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1.0
Introduction
1.1 Purpose

This document establishes the Programs and Projects Directorate (Code P) procedure for Code P records.  Paper records are the only records managed by Code P.   Consequently, the Code P Records Liaison Officer/Records Custodian accomplishes the combined records management functions.  This procedure also delegates the records management responsibilities of the Code P projects to the Code P projects themselves.
Responsibility for this procedure resides with the NASA Ames Research Center, Programs and Projects Directorate Office.

For the latest version of this document or any Code P procedure, ask the Code P Records Liaison Officer/Custodian to verify that this version is correct for use.

1.2
Applicable Documents

a. NPR 1441.1 NASA Procedural Requirements – NASA Records Retention Schedules

b. APR 1440.1 Ames Procedural Requirements – Records Program Management Requirements

c. GRS 23 General Records Schedule 23 – Records Common to Most Offices Within Agencies
2.0
Scope

This procedure applies specifically to the records management activities for the Code P paper records as required by ARC APR 1440.1 Records Management, paragraph 2.7, Records Liaison Officer(s), and paragraph 2.8, Records Custodian.

2.1
Process Requirements

To ensure accurate version control, allowance for review, and centralized correspondence records storage, this procedure relies on the Code P Records Officer/Custodian, who is familiar with the requirements of Section 2.0 above.
2.2
Abbreviations, Acronyms, and Definitions

	AFS
	

	APR
	Ames Procedural Requirements

	ARC
	Ames Research Center

	Author
	Person generating a document

	NPD
	NASA Policy Directive

	NPR
	NASA Procedural Requirements

	NRRS
	NASA Records Retention Schedules

	ORSI
	Organizational Records Series Inventory

	POC
	Point of Contact

	SBU
	Sensitive But Unclassified

	Vital Record
	Records essential for maintaining the continuity of Federal Government activities during a national emergency.  See APR 1440.1.


2.3
Responsibilities
2.3.1
Code P Records Liaison Officer:

a.
Serves as the Code P POC for records management functions and coordinates with the ARC Records Manager to ensure the proper creation, maintenance, and disposition of Code P records.

b.
Coordinates with the ARC Records Manager to identify and ensure preservation of the Code P records.

c.
Conducts an annual review of the Code P records and ensures copies of active/current materials are regularly stored for preservation in the event of an incident.

d.
Coordinates with any distributed contacts or sub-custodians responsible for sub-sets of records for the preparation of the ORSI and providing oversight for the management of the records involved. Distributed contacts and sub-custodians bear the same responsibility as the Custodian in ensuring the proper management of records.

e.
Ensuring the identification and marking of Privacy Act records and SBU records.

f.
Disseminates records management information regularly to Management and Records Custodians within the organization.

2.3.2
Code P Records Custodian:

a.
Identifies correspondence records, establishing a record-keeping or filing system appropriate to the needs of the organization and compatible with the NPD, NPR, and of this directive.  Marks and labels all records and systems with the correct retention information.

b.
Segregates records, non-records, and permanent and temporary records in a filing system and marks and labels all records and systems with the correct retention and disposition information in accordance with the NRRS, NPR 1441.1.

c.
Prepares and maintains the ORSI(s) including the identification of electronic records and Vital Records.

d.
Revises ORSIs as changes occur and/or ensuring their update on an annual basis.

e.
Retires, archives, or disposes of inactive or non-current records from the file system at intervals prescribed by the NRRS and at the completion of projects.

f.
Manages the organization's correspondence records and promulgates correct records management practices within the organization.

2.3.3
Code P Records Officer/Custodian.  As specified above, the same person serves as both Records Liaison Officer and as Records Custodian.

2.3.4
Code P Projects Records.  Each Code P project is responsible for maintaining its own records in compliance with NPR 1441.1 and APR 1440.1.
3.0
Code P Records Procedure
3.1
Incoming and Outgoing Records:  Code P records are a combination of incoming and outgoing paper records, and they are maintained in chronological order in a filing receptacle.  A sheet may be used to indicate the time and user identify for checkout of correspondence.
3.2
Inventory and Filing:  Code P records are classified under Schedules NRRS 1 - Organization and Administrative Records, and NRRS 10 – Records Common to Most Offices according to the appropriate AFS #s.  Records types are described in the Code P Organizational Records Series Inventory (ORSI).

