
  

 

 

  
   

 

  

    

  

 

 

     

  

 

 

 

 

  

      

 

   

         

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: N1-255-94-001 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 7/15/2024 

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These items, unless subsequently superseded, may be used by the agency to 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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Item 1/1 was superseded by N1-255-09-001 Item 1/1 

Item 1/2C was superseded by N1-255-09-001 Item 1/2C 

Item 1/4 was superseded by N1-255-09-001 item 1/4 

Item 1/6A was superseded by DAA-0255-2022-0002-0001 

Item 1/6B was superseded by DAA-0255-2022-0002-0001 

Item 1/6C was superseded by N1-255-09-001 item 1/6C 

Item 1/7A was superseded by DAA-0255-2022-0002-0001 

Item 1/7B was superseded by N1-255-09-001 item 1/7B 

Item 1/8B was superseded by N1-255-09-001 item 1/8B 

Item 1/9A was superseded by N1-255-09-001 item 1/9A 

Item 1/9B was superseded by N1-255-09-001 item 1/9B 

Item 1/10 was superseded by N1-255-09-001 item 1/10 

Item 1/11 was superseded by N1-255-09-001 item 1/11 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 7/15/2024 N1-255-94-001 



  

 

 

  
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 1/12B2 was superseded by N1-255-09-001 item 1/12B2 

Item 1/13C was superseded by N1-255-09-001 item 1/13C 

Item 1/14B3 was superseded by N1-255-09-001 item 1/14B3 

Item 1/15 was superseded by N1-255-00-006 item 1 subitems 

Item 1/15.1A was superseded by N1-255-09-001 item 1/15.1A 

Item 1/15.1B was superseded by N1-255-09-001 item 1/15.1B 

Item 1/15.1C was superseded by N1-255-09-001 item 1/15.1C 

Item 1/16A2 was superseded by N1-255-09-001 item 1/16A2 

Item 1/16A3 was superseded by N1-255-09-001 item 1/16A3 

Item 1/16B was superseded by N1-255-09-001 item 1/16B 

Item 1/16C was superseded by N1-255-09-001 item 1/16C 

Item 1/16D was superseded by N1-255-09-001 item 1/16D 

Item 1/16D was superseded by N1-255-09-001 item 1/16D 

Item 1/16E was superseded by N1-255-09-001 item 1/16E 

Item 1/16F1 was superseded by N1-255-09-001 item 1/16F1 

Item 1/16F2 was superseded by N1-255-09-001 item 1/16F2 

Item 1/17 was superseded by N1-255-09-001 item 1/17 

Item 1/19 was superseded by N1-255-09-001 item 1/19 

Item 1/21A was superseded by N1-255-09-001 item 1/21A 

Item 1/22 was superseded by N1-255-06-001 

Item 1/27 was superseded by N1-255-00-006 item 1 subitems 

Item 1/28 was superseded by N1-255-00-006 item 1 subitems 

Item 1/31 was superseded by N1-255-09-001 item 1/31 

Item 1/32A was superseded by N1-255-09-001 item 1/32A 

Item 1/32B was superseded by N1-255-09-001 item 1/32B 

Item 1/32C was superseded by N1-255-09-001 item 1/32C 

Item 1/33 was superseded by N1-255-09-001 item 1/33 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 7/15/2024 N1-255-94-001 



  

 

 

  
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 1/35 was superseded by N1-255-09-001 item 1/35 

Item 1/36 was superseded by N1-255-09-001 item 1/36 

Item 1/37A was superseded by N1-255-09-001 item 1/37A 

Item 1/37B was superseded by N1-255-09-001 item 1/37B 

Item 1/38A was superseded by N1-255-09-001 item 1/38A 

Item 1/38B was superseded by N1-255-09-001 item 1/38B 

Item 1/38C was superseded by N1-255-09-001 item 1/38C 

Item 1/39 was superseded by N1-255-05-001 

Item 1/40 was superseded by N1-255-09-001 item 1/40 

Item 1/41 was superseded by N1-255-09-001 item 1/41 

Item 1/50A was superseded by DAA-GRS-2013-0007-0006 (GRS 4.2 item 070) 

Item 1/50C was superseded by N1-255-09-001 item 1/50C 

Item 1/54 (audiovisual records only) was superseded by DAA-0255-2017-0007-0001 

Item 1/54C was superseded by N1-255-09-001 item 1/54C 

Item 1/56 was superseded by N1-255-09-001 item 1/56 

Item 1/57C1 was superseded by N1-255-09-001 item 1/57C1 

Item 1/58 was superseded by N1-255-09-001 item 1/58 

Item 1/62B was superseded by N1-255-09-001 item 1/62B 

Item 1/63B was superseded by N1-255-09-001 item 1/63B 

Item 1/64B was superseded by N1-255-09-001 item 1/64B 

Item 1/65A was superseded by N1-255-09-001 item 1/65A 

Item 1/66 was superseded by N1-255-09-001 item 1/66 

Item 1/67 was superseded by N1-255-09-001 item 1/67 

Item 1/68 was superseded by N1-255-09-001 item 1/68 

Item 1/70 was superseded by N1-255-09-001 item 1/70 

Item 1/71B3 was superseded by N1-255-09-001 item 1/71B3 

Item 1/71D1a was superseded by DAA-0255-2017-0007-0001 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 7/15/2024 N1-255-94-001 



  

 

 

  
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 1/71D1b was superseded by N1-255-09-001 item 1/71D1b 

Item 1/71D1c was superseded by N1-255-09-001 item 1/71D1c 

Item 1/71D2 was superseded by DAA-0255-2017-0007-0001 

Item 1/71D3 was superseded by DAA-0255-2017-0007-0001 

Item 1/71D4 was superseded by N1-255-09-001 item 1/71D4 

Item 1/72C was superseded by N1-255-09-001 item 1/72C 

Item 1/72D was superseded by N1-255-09-001 item 1/72D 

Item 1/72E was superseded by N1-255-09-001 item 1/72E 

Item 1/75A1a was superseded by N1-255-09-001 item 1/75A1a 

Item 1/75A1b was superseded by N1-255-09-001 item 1/75A1b 

Item 1/75E was superseded by N1-255-09-001 item 1/75E 

Item 1/75F1a was superseded by N1-255-09-001 item 1/75F1a 

Item 1/75F1b was superseded by N1-255-09-001 item 1/75F1b 

Item 1/75F2 was superseded by N1-255-09-001 item 1/75F2 

Item 1/75F3 was superseded by N1-255-09-001 item 1/75F3 

Item 1/77C was superseded by N1-255-09-001 item 1/77C 

Item 1/78A was superseded by N1-255-09-001 item 1/78A 

Item 1/78D was superseded by N1-255-09-001 item 1/78D 

Item 1/79A was superseded by N1-255-09-001 item 1/79A 

Item 1/79B was superseded by N1-255-09-001 item 1/79B 

Item 1/80A was superseded by N1-255-09-001 item 1/80A 

Item 1/80B was superseded by N1-255-09-001 item 1/80B 

Item 1/80C was superseded by N1-255-09-001 item 1/80C 

Item 1/82A was superseded by N1-255-09-001 item 1/82A 

Item 1/82B was superseded by N1-255-09-001 item 1/82B 

Item 1/82C was superseded by N1-255-09-001 item 1/82C 

Item 1/84C was superseded by N1-255-09-001 item 1/84C 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 7/15/2024 N1-255-94-001 



  

 

 

  
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 1/84D was superseded by N1-255-09-001 item 1/84D 

Item 1/84E was superseded by N1-255-09-001 item 1/84E 

Item 1/85 was superseded by N1-255-09-001 item 1/85 

Item 1/86A2 was superseded by DAA-0255-2017-0007-0001 

Item 1/86A3 was superseded by N1-255-09-001 item 1/86A3 

Item 1/86B1 was superseded by N1-255-09-001 item 1/86B1 

Item 1/86C1 was superseded by N1-255-09-001 item 1/86C1 

Item 1/86C4 was superseded by N1-255-09-001 item 1/86C4 

Item 1/86E1 was superseded by N1-255-09-001 item 1/86E1 

Item 1/86E2 was superseded by N1-255-09-001 item 1/86E2 

Item 1/88C was superseded by N1-255-09-001 item 1/88C 

Item 1/88D was superseded by N1-255-09-001 item 1/88D 

Item 1/94B was superseded by N1-255-09-001 item 1/94B 

Item 1/94C was superseded by N1-255-09-001 item 1/94C 

Item 1/97B was superseded by N1-255-07-002 

Item 1/97C was superseded by N1-255-07-002 

Item 1/106A was superseded by N1-255-09-001 item 1/106A 

Item 1/106B was superseded by N1-255-09-001 item 1/106B 

Item 1/106C was superseded by N1-255-09-001 item 1/106C 

Item 1/109B was superseded by N1-255-09-001 item 1/109B 

Item 1/112A was superseded by N1-255-09-001 item 1/112A 

Item 1/112B was superseded by N1-255-09-001 item 1/112B 

Item 1/113A was superseded by N1-255-09-001 item 1/113A 

Item 1/113B was superseded by N1-255-09-001 item 1/113B 

Item 1/117A was superseded by N1-255-09-001 item 1/117A 

Item 1/117B was superseded by N1-255-09-001 item 1/117B 

Item 1/119/A was superseded by DAA-0255-2023-0001-0001 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 7/15/2024 N1-255-94-001 



  

 

 

  
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 1/120A1 was superseded by N1-255-09-001 item 1/120A1 

Item 1/120A2 was superseded by N1-255-09-001 item 1/120A2 

Item 1/120B1 was superseded by N1-255-09-001 item 1/120B1 

Item 1/120B2 was superseded by N1-255-09-001 item 1/120B2 

Item 1/120E was superseded by N1-255-09-001 item 1/120E 

Item 1/121A was superseded by N1-255-09-001 item 1/121A 

Item 1/121B was superseded by N1-255-09-001 item 1/121B 

Item 1/123 was superseded by N1-255-09-001 item 1/123 

Item 1/124 was superseded by N1-255-09-001 item 1/124 

Item 1/125A was superseded by N1-255-09-001 item 1/125A 

Item 1/125B was superseded by N1-255-09-001 item 1/125B 

Item 1/126A was superseded by N1-255-09-001 item 1/126A 

Item 1/126C was superseded by N1-255-09-001 item 1/126C 

Item 1/127B2 was superseded by N1-255-09-001 item 1/127B2 

Item 1/129 was superseded by N1-255-09-001 item 1/129 

Item 1/130A was superseded by N1-255-09-001 item 1/130A 

Item 1/130B was superseded by N1-255-09-001 item 1/130B 

Item 1/130C was superseded by N1-255-09-001 item 1/130C 

Item 1/130D was superseded by N1-255-09-001 item 1/130D 

Item 1/131B1 was superseded by N1-255-09-001 item 1/131B1 

Item 1/131B2 was superseded by N1-255-09-001 item 1/131B2 

Item 1/132A1 was superseded by N1-255-09-001 item 1/132A1 

Item 1/132A2 was superseded by N1-255-09-001 item 1/132A2 

Item 1/137 was superseded by N1-255-09-001 item 1/137 

Item 2/1C was superseded by N1-255-09-001 item 2/1C 

Item 2/2A1 was superseded by N1-255-09-001 item 2/2A1 

Item 2/2A2 was superseded by N1-255-09-001 item 2/2A2 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 7/15/2024 N1-255-94-001 



  

 

 

  
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 2/2A3 was superseded by N1-255-09-001 item 2/2A3 

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

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

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

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

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

Item 2/4B1 was superseded by N1-255-09-001 item 2/4B1 

Item 2/4B2 was superseded by N1-255-09-001 item 2/4B2 

Item 2/4C1 was superseded by N1-255-09-001 item 2/4C1 

Item 2/4C2 was superseded by N1-255-09-001 item 2/4C2 

Item 2/5 was superseded by N1-255-09-001 item 2/5 

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

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

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

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

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

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

Item 2/7D2 was superseded by N1-255-09-001 item 2/7D2 

Item 2/7D3 was superseded by N1-255-09-001 item 2/7D3 

Item 2/7E was superseded by N1-255-09-001 item 2/7E 

Item 2/7F1 was superseded by N1-255-09-001 item 2/7F1 

Item 2/7F2 was superseded by N1-255-09-001 item 2/7F2 

Item 2/7G2 was superseded by N1-255-09-001 item 2/7G2 

Item 2/7H1 was superseded by N1-255-09-001 item 2/7H1 

Item 2/7H2 was superseded by N1-255-09-001 item 2/7H2 

Item 2/7I1 was superseded by N1-255-09-001 item 2/7I1 

Item 2/8A1 was superseded by N1-255-09-001 item 2/8A1 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 7/15/2024 N1-255-94-001 



  

 

 

  
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 2/8A2 was superseded by N1-255-09-001 item 2/8A2 

Item 2/8A3 was superseded by N1-255-09-001 item 2/8A3 

Item 2/8B2 was superseded by N1-255-09-001 item 2/8B2 

Item 2/8D1a was superseded by N1-255-09-001 item 2/8D1a 

Item 2/8D1b was superseded by N1-255-09-001 item 2/8D1b 

Item 2/8D2a was superseded by N1-255-09-001 item 2/8D2a 

Item 2/8D2b was superseded by N1-255-09-001 item 2/8D2b 

Item 2/8E1 was superseded by N1-255-09-001 item 2/8E1 

Item 2/8E2a was superseded by N1-255-09-001 item 2/8E2a 

Item 2/8E2b was superseded by N1-255-09-001 item 2/8E2b 

Item 2/8F1a was superseded by N1-255-09-001 item 2/8F1a 

Item 2/8F1b was superseded by N1-255-09-001 item 2/8F1b 

Item 2/8G1 was superseded by N1-255-09-001 item 2/8G1 

Item 2/8G2a1 was superseded by N1-255-09-001 item 2/8G2a1 

Item 2/8G2a2 was superseded by N1-255-09-001 item 2/8G2a2 

Item 2/8G2b1 was superseded by N1-255-09-001 item 2/8G2b1 

Item 2/8G2b2 was superseded by N1-255-09-001 item 2/8G2b2 

Item 2/8G2c1 was superseded by N1-255-09-001 item 2/8G2c1 

Item 2/8G2c2 was superseded by N1-255-09-001 item 2/8G2c2 

Item 2/8H was superseded by N1-255-09-001 item 2/8H 

Item 2/11 was superseded by N1-255-09-001 item 2/11 

Item 2/12A was superseded by N1-255-09-001 item 2/12A 

Item 2/12B1a was superseded by N1-255-09-001 item 2/12B1a 

Item 2/12B1b was superseded by N1-255-09-001 item 2/12B1b 

Item 2/12B2a was superseded by N1-255-09-001 item 2/12B2a 

Item 2/12B2b was superseded by N1-255-09-001 item 2/12B2b 

Item 2/12D1 was superseded by N1-255-09-001 item 2/12D1 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 7/15/2024 N1-255-94-001 



  

 

 

  
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 2/12D2 was superseded by N1-255-09-001 item 2/12D2 

Item 2/12D3 was superseded by N1-255-09-001 item 2/12D3 

Item 2/12E1 was superseded by N1-255-09-001 item 2/12E1 

Item 2/12E2 was superseded by N1-255-09-001 item 2/12E2 

Item 2/12E3 was superseded by N1-255-09-001 item 2/12E3 

Item 2/12F1 was superseded by N1-255-09-001 item 2/12F1 

Item 2/12F2 was superseded by N1-255-09-001 item 2/12F2 

Item 2/13A was superseded by N1-255-09-001 item 2/13A 

Item 2/14A1 was superseded by N1-255-09-001 item 2/14A1 

Item 2/14A2 was superseded by N1-255-09-001 item 2/14A2 

Item 2/14B1 was superseded by N1-255-09-001 item 2/14B1 

Item 2/14B2 was superseded by N1-255-09-001 item 2/14B2 

Item 2/14C1 was superseded by N1-255-09-001 item 2/14C1 

Item 2/14C3 was superseded by N1-255-09-001 item 2/14C3 

Item 2/19A was superseded by N1-255-09-001 item 2/19A 

Item 2/19B1 was superseded by N1-255-09-001 item 2/19B1 

Item 2/19B2 was superseded by N1-255-09-001 item 2/19B2 

Item 2/19D was superseded by N1-255-09-C3 item 2/19D 

Item 2/19E was superseded by N1-255-09-001 item 2/19E 

Item 2/19F was superseded by N1-255-09-001 item 2/19F 

Item 2/19I was superseded by N1-255-09-001 item 2/19I 

Item 2/20B was superseded by N1-255-09-001 item 2/20B 

Item 2/20C1 was superseded by N1-255-09-001 item 2/20C1 

Item 2/20C2 was superseded by N1-255-09-001 item 2/20C2 

Item 2/21A was superseded by N1-255-09-001 item 2/21A 

Item 2/21B was superseded by N1-255-09-001 item 2/21B 

Item 2/21C was superseded by N1-255-09-001 item 2/21C 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 7/15/2024 N1-255-94-001 



  

 

 

  
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 2/22C was superseded by N1-255-09-001 item 2/22C 

Item 2/23A1 was superseded by N1-255-09-001 item 2/23A1 

Item 2/23A2 was superseded by N1-255-09-001 item 2/23A2 

Item 2/23B1a was superseded by DAA-0255-2017-0007-0001 

Item 2/23B1b was superseded by DAA-0255-2017-0007-0001 

Item 2/23B1c was superseded by DAA-0255-2017-0007-0001 

Item 2/23B2a was superseded by DAA-0255-2017-0007-0001 

Item 2/23B2b was superseded by DAA-0255-2017-0007-0001 

Item 2/23B2c was superseded by DAA-0255-2017-0007-0001 

Item 2/23B2d was superseded by DAA-0255-2017-0007-0001 

Item 2/23B2e was superseded by DAA-0255-2017-0007-0001 

Item 2/23B4a was superseded by DAA-0255-2017-0007-0001 

Item 2/23B4b1 was superseded by DAA-0255-2017-0007-0001 

Item 2/23B4b2 was superseded by DAA-0255-2017-0007-0001 

Item 2/23B5 was superseded by DAA-0255-2017-0007-0001 

Item 2/23B6a1 was superseded by DAA-0255-2017-0007-0001 

Item 2/23B6a2 was superseded by DAA-0255-2017-0007-0001 

Item 2/23B6b3 was superseded by DAA-0255-2017-0007-0001 

Item 2/23C3 was superseded by DAA-0255-2017-0007-0001 and DAA-0255-2017-0007-0002 

Item 2/24A1 was superseded by DAA-0255-2017-0007-0001 

Item 2/24A2 was superseded by N1-255-09-001 item 2/24A2 

Item 2/24A3b was superseded by N1-255-09-001 item 2/24A3b 

Item 2/24A4b was superseded by N1-255-09-001 item 2/24A4b 

Item 2/24A4c was superseded by N1-255-09-001 item 2/24A4c 

Item 2/24C3 was superseded by N1-255-09-001 item 2/24C3" 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 7/15/2024 N1-255-94-001 
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NASA RECORDS RETENTION SCHEDULE 1 

ORGANIZATION AND ADMINISTRATIVE 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 1, are the general, management, and administrative 
types of records essential to ordinary office operations but distinct from the records of 
functional activities as set forth in other NASA Records Retention Schedules. Some of 
the records categorized and listed are found only in offices at the upper management 
levels; others are found at almost every organizational level. Offices with functional 
management responsibilities will usually need to consult at least one other schedule, in 
addition to NRRS 1, in order to effectively control the disposition of their records. 

l 



DESTROY 3 YEARS AFTER 
ISSUANCE OF A NEW PLA.i~ OR 
DIRECTIVE. 
GRS 18•27 (92)) 

SCHEDULE 1 

ITEM MINIMUM 
lUFl#l DESCRIPTION OF RECORD SERIES RETENTION 

-
[ 1040] 
(N 1·21) Copies of'Emergency Opera Jans, and procedure.a iuued by DESTROY WHEN OBSOLETE OR -?J~r1;M~E~R~G~E~N~C~YijD~I~R~E~C~T~IV]IiS~R~E~FE;R~EN~C~EiF~I~L~ES§~~;:-~~~¥ithe agency, including delega.tion1 o! authonty, e ai menta, SUPERSEDED. 

functions, and inetruc:tiona (other than thoae iuued in caae fi ea , (GRS 88 RESND (18-29)] 
u those iuued by FEMA, other Federal agencies, 1tate and local eovemments, 

RGENCY PLANNING ADMINISTRATIVE CORRESPONDENCE 

and the pnvate aector. (NON-RECORD COPIES) 

2 
[1040] 
(N 1·20) 

EMERGENCY PREPAREDNESS POLICY FILES 

Record copy of' each agency-wide or in1tall:at1on emergency directive, plan, 
and procedure issued by the responsible office, induding related bac:kground 
papen and program development report• con111tmg of' a copy of' ea.ch plan or 
directive iuued. 

A. One record copy of ea.ch plan or directive issued, if NOT included in 
in the agency', permanent set of' muter d1rectivea. 

B. File copy o! plan or dir;;ec;itl';1v:"le"tfo,,o.a:anc,v 
a maaier directives file and a.11 related 

C. All other copies. 

[1040] 
Correspondence files relating to administration r the 
emergency planning program, not covered elaewhere in these 1che u es. 

4 EMERGENCY PLANNING AND READINESS REPORTS 
[1040] 
(N 1-22) Agency reports of operatons tests, consisting of consolidated or 

comprehensive report• reilecting agency-wide ruult1 of teats conducted 
under emergency plans, including exercises and trial tuts. 

RATIONS TEST FILES 
[1040] 
(N 1•23) Files accumulating from teats conducted under agency e 

u instructions to memben participating in test, 1taffing usignments, 
mesaa.ge1 1 tests of communication• and fac11it1u a.:ad reports (excluding 
consolidated and comprehensive reporta). 

• PERMANENT • 
CUT OFF WHEN SUPERSEDED AND 
RETIRE TO FRC WHEN 3 YEARS 
OLD. TRANSFER TO NARA WHEN 
15 YEARS OLD IN 10 YEAR BLOCKS 
(e g, offer 1970-79 block in 1995) 
(GRS 88 RESND (18-28)] 

DESTROY WHEN 2 YEARS OLD. 
18-26 {88)] 

DESTROY WHENS YEARS OLD, 
OR 1 YEAR AFTER COMPLETION 
OF NEXT EXERCISE WHICHEVER 
IS LATER 
[GRS 88 RESND (18-30)] 

1-1 
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SCHEDULE 1 
ITEM MINIMUM 
[UF[#l DESCRIPTION OF RECORD SERIES RETENTION 

AGREEMENTS: MEMORANDA OF UNDERSTANDING (MOU) - 0~ 
[1050] 

Signed, original MOU, and Letter Agreement■ between NASA and others with 
correspondence and all doc:ument1 concerning the agreement matten, auc:h 
u inieragency, intra-agency, or international lf!&J.I11. 

A. Record copies. 
BQ: Office o( Exiernal Relation.a 

B. Inatallationa: Office of Pnmary Raponaibility 

C. All other copiu. 

• PERMANENT • 
RETIRE TO THE CUSTODY OF THE 
NASA ARCHIVIST OR HISTORIAN. 
THEY WILL TRANSFER TO NARA 
WHEN NO LONGER NEEDED TO 
PREPARE NASA HISTORIES OR 
WHEN 10 YEARS OLD, WHICHEVER 
IS SOONER. 

• PERMANENT • 
RETIRE TO FRC 2 YEARS AFTER 
EXPIRATION. TRANSFER TO NARA 
10 YEARS AFTER EXPIRATION. 

DESTROY WHEN OBSOLETE OR 
SUPERSEDED. 

7 AGREEMENTS: INTERAGENCY AND INTRA-AGENCY WITH OTHER 
[1050] GOVERNMENT AGENCIES 

(N 1·4) Can files on agreements between NASA and other Government agencies. 
Includes corrupondence and all documenta/materiala concerrung the 
agreement. 

A. Office ol primary responsibility. 

B. All other offices/copies. 

8 HISTORICAL ITEMS/SOURCE FILES -
[1070) 

• PERMA.t-JE~T • 
RETIRE TO FRC 2 YEARS AFTER 
COMPLETION OR EXPIRATION. 
TRANSFER TO NARA 10 YEARS 
AFTER COMPLETION/EXPIRATION. 

DESTROY WHEN OBSOLETE OR 
SUPERSEDED. 

C.V\.O..\"\'\t.,... 

(N 1·8) Documents that have unusual or immediately rec:ogniuble h11toncal 
1ign1fic:ance and are filed among other document. that are 1c:heduled for 
disposal will be noted and removed from the file before transfer or 
destruction. Agency h1atorie1 and selected background materials. 
Narrative agency histones, including oral history projecb prepared by 
agency hi.etorians or public affai!"S officers or by pnvate hiatona.na under 
contract to the agency. Some background materials (auch 11.1 interview• with 
past and present personnel) generated dunng the research 1tage may alao 
be selected for permanent retention. 

A. HISTORY SUBJECT FILES (Located in Agency/In1tallation History Offices, 
including any mdexes or finding a.ida if available.} 

1. 19-&5 - 1989 

Material in thia collection dates from 19(5 to 1989 and may be 
contained m boxea, lektrieven, or file cabinets. Material i111 
marked and accounted !or in two categonea: (1) Dated/marked when 
matenal ie added to c:ollect1on; and (2) Dated/marked when matenal 
ill acceued (or reeearch purpoeee. 

• PER..'\U.NENT • 
RETAIN RECORDS IN AGENCY FOR 
5 YEARS, STARTING JANUARY 1993. 
TRANSFER TO NARA NO LATER 
THAN DECEMBER 31, 1998, UNLESS 
THERE IS AN AGENCY REQUEST 
CERTIFYING ACTIVE AGENCY USE 
AND NEED SUCH REQUEST WILL 
SPECIFY NEW TRANSFER DATE 
FOR MATERIAL SO CERTIFIED. 

1-2 
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ITEM 
fUFl#l DESCRIPTION OF RECORD SERIES 

CONTINUED: HISTORICAL ITEMS/SOURCE FILES 
[1070] 
(N 1•8) 2. 1990 and Continuing. 

[SEE NOTE1) 

B. READY REFERENCE MATERIAL 

Reference material published/sponsored by NASA (Shelf 
documentation/books). 

SCHEDULE 1 

MINIMUM 
RETENTION 

* PERMANENT • 
RETAIN IN AGENCY SPAQ.iLUNTIL 
NO LONGER NEEDED OR"'fr\'EARS 
OLD WITH 5 YEARS CONSECUTIVE 
INACTIVE AGENCY USE OR UNTIL 
80 YEARS OLD, WHICHEVER IS 
LONGER. 

RETAIN INDEFINITELY IN AGENCY 
SPACE UNTIL NO LONGER NEEDED, 
OR DESTROY WHEN 75 YEARS OLD, 
WHICHEVER IS LONGER. 

9 HISTORY OFFICE CONTRACTOR DELIVERABLES (BOOKS) - C. h~ t..,. 
[1070] 
(N 1·29) Copies of documents collected and used as source data in preparation of historical 

volumes. Included are duplicates or copies of correspondence, reports, directives, 
pamphlets, publications or other official records; preliminary or partial drafts; 
authors' outline(s); authors' original notes; responses from readers; reviews; and 
comparable documents. 

A. Materials related to completed volumes. 
(After publication of the finished book ) 

B. Materials accumulated for future volumes. 

C. Published materials/books. 

RETIRE TO FRC ONE YEAR 
AFTER. PUBLICATION. DESTROY 
WHEN 6 YEARS OLD. 

~E=0~~ota='!"<,~~ 
41'£:M uOP HHS SOii!!OtJL:S• 

• PERMANENT * ~f ~~c..h 
TRANSFER ONE COPY ilnlliuALb:V 
'f& .IXU~ 1'4'1 ~e.. wne(l
fu\,H.s~. 

10 HISTORY ARCHIVES BIOGRAPHICAL FILES - NASA 10 HABC - r1l~ ff.$ ")ttjf'( 
{1070] 
PASR Biographical data, speeches, and articles by individuals who are of historical 

significance in aeronautics, astronautics, space science, and other concerns 
of NASA; correspondence, interviews, and various other tapes and transcripts 
of program activities 

11 HISTORY OFFICE FILES - ADMINISTRATIVE -new 
{1070] 

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

MOST FILES ARE RETAINED 
INDEFINITELY IN AGENCY 
REFERENCE COLLECTIONS 
(HISTORY OFFICE~ARCHIVES~ 
RB'FIRB 1'0 PRC U BR i'fEMS I! OR 
&-OP 'i'HIS scnneute. hesiro\J i.Jhe...,. 
no \~u oee~. l 

t.,S llju/9'1 
RETIRE TO FRC WHEN 2 YEARS 
OLD. DESTROY WHEN 6 YEARS 
OLD. 

NOTE1: Excluded are electrostatic copies of agency documents made for convenient reference 

1-3 
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SCHEDULE 1 

ITEM 
fUFl #l DESCRIPTION OF RECORD SERIES 

12 ORGANIZATIONAL FILES CN 1·3> 
I JJOI1 
I14101 A. Of'l1Ulisational cha.rt,, NASA Direetivea, and reorganir.ation 1tudies, 

cn,phic i.llu.etratio111 which provide a deta.iled deacnption or the 
arrangement and administrative atrudure of the functional un1t1 of an 
agency. Reorg-anir.ation ,tudiea are conducted to deaign an efficient 
organizational framework moat 1uited to carrying out the agency'• 
programs and include material, 1ucb as final recommendahona, 
proposala, and ata.fi' evaluations. These tile, also contain administrative 
maps that 1how regional boundaries and headquarters of decentralir;ed 
agenciea or that 1how the geographic extent of l.imih o{ an agency'• 
progra.m.1 and proJeets. 
(SEE NOTE1} 

B. Management appraisal files, narrative and 1tah.stical report• on 
significant accomplishments, account, or and rationale for reorgani.r;ationa, 
establishment or disestablishment or field installations; apec1al reports 
on key planning studies, with related papen ahowmg inception, scope, 
procedure, results, and case files on approved plans, policies, m.iuion, 
and pro(?"llmll. 

l. Offic:.e or Primary Reaponaibility. 

2. .All other office1/cop1es. 

13 FUNCTIONAL STA TEMENTS 
[1130] 
[1410] Formally prepared descriptions of the responsibilities assigned to the 1enior 
(N 1·2) executive officer11 o{ the agency at the divi11on level or higher. Ir the 

functional statements are prmted in the Code of Federal Regulation, (CFR), they 
a.re not designated for preaervation as a separate aeries. 

A. RECORD COPIES. 
HQ: OFFICE OF MANAGEMENT OPERATIONS, 

NASA DIRECTIVES & FEDERAL REGULATIONS 
(Record copy ia included in NMI Syatem} 

B. INSTALLATIONS Office of Primary Reeponsibility. 

C. .All other copies. 

MINIMUM 
RETENTION 

• PERMANENT • 
RETIRE TO FRC WHEN 6 YEARS 
OLD. TRANSFER TO NARA IN 
S YEAR BLOCKS WHEN 20 YEARS 
OLD. 
(GRS 88 RESND (16-13a)1 

• PERMANENT • 
RETIRE TO FRC WHEN 5 YEARS 
OLD. TRANSFER TO NARA IN 5 
YEAR BLOCKS WHE:-J 20 YEARS 
OLD. 

DESTROY WHEN OBSOLETE, 
SUPERSEDED, OR WHEN NO 
LONGER NEEDED. 

•PERMANENT• 
See ITEM 72. 

• PERMANENT • 
See Above. 

DESTROY WHEN OBSOLETE, 
SUPERSEDED, OR NO LONGER 
NEEDED. 
(GRS 88 RESND (16-13b}J 

Excluded from this series are those Organization Charts included in the NASA 
Directives System •· See Item 72 of this Schedule. 

1-4 
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SCHEDULE 1 

ITEM MINIMUM 
[UFl#l DESCRIPTION OF RECORD SERIES RETENTION 

COMMITTEES, BOARDS, COUNCILS, PANELS, AND CONFERENCES - U)A.~1l.. 
f 1150] [SEE NOTE1] LSee Ncrl'ezJ 
(N 1·6) 
(N 1·7) 
(N 24·12) 
(N 24·13) 

A. Record.a Nlating to atabliahment, organization, membership, and policy. 

1. Intra-agency, advilory, or international. 

2. 

B. Records created by committees ... and conferences. 

1. Agenda.a, directives, minutes, reports (interim and final), reports 
covenng genera.I operations of the group, records relating to 
atabhshment, revision, or tenrunat1on of a program/proJect, and 
records documenting the accompb1hment1 o{ the group. 

(a) Office file o{ the group maintained by the sponsor, 
to the group, Cha1rpenon, or other designee. 

2. All other record• produced by the iroup. 

3. Records maintained by individual memben. 

• PERMANENT • 
RETIRE TO FRC WHEN 2 YEARS 
OLD. TRANSFER TO NARAi; Ylil.ut.S 
M'FilR Z>ISSOL'\'EMEP'l= lM' 
CQI H H'i'TEE, eft: WHEN 20 YEARS 
OLD,. WIHSH'.E'IEl't 19 soeHEJe... cqs 
[GRS 16-12) .tj21,\<\, 

DESTROY 2 YEARS AFTER 
TERMINATION OR DISSOLVEMENT 

TEE. 
[GRS 16-Sa (88 

• • PERMANENT • 
RETIRE TO FRC WHEN 2 YEARS 
OLD TR.A.'ISFER TO NARA 5 "t'.'.l!:aR5 
AF!!f'.ER: l'HSwOL /~.,f!JH'f, OR: WHEN 
20 YEARS OLD,. wnrnHE'.'ER IS (() S 
ri::'fsRRESND (19-:)] s\Ujtrr-'I 

DESTROY WHEN S YEARS OLD OR 
WHEN NO LONGER NEEDED FOR 
REFERENCE, WHICHEVER IS 
SOONER. 
[GRS 16·8b(l) (88)] 

DESTROY WHEN 3 YEARS OLD OR 
WHEN NO LONGER NEEDED FOR 
REFERENCE, WHICHEVER IS 

NER. 
8b(l) (88)] 

RMINATION OF 
MEMBERSHIP, OR N NO 
LONGER NEEDED, WHIC 
SOONER. 

