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NHB 1441.1A

PREFACE

Date: December 1970

This Handbook sets forth the disposition of official records of the National
Aeronautics and Space Administration. Its provisions are applicable to NASA
Headquarters and all field installations.

This revised edition has been enlarged in scope and retitled to provide
guidance in all aspects of records retirements, transfers, destruction, and
retrievals from Federal Records Centers. New records control schedules have
been added and others revised. Also included are procedures for making recom-
mendations for improved coverage of records categories by additions or revi-
sions.

The NASA Records Control Schedules are issued under authority of the NASA
Records Management Officer in accordance with Section 101-11.406, Federal
Property Management Regulations. They were approved for NASA use by the
National Archives and Records Service, the General Accounting Office, and by
the Joint Committee on the Disposition of Executive Papers, U.S. Congress.

Requests for additional copies of this Handbook should be submitted to the
local NASA Management Issuance Distribution point. This Handbook will be re-
vised by page changes and is a controlled publication.

NHB 1441.1 and Ch. 1 thereto are hereby canceled.

Director
Administratfve Services Division

DISTRIBUTION:
SDL 1(S8IQ)
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CHAPTER I. APPLICATION OF NASA RECORDS CONTROL SCHEDULES

The NASA Records Control Schedulee are divided along broad functional
lines. Schedule 1, "General and Adminielrative Records," will be usod by all

oft'ices. Schedules ¢ through 27 wili be nced accocding to ortice funcniosn. The
nexXt of each scheduie o arrunged into three oo ibumns.

The first column titled "Item" is a reference rumber giver 10 The series
descriptionc in the second column. The item number ugea alter the
schedule number shows in abbreviated form the disposal authority, s
needed for Column 14 when completing Standard Form 135, Records Trans-
mittal and Receipti, for transterring records 1o a Federal Records
Center. For example: NRGS 6-2 refers to NASA Records Contrsl Schedaule 6,
Iten 2.

The second colunz titled "Descripiion of Recoris" ideniifies euach cate-
gory and series of records arnd shows the Office of Record wihen necescer.,

e third colwn title dsposition” shows the required period of Hiume
The thi oluwan titled "Disy tion" shows tl q I I of
that records must be maintained by NASA officec and by the Federal Racords
J J

Center. Records should te arranged by [iscal year whercever possiblo.
Records will normally be destroyed or transferrcd by NASA offices at ihe

J J M
beginning of the fiscal year or during "Records Roundup" (Octobor)
following the completlion of tlie disposiiion requirenerts. The exception
to this is records that are maintalined for lecs than ore year.

After the inactive records to be removed have lLeen gcelectedl ardd
matched with the appropriate item description in the schodule, it con
be readily seen:

a. When the material should be degstroyed by your office, or
b. When it should be transferred to a Federal Record Center, ardd
c¢. How long the Federal Records Center will retuin the material.

Material will be trancsferred to installation staging areas and ulii-
mately to the Federal Records Certers in accordance with the procedures and
instructions of each installation's Recordc Management Officer.

Please note that the procedures in this Handbook and the dispositions set
forth for records are not applicable to library materials or the reference
documents normally housed in libraries. Such materials are ~onsidercd to be
nen-record materials. The Handbook does not intend 1o regulate library oper-
aticns in any way.

ORIGINAL PAGE 18
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» CHAPTER II: RECOMMENDING CHANGES TO
NASA RECORDS CONTROL SCHEDULES

Offirials who gencrate and maintain NASA records will submit recom-
mended changes and additicns to NASA Records Control Schedules which are
intended to make Lhe schedules more comprehensive and easier to use, i.e.,
when schedule desceriptions do not cover a particular type of record, or
when existing instructions need changc; or, certain instructions should
be deleted. Recommendations are to be submitted on NASA Form 1418, "Pro-
posed Change to NASA Records Control Schedules"”" and forwarded through the
installaticn Records Management Officer to the NASA Records Management
Officer, NASA Headquarters, Atin: DHA-1. (See Fipure TT-1).

Proposed changes must be coordinated by the Records Management
Ofricer with officials of other offices maintaining similar records.
Rerommendations disapproved by the installation Records Management Off'icer
should not be forwarded to NASA Headquarters. The installation Records
Management Officer is alsc expecied to initiate proposed schedule changes
and will coordinate such acticn with officials of interested offices.

a. Who Prepares the Form

woxes | through 13 are completed by the initiating official and
the remaining boxes are completed by the installation Records
Management. Officer.

b. How to Prepare the Form

Rox 1 -- TO: (Preprinted)

kox 2 -- THROUGH: (Installation Records Management Officer).
Fnter the oftice code and name of the installation
Records Management Officer.

Lox 2 -- FROM: (Installation). Enter name of activity, office
rode and home installation of initiating official.

Box 4 -- Functional Area Accumulating Records. Name of func-
tional area generating the records for which the
proposal is being submitted.

Lox 5 -- Schedule Title. Fnter title of applicable schedule.

Box 6 -~ Schedule Nr. Enter number of applicable schedule.
Box 7 -- Item. Check appropriate block indicating whether an

additional item is being proposed or whether its a
revision of an existing item. Enter schedule item
number if proposing change to an existing item.

8/1k/72 Ch. 1 TII-1
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Box & -- Description of Records. Enter proposed new narrative
iescription of the records and check the box, or if
records description is not changed, requote the existing
deseription and check "no change.”

Box 9 -- Disposition. Enter proposed new disposition instructions
and ~heck box, or if disposition instruction is not
changed, requote the existing disposition and check "no
~hange. "

Box 10 - Justification. Fnter reason tfor proposing the change;
why is the addition or the revision desirable.

Boxes 11, 12, & 13 -- Typed Name and Title of Initiating Offirial,
Signature, and Date. Self explanatory.

Records Manapement Officer's Review --

Reommendations and Comments of Reviewing RMO. Include a specific

concurrence with the recommendation, or portion thereof', as appro-

priate. Also, in-lude any information needed to supplement, imple-
ment, and complement that furnished by the initiator.

Type Name of RMO, Signature, and Date. Self e¢xplanatory.

I1-2
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SAMPLE

NATIONAL AERONAUTICS AND SPACE ADMINISTRATION
PROPOSED CHANGE TO NASA RECORDS CONTROL SCHEDULE
TO: B A\ Ceatiegt coamd P oo
S ASA B ord < Mg et OFfic o FROM o peraniny D e
SAS Ve arien s
\rtn: Code DI Procurement Division
T o netmllatim Marshall Space Flight Center
Mrs. Ethel Smith
et iR AFIL A AT C UM ATING RECORDY -
Centracts Branch, Procurement Divisicn
e . PROPOSAL DATA
coaagp oy b T B (Feom NHE luﬁrg__"f_“_'-"_f_"_7”'”' T T T T ’A-'A—_‘T_'”’_ - T 7
L BTHEDSLE NO > 17
Procurement and Supply Records T T T e ]
v m
@ ALt {"?w» . S
RECOMMENDED CHANGE OR ADDITION TO DI5PCS TION INSTRUCTIONS
8. DESCRIPTON OF KECORDS T T oISRoD TN — e e —4
F@_‘d WISITr RO GSE L) o ‘_j NO CHANGE bt“’ VISHN H D OSE L [j N LA B
Basic Agreement Files -- Basic agreements are Trensfer file to FRC 2 years
made with individual contractors to set forth after final payment on the last
the negotiated contract clauses which shall be NASA contract performed by the
applirable to future contracts entered into be- applicable contractor. Destroy
tween the contractor end NASA during the term L years after transfer.
of the basic agreements. All basic agreements,
~urrent and active, or canceled or superseded
for any one contractor, shall be filed together.
_s;:[—fr Fos FOR EROETSE D HAM",_l;k-iA T ]
Rasic Apreements are not ~.ntracts and have not heretofore appeared as an item in
the s-ohedule. However, they are binding in a sontractual sense, and are essential
to the record of the Sovernment’'s and the contractor's cbligations to cne another.
R v ) Tt B uT ARG Y :'AL'VF‘: TGk T 1 PO —
Harry W. ROE w
Cniet . Controot Agmin. Pranch - . '(/PL/"]?
. RECORDS MANAGEMERNT OFFICER REVIEW
’ rAray AT eoATy D S T 2 AT i revernel e
Secomnerel the new item described herein be added to the NRIS. Basic Agreements are
o special sort of document; they Justify a place in tne Records Jontrol Schedules.
T IR T e T S e ST T T T T Ty T B P
g A 4 L4 o
P'thel Smith "5 . Z’ ] Fd/Te
e i 7,08/1¢
NASA FORM 1418 t s Eohel v cirt ELITUANY AT DRASTLE T [P
FIGURE 11-1
g/1k/72
Ch. 1 11-3
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CHAPTER II:. TRANSFERRING RECORDS TO STAGING AREAS
AND FEDERAL RECORDS CENTERS

When to Transfer Records

Inactlve or semi-active records should not be allowed to occupy expensive
filing equipment and prime office space. Files referred to not more than once
a month per file drawer are considered to be inective and should be trans-
ferred to less expensive storage space at installation staging areas and ulti-
mately, to Federal Records Centers. (None of the items appearing on the
Disposition of Transitory and Nonrecord Material, Chapter VI of this Handbook,
should be transferred.)

Couy; lete Standard Form 135 to Identify Records Transferred

Standard Form 135 "Records Transmittal and Receipt” will be executed for
+ very group of records transferred to installation staging areas, Federal
ecords Centers, another installation, another Federal agency, and for histor-
ical records transferred directly to the National Archives. Standard Form 135A
"Records Transmittal and Receipt (Continuation)" will be used as necessary.
(See Figures III-1 and III-2.)

a. Distribution of SF 135

Sufficient copies of SF 135s will be made to meet local, shipping and
ederal Records Center requirements. One copy will also be forwarded to the
NASA Records Management Officer, NASA Headquarters, Code DHA-1, covering ship-
ments to Federal Records Centers, another Federal agency, or to National Archives.
Intra-agency transfers or movements of magnetic tape are excluded. SF 135s sent
to the NASA Records Management Officer must include the accession number and the
records group number.

b. How to prepare SF 135

NOTE: THIS IS THE ONLY RECORD THAT NASA RETAINS TO DESCRIBE RECORDS
TRANSFERRED FRQM YOUR OFFICE. THIS DOCUMENT IS VITAL TO YOUR OFFICE
WHEN YOU OR OTHER EMPLOYEES, IN LATER YEARS, NEED TO RETRIEVE
SPECIFIC PAPERS. THE RECORDS MUST BE ADEQUATELY DESCRIBED.