3.3
Retention and Disposition of Records:
3.3.1
Retention: Records are retained as specified in the Code P ORSI.
3.3.2
Disposition: Records are dispositioned as specified in the Code P ORSI, and if designated for archival storage are transferred as required to the ARC Records and Directives Manager.

3.3.3
Files Review: Files will be reviewed quarterly for disposition action.
Appendix A: Definition of Record (Verify with the current version of APR 1440.1)

a.
The statutory definition of Federal records as contained in 44 U.S.C. Section 3301 and defined in NPR 1441.1 is: "records" includes all books, papers, maps, photographs, machine readable materials, or other documentary materials, regardless of physical form or characteristics, made or received by an Agency of the United States Government under Federal law or in connection with the transaction of public business and preserved or appropriate 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 data in them.  Library and museum material made or acquired and preserved solely for reference or exhibition purposes, extra copies of documents preserved only for convenience of reference, and stocks of publications and of processed documents are not included.
b.
Records are the evidence of the performance and fulfillment of our mission and work objectives.  A record is any document or data item that furnishes objective evidence of tasks required, activities performed, or results achieved.  NASA cannot effectively carry out its mission without records.
c.
Records are recorded information, regardless of media or format, in the custody and control of NASA or its contractors, and made or acquired by NASA or its contractors as part of official duties and in the conduct of government business.

d.
Records can take many forms, belong to the government not to individuals, and have value because they contain evidence or information.

e.
Records are valuable to NASA and the Government for: Administrative value - they document how the Agency has carried out its mission.  Fiscal value - they document how the Agency has utilized its financial resources.  Legal value - they protect the rights of the Agency and/or individuals.  Evidential and Informational value - they show that something happened and what it was.  The value of the record is derived from the information it contains on persons, places, events, etc. and not necessarily on the originating agency itself.  Research and historical value - they provide the raw materials for research of Agency, technological and cultural history and preserve the legacy for the future.

Appendix B: What and where are the Retention and Disposition Requirements? (Verify with the current version of APR 1440.1)
a.
Retention/disposition schedules are established for all types of records based on preservation requirements for administrative, legal, fiscal, and historical purposes.
b.
The schedules for retention and disposition define and categorize records by subjects and types: permanent, temporary and non-records. They provide mandatory instructions for what to do with records when they are no longer needed for current Government business.
c.
NASA requirements are provided in NPR 1441.1, NASA Records Retention Schedules (NRRS).  Additional applicable instruction is provided in the GRS of the Federal Government issued by NARA.
d.
The NRRS provides and defines retentions for records within subject areas in ten schedules:
1.
Schedule 1 - Organization and Administrative Records.

2.
Schedule 2 - Legal and Technical Records.

3.
Schedule 3 - Human Resources (Personnel) Records.

4.
Schedule 4 - Property and Supply Records.

5.
Schedule 5 - Industry Relations and Procurement.

6.
Schedule 6 - Transportation.

7.
Schedule 7 - Program Formulation Records.

8.
Schedule 8 - Program Management Records (Note: this schedule includes Project Management and Performance Records for R&D programs).

9.
Schedule 9 - Financial Management and Inspector General Records.

10.
Schedule 10 - Records Common to Most Offices.
e. 
In some cases, other Federal, state, or local requirements may apply to the retention of records.  Consult with the ARC Records Manager or your Directorate Records Liaison Officer regarding these requirements.
f.
The NRRS is available through the ARC Center Directives Management Home page http://server-mpo.arc.nasa.gov/Services/CDMSDocs/Centers/ARC/Home.tml page under NASA Directives.  NPR 1441.1 is found under the 1000 series documents. The GRS may be accessed through NODIS under Useful Links.
Appendix C: Code P Organizational Records Series Inventory.

	ORGANIZATIONAL RECORDS SERIES INVENTORY

	Date of Prepared or Update

x/xx/xxxx (Enter date of preparation or update of the ORSI. This date must be updated each time the ORSI is reviewed or changed. The date must be updated upon annual review regardless of whether any changes are made.
	Office of Primary Responsibility (Office of Record):

Org Name/Directorate/Dept/Unit

(Enter Name of Org (NASA or Contractor)/Directorate/Department/Unit etc. to identify the organization preparing, maintaining or holding NASA/ARC records.)
	Records Liaison/Custodian
(Enter the name and phone number of the officially designated Records Custodian for the records.)
	Ext.
	