NOTE1: Excluded from this series are those records created by the Inventions 
and Contributions Board -- See Item 16 of this Schedule. 

1-5 
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SCHEDULE 1 

ITEM MINIMUM 
fUFl #[ DESCRIPTION OF RECORD SERIES RETENTION 

CONGRESSIONAL COMMITTEE FILES 
[ 1150] 
(N 1·13) A. Correspondence with members of Congreu regarding information about • PERMANENT • 

NASA that is to be uaed for Congreeaional Committees, hearings, or RETIRE TO FRC WHEN 5 
briefings (THIS INCLUDES TESTIMONIES TO}. YEARS OLD. TRANSFER TO NARA 

WHEN 20 YEARS OLD. 

B. Tranaeript ■ of NASA Hearings before Congreuional Committees 

16 INVENTIONS AND CONTRIBUTIONS BOARD RECORDS AND FILES 
[ 1170] 
(N 13-16) A. Minutea of meetings of the Invention ■ and Contnbutiona Board. 

1. Record copy. 
HQ: BOARD OF CONTRACT APPEALS 

Installations. 
onetary Awards Only (Significant). 

s. 

B. Copies of documents/records c ed by the Boa.rd that are mainta.med 
at field in1tallahoru or by Boa.rd m 

(ti 13-17) C. Alphabetical riles, by contnbutor, on cont utiona NOT considered 
for award; files include correspondence, evalua • n.1 1 and all related 
papera/reeordl. 

(N 13-17) D. Alphabetical file11 1 by contnbutor, on contnbutions cons1 
award, files include correspondence, evaluations, recomrnen ens by 
the Inventions and Contnbut1ons Boa.rd and the Admm11trator 
related records/documentation. 

(N 13-18) E. Denied Award Hearings Files Caae file ■ on heannga evolving from 
demed awar(ll from the Inventions and Contribution.1 Board. 

F. Award caae files/application■ that have been microfilmed. 

1. Paper Records. 

2. Microfilm/microfiche R.eeord1. 

• PERMANENT • 
TRANSFER TO NARA WHEN 5 YEARS 
OLD. 

RECORDS ARE SUBMITTED TO NASA 
HQ BY COGNIZA.''n TU PROGR.AJ...i 
OR PATENT PROGRAM AS 
APPLICABLE. 

DESTROY WHEN NO LONGER 
NEEDED. 

DESTROY WHEN NO LONGER 
NEEDED. 

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

RETIRE TO FRC WHEN 3 YEARS 
OLD. DESTROY WHEN 22 YEARS 

TIRE TO FRC AFTER CASE IS 
DESTROY WHEN 25 

DESTROY WHE CROFILM/ 
MICROFICHE HAS B N VERIFIED. 

DESTROY WHEN NO LON 
NEEDED OR WHEN 25 YEARS 
WHICHEVER IS SOONER. 

1-6 
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SCHEDULE 1 

ITEM MINIMUM 
IUFl#[ DESCRIPTION OF RECORD SERIES RETENTION 

NASA BOARD OF CONTRACT APPEALS CASE FILES--GOVERNMENT COUNSEL'S 
CASE FILES 

related papers/documentation. 

A. Cuea in which the appeal waa withdrawn or settled. RETIRE TO FRC 2 YEARS 
AFTER YEAR IN WHICH 
APPEAL WAS WITHDRAWN OR 
SETTLED. DESTROY 6 YEARS, S 
MONTHS, AFTER FINAL ACTION ON 

CISION. [G-R._~ °!I• 1~4.] 

(N 13-22) A ala before the NASA Board of Contract Appeals consisting of Notices of 
Appe complaint, answer and/or motion, correspondence, transcripts of 
proceedin before the Board, exhibits, briefs in support of the parties' 
position, tali under the disputes clause or a NASA contract, and Board 
decisiona, togeUi with working papers of the trial attorney charged with 
representing NASA ore the Board. 

18 BOARD OF CONTRAC 
[1180] 
(N 17-49) Recorda of appeals of NASA contractors u r the dispute, clause or a 

NASA contract, including findings and final de • ions of NASA contra.cting 
officers, pleadings, transcripts or hearings, briefs, ib1ts, and related 
correspondence, memoranda, working papers, Board 11001, and other 

B. Cues in which the Board rendered a deci.s1on. 

C. Record.a created after September SO, 1979. 

RETIRE TO FRC 2 YEARS AFTER 
BOARD HAS RENDERED ITS 
DECISION OR CASE IS SETTLED. 
DESTROY WHEN 6 YEARS OLD. 

RETI TO FRC 6 YEARS AFTER 
YEAR IN HICH DECISION WAS 
RENDERED. 
YEARS OLD. 

DESTROY 1 YEAR 
ACTION ON DECISION. 
(GRS S-15b (88)] 

1-7 



related lug to administrative mattera. 

COMMITTEE MANA 

SCHEDULE 1 

20 ENT OFFICERS - FEDERAL ADVISORY COMMITTEE ACT 
[1200] FILES 

Records maintained by agency Committee agement Officera for committees DESTROY S YEARS AFTER 
eatabliahed under the Federal Adv1.1ory Commit Act, including copies of TERMINATION OF COMMITTEE. 
charten, memberahip liat1, agendaa, policy atatemen [GRS 16-8c (88)] 
to be available Cor public information. 

21 SPECIAL PRIORITIES ASSISTANCE FILES 
[1216] 
(N 17·18) Document ■ u,ed in reque1ting, coordinating, and granting pnonties. 

A. Office of Primary Re.pon11b1bty. RETIRE T C WHEN 2 YEARS 
OLD. DESTRO HEN 10 YEARS 

B. All other office11/copie1. 

OLD. 

ITEM 
(UFI :ti.l DESCRIPTION OF RECORD SERIES 

etc. 

SYMPOSIA AND CONFERENCE FILES - MANAGEMENT 

Un (including invitations, attendance records, agenda, m.inutes, reports, 
{ routine and ad hoc conferencn and meetings, auch as meetings of 

non-pro t working group• and ta.ak l?'oupa, included are ataff meetings 

MINIMUM 
RETENTION 

RETIRE TO FRC WHEN 1 YEAR 
OLD. DESTROY WHEN 6 YEARS 
OLD. 
(GRS 88 RESND [16-121) 

1-8 



SCHEDULE 1 

ITEM 
fUFl#l DESCRIPTION OF RECORD SERIES 

MINIMUM 
RETENTION 

22 
{1216)
f 1220) 

RECORDS OF TOP MANAGEMENT OFFICIALS 

A. UPPER LEVEL MANAGEMENT- ADMINISTRATOR, DEPUTY. ASSOCIATES. ETC 

(N 1·1) Office of the Administrator, Deputy, Associate Administrator, 
APiatant Administrator, Installation D1rector, or equivalent management 
level ■ (construed to include the heads o{ any organizational level which 
ha■ been delegated the responsibility o{ Hrving u "office o{ record" or 
•office of Primary Rapomibility• (OPR)). 

File■ for these office contain material ■ rellecting policy, 1tudie11, and 
analyses and program development, including correspondence and informal 
notes between NASA officials; with private sources, foreign governments, 
and other U.S. Government agencies. Files/correspondence making up the 
•official file copy." Records included in this senea may consist of 
calendars, appointment books, schedules, which contain a record of official 
conferences/meetings and other communications, official logs/d1anes, and 
other records documenting meetings, appointments, telephone calla, trips, 
visits, and other activities while serving in an official capacity, created 
and maintained in hard copy or electronic form [SEE. NOTE1] 

a HQ: OFFICE OF THE ADMINISTRATOR OPR•. 
ADMINISTRATOR'S CORRESPONDENCE UNIT (ACC) 
[SEE: NOTE2] 

ion offices and lower, will normally contain correspondence 
of a routine na Thll correspondence generally consists of inquiries 
and replies that can swered with available information. Records of 
other than those defined in • above containing 1ubstant1ve information 
relating to official activities. 

C. ROUTINE MATERIAL 

Routine matenala containing NO substantive information regardin 
daily act1v1t1es of other than high level officials as defined in •A• 
above; and records of all Federal employees containing substantive 
information, the substance of which has been incorporated into official 
file■ . 

• PERMANENT • 
RETIRE TO FRC WHEN 5 YEARS 
OLD IN 5 YEAR BLOCKS. 
TRANSFER TO NARA WHEN 10 
YEARS OLD. 
[GRS 88 RESND (23-2]) 

DESTROY OR DELETE WHEN 
2 YEARS OLD 
(GRS 23-Sa (88)) 

DESTROY OR DELETE WHEN 
NO LONGER NEEDED. 

23-Sb (88)] 

NOTE1: Excluded from this series are Personal Papers. (See NARA Management Guide, 
"Personal Papers of Executive Branch Officals." 

NOTE 2: This collection may or may not capture the files physically located in the 
Office of the Administrator. 

• OPR = Office of Pnmary Responsibility 
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SCHEDULE 1 

ITEM MINIMUM 
(UFI #[ DESCRIPTION OF RECORD SERIES RETENTION 

23 LANGLEY CENTRAL CORRESPONDENCE FILES (LaRC ONLY} 

Theee record, are in microfilm format and are operated on an IBM or 
compatible 1ystem and documents/record, &re located on thi• 1y1tem via 

{1200] 
{1216] A. NACA/N.ASA Correapondence System (Dated: 1940 to December 1984) 

Then file• conaiat of general admini1trative, project, and program 
incoming and outgoing co?Te1pondence received at LaRC maintained in 
microfilm format. Record, include the uaociated "File Code Log 
Book■" (paper copy only). Thia record 1eriee aleo includee the computer 
print-out ■ conta.mmg the roll number for image on file (paper copy). 
Document is considered a finding aid. Documents were filmed by 
1ubject code vs. date therefore documentation ii intermixed. 

B. Document Locator Number Central Correepondence File (DLN File) 

Theee file1 start with the period January 1985 and con1i1t of general 
administrative, project, and program incoming and outroinr correaponder.ce 
received at LaRC maintained in microfilm format. 

1. Paper original, u received. 

2. Microfilm copie1. 

the use of a "Keyword" search program. (SEE ITEM 3.) 

(a) DLN copy. 

amed 

-rhis svs-k.rn serves tiS -fhe.. -hr'\·d,n_s 

a,c{ +t> ~ OL~ ~-\ro.l. urrcseg)\de,,,a_
f le~ . ( Ccl/t('f 1qts" --lb f re.se..,.. r.) 

• PERMANENT • 
MAINTAIN ON-SITE IN THE 
CORRESPONDENCE AND RECORDS 
MANAGEMENT SECTION (CODE 101) 
UNTIL NO LONGER NEEDED FOR 
REFERENCE USE TRANSFER TO 
NARA 20 YEARS AFTER DATE OF 
LAST DOCUMENT FILMED. 

:(.l'R:.\JiSFER J,UJU,i.RY 1, !1!005)-

1 ('WY'S f'c,.,.- ·, m t'Yla.Liu...i d1' 

MICROFILM RECORDS WITHIN 6 
MONTHS OF RECEIPT, CREATING 2 
SILVER HALIDE COPIES DESTROY 
PAPER COPIES UPON VERIFICATION 
OF MICROFILM IMAGE WITHIN l 
MONTH OF FILMING PROCESS. 

RETAIN ON-SITE IN THE 
CORRESPONDENCE AND RECORDS 
MANAGEMENT SECTION UNTIL NO 
LONGER NEEDED. OFFER TO LaRC 
HISTORY OFFICE AT THAT TIME. 
DESTROY WHEN 75 YEARS OLD OR 
WHEN NO LONGER NEEDED, 
WHICHEVER IS EARLIER 

• PERMANENT • 
TRANSFER TO NARA IN 5 YEAR 
BLOCKS WHEN 20 YEARS OLD. 

• PERMANENT • 
TRANSFER 1 COPY OF THE 
PROGRAM AND ASSOCIATED 
DOCUMENTATION, INCLUDING 1 
COPY OF THE DATABASE 
INFORMATION AND ANY 
ASSOCIATED DOCUMENTATION, 
AND USER'S MANUAL ALONG WITH 
THE FIRST TRANSFER OF 
PERMANENT MICROFILM AS 
IDENTIFIED IN ITEM 2. TRANSFER 
ANY UPDATES ib 111£ Pfhultd l 
WITH SUBSEQUENT TRANSFERS OF 
MICROFILM. 

https://J,UJU,i.RY
https://svs-k.rn
https://correaponder.ce


::SC..:Ht:UULE 1 

ITEM MINIMUM 
[r,Jfl#l DESCRIPTION OF RECORD SERIES RETENTION 

TRANSITORY OR TEMPORARY INTERNAL ADMINISTRATIVE FILES 

Admini ·ve operations !ilea o( orga.nintional offices o( a routine or DESTROY WHEN 3 MONTHS OLD 
tempor~ natu ncerning e.dmini,trative matte!'I. Papen o( 1hort-term OR WHEN NO LONGER NEEDED, 
intereat which he.ve no 
correspondence e..re below: 

WHICHEVER IS SOONER. 
[GRS 23-7 (88}) 

A. ~ue.sh for inf'orme.tion or publication, - tine request, for information, 
publication,, or other printed material, e.nd cop1 epliu whic.h r,:quire 
no administrative action, tlO 1>0licy decision, and no 1pec 
reaearch for the reply. 

B. Letters or tn.nnnitbl - Originating office copiet o( lettel"I of tn.n1mitta.l 
that do not add any information to that conte.ined in the tranamitted material, 
and receiving office copy if filed 1epa.rately from tn.namitted material. 

C. Quui-officie.l notice,. Memorand1. and other papen that do not aerve u the 
bui1 of offici1.l 11.Ction11 1uch u notices of holiday• or charity and welfare 
fund appeal,, bond cunpaign1 1 and 1imilar papen. 

1-l l 
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SCHEDULE 1 

B. All other officee/copies. DESTROY WHENS YEARS OLD. 

CCOUNTING OFFICE (GAO) EXCEPTIONS FILES/NOTICES 

GAO notices of exceptions, 1uch aa Standard Form 1100, form o STROY 1 YEAR AFTER 
and related correspondence. EXCEP RTED 

AS CLEARED BY GAO. 
[GRS 6-2 (88)] 

ITEM 
fUFl #/ DESCRIPTION OF RECORD SERIES 

ROUTINE CONTROL FILES 

ob control record,, 1tatu1 carda, routing 11ip1 1 work proceuing sheets, 
ndence control form.a, receipt11 for record, charge-out, and other similar 

26 
{1240] 

27 
{ 1311 J 
(N 1-15) 

(N 1-16) 

28 
[1311] 

(N 1-12) 

reco ed aolely to control or document the 1tatu1 of correspondence, 
reports, or er record, that are authorized for destruction. 

Record, relating to internal management a.n 

CONGRESSIONAL CORRESPONDENCE F 

A. Correspondence with Membel"II of Congreu concerning agency pob 
1tatu11 of rnaJor program.a or projects. 

B. Correspondence with Congnaamen regarding the 1tatea they represent and 
letters from their conatituenta reque.stmg information about apace or 
NASA activities. 

C. Publications requests from Congreasmen Cor copies of NASA publication.a 
which required no formal reply. 

REPORTS TO CONGRESS 

Statutory and other reports requeated by CongreH concerning NASA activit1ea. 

A. HQ: Office of Legislative A!!'ain. 
(Office of Pnmary Responsibility) 

MINIMUM 
RETENTION 

REMOVE FROM RELATED 
RECORDS AND DESTROY 
OR DELETE WHEN WORK 
IS COMPLETED OR WHEN NO 
LONGER NEEDED FOR OPERATING 
PURPOSES. 
{GRS 23-8 (88)) 

DESTROY WHEN 2 YEARS OLD. 
(GRS 13-6 (88)1 

RETIRE TO FRC WHEN 4 YEARS 
OLD. DESTROY WHEN 15 YEARS 
OLD. 

• PERMANENT • 
RETIRE TO FRC WHEN 2 YEARS 
OLD. TRANSFER TO NARA WHEN 15 
YEARS OLD. 

1-12 



ITEM 
fUFl#[ DESCRIPTION OF RECORD SERIES 

30 LEGISLATION FILES - PROPOSED - OlJ 
[1320] 

A. Documenta accumulated in the preparation and proeeaaing of legislation 
proposed by or in the interest of NASA. Includes dra.fts of legislation, 
report• to committees on introduced legislation, and comments on, 
including coordination through center legal office(s) with final 1ub
miuiona to Headquarters, on legislative proposals. Tha aeries includes 
cue files on each proposed item of legislation and filea are kept and 
maintained, and broken m tha faah1on. 

OPR: NASA Headquarters, Office of Legislative Affairs 

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

C. All other officea/copiea. 

RTS 
[1328] 
(N 1-33) Report• and copies of documents from the Department• of the Anny, Navy, 

Air Force, and Defense. 

32 UNIVERSITY AFFAIRS PROGRAM FILES - nuJ 
[1355] 

These are case files kept alphabetically by individual, by program. Case files 
will typically include, but not be !imJted to, application forms, transcripts, 
proposals, and letters of recommendations, aa appropnate for each program. 
Records in this series may mclude a.ny other associated correspondence or 
documentation related to the operation and functions of the program. 

Progn.ma include, but a.re not limited to: 

Advanced Designee Program NASA/USRA 
ASEE Summer Faculty Fellowship Program 
Graduate Program in Aeronautics 
Graduate Student Researchers Program (GSRP) 
Graduate Student Researchers Program/UMF 
Historically Black Colleges and Universities (HBCU) 
Space Technology Development and Ut11iuhon Program (STOP) 
Jomt Institute for Advancement of Flight Sciences (JIAFS) 
Langley Aerospace Research Summer Scholars Program (LARSS) 
NASA Space Engin~nng Research Center Program 
National Research Council (NRC) Resident Research Associateship Program 
National Space Grant College and Fellowship Program 
Other Minonty University Programs 

A. Office of Primary Ruponaibility: University Affairs 

B. All other offices/copies. 

C. Rosters or lut ■ of participants/individual, in respective programs. 

SCHEDULE 1 

MINIMUM 
RETENTION 

RETIRE TO FRC 5 YEARS AFTER 
PROPOSAL IS ENACTED INTO 
LAW OR IS KILLED b~S-\N~ 
T~ Y,Bf'l:!R lf8 U,\."'t:ltt WHEN 15 
YEARS OLD. 

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

DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE 
PURPOSES. 

GER 

RETAIN ON-SITE DESTROY 5 
YEARS AFTER COMPLETION OF 
RESPECTIVE PROGRAM. 

DESTROY WHEN NO LONGER 
NEEDED OR WHEN REFERENCE 
VALUE CEASES. 

DESTROY WHEN NO LONGER 
NEEDED. 

1-13 
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34 

Statistics regar 

SCHEDULE 1 
ITEM 
[UFT#I DESCRIPTION OF RECORD SERIES 

ERNATIONALCORRESPONDENCE 
[ 1360] 
(N 1·11) 

[1362] 
(N 1·10) 

IGN NATIONAL VISITORS FILES 
{1370} 
(N 19-17) 

36 
[ 1370] 
(N 19·20) 

37 
I1380] 
(tf 19·19) 

blic affairs activities of field installations for use 
in compiling semiannual re • eluding ltatiatic, regarding di11emination or 
publications and number of pubhca 1-··-,.._= 

A. HQ: Public Affairs (OPR) 

B. Inatallatiom: Office or Primary R.e.aponaibility 

C. All other offices/copiu. 

Correspondence with private individuala outside o 
information or publication,. 

INTERNATIONAL ACTIVITIES FILES 

Cue file1 on NASA international adivit;iea; inc:lude1 correspondence, report,, 
agreement., a.nd all related papen1. 

Documenh relating to the villita of foreign nahon , 1 • tions, 
aecurit;y clearances, it1nerariu, correspondence, and reporta. 

VISITOR OPINION CARDS - CY\0.f\~(. 

Fornu completed by viaitora to field installations showing their opinion o! the 
the Cadbt1e111 etc. 

COMMUNITY RELATIONS FILES - e,\,\().f\1e,. 

A. Documentation showing the development, maintenance, a.nd improvement 
of relations between NASA and the community. 

GSFC: These are meetings between local leaders in busineH/political 
areas to show/demonstrate what GSFC is doing in the local 
community, rotary clubs, Chamber of Commeru, etc. 

ces and other 1uch 
routine activ1tiea. 

MINIMUM 
RETENTION 

DESTROY 2 YEARS AFTER 
ST. 

• PERMANENT • 
TRANSFER TO NARA WHEN 
ACTIVITY CEASES. ot.. IJJ-H( IL 
30 'if AR'S' oL.h. 

DESTROY 2 YEA.RS AFTER 

DESTROY 6 MONTHS AFTER 
VISIT. 

DESTROY WHEN 5 YEA.RS 
OLD. 

DESTROY WHEN 2 YEA.RS 

DESTROY WHEN 5 YEARS OLD. 

DESTROY YEAR OLD OR 
WHEN NO LONGER N~~,..._""-
WHICHEVER IS SOONER. 

1-14 



SCHEDULE 1 

ITEM MINIMUM 
[UFl#l DESCRIPTION OF RECORD SERIES RETENTION 

39 NASA PERIODIC INFORMATION SERIES - HOUSE ORGANS - 11C:W 
{1380] 

Periodic newsletter,, bulletins, or similar types o! publications containing information 
relating to installation facilities, operations, significant project(s) and mission 
development, and any other information of interest to NASA employees. 
[SEE NOTE1) 

A. AMES RESEARCH CENTER • "Astrogram" (8 1/2 x 11) 
Issued: BI-WEEKLY (26/yr) 
QPR: Office of External Relations, Media Services / Code DXI 

1. 1958 - 1990 (Hard Copy) • PERMANENT • 
(1989 format chg - 9 x 12} TRANSFER TO THE LEGAL 
(1990 format chg - 8 1/2 x 11) CUSTODY OF NARA BY 

JANUARY l,~ tqqt,, 

2. 1991 - Continuing (8 1/2 x 11) • PER.¼ANENT * 
TRANSFER ONE ORIGINAL TO 
NARA IN ONE YEAR BLOCKS AT 
THE END OF EACH CALENDAR 
YEAR (TR.A.'l'SFER ANNUALLY). 

,B. bR~bCN it-S'iitltH C.£»Tf~ - ··~-Pre.st 
_1'."'ssu~d.. m~d-h lj 
oP ~: ofhu a+ £duncJ 1\-.f.f:a,,t, 

\. \~l,b- \'\'t4 (H-t>rol Cof'l) -"lf hrmo.-r,er.li-f' J. 
Ta,.r'\S ~ --ro 1'1\1\~A I.Afn--. a,f(Jrol/lt'f. I!\ .fur-mo.::t 
of +hit .QJ.~~ . 

"1' eu11\0vt\e,,,et"' 
Tf'O.M~W' dl\.t cn11nJ --1u 1\1'\'1..ft in "'1L
~t.Ar bloc:,ts a-'t ~ ue/.. "f ta..cJ. -
CJ>-,\ t-«N I.( u,.r 

GODDARD SPACE FLIGHT CENTER - "Goddard News" Nl-255-92-4 
ued: MONTHLY 

OP Public Affairs/Code 130 

" PER.\1A.i.'l'ENT • 
TRANSFER N'}.1EDIATELY TO THE 
LEGAL CUSTODY OF NARA. 
RECORDS IN THIS MEDIA HAYE 
BEEN INSPECTED AND CERTIFIED 
IN ACCORDANCE WITH 36 CFR, 
PART 1230. 

2. 1982 - 1990 (Hard Copy Only) " PER.\{ANE:-IT * 
TRANSFER IMMEDIATELY TO THE 
LEGAL CUSTODY OF NARA. 

3. 1991 and Continuing (Hard Copy) • PER.\!ANENT • 
SFER ONE ORIGINAL TO 

N~">."'>•H ONE YEAR BLOCKS AT 
THE END EACH CALENDAR 
YEAR (TR.A.'i ANNUALLY). 

NOTE 1: Any specific series of bulletins, magazines, or newsletters not identified within this series should 
be referred to the Installation Records Manager or the Agency Records Officer for clarification 
and disposal instructions . 

..:... 
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SCHEDULE 1 

ITEM l\UNIMUM 
{UF! #[ DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: NASA PERIODIC INFORMATION SERIES 
[1380] 

I) .• NASA HEADQUARTERS 

(a) House Organ - "HQ Bulletin" 
Issued: BI-WEEKLY (1 Issue in December) 
OPR: Administrative Services Branch / Code JOB-2 

1. July 1965 - 1985 (Microfiche) 

2. 1986 - "!l!llillill' (Hard Copy) 
lt\~4 

3. ,.._ and Contmumg (Hard Copy). 

'~'tS' 

(b) "NASA Magazine" 
Issued: Quarterly 
OPR: Office of Public Affairs 

This is a quarterly pubhc::it1on which mcludes stones or 
mformat1on on activities and programs w1thm the Agency or 
or external organizations affectmg NASA, including feature 
stones and a cover story. 

(c) "NASA Heads Up" / "Human Resources Bulletin" 
or similar type news bulletins published in-house. 

f • JET PROPULSION LABORATORY - "Universe" Format 11" x 17" 
Issued: BI-WEEKLY 
OPR: Public Affairs Office 

1. 1959 - 1976 (Hard Copy) "Lab-Oratory" Format 8 1/2" x 11" 

January 1959 - November/December 1976 (mcomplete). 
1959 - Vol 8, No. 6 through 1975 No. 5 
1976 - No 1 through No 6 

2. 1970 - 1989 (Hard Copy) "Universe" 

August 1970 - 1989 {incomplete) 
1970 - Vol. 1, No. 1 through No 10; 
1971 - Vol. 1, No. 12 through 1981 - Vol. 11, No. 22; 
1981 - Vol. 11, No. 25 through 1982 - Vol. 12, No. 20, 
1982 - Vol. 12, No. 22, 
1982 - Vol. 12, No. 24 through Vol 13, No. 1, 
1983 - Vol. 14, No. 11, 
1986 - Vol. 16, No. 11; 
1988 - Vol. 19, No 9; 
1989 - Vol. 19, No. 22 

1990 and Contmumg (Hard Copy) 

- HOUSE ORGANS 

* PERMANENT * 
TRANSFER TO NARA BY 
JANUARY 1, 1996. 

* PERMANENT * 
TRANSFER TO NARA BY 
JANUARY 1, 1996. 

* PERMANENT * 
TRANSFER ONE ORIGINAL TO NARA 
IN ONE YEAR BLOCKS AT THE END 
OF EACH CALENDAR YEAR 
(TRANSFER ANNUALLY). 

" PERMANENT * 
TRANSFER ONE ORIGINAL TO NARA 
IN ONE YEAR BLOCKS AT THE END 
OF EACH CALENDAR YEAR. 

DESTROY WHEN NO LONGER 
NEEDED OR WHEN 3 YEARS OLD, 
WHICHEVER IS SOONER. 

• PER.\1:AN'ENT * 

TRANSFER q'Q :WARA 'BY U/d/,/ 
JAUUARY 1, 1995 fl/¥~0//HL c,f' 
Tf/5 ~cllt.WU, 

* PERMANENT * 

TRANSFER TO NARA IN 
ONE YEAR INCREMENTS 
STARTING JANUARY 1, 1995 

* PER.¼ANENT * 
TRANSFER ONE ORIGINAL TO NARA 
IN ONE YEAR BLOCKS AT THE END 
OF EACH FISCAL YEAR (TRANSFER 
ANNUALLY). 

1- I 6 

3 



39 

ITEM 
IUFI#[ DESCRIPTION OF RECORD SERIES 

CONTINUED: NASA PERIODIC INFORMATION SERIES 
{1380] 

F: 1L JOHNSON SP ACE CENTER - "Space News Roundup" 
Issued: WEEKLY 
OPR: PAO, Media Services Branch/Code AP 

1. 1961 - 1990 (Hard Copy) 

Space News Roundup was issued in the size and frequency as 
follows: 

1961 - Irregular; columnar format 11 x 16 1/2 
1962 - Bi-weekly 
1988 - Weekly 

2. 1991 and Continuing (Hard Copy) 

6-, a, KENNEDY SPACE CENTER - "Spaceport News" Format 9 1/2 x 12 1/2 
Issued. Bl-WEEKLY (26 issues/year) 
OPR: Office of Public Affairs / Code P A-PIB 

1. 1965 -ru1(Hard Copy) 
Spaceport News was published a·regularly the first two years; 
publication was as follows 

1965 ( 2 Issues, starting 6/23/66); 
1966 (39 issues) Printed as follows· 

#1-#16 (dated 4/21/66); Issue #'s 17, 18, & 19 Skipped; 
#20 (dated 4/28/66) - 23; #'s 24, 25, & 26 were printed 
twice on the dates indicated· 

First 24 dated· 5/26/66 - Second 24 dated· 6/16/66 
First 25 dated 6/02/66 - Second 25 dated· 6/23/66 
First 26 dated 6/09/66 - Second 26 dated: 6/30/66 

#27-39 
1967 (26 Issues) [Issue #25 Skipped· 1-24, 26, & 27] 
1970 (27 Issues) 
1973-74 (25 Issues) 
1979 (28 Issues) 
1980 (27 Issues) 
1981 (25 Issues) 
1986 (25 Issues) 
1989 (25 Issues) 

2. 1990 and Contmumg (Hard Copy) 

SCHEDULE 1 

MINIMUM 
RETENTION 

- HOUSE ORGANS 

• PERMANENT • 

TRANSFER TO THE LEGAL 
CUSTODY OF NARA"'8¥- ufdN 
~<!OAR! I, t~B5. t1fl'OavtH- • 

• PERMANENT • 
TRANSFER ONE ORIGINAL TO 
NARA IN ONE YEAR BLOCKS AT 
THE END OF EACH CALENDAR 
YEAR (TRANSFER ANNUALLY). 

* PERMANENT * 
TRANSFER IMMEDIATELY TO THE 
LEGAL CUSTODY OF NARA. 

* PERMANENT * 
TRANSFER ONE ORIGINAL TO 
NARA IN ONE YEAR BLOCKS AT 
THE END OF EACH CALENDAR 
YEAR (TRANSFER ANNUALLY). 

1-17 



39 

SCHEDULE 1 

ITEM MINIMUM 
IUF/ •l DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: NASA PERIODIC INFORMATION SERIES - HOUSE ORGANS 
{1380] 

ouse Organ - "Researcher NeWI" (llxl7 format) 
: BI-WEEKLY (25 iauee/year) 

OPR: LaRC Public A!IaJ.n/Code 116 

1. 11/SO/ - 11/24/44 •LMAL Bulletin• (8 1/2 x 11 rormat) 
(Langley oriaJ Aeronautical Laboratory) (Ha.rd Copy) 

2. 

!. 9/28/62 • 1/3/81 

,. 
6. 1991 and Coniinuinc (Hard Copy) 

(b) Informational Newsletter - "LaRC Thia Week" 

Thia eeriea consists of a newsletter which provides information to 
Center personnel on notifications of meetings (internal and external), 
on-aite ad1vities, and operational information for the center. 

• PERMANENT • 
TRANSFER IMMEDIATELY TO THE 
LEGAL CUSTODY OF NARA. 

SEE ABOVE DISPOSITION FOR 1. 

.. .• . ..• 

• PERMANENT • 
TRANSFER ONE ORIGINAL TO NARA 
IN ONE YEAR BLOCKS AT THE END 
OF EACH CALENDAR YEAR 
(TRANSFER ANNUALLY). 

DESTR WHEN NO LONGER 
NEEDED O WHEN 3 YEARS OLD, 
WHICHEVER OONER. 

1-18 



SCHEDULE 1 

ITEM MINIMUM 
IUFl#l DESCRIPTION OF RECORD SERIES RETENTION 

39 CONTINUED: NASA PERIODIC INFORMATION SERIES - HOUSE ORGANS 
[ 1380] 

T, K. LEWIS RESEARCH CENTER - •Lewis News• 
Iaaued: BI-WEEKLY 
OPR: PAO/Code 

1. 1942 - 1958 •Wing Tips• (Started aa a Weekly Publication) • PERMANENT • 
TRANSFER TO NARA BY NO LATER 
THAN DECEMBER 31, 1995 

10/27/42 - 10/15/43 Vol 1, No. 1 - No. 49 (8 x 10 1/2 format} (TRANSFER HARD COPY, OR IF 
UNAVAILABLE MICROFILM ) 

10/25/43 - 12/04/43 Vol. 2, No. 1 - No. 4 
o No. 5 - NOT PUBLISHED 

12/24/43 - 10/28/44 No. 6 - No. 39 (5 I /4 x 8 format} 
o 2 extra i11ues w/out numben/datea published 

May 1944 and September 1944: 
{5/13 =No. 19; 5/20 =No. ¼& 

0 

20; 5/27 =No. 21} 
{7/08 =No. 26; 7/15 = No. 27; 7/22 =No. 28; 7/29 =ta 29} 
{8/05 =No. i9 30; 8/19 =No. SO; 8/26 =No. 31} 
{9/02 =No. ae 32; 9/16 =No. 33} 

11/04/44 - 12/16/44 Vol. 3, No. 1 - No. 4 SEE NOTE1 
01/05/45 - 10/19/45 No 5 - No. 24 (8 x 10 1/2 format) 

11/02/45 - 10/18/46 Vol. 4, No. 1 - No. 26 

11/01/46 - 10/24/47 Vol. 6, No 1 - No. 26 
{7/25 =No. 20; 8/8 =i&-21, 8/22 =No 2:Z} 

11/07/4.7 - 11/12/48 Vol. 6, No. 1 - No. 26 

11/26/48 - 12/23/49 Vol. 7, No 1 - No. 26 
{5/13 =No. 12, 5/27 =No 13, 6/10 =No ¼tl 14; 6/24 - No. 15} 
{9/30 =No 21; 10/14 =No 22; 11/2 =No. P.-23, 11/29 =No. 24} 

01/13/50 - 02/09/51 Vol. 8, No 1 - No. 26 

02/23/51 - 06/15/51 Vol. g, No 1 - No. 9 
07/27/51 - 08/31/51 No 10 - No. 11 (8 1/2 x 11 format) 
09/28/51 No. 12 (8 x 10 1 /2 format) 
10/12/51 - 04/11/52 No. 13 - No 26 (8 1 /2 x 11 format) 

04/25/52 - 03/06/53 Vol. 10, No. 1 - No. 20 
03/20/53 No. 21 (7 x 9 format} 
04/03/53 - 05/29/53 No. 22 - No. 26 (8 1/2 x 11 format} 

{5/1 =No 24 - 2 Sheets: 10 1/2 x 8 format} 

06/12/53 - 06/26/53 Vol. 11, No. 1 - No. 2 
07/10/53 No. 3 {7 x 10 format) 
07/24/53 No. 4 {6 3/4 x 10 format) 
08/07/53 No. 5 (6 3/4 x 10 1/2 format) 
08/21/53 - 09/04/53 No. 6 - No. 7 {6 3/4 x 10 format} 

01/08/54 - 01/21/55 Vol. 12, No. 1 - No. 27 (8 x 10 1/2 format) 
o Note there were 2 Isaue Nos. 26: 

1/7/55 =No. 26, 1/21/55 =No. 96-27 

02/04/55 - 09/30/55 Vol. 13, No. l - No. 18 

10/14/55 - 12/23/55 Vol. 14., No. 19 - No. 24 SEE NOTE:z 

NOTE1: Publication became irregular after Vo/.3, Issue No. 4. In addition, the word "weekly" was 
removed from Lhe Litle line. 

