
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: N1-255-89-004 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 12/29/2022 

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These items, unless subsequently superseded, may be used by the agency to 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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Item 3/1C was superseded by N1-255-09-001 item 3/1C 

Item 3/2.5A5 was superseded by N1-255-09-001 item 3/2.5A5 

Item 3/4A was superseded by N1-255-09-001 item 3/4A 

Item 3/4B was superseded by N1-255-09-001 item 3/4B 

Item 3/6 was superseded by N1-255-09-001 item 3/6 

Item 3/7 was superseded by N1-255-09-001 item 3/7 

Item 3/10A was superseded by N1-255-09-001 item 3/10A 

Item 3/12 was superseded by N1-255-09-001 item 3/12 

Item 3/14 was superseded by N1-255-09-001 item 3/14 

Item 3/15 was superseded by N1-255-09-001 item 3/15 

Item 3/18 was superseded by N1-255-09-001 item 3/18 

Item 3/19 was superseded by N1-255-09-001 item 3/19 

Item 3/21A2 was superseded by N1-255-09-001 item 3/21A2 

Item 3/21B1 was superseded by N1-255-09-001 item 3/21B1 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 12/29/2022 N1-255-89-004 



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 3/21B2 was superseded by N1-255-09-001 item 3/21B2 

Item 3/21C2 was superseded by N1-255-09-001 item 3/21C2 

Item 3/22A was superseded by N1-255-09-001 item 3/22A 

Item 3/22B was superseded by N1-255-09-001 item 3/22B 

Item 3/24 was superseded by N1-255-09-001 item 3/24 

Item 3/25 was superseded by N1-255-09-001 item 3/25 

Item 3/26 was superseded by N1-255-09-001 item 3/26 

Item 3/29 was superseded by N1-255-09-001 item 3/29 

Item 3/30 was superseded by N1-255-09-001 item 3/30 

Item 3/32 was superseded by N1-255-09-001 item 3/32 

Item 3/33B was superseded by N1-255-09-001 item 3/33B 

Item 3/33C2 was superseded by N1-255-09-001 item 3/33C2 

Item 3/33D was superseded by N1-255-09-001 item 3/33D 

Item 3/33E2 was superseded by N1-255-09-001 item 3/33E2 

Item 3/33E3 was superseded by N1-255-09-001 item 3/33E3 

Item 3/33G2 was superseded by N1-255-09-001 item 3/33G2 

Item 3/34 was superseded by N1-255-09-001 item 3/34 

Item 3/38A1 was superseded by N1-255-09-001 item 3/38A1 

Item 3/38A2 was superseded by N1-255-09-001 item 3/38A2 

Item 3/38B1 was superseded by N1-255-09-001 item 3/38B1 

Item 3/38B2 was superseded by N1-255-09-001 item 3/38B2 

Item 3/39 was superseded by N1-255-09-001 item 3/39 

Item 3/40E was superseded by N1-255-09-001 item 3/40E 

Item 3/40F was superseded by N1-255-09-001 item 3/40F 

Item 3/45 was superseded by N1-255-09-001 item 3/45 

Item 3/52C2 was superseded by N1-255-09-001 item 3/52C2 

Item 3/54B was superseded by N1-255-09-001 item 3/54B 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 12/29/2022 N1-255-89-004 



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 3/56A was superseded by N1-255-09-001 item 3/56A 

Item 3/56B was superseded by N1-255-09-001 item 3/56B 

Item 3/58 was superseded by N1-255-09-001 item 3/58 

Item 3/59 was superseded by N1-255-09-001 item 3/59 

Item 3/61B was superseded by N1-255-09-001 item 3/61B 

Item 3/63 was superseded by N1-255-09-001 item 3/63 

Item 4/1 was superseded by N1-255-09-001 item 4/1 

Item 4/2A was superseded by N1-255-09-001 item 4/2A 

Item 4/2C was superseded by N1-255-09-001 item 4/2C 

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

Item 4/6A was superseded by N1-255-09-001 item 4/6A 

Item 4/6B was superseded by N1-255-09-001 item 4/6B 

Item 4/7A1 was superseded by N1-255-09-001 item 4/7A1 

Item 4/7A2 was superseded by N1-255-09-001 item 4/7A2 

Item 4/7B1 was superseded by N1-255-09-001 item 4/7B1 

Item 4/7B2 was superseded by N1-255-09-001 item 4/7B2 

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

Item 4/12A1 was superseded by N1-255-09-001 item 4/12A1 

Item 4/12A2 was superseded by N1-255-09-001 item 4/12A2 

Item 4/12B1 was superseded by N1-255-09-001 item 4/12B1 

Item 4/12B2 was superseded by N1-255-09-001 item 4/12B2 

Item 4/12C was superseded by N1-255-09-001 item 4/12C 

Item 4/13 was superseded by N1-255-09-001 item 4/13 

Item 4/14 was superseded by N1-255-09-001 item 4/14 

Item 4/15 was superseded by N1-255-09-001 item 4/15 

Item 6/1A was superseded by N1-255-09-001 item 6/1A 

Item 6/1B was superseded by N1-255-09-001 item 6/1B 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 12/29/2022 N1-255-89-004 



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 6/1C was superseded by N1-255-09-001 item 6/1C 

Item 6/2G was superseded by N1-255-09-001 item 6/2G 

Item 6/3 was superseded by N1-255-09-001 item 6/3 

Item 6/4 was superseded by N1-255-09-001 item 6/4 

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

Item 6/7 was superseded by N1-255-09-001 item 6/7 

Item 6/8 was superseded by N1-255-09-001 item 6/8 

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

Item 6/10 was superseded by N1-255-09-001 item 6/10 

Item 6/11B was superseded by N1-255-09-001 item 6/11B 

Item 6/11C was superseded by N1-255-09-001 item 6/11C 

Item 6/11E2 was superseded by N1-255-09-001 item 6/11E2 

Item 6/11G was superseded by N1-255-09-001 item 6/11G 

Item 6/11H was superseded by N1-255-09-001 item 6/11H 

Item 6/11J was superseded by N1-255-09-001 item 6/11J 

Item 6/11M1 was superseded by N1-255-09-001 item 6/11M1 

Item 6/11M2 was superseded by N1-255-09-001 item 6/11M2 

Item 6/11N was superseded by N1-255-09-001 item 6/11N 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 12/29/2022 N1-255-89-004 
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I hereby certify that I am authorized to act for this agency in matters pertaining to the d1spos1tion of its records 
and that the records{{roposed for disposal on the attached __ page(s) are not now needed for the business 
of this agency or wi not be needed after the retentionreriods srecified; and that written concurrence from 
the General Accounting Office, under the provisions o Title 8 o the GAO Manual for Guidance of Federal 
Agencies, 

D is not required; D is attached; or D has been requested. 
DATE TITLES~N~TUREAG,)NCY rEPRESENTATIVEO 

\ \ · 6 .q3 NASA Records Officer'cl .l .....~ ,['_J'I0 
·- \~---

7 9 GRSOR 10 ACTION 
8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITIONITEM SUPERSEDED TAKEN(NARA

NO JOB CITATION USE ONLY) 

NASA Records Retention Schedules (NHB 1441.lB) 
Chapters 3, 4, 6. See attached. 

- •1 l . 
REQUEST FOR RECORDS DISPOSITION AUTHORITY 

(See Instructions on reverse) 

To NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) 
WASHINGTON, DC 20408 

1 FROM (Agency or establishment) 

National Aeronautics and Space Administration 
2. MAJOR SUBDIVISION 

NASA Headquarters and Field Installations 
3 MINOR SUBDIVISION 

5 TELEPHONE4 NAME OF PERSON WITH WHOM TO CONFER 

202 358-1372Adria A. Lipka, NASA Records Officer 

6 AGENCY CERTIFICATION 

:, 

LEAVE BLANK (NARA use only) 
JOB NUMBER 

Nl-255-89-4 
DATE RECEIVED 

2-9-89 
NOTIFICATION TO AGENCY 

In accordance with the prov1s10ns of 44 
U S C 3303a the d1spos1t1on request, 
mcludmg amendments, 1s ap,groved except 
for items that mar be marke "d1sfuos1hon 
not approv7,.T;or' withdrawn" m co umn 10 

I• ~ 
DATE I 'ARCHNIST OF THE UNITED STATES 

)-1-ftf c.~ z/ L -:I~ 

STANDARD FORM 115 (REV. 3-91)
PREVIOUS EDITION NOT USABLE Prescribed by NARA 

36 CFR 1228 
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NASA RECORDS RETENTION SCHEDULE 3 

HUMAN RESOURCE$ (PIB6QNNEL) Bl(0BQS 

Thia records schedule is ono ot a scriea or schedulos approved by the Archivist of the 
United States, which furnish authoritati"le inatructJons for the retention, destruction, or 
retirement ot records held by NASA lnstallatlons or offices. This sc;:hedule grants
continuina authority for the diapoaition or records already accumulated or to be 
accumulated in the future. 

The records described in Schedule 3, pertain to the manaaement and operation or NASA 
personnel functions. These records relate to the supervision over and management or 
Federal civilian employees. This achedule covere the diapoaition of all ofriclal personnel
folders or civilian employees and other records rolatin& to civUJan. peraonnol, wherever 
located in tho Agency. However, records such as the Official Personnel folder,. the 
Service Record Cards, and the Employee Medical Folders, are maintained accordlna to 
Federal Pcr■onnel Manual Supplement 293•32, which takes procedenco over any 
provisions ot thla schedule which may bo in conflict therewith. The FPM prescribes a 
system ot rocord kcopina for Federal personnel record■. 

With the exception of electronic records created in central data processins facilities 
described under Items 1 {OPFa) and Slb.(EEO), Schedule l, Items 125(c)(2)(Statladca1
Summaries) and 126 {EMFs}, all records described in this schedule arc authorized for 
disposal in both hard copy and electronic forms, under NASA Schedule 2, for General 
Record Cat11orlos, other NASA schedules as appropriate depending on record series, 
and, NASA Schedule 10, Records Common to Moat Offices. 



NASA RECORDS RETENTION SCHEDULE 3 

HUMAN RESOURCES (PERSONNEL} RECORDS 

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

The records described in Schedule 3, pertain to the management and operation of NASA 
personnel functions. These records relate to the supervision over and management of 
Federal civilian employees. This schedule covers the disposition of all official personnel 
folders of civilian employees and other records relating to civilian personnel, wherever 
located in the Agency. However, records such as the Official Personnel Folders, the 
Service Record Cards, and the Employee Medical Folders, arc maintained according to 
Federal Personnel Manual Supplement 293-32, which takes precedence over any 
provisions of this schedule which may be in conflict therewith. The FPM prescribes a 
system of record keeping for Federal personnel records. 

With the exception of electronic records created in central data processing facilities 
described under Items I {OPFs} and 51 b.{EEO}, Schedule I, Items 125(c)(2){Statistical 
Summaries} and 126 {EMFs}, all records describrd in this schedule are authorized for 
disposal in both hard copy and electronic forms. under NASA Scheuule 2, for General 
Record Categories, other NASA schedules as ap;_i:opriate depending on record series, 
and, NASA Schedule IO, Records Common to M.:ist Offices. 