	11/05/2012
	Programs and Projects Directorate
	Danice Densmore
	4-1634
	

	INSTRUCTIONS: Enter information in white areas; do not change information in gray areas. List all records maintained and controlled in the organization both hard copy and electronic. See definitions of Vital and Electronic Records. Include Agency File Scheme (AFS) and number, Title or Description of Record Series, Location, Contact (if not Custodian) Disposition (Minimum Records Retention), and Authority (Schedule) per NPR 1441.1 or other regulatory authority. If Quality Record, cite the document requiring the record. Update as changes occur and/or annually. Call the ARC Documentation and Management Office x4-5576 with questions or for guidance.

	AFS No.

(Per NPR 1441.1)
	Description of Records Series
(Primary title from NPR 1441.1 plus short description to fully define and identify the particular records and to insure correct association of and disposition of reqts.
	Vital Record?

(Yes, if vital. See def.)
	Records Location

(Bldg. and room or name of electronic system.)
	Contact

(POC responsible for records if other than the officially designated custodian above.)
	Disposition

(Minimum retention from NPR 1441.1 schedule or other authority or regulation, e.g., NARA BRS, CFP, state.)
	NPR 1441.1 Schedule or Other Citation
(e.g. Sch. 1, Item 78.H1 or GRS 23-10 (a).)
	AMS Management System Record Ref. Doc. Reqt.
(Cite the ARC Documents or Instructions requiring that the records be kept.

	1000 - Information Copies
	Correspondence: Directed to Center Management for Signature
	No
	N200/117
	None
	Destroy when 1 year old or no longer needed
	NRRS 1/78/D
	

	1000 - Information Copies
	Correspondence: Directed to Code P, Programs & Projects Directorate, for signature
	No
	N200/117
	None
	Destroy when 1 year old or no longer needed
	NRRS 1/78/D
	

	1442 - General Office Files
	Administrative Office Files:  Code P Service Requests
	No
	N200/117
	None
	Destroy when 2 years old
	GRS 23-1
	

	1442 - General Office Files
	Administrative Office Files:  ARC63 Site Visit Authorization Request
	No
	N200/117
	None
	Destroy when 2 years old
	GRS 23-1
	

	1442 - General Office Files
	Administrative Office Files:  ARC1630 Request for Security Clearance
	No
	N200/117
	None
	Destroy when 2 years old
	GRS 23-1
	

	1442 - General Office Files
	Administrative Office Files:  AIB Stores Stock Orders
	No
	N200/117
	None
	Destroy when 2 years old
	GRS 23-1
	

	1442 - General Office Files
	Administrative Office Files:  International Visitors to Ames
	No
	N200/117
	None
	Destroy when 2 years old
	GRS 23-1
	

	1442 - General Office Files
	Administrative Office Files:  International Travel Documents for Code P
	No
	N200/117
	None
	Destroy when 2 years old
	GRS 23-1
	

	1442 - General Office Files
	Administrative Office Files:  P-Card Purchases for Code P
	No
	N200/117
	None
	Destroy when 2 years old
	GRS 23-1
	

	1442 - General Office Files
	Administrative Office Files:  Property Documents for Code P
	No
	N200/117
	None
	Destroy when 2 years old
	
	APR1440.1/3.7

	1442 - General Office Files
	Administrative Office Files:  Shipping Documents
	No
	N200/117
	None
	Destroy when 2 years old
	GRS 23-1
	

	1442 - General Office Files
	Administrative Office Files:  Reimbursements for Code P
	No
	N200/117
	None
	Destroy when 2 years old
	GRS 23-1
	


ASK THE CODE P RECORDS LIASION OFFICER
TO VERIFY THAT THIS VERSION IS CORRECT FOR USE
CHECK CxDS NX DATABASE

https://nx.arc.nasa.gov/tbd

TO VERIFY PRINTED VERSION IS CORRECT FOR USE

ASK THE CODE P RECORDS LIASION OFFICER
TO VERIFY THAT THIS VERSION IS CORRECT FOR USE