NOTE2: There were no issues numbered 1 through 18 for Volume 14. 

1-19 



39 

SCHEDULE 1 
ITEM MINIMUM 
/UFJ #I DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: NASA PERIODIC INFORMATION SERIES - HOUSE ORGANS 
[1380] 

:$... CONTINUED· LEWIS RESEARCH CENTER 

1. •wing Tips• (CONTINUED) 

01/06/56 - 12/21/56 Vol 15, No. 1 - No. 26 

01/02/57 - 12/23/57 VoL 16, No. 1 - No. 26 
• Vol. 16 = No. 1 • No. 18: 08/28/57 
• Vol. 15 =No. 19 - No. 26: 09/11/57 - 12/23/57 

{Above i1111ue, printed u Vol. 15 {XV) and 
con-ected by pen to 1how as Vol. 16 (XVI)} 

01/15/58 - 09/12/58 Vol 16, No. l - No. 18 SEE NOTE1 

:z. 1958 - 1962 ·.Qrlill." •PERMANENT• 
TRANSFER TO NARA BY NO 

09/30/58 - 12/05/58 Vol 16, No. 1 - No. 6 (8 z 10 1{% format) LATER THAN DECEMBER 31, 1985. 
D Set includu 6 pg Chrietmu inue, No volume/tasue/da.te (TRANSFER HARD COPY, OR IF 

SEENOTE2 UNA V AILABLE)MICROFILM ) 

01/09/59 - 03/13/59 Vol. 17, No. 1 - No 6 
• wue No. 5 (2/27/59) pnnted u Vol. 16 (XVI);

•r added to make 17 (XVII) 
03/27/59 No. 7 (7 !/4 x 10 l/2 format} 
04./U/59 - 12/18/59 No. 8 - No. 26 {8 x 10 1/2 format) 

01/08/60 - 05/20/60 Vol. 18, No. l - No. 10 
06/15/60 - 07/08/60 No. 11 - No 13 

• Above issue, printed u Vol. 17 {XVll); 
"ZW added io make 18 (XVIII). 

07/22/60 No. 14 
08/12/60 No. U a 

• 2 iuuea printed with 1ame number; "a." hand-written on 
MCond issue. 

08/:6/60 - 12/02/60 No. 15 - No. 20 
• Set includes 6 pg Chrietma.s 1B1ue. No volume/issue/date 

01/27/Gl - 05/05/61 Vol. 19, No. 1 - No. 9 (8 x IO 1/'Z format} 
• Note on Juue No. 9 says No 10 ia miasing; Issue 10 ui 

included. 
05/12/61 No. 10 
05/19/61 - 06/02/61 No. 11 - No. 13 
06/09/61 No. 13 a 

• 2 i.uuea printed with same number, "a" band-written on 
aecond issue. 

06/16/61 - 12/08/61 No. 14 - No. 35 

01/12/G'J. - Ol/12/G2 Vol. 20, No. 1 

SDNDTE;s 

This is not a duplication of Vol. Number 16 (XVI) it is a repeat usage of the volume number. 

This is a CONTINUATION of Volume 16, "Wing Tips" - this break reflects a name change only 
NOT a new volume. 

NOTEf Nothing was published between January 12, 1962, through February 28. 1964. 

1-20 
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39 

SCHEDULE 1 

ITEM MINIMUM 
{Ufl#T pESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: NASA PERIODIC INFORMATION SERIES - HOUSE ORGANS 
[1380]

::i::. ... CONTINUED· LEWIS RESEARCH CENTER 

3. 1964 - 1990 •Lewis News" • PERMANENT • 
TRANSFER TO NARA NO LATER 
THAN DECEMBER 31, 1995 

02/28/64. - 12/24./64 Vol. 1, No. l - No. 23 (9 1/2 x 12 1/4. format) 

01/08/65 - 12/24./65 Vol. 2, No. 1 - No. 26 

01/07/66 - 01/%1/66 Vol. 3, No. 1 - No. 2 
01/23/66 25th Anniversary Iuue 
02/04./66 • 09/30/66 No. 3 - No. 20 
10/1%/66 - 10/28/66 No. 21 - No 22 (9 1/2 x 1'% 1/8 format} 
11/10/66 • 12/23/66 No. 23 - No. 26 (9 1/2 x 12 l/4 format) 

01/06/67 - 09/29/67 Vol. 4, No. 1 - No. 20 
(10/06/67 Combined Federal Campa.ign Iaaue) 

10/13/67 - 12/22/67 No. 20 - No. 26 
• 2 1asues printed with 1a.me number: No. 20; 

aec:ond 111sue •21• 11 hand-written. 

01/05/68 - 08/16/68 Vol S, No. 1 - No. 17 
08/30/68 No.~ 18 (over-written} 
09/13/68 - 09/27/68 No. 19 - No. 20 

{09/30/68 Combined Federal Campaign wue] 
10/11/68 - 12/20/68 No. 21 - No. 26 

01/03/69 - 07/03/69 Vol. 6, No 1 - No. 14 

(10/03/69 Combined Federal Campaign h1ue] 

Special laaue. •1959 Enten History• {9 x 1% format) 

07/18/69 No.~ 15 (11 x 17 format) 
111 Lnue pnnted No. 18, Changed to No. 15 

08/01/69 - 09/26/69 No. 16 - No. 20 

10/10/69 - 11/07/69 No. 21 - No. 23 

• Repnnted 7 pg art1c:le f'rom The Cleveland er (Aug. 69} 

01/02/70 - 09/25/10 Vol. 1, No 1 - No. 20 
{10/03/70 Combined Federal Campaign Iuue] 

10/09/70 - 12/18/70 No 21 - No. 26 

12/31/70 - 06/04/71 Vol. 8, No. l - No. 12 
(10/08/71 Combined Federal Campaign hsue] 

• 07/16/71 - Special Anmvenary Iaaue •30 Yean• 
06/018/71 - 07/16/71 No 13 - No. 15 

07/30/71 - 12/17/71 No 16 - No. 26 
o 12/17/71 - Spec:ial Bendite Iasue 

12/31/71 - 09/22/72 Vol. 9, No. 1 - No. 20 
[09/22/72 Combined Federal Campa.ign Iuue] 

10/06/72 - 12/29/72 No. 21 - No. 27 
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39 

SCHEDULE 1 

ITEM MINIMUM 
[UFT #( DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: NASA PERIODIC INFORMATION SERIES - HOUSE ORGANS 
f 1380] 

:r;... CONTINUED· LEWIS RESEARCH CENTER 

:S. 1964 - 1990 •Lewis News• 

01/12/73 - 09/21/73 Vol. 10, No. 1 - No. 19 
(09/21/73 Combined Federal Campaign !Blue] 

10/01/73 - 11/11/74. No. 20 - No. 28 SEE NOTE1 
o Between iaaues No. 26 & 27 - ■ pedal booklet entitled 

•Technology in the Service of Man• - LeRC 1973; auo 
blue poater on •Exploring Space for All Mankind.• 

01/25/74. - 0-9/:0/74. Vol 11, No. 1 - No. 18 
(09/20/74. Combined Federal Campaign !Blue] 

10/04/74. - 12/27/74. No. 19 - No. 25 

01/10/75 - 09/19/75 Vol. 12, No. 1 - No. 19 
(09/19/75 Combined Federal Campaign wue] 

10/03/75 - 12/24./75 No. 20 - No. 25 

01/09/76 - 05/28/76 Vol 13, No. l - No. 11 
06/11/76 No. 12 SEE NOTE2 
06/25/76 - 10/01/76 No 13 - No. 20 

(10/01/76 Combined Federal Campaign lasue] 
10/15/76 - 12/23/76 No. 21 - No. 26 

01/07/77 - 09/30/77 Vol. 14, No. 1 - No. 20 SEE NOTE:s 
a 9/30/77 Combined Federal Campaign Issue, and 

Fire Safety News, Safety Office to Lewis News 
10/14/77 - 12/23/77 No. 21 - No. 26 

01/06/78 - 09/%9/78 Vol. 15, No. 1 - No. 20 
a 9/29/78 Combined Federal Campaign Iaaue 

10/13/78 - 12/22/78 No. 21 - No.26 

01/05/79 - 09/14/79 Vol. 16, No. 1 - No. 19 
a 9/14/79 Combined Federal Campaign wue 

09/28/79 - 12/21/79 No. 20 - No. 25 

01/04/80 - 10/24/80 Vol. 17, No. 1 - No. 23 
a 10/24./80 Combmed Federal Campaign wue 

11/07/80 
11/21/80 -

01/02/81 -

01/15/82 -
02/26/82 
03/12/82 -

01/14./83 -

12/19/80 

12/31/81 Vol. 18, 

02/12/82 Vol. 19, 

01/03/83 

01/28/83 Vol. 20, 
02/0.C/83 Special Edition 
02/11/83 - 12/30/83 

01/13/84. - 12/28/84 Vol. 21, 

01/11/85 - 06/28/85 Vol. 2:Z, 
07/26/85 - 12/27/85 

No. i& 24. (over-wntten) 
No. 25 - No. 27 

No. 1 - No. 27 

No. 1 - No. 3 
No. & .C (over-written) 
No. Ii - No. 26 

No. 1 - No. :Z 

No. 3 - No. 26 

No. 1 - No. 26 

No. 1 - No. 13 
No. 14. - No. %5 (111/4. x 17 1/:Z format) 

• PERMANENT • 
TRANSFER TO NARA NO LATER 
THAN DECEMBER 31, 1995. 

These documents were inserted into the middle of the Issues and is included as a part of the 
Series. 

This is a Special Bicentennial Issue Vol. 1, No. 1, Published ever 200 years. 

Issue No. 20 has both of the above publications printed directly in the middle of the issue; these 
were printed as supplements and were inserted into the issue. 
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39 

SCHEDULE 1 

ITEM MINIMUM 
fUFI#/ DESCRIPTION OF RECORD SERIES RETENTION 

• 

CONTINUED: NASA PERIODIC INFORMATION SERIES -
f 1380}

:;C. It CONTINUED: LEWIS RESEARCH CENTER 

01/10/86 - 12/26/86 Vol is, No. 1 - No. 25 

01/09/81 - 12/24/87 Vol U, No. 1 - No. 26 

01/08/88 - Of>/24/88 Vol. 25, No. 1 - No. 1! 
07/22/88 Vol. ff 25 No. i 14 (over-written) 

SEE NOTE1
08/05/88 - 12/23/88 No. 1S - No. 25 

01/0fJ/89 - 04/14/89 Vol 26, No. l - No. 8 . 
11 No. 9 - MISSING 

05/18/89 - 12/22/89 No. 10 - No. 25 

01/05/90 - 12/21/90 Vol 27, No. 1 - No. 24 

HOUSE ORGANS 

• PERMANENT • 
TRANSFER TO NAB.A NO LATER 
THAN DECEMBER Sl, 1995. 

4. 1991 and Continuing ~Lewil News• (Hard Copy) • PERMANENT • 
TRANSFER ONE ORIGINAL TO 
NARA IN ONE YEAR BLOCKS AT 
THE END OF EACH CALENDAR 
YEAR (TRANSFER ANNUALLY). 

NOTE1: Issue was printed as Vol. 26, No. J; and corrected to reflect Vol. 25, No. 14. 
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SCHEDULE 1 
ITEM MINIMUM 
lUFT #l DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: NASA PERIODIC INFORMATION SERIES 
[1380] 

J: '& MARSHALL SPACE FLIGHT CENTER • "Manball Star" 
llaued: WEEKLY 
OPR: Public AJ.'taJ.ra/Code CA0l 

1992 a.nd Continuing (Ha.rd Copy) 
(Ma.rahall Siar ia published on a Fiacal year). 

K,. STENNTS SPACE CENTER - "Lagniappe" 
haued: MONTHLY 
OPR: Public Maira/Code 

l. 1977 - 1990 (Hard Copy) 
(Vol. 1, luue 1) 

.2. 1991 and Continuing (Hard Copy) 

- HOUSE ORGANS 

• PERMANENT • 
TRANSFER ONE ORJGINAL TO NARA 
IN ONE YEAR BLOCKS AT THE END 
OF EACH FISCAL YEAR (TRANSFER 
ANNUALLY). 

• PERMANENT • 
TRANSFER IMMEDIATELY TO THE 
LEGAL CUSTODY OF NARA -
SOUTHEAST REGION, EAST POINT, 
GEORGIA. 

• PERMANENT • 
TRANSFER ONE ORJGINAL TO NARA, 
SOUTHEAST REGION, IN ONE YEAR 
BLOCKS AT THE END OF EACH 
CALENDAR YEAR (TRANSFER 
ANNUALLY). 

40 BIOGRAPHICAL RECORDS FOR PUBLIC AFFAIRS - NASA 10 BRPA - (Uv) 
[ 1380] 
PASR Current biographical information about principal and prominent management RECORDS ARE MAINTAINED AS 

and 1ta.f!' officials, program and project managers, 1cientiats, engineen, LONG AS THERE IS POTENTIAL 
apeakens, other telected employees, involved m new1worthy activ1ties, and PUBLIC INTEREST IN THEM AND 
other pan1cipant11 in agency program1 1 with a recent photograph when ARE DISPOSED OF WHEN NO 
available. Data itema are those generally required by NASA or the news LONGER. REQUIRED. 
media in preparing news or feature atoriu about the individual and/or 
the individual's activity with NASA. 

41 AUDIENCE REPORT FORMS DES I !tO'l' '\\'HEH I ¥E • as OJ D 
I13801 
(N 19-11) 
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SCHEDULE 1 

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

PRIVACY ACT REQUEST FILES 

Fila c:reaied in raponae to reque1t1 Crom individuals io gain acceu to their 
orcil or to any information in the records perla.ining to them, u provided tor 
er 6 U.S.C. 6S2a(d)(l). Files contain original request, copy of reply thereto, 

I related supporting documents, which may include the official file copy of 
uested or a copy ihereo(. 

A. Correa dena and 1upporting documents (EXCLUDING the official file copy 
o( the rec requested if filed herein). 

1. DESTROY% YEARS AFTER DATE 
OF REPLY. 
[GRS 14-21a(l) (88)] 

::Z. Responding to requu for non--exiltent recorcil; to requesters who 
provide inadequate due tiona; and to tboae who fad to pay 
agency reproduction fees. 

(a) Requeeta NOT appealed. DESTROY 2 YEARS AFTER DATE 
OF REPLY. 
[GRS 14-21a(2)(a) (88)] 

(b) Requeeta appealed. DESTROY AS AUTHORIZED UNDER 
ITEM 43. 
(GRS U-21a(2)(b) (88)) 

!. Denying aeeea, to all or pa.rt o( the record. requel!ted. 

(a) Request, NOT appealed. DESTROY 5 YEARS AFTER DATE 
OF REPLY. 
[GRS a-:na(3)(a) (88}] 

(b) Requests appealed. STROY AS AUTHORIZED UNDER 

B. Official file copy o! requuted reeord.11. 

IT 43. 
[GRS -21-a(S)(b) (88}] 

IN ACCORDANCE WITH 
APPROVED ENCY DISPOSITION 
INSTRUCTION OR THE RELATED 
RECORDS, OR W THE RELATED 
PRIVACY ACT REQ ST, 
WHICHEVER IS LATE 
[GRS 14-2l{b) (88)) 
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SCHEDULE 1 

ITEM MINIMUM 
/UFI #[ DESCRIPTION OF RECORD SERIES RETENTION 

PRIVACY ACT AMENDMENT CASE FILES 

Files relating to an individual'• requeat to amend a record pertaining to that 
individual u provided (or under 5 U.S C. 552a{d)(2); to the individual'• 

quat (or a review of an agency'• refu1al of the individual'• request to amend 
ord u provided for under 552a(d)(l3); and to any civil action brought by the 

4 YEARS AFTER FINAL 
DETERMINATION BY THE AGENCY, 
OR l3 YEARS AFTER FINAL 
ADJUDICATION BY COURTS, 
WHICHEVER IS LATER. 
(GRS U-22b (88)] 

C. Appealed requests to amend DISPOSE OF IN ACCORDANCE 
WITH THE APPROVED DISPOSITION 
INSTRUCTIONS FOR RELATED 
SUBJECT INDIVIDUAL'S RECORD OR 
3 YEARS AFTER FINAL 
ADJUDICATION BY COURTS, 
WHICHEVER JS LATER. 
[GRS U-22c (88)] 

44 
{1382] 

Includes all files created in responding to appeals un 
Act for refusal by any agency to amend a record. 

PRIVACY ACT ACCOUNTING OF DISCLOSURE FILES 

ind1 ·dual against the ref111ing agency a, provided for Wlder 5 U.S.C. 552a(g). 

A. Req ta to amend agreed to by agency. 
Includ individual'• requeats to amend and/or review ref111al to amend, 
copies o ency'• repliea thereto, and related materiaia. 

B. Requeah to amend refua by agency. 
Includes individual'• reque to amend and to review refusal to amend, 
copiea of agency's replies ther o, statement of di.sagreement, agency 
jwt1ficatlon for refuaal to amen a record, and re.lated material,. 

Files maintained under the provia1on1 of S U.S C. 652a{c) for an accurate 
accounting of the date, nature, and purpose of ea.ch diaclosure of a record 
to any penon or to another agency, including form.11 for 1h0Yiing the 
subject individual's name, reque1tor111 name and addren, purpo11e and date 
of diaelo11ure1 and proof of 1ubject individual', con1ent when applicable. 

DISPOSE OF IN ACCORDANCE 
WITH THE APPROVED DISPOSITION 
INSTRUCTIONS FOR THE RELATED 
SUBJECT INDIVIDUAL'S RECORD OR 
4 YEARS AFTER AGENCY'S 
AGREEMENT TO AMEND, 
WHICHEVER IS LATER. 
(GRS 14-22a (88)) 

DISPOSE OF IN ACCORDANCE 
WITH THE APPROVED DISPOSITION 
INSTRUCTIONS FOR THE RELATED 
SUBJECT INDIVIDUAL'S RECORD, OR 

DI OSE OF IN ACCORDANCE 
WIT HE APPROVED DISPOSITION 
INSTR TlONS FOR THE RELATED 
SUBJEC DIVIDUAL'S RECORDS 
OR 5 YEAR AFTER THE 
DISCLOSURE OR WHICH THE 
ACCOUNTABIL Y WAS MADE, 
WHICHEVER IS I,; TER. 
(GRS u-2s (8a)J 
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SCHEDULE 1 

ITEM MINIMUM 
lUFl#l DESCRIPTION OF RECORD SERIES RETENTION 

Files m ·ned for control purpoaea in re1ponding to requests, including 
regiatera and 11 • rec:orda U.ting date, nature of request, and name and 
addreu of the reques 

A. Regiliers or U.tings. 

B. All other office/copiea. 

DESTROY Fi YEARS AFTER DATE 
OF LAST ENTRY. 
[GRS 14-::.t(a) (SS)j 

DESTROY Fi YEARS AFTER FINAL 
ACTlON BY THE AGENCY OR FlNAL 

JUDICATION BY COURTS, 

46 PRIVACY ACT REPORTS FILES 
{1382] 

Recurring reports and one-time information requirement relating to agency 
implementation, inc:ludmg annual reports to the Congreaa of the United 
States, the Office of Management and Budget, and the Report on New Syateffl.11. 

A. NASA Annual reports to Congreu maintained at agency level office 
at Headquarteni. 

8, aYl e•he1 rcpozia;<ccpiu. 

PRIVACY ACT GENERAL ADMINISTRATIVE FILES 

Recor ating to the general agency implementation of the Privacy Act 
Act, includin 
recorda. 

48 
f 1382] 

PRESS SERVICE FILES 

Prue eervice teletype newa and •imilar materiala. 

W VER IS LATER. 
[GRS 14-2 88)) 

• PER..\.!A."JENT • 
RETIRE TO FRC WHEN 5 YEARS 
OLD. TRANSFER TO NARA~ 

.::&ELA'!PEB RBCO:f!:S:S WHEN 15 
YEARS OLD 
[GRS RESND 88 [14-29]) 

DES'l'ROY V:U::!i ! YEAAS OLE. 
[GRS 14-:?5 (88)) 

DESTROY WHEN 2 YEARS OLD 
OR SOONER IF NO LONGER 
NEEDED FOR ADMINISTRATIVE 
USE. 
[GRS U-26 (88)j 

DESTROY WHEN ! MONTHS OLD. 
(GR.S 14-3 (88)] 
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FREEDOM OF INFORMATION ACT (FOIA) REQUESTS FILES 

SCHEDULE 1 

ITEM MINIMUM 
(UFT #l DESCRIPTION OF RECORD SERIES RETENTION 

implementation oft.he Freedom o! Information Act, inc.Juding annual reports to the 

FOR. ADMINISTRATIVE USE. 

C. All other c:opiea/report1. ROY WHEN 2 YEARS OLD OR 
' ONGER NEEDED 

FOR ADMINISTRATn7!:-Sio.1.,___ 

Fila created in retponM to requuta !or in!ormation under the Freedom or 
ormation Act consisting or the original requut, a copy or the Nply 

to, and all related 1upporting filu wluch may include official file 
Crequated record or copy thereof. 

A. Co ndenee and 1upporting doeumenb (EXCLUDING the official file 
copy oC copy o( the records requuted iC filed herein). 

1. 

2. Responding to requ I for non-existent records; to requutora 
who provide ina.dequat ucriptiona, and to thoae who fa.ii to 
pay agency reproduction 

(b) Requests appealed. 

3. Denying a.c:cua to all or part o( the recorda requuted. 

(a) Requests NOT appealed. 

(b) Requuta appealed. 

B. Official File copy of requuted records. 

50 
[1382] 

FOIA REPORTS 

Recurring report, and one-time information requirement• relating to the agency 

Congreaa . 

.A. NA.SA Annual Report, to Congress maintained at the agency level. 
~ord Copiu: HQ ONLY 

n report, and ... Information Ac:t, EXCLUDING annual 
report ■ to 

• PERMANENT • 
RETIRE TO FRC WHEN S YEARS 
OLD. TRANSFER TO NARA 'ift!\!R:. 
:w, zlfBE f.:WCHlill RU!N-15 YEARS 
OLD. 
(GRS 88 RESND [U-191) 

DESTROY WHEN 2 YEARS OLD OR 
SOONER IF NO LONGER NEEDED 

DESTROY %YEARS AFTER DATE OF 
REPLY. 
[GRS 1'-lla(l) (88)] 

DESTROY% YE.A.RS AFTER DATE OF 
REPLY. 
(GRS 14-lla(2)(a) (88)) 

DESTROY 6 YEARS AFTER FINAL 
DETER.\iINATION BY AGENCY ORS 
YEARS AFTER FINAL 
ADJUDICATION BY THE COURTS, 
WHICHEVER IS LATER 
[GRS H-lla(2}(b) (88)] 

DESTROY 6 YEARS AFTER DATE OF 
REPLY. 

1'-lla(3)(a) (as)) 

DES Y 6 YEARS AFTER FINAL 
DETER.~ !'iATlON BY AGENCY ORS 
YEARS A R FINAL 
ADJUDICAT BY THE COURTS, 
WHICHEVER I ATER. 
(GRS H-lla(3)(b) )] 

DISPOSE OF IN ACCO ANCE WITH 
PROPER SCHEDULE ITE OR WITH 
THE RELATED FOIA REQU T, 
WHICHEVER IS LATER. 
[GRS U-llb (88)] 
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52 

SCHEDULE 1 

ITEM MINIMUM 
(UFI# l DESCRIPTION OF RECORD SERIES RETENTION 

YEARS AFTER FINAL 
ADJUDICATION BY THE COURTS, 
WHICHEVER IS LATER. 
[GRS H-12(a) (88)} 

B. Official file copy of record. under appeal. DISPOSE OF IN ACCORDANCE WITH 
SCHEDULE ITEM OR WITH THE 
RELATED FOIA REQUEST, 
WHICHEVER IS LATER. 
[GRS H-12(b) (88)] 

53 FOIA CONTROL FILES 
[ 1382] 

Flies maintained for control purpoaes tn responding to requests, including 
regiatera and 11milar record, hatmg date, nature, and purpose of request 
and name and addrua of requutor. 

FOIA ADMINISTRATIVE FILES 

Record.a relating to the general agency implementation o! the FOIA, including 
otices, memoranda, routine correspondence, and related record.a. 

[ 1382] 
Files created in res nding to adminutrative appeala under the FOIA for 
releaae of in(ormation emed by the agency, conaisting of the appellant'• 
letter, a copy of the rep thereto, and related 1upporting document,, which 
may include the official file opy o! records under appeal or copy thereof . 

.A. Correspondence and 1uppo • g document. (EXCLUDING the file copy of 
the records under appeal if fil herein). 

.A. Regi1ter11 or liatmgs. 

B. .AIi other filu/copies. 

DESTROY WHEN 2 YEARS OLD OR 
SOONER IF NO LONGER NEEDED 
FOR ADMINISTRATIVE USE. 
[GRS H-15 (88)] 

DESTROY 6 YEARS AFTER FINAL 
DETERMINATION BY AGENCY OR 3 

DES OY 6 YEARS AFTER DATE 
OF LAS ENTRY. 
[GRS H-1 {88)] 

DESTROY 6 Y 
ACTION BY THE ENCY OR 
AFTER FINAL ADJU ICATION BY 
THE COURTS WHICH R IS 
LATER. 
[GRS U-13b (88)] 
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Requests 

SCHEDULE 1 

ITEM MINIMUM 
{UFT #l DESCRIPTION OF RECORD SERIES RETENTION 

54 NEW RELEASES - ~0.1\;e. 
[1382] 
(N 19•1) One copy 0£ each prepared 1taiement or announcement iuued for diatribution to 

the news media. Published or proceued documents, such aa •Pre.a, Kita,• •Fact 
Sheet,: •current News," and all other materials med mainly for news media. 

News releUt!:11 that announce evenb 1uch u adoption of new programs, terminations 
0£ old programs, major 1h1ft11 in policy, and changea in aenior agency peraonnel 
and may be a textual record 1uch u a formal preu releaae or non-to:tual, 1uch u 

56 
[1382] 
(N 19·5) Routine requests for exhibit1, 1pea.ken, toun, and penonal appearances DEST HEN S YEARS OLD, OR 

by NASA officials and astronauts. WHEN NO LO EEDED FOR 
REFERENCE WHICHE 

and other informational literature. 

INFORMATION SERVICE REPORTS 

[GRS 14-1 (88}] 

.,,.,..._..,,JRST. 

fi.lma, video, or aound reeordinp (typically cleared through HQ). 

A. Office of Primary Retpon11ib1hty 
HQ: Office of Public: Affairs 

(Will maintain ONE record copy of each document) 

B. STENNlS SP ACE CENTER ONLY 

The following items a, onginally produced and distributed by SSC 
both on-111te and locally by the Office of Public: Affairs: 

New, Releaae - Fad Sheets - Brochures 

C. All other inltalbtion,, officea, or copies. 

INFORMATION REQUEST FILES 

• ormation and cop1e.s of replies thereto, involving no 
adminietrat1ve act1 !icy decision, and no special compilations 
or research and requests for ·ttal1 of publica.t1on1, photographs, 

• PERMANENT • 
RETIRE TEXTUAL RECORDS TO 
FRC WHEN S YEARS OLD. 
TRANSFER TO NARA IN S YEAR 
BLOCKS WHEN 20 YEARS OLD. 

AUDIO VISUAL RECORDS ARE TO BE 
TRANSFERRED TO NARA IN 
ACCORDANCE WITH MEDIUM OF 
CREATION. RETIRE IN S YEAR 
BLOCKS WHE:N S YEARS OLD. 

• PERMANENT • 
TRANSFER ANNUALLY TO NARA, 
SOUTHEAST REGION, 1557 ST. 
JOSEPH AVE , EAST POINT, GA :!10344, 
WITH ANY ASSOCIATED LOGS OR 
INDEXES 

DESTROY WHE:N NO LONGER 
NEEDED FOR REFERENCE. 

DESTROY WHEN 3 MONTHS OLD OR 
WHEN NO LONGER NEEDED, 
WHICHEVER IS SOONER. 
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DESTROY WHEN NO LONGER IN 
YUSE. 

SCHEDULE 1 

ITEM MINIMUM 
fUFl#T DESCRIPTION OF RECORD SERIES RETENTION 

These eonaU!t of noises u11ed in the production o 
i.e., telemetry aounda; rocket blast-offs; shuttle launche,; etc:. 

[GRS 21-24 (88) 

Spanish versions of the NASA Radio programs consist of the NASA Space Slories produced 
approximately every 1-2 weeks every four weeks with one 4 J/ 2 minute and one 90 second story 
whzch duplicate/copy an English story. 

57 NASA RADIO PRESENTATIONS <N 19·3> 

l 13821 
Office ol Primary Responsibility: HQ 

(Office ol Public Afi'a1ra / Code PMD) 

A. 1992 AND EARLIER 

One copy of ea.ch n.dio program u created by NASA a.nd provided to 
the general public a.nd n.dio 1tation1. Forma.h ca.n con111t or, but 
are not limited to: NASA Radio Special Reports; Audio New, Features; 
a.nd Spa.ce Note,. (Med1uin11 of tra.nafer con.silt of: Reel-to-reel; 
cuaettea; transcripts; etc.) 

B. 1998 AND CONTINUING 

1. NASA Spa.ce Storiea. 

Theae are stories of interest about NASA program.s/projec:b. 
Stories are created a.a weekly radio 1how1 and a.re dutributed 
every 4 weeka. Mastera c:ons11t of 4 ,tones approximately 
4 1/2 minutes in length and 4 item.a entitled "Frontiers" ea.ch 
ia a 90 aecond version of the Space Story. 
"English" and "Spanish" veniona of ea.eh program, including a 
wntten translation, u one exists [SEE NOTE1] 

:. NASA Special Reports. 

3. NASA Spa.ce Notes. 

Radio program.a created by NASA and provided to the 
genera.I public and radio 1tat1olll!. 

C. NASA OFFICIAL INTERVIEWS 

1. Raw and Routine interviews. 

These are interviews done for research and background 
information for production of NASA Space Stones and 
and Front1en (These interviews have been produced on DAT 
Tape,, c:auettes, and 1/4" reel-to-reel tape,.) 

%. Special Intereat Interviews. 

These are unique mterviewa with NASA official, concerning current 
items, iasues, or research progra.rn.t1/projecb or interest or or apec:1al 
aignific:anee to NASA. 

ECTS 

• PERMANENT • 
RETIRE TO FRC 1 YEAR AFTER 
RELEASE OR DELIVERY. 
TRANSFER TO NARA WHEN 5 
YEARS OLD. 

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

• PERMANENT • 
SEE ABOVE DISPOSITION B 1. 

• PER.\.!ANENT • 
SEE ABOVE DISPOSITION B.l. 

DESTROY WHEN 2 YEARS OLD OR 
WHEN NO LONGER NEEDED, 
WHICHEVER IS SOONER. 

• PERMANENT • 
TRANSFER 1 PRODUCTION MASTER 
AND l DUBBED CASSETTE COPY 
TO NARA ANNUALLY ALONG WITH 
1 HARD COPY OF ANY LABEL OR 
BACKGROUND INFORMATION 
CREATED. 
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58 

EVENTS CALENDAR FILES 

place, such as speeches, ex 
events. 

SCHEDULE 1 
ITEM 
[UFl #{ 

{1382} 

59 
[ 1383} 

60 
[1383} 

62 
{1385] 
(N 19·2) 

DESCRIPTION OF RECORD SERIES 

p AO CLIPPING FILES (SSC ONLY) - nuu 
Files of articles appearing in technical, trade, commercial publications 
or magazines on NASA and/or the space program in general. Files may 
include information collected which pertains to specific programs being 
conducted at Stennis or any other installation with regard to space and 
aeronautics research. 

POSTERS - EDUCATIONAL ~ l'\el>-> 

Wall Sheets, posters, educational materials, relating to the programs 
and mission of the Agency done at NASA's request. (This senes does not 
include contractor generated and produced material over which NASA has 
no control; or incidental posters such as blood drives, Combined Federal 
Campaign, Thrift Savings Program, etc.) 

POCKET STATISTICS ... Ot..~ 

Contains in summary format agency data on act1v1t1es, events, personnel, 
financial data, employment stat1st1cs, and other data used m the operation 
and functioning of the agency 

- C.h°"'1e.. 

...,,;--...,e,._.n and where special events concerning NASA take 
1 rs, conferences, and other major 

OLD. 

B. All other offices/copies. DESTROY WHEN SUPERSEDED, 

SPEECH FILES 

Official speeches by NASA personnel. Speeches, addresses, comments, and 
remarks made at formal ceremonies and during interviews by heads of agencies 
or their senior assistants concerning the programs of their agencies. The 
speeches and addresses may be presented to executives from other Federal 
agencies, representatives of state and local governments, or private groups. 

A. Office of Primary Responsib1hty. 

~ J 11 eiher efHcea,'eopiea 

MINIMUM 
RETENTION 

DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE 
VALUE OR TRANSFER TO SSC 
HISTORIAN'S OFFICE. IF 
TRANSFERRED TO THE HISTORIAN, 
THAT OFFICE WILL DESTROY WHEN 
NO LONGER NEEDED. RECORDS 
CANNOT BE RETIRED TO AN FRC. 