Items 1 through 12 ~- Self explanatory.

Item 12 —- Box numbers. Number boxes sequentially, beginning with
number 1. Make sure box numbers correspond with each set
of records described in Item 13.

Item 13 -~ Description of Records with Inclusive Dates.

(1) Avoid the use of abbreviations.

2/15/74 Ch. 3 III-1



(2)

(3)

(4)

Show full organizational identity of the office transferring the
records to include, as a minimum, the installation, ma jor office
and sub-office. Office codes may be used as an additional identi
fying feature, but will not be used in Tieu of any part of the
full organizational identity.

Meke a brief statement (not more than ‘two or ihree sentences) of
the major duties or function of the office transferring the
records.

Describe the records being transferred such as, correspondence,
memoranda, reports and contracts, and the kinds, of actions the
records authorized, directed, etc. Indicate the program and proj-
ect, if applicable, and if pertinent, the subject content of

the records. Show the arrangement of the records (alphabetical,
mumerical, decimal classification, subject, etc.) then list the
contents of each box and indicate the Inclusive dates. If they
are subject files, usually the folder labels are listed in order.
If they are in date, alphabetical or numerical order, it is usu-
ally only necessary to list the first and last folders if they
are inclusive.

Item 14 ~- Disposal Authority. Retention and disposition instructions

for each set of records within the group belng transferred
on a specific transaction, must be cited in this column.
Match the description item in the applicable NASA Records
Control Schedule (NRCS) in Chapter V of this Handbook.
State the NRCS mumber, item number, and destruction date
for each set in the group of records, €.g.—

NRCS 13

Item 9

Destroy June 1995
If permanent, state, "PERMANENT per Records Retention
Plan No. NN-473-1k." 1If a set of records is not covered
by any of the existing NASA schedules, place the notation
in Item 14, as shown below, and submit a campleted NASA
Form 1418 "Proposed Change to NASA Records Control
Schedules" along with the copy of the SF 135 to the NASA
Records Management Officer.

RETAIN UNTIL
DISPOSITION
IS AUTHORIZED

Shipping Contalners

Records are transferred in standard GSA records cartons, each holding
one cubic foot (12"X15X10 1/2"). They may be obtained through the installation
Records Management Officer. The boxes will accommodate either letter-size or
legal-size material. Special boxes may be obtained for oversized or odd-sized
material, such as punch cards, magnetic tapes or microfilm, when necessary.
Nonstandard boxes cannot be used because they will not fit on the shelving at
the Federal Records Center.

I1I-2



Packing the Containers

Before placing records in the GSA boxes, make sure that any records
eligible for destruction are destroyed, and that any blocks of published
materials are removed from the files. Do not, however, remove single copies
of publi:ations which are part of the files. Also, do not screen records on
a time consuming paper-by-paper basis.

Without disturbing the existing filing arrangement, pack the records
snugly in the box with the folders in an upright position. The front of the
box is the 12 inch end without the metal staples. The file folder labels
should face the front so they can be read easily from that end. Do not force
them. If possible, records having the same retention periods should be packed
in the same box. Conversely, those having widely different retention periods
should not be placed in one box. The record which has the longest retention
period will establish the retention of the whole box of records.

Labeling and Transferring Containers

The printed label on the fromt of each box must be completed in a clear
and legible manner. NASA Form 1460 will be used for boxes that are not pre-
labeled. A felt tip type marker is recommended. Indicate the sccession num-
ber, agency, division, or office, and brief description of the records. Each
box for the group of records recorded on the SF 135 must be numbered consec-
utively in the upper right corner of the front of the box, starting with num-
ber 1. Close each filled box by tucking the flaps alternately over and under.
DO NOT SEAL OR TAPE BOXES.

Each separate transaction transferring a group of records must be assigned
an accession number. Contact your installation Records Management Officer for
assistance in obtaining the accession number and procedures for pickup of the
boxes. The completed copies of SF 135 for each transaction must accompany the
boxes or be forwarded to the installation Records Mansgement Officer according
to installation procedures.

Restrictions on Transfer of Security Classified Records:

a. Secret and Confidential records, coming under the General Declassifi-
cation Schedule, can and should be retired to Federal Records Centers
whenever the records become eligible for retirement.

b. Prior to retiring to a Federal Records Center, Secret and Confidential
documents coming within the purview of the General Declassification
Schedule (including the older Group h) will be remarked as appropriate.
(See Chapter 3, NHB 1620.3, and Chapter 5, NHB 1640.4B)

c. Classified records which are Top Secret or are EXEMPT from the General

Declassification Schedule (including old Groups 1, 2, and 3) are NOT
eligible for retirement.

15/7h Ch. 3 III-3



» d. NATO documents classified RESTRICTED or higher, shall not be retired
to a United States depository, but shall be destroyed when they hav
served their purpose. (See USSAN Instruction 1-69).

e. Folders of records containing classified material must be segregated
from those containing unclassified material and retired in separate
boxes and on different accessions. Folders containing classified
material may NOT be retired mixed with unclassified material.

Accessioning Security Classified Records:

When the Standard Form 135, "Records Transmittal and Receipt” is filled
out to transfer classified records:

a. JTtem 1 will show the highest classification of any of the records in
any box included in the accession.

b. Item 13, Description of Records, will start with the following cer%i-
ficate by the head of the office retiring the records:

This certifies that the records in this accession are
subject to the General Declassification Schedule, and
all automatic downgrading actions possible have been

taken and the documents re-marked accordingly. Based
on the most recent date of publication of the highest
classified document in this accession, all of the con-
tents of the boxes become unclassified on December 31,

Typed
Name Signed
{Head® of office or his duly authorired representative)

¢c. Care must be taken, in Item 13, in describing the classified records
to be sure to exclude classified information from the description.

The NASA Physical Security Handbook, NHB 1620.3, as amepded, sets forth
minimum standards, procedures, specifications, and guidelines for the pro-
tection of classified information in the possession of NASA. This Hendbook,
as implemented by local Security Officers, will be followed.

III-4



PAGE | OF _2__ pAGES

TO 8§ MPLETED RAL 7|
AR o 133 RECORDS TRANSMITTAL |10 R
oy ity : AND RECEIPT 255-73-64k NASA -255

SIGNATURE

DATE RECOIMC[IV(D

INS'I'II.ICTIONS

FROM: {(Name and address of Agency tramafarring vecords) T ‘o‘j ’ fe .,rds Center, GSA
National Aeronautics & Space Administration
.C. ; \ 40
Washington, D.C. 20546 Ma1l Stop 85 ashington, D.C. 20409 Mail Stop 386

1. CITE SECURITY CLASSIFICATION AND/OR RESTRICTION ON USE OF RECOROS, IF ANY

Unclassified - To be released only upon authorization of NASA

2. SQUARE FEET OF SPACE CLEARED FILING EQUIPMENT EMPTIED 4 cuBKC FEET OF RECORDS
A. OFFICE B. STORAGE A. FILE CABINETS (No.) 8. TRANS. FILES (No.) €. SHELVING (Lin. Fi.)
Code ERO -~ - ’ - - 2
5. SAME OF AGENCY CUSTODIAN OF RECORDS €. BUILDING AND ROOM MO. 7. TELEPHONE NO.
Joyce C. O'Malley FOB 10-B 254 755-8597

B MAY THE RECORDS BE DESTROYED AS SCHEDULED WITHOUT FURTHER AGENCY CONCLRRENCE! D YES NO
9 AGENCY OFFICIAL (Signalure) 10. TITLE 11. oaTe

Earl W. Dade Management Technicisn 10/31/72
r BOX NUMBERS | 3 DESCRIPTION OF RECORDS WITH INCLUSIVE DATES 14 DISPOSAL AUTHORITY

FRC ONLY | Acescy (Show crganizational componsnt crealing records) (Schadulse and ftem No )

National Aeronasutics and Space Administration

Office of Applications

Earth Observations Programs

Operational Meteorology Satellites Program (Code ERO)

This office is responsible for the technology programs
which will help establish a firm scientific basis and
implement an.operational system for global and local-
area, short-term weather forecast through the use of
satellites with highly developed sensor equipment.

The enclosed contains files dealing with flight pro-
grams and experiments, weather satellites, sensor
equipment used, organizations dealing with data ob-
tained and miscellaneous files--all used in previous
projects of this particular program (ERO). (Originals
| and copies of correspondence, memornadums, and reports)|.

Inclusive dates: 1963-1971

1 Flight Projects and Experiments (196L4-1971): NRCS 2k
Flight Projects Gen #6 (196L) Item 2
Flight Projects Gen #7 (1965)
Flight Projects Gen #8 (1965) RETAIN INDEFIN-
Flight Projects Gen #9 (1966) ITELY
Flight Projects Gen #10 (1967) Review Nov 1980

Flight Schedules-Major Schedules Space Projects
at GSFC (1968)
Meteorology Flight Experiments (1969-1971)

STANDARD FOMM 133 i i
SAnD fom o (Use Standard Form 135A for continuation s

(DHA OYERPRINT, SEP 70) NASA-HQ

2/15/7h FIGURE III-1 Ch. 3 III-S
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STANDARD FORM 135-A
JULY 1981 EDITION

GENERAL SERVICES ADMIN.
eI (41 CPR) 101114

RECORDS TRANSMITTAL
AND RECEIPT

AGEN
CYNASA Headquarters
(CONTINUATION)

ode ERO

arth Observations Programs

DATE

10/31/72

BOX NUMBERS

DESCRIPTION OF RECORDS WiTH INCLUSIVE DATES

FRC ONLY AGENCY

DISPOSAL AUTHORITY

1

cont.

Weather Satellites (1963-1969):

SMS Republic (1963)

SMS Overall (1963-196L)

SMS Hughes (1963-196k4)

SMS RcA (1963-1969)

ATS (1964)
( SMS - -Synchronous Meteorological Satellite)
(ATS- Applications Technology Satellite)

Sensor Equipment (1965-1968):
Spin Scan Camera (1965-1966)
Spin Scan Camera (1966)
Spin Scan Camera (1968)
APT International (1967-1968)
APT Demonstration (1968)
( APT--Automatic Picture Trensmission)

Orgenizations and Work Efforts (1965-1971):
Advanced Research & Technology(SR&T) (1965-1970)
Weather Facsimile Experiment(WEFAX) (1966-1969)
Weather Satellite Programs Benefits (1969-197
Weather Services Centennial( WESCENT) (1970,

NRCS 2h
Item 2

RETAIN INDEFIN-
ITELY
Review Nov 1980

STANDARD FORM 135-A
JULY 1961 EDITION

I111-6

CAY—14—T52-8 GPO 1987 O—261-807

FIGURE III-2
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CHAPTER IV: RETRIEVAL SERVICE

Records can be readily retrieved from staging areas and Federal Records
Centers. Routine requests should be made by completing Optional Form 11,
"Reference Request - Federal Records Centers." (See Figure IV-1.) When
requesting this service be sure to furnish complete delivery information to
include your name and telephone number, building name, and street addrecc.
The records must be identified by accession number, box nuiber in which the
records are likely to be found, and a precise description of the records
needed. If available, the location number should also be furnished.

