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AVAILABILITY OF REFERENCE MATERIALS
IN NRC PUBLICATIONS

NRC Reference Material

As of Naovember 1999, you may electronically access
NUREG-series publications and other NRC records at
NRC's Public Electronic Reading Room at
http://www.nrc.gov/reading-rm.html,

Publicly released records include, to name a few,
NUREG-series publications; Federal Register notices;
applicant, licensee, and vendor documents and
correspondence; NRC correspondence and intemal
memoranda; bulletins and information notices;
inspection and investigative reports; licensee event

reports; and Commission papers and their attachments.

NRC publications in the NUREG series, NRC
regulations, and Title 10, Energy, in the Code of
Federal Regulations may also be purchased from one
of these two sources.
1. The Superintendent of Documents

U.S. Govemment Printing Office

Mail Stop SSOP

Washington, DC 20402-0001

Intemet: bookstore.gpo.gov

Telephone: 202-512-1800

Fax: 202-512-2250
2. The National Technical Information Service

Springfield, VA 22161-0002

www.ntis.gov

1-800-553-6847 or, locally, 703—605-6000

A single copy of each NRC draft report for comment is
available free, to the extent of supply, upon written
request as follows:
Address: Office of the Chief Information Officer,
Reproduction and Distribution
Services Section
U.S. Nuclear Regulatory Commission
Washington, DC 20555-0001
E-mail: DISTRIBUTION@nrc.gov
Facsimile: 301-415-2289

Some publications in the NUREG series that are
posted at NRC's Web site address
http://www.nrc.gov/reading-rm/doc-collections/nuregs
are updated periodically and may differ from the last
printed version. Although references to material found
on a Web site bear the date the malerial was accessed,
the material available on the date cited may
subsequently be removed from the site.

Non-NRC Reference Material

Documents available from public and special technical
libraries include all open literature items, such as
books, journal articles, and transactions, Federal
Register notices, Federal and State legislation, and
congressional reports. Such documents as theses,
dissertations, foreign reports and translations, and
non-NRC conference proceedings may be purchased
from their sponsoring organization.

Copies of industry codes and standards used in a
substantive manner in the NRC regulatory process are
maintained at—

The NRC Technical Library

Two White Flint North

11545 Rockville Pike

Rockville, MD 20852-2738

These standards are available in the library for
reference use by the public. Codes and standards are
usually copyrighted and may be purchased from the
originating organization or, if they are American
National Standards, from—

American National Standards [nstitute

11 West 42™ Street

New York, NY 10036-8002

www.ansi.org

212-642-4900

Legally binding regulatory requirements are stated
only in laws; NRC regulations; licenses, including
technical specifications; or orders, not in
NUREG-series publications. The views expressed
in contractor-prepared publications in this series are
not necessarily those of the NRC.,

The NUREG series comprises (1) technical and
administrative reports and books prepared by the
staff (NUREG-XXXX) or agency contractors
{(NUREG/CR-XXXX), (2) proceedings of
conferences (NUREG/CP-XXXX), (3) reports
resulting from intemational agreements
{(NUREG/IA-XXXX), (4) brochures
(NUREG/BR-XXXX), and (5) compilations of legal
decisions and orders of the Commission and Atomic
and Safety Licensing Boards and of Directors’
decisions under Section 2.206 of NRC's regulations
(NUREG-0750).




INTRODUCTION TO THE NRC COMPREHENSIVE RECORDS
DISPOSITION SCHEDULE

The NRC Comprehensive Records Disposition Schedule (CRDS) provides the authorized disposition for
all NRC records. Each record schedule has been approved by the appropriate NRC officials, and the
General Accounting Office, when appropriate, and is authorized by the Archivist of the United States.
Application of the disposition schedules is mandatory and is in accord with the National Archives and
Records Administration’s regulations provided in 36 CFR Part 1228, "Disposition of Federal Records"
and statutory requirements set forth in Title 44 U.S. Code, "Public Printing and Documents." NRC's
implementing policies are contained in NRC Management Directive 3.53, "NRC Records Management
Program."

The CRDS is comprised of NRC Schedules (INRCS) that apply to NRC's unique administrative and
programmatic records, and General Records Schedules (GRS) 1-26 that apply to administrative records
that are common to most agencies. Records that do not have an applicable disposition schedule must be
retained until disposition authority is obtained. Procedures for establishing new schedules or revising the
retention period for existing schedules are provided in NRC Management Directive 3.53.

Official records are retained in a network of official file stations managed by File Custodians. Beginning
April 1, 2000, offices began maintaining many official record collections in the Agencywide Documents
Access and Management System (ADAMS). Each official file station has a “Files Maintenance and
Disposition Plan” (NRC Form 306) that correlates the record schedule with each collection retained at
the file location and each collection maintained in ADAMS.

Records Liaison Officers throughout NRC are responsible for maintaining a collection of these plans for
all official record collections within their respective offices (including ADAMS), reviewing the plans
annually to ensure they are complete and current, and making them available to staff.

Procedures for the retirement or disposal of NRC records are issued from the Records and FOIA/Privacy
Services Branch (RFPSB), Office of Information Services. Comments or questions regarding the
Comprehensive Records Disposition Schedule or its application may be directed to RFPSB.
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NRC Schedule 1

—/ RECORDS COMMON TO MOST OFFICES

PART 1. ADMINISTRATIVE FILES COMMON TO MOST OFFICES . .
il 7 'NARA’

ITEM L APPROVED

NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION ~ CITATION

1. Employee Travel Files

Correspondence, requests, travel Cut off at close of fiscal year. NC1-431-81-5
authorizations and orders, itineraries, Destroy when 1 year old. ' Item 1.1.6
travel vouchers, and similar papers . =~

pertaining to employee travel exclusive ..

of records maintained in the office of the

Chief Financial Officer. n

Record keeping system: Paper.

2. Office General Personnel Files

Documents that relate to the day-to-day Cut off at close of fiscal year. NC1-431-81-5
administration of personnel in Destroy when 2 yearsold. ~*~ ‘Ttem 1.1.7
individual offices. Included are notices ’ ' :
v of holidays and hours worked; notices
and lists of persons to attend training
sessions; papers concerning
participation in employee and
community affairs; campaigns and
drives; and comparable or related papers
arranged as appropriate.

Record keeping system: Papéf.'

3. Office Organizatién Reference Files

Documents relating to the organization Destroy when superseded, -~  NC1-431-81-5
and function of an office. Included are obsolete, or no longer needed Item 1.14
copies of organization and functional for reference. '

charts and statements; documents

relating to office staffing; and

documents concerning functional

assignments and changes. Also

included are documents reflecting minor

changes in the office organization or
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ITEM
NO.

NRC Schedule 1

RECORDS COMMON TO MOST OFFICES

DESCRIPTION OF RECORDS

S.

March 2005

functional assignments which are made
by the office chief.

Record keeping system: Paper.

Policy and Precedent Reference Files

Copies of documents establishing policy
or precedents pertinent to future and
continuing actions. Normally, policy
and precedent files are maintained at
operating levels and consist of extra
copies of operating procedures,
statements of policy or procedure,
examples of typical cases, and other
documents duplicated in official files.
Original or official record copies will
NOT be placed in this file. This file
consists of non-record copies
maintained only for convenience of
reference.

Record keeping system: Paper.

Reading or Chronological Files

Extra copies of correspondence
prepared and maintained by the
originating office, used solely as a
reading or reference file for the
convenience of personnel.

Exception

Applicable to the Commissioners’
chronological file of outgoing
correspondence comprised of letters
signed by the Commissioners. See Part
7, Item 1.

Record keeping system: Paper.

NARA

APPROVED
AUTHORIZED DISPOSITION CITATION
Destroy when organizational NC1-431-81-5
unit is discontinued or when Item 1.1.12
documents become obsolete or
are no longer needed for
operating or reference purposes.
Cut off at close of fiscal year. NC1-431-81-5
Destroy when 1 year old or Item 1.1.11
when reference value has been
exhausted, whichever is sooner.

NUREG-0910, Rev. 4



NRC Schedule 1

—/ RECORDS COMMON TO MOST OFFICES
o NARA
ITEM . APPROVED - .

3

NO. DESCRIPTION OF RECORDS . . ' AUTHORIZED DISPOSITION: .CITATION .

6. Reference Publication Files

Copies of NRC internal and/or external ' *** Destroy when superseded, NC1-431-81-5
directives, and publications issued by *** " - obsolete, or no longer needed Item 1.1.14
other Government agencies and non- =" for reference purposes. -
governmental organizations maintained *

for reference within an office.

Record keeping system: Paper.

7. Reimbursable Agreements and
Contract Files

Includes all contractual and : - NC1-431-81-5
reimbursable agreement files (under Item 1.1.9
Memorandum of Understanding - : GRS 3, Item 3a
DOE/NRC) pertaining to work done for (1)(a) and (b)
NRC by any outside source.

u Record keeping system: ADAMS.

a. Transactions of more than $100,000  Destroy 6 years and 3 months
and all construction contracts = ="' "' after final payment.
exceeding $2,000.

b. Transactions of $100,000 or less Destroy 3 years after final
and all construction contracts - payment.
exceeding under $2,000.

8. . Staff Working File

‘Reference files maintained for Destroy at the same time the =~ NCi-431-81-5
convenience by individual staff related subject file is destroyed Item 1.1.13
members. Includes copies of docket or earlier if no longer needed :
material and other records maintained in  for reference purposes.
official NRC files. e

Record keeping system: Paper.
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RECORDS COMMON TO MOST OFFICES

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

9, Technical Reference Files

Copies of documents retained strictly Review annually and destroy Nonrecord
for reference and informational material of no further reference ~ Material
purposes and which are not part of the value.

official files. Include copies of reports,

studies, special compilations of data,

drawings, periodicals, book, clippings,

extra (nonrecord) copies of “policy and

precedent” files, brochures, catalogs,

vendor price lists, and publications

prepared internally and externally.

Note: Reference materials relevant to

permanent records accessioned by or

scheduled to be accessioned by the

National Archives should be offered to

NARA.

Record keeping system: Paper.

10. Vu-graphs

Vu-graphs maintained in any NRC Destroy when one year old. NC1-431-81-5
office. Item 1.1.8

Record keeping system: Transparencies.

11. Weekly Status Reports

Files consist of internal narrative reports ~ Destroy when one year old. NC1-431-81-5
containing items of interest on program Item 1.1.8
activities submitted by NRC offices

weekly to the Commission.

Record keeping system: Paper.
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NRC 'S'c‘]‘le‘dule? 1

RECORDS COMMON TO MOST OFFICES

PART 2. PROGRAMMATIC FILES COMMON TO MOST OFFICES

ITEM
NO.

1.

March 2005

DESCRIPTION OF RECORDS

General Program Correspondence ’

Files (Subject Files)

Letters, memoranda, messages, studies, .. |

reports, forms, and other data
documenting and/or implementing
plans, policies, procedures,
accomplishments, opinions, and
decisions pertaining to NRC program
and staff activities.

This schedule applies to classified,
safeguards information and other
sensitive unclassified subject file
collections not maintained in ADAMS
and not scheduled separately.

Record keeping system: Paper.

a. Program Correspondence Files at
the office level or above. These

files document policymaking
decisions or significant NRC
program management functions.
They are accumulated by the
Advisory Committee on Reactor
Safeguards (ACRS), the Secretary
of the Commission, Office Directors
reporting to the Commission, and
those reporting to the Office of the
Executive Director for Operations
and are filed in either large central
collections or in decentralized
locations. Excluded is that program
correspondence which documents
routine transactions and covered by
item l.c below.

NARA
APPROVED

" . AUTHORIZED DISPOSITION - CITATION

'NC1-431-81-5
Item 1.2.15

Permanent. C ut off at close of
fiscal year. Hold 2 years and
retire to WNRC. Offerto
NARA when 20 years old.
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RECORDS COMMON TO MOST OFFICES

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
b. Program Correspondence Files Cut off at close of fiscal year.
maintained at the division level and Hold 2 years and retire to
below in NRC Headquarters Offices =~ FARC/WNRC as appropriate.
and in Regional Offices. Destroy 10 years after cutoff.

c. Routine Program Correspondence Destroy when two years old or

Files maintained at all sooner if purpose has been
organizational levels. Files served.

documenting Program transactions
of a routine or recurring nature, the
record content of which is
summarized or duplicated in Item
l.a. or b. above.
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NRC Schedule 2

~— RECORDS OF NRC OFFICES

PART 1. RECORDS OF THE OFFICE OF ADMINISTRATION

The Office of Administration (ADM) is responsible for provndmg centralized adrrumstratn;e, sontracts
and property management, and facilities and security services to the NRC staff and its extemal customers
and stakeholders. .

The following record schedules were developed for records unique to ADM. Reference NRC Schedule
1, "Records Common to Most Offices,” and the General Records Schedules 1 through 26 for other
applicable schedules. Applicable schedules have been identified on the "Files Mamtenance and
Disposition Plans" retained by the office Records Liaison Officer.

. - " NARA
ITEM . ) " -~ APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION - - CITATION
1. Administrative Budget Control
(ABC)
This system is a budget and funds Retainuntilithasbeen . . - NC1-431-81-2
control and management information determined by a competent Item 13.1.1
system for items of concern for the NRC Official that data are no
. Office of Administration. longer needed; erase and reuse
\__/ B " "tape, etc.
Record keeping sxstem Electromc R
Information System.
2. Central Personnel Clearance Index
(CPCID A
This batch-mode system maintains data - Retain until it has been ' "NC1-431-81-2
and information on the security determined by a competent © Item 1212
clearance status of NRC and NRC NRC Official that data are no
contractor personnel. This system W1Il longer needed; erase and reuse
_bereplaced by a redesxgned and “tape, etc.

" upgraded online system

Record keeping system: Electromc
Information System.
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NO.

3.
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NRC Schedule 2

RECORDS OF NRC OFFICES

DESCRIPTION OF RECORDS

Committee and Conference

a.

Records

Records relating to establishment,
organization, membership and
policy of interagency, intra-agency
and international committees and
conferences, and agenda, minutes,
final reports, and related records
documenting accomplishments
created by committees and
conferences when NRC is the
sponsoring agency. Excluding
routine internal committees and
conferences covered by GRS 26-1.a.

Record keeping system: ADAMS.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms,

2.1.2

AUTHORIZED DISPOSITION

NARA
APPROVED
CITATION

Permanent. Cut off when NRC
involvement terminates. OIS
will transfer to NARA 10 years
after cutoff.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or
when no longer needed for
reference or updating,
whichever is later.

N1-431-004
Item 1.a(l)

N1-431-004
Item 1.a(2)

N1-431-004
Item 1.a(3)
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NRC Schedule 2

RECORDS OF NRC OFFICES

ITEM o e - ..
NO. ~DESCRIPTION OF RECORDS

e-mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and TIFF
files.

. AUTHORIZED DISPOSITION -

NARA
APPROVED
* CITATION

N1-431-004
Item 1.a(4)

Permanent. Cut off electronic
files when NRC involvement
terminates. Transfer to the
National Archives 2 years after
cut-off. At the time of transfer,

" 'NARA and NRC will determine
- ‘'medium and format in which
‘records will be transferred as

well as their arrangement.

* -Every effort will be made to
- - transfer records electronically in
" accordance with the standards

for permanent electronic
records contained in 36 CFR

-1228.270 or standards

" applicable at the time. If

(5) ADAMS document profiles and
ADAMS document packages
created for the management,
search, and retrieval of the PDF
files and TIFF files, and
ADAMS data related to digital
signatures, and data that = -
evidence final NRC

management and staff ~© " -

concurrences in documents that
are linked to and considered
part of the official records.

March 2005 * 2.1.3

- transfer in an electronic medium

is not feasible, prior to transfer,

-with NARA concurrence,

records will be converted to
paper or to microform. Destroy
NRC copy 8 years after -
transferring record to NARA.

N1-431-00-4
- Item 1.a(5)

Permanent. Cut off electronic
files with related PDF files and
TIFF files. Transfer to NARA -
according to regulations found
in 36 CFR § 1228.270 when the
PDF files and TIFF files are

" - transferred. Destroy NRC copy
- 8 years after transfemng record
to NARA. '
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files; ADAMS TIFF files and
their linked ASCII files;
ADAMS document profiles and
document packages; and

2.1.4

Destroy 3 years after cutoff.

RECORDS OF NRC OFFICES
NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
b. Agenda, minutes, final reports, and

related records documenting

accomplishments created by

committees and for conferences

when NRC is not the sponsoring

agency.

Record keeping system: ADAMS.

(1) Paper records created before Destroy when 3 years old or N1-431-004
04/01/2000. earlier if no longer needed for Item 1.b(1)

reference.

(2) Paper records used as the source  Destroy paper documents N1-431-004
to create ADAMS Tagged 2 months after creation of Item 1.b(2)
Image File Format (TIFF) files ADAMS electronic record.
and ASCII files.

(3) Copies of electronic files stored Destroy after creation of N1-431-004
outside of ADAMS used to ADAMS electronic record or Item 1.b(3)
create ADAMS Portable when no longer needed for
Document Format (PDF) files, reference or updating,

TIFF files, and ASCII files that whichever is later.
remain with staff members and
OIS processing staff after
creation of the ADAMS

records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their Cut off electronic files upon N1-431-004
linked native application source termination of committee. Item 1.b(4)
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files; ADAMS TIFF files and
their linked ASCII files;

Destroy 3 years after cutoff.

RECORDS OF NRC OFFICES
NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS .- "AUTHORIZED DISPOSITION CITATION

ADAMS digital signature and

concurrence data.

All other records created by

committees regardless of whether

NRC is the sponsor agency,

excluding the agenda, minutes, final

reports and related records

described in a above.

Record keeping system: ADAMS. .

(1) Paper records created before :. - Destroy when 3 years old or - N1431-00-4
04/01/2000. earlier if no longer needed for Item 1.c(1)

reference.

(2) Paperrecords used as the source  Destroy paper documents . ‘N1-431-004
to create ADAMS Tagged 2 months after creation of . Item 1.c(2)
Image File Format (TIFF) files ADAMS electronic record.
and ASCII files.

(3) Copies of electronic files stored  Destroy after creation of N1-431-004
outside of ADAMS used to -~ . ADAMS electronic record or ~ Item 1.c(3)
create ADAMS Portable . .*..: -0 when no longer needed for .

Document Format (PDF) files, - . reference or updating,
TIFF files, and ASCII files that - whichever is later.
remain with staff members and :

OIS processing staff after

creation of the ADAMS

records. Included are electronic

records created internally using

office automation tools (e.g.,

WordPerfect, Lotus, InForms, e-

mail, etc.) and electronic

records received from outside

the agency.

(4) ADAMS PDF files and their Cut off electronic files upon N1-431-004
linked native application source  termination of committee. - Item 1.c(4)
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ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

Classified Document Control
System (CDCS)

The system maintains data and
information for the review of document
classification for the determination of
declassification or continued
classification of national security
information and material according to
established criteria.

Record keeping system: Electronic
Information System.

Contracts Svystem

The system maintains data and
information on contract pre-award, post-
award and status, such as: action
requested, date RFP issued, estimated
cost, dollar value, award date,
expiration date, contract type number,
contractor name, contract title, and
program office contact.

Record keeping system: Electronic
Information System

Directives Case Files

Internal directives issued at the
Commission level maintained by ADM.

Record keeping system: ADAMS.

2.1.6

AUTHORIZED DISPOSITION

NARA
APPROVED
CITATION

Retain until it has been
determined by a competent
NRC Official that data are no
longer needed; erase and reuse
tape, etc.

Retain until it has been
determined by a competent
NRC Official that data are no
longer needed; erase and reuse
tape, etc.

NC1-431-81-2
Item 12.1.4

NC1-431-81-2
Item 13.1.2
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—/ _ RECORDS OF NRC OFFICES
. NARA
ITEM L APPROVED .
NO. DESCRIPTION OF RECORDS - : AUTHORIZED DISPOSITION * - CITATION
a. Record copy documenting 1mportént“’ .
aspects of the development of the’
issuance. -
(1) Paper records created before " “Permanent. Transfer to NARA NC1-431-81-5
04/01/2000. - .. when 10 years old. Item 1.5.31.a
(2) Paper records used as the’ source Destroy paper documents N1-431-004
to create ADAMS Tagged - - :2 months after creation of Item 2.a(2)
Image File Format (TIFF) ﬁles "ADAMS electronic record.
and ASCII files.
(3) Copies of electronic files stored * ' Destroy after creation of - N1-431-004
outside of ADAMS usedto *- - : :* ADAMS electronic record or Item 2.a(3)
create ADAMS Portable ~ “ - * - when no longer needed for
Document Format (PDF) files, * - reference or updating,
TIFF files, and ASCII files that ** ** whichever is later.
remain with staff members and - -
\-/- OIS processing staff after -
creation of the ADAMS
records. Included are electronic
records created intemally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.
(4) ADAMS PDF files and TIFF ' ‘- Permanent. Cut off electronic - N1-431-00-4

files. . files upon issuance of directive. Item 2.a(4)
St " Transfer to the National -
7. Archives 2 years after cut-off.
©7 11047 Atthe time of transfer, NARA
and NRC will determine -
medium and format in which
0 I‘*E'- """ records will be transferred as .-
""""" - well as their arrangement.
+ Every effort will be made to
. : transfer records electronically in
accordance with the standards
for permanent electronic

_/ March 2005 2.1.7 NUREG-0910, Rev. 4 -



ITEM

NRC Schedule 2

RECORDS OF NRC OFFICES

NO. DESCRIPTION OF RECORDS
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(5) ADAMS document profiles and
ADAMS document packages
created for the management,
search, and retrieval of the PDF
files and TIFF files, and
ADAMS data related to digital
signatures, and data that
evidence final NRC
management and staff
concurrences in documents that
are linked to and considered
part of the official record. .

Working papers and background
material.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and

2.1.8

AUTHORIZED DISPOSITION

NARA
APPROVED
CITATION

records contained in 36 CFR
1228.270 or standards
applicable at the time. If
transfer in an electronic medium
is not feasible, prior to transfer,
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 8 years after
transferring record to NARA.

Permanent. Cut off electronic
files with related PDF files and
TIFF files. Transfer to NARA
according to regulations found
in 36 CFR § 1228.270 when the
PDF files and TIFF files are
transferred. Destroy NRC copy
8 years after transferring record
to NARA.

Destroy 6 months after directive
is issued.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or
when no longer needed for
reference or updating,
whichever is later.

N1-431-00-4
Item 2.a(5)

NCI1-431-81-5
Item 1.5.31.b

N1-431-004
Item 2.b(2)

N1-431-00-4
Item 2.b(3)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

NO. DESCRIPTION OF RECORDS

OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,

WordPerfect, Lotus, InForms, e -

mail, etc.) and electronic .
records received from ou;s:de‘
the agency. :

(4) ADAMS PDF files and their ,
linked native application source

- files; ADAMS TIFF files and . .

" their linked ASCII files;
ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.. «

7. General Correspondence Files .. .. -

{Subject Files)

Letters, memoranda, messages, studies,

reports, forms, and other data
documenting and/or implementing
plans, policies, procedures,
accomplishments, opinions, and
decisions pertaining to Office of
Administration (ADM) programs and
staff activities.

Record keeping system: ADAMS.

a. Correspondence Filesatthe .. ...

Office Director Level.

.....

Files that document pohcy- makmg

decisions or significant managqmeng E

of ADM functions that are signed
by or addressed to the ADM .
Director. Excluded is

March 2005 2.1.9 - -

NARA
. , APPROVED .
-~ -AUTHORIZED DISPOSITION. ° CITATION
o :Cut off electronic files upon N1-431-004
issuance of directive. Destroy 6  Item 2b(4)
-: months after cutoff.
NUREG-0910, Rev. 4 -
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2.1.10

Transfer to the National
Archives 2 years after cut-off.
At the time of transfer, NARA
and NRC will determine
medium and format in which
records will be transferred as

RECORDS OF NRC OFFICES
NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
correspondence that documents

routine transactions for which the

record content is summarized or

duplicated in higher level

documents. (See item c. below.)

(1) Paper records created before Permanent. Cut off at close of NC1-431-81-5
04/01/2000. fiscal year. Hold 2 years and Item 1.2.15.a

retire to the Washington
National Record Center through
OIS. OIS will transfer to
NARA when 20 years old.

(2) Paper records used as the source  Destroy paper documents NI1-431-004
to create ADAMS Tagged 2 months after creation of Item 3.2(2)
Image File Format (TIFF) files ADAMS electronic record.
and ASCII files.

(3) Copies of electronic files stored Destroy after creation of N1-431-00-4
outside of ADAMS used to ADAMS electronic record or Item 3.a(3)
create ADAMS Portable when no longer needed for
Document Format (PDF) files, reference or updating,

TIFF files, and ASCII files that whichever is later.
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and TIFF Permanent. Cut off electronic N1-431-00-4
files. files at close of fiscal year. Item 3.a(4)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

ITEM -

NO. DESCRIPTION OF RECORDS

* ' AUTHORIZED DISPOSITION

(5) ADAMS document profiles and

ADAMS document packages
created for the management,

- search, and retrieval of the PDF.- -~ ‘
717 in36 CFR § 1228.270 when the

ADAMS data related to digital -

files and TIFF files, and .

signatures, and data that
evidence final NRC -
management and staff
concurrences in documents that
are linked to and considered
part of the official records.

b. Correspondence Files Created or
Received Below the Office
Director Level.

Files that document policy making
decisions, significant management

of ADM functions and operations . -
that are signed by or addressedto . = ",
ADM management and staff below ="

the office director level. Excluded
is program correspondence that
documents routine transactions for
which the record content is

March 2005

i

2.1.11 -

NARA
APPROVED
CITATION

well as their arrangement.
Every effort will be made to
transfer records electronically in
accordance with the standards .
for permanent electronic
records contained in 36 CFR
1228.270 or standards
applicable at the time. If

" -transfer in an electronic medium

is not feasible, prior to transfer,

=" with NARA concurrence,
+ . records will be converted to
_paper or to microform. Destroy

NRC copy 18 years after
transferring record to NARA.

N1-431-00-4
Item 3.a(5)

Permanent. Cut off electronic
files with related PDF files and
TIFF files. Transfer to NARA
according to regulations found .

PDF files and TIFF files are

.. transferred. Destroy NRC copy'
" .. 18 years after transferring

record to NARA.

NUREG-0910, Rev. 4
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March 2005

summarized or duplicated in higher
level documents. (See item c.
below.) Alsoexcluded is
correspondence pertaining to
internal management and operations
that are scheduled by the General
Records Schedules.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their
linked native application source
files; ADAMS TIFF files and
their linked ASCII files;
ADAMS document profiles and
document packages; and

2.1.12

AUTHORIZED DISPOSITION

Cut off at close of fiscal year.
Hold 2 years and retire to the
Washington National Record
Center through OIS. Destroy 10
years after cutoff.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or
when no longer needed for
reference or updating,
whichever is later.

Cut off electronic files at close
of fiscal year. Destroy 10 years
after cutoff.

NARA
APPROVED
CITATION

NCI1-431-81-5
Item 1.2.15.b

N1-431-00-4
Item 3.b(2)

N1-431-004
Item 3.b(3)

N1-431-00-4
Item 3.b(4)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

ITEM o
NO. DESCRIPTION OF RECORDS

ADAMS digital signature and’~ *

concurrence data.

c. Routine Program
Correspondence Files Created or

Received at All Organizational
Levels.

Files documenting program
transactions of a routine or
recurring nature, the record content
of which is summarized or
duplicated in Item a. or b. above.

(1) Paper records created before

04/01/2000.

: (2) Paper records used as the source
—/ . to create ADAMS Tagged

Image File Format (TIFF) ﬁles

and ASCII files.

(3) Copies of electronic files storgd;

outside of ADAMS used to

create ADAMS Portable ="

Document Format (PDF) files,
. TIFF files, and ASCII files that

remain thh staff members and "

")\‘,

OIS processmg staff after

creation of the ADAMS %" -

records. Included are electromc
records created internally using -*
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their
linked native application source

u March 2005

2.1.13

NARA
. N APPROVED .
"' AUTHORIZED DISPOSITION CITATION .
Destroy when 2 years old, or NCI1-431-81-5
sooner if purpose has been Item 1.2.15.¢
served.
Destroy paper documents . N1431-004
2 months after creation of Item 3.c(2)
~'ADAMS electronic record.
" ‘Destroy after creation of © N1-431-004
" "ADAMS electronic record or - Item 3.¢(3)
when no longer needed for
reference or updating,
. whichever is later.
Cut off electronic files at close N1-431-004
of fiscal year. Destroy 2 years '~ Item3.c(4)

NUREG-0910, Rev. 4 .
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8.

March 2005

files; ADAMS TIFF files and
their linked ASCII files;
ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

Grants Files

(Also reference GRS 3-14, “Grant
Administrative Files.”)

a.

Case files of contracts, reports,
studies, agreements,
correspondence, and other records
relating to receipt, award, and
monitoring of grants.

Record keeping system: ADAMS.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic

NARA
APPROVED

AUTHORIZED DISPOSITION CITATION

after cutoff.

Destroy 6 years and 3 months NC1-431-81-5

after case is closed.
Destroy paper documents

2 months after creation of
ADAMS electronic record.

Destroy after creation of

Item 1.5.33.a

N1-431-00-4
Item 4.2(2)

N1-431-00-4

ADAMS electronic record or Item 4.a(3)

when no longer needed for
reference or updating,
whichever is later.

2.1.14

NUREG-0910, Rev. 4
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~/ RECORDS OF NRC OFFICES'
) NARA
ITEM . . o APPROVED
NO. DESCRIPTION OF RECORDS -2 AUTHORIZED DISPOSITION CITATION
records received from outside
the agency.
(4) ADAMS PDF files and their ©  "Cut off electronic files when -~ N1-431-004
linked native application source - * case is closed. Destroy 6 years Item 4.a(4)
files; ADAMS TIFF files and and 3 months after cutoff.
their linked ASCII files; S
ADAMS document profiles and
document packages; and = -
ADAMS digital signature and
concurrence data.
b. Reports, books, studies, or any othér'~“
final grant product and related " *
records accumulated by the Dlvxsxon '
of Contracts and Property
Management, ADM.
Record keeping system: ADAMS.
N Record keeping system: ADAMS.
(1) Paper records created before - Permanent. Transfer to NARA NCI1-431-81-5
04/01/2000. - " when 10 years old. Item 1.5.33.b
(2) Paper records used as the source - Destroy paper documents N1-431-00-4
to create ADAMS Tagged© - - "2 months after creation of Item 4.b(2)
Image File Format (TIFF) files -~ ADAMS electronic record.
and ASCII files.
(3) Copies of electronic files stoped B Destroy after creation of N1-431-00-4
outside of ADAMS used to "% . ADAMS electronic record or Item 4.b(3)
create ADAMS Portable - when no longer needed for :
Document Format (PDF) ﬁles - reference or updating,

TIFF files, and ASCII files that i". ‘whichever is later.
remain with staff members and - h
OIS processing staff after " *

creation of the ADAMS

records. Included are electronic

records created internally using

office automation tools (e.g.,

WordPerfect, Lotus, InForms, e-

mail, etc.) and electronic

—/ March 2005 2.1.15 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

ITEM
NO. DESCRIPTION OF RECORDS

records received from outside
the agency.

(4) ADAMS PDF files and TIFF
files.

(5) ADAMS document profiles and
ADAMS document packages
created for the management,
search, and retrieval of the PDF
files and TIFF files, and
ADAMS data related to digital
signatures, and data that
evidence final NRC

NARA
APPROVED

AUTHORIZED DISPOSITION CITATION

N1-431-004
Item 4.b(4)

Permanent. Cut off electronic
files when case is closed.
Transfer to the National
Archives 2 years after cut-off.
At the time of transfer, NARA
and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.
Every effort will be made to
transfer records electronically in
accordance with the standards
for permanent electronic
records contained in 36 CFR
1228.270 or standards
applicable at the time. If
transfer in an electronic medium
is not feasible, prior to transfer,
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 8 years after
transferring record to NARA.

N1-431-004
Item 4.b(5)

Permanent. Cut off electronic
files with related PDF files and
TIFF files. Transfer to NARA
according to regulations found
in 36 CFR § 1228.270 when the
PDF files and TIFF files are
transferred. Destroy NRC copy
8 years after transferring record

management and staff to NARA.
concurrences in documents that
are linked to and considered
part of the official records.
March 2005 2.1.16 NUREG-0910, Rev. 4
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NARA
ITEM . : S L APPROVED
NO. DESCRIPTION OF RECORDS - "AUTHORIZED DISPOSITION CITATION
9.  Holding Action System (HAS) - Retain until it has been NC1-431-81-2
- determined by a competent Item 13.1.9
This system maintains locator 7 "NRC Official that data are no
information on all documents in the “j',_" longer needed; erase and reuse
printing and dlStl’lbUthl’l cycle. ‘tape etc.
Record keeping system: Electronic
Information System.
10. Organizational Records
Official organization charts telephone ‘ T
books and related records which
document the organizationand ",
functions of the agency. Record copy .
maintained by ADM. o
Record keeping system: ADAMS.
a. Paper records created before Permanent. Transfer to NARA NC1-431-81-5
04/01/2000. - when 10 years old. Item 1.5.35.a
b. Paper records used as the source to o ‘Destroy paper documents N1-431-004
create ADAMS Tagged Image File .2 months after creation of Irem5.b
Format (TIFF) files and ASCI ﬂles. -~ ADAMS electronic record. '
c. Copies of electromc files stored N : Destroy after c;ezition of © "N1-431-004
outside of ADAMS used to create ’ ADAMS electronic record or Jtem 5.c

March 2005

ADAMS Portable Document ...
’_ reference or updatmg.
‘whichever is la_t_er_ o

Format (PDF) files, TIFF filés, and .
ASCII files that remain with staff
members and OIS processing staff

after creation of the ADAMS ™7

records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect Lotus, InForms, e-

SIS EE RN

: recenved from outside the agency. .