SCHEDULE 3 
' 

ITEM MINIMUM 
{l:Jfl# I DESCRIPTION OF RECORD SERIES RETENTION 

OFFICIAL PERSONNEL FOLDER (FILE) 

rd& filed on the RJGHT aide of the Official Personnel Folder (OPF) 
temporary papers on the LEFT 11de of the OPF J Folders 

covenng e yment temunated after December 31, 1920, excluding thoee 
aelected by the tonal Arch1vu and Record& Admuuatrat1on for permanent 
retent:ion. [SEE N J 

A. NSFERRED SEE FEDERAL PERSONNEL 
RECORD COPY H MANUAL FOR INSTRUCTIONS 

RELATING TO FOLDERS OF 
EMPLOYEES TRANSFERRED TO 
ANOTHER AGENCY 
(GRS 1-la (88)} 

B. SEPARATED EMPLOYEES. TRANSFER FOLDER TO NATIONAL -
RECORD COPY: HQ - Office of Buman RuourcN and Educai1 ST. LOUIS, MO, :SO DAYS AFTER /tr,(/'11/aJ. 

sEPARA TION NPRc WILL Re(IIY(U
ESTROY 65 YEARS AFTER /L,14/ 

<>s:J:---o-"-"'TION FROM FEDERAL CJ"' 

NOTE1: Master files and data bases created in central data processing facilities 
to supplement or replace the OPR's are NOT AUTHORIZED for disposal. 
Such /lies MUST be scheduled on an SF 115. 

C. ALL OTHER OFFICES/COPIES 

TEMPORARY INDIVIDUAL EMPLOYEE RECORDS 
[3000} 
(N 15-8) AU copies of correepon en maintained on ihe LEFT 

1ide of the Official Personnel Folder i aeco eral 
Personnel Manual, Chapter 293, and Supplement. 292-31, 
EXCLUDING performance-related records. 

DESTROY UPON SEPARATION OR 
TR.AN i::TER OF EMPLOYEE OR 
WHEN 1 YEAR OLD, WHICHEVER 

. SEE ITEM 3 OF THIS 
SCHEDULE ON OF 
TEMPORARY PERFORMAN -
RELATED RECORDS. 
{GRS 1-10 (89)] 

3-1 



4 

Non-SES ar:,;:ointee■ 

Biographical data, 

SCHED'ULE 3 

ITEM MINIMUM 
~lVft #,l DESCRIPTION OF RECORD SERIES RETENTION 

EXECUTIVE RESOURCES MANAGEMENT SYSTEM • NASA 10 ERMS 

u rainmg, work experience, and career RECORDS ARE RETAJNED 
mteN111i1 of 1nd1v1dual1 with expene education umque to the FOR VARYING PERIODS OF 
NASA n:u.1a1on m the techrucal and adn:un11trat1v who are TIME DEPENDING ON THE 
com1dered to be candidates for ke:r po111tiom within NASA. NEED FOR USE OF THE FILES AND 

----.e,..'""" DESTROYED OR OTHERWISE 
D OF WHEN NO LONGER 
NEEDED. (;PS"~~-

INTERAGENCY PERSONNEL AGREEMENTS (IPA) 
[3100] 

Record• in ihia Mna com11t of confidential filea which are ua1gnment 
agreement• authonaed b:r the Intercovemmenhl Peraonnel Ad of 197'0, indudinc 

(a) Lateat ratmc of record S years old or 1- and performance PLACE RECORDS ON LEFT SIDE OF 
plan upon which it ii bued and any 1ummar:r rating. THE OPF AND FORWARD TO 

all corrapondence, the IPA form, and any other related documentation and 
mat.enal1. Thue filea are typically filed by ind1v1dual'1 la.st name and 
include IPA Form No. 6069-104 plu1 all aaaociated background documentation. 

A. RECORD COPY 
HQ 

B. All other officea/copia. 

EXECUTIVF. POSITION FILES • PERFORMANCE FILES 

(u defined m 6 U.S.C. 4301(2}) includb:11 recordl 
excepted ;.011t1ona 

1. • ala of unacceptable performance, where a notice of 
pro emotion or removal II wued but not effected, and 
all related ment1. 

2. Performance record• 1upeneded through an--ll!1Inm11' 
jud1C1al, or quaa1-Jud1c1al procedure. 

S. Performance-related record, pertainmc to a former emp ee. 

(b) All other performance plans and ratinp. 

RETIRE TO FRC 2 YEARS 
AFTER TERMINATION DATE OF 
AGREEMENT. DESTROY WHEN 10 
YEARS OLD. 

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

[SEE NOTE1 NEXT PA.GE] 

DESTROY AFTER THE EMPLOYEE 
COMPLETES l YEAR OF 
ACCEPTABLE PERFORMANCE FROM 
THE DATE OF THE WRITTEN 
ADVANCE NOTICE OF PROPOSED 
REMOVAL OR REDUCTION IN 
GRADE NOTICE. 
(GRS 1-23(a)(l) (89)) 

DESTROY WHEN SUPERSEDED. 
[GRS l-23(a)(2) (89)] 

NING FEDERAL AGENCY UPON 
TRA ER OR TO NPRC IF 
EMPLO SEPARATES (SEE ITEM 
lb OF THIS EDULE). AN AGENCY 
RETRIEVING F FROM NPRC 
WILL DISPOSE OF SE 
DOCUMENTS IN ACCO 
ITEM 

DESTROY WHEN S YEARS OLD OR 

6a(S)(b) OF THIS SCH 
[GRS 1-23(a)(3)(a) (89)) 

WHEN NO LONGER NEEDED, 
WHICHEVER IS SOONER. 
[GRS 1-23(a)(S)(b) (89)) 

3-2 



SCHEDULE 3 

2. 

ITEM MINIMUM, 
• {Uf/#[ DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: EXECUTIVE POSITION FILES - PERFORMANCE FILES 

4. AU other ■ummary performance appl1Wlal record•, including DESTROY S YEARS AFTER 
performance appn.i1ale and Job element.• and ■ tandarcil upon DATE OF APPRAISAL. 
which they are bued (GRS 1-23a(4) (Sil)] 

Supportmg document■ DESTROY S YEARS AFTER DATE 
OF APPRAISAL OR WHEN NO 
LONGER NEEDED, WHICHEVER IS 
SOONER. 
[GRS 1-2Sa(6) (Bil)) 

B. (u defined in 5 U.8.C. 31S2a(2)). 

1. Performan recorcil 1upel'Hded throu,;h an adminiatrative, DESTROY WHEN SUPERSEDED 
judicial, or q 1-Juchcial procedure. (GRS 1-23b (89)) 

recorcil pertainin1 io a former SES appomtee. 

(a} Latest ratmg of ord that ii lu■ than 6 year■ old, PLACE RECORDS ON LEFT SIDE OF 
performance plan u n which 1t aa bued, and any ■ummary THE OPF AND FORWARD TO 
ratin1 GAINING FEDERAL AGENCY UPON 

TRANSFER OR TO NPRC IF 
EMPLOYEE LEAVES FEDERAL 
SERVICE (SEE ITEM lb OF THIS 
SCHEDULE). AN AGENCY 
RETRIEVING AN OPF FROM NPRC 
WILL DISPOSE OF THOSE 
DOCUMENTS IN ACCORDANCE 
WITH ITEM 6b(2)(b) OF THIS 
SCHEDULE. 
[GRS 1-2Sb(2)(a) (89)) 

(b) AU other performance rat1n,•~ and plana. DESTROY WHEN 5 YEARS OLD, OR 
WHEN NO LONGER NEEDED, 
WHICHEVER JS SOONER. 
{GRS 1-2Sb(2)(b) (89)) 

S. All other performance apprllltal1, along with job element■ and DESTROY 5 YEARS AFTER DATE 
1tandard1 (Job expectations) upon which they are bued, OF APPRAISAL. 
EXCLUDING those for SES appomteea ■ervmg on a Prea1dent1al [GRS 1-2Sb(S) (89)) 
appomtment (Ii CFR 214). 

,. Supporting documenia. D TROY 5 YEARS AFTER DATE 
OF PRAJSAL OR WHEN NO 
LONG NEEDED, WHICHEVER IS 
SOONER. 
[GRS 1·2Sb 

Performance records pertaining to Presidential appointees are not covered 
under any of these schedule llems nor the GRS. Such records. 1/ any, 
must be scheduled through the local lnstallallon Records Manager and 
forwarded to the NASA Records Officer for submission and approval to the 
National Archives and Records Admznistratlon. 

3-3 



SCHEDULE 3 

ITEM MINIMUM 
~ (U'Fl #, l DESCRIPTION OF RECORD SERIES RETENTION 

NASA-CSC EXECUTIVE ASSIGNMENT FILES 

Standard Form 171 on each NASA employee GS-Hi or over iogether Wlih DESTROY S YEARS AFTER 
addlt1onal m£ormat1on cleaned from newspaper, bowie orcana, etc. Alao SEPARATION NH6 1i-/c;f 
m 10me cues, Mc:un;y and confidentuJ mformat1on. 

7 
{3273] 
01 1-35) Docume relating to appr1W1al1 1 either ona1te or by other review DESTROY 5 YEARS AFTER 

procedures, uc:.h u Manpower Audit Di.Ntc:tor'• Review of Labomoriea APPRAISAL IS CONDUCTED. 
and Staff ea. /11118 tjsf" 

8 S OF PERSONNEL ACTIONS 
{3290] 
(N 15-15) Standard Form SO docu ntinc in1t1al employment, promotion,, tranaf'en, in 

or out, eeparation, and not cation or all other individual pereonnel 
actiona, exc:.lu11ve or tho■e in e Official Peraonnel Folden, 1nc:.ludmc 
c:.op1e■ or equivalent, not filed OPF. 

A. Chronological file copae■, inc:.lu DESTROY WHEN 2 YEARS OLD. 
penonnel offica. [GRS 1-14a (92)] 

B. All other c:.opiea maintained in per■on DESTROY WHEN 1 YEAR OLD. 
(GRS 1-Hb (92}1 

01 4-5) C. Pay or fiacal copy. (NOT filed 1n the OPF) DESTROY WHEN RELATED PAY 
RECORDS ARE AUDITED BY GAO OR 
WHi,N S YEARS OLD, WHICHEVER IS 
SOOt'i!ER. 
(GR$ 1-11 (88)1 

9 DUPLICATE COPIES - PERSONNEL FILES AINTAINED OUTSIDE PERSONNEL 
/3290] OFFICES) 
(II 15·19) 

Cop1ea of document ■ duplicated in the OPF and not provided for elee 
th11 ■chedule (1ncludin1 employee, and mihtary detauees). 
fSEE NOTB1) 

A. SUPERVISOR'S PERSONNEL FILES 

Corre■ pondence, memoranda, form■, and other recordl relaiin1 t.o REV W ANNUALLY AND DESTROY 
po1ii1on11 authorization■, pending act1on1; copiu of po■ it.ion SUPER DED OR OBSOLETE 
de■ cnptiona, requuil Cor penonnel action, imd recordl on DOCUM TS; OR DESTROY ALL 
individual employ- dupbcated in or not. appropriate for t.he OPF. DOCUMEN RELATING TO AN 

INDIVIDUAL MPLOYEE 1 YEAR 
AFTER SEPA TION OR TRANSFER. 
(GRS 1-18a (92)) 

B. DUPLICATES 

Other copi.. of document.■ duplicated in OPF'• not. provided for DESTROY WHEN 6 MO 
eleewbere an thil ac:.hedule. (GRS 1-18b (92)) 

NOTE1: Official file copies are maintained by personnel office. 
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SCHEDULE 3 

ITEM MINIMUM • 
'(Uf[#f DESCRIPTION OF RECORD SERIES RETENTION-

STATISTICAL DATA/ REPORT FILES 

15 UTILIZATION REPORTS - EXPERTS AND CONSULTANTS 
[JJ00] 

Quanerly and annual report, to OPM relatina to \be employment and RETAIN UNTIL EXAMINED BY OPM 
utih ■ aiaon ot u:peril and comulianb. OR DESTROY WHEN 10 YEARS OLD, 

WHICHEVER IS SOONER. 

Repons comp • on or other document■ creaied io provide a 10uree or 
1tat1.11t1cal data ror 

CN 15· 17) B. 

Stataatical reporb in the operating personnel o 
unit■ relatmc to personnel. 

11 EMPLOYEE RECORD CARDS 
{3292] 
(N 15·5) Employee record card■ uHd for information purpo1419 outlide personnel offices 

(1uch u SF 7-B}. 

