
mailad-ia-mng~admllllllldyro -

l'IUlllllCl!D. 
cDA:NI~

.......iecanlmpiagcopyoflbemc:mds. 

NOl'BS: Oaly AFS llllllllxn wilhdeliaedmbjecll m, ,-L -11B11!NTION-Farltemalllllbdl'mdlngllmndoaAppmval, 
CClllll:tyaurCeall,rllecoall ...... farinbmalloalllUl/or..-. 
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APPENDIX& APPENDIX& 
Crusswalk of N1lRS 7 and B to New Program/Project Schedule Items Crosswalk of NRRS 7 and Bto New Program/Project Schedule Items 
July !I, 2804 July !I, 2804 

CHAPTER 10. NRRS 10 
SUBJECT AREA OR RECORD TITLE RETENTION 
DESCRIPTION Pl RECOB12 m11m., <Authoril2 

RECORDS WMMQN TQ MOS'f QfflCE§ 
m.t JIIM 

the recmd copy ofliDal appmyed apndaarp11111111111, 

.... 

m.t 
1000 

1000 

JIIM 
1 

2 

SUBJECT AREA OR RECORD 1Tl'LE 
J!ISCRIPTIQN OF RECOBll !ilBIB-'i 

READING/ CllllON FILES 

ROOGBDRAFl'S, WOltKING N0'11!S 

~-=.=.::;im...=,stall'papms.andalllerdocumeats 

RETENTION 
<AUlhoritv> 

SBB samDULB I 

DESTROY WHEN NO LONGER 
NEEDED. 

~ 

minullll. lrlDICripls orpn,ceodinp, speechea doli......i. 
1111d COllllllOIDII made ator after the meotinp or-B. ~ 

- 1. Req,-. filr inlimlllliml 111d n,plies ia""1w,gDO 
•. • .,,,. aCliou, DO"""'. decisicms by NASA, and DO 

dala. 

DESTROY IMMl!DlATELY, Oil WIIBN 
NOLONGER IIEBDEDl'OR 
lll!l'l!lll!NCIOll.llNllllll.A 
PIIEDEIBIMINED SCIIEDUU!Oll 
BtlSllll!IISRUU!(l!.O.. 

'111EA~~ -·--MAILSYS'111MS). 

1000 3 

1000 5 

1000 ' ..... __ 

1000 7 

7 

-

-

S'l'ENOGBAPBIC NOI'EBOOXS 

NClleboobllomwbicllDDleSbavebeea IIIIISCribed. 

INFOllMATION COPll!S 

Caples ofrelegnms, di&pard,es, insbuctiom, lolbn, IIIIIIIICllllld, 
Cllll110lpCllldmdolbor-wbiobmenotapartoflhe 
ollicial llllbjector case file. 

LETD!IIS-GENERAL 

..A....l'!'!!!!Dli..!!l.tei-wilhoulmm:llmms. 

B. l.all:II md aolaof ■lmple admowJalplmll. md ""lftllloaa 
ofappm:ialioa lilrcaoponllm llld-

OfflCE WORKING l'JLl!S-DUPLICA'l'E COPIES 

A. CQBB~ 

1. Jntemalmomormulaiepnllqdellilsofoftlce 
llllllapmml, lbrwanlingofcbocb, mmgemonlsfbr 
leaw,lbrlraVel,geaeralc:aopenllon. itineraries. 

2. Qmcspoadom» a!DOlicosmpnllngcbanp or 
·d-. 

-
3. Omapondonc:e ,egmdingpllllS fbrc:oafelem:es llld 

IIIOdlnp. imllblloas Ill - 111d acccptaDCeS or......._ 
lllllka. ............... ilt..-,ce mdfacililleo, 

fbr,...:-..;.. ar___,_ EXCLUDING 

E-1 

DESTROY WHEN NOTBS BAVBBllEN 
TRANSCIIIBB> OllNO LONGER 
NEBDl!D WHiallM!R IS SOONER. 

DESTROY WHEN NO LONGER 
NEEDED Oil WHEN ONE YEAR OU) 
WlllamvEII. IS SOONER 
od>A:Nl-255-94-l,Sdmllol17111D> 

~WHEN'IHREEMOIITIIS 

(GRS 14-1] 

DESTROY WHEN ONB YEAR OLD. 
odJA: Nl-255-94-1,llclicoMe l17111D> 

DESTROY WHEN ONE YEAR OLD. 
odJA: Nl-2S5-94-l,Sdildulo 117111D> 

DESTROY IMMl!DlATBLY, OilWIIBN 
NOLONGERNBl!IJIBD F0II. 
IIBl'l!IIEIICllOil IJNDBR A 
Plll!Dl!TllRMIN SClll!DUU!Oll 
---••RUlJ!(l!.0.. 

'l1IE Atrro-Dl!LEl1! 
Pl!ATUIIEOF' 
MAILsYSTBMS). 
(GRS23-7) -~ 

DESTROY WHEN ONE YEAR OLD. 
ALSOSBBSClll!Dlll.B I. 
odJA: Nl-255-94-1, Sm:dulc 117111D> 
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INFORMATION ONLY OOPIIIS 

r■awmcm.-. ._............ tabulaliom, md publicalions of 
olherlpllCim irpri,,am induSby lllhmilrmarnoceindlbr pnoral 
inbmalim -cmly. 

VOL1JNTARY ACTIVITIES/ CIIARD'IES 

lllmnlaportainingro dlarity-and olher""1unlmy ICli-
notpart ofd,e ,egalarly llligned limi:tioas oflllD ,.,_.,, 

RDEIIENCE DATA 

M"mmillml ofmionmced■la-111 Contm IOloly tor-
ialimualionmdnot~myspecilic:-...IICllm. 

EXCESS Ol'l'ICE S1lPPLIES 

B1a:oa, wmBI, office -in 
lbeoponlioa oflbDollioo. 

PUBLICATIONS AND OTHER PRINTED MATERW.s 

N<7l'E: 1be oflil:e oforigin oroffice ofprimary iespomibility, of 
mypublisbed lllllmial shouldmaillllin onecomplele-.lncludlng 
oboolde md ~ irema. 

Tolephone Dinoctorios- obsoleldsupmodo 
' 

E-2 

[GRS23-7) 

DESTROY WHEN ONE YEAR OU>. 
OfFICEOFl'IIIMARY 
IIESl'ONSIBILlTY (OPIIJ SEE 
SCIIEDIILB2. 

DESTROY DOll!DIATELY. 

DESTROY WHEN ONE YEAR OLD. 
odJA: Nl-255-94-1, Scllodule 1/111/ll> 

DESTROY WHEN ONE YEAR OLD. 
AUD SEE SCHEDUU! !I. 

DESTROY WHEN ONE YEAR OLD. 
odJA: Nl-255-94-l,Sclalule l1111D> 

IIE1'IIRN TO Sl'OCK. 

Dl!S'l1lOY IMMEDIA'IELY. Cll'lt Sl!E 
samDULBI. 

1 

https://DE.WR.CY
https://DE.WR.CY
https://DE.WR.CY
https://DE.WR.CY
https://DE.WR.CY
https://DE.WR.CY
https://DE.WR.CY