Boxes or individual folders (if properly indentified) may bLe obtained.
Generally, Records Centers will also provide information from records over
the telephone if the specific record is sufficiently well identified.

» Any records withdrawn from the Federal Records Center should be
returned. When boxes of records are withdrawn, all folders should be
refiled in their proper place in the boxes before being returned. The
borrower is responsible for returning the records as soon as they are
no longer needed. If records (boxes or folders) are withdrswn and are
not to be returned, the borrower must so notify the FRC so their records
can be annotated.

Installation Records Staging Areas

Most records of temporary value are disposable within three years after
annual cutoff. However, the majority of records of both temporary and perma-
nent value become noncurrent (i.e., do not need to be mazintained in expensive
office space and filing equipment) before they are eligible for disposal or
retirement to a Records Center. A staging area is a storage area in which
such records are kept during the interim. It may be a basement, the whole
or part of a wareliouse or other available type building.

Records staging areas are recommended for use by all irstallations to
prevent unnecessary shipping costs. It precludes the necessity and expense
of making partial shipments and minimizes the need for shipping short term
retention records.

Staging areas are not intended to function as Records Centers in any
way. However, both permanent and temporary records may be stored there until
they are elipible for disposal or retirement to a Records Center. Stagring
areas will not be used for the storage of current, actively used, recordr.

Normally, staging areas will be under the adminisirative control of ihe
inctallation Records Management Officer.

8/1L /72 Ch. 1 IV-l
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FRC 3O NO

FILE ITEM OR IN‘OW‘HON IEQU“Y‘D

It a complete box is needed, write or type: I B

A 3]

_(If several boxes are needed, fill out a seperate OF 11 for each box)

If a file folder is needed, type or write title of folder, obtained from
“the SF 135, Be sure to enter the box number in which the folder is

located in FRC Box No, column.

R & § several folders are needed a seperate Op Form 11 must be typed for
each folder. The reason is because the last copy (yellow copy) is used

by the Records Center for the charge out card,

FOR RECORDS CENTER USI' ONLY

DATE OF REQUEST ACCESSION NO. B
(complete ) { (Obtained from SF 135) | LocaTion of RECORD(S) TO BE SEARCMED e T
|
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((.u_() "(Zone) {State)
FOR_RECORDS_CENTER USE ONLY I
rn COVRE - 5s Newher recordis), information SEARCHER'S
L e ooy — ,L'I?,. fw e iasmens ) soitiod ) SERVICE rora | e sequineo e
DOCUMENT |
L_] RECUIRDS PREVIOUSLY b & 10 OuT TO  ( Yame, agency and date) - B | - P P,
IMFORMATION l }
RESCARCH I
REMARKS T T T T T
o FOK (SE OF REQUASIER L RECEIPT OF RECORDS |
HAME OF REQ ESTER | TELEPHONE NO. REQUESTER PLEASE SIGN. DATE. AND RETURN
(Complet.e) | (Complete) THIS FORM. FOR SILE ITEM(S) LISTED ABOVE,
NAME AND | f C R B d “ ONLY IF THE 3LOCK TO RIGHT HAS l“_N
Numo \
ADDRESS (NASA Office Ode’ oom er, uil ing Name, CHECKED BY THE RECORDS CENTER . . f
OF AGENC and St.reet address.) S - —— sl
S ____S'G"‘“’"‘ o
Bl and
mNo.! ' (Leave blank )
?.’J\m:‘.ﬁl‘ FORM NO 11 ff U. 5 GOVLRNMEINT PRINTING UFFICE: 1968.312-755
PRESCR R D 1 . 5
SR TRV REFERENCE REQUEST — FEDERAL RECORDS CENTERS 5011-103
FIMR (3. (hKo 10d 114
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CHAPTER V: NASA RECORDS CONTROL SCHEDULES

Background

The "National Aeronautics and Space Act of 1958" abolished the National
Advisory Committee for Aeronautics (NACA) and transferred its functions and
records to the National Aeronautics and Space Administration (NASA). The
Records Control Schedule that was approved for NACA on January 25, 1954
(Job No. II-NNA-718, H.R. 1110, 83rd Congress, 2nd Session), was soon found
to be obsolete for use in NASA. Until a new Records Control Schedule could be
written, NASA adopted the use of the General Records Schedules that are issued
by the General Services Administration (GSA), National Archives and Records
Service (NARS), to provide disposition standards for records common to several
or all Federal agencies. Although the General Records Schedules are useful,
many of the records in NASA are unique and are not included in the schedules.
A detailed study of the records in NASA was started by the agency's records
officers with the assistance of NARS, in July 1966. The results of that study
are the NASA Records Control Schedules (NRCS) that are printed in this
Chapter. The first twenty~-twc schedules were approved by the Archivist of the
United States, the Congressional Committee on the Disposition of Executive
Papers, and the General Accounting Office during 1968 and 1969. The other
schedules and some revisions to existing schedules were approved in 1970
(under amendments to Title 44, U.S. Code) by the Archivist of the United
States, the Administrator, General Services Administration, and the General
Accounting Office. As the need arises, other schedules may be developed in the
future. These NRCS supersede all previous records disposition schedules used
in NASA.

Statutory Requirements

The "Records Disposal Act of 1943," as amended, and the "Federal Records
Act of 1950," as amended, establish the standards for retention, destruction,
and transfer of Federal records. The Administrator of the National Aeronautics
and Space Administration, as head of a Federal agency, is required to
establish and maintain an active, continuing program for the economical and
efficient management of the records of the agency.

Purpose

The NASA Records Control Schedules are mandatory and provide for: (1) the
preservation of records which are of long term or permanent value; (2) the
prompt disposal of records which do not warrant further retention; and (3) the
transfer of records to installation staging areas and to Federal Records
Centers which are nc longer needed in current business but are not eligible
for immediate disposal.
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CHAPTER VI: DISPOSITION OF TRANSITORY AND NONRECORD MATERIAL

No files, other than the types described below and those authorized under the
NASA Records Control Ochedules, chould be destroyed without consulting the
Records Management Officer. ALl of the material described below should be

dicpesed of as indicated.

Description

Publications and other Printed Materials

Telephone Directoriecs {(obsolete coples).
Manual Issuances (obsoleie copies).

List of conferences and meetings (except
current list).

kxtra or stouck copics of documents no
longer needed for distribution purposes.

Commercial and industrial catalogues and
price lists (obsolute copies).

Publications from other Government agen-
cles which are not in current use, e.g.,
old U.5. Government Organizational
Manuals.

Formal NASA Reports (TNs, TMs, TRs,
SPs, ete.) (See NRCS 2L-L)

NASA Contractor Reports (Sce NRCS 2k4-L)
Contractor Progress Reports:

Over 2 years old

Two years old or less

Technical magazines, periodicals

Legislative Publications and Documents

Congressional Directories {obsulete copies).

Congressional Records (obsolete copies).
Federal Register (obsolete copies).

Duplicate copics of Appropriation Hearings

8/1k/70

Proper

Disposition

Destroy
bestroy

Send accumulated file to
Inctallation Historian

Destroy or return to stock

Destroy

Destroy

Send to Library
Send to Library
Destroy

Send to Library

Send to Library

Destroy

Destroy
Destroy

Send to Installation
Historian
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Proper

Description Dispositicn

Office Working Files

Rough drafts and working notes from which Destroy
reports, staff papers, and other docu-
ments have been prepared and approved.

Stenographic notebooks from which notes Destroy
have been transcribed.

Duplicate Copies of Typed Material

Information copies of telegrams, dis- Destrcy when no longer
patches, instructions, letters, memo- needed or after one year
randums, correspondence and other whichever is sooner.

documents which are not a part of the
official subject or case file.

Used stencils and multilith mats. Destroy after becoming
obgolete
Correspondence making rouivire arrange- Destroy at'ter one year

ments for speeches, meetings, <.

Correspondence forwarding publications, ac- Destruy after three
knowledging letters or publications, etc. months

Letters and memorandums of transmittal Destroy after three
without attachments. months

Letters, notenc, and memorandums of simple Destroy after onc year

acknowledgement, and expreasion of ap-
preciation for cooperation or acsistance.

Requests for information and replies involv- Destroy after one year
ing no administrative action, no new
decisions by NASA, and no original develop-
ment of special data.

Reading '"chron" files Send to NASA Historian
after one year
Correspondence regarding plans for con- Dectroy afier one year
ferences and meetings, (e.g., invitations (See NRCS 1-39 for dis-
to atiend and acceptances or regrets, position of record copies).

notices, arrangements for space and
facilities, arrangements for chairman,
or speakers) excluding record copy of
finally approved agenda or programs,
minutes, transcripts or proceedings,
speeches delivered, and comments made at
or after the meetings or conferences.

VI-2



Description
Duplicate Copies of Typed Material

Obsolete mailing lists, notices of correc-
tions in mailing lists, correspondence and
memorandums regarding changes or correc-
tions in mailing lists.

Correspondence, memorandums, and notices
regarding changes or corrections in direc-
tories, etc.

Correspondence and internal memorandums regard-
ing details of office management (e.g., for-
warding of checks, arrangements for leave, for
travel, general cooperation, itineraries, ete.).

Minor items of reference data sent to field in-
stallations solely for their information and
not requiring any specific administrative action.

Requests for duplicating, for photographing, for
the preparation of graphics or charts, for steno-
graphic services, etc.

Records pertaining to charity drives, bond cam-
paigns, and other voluntary activities not part
of the regularly assigned functions of the agency.

Correspondence regarding progress of completed
studies, reports, etc.

Issuances, notices, reports, releases, tabula-
tions, and publications of other agencies or
private industry submitted for general informa-
tion only.

File of carbon copies of individual Time and
Attendance Reports as maintained by timekeepers
in each office.

NOTE: The office of origin of any published
material should maintain a complete set,
including obsolete and superseded items.

Supplies and Equipment

Obsolete blank forms.
Excess unused cffice supplies and forms which

are not needed in the current operation of
the office.