12 COMPETITIVE PLACEMENT PLAN (CCP) FILES 
{JJ00J 

Record• conaiat or file■ ueed to adverti11e vacancy announcement■ and other 
related documentation which may include but ii not lirruted to the 
announcement, matenal1 related to the Job/po1it1on aeledion, and the 
vacancy iinlf. 

EMPLOYMENT APPLICATIONS 

(Standard Form 171) and related record■, EXCLUDING record, 
rolat1ng io ap ment1 requinng Senatonal confirmation and applicat1ona 
resul&ma m appomt which are filed in the OPF. 

14 NASA SPECIAL EMPLOYMENT PROGRAM FILES 
[3300] 
[ 3316] Apphcatio111 and corrapondence for 1tudeni aadt, 1ummer employ-, and 
(N 15-50) co-ope. 

DESTROY WHEN Ii YEARS OLD 
f'(HIJ tjs</ 

DESTROY WHEN 2 YEARS OLD 
[GRS 1-16 (92}) 

DESTROY EPAR.ATJON OR 
TRANSFER OF a:.m,..-....,YEE. 
[GRS 1-6 (88)] 

RETAIN ON-SITE WITmN THE 
PERSONNEL OFFICE AND DESTROY 
WHEN 2 YEARS OLD. 

DESTROY UPON RECEIPT OF ,JPM 
INSPECTION REPORT OR WH~.N 2 
YEARS OLD, WHICHEVER lS 
EARLIER, PROVIDED THE 
REQUIREMENTS OF THE FEDERAL 
PERSONNEL MANUAL CHAPTER 
333, SECTION A-4 ARE OBSERVED. 
[GRS 1-15 (92)) 
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SCHEOULE 3 

ITEM 
/.UFI #·f 

17 
(3300] 
(N 15·2) 

18 
(3300]
(1900} 
(N 15·24) 

19 
{3300] 
PASR 

DESCRIPTION OF RECORD SERIES 

CERTIFICATE OF ELIGIBLES FILES 

Cop1a obtamed from OPM or certificat• or ehgibla With related Nqu•t•, 
rorm1, corrapondence, and 1tatement or reuona for pauing over a 
preference eb11ble and Nledm1 a non-preference eb11ble. 

ord Card (Standard Form 7 or iii equivalent). Cardi ■bowing 
or employ- Mparated or trao■ferred. 

A. Card, for Joy- Nparated or trao■rerred on or before 
December Sl, 

B. Cards for employ- Np 
January 1, 1lM8. 

OUTSIDE EMPLOYMENT FI 

Document, relatin1 to out11de work or service■ 
employ- m addition to their official dutiu 

SPECIAL PERSONNEL RECORDS - NASA 

Individual, covered by thi1 ■y1tem or record, are cand1datu for 
and recipient■ or award• or NASA training, c1v1han and active duty 
military detaileM to NASA; part1cipant1 in enrollee prognum; 
Faculty, Science, National Ruearch Council and other Fellow,, 
Al1oc1ata and Guat Worker■ including thoee at NASA ln1tallation1 
but not on NASA roll,, NASA contract and grant awardeu and their 
utociatu having acceu to NASA premilU and record•; individual■ 
with interut m NASA matter■ mcludinc Advi■ ory Committee Memben; 
and, proapect1ve employeu. Cate1oriu mdude· 

• Special Procra,m File■ . 

• Corre■ pondence and related information to lhen fila. 

• Special record■ and l'Olien. 

• Aa;enc:y,ride and iDliellaiion automated per■onnel information. 

MINIMUM 
RETENTION 

DESTROY WHEN 2 YEARS OLD 
(GRS 1-6 (88}) 

TRANSFER TO NPRC, ST. LOUIS, 
MO. DESTROY 60 YEARS AFTER 
EARLIEST PERSONNEL ACTION 
DATE. 
(GRS 1-2• (98)] 

DESTROY 8 YEARS AFTER 
SEPARATION OR TRANSFER OF 
EMPLOYEE 
[GRS 1-2b (93)] 

DESTROY S YEARS AFTER 
TERMINATION OF APPROVED 
EMPLOYMENT OR a YEARS AFTER 
DISAPPROVAL OF OUTSIDE 
EMPLOYMENT. N#B 1sjil{ 

10 SPER RECORDS ARE NOT 
AUTHORIZED FOR DISPOSAL AT 
THIS TIME. 

PAPER RECORDS ARE RETAINED ON 
ITE AND ARE DESTROYED OR 

SFERRED IN ACCORDANCE 
THE SPECIFIC RECORD 

IDENTIFIED IN THIS 
ULE. 

10 PAYS CORDS - SEE SCHEDULE 
9 (NOTE T SE RECORDS ARE 
RETAINED FR M 1 TO a YEARS 
DEPENDING O AO AUDIT AND/OR 
DESTROYED OR SFERB.ED TO 
NPRC). 
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SCHEDULE 3
' . 

ITEM 
fUFl#l DESCRIPTION OF RECORD SERIES 

MINIMUM 
RETENTION. 

OFFERS OF EMPL

CorN111pondenee, leUen, a

OYMENT (APPOINTMENT) 

nd telegra.m11 ofl'erins appomimenil io poien1aal employees 

ACCEPTED OFFERS. 

When name ia niceived Crom c:ertd'icaie of eligibles. 

a. 

21 
[3312] 
(N 1·36) 

MANPOWER REPO 

A. 

Document, and supp
1paeu to successive 

1. 

orting pa 
echelons. 

relatins to the allocation of manpower 

2. All other offic•/copi•. 

(I 1·37) B. REPORTS 

Report■ from field in
and all related paper

1. Field Imtallaii

1tallatiom to NASA Headquarter■ 
■ . 

om. 

CN 1·38) 

2. Headquarten. 
(SEE ITEM c. 

C. HEADQUARTERS 

BELOW) 

DESTROY WHEN NO LONGER 
NEEDED. 
{GRS 1-4a (9S)] 

RETURN TO OPM WITH REPLY AND 
APPLICATIONS. 
(GRS 1-4b(l} (88}) 

FILE INSIDE APPLICATION. (SEE 
ITEM 14 OF THIS SCHEDULE.) 
(GRS 1-4b(2) (88)) 

DESTROY IMMEDIATELY. 
[GRS 1-4b(S) (88)) 

• PERMANENT • 
RETIRE TO FRC WHEN S YEARS 
OLD. Tlu.NSFER TO NARA WHEN 
10 YEARS OLD. /IH/J tjJt,.,,. 

DESTROY WHEN OBSOLETE OR 
SUPERSEDED. tj;~b 

RETIRE TO FRC WHEN S YEARS 
OLD. DESTROY WHEN 10 YEARS 
OLD. N/1/j tj.Jr 
DESTROY WHEN 2 YEARS OLD. 

Reporil compiled Crom information received Crom inltallatiom (See b. above}. 

1. Headquanen -
OPR: 

Acency Level .c,111.MA-"'ENT • ,'JRIJ 'IJf'I/'. 
TO FRC WHEN 5 YEARS 

SFER TO NARA WHEN 
OLD. 

2. All other officu/copiu. DESTROY EN NO LONGER 
NEEDED FOR FERENCE USE, OR 
WHEN 5 Y LD, WHICHEVER 
IS SOONER. lj1,fb 
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23 
[3316} 

A. INDIVIDUALS. 

I • 

SCHEDULE 3 

-ITEM MINIMUM 
fUFI •·1 DESCRIPTION OF RECORD SERIES RETENTION 

(N 15•8) 

24 
[3.B0J 
(N 15•47) 

25 
[3335] 
(N 15-25) 

26 
{3335] 
(N 15·45) 

27 
[3350} 

18 
[xxxx] 

PUBLIC SERVICE CAREERS EMPLOYEES FILES 

School e¥aluai1ona, 1upem.ary enluat.iom, and i•i KONIII. 

e with Civil Service Commuaion, Department. or Labor, 
c Cenier, eic. 

INDIVIDUAL EMPLOYEE RECORDS 

All copi• or corre1pon ence and ronm ma.inhined on the left aide or 
the Official Penonnel Fo er in accordance with Federal Peraonnel 
Manual, Chapter 293, and pplement 293-31, EXCLUDING performance 
related recorda. 

NASA OUTPLACEMENT P 

Appbcahon, reaumea, vacancy announcemen and related correapondence. 

PROMOTION REGlSTER FILES 

Reciatera or recorda oi Job opporiunitiu, application and ev 
•~nu, and all mated papen. 

REPROMOTJON CONSIDERATION FILES 

Applications and corrupondence to and from i,,promotion eligible■. 

LENGTH OF SERVICE AND SICK LEA VE A WARD FILES 

Recorda including correapondence, memoranda reporia, computatiom or 
aerv1ce and 11dr. leave, and bai of awudeea. 

RESERVED 

DESTROY WHEN 3 YEARS _O,.LD 
#Ill& ISJS-la. 

DESTROY WHEN 3 YEARS OLD. 
qn1, 

DESTROY UPON SEPARATION OR 
TRANSFER OF EMPLOYEE OR WHEN 
WHEN 1 YEAR OLD, WHICHEVER IS 
SOONER. 
[GRS 1-10 (89)1 

DESTROY 2 YEARS AFTER 
REGISTRATION #hf' ;sj& 

DESTROY \1\'HEN 2 YEARS C' ;.,O. 

'•iz(,. 

DESTROY AFTER REPROMOTJON IS 
ACCOMPLISHED. ,4r:r 

DESTROY HEN 1 YEAR OLD. 
[GRS l-12b 8)1 
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ITEM 
,fVFl#l DESCRIPTION OF RECORD SERIES 

CIVILIAN SERVICE EMBLEM CONTROL FILE 

orm maintained to control the record or ehgi.bibiy for an award of 
eerv1ce emblema. 

30 
[3352) 
(N 15•46) 

31 
{3400) 
CN 15· 10) Copies of cue tilu (duplic:ata) of performance raUnr ha 

and acceptable level of competence reconaiderationa, cop1u 
been forwarded to OPM 

31 PhD THESES FILES- NASA HEADQUARTERS ONLY 
{3400) 

Individual cop1a of di1■ertat1on1 raultmg from NASA predoc:ioral 
traineahip program. No other cop1ea a.re retained. 

33 TRAINING RECORDS/FILES - GENERAL 
[3400) 

SCHEDULE 3. 

MINIMUM . 
RETENTION 

DESTROY WHEN S YEARS OLD 
/,/lfS I sj;;, 

DESTROY WHEN 2 YEARS OLD 
HHS 15/'fc. 

DESTROY 1 YEAR AFTER CASE 
IS CLOSED. 
(GRS 1-9 (88)] 

WHEN 2 YEARS 
6YEARS 

w 

1pec1abHd program area, , tuch u 
EXCLUDING recorm off.,rmaJly utabhahed 1ichool1 which train agency employeu in 

law enforcement :ind national defenae. 

Correapon e, announcements, reference file of pamphlet,, 
noticu, catalop, other recorde relatin( to or which prov1da 
information to training ea or programa offered by rovemment 
or non-rovemment or1an1u,ho 
of a aeparate case file. 

1. Office rupomible for announcementa. DESTROY WHEN 6 YEARS OLD OR 
WHEN SUPERSEDED OR OBSOLETE, 
WHICHEVER IS SOONER 
GRS 1-29(b) (92)] 

J. All other officea/copies. 

B. ROSTERS 

llegi.1ten or roaten (ASEE/LARSS) (LaRC ONLY) 
Theae are the record• for the 2 ■um.mer programa 1ponsored by the 
Office of Umven1ty Affairs at Langley Research Center. 
ASEE = Amencan Society or Engmeenng Education] 
LARSS= Langley Aero,paee Summer Scbolan Prop-am]I

DEST HEN NO LONGER OR 
WHEN SUPE 
OR WHEN 3 Y 
WHICHEVER IS SOONER. 

