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NASA STI DISSEMINATION POLICY 
NASA STI releases, distributions, and disseminations are controlled by the policy below. All non-NASA releases, distributions, and disseminations are controlled by the originating Agency’s or organization’s exchange agreement or release information to NASA.
I.  GENERAL NASA POLICY.  NASA STI policy is to make the widest practicable dissemination of its NASA STI, as approved through the Agency approval process.  The Agency approval process is the NASA Form 1676, Document Availability Authorization (DAA).  Information on possible limitations or restrictions to NASA STI is given in NPR 1600.1.
II.  SPECIAL SITUATIONS RELATED TO THE DAA.

A. Blanket Waivers.  If a NASA Center does the following, they may use the blanket waiver option of the DAA for fundamental research activities:  (1) Follow Agency guidance within the Center to obtain permission to use the blanket option.  Agency guidance is given in NPR 2190.1.  Internal Center approval will be kept on file within the Center.  (2) Centers provide a fully approved “master” DAA to the Center STI Manager and CASI that indicates the contract, grant, task, or project number that has been approved for the blanket waiver.  (3)  All documents submitted to CASI to be processed on the “master” DAA must have the corresponding contract, grant, task, or project number or a letter, memo, or email stating that the document is being processed in accordance with the specific approved blanket waiver option on the master DAA.  See also Section III A for number of signatures required.
B. Report Documentation Page (SF-298).  Effective in December 2005, the RDP (Report Documentation Page) alone was no longer approved to be acceptable as release approval for the NASA STI Report Series (previously referred to as formal-series reports); these reports must have an accompanying DAA (Task Request dated 12/5/05).
C. Grant Reports.  Effective in late-December 2005, NASA Headquarters legal
counsel determined that there would no longer be an exemption from the DAA review process for NASA grant reports.  NASA must review grant reports via the DAA prior to releasing or disseminating them external to the Agency.  Due to the large number of grant reports, however, if CASI receives a grant report with no DAA, CASI is not required to request a DAA from the responsible NASA Center but can restrict access to the report to NASA Personnel Only. [This is based on a legal ruling by Gary Borda, Agency legal counsel, July 14, 2009.  Note:  Gary Borda’s ruling cited restriction to “NASA (or Government) Personnel Only,” but because at this time STIPO has no good method to validate citizenship of other Federal agency personnel for all disseminations, these will be restricted to NASA Personnel Only.  If another Agency requests a document, a determination shall be made by STIPO on an individual basis.]  
D. Automated DAA Systems at NASA Centers.  For those Centers that use a web-based, automated review process for the DAA, they must send a copy of their approval form and the XML (if available) of that form that implements the DAA along with the document.    
E.   NASA Patents.    STIPO received permission to process patents that are received directly from the NASA Headquarters Office of General Counsel, Commercial and Intellectual Property Office.  This approval applies only to patents received directly from this NASA Headquarters Office.  Patents that are harvested from the US Patent and Trademark Office Public Website at http://www.uspto.gov/patft/index.html can be released to the public.  CASI shall     ensure that there is no protected PII in these patents prior to linking to or release through the STI disseminations.  [This is true of all NASA STI; however, because some patents were originally filed via social security numbers, this subset of STI appears to have a high likelihood of containing protected PII.]
F. 
NASA Videos.   NASA STI videos (those that have technical content) must have an accompanying DAA or indication of approved dissemination. NASA videos that do not qualify as STI (are not technical or do not support or expand on a NASA STI document) are not considered STI and do not require a DAA.
G. 
Previously Published Open Literature.  CASI-acquired NASA STI that has been previously published in open literature sources available to the public are exempt from the DAA requirement. CASI must be able to verify and document that the NASA STI is from previously published public works. Such documentation shall be included in the electronic casefile.  Any data limitations/restrictions as a result of data agreements or purchases shall be applied to CASI dissemination of this kind of content.  