• PERMANENT • 
TRANSFER 2 COPIES ANNUALLY 
DIRECTLY TO NARA 

• PER.i.\.fANENT " 
TRANSFER 2 COPIES A.'l'NUALL Y 
OR IN-YEAR-OF CREATION IF NOT 
PUBLISHED ON AN ANNUAL BASIS, 
DIRECTLY TO NARA 

RETIRE TO FRC WHEN 5 YEARS 
OLD DESTROY WHEN 15 YEARS 

0 OR NO LONGER NEEDED 
FOR REFERE 

•PERMANENT• 
RETIRE TO FRC 1 YEAR AFTER 
RELEASE. TRANSFER TO NARA IN 5 
YEAR BLOCKS WHEN 20 YEARS OLD 
[GRS RESND (88)] 

DBS'PRDY wmm HO l::OHSBR 
NEEDED FOR REFERENCE. 
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ITEM 
lUFl#l DESCRIPTION OF RECORD SERIES 

63 SCRIPT FILES 
l 1385] 
(N 19·3) Official film, radio, and television script.. 

A. Offic.e of primary respomibility. 

B. All other offices/copies. 

64 PUBLICATIONS - e,ho.n'\e. 
[ 1387 J 
(N 19·10) A. One copy of each official NASA publication. 

B. Pre-publication material. 
(General publication files, i e. STI, R.&D, publications held at 
at CASI - See Schedule %, UFI 2220) 

65 EXHIBITS - c..no..n~ e. 
l 1387J 

A. SMALL ROUTINE EXHIBITS 

Files consist of' cue record, and related documentation/materials, 
picturu of' aet-up/design, and 1peafic:at1on 1heeb. 

B. LARGE MAJOR EXHIBITS 

Files include viiutor centers and major off-eite exhibit! including 
pictures of .et-up/design, 1pecificat1o!lll sheets and related papers. 

C. SPECIAL EXHIBITS 

Files corusist of cue files on special project/exhibits, unique program1, 
including photographs of the project/exhibit. Examples of 1uch 
exhibita are, but not lirmted to: 

World Fairs 
Air Show(1) 
Exhibit, for the Blind 

66 FILM FILES (JSC ONLY) - e,ha.rtje. 
[1387} 

Rec:ord1 created with regard to films, compriud or contractor coat recorda 
and contain contractor-proprietary information. 

67 PRE-PUBLICATION MATERIAL - EDUCATIONAL -
[1392} 

Files cona1at baaically of' 1eparatiorus, photographs, camera-ready art 
work uaed primanly to produce final educational publications. 

SCHEDULE 1 

MINIMUM 
RETENTION 

• PERMANENT • 
RETIRE TO FR.C l YEAR AFTER 
RELEASE OR DELIVERY. 
TRANSFER TO NARA IN 5 YEAR 
BLOCKS WHEN 20 YEARS OLD. 

DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE. 

•PERMANENT• 
TRANSFER 1 COPY ANNUALLY OF 
ALL PUBLICATIONS CREATED TO 
NARA. 

RETIRE TO FRC WHEN 1 YEAR 
OLD. DESTROY WHEN 5 YEARS 
OLD. 

DESTROY WHEN NO LONGER 
NEEDED. 

• PER.\tANENT • 
RETAIN EXHIBIT MATERIAL/ 
DOCUMENTATION ON-SITE FOR 2 
YEARS AFTER EXHIBIT IS CLOSED 
OR REMOVED, THEN TRANSFER TO 
NARA. 

• PER.\tANENT • 
TRANSFER TO NARA 5 YEARS 
AFTER COMPLETION OF PROJECT/ 
EXHIBIT OR WHEN 20 YEARS OLD, 
WHICHEVER IS SOONER. 

RECORDS ARE RETAINED AT 
JOHNSON SPACE CENTER FOR 5 
YEARS AFTER TERMINATION OF 
CONTRACT; THEN DESTROY. 

r'\~v' 

RETIRE TO FRC WHEN %YEARS 
OLD. DESTROY WHEN 10 YEARS 
OLD, EARLIER DESTRUCTION IS 
AUTHORIZED IF MATERIAL IS NO 
LONGER NEEDED OR USEFUL 
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68 

SCHEDULE 1 

ITEM 
[UFT #[ 

[ 1392] 
(N 19-7) 

69 

DESCRIPTION OF RECORD SERIES 

EDUCATIONAL PROGRAMS - c.ho.,....'\t. 

Files of the Spacemobile Operatio111, tchedulea, attendanr.fi.~~~~t 
files. Files alao know 1111 • AESP" Aeroapace Education ~gram, 
are included in Uw aeriea. In addition, record, of achoo! attendance/ 
viaita are filed in thia category. Other records that are comidered 
similar and are included in thia aenea are: 
[SEE NOTE1) 

• Governor School Program: 
Program deaigned for iifted students; nm by the State Department. 

• Explorer Scouts Program: 
Program for high achoo! 1tudenta during the re(Ular school year. 

• NEWEST Program: 
W orluhop for teachers; taught 2-weeb every year. 

MINIMUM 
RETENTION 

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

[ 1392] 
*Eriarterly publicatiomcontaining information !or teachers on NASA'• 
recent, put, and future educational activit1ea/programs, SLlU\ ti.~ 

RtfOM -t. fel.CA~i-or~ IMd fJuCA"tl~ Hori-i:Ons. 

70 TEACHER WORKSHOP FILES - ~'it.. 
[ 1392] 
CN 19-9) 'Files of teacher workshops showing number of 1ermnars, location, attendance, 

and brief outlinea of progranu. Included in these records are requests for 
services and teacher reaource files. 

NOTE1: These records may also be a part of the SHARP system of records (NASA JO SPER--PASR) 

• PERMANE:ST • 
TRANSFER TO NARA IN s'° YEAR, 81.bc./(S 
WHEN ID YEARS OLD. 

RETIRE TO FRC WHEN 
5 YEARS OLD. DESTROY 
WHEN 10 YEARS OLD. 
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SCHEDULE 1 

ITEM 
[UFI#[ DESCRIPTION OF RECORD SERIES 

MINIMUM 
RETENTION 

71 
{1394] 

MOTION PICTURE FILMS 
(SEE NOTE1 BELOW a.nd NOTE2 NEXT PAGE) 

anagement training. 
ilnlll acquired from outside sources for personnel 

2. Film.a acquired from t1ide sources for personnel 
entertainment and recre • n. 

!. Routine 1urveillance footage. 

4. Routine tclentific:, medical, or engineering footage. 

5. Duplicate pnnta a.nd pre-print elements not required 
for pruerva.tion. 

(N 25-7) B. R&:D PROJECTS 

Film produced by installations or contra.ctors for research and development 
project1/programJ1 which require photographic (film) support. 

1. Complete film reports. 
{FmU1hed Product1ona Only) 

2. Engmeenng film - which bu documentary (hi1tonc:al) 
value u well u technical value. 

• eering film footage neceua.ry for development 
and performance tea 1 • umented in 
proJect reporla. 

C. SOUND TRACKS 

1. Sound trackt crnted with agency 1ponaored filma or R&D project.. 
{See Aho B. a.nd D. o! thi11 item.) 

-

course of a. mo telev11ion, or radio production. 

DESTROY 1 YEAR AFTER 
COMPLETION OF TRAINING 
PROGRAM. 
(GRS 21-9 (88)} 

DESTROY WHEN NO LONGER 
NEEDED. 
[GRS 21-10 (88)] 

DESTROY WHEN NO LONGER. 
NEEDED. 
(GRS 21-11 (88)) 

DESTROY WHEN 2 YEARS OLD OR 
WHEN NO LONGER NEEDED. 
[GRS 21-12 (88}1 

• PERMA.."'{ENT • 
RETAIN ON-SITE FOR 5 YEARS. 
TRANSFER TO NARA (COLLEGE 
PARK, MD) WHEN 5 YEARS OLD. 
MATERIALS TO BE INCLUDED· 
ORIGINAL NEGATIVE OR COLOR 
ORIGINAL PLUS SOUND AND ONE 
PROJECTION PRINT COORDINATE 
THIS TRANSFER WITH NASA HQ 
BEFORE SHIPMENT. 

SEE AND APPLY ABOVE 
DISPOSITION. 

TRANSFER TO FRC 1 YEAR AFTER 
PROJECT COMPLETION, 

NCELLATION, OR TERMINATION. 
DEST 

• PER..¼ANENT • 
TRANSFER WITH ORIGINAL FILM 
ALONG WITH IDENTIFYING 
INFORMATION IF POSSIBLE 

USE.
-:-~=~:ka~w~ru:·c:h~are~p~re~-l?UX~·:•:ou:n~d~e=le=m~e~n:t~11:cre~at~ed:d:u:ri:n:r~tb:e~-D:E:S~T:R~O~Y~IMM:EDlATELY AFTER (GRS 21-24 (88)) 

3. Library 10und record.mp (e.g, effeeh, muaie). 
NEEDED. 
[GRS :n-25 (88)] 

NOTE 1: The following dispositions are for FILM ONLY. VIDEO productions are in SCHEDULE 2 
and SCHEDULE 8 of 1his handbook. 

https://Libra.ry
https://record.mp
https://neceua.ry


SCHEDULE 1 

ITEM MINIMUM 
[UFT #{ DESCRIPTION OF RECORD SERIES RETENTION 

71 
{ 1394] 
(N 19·16) 

CONTINUED • MOTION PICTURE FILMS 

D. AGENCY SPONSORED FILMS - OTHER: 

1. Filim used !or the vuual presentation of information to the public. 

(a) Office o! Primacy Rapomibility: 

Examples of 1uch filml a.re, but not lunited to: 

Televiaion new releuea and information report•, i.e., 
•NASA Highlight•" - Preu conf. miasion reports 
•Re,ource Tape" - Rough cut edit with sound track 
•Post Launch Briefing Clip" 

• PERMANENT • 
RETAIN FILM ON-SITE FOR 5 
YEARS. TRANSFER TO NARA 
(COLLEGE PARK, MD) WHEN 5 
YEARS OLD. MATER.I.AL TO BE 
INCLUDED: ORlGINAL NEGATIVE 
OR COLOR ORIGINAL PLUS 
SOUND TRACK, AND INTERMEDIATE 
MASTER POSITIVE OR DUPLICATE 
NEGATIVE PLUS SOUND TRACK; 
AND SOUND PROJECTION PRlNT, 
ALONG WITH COMPLETE 
IDENTIFYING INFORMATION. 
COORDINATE WITH NASA HQ 
BEFORE SHIPMENT. 

(b) All other officea/c0pie1. DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE 
PURPOSES. 

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

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

2. Furna meele f;;r w:ih1maJ llH, $Uc.h ~S +01:n 1nq +i\mS 

~ e.rel~io O.JCVl°i .Cu.nc,tiO'IU' «' a.cf10·,-h~ 

il\+tt\deol .r« 1fite.<nu.l t!'f" e.1-tS<f\<& d.1:rl"ribL<lTitm• 

• PER.\.iANENT • 
RETAIN ON-SITE FOR 5 YEARS 
TRANSFER TO NARA (COLLEGE 
PARK, MD) WHEN 5 YEARS OLD 
MATERlALS INCLUDED: ORIGINAL 
NEGATIVE OR COLOR ORIGINAL 
PLUS SOUND TRACK, A.ND ONE 
PROJECTION PRIXT. COORDINATE 
WITH NASA HQ BEFORE SHIPMENT. 

Films of' sponsored televi!ion newa releues, public service (or "spot") 
a.nnouncementa a.nd information reporta other than thoee identified in 
B., D.l. and D.2. above. 

• PERMANENT • 
RETAIN ON-SITE FOR 5 YEARS. 
TRANSFER TO NARA (COLLEGE 
PARK, MD) WHEN 5 YEARS OLD. 

(. 'P, aiaing 61nm U1at ur:,lam agenC) fu11ctio1m o, ach, itiet1 1:n~e11eieei fer 
fox inteuud 01 extexuai chattibutiun.. 

• PER.MMtE>IT * 
RETAI~f O?l SITE FOR 6 YE,tJ■tS .. 
'fR:AR!f':ER TO NAR:A feett:eae 
PAl\.K, Mr>) "Vq H!:,f S 'l'!i!Xll! Ot:B . 

. L Library copies o ms. 

NOTE:= FILM FOOTAGE THAT MAY BE DISPOSED OF.· 

o Extra copies {master positives,· duplicate negatives or prints} of original 
materials which have been forwarded to NARA or the appropriate FRC. 

(f Original film footage which is unusable because of inferior quality. 

-1) Copies of motion pictures which were made by other agencies and which are no 
longer useful or do not pertain to NA.SA activities. 
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SCHEDULE 1 

ITEM MINIJ\IUl\f 
IUFl#l DESCRIPTION OF RECORD SERIES RETENTION 

FORMAL DIRECTIVES, NASA MANAGEMENT INSTRUCTIONS (NMI), PROCEDURAL, 
AND OPERATING MANUALS - CA\#M\e.. 

{1410] 
CN 1-2) Fonna.l. directives distributed as orders, circulars, or in loose-leaf manual form 

announcing major changes in the agency's policies and procedures. Normally 
these are issued by authority of the head of the agency. Extensive procedures 
are frequently detailed in operating manuals. 

A. HEADQUARTERS - AGENCY LEVEL 
OPR: Management Operations D1vis1on, NASA Headquarters 

Issuances related to agency program functions. Management issuance office 
responsible for maintaining all records and background material pertaining 
to each published instruction, handbook, policy directive, etc. Included 
in this series are the case files related to the issuance which document 
aspects of the development of the issuance, including sigmfic::mt backup, 
comments; original signature pages; etc. 

B INSTALLATIONS 

l. FORMAL ISSUANCES - SEE ABOVE DESCRIPTION 

Issuan related to routine administration functions (i e , 
payroll, pro ement, personnel, etc.) 

• PERMANENT • 
RETIRE TO FRC l YEAR AFTER 
BECOMING OBSOLETE OR SUPER
SEDED TRANSFER TO NARA IN 
5 YEAR BLOCKS WHEN 20 YEARS 
OLD. 

• PERMANENT • 
RETIRE TO FRC 5 YEARS AFTER 
CANCELLATION OR WHEN SUPER
SEDED. TRANSFER TO REGIONAL 
ARCHIVE IN 5 YEAR BLOCKS WHEN 
20 YEARS OLD. 

DESTROY WHEN SUPERSEDED OR 
OBSOLETE 
(GRS 16-la. (88)] 

DESTROY WHEN ISSUANCE IS 
DESTROYED. 
[GRS 16-lb (88)] 

C Offices promulgating policies, procedures, mstruct1ons, e TRANSFER BACKGROUND AND 
published. RELATED MATERIAL TO AGENCY 

LEVEL ISSUAi'ICE OFFICE (ITEM A) 

D Copies of this material retained in promulgating office. ROY COPIES OF RECORD 
MAT L WHEN NO LONGER 
NEEDED. 

E. All other offices/copies, including electronic versions. DESTROY WHEN SU EDED, 
OBSOLETE, OR NO LONG 
NEEDED. 
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SCHEDULE 1 

ITEM 
[UFT #[ DESCRIPTION OF RECORD SERIES 

REPORTS CONTROL FILES 

ue filea and documenil Wied to control and maintain auignmeni of report• 
I symbol.a, including reporta on studies, decmon.1, registen, ledgers 

corres dence, etc. Files are maintained for each agency report created or 
propoaed, uding public uae reporta. Included are clearance form,, 
including SF opies of pertinent fonn, or description• of format; copies 
of authorumg di • ea; preparation in1truction1; and document• relating 
io the evaluation, con ation, revi.tnon, and diacontmuance of reporting 
requirements. 

74 
{1420} 
(N 1•27) A. The muter file copy of' each form designed at each tallation, 

including the NASA series maintained at NASA Headqu en, showing 
inception, scope, and purpose of' the form, including fa.cairru opies 
and revmons thereof. Included in thia aeries are any documents ed 
to record and control the aa!lgnment of form numbers, eonaisting o 
1equent1al entnea; including a copy of published listings or indexes. 

B. Functional files, background materials, 1pecification1, requia1tiona, 
processing data, control records, and matenal1 used to deternune if a 
new form should be developed or whether e.x11ting forma should be replaced 
replaced or collllOhdated. 

7S RECORDS MANAGEMENT FILES - (lew 
{1440} 
(N 1-.ZS) A. RECORDS DISPOSITIONS 

Descriptive inventories, disposal authoruations, 1chedulea a.nd reports. 

1. Baa1c documentation of records description and dispo11t1on 
programs, including SF 115, Request for Records D1spoaition 
Authority; SF 135, Records Transrruttal and Receipt; SF 258, 
Request to Transfer, Approval, and Receipt or Records to the 
National Archives of the United States, a.od, 
related documentation. 

(a) Agency Records Officer. See Nt>1e.. \. 

(b) Inatallation Records Managen (OPR) . .::,JU!. ~()+c. \. 

2. Routine correspondence, memoranda, and e.xtra copies of 
documentation concerning records d1spoa1t1on.1 and associated 
ac:t1v1t1es. 

MINIMUM 
RETENTION 

DESTROY : YEARS AFTER THE 
REPORT IS DISCONTINUED. 
(GRS 16-6 (88)] 

DESTROY 5 YEARS AFTER RELATED 
FOR.M IS DISCONTINUED, SUPER
SEDED, OR CANCELLED. 
[GRS 16-3a (88)] 

D ROY WHEN RELATED FORM'. IS 
DISCO INUED, SUPERSEDED, OR 
CANCELL 
[GRS 16-:lb (8 

RETAIN ON-SITE INDEFINITELY 
UNTIL NO LONGER NEEDED FOR 
ADMINISTRATIVE PURPOSES. 
DESTROY AFTER NEXT COMPLETE 
REVISION OF SCHEDULES HAS BEEN 
PUBLISHED OR WHEN 50 YEARS 
OLD, WHICHEVER IS LONGER. 

RETAIN ON-SITE AND DESTROY 
WHEN NO LONGER NEEDED FOR 
REFERENCE OR WHEN 75 YEARS 
OLD, WHICHEVER 1S LONGER. 

DESTROY WHEN RELATED 
RECORDS ARE DESTROYED OR 
TRANSFERRED TO NARA, OR WHEN 
NO LONGER NEEDED FOR 
ADMINISTRATIVE/REFERENCE 
PURPOSES. 

16-2a (88)) 

DESTROY WHEN NO L°'"'-RJ.'.R 
NEEDED FOR REFERENCE. 
[GRS 16-2b (88)) 

1-38 



75 

l 

ITEM 
(UFT#l DESCRIPTION OF RECORD SERIES 

CONTINUED: RECORDS MANAGEMENT FILES 
[ 1440] 

i1tic:al report• of agency holdings, cleanup campaign.a, including feeder 
repo rom all officu and data on the volume of records dispoaed of by 
deatruct1 or tra.nafer to NARA. 

1. Records he by offices which prepare reports on agency-wide 

2. 

records boldin 

C. Co?Te11pondence, reports, authorillatio and other record, that relate to 
the management oi agency record11, inclu • 
corn11pondenee, report1 1 mail, a.nd file mana ent; the use of 
microforms, ADP system.a, and work procesaing; ord1 management 

:::il.Ht:.UULt:. 

MINIMUM 
RETENTION 

DESTROY WHEN S YEARS OLD 
[GRS 16--4a (88)] 

DESTROY WHEN 1 YEAR OLD. 
[GRS l6--4b (88)] 

DESTROY WHEN 6 YEARS OLD. 
EARLIER DISPOSAL IS 
AUTHORlZED IF RECORDS ARE 
SUPERSEDED, OBSOLETE, OR NO 

1urvey1; vital 

Office record locator filu, indexes, or listings which are uaed to locate 

records progra.mi,; and a.II other upec LONGER NEEDED FOR REFERENCE 
management not covered elsewhere in thll achedule. [GRS 16-1 (88}! 

D. Local inltrudiona on record• management, mcludmg surveys, SEE AND APPLY ABOVE 
studies, feeder report,, and general correspondence. DISPOSITION C. 

E. DESTROY FILE PLANS/INDEXES 
records m current files, or filea that have been transferred to staging HEN SUPERSEDED. DESTROY 
area.a or retired to FRC; including file plan• and office copies 0£ 1h1pping 
h1t1. 

F. NASA Form 1418, Propoaed Change to NASA Records Control Schedules. 

1. Agency Recorda Officer. 

(a) Approved NF 1418. 

(b) Diaapproved NF 1418. 

2. Installation Records Managel"I. 

3. All other offices/copies. 

L S (SHIPPING/TRANSFER) 
WHE, ECORDS THEREON HAVE 
BEEN D ROYED, OR WHEN THE 
LIST IS NO NGER NEEDED FOR 
REFERENCE. [ 

FILE WITH SF 115 OR SF 258 CASE 
FILE AS APPROPRUTE DESTROY 
AS DIRECTED IN ITEM A 1. ABOVE. 

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

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

DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE. 
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SCHEDULE 1 

ITEM MINIMUM 
[UFT #[ DESCRIPTION OF RECORD SERIES RETENTION 

(N 1·9f) ---,.,._i~O;N~F~ILiE~S~-~R~E~A~D~IN~G~FIL~E~S~;~:;~;;;i~=:.----~~~~~~~~~~~I'.~-that are filed and maintained in chronologic:i.l order OFFICE WHEN 1 YEAR OLD OR 
duplicates and A.RE NOT the official record copy (yellow). 0 LONGER NEEDED FOR 

REFEREN w WILL 
DESTROY WHEN NO LONG 
NEEDED. 

l. AMES RESEARCH CENTER ONLY TRANSFER TO INSTALLATION 
RECORDS MANAGER WHEN 1 YEAR 
OLD. THIS OFFICE WILL DESTROY 
WHEN 3 YEARS OLD. 

EXCLUDED from this series are records containing abstracts or other information that can be 
used as an information source APART from the related records. An SF-ll5 MUST BE 
SUBMIITED by the Agency Records Officer PRIOR TO DISPOSAL of these records--Contact 
the local Installation Records Manager for guidance on this process. 

TI?!Nz;IU)l!Ction of micro(orm records, u required by 
S6 CFR 12SO, including ea • • n of the recordl tested, record 
category date, element, or inspection, 1 1 and i! deCec:ta a.re 
found, corrective aciion ta.ken. 

B. Report• made to the National Archivea and Record• Adminiatra 1 the 
results of microform inspection, u required by 36 CFR 1230, and related 
correspondence. 

77 FINDING AIDS 
{1442} 

•stera and other finding aids in hard copy or electronic 
form used only to prov1 e ace • or deatruction by 
the GRS or an approved item in this schedule. [SEE NOTE1 

B. Finding aids for 1erie1 of records that HA VE BEEN acceuioned by the 
National Archives and Records Adnuniatration and those relating to 
m:a.Jor program ea.se files not previoualy authonud for dispoaaJ. 

ies. 

78 GENERAL OFFICE FILES - e,hA.l'\~e...
f 1442] 

Fila that are extra copies, conven reference copie., 

DESTROY 3 YEARS AFTER DATE 
DATE OF LAST ENTRY. 
[GRS 16-l0(a) (92)] 

DESTROY WHEN 3 YEARS OLD. 
16-l0(b) (92)] 

DESTROY OR DELETE WITH THE 
RELATED RECORDS OR SOONER 

NEEDED. 

• PERMANENT • 
TRANSFER TO NARA WITH 
RELATED RECORDS 
[GRS 88 RESND (23-11) 

FOLLOW DISPOSITION 
INSTRUCTIONS FOR THE RECORDS 

DESTROY WHEN NO LONGER 
NEEDED FOR REFER.ENCE. 

TRANSFER TO HISTORIAN'S 
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CONTINUED: 

B. SUSPENSE FILES 

SCHEDULE 1 

ITEM MINIMUM 
fUFl#l DESCRIPTION OF RECORD SERIES RETENTION 

determined to be penona.1. 

1. Records containing substantive information relating to official DESTROY OR DELETE WHEN 2 
a.ct1v1ties1 the substance of which ha.a not been incorporated into 
official files, EXCLUDING records relating to the official 
a.ct1vit1ea of high government offic.:ab. 
[SEE NOTE1J 

2. Records documenting routine activ1tiea containmg no 1ub1tantive OY OR DELETE WHEN NO 

GENERAL OFFICE FILES 

Papen/record, arranged in chronological order u a reminder thai an action 
ill required on a ginn date or that a reply to action ia expected and, if not 
received, ahould be traced on a given date. 

A note or other reminder to bb tome action. 

2. Th le copy or an extra copy o( an outgoing communication, filed 
by da on which a reply ii expected. 

C. 

Lop, reguten, and other reco a in ha.rd copy or electronic form u ■ed to 
control or document the 1tatu1 o corre.11pondence, reporh, or other record• 
that are a.uthoriud for destruction y the GRS or th11 Khedule. 

(N 1·9h) D. INFORMATION COPIES 

Copies of correspondence, reports, or other 
reference uae and a.re not made a pa.rt of an o 

E. SCHEDULES OF DAILY ACTIVITIES 

Calendan, appointment book,, schedule,, logs, diaries, other records 
documenting meetings, appointments, telephone calls, trips, :via1t1, and other 
a.ctivit1ea by Federal employee., while aervmg m an official ca ity, created 
and m&1ntained m ha.rd copy or electronic form, EXCLUDING 

information and records containing substantive information, the 
1ubshnce of which baa been incorporated mto organiud files. 

F. ADMINISTRATIVE DATA BASES 

Data baaes that aupport administrative or houaekffping functions, 
information derived from ha.rd copy recorda authorized tor destruction 
by the GRS or theH echedulea, it the ha.rd copy records a.re maintained 
in organized files, and hard.copy pnntouta Crom these data bues 
created tor thort-term adminiltrat1ve purpoae.s. 

DESTROY AFTER ACTION TAKEN 
(GRS 2S-6a (93)] 

WITHDRAW DOCUMENTS WHEN 
REPLY IS RECEIVED. NOTE IF 
SUSPENSE COPY IS AN EXTRA, 
DESTROY IMMEDIATELY; IF COPY 
IS THE FILE COPY, INCORPORATE 
IT INTO THE OFFICIAL FILES. 
(GRS 23-6b {!lS)) 

DESTROY OR DELETE WHEN NO 
LONGER NEEDED. 
(GRS 2S·8 (93)] 

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

LONG NEEDED. 
[GRS 23· (93)] 

DELETE INFO 

NEEDED. 
[GRS 23·3 (93)] 

DATA BASE WHE 

NOTE1: See llem 22, "Records of Top Management Officials" of this Schedule (N 1-1). 
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78 

SCHEDULE 1 

ITEM MINIMUM 
{UFT #( DESCRIPTION OF RECORD SERIES RETENTION 

ONTINUED: GENERAL OFFICE FILES 

TR.ANSITOR Y FILES 

ocument ■ of short-term int.er-est. which have no documentary or 
ev ential value and normally need not be kept more tha.n 00 days. 
Ex les or tramitory c:orrupondence are shown below. 

1. requesb for inf'ormation or public:ations and copies of 
1ch require no a.dmini1trat1ve action, no policy 

d no ,pedal compilation or research for reply. 

2. Originating o e c:opiea of lettens of tni.n.amittal that do not 

DESTROY WHEN 3 MONTHS 
OLD, OR WHEN NO LONGER 
NEEDED, WHICHEVER IS SOONER. 
[GRS 23-7a, b, c (93)] 

add any informa • on to that contained Ill the transmitted material, 
and receiving offic copy If filed aepantely from transmitted 
material. 

3. Quasi-official notices inc ding memora.nda and other record.a that 
do not aerve u the bas11 o ffic:1al actions, 1ueh aa notic:es or 
holidays or eha.nty and welf fund appeals, bond c:ampa.ign1 1 and 
similar records 

H. WORD PROCESSING FILES - GENE L GUIDANCE 
(Alao tee specific record aenes for dis 11t1ons} 

Documents such u letters, menages, memoran , reports, handbooks, 
directives, and manuals recorded on electronic m 1a such as hard disks 
or floppy diskettes: 

1. When used to produce hard copy which 11 mainta.i 
organized files 

DELETE WHEN NO LONGER 
NEEDED TO CREATE A HARD COPY. 
[GRS 23-2a (93)] 

:. When maintamed only in electronic: form, and duplicate th DELETE AFTER THE EXPIRATION 
information m and take the place of records that would OF THE RETENTION PERIOD 
otherwise be maintained m hard copy provided that the ha.rd AUTHORIZED FOR THE HARD COPY. 
copy ha.a been authoriud for destruction by the GRS or these GRS 23-2b (93)] 
schedules. 

I. ADMINISTRATIVE OFFICE FILES 

Records accumulated by ind1v1dual offices that relate to the internal WHEN 2 YEARS OLD, OR 
administration or houi;ekeeping act1vitiu of the office rather than 
the functions for which the office exists. In general, these records 
relate to the office organi.i:ation, 1taffing, procedures, and 
communications; the expenditure of iunda, including budget records; 
day-to-day a.dmim1trat1on of office penonnel including training and 
travel, aupphes and office aervu:es and equipment request. and 
receipts; a.nd the u,e of office 1pa.ce and utilities. They may a.l,o 
include copies of' internal activity and workload report• (includu:11 
work progreea, 1tati1t1cal, and narrative report• prepared in the 
office and forwarded to higher levels) and other materials that do not 
serve aa unique documentation of the programs of the office. 

WHEN N ONGER NEEDED, 
WHICHEVE IS SOONER. 
[GRS 23-1 (9 
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026A. 

fGRS S-6a 
OF REQUISITION. 

(91)] 

(N 16·1bJ B. Accounting copy of requisition, Government Printing Office Invoice, TROY 3 YEARS AFTER PERIOD 
tra.naCer of !unda voucher, and N(;e1vin1 report. CO ED BY RELATED ACCOUNT. 

[GRS 3- (91)] 

(tf 17-Z0) C. Administrative correspondence pertaining to the admini.etration and 
operation or the unit responsible for printing, bindin(, and duplication, 
and di1tribut1on matters, and related papers. 

ITEM 
{UFI#/ DESCRIPTION OF RECORD SERIES 

79 MANAGEMENT IMPROVEMENT REPORTS - e,h().~e., 
[1470] 
(N 1·5) Management improvement report, ■ubmiUed to the Office or Management 

and Budget (i.e., A-76 Reporb) and related analyau. 

A. Office o! Primary Responsibility 

B. All other offices/copies. 

OFFICE COPYING EQUIPMENT FILES 

Procurement requeata, NASA Form 61 1 juatificahcns, approvals or 
diaapprcval1, located in offices (not the office prccunng the equipment) 
whether purchase or rental equipment (u:c:ept equipment in printing, 

plicating, or reproduction fac:1lltie11. 

B. 

C. Production reports (o er than daily), coat records (including repain, 
m11.1ntenanc:e, aupphea, o rating labor, deprec1at10n} and studies. 

REQUISITIONS ON THE PUBLIC P 

Records relating to requi11tion1 on the Printer (outaide the 

81 
f 1490} 

1upportin1 papers. 

(N 16-18) A. PnnUng procurement unit copy cf requi11tion1, invoice, specific: ions, 
and related papers, e g, SF 1, SF IC, and GPO Fonm 2511, GP 

SCHEDULE 1 

MINIMUM 
RETENTION 

RETIRE TO FRC WHEN 5 ,:JO 
YEARS OLD. DESTROY WHEN ff 
YEARS OLD, OR WHEN NO I:.ON8€R 

..Na!f)Ee t71' Ta J. J L'.JEIMUM OF 29-
y:s.,,.m;: 

DESTROY WHEN% YEARS OLD. 

DESTROY 2 YEARS AFTER 
ACQUISITION OF EQUIPMENT 
OR AFTER DISAPPROVAL. 

DESTROY 90 DAYS AFTER 
INCLUSION OF DATA IN MONTHLY 
(OR OTHER CONSOLIDATED) 
REPORT. 

DESTROY WHEN 5 YEARS OLD 
(IF RECORDS ARE KEPT 
SEPARATELY FOR EACH MACHINE, 
DESTROY WHEN MACHINE IS 
DISPOSED OF OR TRANSFER WITH 
MACHINE) 

DESTROY S YEARS AFTER 
COMPLETION OR CANCELLATION 
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JOB OR PROJECT FILES 

• Record, relating 

ITEM MINIMUM 
{UFT #/ DESCRIPTl-... .• OF RECORD SERIES RETENTION 

- PRINTING 

b or project record! containing all papera and data pertaining to the planning 
ution of duplication, and diatribution o( joba (in-houae): 

A. Files pe • ·ng to the acc:ompliahment of the job, containing requiaitiom, DESTROY 1 YEAR AFTER 
b1lla, 1amplea, uacript clearanc:ea, and related papers, exclusive of: COMPLETION OF JOB. 

• Requiaitio the Public: Printer and related record!; and, 

B. Files pertaining to planning an DESTROY WHEN 3 YEARS OLD. 
these 11ervic:ea. 

C. NASA Headquarters Duplicating Center - in- DESTROY WHEN 2 YEARS OLD. 
record, relating to the operation, execution, rep 10n 
(i.e., Form 51 - HQ Pnnting and Reproduction Requm 
and diatribution. 

83 CONTROL REGISTERS - PRINTING 
f 1490] 
(N 16·3) Control regi,tera pertaining to requisition.a and work orders. 1 YEAR AFTER CLOSE OF 

IN WHICH COMPILED 
OR 1 YEAR AF FILLING OF 
REGISTER, WHJC R IS 
APPLICABLE. 
{GRS 13-3 (88)! 

JOINT COMMITTEE ON PRINTING - REPORTS TO / AUTHORIZATIONS - c,h"-"1~ 

(N 16•4) • 1ubordinate reporting units a.nd their related work DESTROY 1 YEAR AFTER DATE 
papen. 

CM 16·5) C. Correspondence and authori.utiona by the JCP and related papera RETIRE TO FRC WHEN S YEARS 
cooc:ernmg establishment, relocat100, and due,tabliJhment of pnnting OLD DESTROY WHEN 10 YEARS 
pnnts. OLD. 