DESTROY WHEN NO LONGER 
NEEDED OR WHEN S YEARS OLD, 
WHICHEVER IS SOONER 
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33 

SCHEDULE 3 

ITEM 
lUFI #I DESCRIPTION OF RECORD SERIES 

CONTINUED: TRAINING RECORDS/FILES - GENERAL 
/3400] 
(N 15·32) C. CONTRACT TRAINING FILES 

1. Copia of contract., cor:rapondence, approvals, waivers, and other 
docu.menu relaimr to NASA employ- training under coniracta. 

2. Background, working papen, announcements, and arrangement, of, 
aubJeci contract irammg. 

(N 15·33) 

A llcat.1ona, accepianca, and all other documents relating to 
non- ntraci traininc of NASA employ-. 

(N 15·39) E. 

All traininc ai ineludinc the record copy of manuals, ayllabuaea, 
iexiboob, and oi ongmal training aids developed by the agency, 
ehber pubbahed or ubbahed, in matructmg NASA irainm1 
counea. 

1. Unique or aignificani tr ing material(■) developed apecifically 
for use in irain1n1 NASA c nu ihat would be unique io the A,ency. 
(i.e, Aatronaut; Shuttle p nr, Payload proceaamg; On-board 

MINIMUM 
RETENTION 

DESTROY WHEN 6 YEARS OLD 
OR 5 YEARS AFTER COMPLETION 
OF A SPECIFIC TRAINING 
PROGRAM. /{/fll> IS/.:JZ c/,~e.., 

DESTROY WHENS YEARS OLD. 

DESTROY WHEN S YEARS OLD. 
t,llll/J 1sj'33 

•PERMANENT• #Al.-0 /-¢f«ti,/ 
RETIRE TO FRC WHEN 
SUPERSEDED, OBSOLETE, OR WHEN 

Fbghi crew trainm1; etc.) NO LONGER USED. TRANSFER TO 
NARA WHEN 10 YEARS OLD. 

2. Routine or copiu of training maieriala DESTRGY V1HEN SUPERSEDED OR t-f.J'lc1J. 
A,ency apon■ored trainin1 clua. OBSOLETE OR WHEN Ii YEARS OLD, /,,,,'l 

WHICHEVER IS SOONER. 

s. All other cop1ea. DESTROY WHEN NO LONGER 
NEEDED OR WHEN 3 YEARS OLD, 
WHICHEVER IS SOONER. 

F. AGENCY-SPONSORED TRAINING FILES 

General file of a1ency-1ponaored trainin,;, EXCLUDING record copy of 
materials (aee •· above). 

1. Corrupondence, memoranda, agreement., authori1ationa, repon1, 
requirement rev1ew1, plane, and object1ve1 relating to the 
eatabliahment and operation of tra1mn1, coursa, and conferencea. 

2. Back,;round and workm1 filea. 

(N 15·38> G. TECHNICAL TRAINING 

Cue f'llea on NASA personnel participatin1 in technical traininc pro,;rama, 
auch u ■oldennc and opt1ca. 

D TROY WHEN & YEARS OLD OR 
& YE S AFTER COMPLETION OF 
A SPE IC TRAINING PROGRAM. 
(GRS 1-29 ) (88)1 

DESTROY Ii YEARS AFTE 
EMPLOYEE DISCONTINUES 
COMPLETES TRAINING. 

1sj:Ji' 
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35 

ITEM 
•(Ufl#l DESCRIPTION OF RECORD SERIES 

TRAINING AGREEMENT FILES 

Agreement. between ihe Civil Service CommiN1on (CSC) and NASA 
r'ia.imng io trammg, tnu.nmc 1tandarde, and all related 
umenil. 

A TIVE TRAINING FILES 
{3410] 
(N 15·35) A. c c:ue file■ (not covered in Item■ lb-d) by 

h11tory of trainm( and all related documentation 

B. 

Filu con1i1t1 of documentaUo and material■ related to 1tudent1 
in the prorram and are coneider training records. Cue file■ 
may cona11t or, but ant not lim1ted , cop1e1 or the followmc 
documentation. SF 52'1, tranacnpt1, greA report• from 
1upervi1on, and, any other documentat1 related to the 1ndiV1dual 
m the procram. 

C. Apprent1ce1b1p Program (6-year prop-am) 

File■ comlli of documentation and matenall related to 1 
the prorram and are con11dered trammg record• Cue fil omiat 
of, t.ut ant not lmuted to, copies of the f'ollowmg document.ah . 

SCHEDULE 3· 

MINIMUM , 
RETENTION 

DESTROY S YEARS AFTER 
TERMINATION OF AGREEMENT. 

JI/fl!) 11.JS'° 

DESTROY RECORDS S YEARS 
AFTER TRAINEE CEASES 
TRAINING. 
[Nl-255-92-10) 

RECORDS MAY BE RETffiED TO 
FRC WITHIN I-YEAR AFTER 
COMPLETION OF THE PROGRAM. 
DESTROY RECORDS WHEN 3 
YEARS OLD (PROGRAM RECORDS 
WILL THEN BES YEARS OLD). 
(Nl-255-92-10) 

RECORDS MAY BE RETIRED TO 
FRC I-YEAR AFTER COMLETION 
OF THE PROGRAM DESTROY 

SF 62'1; tran1enpt1; progress reports from 1uperv110111, and, any 

[Nl-256-92-10) 

S YEARS AFTER COMPLETJ01" CIR 
c.ther documentation related to the mdtvidual in the prop-am. TERMINAT!C'•N OF THE PROGRAM 

(PROGRAM RECORDS WILL THEN 
/BE 8 YEA11 S OLD.) 

D. Encineerinc and Adman11trat.ive Co-Op1 (Profe11ional) Cue File■ 
(S-year program) (LaRC ONLY) 

Record■ in thi1 ■ena con1i1t1 or SF 52'1; copie■ of 171'1; iran1cnpb; 
progreA report,, 1upervi1ory comment• and/or recommendataom, and, 
cenlficata of completaon of &he program. 

RECORD Y BE RETIRED TO 
FRC 1-YEA TER COMPLETION 
OF THE PRO . DESTROY 
RECORDS6Y AFTER 
COMLETION ORT INATION OF 
THE PROGRAM (PR RAM 
RECORDS WILL THEN 
OLD.) 
[Nl-265-92-10] 

3-11 

https://document.ah


SCHEDULE 3 

ITEM MINIMUM 
·rw, #f DESCRIPTION OF RECORD SERIES RETENTION 

COOPERATIVE PROGRAM SUMMARY FILES (LaRC ONLY) 

(II 15·36) B. Report, compiled ftom information received f'rom ln1tallationa (item a. above). 

[Nl-255-92·11] 

1. Field lnatallatiom and all other officea/copiu. DESTROY WHE O LONGER lfp&,.1, 
NEEDED OR WHEN YEARS OLD, 

2. Beadquanen. 

WHICHEVER IS SOON 

Recorda in this eenu com11ta of profile aheet1 (cards) that contain 
• formation on ind1viduala for files that have been dutroyed Theee 

rda are ,ummary carda of their hi■tory and information ongmally 
cont ed m the cue files 1dent1fied u •Secretanal, Apprent1cahlp 
Progr and, Engineenng and Adnum1trat1ve Co-Opa • Th- recorda 
are not the file recorda. Records can mmt in either paper or 
eledron1c fo (inciudm1 but not bmited to, pnntout1 and data maintained 
on personal comp n). 

Record.a in thia Nri• comiat of cu 

37 
/3410] 

IJ'&(luate programs and are accepted lei may contain copiea of tramcript1, 
171'1, letten of authonzation to take cou 
for graduate atudy. Th1.1 ll con■1dered a wo g file and includes recorda 
in the Profe111ional Co-Op Educational Training rogram (CPETP), the 
Profe■ 11onal Entrance Trainm1 Procram (PETP); , the Adnun11trat1ve 
Tramin1 Procram (ATP) 

38 TRAINING - REPORT FILES 
/3410] 
(II 15•37) A. Report, from Field Inatallatiom to NASA Headquarten concenung 

and all related papen 

1. Field lmtallatiom. 

2. Beadquaner,, 

DESTROY RECORDS WHEN 25 
YEARSOLD,REGARDLESSOF 
MEDIUM IN WHICH MAINTAINED. 
(Nl-255-92-16] 

RETIRE TO FRO 2 YEARS AFTER 
COMPLETION OR TERMINATION OF 
STUDY PROGRAM. DESTROY 8 
YEARS AFTER COMPLETION OR 
OR TERMINATION OF THE 
PROGRAM. 
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Copies of letiera recogm1in1 lensth of urvice a:.nd retirement, and letcen. 

SEE ITEM 27' OF THIS SCHEDULE. 

SCHEDULE 3 

~::-::S:ecre:~t:ary:••~A~w!ar~d:s~,~P~rea~1~d~en;t~1al~,e:t:c:.::-::::::~-------~O:L:D:·~D~E:S~T~ROY WHEN lli YEARS 
~(N 1-9l> F. BENEFICIAL SUGGESTIONS 

Suuestiom and report■ made thereon and related lo. N 2 YEARS OLD. 

i/118 I 

ITEM 
IUFl#l DESCRIPTION OF RECORD SERIES 

AWARDS PUBLICITY FILES 
{3451] 
(N 15-14) Documenu used an pubh1:1111 ng part.icipat1on m awards 

programs, mclud1ng poatera, cartoons, plac , er mean, of 
obtaining atient1on and announcmc raulil of tbe prop-ama an.cniEH--­
ot.ber related papen. 

- EMPLOYEEA WARDS AND PROGRAM FILES 

AWARD CASE FILES 

Cue fila induding recommendations, approved nominations, 
moranda, corrapondence, reporh and related handboolu 

pert • ng &o agency-sponsored cue and non-cue awards, such 
u incent1 awards, w1Uun-grade merit increuea, 1ua-t1om, 
and outstand1 rformance awards. 

2. Corrapondence or mem da pertaining to awards from other 
covemmen& agenc1ee or pnva 

3. Report, pertainin1 to the operation o Incentive Awards Program. 
Includ1n11tat11t1cal data and other docume 
program. 

B. LENGTH OF SER.VICE AND SICK LEAVE AWARD FYLES 

C. LETTERS OF COMMENDATION AND APPRECIATION 

of appreciation and commendation for perforn'lllce, EXCLUDING 
copies files an the OPF. 

D. AGENCY AWARD NOMINATIONS 

Record■ cons11t of lili1 or indexea of nomin- and/or winner■ io Apncy 
Award Nominations 

E. DEPARTMENTAL LEVEL AWARD FILES 

Record, relating to award, made ai the Departmental level or higher, i.e., 

MINIMUM. 
RETENTION 

DESTROY WHEN 3 YEARS OLD 

;v1ts 1sfr 

DESTROY 2 YEARS AFTER 
APPROVAL OR DISAPPROVAL. 
[GRS 1-12a(1) (88)) 

DESTROY WHEN 2 YEARS OLD. 
(GRS 1-12a(2) (88)) 

DESTROY WHEN 3 YEARS OLD. 
[GRS 1-13 (88)) 

DESTROY WHEN SUPERSEDED OR 
OBSOLETE OR WHEN 3 YEARS OLD, 
WHICHEVER IS SOONER 
[GRS 1-12d (88)) 

RETIRE TO FRC WHEN Ii YEARS 

OLD. 
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.ITEM 
IUFI #'[ 

42 
[3500) 
(N 15·21) 

43 
[3500) 
(N 4-17) 

DESCRIPTION OF RECORD SERIES 

POSITION DESCRIPTIONS 

Fila describing eatabhshed poa1t1om indudmg information on title, aenea, 
grade, dut1ea, and reapom1bwt1ea 

A. SURVEYS 

1. Clualfication 1urvey report ■ on 
claas1ficat1on 1pec1ahsts, mcludmg 

2. Inspection, audit and 1urvey filea includmg corr 
and other records relating to m1pections, 1urvey11 

evaluat1om. 