411-389 O - 71 - 11

Proper
Disposition

Destroy after three
months

Destroy after three

months

Destroy after one year

Destroy after one year

Destroy after one year

Destroy after one year

Destroy after one year

Destroy after one year

Destroy one year fter
break or when no longer
needed, whichever is
first.

Destroy

Return to stock
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APPENDIX A: GLOSSARY OF TERMS

ACTIVE RECORDS

Current and noncurrent records maintained in office files for immediate
use and reference. Records that are referred to on fregquent occasions.

BREAK

The breaking point for making another file folder. The purpose is to
separate older file material from the newer, more active material. This
should be done regularly at designated periods of time, such as each fiscal
or calendar year, or after a specific action. Same as cutoff.

CASE FILE

A file arranged by name or number containing all papers pertaining to a
specific person, organization, place, or thing. Example: a personnel file, a
contract file, etc.

CUBIC FOOT OF RECORDS

A quantity of closely stacked Records measuring one foot long, one foot
wide, and one foot high; used as a yardstick to indicate volume of reccrds on
hand, transferred, or destroyed.

CUTOFF
(See FILE CUTOFF)

DESTROYING

The deliberate throwing out; any act which effectively obliterates the
informational content of records, such as tearing up, burning, pulping,
erasure (tapes).

DISPOSAL

Authorized removal from Federal custody, generally by destroying but
may include, under certain conditions, donation to a public institution or
other authorized recipient.

DISPOSITION

The destruction, retirement, or transfer of records or their donation to
non-Federal recipients. It may include two or more of these actions, such as
retirement after one year, retention for five years, and destruction after ten
years.

EVIDENTIAL VALUE

The usefulness of records as the primary evidence of NASA's authority,
functions, organization, operations, and basic decisions and procedures.



FEDERAL. RECORDS CENTER

A records storage facility operated by the National Archives and Records
Service, General Services Administration, for housing and servicing noncur-
rent records of the Federal Government.

FILE CUT-OFF

Same as file break. The breaking, or cutting off, of a file series in order
to facilitate reference to current files and permit the orderly disposal of
inactive records in "Blocks". To cut off or break files, a file series is
terminated arbitrarily after given period of time (or on a given date) or after
a specified action or event. A new file series then is begun.

GENERAL CORRESPONDENCE FILES

A group of related records accumulated by most organizations as a result
of their routine operations. Consists of an arrangement of correspondence,
memoranda, and messages on a number of different subjects as distinguished
from case files on specific transactions.

GENERAL RECORDS SCHEDULES

A comprehensive listing of records common to several or all Federal
agencies issued by the Administrator of General Services Administration and
announced in the Federal Property Management Regulations 101 - 11.404-2 to
provide disposition standards and timely retirement for each series of such
records. Use of these schedules is permissive and not mandatory with each
Federal agency.

HISTORICAL VALUE

The usefulness of records for historical research concerning NASA or
for information about persons, places, events, or things.

INACTIVE RECORDS

Those records upon which all action is complete and which are required
so infrequently in the conduct of current business that they may be removed
from an office and retired without impairing current operations; defined as
those records that are referred to no more than once per month per file drawer.
(Same as noncurrent records)

INDEFINITE RETENTION PERIOD

Used only when a record does not necessarily possess permanent values
but a disposal date cannot be established in the foreseeable future and
file is therefore retained. All records with indefinite retention periods

are subject to re-evaluation for the possible establishment of definite
retention periods of temporary duration.

NONCURRENT RECORDS

(See INACTIVE RECORDS)

a-2



NONRECORD MATERIALS

Materials that have no documentary or evidential value that need not be
filed permanently, and if filed, should not be interfiled with record materials.
These are accumulated in the process of producing records, but they never
acquire a "record" characteristic; e.g., library materials, reference publica-
tions, duplicate copies of communications used as reading files, suspense files,
letters of transmittal, stocks of forms and publications, etc.

OFFICE OF RECORD

The agency, installation, office or organizational element which is
responsible for maintaining the official file copy of a record. Under func-
tional or decentralized files plans, the office of record is usually the office
which created the record or initiated the action on an incoming record, unless
otherwise designated. Under centralized files plans, the central file(s)
designated become(s) the office(s) of record.

OFFICIAL FILES

Each file containing record copies constitutes an "Official file". The
official file includes original incoming communications and the initialed
yellow record copies of outgoing and inter-office correspondence that have been
created; original or action copies of reports, executed forms, tapes, photo-
graphs, and other documentary materials.

OFFICIAL FILE STATIONS

Official file stations are specifically authorized and designated points
in NASA installations where records are maintained and serviced by speci-
fically assigned personnel. This includes any record keeping media such as
paper, photographs, microfilm, punched cards, magnetic tapes, etc.

ON-SITE AUDIT RECORDS

Records held by NASA at the direction of the General Accounting Office,
for audit by the GAO. These records normally consist of: Statement of Trans-
actions (formerly Accounts Current); Voucher-Schedules; Vouchers and sup-
porting documents; Certificates of Deposits; contract files consisting of each
contractual document including modifications, amendments, supplemental agree-
ments, and change orders; accomplished carbon copies of voucher schedules and
supporting basic documents covering payments to carriers for transporation
services.

PERMANENT RECORD

That small proportion of an agency's records that are so valuable or
unique in documenting the history of the agency, or for other reasons that
should be preserved as part of the National Archives of the United States;
generally, those records that document primary missions, functions, respon-
sibilities, and significant experiences and accomplishments, or that contain
information of continuing value.

a-3
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RECORD GROUP NUMBER

An indentification number assigned to a single Federal agency by GSA
for archival control of that agency's documentation. Record Group No. 255
has been assigned to NASA. This number covers all NASA records except those
NASA records which revert to the control of the General Accounting Office
when transferred to a Federal Records Center. These GAO records are in
Record Group No. 217.

RECORDS

a. The statutory definition of records contained in the Records Disposal
Act of 1943, reads: "Books, papers, maps, photographs, or other documentary
materials, regardless of physical form or characteristics, made or received by
any agency of the United States Government in pursuance of Federal Law or in
connection with the transaction of public business, and preserved Or appro-
priate for preservation by that agency or its legitimate successor as evidence
of the organization, functions, policies, decisions, procedures, operations,
or other activities of the Government, or because of the informational value
of the data contained herein." These records are maintained at official file
stations. Such records cannot be destroyed without the authority granted in
the NASA Records Control Schedules.

b. NASA records are comprised of --
(1) Correspondence, management's written instructions, and other
action papers, including filled-in forms and other papers which
are needed for operations and transacting the agency's business,
excluding working papers.

(2) Record copies of drawings, photographs, motion picture film,
magnetic tape, NASA publications, installation (local) publica-
tions, microfilm, punched cards, notebooks, ete.

The duplicate or multiple copies of those records described above are
ordinarily not considered to be official records. Similarly excluded from
records materials are published books, library materials and periodicals and
other printed reference materials.

RECORDS CONTROL SCHEDULES

The administrative media used by the National Aeronautics and Space
Administration to obtain legal disposal authority for categories of NASA
records. When legally authorized by the Archivist of the United States, the
Administrator of General Services Administration, and the General Accounting
Office provisions of these schedules grant continuing authority to dispose of
jdentifiable categories of NASA records that have accumulated and that will
accumulate in the future.

RECORDS HOLDING AREA
A local NASA space assigned for the temporary storage of noncurrent
records which must be retained near at hand for an additional period before

destruction, transfer, or retirement to a Federal Records Center (same as
records staging area).
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RECORDS HOLDINGS

All records and papers in filing cabinets, on desks, on shelves, in
mechanized files, and in bookcases-=-including documents, sketches, engin-
eering drawings, photographs, magnetic tape, microfilm, computer punched
cards, notebooks and ring vinders containing records, etc., but excluding
library and museum material preserved for reference or exhibition purposes;
general reference publications; stocks of supplies, publications, printed
documents, forms, etc.; and working materials in employee's desks.

RECORDS RETRIEVAL

The process of arranging tor the prompt return of specific records which
are in a local staging area or in retirment at a Federal Records Center.

RETENTION PERIOD

The period of time that inactive records must be kept alfter cutoff prior
to destruction.

RETIREMENT

The movement of valued noncurrent records to the protective storage of a
Federal Records Center for the duration of their retention period. Such records
are continually subject to retrieval.

SERIES

Documents,, volumes, or folders that are arranged under a single filing
system, or are kept together as a unit because they relate to a particular
subject, result from the same activity, or have a particular form.

SITE AUDIT RECORDS
(See ON-SITE AUDIT RECORDS)

STAGING AREA
(See RECORDS HOLDING ARKA)

TEMPORARY RECORDS

Records having temporary value permitting their destruction after a stated
period; contrasts with permanent records which have lasting value.
TRANSFER

The relocation of a quantity of records and change of custodial respon-
sibility from one NASA installation to another, to another Federal agency, a
Federal Records Center, or the National Archives.
TRANSITCORY RECCRDS

Records retained in an otffice file or a current files area for a short
reriod (approximating 3 months) until its purpose has been accomplished and
the record can be destroyed.
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VITAL RECORDS

Those records that are vital to the essential functions of the Federal
Government for the duration of a national emergency, including an attack on
the United States (NASA's essential functions are designated by Executive
Order 11095) and those records esscential to the preservation of the legal
rights and interests of individuals {wherein NASA has a statutory responsci-
bility therefor) and of NASA. (See NMI 1440.5.)

> WORKING PAPERS

Those rotes, data compilations, calculaticns, drafts, etec., ar~umilated
by an employee in the process of studying, surveying, investigating, ~r con-
sidering a suvject, with ths cojective of developing a raticnale, drawing
firm conclusions and perhaps recommendations conrerning a proposed action.