1 

equipment. DISPOSAL OF THE EQUIPMENT. 
(N 16·5) :::::~;,~;~~~~;;;;;~:c:e:rn::in:~t:h:e~ac:q:u~ia~it~i~on~~t~rarui~~f~e~r,~an~~d~d~b~po~~•al~~o~f::::::!D~E~S~T~R~O~Y~j2~Y~E~ARS~~~~AF~~T~E~Rt~~~~==-
(N 16·5) E. :AJI othex n.iseellMH8\I ■ documentation t f, mcluaion of printing in DESTROY WHEN 5 YEARS OLD. 

contrac:ta or grants. 

ATOR RECORD FILES 
/1500] 

DESTROY WHEN SUPERSEDED OR 
Jocation cards, bin tap, and other papers uti11~ed u a check or inventory 
of atoci: location. 

OF REPORT. 

(N 17•25) 
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86 

GER NEEDED. 

ITEM 
[Ufl#l DESCRIPTION OF RECORD SERIES 

GRAPHIC ARTS - YISUAL MEDIA 
{ 1520] 

Material• prepa.red !or the purpoae o! usi1ting NASA official• iD preHniationa, 
1uch u Congreaaional Heari.np, program review1 1 technical briefinp, public 
lectures, publicationa, exhibit,, and in-house activities. 

A. ORIGINAL ART WORK - NASA ART PROGRAM 
(llt'I\• r'.'eUll'A QA.fi'Cru-:i-s)

1. Art workAcommiuioned by NASA to depict/represent a particular 
eveni or concept or ,pace and/or NASA miaaiom. 

2. NASA Portrait• • High level NASA official, (i.e., Adm.iniltrator; 
Center Directon, Deputy Adminiatraton, Deputy Center Directon) 

( offitt of rtconf -niisA- -HQ) 

3. STENNIS SPACE CENTER ONLY (Graphica Office) 

Art work developed a.nd used in hea.ringa, presentation•, review,, 
con(erenc:es, bnefinp, and pretentation• or information to the 
general public 1uch u speeches, newa releue11, educational 
brieC1, and exlnb1ta. (Official file copie• are maintained by 
another office at Stennis Space Center ) 

B. BOARD ART- COMPUTER GENERATED GRAPHICS 

(N 9·1a(1) 1. Preeentations to the Public 

Art work used in Congreuional Hearings; budget preaenbtiona; 
aummary review con(erencea; technical briefinp; and pre1entatioJ1J1 
to the public such a.e 1peechet, releues to newa media, educational 
brie!1, and exhibits. 

Uae 

Art work uaed in !und drivee, poaten o • neored 
adiv1tie1, illuatrationa uaed in adminiatrative function E't,w:..t1u_ 

and other routine in-house activ1tie1, including routine handbillt, 
Oyen, poatera, letterheads, and other ll'lt.Phic,. 

;:)\..n t::.UU Lt: 1 

MINIMUM 
RETENTION 

RETAIN INDEFINITELY WITHIN 
AGENCY CUSTODY AS PART OF 
THE NASA ART PROGRAM 
OPERATED BY CODE POS AT NASA 
HQ. 

• PERMANENT • 
TRANSFER ONE SxS 
TRANSPARENCY AND PRINT TO 
NARA WHEN 10 YEARS OLD. 

DESTROY WHEN NO LONGER 
NEEDED BY THE INSTALLATION 
OR WHEN REFER.ENCE VALUE 
CEASES. 

RETURN ORIGINAL BOARD ART TO 
THE REQUESTING OFFICE. 
DESTROY WHEN NO LONGER 
NEEDED. 
(GRS 88 R.ESND (21-14)] 

DESTROY 1 YEAR AFTER FINAL 
PUBLICATION OR WHEN NO 
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86 

SCHEDULE 1 

ITEM 
fUFT #l DESCRIPTION OF RECORD SERIES 

CONTINUED: GRAPHIC ARTS - VISUAL MEDIA 

C. VIEWGRAPHS/TRANSPARENCY 

CN 9-1b) 1. Muier photographic negative. - such u those med in the production 
or visual &ids (11ida, viewgraphs, and photograph.a) from original a.rt. 
NASA HQ: OPR - CODE JOB-2 ONLY 

(N 9-1c) arencie1 wed by pro~. 1taff', and 
and project offices for preeentatioru,. 

!. AH other offlca/coplu. 

-'· STENNIS SPACE CENTER ONLY 

Records consist of master photographic negative/transparency files, 
graphic art.a, and line art, including any material maintained m 
electronic/magnetic format Collection includes black & white half 
tone11, color photos, negativea and paper line art. Thia collection 
may include duplicate file, which exiat U1 other offices or the 1ame 
presentation. (Some work ia generated by uae o! photo-typeaethng 
equipment) 

MINIMUM 
RETENTION 

RETIRE ORlGINAL TO FRC WHEN 
NO LONGER NEEDED TO 
REPRODUCE ADDITIONAL VISUAL 
AIDS, WORKING COPIES, OR WHEN 5 
YEARS OLD, WHICHEVER IS 
SOONER. DESTROY WHEN 20 YEARS 
OLD. 

DESTROY 1 YEAR AFTER USE OR 
ER NEEDED. 

l)l!:5T!!.0"1' WHEN MO LONGER 
NEEDED. 

DESTROY OR DISPOSE OF 
RECORDS WHEN NO LONGER 
NEEDED BY THE AGENCY OR 
WHEN REFERENCE VALUE 
CEASES 

1-46 



Records may include 
log books, caption 1heet1, 1hot hata, 

OLD. 

ITEM 
[UFl#l PESCRTPTION OF RECORD SERIES 

CONTINUED: GRAPHIC ARTS 

D. LINE ART / NEGATIVES I PLATES 

Line and halftone negative,, acreened paper prints and offset 
lithographic plates med for pboto-mec.ha.nical reproduction. 

,. 

(N 9-2) 1. Request, and in1trudion1 for th reparation o! the viaua.l a.ida 
deacribed under thia item b., whethe • hard copy or electronic. 

(N 9-3) 2. Regiaten showing receipt or requisition an 
to it. [SEE NOTE1] 

F. FINDING AIDS FOR VISUAL MEDIA/GRAPHIC ARTS 

Finding aids for identification, retrieval, or use. 
indexes, catalogs, shelf l11sts 1 

etc., and may be in text, card, nucroiorm, or electronic.) 

MINIMUM 
RETENTION 

DESTROY WHEN NO LONGER 
NEEDED FOR PUBLICATION OR 
REPRINTING. 
(GRS 21-7 (88)1 

DESTROY 1 YEAR AFTER FINAL 
PRODUCTION OR WHEN NO LONGER 
NEEDED. 
[GRS 21-8 (88)) 

DESTROY WHEN 2 YEARS 
OLD. 

DESTROY WHEN 2 YEARS 

DISPOSE OF ACCORDING TO 
TRUCTION COVERING 

TH LATED AUDIOVISUAL 
RECO 
[GRS 21-

NOTE1: These records may be included in an automated "Action Tracking System." 
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1 and items 

SCHt:UULt:. l 

ITEM MINIMUM 
[UFT # l DESCRIPTION OF RECORD SERIES RETENTION 

POSTAL RECORDS 

Statea Postal Service. 
Poat office forms and supporting papel"I, exclUJive of rec:orda held by the United 

handled by private delivery companies 1uch a.a United Paree {GRS 12-6a (88)} 
excluding both those covered by item a. of this ,chedule and t 
indexes to correspondence files. 

(N 10-20) F. Recorda relating to checks, caah, 1tamp1, money orders, or any other DESTROY WHEN 1 YEAR OLD. 
valuables remitted to the agency by ma.il. [GRS 12-Se (88)1 

CN io-24) G. Annual official penalty mail reports and all related papen,. TIRE TO FRC WHEN 2 YEARS 
OL DESTROY WHEN 6 YEARS 
OLD. 
[GRS 12-

Reeorda relating to incoming or outgoing registered mail pouchea, 
regutered, certified, insured, and apec,ial delivery mail including 

eipt1 a.nd return receipta. 

2. App· ation for postal registration and cerlificatea of declared value 
of mat aubject to poatal 11urcharge. 

CN 10•22) 3. Report of 1 rifling, delay, wrong delivery, or otber improper 
treatment of m . 

B. Pod irregularities files, 1uc correspondence, reports, and other records 
relating to irregularities in the andling of ma.ii, such u 1011 or ahorlage 

Postal 1tatiatica.l reports of po1tage us 
pnvate deliveries (special delivery, fore1 
parcel poat or packages over 4 pounds). 

on outgoing mail and fees paid for 
registered, certified, and 

Production and statistical reports and data relati 

of postage 1tamp1 or money orde or lou or destruction of mail. 

(N 10·18) C. 

(N 10·19) D. 
and volume of work performed. 

(N 10·23) E. Records of receipt and routing of incommg and outgoing 

DESTROY WHEN 1 YEAR OLD. 
[GRS 12-Sa (88)] 

DESTROY WHEN 1 YEAR OLD. 
[GRS 12-Sb {88)) 

DESTROY WHEN 1 YEAR OLD. 
[GRS 12-Sc {88)) 

DESTROY 3 YEARS AFTER 
COMPLETION OF INVESTIGATION. 
[GRS 12-8 (88)) 

DESTROY WHEN 6 MONTHS OLD. 
{GRS 12-Sb (88)] 

DESTROY WHEN 1 YEAR OLD 
[GRS 12-Sd (88)] 

DESTROY WHEN 1 YEAR OLD. 
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::SLHt:UULE 1 

ITEM MINIMUM 
fUFl#l DESCRIPTION OF RECORD SERIES RETENTION 

MAILING OR DISTRIBUTION LISTS 

A. Correspondence, request Corms, and other records relating to changes 
to changes in mailing lists. 

B. 

C. 

D. offices other tha.n the official mail room/office. 

89 
/1540] 
(N 8-3) Records relating to the allocation, utilita ·on, and release or apace under agency 

control, and related reporta to the General rvices Adm.imstration. 

A. Building plan filea and related agency reco 
uaignment, a.nd adJu.atment. 

B. Correspondence with a.nd reports to eta.ff agencies relating t agency 1pa.ce 

DESTROY AFTER APPROPRIATE 
REVISION OF LIST OR AFTER 
3 MONTHS, WHICHEVER IS 
SOONER. 
[GRS 13--ta {88}] 

DESTROY INDIVIDUAL CARDS 
WHEN CANCELLED OR REVISED 
{GRS 13-4b (88)} 

DESTROY PLATES OR STENCILS 
WHEN CANCELLED OR REVISED. 

DESTROY WHEN NO LONGER 
NEEDED. 

DESTROY 2 YEARS AFTER 
TERMINATION OF ASSIGNMENT, 
OR WHEN LEASE IS CANCELLED, 
OR WHEN PLANS ARE SUPERSEDED 
OR OBSOLETE. 
(GRS ll-2a (88)1 

holdings a.nd requirement,. 

1. Agency reports to the Genera.I Services Administration regar DESTROY WHEN 2 YEARS OLD. 
occupied m ~Metropolitan Wa$hmgton• and •outside the Dilltn [GRS 11-2b(l) (88)} 
Columb1a.t and related papers. 

:. Copies in 1ubordinate reporting units and related work pa~n;. ESTROY WHEN l YEAR OLD. 
[ ll-2b(2) (88)] 

C. General correepondence or the unit nsporuiible for 1pace and maintenance DES OY WHEN 2 YEARS OLD. 
ma.tten, ~rtaining to iii own adm.iniltration and o~ration, and nlated [GRS 11 (88)] 
pa~n:. 
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copies. 

SCHEDULE 1 

ITEM 
[UFl #l 

91 
{1550] 
(N 1·32) 

92 
[1551] 
(N 10·21) 

93 
{1551] 
CN 10·25) 

94 
[1570] 

(N 17•22) 

(N 1·9c) 

(N 17·22) 

95 
/1580] 
(N 8•2) 
(N 10·16) 

DESCRIPTION OF RECORD SERIES 

BUILDING AND EQUIPMENT SERVICE FILES 

Reque11t1 for building and equipment maintenance Ml'Vices, excluding fi.Kal 

TORY LISTINGS - BUILDING/ TELEPHONE 

Corresponde ce, form,, and other records relating to the compilation or 
building and t ephone directory Mrvice liatinga. 

MAIL AND MESSENGER SERVICE RECORDS 

Records or and receipt, for m ·1 and packages received through the official 
mail and meuenger service. 

MESSENGER SERVICE - ~ 

Dally lop, uaignment records and in1truct1 s, dispatch record•, delivery 
rece1pt11, route schedules, and related records 

INVENTORY REQUISITION FILES -

Requil1tion1 for supplies and equipment for /from cU?Tent 

A. Stoei:room copy. 

B. Completed requi111tion1 for service, 1uppliea, and equipment, and 
travel documents. (Official file copiet are maintained by the 
office rendering Mrvice.) 

C. All other offices/copies. 

TELEPHONE SERVICE RECORDS 

Requuta from operating units for installation, alterations, relocation, or 
removal of telephone facilities, excluding fiscal copy. General files 
including plans, reports, and other records pert11.1ning to equipmeni requesta, 
telephone aervice and like matters. 

MINIMUM 
RETENTION 

DESTROY 3 MONTHS AFTER 
WORK PERFORMED OR 
REQUISITION IS CANCELLED. 
[GRS 11-S (88)] 

DESTROY 2 MONTHS AFTER 
ISSUANCE OF LISTING. 
[GRS 11-3 (88)) 

DESTROY WHEN 6 MONTHS OLD. 
[GRS 12-6 (88)1 

DESTROY WHEN 2 MONTHS OLD 
[GRS 12-1 (88)] 

DESTROY 2 YEARS AFTER FISCAL 
YEAR IN WHICH COMPLETED/ 
CANCELLED, OR 3 MONTHS AFTER 
CONVERSION TO AN ADP SYSTEM. 
[GRS 3-Sa (88)] 

DESTROY l YEAR AFTER ACTION 
IS COMPLETED. 

DE ROY WHEN 6 MONTHS OLD. 
{GRS Sb (88)] 

DESTROY WHE YEA.RS OLD. 
[GRS 12-2(b)/(d) (8 
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SCHEDULE 1 

ITEM MINIMUM 
IUFT#{ DESCRIPTION OF RECORD SERIES RETENTION 

96 SECURITY PROGRAM FILES - vhDJf\~e.,.. 
{1600] 

CLEARANCE SUBJECT FILES - ADMINISTRATIVE , 
r.o1.d1 ne.., 

Correspondence, reports, and other records relating to the"adminilltration 
and operations of the peraonnel aeeunty program, not covered by th.ill item, 

YEARS OLD. 
[GRS 88 RESND (18-1)) 

(N 12·30) 

Documents, ma:II\:l,!i~, directivu, plans, report.a and correspondence 
reflecting policies an edure, developed in the administration 
and direction of security an tective services program.a relating to 
claaaified information aecountmg control; facilities secunty and 
protective aervices; peraonnel aecunty e cu; and emergency pla.nnin&' 

B. 

or elsewhere in this achedule. 

SECURITY RECORDS SYSTEM - NASA 10 SECR 

orde contained in thi1 system/category conmt of (1) Penonnel Security 
ords, {2} Cnmma.l Matter Records, and (3) Traffic Management Records. 

A. 

B. 

C. 

98 
{1600] 
(N 17-21) Requisition• for nonperaonal 1ervices, eueh duplicating, laundry, binding, 

• PERMANENT • 
RETIRE TO FRC WHEN 5 YEARS 
OLD, OR WHEN SUPERCEDED, 
WHICHEVER IS SOONER. 
TRANSFER TO NARA WHEN 10 

SEE SPECIFIC RECORD SERIES 
FOR AUTHORlZED DISPOSITION. 

SEE ITEM 103 OF THIS SCHEDULE. 

SEE SCHEDULE 2. 

SEE SCHEDULE 6. 

DESTROY WHEN 1 YEAR OLD 
[GRS 3-7 (88)] 

99 
{1600] 
(N 12·14) 

A. Areu under maximum aeeurity. DESTROY 3 YEARS AFTER TURN-IN 
FKEY. 

{ 18-16a (88)1 

B. All other areu. DESTR 6 MONTHS AFTER TURN-
IN OF KE . 
[GRS 18-16b (8 

and other aerv1ce1 (EXCLUDING records aaa ted with Accountable Offieera' 
Accounts {Schedule 9). 

KEY ACCOUNTABILITY FILES 

Filea relating to the accountability for key,, door cards, ete. iuued. 
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96. SECURITY PROGRAM FILES 

A. Significant Policy and Program Files 

Manuals, directives, plans and reports that document significant and/or unique security 
program functions, including NACA security program files. 

Disposition: PERMANENT. Retire to FRC when 5 f ~£t,lr~nsfer to NARA when 
10 years old. 

B. Other Policy and Program Files 

Records that reflect the administration and direction of security and protective services 
programs relating to routine classified information accounting and control, facilities 
security and program and protective services, personnel security clearances, and emer
gency planning. 

Disposition: Destroy when 5 years old. 

C. Clearance Subject Files - Administrative 

Correspondence, reports, and other record relating to the routine administration and 
operations of the personnel security program, not covered by this item, or elsewhere in 
this schedule. 

Disposition: Destroy when 2 years old. 

1 



SCHEDULE 1 

ITEM MINIMUM 
£UF!#1 DESCRIPTION OF RECORD SERIES RETENTION 

GUARD SERVICE FILES 

ASSIGNMENT FILES 

Files relating to guard uaignmeni and 1trength. 

DESTROYS YE.A.RS AFTER FINAL 
ENTRY. 
(GRS 18-13a (88}] 

ests, analy11-ea, report11, change notieu, and other papers DESTROY WHEN 2 YEARS OLD. 
relai io a.uignmenb and 1irength requirements. [GRS 18-13b (88)) 

(N 12·10) B. 
(N 12·17> 

1. Control center key o ode records, emergency Cllll cards, and building DESTROY WHEN SUPER.CEDED OR 
record and employee ide ificat1on card.. OBSOLETE. 

(GRS 18-19a (88)] 

2. Round reporta, serviee reporb o intem.iptioiu and test&, and punch DESTROY WHEN 1 YEAR OLD. 
clock dally 1heets. (GRS 18-19b (88)) 

3. Automatic machine patrol charts and re 'aten of patrol and alarm DESTROY WHEN 1 YEAR OLD. 
(GRS 18-19c (88))HrYlee■ . 

-4. A.mu diatribution aheeta, logs, charge records, t DESTROY 3 MONTHS AFTER 
receipts. RETURN OR ARMS. 

[GRS 18-19d (88)] 

101 CLASSIFIED DOCUMENTS INVENTORY REPOR 
[1600] 
(N 1·9k) Correspondence or documents w,ed to report the ruulta of' inventonea DESTROY WHEN 2 YEARS OLD. 

conducted under local requirements to assure proper accounting f'or all GRS 18-1 (88)) 
classified matter, including files pertaining to the a.dm.1ni1trat1on of' a,ecurity 
classification, control, and accounting for claHified documents, not covered 
elle,..here in th.a echedule. 

102 CLASSIFIED INFORMATION NONDISCLOSURE AGREEJ\IENTS 
[1610] 

Copies of nondiacloaure agreements, 1uch u SF 189, Cla.nified In{ormat1on 
Non-disclosure Agreement, 1igned by employees with acc:esa to information 
which is clazaified or c:la111ifiable under standards put forth by Executive 
Order 12356. Theae f'orma 1hould be maintained separately !rom personnel 
Hcurity clean.nee filea. 
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SCHEDULE 1 

ITEM MINIMUM 
{UF!#T DESCRIPTION OF RECORD SERIES RETENTION 

104 GODDARD SPACE FLIGHT CENTER (GSFC) OCATOR AND INFORMATION 
[1610] SERVICES TRACKING SYSTEM (LISTS) - NAS 
PASR 

Record.a contained in the system will consist of priva.c:y and penonal RECORDS ARE RETAINED FOR. 
information !or all on-a1te and off-aite NASA/GSFC civil aerva.nta and VARYING PERIODS OF TIME 
on-site and near-11te contractors, tenants, and other guest workers DEPENDING ON THE NEED FOR 
poueimng or requmng badge 1dent1ficat1on1 LISTS is a comprehensive USE OF THE FILES, AND ARE 
a.nd a.c:curate 1ource of mfonnat1on for inat1tuhonal 1ervices and plannmg, STROYED OR OTHER WISE 
general and penona.1 information in order to au1st the Seeunty office in DI- OSED OF WHEN NO LONGER 
iuuing picture badge 1dent1fication11 and in coordmating clearance NEE 
requests; to estabh1h for the Library an 11.uthonution for use of its 
pnnted materials, to identify the listed emergency contact in case of an 
emergency to a center employee or guest worker, and to provide a home 
addresa in cue an employee or guut worker muat be contacted during off 
boun or for official maihnp to a home e.ddress. 

D. 

PERSONNEL SECURITY CLEARANCE FILES 

Penonnel 1eCUrity clearance cue files and related indexes maini&ined by the 
nonnel teeunty office. 

Files documenting the proeeuing or 1J1vestiptiom on Federal employees 
applicants for Federal employment, whether or not a ■ ecurity clearance 

ted, and other persons, 1uch a. those performing work for a 
Fede agency under contract, who require an approval before having 
access t Government !ac1htiea or to ■ ensitive data. These files include 
questionn , ,ummariea of reports prepared by the investigating agency 
and other rec ds reflecting the procening of the investigation and the 
1tatua of the el a.nee, exclusive of copieis or inveatigahve report• 
furnished by the i at1gating agency. 

B. Investigative reports 
investigative orga,n1r;atlo 
determinations. 

related papen furnished to agencies by 
or u.ae in making ■ ecurity /1u1tability 

C. 

D. Status files, hats, or roaten maintained in aec ty units ahowing the 
current tecurity clearance 1tatu1 or individuals. 

DESTROY UPON NOTIFICATION 
OF DEATH OR NOT LATER THAN 
5 YEARS AFTER SEPARATION 
OR TRANSFER OF EMPLOYEE OR 
NO LATER THAN S YEARS AFTER 
CONTRACT RELATIONSHIP 
EXPIRES, WHICHEVER IS 
APPLICABLE. 
(GRS 18-2:?a (88)] 

DESTROY IN ACCORDANCE WITH 
THE INVESTIGATING AGENCY 
INSTRUCTIONS. 
{GRS 18-22b (88)) 

DESTROY WITH RELATED CASE 
FILE. 
[GRS 18-22c (88)] 

DESTROY WHEN SUPERSEDED OR 
OBSOLETE. 
[GRS 18-23 (88)) 
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ITEM MINIMUM 
[UFI #[ DESCRIPTION OF RECORD SERIES RETENTION 

IDENTIFICATION CREDENTIALS FILES 

lde.ntification credentia.la and related papers. 

Identification credentials including carda, badgee, parking permits, 
photographs, agency perm.its to opera.te motor vehicles, and property, 

'ning room, a..nd vilitor puaes, and a.ny other 1imi.la.r identuica.t10n 
entiala. 

(N 12-24b) 
(N 8-4b) 

B. indices, liatinp, a.nd a.ccountable record,. 

106 NTABILITY / QUALIFICATION 
[1620] 
(N 12· 10) A. Record, or a.cquwtiom of firl!~:is 

CN 12·11) B. Certificate to carry firearm.a {NASA Fo 

CN 12·12) C. Data relating to individual qualifications, trainin , and 

DESTROY CREDENTIALS S 
MONTHS AFTER RETURN TO 
ISSUING OFFICE. 
{GRS 11-,4.a (88)] 

DESTROY AFTER ALL 
LISTED CREDENTIALS ARE 
ACCOUNTED FOR. 
[GRS ll-4b {88)} 

DESTROY 1 YEAR AFTER 
FIREARM IS DESTROYED OR 
TRANSFERRED. 

DESTROY 1 YEAR AFTER 
TERMINATION OF 
CERTIFICATE. 

DESTROY 1 YEAR AFTER 
maintenance of proficiency in the use of firearms. TERMJNATION OF 

INDIVIDUAL. 

107 FACILITIES CHECKS (BY GUARD FORCE) 
[1620] 
(N 12·16) Files relating to periodic guard force facility cheeks. 

A. Data sheets, door slip 1ummaries, check 1heets, and guard reports on sec DESTROY WHEN l YEAR 
violation, (except copies in files or agency 1ecurity offic:et covered by OLD. 
Item 79 of this schedule). {GRS 18-18a (88)1 

B. Reports of routine a.f'ter•hour security checka which either do not reflect DESTROY WHEN 1 MONTH 
security violations, or for which the information c:onta.med therein ii LD. 
documented in the fi.le1 defined in Item 79 or this achedule. [G 18-lSb (88)] 
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vendor or 

A 

SCHEDULE 1 

ITEM MINIMUM 
[UFT#l DESCRIPTION OF RECORD SERIES RETENTION 

accountable conta.inera. Included may be copies of inape OF CONTAINER OR PURCHASE OF 
=eiving reporta, reports of survey, 1h1pp1ng document,, CONTAINER, WHICHEVER IS 
1i1I11lar documents. APPLICABLE. 

110 ACCESS REQUEST FILES 
[1630] 
(N 12-5) Request, and authoriution1 !or individual• to have acceu to clauified filu. ESTROY 2 YEARS AFTER 

THORIZATION EXPIRES. 
[G 18-6 (88)] 

SECURITY VIOLATION FILES 

Cue files relating to investigationa of alleged violations of Executive Orden, lawa 
or agency regulationa !or the safeguarding of national aecunty in{ormation. 

Files relating to alleged violationa o{ a sufficiently aerioua nature that they 
re{erred to the Department■ o{ Juatice or Defense for proaecutive 

d ermination, exclusive o{ file, held by the Department of Juatice or 
Der office.a responaible for making such determinationa. 

109 
[1620] 
(N 1-42) 

Forma or hats used to record safe an adlock combinations, names of 
indiv1dual11 knowing combinations, and mparable data med to control 
acceu into clu11fied document containers 

(N 17-2.3) B. RETURNABLE 

Documents rei1ec:tmg the receipt, transfer, and return 

B. ffica and file,, EXCLUSIVE of papen placed in official 
den. 

A. 

DESTROY 6 YEARS AFTER 
CLOSE OF CASE. 
!GRS 18-24.a (88)] 

DESTROY 2 YEARS AFTER 
COMPLETION OF FINAL ACTION OR 
WHEN NO LONGER NEEDED, 
WHICHEVER IS SOONER. 
[GRS 18-24.b (88)) 

DESTROY WHEN SUPERSEDED BY 
A NEW FOR.\! OR LIST, OR UPON 
TURN-IN OF CONTAINERS. 
[GRS 18-7 (88)) 

DESTROY 3 YEARS AFTER RETURN 
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(N 12•2a) 

DOCUMENTS: 

giaten maintained at control point• to indicate accountability over 

SCHEDULE 1 

ITEM MINIMUM 
£UFJ #l DESCRIPTION OF RECORD SERIES RETENTION 

ACCOUNT ABILITY / INVENTORY FILES 

DESTROY 5 YEARS AFTER 
To ecret doeumenh, reflecting the receipt, dispatch, or dettrudion DOCUMENTS SHOWN ON FOR.MS 
of the enb. ARE DOWNGRADED, TRANSFERRED, 

OR DESTROYED. 
[GRS 18-h (88)] 

(N 12·2b) 2. Forms M:eompanying doc entl to enaure continuinc control, DESTROY WHEN RELATED 
ahowing namu of person• ha.n DOCUMENT IS DOWNGRADED, 
routing, and compa.rable data. TRANSFERRED, OR DESTROYED. 

{GRS 18-Sb (88)) 

(N 12•3) B. CLASSJFJED DOCUMENTS 

1. Forms, ledgera, or regiaten u,ed to ,how identity, intern DESTROY WHEN 2 YEARS OLD. 
and final di1po1ition ma.de of c:la.aaified documentt, but EXC {GRS 18-4 (88)) 
cf' clanified document receipt, and deatruction eert1fieate1 and 
documents relatinc to Top Secret material covered eluwhere in thia 
aehedule. 

2. Receipt files and record• documenting the receipt and iuua.nce of DESTRO HEN 2 YEARS OLD. 
cla.mfied documents. [GRS 18-2 (88 

!. Dutruction eert1ficatu relating to the destruction of clauified 
document.. {GRS 18-3 (88)) 

DESTROY WHEN 2 Y 

112 SECURITY CLASSIFICATION SYSTEMS - U\an\7€..-
[1640] 
(H 12·4) J'.l1.1.-ttiot'i ~o.-tia'(\S' ~ ~ra~s, 06'WY\ra~, G.h\&-

J.t.clo..ss+~ '"S 0.6'4m~s a< ,IA.I~ O\ut. 

Pr. C>ffi·u of er,mo.r-~ Kl5f)f!\Sibi liti. 

bt:.>tra~ ~.f+tf -4-u oocurr,,d --h 
JAhtc.h ~ clGS5tttc.&.tldl' G.l,1\tn 

Ofp 1t.S 4uA <1Y' 

c),t~J'1tJ \,~ 61.4~-tablt.. rr,p..r ~~--
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SCHEDULE 1 

ITEM MINIMUM 
fUF!#1 DESCRIPTION OF RECORD SERIES RETENTION 

ing io the ,ecurity cluaifiation or changes thereto, of a contra.ct ,nth industry. 

A. Precedent and unuau ,elected by pertinent NASA Offlciala, • PE~4'EHT ..s~ i+e.rl\ ~ 11 z. 
i.e., Director, Security, Lopua"""'--m H'l'f!lE l"!LE Te PFl:9 PlllR.'l'J Alll~C 
Chief, NASA Security. ""!'O IND1U!)t,kf; eOH'fRA:O'fOR:& 

LOGS, REGISTERS, AND CONTROL FILES 

• ten or logs uaed to record names of outside contrac.ton, tervice 
peno I, vi.11ton, employees admitted to restricted areaa, and report• 
on autom ea and pa111engen. 

1. 

2. All other areaa. 

(N 12·18) B. GUARDS 

Guard logs a.nd regiaten not covered elsewhere, or under A, of ihil • 

1. Central guard office mutu logs. 

2. Individual guard poet lop of occurrences entered in muter lop. 

WHEN ALL !:X!l!'f!HO Ooti'FR,J,~ 
"f!AVE BEEN COM!'LETBB-Gll. 
.QfflIERWISB 'l'Efl:!,H:H,\:~. 

DESTROY Ii YEARS AFTER FINAL 
ENTRY OR DATE OF DOCUMENT, 
AS APPROPRIATE. 
[GRS 18-17a (88)) 

DESTROY 2 YEARS AFTER FINAL 
ENTRY OR DATE OF DOCUMENT, 
AS APPROPRIATE. 
[GRS 18-17b (88)] 

STROY 2 YEARS AFTER FINAL 
EN 
[GRS 1 

DESTROY l Y 
ENTRY. 
(GRS 18-20b {88)) 
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SCHEDULE 1 

ITEM 
(UFT#l DESCRIPTION OF RECORD SERIES 

PASSPORT FILES (SEE ALSO SCHEDULE 2) 

PeraonaJ identification or puaport photographs. 

116 ND INSPECTION OF FACILITIES 
[/690] 
CN 12-7) Report• or 1urvey1 inlpectiom or racilitiet conducted 

to enaure adequacy or p tective and preventive mea.suru taken agairut 
huarda or fire, e:xploaion, d accidents, and to 1a!egua.rd information and 
facilities against sabotage an nauthoriud entry. 

B. PRIVATELY-OWNED FACILITIES 

Reports of 1urvey1 and in1pedioll.l oi Cac:ilitie1 us1 ed ucurity 
cogni~ance by Government agendea, and related doc entl. 

117 SAFETY FILES - PROPERTY 
[1700] 
(N 21-6) Safety inapection and maintenance records for all NASA real and pel"llonal property. 

SOONER. 
[GRS 18-10 (88)] 

A. INSPECTING OFFICE. 
(SEE NOTE1J 

B. ALL OTHER OFFICES /COPIES 

118 RESERVED 

RETIRE FRC WHEN RELATED 
PROPERTY DISPOSED OF BY 
NASA. DEST Y 6 YEARS AFTER 
DISPOSAL. 

DESTROY WHEN 4 Y 

MINIMUM 
RETENTION 

RETURN ORIGINAL TO REQUESTOR, 
DESTROY WHEN 6 YEARS OLD OR 
WHEN NO LONGER NEEDED. 
[GRS 21-2 ~] 

( '12) 

DESTROY WHEN 3 YEARS OLD, OR 
UPON DISCONTINUANCE OF THE 
FACILITY, WHICHEVER IS SOONER. 
[GRS 18-9 (88)] 

DESTROY WHEN 4 YEARS OLD OR 
WHEN SECURITY COGNIZANCE IS 
TER..\-!INATED, WHICHEVER IS 

Payload Safety Data Files/Records are maintained under UFJ 8680. 
See Schedule 8 /or records created in this series. 
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119 

Headquarters. 

INDIVIDUAL ACCIDENT REPORTS 

Form.a, reports, correspondence, and related medical and inveatigatory 

ITEM 
IUFl#T 

{1710] 
(N 12•8) 

120 
{171/J
(N 21•4) 

Statistic orta f'rom field installations regarding injuries and accidents, 
such u NASA .S,U and 3-iS. 

1. 

2. 

(N 21·5> C. 
{1712] 

relating to on-the-job injuries whether or not a. claim f'or compensation 
was made, EXCLUDING copies filed in the Employee Medical Folder 
and copies aubmitted to the Department of Labor {DoL). 

SCHEDULE 1 

MINIMUM 
DESCRIPTION OF RECORD SERIES RETENTION 

FIRE, EXPLOSION, AND ACCIDENT INVESTIGATIVE FILES 

Cue files, investigative mes accumulating from invutigatioiu of firel, explosions, and 
accidents, conaiating of retained copies of reports and related papen when the original 
report, are submitted (or review and filing in other agenciea or organis.ational e!emenb, 
and report• and related papen concerning occurrences ol 1uch a minor natUN that they are 
aeitled locally without re{erral to other organisational elements. 

A. PRECEDENT OR UNUSUAL CASES 
Caaea selected by pertinent NASA Officials, i.e., Chie{, NASA Security 
Office, Auociate Admmiatrator, Office of SaCety and Mwion Auura.nce. 