B. APPEALS 

1. Cue filea relatmg to clu11fication appeal■ , excluding OPM 
clau1ficat1on certificate. 

2. Cert1ficatea of clauification wued by OPM. 

LEVY AND GARNISHMENT FILES 

Official Notice of Levy or Garnishment (IRS Form 668A or equivalent), 
change slip, workpapen, correspondence, releue and other forms, and other 
record, relatmg to charge against retirement fund■ or attachment of 1alary 
for payment of back income taxea or other debt ■ of Federal employ-. 

MINIMUM 
RETENTION 

DESTROY 2 YEARS AFTER POSITION 
IS ABOLISHED OR DESCRIPTION 
SUPERSEDED. 
[GRS l-7b (88)) 

DESTROY WHEN POSITION IS 
ABOLISHED OR DESCRIPTION 
SUPERSEDED OR WHEN S YEARS 
OLD, WHICHEVER IS SOONER 

IV'//~ ls-jtJ 

DESTROY WHEN S YEARS OLD OR 
2 YEARS AFTER REGULAR 
INSPECTION, WHICHEVER IS 
SOONER. 
(GRS l-7c(l) (88)) 

DESTROY WHEN OBSOLETE OR 
SUPERSEDED. 
(GRS l-7c{2) (88)) 

DESTROY -' YEARS AFTER CASE IS 
CLOSED. 
GRS l-7d(l) (88)) 

D TROY AFTER AFFECTED 
POSI ON IS ABOLISHED OR 
SUPE DED. 
[GRS 1-7 ) (88)) 

DESTROY WHEN S Y 
[GRS 2-21 (88)) 
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IT.EM 
.ruf1# 1 DESCRIPTION OF RECORD SERIES 

POSITION IDENTIFICATION STRIPS 

Strips ■uch a■ Standard Form 70 u■ ed to provide ■ummary data on each 
po■ 1t1on occupied 

4S 
/3530] 
(N 4·19) d fil• con■ 11hng of "official" record ■eta of pay tabl•. 

46 
/3550] 

A. 

Report■ , 1tat11tic■ , w1 ■upportmg and related record■ pertaining to 
payroll operation■ and adnum,tration. 

1. Report■ and data u■ ed r workload and per■onnel management 
purpo■ e■ 

2. 

4. All other report ■ and data. 

B. PAYROLL FILES INCLUDING: 

PAYROLL CONTROL FILES 

PAYROLL CHANGE FILES 

47 PAYROLLSYSTEM-NASAI0PAYS 
/3550] 
PA.SR Record■ in thi■ ■y■tem include payroll, employee leave, in■ urance, labor and 

human re■ource d11tribut1on, and overtime information. 

SCHEDULE 3, 

MINIMUM 
RETENTION' 

DESTROY WHEN SUPERSEDED OR 
OBSOLETE 
[GRS 1-11 (88)] 

DESTROY UPON DISCONTINUANCE 
AND DISESTABLISHMENT OF 
INSTALLATION. /(/Ii~ <If? 

DESTROY WHEN 2 YEARS OLD. 
[GRS 2-22.,J, (93)] 

DESTROY AFTER GAO AUDIT OR 
WHEN 3 YEARS OLD, WHICHEVER 
IS SOONER. 
(GRS 2-22.JfC,. (93)] 

DESTROY WHEN RELATED 
ACTIONS ARE COMPLETED OR 
WHEN NO LONGER NEEDED, NOT 
TO EXCEED 2 YEARS. 
[GRS 2-22a (93)] 

DESTROY WHEN 3 YEARS OLD. 
(GRS 93 RESND (2-17b)] 

SEE SCHEDULE 9 
FINANCIAL MANAGEMENT 
RECORDS 

RE RDS ARE RETAINED FOR 
AUDI BY THE GENERAL 
ACCO TING OFFICE AND ARE 
TRANSF D TO THE NATIONAL 
PERSONN RECORDS CENTER, 
111 WINNEB GO STREET, ST. 
LOUIS, MO 63 8, ANYWHERE FROM 
1 TO 3 YEARS. HOSE 
TRANSFERRED NPRC WILL BE 
DESTROYED WHE 10 YEARS OLD 
BY NPRC. SEE EAC CORD 
CATEGORY WITHIN T S 
SCHEDULE FOR SPECIF 
INSTRUCTIONS ON EACH 
SERIES. G,~ :13/:J 

3-15 



l SCHEOULE 3 

ITEM MINIMUM 
/.Ufl #./ DESCRIPTION OF RECORD SERIES RETENTION 

TIME AND ATTENDANCE REPORTS 

A. All time and attendance record.I upon which leave input data ia baaed, 
1uch u tune or 1ign-m ■ heeta; time carda (1.e. 1 OF USO), Dexit1me 
record.I, leave appbcat1on■ for Jury and m1htary duty, authoriHd 
premium pay or overtime, maintained at duty po■t. Record.I may be in 
"ther maclune readable or paper form. 

ayroll preparation and pJ"OCMamS cop,... 

J. All other ie■ (including th01e u nwntained by timekeepers). 
Record.I m e er paper or machine readable form u■ed to input 
time and atten ce data into a payroll q■tem, uuuntained either 
by ihe apney or payroll proceuor (eeparate company/orpn.). 

B. 

Supplemental time and attend e records, ■uch u 1ign-in/1ign-oui ■heet■ 
and work report,, u1ed for time ountmg under Fll!Xlhme 1y1tema. 

49 LEAVE RECORDS 
[3630] 
(N 4·3) A. LEAVE REQUESTS/APPLICATIONS 

Application for leave, SF 71, or equivalent and ■up 
to requut■ for and approval of takms leave. 

1. H timecard hu been initialed bf ample,;.~. 

J. If timec:ard hu 9.21 been initialed by employee. 

(N 4•4) B. LEAVE DATA FILES 

Record of employee leave, ■ucb u SF 1160, prepared upon tran■ fer or 
aeparation. 

1. Orisinal copy of SF 1110. 

2. Creatin1 a,;eney copy, when mamtamed. 

DESTROY AFTER GAO AUDIT OR 
WHEN 6 YEARS OLD, WHICHEVER IS 
SOONER. 
(GRS 2-7 (93)) 

DESTROY AFTER GAO AUDIT OR 
WHEN 6 YEARS OLD, WHICHEVER IS 
SOONER. 
(GRS 2-8 (93)] 

SEE DISPOSITION A.2. ABOVE. 

DESTROY AT END OF APPLICABLE 
PAY PERIOD. 
(GRS 2-6a (93)) 

DESTROY AFTER GAO AUDIT OR 
WHEN 3 YEARS OLD, WHICHEVER IS 
SOONER. 
(GRS 2-6b (93)} 

SEE 

DESTROY WHENS 
(GRS 2-9b (93)) 
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EQUAL OPPORTUNITY RECORDS 

Milcellaneoua routine recorda created by EEO offices not covered 

[GRS 1-15 

REV 

SCHEDWLE 3 

ITEM MINIMUM . 
•IUFl#T DESCRIPTION OF RECORD SERIES RETENTION 

- LEAVE RECORDS 

Cue files documenting the rece1p nation of leave for medical BEGINNING IN JANUARY 1994, 
emergenc1u, mcludang rec1p1ent applicat1on11 a provala or DESTROY CLOSED CASES ONE 
demala, mecbcal or phya1c1an ceriaficaUone, leave donaho or YEAR AFTER THE END OF THE 
OF 630-A, aupervaaor/hmelr.eeper approvals, leave tranafer records, 
payroll notific:at1on records, and leave procram iermmat1on records. 

EQUAL EMPLOYMENT OPPORTUNITY (EEO) RECORDS 

DESTROY 6 YEARS FROM DATE OF 
PLAN. 
[GRS 1-:ZSh(l) (88)) 

2. DESTROY S YEARS FROM DATE OF 
FEEDER PLAN OR WHEN 
ADMINISTRATIVE PURPOSES HAVE 
BEEN SERVED, WHICHEVER IS 
SOONER. 
(GRS l•2Sh(2) (88)] 

4. ~ency copy or annual report of affirmative action ac:complilhmen~~ DESTROY 15 
REPORT. 
IGRS 1-215h(4) (88)] 

RETIRE TO FRC WHEN PLANS ARE 
15 YEARS OLD. DESTROY WHEN SO 
YEARS OLD. }I/fl 1.r/431, chwr,jt--

Report• on ific EEO program,, 1uch u the 1tatu1 of women, minority DESTROY WHEN 15 YEARS OLD. 
sroupa, and ment andac:apped. Employment 1tatiltia relating to nee -'f(ff(S 1 Hf tee,t J"-
and NX. (r{lS- j - 2.$"-f. 

C. 

1. SEE ITEM 13 OF THIS SCHEDULE. 
(88)1 

2. UTINE RECORDS ARE 
D PERIODICALLY AND 

ARE RET OR DESTROYED AS 
REQUIRED BY nnoJl.l'l,.nDBOOK, 
OTHERWISE RECORD THIS 
SERIES ARE DESTROYED 
YEARS OLD. 
[GRS 1-:Z&g (88)] 

YEAR IN WHICH THE FILES ARE 

(GRS 1-31 

&. Headquarten compiled report,. 

ellewhere m Um item. 
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4 SCHEDULE 3 

ITEM MINIMUM 
(UFI #I DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: EQUAL EMPLOYMENT OPPORTUNITY RECORDS 

St COMMENDATION/COMPLAINT CORRESPONDENCE FILES 
/3700] 

Anonymo1.11 letten, letter1 of commendation, comphunt, critici1m, and DESTROY WHEN S 
1uggestion1 and rephe1 thereto, excluding th01e on the bui1 or which (GRS 14-li (88)) 
inveet1gat1on1 were made or adnun11trat1ve action ta.ken and tho■e 
incorporated mto individual per10nnel recordl. 

EEO GENERAL 

General corrapondence and cop1ee of regulation■ with related record, 
rtaining to the Cm! Right■ Act of 1964, the EEO Act of 1972, and any 

ment later lega1lat1on 1 and agency EEO ComnuUee meetmg record, 
ng mmutea and report■ 

E. 

1. 

Onginating age '• file containing complainil with related 
correspondence, re rt■, exhib1t1, withdrawal notice■, c:opie1 of 
dec111on1, record of h 'np and meetinp, and other record, u 
deacnbed in 29 CFR 16 222. Cuea N110lved w1thm the agency, 
by EEOC, or by a U.S. Co 

2. 

Duplicate cue filea or document, pe 
official file d11crmunat1on complamt c: 

S. Background Files 

Background record not filed in the Official Di1cnnu 
cue filu. 

4. Compbance Recordl 

(a) Compliance Review File1 

Reviewa, background papers, and corrupondence relat.mg to 
contractor employment. pract1cea 

(b) EEO Compliance Report• 

DESTROY WHENS YEARS OLD, 
OR WHEN SUPERSEDED OR 
OBSOLETE, WHICHEVER IS 
APPLICABLE. 
[GRS 1-25g (88)) 

DESTROY 4 YEARS AFTER 
RESOLUTION OF CASE. 
(GRS l-25a (88)) 

DESTROY 1 YEAR AFTER 
RESOLUTION OF CASE. 
[GRS 1-25b (88)] 

DESTROY 2 YEARS AFTER 
FINAL RESOLUTION OF CASE. 
(GRS 1-2Sc (88)] 

ESTROY WHEN 7 YEARS OLD. 
[ l-25d(l) (88)) 

DEST Y WHEN S YEARS OLD. 
[GRS 1-2 (2) (88)) 
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A 

ITEM 
'fUFl#J DESCRIPTION OF RECORD SERIES 

LABOR MANAGEMENT RELATIONS RECORDS 

GENERAL RECORDS / CASE FILES 

Coft'Upondence, memoranda, report,, and other recordl relatinc to the 
relation1h1p between management and employee uruorui or other group. 

1. Office ne10t1atin1 agreement. 

2. Other o cu. 

B. 