2.1.17

when no longer needed for

NUREG-0910, Rev. 4
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NRC Schedule 2

RECORDS OF NRC OFFICES

DESCRIPTION OF RECORDS

d. ADAMS PDF files and TIFF files.

e. ADAMS document profiles and
ADAMS document packages
created for the management, search,
and retrieval of the PDF files and
TIFF files, and ADAMS data
related to digital signatures, and

data that evidence final NRC

management and staff concurrences
in documents that are linked to and
considered part of the official

records.

Property and Supply System (PASS)

The Property and Supply System

maintains records of all NRC actions
concerning property and supplies.

March 2005

2.1.18

AUTHORIZED DISPOSITION

NARA
APPROVED
CITATION

Permanent. Cut off electronic
files at close of the fiscal year in
which issued. Transfer to the
National Archives 2 years after
cut-off. At the time of transfer,
NARA and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.
Every effort will be made to
transfer records electronically
in accordance with the
standards for permanent
electronic records contained in
36 CFR 1228.270 or standards
applicable at the time. If
transfer in an electronic medium
is not feasible, prior to transfer,
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 8 years after
transferring record to NARA.

Permanent. Cut off electronic
files with related PDF files and
TIFF files. Transfer to NARA
according to regulations found
in 36 CFR § 1228.270 when the
PDF files and TIFF files are
transferred. Destroy NRC copy
8 years after transferring record
to NARA.

Retain until it has been
determined by a competent
NRC Official that data are no

N1-431-00-4
Item 5.d

N1-431-00-4
Item S.e

NCI1-431-81-2,
Item 13.1.4

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

S NARA
ITEM .~ ~ APPROVED
NO. DESCRIPTION OF RECORDS - ..‘.: - AUTHORIZED DISPOSITION = CITATION

Examples such as: property and supply longer needed; erase and reuse
_ transactions, maintenance transactions, “: " tape, etc.

ware-house inventory, consumable '

usage, stockage reorder points, NRC =~

item identification catalog, abnormal
" maintenance incident rates, fiscal data -
" for contract renewal, and suspense items

overdue returned from the vendor

Record keeping system: Electrdnic"'~ Co
Information System.

12, Regulatory History Files for
Proposed and Final Rulemaking

Case files documenting proposed and
final rulemakings. Contents include
interoffice correspondence, all source
documents relied upon to prepare
—/ proposed and final rules, public
comments, Committee to Review
_Generic Requirements (CRGR) minutes .
" and recommendations, Advisory
Committee on Reactor Safeguards -
comments, Commission papers, - .x™1.i . °
transcripts, indexes, and Fi ederal
Register Notrces ~

Record keeping system ADAMS
a. Official case files created by ADM

(1) Paper records created before -2 Permanent. Cut off when NC1-431-85-1
04/01/2000. © = swm - regulation is issued through Item l.a
© .« oo oyinotice in the Federal Register.

.. OIS will transfer to NARA in 5-

*. .. { year blocks when the earliest

.. closed case file is 25 years old
#i1:..: - and the most recent case file is
.= 20 years old.

—/ March 2005 ’ 2.1.19 - NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

ITEM
NO. DESCRIPTION OF RECORDS

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and TIFF
files.

March 2005

2.120

NARA
APPROVED
AUTHORIZED DISPOSITION CITATION
Destroy paper documents N1-431-00-4
2 months after creation of Item 6.a2(2)
ADAMS electronic record.
Destroy after creation of N1-431-004
ADAMS electronic record or Item 6.a(3)
when no longer needed for
reference or updating,
whichever is later.
Permanent. Cut off electronic N1-431-004
files when regulation is issued Item 6.a(4)

through notice in the Federal
Register. Transfer to the
National Archives 2 years after
cut-off. At the time of transfer,
NARA and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.

Every effort will be made to
transfer records electronically in
accordance with the standards
for permanent electronic

records contained in 36 CFR
1228.270 or standards
applicable at the time. If
transfer in an electronic medium
is not feasible, prior to transfer,
with NARA concurrence,

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES'
NARA
. - A , APPROVED
"~ DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION - : CITATION
¢ .. records will be convertedto .
~it».. paper or to microform. Destroy
“ 7. NRC copy 8 years after
transferring record to NARA.

(5) ADAMS document profiles and - " -‘Permanent. Cut off electronic N1-431-00-4
ADAMS document packages - .. " files with related PDF files and Item 6.a(5)
created for the management, - TIFF files. Transfer to NARA '
search, and retrieval of the PDF " ;. according to regulations found .
files and TIFF files, and in 36 CFR § 1228.270 when the
ADAMS data related to digital PDF files and TIFF files are
signatures, and data that transferred. Destroy NRC copy
evidence final NRC 8 years after transferring record
management and staff to NARA.
concurrences in documents that
are linked to and considered
part of the official records.

. &l_em&(mmtsl’___mm .
the Federal Register’ A
Copies of rulemaking documents sent to
the Office of the Federal Register for ™ - -
publication, and related correspondence . -
and other documentation. Files solely
used to process the publications and
exclude documents contained in the
regulatory history case files that are
maintained for each rulemaking by the
originating office.

Record keeping system: ADAMS.
a. Paper records created before Destroy S years after the N1-431-00-4

(04/01/2000) completion (through adoptionor  Item 7.a

withdrawal) or rulemaking
- 1.7 " proceedings noticed in the
i3} - Federal Regnster
2.121° NUREG-0910, Rev. 4
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14.

March 2005

NRC Schedule 2

RECORDS OF NRC OFFICES

DESCRIPTION OF RECORDS

b. Paper records used as the source to

create ADAMS Tagged Image File

Format (TIFF) files and ASCII files.

Copies of electronic files stored
outside of ADAMS used to create
ADAMS Portable Document
Format (PDF) files, TIFF files, and
ASCII files that remain with staff
members and OIS processing staff
after creation of the ADAMS
records. Included are electronic
records created intemally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the agency.

ADAMS PDF files and their linked
native application source files;
ADAMS TIFF files and their linked
ASCII files; ADAMS document
profiles and document packages;
and ADAMS digital signature and
concurrence data.

Security Policy Files

Manuals, directives, plans, reports, and
correspondence reflecting policies and
procedures developed by NSIR, in the
administration and direction of security
and protective services programs.

Record keeping system: ADAMS.

Paper records created before
04/01/2000.

2.122

NARA
APPROVED
AUTHORIZED DISPOSITION CITATION
Destroy paper documents N1-431-00-4
2 months after creation of Item7.b
ADAMS electronic record.
Destroy after creation of N1-431-004
ADAMS electronic record or Item 7.c
when no longer needed for
reference or updating,
whichever is later.
Cut off electronic files after the N1-431-004
completion (through adoptionor  Item 7.d
withdrawal) or rulemaking
proceedings noticed in the
Federal Register. Destroy 5
years after cutoff.
Permanent. Transfer to NARA NC1-431-81-5
when 10 years old. Item 1.5.37

NUREG-0910, Rev. 4
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~ | RECORDS OF NRC OFFICES
. NARA
ITEM - , e , _ APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION - CITATION
b. Paper records used as the source tp_" - ‘Destroy paper documents N1-431-004
create ADAMS Tagged Image File - 2 months after creation of - Item 8.b
Format (TIFF) files and ASCII ﬁles ADAMS electromc record. S
c. Copies of electronic ﬁles stored ’ _”Destroy after creation of N1-431-004
outside of ADAMS used to create f . ADAMS electronic record or Item 8.c
ADAMS Portable Document __', o _.whenno longer needed for
Format (PDF) files, TIFF files, and ‘ reference or updating,
ASCII files that remain with staff ~ * whichever is latér.
members and OIS processing staff
after creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the agency.
\/ d. ADAMS PDF files and TIFF files. Permanent. Cut off electronic N1431-004
files at close of the fiscal year. Item 8.d

Transfer to the National
... -Archives 2 years after cut-off.
[ ~At the time of transfer, NARA

*""“and NRC will determine
_-medium and format in which

T records will be transferred as’

... well as their arrangement.

“Every effort will be made to

transfer records electronically in
.accordance with the standards

. ~ for permzment electronic

g ‘1, ‘records contained in 36 CFR
‘1228.270 or standards
- “applicable at the time. If
" “transfer in an electronic medium

is not feasible, prior to transfer,
with NARA concurrénce,
records will be converted to
paper or to microform. ‘Destroy
NRC copy 8 years after
transferring record to NARA.
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NARA
APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

ADAMS document profiles and
ADAMS document packages
created for the management, search,
and retrieval of the PDF files and
TIFF files, and ADAMS data
related to digital signatures, and
data that evidence final NRC
management and staff concurrences
in documents that are linked to and
considered part of the official
records.

15. Security Violations (Felonies) Files

Case files relating to investigations of
alleged security violations of
exceptional historical and evidential
value. Maintained by Division of
Facilities and Security, ADM.

Record keeping system: ADAMS.

a.

March 2005

Paper records created before
04/01/2000.

Paper records used as the source to
create ADAMS Tagged Image File

Format (TIFF) files and ASCII files.

Copies of electronic files stored
outside of ADAMS used to create
ADAMS Portable Document
Format (PDF) files, TIFF files, and
ASCII files that remain with staff
members and OIS processing staff
after creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-

Permanent. Cut off electronic NI1-431-004
files with related PDF files and Item 8.e
TIFF files. Transfer to NARA

according to regulations found

in 36 CFR § 1228.270 when the

PDF files and TIFF files are

transferred. Destroy NRC copy

8 years after transferring record

to NARA.

Permanent. Transfer to NARA NC1-431-81-5

when 10 years old. Item 1.5.38
Destroy paper documents N1-431-00-4
2 months after creation of Item9.b
ADAMS electronic record.

Destroy after creation of . N1-431-004
ADAMS electronic record or Item 9.c

when no longer needed for
reference or updating,
whichever is later.
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RECORDS OF NRC OFFICES

ITEM
NO. DESCRIPTION OF RECORDS -

mail, etc.) and electronic records
received from outside the agency.

d. ADAMS PDF files and TIFF files.

- -AUTHORIZED DISPOSITION

NARA

APPROVED

... CITATION

_ N1-431-00-4
Item 9.d

Permanent. Cut off electronic
files when case is closed.
Transfer to the National
Archives 2 years after cut-off.
At the time of transfer, NARA
and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.
Every effort will be made to
transfer records electronically in
accordance with the standards

- for permanent electronic.
. records contained in 36 CFR

"7 '1228.270 or standards

e. ADAMS document profiles and
ADAMS document packages
created for the management, search,
and retrieval of the PDF files and
TIFF files, and ADAMS data
related to digital signatures, and
data that evidence final NRC = .

management and staff concurrc'rxcé_s »

applicable at the time. If
transfer in an electronic medium

.. -is not feasible, pnor to transfer, .

with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 8 years after
transferring record to NARA.

’ N1-431-00-4
Item 9.e

Permanent. Cut off electronic
files with related PDF files and
TIFF files. Transfer to NARA
according to regulations found -
in 36 CFR §'1228.270 whenthe = = °
PDF files and TIFF files are

,{ransferred Destroy NRC copy

. -8 years after transferring record

in documents that are linked to and to NARA.
considered part of the official
records. :
March 2005 2125 NUREG-0910, Rev. 4
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NO. DESCRIPTION OF RECORDS

16. Still Photography Files

a.

March 2005

Portraits of NRC Chairman and
Commissioners, maintained by the
Audiovisual Support Services,
Management Support Staff, Office
of Administration, and photographs
of reactor sites and noteworthy

NRC related activities. Arranged by

name or subject.

Record keeping system: Polyester
negatives and photographic paper
prints.

(1) The original negative and
captioned print or contact sheet,
and inter-negative, if one
exists.

(2) Duplicate prints maintained in
any NRC office.

35mm color slides of reactor sites,
maintained by Audiovisual Support
Services, Management Support
Staff, Office of Administration,
arranged by reactor name.

Record keeping system: Polyester
negatives and photographic paper
prints.

(1) The original transparency and

one duplicate, if one exists.

(2) Duplicate copies maintained by
any NRC office

2.126

AUTHORIZED DISPOSITION

NARA
APPROVED
CITATION

Permanent. Break file every
five years. Offer to NARA five
years after file break.

Destroy when no longer needed.

Permanent. Break file every

five years. Offer to NARA five
years after file break.

Destroy when no longer nceded.

NC1-431-81-4,
Item l.a

NC1-431-81-4,
Item 1.b

NUREG-0910, Rev. 4
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A RECORDS OF NRC OFFICES
- NARA
ITEM . e , APPROVED .
NO. ~DESCRIPTIONOFRECORDS "  * -AUTHORIZED DISPOSITION CITATION

c. Portraits of NRC officials below the ~ Destroy when no longer needed.

Commissioner level, and

photographs of routine activities

such as awards, retirements, and

administrative functions maintained

by the Audiovisual Support = =

Services, Management Support

Staff, Office of Administration.

Record keeping system:

Photographic paper prints.

17. Yideo Recording Files

NRC-sponsored 3/4-inch video

productions intended for public

distribution. These include educational

programs produced by Los Alamos

\__/ Scientific Laboratory and distributed by

the National Audiovisual Center.

Record keeping system: Videotape. = Permanent. Offer master and NC1-431-81-4
one dubbing to NARA when no Item 3a
longer in current distribution.

a. Off-the-air recordings of media Erase and reuse when no longer NC1431-814
coverage of NRC-related activities needed Item 3b
and events, or appearances of NRC
officials
Record keeping system: Videotape.

b. Original 3/4-inch video recordings Permanent. Break file every NC1-431-81-4
of public meetings, speeches, five years. Offer master and Item 3c
conferences, testimony of NRC one dubbing to NARA five
officials before Congress and other years after file break.

hearings made and maintained by
the Audiovisual Support Services,
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March 2005

Management Staff, Office of
Administration.

Record keeping system: Videotape.

Video productions purchased from
outside sources for technical
training of NRC staff and
maintained in the Audiovisual
Support Services, Management
Support Staff, Office of
Administration.

Record keeping system: Videotape.
Duplicate dubbings of any recording

described in a, b, ¢, or d above
maintained by any NRC office.

Record keeping system: Videotape.

2.1.28

NARA
APPROVED
AUTHORIZED DISPOSITION CITATION
Destroy and reuse when no NC1431-814
longer needed. Item 3d
Erase and reuse when no longer NC1-431-814
needed. Item 3e

NUREG-0910, Rev. 4
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\_/ RECORDS OF NRC OFFICES

PART 2. RECORDS OF THE ADVISORY COMMITTEE ON NUCLEAR WASTE

The Advisory Committee on Nuclear Waste (ACNW) reports to and advises the Nuclear Regulatory
Commission (NRC) on all aspects of nuclear waste management, as appropriate, within the purview of
NRC's regulatory responsibilities. The primary emphasis is on disposal but also mcludes other aspects
such as handling, processing, transporting, storing, and safeguarding nuclear wastes mcludmg spent fuel,
nuclear wastes mixed with other hazardous substances, and uranium mill tzulmgs In performing its
work, the Committee examines and reports on specific areas of concern referred to it by the Commission
or designated representatives of the Commission. The Committee is authorized to undertake other
studies and activities on its own initiative, as appropriate, to carry out its responsibilities.

The following record schedules were developed for records unique to the ACNW. Reference NRC
Schedule 1, "Administrative Records Common to Most Offices,” and General Records Schedules 1
through 26 for other applicable schedules. Appllcable schedules have been identified on the "Files
Maintenance and Disposition Plans" retained by the office Records Liaison Officer.

. L NARA
ITEM S APPROVED
NO. DESCRIPTION OF RECORDS o : _AUTHORIZED DISPOSITION CITATION
1. ACNW Meeting Files -
Master sets of notebooks. reports o i
N certified minutes of general and -
working group meetings with all
attachments, and other items drstnbuted
at ACNW meetings. Arranged
chronologically.
Record keeping system: ADAMS.
a. Paperrecords created before - - Permanent. Maintain for life of = N1-431-00-10
04/01/2000. © ~ . = -7 -’ “'Committee. Transferto NARA  Iteml.a
- 25015 years after Committee ceases
T toexist.
b. Paperrecords used as the sourceto Destroy paper documents N1431-00-10
create ADAMS Tagged Image File r~_\2 months after creationof - ~Jtem Lb
Format (TIFF) ﬁles and ASCH ﬁles ADAMS electronic record. R
c. Copies of electromc ﬁles stored - Destroy after creation of .~ N1-431-00-10
outside of ADAMS used to create : " ADAMS electronicrecordor * * -Item l.c
ADAMS Portable Documment ““*' 7'+ when no longer needed for o
Format (PDF) fi les TIFF ﬁ]es, and ““*reference or updating,
ASCII files that remain with staff ~* ** whichever is later.! =~
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RECORDS OF NRC OFFICES

ITEM
NO. DESCRIPTION OF RECORDS

members and OIS processing staff
after creation of the ADAMS
rrecords. Included are electronic
records created intemally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the agency.

d. ADAMS PDF files and TIFF files.

e. ADAMS document profiles and
ADAMS document packages
created for the management, search,
and retrieval of the PDF files and
TIFF files, and ADAMS data
related to digital signatures, and
data that evidence final NRC
management and staff concurrences

March 2005

NARA
APPROVED

AUTHORIZED DISPOSITION CITATION

2.2.2

NI1-431-00-10
Item 1.d

Permanent. Cut off electronic
files at close of fiscal year.
Transfer to the National
Archives 2 years after cut-off.
At the time of transfer, NARA
and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.
Every effort will be made to
transfer records electronically in
accordance with the standards
for permanent electronic
records contained in 36 CFR
1228.270 or standards
applicable at the time. If
transfer in an electronic medium
is not feasible, prior to transfer,
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 5 years after
Committee ceases to exist.

N1-431-00-10
Iteml.e

Permanent. Cut off electronic
files with related PDF files and
TIFF files. Transfer to NARA
according to regulations found
in 36 CFR § 1228.270 when the
PDF files and TIFF files are
transferred. Destroy NRC copy
5 years after Committee ceases
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RECORDS OF NRC OFFICES
. NARA
ITEM . B _ APPROVED
NO. DESCRIPTION OF RECORDS * AUTHORIZED DISPOSITION .  CITATION
in documents that are linked to and to exist.
considered part of the official
records.
2. ACNW Members’ General Files
Correspondence, meeting summaries,
trip reports, technical reports, and
memoranda prepared by members.
Record keeping system: ADAMS.
a. Paper records created before . Cut off files when appointment N1-431-00-10
04/01/2000. "’ expires or member resigns. Item 2.2
' Maintain for life of Committee.
b. Paper records used as the source to’ N _Destroy paper documents’ - *-N1-431-00-10
create ADAMS Tagged Image File' ~ 2 months after creation of - - Ttem2b
Format (TIFF) files and ASCII files.. ADAMS electronic record. a
Copies of electronic files stored * , ~ Destroy after creation of ‘N1431-00-10
outside of ADAMS used to create _j’ ' ADAMS electronic récord or ‘Ttem2.c
ADAMS Portable Document ‘ ~"when no longer needed for K
Format (PDF) files, TIFF files, and ", reference or updating,
ASCII files that remain with staff ©~ ~~* whichever is later.
members and OIS processing staff :
after creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the agency.
ADAMS PDF files and their lmked ™ Cut off electronic files when N1-431-00-10
native apphcanon source ﬁ]es, Co "“appomtment expires or mcmber  Item2d

March 2005

ADAMS TIFF files and their lmked
ASCII files; ADAMS document "
profiles and document packages;

and ADAMS digital signature and
concurrence data.

22.3

. resigns. Maintain for llfe of -

’ Commxttee
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RECORDS OF NRC OFFICES
NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
3. ACNW Members' Personnel Files
Records pertaining to the background of
individual members of the Committee,
biographical, financial disclosure, and
other personnel information pertaining
to the qualifications and employment of
members appointed to the Committee,
and containing information on their
activities during their membership.
Record keeping system: ADAMS.
a. Paper records created before Maintain for life of Committee N1-431-00-10
04/01/2000. then destroy immediately. Item3.a
b. Paper records used as the source to Destroy paper documents N1-431-00-10
create ADAMS Tagged Image File 2 months after creation of Item 3.b
Format (TIFF) files and ASCII files. ADAMS electronic record.
c. Copies of electronic files stored Destroy after creation of N1-431-00-10
outside of ADAMS used to create ADAMS electronic record or Item 3.c
ADAMS Portable Document when no longer needed for
Format (PDF) files, TIFF files, and reference or updating,
ASCII files that remain with staff whichever is later.
members and OIS processing staff
after creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the agency.
d. ADAMS PDF files and their linked Cut off electronic files when N1-431-00-10
native application source files; appointment expires or member Item 3.d
ADAMS TIFF files and their linked resigns. Maintain for life of
ASCII files; ADAMS document Committee.
profiles and document packages;
and ADAMS digital signature and
concurrence data.
March 2005 22.4 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

ITEM :
NO. DESCRIPTION OF RECORDS

4. ACNW Project Case P_‘iles

Official project case files containing
records generated or received by
ACNW that reflect the committee's

analyses and recommendationson "

specific activities relating to the
regulation and licensing of hlgh-level
waste repositories and low-level waste
disposal facilities. Such activities -
include handling, processing,
transporting, storing and safeguarding
nuclear waste, mcludmg but not lmuted
to spent fuel, nuclear waste mixed wnh
other hazardous substances, and
uranium mill tailings. .

Record keeping system: ADAMS. T

\_/ a

Paper records created before
04/01/2000.

b. Paper records used as the source to

create ADAMS Tagged Image File
Format (TIFF) files and 'ASCII ﬁles.‘:

c. Copies of electronic ﬁles stored

NARA
S L _APPROVED
“AUTHORIZED DISPOSITION " CITATION
% ""'Permanent. Cut off files N1-431-00-10
__annually and retire to OIS when Item4.a
'~ 2 years old. Transfer to NARA
" 5 years after Committee ceases
: *to exist.
. Destroy paper documents N1431-00-10
2 months after creation of Item 4.b
' e ADAMS electronic record. T
i Destroy after creation of ~ N1-431-00-10
 ADAMS electronic record or < -

outside of ADAMS used to create ;.
ADAMS Portable Documem DR

Format (PDF) files, TIFF ﬁles, ah‘d
ASCII files that remain w1th staff

after creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms,

%

March 2005

2.2.5

¥ when no longer needed for

‘reference or updating, -

* “whicheveris later. - -

members and OIS processing staff ~~ -
v [l' — . l

7 Item4.c
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ITEM
NO. DESCRIPTION OF RECORDS

e-mail, etc.) and electronic records
received from outside the agency.

d. ADAMS PDF files and TIFF files.

e. ADAMS document profiles and
ADAMS document packages
created for the management, search,
and retrieval of the PDF files and
TIFF files, and ADAMS data
related to digital signatures, and
data that evidence final NRC
management and staff concurrences

NARA
APPROVED

AUTHORIZED DISPOSITION CITATION

N1-431-00-10
Item4.d

Permanent. Cut off electronic
files at close of fiscal year.
Transfer to the National
Archives 2 years after cut-off.
At the time of transfer, NARA
and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.
Every effort will be made to
transfer records electronically in
accordance with the standards
for permanent electronic
records contained in 36 CFR
1228.270 or standards
applicable at the time. If
transfer in an electronic medium
is not feasible, prior to transfer,
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 5 years after
Committee ceases to exist.

N1-431-00-10
Item4.e

Permanent. Cut off electronic
files with related PDF files and
TIFF files. Transfer to NARA
according to regulations found
in 36 CFR § 1228.270 when the
PDF files and TIFF files are
transferred. Destroy NRC copy
5 years after Committee ceases

in documents that are linked to and to exist.
considered part of the official
records.
March 2005 2.2.6 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
ITEM ‘ . .. U
NO. DESCRIPTION OF RECORDS -AUTHORIZED DISPOSITION -
5. Committee and Conference
Records

a. Records relating to establishment,
organization, membership and
policy of interagency, mtm-agency
and international committees and”
conferences, and agenda, minutes,
final reports, and related records
documenting accomplishments
created by committees and
conferences when NRC is the
sponsoring agency. Excluding
routine internal committee and
conference records covered by
GRS 26-1.a. o

Record keegmg system ADAMS

(1) Paper records created before ™" -
04/01/2000.'

YL,

Permanent. Cut off when NRC

" = involvement terminates. OIS

" will transfer to NARA 20 years
© 77 after cutoff.

(2) Paper records used as the source 1

to create ADAMS Tagged
Image File Format (TIFF) files -
and ASCII files.

3) Copres of electromc files stored

outside of ADAMS used to ™!
‘when no longer needed for :

'_; reference or updating, *

E whlchever is later. " -

create ADAMS Portable " =
Document Format (PDF) files
TIFF files, and ASCII ﬁles that
remain wrth staff members and
OIS processmg staff after

Destroy paper documents
:> 2 months after creation of
“"ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or

creation of the ADAMS w3

records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-

—/

Marcﬁ 2005

22.7

NARA
APPROVED
CITATION

N1-431-00-10
Item 5.a(1)

N1-431-00-10
Item 5.a(2)

N1-431-00-10

Jtem 5.a(3)
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RECORDS OF NRC OFFICES
NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and TIFF Permanent. Cut off electronic N1-431-00-10

files. files when NRC involvement Item 5.a(4)
terminates. Transfer to the
National Archives 2 years after
cut-off. At the time of transfer,
NARA and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.
Every effort will be made to
transfer records electronically in
accordance with the standards
for permanent electronic
records contained in 36 CFR
1228.270 or standards
applicable at the time. If
transfer in an electronic medium
is not feasible, prior to transfer,
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 18 years after
transferring record to NARA.

(5) ADAMS document profiles and Permanent. Cut off electronic N1-431-00-10
ADAMS document packages files with related PDF files and Item 5.a(5)
created for the management, TIFF files. Transfer to NARA
search, and retrieval of the PDF according to regulations found
files and TIFF files, and in 36 CFR § 1228.270 when the
ADAMS data related to digital PDF files and TIFF files are
signatures, and data that transferred. Destroy NRC copy
evidence final NRC 18 years after transferring
management and staff record to NARA.
concurrences in documents that
are linked to and considered
part of the official records.
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RECORDS OF NRC OFFICES

ITEM - - . .
NO. - DESCRIPTION OF RECORDS

b. Agenda, minutes, final reports, and
related records documenting
accomplishments created by
committees and for conferences
when NRC is not the sponsoring
agency.

Record keeping system: ADAMS.

(1) Paper records created before
04/01/2000.

(2) Paper reéords used as the SOiere
to create ADAMS Tagged “*"
Image File Format (TIFF) files _

and ASCII ﬁles

outside of ADAMS used to
create ADAMS Portable
‘Document Format (PDF) files,’
TIFF files, and ASCII files that
remain with staff members and -
OIS processing staff after ~
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,

WordPerfect, Lotus, InForms, e-

mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their
linked native application source

files; ADAMS TIFF filesand

* * their linked ASCII files; ' -
- ADAMS document proﬁles and
document packages; and =

—/

March 2005

(3) Copies of electronic files stored -

22.9

- ! AUTHORIZED DISPOSITION

Destroy when 3 years old or
earlier if no longer needed for

reference.

Destroy paper documents
-2 months after creation of
ADAMS electronic record.

Destroy after creation of

ADAMS electronic record or - -

when no longer needed for

" 'reference or updating,
““.whichever is later.:

Cut off electronic files upon
termination of committee. -:

Destroy 3 years after cutoff.

NARA

APPROVED .

CITATION

N1-431-00-10

Item 5.b(1)

N1-431-00-10

Item 5.b(2)

N1-431-00-10

Item 5.b(3)

' N1-431-00-10

Item 5.b(4)
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DESCRIPTION OF RECORDS

March 2005

ADAMS digital signature and
concurrence data.

All other records created by
committees regardless of whether
NRC is the sponsor agency,
excluding the agenda, minutes, final
reports and related records
described in 5.a above.

Record keeping system: ADAMS.

(1) Paper records created before
04/0172000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus,

InForms, e-mail, etc.) and
electronic records received from
outside the agency.

(4) ADAMS PDF files and their
linked native application source
files; ADAMS TIFF files and
their linked ASCII files;

2.2.10

NARA
APPROVED
AUTHORIZED DISPOSITION CITATION
Destroy when 3 years old or N1-431-00-10
carlier if no longer needed for Item S5.c(1)
reference.
Destroy paper documents N1-431-00-10
2 months after creation of Item 5.¢(2)
ADAMS electronic record.
Destroy after creation of N1-431-00-10
ADAMS electronic record or Item 5.¢(3)
when no longer needed for
reference or updating,
whichever is later.
Cut off electronic files upon N1-431-00-10
termination of committee. Item 5.c(4)

Destroy 3 years after cutoff.

NUREG-0910, Rev. 4
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ITEM .. .
NO. DESCRIPTION OF RECORDS ~* *

 ADAMS document profiles and ‘
document packages;and  © "
ADAMS digital signature and
concurrence data

6. Consultants’ General Files 3

Correspondence, meeting summaries,’
trip reports, technical reports, and ]
memoranda prepared by consultants.’

Record keeping system: ADAMS.

a. Paper records created before "~ -
04/01/2000.

"’AUTHORIZED DISPOSITION

- Permanent. Cut off files
" ‘annually and retire to OIS when

2 years old. Transfer to NARA

" © 5 years after Committee ceases
“* "to exist.

b. Silver master and one diazo copy
for each formal report created
before 04/01/2000.

c. Paper records used as the source to

create ADAMS Tagged Image Flle L
Format (TIFF) ﬁ]es and ‘ASCIHl ﬁ]es T

d. Copies of electronic files stored
outside of ADAMS used to create
ADAMS Portable Document
Format (PDF) ﬁles, TIFF ﬁles and
ASCIHI files that remain with staff
members and OIS processing staff ‘
after creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the agency.

March 2005

2211

- Permanent. Transfer to NARA
" 'when 20 years old.

Destroy paper documents
2 months after creation of

ADAMS electronic record. -

* Destroy after creation of -
L. '‘ADAMS electronic record or -
“*" when no longer needed for
* reference or updating,
‘ whichever is later.

NARA
APPROVED

- CITATION

N1-431-00-10
Item 6.a

N1-431-00-10
Item6.b

N1-431-00-10

" Item 6.c

N1-431-00-10
Item 6.d

NUREG-0910, Rev. 4



ITEM
NO.

NRC Schedule 2

RECORDS OF NRC OFFICES

DESCRIPTION OF RECORDS

e. ADAMS PDF files and TIFF files.

f. ADAMS document profiles and
ADAMS document packages
created for the management, search,
and retrieval of the PDF files and
TIFF files, and ADAMS data
related to digital signatures, and
data that evidence final NRC
management and staff concurrences
in documents that are linked to and
considered part of the official

records.

March 2005

2212

AUTHORIZED DISPOSITION

NARA
APPROVED
CITATION

Permanent. Cut off electronic
files at close of fiscal year.
Transfer to the National
Archives 2 years after cut-off.
At the time of transfer, NARA
and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.
Every effort will be made to

transfer records electronically in

accordance with the standards
for permanent electronic
records contained in 36 CFR
1228.270 or standards
applicable at the time. If

transfer in an electronic medium

is not feasible, prior to transfer,
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy S years after
Committee ceases to exist.

Permanent. Cut off electronic
files with related PDF files and
TIFF files. Transfer to NARA
according to regulations found
in 36 CFR § 1228.270 when the
PDF files and TIFF files are
transferred. Destroy NRC copy
5 years after Committee ceases
to exist.

N1-431-00-10
Item 6.e

N1-431-00-10
[tem 6.f

NUREG-0910, Rev. 4
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NO.

7.

NRC Schedule 2 -

RECORDS OF NRC OFFICES
* DESCRIPTION OF RECORDS - %7 " AUTHORIZED DISPOSITION

.Consultants’ Personnel Files

Correspondence, biographical
information, contract, financial
disclosure, and other personnel
information pertaining to the
qualifications and employment of
outside technical advisors or consultants
under contract with ACNW.

Record keeping system: ADAMS.

a. Paper records created before Destroy 10 years after
04/01/2000. termination of contract.
b. Paper records used as the source to L Destroy paper documents

create ADAMS Tagged Image File .- 2 months after creation of
Format (TIFF) files and ASCI files.: - ADAMS electronic record.

c. Copies of electronic files stored Destroy after creation of

" outside of ADAMS used to create *ADAMS electronic record or .
ADAMS Portable Document .. = ;- -- when no longer needed for
Format (PDF) files, TIFF files, and .+ ' -reference or updating,
ASCII files that remain with staff whichever is later.

" members and OIS processing staff .. ..
after creation of the ADAMS .
records. Included are electronic - .- -,
records created internally using <.~ .- -
office automation tools (e.g., -
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the agency.

d. ADAMS PDF files and their linked Cut off electronic files upon
native application source files; termination of contract. .
ADAMS TIFF files and their linked  Destroy 10 years after cutoff.
ASCII files; ADAMS document :
profiles and document packages;

* and ADAMS digital sngnature and
" concurrence data. » Coi

NARA
APPROVED

. CITATION

N1-431-00-10
Item 7.a

N1-431-00-10
Item 7.b

N1-431-00-10
Item 7.c

. NI431-00-10
E _Item 7d

March 2005~ -+ 2.2.13 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
8. Program Correspondence Files

Records generated or received by

ACNW in the conduct of business that

are used as bases for advising the

Commission on all aspects of the

nuclear waste management program;

e.g., its direction and implementation,

and resulting documentation that

reflects Commission policy making

decisions.

