Records Disposition Request

	Record Information

	Requester:      
	Date Submitted:   /  /    

	Type(s):
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	Brief Description:        

	Rationale:      

	Location(s):

	     


	Additional Instructions: (Copies, Shipping Addresses, etc.)

	     

	     


	Cutoff Date:   /  /    


Instructions for completing the Records Disposition Request Form

This form can be completed electronically or manually.  However, the completed form must be printed and delivered to the filing mailbox in the NASA IV&V Administrative Office.

Record Information

Please provide the following information:

· Requester: 

· Enter the Requester’s name.

· Date Submitted:

· Provide the date the form is submitted to the filing mailbox.
· Type:

· Select “Hard Copy” for physical records.
· Select “Soft Copy” for electronic records.
· Select both “Hard Copy” and “Soft Copy” for both physical and electronic records.

· Brief Description:

· Provide any important information or comments pertaining to the record(s).
· Examples: 
· “XYZ Project Records”
· “FYnn Financial Records”
· “CYnn PMR Files”
· Rationale:

· Provide a brief rationale for the dispositioning of the record(s).
· Examples:
· “Completion of IV&V of XYZ Project”
· “End of fiscal year”
· Location: 

· For physical copies in the NASA IV&V Filing System (Filing System), enter the Agency Filing Scheme number (AFS#) from the first column in the File Plan. 

· For electronic copies, enter the location from ECM
· Attach a list of the records if applicable.

· For physical records that are not in the Filing System, please either attach the records to the Records Disposition Request form or state their location.
· For electronic records that are not on ECM, please indicate on the Records Disposition Request form how the records can be accessed. (CDs/DVDs may be attached)
· Additional Instructions:

· Indicate any copies needed and for whom they are intended.
· Provide shipping addresses if any records are to be shipped off-site. 
· Provide any additional important instructions for the records.
· Cutoff Date:

· Provide the date that the records are completed or no longer required for daily operations. 

· The cutoff date is an important part of the retention period because it is the date that marks the beginning of the retention period.  It is the date to calculate the disposal period.
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