Correspondence, fonm, and ti sround papen relating to labor 
arbicrat1on cua 

C. LABOR RELATION FILES - Work Sto age1/Striku 

Document, relating to work 1toppag .., 1tn1t.., d d11putea affecting NASA 
contract,, includee 1tnlte reports, repori1 o{ wor toppagea, 
correspondence, plant to nUle d11puta, and all rel ed documents. 

1. Beadquarien 

2. Field Iruitallat1on1 

53 INTERVIEW RECORDS 
I3711J 
{3713] Correapondence, report.a, and other record• relating to interview, with 
(N 15-7) employ-, includinc entrance and exit interview, alao complaint interview,. 

SCHEDULE l 

MINIMUM , 
RETENTION 

DESTROY 6 YEARS AFTER 
EXPIRATION OF AGREEMENT. 
[GRS 1-28a(l) (88)] 

DESTROY WHEN SUPERSEDED OR 
OBSOLETE 
[GRS 1-28a(2) (88)} 

DESTROY 6 YEARS AFTER FINAL 
RESOLUTION OF CASE. 
(GRS 1-28b (88)) 

• PERMANENT • N/fb IS-/lt/ 
RETIRE TO FRC WHEN INACTIVE 
TRANSFER TO NARA WHEN 10 
YEARS OLD. 

DESTROY WHEN 6 YEARS OLD. 

DESTRO MONTHS AFTER 
TRANSFER SEPARATION OF 
EMPLOYEE. 
(GRS 1-8 (88)] 

3-19 



SCHEDULE 3 

ITEM MINIMUM 
/UFJ#[ DESCRIPTION OF RECORD SERIES RETENTION 

GRIEVANCE, DISCIPLINARY AND ADVERSE ACTION FILES 

GRIEVANCE. APPEALS FILES (S CFR 171) 

rda onsinatmr in the review of pievance and appeala nued DESTROY 6 YEARS AFTER 
by ncy employees, except EEO complamta These cue files CASE IS CLOSED. 
include atement of witneuu, report.a of interview, and heannp; (GRS 1-S0a (92)) 
examiner', dmp and recommendahon,, a copy of the onginal 
decision; relat correapondence and exhib1ta, and, recorda relatinr 
f.\o a recon11derat1 request. 

(N 15-43) B. 

Copy or decil11ona rendered, reTI decil11ona, related correapondence, DESTROY T YEARS AFTER -/, 
and other documentation, except copies of official document, CASE IS CLOSED. fl/1/j IS"j'f'.3 
affectmc penonnel ad1om. 

C. ADVERSE ACTION FILES (6 CFR 7'52) 

Cue tllea and related record• created in rev1ewmg an verae action DESTROY Ii YEARS AFTER 
(di1ciplinary or non-di1ciplmary removal, 1u1pen1ion, lea without CASE IS CLOSED. 
pay, reduct1on-m-force) agam,t an employee The file inclu a copy [GRS 1-S0b (92)) 
of the propoaed adverae achon with 1upportmg papen, ment ay1 
protection board cua (MSPB), 1tatementa of w1tne1tn; employee'• 
heanng not1cea, report, and dec11ion, revenal of ad1on1, and appeal 
records, EXCLUDING le&ien of repnmand which are filed m the OPF. 

INSURANCE DEDUCTION FILES 

Report• and related papen includmr cop1u of vouchen and 1chedulu of 
of paymen&a pertaminr to imurance deductions. 
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SCHEDULE 3 

ITEM 
IUFl#l DESCRIPTION OF RECORD SERIES 

MINIMUM, 
RETENTION 

56 
[3800} 

NASA EMPLOYEES BENEFIT ASSOCIATION INSURANCE FILES (NEBA) ( 11..l~ 
(DFRF ONLY) 

Record, m th11 aenea may mclude but are not lunited to the following NASA 
Employea Benefit Auoc1ation (NEBA) general correepondence, matenal 
related to insurance claims related to life/travel, correepondence claims, 
bank 1tatment1 and quarterly reports, d11tnbut1on 1urvey1, audit report•, 
and report, on unbqu1dated obbgationa. 

A ORIGINAL DOCUMENTATION 

B. ALL OTHER COPIES 

Report,, regiaten, or control document■, 
relatinc to retirement, 1uch 

B. ASSISTANCE FILES 

RETIRE RECORDS/CASE FILES TO 
FRC ONE YEAR AFTER FISCAL 
YEAR IN WHICH CLAIM/CASE OR 
REPORT IS RECEIVED, 
COMPLETED, OR CLOSED 
DESTROY FILES 6 YEARS AND S 
MONTHS AFTER THE END OF THE 
FISCAL YEAR IN WHICH THE 
RECORDS WERE CREATED, 
RECEIVED, OR CLOSED. 

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

and other record■ FOR CSRS/FERS '1 r.LATED 
RECORDS, DESThOY UPON 
RECEIPT OF OFFJClAL OPM 
ACCEPTANCE OF ANNUAL 
SUMMARY. 
[GRS 2-28a (93) 

Correepondence, memoranda, annuity utimatu, and other record, uaed 
to auiat retmng employee, or 1urv1von claim 1n1urance or 
retirement benefit. 
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Requut.1 

Document:. relatin1 to the oricination, implementation, or momtonn1 of 

SCHEDULE 3 

ITEM MINIMUM 
(Ufl #[ DESCRIPTION OF RECORD SERIES RETENTION 

UNEMPLOYMENT COMPENSATION DATA REQUEST FILES 

o e and separation data to be med m connect.ion with DESTROY WHEN 2 YEARS OLD 
unemployment com ion claims, and related papers, including request• IV/Ill 4/Jfor Ulformat.1on, not,c:e of re f work offer, and related papen 

59 MONETARY BENEFITS FILES 
[3870] 
(N 15•23) ROY WHEN 6 YEARS OLD. 

employee benefit,, ■uch a■ Group L1f'e In,urance and health plan,, which 
have a cub value but are not a pan or ,aJary wages, or other direct 
compenaation. 

11:IJ /sJ~ 



SCHEDULE 3· 

ITEM MINIMUM , 
'(UFl#l DESCRIPTION OF RECORD SERIES RETENTION 

MISCELLANEOUS CORRESPONDENCE AND FORMS - PERSONNEL 

1 penonnel office records relating to md1Y1dual employ- not 
mamt.am • OPF1 and not provided for elaewbere m ttua 1ebedule 

DESTROY WHEN ACTION IS 
COMPLETED 
[GRS l•l7a (92)) 

l. Registen and related records from which redudio -forte DESTROY WHEN %YEARS OLD 
act1ona have been bJi:en or uaed to effect 1uch action. (GRS l-11b(l) (92)] 

2. Registera from wluch NO redudion•in•forte action■ have been taken. ESTROY WHEN SUPERSEDED OR 
0 ETE 

C. All ot.her corre■pondence and forma. 

B. Retention Re111tera 

[GRS l• 

CHARITY DRIVES, CONTRIBUTIONS, AND OTHER ACTIVITIES 

1-official nature, memoranda, and other paper■ that do 
not aerve u the bt.111 o o 1c1 , otic• of holiday, 
or charity and welrare fund •ppeala, bond campaipa, vo un 
activitiea, and 1umla:r papera. 

DESTROY WHEN ! MONTHS OLD 
OR WHEN NO LONGER NEEDED, 
WHICHEVER IS SOONER. 
(G 

B. Records which document and aerve u the bu11 for , fficial actions. DESTROY WHEN 2 YEARS OLD. 
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--■ ■ -..-wa.._ tJ 

ITEM MINIMUM 
IUFI #l DESCRIPTh,. ◄ OF RECORD SERIES RETENTION 

INDIVIDUAL AUTHORIZED ALLOTMENT(S) FILES 

COMBINED FEDERAL CAMPAIGN AND OTHER ALLOTMENT AUTHORIZATIONS 

uthon.at1on for individual allotments to t.he Combined 
era! Campaign. 

B. 

Form TSP-1 authonsing deduction of employee 
the Thnft Savmp Plan. 

(N 4•11) D. BOND PURCHASE FILES 

1. U.S SaVUlp Bond Authonsat1ona, SF 1192, or equivalent. 

2. Bond registration files· iuuing apnt's copia of bond 
n111trat1on stubs. 

3. Eond receipt and tran1nuttal Ctla: receipts for and 
11.ramnuttala of U .S Savmp Bondi 

63 UTILIZATION OF PERSONNEL AUTHORITIES 
[3981) 

Office of Penonnel Management (OPM) required documentation of the 
utilisation of penonnel authont1n under OPM delegation ~menu. 

END OF SCHEDULE 

DESTROY AFTER GAO AUDIT OR 
WHEN 3 YEARS OLD, WHICHEVER 
IS SOONER. 
(GRS 2-Ua (93)] 

DESTROY AFTER GAO AUDIT OR 
WHEN 3 YEARS OLD, WHICHEVER IS 
SOONER. 
[GRS 2-16b (93)] 

DESTROY WHEN SUPERSEDED OR 
AFTER SEPARATION OF EMPLOYEE. 
[GRS 2-16 (93)] 

DESTROY WHEN SUPERSEDED OR 
AFTER SEPARATION OF EMPLOYEE. 
GRS 2-14a (93)] 

OY 4 MONTHS AFTER DATE 
CE OF BOND. 
(93)] 

DESTROY 4 M THS AFTER DATI: 
OF ISSUANCE Of ND. 
[GRS 2-14c (93) 

DESTROY WHEN 2 YEARS OLD. 
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NASA RECORDS RETENTION SCHEDULE 4 

PRQPIBIY AND SUPPLY RECORDS 

This records schedule is one of a aeries of schcdulot approved by tho Archivist ot the 
United States, which furnish authoritative instruodons for the retention, destruetion, or 
retirement of records hold by NASA installations or offices. This schedule 1rants 
contlnuina authority for the disposition of records already accumulated or to be 
accumulated in tbo ruture. 

The records described In Schedule 4. pertain to NASA property and supply manaaement 
functions. These records are created aiid accumulated by organizations that have 
m.anaacmcnt control or formulate and prescribe property and supply policies and 
proccdurca, and by activitle1 and oftiecs applyina these procedures. This schedule 
descrlbas tbc: pertinent records cateaorics and specifies tho retention period and 
dl1po1ition for each. 



---------

SCHEDULE 4' 

lTEl'vl MINIMUM 
/un""t DESCRIPTION OF RECORD SERIES RETENTION 

LOST AND FOUND ACCOUNTABILITY FILES cN 12-23> 
(./000} 

Reports, loss statements, receipts, and other papers r 
found articles 

---------- REPORT OF SURVEY FILES <N 17-26> 

f ./02 
ents mamtamed for the purpose of review of circumstances concermng 

the loss, et"V1ceab1lity, or destruction of Government property of funds, 
and for deter tion of the question of pecuniary or other respons1b1hties 

B Report of sut"Vey files and other papers used as ev1de for adJuatment 
of inventory records and not otherwise covered m this Sche 

INVENTORY FILES (N 17·24) 

[ 4100} 

~[GRS 3-9c (88}] 

C All other office/copies 

B INVENTORY CARDS 

YEARS AFTER STOCK BALANCE IS 
TRANSFERRED TO NEW CARD OR 
RECORDED UNDER A NEW 
CLASSIFICATION, OR 2 YEARS 

R EQUIPMENT IS REMOVED 

ITALIZED EQUIPMENT REGISTER 

Register showing serial or inventory number o 
currently used or m storage at the mstallat1on 

<N 18·7> 

STORES RECORDS 

(N 5-4) B 

(N 5·3) C ACCOUNTING FILES 

Stores accounting returns and reports. 