Most such papers can be destroyed after the final reporting document is
completed and for this reason are not classed as records. However, whenever
su'h papers are passed on to another employec (for any reascn) thev become
records and should be counted in records holdings.
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APPENDIX B: INDEX TO NASA RECORDS CONTROL SCHEDULES

A
Abstracts of Title

Acceptances
Non-contract Training

Quality
Access Lists

Accident Case Files
Claims Investigation
Reports
Vehicle

Accomplishments

Accountability Records
Administrative Records
Officers'Records
Officers' Return Files
Top Secret

Accounting Records
GPO

Accounts Files,
Communication
Telegraph
Telephone
Teletype

Activities

Ad Hoe

Administrative Account-
ability Records

Administration of
Civilian Personnel

ADP Printouts
NASA Prime & Subcon-
tract Awards
Studies & Reports

SCH

18
15
20
12
21

12
22

HMMMDOND (el

[ %!
(o)}

10
10
10
10

IT

p————

1

1B

15
15
15

39

39

40

40

A

Agency Reports, Space
Occupied

Agenda

Agreements
Files, BR&D Project
Training (CSC)

Alr Sample Analysis logs

Air and Water Pollution
Reports

Allocation

Call Signs
Manpower

Radio Frequency

Space
Allotment

Allotment and (Obligations
Records

Allowed Claims
Minors
Personal Injury

Alterations
Request Files, Telephone
Telephone Facilities

Analog Charts Files, R&D
Project

Analyses, Policy

Annual Listing of
Accumlated Pay

Annual Report of (Official
Mailings

Annual Report on
Pegsticides

25
15

21

18

10

10

6k GGG ¥

0K

N
O

}_.J

10

11

1,3
36
1,3

3a,b

1b
1b(1)
1b(1)

12
16

la,b



A

Apollo Quarterly Status
Report

Appeals, Military
Def erment

Appearances

Personal (Request for)
Routine

Commnity Relations

Applications
BEmployment
License for Byproduct
Source & Special
Nuclear Materials
Non-Contract Training

Appointee Availability
Inquiries

Appointments, Personnel
Apportionment

Appraisals
Manpower
Reports, Real Property
Permanent Records

Appropriations Warrants
Appropriation
Art Work

Articles
Technical R&D Project

Assignment Files
Call Signs
Radio Frequency

Assurance, Quality
Astronaut

Health & Medical Case
Histories

Physical & Environmental

Records

Atomic Energy Commission
Records

b-2

15

19
19
19

15
21
21
15

15
15

25

10
10

20

11

11

21

ITIM

16
11

11
33

2a,b

35
2a
5
2a,b

la(1)(2)

4e

4e

A

Attendance Files
Spacemobile

Audience Report Forms
AAA Midits

Auditing Records
Audits

Aministrative
Manpower

Authority

Authorization Document
Files R&D Project

Authorization Files
Call Signs
Radio Frequency

Authorization
Funds
Manpower

Authorizations
Printing

Automobile Records

User Reports and Records

Vehicle Safety &

Maintenance Inspection

Availability of Funds

Awards
Case Files
Denied - Hearings
Personnel
Program
Publicity

B

Background and Efficiency

logs

Background

Investigations
Material

SCH

19
19

19

25

10
10

=3

16

14
14

15
13
15
15
15

21

ITEM

~ 2

11

21

la(3)

o

48,b
36

11
18
11-14
12
14

19
20,28,2a



{e2]

Badges
Assignment
Identification
Individual
Mission
Special

Blood Donation
Boards

Bonds
Campaigns
Deposits and Purchase
File
Savings
Surety

Briefings
Congressional

Budget
Building
Identification
Numbering and Naming
Building Management
Maintenance Services
Plan Files
c
Calendar Files
Conferences
Events
Exhibits
Speeches
Calibration
Call Orders

Call Sign Files

Communications Operation

Commnications Repre-
sentation
Radio Frequency

Campaigns
Bonds

18
18

19
19
19
19

20

10

10
10

la,b
6a,b

12
12

3a

(o) AR AR A

23,1

O 0
=

9d

c

Cannibalization of
Equipment

Capitalized Equipment
Register

Capital Investment
Engineering drawings
Installation Property

Cards
Control, Film and
Equipment
Employee Record
Identification
Punched Paper
R&D Project

Summary

Cargo

Claims

Clearances

Company Purchased
Delivery

Demuirrage

Dention
Documentation

Export Traffic
Freight Rates

Govt., Bills of Lading
Handling Activities
Handling Equipment
Import Traffic
Inspection

losses

Oversize

Overweight

Pickup

Preparation
Radioactive Shipments
Rail Freight

Request for Shipment
Shipping Documents
Tariffs

Transit Times

Truck Freight

Case Files
R&D Project

Center Message Files
Communications

17

18

18
18

10

12
12
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¢

Certificates
Classified Documents
Destruction
Eligibles
Eligibility for Housing

Certificate Files

Certificates

Of Inspection

Possession

Real Property

Settlement of Accounts
of Accountability
Officers

Title

Change Slips
Payroll

Charity
Drives

Charts
Minititrack Analog
R&D Project

Charts Files

Ionospheric Disturbances
Minitrack Analog

R&D Project

Chronological File Copies
of Personnel Actions

Circuit Usage Report File
Circulars

Civilian Service Emblem
Control Records

Claims

Accident

Allowed
"Minors

Personal Injury

Case file

Damage lLoss

Death

Destruction of Property
Disallowed

b-4

12
15
15
15
18

18
18

25
25

25
25
25

15

10

15

13

13
13

13

13

el

=W

9d

c

Claims--Con.

Disaster

Foreign

Investigative
Invention (Allowed)
Invention (Disallowed)
Invention (Master)
Invention (Miscellaneous)
Invention (Reports)
Legal (Allowed)

Legal (Disallowed)
Legal (Investigative)
Legal (Miscellaneous)
Legal (Reports)
Maritime

Master

Miscellaneous

Patent (Allowed)
Patent (Disallowed)
Patent (Investigative)
Patent (Master)

Patent (Miscellaneous)
Patent (Reports)
Personal Injury
Personal Property
Settled by GAO

Tort

Classified Document
Receipt Files

Classified Material
Receipts

Classification Survey
Records

Code Systems Files

Collection and Disbursing
Vouchers

Collection of Funds

Commercial Printing
Reports to Congress

Commercial Travel
Air

Automobile

Bus

Limousine

10

12

15

10

HPaHFOQD ;-b

21

NN



C
Commercial Travel--Con.
Taxi
Train

Committee Files
Communications Represen-
tation

Committees

Communications Accounts
Procurement Request
Purchase QOrder
Invoice
Vendors Revisions to

Pricing Sheet for
Equipment
Telegraph

Telephone

Teletype

Communications Facilities

Lease Requests

NASA Authority to
initiate Action

Backup Material

Communications Files
Center Message
Facilities Lease

Request Files
Fixed Facility

Project Files
Operations Files
Program Files
Representation Files
Security Equipment

Requirements Files

Communication, Media

Community Relations Files

Complaints
By an Employee
Against an BEmployee

Components
Manuf actured

10

10
10
10
10

10
10
10
10
10

10
10

10
10
10
10
10
10

10

19

15
15

20

ITIM

N

15
15
15
15

15
15
15
15

~3

WHh oo

la(1),

(2)
la(l)}

(2)

19

c

Computer Programs & Doc-
umentation
Magnetic Tape

Condemnations

Condemnation Actions
Real Property

Condition
Reports

Conference Reports
Minutes
R&D Project

Configuration i.spection
Review Files
Minutes & Proceedings

Configuration Control
Plan Files
Control Plan R&D Project
Inspections R&D Project

Congressional
Briefings
Correspondence
Hearings
NASA Printing Plant

Report

Consolidated Environmental
Health Report Files
Medical Report Files

Construction

Facilities Safety Stand-
ards

Ma jor

Minor

Construction Projects

Preliminary Engineering
Report

Proposed Engineering
Report

Consultation Reports Files
Minutes
R&D Project

27
18

18

20

25

25,

25

25
25

el ]

11
11

21
18
18

18

18

25
25

ITEM

12

[o a0t

[

10a,b

10a,b

la(7)
1a(7)

b-5



¢

Contract

Administration of Patent
Clauses

R&D Project

Spacemobile

Control Forms
Film

Contracts

Agreements

Grants

Legal Advice

New Technology Clauses

Paid Copies

Preaward re patents,
copyrights, Technical
Data

Printing & Duplicating

Procurement

R&QA

Contractor Performance
Evaluation Report Files
NASA/DOD (R&D Project)
R&D Project

Contractor Personnel

Individual Medical
Records, on-site

Contractor Reports
R&D Project

Control

Card, Film and BEguip-
ment

Manufacturing

Control Media Records
Accounting

Control
Quality

Control Records
Mail

Space

Control Registers

Duplicating
Distribution

b-6

13
25
19

19

13
16
25

25
25

11

25

20

16
16

1a(9)

c
Control Registers--Con.
Payroll
Printing

Controlled Items

Cooperative Training
Records

Copies
Information

Correspondence
Congressional
Information
International

Cost
Reduction

Corps of Engineers Audits

Correlation Files
Call Signs
Radioc Frequency

Correspondence Files
R&D Project :
Relating to Individual

Brnployees
Corrosion Control
Cost Accounting Reports
Cost Effectiveness Report
R&D Project

Cost Reports Data

Credentials
Identification
Security Agent

Criteria & Procedure

Critical Design Review
R&D Project

Minutes

Proceedings

Cross Reference Files
R&D Project

17

15

10
10
25
15

18

25
25
25

25

W ~J

17

34

Sh

15,13
Sh
10

18

la(6)

18

5a,b

1a(9)

248

12

1a(10)
1a(10)
1a(10)

1(8)



[¢
Current News Files
Custody of Funds
D

Daily log
Motor Messenger Service

Daily Routine Health
Physics Logs

Daily Vehicle Gas
Issue

Daily Vehicle Utiliza-
tion
Files

Damage
Loss Claims

Data
Manpower
Source
Schedules

Data location Files
R&D Project

Data Management Plan
R&D Project

Data
Testing
Tests & Operations

DCAA Audits

DCAA Audits of Con-
tractors for NASA
Audit Report
Corrective Action
Correspondence
Review & Comments

DD 250's Inspections

Death Claims

Deductions of Isurance
Reports

10

21

14

14

13

25

25

20
20

OV ON OV

13

25

10

34
29

1a(8)

la(2)

ENENENEN

H O

16

D
Deeds
Real Property
Defects
Quality

Def'erment Records
Military

Delivery of Cargo

Demurrage
Cargo

Delivery Receipts
Motor Messenger Service

Delivery
Wrong, Mail

Deposit of Funds

Design Certification
Review, R&D
Minutes
Proceedings

Design Change Control

Design
Drawings

Certification Review
Review

Standards
Specifications

Tool

Deterioration Control

Destruction Certificates
Classified Documents
Other
Top Secret

Destruction of Property

Development Plans, R&D

Development of Safety
Stendards

Dining Room Pass

18

20

15

22

22

10

10

18
25
25
25

18

25
20
18
18
20

18

12
12
12

25

21

ITIM

20

4a

b-7



D

Directives

Brnergency Operating
Management

Listing

Disability Retirement
Examination Records

Disallowed Claims
Disks (Magnetic)

Dispatch Records
Motor Messenger Ser.

