Draft 150-GPG-1410.1 

(ref SLP 416)

10
Office of the Chief Financial Officer
Control of Quality Records

Work Instruction
150-GPG1410.1
Basic


Date:  3/98
Page 9 of 11


Control of Quality Records

Office of the Chief Financial Officer

March, 1998

Verify that this is the correct version before use.


National Aeronautics and
Space Administration

Goddard Space Flight Center
Greenbelt, Maryland 

Control of Quality Records

March, 1998

Original Signed and Approved by Robert E. Martin

____________________________________________

Deputy Chief Financial Officer (Resources )

Change Record

Rev.
Date
Originator
Description

Basic
3/20/98
Robert E.Martin/6-8096
Initial Release











1
PURPOSE

The purpose of this work instruction is to establish a consistent method for controlling quality records in the Program Analysis Office of the Chief Financial Officer’s Office.

2
SCOPE

This procedure is applicable to all NASA personnel.
3
REFERENCES

NHB 7400.1C, Budget Administration Manual

36 Code of Federal Regulations, Chapter XII, Subchapter B, Records Management
GPD 2600, Goddard  Space Flight Center Quality Management System

GPG 1270.3, The GSFC Quality Manual (Working Draft, v. 4)

GMI 1440.7B, Records and File Management

NPD 1440.6, NASA Records Management
NPG 1441.1, NASA Records Retention Schedules

4
QUALITY RECORDS and forms
Identified as those records within the Goddard Center Budget database and the GSFC issued Program Operating Plan (POP) calls.

5
DEFINITIONS

5.1 
Access:  To consult, or obtain, administratively controlled records.  

5.2 
Active records:  Records necessary to conduct the current business of an organization and therefore generally maintained on site.

5.3 
Collect:  To gather together quality records for the express purpose of indexing and filing for later reference.

5.4 
Create:  To make (or receive) quality records.

5.5 
Data:  Electronic or written information based on observation, measurement, test, or other means, and stored in a variety of media such as magnetic tapes, computer disks, data sheets, log books, real time strip charts, photographs, and video cassettes.

5.6 
Directorate-level organization (DLO):  Directorate, program office, project office, or other functional work area that reports directly to the GSFC Center Director.

5.7 
Disposition:  To take an action regarding inactive records, including disposal of temporary records, transfer of records to Federal records centers, and transfer of records to other agencies, in accordance with the guidelines in 36 CFR Chapter XII Subchapter B, Records Management.

5.8 
File:  To store active quality records in folders, filing cabinets, book cases, or electronic media in accordance with a plan or filing system.

5.9 
Identify:  To select quality records as objective evidence of compliance with the GSFC quality system.

5.10 
Inactive records:  Records no longer required to conduct agency business and therefore ready for final disposition. 

5.11 
Index:  To develop a manual or automated listing of the records in a record series or system to speed retrieval of relevant files. 

5.12 
Maintain:  To  store, retrieve, and handle records kept in offices by, or for, the federal government.

5.13 
Medium:  The physical form of recorded information.  Includes paper, film, disk, magnetic tape, and other materials on which information can be recorded.

5.14 
Numbering:  The CFO Office currently uses an alpha-numeric numbering/filing system until the Agency Filing Scheme (AFS) is published.

5.15 
Originator:  Person or organization that creates the quality record.

5.16 
Permanent records:  Records appraised by the National Archives and Records Administration (NARA) as having sufficient historical or other value to warrant continued preservation by the federal government beyond the time they are needed for administrative, legal, or fiscal purposes. (See retention schedules in NPG 1441.1.)

5.17 
Quality record:  A document or data item that furnishes objective evidence of activities performed or results achieved.  A quality record substantiates the fulfillment of quality requirements or the effectiveness of a quality system element’s operation.  Some of the purposes of quality records are demonstration, traceability, and preventive and corrective actions.  A quality record shall be written or stored on any data medium (as specified in 36 CFR Chapter XII, Subchapter B).  (Not all records are quality records.)

5.18 
Quality records custodian (RC):  Individual responsible for collecting, indexing, filing, storing, maintaining, accessing, and dispositioning quality records.  Records custodian shall have access to current records management instructions.  The records custodian may work in a technical library or in a quality records center or may be an individual who maintains quality records in an office rather than in a central location.  The quality records custodian may be the originator if the records are maintained by that individual.  There may be multiple custodians within an organization.

5.19 
Retention schedule:  Document providing mandatory instructions for what to do with records (and non-record materials) no longer needed for current government business, with provision of authority for the final disposition of recurring or non-recurring records.

5.20 
Series:  File units or documents arranged according to a filing system or kept together because they relate to a particular subject or function, result from the same activity, document a specific kind of transaction, take a particular physical form, or have some other relationship arising out of their creation, receipt, or use, such as restrictions on access and use.  Also called a record series or a file series.  Generally handled as a unit for disposition purposes.