DESTROY WHEN 1 YEAR OLD 
NHB 1.:ir,;3 

RECORDS MAY BE RETIRED TO 
FRC 2 YEARS AFTER FINAL 
ACTION DESTROY 10 YEARS 
AFTER DATE OF ACTION N#B tr/44_ 

DESTROY 2 YEARS AFTER DATE 
OF SURVEY ACTION OR DATE OF 
POSTING MEDIUM 

~y WHEN OBSOLETE OR 
SUPERSE'D'EQ_, OR 3 YEARS OLD 
WHICHEVER l~t/, 

DESTROY 2 YEARS FROM DATE 
OF LIST 
[GRS 3-9a (88}] 

DESTROY 2 YEARS AFTER 
DISCONTINUANCE OF ITEM OR 2 

FROM CY CONTROL 
[GRS 3-9b (8 

DESTROY ON DISCONTINUANCE 
INSTALLATION NHt.3 1r/::;,-

DESTROY WHEN 3 YEARS OLD. 
[GRS 8-2 (88)] 

DESTROY WHEN 2 YEARS OLD. 
[GRS 8-4 (88)] 
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SCHEDULE 4 

I'TEM ' MINIMUM 
(UF!=( DESCRIPTION OF RECORD SERIES RETENTION 

~ANIZED PROPERTY AND SUPPLY RECORDS (TRANSACTION REGISTER) 
f-11.:>0,I 
(N 17-45) A 

-
Mechanized register re tock items having activity dunng 
penod covered by the register This re 
stock items and includes transactions such as the fooffio:iw!trnr--

DESTROY WHEN 2 YEA
/.llt4i 

RS OLD 
I t/1/S-

" Transactions estabhshmg new items, receipts, 
issues of due-m's, due-out's, inventory adJustments, etc 

B All other offices/copies 

SPACE AND MAINTENANCE - GENERAL (N 18·9) 

Report(s) from field installations to Headquarters concermng 
tenance, repair, and operations 

s'di eei,e1 eftiee1/eep1ea, 

B Reports consolidated by Headquarters from reports de 
Item 9a of this Schedule 

Headquarters 

2 AJI other offices/ copies 

C Correspondence Files 

Correspondence filee of the unit respon11ble for space and maintenance 
matters, pertammg to its own adnunistratton and operation, and 
related papers 

Property p es, authomang removal of property or matenals 
from any NASA m t1ona 
matenala loaned or 1aau 

B LOAN AGREEMENT FILES 

Case files, includmg legal agreements, correspondence, related 

PROPERTY FILES 

papen pertammg to temporary property loans. Loan agreem AFTER THE END OF THE 
with outside orgamr.:at1on11, 1.e , other Government agencies, FISCAL YEAR IN WHICH THE 
educational inet1tut1on11, md1v1duala, profit and nonprofit OPERTYISRETURNED 
organizations, who are borrowing NASA property or who are loaning 
property to NASA at no cost 

DESTROY WHEN OBSOLETE OR 
SUPERSEDED, OR WHEN 2 YEARS 
OLD WHICHEVER IS SOONER 

DESTROY WHEN 3 YEARS OLD 

DESTROY WHEN 5 YEARS OLD 

DE3'FROY WH:BH OBSObETJ!: QR 
St.iPBft.3BDEB, Oft WHE!q' 3 'l'B,tft.S 
-8LB WIHCHE't':Bft. 13 300tfBR 

DESTROY WHEN 2 Y 
[GRS 11-1 (88)) 

DESTROY 3 MONTHS AFTER 
EXPIRATION OR REVOCATION 
[GRS 18-12 (88)) 

RETIRE TO FRC 2 YEARS 

D Y 6 YEARS AFTER THE 
END OF ISCAL YEAR IN 
WHICH THE PR TY WAS 
RETURNED. 
[Nl-255-91-4) 

-:{~d,J NI-Zrs;-"/1-'f 

NH/$ ltjl6t 

lt/f62 
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SCHEDULE 4 

ITEM MINIMUM 
[UFI# l DESCRIPTION OF RECORD SERIES RETENTION 

SURPLUS PROPERTY FILES CN 18·8> 

These files documents the repo m , and d1spos1tion of DESTROY 3 YEARS AFTER 
Government furnished property/equipment prov1 e rs that YEAR IN WHICH CASE IS 
has become excess to their needs. These case files can consist of 1-255-90-7) 
documentation on the excess personal property turned in to the 
Installation Plant Clearance Officer by cost-type on-site contractors 

Case files o rplus property donated to Health, Education, and 
Welfare, mcludin tment HEW forms, sh1ppmg documents and 
related correspondence 

B CASE FILES 

Case files on sales of surplus personal property, co mg 
mv1tat1on, bids, acceptances, hsts of materials, evidence o 
and related correspondence. 

1 Transactions of more than $25,000 

2 Transactions of $25,000 or less. 

(N 18-Sc) 3. Umque files that set precedence relating to transactions 
over~ -J/ot>, ooO. (Pr,J.&.d&t\c.... ~e...-Hi'nj 

bz:.,.v\qc.,f1ihs 1t'\c..li..h .Su.le. lr>'"don-..:hP'h 

a(. "10°J.s fl> for~'C(r. M't\CMs """J. 111-rwfl~h;.dJ 
orqc,.r'\l1;~~iv.lS .') 

PROPERTY 
{4360] 

Copies of reports to GSA, correspondence and related papers rega g 
excess personal property. 

DESTROY WHEN 3 YEARS OLD 

/I/fl:.) 19/~ 

DESTROY 3 YEARS AF 
PAYMENT. 
[GRS 4-3b (88)] 

• PERMANENT• HI/I!:> I 1'/st c/,.tw./ 
RETIRE RECORDS TO FRC AFTER 
FINAL PAYMENT. TRANSFER TO 
NARA 5 YEARS AFTER FINAL 
PAYMENT 

DESTROY WHEN 3 YEARS OLD 
[GRS 4-2 (88)] 
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OLD DESTROY WHEN 10 YEARS 
NH/3 17/f_:;.q_ 

' SCHEDULE 4 

ITEM 
!V-Fl # I DESCRIPTION OF RECORD SERIES 

CONTROLLED MATERIAL FILES 

eports on allotments, unused balances, and related matters 
-------......____ 

Of~respons1b1hty 

All other offices/copies 

01 17-17) B Documents, ledgers, and surular documents use 
account for controlled materials 

Office of primary respons1b1hty 

2 All other offices/copies 

(N 17-10) C Alloment case files used to control and account for controlled 
materials 

ALLOCATION FILES cN 17·13> 

[4500] 

NASA Headquarters, and further allocations w1thm 
agencies Included are documents md1catmg matenal requirements, 
allocation dec1s1ons, tentative allocat1ons, requests for allocat1on 
concurrence, allocat1ons, and similar data. 

PRIORITY RATING CASE FILES <N 17-14> 
{4500/ 

Documents used m estabbshmg the pr1on matenals 
by contractors. 

DEFENSE MATERIAL SYSTEM INSTRUCTION FILES 
[4500/ 

Documents providing d1rect1on e for the NASA program designed 
to control matenals dea1gnated as cnt1cal by the ala 
System. Included are basic directives, procedures, coord1nat1on action , 
studies, mterpretat1on11, and documents contammg factonng data embodied 
m weight mfonnat1on, engmeenng estimates, and bills of matenals. 

END OF SCHEDULE 

MINIMUM 
RETENTION 

RETIRE TO FRC WHEN 2 YEARS 
OLD DESTROY WHEN 10 YEARS 
OLD Nl-l/3 I 'r/tS,i, 

DESTROY WHEN 2 YEARS OLD 1:r/tS/:, 

RETIRE TO FRC WHEN 2 YEARS 

DESTROY WHEN 6 YEARS OLD 

NN-8 n-j13 

DESTROY WHEN 3 YEARS OLD. 

(N 17-12) 

DESTROY WHEN 2 YEARS OLD OR 
WHEN SUPERSEDED OR OBSOLETE, 

HICHEVER APPLIES N ftlJ Nj/.2. 
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NASA RECORDS RETENTION SCHEDULE 6 

TRANSPORTATION 

This records sohcdule is one or a series or schedules approved by the Archlvlat ot the 
United Stato1, which furnish authoritative instructions for the retention, destruction, or 
retirement of records held by NASA installations or offices. This achedule 1rant1 
continuin1 authority for the di1po1ition or records already aeeumulated or to be 
accumulated in the future. 

The records de1crlbed in this schedule:, pertain to the movement or soods and persons
under Government orders. The reoords include bills ot ladlna, tranaportadon requeats, 
vouchers, and similar records. including those prescribed by Title S of the General 
Accou.ndna orrtce Policy and Procedur;t,Manuat. Coples or some or the these records 
uacd to support payments become a part or the accountable officers' aocounts, or aro 
accoundn& poatina media. Their disposition and description may be covered by NASA 
Records Retention Schedula 9. 

Moxomon, or Qoo4• 
The key record 11 the bill of ladin1, or which there are copica ror consignors, 
oonsianeos, and the carriers them.selves. The documents related to and normally
filed with the bUI of ladina arc varied and orton voluminous, These may co11111t 
of' shortaae and demurraso report,, invoices. and other intormation which 
doouments the transaction. Included are records reladn1 to the shipment of 
household errecu. authorized by law and re1ulatlon1 ror military penonncl and 
tor civilian employees or the Government. Aaoncies ahippina certain valuablos 
under the Government Lo1111 in Shipment Act, which Insures 11ain1t loes, retain 
coplea at 1abcdules or material shipped, documents relating to claims which may 
ensue, and other pertinent record1. 

Movement or roraoooei 
These records include copies or travel orders, authorizina travel and subsequent 
payment, and 1tandard rorm vouchers showing payment for official travel. 
These records arc covered \lDder Schedule 9, 

All records described in tbJs schedule arc authorized for disposal in both hard copy and 
electronic rorma. as provided for.under NASA Schedule 2, and NASA Schedule 10. 
Record• Common to Most Ofticea. 



SCHEDU l:E 6 • 

'.ITEM MINIMUM 
!UFI#l DESCRIPTION OF RECORD SERIES RETENTION 

PREPAID BILLS OF LADING 

(N 22-7) 

(6 j 

Documents re a to inbound shipments where freight chargea are prepaid DESTROY WHEN 2 YEARS OLD. 
by the shipper Inclu re receiving documents, commercial b1lla of Nlt/3 ~d/8'lading, freight bills, transit p e bills of lading cross-reference 
sheets, similar documents, and relate rrespondence 

B OUTBOUND SALVAGE 

Documents relating to outbound shipments of salvage or reJecte DESTROY WHEN l YEAR OLD 
to consignees who assume necessary freight charges for shipment. ~.:a/r/vii& 

C All other copies DEST WHEN OBSOLETE, 
SUPERSED , WHEN 2 YEARS 
OLD WHICHEVER ONER. 

FREIGHT FILES (SHIPPING) 

Records relating to freight consisting of export certificates, transit certificates, 
demurrage card record books, shipping documents pertinent to Creight class1ficat1on, 

emorandum copies of Govemment/commerc1al bills of lading, shortage and demurrage 
re rts, or1gmal vouchera and support documents covenng charges of settled fiscal 
acco ts, mcludmg registera and other control documents, and all supporting 
docume s, includmg records relating to the shipment of household goods 

A Issuing o ce cop1ea of Government or commercial bills of lading, 
commercial senger transportation vouchera (SF 1113A) and 
transportation quest, (SF 1169), travel authon11at1ons,and supporting 
documents. 

B Records covenng pay t for fre1ghi/transportahon charges for interatate 
transponat1on and intern 1onal transportation by freight forwardera of 
unaccompanied baggage or vately owned vehicles ,hipped separate from 
household goods; the charges which are published 1n tanfl'a lawfully on 
file with the Interatate Commerc omm111111on (ICC) or baaed on tenders or 
quotations, purauant to Section 22 the Interatate Commerce Act offenng a 
reduction from the published ICC tan EXCLUDING those covered by 
item 2d of th111 schedule. 

C Original vouchers and support documents cov ng commercial freight and 
passenger transportation charges of settled fiscal counts, mcluding 
registers and other control docmenta, but EXCLUD G those covered by 
Item 2d of thia schedule. 