H.  NTIS (National Technical Information Service) List.  NASA STI identified in an NTIS-supplied inventory lists are considered public documents and the metadata and associated full-text document for these items can be released to the public (unless the document has a restriction notice), and these items are exempt from the DAA requirement.  If the document has a restriction notice, CASI shall contact the originating Center to confirm document status.  Once the Center has verified public release is appropriate, CASI shall notify STIPO, which will remove the restriction from the document or have the originating Center remove the restriction.
I. Non-Disclosure Agreement.  The Agency has removed the data element entitled “Non-Disclosure Agreement (NDA)” from the DAA, effective January 2008.
J. Release of Export-Controlled STI.  NASA STI that is export controlled can, by U.S. statute, be released to US Persons; however, NASA only releases this information to NASA Personnel Only due to NASA’s inability to verify US citizenship in all cases.  If CASI receives a request from a NASA contractor or grantee and can determine that the person is a US citizen (i.e., listed in the X-500 directory as a US Citizen), they shall request special permission from STIPO to release the document.     For other circumstances, CASI shall contact Paula Geisz at NASA HQ for her to determine if the requester is a US Person.  
K.  Non-STI Situations.    Information that is a NASA Educational Publication (EP), NASA ASK magazine article, NASA TechBriefs highlight or NASA Technical Support Package (TSP) does not require a DAA.  These documents may be released to the public.

L.  Copyright.  NASA STI that has been marked on the DAA as being cleared for public release and that is copyrighted may be released on the NASA Technical Report Server (NTRS) and in products if it falls under one of the following scenarios:  
(1) NASA STI for which NASA has the rights to disseminate or distribute due to governmental-purpose license rights or 
(2) NASA STI for which NASA has joint ownership in the copyright. 
A notice must be added to the metadata for the document related to that fact that it is copyrighted and under which scenario NASA has the rights to disseminate it.  The NTRS website and the products must also contain the NASA copyright notice indicated on the NASA website at http://www.nasa.gov.  
As a rule of thumb, NASA STI authored by all US civil servants are works of the US government and as such has no copyright restrictions. NASA STI authored by all contractors and/or all grantees or a mixture of all contractors and grantees may be copyrighted but is releasable to the public under a US Governmental Purpose License.   NASA STI that is authored by a combination of the above (civil servants and either a grantee or contractor) may be copyrighted but is releasable to the public under Joint Ownership in the copyright. 
M.  Joint Publications.  For joint publications (such as between or among Federal Agencies, e.g., DTIC/DoD and NASA) for which there is proof of previous release or publication, no DAA is required IF the NASA version and the other Agency version are the same.   

III. 
NEWLY PROCESSED NASA STI.  Newly processed NASA STI is defined as STI that is not currently in NA&SD [NASA Aeronautics and Space Database].  CASI is required to follow this policy for DAAs for newly processed documents and to also incorporate the policy mentioned in Sections I and II, where applicable.
A. 
Newly Processed NASA STI Published After 1985.  All newly processed NASA STI published after1985 must have a DAA or Center version of this form.  

· DAAs shall not be approved by the originating Center with less than 3 unique signatures, and an author may not approve his/her own paper without another two signatures.  
· STI received with less than the 3 unique signatures shall be referred to STIPO for review before being processed into the database or put on hold to re-contact the appropriate Center.  
· NOTE:  The 3 unique signatures policy does not apply to STI processed under a blanket waiver on the DAA once the waiver has been fully approved by a “master” DAA.  This is when there is a “master” DAA on file with a blanket waiver for fundamental research.  In that scenario, the original “master” DAA that establishes that the work is fundamental research must have the 3 signatures; however, subsequent documents processed under this blanket DAA shall require only the signature of the Program Manager and the export control administrator.  

B. 
Newly Processed NASA STI Published Prior to 1985.   All newly processed NASA STI published prior to 1985 must have one of the following.  
· NASA Form 427 (this is the form prior to the DAA) 