Record keeping system: ADAMS.

a. Paper records created before Permanent. Cut off files N1-431-00-10
04/01/2000. annually and retire to OIS when Item 8.a

2 years old. Transfer to NARA
5 years after Committee ceases
to exist.

b. Paper records used as the source to Destroy paper documents N1-431-00-10
create ADAMS Tagged Image File 2 months after creation of Item 8.b
Format (TIFF) files and ASCI files. ADAMS electronic record.

c. Copies of electronic files stored Destroy after creation of N1-431-00-10
outside of ADAMS used to create ADAMS electronic record or Item 8.c
ADAMS Portable Document when no longer needed for
Format (PDF) files, TIFF files, and reference or updating,

ASCII files that remain with staff whichever is later.
members and OIS processing staff
after creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the agency.
d. ADAMS PDF files and TIFF files. Permanent. Cut off electronic N1-431-00-10
files at close of fiscal year. Item 8.d

March 2005

2.2.14

Transfer to the National

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

o NARA
ITEM --: - . i S APPROVED
NO. DESCRIPTION OF RECORDS  “-'-- AUTHORIZED DISPOSITION CITATION

- Archives 2 years after cut-off.
At the time of transfer, NARA
and NRC will determine
medium and format in which
~ records will be transferred as
" well as their arrangement.
. Every effort will be made to
“* " transfer records electronically in
~.accordance with the standards
... for permanent electronic
___ records contained in 36 CFR
1228270 or standards
applicable at the time. If
**"transfer in an electronic medium
is not feasible, pnor to transfer, :
with NARA concurrence, *°
records will be converted to
paper or to microform. Destroy
NRC copy 5 years after
Committee ceases to exist.
e. ADAMS document profiles and Permanent. Cut off electronic - - 'N1-431-00-10
_ADAMS document packages =~ files with related PDF files and Item 8.e
created for the management, search, - TIFF files. Transfer to NARA ~ '
and retrieval of the PDF files and **'according to regulations found
TIFF files, and ADAMSdata . "~ =" 'in 36 CFR § 1228.270 when the
related to digital signatures, and N "i_‘PDF files and TIFF files are
data that evidence final NRC ™ _"" transferred. Destroy NRC copy
management and staff concurrences "% 5 years after Committee ceases
in documents that are linked to and " toexist.
considered part of the official | "
records.
9.  Transcriptsof ACNW Meefings ~ *"*"
Transcripts of verbatlm accounts of all Y
general and subcommmee meetmgs v
Record keeping system: ADAMS. e
March 2005 2.2.15 NUREG-0910, Rev.'4



ITEM

NRC Schedule 2

RECORDS OF NRC OFFICES

NO. DESCRIPTION OF RECORDS

a.

Silver master and one diazo
duplicate of microfiche copies of
transcripts created before
04/01/2000.

Paper records used as the source to
create ADAMS Tagged Image File

Format (TIFF) files and ASCII files.

Copies of electronic files stored
outside of ADAMS used to create
ADAMS Portable Document
Format (PDF) files, TIFF files, and
ASCII files that remain with staff
members and OIS processing staff
after creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the agency.

d. ADAMS PDF files and TIFF files.

March 2005

2.2.16

AUTHORIZED DISPOSITION

Permanent. Transfer to NARA
when 2 years old.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or
when no longer needed for
reference or updating,
whichever is later.

Permanent. Cut off electronic
files at close of fiscal year.
Transfer to the National
Archives 2 years after cut-off.
At the time of transfer, NARA
and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.

Every effort will be made to
transfer records electronically in
accordance with the standards
for permanent electronic

records contained in 36 CFR
1228.270 or standards
applicable at the time. If
transfer in an electronic medium
is not feasible, prior to transfer,

NARA
APPROVED
CITATION

N1-431-00-10
Item9.a

N1-431-00-10
Item 9.b

N1-431-00-10
Item 9.c

N1-431-00-10
Item9.d

NUREG-0910, Rev. 4
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NRC Schedule 2

RECORDS OF NRC OFFICES
NARA
ITEM. . L . APPROVED
NO. DESCRIPTION OF RECORDS *. "AUTHORIZED DISPOSITION :  CITATION
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 18 years after
transferring record to NARA.
e. ADAMS document profiles and Permanent. Cut off electronic  ‘N1-431-00-10
ADAMS document packages files with related PDF files and Item 9.e
" created for the management, search,” '~ TIFF files. Transfer to NARA '
and retrieval of the PDF files and according to regulations found °
TIFF files, and ADAMS data in 36 CFR § 1228.270 when the
_ related to digital signatures, and -’ " PDF files and TIFF files are
 data that evidence final NRC =~ *"~ " 'transferred Destroy NRC copy
management and staff concurrences ‘- 18 years after transferring = *
in documents that are linked to and record to NARA.
considered part of the offi cxal Gl e
records. ' ‘
10.  Waste Management Licensing Files*

March 2005

Copies of Waste Management Licensing
Files maintained by ACNW and used
for its review and analysis of waste
management issues and the formulation
of recommendations to the Commission
on the licensing of waste management
activities. These files reflect the
issuance of construction permits and the
licensing of the U.S. Department of
Energy to receive and possess '
byproduct, source, and spccxal nuclear”

material at a geologic repository and the ™ '+

licensing of companies, institutions, and
facilities to receive, possess, and
dispose of low-level radioactive wastes
containing byproduct, source, and
special nuclear material at a Jand
disposal facility pursuant to Parts 60
and 61, Title 10, Code of Federal
Regulations. Documents include
applications, site characterizations,

2.2.17

NUREG-0910, Rev. 4



ITEM
NO.

NRC Schedule 2

RECORDS OF NRC OFFICES

DESCRIPTION OF RECORDS

March 2005

licenses, license amendments, and
related documentation. The official

record copy is maintained in NRC's File
Center and/or ADAMS and is scheduled

under NRCS 2-17.4 and 2-17.5.

Record keeping system: ADAMS.

a.

Paper records created before
04/01/2000.

Paper records used as the source to
create ADAMS Tagged Image File

Format (TIFF) files and ASCII files.

Copies of electronic files stored
outside of ADAMS used to create
ADAMS Portable Document
Format (PDF) files, TIFF files, and
ASCII files that remain with staff
members and OIS processing staff
after creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the agency.

ADAMS PDF files and their linked
native application source files;
ADAMS TIFF files and their linked
ASCII files; ADAMS document
profiles and document packages;
and ADAMS digital signature and
concurrence data.

2.2.18

AUTHORIZED DISPOSITION

NARA
APPROVED
CITATION

Maintain for life of Committee.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or
when no longer needed for
reference or updating,
whichever is later.

Cut off electronic files upon
termination of license.

Maintain for life of Committee.

N1-431-88-1
Item 5

N1-431-00-10
Item 10.b

N1-431-00-10
Item 10.c

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

PART 3. RECORDS OF THE ADVISORY. COMMITTEE ON REACTOR SAFEGUARDS

The Advisory Committee on Reactor Safeguards (ACRS) reviews safety studies and applications for
construction permits and facility operating licenses, and makes reports thereon; advrses the Commission
with regard to hazards of proposed or existing reactor facilities and the adequacy of pr0posed reactor
safety standards; upon request of the Department of Energy (DOE), reviews and advises with regard to
the hazards of DOE nuclear activities and facilities; reviews any generic issues or other matters referred
to it by the Commission for advice. On its own initiative may conduct reviews of specrﬁc generic
matters or nuclear facility safety-related items. Conducts studies of reactor safety research prepares, and
submits annually to the U.S. Congress a report containing the results of such study.

The following record schedules were developed for records unique to the ACRS. Reference NRC
Schedule 1, "Records Common to Most Offices,” and the General Records Schedules 1 through 26 for
other applicable schedules. Applicable schedules have been identified on the "Files Maintenance and
Disposition Plans” retained by the office Records Liaison Officer.

NARA
ITEM Lo APPROVED
NO. DESCRIPTION OF RECORDS . 'AUTHORIZED DISPOSITION CITATION
1. ACRS Meeting Files :
\_/ Master sets of notebooks rep'orts ‘
certified mmutes of genera] and
subcommittee meetings withall N
attachments, and other items drstnbnted B
at ACRS meetings. Arranged 7
chronologically.
Record keeping system: ADAMS 5
a. Paper records created before o Permanent. Maintain for life of = N1-431-00-9
04/01/2000. Comrmttee Transfer to NARA Item l.a
. s years after Committee ceases
T |- toexist.
b. Paper records used as the source to . ... Destroy paper documents ~ N1-431-00-9
create ADAMS Tagged Image File ;~.2 months after creation of “Item 1.b
Format (TIFF) fi les and ASCII f les - ADAMS electronic record L
c. Copies of electromc ﬁles stored Destroy after creation of - *N1-431-00-9
outside of ADAMS used to create S "' ADAMS electronic record or

—/

ADAMS Portable Document ’

Format (PDF) files, TIFF files, and

ASCII files that remain with'staff

March 2005 - 23.1

“*" "when no longer needed for
~_reference or updating, -~

whichever is later.

" Item l.c

NUREG-0910, Rev. 4 -
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RECORDS OF NRC OFFICES
ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

March 2005

members and OIS processing staff
after creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the agency.

ADAMS PDF files and TIFF files.

ADAMS document profiles and
ADAMS document packages
created for the management, search,
and retrieval of the PDF files and
TIFF files, and ADAMS data
related to digital signatures, and
data that evidence final NRC
management and staff concurrences

NARA
APPROVED
CITATION

23.2

Permanent. Cut off electronic
files at close of fiscal year.
Transfer to the National
Archives 2 years after cut-off.
At the time of transfer, NARA
and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.
Every effort will be made to
transfer records electronically in
accordance with the standards
for permanent electronic
records contained in 36 CFR
1228.270 or standards
applicable at the time. If
transfer in an electronic medium
is not feasible, prior to transfer,
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 5 years after
Committee ceases to exist.

Permanent. Cut off electronic
files with related PDF files and
TIFF files. Transfer to NARA
according to regulations found
in 36 CFR § 1228.270 when the
PDF files and TIFF files are
transferred. Destroy NRC copy
5 years after Committee ceases

N1-431-00-9
Item 1.d

N1-431-00-9
Item l.e

NUREG-0910, Rev. 4
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N | RECORDS OF NRC OFFICES
_ NARA
ITEM ‘ . L APPROVED
NO. DESCRIPTION OF RECORDS "0 - "AUTHORIZED DISPOSITION CITATION
in documents that are linked to and to exist.
considered part of the official
records.
2. ACRS Members’ General Files
Correspondence, meeting summaries,
trip reports, technical reports, and
memoranda prepared by members.
Record keeping system: ADAMS.
a. Paperrecords created before Cut off files when appointment - N1-431-00-9
04/01/2000. expires or member resigns. Item 2.a
Maintain for life of Committee. -
b. Paper records used as the source to- -~ -*Destroy paper documents - N1-431-00-9
" create ADAMS Tagged Image File ' * -*2 months after creationof - Item2.b
Format (TIFF) files and ASCI files. = ADAMS electronic record.
/ Ce ,
c. Copies of electronic files stored - - i Destroy after creation of -N1-431-00-9
outside of ADAMS used to create ADAMS electronic record or Item2.c
~ ADAMS Portable Document '+~ “-when no longer needed for . - - -
Format (PDF) files, TIFF files, and “:~i'reference or updating, -
ASCII files that remain with staff -~ " “'whichever is later.
members and OIS processing staff = - ' -
after creation of the ADAMS ™7+ ™~ :
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the agency.
d. ADAMS PDF files and their linked Cut off electronic files when ‘N1-431-00-9
native application source files; appointment expires or member  Item2.d
ADAMS TIFF files and their linked *resigns. Maintain for life of - L
ASCII files; ADAMS document - -**:'. Committee. _

profiles and document packages; * ~

N March 2005 23.3 NUREG-0910; Rev. 4
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RECORDS OF NRC OFFICES
NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
and ADAMS digital signature and
concurrence data.
3. ACRS Members' Personnel Files

Records pertaining to the background of

individual members of the Committee,

biographical, financial disclosure, and

other personnel information pertaining

to the qualifications and employment of

members appointed to the Committee,

and containing information on their

activities during their membership.

Record keeping system: ADAMS.

a. Paper records created before Maintain for life of Committee N1-431-00-9
04/01/2000. then destroy immediately. Item 3.a

b. Paper records used as the source to Destroy paper documents N1-431-00-9
create ADAMS Tagged Image File 2 months after creation of Item 3.b
Format (TIFF) files and ASCII files. = ADAMS electronic record.

c. Copies of electronic files stored Destroy after creation of N1-431-00-9
outside of ADAMS used to create ADAMS electronic record or Item 3.c
ADAMS Portable Document when no longer needed for
Format (PDF) files, TIFF files, and reference or updating,

ASCII files that remain with staff whichever is later.
members and OIS processing staff

after creation of the ADAMS

records. Included are electronic

records created internally using

office automation tools (e.g.,

WordPerfect, Lotus, InForms, e-

mail, etc.) and electronic records

received from outside the agency.

d. ADAMS PDF files and their linked Cut off electronic files when N1-431-00-9
native application source files; appointment expires or member Item 3.d

March 2005

ADAMS TIFF files and their linked
ASCII files; ADAMS document

23.4

resigns. Maintain for life of
Committee.

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

ITEM : Coe
NO. ~DESCRIPTION OF RECORDS

profiles and document packages;
and ADAMS digital sxgnature and
concurrence data. ‘

4. Annual Reports of the ACRS to the
U.S. Congress and/or U.S. NRC

Reports pertaining to ACRS evaluation
of the effectiveness of NRC effort in
reactor safety research issued as
NUREG documents. Permanent copy of
reports are maintained in the OIS’s
NUREG collection.

Record keeping system: ADAMS.

a. Paper records created before
04/01/2000.

b. Reference copies of microfiche
before 04/01/2000.

Note: Maintenance of extra copies
of these NUREG reports in paper or

_.in microfiche will be dlscontmued

" when ADAMS is 1mplemented on

" 4/1/2000. ACRS will 1dent1fy R
appropriate ACRS NUREG reports
as FACA documents in the "
document profiles and the reports

- ‘will be obtainable from the records’

' - AUTHORIZED DISPOSITION

NARA
APPROVED
CITATION

Destroy when microfiche copies

have been determined to be and ..:

adequate substitute for ongmal
records. C

Maintain for life of Committee.

sV

located in ADAMS. Accordingly, "
this series will be discontinued with ~*

the implementation of ADAMS and
. these dispositions applied only to
the files up to that date

vt

-3 i
-1

March 2005 23.5

N1-431-00-9

.Item4.a

NC1-431-81-5
Item 3.8.b
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RECORDS OF NRC OFFICES
NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
5. Classified Defense Information File
Reports, correspondence, and other Permanent. Offer to NARA NC1431-81-5
records pertaining to DOD reactors and when 20 years old. Item3.11
to DOE production facilities, arranged
by subject.
Record keeping system: Paper.
6. Committee and Conference
Records
a. Records relating to establishment,
organization, membership and
policy of interagency, intra-agency
and international committees and
conferences, and agenda, minutes,
final reports, and related records
documenting accomplishments
created by committees and
conferences when NRC is the
sponsoring agency. Excluding
committee and conference records
covered by GRS 26-1.a.
Record keeping system: ADAMS.
(1) Paper records created before Permanent. Cut off when NRC N1-431-00-9
04/01/2000. involvement terminates. OIS Item 5.a(1)
will transfer to NARA 20 years
after cutoff.
(2) Paper records used as the source  Destroy paper documents N1-431-00-9
to create ADAMS Tagged 2 months after creation of Item 5.a(2)
Image File Format (TIFF) files ADAMS electronic record.
and ASCII files.
(3) Copies of electronic files stored Destroy after creation of N1-431-00-9
outside of ADAMS used to ADAMS electronic record or Item 5.a(3)

March 2005

create ADAMS Portable
Document Format (PDF) files,

23.6

when no longer needed for
reference or updating,

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

NO. DESCRIPTION OF RECORDS

NARA
APPROVED

"IVl AUTHORIZED DISPOSITION CITATION -

TIFF files, and ASCII files that ~' - whichever is later.
remain with staff members and =
OIS processing staff after <" !

creation of the ADAMS

records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-

mail, etc.) and electronic
records received from outside
the agency.
(4) ADAMS PDF files and TIFF Permanent. Cut off electronic E N1-431-00-9
files. files when NRC involvement Item 5.a(4)

terminates. Transfer to the
National Archives 2 years after -
cut-off. At the time of transfer,
s <" "NARA and NRC will determine
i medium and format in which"
. records will be transferred as
well as their arrangement.
" Every effort will be made to

* . transfer records electronically in

accordance with the standards

for permanent electronic

records contained in 36 CFR
- -171228.270 or standards -

2 -

.1+ . " applicable at the time. If -

WL

“ " transfer in an electronic medium

~ - “7is not feasible, prior to transfer, .
with NARA concurrence,

records will be converted to . .- .
paper or to microform. Destroy -
NRC copy 18 years after
transferring record to NARA.

(5) ADAMS document profiles and Permanent. Cut off elecironic ~ -N1-431-00-9
ADAMS document packages files with related PDF files and - - Item 5.a(5)

March 2005

created for the management,

TIFF files. Transfer to NARA

search, and retrieval of the PDF  according to regulations found

files and TIFF files, and

in 36 CFR § 1228.270 when the

23.7 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

DESCRIPTION OF RECORDS

March 2005

ADAMS data related to digital
signatures, and data that
evidence final NRC
management and staff
concurrences in documents that
are linked to and considered
part of the official records.

b. Agenda, minutes, final reports, and

related records documenting
accomplishments created by
committees and for conferences
when NRC is not the sponsoring
agency.

Record keeping system: ADAMS.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus,

InForms, e-mail, etc.) and
electronic records received from
outside the agency.

2.3.8

AUTHORIZED DISPOSITION

NARA
APPROVED
CITATION

PDF files and TIFF files are
transferred. Destroy NRC copy
18 years after transferring
record to NARA.

Destroy when 3 years old or
earlier if no longer needed for
reference.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or
when no longer needed for
reference or updating,
whichever is later.

N1-431-00-9
Item 5.b(1)

N1-431-00-9
Item 5.b(2)

N1-431-00-9
Item 5.b(3)

NUREG-0910, Rev. 4
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—/ _ RECORDS OF NRC OFFICES
NARA
ITEM - e APPROVED
NO. DESCRIPTION OF RECORDS i+ AUTHORIZED DISPOSITION .CITATION
(4) ADAMS PDF files and their Cut off electronic files upon - "~ N1-431-009
linked native application source termination of committee. - Item 5.b(4)
files; ADAMS TIFF filesand . Destroy 3 years after cutoff.
their linked ASCII files; . E T L
ADAMS document proﬁles and
document packages; and - ‘
ADAMS digital signature and
concurrence data.
c. All other records created by
" committees regardless of whether
NRC is the sponsor agency,
excluding the agenda, minutes, final
reports and related records
described in 5.a above.
Record keeping system: ADAMS.
(1) Paper records created before Destroy when 3 yearsoldor -~ 'N1-431-00-9
—/ 04/01/2000. earlier if no longer needed for - -~ Item 5.c(1)
reference. e T
(2) Paper records used as the source  Destroy paper documents N1-431-00-9
to create ADAMS Tagged 2 months after creation of - Item 5.c(2)
Image File Format (TIFF) ﬁlcs ADAMS electronic record.
and ASCII files. - _ '
(3) Copies of electronic files stored = Destroy after creation of N1-431-00-9
outside of ADAMS used to ADAMS electronic record or Item 5.¢(3)
create ADAMS Portable” """ *'- when'no longer needed for .
Document Format (PDF) files, _’.:" f' reference or updating,

TIFF files, and ASCII files that - - whichever is later.
.. remain with staff members and

OIS processing staff after o

creation of the ADAMS

records. Included are electromc'

records created internally usmg T

office automation tools (e.g,” ** " - -

WordPerfect, Lotus, =

InForms, e-mail, etc.) and T

\_/ March 2005 23.9 - NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
electronic records received from
outside the agency.

(4) ADAMS PDF files and their Cut off electronic files upon N1-431-00-9
linked native application source termination of committee. Item 5.c(4)
files; ADAMS TIFF files and Destroy 3 years after cutoff.
their linked ASCII files;

ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

7. Committee Files on Regulation

Guidelines

Correspondence, memoranda, and

reports pertaining to committee and

public comments on the formulation of

all NRC regulations relating to nuclear

operating standards, arranged

numerically by NRC Regulatory Guide

number.

Record keeping system: ADAMS.

a. Paper records created before Permanent. Transfer to NARA N1-431-00-9
04/01/2000. 5 years after Committee ceases Item 6.2

to exist.

b. Paper records used as the source to Destroy paper documents N1-431-00-9
create ADAMS Tagged Image File 2 months after creation of Itemn 6.b
Format (TIFF) files and ASCII files. ADAMS electronic record.

c. Copies of electronic files stored Destroy after creation of N1-431-00-9
outside of ADAMS used to create ADAMS electronic record or Item 6.c

March 2005

ADAMS Portable Document
Format (PDF) files, TIFF files, and
ASCII files that remain with staff
members and OIS processing staff
after creation of the ADAMS
records. Included are electronic

2.3.10

when no longer needed for
reference or updating,
whichever is later.

NUREG-0910, Rev. 4
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/ RECORDS OF NRC OFFICES
o NARA
ITEM o APPROVED
NO. ~ :DESCRIPTION OF RECORDS ' .': AUTHORIZED DISPOSITION , - . CITATION

records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the agency.

d. ADAMS PDF files and TIFF files. Permanent. Cut off electronic - N1-431-00-9
files at the close of fiscal year. Item 6.d
«-.- " Transfer to the National ,
" i... . Archives 2 years after cut-off.
=~ . . At the time of transfer, NARA
«.. ~and NRC will determine
- . medium and format in which
records will be transferred as
#7277 well as their arrangement.
<. ..~ - Every effort will be made to .
transfer records electronically in
accordance with the standards
.- +: - - for permanent electronic .- -
—/ | ¢+, - records contained in 36 CFR
~5. ¢ 1228.270 or standards
applicable at the time. If
- =~ transfer in an electronic medium |
‘. is not feasible, prior to transfer,
.. with NARA concurrence,
.-~ -.;records will be converted to
- .~ <, paper or to microform. Destroy
NRC copy 5 years after -
Committee ceases to exist..

e. ADAMS document profiles and Permanent. Cut 6ff}e]éct4r_'c(m’ic -Nl>-43l—00‘9

ADAMS document packages files with related PDF filesand ~ Item6.e
created for the management, search,  TIFF files. Transfer to NARA

and retrieval of the PDF files and according to regulations found

TIFF files, and ADAMS data in 36 CFR § 1228.270 when the

related to digital signatures, and PDF files and TIFF files are

data that evidence final NRC - --. ... transferred. Destroy NRC copy
management and staff concurrences._ .. § years after Committee ceases

in documents that are linked to and .- -'; to exist.

considered part of the official ... - -

records. "7 - e AR

N March 2005 - 2.3.11 NUREG-0910, Rev. 4
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a.

NRC Schedule 2
RECORDS OF NRC OFFICES -
NARA
APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
8. Consultants’ General Files
Correspondence, meeting summaries,
trip reports, technical reports, and
memoranda prepared by consultants.
Record keeping system: ADAMS.
Paper records created before Permanent. Cut off files N1-431-00-9
04/01/2000. annually and retire to OIS when Item 7.a
2 years old. Transfer to NARA
5 years after Committee ceases
to exist.
Silver master and one diazo copy Permanent. Transfer to NARA NC1-431-81-5
for each formal report created when 20 years old. Item 3-7
before 04/01/2000.
Paper records used as the source to Destroy paper documents N1-431-00-9
create ADAMS Tagged Image File 2 months after creation of Item 7.c —
Format (TIFF) files and ASCII files. = ADAMS electronic record.
Copies of electronic files stored Destroy after creation of N1-431-00-9
outside of ADAMS used to create ADAMS electronic record or Item 7.d
ADAMS Portable Document when no longer needed for
Format (PDF) files, TIFF files, and reference or updating,
ASCII files that remain with staff whichever is later.
members and OIS processing staff
after creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the agency.
ADAMS PDF files and TIFF files. Permanent. Cut off electronic N1-431-00-9
files at close of fiscal year. Item 7.e
Transfer to the National
Archives 2 years after cut-off.
At the time of transfer, NARA
2.3.12 NUREG-0910, Rev. 4 —_
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NRC Schedule 2

RECORDS OF NRC OFFICES

ITEM , . ,
NO. DESCRIPTION OF RECORDS

¥+ AUTHORIZED DISPOSITION

NARA

APPROVED "~

- CITATION ‘-

and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.
Every effort will be made to

~- transfer records electronically in
"+ accordance with the standards

for permanent electronic

" records contained in 36 CFR

1228.270 or standards

“applicable at the time. If

transfer in an electronic medium

" is not feasible, prior to transfer,

* - with NARA concurrence,

f. ADAMS document profiles and
ADAMS document packages

created for the management, search,

and retrieval of the PDF files and
TIFF files, and ADAMS data
related to digital signatures, and
data that evidence final NRC

' i management and staff concurrences’
in'documents that are linked to and ?'_:

considered part of the official
records.

9, Consultants’ Personnel Files

Correspondence, biographical
information, contract, financial
disclosure, and other personnel
information pertaining to the
qualifications and employment of

March 2005 23.13°

" records will be converted to

paper or to microform. Destroy

" NRC copy 5 years after-

Committee ceases to exist.

.-N1-431-00-9
- Item 7.f

Permanent. Cut off electronic -
files with related PDF files and
TIFF files. Transfer to NARA
according to regulations found
in 36 CFR § 1228.270 when the
PDF files and TIFF files are
transferred. Destroy NRC copy

S years after Commlttee ceases -
to exist. -

NUREG-0910, Rev. 4
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NO.

10.

March 2005

a.

NRC Schedule 2
RECORDS QF NRC OFFICES
NARA
APPROVED
DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
outside technical advisors or consultants
under contract with ACRS.
Record keeping system: ADAMS.
Paper records created before Destroy 10 years after N1-431-00-9
04/01/2000. termination of contract. Item 8.a
Paper records used as the source to Destroy paper documents N1-431-00-9
create ADAMS Tagged Image File 2 months after creation of Item 8.b
Format (TIFF) files and ASCII files. ADAMS electronic record.
Copies of electronic files stored Destroy after creation of N1-431-00-9
outside of ADAMS used to create ADAMS electronic record or Item 8.c
ADAMS Portable Document when no longer needed for
Format (PDF) files, TIFF files, and reference or updating,
ASCII files that remain with staff whichever is later.
members and OIS processing staff
after creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the agency.
ADAMS PDF files and their linked Cut off electronic files upon N1-431-00-9
native application source files; termination of contract. Item 8.d

ADAMS TIFF files and their linked
ASCII files; ADAMS document
profiles and document packages;
and ADAMS digital signature and
concurrence data.

General Program Correspondence

Files

Letters, memoranda, messages, studies,
reports, forms, and other data
documenting and/or implementing
plans, policies, procedures,

2.3.14

Destroy 10 years after cutoff.

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
ITEM o L N
NO. DESCRIPTION OF RECORDS ; ‘.. AUTHORIZED DISPOSITION

March 2005 -

accomplishments, opinions, and
decisions pertaining to ACRS busmess
and staff acnvmes

Record keeping system: ADAMS

a.

Paper records created before V

04/01/2000. | RN

RN

Paper records used as the source to

" create ADAMS Tagged Image File =
Format (TIFF) files and ASCII ﬁ}es. )

Copies of electronic files stored °
outside of ADAMS used to create
ADAMS Portable Document "

after creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-

‘mail, etc.) and electronic records

recelved from out51de the agency

ADAMS PDF ﬁles and TIFF ﬁles

2.3.15

‘-~ 'Permanent. Transfer to NARA
"5 years after Committee ceases -
- to exist.

Destroy paper documents

"2 months after creation of
_ADAMS e]ectromc record.

"Destroy after creation of

+ ADAMS electronic record or

7" when no longer needed for
Format (PDF) files, TIFF files,and <
ASCII files that remain with staff =~ -
members and OIS processing staff =~

reference or updating,

“whichever is later. -

“-Permanent. Cut off electronic
" files at close of fiscal year.
% Transfer to the National .

Archives 2 years after cut-off.
At the time of transfer, NARA
and NRC will determine
medium and format in which
records will be transferred as -
well as their arrangement.
Every effort will be made to
transfer records electronically in
accordance with the standards
for permanent electronic

NARA
APPROVED

" "CITATION

N1-431-00-9
Item 9.a

N1-431-00-9
Item 9.b

N1-431-00-9

Item 9.c

- N1-431-00-9

Item 9.d

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
NARA

ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

records contained in 36 CFR

1228.270 or standards

applicable at the time. If

transfer in an electronic medium

is not feasible, prior to transfer,

with NARA concurrence,

records will be converted to

paper or to microform. Destroy

NRC copy 5 years after

Committee ceases to exist.

e. ADAMS document profiles and Permanent. Cut off electronic N1-431-00-9
ADAMS document packages files with related PDF files and Item9.e
created for the management, search, TIFF files. Transfer to NARA
and retrieval of the PDF files and according to regulations found
TIFF files, and ADAMS data in 36 CFR § 1228.270 when the
related to digital signatures, and PDF files and TIFF files are
data that evidence final NRC transferred. Destroy NRC copy
management and staff concurrences 5 years after Committee ceases
in documents that are linked to and to exist.
considered part of the official
records.

11. Keyword In Context/Out of Context

Index (KWIC/KWOC)

The ACRS Keyword Index provides a Retain until it has been NC1-431-81-2

means to identify and physically located  determined by a competent Item 13.K

any document that has been received or NRC Official that data are no
generated by the ACRS. In addition, the  longer needed; erase and reuse
system can track any action required by tape, etc.

an ACRS member, staff, fellow, or

consultant in response to incoming

documents.

Record keeping system: Electronic

Information System.

March 2005 2.3.16 NUREG-0910, Rev. 4
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—/ RECORDS OF NRC OFFICES °
o NARA
ITEM . - , L APPROVED -
NO. ~"DESCRIPTION OF RECORDS -~~~ *"" * AUTHORIZED DISPOSITION .. 'CITATION

12. Nuclear Power Plant Docket Files

Official records documenting licensing
of the construction and operation of
* commercial nucléar reactors for power -
generation pursuant to Parts 2, 20, 50,
100, and 140 of Title 10, Code of "+ -
Federal Regulations. Material consists
of individual applicant case files,
identified by assigned docket numbers,
containing copies of all documents
received or generated in the review,
evaluation, and authorization stages of
the licensing process. Sources of
documents included in case files are:
applicant utility organization;
NRC/Regulatory Offices; Federal and
State agencies; safety boards and
committees; private organizations and
—/ parties; intervenors; and individuals
commenting on licensing actions.

Record keeping system: ADAMS. _

‘a. Paper records created before  ** """ Maintain for life of Committee. .:NC1-431-81-5
04/01/2000. SR Item 3.10

?

_b. Pailpgr records used as the'source to " -"Destroy paper documents . NI1-431-00-9
create ADAMS Tagged Image File” ' "2 months after creationof ~* ~-. - Item 10.b
Format (TIFF) files and ASCII files. * '~ ADAMS electronic record. . - Sy

c. "Copies of electronic files stored * /- *** Destroy after creation of .. N1-431-00-9
outside of ADAMS used to create ‘~*‘° ADAMS electronic record or : Item 10.c
ADAMS Portable Document ="~ when no longer needed for - - :

Format (PDF) files, TIFF files, and- - reference or updating,
ASCII files that remain with staff -~ “whichever is later.
members and OIS processing staff :

after creation of the ADAMS

records. Included are electronic

records created internally using

office automation tools (e.g.,

\-/ March 2005 = 2317 NUREG-0910, Rev. 4:
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RECORDS OF NRC OFFICES
NARA )
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the agency.
ADAMS PDF files and their linked Cut off electronic files when N1-431-00-9
native application source files; licenses are terminated. Item 10.d
ADAMS TIFF files and their linked Maintain for life of Committee.
ASCII files; ADAMS document
profiles and document packages;
and ADAMS digital signature and
concurrence data.
13. Nuclear Reactor Project Files
Case files on individual nuclear reactors
including comrespondence memoranda,
studies, reports, and analyses pertaining
to nuclear safety-related matters.
Arranged alphabetically by name of
reactor.
Record keeping system: ADAMS.
Paper records created before Permanent. Transfer to NARA N1-431-00-9
04/01/2000. 5 years after Committee ceases Item 11.a
to exist.
Paper records used as the source to Destroy paper documents N1-431-00-9
create ADAMS Tagged Image File 2 months after creation of Item 11.b
Format (TIFF) files and ASCII files. = ADAMS electronic record.
Copies of electronic files stored Destroy after creation of N1-431-00-9
outside of ADAMS used to create ADAMS electronic record or Item 11l.c
ADAMS Portable Document when no longer needed for
Format (PDF) files, TIFF files, and reference or updating,
ASCII files that remain with staff whichever is later.
members and OIS processing staff
after creation of the ADAMS
records. Included are electronic
records created intemally using
office automation tools (e.g.,
March 2005 2.3.18 NUREG-0910, Rev. 4
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NO.