B. R:OU'Fnm O:z\SES. 

SAFETY REPORTS / RECORDS 
rhfl,.,.,/Jn I

A. NASA SAFETY REPORTS. ANNUAL - .....,.. ....,, (le~
0 

Statistical reports, 1urvey1 on 1011 and injunea compiled by Headquarter, 
from reports deecnbed m B of this item. (Thia ia typically an 
annual report which can, but ia not limited to, include hardware loss, 
and more information/data than DoL report reqwrea) 

1. Headquarter,. 

2. Field Inatallations {feeder reporb to HQ). 

• PERMANENT • 
RETIRE TO FRC WHEN 
5 YEARS OLD. TRANSFER TO NARA 
WHEN 30 YEARS OLD 

BES'fROY WI !Et<'! YElc.'1:S OL:B 
(GRS 18-11 (BS)) 

• PEft!riANENT ' 
RETIRE TO FRC WHEN S YEARS 
OLD. TrtJd,SF~'rO N:ARA WIImt 

-11 'l'EARSl~LD· rlro'f whe.... \t)
'-eAn. 0 . 
RETIRE TO FRC WHEN 2 YEARS 
OLD. DESTROY WHEN 10 YEARS 
OLD. 

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

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

ON TERMINATION OF 
COMPENSA OR WHEN DEAD-
LINE FOR FILING AIM HAS 
PASSED. DESTROY 3 Y 
AFTER CLOSE OF FILE. 
[GRS 1-31 (88)] 
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SCHEDULE 1 

ITEM 
{UFT#[ DESCRIPTION OF RECORD SERIES 

120 CONTINUED: SAFETY REPORTS / RECORDS 

(N 21-7) ». f'ft:O'f'ECTfVE A:NB PRE'IEH'f'fVE MEA!tffi::ES R:EPOR'f'S 
/1710] 

E. SAFETY AND RELIABILITY REPORTS 

Files conai1ts of Safety & Relia.b1bty Reports including Hazard Reports 
and Riak Aueumentl relating to the KSC Ground Support Equipment that 
interfaces with the flight hardware. Files contain, but are not lunited 
to. Preliminary-, KSC-Ha.za.rd Reports; ESR-, Miu1on Safety-, Safety-, 
and Sy1tem/Subsy1tem-Ane11menta, System Safety Review Pa.nel wuea; 
System Aaaurance-, Failure Mode & Effect11-Analyee1; Cntic:aJ. Uema Lllhj 

Deaign Review Reporbj and, Crihc:aJ.ity Auesamenta. 

ACCIDENT/MISHAP INCIDENT CASE FILES 

Correspondence, reports, and a.I.I related papen concerrunr individual. aec.identa 
inc.identa occ:umng at inataJ.lat1ona. 

B. 

(N 21•5) 

122 
[1711] 

Files contain, in addition to others li1ted, photograph,, itneaa 
interviews and a.I.I other matena.11 concerning the 1nveli1g& n. 

MINIMUM 
RETENTION 

SEO l'i'BM US OF TIHS SQHSl>Vt.E. 

RETIRE TO FRC WHEN THE RISK/ 
SAFETY ASSESSMENT/ANALYSIS IS 
COMPLETE/INACTIVE. DESTROY 
WHEN 15 YEARS OLD. 

RETIRE TO FRC WHEN INACTIVE. 
DESTROY WHEN 20 YEARS OLD. 

RETIRE TO FRC WHEN 2 YEARS 
OLD. DESTROY WHEN 20 YEARS 
OLD. 

SEE ITEM 120 C. OF THIS SCHEDULE. 

• PERMANENT • 
SEE ITEM HA OF THIS SCHEDULE 

123 SPECIAL PERMIT FILES 
[1730] 
(N 21·8) 

124 
[/740] 
(N 21-9) Records of Health Physics Daily Lop, Water Activity Analyaia Lop, RETIRE TO FRC W ! YEARS 

Requesta for permit• to operate and handle special type ma.chines and tools 
controlled by manu!a.c:turera. 

TROY ON EXPIRATION OF 
T OR WHEN SUPERSEDED. 

HEALTH PHYSICS AND PROCESS CONTROL DATA LOGS 

Geiger-Mueller Ana.lyaia Lop, Air Sample Analy111 Lop, Daily Routine OLD. DESTROY WHEN 1 
Health Phyaia Logs, Background and Efficiency Lop, Portable Survey OLD. 
Instrument Calibration Lop, and Source Movement, Inventory and Leak 
Tut Lop. 
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SCHEDULE 1 

ITEM 
IUFl#l DESCRIPTION OF RECORD SERIES 

SAFETY STAND ARDS FILES 

nta cnated in the development of ■ a!ety 1tandarca and practices in 
developme and production operat1oiu; the u.fety location, dea1irn, layout, 
and construction litiea where fuels, propell:a.nb, or other huardou1 
i:nateriala are bandied o ration• are exposed to ignition huarda; the ,a.re 
handling, atorage, and moveme ! huardoua materials; and other areas 
requiring aa!ety standards. The filea de recommendations, coordination 
actions, 1tudie11, and other a.c:tiona ta.ken to l11b ■ tandardt. 

WHICHEVER IS SOONER. 

A. Office developing the 1tandarda. DESTROY WHEN 10 YEARS OLD OR 
WHEN SUPERSEDED OR OBSOLETE, 

B. All other officea/copie,. OY 2 YEARS AFTER 
SUPE._,__""'D OR OBSOLETE, 
WHICHEVER CONER. 

126 HEALTH AND OCCUPATIONAL MEDICINE RECORDS {SEE NOTE1J 

NASA HEALTH ThTORMATION MANAGEMENT SYSTEM - NASA 10 HIMS 

A Civil Service employee, and applic:a.ntl; other agency civtl 1ervic:e 
'litary employee, working at NASA, vi11tor11 to field inata.llatione; 

on-ai contra.ctor personnel who receive job related examination•, have 
m.111hapa a.ccidenta, or come to the c:.linic !or emergency or fint aid 
treatment. 

B. SPACE FLIGH ERSONNEL AND THEIR FAMILIES 

CN 11-5) C. HEALTH AND ME~~EPORTS 

Statistic:.al reports on health an edical 1ervicea and vita.I sh.tiatia 
reports on NASA personnel. Inclu a copies o{ statistical 1ummanea and 
reports with related papers pertamin o employee health, retained by 
reporting unit. 

1. Headquarten. 

2. Field Inatallat10111. 

t,)i#J.t~ (N 11-6) D. CONSOLIDATED HEALTH AND MEDICAL REPORTS 

Statietical report• compiled by Headquarten !rom reports deac:.ribed in 
ihil item. 

1. Headquarters. 

2. All other offic:.es/c:.opiea. 

MINIMUM 
RETENTION 

SEE FOLLOWING INDIVIDUAL 
ITEMS LISTED SEPARATELY 
BY RECORD SERIES/CATEGORY. 

• PERMANENT • 
SEE SCHEDULE 8 

DESTROY 6 YEARS AFTER DATE 
OF SUMMA.RY OR REPORT. 

DESTROY 2 YEARS AFTER DATE 
OF SUMMA.RY OR REPORT. 
[GRS 1-22 (88)] 

.IX.\.MJ\..1~ENT • 
TO FRC WHEN 2 YEARS 

SFER TO NARA WHEN 
D. 

NOTEi= Occupational Safety and Health Administra!Ion (OSHA) Records are mamtained 
under VF/ 8720. See Schedule 8 for records created in this senes. 
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TANCES be 

SCHEDULE 1 
ITEM MINIMUM 

[UFT #{ DESCRIPTION OF RECORD SERIES RETENTION 

EMPLOYEE HEALTH RECORDS 

A. JNDTVTDUAL HEALTH CASE FILES - EMPLOYEE MEDICAL FOLDER (EMF) 

1. Examinations re1:orded on SF 78, 1uch u pre-employment phyaical 
examinations; health qualification placement records; diaabibty 
retirement examinations, fitneu for duty examination•; and any 
other documents deemed of long-term value u defined in the 
Federal Personnel Manual (FPM), Chp. 29S. 

} Tramferred employee.a. UPON TRANSFER, SHIP ENTIRE 
MEDICAL RECORD, INCLUDING 
X-RAYS, TO MEDICAL OFFICE OF 
NEW ASSIGNMENT. 
(GRS 1-2la(l) (92)] 

SO DAYS AFTER SEPARATION, 
TRANSFER TO NATIONAL 
PERSONNEL RECORDS CENTER 
{NPRC), ST. LOUIS, MO. NPRC WILL 
DESTROY 75 YEARS AFTER BIRTH 
DATE, 60 YEARS AFTER DATE OF 
THE EARLIEST DOCUMENT IN THE 
FOLDER IF THE DATE OF BIRTH 
CANNOT BE ASCERTAINED, OR SO 
YEARS AFTER LATEST 
SEPARATION, WHICHEVER IS 
LATER. 
(GRS 1-21a(2) (92)) 

2. TEMPORARY or SHORT-TERM recor u defined in the FPM. DESTROY 1 YEAR AFTER 
Records may con1ist of form.a, corresponden , and other records SEPARATION OR TRANSFER OF 
relating to an employee'• medical history, oc ational injunu or EMPLOYEE. 
diseases, phye1cal exarrunationa, and all treatm t received in the [GRS 1-21b (92)] 
Health Unit, EXCLUDING records cited in •a.• ve. These a.re 
records that are not required for filing in the EMF, di! not 
retained by the agency, 1hould UNDER NO CIRCU 
sent to the NPRC. 

!. Individual Employee Health Case Files created prior to eata DESTROY 60 YEARS AFTER 
of the EMF ,y■ tem that have been retired to an FRC. RETIREMENT TO FRC. 

(GRS 1-2lc (92)) 

B. INDIVIDUAL NON- OCCUPATIONAL HEALTH RECORD CARDS FIL 

Record• in this aeries include forma, cornpondence, and other documents, inclu ng 
1ummary records, documenting an individual employee'• medical history, phy ■ ica ondition 
and visits to Government health faci.htie,, for non-work related purpoaea, EXCLUD 
records covered by A. above. 

l. NASA employees 

Carda which contain such information u date or employee'• visit, 
cilagnosis, and treatment. 

2. On-Site Contractor Penonnel 

Doctor'• clinic record1 or aumlar records which contain data of 
visit, diagno1is, and treatment. 

G 

DESTROY 8 YEARS AFTE 
INDIVIDUAL'S EMPLOYME 
SITE IS TERMINATED. 
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ITEM 
fUF!#l DESCRIPTION OF RECORD SERIES 

MINIMUM 
RETENTION 

EMPLOYEE HEALTH RECORDS 

EMPLOYEE ASSISTANCE PROGRAM 

Pel"llOnal cue files conaiating of handwritten notes, letters to phy1iciana or 
unaelors, calendar of treatment(,), authorization releases, after care information 

telephone me111age1. Cue files are to be maintained tepante from the EMF and/or 
the cial Medical R.ecord(a), kept to an abaolute minimum, and handled with privacy 

CONTINUED: 

an 

SCHEDULE 1 

in acco ce with Section 408 of Public Law 92-155. 

1. 

128 
[1814] 
(N 11-1) 

2. Voluntary. 

HEALTH UNIT CONTROL FILES 

Loga or regiaten refiecting daily number ot vi.Bib to dispe 
rooma, and health umta. 

A. SUMMARIZED ON STATISTICAL REPORT. 

B. NOT SUMMARIZED. 

129 NARCOTICS AND SEDATIVE DRUG RECORDS 
[1815] 
(N 11-11) All records on the control and disposition of narcotic and 1edative drugs, 

including completed NASA Forms 1387, describing dosages, ahipmenta, 
inventories, and verificat1on1. 

DESTROY 5 YEARS AFTER LAST 
DATE IN FILE, OR UPON 
TERMINATION OF EMPLOYEE. 
[Nl-255-90-8] 

DESTROY 2 YEARS AFTER LAST 
DATE IN FILE, OR UPON 
TERMINATION OF EMPLOYEE. 
[Nl-255-90-8) 

DESTROY S MONTHS AFTER LAST 
ENTRY. 
{GRS 1-20a (92)] 

DESTROY 2 YEARS AFTER LAST 
NTRY. 

[ l-20b (92)) 
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130 

SCHEDULE 1 

ITEM 
LUF[#l 

[1860}
PASR 

PASR 

PASR 

PASR 

131 
[1870} 
(N 11·10) 

MINIMUM 
DESCRIPTION OF RECORD SERIES RETENTION 

RADIATION RECORDS 

A. GODDARD SPACE FLIGHT CENTER RADIATION SAFETY COMMITTEE RECORDS - NASA 61 RSCR 

Employment and training hi1tory of radiation uuni and cu,todiaru under 
under Godde.rd Space Flight Center (GSFC) co~ir.ance. 

RECORDS ARE KEPT FOR 2 
YEARS. IF EMPLOYEE DOES NOT 
WISH TO BE RENEWED FOR THE 
POSITION AT THE END OF 2-YEAR 
PERIOD, THE RECORD IS REMOVED 
AND PLACED IN AN INACTIVE FlLE. 
RECORDS ARE RETAINED AT GSFC 
UNTIL DESTROYED. DESTROY 
WHEN 75 YEARS OLD. 

B. KENNEDY SPACE CENTER RADIATION TRAINING AND EXPERIENCE SUMMARY- NASA 76 RTES 

Custodians and/or u ■ eni of 110urcea of radiation (ionising and non-ionir.ing) RECORDS ARE RETAINED AT KSC. 
Applicable to all uaen or custodians at Kennedy Space Center (KSC) and DESTROY WHEN 75 YEARS OLD. 
NASA or NASA contractor personnel at Cape Canaveral Air Force Station, 
Florida, or Vandenberg Air Force Bue, California. 

C. KSC-USNRC OCCUPATIONAL EXTERNAL RADIATION EXPOSURE HISTORY FOR NUCLEAR REGULATORY 
COMMISSION LICENSES - NASA 76 XRAD 

KSC personnel, civil aerva.nta, and contractor personnel, who have 
received radiation exposure. F1Ju include name, date of birth, expo,ure 

RECORDS ARE RETAINED AT KSC. 
DESTROY WHEN 75 YEARS OLD. 

hi.atory, name of licen,e holder, and aoeial 1ecurity number. 

D. LEWIS RESEARCH CENTER OCCUPATIONAL RADIATION EXPOSURE RECORDS - NASA 22 ORER 

Pre.ent and former Lewis Research Center (LeRC) ernplo:yeea and RECORDS ARE RETAINED AT LeRC. 
contractor personnel who ma:y be exposed to radiation. Files include name, DESTROY WHEN 75 YEARS OLD. 
date of birth, expoaure history, name of license holder, 1oeial aecunty 
number, employment and training history. 

PESTICIDE RECORDS 

Reports of pea • used at NASA inatallation1 prepared by Headqua.rten at 
the request of lhe Feder•"i't-l~nm, 

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

-,.,,;~...,oLD. 

2. Field Installations. 

1. Headqua.rteni. RETIRE TO FRC WHEN 2 YEARS 
OLD. DESTROY WHEN S YEARS 
OLD. 

2. Field Install11.iion1. 
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PASR B. STANDARDS OF CONDUCT COUNSELLING CASE FILES • NASA 10 SCCF 

Current, fonner, and prospective NASA employee1 1 who have .aught RECORDS ARE RETAINED AT NASA 
advice or have been counselled regarding conflict of interest HEADQUARTERS. DESTROY WHEN 
requirements for government employees. Files could include, 6 YEARS OLD. 
depending upon the nature of the problem, m!ormat1on collected 
on employment hutory, financial data, a.nd information concerning 
fai:ruly matters. 

FINANCIAL DISCLOSURE REPORTS 

Repo related documents aubmitted by individuals u required under 
the Ethics in o nt Act of 1978 (PL 95-521). 

1. Records including SF 278A for • uala filing according to DESTROY l YEAR AFTER NOMINEE 
Section 201b of the Act, and not ■ ubeequ=....,......,.,. CEASES TO BE UNDER 
the U.S. Senate. CONSIDERATION FOR 

APPOINTMENT; EXCEPT THAT 
rr,..;..___,1,MENTS NEEDED IN AN ON
GOING IGATION WILL BE 
RETAINED UNT ONGER 
NEEDED IN THE INVEST'IG";~:aN 
[GRS l-24a(l) (92}] 

ITEM 
[UFl#l DESCRIPTION OF RECORD SERIES 

132 ENVIRONMENTAL HEALTH REPORTS 
[1870] 
(N 11•7) 

1. 

2. Field wtallationa. 

lidated reports, program evaluation report• by Headquarters, 
bued on repOfflL..Q._ee,c:ribed m wa.w above. 

1. Beadquarlers. 

2. Field In1tallations. 

133 STANDARDS OF CONDUCT FILES (SoC) - rwtJ 
/1900] 

R.AL FILES - SoC 

Correepondence, memoranda, and ot er re lating to code■ 
of ethlc.e and etandardl! of conduct. 

SCHEDULE 1 

MINIMUM 
RETENTION 

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

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

DESTROY WHEN OBSOLETE OR 
RSEOED. 

{GRS 1-2 
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•••••••••• 

CONTINUED: 

2. 

SCHEDULE 1 

ITEM MINIMUM 
[UFT #[ DESCRIPTION OF RECORD SERIES RETENTION 

tion reporta and related papers on RETIRE TO FRC AFTER CASE IS 
NASA personnel or pnvate c:oncerna ving relation1h1p1 with NASA relating CLOSED. DESTROY WHEN 30 
to alleged v1olationa of atandarda of con ct, regulationa, or of Federal YEARS OLD. 
aimina.! law . 

136 RECORDS NOT COVERED ELSEWHERE I 
THIS HANDBOOK. 

137 REJECTED RECORD OFFERS 
/1440] 

FINANCIAL DISCLOSURE REPORTS 

Al.I other record.a including SF %78. 

B. All other atemenh of employment and financial interesta and related 
recorda, inc • g confidential statements filed under Exec:ut1ve 

DESTROY WHEN 6 YEARS OLD; 
EXCEPT THAT DOCUMENTS NEEDED 
IN AN ON.GOING INVESTIGATION 
WILL BE RETAINED UNTIL NO 
LONGER NEEDED IN THE 
INVESTIGATION. 
[GRS l-2,ta(2) (92}1 

SEE DISPOSITION CITED ABOVE. 
[GRS 1•2<tb (92)) 

appraised a.a lacking 1ufficient research or other value to wanant 
permanent retention or records that do not require a SF 115. 
CONTACT INSTALLATION RECORDS MANAGER OR THE 
AGENCY RECORDS OFFICER FOR MORE INFORMATION ON 
THIS PROCESS. 

END OF SCHEDULE 

FOR POSSIB DONATION; OR 
DESTROY IMM IATELY IF 
RECORDS ARE N WANTED. 
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135 
[1900] 
(N 12·1) 

Order 11222. 

Records offered to the National Arc:hivea and Record• Administration but 

SUBMIT NASA FOR.\! Hl8, 
•PROPOSED CHA."'JGE TO NASA 
RECORDS CONTROL SCHEDULES," 
TO INSTALLATION RECORDS 
MANAGER FOR SUBMISSION TO THE 
NASA RECORDS OFFICER FOR 
PROCESSING. 

SEE S6 CF SECTION 1228.60, 



NASA RECORDS RETENTION SCHEDULE 2 

LEGAL AND TECHNICAL 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. 

J,.EGAL 

The records described in Schedule 2, pertain to the management and operation of 
NASA's legal and patent functions. They are created and accumulated by organizations 
that have management control or formulate and prescribe legal or patent policies and 
procedures, and by activities and offices applying these procedures. This schedule 
describes the pertinent categories and specifies the retention period and dispositions for 
each. 

TECHNICAL 

In addition, Schedule 2, also includes records that pertain to the management and 
operation of NASA's scientific and technical information programs, including the 
technology utilization offices. These records include the published formal series of 
scientific and technical information, the routine operating procedures which include 
sending the contracting officer a copy of all correspondence with the contractor 
pertaining to contract administration, and the patent counsel copies of reportable items 
and data, and all correspondence relevant to innovations and potentially patentable 
inventions. 



DESTROY WHEN BOND BECOMES 
INACTIVE OR AFTER THE END OF 

BOND PREMIUM PERIOD 
b (88)] 

SCHEDULE 2 

ITEM MINIMUM 
(UFT-a l DESCRIPTION OF RECORD SERIES RETENTION 

DESTROY 15 YEARS AFTER BOND 
BECOMES INACTIVE. 
[GRS 6-6a(l) (88)] 

DESTROY 15 YEARS AFTER THE 
END OF THE BOND PREMIUM 
PERIOD. 
(GRS 6-6a(2) (88)] 

B. Other bond file11, induding other copie11 o! bonds and related pape 

(N 13·6) C. Surety bond review file11 and documents relating to the review o( the legal 
sufficiency of 11.ll't:ty bond,. 

2 PATENT FILES - ntw 

FEDERAL PERSONNEL SURETY BOND FILES 

1. 

[2000] 
(N 13·9) 

Files m include but are not limited to the following record.a, including invention 
di1clo1ures ther patented or not) received by NASA via another agency through a 
contract. 

1. RETIRE TO FRC 6 MONTHS 
AFTER CASE IS INACTIVE. 
DESTROY WHEN 10 YEARS OLD 

2. File for 1peeifie invention dilclo■ ures for w 
waa filed. 

RETIRE TO FRC 6 MONTHS AFTER 
PATENT IS ISSUED. DESTROY 
WHEN 20 YEARS OLD. 

3. Sohciting illlltructions to inatallatiollll regarding procedures fo
1olic:ihng. 

r DESTROY WHEN 1 YEAR OLD. 

B. DE
doc

TERMINATION OF RIGHTS to Employee Invention,, including 
uments pertaining to Executive Order 10096, et 1eq. 

RETI TO FRC 6 MONTHS 
AFTER C IS INACTIVE OR 6 
MONTHS AFT ATENT IS 
ISSUED. DESTRO EN 25 
YEARS OLD. 

(N 13·13T--,o.-=~::C~E~T~O~O=T:H:E:R:A~G~E~N~C~IE~S~O~N~P~A~T~E:N~T~S~.,..,.._.,_...__ _,~~':.~Xl~~~[I~~~
Files include legal a.uistance given to other agenc1e1 RETIRE TO FRC WHEN 2 YEARS 

WHEN 6 YEARS 
OLD. 

D. PATENT-SOLICITING INSTRUCTIONS TO JPL regarding 10licita.tion DESTROY WHEN 1 YEAR OLD. 
procedures. 

El. AI:.L O'PHEJt 6PP!eE9}COf'IE9. BES'f'RS'l' WHE?i SfH!6LE'f'E 9R 
SUPERSEDED. 
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Headquarters Only, Office of Gene 

SCHEDULE 2 

ITEM 
[UFl#1 DESCRIPTION OF RECORD SERIES 

LEGAL OPINION/ADVICE FILES - U\OJW\t--

Doc:umen• .... -n.~ting legal opinion.a/advice, or legal research mem011, 
incident to the in tation ofatatutes (ethic.s), regulations, and 
other legal mattel"ll cone • g NASA. Thia record tenet can, or may 
include legal opinions or clien 

A. PAPER DOCUMENTS 

B. ELECTRONIC MEDIA -

CLAIMS FILES 

Cue files relating to claims in favor or, or agamst, the Government 
damage, 10111 or destruction o! property, a.nd for personal mjury 

h resulting from negligence or wrongful act, or omission, oi 
ada uded, but not linuted to, are tort claim.a (2 yr. statute o! 
limitation , antime claim,, foreign claims, international treaties, 
Space Act cla.i and personal property claim,. 

A. 

Cl= established when a:ny claims result from a 1ingle 
a.ccide.nt, incident, or disut 

B. 

1. Claims involving personal injury or a rru r. 

2. All other claims. 

C. REPORTS 

(M 13•4) 1. Investigative 

Doeument1 accumulated from investigating accidents a.nd 
ine1denta which could, but do not, reault in the tilini o{ a claim. 

(N 13·5) 2. Mi1cellaneoua 

Claim.11 reporia conai1ting of atatiJltical, ti.Jca!, and related report• 
on the disposition o{ claims. 

MINIMUM 
RETENTION 

RETIRE TO FRC WHEN NO LONGER. 
NEEDED FOR REFERENCE. 
DESTROY WHEN SO YEARS OLD. 

MAlNTAlN ELECTRONIC MEDIA 
DATABASE UNTIL NO LONGER 
NEEDED FOR REFERENCE, 

TROY PAPER COPIES OF 
ELEC NIC VERSION 
IMMEDIA Y. 

RETIRE TO FRC 2 YEARS 
AFTER FINAL ACTION ON CASE. 
DESTROY WHEN 28 YEARS OLD. 

RETIRE TO FRO 2 YEARS AFTER 
FINAL ACTION ON THE CASE 
DESTROY WHEN 28 YEARS OLD. 

RETIRE TO FRC 2 YEARS AFTER 
FINAL ACTION ON CASE. DESTROY 
WHEN 8 YEARS OLD 

RETI TO FRC ON EXPIRATION 
OF PER NT STATUTORY 
PERIOD FO !LING A CLAIM. 
DESTROYS Y S AFTER. 
EXPIRATION OF TlNENT 
STATUTORY PERIO . 

DESTROY WHEN 2 YEARS OLD. 
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SCHEDULE 2 

ITEM MINIMUM 
{UFl#T DESCRIPTION OF RECORD SERIES RETENTION 

5 ADMINISTRATIVE AND COURT LITIGATION CASES INVOLVING NASA- ~e-
[2084] 
(N 13·23) Files of cues including, but not limited to, complaint &1111wer, motions, RETIRE TO FRC 2 YEARS AFTER 

discovery, transcript of proceedings, trial u.hibzta and brief• in YEAR IN WHICH COURT RENDERS 
auppori of the pa.rites' positions, together with the working paper11 oi ITS FINAL DECISION OR THE 
the attorney bandbng the cue. YEAR IN WHICH THE CASE IS 

SETTLED. DESTROY 20 YEARS 
AFTER FINAL DECISION OR CASE 
IS SETTLED. 

6 SMALL BUSINESS INNOVATIVE RESEARCH (SBIR) - ne.w 
{2100] 

These are files that are maintained by the Technology Utilir:ation omce 
Omce at Field Installations of solicited proposals. NASA typically 
announcu to •mall buaine.11 enhtiea what a.reaa of interut and/or research 
monies are available for poasible per:f'ormance. Small bu1ine11e1 1end m 
propoaal1 to NASA in the 1ubject areas for review and evaluation. These 
files are kept in the aequence o! phasea required under the SBA regulation,. 

A. PHASE I - SELECTED PROPOSALS 

Winning proposals, acorea, evaluations, recommendations, &nd RETAIN AND INCORPORATE INTO 
selected proposala which a.re funded. PHASE II CASE FILES. 

B. PHASE I - NOT SELECTED 

Proposals not selected for funding DESTROY PROPOSALS NOT 
FUNDED ONE YEAR AFTER 
COMPLETION OF END OF PHASE I. 

C. PHASE Ii - FUNDED PROPOSALS 

Original proposals, evaluation 1heeta, recommendations, &nd selection DESTROY FUNDED PHASE 11 FILES 
sheet,. 3 YEARS AFTER THE END, 

TERMINATION, OR COMPLETION 
OF PHASE II. 

D. PHASE Il - NOT FUNDED 

Proposal, no selected for funding (Phase II only--but aelected during DESTROY UNFUNDED PHASE II 
during Pha.ee I process). PROPOSALS ONE YEAR AFTER THE 

SELECTION ANNOUNCEMENT OF 
PHASE ll. 

E. NASA HEADOUARTERS - OPR 

Thete record, include both Phue I a.nd II proposal,, a.nd are microfiched DESTROY PAPER RECORDS AFTER 
in their entirety. MICROFICHING. 

F. MICROFICHE DESTROY MICROFICHE WHEN 10 
(Item E. Above ) YEARS OLD. 
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!:>\...Ml:UU LI: '1. 

ITEM 
[UFI #l DESCRIPTION OF RECORD SERIES 

7 TECHNOLOGY UTILIZATION FILES ~ CK)Cih\~t, 
[2100] 
(N 23•5) A. PUBLICATION ORDERS, MEMORANDA. AND REPORTS FILES 

Order1, memoranda, and reports between the Technology Utilisation 
Office and the Scientific and Technical Information Office, relating 
to the UM of STI'1 aerv1ce11. (Thil includea files created both by 
Headquarter1 and Field lruttallationa.) 

B. TU CONFERENCE PROCEEDINGS (ANNUAL) (HQ ONLY) 

Finilhed publilhed conference proceedinga maintained and located at 
at CASI (Center for AeroSpaee Information). 
(Office or Primary Reapon.a1bihty - NASA Headquarters, Code C) 

MINIMUM 
RETENTION 

DESTROY WHEN %YEARS OLD. 

• PERMANENT • 
TRANSFER TO NARA IN 
10 YEAR BLOCKS WHEN 30 YEARS 
OLD. 

(N 23·6) C. TU CLIPPING FILE (Maintained a.t CASI • Center for AeroSpa.ce In!ormation) 

Files of articles appearing in technical and trade ma.guinea on the 
NASA TU Program (including current and a.fter-the-Cact articles), and 
the transfer of apace technology to private induatry. 

1. Clippinga with no value (including thoae that do not directly 
relate to a apeofic project/program). 

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

S. JPL ONLY: OPR 

4. All other office/copie11. 

{2130] D. TECHNICAL BRIEFS (TECH BRIEF) 
(N 2.3•7) 

Office which originated the publication (OPR): 

l. Headquarters: 

One record copy or ea.ch publication, including abstract, u 
located at CASI (NASA'• Center for AeroSpace Information}. 

2. In.stallaiion.e: 

Innovator'• working papen (including patent} relating to the 
publicat1on, auch a.a feeder reports, background ma.hriala, 
interim reports, notes, correspondence, together with related 
ahowing inception, scope, and background. 

3. All other officu/copiea. 

DESTROY WHEN NO LONGER 
NEEDED OR WHEN 3 YEARS OLD, 
WHICHEVER IS SOONER. 

PLACE CLIPPING IN SPINOFF CASE 
SEE ITEM I. OF THIS SCHEDULE 

RETIRE TO LOCAL RECORDS 
STORAGE WHEN 1 YEAR OLD. 
TRANSFER TO JPL ARCHIVES WHEN 
10 YEARS OLD. DESTROY WHEN NO 
LONGER NEEDED. 

DESTROY WHEN NO LONGER 
NEEDED OR WHEN 1 YEAR OLD, 
WHICHEVER 15 SOONER. 

• PERMANENT • 
RETIRE TO FRC & YEARS AFTER 
PUBLICATION. TRANSFER TO NARA 
WHEN 20 YEARS OLD. 

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

DESTROY WHEN REFERENCE VALUE 
CEASES OR WHEN & YEARS OLD. 
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SCHEDULE 2 

ITEM MINIMUM 
(UFl#l DESCRIPTION OF RECORD SERIES RETENTION 

7 CONTINUED: TECHNOLOGY UTILIZATION FILES 

(N 23·3) TSP files typically c basic technology that has not yet been t l'BRU:.!:;;ll&.ISII • 
transferred to a working/private- r anir.ation. Files consist or RETIRE TO FRC WHEN 5 YEARS 
a collection or technical documentation relate•ir't-=rl describing aspects OLD, 'f'l:t:kHSFER. I G IM1ti n HSN 
of the innovation reported in a NASA Tech Brier (Item IT.".11:b,-J..__ -=;o u:1.as su. bC'stnsy wh~n 
including reproducible master copy (1r any) and exclusive of duplicate .,,..-.iu:.""rs o\&.copies of the TSP (1f this 1s a patent, it 1s the basic documentation). 

[ 2 J31] F. TU DISSEMINATION FILES 

(N 23·4) Preliminary, progress, and final reports or publications prepared or issued 
by contractors operating a Regional Technology Transfer Center (RTTC); 
COSMIC; or TAC, in cooperation with NASA and other contractors assisting 
the Technology Utilization Program dissemination efforts, and related 
correspondence. 

1. Headquarters - TU Office/Program RETIRE TO FRC WHEN 2 YEARS 
OLD. DESTROY WHEN 5 YEARS 
OLD. 

2. All other offices/copies. DESTROY WHEN 2 YEARS OLD. 

{2170] G. NEW TECHNOLOGY FILES 

(N 23·2) 1. REPORTS 

These are new technology reports submitted to Technology RETIRE TO t'RC 3 YEARS 
Utilization Offices by m-house personnel or by contractors in AFTER RECEIVED. DESTROY 
accordance with the provisions of the contract's new technology WHEN 5 YEARS OLD. 
clause (an annual report). 

(a} HQ and all other NASA installations. SEE DISPOSITION ABOVE 

{b) JPL ONLY RETIRE TO LOCAL RECORDS 
STORAGE 3 YEARS AFTER 
RECEIVED. TRANSFER TO JPL 
ARCHIVES WHEN 10 YEARS OLD. 
DESTROY WHEN NO LONGER 
NEEDED. THESE RECORDS CANNOT 
BE RETIRED TO AN FRC. 

CN 23-1) 2. CONTRACT ADMINISTRATION OF CLAUSE 

Correspondence and documents, including copies of contracts, RETIRE TO FRC 1 YEAR AFTER 
pertaining to administration of the new technology clause in CONTRACT CLOSEOUT. DESTROY 
contracts, especially to reporting and processing of innovations 10 YEARS AFTER FINAL PAYMENT 
required to be reported. OR CLOSEOUT. ,4il1H6HE'iEll IS 

l:I GSFC ONLY - This item applies to the Patent Office. ..-S:1 lj fNFiR-: 
ll HQ and all other NASA installations. 

2-5 



SCHEDULE 2 

ITEM 
IUFI #l DESCRIPTION OF RECORD SERIES 

7 
[2170] 

CONTINUED: TECHNOLOGY UTILIZATION FILES 

B. TU APPLICATIONS FILES 

1. APPLICATION TEAM 

Reports, correspondence, minutes of meetinp, etc. produced by 
the application t;eam in identifying public sector opportunities 
for adaptive enpneering. 

2. APPLICATION ENGINEERING PROJECT CASE FILES 

These files are maintained by the Program Manager who ia located 
at NASA HQ, Code C, and con111t of RTOP 1ummariea, intenm 
reports; and 1ummarie1 in narrative format. 
(SEE NOTE 1) 

J. SPJNOFF FILES 

1. SPINOFF CASE FILE 

Files are maintained by year and consist o! ruearc:h files which 
contain clippings, correspondenc:e with companies, product literature, 
and interview notes and any other 11milar documentation or related 
materiah. 