D Records covering payment for commercial freight/transport ion charges 
for services for which 1) Notice or overcharge has been or 1s ex cted to be 
issued, of 1( a rail freight overpayment 111 involved; 2) deduction 
collect1on action has been taken; S) voucher conhuna inbound trans 
sh1pment(1); 4) parent voucher has pnnt of paid supplemental bill ass 1ated, 
S) voucher has become involved in ht1gat1on; or, 6) any other condition t t 
requires the voucher to be retained beyond the 3- or 6-year disposal penod, 
such as detection of an overcharge/undercharge. 

E. Obligation copy of commercial passenger tran1portat1on vouchers. 

F Unused ticket redemption forms, such as SF 1170. 

G. All other offices/copies. 

DESTROY 6 YEARS AFTER THE 
PERIOD OF THE ACCOUNT 
[GRS 9-lc (92)] 

DESTROY WHEN 3 YEARS OLD 
[GRS 9-la(2) (88)] 

DESTROY 6 YEARS AFTER THE 
PERIOD OF THE ACCOUNT 
[GRS 9-la (92)1 

DESTROY WHEN 10 YEARS OLD 
[GRS 9-lb (92)1 

DES OY WHEN FUNDS ARE 
OBLIG ED. 
[GRS 9-ld 92)1 

DESTROY WH NO LONGER 
NEEDED FOR INISTRATIVE 
USE. 
[GRS 9-le (92)] 

DESTROY WHEN 1 YEAR D. 
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SCHEDULE 6 

'ITEM 
./UFI=-1 DESCRIPTION OF RECORD SERIES 

RRIER RATE TENDER FILES <N 22-10) 
6110] 

-I 
i6120] 

5 
(6200] 

(6220] 

Documents relating to solicited or unso 1c1 r reduced rates 
a.nd/or tariffs submitted by commercial carriers for the transpor 
of freight 

FREIGHT RATE NEGOTIATION FILES (N 22-11) 

Documents relating to negotiations with earners or earner's 
assoc1at1ons on transportation rates, freight class1ficat1on11, and 
similar matters 

TRAFFIC MANAGEMENT FEASIBILITY STUDIES 

Reports, pubhcat1on11, proposals, and all other documents relating 
to studies of vanous transportation modes and methods. 

<N 

LOST, DAMAGED, OR IMPROPER SHIPMENT FILES 

Documents used for reporting s 1ved from NASA agencies 
contractors, and other Government agencies in de.ma wise 
unsatisfactory cond1t1on because or defic1enc1es m preservation, 
packmg, packaging, markmg, loadmg, storage, or handling. 
Included are records of schedules of valuable.s shipped, correspondence 
reports, and other records relating to the ad1111mstration of the 
Government Losses in Shipment Act. 

MINIMUM 
RETENTION 

DESTROY l AFTER RATES OR 
TARIFFS BECOME SUPERSEDED 

DESTROY WHEN SUPERSEDED, 
OBSOLETE, OR WHEN NO LONGER 
REQUIRED FOR CURRENT 
OPERATIONS OR WHEN 3 YEARS 
OLD, WHICHEVER IS LATER 

N/18 ,,;~/11 cl,~c.-
22-14> 

DESTROY WHEN STUDY BECOMES 
OBSOLETE,SUPERSEDED,OR 
WHEN 3 YEARS OLD, WHICHEVER 

IS LATER. //ff/j ,,;.:jttf ch4n'j <--

DESTROY WHEN 6 YEARS OLD 
[GRS 9-2 (92)1 

SHIPMENT OF HAZARDOUS/RADIOACTIVE MATERIALS CN 21-10> 
(6330} 

RETIRE RECORDS TO FRC WHEN 
hazardous/toX1c wastes and rad1oachve matenals. 3 YEARS OLD DESTROY WHEN 13 

OTOR CARRIERS' EXPLOSIVE OPERATING AUTHORITY CN 22·12> 
(6330] 

Correspondence and related documen a 1al camera DESTROY 2 YEARS AFTER 
concerning their fac1bt1es and procedures for transporting AUTHORITY IS SUPERSEDED OR 
exploa1vea and other dangerous art1cle11. 

IZE AND WEIGHT LIMITS - HIGHWAY (N 22-13) 
{6340] 

Documents relating to ind1v1dual sta e re arding s111e DESTROY l YEAR AFTER 
and weight of vehicles permitted to travel state highways. REQUIREMENTS ARE SUPERSEDED 

ED. ~ 'J 
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SCHEDUL.E 6 

ffEM i\UNIMUM 
(UFJ#/ DESCRIPTION OF RECORD SERIES RETENTION 

CN 22-15) 

AND 9 OF THIS SCHEDUJ,E 
;YIIIJ _j:2./ I'::,-

Documents relating o obtained from pertinent state and local DESTROY 3 YEARS AFTER 
authorities for vehicular movements legal weight or d1mens1on COMPLETION OF MOVE 
lim1tat1on, movement of hazardous waste/rad1oac 1-~~•arials, or other • ALSO SEE ITEMS 7, 8, 
legal requirements Included are perrruts, documents reflecting Bu<.,r--­

data as type of equipment, gross weight, axle or truck loads, height, 
width, and length, or1gm and destmat1on of movement, nature of cargo, 
s1m1lar documents and related correspondence 

',"" 

',u MOTOR VEHICLE RECORDS - OPERATION AND MANAGEMENT 
! l'H)O·,J 

A CORRESPONDENCE 

Correspondence in the operating umt responsible for maintenance DESTROY WHEN 2 YEARS OLD 
and operation of motor vehicles not otherwise covered m this [GRS 10-1 (88)] 
chedule 

(N 12-25) B ING PERMIT CONTROL FILES 

Documen relating to the adm1matrat1on and allotment of parking DESTROY UPON TRANSFER OR 
spaces and iMsed to control the issuance and withdrawal of permits SEPARATION OF PERMIT HOLDER 
and record v1~let1ons by holders of perrruts OR WHEN PERMIT IS SUPERSEDED 

',, OR REVOKED, WHICHEVER IS 
SOONER ;V/1/1 ;.;i_/z 

(N 4-8) C GASOLINE FILES "" "" 

Documents relating to the 1ss nee of gasoline, mcluding issue DESTROY WHEN 1 YEAR OLD 
forms and reports 

l'llt/J 1<tjR 
[6710] D VEHICLE REPORT FILES 

Reports on motor vehicles (other th accident, operating, and DESTROY 3 YEARS AFTER DATE 
maintenance reports), mcludmg SF 82, ency Report of Motor OF REPORT. 
Vehicle Data, and SF 82-D, Agency Repo of Sedan Data. [GRS 10-4 (88)] 

2. Records relating to motor vehicle accidents, ma:· tamed by DESTROY 6 YEARS AFTER CASE 
transportation offices, mcludmg SF 91, Operator' eport of IS CLOSED 
Motor Vehicle Accident, SF 91A, Invest1gat1on Rep t of Motor [GRS 10-5 (88)] 
Vehicle Accident, and SF 94, Statement of Witness. 

[6720] E VEHICLE RELEASE/ REGISTRATION&: DRIVER RECO~~ 

1 Records relating to transfer, sale, donation, or exchange of ··,"-- . DESTROY 4 YEARS AFTER VEHICLE 
vehicles, including SF 97A, Agency Record Copy of US Governme~ VEHICLE LEAVES AGENCY 
Certificate of Release of Motor Vehicle "'--9USTODY 

, 1~S 10-6 (88)] 

(N 12-26) 2 Documents used for the reg1strat1on of privately owned vehicles DE~OY 1 YEAR AFTER 
and mformat1on on ind1v1dual drivers EXPI~ON OR REVOCATION 

If(!, 13/d'
[6730] F OPERATOR RECORDS 

Records relating to ind1v1dual employee operations of Government-owned DESTROY 3 YE 
vehicles, mcluding driver tests, authorization to use, safe driving SEPARATION OF PLOYEE(S) OR 
awards, and related correspondence 3 YEARS AFTER RE SION OF 

AUTHORIZATION TO ERATE 
GOVERNMENT-OWNED HICLE, 
WHICHEVER IS SOONER 
[GRS 10-7 (88)] 
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SCHEDULE 6 

ITEM' MINIMUM 
I UFf ::t'! DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: MOTOR VEHICLE RECORDS - OPERATION AND MANAGEMENT 
[6730} 

Trip ticket files, includes datly trip tickets. DESTROY WHEN 1 YEAR OLD 
( N 14· 7) ~-~::::~E:T~S~==~:~~;;..i.:-------------~~:::__~;~]~~:__ 
(N 14·10> H DAILY UTILIZATION RECORDS 

Documents completed by dispatcher and operator to provide information 
relative to the daily use of veh1cle(s) 

OPERATION AND MAINTENANCE FILES 

1 Operating records mcludmg those relating to gas and oil consumption, 
d1spatchmg, and scheduhng 

amtenance records, mcludmg those relating to service and repair 

(N 22-6) J 

Books contammg ac 
car seals and mamtam o facilitate monthly mspect1on as to whether the 
the seals were properly exp 

K VEHICLE COST FILES 

Motor vehu:.le ledger and worksheets pr dmg cost and expense data 

[6752] L VIOLATION CASE FILES 

Reports, statements of witnesses, warning notices, and other c 
relating to arrest, comnutments, and traffic v1olat1ona 

r6no 1 M LEASED VEHICLES 

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

{N 14·6a) 1. GSA Form 1152 

(N 14-6b) 2 All other records related to leased vehicles 

N. ALL OTHER OFFICES/RECORDS 

Records mamtamed by o£fice other than the office of pnmary respons1b1bty 
for operation, management, and control over agency vehicles and motor 
vehicle records. 

'l/(6 I½ :r-
DESTROY AFTER REQUIRED 
TRANSFER OF INFORMATION TO 
OTHER RECORDS, UNLESS 
REQUIRED FOR ACCIDENT 
INVESTIGATION (SEE ITEM lld(2)) 
OR TAX PURPOSES, OTHERWISE, 
DESTROY WHEN 8 YEARS OLD 
WHICHEVER IS SOONER. IV/18 N/;o 

~ 
DESTROY WHEN 3 MONTHS OLD 
{GRS 10-2a (88)] 

DESTROY WHEN 1 YEAR OLD 
[GRS 10-2b (88}] 

DESTROY 1 YEAR AFTER DATE 
OF LAST ENTRY If/.I/$ .,.i..Z/t 

DESTROY 8 YEARS AFTER 
DISCONTINUANCE OF LEDGER OR 
DATE OF WORKSHEET. 
[GRS 10-3 (88)) 

DESTROY WHEN 2 YEARS OLD 
OR WHEN CASE IS CLOSED, 
WHICHEVER IS LATER. 
[GRS 18-14b (88)] 

TER VEHICLE 

Nlf/J /¢a.. 
DESTROY 1 YEAR AFTER 
COMPLETION OF ACTION 

DESTROY WHEN NO LONGER 
NEEDED, OR WHEN l YEAR OLD 
WHICHEVER IS SOONER. 
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SCH EDU L·E 6 • 

'ITEM MINIMUM 
{UF[#{ DESCRIPTION OF RECORD SERIES RETENTION 

GOVERNMENT MOTOR VEHICLE OPERATORS PERMIT RECORDS - NASA 10 Gl\tVP 

this consist of NASA employees, contractor employees MAINTAIN RECORDS FOR A 
other Federal and state go ent employees, their names, home address PERIOD OF 3 YEARS AFTER 
Social Security Numbers, physical e 10n of 1nd1v1dual, physical PERMIT EXPIRES OR UNTIL 
cond1t1on of md1v1dual, and traffic record PERMIT HOLDER LEAYES THE 

AGENCY OR REQUESTS 
CANCELLATION DESTROY 

ECORDS WHEN NO LONGER 
WHICHEVER IS 

END OF SCHEDULE 
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