NRC Schedule 2

RECORDS OF NRC OFFICES '

" DESCRIPTION OF RECORDS

March 2005

. . and retrieval of the PDF files and

WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the agency.

d. ADAMS PDF files and TIFF files.

‘. " AUTHORIZED DISPOSITION -

NARA
~ APPROVED
CITATION

N1-431-00-9
Item1l.d

Permanent. Cut qff electronic
files upon license termination.
Transfer to the National

Archives 2 years after cut-off.

- At the time of transfer, NARA

“""and NRC will determine

medium and format in which
records will be transferred as
well as their arrangement.

‘Every effort will be made to

transfer records electromcally in

" *‘accordance with the standards

for permanent electronic
. records contained in 36 CFR

*''1228.270 or standards
" applicable at the time. If
" -transfer in an electronic medium
" is not feasible, pnor to transfer,

e. ADAMS document profiles and
ADAMS document packages
- created for the management, search,

TIFF files, and ADAMS data
related to digital signatures, and
data that evidence final NRC

management and staff concurrences H3

with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 5 years after’
Committee ceases to exist.

N1-431-00-9
Item1l.e

Permanent. Cut off electronic "~ *-
files with related PDF files and
TIFF files. Transfer to NARA

- "according to regulations found
' ‘";m 36 CFR § 1228.270 when the
*  PDF files and TIFF files are
' "transferred Destroy NRC copy

5 years after Committee ceases

in documents that are lmked to and " to exist.
considered part of the ofﬁcml B
records. oo
2.3.19 NUREG-0910,Rev. 4
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RECORDS OF NRC OFFICES
NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
14. Transcripts of ACRS Meetings
Transcripts of verbatim accounts of all
general and subcommittee meetings.
Record keeping system: ADAMS.
Silver master and one diazo Permanent. Transfer to NARA NC1431-81-5
duplicate of microfiche copies of when 2 years old. Item 3.4
transcripts created before
04/01/2000.
Paper records used as the source to Destroy paper documents N1-431-00-9
create ADAMS Tagged Image File 2 months after creation of Item 12.b
Format (TIFF) files and ASCII files. ADAMS electronic record.
Copies of electronic files stored Destroy after creation of N1-431-00-9
outside of ADAMS used to create ADAMS electronic record or Item 12.c
ADAMS Portable Document when no longer needed for
Format (PDF) files, TIFF files, and reference or updating,
ASCII files that remain with staff whichever is later.
members and OIS processing staff
after creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the agency.
d. ADAMS PDF files and TIFF files. Permanent. Cut off electronic N1-431-00-9
files upon close of fiscal year. Item 12.d

March 2005

2.3.20

Transfer to the National
Archives 2 years after cut-off.
At the time of transfer, NARA
and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.
Every effort will be made to

NUREG-0910, Rev. 4
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\-/ RECORDS OF NRC OFFICES

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

—/

March 2005

ADAMS document profiles and
ADAMS document packages
created for the management, search,
and retrieval of the PDF files and
TIFF files, and ADAMS data
related to digital signatures, and
data that evidence final NRC
management and staff concurrences

transfer records electronically in
accordance with the standards
for permanent electronic

records contained in 36 CFR
1228.270 or standards
applicable at the time. If
transfer in an electronic medium
is not feasible, prior to transfer,
with NARA concurrence,
records will be converted to
paper or to microform. Destroy

.NRC copy 18 years after

transferring record to NARA.

Permanent. Cut off electronic

files with related PDF files and
TIFF files. Transfer to NARA
according to regulations found
in 36 CFR § 1228.270 when the
PDF files and TIFF files are
transferred. Destroy NRC copy
18 years after transferring

in documents that are linked to and record to NARA.
considered part of the official '
records.

2.321

N1-431-00-9
Item 12.e

NUREG-0910, Rev. 4



NRC Schedule 2
v RECORDS OF NRC OFFICES
PART 4. RECORDS OF THE ATOMIC SAFETY AND LICENSING BOARD PANEL

The Atomic Safety and Licensing Board Panel (ASLBP) develops procedures apphcable to activities of
hearing boards and makes appropriate recommendations to the Commission relating to the conduct of
hearings, and hearing procedures for the guidance of the boards. ASLBP conducts such hearings as the
Commission may authorize or direct; make such intermediate or final decisions as the Commission may
authorize in proceedings to grant, suspend, revoke, or amend licenses or authorizations; and perform such
other regulatory functions as the Comxmssxon deems appropnate

The following record schedules were developed for records unique to the ASLBP. Reference NRC
Schedule 1, "Records Common to Most Offices,” and the General Records Schedules'1 through 26 for
other applicable schedules. Applicable schedules have been identified on the "Fl]es Maintenance and
Disposition Plans" retained by the office Records Liaison Officer.

" " 'NARA
ITEM ~- - APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
1. Advisory Screening Committee |
Consultant Personnel Files
Correspondence, reports, and other
. records pertaining to the qualifications
— and employment of outside technical
advisors or consultants under contract
with the Committees.
Record keeping system: ADAMS.
a. Paperrecords created before Destroy 10 years after - ‘NC1-431-81-5
04/01/2000. termination of contract. Item 2.2.6
'b. Paper records used as the source to _ Destroy paper documents  N1-431-00-16
" create ADAMS Tagged Image File 7 ".."2 months after creationof - - Itemlb
Format (TIFF) files and ASCI files. ' ~ADAMS electronic record.: ~ -~ °
c. Copies of electronic files stored "'% - Destroy after creation of N1-431-00-16
outside of ADAMS used to create ADAMS electronic record or Item l.c

ADAMS Portable Document Format’ - when no longer needed for .- .
(PDF) files, TIFF files,and ASCHI * - -reference or updatmg, whlchever :
files that remain with staff members -~ is later. . B
and OIS processing staff after

creation of the ADAMS records.
Included are electronic records
created internally using office- ** " i

/ March 2005 24.1 - NUREG-0910, Rev. 4
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NO.

NRC Schedule 2

RECORDS OF NRC OFFICES

DESCRIPTION OF RECORDS

March 2005

automation tools (e.g., WordPerfect,
Lotus, InForms, e-mail, etc.) and
electronic records received from
outside the agency.

ADAMS PDF files and their linked
native application source files;
ADAMS TIFF files and their linked
ASCII files; ADAMS document
profiles and document packages; and
ADAMS digital signature and
concurrence data.

Committee and Conference

Records

a.

Records relating to establishment,
organization, membership and policy
of interagency, intra-agency and
international committees and
conferences, and agenda, minutes,
final reports, and related records
documenting accomplishments
created by committees and
conferences when NRC is the
sponsoring agency.

Record keeping system: ADAMS.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged Image
File Format (TIFF) files and
ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to

24.2

AUTHORIZED DISPOSITION

NARA
APPROVED
CITATION

Cut off electronic files when
contract terminated. Destroy 10
years after cut off.

Permanent. Cut off when NRC
involvement terminates. OIS
will transfer to NARA 10 years
after cutoff.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or

N1-431-00-16
Item 1.d

N1431-00-16
Item 2.a(1)

N1-431-00-16
Item 2.a(2)

N1-431-00-16
Item 2.a(3)

NUREG-0910, Rev. 4
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NRC Schedule 2

RECORDS OF NRC OFFICES

NO. DESCRIPTION OF RECORDS

Maich 2005~ °

create ADAMS Portable "
I _- reference or updating, whlchever
‘ IS later.

Document Format (PDF) files, "
TIFF files, and ASCII files that

remain with staff members and "
OIS processing staff after '

creation of the ADAMS records.”

Included are electronic records
created internally using office
automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the
agency.

(4) ADAMS PDF files and TIFF
files.

*I'AUTHORIZED DISPOSITION

NARA
APPROVED -
CITATION

‘when no longer needed for

N1431-00-16
-Item 2.a(4)

Permanent. Cut off electronic -
files when NRC involvement
terminates. Transfer to the
National Archives 2 years after -
cut-off. At the time of transfer,

1> NARA and NRC will determine

"-* medium and format in which

*-1 "records will be transferred as

well as their arrangement. Every

~ effort will be made to transfer -
: ~records electronically in -

- accordance with the standards -
for permanent electronic records . .
contained in 36 CFR 1228.270 or

UM standards applicable at the time.
PR ‘-_',:' Tt

If transfer in an electronic

#+-"~ medium is not feasible, priorto - .-
- -: transfer, with NARA - - -~

" "concurrence, records will be -

(5) ADAMS document profiles and
ADAMS document packages
created for the management,

24.3 © -

converted to paper or to
microform. Destroy NRC copy"
8 years after transfemng record .
to NARA

. N1-431-00-16
"+ Item 2.a(5)

Permanent. Cut off ele;:ffonic
files with related PDF files and
TIFF files. Transfer to NARA -

NUREG-0910, Rev. 4
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NO.

March 2005

NRC Schedule 2

RECORDS OF NRC OFFICES

DESCRIPTION OF RECORDS

search, and retrieval of the PDF
files and TIFF files, and
ADAMS data related to digital
signatures, and data that
evidence final NRC management
and staff concurrences in
documents that are linked to and
considered part of the official
records.

b. Agenda, minutes, final reports, and

related records documenting
accomplishments created by
committees and for conferences
when NRC is not the sponsoring
agency.

Record keeping system: ADAMS.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic records
stored outside of ADAMS used
to create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS records.
Included are electronic records
created internally using office
automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records

24.4

AUTHORIZED DISPOSITION

NARA
APPROVED
CITATION

according to regulations found in

36 CFR § 1228.270, when the
PDF files and TIFF files are
transferred. Destroy NRC copy

8 years after transferring record
to NARA.

Destroy when 3 years old or
earlier if no longer needed for
reference.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or
when no longer needed for
reference or updating, whichever
is later.

NC1-431-81-5
Item 1.5.30.b.1.b

N1-431-00-16
Item 2.b(2)

N1-431-00-16
Item 2.b(3)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

DESCRIPTION OF RECORDS

March 2005

received from outside the
agency.

(4) ADAMS PDF files and their
.. .- linked native application source

. files; ADAMS TIFF files and *
their linked ASCI ﬁles, U
ADAMS document profiles and -
document packages; and
ADAMS digital signature and
concurrence data.

All other records created by
committees regardless of whether
NRC is the sponsor agency,
excluding the agenda, minutes, final
reports and related records described
in Item a, above.

Record keeping system: ADAMS.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged Image
File Format (TIFF) files and
ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS records.
Included are electronic records
created internally using office
automation tools (e.g.,

24.5

"' AUTHORIZED DISPOSITION

Cut off electronic files upon
.termination of committee.
Destroy 3 years after cutoff

Destroy when 3 years old or
earlier if no longer needed for
reference. -

Destroy paper documents
2 months after creation of
ADAMS eleetronxc record.

Destroy after creation of
ADAMS electronic record or ™ -
when no longer needed for

reference or updatmg, whlchever ‘

is later. -

NARA
APPROVED
CITATION

N1-431-00-16
Ttem 2.b(4)

NC1-431-81-5
- Item 1.5.30.b.2

N1-431-00-16

Item 2.c(2)

N1-431-00-16

© Item 2.c(3)

NUREG-0910, Rev. 4~
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RECORDS OF NRC OFFICES

DESCRIPTION OF RECORDS

3.

March 2005 2.4.6

WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the
agency.

(4) ADAMS PDF files and their Cut off electronic files upon
linked native application source termination of committee.
files; ADAMS TIFF files and Destroy 3 years after cutoff.
their linked ASCII files;

ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

General Program Correspondence
Files (Subject Files)

Letters, memoranda, messages, studies,
reports, forms, and other data
documenting and/or implementing plans,
policies, procedures, accomplishments,
opinions, and decisions pertaining to
Office of the Atomic Safety and
Licensing Board Panel (ASLBP)
program and staff activities.

Record keeping system: ADAMS.

a. Program Correspondence Files at the
Office Director Level.

Files that document policy- making
decisions or significant ASLBP
program management functions that
are signed by or addressed to the
ASLBP Director or Deputy Director.
Excluded is program correspondence
that documents routine transactions
for which the record content is
summarized or duplicated in higher
level documents. (See item ¢. below.)

AUTHORIZED DISPOSITION

NARA
APPROVED

CITATION

N1-431-00-16
Item 2.c(4)

NUREG-0910, Rev. 4
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—/ RECORDS OF NRC OFFICES
: NARA .
ITEM G T E . APPROVED
NO. DESCRIPTION OF RECORDS * AUTHORIZED DISPOSITION * ~ CITATION
(¢)) Paper records created before """ Permanent. Cut off at close of NC1-431-81-5
04/01/2000 ' * fiscal year. Hold 2 years and Item 1.2.15.a
..., . retire to the Washington National
.. .- .Records Center through OIS.
_ “Transfer to NARA when 20
years old.
(2) Paper records used as the source Destroy paper documents N1-431-00-16
to create ADAMS Tagged Irr'lage " "2 months after creation of Item 3.a(2)
File Format (TIFF) files and _ADAMS electromc record.
ASCII files. C ‘ ‘
(3) Copies of electronic, ﬁles stored Destroy after creation of N1-431-00-16
outside of ADAMS us to create ADAMS electronic record or Item 3.a(3)
ADAMS Portable Document . “when no longer needed for
Format (PDF) files, TIFF ﬁles, o _reference or updating, whlchever
and ASCII files that remain with _is later. "
staff membersand OIS~ " "~
processing staff after creation of
N\ the ADAMS records. Included
are electronic records created
internally using office
automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the
agency.
(4) ADAMS PDF files and TIFF Permanent. Cut off electromc © N1-431-00-16
files. files at close fiscal year. " Item 3.2(4)
Transfer to the National ~~ *© & -
Archives 2 years after cut-off.
At the time of transfer, NARA
* and NRC will determine medium
and format in which records will
be transferred as well as their
arrangement. Every effort will
be made to transfer records
electronically in accordance with
the standards for permanent
electronic records contained in
/ March 2005 24.7 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

36 CFR 1228.270 or standards
applicable at the time. If transfer
in an electronic medium is not
feasible, prior to transfer, with
NARA concurrence, records will
be converted to paper or to
microform. Destroy NRC copy
8 years after transferring record

to NARA.

(5) ADAMS document profiles and Permanent. Cut off electronic N1-431-00-16
ADAMS document packages files with related PDF files and Item 3.a(5)
created for the management, TIFF files. Transfer to NARA
search, and retrieval of the PDF according to regulations found in
files and TIFF files, and 36 CFR § 1228.270 when the
ADAMS data related to digital PDF files and TIFF files are
signatures, and data that transferred. Destroy NRC copy
evidence final NRC management 8 years after transferring record
and staff concurrences in to NARA.

documents that are linked to and
considered part of the official
records.

b. Program Correspondence Files
Created or Received Below the
Office Director Level.

Files that document policy making
decisions, significant ASLBP
program management functions and
program operations. They are signed
by or addressed to ASLBP
management and staff below the
Office Director level. Excluded is
program correspondence that
documents routine transactions for
which the record content is
summarized or duplicated in higher
level documents. (See item c. below.)

March 2005 24.8 NUREG-0910, Rev. 4
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\_/ RECORDS OF NRC OFFICES

ITEM
NO. DESCRIPTION OF RECORDS =~

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source .

to create ADAMS Tagged Image
File Format (TIFF) ﬁles and
ASCII files.

(3) Copies of electronic files stored” " -

outside of ADAMS used to ‘
create ADAMS Portable -
Document Format (PDF) files,

TIFF files, and ASCII files that -

remain with staff members and
OIS processing staff after

. creation of the ADAMS records. R
\-/ " Included are electromc records
created intemnally using office o

automation tools (e.g.,

WordPerfect, Lotus, InForms, e-"

mail, etc.) and electronic records
received from outside the
agency.

(49) ADAMS PDF files and their
linked native application source
files; ADAMS TIFF files and
their linked ASCII files;
ADAMS document profiles and
document packages; and
ADAMS digital 51gnature and
concurrence data |

\_/  March2005 - - 24.9

after cutoff

NARA
. 'APPROVED
- AUTHORIZED DISPOSITION - CITATION ‘- °
Cut off at close of fiscal year.” ~::" NC1-431-81-5
Hold 2 years and retire to the Item 1.2.15.b
Washington National Records
Center through OIS. Destroy 10
years after cutoff '
Destroy paper documents N1-431-00-16
2 months after creation of ~ Item 3.b(2)
.. ADAMS electronic record.
‘Destroy after creation of N1-431-00-16
- ADAMS electronic record or Item 3.b(3)
" when no longer needed for -
“. - reference or updatmg, whtchever
is later.
Cut off electronic files at close - N1-431-00-16
of fiscal year. Destroy 10 years - Item 3.b(4)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

ITEM
NO. DESCRIPTION OF RECORDS

c. Routine Program Correspondence
Files Created or Received at All
Organizational Levels.

Files documenting program transactions
of a routine or recurring nature, the
record content of which is summarized or
duplicated in Item a. or b. above.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged Image
File Format (TIFF) files and
ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS records.
Included are electronic records
created internally using office
automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the
agency.

(4) ADAMS PDF files and their
linked native application source
files; ADAMS TIFF files and
their linked ASCII files;
ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

March 2005 2.4.10

AUTHORIZED DISPOSITION

NARA
APPROVED
CITATION

Destroy when 2 years old, or
sooner if purpose has been
served.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or
when no longer needed for

reference or updating, whichever

is later.

Cut off electronic files at close
of fiscal year. Destroy 2 years

after cutoff.

NC1-431-81-5
Item 1.2.15.c

N1-431-00-16
Item 3.c(2)

N1-431-00-16
Item 3.c(3)

N1-431-00-16
Item 3.c(4)

NUREG-0910, Rev. 4
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~ . RECORDS OF NRC OFFICES
NARA
ITEM . : g o APPROVED
NO. DESCRIPTION OF RECORDS o AUTHORIZED DISPOSITION CITATION
4, Memoranda to Panel Board Members
Memoranda of an infofmational'nam're: .
on technical matters of use to full-time’ =,
and part-time panel members, arranged
numerically by memorandum numbers”
within fiscal years. o
Record keeping system: ADAMS. -~
a. Legal Memos.
(1) Paper records created before . "~ "' Permanent. Offer to NARA NC1-431-81-5
04/01/2000. .. when 20 years old. Item2.2.2
(2) Paper records used as the source ~ Destroy paper documents N1-431-00-16
to create ADAMS Tagged Image _. 2 months after creation of Item 4.a(2)
File Format (TIFF) files and *,.- ADAMS electronic record. o
ASCI files. o
(3) Copies of electronic files stored ' Destroy after creation of N1-431-00-16
outside of ADAMS usedto .~ ADAMS electronic record or Item 4.a(3)
create ADAMS Portable ' when no longer needed for
Document Format (PDF) files, | ", reference or updatmg, whlchever
TIFF files, and ASCII files that - | islater.
remain with staff members and”~ "
OIS processing staff after
creation of the ADAMS records.
Included are electronic records
created internally using office
automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records_ -
received from outside the ~~ "
agency.
(4) ADAMS PDF ﬁles and TIFF ‘ - Permanent. Cut off electronic " N1-431-00-16
files. - files at close of fiscal year. Item 4.2(4)

Transfer to the National
. B .. Archives 2 years after cut-off.

""" Atthe time of transfer, NARA .-
and NRC will determine medium

NI
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RECORDS OF NRC OFFICES
NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

and format in which records will
be transferred as well as their
arrangement. Every effort will
be made to transfer records
electronically in accordance with
the standards for permanent
electronic records contained in
36 CFR 1228.270 or standards
applicable at the time. If transfer
in an electronic medium is not
feasible, prior to transfer, with
NARA concurrence, records will
be converted to paper or to
microform. Destroy NRC copy
18 years after transferring record

to NARA.

(5) ADAMS document profiles and Permanent. Cut off electronic N1-431-00-16
ADAMS document packages files with related PDF files and Item 4.a(5)
created for the management, TIFF files. Transfer to NARA
search, and retrieval of the PDF  according to regulations found in
files and TIFF files, and 36 CFR § 1228.270 when the
ADAMS data related to digital PDF files and TIFF files are
signatures, and data that transferred. Destroy NRC copy
evidence final NRC management 18 years after transferring record
and staff concurrences in to NARA.

documents that are linked to and
considered part of the official
records.

b. Technical Memos.

(1) Paper records created before Permanent. Offer to NARA NC1431-81-5
04/01/2000. when 20 years old. Item 2.2.2

(2) Paper records used as the source  Destroy paper documents N1-431-00-16
to create ADAMS Tagged Image 2 months after creation of Item 4.b(2)
File Format (TIFF) files and ADAMS electronic record.
ASCII files.

(3) Copies of electronic files stored Destroy after creation of N1-431-00-16
outside of ADAMS use to create ADAMS electronic record or Item 4.b(3)
ADAMS Portable Document when no longer needed for

March 2005 2.4.12 NUREG-0910, Rev. 4
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NO.

March 2005

NRC Schedule 2

created for the management, .

search, and retrieval of the PDF L

files and TIFF files, and
ADAMS data related to digital
signatures, and data that

2413

" TIFF files. Transfer to NARA
" according to regulations found in

36 CFR § 1228.270 when the
PDF files and TIFF files are °
transferred. Destroy NRC copy -

RECORDS OF NRC OFFICES
NARA
. e APPROVED
DESCRIPTION OF RECORDS - %' ° ' -AUTHORIZED DISPOSITION CITATION
Format (PDF) files, TIFF files,”  reference or updating, whichever
and ASCII files that remain with~ ~'is later. o
staff members and OIS '
processing staff after creation of
the ADAMS records. Included
are electronic records created
intemmally using office
automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the
agency.
(4) ADAMS PDF files and TIFF Permanent. Cut off electronic N1-431-00-16
. fles. files at close of fiscal year. Item 4.b(4)
~ Transfer to the National
Archives 2 years after cut-off.
At the time of transfer, NARA
"> and NRC will determine medium
and format in which records will
- be transferred as well as their
arrangement. Every effort will
- be made to transfer records
- electronically in accordance with
" the standards for permanent -
electronic records contained in
- 36 CFR 1228.270 or standards
applicable at the time. If transfer
in an electronic medium is not
feasible, prior to transfer, with
NARA concurrence, records will -
be converted to paper or to
microform. Destroy NRC copy
18 years after tnmsfemng record
to NARA.
(5) ADAMS document profiles and "* Permanent. Cut off electronic . N1-431-00-16
ADAMS document packages i1 files with related PDF files and

Item 4.b(5)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
NARA

ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

evidence final NRC management 18 years after transferring record

and staff concurrences in to NARA.

documents that are linked to and

considered part of the official

records.
5. Minutes of Advisory Screening

Committees

Minutes of each advisory screening

committee and copies of other documents

related to the minutes.

Record keeping system: ADAMS.

a. Paper records created before Retain for life of committee. NC1-431-81-5
04/01/2000. Item 2.2.5

b. Paper records used as the source to Destroy paper documents N1-431-00-16
create ADAMS Tagged Image File 2 months after creation of Item 5.b
Format (TIFF) files and ASCII files. = ADAMS electronic record.

c. Copies of electronic files stored Destroy after creation of N1-431-00-16
outside of ADAMS used to create ADAMS electronic record or Item 5.c
ADAMS Portable Document Format ~ when no longer needed for
(PDF) files, TIFF files, and ASCII reference or updating, whichever
files.that remain with staff members  is later.
and OIS processing staff after
creation of the ADAMS records.

Included are electronic records
created internally using office
automation tools (e.g., WordPerfect,
Lotus, InForms, e-mail, etc.) and
electronic records received from
outside the agency.

d. ADAMS PDF files and their linked Cut off electronic files upon N1-431-00-16
native application source files; termination of committee. Item5.d
ADAMS TIFF files and their linked Destroy immediately upon
ASCII files; ADAMS document cutoff.
profiles and document packages; and
ADAMS digital signature and
concurrence data.

March 2005 24.14 NUREG-0910, Rev. 4
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NRC Schedule 2

RECORDS OF NRC OFFICES
NARA
: o APPROVED

DESCRIPTION OF RECORDS “7*AUTHORIZED DISPOSITION *- "~ CITATION

Panel Board’s Monthly Status Report

to Commissioners

Reports from the Chairman of the Panel

to the Commission summarizing the

activities of the Board.

Record keeping system: ADAMS.

a. Paper records created before Cut off files annually. Destroy ‘NC1-431-81-5

.04/01/2000. ~when 10 years old. Item 2.2.3

b. 'Paper records used as the sourceto =~ Destroy paper documents 'N1-431-00-16
create ADAMS Tagged Image File -~ © 2 months after creation of Item 6.b
Format (TIFF) files and ASCII files. - ‘ADAMS electronic record.

c. Copies of electronic files stored - "~ Destroy after creation of ‘N1-431-00-16

" outside of ADAMS used to create ~ ' - ADAMS electronic record or Item 6.c
ADAMS Portable Document Format “*when no longer needed for :

(PDF) files, TIFF files, and ASCII reference or updatmg, whxchever
files that remain with staff members’  is later. :

and OIS processing staff after

creation of the ADAMS records.” - ~-

Included are electronic records® -

created internally using office

automation tools (e.g., WordPerfect,

Lotus, InForms, e-mail, etc.) and

electronic records received from

outside the agency.

d. ADAMS PDF files and their linked ~ Cut off electronic files annually.: - N1-431-00-16
native application source files; Destroy 10 years after cutoff. -~ -~ Item 6.d
ADAMS TIFF files and their linked
ASCII files; ADAMS document
profiles and document packages and
ADAMS dlgxtal s:gnature and
concurrence data. '

2.4.15 NUREG-0910, Rev. 4



NRC Schedule 2

RECORDS OF NRC OFFICES
NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
7. Power Reactor License Docket Files of

the ASLBP

Case files containing copies of license

applications, staff papers, letters of

intervenors, letters from the Board, [ & E

Reports, Commissioners’ Reports, and

other docket-related documentation.

Record keeping system: ADAMS.

a. Paper records created before Cut off files upon completion of  N1-431-89-3
04/01/2000. ASLBP action. Retire inactive Item 1

files in annual blocks. Destroy
inactive files when 4 years old.

b. Paper records used as the source to Destroy paper documents N1-431-00-16
create ADAMS Tagged Image File 2 months after creation of Item 7.b
Format (TIFF) files and ASCII files. = ADAMS electronic record.

c. Copies of electronic files stored Destroy after creation of N1-431-00-16
outside of ADAMS used to create ADAMS electronic record or Item 7.c
ADAMS Portable Document Format ~ when no longer needed for
(PDF) files, TIFF files, and ASCII reference or updating, whichever
files that remain with staff members  is later.
and OIS processing staff after
creation of the ADAMS records.

Included are electronic records

created internally using office

automation tools (e.g., WordPerfect,

Lotus, InForms, e-mail, etc.) and

electronic records received from

outside the agency.

ADAMS PDF files and their linked Cut off electronic files upon N1-431-00-16
native application source files; completion of ASLBP action. Item 7.d

March 2005

ADAMS TIFF files and their linked
ASCII files; ADAMS document
profiles and document packages; and
ADAMS digital signature and
concurrence data.

2.4.16

Destroy 4 years after cutoff.

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
NARA
ITEM . . e APPROVED -
NO. DESCRIPTION OF RECORDS -7 -AUTHORIZED DISPOSITION CITATION
8. Regulatory History Files for
Proposed and Final Rulemaking
Case files documenting proposed and
final rulemakings. Contents include
interoffice correspondence, all source
documents relied upon to prepare
proposed and final rules, public
comments, Committee to Review
Generic Requirements (CRGR) minutes
and recommendations, Advisory
Committee on Reactor Safeguards
comments, Commission papers, |
transcripts, indexes, and Federal
Register Notices.
Record keeping system: ADAMS. '~
a. Official case files created by the
ASLBP.
(1) Paper records created before "4 Permanent. Cut off when NC1-431-85-1
04/01/2000. * ~regulation is issued through Item l.a
' © ' notice in the Federal Register.
*"**Transfer to NARA in 5-year
- blocks when earliest closed case
- - file is 25 years old and the most
- recent case file is 20 years old.
(2) Paper records used as the source” - - Destroy paper documents N1-431-00-16
to create ADAMS Tagged Image 2 months after creation of Item 8.a(2)
File Format (TIFF) ﬁles and ADAMS electronic record.
ASCII files, .~ el e
(3) Copies of electromc fi les stored' * Destroy after creation of N1-431-00-16
outside of ADAMS used to '~ -ADAMS electronic record or Item 8.a(3)
create ADAMS Portable ' "’.: : o when no longer needed for' : .. -

Document Format (PDF) files,” ™’ reference or updatmg, whichever

TIFF files, and ASCI ﬁles that - 1s later
remain with staff members and - { ‘
OIS processing staffafter ="~
creation of the ADAMS records.
Included are electronic records

March 2005 | 24.17 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

ITEM
NO. DESCRIPTION OF RECORDS

created internally using office
automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the
agency.

(4) ADAMS PDF files and TIFF
files.

(5) ADAMS document profiles and
ADAMS document packages
created for the management,
search, and retrieval of the PDF
files and TIFF files, and
ADAMS data related to digital
signatures, and data that
evidence final NRC management
and staff concurrences in
documents that are linked to and
part of the official records.

March 2005 2.4.18

NARA
APPROVED

AUTHORIZED DISPOSITION CITATION

N1-431-00-16
Item 8.a(4)

Permanent. Cut off electronic
files when regulation is issued
through notice in the Federal
Register. Transfer to the
National Archives 2 years after
cut-off. At the time of transfer,
NARA and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement. Every
effort will be made to transfer
records electronically in
accordance with the standards
for permanent electronic records
contained in 36 CFR 1228.270 or
standards applicable at the time.
If transfer in an electronic
medium is not feasible, prior to
transfer, with NARA
concurrence, records will be
converted to paper or to
microform. Destroy NRC copy
15 years after transferring record
to NARA.

N1-431-00-16
Item 8.a(5)

Permanent. Cut off electronic
files with related PDF files and
TIFF files. Transfer to NARA
according to regulations found in
36 CFR § 1228.270 when the
PDF files and TIFF files are
transferred. Destroy NRC copy
15 years after transferring record
to NARA.

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
NARA

ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
9. Transcripts of ASLBP Hearings

Verbatim transcripts of the formal

ASLBP hearings. These transcripts are

filed in the Commission’s Official

.Decisional Docket File (NRC Schedule

2, Part 22, Item 1).

Record keeping system: ADAMS.

a. Paper records created before Destroy when no longer needed NC1431-81-5

04/01/2000. for reference. Item2.2.4

Note: Maintenance in ASLBP of an extra
copy of transcripts of the formal ASLBP
hearings will be discontinued when
ADAMS can make those transcripts
available at remote hearing sites within
one hour of electronic receipt of the
transcripts for ADAMS processing.

March 2005 2.4.19 NUREG-0910, Rev. 4
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PART 5. RECORDS OF THE OFFICE OF THE CHIEF FINANCIAL OFFICER

The Office of the Chief Financial Officer (CFO) oversees all financial management activities relating to
NRC's programs and operations and provides advice to the Chairman on financial management matters. In
accordance with the Chief Financial Officers Act of 1990, as amended, the CFO develops and maintains
an integrated agency accounting and financial management system, including financial reporting and
internal controls; directs, manages, and provides policy guidance and oversight of agency financial
management personnel, activities, and operations; prepares and transmits an annual report to the Chairman
and the Director, Office of Management and Budget; monitors the financial execution of NRC's budget in
relation to actual expenditures, and prepares and submits to the Chairman timely cost and performance
reports; and reviews, on a periodic basis, fees and other charges imposed by NRC for services provided
and makes recommendations for revising those charges as appropriate. The CFO also establishes

financial management policy for the agency and provides policy guidance to senior managers on the
budget and all other financial management actlvmes, and provides an agency-wnde management control
program for financial and program managers that establishes internal control processes and provides for
timely corrective actions regarding material weaknesses that are disclosed to comply with the Federal
Managers Financial Integnty Act of 1982.

The followmg record schedu]e was deve]oped for records umque to the CFO. Reference NRC Schedule 1,
"Records Common to Most Offices,” and the General Records Schedules 1 through 26 for other
applicable schedules. Applicable schedules have been identified on the "Fﬂes Maintenance and
Disposition Plans" retained by the office Record§ I,xaxson Officer.

) NARA
ITEM ~ APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
1. Accounting System (CAB)
This system maintains data and Retain until it has been NC1-431-81-2
information regarding NRC’s financial determined by a competent Item 13.H.4
transactions such as: collections and NRC Official that data are no
disbursements, unexpended allotments, longer needed; erase and reuse
obligations, payments, costs, tape, etc.

- appropriation, and cash accountmg
balance. Produces reports such as: .
debits and credits, monthly transactlons, - '
trial balance, and hcense fee i 1nv01ces f;‘ o

Record keeping systemi: Electromc
Information System. -

2. Budget Files

a. Cormrespondence or subject ﬁles m .
the Office of the Chief Fmancral
Officer documenting Commission

March 2005 2.5.1 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

DESCRIPTION OF RECORDS

March 2005

policy and procedures governing
budget administration, and
reflecting policy decisions affecting
expenditures for agency programs.

Record keeping system: ADAMS.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and TIFF
files.

25.2

AUTHORIZED DISPOSITION

Permanent. Transfer to NARA
when 10 years old.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or
when no longer needed for
reference or updating,
whichever is later.