Disposal Documents
Real Property
Permanent Records

Disposal Files
Disputes

Distributing
Job Records
In-house

Distribution Lists

Documents
Cargo
Project Approval

Doctor's Clinical Records
Astronauts

Govt. BEmployees

On-Site Contractors

Donation
Blood

Drawings
Design
Drafting
R&D Project
Tool

Drives
Charity
Drivers Licenses

Drivers tests

b-8

I

11
13

26

10

18

16
16

16

11
11
11

15

25

2a
25

17

4a,b

4c
4a

1d(1)(2)

la(4)

9d
26

26

D
Drums (Magnetic)

Duplicated Personnel
Records

Duplicating
Contracted

E
Earning Cards

Easement Interest
Real Prop. Records
Leases
Licenses
Permits
Agreements

terminated
expired

E.E.0. Affirmative Action
Plans

E.E.O. Complaints

E.E.O0. Reports
Annual
Special

Electrical Disturbances
Reduction Files

Electronic Equipment
Malfunction Files

Commmications
Elevators

Eligibility
Certificates of
Certificates of for

Housing of Essential

Employees

Emergency

Operating
Preparedness

SCH

26

15

16
17

18
18
18
18
18
18
18
15
15

15
15

10

10

10

18

15

15

1
1

ITEM

19

2a
2a
28
2a
2a
28

27

30

28
29

12

4b

31

21
20

Buployees' Appointment Ree. 15 3

Employee Interview Records 15 7



E

Bnployee Monetary
Benefits

Employee Record Cards

Brployee Service Record
Cards

Bmployment Applications

Employment & Financial
Interest Records

Engineering Notes

Entrance & Exit
Interviews

Environmental Health
Report Files

Erosion Control
Escorting
Fquipment log Reports

Equipment
Cannibalization of
Loan
Maintenance Services
Management
Office Copying

Justifications
Purchase
Rental
Request for

Equipment Service
Control Files
Radio
Television

Estimate
Budget

Evaluation
R&QA
Testing of R&D Items

Events Calendar Files

15

15

15

15

15

25

15

11
18
22

20

17

17
16
16
16
16

10

10

20
25

19

12
15

10

24

7a
7a
7a
7a
9¢

10

10

1la,b

1
1lu(5)

E

Examination Records
Disability Retirement
Fitness for Duty
Health Qualification

Placement

Physical
Preemployment Physical

Exceptions
GAO Notices

Excess

Real Property
Personal Property
Property

Supplies

11
11
11

18
18
17
17

Exchange & Sale of Property 18

Exhibit Files
Routine
Special

Expenditures
Gen'l Accounts in

Summary
Records

Experimental Data Files
R&D Project

Experimental Hardware
Iocation Data Files

Export Traffic
Cargo

F

Facilities Project Case
Files Real Property

Facility Project Files
Fixed Communications

Fact Sheets
Failures and Anomalies

Failure Mose & Effect
Analysis

Failure Rates

19
19

25

25

22

18

19
20

20

20

15
15

la(8)

11

b-9



F

Feasibility Reports
R&D Project

Federal Personnel Surety
Bonds

Feeder Reports

Files
Chronological
Disposal
Inventories
Maintenance
Reading
Schedules
Source
Surveys
Suspense
Certificate

Film
Case Files
Control
Library Cards
Master Logs
Motion Picture
Scripts
Motion Picture
location Data
R&D Project
loan
Time & Motion Reports

Final Master Transaction
Tapes, Magnetic

Financial Interest
Records

Financial Records
Firing Reports

First Article Con-
figuration Inspection

Fitness for Duty Exam-
ination Records

Fixed Plan Wire Facility
Development Project
Files

b-10

02}

25

e S el el adl

19
19
19
19
19

25
25
25

27

15

25

20

11

10

=

1a(9)

of
25
25a,b
25
of
25
29
25

10
12
14
13

1a(8)

4,7

41

1a(5)

F

Flight Readiness Review

R&D
Minutes & Proceedings

Foreign

Claims
Government
National Visitor

Forms

Freight Rates
Cargo

Frequency Case Files
Commi ttee
Operations
Radio

Fuels Propellants Safety
Standards

Funds
G

GAO Audits
Audit Report
Of Contractors
Corrective Action
Correspondence
Review & Comments
Of NASA

GAO Notices of Exception

CAO Settlement of Claims
Gardening

Garnishment Records

Geiger-Muller Analysis
Logs
General

Accounts
Ledgers
Test Plan Files
R&D Project
Travel Authorizations

Government

Agencies
Cargo, Bills of Lading

22

10
10
10
10

21

OOV ONON

N

18

21

10
1a(10)
1a(10)

la
17

27



G
Government--Cont.
Bmployees Health &
Medical Case Histories
Foreign
Owned Vehicles
Grading

Grant Files
R&D Project

Ground Support Equipment
Group Life Insurance

Groups
Working

GSA Bills
GSE Equipment Reviews

Guards
Security

I

Handbooks

Hand
Receipts

Handling
Activities, Cargo
Equipment, Cargo
Hazardous Materials

Hardware
Experimental
location Data

Hazardous Material
Safety Standards

Headquarters Safety
Reports

Health & Medical
Report Files
Case Histories,
Astronaut

11
1
15

18

25
18

15

20

12

22
22
21

25

21

21

11

11

ITEM

la
26

12

la(1)

23

39

10

9e
17

4e

s

Health & Medical
Consolidated Environ-
mental

Health
Record Cards
Case Files
Physics Daily log
Plans
Qualification Placement
Records

Hearings
Congressional
Denied Awards

Historical Data
Real Property
Real Property (Permanent)

Historical Items
Historical Volumes
Histories

Holder Lists
Code Systems

Housing Application
Records

1

Identification
Badges

Cards

Codes, Security
Credentials
Strips

Individual

Health Record Cards

Medical Records of On-
gite Contractor
Personnel

Industrial Property

Information Service Report

Impounded Vehicles

11

11
11
21
15

11

18
18

10

15

12
12

15

11

11
17
19

12
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31

24ea
4a
24

17

25

b-11



I

Imprest Fund Cashier
Records

Import Traffic
Cargo

Improper Treatment
Mail Files

Improvement
Management

Incentive Awards Case
Files

Incentrive Awards
Program Files

Index
Forms

Individual Accident
Reports

Individual Psy Card
SF 1127

Individual Retirement
Record SF 2806

Industrial Facilities
Data

Real Property
Permanent Records

Information Copies
Correspondence
Reports

Input Data

Input Transaction Tapes

Magnetic

Inspection of Radiocactive
Materials

Inspection & Proof

Inspections
Cargo

b-12

22

10

15

15

21

18
18
18
18

27

27

27

ITEM

22

11

12

27

15

12
28a
2a
2a

Sh
Sh

12

1
Inspections Receiving
Reporits
DD 250's

Installation Brochures
Real Property Records
Permanent Records

Installation Inventory
Real Property

Installation

Organs

Property Files

Request Fileg Telephone

Installation of Telephone
Facilities

Institutional Housing
Requirements
Real Property

Instructions
Emergency
Management

Insurance Reports
Dedyctions

Insured Mail Files

Interview Records
Employee

Interm Master Transaction
Tapes
Magnetic

Internal Audits

International
Activities
Agreements
Correspondence
Reports

Inventions Contributions
Alpha File

Board

BEmployee

Infrigements

20

18

18

18

18

10

18

10

15

25

=

GEEE

ITIM

3a

28
12
16

16
16

17

10

10
10

17
16
9¢
1l1s,b



I

Inventions
Contributions--Cont.
License Grants
NASA-owned

Patents

Processing

Inventories
Classified Material
Leak Test Logs
Management

Investigative Accident
Claim Report

Invoices

For Payment
Store Accounting

Purposes

Ionospheric Disturbance
Chart Files

Issuances
Management
Permits
d
JCP Authorizations
Job Records
Duplicating
Opportunity Registers
Orders
Printing
Joint Committee on
Printing
Authorizations
L
Labor Relations
Laboratory Notebook Files
Land Acquisition
Land Improvements

Landscaping

411-389 O - 71 - 13

16

16
15
20
16

16

25
18
18
18

17

12

L

Launch

Complex Assessment Review
Critical Items

Facilities

Readiness Reviews

Vehicle Inspection File

Layout
Space

Leak Test Logs

lLeases
Commmnications Facilities

Continuity

Leave Cards
Leave Transferred Records

Ledgers

Cost Report Data
Stores Accounting
Work Orders

Legal
Contract Advice
General Advice
Opinion

Levy and Garnishment
Records

Legislation
Proposals
Reports

Library Cards
Film

Licenses

License Grants
NASA-Owned Inventions
Inquiries
Patent
Radiocactive Material

Listings
Directory

Loan
Film

20
21

10
18
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17

14
14

26

10a
10b
12
11

32

b-13



L

location Data Files,
R&D Project
Experimental Hardware
Motion Picture

Scale Models

Locks & Keys

logistics Plan Files
R&D Project

logs

Daily (MMS)
Master Film
Utility Operating
Visit

Loss Claims
Damage

Losses
Cargo
Mail

M

Machine Records
Cost Report Data

Machinery
Layout

Magnetic Records
Business Application
Scientific Engineering

and Experimental

Mail
Annual Report of
Official Mailings
Briefing Report
Control Records
Control Register
Delayed Files
Improper Treatment
Insured Files
Lists
Ioss of Mail
Production Report
Registered
Rifling of Mail
Wrong Delivery

b-14
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25
25
25
25

12

25
25

10
19
18
11

22
10

20

27

26

10
10
10
12
10
10
10
16
10
10
10
10
10

-

1a(8)
1la(8)
1la(8)
1la(8)

14

2

1a(10)

éb

10

’_J

M
Mailings
Annual Report
Lists

Maintenance Files

Real Property

Service Request
Utility System & Plants

Management
Directives
Improvement
Instructions
Issuances
Manuals
Master Flan
Parts
Programs
Projects
Records

Manpower
Allocation
Appraisals
Audits
Authorizations
Data
Distribution Sheets
Reports
Spaces
Surveys

Manuals

Manufacturing
Planning Interface

Maps & Drawings
Real Property

Maritime Claims

Master Claims
Accident
Disaster

Master Plans Files
Project Mansgement
R&D Project

Real Property
Permanent Record

18
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35

35

36

34
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38,37,34

36

35
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M

Media
Visual Comminication

Medical Case History
Medical Evaluation
Medical Reports

Meeting Files
R&D Project

Meetings
Ad Hoe
Contributions Board
Inventions Board
Staff
Task Groups
Working Groups
Minutes