· Other (older) form of center dissemination approval

·  "Minimal DAA" (previously referred to as a “DAA light”).  A “minimal DAA” is defined as a DAA that states there are no export control or intellectual property restrictions and for which one center representative has signed off on the release information  
· Written verification (email is acceptable) from a center that the document has been previously released and to whom 
· DAA if Center elects to do one even though the publication is before 1985
C. 
Hold Status.  Newly processed NASA STI received with no DAA (when one is required) is put into a 30-day hold category during which CASI will contact the Center to get the DAA.  If after 30 days, the Center has not responded or cannot get a DAA, the document will be processed but restricted to NASA Personnel Only.  [This has been done to alleviate the high number of documents on hold due to having no DAA or release authority.]  Note:  see information about grant reports in Section II.    
D. 
Lack-of-a-DAA Statement.  STIPO has been approved by the Agency legal counsel to add the following statement to documents that are processed into the database for which no DAA has been received.  This shall be done by adding a page ahead of the cover or 1st page for the full text:
"This document has not been reviewed by NASA Form 1676, NASA Document Availability Authorization (DAA), to determine to whom it may be disseminated or released; therefore, this information is considered Sensitive But Unclassified (SBU) and restricted to NASA Personnel Only until appropriate release approval has been determined by the DAA review.  Contact the appropriate NASA Center to request a DAA review."

The corresponding metadata shall be marked:

“Restricted to NASA Personnel Only Due to No NASA-Form-1676 Review”
 
E. 
Discrepancies.  When a discrepancy is encountered between the DAA and the document, the document shall be put into a 30-day hold category during which time CASI shall contact the Center to get clarification.  If after 30 days, the Center has not responded or cannot get clarification, the document shall be processed but restricted to NASA Personnel Only.  
F.  
Archive-Only Documents.  Documents that CASI receives with a DAA that contains the marking “Archive Only” generally falls into four categories:

1. Available Only from the Issuing Office.  These documents shall remain permanently in Archive Only unless the Issuing Office requests release in writing; release shall be to their Issuing Office only 
2. SBIR/STTR (Small Business Innovation Research/Small Business Technology Transfer) documents (interim and final). These documents shall remain permanently in Archive Only unless the Center’s SBIR/STTR office requests that they be released to their office in writing
3.  Journal preprints marked Only to Publisher 
4. Conference papers for which a Center has requested delayed dissemination (date specified on the DAA)

Categories 1 and 2 remain in Archive Only on a permanent basis or until such time as the Originating Office notifies CASI in writing that they may be released to that Originating Office only.  
Category 3 shall be reviewed periodically by CASI, in cooperation with the originating center and author, to determine when and if they can be released to the public.  [In some cases, authors do not want dissemination until their article has been published by the journal; in other cases, authors never want their preproint released.] CASI shall track these preprints to determine when and if the published version of the journal article becomes available through the journal so that a metadata item may be entered into NA&SD and a link to the published version at the journal may be added.  
Category 4 shall be held at the originating Center until after the specified delayed release date.   If this does not occur, CASI shall handle these in a similar fashion to category 3.  If the author does not want dissemination of the document, they shall be returned to the Center.  
As long as these documents remain in Archive Only, they 

· May not be distributed to NARA

· May not have any access to or dissemination via any CASI products

· May only be released via a written approval from the originating center (in the case of categories 1 and 2) to the originating organization only
· Will have electronic backup maintained

IV. DIGITIZED DOCUMENTS AND DOCUMENTS WITH EXISTING METADATA.  
CASI shall follow this policy for (1) NASA STI documents that have been digitized, and (2) NASA STI content that has existing metadata but will need the documents digitized as part of daily operations or projects:

A. NASA STI with existing metadata (metadata in NA&SD prior to implementation of this policy) and with DAAs. (DAA is defined as NF-1676 or center version of this form, NF-427 or center version of this form, or an email stating date, who sent the email, and the dissemination approval and requirements) 
· Documents scanned prior to the 2003 Re-engineering Project did not have all DAAs scanned as part of the scanning process. DAAs for these documents shall be scanned 
· As document images are scanned and added to the existing metadata, the DAAs shall be scanned
· When a discrepancy is encountered between the DAA and the document or metadata, CASI shall use the DAA (unless the document marking is more restrictive).  CASI shall also contact the Center to clarify the discrepancy prior to release of the document
· [Added 7/11/06]  For previous versions of the DAA (meaning before the NF-1676, such as the NF-427 or earlier versions of that form), which were processed under different cataloging rules, CASI may process a document if there is a clear indication of how to release or withhold the document and if there is at least one authorizing signature beyond that of the author to ensure management approval  
B. NASA STI with existing metadata (metadata in NA&SD) for Which There is No DAA.  These are processed based upon the metadata and document markings (if applicable). If the metadata is in NA&SD and is not marked as restricted and the document does not indicate restrictions, STI is processed as releasable to the public. 
In cases where metadata and documents do not match:

· Metadata indicates limitation(s) but documents are not marked limited – metadata retains limitations and CASI clarifies with center if STI is limited.  If so, center must mark document accordingly  
· Metadata indicates no limitations but document markings indicate limitation(s) – metadata changed to reflect restrictions on the document.  CASI to clarify with center if document should continue to be restricted 
C. NASA STI with existing metadata in NA&SD indicating limitation(s) prohibiting the public release of associated documents are exempt from DC (Dissemination Control) review.  The metadata will determine the availability of document(s) based upon the limitation(s) assigned.  If, however, reviews of metadata and/or document and/or DAA for these limited items reveal inconsistencies then CASI must resolve availability as defined in section IV (A) and (B).  
D. NASA STI that has previously been released to the NTRS (prior to the date of this approval addition dated 3/15/2009) does not require a Dissemination Control review to ascertain its dissemination.  In a situation in which CASI is made aware of a possible discrepancy indicating that an NTRS document should not be disseminated to the public,  CASI shall remove the document from NTRS until its validated dissemination (from the responsible NASA Center) can be ascertained and handle the document per the instructions of the NASA Center
V. 
RELEASE TO GPO.  All releases to GPO shall include only STI Report Series documents that have been DAA reviewed to ensure they can be made available to the public.

VI.  
DISSEMINATION OF METADATA. Metadata distribution is approved as indicated in the chart in section VII
VII. 
DISSEMINATION TO THE PUBLIC.  STIPO defines dissemination to the public as the following:
A. NASA Metadata: 
Formal (STI Series Reports) and informal (non-STI Series Reports): Unlimited, not restricted by license or exchange agreement, and for which the metadata are not copyrighted. Copyrighted metadata means data assigned copyright protection by the creator/information provider of the metadata and, therefore, this content would be restricted from public dissemination. UL/UC, unrestricted metadata records, which include DOI’s, URI’s, URL’s, or other types of hyperlinking mechanisms to copyrighted works, can be included in disseminations to the public.
Use of persistent identifiers in metadata dissemination: DOIs, handles, and other forms of persistent identifiers may be included in metadata disseminations provided the links are to publicly accessible sites.
B. NASA Full-text: 
Unlimited and copyrighted (if NASA has distribution rights under joint ownership or governmental-purpose rights), not restricted by license and/or exchange agreement and includes:
  

· Newly processed NASA STI that has been DAA approved for public dissemination. (NOTE:  The DAA forms are not to be included in any public information product or service; the DAA is an internal NASA document). 

· NASA STI with existing metadata in NA&SD in which metadata has no limitations/restrictions and documents are not marked with any limitations/restrictions and no DAA is available 

· Patents as approved in Section I I
CASI may not disseminate any document to the public if the document shows a non-marked out or non-lined through limitation or restrictive marking.  Examples of limitations and restrictive markings are given in the CASI internal procedures, on the NF-1676, and in NPR 1600.  

STIPO has marked the following products (P) as meeting criteria for public* dissemination.
	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	P
	NTRS
	Definition of Public - Full text and metadata 

	
	
	

	P
	NARA
	Definition of Public– Full text and metadata. 

	
	GPO
	STI Report Series documents only if they have been DAA approved for public dissemination.  No exchange or purchase agreement documents.  No citations to documents that are copyrighted by non-NASA entities 

	
	OAI harvest to metadata only (JAXA beginning in 2010) 
	Metadata that meets definition of Public above 

	P
	File Transfer (NTIS, NTTC, Smithsonian)
	Metadata that meets definition of Public above

	
	
	

	P
	CD-ROM – Public UC/UL
	Definition of Public - Full text 

	P
	Current Awareness Services
	Definition of Public above – limited to metadata

	
	
	


*Or other form of release information as noted in policy (DAA, Center version of DAA, email based on DAA (must have who sent, center, date, how to distribute, has been reviewed, and title and doc number, if applicable), NF-426, center version of 426, for older information already in database if info that it has been previously released and to whom).  The DAA forms are not to be included in any public information product or service; the DAA is an internal NASA document.
-----------------------------------------------------------------
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