Permanent. Cut off electronic
files at close of fiscal year.
Transfer to the National
Archives 2 years after cut-off.
At the time of transfer, NARA
and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.
Every effort will be made to

transfer records electronically in

accordance with the standards

NARA
APPROVED
CITATION

NC1-431-81-5
Item 1.5.29.a

N1-431-00-7
Item 1.a(2)

N1-431-00-7
Item 1.a(3)

N1-431-00-7
Item l.a(4)

NUREG-0910, Rev. 4
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NO. DESCRIPTION OF RECORDS

b.

March 2005

(5) ADAMS document profiles and

ADAMS document packages
created for the management,

search, and retrieval of the PDF
* files and TIFF files,and * * -~

ADAMS data related to dngrtal ‘

signatures, and data that
evidence final NRC
management and staff

concurrences in documents that

are linked to and consrdered

part of the official records g :* :

- *"AUTHORIZED DISPOSITION

"+ - for permanent electronic
'~ **“records contained in 36 CFR
+"1228.270 or standards
“::" applicable at the time. If
" “transfer in an electronic medium

is not feasible, prior to transfer,
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 8 years after
transferring record to NARA.

Permanent. Cut off electronic

files with related PDF files and
TIFF files. Transfer to NARA
according to regulations found

-'in 36 CFR § 1228.270 when the
'PDF files and TIFF files are

" “transferred. Destroy NRC copy

Copies of budget estimates an'd'i o

justifications prepared and

maintained by the Division of -~ """ " -
Budget and Analysis. Includédare -

appropriation language sheets,

narrative statements, and related“ o

schedules and data

Record keeping system ADAMS

(1) Paper records created before '

04/01/2000

(2) Paper records used as the source

to create ADAMS Tagged

[N

- Permanent. Transfer to NARA
~when 10 years old.

-8 years after transferring record
- to NARA.

- Destroy paper documents

2 months after creation of

Image File Format (TIFF) f les ADAMS electronic record

" and ASCII ﬁles ‘

25.3

NARA
APPROVED

. CITATION

N1-431-00-7
Item 1.a(5)

NC1-431-81-5
Item 1.5.29.b

N1-431-00-7
Item 1.b(2)
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RECORDS OF NRC OFFICES

ITEM
NO. DESCRIPTION OF RECORDS

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created intemnally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and TIFF
files.

(5) ADAMS document profiles and
ADAMS document packages
created for the management,

March 2005 25.4

Permanent. Cut off electronic

NARA
APPROVED
CITATION

AUTHORIZED DISPOSITION

N1-431-00-7
Item 1.b(3)

Destroy after creation of
ADAMS electronic record or
when no longer needed for
reference or updating,
whichever is later.

N1-431-00-7
Item 1.b(4)

Permanent. Cut off electronic
files at close of fiscal year.
Transfer to the National
Archives 2 years after cut-off.
At the time of transfer, NARA
and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.
Every effort will be made to
transfer records electronically in
accordance with the standards
for permanent electronic
records contained in 36 CFR
1228.270 or standards
applicable at the time. If
transfer in an electronic medium
is not feasible, prior to transfer,
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 8 years after
transferring record to NARA.

N1-431-00-7
files with related PDF files and Item 1.b(5)

TIFF files. Transfer to NARA

NUREG-0910, Rev. 4
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NO. - DESCRIPTION OF RECORDS

NRC Schedule 2

RECORDS OF NRC OFFICES

C.

March 2005

search, and retrieval of the Pl?F

files and TIFF files, and
ADAMS data related to digital
signatures, and data that
evidence final NRC
management and staff
concurrences in documents that
are linked to and considered
part of the official records.

Working papers and background
materials maintained at all
organizational levels.

Record keeping system: ADAMS.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files storcd

_outside of ADAMS used to -l

create ADAMS Portable
Document Format (PDF) files;’
TIFF files, and ASCII files that ™
remain with staff members and
OIS processing staff aftér S
creation of the ADAMS

records. Included are electronic

records created internally using
office automation tools (e.g.,

WordPerfect, Lotus, InForms, e- -’5_’

mail, etc.) and electronic
records received from outsxde
the agency. :

(4) ADAMS PDF files and their
linked native application source

25.5

NARA
. APPROVED
-"AUTHORIZED DISPOSITION = CITATION -

-according to regulations found .

in 36 CFR § 1228.270 when the

PDF files and TIFF files are-

transferred. Destroy NRC copy

8 years after transfemng record

to NARA.

Destroy 1 year after the close of = NC1-431-81-5

the fiscal year covered by the -~ Item 1.5.29.c

budget.

Destroy paper documents - -N1-431-00-7

2 months after creation of Item 1.c(2)

ADAMS electronic record.

Destroy after creation of N1-431-00-7
"~ ADAMS electronic record or - Item 1.c(3)
" when no longer needed for
“'reference or updating,

-“whichever is later.
Cut off electronic files at close N1-431-00-7
of fiscal year. Destroy 1 year . = Item l.c(2)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

ITEM

NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
files; ADAMS TIFF files and after the close of the fiscal year
their linked ASCII files; covered by the budget.
ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

3. Committee and Conference

March 2005

Records

a.

Records relating to establishment,
organization, membership and
policy of interagency, intra-agency
and intemational committees and
conferences, and agenda, minutes,
final reports, and related records
documenting accomplishments
created by committees and
conferences when NRC is the
sponsoring agency. Excluding
routine internal committee and
conference records covered by GRS
26-1.a.

Record keeping system: ADAMS.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after

25.6

Permanent. Cut off when NRC
involvement terminates. OIS
will transfer to NARA 10 years
after cutoff.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or
when no longer needed for
reference or updating,
whichever is later.

NARA
APPROVED
CITATION

N1-431-00-7
Item 2.a(1)

N1-431-00-7
Item 2.a(2)

N1-431-00-7
Item 2.a(3)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES -
NARA

ITEM APPROVED
NO. DESCRIPTION OF RECORDS ~rt . AUTHORIZED DISPOSITION CITATION

creation of the ADAMS

records. Included are electronic

records created internally using

office automation tools (e.g.,

WordPerfect, Lotus, InForms, e-

mail, etc.) and electronic

records received from outside

the agency.

(4) ADAMS PDF files and TIFF Permanent. Cut off electronic N1-431-00-7

files. files when NRC involvement Item 2.a(4)
terminates. Transfer to the o
.- -National Archives 2 years after
i+ cut-off. At the time of transfer,

: NARA and NRC will determine
medium and format in which

- records will be transferred as

- well as their arrangement.

--Every effort will be made to.
transfer records electronically in
accordance with the standards
for permanent electronic

-~ records contained in 36 CFR
.- 1228.270 or standards
- applicable at the time. If
~. -transfer in an electronic medium -
is not feasible, prior to transfer,
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 8 years after o
transferring record to NARA. | .

(5) ADAMS document profiles and Permanent. Cut off electi't;nic - N1-431-00-7
ADAMS document packages files with related PDF filesand .~ Ttem 2.a(5)
created for the management, TIFF files. Transfer to NARA'
search, and retrieval of the PDF  according to regulations found

-~ files and TIFF files,and '~ .; : " in 36 CFR § 1228.270 when the
- ADAMS data related to digital -~ : ‘PDF files and TIFF files are :
signatures, and data that _transferred. Destroy NRC copy
evidence final NRC 8 years after transferring record
management and staff to NARA. -
concurrences in documents that
March 2005 25.7 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

DESCRIPTION OF RECORDS

March 2005

are linked to and considered
part of the official records.

b. Agenda, minutes, final reports, and

related records documenting
accomplishments created by
committees and for conferences
when NRC is not the sponsoring
agency.

Record keeping system: ADAMS.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCI files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their
linked native application source
files; ADAMS TIFF files and
their linked ASCII files;
ADAMS document profiles and
document packages; and

2.5.8

AUTHORIZED DISPOSITION

Destroy when 3 years old or
carlier if no longer needed for
reference.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or
when no longer needed for
reference or updating,
whichever is later.

Cut off electronic files upon
termination of committee.
Destroy 3 years after cutoff.

NARA
APPROVED
CITATION

N1-431-00-7
Item 2.b(1)

N1-431-00-7
Item 2.b(2)

N1-431-00-7
Item 2.b(3)

N1-431-00-7
Item 2.b(4)

NUREG-0910, Rev. 4
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ITEM

NO. - DESCRIPTION OF RECORDS

C.

March 2005

NRC Schedule 2

RECORDS OF NRC OFFICES

ADAMS digital signature and
concurrence data.

All other records created by
committees regardless of whether
NRC is the sponsor agency,
excluding the agenda, minutes, final
reports and related records
described in Item a, above.

Record keeping system: ADAMS.

(1) Paper records created bcfore »
04/01/2000. -

(2) Paper records used as the sqiiféé -
to create ADAMS Tagged = -
Image File Format (TIFF) ﬁ]es

and ASCII ﬁles

(3) Copies of electronic files stored -

outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,

TIFF files, and ASCII files that * *
remain with staff mémbers and” - - -

OIS processing staff after* >~ -

creation of the ADAMS © -+ - ™~

records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their
* linked native application source
files; ADAMS TIFF files and -

their linked ASCII files;” © ' - i

ADAMS document profiles and
document packages; and

NARA
APPROVED

.~ *"AUTHORIZED DISPOSITION - CITATION

Destroy when 3 years old or Nl-43100-7

*_earlier if no longer needed for Item 2.¢(1)
* reference. S
Destroy paper documents N1-431-00-7
2 months after creation of Item 2.¢(2)
 ADAMS electronic record.
- "Destroy after creationof -~ N1 -43 1-00-7
ADAMS electronic record or Item 2.c(3)

when no longer needed for
reference or updating, -
whichever is later.

Cut off electronic files upon | N 1-431-00-7

‘termination of committee. -~~~ ° Item 2.c(4)
" 'Destroy 3 years after cutoff.

2.5.9 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
ADAMS digital signature and
concurrence data.
4. Fee Determination Background Files
Correspondence, forms, messages,
reports, and other documents that
identify manpower, contractual, or other
costs used to develop and support fee
determinations.
Record keeping system: ADAMS.
Paper records created before Cut off at close of fiscal year. N1-431-00-7
04/01/2000. Hold 2 years and retire to the Item3.a
Washington National Record
Center through OIS. Destroy 6
years and 3 months after cutoff.
Paper records used as the source to Destroy paper documents N1-431-00-7
create ADAMS Tagged Image File 2 months after creation of Item 3.b
Format (TIFF) files and ASCII files. ADAMS electronic record.
Copies of electronic files stored Destroy after creation of N1-431-00-7
outside of ADAMS used to create ADAMS electronic record or Item 3.c
ADAMS Portable Document when no longer needed for
Format (PDF) files, TIFF files, and reference or updating,
ASCII files that remain with staff whichever is later.
members and OIS processing staff
after creation of the ADAMS
records. Included are electronic
records created internally using
office autornation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the agency.
ADAMS PDF files and their linked Cut off electronic files at close N1-431-00-7
native application source files; of fiscal year. Destroy 6 years Item3.d

March 2005

ADAMS TIFF files and their linked
ASCII files; ADAMS document
profiles and document packages;

2.5.10

and 3 months after cutoff.

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
. NARA
ITEM - S . o APPROVED
NO. DESCRIPTION OF RECORDS - AUTHORIZED DISPOSITION -~ . CITATION ~ -
and ADAMS digital srgnature and
concurrence data.
5. General Program CorreSgoridence_ ’

March 2005

Files (Subject Files)

Letters, memoranda, messages, studies,
reports, forms, and other data
documenting and/or implementing
plans, policies, procedures,
accomplishments, opinions, and
decisions pertaining to Office of the
Chief Financial Officer (OCFO)
program and staff activities.

Record keeping system: ADAMS.

a. Program Correspondence Files z at:” .

the Office Director Level

Files that document po]icy~ making.

decisions or significant OCFO
program management functions that

are signed by or addressed to the - e
CFO or Deputy CFO. Excluded i is’

program correspondence that
documents routine transactlons for
which the record content is

summarized or duplicated in higher *
level documents. (See iteme. .~ ‘f o

below.)

(1) Paper records created before
04/0172000.

" Permanent. Cut off at close of NC1-431-81-5
" fiscal year. Hold 2 years and Item 1.2.15.a
*"retire to the Washington
'~ “'National Record Center through
_“" QIS. OIS will transfer to

N1-431-00-7
Item 4.a(2)

: NARA when 20 years old.
(2) Paper records used as the source _ Destroy paper documents
to create ADAMS Tagged- - -~ 2 months after creation of - -
Image File Format (TIFF) ﬁles " -ADAMS electronic record.
and ASCHI files. C
2.5.11

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

ITEM
NO. DESCRIPTION OF RECORDS

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and TIFF
files.

(5) ADAMS document profiles and
ADAMS document packages
created for the management,

March 2005

2.5.12

NARA
APPROVED

AUTHORIZED DISPOSITION CITATION

N1-431-00-7
Item 4.a(3)

Destroy after creation of
ADAMS electronic record or
when no longer needed for
reference or updating,
whichever is later.

N1-431-00-7
Item 4.a(4)

Permanent. Cut off electronic
files at close of fiscal year.
Transfer to the National
Archives 2 years after cut-off.
At the time of transfer, NARA
and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.
Every effort will be made to
transfer records electronically in
accordance with the standards
for permanent electronic
records contained in 36 CFR
1228.270 or standards
applicable at the time. If
transfer in an electronic medium
is not feasible, prior to transfer,
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 8 years after
transferring record to NARA.

N1-431-00-7
Item 4.a(5)

Permanent. Cut off electronic
files with related PDF files and
TIFF files. Transfer to NARA

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
' NARA
s o 4 A APPROVED
DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
search, and retrieval of the PDF "~ " according to regulations found
files and TIFF files, and in 36 CFR § 1228.270 when the -
ADAMS data related to digital PDF files and TIFF files are
signatures, and data that transferred. Destroy NRC copy
evidence final NRC 8 years after transferring record
management and staff to NARA.
concurrences in documents that :
are linked to and considered
part of the official records.
b. Program Correspondence Files
. ... Created or Received Below the |
.. . Office Director Level.
Files that document policy making
decisions, significant OCFO
program management functions and
program operations. They are
signed by or addressed to OCFO
management and staff below the
Office Director level. Excluded is
program correspondence that
documents routine transactions for
which the record content is
summarized or duplicated in higher
level documents. (See item c.
below.)
(1) Paper records created before Cut off at close of fiscal year.’ NC1-431-81-5
04/01/2000. Hold 2 years and retire to the Item 1.2.15.b
. Washington National Record
"~ Center through OIS. Destroy 10
 years after cutoff. '
(2) Paper records used as the source Destroy paper documents N1-431-00-7
to create ADAMS Tagged - ' * ' 2 months after creation of " Item4.b(2)
Image File Format (TIFF) f les *~ ADAMS electronic record.
and ASCII files. ' s IR
(3) Copies of electronic files stored _Destroy after creation of N1-431-00-7
outside of ADAMS used to_ """ ADAMS electronic record or Item 4.b(3)
create ADAMS Portable . ~~ when no longer needed for
Document Format (PDF) files, " reference or updating, ~°
March 2005 2513 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

ITEM
NO. DESCRIPTION OF RECORDS

TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,

WordPerfect, Lotus, InForms, e-

mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their
linked native application source
files; ADAMS TIFF files and
their linked ASCII files;
ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

¢. Routine Program Correspondence
Files Created or Received at All

Organizational Levels.

Files documenting program
transactions of a routine or
recurring nature, the record content
of which is summarized or
duplicated in Item a. or b. above.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored

outside of ADAMS used to
create ADAMS Portable

March 2005

2.5.14

AUTHORIZED DISPOSITION

whichever is later.

Cut off electronic files at close
of fiscal year. Destroy 10 years
after cutoff.

Destroy when 2 years old, or
sooner if purpose has been
served.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or
when no longer needed for

NARA
APPROVED
CITATION

N1-431-00-7
Item 4.b(4)

NC1-431-81-5
Item 1.2.15.¢c

N1-431-00-7
Item 4.c(2)

N1-431-00-7
Item4.¢(3)

NUREG-0910, Rev. 4



NRC Schedule 2

—/ RECORDS OF NRC OFFICES
. NARA
ITEM . , o APPROVED
NO. DESCRIPTION OF RECORDS ~- 7 %2 7 AUTHORIZED DISPOSITION CITATION
Document Format (PDF) files, reference or updating,
TIFF files, and ASCII files that whichever is later.
remain with staff members and
OIS processing staff after -
" creation of the ADAMS
records. Included are e]ectr()mc '
records created internally’ usmg
office automation tools (e.g.,-
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.
(4) ADAMS PDF files and their Cut off electronic files at close N1-431-00-7
~ linked native application source of fiscal year. Destroy 2 years Item 4.c(4)
* files; ADAMS TIFF filesand - T'after cutoff. :
their linked ASCII files; R -
ADAMS document profiles and
. document packages;and - - - -
\—/ ADAMS digital signature and ~ -
concurrence data.
6. Integrated Financial Management
Information System (IFMIS)
The system maintains data and Retain until it has been = NC1-431-81-2
information integrating accounting determined by a competent -~ Item 13.H.1
functions such as: general ledger, funds NRC Official that data are no
control, travel, accounts receivable, longer needed; erase and reuse
accounts payable, plant and capital tape,etc. - O’

equipment, and appropriation and funds.

Record keeping system: Electronic
Information System.

Y

March2005 ' 25.15° NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
7. License Fee Branch Reporting
System (FEES)
The system maintains data and Retain until it has been
information on inspections conducted determined by a competent
for safety/safeguards, materials, test, NRC Official that data are no
research or commercial reactors, and longer needed; erase and reuse
fuel facilities and is used to establish a tape, etc.
basis for determining license fees.
Record keeping system: Electronic
Information System.
8. Payroll System (PAY)
Time and attendance cards are Retain until it has been
processed to determine leave status and determined by a competent
deductions such as: health and life NRC Official that data are no
insurance, credit union, Federal and longer needed; erase and reuse
State taxes, bonds, pension, tape, etc
dependencies (per W-4 form), and CFC
contributions. The system prepares a
check tape, prints bonds, and time and
attendance slips.
Record keeping system: Electronic
Information System.
9. Regulatory History Files for

March 2005

Proposed and Final Rulemaking

Case files documenting proposed and
final rulemakings. Contents include
interoffice correspondence, all source
documents relied upon to prepare
proposed and final rules, public
comments, Committee to Review
Generic Requirements (CRGR) minutes
and recommendations, Advisory
Committee on Reactor Safeguards
comments, Commission papers,

2.5.16

NARA
APPROVED
CITATION

NC1-431-81-2
Item 13.C.2

NC1-431-81-2
Item 13.H.3

NUREG-0910, Rev. 4
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~ RECORDS OF NRC OFFICES
_ NARA
ITEM - ‘ L ) APPROVED
NO. DESCRIPTION OF RECORDS " AUTHORIZED DISPOSITION - CITATION
transcripts, indexes, and F. ederal
Register Notices.
Record keeping system: ADAMS.
a. Ofﬁcwl case files created by the R
OCFO RIS SN
(1) Paper records created before "~ Permanent. Cut off when final NC1-431-85-1
04/01/2000. : -regulation is issued through Item l.a
" ‘notice in the Federal Register.
OIS will transfer to NARA in 5-
year blocks when the earliest
- closed case file is 25 years old
and the most recent case file is
20 years old.
(2) Paper records used as the source Destroy paper documents N1-431-00-7
to create ADAMS Tagged '~ " *2 months after creation of Item 5.a(2)
N\ Image File Format (TIFF) ﬁles ADAMS electronic record.
and ASCII files. Foedo o -
(3) Copies of electronic files stéfed - iDestroy after creation of - - - N1-431-00-7
outside of ADAMS usedto’ ‘ADAMS electronic record or Item 5.a(3)
create ADAMS Portable” ~ ~ *-when no longer needed for
Document qumat (PDF) files, * ' reference or updating,
TIFF files, and ASCII files that * " whichever is later. -
remain with staff members and " :
OIS processing staff after ~-
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.
(4) ADAMS PDF files and TIFF Permanent. Cut off electronic N1-431-00-7
files. files when regulation is issued Item 5.a(4)
through notice in the Federal
Register. Transfer to the
\_/ _ National Archives 2 years after
March 2005 2517 NUREG-0910, Rev. 4 .
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RECORDS OF NRC OFFICES

ITEM
NO. DESCRIPTION OF RECORDS

(5) ADAMS document profiles and
ADAMS document packages
created for the management,
search, and retrieval of the PDF
files and TIFF files, and

NARA
APPROVED

AUTHORIZED DISPOSITION CITATION

cut-off. At the time of transfer,
NARA and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.

Every effort will be made to
transfer records electronically in
accordance with the standards
for permanent electronic

records contained in 36 CFR
1228.270 or standards
applicable at the time. If
transfer in an electronic medium
is not feasible, prior to transfer,
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 8 years after
transferring record to NARA.

N1-431-00-7
Item 5.a(5)

Permanent. Cut off electronic
files with related PDF files and
TIFF files. Transfer to NARA
according to regulations found
in 36 CFR § 1228.270 when the

ADAMS data related to digital PDF files and TIFF files are
signatures, and data that transferred. Destroy NRC copy
evidence final NRC 8 years after transferring record
management and staff to NARA.
concurrences in documents that
are linked to and considered
part of the official records.
March 2005 25.18 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

PART 6. RECORDS OF THE OFFICE OF INFORMATION SERVICES

The Office of Information Services (OIS) plans, directs, and oversees the NRC’s information resources,
including information technology infrastructure and delivery of information management services, to
meet the mission and goals of the agency. Provides principal advice to the Chairman to ensure that
information technology (IT) is acquired and information resources across the agency are managed in a
manner consistent with Federal information resources management (IRM) laws and regulatlons Assists
senior management in recognizing where information technology can add value while improving NRC
operations and services deliver. Directs the implementation of a sound and integrated IT architecture to
achieve NRC's strategic and IRM goals. Momtors and evaluates the performance of information
technology and information management programs based on applicable performance measures and
assesses the adequacy of IRM skills of the agency. Provides guidance and oversight for the selection,
control, and evaluation of information technology investments.

The following record schedules were developed for records unique to the OIS. Reference NRC Schedule
1, "Records Common to Most Offices,” and the General Records Schedules 1 through 26 for other
applicable schedules. Applicable schedules have been identified on the "Files Mamtenance and
Disposition Plans" retained by the office Records anxson Officer.

. NARA
ITEM ) APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

1. ADAMS Legacy Libraries

Electronic bibliographic descriptions of
the older programmatic records that

. were originally maintained in the ~ - o
Nuclear Document System (NUDOCS)
and the Bibliographic Retrieval System B
(BRS). Although the primary function
is to provide computer assisted retrieval
of document images on microfiche,
some documents have abstracts or full
text files associated with them.’ S
NUDOCS and BRS fiche co]lectxons o
consisted of copies of official records \
that were maintained in organized paper -
files throughout the agency prior to
ADAMS.

Record keeping system: ADAMS.

a. Internal Legacy Library Records.

ADAMS bibliographic data for all Destroy when 30 years old or N1-431-00-17
documents processed through when determined by the OIS Item l.a

March 2005 o 2.6.1 ~ NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

ITEM
NO. DESCRIPTION OF RECORDS

NUDOCS, including abstracts and
full text for certain documents.

b. Internal Legacy Library Microﬁche.

Microfiche images of all documents
processed through NUDOCS.

c. Public Legacy Library Records.

ADAMS bibliographic data for
agency documents processed
through NUDOCS that have been
made publicly available, including
abstracts and full text for certain
documents.

d. Public Legacy Library Microfiche.

Microfiche images of documents
processed through NUDOCS that
have been made publicly available.

e. Public Legacy Library Indexes.

Hard copy indexes and references
used to access Public Document
Room (PDR) documents.

2. Annual Reports to the Attorney
General on FOIA.

Annual reports to the Attorney General
of the United States relating to the NRC

March 2005

2.6.2

AUTHORIZED DISPOSITION

that the data are no longer
needed, whichever is sooner.

Destroy when 30 years old or
when determined by the OIS
that the data are no longer
needed, whichever is sooner.

Destroy when 30 years old or
when determined by the OIS
that the data are no longer
needed, whichever is sooner.

Destroy when 30 years old or
when determined by the OIS
that the data are no longer
needed, whichever is sooner.

Destroy when 30 years old or
when determined by the OIS
that the data are no longer
needed, whichever is sooner.

Destroy when 2 years old.

NARA
APPROVED
CITATION

N1-431-00-17
Item 1.b

N1-431-00-17
Item l.c

N1-431-00-17
Item 1.d

N1-431-00-17
Item l.e

GRS 14-14

NUREG-0910, Rev. 4
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N | RECORDS OF NRC OFFICES
- NARA

ITEM B _ 3 - APPROVED

NO. DESCRIPTION OF RECORDS "' :'!':* {’AUTHORIZED DISPOSITION CITATION
implementation of the Freedom of
Information Act (5 U.S.C. 522).
Record keeping system: Paper.

3. Automated Information

| 'Documentation System (ATDS)
This system utilizes data sets which are : ' ‘Retain until it has been  NC1431-812
created and maintained via WYLBUR' - :~:""determined by a competent Item 13.F 4
to produce various printouts needed to NRC Official that data are no
" ‘document the programs data files, and ;" - - longer needed; erase and reuse -
data elements comprisinga given - tape, etc
system. . :
~ Record keeping system: Electronic

Information System.

4. Bibliographic Retrieval System (BRS) - -

\_/ . ‘ R - )
The system provides access to =ro- “Retainuntil ithasbeen- .- - NC1-431-81-5
bibliographic data on NRC records determined by a competent Item 1.3.20.d
maintained in the NRC Public NRC Official that data are no
Document Room. longer needed; erase and reuse
tape, etc.

Record keeping system: Electronic
Information System.

5. Committee and Conference
Records

a. Records relating to establishment,

' organization, membershipand .+ i
policy of interagency, intra-agency - "
and international committees and ::.7 :
conferences, and agenda, minutes, .-
final reports, and related records -3+
documenting accomplishments . ™
created by committees and i
conferences when NRCis the * < : "7~
sponsoring agency. Excluding < i -

N
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NO.

March 2005

NRC Schedule 2

routine internal committee and
conference records covered by
GRS 26-1.a.

Record keeping system: ADAMS.

(1) Paper records created before

04/01/2000.

(2) Paper records used as the source

to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored

outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and TIFF

files.

2.6.4

RECORDS OF NRC OFFICES
DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Permanent., Cut off when NRC
involvement terminates. OIS
will transfer to NARA 10 years
after cutoff.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or
when no longer needed for -
reference or updating,
whichever is later.

Permanent. Cut off electronic
files when NRC involvement
terminates. Transfer to the
National Archives 2 years after
cut-off. At the time of transfer,

NARA and NRC will determine

medium and format in which
records will be transferred as
well as their arrangement.
Every effort will be made to

transfer records electronically in

NARA
APPROVED
CITATION

N1-431-00-17
Item 3.a(1)

N1-431-00-17
Item 3.a(2)

N1-431-00-17
Item 3.a(3)

N1-431-00-17
Item 3.a(4)

NUREG-0910, Rev. 4
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NRC Schedule 2

RECORDS OF NRC OFFICES
. NARA
ITEM ‘ APPROVED
NO. DESCRIPTION OF RECORDS "7 "AUTHORIZED DISPOSITION CITATION
-~ + " accordance with the standards
for permanent electronic
i+ . records contained in 36 CFR
"+ -1228.270 or standards
i~ . applicable at the time. If
transfer in an electronic medium
is not feasible, prior to transfer,
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 8 years after
transferring record to NARA.

(5) ADAMS document profiles and Permanent. Cut off electronic N1-431-00-17
ADAMS document packages files with related PDF files and Item 3.2(5)
created for the management, TIFF files. Transfer to NARA
search, and retrieval of the PDF :. according to regulations found -

“files and TIFF files, and " :'in 36 CFR § 1228.270 when the
ADAMS data related to digital ' - PDF files and TIFF files are
signatures, and data that transferred. Destroy NRC copy
evidence final NRC 8 years after transferring record
management and staff to NARA.
concurrences in documents that
are linked to and considered
part of the official records.

b. Agenda, minutes, final reports, and

related records documenting

accomplishments created by

committees and for conferences

when NRC is not the sponsoring

agency.

Record keeping system: ADAMS.

(1) Paper records created before. - i . Destroy when 3 years old or N1-431-00-17
04/01/2000. -+ =+ earlier if no longer needed for Item 3.b(1)

reference.
"(2) Paper records used as the source:. * Destroy paper documents N1-431-00-17
to create ADAMS Tagged *° - . 2 months after creationof .~ Item 3.b(2)
Image File Format (TIFF) files ADAMS electronic record. -
and ASCII files.
March 2005 26.5 - NUREG-0910, Rev. 4



ITEM
NO.

March 2005

NRC Schedule 2

RECORDS OF NRC OFFICES
NARA
A APPROVED
DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

(3) Copies of electronic files stored Destroy after creation of N1-431-00-17
outside of ADAMS used to ADAMS electronic record or Item 3.b(3)
create ADAMS Portable when no longer needed for
Document Format (PDF) files, reference or updating,

TIFF files, and ASCII files that whichever is later.
remain with staff members and
OIS processing staff after
creation of the ADAMS

records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their Cut off electronic files upon N1-431-00-17
linked native application source termination of committee. Item 3.b(4)
files; ADAMS TIFF files and Destroy 3 years after cutoff.
their linked ASCII files;

ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

All other records created by

committees regardless of whether

NRC is the sponsor agency,

excluding the agenda, minutes, final

reports and related records

described in Item a, above.

Record keeping system: ADAMS.

(1) Paper records created before Destroy when 3 years old or N1-431-00-17
04/01/2000. earlier if no longer needed for Item 3.c(1)

reference.

(2) Paper records used as the source  Destroy paper documents N1-431-00-17
to create ADAMS Tagged 2 months after creation of Item 3.¢(2)
Image File Format (TIFF) files ADAMS electronic record.
and ASCII files.

26.6 NUREG-0910, Rev. 4



ITEM
NO.

NRC Schedule 2

RECORDS OF NRC OFFICES

‘DESCRIPTION OF RECORDS "=

6‘

March 2005

(3) Copies of electronic files stored
outside of ADAMS used to e

create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus,

InForms, e-mail, etc.) and
electronic records received from
outside the agency.

(4) ADAMS PDF files and their

linked native application source
files; ADAMS TIFF files and
their linked ASCII files;
ADAMS document proﬁles and
documeént packages; and - -
ADAMS digital signature and °
concurrence data.

Duplicate Reference Filesof the =

Public Document Room (PDR) = “"~"

. Duplicate Nuclear Power Plant docket
files, materials licensing files, technical =
* “subject correspondence, and other files” -
and documents made available to the T
public in the PDR. o

Record keeping system: ADAMS.

Paper documents created before
04/01/2000.

26.7 -

AUTHORIZED DISPOSITION

‘Destroy after creation of
"~ ADAMS electronic record or
" when no longer needed for

reference or updating,
whichever is later.

Cut off electronic files upon
termination of committee.
Destroy 3 years after cutoff.

Cut off files on 04/01/2000.

Destroy files when 30 years old,

or when determined by the OIS
that the files no longer meet
public demand criteria for
continued maintenance,
whichever is sooner.

NARA
APPROVED
CITATION

N1-431-00-17
Item 3.c(3)

N1-431-00-17
Item 3.c(4)

. -N1-431-00-17

Item4.a

NUREG-0910, Rev. 4
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NRC Schedule 2

RECORDS OF NRC OFFICES

NO. DESCRIPTION OF RECORDS

b. ADAMS Publicly Available

Records System (PARS) Library
documents consisting of copies of
ADAMS PDF files, TIFF files,
ASCII files, document profiles and
document packages, and ADAMS
digital signature and concurrence
data for permanent and temporary
records placed in the library for
public access.

7. Forms Files

a.

March 2005

One record copy of each edition of
an NRC form created that is
maintained by the Publishing
Services Branch with related
instructions.

Record keeping system: ADAMS.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-

2.6.8

AUTHORIZED DISPOSITION

Destroy at the same time the
record located in ADAMS is
destroyed.

Permanent. Transfer to NARA
when 10 years old.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or
when no longer needed for
reference or updating,
whichever is later.

NARA
APPROVED
CITATION

N1-431-00-17
Item 4.b

NC1-431-81-5
Item 1.5.32.a

N1431-00-17
Item 5.a(2)

N1-431-00-17
Item 5.a(3)

NUREG-0910, Rev. 4
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NRC Schedule 2

RECORDS OF NRC OFFICES

NO. DESCRIPTION OF RECORDS

mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files, bit-mapped

image files, ASCII files,
document profiles, data related
to a digital signature, and data
that evidence final NRC -
management and staff

concurrence in a document that o

is linked to and considered to be
part of the official record

(5) ADAMS document profiles and

ADAMS document packages
created for the management,
search, and retrieval of the PDF

_files and TIFF files,and |
" . ADAMS data related to dlgntal
' signatures, and data that

evidence final NRC

management and staff :

concurrences in documents that
are linked to and considered
part of the official records.

b. Working papers, background
materials, requisitions,

March 2005

26.9

' AUTHORIZED DISPOSITION

NARA
APPROVED
CITATION

Permanent. Cut off electronic -~

. files when discontinued or

obsolete. Transfer to the
National Archives 2 years after

* . cut-off. At the time of transfer,
* --NARA and NRC will determine

medium and format in which
records will be transferred as

" well as their arrangement.
~ Every effort will be made to-
" -’ transfer records electronically in -

accordance with the standards
for permanent electronic

" records contained in 36 CFR

" 1228.270 or standards
- applicable at the time. If

"+ ‘transfer in an electronic medium
: " js not feasible, prior to transfer,

with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 8 years after -
transferring record to NARA.