Memorandum Copies of
Statement of Tran-
saction

Megsages
Center

Messenger Service

Military
Deferment
Reports

Minitrack Analog Charts
R&D Project

Minutes

Meetings

Reviews
Miscellaneous Claims

Mission Readiness
Assessments

Models
Sceale

Modifications

Monetary Benefits

GG

RSN
e

10

10

25

25

25

20

25
18

15

H
g

N

12
21

20
33

6,7
1a(7)
1a(10)

1la(8)
12

M

Motion Picture Film Files
Location Data

Motor Pool Activities

Motor Vehicles
Activities
Coordinators

Motor Vehicle Operating
Maintenance Records
Operating Records

Motor Vehicle Reports

Movement of Hazardous
Material

Mueller, Geiger Analysis
logs

N

National Visitor Files
Foreign

NASA/DOD Contractor
Performance Evaluation
Report Files

Negatives
Master
Photogreaphic

New Technology
Contract Administration

News Media Files

News Releases

Non-Contract
Training Records
Notebook Files
R&D Laboratory
Notes
Engineering
Scientific
Notices
Notification of
Personnel Actions

22
22

14

14

14

21

21

19

25

19
19

15

25

25

25

15

ITEM

16
1a(8)
15

15
15

3,4

17

15

b=-15



Q

(bligations Records
Allotment

Office Copying HEquip.
Cost

Justifications
Production Records

Office Mail & Messenger
Service Records

Official Personnel Folders

Operation of Govt.
Owned Vehicles

Operation Analysis

Operations Files
Spacemcbile

Operations & Maintenance
Instructions

Organs
Installation

Oscillographic Recordings
R&D Project

Outside Employment
Records

Oversize
Cargo

Overweight
Cargo

o

PAD's

Paid Schedules

Painting & Color Selecting
Panels

Parking lots

Parking
Permits
Space Allotment

b-16
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16
16
16

10

15

15

20

19

20

25

15

22

22

25

18

18
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35

28

1la(3)

12,16
6,7
12

o

Parts
Management
Material Problems

Passes
Dining Room
Security

Patent

Application Files
Contract Administration
Contract Legal Advice
Infringement
Interagency Assistance
License Received
Prosecution
Solicitation

Waiver

Patrol Activities
Paving

Pay
Annual Listing of

Accumulated
Administration
Cards

Payment & Closing
Sheets

Real Property
Payroll Accounting
Payroll Certification

Payroll Change Slips

Payroll
Control Registers

Pen Recordings

Performance
Competence Records
Evaluation Report

Permits
Issuance
Operate Motor Vehicle
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P

Personal Appearances Files
Routine
Comminity Relations

Personal Injury Claim

Personal Property
Excess

Safety Records
Personnel Actions

Personnel Folders
Official

Personnel Inspection
Records

Personnel Notifications

Personnel QOffice

Personnel Records
Duplicate

Temporary

Personnel Security Records
Processing

Personnel Statistical
Reports

Pesticides Report Files

Photographic
Work Order

Photographs
Identification
Public Affairs

Physical & Environmental
Records
Astronauts

Physical Examination
Records

Preemployment

Picture Files
Motion
Still

SCH

19
19

13
18
18
21

15

15

15

15
15
15
12
12
15

11

11

11

19
19
19
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15

22

9b
19
19

19
19

17

la(l)
4a
15

4e

48

15
16
15

P

Picture (Master Negative)
Motion

Pickup
Cargo

Plans

Administrative
Brergency Operating
Readiness

Plan Files
Configuration Control
Data Management
General Test
logistics Plan
Procurement
Project Development
Quality & Reliability
R&D Project
Shop
System Safety

Plant Account Cards

Policy
Studies & Analyses

Portable Survey Instru-
ment Calibration Logs

Position Discription

Position Identification
Strips

Post Flight Evaluation
R&D Project

Postage Statistical
Report

Preemployment Physical
Examination Records

Preliminary Design
Review

Preliminary Engineering
Report
Real Property

SCH

25
25
25
25

25
25
25
20

21

15

15

25

10

11

25

18

ITEM
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18
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10
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P

Preliminary Requirements
Review
R&D Projects

Preparation
Cargo

Press Kits

Printing

Accounting Records

Authorizations

And Duplicating Contract

Job Records In-House

Plant Bguipment Report
to Congress

Procurement Records

Printing and Source Data
Tapes

Problem Investigation &
Failure Reports

Procedures
AMministrative
Bmergency Operating

Proceedings & Minutes of
Reviews
R&D Project

Processing
Inventions

Procurement

Production Report Files
Mail
Photo

Professional Medical
Evaluation

Program
Assessment Review
Communications
Management

Programming
Projects

b-18

25

22
19
16
16
16
17
16
16
16
27

20

10
20

1a(10)
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20,3
21

1a(10)

4b

W Ny

8a
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Programs
AMministrative
Development

Progress Reports

Projects

Approval
Authorization Document
Development Plan
Management Master
Planning Document
Status

Termination Files
Fixed Communications
Facility

Project Planning
Documents

Project R&D Authorization
Files

Case Files

Procurement File

Status Files

Project Requests
Facilities

Project Resources

Project Support
Requirements Files

Projects
Aministrative
Control
Management

Promotion Register

Proof
And Inspection
Testing

Propagation Matters
Radio Frequency

Property
Accountability
Custodians
Disposal

25

25
25
25
25
25
25

10

10

17
17
17

1a(9)
48,b
1(3)
la(2)
1la(3)

la(2)
10

1a(3)
la(3)
la(l)

la(2)

11
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S

25
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17
17
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P

Property--Cont.
Industrial
Installation Files
Issue
loss Claims
Management
Mechanized
Pass
Removal
Requests
Rights
Safety
Storage
Turn-In
Utilization

Proposal Report Files
Unsolicited

Proposals
Legislation

Protective and Preventive

Measures Reporis

Provisioning

Public Affairs Statistical

Reports Files

Public Printer
Requisitions

Public Vouchers for
Transportation Charges

Publications
Scientiiic und Tech.

R&D 2h-h,

Publications & Film Case
File

Publicity Files
Anards

Published Reports
R&D Project

Purchase of Bonds

8/14/72

21

17

19

16

23
25

19

15

25
25
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10

14

6a
6a(l)

11

Quality
Acceptance
Assurance
Control
Defects
Requirements

Quality Assurance Plan
Quality Cperating Plan
Quality Operations

Quality & Reliability
Plan

Quality Stamps

Quality Surveillance
Instructions

R

Radiation Monitoring &
Disposal Records

Radio
Fuipment Service
Control File
Fguipment Summaries
Interference
Facility Development
Project
Frequency Assignment
Script Files

Radiocactive Materials
Inspection and Test
Records

Radicactive Materials
License Records

Rail Freight
Cargo

Real Property
Abstracts of Title

Accepted Offer to Sell

Appraisal Report
Certificates of
Inspection

20

25

20

20

21

10
10
10

10

10
19

21

21

22

18
18
18
18

18

13

10
10

Noyex

12

11
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R

Real Property--Cont.
Certificate of Title
Condemnation Actions
Deeds
Disposal
Disposal Documents

( Permanent Records)
Easement Interest
Facilities Project

Case File
Historical Data
Historical Data

(Permanent Records)
Industrial Facilities

Data (permanent

records)
Installation Brochures
Installation Brochures

( Permanent Records)
Installation Inventory
Inventories by Program

Office
Leases

Licenses

Leases (permanent
records)

Licenses (permanent
records)

Maps & Drawings

Master Plan (Permanent
Records)

Payment & Closing Sheets

Permits

Purchases

Records (Permanent)

Records (Temp. )

Institutional Housing
Requirements

To Disposal Agency

Safety Records

Reporis

Federal Areas within
States

In-House Facilities

NASA Industrial
Facilities

NASA Total Facilities

Reports to GSA

Studies

Tax Collector
Certificates
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SCH

18
18

18

18

18
18

18
18

18

18
18

18
18

18
18

18
18

18
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18
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18
18
21
18

18
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3b
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2b
2b

2b
2b
2b
4

R

Real Property--Cont.
Title Documents
Tract Descriptions
Transfer and Acceptance
Documents

Reapportionment
Schedules

Receipt Files
Official Mail &
Messenger
Service Records
Registered
Issued
Special Delivery
Top Secret Material

Receipt of Cash

Receipt
Hand

Record Cards of

Employees
Health

Records
Administrative
Consolidated Environ-
mental Health
Consolidated Health &
Medical Report
Control
Contractor Report R&D
Project
Cost Effectiveness
Cost Reduction
Consultation Report
Deduction of Insurance
Brergency Preparedness
Bguipment
Excess Personal Property
Excess Real Property
Feasibility, R&D Project
Feeder
Files - R&D Project
Film R&D Project
Foreign National Visitor
Health & Medical
Information Copies
Information Service

SCH

18
18

18

10
10
10
10
12

15
11
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21
17
17
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R

Records--Cont.
Inspection & Proof
Insurance
Internal
Internal Administrative
Job (Printing & Dupli-

cating)
Labor Relation
Legislation
Maintenance Real
Property
Management Improvement
Manpower

Military
Narrative & Statistical
NASA/DOD Contract
Performance Evaluation
Panels
Personnel Duplicated
Pesticide
Photographic Production
Postage Statistical
Preliminary Engineering
Production - Mail
Project Progress
Project Report
Published R&D Project
R&D Activities
Readiness
Real Property Deeds
Real Property
Federal Areas within
State
In-House Facilities
Installation Inventory
NASA Industrial Fac.
NASA Total Fac.
Production
Reference Report
Statistical Report
Status
Symposia
Technical
R&D Project
Telephone Toll Call
Test & Evaluation Task
Test R&D Project
Traffic Volume
Unpublished
Unsatisfactory Condition
Unsolicited Proposal

SRR RN
o

25

15
11

10
18
10
25
25
25

18
18

18
18
18
18
18
20
25
19

25
10
25
25
10
25

25

34,37,
38
33

6,7

2b
2b
3a

2b

2b
1a(9)
7a,b
39

28
1la(9),4
1(10)
6b

11

R

R&D Project
Activities
Authorization
Case Files
Configuration Control
Plan
Configuration Inspection
Correspondence
Critical Design Review
Data Iocation Files
Data Management Plan
Design Certification
Review
Development Plan
Experimental Data
Film Files
Flight Readiness Review
General Test Plan
Large
ILogistics Plan
Master Plan
Meeting Files
Minitrack Analog Chart
Files
NASA/DOD Contractor
Performance Evaluation
Report Files
Planning Files
Post Flight Evaluation
Preliminary Design
Review
Preliminary Requirements
Review
Proceedings & Minutes of
Review
Procurement Files
Punched Paper Cards
Quality & Reliability
Plan
Recordings
Reference Planning Files
Reference Reports
Reports
Reports on Unsolicited
Proposals Files
Sanborn
Small
Sound
Specification & Drawing
Status Files
System Safety Flan