:. SPINOFF PUBLICATION 

A. 1976 - 1990 
One onginal finiehed/published document. 

o 1976 - 1986 
• 1987 - 1990 

B. 1991 - Continuinr 

MINIMUM 
RETENTION 

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

RETIRE TO FRC WHEN 2 YEARS 
OLD. DESTROY WHEN 6 YEARS 
OLD. 

RETIRE TO FRC WHEN 5 YEARS 
OLD. DESTROY WHEN 20 YEARS 
OLD. 

• PERMANENT • 
TRANSFER TO NARA AS CITED 
BELOW: 

TRANSFER JANUARY 1, 1997. 
TRANSFER JANUARY 1, 2000. 

• PERMANENT • 
TRANSFER ONE COPY .ANNUALLY 
TO NARA. 

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

2-6 



8 

SCHEDULE 2 

ITEM MINIMUM 
(Ufl#l DESCRIPTION OF RECORD SERIES RETENTION 

SCIENTIFIC AND TECHNICAL INFORMATION PUBLICATIONS AND MATERIALS -
{2220] 
(N 1•28) A. PUBLICATIONS AND MATERIALS MAINTAINED BY OPR 

Publiabed and procelled documents pNpa.red by NASA, 1uc:h u 
report ■, hiatorical volumes, and ln!orma.tional material■. 

&ecbnical 

1. The office or primary NSpontibility will ma.inta.in one copy of 
ea.ch published or procened document together with Nlated 
ba.c:kground papen reflecting a buia for the wuance or that 
contribute to the content of the publication, including 
coordination rapen and comments. 
(SEE NOTE1 

·n paper1 such u notes, rough drafts, ba.c:kground report,, 
and other • exdu1ive or tb0t1e described under 
Item 1.) 

c,h~ 

RETIRE TO FRC AT END OF 
FISCAL YEAR IN WHICH 
DOCUMENT IS PUBLISHED. 
DESTROY WHEN 10 YEARS OLD. 

DESTROY 1 YEAR AFTER. 
DOCUMENT 1S PUBLISHED. 
(GRS 88 RESND (16-10)1 

!. All other offices/printed copies. 

B. PUBLICATIONS AND MATERIALS NOT HELD AT CASI (CENTER FOR AEROSPACE INFORMATION) 

N REFERENCE 

Record copy if maintained in duplicating or di ■ tribution unit, i.e., 
Eduu,iion Office; Public Affain; Miuion Office(,), of ea.ch pamphlet, 
report, lea.flet,.e!i J!!&iiJal, poater, cha.rt, booklet, regulation or 
1irn.ila.r or other publiahed or procened documents, or the Jut 
ma.nuscript report if not published. 

1. Record copy with the 1upporling papen which document the 
inception, acope, a.nd purpoie. (Thie item does not cover 
copies a.nd related material retained in originating office.) 

2. All other office/ copies. 

• PERMAJ,,'ENT • 
•1U!:TfltE 'l'S FR.G WHLH 3 i E:i\RS 
~ TRANSFER TO NARA WHEN 
10 YEARS OLD. 
[GRS 88 RESND (13-1)) 

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

NOTE1: fl is the responsibility of the OPR to send/submit one record copy lo CASI. 
See Sub•element C. of this llem. 
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SCHEDULE 2 

ITEM MINIMUM 
{UFI #l DESCRIPTION OF RECORD SERIES RETENTION 

SCIENTIFIC AND TECHNICAL INFORMATION PUBLICATIONS AND MATERIALS 
/2220] 
(N 23·7> "c1 PUBLICATIONS AND MATERIALS HELD/MAINTAINED AT CASI 

ord copy of tcientific and technical publieatio1111 such u Technology 
Su y1, Technical Report,, Technical Notu, Technical Memoranda, Contractor 
Repo and Special Public:ation1. Thue are examplu only and r.corda 
abou.ld n be linuted to thia aelection. 

1. 

(a) 

(1) 

• PERMANENT • 
TRANSFER TO NARA WHEN 1 YEAR 
OLD. 

(2) DESTROY WHEN NO LONGER 
NEEDED OR WHEN REFERENCE 
VALUE CEASES. 

{b) Paper copy. 

(1) Pre-1958 DISPOSITION NOT AUTHORIZED AT 
THIS TIME. 

(2) 1958 - 1993 • PERMANENT • 
TRANSFER TO NARA WHEN 

• MICROFILMED OR WHEN 50 YEARS 
OLD, WHICHEVER IS SOONER. 

(S) 1993 - Continuin( SE ITEM (a) ABOVE FOR 
AUT RIZED DISPOSITION. 
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Chapter 2 

Item 8 continued: Scientific and Technical Information Publications and Materials 

BC. PUBLICATIONS AT CASI 

l. Paper Records 

(a) Paper copies dated pre-1958 

Permanent. A separate SF 115 must be submitted to NARA after com
pletion of comprehensive inventory in FY 1996. 

(b) Paper copies dated 1958 - 1978 that have not been microfilmed. 

Permanent. Transfer to NARA when 25 years old (2003) or sooner. 

(c) Paper copies dated 1979 - 1993 that have not been microfilmed. 

Permanent. Transfer to NARA when 10 years old (2003) or sooner. 

(d) Paper copies dated 1994 to present that have not been microfilmed. 

Permanent. Transfer to NARA when 1 year old. 

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

Destroy (after verification of microfilm) when no longer needed for reference or when 60 
years old, whichever is sooner. Records cannot be retired to FRC. 

2. Microfiche Records 

(a) Microfiche silver master and one diazo copy dated 1958 to present. 

Permanent. Transfer to NARA in 1 year after filming. 

(b) All other copies. 

Destroy when no longer needed. Records cannot be retired to FRC. 

0 



ITEM MINIMUM 
(Ufl#l DESCRIPTION OF RECORD SERIES RETENTION 

8 CONTINUED: S&T INFORMATION PUBLICATIONS AND MATERIALS 
{2220) 

D. DOCUMENT AVAILABILITY AUTHORIZATION CDAA) RECORDS 

1. Papen 1ubmitted for approval of a.nd releued through 
IC.ientific and technical orpnintiont EXTERNAL io NASA. 

(a) Documentation concisb of the original paperwork submitted 
{or each paper: 
• FF4.27, "NASA Scientific a.nd Technical Document 

Availability Authoriution (DAAt; 
• Ab■ trad of the paper cited on the FF4.27; 

JSC ONLY 

In addition to the above documentation, JSC authors are 
required io provide: 

• JSC Form 548, "Approval a.nd Funding for Technical 
Presentations, Technical Papen, a.nd Joumz.1 Arlicle1 
for External Aud1encu • 

(b} All other copie1/in1tallation1. 

2. Papen 1ubmitted for publication in the NASA Scientific and 
Technical Reporh Senu. 

(a) Rec:ord1 document both inetallation and NASA Headquarlen 
approval of reports by civil 1ervant and contra.ctor authors 
for publication in the NASA STI Report Serie•. Documentation 
conaista of: 
111 FF4.27 (DAA); 
Ill Report Documentation Page (SF 298); or a.n Ab1tn.ct of; 

or, a.n Introduction to the Rep<>rl; 

JSC ONLY 

In a.ddition to the above, JSC authors (aa oppo1ed to a 
contrador author) are required to provide: 

• JSC Form 155, "ProceuinJ Scientific &. Technical 
Publication11.• 

(b) All other c:opies/inata.llations. 

DESTROY 2 YEARS AFTER 
MEETING OR PUBLICATION DATE 
CITED ON THE FF4.27 (DAA FORM) 
OR WHEN Ii YEARS OLD, 
WHICHEVER IS SOONER. 

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

DESTROY NO LATER THAN 
Ii YEARS AFTER DATE OF 
PUBLICATION OR WHEN 6 YEARS 
OLD, WHICHEVER IS SOONER. 

DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE USE OR 
WHEN 3 YEARS OLD, WHICHEVER 
IS SOONER. 

2-9 
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SCHEDULE 2 

ITEM MINIMUM 
[UFT #[ DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: S&T INFORMATION PUBLICATIONS AND MATERIALS 
{2220] 

E. AUTHOR'S FILES/RECORDS 

1. AUTHOR'S WORKING PAPERS 

Working papers relating to the publication, such as feeder DESTROY WHEN 15 YEARS OLD. 
reports, background materials, interim reports, notes, 
correspondence, and related papers. 

2. SPECIAL AUTHOR FILES (LeRC) 

(a) Edited manuscript copy, galley proo!s, blue lines, and DESTROY WHEN 2 YEARS OLD. 
dummy layouts for each technical report. 

(b) Camera-ready copy of text and figures and related DESTROY 20 YEARS AFTER 
negatives, supporting papers which document the inception, SEPARATION, TRANSFER, OR 
scope, and purpose, including editorial noties. TERMINATION OF EMPLOYEE. 

F. EDITED MANUSCRIPT FILES 

1. HQ STI FILES (Code J) 

(a) Edited manuscript copy, galley proofs, blue lines, 4'~HSFl3R tie Fll C WITHIN 6 
and dummy layouts for each publication. . l,U'.lWf:US 'ETFR ~ €l CUJ IE:rl':F IS 

PUB&i8UED, DESTROY WHEN 2 
YEARS OLD. 

{b) Camera-ready copy of Special publications, including TRANSFER TO FRC 6 MONTHS 
original art, figures, cover design, and title page. AFTER DOCUMENT IS PUBLISHED. 

DESTROY WHEN 3 YEARS OLD. 

2. E-FILES (LeRC STI FILES) 

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

(1) 1981-1983 DESTROY JANUARY~. \Cl,'I~ 

(2) 1984-1989 DESTROY JANUARY~ IC/'l=r 

(3) 1990-1993 DESTROY JANUARY~ l'\C\& 

(4) 1994 and Continuing. DESTROY WHEN 2 YEARS OLD. 

{b) Camera-ready copy of text, figures, related negatives, and, 
supporting papers which document the inception, scope, and purpose, 
including editonal notes. 

(1) 1981-1983 DESTROY JANUARY ¼9951. (q'\4, 

(2) 1984-1989 DESTROY JANUARY 1999. 

(3) 1990-1993 DESTROY JANUARY 2003. 

(4) 1994 and Continuing. DESTROY WHEN 10 YEARS OLD. 
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ITEM MINIMUM 
[Ufl#l DESCRIPTION OF RECORD SERIES RETENTION 

8 CONTINUED: S&T INFORMATION PUBLICATIONS AND MATERIALS 
[1220] 
(N 23•8) G. OTHER STI PUBLTCATION FILES 

1. Other locally publiabed report• NOT included in the "Cormal" DESTROY WHEN REFERENCE 
series liat above. V.A.LUE CEASES. 

2. LEWIS - Locally published Report• NOT included i.n FORMAL series. 

(a) B-FILES 

(1) EdUed ma.nuacript copy, galley proot'a, blue line,, and DESTROY 2 YEARS AFTER 
dummy layouts tor ea.ch technical report. PUBLICATION. 

(2) Camera-ready copy of text, fiiUrea, related negatives, and DESTROY WHEN 10 YEARS OLD 
1upporting papen, which docment the inception, .cope, and 
purpoae, including editorial note,. 

(b) RECUR.RING B-FILES 

(1) See Descnption i.n a (1) above. DESTROY 2 YEARS AFTER 
PROGRAM TERMINATION, 
CANCELLATION, COMPLETION, 
UPON F ACILlTY CLOSURE, OR 
WHEN 5 YEARS OLD, WHICHEVER 
IS LATER. 

(2) See De1cription in a (2) above. DESTROY JO YEARS AFTER 
PROGRAM TERMINATION, 
CANCELLATION, COMPLETION, 
UPON FACILITY CLOSURE, OR 
WHEN 15 YEARS OLD, WHICHEVER 
IS LATER. 

(c) PROJECT-RELATED FILES 

(1) See Description in a (1) above. DESTROY 2 YEARS AFTER 
PROJECT TER.\.ilNATION, 
CANCELLATION, OR COMPLETION. 

(2) See Ducription in a.(2) above. DESTROY WHEN REFERENCE 
V.A.LUE CEASES OR WHEN 20 YEARS 
OLD, WHICHEVER IS SOONER. 

H. ALL OTHER OFFICES/COPIES DESTROY WHEN REFERENCE 
VALUE CEASES OR WHEN NO 
LONGER NEEDED. 
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SCHEDULE 2 

ITEM MINIMUM 
{UFT #[ DESCRIPTION OF RECORD SERIES RETENTION 

STI DATABASE ACCESSION SERIES- ELECTRONIC - r,eL,I) See atta.c.heJ ('e\ll.SI ah. 
{2220] 

These files consist of docum elated to the STI • PERMANENT • 
data bases: Scientific and Technical Aerospace Reports , 
International Aerospace Abstracts (IAA), Limited Scientific and 
Technical Aerospace Reports (LSTAR). These are the on-line 
bibliographic files to the NASA STI accessioned series. 

N ARIN 

information system currently supporting CASI or an A 
libraries, or any that will be developed EXCLUDING full text or image. 

(SEE NOTE1] 

ING AIDS - LIBRARY 
{2240] 
(N 19-14) Fmdmg aids for ident1ficat1on, retrieval, or use of recor 

DESTROY WHEN REFERENCE VALUE 
OR AGENCY NEED CEASES, OR 

NO LONGER NEEDED 
WHICH 
(GRS 20-9 (93)] 

DISPOSE OF ACCORDING TO THE 
OVERING THE 

RELATED RECORDS. 

NOTE1: Thzs is restricted to NASA only and does not include other orgamzations full-text 
databases, i.e., on-line newspapers, or reference documents. 
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rs, or reference documents.) 

, 

Schedule 2 

Item 9: STI DATABASE ACCESSION SERIES - ELECTRONIC 

A. Star, Star Alternate File, Lstar, Lstar Alternate File 

These files consist of documentation and material related to the STI data bases: Scientific 
and Technical Aerospace Reports (STAR), Limited Scientific and Technical Aerospace 
Reports (LSTAR). These are the on-line bibliographic files to the NASA STI 
accessioned series. 

Permanent. Produce in tape format and transfer to NARA every 5 years, beginning in 
1995. 

REC ON, ARIN, or ther library management or bibliographic information system 
currently supporting CASI or ~ffllr-AtJhPr NARA libraries, or any that will be developed 
EXCLUDING full text or image. (This is re • to NASA only and does not include 
other organizations full-text databases, i.e., on-line new 

Destroy when reference value· or agency need ceases, or when 20 years ol 
later. [GRS 20-9 (93) ] 

C. IAA and IAA Alternate File 

These files consist of electronic records and documentation related to the STI databases. 
International aerospace abstracts (IAA), and IAA Aleternate File. 

Destroy when reference value or agency need ceases. 

0 



~\..Mt:UULt: ].. 

ITEM MINIMUM 
[UFl#l DESCRIPTION OF RECORD SERIES RETENTION 

ANAGEMENT PROJECT FILES 

Survey1, analytical studies, bac notes, data, interim report,, TRANSFER TO FRC S YEARS 
final report,, and relating papel"II pertaining to admin t1ons; AFTER COMPLETION OR 
e.g., appraiaal or microfilming proposals, evaluating need or addition R.MINATION OF PROJECT. 
eqwpment, reviewm11, uhliz:ation or office JilllebJ.nery, etc. DES EARS OLD. 

12 IRM (INFORMATION RESOURCES MANAGEMENT) FILES - r1lVJ 
{2JJ0} 

A. IRM FILES· GENERAL 

Records in thil aeries coruusi or correspondence, feeder report• 
that are aummanied into other repon,, background documentation, 
or other related matenab. 

B. SELF.ASSESSMENTS 

NASA Annual aelr-aueument documentation concerning review, of 
IR.M policy compliance, reaponsibihties, and pre.dices. Included 
are uaociated correspondence, d1rect1ve1, guides, surveys, studies, 
1ummary report,, actions plans a.nd progress reports, and major 
information system inventories. 

1. Headquarters 

(a) Summary report. as 1ubnutted by In1tallation. 

{b) Agency level summary reports as prepared by OPR. 

2. Installations 

(a) Report• submitted to Headquarters ~n aelf-uaesamenta. 

(b) OPR re1pon11ble for preparing and 1ubmithng reports to 
Headquarters, includmr background data used !or 1ummary 
report. 

Reports an ha.nee c:eri1fication1 required by General Servicea 
Administration (G cerning reviews o! IRM pra.ctices. Included are 
uaoc1ated correapondenc:e, 1 

monitoring aurveya and reports. 

1. Headquartel"II - OPR 

2. InstaJ.lations - OPR 

DESTROY WHEN 7 YEARS OLD. 
(GRS 16·11 (92)} 

DESTROY WHEN NO LONGER 
NEEDED OR WHEN 3 YEARS 
OLD, WHICHEVER IS SOONER. 

DESTROY WHEN 1 YEARS OLD. 

DESTROY WHEN 1 YEARS OLD. 

DESTROY WHEN 8 YEARS OLD. 

DESTROY WHEN 8 YEARS OLD. 



12 

SCHEDULE 2 

ITEM 
[UFI #l DESCRIPTION OF RECORD SERIES 

IRM FILES CONTINUED: 
{2310] 

D. IRM LONG-RANGE PLANS/REPORTS 

Documents involving the establishment of schedules to achieve NASA's 
long range IRM objectives, the Cormulat1on oi new concepts and 
requirements in IRM for planning purposes and similar matters. 
Included are IRM long range plans, Coreca.sts, reports, documents 
reflecting the evolution of these plans/forecasts, and documents 
contributing to the development of such plans or forecasts. 

1. OPR - NASA Headquarters (Code JTD) 
(Documentation may include but is not limited to 
the IRM L-R Plan Call Letter; incoming documentation 
from the contributing office; incoming external documents.) 

2. Contributing Offices (Headquarters and field installations) 

3. All other office/copies. 

E IRM STRATEGIC PLAN (5 Year Plan/Updated Annually) 

Records consist of IRM strategies that are common to NASA that support 
the Agencies missions and goals by prov1dmg agencywide perspectives and 
directions for NASA's IR.M:-related program imt1at1ves. The plan includes 
IRM goals and ob;ectives, key milestones within a three-to-five year 
hmeframe that defines the contribution of information resources to the 
accomplishment of NASA's missions. Records include but are not limited to. 
Meeting minutes; IRM documentation, final publication or proposed 
•Strategic Plan" 

1. OPR - NASA Headquarters 

2. Contributing Office (Headquarters and field mstallat1ons). 

3. All other office/copies 

MINIMUM 
RETENTION 

DESTROY BACKUP 
DOCUMENTATION 1 YEAR AFTER 
COMPLETION OF THE IRM LONG 
RANGE PLAN. RETAIN FINAL IRM L
R PLAN ON-SITE FOR 10 YEARS AND 
THEN DESTROY. 

DESTROY WHEN 3 YEARS OLD OR 
WHEN SUPERCEEDED, WHICHEVER 
IS SOONER. 

DESTROY WHEN NO LONGER 
NEEDED OR WHEN 2 YEARS OLD, 
WHICHEVER IS SOONER. 

RETAIN ON-SITE AND DESTROY 
WHEN 10 YEARS OLD 

RETAIN ON-SITE AND DESTROY 
WHEN 6 YEARS OLD. 

DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE, OR 
WHEN 3 YEARS OLD, WHICHEVER IS 
LONGER. 
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SCHEDULE 2 

ITEM 
[UFl#[ DESCRIPTION OF RECORD SERIES 

IRM FILES CONTINUED: 
[2310} 

F. 0MB BULLETINS (IRM PLANS - ANNUAL) 

Documentation consists of 0MB Bulletins, background material, 
supporting documentation and information which may include but 
are not limited to records concerning: security; ICB (Information 
Collection Budget); Long-Range Plan Stategic Overview; Tele
communication Plan; etc. 

1. OPR - NASA Headquarters 

2. Contributing Office (Headquarters and field installations), 
and all other offices/copies. 

MINIMUM 
RETENTION 

RETAIN ON-SITE AND DESTROY 
WHEN 3 YEARS OLD. 

DESTROY WHEN NO LONGER 
NEEDED OR WHEN 2 YEARS OLD, 
WHICHEVER IS SOONER. 
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ctromc media such as hard disks 

SF 115 

SCHEDULE 2 

ITEM l\UNIMUI\I 
{UF! #/ DESCRIPTION OF RECORD SERIES RETENTION 

AUTOMATED DATA PROCESSING (ADP} RECORDS - GENERAL 

COMPUTER READABLE MEDIA - GENERAL 

Electronic media created in the areas of accounting, inventories, IF PAPER RECORDS EXIST, 
udget, library type indices, adrrunistration, and are used in connection AND THE ELECTRONIC MEDIA 
• h the accumulation of operating and reporting data of activities. REPRESENTS A DUPLICATION, 

RELEASE MEDIA FOR REUSE NOT 
LATER THA.J.'J 30 DAYS AFTER THE 
NEED FOR IT HAS BEEN MET AND 
THAT IT WILL NOT BE REQUIRED 
FOR FURTHER USE. 

IF PAPER RECORDS DO NOT 
EXIST, MAINTAIN DATA BASE AND 
RELEASE FOR REUSE WHEN 5 
YEARS OLD 
(GRS 23-1 (93)] 

B 

Documents such as letters, messag memoranda, reports, handbooks, 
directives, and manuals recorded on 
or floppies 

1 When used to produce hard copy wh1c DELETE WHEN NO LONGER NEEDED 
files. TO CREATE A HARD COPY 

[GRS 23-2a (88)] 

2. When maintained only in electronic form, and phcate the DELETE AFTER THE EXPIRATION 
mformat1on in and take the place of records that ould otherwise OF THE RETENTION PERIOD 
be maintained m hard copy providing that the har copy has been AUTHORIZED FOR THE HARD COPY 
authorized for destruction by the GRS or an approve BY THE GRS OR AN APPROVED SF 

115 
[GRS 23-2b (88)] 

C ADMINISTRATIVE DATA BASES 

1. GENERAL 

Data bases that support administrative or housekeeping functions, DELETE INFORMATION IN THE 
containing information derived from hard copy records authorized ATA BASE WHEN NO LONGER 
for destruction by the GRS or an approved SF 115, 1f the hard copy N DED 
records are maintained in organized files, and hard-copy prmtouts [GR 23-3a (93)] 
from these data bases created for short-term admm1strat1ve purposes. 

(N 27·9) 2. ADMINISTRATIVE COMPUTER SYSTEMS MEDIA 

This series consists of administrative and/or financial programming ED-UP DAILY 
software, and/or data. that is used for day-to-day operations. WITH STORAG OF MEDIA ON-SITE 

FOR 2 WEEKS A THEN RELEASED 
FOR REUSE IN TH COMPUTER 
OPERATIONS CENT (BACKUP 
MEDIA ARE ROTATED D 
MAINTAINED OFFSITE) 
[GRS 23-3c (93)] 
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report and used for active re 

All other offices/copies. 

14 AUTOMATED DATA PROCESSING (ADP) RECORDS/FILES - new 

ITEM 
{UFl# 1 DESCRIPTION OF RECORD SERIES 

13 CONTINUED: ADP RECORDS - GENERAL 
[2400} 

ets that are recorded on electronic media, i.e., hard/floppy disks. 

1. 

2. 

[2410] 
(N 1·43) 

the installations, these plans are submitted to the 
Information ces Management Policy Office (Code JTD) at 
Headquarters for rev1 The plan is consolidated mto a summary 

1. 

2. 

B. SECURITY PLANS 

In accordance with the Computer Security Act of 1987 (PL. 100-235) 
annual plans are reqmred to be prepared and submitted to NIST and NSA 
for comment regarding computer systems that are identified contammg 
sensitive inform.i.tion Each system plan includes a basic description 
of the purpose, environment, and sens1tiv1ty of the system and the 
security measures intended to protect the system and its data. Plans are 
not statements of agency security policy. They indicate security 
requirements and how the agency mtends to meet those requirements. 

1. Office of functional respons1b1hty (NASA HQ). 
(NOTE. This 1s agency-wide responsibility) 

2. Installations and all other offices/copies. 

SCHEDULE 2 

MINIMUM 
RETENTION 

DELETE WHEN NO LONGER 
NEEDED TO UPDATE OR PRODUCE 
A HARD COPY. 
[GRS 23-4a (88)) 

DELETE AFTER THE EXPIRATION 
OF THE RETENTION PERIOD 
AUTHORIZED FOR THE HARD 
COPY. IF THE ELECTRONIC 
VERSION REPLACES HARD COPY 
RECORDS WITH DIFFERING 

ENTION PERIODS, AND 
AG • SOFTWARE DOES NOT 
READIL IT SELECTIVE 
DELETION, D TE AFTER THE 
LONGEST RETEN PERIOD HAS 
EXPIRED. 
[GRS 23-4b (88)) 

RETIRE TO FRC 5 YEARS AFTER 
THE YEAR TO WHICH THE PLANS 
PERTAIN DESTROY WHEN 10 
YEARS OLD 

TROY WHEN ACTIVE 
REF NCE VALUE CEASES OR 
WHEN 3 Y OLD, WHICHEVER 
IS LATER 

RETIRE TO FRC 3 YEARS AFTER 
YEAR TO WHICH PLAN PERTAINS. 
DESTROY WHEN 10 YEARS OLD 

DESTROY WHEN ACTIVE 
REFERENCE VALUE CEASES OR 
WHEN 3 YEARS OLD, WHICHEVER 
IS LATER 
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SCHEDULE 2 
ITEM :MINIMUM 

[UFT#l DESCRIPTION OF RECORD SERIES RETENTION 

14 CONTINUED: ADP RECORDS/FILES 
[2410] 
(N 27-7) 
(N 27-1{78}) 

• "nal programs, computer media, and documents containing definitions of 
the stem(s) including functional requirements, data requirements, 

WITH RELATED FILES. 

(N 26-7) D. PROGRAMS AND DOCUMENTATION 

Programs and documentation which include aut 
descriptions, flow charts, and source files 

1. On-gomg programs. DESTROY 1 YEAR AFTER 
MODIFICATION, REPLACEMENT, OR 
DISCONTINUANCE OF PROGR.Ai\f. 
RETIRE TO FRC WHEN 2 YEARS OLD 
IF NO MODIFICATION OR 
REPLACEMENT OCCURS DESTROY 
WHEN 12 YEARS OLD. [Gas Zb-141 

2. Terminated programs. DESTROY 1 YEAR AFTER LAST USE 

ubsystem specifications, requests for the system, and authorizing directives. 

1. 

2. For an approve ystem for which all related computer readable 
data files are autl:i 'zed for disposal. 

3. For an approved system for 1ch any related computer readable 
data file is not authorized for 

3. Documentation - Data systems specifications, file specifications, 
code books, record layouts, user guides, output spec1ficat10ns 1 and 
final reports (regardless of medium) relatmg to a master file or 
data base that has been authorized for disposal in an approved 
NASA records schedule, EXCLUDING documentation relating to any 
unscheduled master file or data base or relatmg to any master file 
or data base scheduled for transfer to NARA. 

RETIRE TO FRC 1 YEAR AFTER 
FINAL ACTION. DESTROY 10 YEARS 
AFTER FINAL ACTION. t:US ZP-ltJ 

RETIRE TO FRC 1 YEAR AFTER 
DISCONTINUANCE OF THE SYSTEM. 
DESTROY 10 YEARS AFTER 
DISCONTINUANCE. [G,rz,s ZO·ll1 

RETAIN WITH RELATED DATA 
FILES. DESTROY IN ACCORDANCE 

LESS COGNIZAI~T OFFICE 
V IFIES A NEED TO RETAIN THE 
REC D LONGER. IF RETENTION IS 
REQUI D, RETIRE TO FRC WHEN 1 
YEAR or; AND DESTROY WHEN 10 
YEARS OL Gts ~-lcj 

DESTROY ORD ETE WHEN 
SUPERSEDED OR SOLETE, OR 
UPON AUTHORIZED 
OF RELATED MASTE 
DATA BASE 
{GRS 20-110. (89)) 
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SCHEDULE 2 

ITEM MINIMUM 
{UFT#{ DESCRIPTION OF RECORD SERIES RETENTION 

14 CONTINUED: ADP RECORDS/FILES 
'[2411} 

~. IRM-APR/DPA DOCUMENTATION (Agency Procurement Request/Delegation of 
Procurement Authority} 

Ge ral policy files contain information/documentation on agency 
polic or assigning staff responsibilities, changes in staff, and 
other re ted administrative matters concerning the handling and 
processing APR/DPA's. 

RETAIN ON-SITE AND DESTROY 
WHEN 8 YEARS OLD. 

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

·ncludes, but 1s not hm1ted 
to, Agency Procurement Request (APR); egation of Procurement 
Authority (DPA); FIP Resources Decision Do ment (FRDD); Just1fic:i.t1on 
for Other than Full and Open Competition (JO C); re-delegation 
of authority; management presentations; and, repo (6-month, annual, 
and contract award). This material documents the c die to grave 
process for information resources acquis1t1ons. 

(a) OPR - NASA HEADQUARTERS 

(1) Active APR Files 

(1) If NO delegation authority is received. EE DISPOSITION INSTRUCTIONS IN 

(u) Delegation authority received. SEE DI OSITION INSTRUCTION IN 
(2) (1) OF 

(a) 

(b) 

2. NASA CASE FILES 

Case files consist of documentation wh1c 

HIS ITEM. 
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SCHEDULE 2 
ITEM 

[UFl #l DESCRIPTION OF RECORD SERIES 

CONTINUED: APR RECORDS/FILES 
[2411] 

(ii} If program or re est is cancelled or terminated 
prematurly. 

(3) Contract Award Files 

(i) 

(ii) 

(4) Expired, Cancelled, or Terminated Case Files 

(1) PRIOR to contract award. 

(1i) AFTER contract award. 

(b) INSTALLATIONS 

(1) Active APR Files 

(i) If NO delegation authority is received. 

(11) Delegation authority received. 

(2) Contract Award Files 

MINIMUM 
RETENTION 

SEE DISPOSITION INSTRUCTIONS IN 

SEE DISPOSITION INSTRUCTIONS IN 
(3) (i) OF THIS ITEM. 
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SCHEDULE 2 

ITEM MINIMUI\I 
(UFl#[ DESCRIPTION OF RECORD SERIES RETENTION 

A. 

1. 

3. 

B. 

l. 

2. 

Electronic files created solely to test system performance, 
as well as hard-copy printouts and related documentation ior the 
electronic files/records. 

COMPUTER/ELECTRONIC MEDIA - GENERAL 

FILES TO CREATE, USE, OR MAINTAIN MASTER FILES 

Electronic files used to create or update a master file, including, 
but not limited to, work files, valid transaction files, and 
1 termediate input/output records. 

Electro c files and hard-copy printouts created to monitor system 
usage, in dmg, but not limited to, log-in files, password files, 
audit trail es, system usage files, and cost-back files used to 
assess charges or system use. 

INPUT /SOURCE FILES 

forms designed and used solely to 
create, update, or modify the ecords in an electronic medium and 
not required for audit or legal rposes (such as needed for 
signatures) and not previously sc duled ior permanent retention. 

Electronic records, except as noted m item B 3 , en red mto the 
system during an update process, and not required fo audit or 
legal purposes 

DELETE/DESTROY WHEN NO 
LONGER NEEDED. 
[GRS 20-la (89)] 

DELETE AFTER INFORMATION HAS 
BEEN TRANSFERRED TO THE 
MASTER FILE AND VERIFIED 
[GRS 20-lb (89)] 

DELETE/DESTROY WHEN NO 
LONGER NEEDED IN ACCORDANCE 
WITH SOUND BUSINESS PRACTICE 
AND AGENCY STANDARD 
OPERATING PROCEDURES 
[GRS 20-lc {89)} 

DESTROY AFTER THE 
INFORMATION HAS BEEN 
CONVERTED TO AN ELECTRONIC 
MEDIUM A.i"l'D VERIFIED, OR WHEN 
NO LONGER NEEDED TO SUPPORT 
THE RECONSTRUCTION OF, OR 
SERVE AS THE BACKUP TO, THE 
MASTER FILE, WHICHEVER IS 
LATER. 
[GRS 20-2a (89)] 

DELETE WHEN DATA HAYE BEEN 
ENTERED INTO THE MASTER FILE 
OR DATA BASE AND VERIFIED, OR 
WHEN NO LONGER REQUIRED TO 
SUPPORT RECONSTRUCTION OF, 
OR SERVE AS BACK-UP TO, A 
MASTER FILE OR DATA BASE, 
WHICHEVER IS LATER 
[GRS 20-2b (89)1 

3. Electronic records received from another agency and used as input/ ELETE WHEN DATA HAVE BEEN 
source records by the receiving agency, EXCLUDING records 
produced by another agency under the terms of an interagency 
agreements, or records created by another agency m response to the 
the specific mformat1on needs of the rece1vmg agency 

(N 26·1) 4. Computer files or records contammg uncalibrated and unvalidated 
digital or analog data collected during observation or measurement 
activities or res'!arch and development programs and used as input 
for a d1g1tal master file or data base. 

E1 ERED INTO THE MASTER FILE 
OR TA BASE AND VERIFIED, OR 
WHE O LONGER NEEDED TO 
SUPPO RECONSTRUCTION OR, 
OR SERV S BACK UP TO, THE 
MASTER Fl OR DATA BASE, 
WHICHEVER LATER 
[GRS 20-2c (89) 

DELETE AFTER T 
DATA HAYE BEEN I 
INTO A MASTER 
[GRS 20-2d (89)] 
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CONTINUED: 

C. MASTER FILES 

1. 

a.eter. 

SCHEDULE 2 

ITEM MINIMUM 
(UFT#l DESCRIPTION OF RECORD SERIES RETENTION 

COMPUTER/ELECTRONIC MEDIA - GENERAL 

(N 27·5) 

(INTERIM AND FINAL) 

Media containing deta.iled or ,ummary transaction data cumulative 
through the la.et updating or merger proceu, or containing out-
1ta.nding transaction item111 or totals representing the current 
1tatu11 of' a record. Interim media are used u input to the next 
1ubaequent nm that produces a new updated interim or final 

2. aster media containing detailed or 1ummary data or 
eumulat1 e tMLllla.eiio!ll u.nder a program, account, etc. 

