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Signature/Code/Date

Process
Quality Record Title/Number
Record Custodian
File 

Location
Retention 

Period

GPG 1410.1 DIRECTIVES MANAGEMENT
DIRECTIVE SIGNATURE COPY 
DAVE GARRETT
B6/S117
RETIRE TO FRC 5 YEARS AFTER CANCELLATION OR WHEN SUPERSEDED.  TRANSFER TO NARA IN 5-YEAR BLOCKS WHEN 20 YEARS OLD.

GPG 1410.2 CONFIGURATION MANAGEMENT
COMPLETED CONFIGURATION CHANGE/APPROVAL REQUESTS
DAVE GARRETT
B6/S117
RECORDS MAY BE RETIRED TO FRC WHEN 2 YEARS OLD.  DESTROY WHEN 15 YEARS OLD

GPG 3410.2 EMPLOYEE TRAINING AND QUALIFICATION
FORM GSFC 17-112, WHICH DOCUMENTS QMS-REQUIRED OJT AND QMS-REQUIRED TASK SPECIFIC TRAINING IDENTIFIED BY THE SUPERVISOR
DAVE GARRETT
B6/S117
1.  RECORDKEEPING COPY (PAPER) – DESTROY ON TRANSFER OR SEPARATION OF EMPLOYEE, OR WHEN 5 YEARS OLD, WHICHEVER IS SOONER.  

2.  ELECTRONIC COPY-DELETE AFTER RECORDKEEPING COPY HAS BEEN PRODUCED. 

GPG 8700.4 TECHNICAL REVIEW PROGRAM
PEER REVIEW REQUESTS FOR ACTION (RFA’S) AND APPROVED RESPONSES
DAVE GARRETT
B6/S117
DOCUMENT MAY BE RETIRED TO FRC 1 YEAR AFTER PUBLICATION  TRANSFER TO NARA WHEN 25 YEARS OLD

GPG 8700.4 TECHNICAL REVIEW PROGRAM
PEER REVIEW SUMMARY
DAVE GARRETT
B6/S117
DOCUMENT MAY BE RETIRED TO FRC 1 YEAR AFTER PUBLICATION. TRANSFER TO NARA WHEN 25 YEARS OLD.


Quality Records List (QRL) INSTRUCTIONS 

Column Descriptions

Process
Fill in the procedure or work instruction document reference that generates the quality record. 
Quality Record Title/Number:
Fill in the name of the quality record (and a file number as applicable).  This will most often be a type or category of quality records and not an individual record.  For example, the record custodian may be responsible for an organization's action item log, test records, peer review folder, or employee training records.

Record Custodian
Fill in the name of the person responsible for controlling and maintaining the record.

File Location



Fill in where completed record(s) can be located (e.g., room number and file cabinet, database location, URL).

Retention Period
Following the instructions in the process or NPG 1441.1, fill in the period of time which the record must be retained (e.g. “Retire to FRC 1 year after product delivery, destroy after 12 years”).

Sheet Number
Fill in the number of each sheet in numerical order, along with the total number of sheets.

Signature/Code/Date
The organizational head or designee signs and dates the sheet.  If more than one page, signature only required on the first page.
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