Permanent. Cut off electronic
files with related PDF files and
TIFF files. Transfer to NARA

according to regulations found * -

'in 36 CFR § 1228.270 when the
‘PDF files and TIFF files are - -

* transferred. Destroy NRC copy ~ - -

8 years after transferring record

" “to NARA.

N1-431-00-17
Item 5.a(4)

"'N1-431-00-17

Item 5.a(5)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
DESCRIP’I‘ION OF RECORDS AUTHORIZED DISPOSITION

specifications, processing data, and
control records maintained at the
Publishing Services Branch and at
the originating office at all
organizational levels.

Record keeping system: ADAMS.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus,

InForms, e-mail, etc.) and
electronic records received from
outside the agency.

(4) ADAMS PDF files and their
linked native application source
files; ADAMS TIFF files and
their linked ASCII files;
ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

2.6.10

Destroy when related form is
discontinued, superseded, or
canceled.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or
when no longer needed for
reference or updating,
whichever is later.

Cut off electronic files when
form is discontinued or
canceled, and immediately
destroy.

NARA
APPROVED
CITATION

NC1-431-81-5
Item 1.5.32.b

N1-431-00-17
Item 5.b(2)

N1-431-00-17
Item 5.b(3)

N1-431-00-17
Item 5.b(4)
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RECORDS OF NRC OFFICES

L NARA
ITEM | o APPROVED
NO. DESCRIPTIONOFRECORDS ‘ ° = AUTHORIZED DISPOSITION  CITATION

8. General Program Correspondence . ) h
Files (Subject Files) v

Letters, memoranda, messages, studies,
reports, forms, and other data
documenting and/or implementing
plans, policies, procedures,
accomplishments, opinions, and
decisions pertaining to Office of
Information Services (OIS) program and
staff activities.

Record keeping system: ADAMS.

a Program Correspondence Files at ) "
the Office Director Level. ST

Files that document policy- makmg
decisions or significant OIS i
program management functions that
are signed by or addressed to the
OIS. Excluded is program
correspondence that documents
routine transactions for which the
record content is summarized or ~ "
duplicated in higher level
documents. (See item c. below. )

(1) Paper records created before ‘ _'" “""Permanent. Cut off at close of NC1-431-81-5
04/01/2000. ' '+ fiscal year. Hold 2 years and Item 1.2.15.a
1+~ Tretire to the Washington
" National Record Center through
- ' OIS. OIS will transfer to
..+ ‘NARA when 20 years old.

(2) Paper records used as the source ™ Destroy paper documents N1-431-00-17
to create ADAMS Tagged 2 months after creation of Item 6.2(2)
.. Image File Format (TIFF) ﬁles - ADAMS electromc record. :
~ and ASCII files. C e

A3) Copxes of electronic files stored * Destroy after creation of - . NI1-431-00-17

outside of ADAMS used to - ! 'ADAMS electronicrecord or - Item 6.a(3)
create ADAMS Portable *~ **" "~ ‘when no longer needed for ‘

March 2005 2611 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

ITEM
NO. DESCRIPTION OF RECORDS

Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and TIFF
files.

(5) ADAMS document profiles and
ADAMS document packages
created for the management,
search, and retrieval of the PDF
files and TIFF files, and
ADAMS data related to digital

March 2005 2.6.12

AUTHORIZED DISPOSITION

reference or updating,
whichever is later.

Permanent. Cut off electronic
files at close of fiscal year.
Transfer to the National
Archives 2 years after cut-off.
At the time of transfer, NARA
and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.
Every effort will be made to
transfer records electronically in
accordance with the standards
for permanent electronic
records contained in 36 CFR
1228.270 or standards
applicable at the time. If
transfer in an electronic medium
is not feasible, prior to transfer,
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 8 years after
transferring record to NARA.

Permanent. Cut off electronic
files with related PDF files and
TIFF files. Transfer to NARA
according to regulations found
in 36 CFR § 1228.270 when the
PDF files and TIFF files are

NARA
APPROVED

CITATION

N1-431-00-17
Item 6.a(4)

N1-431-00-17
Itemn 6.2(5)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

ITEM

NO. DESCRIPTION OFRECORDS

signatures, and data that
evidence final NRC
management and staff
concurrences in documents that
are linked to and considered
part of the official records.

b. Program Correspondence Files
Created or Received Below the © -
Office Director Level.

Files that document policy making
decisions, significant or OIS )
program management functions and
program operations. They are
signed by or addressed to OIS
management and staff below the
OIS level. Excluded is program
correspondence that documents
routine transactions for which the
record content is summarized or
duplicated in higher level
documents. (See item c. below.)

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged -
Image File Format (TIFF) ﬂles
and ASCII files. '

(3) Copies of electronic files stored
., outside of ADAMS usedto

" create ADAMS Portable 77+
Document Format (PDF) files, =
TIFF files, and ASCII files that -

remain with staff members and
OIS processing staff after
creation of the ADAMS

March 2005

2.6.13

""AUTHORIZED DISPOSITION

transferred. Destroy NRC copy
8 years after transferring record
to NARA.

Cut off at close of fiscal year.
Hold 2 years and retire to the
Washington National Record

+3""**Center through OIS. Destroy 10
" years after cutoff.

Destroy paper documents
‘2 months after creation of
-ADAMS electronic record.

Destroy after creation of
‘ADAMS electronic record or
when no longer needed for
reference or updating, -

-='whichever is later.

NARA
APPROVED

- CITATION

' NC1-431-81-5
tem 1.2.15.b

N1-431-00-17

Ttem 6.b(2)

N1431-00-17

" Item 6.b(3)
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RECORDS OF NRC OFFICES

DESCRIPTION OF RECORDS

March 2005

records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their
linked native application source
files; ADAMS TIFF files and
their linked ASCII files;
ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

Routine Program Correspondence
Files Created or Received at All

Organizational Levels.

Files documenting program
transactions of a routine or
recurring nature, the record content
of which is summarized or
duplicated in Item a. or b. above.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after

2.6.14

AUTHORIZED DISPOSITION

Cut off electronic files at close
of fiscal year. Destroy 10 years
after cutoff.

Destroy when 2 years old, or
sooner if purpose has been
served.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or
when no longer needed for
reference or updating,
whichever is later.

NARA
APPROVED
CITATION

N1-431-00-17
Item 6.b(4)

NC1-431-81-5
Item 1.2.15.¢c

N1-431-00-17
Item 6.c(2)

N1-431-00-17
Item 6.¢(3)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

ITEM - o

NO. DESCRIPTION OF RECORDS
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

@), ADAMS PDF ﬁles and thexr
files; ADAMS TIFF files and
their linked ASCII files;
ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

9. Graphic Arts Files
N2

a. Original artwork, half-tone
negatives, camera-ready copy, and
electronic final copy prepared for
brochures, posters,
and other NRC publications
by the Publishing Services Branch.

‘. "AUTHORIZED DISPOSITION

NARA
APPROVED *

* - CITATION

_Cut off electronic files at close
of fiscal year. Destroy 2 years

: ‘_after cutoff.

Record keeping system: ADAMS. " -

(1) Paper records created before
. 04/01/2000. ST ‘

(2) Paper records used as the scurce’
to create ADAMS Tagged
Image File Format (TIFF) ﬁles
and ASCII files. . '

(3) Copies of electromc ﬁ]es stored

outside of ADAMS used to " g

create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and

March 2005

2.6.15

Destroy when no longer needed

- for publication or reprinting. - -

R R R e
e aselelT

” Destroy paper documents

2 months after creation of

~.ADAMS electronic record.

Destroy after creation of
“"ADAMS electronic record or
‘when o longer needed for
reference or updating,
whichever is later.

N1-431-00-17
Item 6.c(4)

NC1-431-81-4
Item 2.2

'N1-431-00-17

Item 7.a(2)

- ..NI1-431-00-17
“Ttem 7.a(3)
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RECORDS OF NRC OFFICES

DESCRIPTION OF RECORDS

March 2005

OIS processing staff after
creation of the ADAMS

records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their
linked native application source
files; ADAMS TIFF files and
their linked ASCII files;
ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

Record set of posters distributed
agency-wide or to the public and
maintained by the Publishing
Services Branch. Arranged
chronologically.

Record keeping system: ADAMS.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS

2.6.16

AUTHORIZED DISPOSITION

Cut off electronic files upon
acceptance of artwork. Destroy
2 years after cutoff.

Permanent. Transfer to NARA
when 10 years old.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or
when no longer needed for
reference or updating,
whichever is later.

NARA
APPROVED
CITATION

N1-431-00-17
Item 7.a(4)

NC1-431-814
Item

N1-431-00-17
Item 7.b(2)

N1-431-00-17
Item 7.b(3)
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RECORDS OF NRC OFFICES

ITEM . ,

NO. ' DESCRIPTION OF RECORDS

records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic

~ records received from outside . -

the agency.

(4) ADAMS PDF files and TIFF
files.

S5,

" 'AUTHORIZED DISPOSITION

NARA
APPROVED
CITATION

" Permanent. Cut off electronic
- files upon close of fiscal year. -
" Transfer to the National

N1-431-00-17
Item 7.b(4)

Archives 2 years after cut-off.
At the time of transfer, NARA
and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.

Every effort will be made to
transfer records electronically in
accordance with the standards

. for permanent electronic

__records contained in 36 CFR '
1228.270 or standards

. applicable at the time. If
transfer in an electronic medium

s not feasible, prior to transfer,

(5) ADAMS document profiles and
ADAMS document packages
created for the management,
search, and retrieval of the PDF
files and TIFF files, and
ADAMS data related to digital
signatures, and data that
evidence final NRC
management and staff
concurrences in documents that

March 2005

2.6.17

with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy when NARA h
confirms receipt of the
transferred files.”

- N1-431-00-17
" Item 7.b(5)

Permanent. Cut off electronic
files with related PDF files and
TIFF files. Transfer to NARA
according to regulations found
in 36 CFR § 1228.270 when the
PDF files and TIFF filesare ~
transferred. Destroy NRC copy
when NARA confirms receipt

of the transferred files.

NUREG-0910, Rev. 4
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10.

11.

12.

March 2005

NRC Schedule 2

RECORDS OF NRC OFFICES

DESCRIPTION OF RECORDS

are linked to and considered
part of the official records.

Information Requirements Control

Automated System (IRCAS)

The system, as an information locator, is
used to plan and control NRC
information collection requirements.
Information is controlled at the subject
or title level which includes cost,
number of respondents, originator,
prescribing authority, staff-hours, and
whatever other administrative ,
information is required.

Record keeping system: Electronic
Information System.

Manpower System (MPS)

The system maintains a data base of
staff-hours charged against projects and
programs, providing management with
data for manpower analysis,
reallocation, planning, budget validation
and license-fee purposes.

Record keeping system: Electronic
Information System.

Nuclear Documents System

{(NUDOCS) Records

NUDOCS system files consisting of
bibliographic data and microfiche
addresses, abstracts and full text
documents (when captured); related
systems development, maintenance, or
operational files, system programming,
and project files; and any system copies

2.6.18

AUTHORIZED DISPOSITION

NARA
APPROVED
CITATION

Retain until it has been
determined by a competent
NRC Official that data are no
longer needed; erase and reuse
tape, etc

Retain until it has been
determined by a competent
NRC Official that data are no
longer needed; erase and reuse
tape, etc

NC1-431-81-2
Item 13.1.13

NC1-431-81-2
Item 13.F.1

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
ITEM . o
NO. DESCRIPTION OF RECORDS "' 'AUTHORIZED DISPOSITION

or backups that remain after copymg the
related data to the Agencywide
Documents Access and Management -
System (ADAMS). Included are
supporting data bases such as document
type codes, lists of authors and
'recxplents and data supporting -
distribution of processed documents.
NUDOCS document images are -

contained on microfiche to provide staff - -~ -
ease of reference. The official versions - .*°

of NUDOCS documents are maintained
in hard copy.

Record keeping system: ADAMS.

a. Electronic records and data bases,
including migration data bases used
to input data into ADAMS.

Record keeping system: Electronic
Information System.

b. User manuals, project files,
technical directions, and all other
supporting developmental,
operational, and maintenance
documents in paper format.

ie .

Record keeping system Paper

! <

S I S

Cutoff upon system termination
following transfer of records to
ADAMS. Destroy data after

verifying successful transfer of

records to ADAMS, or when |

OIS determines there is no
further administrative or
operational value, whichever is
later.

Cutoff upon system termination
following transfer of records to
ADAMS. Destroy files after

verifying successful transfer of

- records to ADAMS, or when
‘OIS determines there is no

further administrative or

- "ioperational value whxchever is

i later.

R PR RN

c. NUDOCS microfiche collections
consisting of copies of internal use
only documents (the whole’ o

“collection) and the subset of -
documents made pubhcly avallable.’ g

Record keeping system: Mlcroﬁche.'- :

March 2005

26.19

Cutoff upon system termination
following transfer of records to

""ADAMS. Destroy in: _

. -accordance with schedules for

" “internal and public legacy
“-.library microfiche. .

-(e.g., destroy when 30 years old :

NARA
APPROVED .

- CITATION -

N1-431-00-17

"Ttem 8.2

, ‘N1-431-00-17

Item 8.b

. N1-431-00-17

Item 8.c

NUREG-0910, Rev. 4
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NO.

13.

14.

March 2005

NRC Schedule 2

RECORDS OF NRC OFFICES
NARA
APPROVED
DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
or when determined by the
OIS that the data are no longer
needed, whichever is sooner.)
Project Management System (PMS)
The system will maintain data and Retain until it has been NC1-431-81-2
information to monitor and interrelate determined by a competent Item 1.j.1
End-User Support Services Branch NRC Official that data are no
efforts on contracts, purchase orders, longer needed; erase and reuse
projects, tasks or subtasks, work orders, tape, etc
and invoices.
Record keeping system: Electronic
Information System.
Publications
a. Record copy of regulations,
regulatory guides, NUREG-series
publications or the last manuscript,
if not published, and other
pamphlets, reports, leaflets, and
manuals relating to NRC matters
located in the Reproduction and
Distribution Services Section’s
Archival collection.
Record keeping system: ADAMS.
(1) Paper records created before Permanent. Transfer to NARA NC1-431-81-5
04/01/2000. when 10 years old. Item 1.5.36.a.(1)
(2) Paper records used as the source  Destroy paper documents N1-431-00-17
to create ADAMS Tagged 2 months after creation of Item 9.a(2)
Image File Format (TIFF) files ADAMS electronic record.
and ASCII files.
(3) Copies of electronic files stored ~ Destroy after creation of N1-431-00-17
outside of ADAMS used to ADAMS electronic record or Item 9.2(3)
create ADAMS Portable when no longer needed for

Document Format (PDF) files,
TIEF files, and ASCII files that

2.6.20

reference or updating,
whichever is later.

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

ITEM L S
NO. DESCRIPTION OF RECORDS

remain with staff members and

OIS processing staff after
creation of the ADAMS

records. Included are electronic
records created internally using
office automation tools (e.g., .

WordPerfect, Lotus,
InForms, e-mail, etc.) and

electronic records received from

outside the agency.

(4) ADAMS PDF files and TIFF
files.

(5) ADAMS document profiles and
ADAMS document packages
-created for the management,.

search, and retrieval of the PDF

files and TIFF files, and
ADAMS data related to digital
signatures, and data that
evidence final NRC

March 2005

*- " AUTHORIZED DISPOSITION

2.621°

NARA
APPROVED
CITATION

N1-431-00-17
Ttem 9.a(4)

Permanent. Cut off electronic
files at close of fiscal year.
Transfer to the National

" Archives 2 years after cut-off.

At the time of transfer, NARA
and NRC will determine

" medium and format i in which

records will be transferred as
well as their arrangement.
Every effort will be made to

_ transfer records electronically in
" accordance with the standards

for permanent electronic -
records contained in 36 CFR
1228.270 or standards
applicable at the time. If -
transfer in an electronic medium ¢ -
is not feasible, prior to transfer, -
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 8 years after’
transferring record to NARA.

- N1431-00-17
Item 9.a(5)

Permanent. Cut off electronic
files with related PDF files and

. TIFF files. Transfer to NARA
“according to regulations found -

in 36 CFR § 1228.270 when the h
PDF files and TIFF filesare’~
transferred. Destroy NRC copy
8 years after transferring record

NUREG-0910, Rev. 4



ITEM

NRC Schedule 2

RECORDS OF NRC OFFICES

NO. DESCRIPTION OF RECORDS

b.

management and staff
concurrences in documents that
are linked to and considered
part of the official records.

Authorizations to Publish consisting
of NRC Form 426 and 426a,
Release to Publish, any copyright
authorizations, or similar

* documentation providing a release

March 2005

to publish.

Record keeping system: ADAMS.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their
linked native application source
files; ADAMS TIFF files and
their linked native application
source files.

2.6.22

AUTHORIZED DISPOSITION

to NARA.

[Withdrawn from schedules for
revision and re-submission as a
non-permanent collection.]

Schedule Pending.

Schedule Pending.

Schedule Pending.

Schedule Pending.

NARA
APPROVED
CITATION

NA

NA

NA

NA

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

ITEM ‘
NO. DESCRIPTION OF RECORDS

c. Work papers and background
materials.

Record keeping system: ADAMS.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to
. create ADAMS Portable
Document Format (PDF) ﬁles

TIFF files, and ASCII files that
remain thh staff members apd "
OIS processing staff after .~~~

creation of the ADAMS

records. Included are electron};:" B

records created internally usmg .

office automation tools (e.g.,

WordPerfect, Lotus, InForms e

mail, etc.) and electronic
records received from outsnde ,
the agency.

_(4) ADAMS PDF files and thexr

. linked native application’ source ‘T
-  after cutoff.

files; ADAMS TIFF files and
their linked ASCIl ﬁles e

document packages; and
ADAMS digital signature and
concurrence data.

15. Regulatory History Files for
Proposed and Final Rulemaking

Case files documenting proposed and
final rulemakings. Contents include

March 2005 o 2.623

" publication. ‘Destroy 6 months

NARA
e L APPROVED
* AUTHORIZED DISPOSITION "CITATION
Destroy 6 months after NC1-431-81-5
publication. " Item 1.5.36.b
Destroy paper documents N1-431-00-17
2 months after creation of Item 9.c(2)
ADAMS electronic record.
Destroy after creation of N1-431-00-17
ADAMS electronic record or Item 9.¢(3)
_..when no longer needed for
"“reference or updating,
whichever is later.
_Cut off electronic files upon N1-431-00-17
"Item 9.c(4)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
NARA

ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

interoffice correspondence, all source

documents relied upon to prepare

proposed and final rules, public

comments, Committee to Review

Generic Requirements (CRGR) minutes

and recommendations, Advisory

Committee on Reactor Safeguards

comments, Commission papers,

transcripts, indexes, and Federal

Register Notices.

Record keeping system: ADAMS.

a. Official case files created by the

O1S.

(1) Paper records created before Permanent. Cut off when NC1-431-85-1
04/01/2000. regulation is issued through Item L.a

notice in the Federal Register.
Transfer to NARA in 5-year
blocks when the earliest closed
case file is 25 years old and the
most recent case file is 20 years
old.

(2) Paper records used as the source  Destroy paper documents N1-431-00-17
to create ADAMS Tagged 2 months after creation of Item 10.2(2)
Image File Format (TIFF) files ADAMS electronic record.
and ASCII files.

(3) Copies of electronic files stored  Destroy after creation of N1-431-00-17
outside of ADAMS used to ADAMS electronic record or Item 10.a(3)
create ADAMS Portable when no longer needed for
Document Format (PDF) files, reference or updating,

TIFF files, and ASCII files that whichever is later.
remain with staff members and

OIS processing staff after

creation of the ADAMS

records. Included are electronic

records created intemnally using

office automation tools (e.g.,

WordPerfect, Lotus, InForms, e-

mail, etc.) and electronic

March 2005 2.6.24 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
. . NARA
ITEM. . APPROVED .
NO. DESCRIPTION OF RECORDS .. """AUTHORIZED DISPOSITION - - CITATION '
records received from outside
the agency.
(4) ADAMS PDF files and TIFF ~ 7 Permanent. Cut off electronic N1-431-00-17

files. 7*ir-+ files when regulation is issued Item 10.a(4)
' -+ -*» through notice in the Federal :
" Register. Transfer to the
-+ National Archives 2 years after
cut-off. At the time of transfer,
NARA and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.
Every effort will be made to
transfer records electronically in
accordance with the standards
for permanent electronic
records contained in 36 CFR -
1228.270 or standards
- .+ ~applicable at the time. If
i transfer in an electronic medium
"+ 73+ “is not feasible, prior to transfer,
" with NARA concurrence,
- - - records will be converted to
paper or to microform. Destroy
NRC copy 8 years after
transferring record to NARA. . .

(5) ADAMS document profilesand ~ Permanent. Cut off electronic N1:431-00-17

. ADAMS document packages '+ files with related PDF files and Item 10.a(5)
created for the management, - TIFF files. Transferto NARA . .
search, and retrieval of the PDF - - according to regulations found
files and TIFF files,and -~ ~“ ¥~ - 'in 36 CFR § 1228.270 when the -.
ADAMS data related to digital -~ :: PDF files and TIFF files are .
signatures, and data that transferred. Destroy NRCcopy .-
evidence final NRC 8 years after transferring record
management and staff to NARA.

concurrences in documents that
are linked to and considered
part of the official records.

March2005 =~ 2,625 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
16. Regulatory Information Tracking
Systems - CIO (IRM-RITS)
IRM-RITS is an integration of two Retain until it has been
computer systems (Technical determined by a competent
Assignment Control System [TACS] NRC Official that data are no
and Manpower System [MPS] which are  longer needed; erase and reuse
updated weekly. Data within the system tape, etc.
are retained by staff member, licensee,
and technical assignments. The system
retains current and historical data on
project schedules and staff resources.
Record keeping system: Electronic
Information System.
17. Statistical Information System
For Operating Reactors (SISOR)
The system maintains records of Retain until it has been
monthly operating data for each nuclear determined by a competent
power plant in commercial operation. NRC Official that data are no
longer needed; erase and reuse
Record keeping system: Electronic tape, etc.
Information System.
18. Technical Assignment Control

March 2005

System (TACS)

A computer data base containing items
of information identifying, describing,
documenting, and accounting for the
recording and status reporting of all
non-case related work in an office.
TACS is a tool which allows for the
systematic control of the total office
work effort. (Both case and non-case
work).

Record keeping system: Electronic
Information System.

2.6.26

Retain until it has been
determined by a competent
NRC Official that data are no
longer needed; erase and reuse
tape, etc.

NARA
APPROVED
CITATION

NC1-431-81-2
Item 1.F.H

NC1-431-81-2
Item 11.E.1

NC1-431-81-2
Item 12.F.1

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
NARA

ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
19. Telephone Directory System (TEL)

System telephone lines to users Retain until it has been NC1-431-81-2

(employees) and identity of retired determined by a competent Item 13.1.3

phone lines and changes; ensures rapid NRC Official that data are no

certification and payment of all long longer needed; erase and reuse

distance toll charges. tape, etc

Record keeping system: Electronic

Information System.
20. Timesharing Accounts Management

Svstem (TAMS)

This system provides detailed cost data Retain until it has been NC1-431-81-2

on computer timesharing expenditures determined by a competent Item 13.F.3

at NIH/DCRT. NRC Official that data are no

longer needed; erase and reuse

Record keeping system: Electronic tape, etc

Information System.
March 2005 2.6.27 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

PART 7. RECORDS OF THE OFFICE OF THE COMMISSION

The Commission (OCM) is responsible for licensing and regulating nuclear facilities and materials, and
for conducting research in support of the licensing and regulatory process, as mandated by the Atomic
Energy Act of 1954, as amended, the Energy Reorganization Act of 1974, as amended, and the Nuclear
Nonproliferation Act of 1978; and in accordance with the National Environmental Policy Act of 1969, as
amended, and other applicable statutes. These responsibilities include protecting public health and
safety, protecting the environment, protecting and safeguarding materials and plants in the interest of
national security, and assuring conformity with antitrust laws.  Agency functions are performed through:
standards-setting and rulemaking; technical reviews and studies; conduct of public heanngs, issuance of
authorizations, permits, and licenses; mspectlon, investigation, and enforcement; evaluation of operating
experience; and research. The Commission is composed of five members, appointed by the President and
confirmed by the Senate, one of whom is designated by the President as Chairman. The Chairman is the
principal executive officer and the official spokesman of the Commission.

The following record schedules were developed for records unique to the Commission. Reference NRC
Schedule 1, "Records Common to Most Offices," and the General Records Schedules 1 through 26 for
other applicable schedules. Applicable schedules have been identified on the "Files Maintenance and
Disposition Plans" retained by the office Records Liaison Officer.

.. _.NARA
ITEM . .7 APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION ~  ~ CITATION
1. Commissioners’ Chronological Files

a. Copies of all outgoing Permanent. Transfer to NARA NC1-431-02-2
correspondence and reports when 20 years old. " Iteml.a
prepared by the individual ’
commissioners, arranged
chronologically.

Record keeping system: Paper.

b. Electronic records created or Create paper record ofthe - ' NC1-431-02-2
received used as the source to create  electronic document on the day - ItemlLb
paper records that are filed in the created or received or as soon as
Commissioner’s Chronological practical and file in appropriate
Files. Included are electronic official files. Destroy electronic
records created internally using version immediately after '
office automation tools (e.g., creating official record copy or
WordPerfect, Lotus, InForms, E- when no longér needed for
mail, etc.) and electronic records reference or updating,
received internally and from outside ~ whichever is later.
the agency. '

March 2005 27.1 NUREG-0910, Rev. 4 -



ITEM
NO.

NRC Schedule 2

RECORDS OF NRC OFFICES

DESCRIPTION OF RECORDS

2.

OffTice Files of the Chairman and

Commissioners

AUTHORIZED DISPOSITION

Notes, memoranda, correspondence,
copies of e-mail, and other papers
accumulated in the offices of the
Chairman or the Commissioners
that are written by or exchanged
between a Commissioner and
members of his/her personal staff or
written by or exchanged between
members of the Commissioner’s
staff, received by the Commissioner
or his/her staff from another
Commissioner or member of his/her
staff that were not circulated to
other Commissioner offices,
received from any other NRC
source, from Congress, from other
government agencies, or from
members of the public that were not
circulated to other Commissioner
offices, and transcripts of telephone
conversations relating to agency
business, and copies of agency
records on which Commissioners
make their own notations. Office
files contain original documents
received by the Commissioner, and
may contain copies of records
maintained by other NRC offices
when germane to the Chairman’s or
Commissioners’ subjects, projects
or actions to which the files pertain.
However, Office Files of the
Chairman and Commissioners do
not include extra unannotated
copies of records maintained as part
of the Commission’s Official Files.

Permanent. Retire to WNRC

through OIS at end of

NARA
APPROVED
CITATION

NC1-431-02-2
Item2.a

Commissioners’ term. Transfer
to NARA when 20 years old.

Record keeping system: Paper.

b. Electronic records created or

March 2005

Create paper record of the

2.7.2

NC1-431-02-2

NUREG-0910, Rev. 4



ITEM

NRC Schedule 2

RECORDS OF NRC OFFICES

‘NO. DESCRIPTION OF RECORDS

received used as the source to create
paper records that are filed in the
Office Files of the Chairman and
Commissioners. Included are
electronic records created internally
using office automation tools (e.g.,
WordPerfect, Lotus, InForms, E-
mail, etc.) and electronic records
received internally and from outside
the agency.

Record keeping system: Paper.

3. Schedules of Daily Activities

a.

March 2005

Calendars, appointment books,
schedules, logs, diaries, and similar
records documenting meetings,
appointments, telephone calls, trips,
visits, and other activities by the
Chairman and Commissioners while
serving at NRC, excluding materials
determined to be personal.

Record keeping system: Paper.

Electronic records created or
received used as the source to create
paper records that are filed in the
Schedules of Daily Activities.
Included are electronic records
created internally using office
automation tools (e.g., WordPerfect,
Lotus InForms, E-mail, Electronic
Calendaring, etc.) and electronic
records received internally and from
outside the agency.

Record keeping system: Paper.

2.7.3

AUTHORIZED DISPOSITION

electronic document on the day
created or received or as soon as
practical and file in appropriate
official files. Destroy electronic
version immediately after
creating official record copy or
when no longer needed for
reference or updating,
whichever is later.

Permanent. Retire to WNRC
through OIS at end of
Commissioners’ term. Transfer
to NARA when 20 years old.

Create paper record of the
electronic document on the day
created or received, or upon a
weekly, monthly, or other
appropriate interval, and file in
the official files. Destroy
electronic version immediately
after creating official record
copy or when no longer needed
for reference or updating,
whichever is later.

NARA
APPROVED
CITATION

Item2.b

NC1-431-02-2
Item3.a

NC1-431-02-2
Item 3.b

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

PART 8. RECORDS OF THE OFFICE OF COMMISSION APPELLATE ADJUDICATION - -

The Office of Commission Appellate Adjudication (OCAA) is responsible for monitoring cases pending
before presiding officers; providing the Commission with analyses of any adjudicatory matter requiring a
Commission decision (e.g., petitions for review of initial licensing board decisions, certified questions,
Interlocutory referrals, stay requests) including avaxlable options; drafting any necessary decisions
pursuant to the Commission's guidance after presentation of options; and consulting with the Office of
the General Counsel in identifying options to be presented to the Commission and in drafting the final
decision to be presented to the Commission.

The following record schedules were developed for records unique to (OCAA). Reference NRC
Schedule 1, "Records Common to Most Offices,” and the General Records Schedules’ 1 through 26 for
other applicable schedules. Applicable schedules have been identified on the "Files Mamtenance and
Disposition Plans” retained by the office Records Liaison Officer. '

NARA
ITEM - L ; ~ APPROVED
NO. DESCRIPTION OF RECORDS ; ~ AUTHORIZED DISPOSITION - CITATION

1. Appellate Adludlcatlon Documents
Files.

OCAA files consisting of mformanonal o
legal memoranda from the OCAA =~
Director to Commissioners, no-acnon e
memoranda, and legal memoranda . o
signed by the Directoror by line ~ = *
attorneys pertaining to cases momtorcd h
by OCAA, and other adjudlcatory v
matters monitored by or directedto  ~ "
OCAA for action, excludmg draft o
memorandum and order related
documents. '

Record keeping system: ADAMS. . 7

a. Paper records created before " “ " Permanent. Cut off at close of N1-431-99-9
04/01/2000. .. 7. fiscal year. Transfer to NARA Item l.a
. 1777 when 20 years old.
~b. - Paperrecords used as the source ~ Destroy paper documents N1-431-99-9
to create ADAMS Tagged Image ‘f .,2 months after creationof Item 1.b
File Format (TIFF) ﬁles and _ "ADAMS electronic record. - -
ASCIIfles )

c. Copies of electronic files stored © Destroy after creation of = N1-431-99-9

March 2005 - 28.1 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

March 2005

outside of ADAMS used to create ADAMS electronic record or Item l.c

ADAMS Portable Document
Format (PDF) files, TIFF files,

and ASCII files that remain with

staff members and OIS

processing staff after creation of

the ADAMS records. Included
are electronic records created

when no longer needed for
reference or updating,
whichever is later.

internally using office automation

tools (e.g., WordPerfect, Lotus,
InForms, e-mail, etc.) and

electronic records received from

outside the agency.

ADAMS PDF files and TIFF
files.

ADAMS document profiles and
ADAMS document packages
created for the management,
search, and retrieval of the PDF

Permanent. Cut off electronic N1-431-99-9
files at close of fiscal year. Item 1.d
Transfer to the National
Archives 2 years after cut-off.
At the time of transfer, NARA
and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.

Every effort will be made to
transfer records electronically in
accordance with the standards
for permanent electronic

records contained in 36 CFR
1228.270 or standards
applicable at the time. If
transfer in an electronic medium
is not feasible, prior to transfer,
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 18 years after
transferring record to NARA.

Permanent. Cut off electronic N1-431-99-9
files with related PDF files and Item l.e
TIFF files. Transfer to NARA

according to regulations found

files and TIFF files, and ADAMS in 36 CFR § 1228.270 when the

2.8.2 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

ITEM . :
NO. DESCRIPTION OF RECORDS

data related to digital signatures,
and data that evidence final NRC
management and staff
concurrences in documents that
are linked to and considered part
of the official records.

2. Draft Memorandum and Order Files

Draft memorandum and orders prepared
as Commission Legal Issuances (CAD,
Office of Commission Appellate o
Adjudication (OCAA) reviews of
ASLBP appeals, and opinions that are
submitted to the Office of the Secretary
as Adjudicatory Issue - Affirmation
Commission (SECY) Papers signed by
the Director, OCAA, for review,
signature, and formal issuance by the
Secretary of the Commission. Files are
arranged by SECY Paper number and
include internal correspondence, notes,
copies of vote sheets, revised CAL and
related documents. Office of the
Secretary maintains their copies of these
records permanently as well as records
of the final signed and issued CLlIs.

Record keeping system: ADAMS.

a. Paper records created before
04/01/2000.

b. Paper records used as the source

to create ADAMS Tagged Image

File Format (TIFF) files and
ASCII files.