25

25

25

25

25
25
25

25
25
25
25
25

25
25
25
25
25
25
25

8b(1),(2)
la(3)

1a(10)
la(6)
1a(10)
1la(8)

1a(10)

1a(10)

1la

la(2)
la(7)

la(4)
la(2)
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R

R&D Project-~-Cont.
Telementry Oscillo-
graphic & Pen
Termination Files
Test & Evaluation
Transportation Plan

Register
Capitalized Eguipment
Requisition

Registers of Job
Opportunities

Registered & Insured
Mail File

Regulations
Legal Opinion

Reimbursement Voucher
Relations File Community

Relations File
Labor

Release of Space

Reliability Demonstration

Reports

Reliability Engineering
Analysis

Reliability Predictions
& Assessments

Relocation Request
Telephone
Telephone Facilities

Remittance Received

Removal Requests
Property
Telephone
Telepnone Facilities

Repair and Utility Work
orders (Property and
Facility)

b-22

15

10
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20

10

17
10

18

25

17

19

17

16

R
Repairable Items

Repairs

Replenishment

Reports
Administrative
ADP
Air and Water Pollu-
tion
Annual Report of
Official Mailings
Annual Report on
Pesticides
Appraisal of Real
Property
Audience Report File
Boards
Claims
Committees
Conference
R&D Project
Congressional
Congress on NASA
Printing Plants

Representation Files
Communications

Requisitions
Bguipment
Services
Supplies

Reservations

Air

Bus

Hotel

Motel

Rental Vehicles
Train

Resources
Authority Warrants

Restoration & Refurbish-
ment

Retention Registers

172

18

17

18
10

11

16

10

18

15

|
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24
10

2a
11
6,7

6,7
39
1a(7)
12
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R

Retirement Examination
Records
Disability

Retirement Record
Individual

Retirement Reports

Roads & Grounds

R&QA
Plens & Procedures
Program Requirements
Survey Status Reports

Request Files
Alterations (Telephone)
Certificate of

Eligibles
Installation
Relocation
Removal
Telephone Service

Requirements
XA

Requisitions
Register (Visual Aid)
Property & Supply
Public Printer
Visual Aid

Return Receipt Files
Insured Mail
Registered Mail
Special Delivery Mail

S

Saf'e Handling & Storage
of Hazardous Materials

Safety Program Reports

Saf'ety Records

Safety Standard Records

Sales Stores

Sanborn Recordings
R&D Project

18

20
20
20
20

10

15
10
10
10
10

20

10
10
10

21
21
21
21
17

25

15

15

12
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4a
16
16
16
16

17
17
174
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S
Savings Bonds

Scale Model location Data
File

Schedules
Apportionment

Data (Manufacture)
Messenger Route
Records (Management )
Spacemobile

Scientific Notes

Script Files
Film

Radio
Television

Security Controls

Security Equipment
Requirements Files
Communications

Security

Guards
Identification Code
Surveys

Service Emblem Control

Service Record Cards
Radio BEgquipment
Television Bguipment

Service
Request For
Telephone

Shipment

Radiocactive Material
Radiocactive Cargo
Request for Cargo

Shipping Documents
Cargo

Shop Planning

Shuttle Bus Service

25

20
10

19
25
19
19
19

12

10

12
12
12
15
15

10
10

21
22
22

22
20

22
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10
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8

Signal Communications
Committee Files

Signal Plan Files
Single Failure Point
Site Activation, R&D
Site Deactivation, R&D
Siting

Slides
Public Affairs

Source File (Historians)
Data

Space

Allocation

Control Records
Holdings & Requirements
Layout

Manpower

Release of

Space QOccupied
Utilization of

Spacemobile Files
Attendance
Contract
Operations
Schedules

Speakers Files, Requests
for

Special Permits to
Operate and Handle
Special Type Machines
and Tools

Special Projects Case
Files
Speech Files

Specification & Drawing
Files, R&D Project

Specification Files R&D
Project

b-24
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18
18
18
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19
19
19

19

21

19

19

25

25

12
12
12
1b
15

29

N2

la(4)

la(4)

8

Solicitation
Patent

STADAN Station Recordings
R&D Project

Staff
Meetings

Standby Stock
Statistical Report File
Postage
Publications

Public Affairs
Relating to Personnel

Statutes
Legal Opinions

Status Files (R&D)
Status Reports
Still Picture Files
Stock Lists

Stores Accounting Invoice
Records

Stores Accounting
Returns Records

Stores Accounting
Work Papers

Strikes

Studies
Special

Sub-Motor Pool
Activities

Summary
Card

Radio BEguipment
Television
Service

SCH

25

17

10
19
19
15

19

17

22

10
10
10

39

17

8c(1), (2)

10
10
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S

Supplies
Authorization Cards
Cataloging
Coding
Request For

Supporting Requirements
Files
Communications

Surety
Bond Legal Sufficiency
Bond Review

Surplus
Personal Property

Disposal
Property Donations

Files (HEW)
Property & Supply

Survey Reports
Manpower
Records

Suspense File

Symposia

System Safety Plan Files
R&D Project

Systems Operation
Reliability
Assessment

I

Tapes - Magnetic -
Business
Applications

Tapes - Magnetic -
Scientific, Engineer-
ing and Experimental

Analog (Rew Data)

Audio

Computer Program
Digital (Raw Data)
Duplicate
Experiment

Master

18

18
17

25
25

20

27

26
26
26

26
26
26
26

1,5,6
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MU WBME 30 -
o

I

Tapes - Magnetic - Scien-

tific, Engineering and
Experimental--Cont.
Master Interim Trans-
action
Original

Tapes (Magnetic)
Printing
Reduced Data
Video

Tariffs
Cargo

Task Groups

Tax Collector
Certificates Real
Property

Taxi Service
Commercial
Government

Teacher Workship Case
File

Technical Data
Contract Legal Advice

Technical Reports
R&D Project

Technical Support
Manasgement Instructions

Telegraph Files
Accounts
Commnications Center
Messages
Wire Message Files
Wireless Messages

Telemetry Recordings
R&D Project

Telephone Bills
Fiscal Copy

Telephone Facilities

Relocation of
Removal of
Service Request

25
26

26
26
26

22

18
18

22
22

19

10
10

10
10

25
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I

Telephone Files
Accounts

Service Requests

Toll Call Reports
Listing

Commnication Service

Request

Teletype Files
Accounts
Commmnications Center
Messages
Wire Message Files
Wireless Message File

Television Files
Bquipment Service
Control
Bquipment Summary
Files
Script Files

Temporary Personnel
Records

Termination Files
R&D Project

Test Directives
R&D Project

Tests
Driver

Test & Evaluation Files
R&D

Test Records of Radio-
active Materials

Test Reporis
R&D

Testing Data
Testing Proof
Tests

Emergency Operations
Emergency Readiness

10
10
10
10
10
10
10
19
15
25

25

15
25
25
21

25
25

20

20

1
1l

Time & Attendance Reports 4

b-26

ITEM

15

EER

10

10

10

la(5)

26
la(5)
la(5)
12

1a(9)
la(9)

T
Time & Cycle Data

Title Documents
Real Property

Tolerance Waivers

Toll Call Report File

Telephone
Toll Slips

Tool
Cribs
Design
Drawings

Top Secret Account-
ability Records

Tort Claims

Tour Files
Requests For

Tracking Stations
R&D Project

Tract Descriptions
Real Property

Traffic
Appeals
Control
Counts
Surveys
Volume Report
Circuit Ussage

Transfer & Acceptance

Documents
Real Property

Transit Items

Cargo
Truck Freight Cargo
Transportation
Employee

BEmployee Dependents
Household Goods

Q3

SCH

20

18

20

10
10
17
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20

12

19

25

18

12
12
12
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10
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18

22

22
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I

Transportation~-Cont.
Plan R&D

Plan Files

Plan R&D Project
Requests Register
Schedules

Travel
Authorizations
Requests
Requisitions
Vouchers

Treatment Records
Medical

Astronauts
Government Bmployees
On-site Contractors

Trip Reports
Minutes, R&D Project

Trip Tickets
U

Unpublished Reports
R&D Project

Unsatisfactory Condition

Unsolicited Proposals
Files Reports on R&D
project

Unsolicited Proposal
Report Files R&D
Project

Utilities

Air Conditioning

Air Pollution Control
Compressed Air
Heating

Lighting
Refrigeration

Sewage

Telephone

Water

Utilization of Space

11
11
11

25

22

25

20

25

17

18
18
18
18
18
18
18
18
18

4e
4a

1la(7)

1

6b

11

RER

14
14
14

R

14

U

Utility Maintenance
Plan

Utility Operating lLog
Files

v

Valuables Received in
Mail Record of

Vehicles

Daily Gasoline Issue
Impoundment

Markings & Identifi-

cation

Mileage Card
Operation Records
Parking

Utilization Files

Viewgraphs

Violations
Badges
Driving
Firearms
Holders of Permits
Miscellaneous Inci-
dents
Improper Storage of
Classified Material
Improper Transmission
of Classified Mat-
erial

Visit Logs
Dispensaries
First Aid Rooms
Health Units

Visitors

Control
Foreign National

Visitors Pass
Vital Statistics

ScH

18

18

10

14
12

22
14
15
12
14

12
12
12
8

12

12

12

11
11
11

12
19

8

Reports on NASA Personnel 11

Voucher
Reimbursement

Voucher Schedules

ITEM
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1b,c

21,22
27
21,22

12,22

21,22

21,22
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15
17
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w SCH ITRM w SCH ITHM

Waiver of Patents 13 19 Wire & Wireless Message
Records--Cont.
Warehousing 17 17 Messages log & Date
Received 10 13
Warrants Resources
Authority 7 5a,b Withdrawal of Permit 8 5
Water Activity Analysis Work Orders, Repair &
Logs 21 9 Utility
Property & Facility 18 16
Water Polution Reports 18 13
Working Groups 1 39
Effects R&D 25 1la(5)
Working Tapes, Magnetic 27 3
Wire & Wireless Message
Records 10 13 Workshop Files Teacher 19 9
Hard Copy & Type Copy
of Incoming & Outgoing Wrong Delivery Files Mail 10 22
b-28
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