JSC DATA REQUIREMENTS DESCRIPTION (DRD)

(Based on JSC –STD-123.  See work page for instructions.)


	1.  DRD Title
	2. Date of current version
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	File Plan (Summary of Holdings)
	7/27/11


	007
	NNJ11367009R

	4.  Use (Define need for, intended use of, and/or anticipated results of data)
	5.  DRD Category:  (check one)

	To document, maintain and manage Federal Records
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	Technical

Administrative

SR&QA

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRDs) (Optional)

	     
	PWS Paragraphs 3.14

	8.  Preparation Information (Include complete instructions for document preparation)

	Frequency of Submission:  The File Plan shall be submitted 120 days after contract award.  The File Plan shall be incorporated into the contract as Attachment J.18.  The Records Management Plan shall be reviewed annually by the contractor and updated accordingly.  Changes to the File Plan shall be submitted to the appropriate Center’s Records Manager.

Distribution:  JSC – CO & COTR, WSTF Alternate COTR, JSC Records Manager

Typically, the required submittals require the contract to propose or define their plan or methodology of providing a specified service.  Updates are required whenever changes to the stated plan occur.  Selected submittals and outline instructions for the development of the format are contained in individual DRD’s.  Due dates are specified for each separate submittal.  When the due date falls on a Saturday, Sunday or holiday, the report is due by 8 a.m. local time the next business day.  Reports shall be electronically available unless otherwise specified.  Unless otherwise specified, the Contractor shall develop other submittal formats, with NASA concurrence, which is electronically available and retrievable.

Remarks:  The records shall be turned over to the Government in accordance with JSC specific requirements.   The Records Management Plan shall accurately and completely identify how the records will be maintained, preserved and protected.

Format:  Contractor format is acceptable

8.1
SCOPE:  A File Plan shall be developed for JSC.  The File Plan should ensure that the appropriate processes and procedures are followed according to JSC’s specific requirements where specified.

8.2
APPLICABLE DOCUMENT:  

a. 44 U.S.C. Chapters 29, 31, 33.

b. 44 U.S.C. 3501 et seq., Paperwork Reduction Act.

c. 36 CFR Parts 1220-1238.

d. 5 U.S.C. 552, The Freedom of Information Act as amended. 

e.  5 U.S.C. 552a, The Privacy Act of 1974 as amended  

f. Homeland Security Presidential Directives

g. OMB Circular A-130, Management of Federal Information Resources.

h. OMB Circular A-123, Internal Control Systems.

i. Executive Order 12656, Assignment of Emergency Preparedness Responsibilities, Sections 201, 202, 1901, and 2001 (November 18, 1988), as amended

j. NASA Records Management NPD 1440.6 

k. NASA Retention Schedule  NPR 1441

l. Center Specific:

Johnson Space Flight Center and White Sands Test Facility/White Sands Complex

a.
JSC Files and Records Management Procedures, JPR 1440.3B

b.
Organizational Record Series Inventory, JSC Form 1229

8.3
CONTENTS: The Records Management Plan shall accurately and completely identify how the JSC and WSTF/WSC records will be maintained, preserved, protected and dispositioned in accordance with policies and procedures.  The contractors format is acceptable and shall include:

a.  AFS#


Agency Filing Scheme number can be found in the NPR 1441.1

b.  Item#


In accordance with NPR 1441.1

c.  Record Title

A description  of what the record is and its function

d.  Office of Record
Office responsible for retiring the record at end of lifecycle

e.  Location

Physical location of records

f.  Retention/Disposition
The period of time the record will be  kept, and how it is treated at the end of its active lifecycle

g.  Perm vs Temp

Designation of permanent status or  temporary status of   records including marking records that are ITAR controlled sensitive. 

h.  Vital Status

Records identified as necessary for continuing operations immediately following an emergency

i.  Volume

Volume of records
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