Muter files that e to ad.miniatntive functions and that: 

11 Replace, in whole o in part, administrative records 1cheduled 
for disposal under on or more item.a in Schedules 1 through 9, 
and, 

11 Consist only of the same ormation u is contained in all or 
portions of the daposable re orda 1t replaces or duplicates; 

EXCLUDING th01e that replace or 

• Schd. 1-111, 1-127; 1-126c; 
• Schd. 2-19H; 

Schd. S-1; S-Slb, S-47a; 

D. SUMMARIZED INFORMATION DATA FILES 

Records that contain 1ummarlr,ed or aggregated information c ted by 
combining data elements or individual observations from a single 
muter file or da.ta bue tha.t is d11posable under an approved item 
or 111 authorized for deletion by an approved d1apo1it1on (SF 115). 

The following data filea may not be de!troyed before 11ecurin1 NARA 
approval. Data files EXCLUDED from the above disposition are 
those that were created. 

• To allow public access to the data, or 

• From a muter file or data bue tha.t ia uruicheduled, that 
waa scheduled 11.11 permanent but no longer exists or C:lll no longer 
be acceued. 

RELEASE MEDIA FOR REUSE 
AFTER PREPARATION OF THIRD 
GENERATION. RELEASE. 
NO EARLIER THAN 6 MONTHS 
AFTER GENERATION OF 
PRECEDING INTERIM MEDIA. 
t.GRS .;20-4) 

RELEASE FOR REUSE NO 
EARLIER THAN 6 MONTHS AFTER 
PREPARATION AND CLEARANCE OF 
REPORTS CONTAINING DATA ON 
THE MEDIA. [c;:((5 ;JO·'/] 

DELETE AFTER THE EXPIRATION 
OF THE RETENTION PERJOD 
AUTHORlZED FOR THE 
DISPOSABLE HARD COPY FILE 
OR WHEN NO LONGER NEEDED, 
WHICHEVER IS LATER. 
[GRS 20-!(a)&(b) (89)) 

DELETE WHEN NO LONGER 
NEEDED FOR CURRENT BUSINESS 
[GRS 20--4 (89)] 



Produced from a master file or data baae that it un.acheduled, 
or that wu 1cheduled u permanent but no longer exists, or c:s.n 

REDUCED DATA -

mea.aurement ■ 

~l.Ht:UULt: 2 

ITEM MINIMUM 
(UFl#l DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: COMPUTER/ELECTRONIC MEDIA 

Electronic: rec:o 
1ingle muter rile or 

ea c:omisting solely of record.a extracted from a 
bue that it dilpo1able under a.n approved 

- GENERAL 

DELETE WHEN NO LONGER 
NEEDED FOR CURR.ENT BUSINESS. 

d.iapoaition. [GRS 20-5 (89)) 

The following extracts MAY NOT be yed before 1eeuring 
NARA approval. (For •print" and "tec:hnic: ormat" !ilea 1ee items 
below.) Extract ■ EXCLUDED from the above di• 

• Produced to allow public access to the data; or, 

• 

no longer be acce111ed; or 

o Produced by a.n extraction proceu which change, the 
informational content of the source muter file or data bue. 

COMPUTER MEDIA (ALSO SEE SCHEDULE 8) 

Computer me·Cll'!l'11:1;al contain all the buic and aupporting • PER..\.!ANENT • 
alter they ua,,_,,"en aelected, proceued, and CLOSE FILE UPON LAST QUERY, 

reduced to the final form that best .~..,,._,...ta the 1dent1fic MANIPULATION, OR INACTIVE USE 
knowledge obtained from the inve1t1ga.t10n, 1 e., OF 6 MONTHS OR MORE. RETIRE 
flight experimenb/investigationa TO FRC WHEN ONE YEAR OLD. 

-.1..l'\..l\..l'(SFER TO NARA 20 YEARS 
AF ~-=~, •E OF DATA 
COLLECTIO . 
[NCl-255-82 4/la] 

Elec ic file extr21.Cted from a muter file or data base without changing DELETE WHEN NO LONGER 
it and us solely to produce bard-copy pubhcationa and/or printouts o! NEEDED. 
tabulat1on1, era, regiateni, a.nd reports. (GRS 20-6 (89)) 

G. 

Electronic: files consisting o! a copiea Crom a muter file or data bue DELETE WHEN NO LONGER 
(or the 1pec1fic purpose of in!orma interchange and written with varying NEEDED. 
technical 1pecificat1olll, EXCLUDING created for tnuu!er to NARA. (GRS 20-1 (89)] 

H. SECURITY BACKUP FILES 

Electronic: files con.■ iating of•data identical in phy■ icaJ fo at to a 
muter file or data bue a.nd retained in caae the muter or 
ia damaged or inadvertently eraaed. 

1. File identical to record. acheduled for transfer to NARA. DELETE WHEN THE IDENTICAL 
CORDS HAVE BEEN 

T FERR.ED TO NARA AND 
SUCCE ULLY COPIED, OR WHEN 
REPLACE A SUBSEQUENT 
SECURITY BA FILE. 
[GRS 20-Sa (89)] 



[GRS 20-9 (89)] 

SCHEDULE 2 

ITEM MINIMUM 
[UF/#1 DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: COMPUTER/ELECTRONIC MEDIA 

• identical to record.a authorised !or dhpoaal in a.n 

-

app NASA records achedule. 

I. 

Electronic: indexe•, Lista, registers, and other finding ai ed only to 
provide &c:c:eu io record11 authonr.ed for destruction by N an approved 
SF 115, or another NASA Schedule, EXCLUDING record• contai • 
ab1trad11 or other information that ca.n be u.&ed as an information IOU 

apart from the related record.a. 

J. SPECIAL PURPOSE PROGRAMS 

Applic:ation 1oftware nec:enary 1olely to uae or maintain a muter file or 
data bue authorized f'or di1po1al by NARA, an approved SF 115, or 
another NASA Schedule, EXCLUDING 1pecial purpose 10itwa.re neceHary 
to use or maintain any unacheduled ma.ster file or data baae or any muter 
file or data base ec:heduled for transfer to NARA. 

GENERAL 

DELETE WHEN THE IDENTICAL 
RECORDS HAVE BEEN DELETED, OR 
WHEN REPLACED BY A 
SUBSEQUENT SECURITY BACKUP 
FILE. 
[GRS 20.sb (89)) 

DELETE WITH RELATED RECORDS 
OR WHEN NO LONGER NEEDED, 
WHICHEVER IS LATER. 

DELETED WH • ELATED MASTER 
FILE OR DATA BA S BEEN 
DELETED. 
(GRS 20-10 (89)] 

https://authorir.ed
https://authonr.ed
https://10itwa.re


SCHEDULE 2 

ITEM 
/UFl#[ DESCRIPTION OF RECORD SERIES 

INFORMATION SERVICES SYSTEM - La RC ONLY 

data for this system is m electronic Cormnt only. It is downloaded from 

COMPUTER-MEDIA STORAGE FACILITIES 

edia which have been used to create reduced data, or where usable 
da has been extracted These data typically represent any and all 
orb1h spacecraft ongmated data, including, but not necessarily 
limited t , nstrument and housekeeping data. Such data 1s sent from 
spacecrafts as the Compton Gamma Ray Observatory (GRO), the 
Upper Atmospli Research Satellite (UARS), etc. 

(N 26·3) B. 

1. Environmental, oceanog hie, atmospheric, terrestrial, 
data and/or extraterrestr1a servat1ons and measurements, 
medical research and/or anima 
investigations. 

2. Data used in the development, fabr1cat1on, c truct1on 1 testmg, 
and/or routme operation of such thmgs as mstr 
machinery, or spacecraft. 

C. CONTRACTOR-CREATED MEDIA 

1. Scientific, engineering, and experimental data received by NASA 
pursuance of Federal law or in connection with the transaction of 
public business and duplicated in a national data center. 

2. Scientific, engmeermg, and experimental data media created under 
a contract and m the possession of the contractor m a Government 
storage Cac1hty, i e, GSFC's Tape Staging and Storage Fac1hty 
(TSSF). 

the m • e - data is received either weekly or monthly - and needs to be 
provided to ers in electronic format (do.ta is in ASCII format--located on 
a microprocessor . o paper documentation is created. The electronic file 
is extracted from a m file or data base without changing it and 1t 1s 
used solely to produce anot electronic data base or medium 

Administrative and/or business records. DESTROY WHEN NO LONGER 
NEEDED FOR REFERENCE OR 
WORK USE 
[GRS 20-5 (89)] 

B. PAPER 

Records consist of user manuals and administrative paperwork/ 
correspondence which either establishes, modifies, or changes 
the systems. Paperwork can include lists or requests to add or 
delete system users 

MINIMUM 
RETENTION 

DE OY WITH RELATED 
ELECTR C DATA RECORDS. 
SEE ITEMA VE rGC5° a-o -J. t{ ] 

RELEASE FOR REUSE NO LATER 
THAN 2 YEARS AFTER 
GENERATION UNLESS SPECIFIC 
EXTENSIONS HAVE BEEN GRANTED 
BY THE COGNIZANT NASA 
AUTHORITY. 

RELEASE FOR REUSE NOT LATER 
LATER THAN 1 YEAR AFTER DATA 
HAS BEEN EXTRACTED AND NEED 
FOR THE ORIGINAL MEDIA DOES 
NOT EXIST. 

RELEASE FOR REUSE NOT LATER 
THAN 1 YEAR AFTER DATA HAS 
BEEN PROVIDED TO THE PI.* 

NASA WILL RELEASE MEDIA FOR 
REUSE AFTER THREE UPDATE 

YCLES. 

REL E FOR REUSE NOT LATER 
THAN 1 AR AFTER DATA HAS 
BEEN PRO ED TO THE P I * 
EXTENSIONS Y BE GRANTED BY 
THE COGNIZAN NTER 
DIRECTOR 

SPACE SCIENCE FLIGHT PROJECT/EXPERIMENT DATA (ALSO SEE SCHEDULE 8) 

* P I. - ~Principal Investigator" 

2-25 



SCHEDULE 2 

ITEM MINIMUM 
[UF! #[ DESCRIPTION OF RECORD SERIES RETENTION 

assumptions for the development of the communic::itions segmen RETIRE TO FRC WHEN 2 YEARS 
Files consist of overall guidance, technology plans, and ADP ~---.T,RA.i'l'SFER TO NARA WHEN 15 
plans - OPR, NASA Headquarters, and MSFC Corn Center ONLY. YEARS 

(N 10-8) D. INTERFERENCE REDUCTION 

Documents relating to the testing or adv1S1ng on techniques and DESTROY WHEN 6 YEARS OLD 
equipment designed to reduce or eliminate electncal disturbances 
which cause undesirable response or malfunct1omng of electric equipment 

Documents relating to requests for providing, rearrangin , DESTROY 3 YEARS AFTER(N 10-7) --,~~~;~~L~E~A~S~E~R~E~O~U~E~S~T~S~~~;;~;~:-::::::!i--~~~~~~~~~t____ 
communication fac1ht1es 1 equipment, and services leased from commercial ASE 
companies to meet communications objectives of NASA. 

Documents 
networks, etc. ers, vendors invoices, and correspondence EXCLUDING 
fiscal copy, and includ1 ocal and commercial overseas accounting 

1. Reference copies of vouchers;--arlls~d related records DESTROY WHEN 1 FISCAL YEAR ---- OLD. 
[GRS 12-2d(l) (91)]..... 

2. Records relating to mstall::it1on 1 change, work or~val, and 
sei:v1cing of equipment 

(91)) 

3. Copies of agreements with background data and other records relating DESTROY RS AFTER 
to agreements for telecommunications services. EXPIRATION OR' 

AGREEMENT. 
{GRS 12-2e (91)) 

DESTROY 1 YEAR AFTER AUDIT 
OR WHEN 3 YEARS OLD, 
WHICHEVER IS SOONER 

12-2d(2) 

UPLICATE COMPUTER/ELECTRONIC MEDIA 
{2430] 
(N 26·5) 

extra copy to other offices or individuals other than e • 
Investigator or the Office of Primary R.esponsib1hty (OPR). 

19 COMMUNICATIONS RECORDS .. cli"-Mqe..-
[2500]
(N 10·29) 

Correspondence and re rds pertaining to the internal 
admimstr::ition and oper::itlon of the c t1ons function. 
Documents relating to commumc::itions planning, p~1r~?Cti~-
requ1rements and costs, and HQ approval, such as NASA Form 
and 1103 and related matenals. Records may include, but are 
not limited to: NASA Mail items/documentation (media 
independent) such as monthly NASA-Mad reports, user account 
requests and activity logs; Direct Access Computer System (DAC's) 
requests; and any other associated user documentation. 

(N 10·11) B. COMMUNICATION EQUIPMENT/SUPPORT REOUIREMENTS 

1. Security equipment requirements and all related documentation 
and matenals. 

CN 10·5) 2. Project support communications requirements, records consist of 
documents reflecting support requirements for the obJect1ves 
contained m the PSCN data base (OPR} 

(N 10·4) E. POLICY PLANNING RECORDS 

Program files which consist of documents pro ce or 

RELEASE FOR REUSE AS SOON 
SOON AS THEIR PURPOSE HAS BEEN 

EYED. 
(GRS 23- a, , 

DESTROY WHEN 2 YEARS OLD OR 
WHEN REFERENCE VALUE CEASES, 
WHICHEVER IS SOONER. 

DESTROY WHEN 2 YEARS OLD. 

DESTROY WHEN UPDATED OR 
SUPERSEDED 

* PERMANENT • 

2-26 
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DESTROY WHEN 2 YEARS OLD. 
[GRS 12-llh (91)] 

.. SCHEDULE 2 

(N 10·2) C. TRAFFIC VOLUME REPORT 

Document■ reflecting data. on circuit usage for engineering of f"ixed 
communications facilities, pla.nnmg, progra:mmmg a.nd budget.mg and 
related papers. 

1. Office of primary re.apon.aibility. RETIRE TO FRC WHEN 2 YEARS 
OLD. DESTROY WHEN 10 YEA.RS 
OLD. 

---~Jt-:.-"'-Al:!dho~t:!-i!,-eier~cclBiheeelt/,1!ce1:c,;pmies-..-----------------l>ES'f!I.O'i WHEN e MONTHS Ot:D -

ITEM 
{UFl#l DESCRIPTION OF RECORD SERIES 

CONTINUED: COMMUNICATIONS RECORDS 

(N 10·14) 

, TWX, toll 1lip1, and all other 
ent1 and reb,ted papen. 

CN 10·12) H. OPERATIONAL FILES 

1. Message regiaters, lop, perfoJ'llla.nee re 
reports, and related or 1imilar reeorda. 

J. Copies of incoming and original copies of outgoing meaaa 
including SF U, Telegraphic Meuage.11 ma.mtained by the 
communic:a.tion.a ofiice11 or centera, and EXCLUDING the copie.a 
maintained by the originating program office. 

CN 10·13) I. WIRE/WIRELESS MESSAGE FILES 

Copiea of incoming and outgoing wu-e/wu-eleu me111age and all 
related records. 

20 FIXED COMMUNICATIONS FILES - c.X\ctM1e. 
{2570} 
(N 10•6) A. FACILITY PROJECTS 

Doc:umenh relating to the establishment, approval, and construction 
or implementation of fLXed wire/cable, bluepnnts on maintenance 
in-house a.nd out111de 1 and radio !ac1lity development project.a. 

MINIMUM 
RETENTION 

DESTROY ll YEARS AFTER 
PERJOD COVER.ED BY ACCOUNT. 
(GRS 3-10 (88)] 

DESTROY WHEN 6 MONTHS OLD. 
[GRS 12-Sa. (91)] 

• PER.\!ANENT • 
RETIRE TO FRC 1 YEAR AFTER 
DISCONTINUANCE OF FACILITY. 
TRANSFER TO NARA 10 YEARS 
AFTER DISCONTINUANCE OF 
FACILITY. 

https://COVER.ED
https://budget.mg


DISPOSE OF ACCORDING TO 
INSTRUCTIONS COVERING THE 

LATED AUDIOVISUAL RECORDS. 
[G 21-::9 {88)] 

SCHEDULE 2 

ITEM MINIMUM 
[UFI #[ DESCRIPTION OF RECORD SERIES RETENTION 

radio propagation matten. 

22 FILMCONTROL-LOGS/FORMS/CHARGE 
[2600] 
(N 19·13) A. Log book.a, caption aheeta, 1helf liata, indexea, 

catalogs, and ,hot liate, uaed u findmg a.id.a !or 
identification, retneval, or we. 

(N 19-12) B. Forms used aa finding aide, identification, or used for 
retrieval purposes, of fibm. 

(N 9·6) C. Carda showing film and equipment on loan(a). 

RADIO AND TELEVISION RECORDS 

SERVICE CONTROL FILES 

Documents related to the servicing and operation o! radio and 
evunon equipment and qdema, including service record.a and 

'UDlCIQlll.n'ea o! authorised equipment and service. 

(N 10-1) B. 

Authorization, all ion, a.uignment, correlation, and use ol 

(N 10-3) C. 

radio frequencies and 

Document• concerning representation and recommendations to joint 
or other non-NASA agencies, including i ementation of decisiom 
on 1ignal communications a.nd electronic poh • , particularly on 
radio frequency allocation1, call 1ign1, radio inte rence, and 

DESTROY WHEN SUPERSEDED OR 
ON DISCONTINUANCE OF THE 
FACILITY OR INSTALLATION, 
WHICHEVER IS SOONER. 

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

DESTROY WHENS YEARS OLD. 



SCHEDULE 2 

ITEM MINIMUM 
[UFl#l DESCRIPTION OF RECORD SERIES RETENTION 

23 PHOTOGRAPHS/ STILL PICTURES (See NOTE 1) 
{2630} 
(N 9-4) A. PHOTOGRAPHIC WORK/PRODUCTION REPORT FILES 

1. Work orders and ledgers used in processing and production of DESTROY WHEN 3 YEARS OLD. 
photographic se!'V1ces (information may be contained in an 
electronic action tracking system) 

(N 9-5) 2. Reports showing workload, time expended, and type of production DESTROY WHEN 1 YEAR OLD OR 
(color, black and white, still, or motion picture). WHEN NO LONGER NEEDED FOR 

REFERENCE. 

B. STILL PICTURES [SEE NOTE2 AND NOTEa) . . . 

1. ~hot-o6f"C\fk.S {0.1110.rl-c.f DMd. 1rc, CAf+,""ct fririt, if o.v,l°,\o..\,le..)
1 
slider OMol ~f'a.r~cies (ot"l'i1r1<l O,N,.11-

0lli ~l•<Ate- if a~o.'il~ble..) u.sc.d-..(;rr -\-le vis-wt.l f~Se,,."1Q.f,;1, of 11\tofmA-hn, ~ ifL p11-blic... . .h,s suirs 
• II\C.\l.14r~ lkr\'\--f,·nct,n~ o.1iu,.t.dt.te..S, or_l~bool.s'- fA.,Se&( f6.~(,f" or e..kc..~IC:.. if auai lc:d,IL 

(a) MASTER NEGATIVES 
1 1 

• 

Collections of negatives otherwise unidentified by a specific * PERMANENT * 
category or collection title RETIRE MASTER AND ONE PRINT 

IF AVAILABLE TO FRC IN 1 YEAR 
BLOCKS WHEN NO LONGER 
NEEDED OR WHEN 5 YEARS OLD 
WHICHEVER IS SOONER. 
TRANSFER TO NARA WMEII l5 
YEARS 01 A.:I:K S '\ U\f {;LOLt:~ 

I.AlH£t-l 2.D ~£Ats Ot..b oe SooN'il.. 

j-k,vV\ ~ \;<-, 

)uSU~\'l\,l.kJ ~ 

~cvvt, <; f- \ \ s- . 

e,~s_ 1-11::r\~~ 

Installation originating the photograph or shde will 
retain the negative and one print of each of its serially 
numbered NASA photographs. 

* PERMANENT * 
RETIRE TO LOCAL FRC IN ONE 
YEAR BLOCKS WHEN 5 YEARS OLD 
TRANSFER TO NARA WHl!:H as 

.::\'Ji.JtR:S 0L9. :t:1'1 S" ~tAll BLol.~S 

W~H- 2S- '(£Ill~~ dlti ot. SOOµti..t_ 

NOTE1: Motion Picture Films CN 19-16> UFI 1394 SEE SCHEDULE 1 

Sound Tracks UF I 1394 SEE SCHEDULE 1 

NOTE2: FOLLOW INSTALLATION SPECIFIC DISPOSITION IF ONE IS PROVIDED. 

NOTE3: Photo/negative degradat1011 can occur when collections are stored m FRC's under non-favorable 
conditions. An immediate transfer to NARA should be considered mstead of stormg records 
when Agency need ceases. 
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23 

SCHEDULE 2 

ITEM 
(UFI #[ 

{2630] 

MINil\lUl\f 
DESCRIPTION OF RECORD SERIES RETENTION 

CONTINUED: PHOTOGRAPHS/ STILL PICTURES 

2. AMES RESEARCH CENTER (ARC) 

The official ARC photo collection resides with the Imaging Technology Branch. Collection 
consists o( master still negatives, photographs, and/or slides, maintained on a computerized 
indexed system accessed via key word search (system covers Dryden Flight Research Facility 
collection/records). 

(a) One print and master negative along with associated indexes/ 
finding aids. (Starting January 1983 and forward.) 

(b) Master negatives 1939-1949 

(c) Master negatives 1950-1960. 

(d) Master negatives 1961-1971. 

(e) Master negatives 1972-1982. 

3. KENNEDY SPACE CENTER (KSC) 

(a) Space Transportation System (STS) 

(b) STS Research and Development Records include STS R&D 
coverage, training, and construction progress stills. 

• PERMANENT • 
TRANSFER ANNUALLY 1 YEAR AS 
IT BECOMES 11 YEARS OLD. (THIS 
DISPOSITION STARTS WITH 
RECORDS DATED AFTER 1983.) 

TRANSFER TO NARA n\NU,1,.RY 1, 
~ Ult>N lifPl!/)Vf/L. 

TRANSFER TO NARA JANUARY 1, 
1996. 

TRANSFER TO NARA JANUARY 1, 
1997. 

TRANSFER TO NARA JANUARY 1, 
1998. 

*PERMANENT• 
RETAIN NEGATIVES ON-SITE FOR 5 
YEARS. TRANSFER ORIGINALS 
AND ONE CAPTIONED PRINT 
(WHERE AVAILABLE) TO NARA, 
STILL PICTURES BRANCH (NNSP), 
COLLEGE PARK, MD, WHEN 5 
YEARS OLD INDEXES AND 
FINDING AIDS SHOULD BE 
TRANSFERRED WITH THE 
RECORDS. 

* PERMANENT * 
RETAIN NEGATIVES ON-SITE FOR 5 
YEARS. TRANSFER ORIGINALS 
AND ONE CAPTIONED PRINT 
(WHERE AVAILABLE) TO NARA, 
STILL PICTURES BRANCH (NNSP), 
COLLEGE PARK, MD, 20740 WHEN 5 
YEARS OLD INDEXES AND 
FINDING AIDS SHOULD BE 
TRANSFERRED WITH THE 
RECORDS. 
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SCHEDULE 2 

ITEM J\UNIMUM 
/UFJ#! DESCRIPTION OF RECORD SERIES RETENTION 

23 
[2630] 

CONTINUED: PHOTOGRAPHS / STILL PICTURES 

4. STENNIS PHOTOGRAPHIC COLLECTION (SSC) 

Collection consists of master still negatives, photographs, and/or slides used for the 
visual presentation of information to the public. Records are tracked and logged in 
a computerized database which documents each picture by SSC negative numbers, date, 
name, and general caption/description. 

Official records are maintained by the Stennis Graphics Department as the office of primary 
responsibility, not by the requesting office or project. 

(a) One print and master negative along with associated printout 
oi computenzed database/index. 

(b) Stennis Official Photographic Collection dated 

(1) 1962 through 1967 

(2} 1968 through 1973 

(LaRC) 

The original numu=-a"'--1'hotograph1c negative 
collection and associated o 1s collection consists 
consists of records dated 1958 and oe ons1dered as a 
part of the National Aeronautics and Space A m t1on (NASA) 
collection. These negatives will be grouped in 5-year bloc BLOCKS WHEN NO LONGER 
along with their logs and associated finding aids DED BY THE AGENCY FOR 

6. LEWIS RESEARCH CENTER (LeRC) 

Currently LeRC collection consists of approximately 10 years of 
"C#" pictures stored on-site at LeRC with the remaining stored 
at Sandusky, Ohio. Collection 1s dated from 1941 to present 
(pre-1980 maJonty B/W; post-1980 maJor1ty Color) Stills are 
kept chronologically by "C1r Launch photography is not a part 
of the C-collect1on. 

(a) "C" Collection. [SEE NOTE1 - NEXT PAGE) 

(1) Lewis "C1r Collection will be transferred m S years 
blocks as indicated· 
[One master print and associated indexes/logs or other 
finding aids.) 

a:> 1941 through 1946 
,:, 1947 through 1951 
,:, 1952 through 1956 
,:, 1957 through 1961 
,:, 1962 through 1966 
i:i 1967 through 1971 

• PERMANENT * 
TRANSFER IN 5 YEAR BLOCKS 
WHEN 20 YEARS OLD. (THIS 
DISPOSITION STARTS WITH THE 
RECORDS DATED JANUARY 1, 1974) 

ul'6N JII/Jf'ltdV/41_ 
TRANSFER .t:A:NUA:'!t f S1, l!l!l5 

TRANSFER JANUARY 31, 1998 

* PERMANENT * 
NEGATIVES Ai~D LOGS THAT ARE 
A PART OF THE NASA COLLECTION 
WILL BE TRANSFERRED IN 5-YEAR 

ACT! OR WHEN 30 YEARS 
OLD, WHICHE ,:,n,-..~OONER 
[Nl-255-89-5) 

* PERMANENT * 
TRANSFER IN 5 YEAR BLOCKS 
STARTING JANUARY 31, 1995 
WITH TRANSFER OF EACH 
SUCCESSIVE 5 YEAR BLOCK ONE 
YEAR LATER 

TRANSFER JANUARY 31, 1995 
TRANSFER JANUARY 31, 1996. 
TRANSFER JANUARY 31, 1997 
TRANSFER JANUARY 31, 1998 
TRANSFER JANUARY 31, 1999 
TRANSFER JANUARY 31, 2000 
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SCHEDULE 2 

ITEM 
IUFT#l DESCRIPTION OF RECORD SERIES 

23 CONTINUED: PHOTOGRAPHS / STILL PICTURES 
[2630] 

6. LeRC CONTINUED: 

(a) (2) 1972 and Continuing: (SEE NOTE1] 

(b) "CC," •cs,- and "CD" Colleetioru. 

Fila in th- collection• consist of gnpbic art work, photographs, 
and cop1ea of the Center Director'• annual mesaage to LeRC. 

(1) "CC" Collection [Cleveland Color] 
FROM: Approx. 1950 to 1969. 
This collection conaist1 o! color ,till photograph.ti. 
[SEE NOTE2) 

(2) •cs• Collection [Cleveland Slide] 
FROM: Approx 19·'1 to 1987. 
This colled1on conta.in1 origmaJ muter •cs• and m 
1ome ca,11es duplicates the "C#" and "CD" negatives of 
1t11la and/or graphics. 
[SEE NOTE2 and NOTE3J 

(3) "CD" Collec:tion [Cleveland Drawing] 
Thi, ia a collect1on of LeRC origu:ial artwork 
[SEE NOTE,1] 

(c) Porlraita ~n~J'7 \\'>\ ~~\{(\ \'f lf 
This collection conaiilb of portrait. of high level inatallation 
offic1a.ls (1 muter negative plua 1 pnnt), and a.re maintained 
by the officiala la.at name. 
[SEE NOTE5] 

MINIMUM 
RETENTION 

• PERMANENT • 
NEGATIVES AND LOGS THAT ARE 
A PART OF THE COLLECTION WILL 
BE TRANSFERRED IN 5-YEAR 
BLOCKS WHEN NO LONGER 
NEEDED BY THE AGENCY FOR 
ACTIVE USE OR WHEN 20 YEARS 
OLD, WHICHEVER IS SOONER. 

• PERMANENT • 

TRANSFER ENTIRE COLLECTION 
TO NARA '3"/ .J:Al'JUARY 81, lll!lS. IAfO/t/ 
llfflbY/llrl... 

TRANSFER IN 5-YEAR BLOCKS 
STARTING JANUARY 31, 1997. 

• PERMANENT • 
TRANSFER ONE 35:.N SLIDE AND 
ONE PRlNT IN 5-YEAR BLOCKS 
WHEN 20 YEARS OLD, STARTING 
JANUARY 31, 1998. 

• PER.'-!A.NENT • 

TRANSFER TO NARA IN 5-YEAR 
BLOCKS WHEN 20 YEARS OLD 

LeRC is currently underway with a project whereby this "C" collection is being 
transferred lo an electronic/computerized access system. Therefore, TRANSFER to 
NARA is based on completion of this project. 

NOTE:= This is a CLOSED series/collection. 

NOTEr LeRC will remo¥e duplicate negati¥es prior to .shipment of this collection to NARA. 

NOTE4: This is a CONTINUING series/collection. 

NOTE5: This collection is being converted to an electronic system and will be transferred lo 
NARA after conversion and capture of lhe portrairs on the new system has occurred. 

https://offic1a.ls
https://conta.ma
https://photograph.ti


SCHEDULE 2 

ITEM MINIMUM 
[UFI#l DESCRIPTION OF RECORD SERIES RETENTION 

24 VIDEO PRODUCTIONS [SEE NOTE1] 
{2630] 

A. FINISHED PRODUCTIONS 

l. DOCUMENTARIES 

Documentary style finished video productions which document 
installation projects, programs, or the mission oi the agency/ 
mstallation, such productions may include but are not limited to: 

,:, Aeronautics and Space Reports 
,:, 

2. MISCELLANEOUS PRODUCTIONS 

Finished video productions such as the following, but not limited to: 

,:, Trammg Classes 
,:, Meetings/Conferences or Seminars 

8. LANGLEY RESEARCH CENTER 

(a) FINISHED PRODUCTIONS - (See description above) 

(b) R&D TECHNICAL RESEARCH 

These videos are taped per customer requests oi pure R&D 
proJects such as testmg data and footage of experiments, etc. 
The original footage 1s returned to the researcher/scientist 
as the requesting customer 

4. JOHNSON SPACE CENTER (JSC) [Su f,,/d,t.. 2] 
(a} MISSION VIDEO - MASTERS 

Consists oi launch/landmg, JSC downlinks (1 onginal and 
l converted to color), pre-mission and post-mission press 
conferences, and, on-board recordings 

• PERMANENT * 
PRODUCTIONS ARE TRANSFERRED 
TO THE NATIONAL ARCHIVES AND 
RECORDS ADMINISTRATION, 
NONTEXTUAL DIVISION, ON 
AN ANNUAL BASIS OR AS 
CREATED. TWO COPIES OF EACH 
PRODUCTION WILL BE PROVIDED. 
ONE MASTER (FINISHED 
PRODUCTION) AND ONE 
DUPLICATE COPY. 

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

'" PERMANENT • 
TRANSFER IN 5 YEAR BLOCKS 
WHEN 10 YEARS OLD 

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

♦ fef'mM(!N\,+ ~ . 
master rwdttA. w\th a.ll ;c1ui+:r~ 1111( 
u,forl'l'l'-1'1""· Trara-Ft,r- 111 M1rn t..'J he
so 'leM'S ol&. Ke(.Jl'(dr (J.l'L -h P'
re.,opi'eJ e~'1 lO ie'-~'> 1 wi*-, ~.rW 
jl,t 30 I.\~ , l,o) i l \ include eAr\1t,t 'r"'U'
c.-+irn ().vO.i (o.l,ie.. 1n 4. ftlu t.i,.,rrb.-4 ff'6 -

..fess1<nJ v1tAeo f'elo"difl{_-+tJrmtXt- 4Will 
ind1uJe o.. (c.~ a>f '1 1~ avt1i (able.. 

(e-1tl.i(\ c:ti ::rsc.. i(\ stol"'C43e. . 
tkrtni'-( wl'l~ 110 l(!)\1e..-- na4.ul. 

NOTE 1: Record elements consist of an ORIGINAL and a duplicatet if available for all 
• PERMANENT • items. 
FOLLOW INSTALLATION SPECIFIC DISPOSITION IF ONE IS PROVIDED. 
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SCHEDULE 2 

ITEM 
fUFT #[ 

/2630] 

"' 

DESCRJPTJ.ON OF RECORD SERIES 

CONTINUED: VIDEO PRODUCTIONS 

q.f! JSC CONTINUED: 

(c} MISCELLANEOUS ACTMTIES 

• Tat and Training Activities 
• Productions (Scripted), i.e., 

General Information/Training 
• Documentaries or Prue Confe.rence(s)/ 

Special Event(a) 

5'4. STENNIS SPACE CENTER (S/-t• tormat only) 

Documentary atyle productions on center projects and mission, 
includinc R&D project& a.nd documentaries. 

B. STILL VIDEO PHOTOGRAPHY 

STENNIS SPACE CENTER (SSC} 
LEWIS RESEARCH CENTER (LeRC) 

The gnphic::a department or photo lab, u appropriate, will take 
the digital image and transfer the permanent information from the 
2x2 d11k to optical diak or the archival media acceptable at. the 
time of transfer. Data cons1sta of R&D or minion related 
documentation and ii 1111ually t.1me aen.a1t1ve. 

SSPORT FILES 
{2630] 
(N 22-3) Personnel identification or puaport photogra 

END OF SCHEDULE 

MINIMUM 
RETENTION 

DESTROY OR REUSE AFTER SO 
DAYS. 

• PER.\f.ANENT • 
TRANSFER A,tffi.'(JAI,LY TO NARA 
ONE~:feroTER AND ONE 
DUPLICATE COPY OF THE VIDEO. 

• PERMANENT• 
TRANSFER TO NARA IN S YEAR 
BLOCKS WHEN 20 YEARS OLD. 

RETURN ORlGINAL TO REQUESTOR, 
ESTR.DY WHEN 5 YEARS OLD 

OR WH , ' EDED. 
[GR.S 21-2 {92)] 

https://DESCRJPTJ.ON