5.21 
Store:  To provide a suitable environment to protect quality records from damage, loss, and deterioration.

5.22 
Temporary records:  Records approved by NARA for disposal, either immediately or after a specified retention period.  (See NPG 1441.1)

6
RESPONSIBILITIES

6.1
Directorate-Level Organization (DLO)

The DLO is responsible for overall management of the quality records in its organization.  Specifically, the DLO will:

· Publish and maintain this work instruction.

· Designate suitable location(s) for its quality records that will minimize deterioration, damage, and loss of the records.

· Review the existing records and identify the quality records in the organization.

· Assign a quality records custodian(s).

· Ensure that all quality records will be legible and complete.

· The DLO will assign responsibility to the Quality Record Custodian to collect, index, file, store, maintain, access, and disposition the quality records.

· Ensure that the records are dispositioned in accordance with NPG 1441.1, NASA Records Retention Schedules.

· Conduct periodic reviews of the records per NPD 1440.6, NASA Records Management.
The responsibilities of the DLO may be delegated as appropriate.

6.3
Quality Records Custodians

The quality record custodian is responsible for the overall management of the quality records.  Specifically, the RC will:

· Collect, index, file, store, maintain, access, and disposition quality records in accordance with the policies, procedures, and regulations.

· Follow specific policies and procedures as prescribed by the DLO.

7
PROCEDURE

7.1
Creation

DLO
7.1.1
Ensure that all quality records in the organization are identified in a procedure(s) or matrix(ces).  (See the list of quality records in Appendix A.)  The DLO may identify other records as quality records.

DLO
7.1.2
Ensure that the records have been recorded on appropriate media. 

7.2
Maintenance



7.2.1
Collecting

DLO
7.2.1.1
Ensure that the records are collected and submitted to the quality records custodian (RC). 

DLO
7.2.1.2
Electronic records to support the GSFC POP call will be input into the Goddard Center Budget database.

7.2.2  Indexing

RC
7.2.2.1
Assign appropriate title to each distinct record series.

RC
7.2.2.2
Organize the quality records by alpha-numeric filing system.  (As provided in Appendix B.)

RC
7.2.2.3
Arrange records within a record series by POP data call or Fiscal Year, as appropriate

RC
7.2.2.4
Identify a records retention schedule for each distinct record series.

7.2.3  Filing

RC
7.2.3.1
Ensure that each quality record is legible and complete before filing.

RC
7.2.3.2
File the records to ensure efficient retrieval and refiling of the records.  

RC
7.2.3.3
Ensure that all permanent records are filed separately from temporary records.

RC
7.2.3.4
A matrix or procedure, shall state the identifying number/ title of quality record series, location(s) of the quality records, and retention schedule (see Appendix B and C ).

7.2.4
Storing

RC
7.2.4.1
Ensure that the records are stored in a location that minimizes deterioration, damage, and loss of the records.

7.2.5
Maintaining

RC
7.2.5.1
Conduct scheduled annual inspections for damage, deterioration, or loss of records, and document the results. 

RC
7.2.5.2
Maintain active quality records so they are readily accessible to meet operational needs.

7.3
Use

RC
7.3.1
Control access to quality records to ensure that they are accessible to those who will need to use them.

RC
7.3.2
Ensure that active quality records are readily accessible to meet operational needs.

RC
7.3.3
Retrieve inactive quality records from the Federal Records Center as specified in GMI 1440.7B.

ISD
7.3.4
Provide technical assistance and procedural advice as needed for retrieval of records from federal record centers.

RC
7.3.5
Enforce policies as prescribed by the DLO.

7.4  Disposition

RC
7.4.1
Disposition inactive quality records in accordance with NPG 1441.1 and GMI 1440.7B.



ISD
7.4.2
Provide technical assistance and procedural advice as needed for disposition of records to federal record centers.

APPENDIX A
 LIST OF QUALITY RECORDS

ISO Element
Title of Quality Records
Form No.

4.1 (MGMT RESP)
POP Calls
N/A


Goddard Center Budget Database Records
N/A





APPENDIX B
QUALITY RECORDS INFORMATION



REQUIRED


OPTIONAL


No/Title
Title of Quality Record Series
Location(s)

(Bldg./Rm.)
Retention Schedule (NPG 1441.1)




(Year)
POP Calls
CFO Office
5 Years




(Year)
GSFC Center Budget Database Records
CFO Office
Indefinitely




















Appendix c

QUALITY RECORDS MATRIX
No./Title
IDENTIFICATION 
(Record Series)
Record Custodian(s) Name

Phone #


Location of Quality Records (Storage)
Internal Retention Schedule
Collection
Indexing
Filing
Access
Maintenance
Disposition

(Year)
GSFC POP Calls
286-8096
CFO Office
5 Years
CFO Office
By POP call.
Folders and

Electronically
Civil Servant personnel only
Update as required
Call GSFC Records Management

(Year)
Center Budget Records
286-8096
GSFC Center Budget

Database
Indefinitely
CFO Office
By Fiscal Year 
Folders and

Electronically
Civil Servant personnel only
Update as required
Program Analysis Office/CFO
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