P
e

c.  Copies of electronic files stored

outside of ADAMS used to create
- . ADAMS Portable Document

. Format (PDF) files, TIFF files, . .~
and ASCII files that remain wnth

March 2005

2.8.3

NARA
- A APPROVED
"AUTHORIZED DISPOSITION = CITATION
PDF files and TIFF files are '
transferred. Destroy NRC copy
18 years after transferring ‘
record to NARA.
Cut off at close of fiscal year. N1-431-99-9
Destroy 10 years after cutoff. Item2.a
* "Destroy paper documents - NI1-431-99-9
‘2 months after creationof =~~~ Item2.b
_..ADAMS electronic record.
| Destroy after creation of N1-431-99-9
ADAMS electronic record or Item2.c

-.when no longer needed for

‘reference or updating, -
" whichever is later.’

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
NARA

ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

staff members and OIS

processing staff after creation of

the ADAMS records. Included

are electronic records created

internally using office automation

tools (e.g., WordPerfect, Lotus,

InForms, e-mail, etc.) and

electronic records received from

outside the agency.

d. ADAMS PDF files and their Cut off electronic files at close N1-431-99-9
linked native application source of fiscal year. Destroy 10 years Item2.d
files; ADAMS TIFF files and after cutoff.
their linked ASCII files; ADAMS
document profiles and document
packages; and ADAMS digital
signature and concurrence data.

3. OCAA Program Management and

Operational Files

Files that document OCAA program

management and operational functions at

all levels. Files include letters,

memoranda, OCAA assignment lists,

messages, studies, reports, forms, and

other data documenting and/or

implementing plans, policies,

procedures, and accomplishments of

OCAA program and staff activities.

Record keeping system: ADAMS.

a. Paper records created before Cut off at close of fiscal year. N1-431-99-9
04/01/2000. Destroy 10 years after cutoff. Item 3.2

b. Paper records used as the source . Destroy paper documents N1-431-99-9
to create ADAMS Tagged Image 2 months after creation of Item 3.b
File Format (TIFF) files and ADAMS electronic record.

ASCII files.

c. Copies of electronic files stored Destroy after creation of N1-431-99-9

outside of ADAMS used to create  ADAMS electronic record or Item 3.c
March 2005 2.8.4 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
NARA

ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

ADAMS Portable Document when no longer needed for

Format (PDF) files, TIFF files, reference or updating,

and ASCII files that remain with whichever is later.

staff members and OIS

processing staff after creation of

the ADAMS records. Included

are electronic records created

internally using office automation

tools (e.g., WordPerfect, Lotus,

InForms, e-mail, etc.) and

electronic records received from

outside the agency.

d. ADAMS PDF files and their Cut off electronic files at close N1-431-99-9
linked native application source of fiscal year. Destroy 10 years Item 3.d
files; ADAMS TIFF files and after cutoff.

their linked ASCII files; ADAMS
document profiles and document
packages; and ADAMS digital
signature and concurrence data.

March 2005 2.8.5 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

PART 9.-RECORDS OF THE OFFICE OF CONGRESSIONAL AFFAIRS

The Office of Congressional Affairs (OCA) provides advice and assistance to the Chamnan,
Commission, and NRC staff on all NRC relations with Congress and views of Congress toward NRC
policies, plans, and activities; maintains lxalson thh Congressronal committees and members of
Congress on matters of interest to NRC serves as primary contact point for all NRC communications
with Congress, reviewing and concurring in all outgomg correspondence to members of Congress;
coordinates NRC internal activities with Congress; participates in plannmg and developmg NRC's
legislative program; and monitors legislative proposals, bills, and heanngs

The following record schedules were developed for records unique to OCA Reference NRC Schedule 1,
"Records Common to Most Offices,” and the General Records Schedules 1 through 26 for other
applicable schedules. Applicable schedules have been identified on the "Files Mamtenance and
Disposition Plans" retained by the office Records Liaison Officer.

NARA
ITEM : " APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION . - ~ CITATION

1.  Committee and Conference
Records

a. Records relating to estabhshment
organization, membership and o
policy of i mteragency, mtra-agency
and international committees and’
conferences, and _agenda, minutes,
final reports, and related records
documenting accompllshments
created by comrmttees and
conferences when NRCisthe "
sponsor agency.

Record keeping system: ADAMS. ™ -
(1) Paper records created before _Permanent. Cut off when NRC N1-431-99-2

04/01/2000. . -"’-7 . -involvement terminates. OIS - Item l.a(1)
7 - will transfer to NARA 10 years
~ 77 after cutoff. )
(2) Paper records used as the source vDestroy paper documents’ N1-431-99-2
to create ADAMS Tagged * "2 months aftef creationof ~~ * Item L.a(2)
Image File Format (TIFF) files " -~ ADAMS electronic record. :

and ASCII files.

March 2005 . . 29.1 NUREG-0910, Rev. 4



NRC Schedule 2

created for the management,
search, and retrieval of the PDF
files and TIFF files, and

TIFF files. Transfer to NARA
according to regulations found
in 36 CFR § 1228.270 when the

RECORDS OF NRC OFFICES
NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
(3) Copies of electronic files stored Destroy after creation of N1-431-99-2
outside of ADAMS used to ADAMS electronic record or Item 1.a(3)
create ADAMS Portable when no longer needed for
Document Format (PDF) files, reference or updating,
TIFF files, and ASCIHI files that ~ whichever is later.
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.
(4) ADAMS PDF files and TIFF Permanent. Cut off electronic N1431-99-2
files. files when NRC involvement Item 1.a(4)
terminates. Convert image files
to paper, microform, magnetic
tape, 3480 class tape cartridge,
or any other medium and format
that meets NARA regulations
found in Subchapter B of 36
CFR Chapter XII and transfer to
NARA 2 years after cutoff.
Prior to transfer, NARA and
NRC will determine the
medium and format in which
the records will be transferred.
Destroy NRC copy 8 years after
transferring record to NARA.
(5 ADAMS document profiles and Permanent. Cut off electronic N1-431-99-2
ADAMS document packages files with related PDF files and Item 1.a(5)

ADAMS data related to digital PDF files and TIFF files are
signatures, and data that transferred.
evidence final NRC
management and staff
concurrences in documents that
March 2005 29.2 NUREG-0910, Rev. 4



N

ITEM

NO. DESCRIPTION OF RECORDS ~ ' *.:"

b.

March 2005

NRC Schedule 2

RECORDS OF NRC OFFICES

are linked to and considered
part of the official records.

Agenda, minutes, final reports, and
related records documenting
accomplishments created by
committees and for conferences
when NRC is not the sponsoring
agency.

Record keeping system: ADAMS.

(1) Paper records created before
. 04/01/2000.

(2) Paper records used as the source™

to create ADAMS Tagged
‘Image File Format ('I'IFF) fi les :
" and ASCII ﬁ]es

(3) Copies of electronic files stored

outside of ADAMS used to
create ADAMS Portable -

Document Format (PDF) files, '
TIFF files, and ASCII files that -
remain with staff members and--*
OIS processing staff after “¢ ¢

creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their
linked native application source
" files; ADAMS TIFF files and
' their linked ASCII files; :

29.3 '

" AUTHORIZED DISPOSITION

NARA
APPROVED

- .-CITATION

Destroy when 3 years old or |
earlier if no longer needed for
reference.

Destroy paper documents
2 months after creation of

- ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or

' “when no longer needed for
- reference or updating,
- whichever is later.

o

Cut off electronic files upon
termination of committee.

" "Destroy 3 years after cutoff.

- N1-431-99-2

Item 1.b(1)

N1-431-99-2
Item 1.b(2)

N1-431-99-2
Item 1.b(3)

N1-431-99-2

Item 1.b(4)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

NO. DESCRIPTION OF RECORDS

C.

March 2005

ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

All other records created by
committees regardless of whether
NRC is the sponsor agency,
excluding the agenda minutes, final
reports and related records
described in Item a, above.

Record keeping system: ADAMS.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their
linked native application source

29.4

AUTHORIZED DISPOSITION

Destroy when 3 years old or
earlier if no longer needed for
reference.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or
when no longer needed for
reference or updating,
whichever is later.

Cut off electronic files upon
termination of committee.

NARA
APPROVED
CITATION

N1-431-99-2
Item 1.c(1)

N1-431-99-2
Item 1.c(2)

N1-431-99-2
Item 1.c(3)

N1-431-99-2
Item 1.c(4)

NUREG-0910, Rev. 4
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ITEM -
NO.

NRC Schedule 2
RECORDS OF NRC OFFICES

"' AUTHORIZED DISPOSITION

NARA
APPROVED

"CITATION

DESCRIPTION OF RECORDS

_ files; ADAMS TIFF files and ‘i‘ - DeSUOy 3 years after cutoff. -
their linked ASCII files; = ' : -
ADAMS document profiles and‘:

- document packages; and
ADAMS digital s;gnature and
concurrence data.

Congressional Hearin Testlmon "ot ‘;=; p
and Transcript Files : e

Testimony and transcript files located in
the Office of Congressional Affairs that
document NRC presentations before
Congressional House and Senate
Committees with respect to NRC’s
policies, programs, plans, budgets and
activities that are made by the
Chairman, the Commissioners, the N
Executive Director for Operatxons, the A
Chief Information Officer, the Chief -
Financial Officer, or other NRC =
representative, as appropriate. Files
include correspondence, documentation,
and significant background information
created for pre-hearing meetings and
briefings, Congressional transcripts and
testimonies, and post-hearing
correspondence documenting any
related questions and responses. The
files, reflecting the hearing subject and
House or Senate Committee names, are
arranged by hearing date.

Record keeping system: ADAMS.

a. Paper records created before . “Cut off at the close of the fiscal
04/01/2000. - ' - * year. Hold 2 years and retire to
~© 77 7 7 Ythe Washington National
© 7= - Records Center through OIS.
-" "' Destroy 20 years after cutoff.

N1-431-00-14
Item l.a

March 2005 ' 29.5 NUREG-0910, Rev. 4 -
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RECORDS OF NRC OFFICES

NO. DESCRIPTION OF RECORDS

b.

Paper records used as the source to
create ADAMS Tagged Image File
Format (TIFF) files and ASCII files.

Copies of electronic files stored
outside of ADAMS used to create
ADAMS Portable Document
Format (PDF) files, TIFF files, and
ASCII files that remain with staff
members and OIS processing staff
after creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the agency.

ADAMS PDF files and their linked
native application source files;
ADAMS TIFF files and their linked
ASCH files; ADAMS document
profiles and document packages;
and ADAMS digital signature and
concurrence data.

3. Congressional Correspondence Files

Correspondence with individual
congressmen, chairmen of congressional
committees, and their staff relating to
the activities and programs of the
agency.

Record keeping system: ADAMS.

a.

March 2005

Paper records created before
04/01/2000.

2.9.6

NARA
APPROVED
AUTHORIZED DISPOSITION CITATION
Destroy paper documents N1-431-00-14
2 months after creation of Item 1.b
ADAMS electronic record.
Destroy after creation of N1-431-00-14
ADAMS electronic record or Item l.c
when no longer needed for
reference or updating,
whichever is later.
Cut off electronfc files at close N1-431-00-14
of fiscal year. Destroy 20 years Item 1.d
after cutoff.
Cut off file every 2 years. NC1-431-81-5
Retire to WNRC through OIS Item 2.5.14

2 years after file break. Destroy

when 10 years old.

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

ITEM . o
NO. - DESCRIPTION OF RECORDS "~

b. Paper records used as the source to
create ADAMS Tagged Image File
Format (TIFF) files and ASCII files.

c. Copies of electronic files stored
outside of ADAMS used to create
ADAMS Portable Document
Format (PDF) files, TIFF files, and
ASCII files that remain with staff
members and OIS processing staff
after creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g., Word-
Perfect, Lotus, InForms, e-mail,
etc.) and electronic records received
from outside the agency.

d. ADAMS PDF files and their linked
native application source files;
ADAMS TIFF files and their linked
ASCII files; ADAMS document
profiles and document packages;
and ADAMS digital signature and
concurrence data.

4, Congressional Correspondence
System

" index and a brief description of
information sent to Congress in letters,
and questions and answers.:The - 37:
information is retrievable by subJect
category, date, recipient, congressxonal
committee, or author

st

Record keeping system: Electromc
Information System. =~ - SRS

A

NARA
APPROVED
- *AUTHORIZED DISPOSITION CITATION
Destroy paper documents - - N1-431-99-2
2 months after creation of Item 2.b
ADAMS electronic record.
Destroy after creation of | N1-431-99-2

ADAMS electronic record or - Item 2.c
when no longer needed for :

reference or updating,

whichever is later.

Cut off electronic files at close =~ N1-431-99-2
of fiscal year. Destroy 10 years . Item2.d
after cutoff .

ThlS system maintains a comprehenswe . Retain until it has been - NC1-4312-81-2

"~ :’determined by a competent . - Item 13.F.5

~“NRC Official that data are no

0 longer needed; erase and reuse

tape, etc.

March2005 =~ 29.7 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
NARA
ITEM APPROVYED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
5. General Program Correspondence

March 2005

Files (Subject Files)

Letters, memoranda, messages, studies,
reports, forms, and other data
documenting and/or implementing
plans, policies, procedures,
accomplishments, opinions, and
decisions pertaining to Office of
Congressional Affairs (OCA) program
and staff activities.

Record keeping system: ADAMS.

a. Program Correspondence Files at
the Office Director Level.

Files that document policy- making
decisions or significant OCA
program management functions that
are signed by or addressed to the
OCA Director or Deputy Director.
Excluded is program
correspondence that documents
routine transactions for which the
record content is summarized or
duplicated in higher level
documents. (See item c. below.)

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source

Permanent. Cut off at close of NC1-431-81-5
fiscal year. Hold 2 years and Item 1.2.15.a

retire to Washington National
Records Center through OIS.

Transfer to NARA when 20
years old.

Destroy paper documents

to create ADAMS Tagged 2 months after creation of
Image File Format (TIFF) files ADAMS electronic record.
and ASCII files.

29.8

N1-431-99-2
Item 4.a(2)

NUREG-0910, Rev. 4



NrRé .ééh‘edul’e' 2

RECORDS OF NRC OFFICES

ITEM oo S .
NO. DESCRIPTION OF RECORDS

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and TIFF
files.

e “AUTHORIZED DISPOSITION

NARA
APPROVED
- CITATION

N1-431-99-2
Item 4.a(3)

Destroy after creation of
ADAMS electronic record or
when no longer néeeded for
reference or updating,
whichever is later.

- "N1-431-99-2
Item 4.a(4)

Permanent. Cut off electronic
files at close of fiscal year.
Convert image files to paper,’
microform, magnetic tape, 3480
class tape cartridge, or any other

. medium and format that meets

"+ "NARA regulations found in

“"-Subchapter B of 36 CFR "

i . Chapter XTI and transfer to

~ (5) ADAMS document proﬁles and
ADAMS document packages i
created for the management,
search, and retrieval of the PDF
files and TIFF files,and ~
ADAMS data related to digital
signatures, and data that
evidence final NRC

March 2005

* “Permanent. Cut off electronic
N "."f les with related PDF files and
L " TIFF files. Transfer to NARA

29.9

NARA 2 years after cutoff.

" Prior to transfer, NARA and
_NRC will determine the
"~ 'medium and format in which
"~ the records will be transferred.
" “'Destroy NRC copy 8 years after

transferring record to NARA.

‘N1-431-99-2
- Item 4.a(5)

“according to regulanons found

“in 36 CFR § 1228.270 when the

PDF files and TIFF ﬁles are
transferred.

NUREG-0910, Rev. 4
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NO. DESCRIPTION OF RECORDS

management and staff
concurrences in documents that
are linked to and considered
part of the official records.

b. Program Correspondence Files
Created or Received Below the

Office Director Level.

Files that document policy making
decisions, significant OCA program
management functions and program
operations. They are signed by or
addressed to OCA management and
staff below the Office Director
level. Excluded is program
correspondence that documents

‘routine transactions for which the

March 2005

record content is summarized or
duplicated in higher level
documents. (See item c. below.)

(1) Paper records created prior to
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS

2.9.10

NARA
APPROVED
AUTHORIZED DISPOSITION CITATION
Cut off at close of fiscal year. NC1431-81-5
Hold 2 years and retire to Item 1.2.15.b
Washington National Records
Center through OIS. Destroy 10
years after cutoff.
Destroy paper documents N1-431-99-2
2 months after creation of Item 4.b(2)
ADAMS electronic record.
Destroy after creation of N1-431-99-2
ADAMS electronic record or Item 4.b(3)

when no longer needed for
reference or updating,
whichever is later.

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

DESCRIPTION OF RECORDS

March 2005

records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their

linked native application source
_ files; ADAMS TIFF files and .
.. their linked ASCII files;

ADAMS document profiles’ and
document packages; and
ADAMS digital signature and
concurrence data.

Routine Program Correspondence
Files Created or Received at All
QOrganizational Levels.

Files documenting program
transactions of a routine or
recurring nature, the record
content of which is summarized or
duplicated in Item a. or b. above.

- (1) Paper records created before L
04/01/2000. R

(2) Paper records used as the source

to create ADAMS Tagged
Image File Format (TIFF) ﬁles
and ASCII files.

- (3) Copies of electromc files stored
outside of ADAMS used to’ s

create ADAMS Portable
Document Format (PDF) ﬁles.

TIFF files, and ASCI files that

29.11

*. AUTHORIZED DISPOSITION

NARA
APPROVED

-+ . CITATION

Cut off electronic files at close
of fiscal year. Destroy 10 years
after cutoff.

. Destroy when 2 years old, or
‘sooner if purpose has been ~ -

-served.

_ Destroy paper documents
.2 montbhs after creation of
ADAMS electronic record. "

Destroy after creatlon of

" ADAMS electronic record or -

‘_ when no longer needed for
‘reference or updating,

*"whichever is later.

N1-431-99-2
Item 4.b(4)

NC1-431-81-5
Item 1.2.15.¢

N1-431-99-2

Item 4.c(2)

N1431-99-2
Jtem 4.¢(3)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

NO. DESCRIPTION OF RECORDS

remain with staff members and
OIS processing staff after
creation of the ADAMS

records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their

linked native application source
files; ADAMS TIFF files and
their linked ASCII files;
ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

6. Legislative Files

Copies of proposed House and Senate
bills relating to NRC operation and
related correspondence.

Record keeping system: ADAMS.

a.

March 2005

Paper records created prior to
04/01/2000.

Paper records used as the source to
create ADAMS Tagged Image File
Format (TIFF) files and ASCII files.

Copies of electronic files stored
outside of ADAMS used to create
ADAMS Portable Document
Format (PDF) files, TIFF files, and
ASCII files that remain with staff

2.9.12

NARA
APPROVED
AUTHORIZED DISPOSITION CITATION
Cut off electronic files at close N1-431-99-2
of fiscal year. Destroy 2 years Item 4.c(4)
after cutoff.
Destroy when legislation is NC1-431-81-5
passed or when no longer Item2.5.16
needed.
Destroy paper documents N1-431-99-2
2 months after creation of Item 5.b
ADAMS electronic record.
Destroy after creation of N1-431-99-2
ADAMS electronic record or Item 5.c

when no longer needed for
reference or updating,
whichever is later.

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

ITEM

NO. DESCRIPTION OF RECORDS ‘" AUTHORIZED DISPOSITION .

members and OIS processing staff
after creation of the ADAMS
records. Included are electronic
records created internally using -
office automation tools (e.g., Word-
Perfect, Lotus, InForms, e-mail,

~ etc.) and electronic records received
from outside the agency. -

d. ADAMS PDF files and their linked - - “Cut off electronic files upon :

close of fiscal year. Destroy
§ years after cutoff.

native application source files;
ADAMS TIFF files and their linked
ASCII files; ADAMS document
profiles and document packages;
and ADAMS digital signature and
concurrence data.

7. Senate and House Members Profile
Files

Files containing biographical
information on members of the U.S.
- Congress.

Record keeping system: ADAMS.

a. Paper records created before Cut off files upon close of fiscal

04/01/2000. year. Destroy 5 years after
cutoff.
b. Paper records used as the source to Destroy paper documents
create ADAMS Tagged Image File 2 months after creation of
Format (TIFF) files and ASCII files. ADAMS electronic record.

c. Copies of electronic files stored Destroy after creation of

outside of ADAMS used to create
ADAMS Portable Document
Format (PDF) files, TIFF files, and
ASCI files that remain with staff
members and OIS processing staff
after creation of the ADAMS

March 2005

ADAMS electronic record or
when no longer needed for
reference or updating,
whichever is later.

2.9.13

NARA
APPROVED - :

" .CITATION " -

'N1-431-99-2

Item 5.d

NC1-431-81-5
Item 2.5.15

N1-431-99-2
Item 6.b

N1-431-99-2
Item 6.c

NUREG-0910, Rev. 4



ITEM

NRC Schedule 2

RECORDS OF NRC OFFICES

NO. DESCRIPTION OF RECORDS

March 2005

records. Included are electronic
records created internally using
office automation tools (e.g., Word-
Perfect, Lotus, InForms, e-mail,
etc.) and electronic records received
from outside the agency. ‘

ADAMS PDF files and their linked
native application source files;
ADAMS TIFF files and their linked
ASCII files; ADAMS document
profiles and document packages;
and ADAMS digital signature and
concurrence data.

2.9.14

AUTHORIZED DISPOSITION

Cut off electronic files upon
close of fiscal year. Destroy
5 years after cutoff.

NARA
APPROVED
CITATION

N1-431-99-2
Item 6.d

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

PART 10. RECORDS OF THE OFFICE OF ENFORCFMENT

The Office of Enforcement (OE) develops polncxes and programs for enforcement of NRC requirements,
manages major enforcement actions, and assesses effectlveness and uniformity of Reglonal enforcement

actions.

The following record schedules were developed for records unique to OE.- Reference NRC Schedule 1,
"Records Common to Most Offices,” and the Genéral Records Schedules 1 through 26 for other
applicable schedules. Applicable schedules have been identified on the "Files Mamtenance and
Disposition Plans" retained by the office Records Liaison Officer. »

ITEM
NO. DESCRIPTION OF RECORDS

1. Committee and Conference
Records

a. Records relating to establishment,
organization, membership and

policy of interagency, intra-agency : . -

and international committees and -
conferences, and agenda, minutes, . -
final reports, and related records

documenting accomplishments- .-~

created by committees and

conferences when NRCisthe - /...
sponsoring agency. Excluding - -+ ..~
routine internal committee and.:. - : |

conference records covered by
GRS 26-1.a.

Record keegmg system ADAMS

(1) Paperrecords created before
04/01/2000

AUTHORIZED DISPOSITION

NARA
 APPROVED
. . CITATION

:'Z' . ‘Permanent. Cut off when NRC
* r=involvement terminates. OIS
- will transfer to NARA 10 years

. ..after cutoff.

A v s
et

(2) Paper records used as the source - : -

to create ADAMS Tagged :
Image File Format (TIFF) ﬁ]cs

and ASCII files. -+ .+ zreliso s

N> March 2005

2.10. 1

‘Destroy paper documents
-;:2 months after creation of

- ADAMS electronic record.

N1-431-00-5
Item 1.a(1)

N1-431-00-5
Item 1.2(2)
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March 2005

RECORDS OF NRC OFFICES
NARA
APPROVED
DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
(3) Copies of electronic files stored  Destroy after creation of N1-431-00-5
outside of ADAMS used to ADAMS electronic record or Item 1.a(3)
create ADAMS Portable when no longer needed for
Document Format (PDF) files, reference or updating,
TIFF files, and ASCII files that whichever is later.
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.
(4) ADAMS PDF files and TIFF Permanent. Cut off electronic N1-431-00-5
files. ' files when NRC involvement Item 1.a(4)

2.10. 2

terminates. Transfer to the
National Archives 2 years after
cut-off. At the time of transfer,
NARA and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.

Every effort will be made to
transfer records electronically in
accordance with the standards
for permanent electronic
records contained in 36 CFR
1228.270 or standards
applicable at the time. If
transfer in an electronic medium
is not feasible, prior to transfer,
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 8 years after
transferring record to NARA.

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

March 2005

Document Format (PDF) ﬁleé, B ,'; L
TIFF files, and ASCII files that ; ’

remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using

2.10. 3

_teference or updating, -
,‘whicheveris later.

NARA ,
. ‘ N .. APPROVED
DESCRIPTION OF RECORDS ~~AUTHORIZED DISPOSITION - CITATION

(5) ADAMS document profilesand ~ Permanent. Cut off electronic N1-431-00-5
ADAMS document packages files with related PDF filesand ~ Item l.a(5)
created for the management, TIFF files. Transfer to NARA
search, and retrieval of the PDF  according to regulations found
files and TIFF files, and in 36 CFR § 1228.270 when the’

- ADAMS data related to digital . . PDF files and TIFF files are
signatures, and data that ‘transferred. Destroy NRC copy
evidence final NRC " '8 years after transferring record
management and staff to NARA. ’
concurrences in documents that
are linked to and considered
part of the official records.

b. Agenda, minutes, final reports, and

related records documenting

accomplishments created by

committees and for conferences

when NRC is not the sponsoring

agency.

Record keeping system: ADAMS.

(1) Paper records created before Destroy when 3 years old or- ‘N1-431-00-5

. -04/01/2000. ... ..., earlier if no longer needed for Item 1.b(1)
... reference. -

(2) Paper records used as the source  Destroy paper documents N1-431-00-5
to create ADAMS Tagged . _. 2 months after creation of Item 1.b(2)
Image File Format (TIFF) ﬁlcs " -ADAMS electronic record. '
and ASCII files. NN ‘

(3) Copies of electronic files stored Destroy after creation of - ‘N1431-00-5

' outside of ADAMS used to .. ADAMS electronic record or Item 1.b(3)
create ADAMS Portable ., .. whenno longer needed for ‘

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

DESCRIPTION OF RECORDS

March 2005

office automation tools (e.g.,
WordPerfect, Lotus,

InForms, e-mail, etc.) and
electronic records received from
outside the agency.

(4) ADAMS PDF files and their
linked native application source
files; ADAMS TIFF files and
their linked ASCII files;
ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

All other records created by
committees regardless of whether
NRC is the sponsor agency,
excluding the agenda, minutes, final
reports and related records
described in Item a, above.

Record keeping system: ADAMS.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic

2.10. 4

AUTHORIZED DISPOSITION

Cut off electronic files upon
termination of committee.
Destroy 3 years after cutoff.

Destroy when 3 years old or
earlier if no longer needed for
reference.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or
when no longer needed for
reference or updating,
whichever is later.

NARA
APPROVED
CITATION

N1-431-00-5
Item 1.b(4)

N1-431-00-5
Item 1.c(1)

N1-431-00-5
Item 1.c(2)

N1-431-00-5
Item 1.c(3)

NUREG-0910, Rev. 4
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\/' RECORDS OF NRC OFFICES
. NARA
ITEM - APPROVED .
NO. DESCRIPTION OF RECORDS : 7 7 v JAUTHORIZED DISPOSITION - CITATION -
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.
(4) ADAMS PDF files and their Cut off electronic files upon ' N1-431-00-5
linked native application source termination of committee. Item 1.c(4)

files; ADAMS TIFF files and Destroy 3 years after cutoff.
their linked ASCII files;

ADAMS document profiles and

document packages; and

ADAMS digital signature and

concurrence data.

2. Enforcement Action Case Files

Case files located in the Office of
N Enforcement and in the Regions

documenting enforcement actions and
violations in all activity areas at all
severity levels. Case files include

" Orders, Notices of Violations withand - -
without Civil Penalties, Orders™ - -
Imposing Civil Penalties, Letters of - i - ;:
Reprimand, and Demands for .
Information; licensee responses tothe :: :
actions; and other relevant documents: -
pertinent to the action. Case filesare” - .
arranged by Individual Action number
as actions are issued. Unclassified . - -

maintained in ADAMS, butwill - =7 ¢

continue to be maintained in paper

format. (See Items a(1), and b(1),
“below). E Doy
Record keeping system: ADAMS . " .

pe BT

N March 2005 : 2.10. 5 NUREG-0910,Rev.4
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RECORDS OF NRC OFFICES
. NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
a. Significant Enforcement Actions

Enforcement actions that have

exceptional value because of the

historical significance of their

contents or their uniqueness.

Included are files that:

- Result in significant judicial

decisions or legislation that affect

the functions and activities of NRC;

- Result in significant changes in

regulatory activities and procedures;

- Were the subject of congressional

investigation or were of great public

interest; or

- Contributes substantive

information supporting docket files

identified for permanent retention.

(1) Paper records created before Permanent. Cut off files when N1-431-00-5
04/01/2000, and all paper case is closed. Hold Syearsand  Item 3.a(1)
unclassified safeguards retire to the Washington
information. National Record Center through

OIS. OIS will transfer to
NARA with related indexes
when 20 years old.

(2) Paper records used as the source  *Destroy paper documents N1-431-00-5
to create ADAMS Tagged 2 months after creation of Item 3.a(2)
Image File Format (TIFF) files ADAMS electronic record.
and ASCII files.

(3) Copies of electronic files stored Destroy after creation of N1-431-00-5
outside of ADAMS used to ADAMS electronic record or Item 3.2(3)
create ADAMS Portable when no longer needed for
Document Format (PDF) files, reference or updating,

TIFF files, and ASCII files that whichever is later.
remain with staff members and
March 2005 2.10. 6 NUREG-0910, Rev. 4
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N . RECORDS OF NRC OFFICES

o NARA
ITEM . ; . o APPROVED
NO. °~ DESCRIPTION OF RECORDS *:7 * AUTHORIZED DISPOSITION -: CITATION
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
~ records received from outside
the agency. Co ke
(4) ADAMS PDF files and TIFF - "~ Permanent. Cut off electronic - N1-431-00-5
files. I files when case is closed. - Item3.a(4)

_ "Transfer to the National
“"Archives 2 years after cut-off.
At the time of transfer, NARA
* and NRC will determine
‘medium and format in which
-~ records will be transferred as
well as their arrangement. -
N . Every effort will be made to
‘ * > " transfer records electronically in
- . accordance with the standards
-for permanent electronic
- "+~ records contained in 36 CFR
+:.l4 1228.270 or standards -
applicable at the time. If
transfer in an electronic medium
is not feasible, prior to transfer,
with NARA concurrence, .-
records will be converted to -
paper or to microform. Destroy

NRC copy 18 years after
transferring record to NARA.

(5) ADAMS document profiles and Permanent. Cut off electronic . N1-431-00-5
ADAMS document packages files with related PDF files and Item 3.a(5)
created for the management,” "< * TIFF files. Transfer to NARA - ;
search, and retrieval of the PDF * - -according to regulations found
files and TIFF files,and - "' % in 36 CFR § 1228.270 when the
ADAMS data related to digital ** -~ -PDF files and TIFF files are :
signatures, and data that transferred. Destroy NRC copy
evidence final NRC 18 years after transferring

— March 2005 ' 2.10. 7 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

ITEM
NO. DESCRIPTION OF RECORDS

management and staff
concurrences in documents that
are linked to and considered
part of the official records.

b. All Other Enforcement Actions and
Violations

(1) Paper records created before
04/01/2000, and all paper
unclassified safeguards
information.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms,
e-mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their
linked native application source
files; ADAMS TIFF files and
their linked ASCII files;
ADAMS document profiles and
document packages; and

March 2005 2.10. 8

AUTHORIZED DISPOSITION

NARA
APPROVED
CITATION

record to NARA.

Cut off files when case is
closed. Hold 2 years and retire
to the Washington National
Record Center through OIS.
Destroy 10 years after the
enforcement actions are cutoff.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or
when no longer needed for
reference or updating,
whichever is later.

Cut off electronic files when

case is closed. Destroy 10 years

after the enforcement actions
are cutoff.

N1-431-00-5
Item 3.b(1)(a)

N1-431-00-5
Ttem 3.b(1)(b)

N1-431-00-5
Item 3.b(1)(c)

N1-431-00-5

Item 3.b(1)(d)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
ITEM
NO. - DESCRIPTION OF RECORDS 317 "AUTHORIZED DISPOSITION
ADAMS digital signature and
concurrence data.
3. " General Program Correspondence St

Files (Subject Files) ~ - pere

Letters, memoranda, messages, studies,
reports, forms, and other data
documenting and/or rmplementmg

" plans, policies, procedures,

accomplishments, opinions, and .

decisions pertaining to Office of - ~...- . _
Enforcement (OE) program and staff < :i-
activities.

Record keeping system: ADAMS.

a. Program Correspondence Files at
the Office Director Level.

Files that document policy- making
decisions or significant OE program
management functions including

those developing enforcement

policy, enforcement guidance : - -~ .
memoranda, and the Enforcement -
Manual. Files also include '
documents that are signed by or - -
addressed to the OE Director and :
Deputy Director. Excludedis-- =" .. -
program correspondence that - ... =i -
documents routine transactions for .. - -
which the record content is : '
summarized or duplicated in hrgher

level documents. (See nem c.

below.) C SR -“-"_"z.:,.
(1) Paper records created before ) ;Permanent. Cut off at close of

04/01/2000. S -.:?' j - fiscal year. Hold 2 years and
© 7. -+ retire to the Washington
- - National Record Center through

NARA
APPROVED
CITATION

NC1431-81-5
Item 1.2.15.a

March 2005 ‘ ' 2.10. 9 - NUREG-0910, Rev. 4
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18,

Transfer to the National
Archives 2 years after cut-off.
At the time of transfer, NARA
and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.
Every effort will be made to

transfer records electronically in

accordance with the standards
for permanent electronic
records contained in 36 CFR
1228.270 or standards
applicable at the time. If

RECORDS OF NRC OFFICES
NARA —/
APPROVED
DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
OIS. OIS will transfer to
NARA when 20 years old.

(2) Paper records used as the source  Destroy paper documents N1-431-00-5
to create ADAMS Tagged 2 months after creation of Item 4.a(2)
Image File Format (TIFF) files ADAMS electronic record.
and ASCII files.

(3) Copies of electronic files stored ~ Destroy after creation of N1-431-00-5
outside of ADAMS used to ADAMS electronic record or Item 4.a(3)
create ADAMS Portable when no longer needed for
Document Format (PDF) files, reference or updating,

TIFF files, and ASCII files that whichever is later.
remain with staff members and

OIS processing staff after

creation of the ADAMS

records. Included are electronic

records created internally using

office automation tools (e.g.,

WordPerfect, Lotus, InForms, e-

mail, etc.) and electronic —/
records received from outside

the agency.

(4) ADAMS PDF files and TIFF Permanent. Cut off electronic N1-431-00-5
files. files at close of fiscal year. Item 4.2(4)

transfer in an electronic medium
is not feasible, prior to transfer,

March 2005 2.10. 10 NUREG-0910, Rev. 4
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\_/ RECORDS OF NRC OFFICES
NARA
ITEM - o o APPROVED
NO. ~ DESCRIPTION OF RECORDS -~ --7*:. -AUTHORIZED DISPOSITION - CITATION
“* " with NARA concurrence,
" records will be converted to
paper or to microform. Destroy
NRC copy 18 years after
_ transferring record to NARA.
(5) ADAMS document profiles and “:sPermanent. Cut off electronic N1-431-00-5
ADAMS document pagkages” “* " files with related PDF files and Item 4.a(5)
created for the management, = =’ -“TIFF files. Transferto NARA =
search, and retrieval of the PDF " according to regulations found
files and TIFF files, and in 36 CFR § 1228.270 when the - ..
ADAMS data related to digital PDF files and TIFF files are
signatures, and data that transferred. Destroy NRC copy
evidence final NRC 18 years after transferring
management and staff record to NARA. -
concurrences in documents that T
are linked to and considered
part of the official records.
NG b. Program Correspondence Files
.. Created or Received Below the
. Office Director Level. '
Files that document policy making- =~
decisions, significant or OE
program management functions and
program operations. They are
signed by or addressed to OE
management and staff below the OE
Director and Deputy Director level.
Excluded is program
correspondence that documents
routine transactions for which the
record content is summarized or
duplicated in higher level
documents. (See item c. below.) L
(1) Paper records created before Cut off at close of fiscal year. . = - NC1-431-81-5
04/01/2000. Hold 2 years and retire tothe - -'Item 1.2.15.b
Washington National Record
Center through OIS. Destroy 10
years after cutoff.
N March 2005 2.10. 11 * NUREG-0910, Rev. 4



ITEM

NRC Schedule 2

RECORDS OF NRC OFFICES

NO. DESCRIPTION OF RECORDS

(2) Paper records used as the source

to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored

outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their

linked native application source
files; ADAMS TIFF files and
their linked ASCII files;
ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

¢. Routine Program Correspondence
Files Created or Received at All

Organizational Levels.

Files documenting program
transactions of a routine or
recurring nature, the record content
of which is summarized or
duplicated in Item a. or b. above.

March 2005

NARA

APPROVED
AUTHORIZED DISPOSITION CITATION
Destroy paper documents N1-431-00-5
2 months after creation of Item 4.b(2)
ADAMS electronic record.
Destroy after creation of N1-431-00-5
ADAMS electronic record or Item 4.b(3)

when no longer needed for
reference or updating,
whichever is later.

Cut off electronic files at close N1-431-00-5
of fiscal year. Destroy 10 years Item 4.b(4)
after cutoff.

2.10. 12 NUREG-0910, Rev. 4
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NRC Schedule 2

RECORDS OF NRC OFFICES

DESCRIPTION OF RECORDS -

4.

March 2005

(1) Paper records created before

04/01/2000.

(2) Paper records used as the source

to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored

outside of ADAMS used to
create ADAMS Portable

Document Format (PDF) files, " ©
TIFF files, and ASCII files that -

remain with staff members and °
OIS processing staff after
creation of the ADAMS

~-AUTHORIZED DISPOSITION

NARA
APPROVED

- CITATION

Destroy when 2 years old, or
sooner if purpose has been
served.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or -
when no longer needed for
“reference or updating,
" whichever is later.

records. Included are electronic -

office automation tools (e.g.,

~ WordPerfect, Lotus,
InForms, e-mail, etc.)and = -~
electronic records received from -

outside the agency.

(4) ADAMS PDF files and their

linked native application source -

files; ADAMS TIFF filesand - *~'- - after cutoff.

their linked ASCII files; ™" 7"

ADAMS document profiles and -
document packages; and '
ADAMS digital signature and
concurrence data.

Regulatory History Files for
Proposed and Final Rulemaking

Case files documenting proposed and
final rulemakings. Contents include
interoffice correspondence, all source
documents relied upon to prepare
proposed and final rules, public

2.10.

records created internally using **

Cut off electronic files at close
“of fiscal year. Destroy 2 years

NC1-431-81-5

, Item 1.2.15.¢c

N1-431-00-5

--Item 4.c(2)

N1-431-00-5

-Ttem 4.¢(3)

N1-431-00-5
Item 4.c(4)

13 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

NO. DESCRIPTION OF RECORDS

comments, Committee to Review
Generic Requirements (CRGR) minutes
and recommendations, Advisory
Committee on Reactor Safeguards
comments, Commission papers,
transcripts, indexes, and Federal
Register Notices.

Record keeping system: ADAMS.

a. Official case files created by OE.

(1) Paper records created before

04/01/2000.

(2) Paper records used as the source

to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored

March 2005

outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

2.10. 14

AUTHORIZED DISPOSITION

Permanent. Cut off when final
regulation is issued through
notice in the Federal Register.
Transfer to NARA in 5-year
blocks when the earliest closed
case file is 25 years old and the
most recent case file is 20 years
old.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or
when no longer needed for
reference or updating,
whichever is later.

NARA
APPROVED
CITATION

NCI1-431-85-1
Item l.a

N1-431-00-5
Item 5.a(2)

N1-431-00-5
Item 5.2(3)

NUREG-0910, Rev. 4
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N RECORDS OF NRC OFFICES

ITEM
NO. DESCRIPTION OF RECORDS

(4) ADAMS PDF files and TIFF
files.

(5) ADAMS document profiles and
ADAMS document packages
created for the management,
search, and retrieval of the PDF
files and TIFF files, and
ADAMS data related to digital
signatures, and data that
evidence final NRC
management and staff
concurrences in documents that
are linked to and considered
part of the official records.

N

AUTHORIZED DISPOSITION

NARA
APPROVED
CITATION

March 2005 2.10. 15

Permanent. Cut off electronic
files when regulation is issued
through notice in the Federal
Register. Transfer to the
National Archives 2 years after
cut-off. At the time of transfer,
NARA and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.
Every effort will be made to
transfer records electronically in
accordance with the standards
for permanent electronic
records contained in 36 CFR
1228.270 or standards
applicable at the time. copy 8
years after transferring record to
NARA.

Permanent. Cut off electronic
files with related PDF files and
TIFF files. Transfer to NARA
according to regulations found
in 36 CFR § 1228.270 when the
PDF files and TIFF files are
transferred. Destroy NRC copy

8 years after transferring record
to NARA.

N1-431-00-5
Item 5.a(4)

N1-431-00-5
Item 5.a(5)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

PART 11 RECORDS OF THE OFFICE OF THE EXECUTIVE DIRECTOR FOR OPERATIONS

The operational activities of NRC carried out by several program and staff oft' ices, are supervised and
coordinated by the Executive Director for Operatlons (EDO) The EDO is also responsible for
implementation of Commission policy dlrectlves pertalmng to all program and staff offices reporting to

the EDO.

.1

The following record schedule was dév’eio'péd for records unique to the EDO. Reference NRC Schedule
1, "Records Common to Most Offices," and the General Records Schedules 1 through 26 for other
applicable schedules. Applicable schedules have been identified on the "Files Maintenance and

Disposition Plans" retained by the office Records Liaison Officer.

ITEM . - o
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
1. Committee and Conference

Records

a. Records relating to establishment,

- organization, membershipand 7. .-;
policy of interagency, intra-agency -
and international committees and .
conferences, and agenda, minutes, -
final reports, and related records
documenting accomplishments
created by committees and ,
conferences when NRCisthe . - - -
sponsoring agency. Excluding -+ -« -
routine internal committee and * * -
conference records covered by .-
GRS 26-1.a. »

Record keeping system: ADAMs';=:i.-"; '
(1) Paper records created before . -- Permanent. Cut off when NRC

04/01/2000 S RS - involvement terminates. OIS
-+ - will transfer to NARA 10 years
2 1. after cutoff.

(2) Paper records used as the source . Destroy paper documents

to create ADAMS Tagged -, .. 1’2 months after creation of
Image File Format (TIFF) files® ... ADAMS electronic record.
and ASCII files.

March 2005 ' o 2.11.1 NUREG-0910, Rev. 4

NARA

~ APPROVED

CITATION

N1-431-00-6
Item 1.a(1)

N1-431-00-6
Item 1.a(2)



NRC Schedule 2

RECORDS OF NRC OFFICES
NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
(3) Copies of electronic files stored Destroy after creation of N1-431-00-6
outside of ADAMS used to ADAMS electronic record or Item 1.a(3)
create ADAMS Portable when no longer needed for
Document Format (PDF) files, reference or updating,
TIFF files, and ASCII files that whichever is later.
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.
(4) ADAMS PDF files and TIFF Permanent. Cut off electronic N1-431-00-6
files. files when NRC involvement Item l.a(4)
terminates. Transfer to the
National Archives 2 years after
cut-off. At the time of transfer,
NARA and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.
Every effort will be made to
transfer records electronically in
accordance with the standards
for permanent electronic
records contained in 36 CFR
1228.270 or standards
applicable at the time. If
transfer in an electronic medium
is not feasible, prior to transfer,
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 8 years after
transferring record to NARA.
(5) ADAMS document profiles and Permanent. Cut off electronic N1-431-00-6
ADAMS document packages files with related PDF files and Item 1.a(5)
March 2005 2.11.2 NUREG-0910, Rev. 4
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March 2005

Document Format (PDF) files, - - -
TIFF files, and ASCII files that -
remain with staff members'and - - -

OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic

/ RECORDS OF NRC OFFICES
NARA
ITEM . S APPROVED
NO. DESCRIPTION OF RECORDS .77 AUTHORIZED DISPOSITION CITATION
created for the management, TIFF files. Transfer to NARA
search, and retrieval of the PDF according to regulations found
files and TIFF files, and in 36 CFR § 1228.270 when the
ADAMS data related to digital.  * PDF files and TIFF files are
signatures, and data that' #*: - . transferred. Destroy NRC copy . " -
evidence final NRC- -~ ° i~ 8 years after transferring record
management and staff to NARA. '
concurrences in documents that '
are linked to and considered
part of the official records.
b. Agenda, minutes, final reports, and
related records documenting
accomplishments created by
committees and for conferences
when NRC is not the sponsoring
agency.
Record keeping system: ADAMS.
(1) Paper records created before Destroy when 3 years old or N1-431-00-6
~-04/01/2000. "' earlier if no longer needed for Item 1.b(1)
C -+ .- reference.
(2) Paper records used as the source ~ Destroy paper documents N1-431-00-6
" to create ADAMS Tagged " .-*:" "~ ‘2 months after creation of - ‘Item 1.b(2)
Image File Format (TIFF) files :: - ADAMS electronic record.
and ASCII files. BRI B S
(3) Copies of electronic files stored ~ Destroy after creation of N1-431-00-6
outside of ADAMS used to -~  ADAMS electronic record or Item 1.b(3)
" create ADAMS Portable '~ <“+.* - when no longer needed for

- reference or updating,
“<whichever is later.

2.11.3 NUREG-0910, Rev. 4



March 2005

NRC Schedule 2

TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-

2.11.4

whichever is later.

NUREG-0910, Rev. 4

RECORDS OF NRC OFFICES
NARA
APPROVED
DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
records received from outside
the agency.

(4) ADAMS PDF files and their Cut off electronic files upon N1-431-00-6
linked native application source termination of committee. Item 1.b(4)
files; ADAMS TIFF files and Destroy 3 years after cutoff.
their linked ASCII files;

ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

All other records created by

committees regardless of whether

NRC is the sponsor agency,

excluding the agenda, minutes, final

reports and related records

described in Item a, above.

Record keeping system: ADAMS.

(1) Paper records created before Destroy when 3 years old or N1-431-00-6
04/01/2000. earlier if no longer needed for Item 1.c(1)

reference.

(2) Paper records used as the source  Destroy paper documents N1-431-00-6
to create ADAMS Tagged 2 months after creation of Item 1.c(2)
Image File Format (TIFF) files ADAMS electronic record.
and ASCII files.

(3) Copies of electronic files stored Destroy after creation of N1-431-00-6
outside of ADAMS used to ADAMS electronic record or Item 1.c(3)
create ADAMS Portable when no longer needed for
Document Format (PDF) files, reference or updating,
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ITEM
NO.

March 2005

DESCRIPTION OF RECORDS

NRC Schedule 2

RECORDS OF NRC OFFICES

" mail, etc.) and electronic
records received from outsrde
the agency. '

(4) ADAMS PDF files and their 5

linked native application source
files; ADAMS TIFF files and
their linked ASCI files;
ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

EDO Action Item Files

PPN

{ AUTHORIZED DISPOSITION -

- Cut off electronic files upon

termination of committee.
Destroy 3 years after cutoff.

EDO Action Item Files (Green Ticket * "

Items and EDO Work Item Tracking

System Items) consisting of action co

tickets, incoming correspondence,

responses including copies of responses o

made by other offices, enclosures to *
responses, pertinent background B
information and all related documents '
for each EDO Action Item assigned.’
Files include those assrgned to and
completed by the EDO, the E
Commission, or other NRC ofﬁce: . e

Record keeping system: ADAMS. - ©"

a. Paper records created before *
04/01/2000. ' '

" "Permanent. Cut off at close of
~ “‘fiscal year. Hold 2 years and

*- - retire to the Washington

--National Record Center through
~OIS. OIS will transfer to

7" 'NARA when 20 years old.

b. Paper records used as the source to
" create ADAMS Tagged Image File

Format (TIFF) ﬁles and ASCII ﬁles :

~_x :.

Destroy paper documents

""-*2 months after creation of - . -
- 'ADAMS electronic record.

NUREG-0910, Rev. 4

NARA
APPROVED

" CITATION

N1-431-00-6
Item 1.c(4)

N1-431-00-6
Item2.a

N1-431-00-6
Item 2.b
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RECORDS OF NRC OFFICES
NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
c. Copies of electronic files stored Destroy after creation of N1-431-00-6
outside of ADAMS used to create ADAMS electronic record or Item 2.c
ADAMS Portable Document when no longer needed for
Format (PDF) files, TIFF files, and reference or updating,
ASCII files that remain with staff whichever is later.
members and OIS processing staff
after creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the agency.
d. ADAMS PDF files and TIFF files. Permanent. Cut off electronic N1-431-00-6
: files at close of fiscal year. Item 2.d
Transfer to the National
Archives 2 years after cut-off.
At the time of transfer, NARA
and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.
Every effort will be made to
transfer records electronically in
accordance with the standards
for permanent electronic
records contained in 36 CFR
1228.270 or standards
applicable at the time. If
transfer in an electronic medium
is not feasible, prior to transfer,
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 8 years after
transferring record to NARA.
e. ADAMS document profiles and Permanent. Cut off electronic N1-431-00-6
ADAMS document packages files with related PDF files and Item 2.e

March 2005

created for the management, search,
and retrieval of the PDF files and

2.11.6

TIFF files. Transfer to NARA
according to regulations found

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

ITEM , T . , o )

NO. DESCRIPTION OF RECORDS -AUTHORIZED DISPOSITION -
TIFF files, and ADAMSdata ~ ° ' “in 36 CFR § 1228.270 when the
related to digital signatures, and ~ * °~* PDF files and TIFF files are
data that evidence final NRC transferred. Destroy NRC copy
management and staff concurrences ' 8 years after transferring record
in documents that are linked toand ffto NARA ‘
considered part of the official =~ = "
records.

3. General Program Corresgondenc S

Files (Subject Files)

Letters, memoranda, messages, studxes, :
reports, forms, and other data )
documenting and/or implementing

plans, policies, procedures,
accomplishments, opinions, and
decisions pertaining to Office of the
Executive Director for Operations
(OEDO) program and staff activities.

Record keeping system: ADAMS.

a. Program Correspondence Files at
the Office Director Level.

Files that document policy- making
decisions or significant OEDO
program management functions that

are signed by or addressed to the f
EDO and Deputy EDOs Excluded

is program correspondence that ="
documents routine transactions for '
which the record content is ’
summarized or duphcaled in hlgher '
level documents. (See item c : ‘; B

below.) "1_/"
(1) Paper records created before .';""‘Permanent. Cut off at close of
04/01/2000. ‘ “"" fiscal year. Hold 2 years and

EIEa IR

'+ retire to the Washington
- 7' " *National Record Center through

March 2005 ‘ - 2.11.7 ° - NUREG-0910, Rev. 4

NARA
APPROVED -

"CITATION

NC1-431-81-5
Item 1.2.15.a
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RECORDS OF NRC OFFICES
NARA
APPROVED
DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

March 2005

(2) Paper records used as the source

to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored

outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and TIFF

files.

OIS. OIS will transfer to

NARA when 20 years old.

Destroy paper documents N1-431-00-6
2 months after creation of Item 3.a(2)
ADAMS electronic record.

Destroy after creation of N1-431-00-6
ADAMS electronic record or Item 3.a(3)

when no longer needed for
reference or updating,
whichever is later.

Permanent. Cut off electronic N1-431-00-6
files at close of fiscal year. Item 3.a(4)
Transfer to the National

Archives 2 years after cut-off.

At the time of transfer, NARA

and NRC will determine

medium and format in which

records will be transferred as

well as their arrangement.

Every effort will be made to

transfer records electronically in

accordance with the standards

for permanent electronic

records contained in 36 CFR

1228.270 or standards

applicable at the time. If

transfer in an electronic medium

is not feasible, prior to transfer,

2.11.8 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

NO. DESCRIPTION OF RECORDS

b.

I AUTHORIZED DISPOSITION

~“with NARA concurrence, .
: records will be converted to

" paper or to microform. Destroy

(5) ADAMS document profiles and <
ADAMS document packages - & .

created for the management, <"
search, and retrieval of the PDF

files and TIFF files, and

ADAMS data related to digital

signatures, and data that
evidence final NRC
management and staff

concurrences in documents that

are linked to and considered
part of the official records.

Program Correspondence Files
Created or Received Below the

' - Office Director Level.

March 2005

Files that document policy making - -

decisions, significant or OEDO

program management functions and

program operations. They are
signed by or addressed to EDO
management and staff below the
EDO and Deputy EDO level.
Excluded is program
correspondence that documents
routine transactions for which the
record content is summarized or
duplicated in higher level
documents. (See item c. below.)

(1) Paper records created before
04/01/2000.

2.11.9 -

NRC copy 8 years after

transferring record to NARA.

Permanent. Cut off electronic

-files with related PDF files and
i TIFF files. . Transfer to NARA

according to regulations found
in 36 CFR § 1228.270 when the
PDF files and TIFF files are
transferred. Destroy NRC copy
8 years after transferring record
to NARA.

Cut off at close of fiscal year.
Hold 2 years and retire to the
Washington National Record
Center through OIS. Destroy 10
years after cutoff.

NUREG-0910, Rev. 4

NARA
APPROVED
CITATION

N1-431-00-6

Item 3.a(5)

NC1-431-81-5
Item 1.2.15.b
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RECORDS OF NRC OFFICES
NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

(2) Paper records used as the source  Destroy paper documents N1-431-00-6
to create ADAMS Tagged 2 months after creation of Item 3.b(2)
Image File Format (TIFF) files ADAMS electronic record.
and ASCII files.

(3) Copies of electronic files stored  Destroy after creation of N1-431-00-6
outside of ADAMS used to ADAMS electronic record or Item 3.b(3)
create ADAMS Portable when no longer needed for
Document Format (PDF) files, reference or updating,

TIFF files, and ASCII files that whichever is later.
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their Cut off electronic files at close N1-431-00-6
linked native application source of fiscal year. Destroy 10 years Item 3.b(4)

files; ADAMS TIFF files and
their linked ASCII files;
ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

¢. Routine Program Correspondence
Files Created or Received at All

Organizational Levels.

Files documenting program
transactions of a routine or
recurring nature, the record content
of which is summarized or
duplicated in Item a. or b. above.

March 2005

2.11.10

after cutoff.

NUREG-0910, Rev. 4
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, NARA
ITEM . s APPROVED
NO. DESCRIPTION OF RECORDS it S AUTHORIZED DISPOSITION CITATION

(1) Paper records created before Destroy when 2 years old, or NC1-431-81-5

04/01/2000. sooner if purpose has been Item 1.2.15.c
. served.

(2) Paper records used as the source **~Destroy paper documents N1-431-00-6
to create ADAMS Tagged =~ 2 months after creation of Item 3.¢(2)
Image File Format (TIFF) files ~~ ADAMS electronic record.
and ASCII files. S ‘

(3) Copies of electronic files stored Destroy after creation of N1-431-00-6
outside of ADAMS used to ADAMS electronic record or Item 3.¢(3)
create ADAMS Portable when no longer needed for
Document Format (PDF) files, reference or updating,

TIFF files, and ASCII files that whichever is later.
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using

N office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their Cut off electronic files at close N1-431-00-6
linked native application source of fiscal year. Destroy 2 years Item 3.c(4)
files; ADAMS TIFF files and after cutoff.

their linked ASCII files;
ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

N/ March 2005 ' 21111 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

ITEM
NO. DESCRIPTION OF RECORDS

AUTHORIZED DISPOSITION

4. Work Item Tracking System (WITS-

1D

The system provides a common data

Retain until it has been

base for Commission action items which ~ determined by a competent

can be shared by all NRC offices.

Record keeping system: Electronic
Information System.

March 2005

NRC Official that data are no
longer needed; erase and reuse
tape, etc.

2.11.12 NUREG-0910, Rev. 4

NARA
APPROVED
CITATION

NC1-431-81-2
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\_/ RECORDS OF NRC OFFICES

PART 12. RECORDS OF THE OFFICE OF THE GENERAL COUNSEL

The Office of the General Counsel (OGC) directs matters of law and legal pohcy, provxdmg opinions,
advice, and assistance to the agency with respect to all of its activities; reviews and prepares appropriate
draft Commission decisions on decisions and rulmgs, public petitions seeking direct Commission action,
and rulemaking proceedings involving heanngs, provndes interpretation of laws, regu]anons and other
sources of authority, and the legal form and content of proposed official actions; prepares or concurs in
all contractual documents, interagency agreements, delegatlons of authonty, regulations, orders, licenses,
and other legal documents and prepares legal interpretations thereof; reviews and directs intellectual
property work; represents and protects the interests of the NRC in legal matters and in court proceedings,
and in relation to other government agencies, administrative bodies, Committees of Congress, foreign
governments, and members of the public.

The following record schedules were developed for records unique'to OGC. Reference NRC Schedule 1,
"Records Common to Most Offices," and the General Records Schedules 1 through 26 for other
applicable schedules. Applicable schedules have been identified on the "Files Maintenance and
Disposition Plans” retained by the office Records Liaison Officer.

NARA
ITEM o o APPROVED
NO. DESCRIPTION OF RECORDS e AU'l‘HORIZED DISPOSITION CITATION
_ 1. Commission Memorandum File
Copies of memoranda to Comrmssxoners
containing legal opinions on a vanety of
subjects. Memoranda are numbered
sequentially within years.
Record keeping system: ADAMS. T
a. Record set con51stmg of one copy of
each memorandum.
(1) Paper records created before' s :_;Permanent. Retire to NCI-431-81-5
04/01/2000. ' ' i Washington National Records Item24.12.a
' ** 7"~ "Center when 10 years old.
7 Transfer to NARA when 20
" years old.
(2) Paper records used as the souree - Destroy paper documents N1-431-00-18
to create ADAMS Tagged : -~ "2 months after creation of Item 1.a(2)
Image File Format (TIFF) files' * --ADAMS electronic record.

and ASCII files.

—/ March 2005 2.12.1 NUREG-0910, Rev. 4
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March 2005

2.12.2

Transfer to the National
Archives 2 years after cut-off.
At the time of transfer, NARA
and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.
Every effort will be made to
transfer records electronically in
accordance with the standards
for permanent electronic
records contained in 36 CFR
1228.270 or standards
applicable at the time. If
transfer in an electronic medium
is not feasible, prior to transfer,
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 18 years after
transferring record to NARA.

NUREG-0910, Rev. 4

RECORDS OF NRC OFFICES
NARA /
ITEM " APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
(3) Copies of electronic files stored

outside of ADAMS used to Destroy after creation of N1-431-00-18

create ADAMS Portable ADAMS electronic record or Item 1.a(3)

Document Format (PDF) files, when no longer needed for

TIFF files, and ASCII files that reference or updating,

remain with staff members and whichever is later.

OIS processing staff after

creation of the ADAMS

records. Included are electronic

records created internally using

office automation tools (e.g.,

WordPerfect, Lotus, InForms, e-

mail, etc.) and electronic

records received from outside

the agency.

(4) ADAMS PDF files and TIFF Permanent. Cut off electronic N1-431-00-18
files. files at close of fiscal year. Item 1.a(4)

—/
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\_/ RECORDS OF NRC OFFICES
NARA
ITEM .. L o APPROVED
NO. ~ DESCRIPTION OF RECORDS t-"- AUTHORIZED DISPOSITION : - :CITATION
(5) ADAMS document profiles and - "Permanent. Cut off electronic © N1-431-00-18
ADAMS document packages ™ ** ‘files with related PDF filesand  * Item 1.a(5)
created for the management, -~ “TIFF files. Transfer to NARA _
search, and retrieval of the PDF - - ‘according to regulations found
files and TIFF files,and ~ ““"" ~in36 CFR § 1228.270 when the
ADAMS data related to digital PDF files and TIFF files are
signatures, and data that transferred. Destroy NRC copy
evidence final NRC 18 years after transferring -
Management and staff record to NARA.
concurrences in documents that '
are linked to and considered
part of the official records.
2, Committee and Conference
Records
a. Records relating to establishment,
organization, membership and
policy of interagency, intra-agency
\_/ and international committees and ' -
conferences, and agenda, minutes,
final reports, and related records ** *
documenting accomplishments' -
created by committeesand =~ - -
conferences when NRCisthe =~ " *
sponsoring agency. Excluding * -
routine internal committee and
conference records covered by o
GRS 26-1.a. R
Record keeping system: ADAMS.' i
(1) Paper records created before " *'Permanent. Cut off when NRC N1-431-00-18
04/01/2000. " - involvement terminates. OIS Item 2.a(1)
- will transfer to NARA 10 years
= ~after cutoff.
(2) Paper records used as the s'oui'ee" - " 'Destroy paper documents N1-431-00-18
to create ADAMS Tagged "~ " "2 months after creation of Item 2.a(2)
Image File Format (TIFF) ﬁlcs ADAMS electronic record.
and ASCII files. SRR =
\—/ March2005 2.12.3 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
(3) Copies of electronic files stored Destroy after creation of N1-431-00-18
outside of ADAMS used to ADAMS electronic record or Item 2.a(3)
create ADAMS Portable when no longer needed for
Document Format (PDF) files, reference or updating,
TIFF files, and ASCII files that whichever is later.
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.
(4) ADAMS PDF files and TIFF Permanent. Cut off electronic N1-431-00-18
files. files when NRC involvement Item 2.a(4)
terminates. Transfer to the
National Archives 2 years after
cut-off. At the time of transfer,
NARA and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.
Every effort will be made to
transfer records electronically in
accordance with the standards
for permanent electronic
records contained in 36 CFR
1228.270 or standards
applicable at the time. If
transfer in an electronic medium
is not feasible, prior to transfer,
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 8 years after
transferring record to NARA.
(5) ADAMS document profilesand ~ Permanent. Cut off electronic N1-431-00-18
ADAMS document packages files with related PDF files and Item 2.a(5)
March 2005 2.12.4 NUREG-0910, Rev. 4
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\_/ RECORDS OF NRC OFFICES
ITEM
NO. ‘' DESCRIPTION OF RECORDS *i'. AUTHORIZED DISPOSITION

b.

created for the management,
search, and retrieval of the PDF
files and TIFF files, and
ADAMS data related to digital

“signatures, and data that -1

evidence final NRC
Management and staff
concurrences in documents that
are linked to and considered
part of the official records.

Agenda, minutes, final reports, and
related records documenting
accomplishments created by
committees and for conferences
when NRC is not the sponsoring
agency.

Record keeping system: ADAMS.

(1) Paper records created before
-~ 04/01/2000. ,

TIFF files. Transfer to NARA
according to regulations found
in 36 CFR § 1228.270 when the

'PDF files and TIFF files are
transferred. Destroy NRC copy

8 years after transferring record - -
to NARA.

Destroy when 3 years old or

- iearlier if no longer needed for

.. reference.

(2) Paper records used as the source
to create ADAMS Tagged -

Image File Format (TIFF) and -

ASCI files. :

~ (3) Copies of electronic files stored

March 2005

. when no longer needed for

Document Format (PDF) files, -~
- whichever is later.

create ADAMS Portable = - i

TIFF files, and ASCI files that -
remain with staff members and :
OIS processing staff after
creation of the ADAMS

records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic

2.12.5

Destroy paper documents
:2 months after creation of
" ADAMS electronic record.

Destroy after creation of

outside of ADAMS used to =~ " ADAMS electronic record or.

reference or updating,”

NARA
APPROVED
CITATION

' NC1-431-00-18
Item 2.b(1)

N1-431-00-18
Item 2.b(2)

N1-431-00-18
Item 2.b(3)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

NO. DESCRIPTION OF RECORDS

records received from outside
the agency.

(4) ADAMS PDF files and their

linked native application source
files; ADAMS TIFF files and
their linked ASCII files;
ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

c. All other records created by
committees regardless of whether NRC
is the sponsor agency, excluding the
agenda, minutes, final reports and
related records described in Item a,

above.

March 2005

Record keeping system: ADAMS.

(1) Paper records created before

10/01/2000.

(2) Paper records used as the source

to create ADAMS Tagged
Image File Format (TIFF) files
and ASCI files.

(3) Copies of electronic files stored

outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms,

2.12.6

AUTHORIZED DISPOSITION

NARA
APPROVED
CITATION

Cut off electronic files upon
termination of committee.
Destroy 3 years after cutoff.

Destroy when 3 years old or
earlier if no longer needed for
reference.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or
when no longer needed for
reference or updating,
whichever is later.

N1-431-00-18
Item 2.b(4)

NC1-431-81-5
Item 1.5.30.b.2

N1-431-00-18
Item 2.¢(2)

N1-431-00-18
Item 2.¢(3)

NUREG-0910, Rev. 4
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March 2005

- documenting and/or implementing

NRC Schedule 2

RECORDS OF NRC OFFICES

- DESCRIPTION OF RECORDS . ~

e-mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their
linked native application source
files; ADAMS TIFF files and
their linked ASCII files;
ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

Conflict of Interest (Ethics Official)

Files

Paper records consisting of Policy and
Precedent Files maintained in subject
order that consist of letters, messages,
memoranda, studies, reports, forms, and
other data interpreting or applying
“requirements or policies. These
documents establish policies or
precedents needed to provide ethics : -
advice. "

Record keeping system: Paper. -

N ‘General Program Correspbndence T
" Files (Subject Files) B

Letters, memoranda, messages, studies,
reports, forms, and other data

plans, policies, procedures,
accomplishments, opinions, and

2.12.7

- AUTHORIZED DISPOSITION

Cut off electronic files upon
termination of committee.

" Destroy 3 years after cutoff.

Cut off at close of fiscal year.
Destroy 25 years after cutoff. .

NARA
APPROVED
CITATION

N1-431-00-18

Item 2.c(4)

N1-431-00-18
Item 3.2

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
decisions pertaining to Office of the
General Counsel (OGC) program and
staff activities.
Record keeping system: ADAMS.
a. Program Correspondence Files at
the Office Director Level.
Files that document policy- making
decisions or significant OGC
program management functions that
are signed by or addressed to the
OGC Director or Deputy Director.
Excluded is program
correspondence that documents
routine transactions for which the
record content is summarized or
duplicated in higher level
documents. (See item c. below.)
(1) Paper records created before Permanent. Cut off at close of NC1-431-81-5
04/01/2000. fiscal year. Hold 2 years and Item 1.2.15.a
retire to the Washington
National Record Center through
OIS. OIS will transfer to
NARA when 20 years old.
(2) Paper records used as the source  Destroy paper documents N1-431-00-18
to create ADAMS Tagged 2 months after creation of Item 4.2(2)
Image File Format (TIFF) files ADAMS electronic record.
and ASCII files.
(3) Copies of electronic files stored  Destroy after creation of N1-431-00-18
outside of ADAMS used to ADAMS electronic record or item 4.a(3)
create ADAMS Portable when no longer needed for

March 2005

Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS

2.12.8

reference or updating,
whichever is later.

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
NO. DESCRIPTION OF RECORDS '/ "AUTHORIZED DISPOSITION

records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside -
the agency.

(4) ADAMS PDF files and TIFF

(5) ADAMS document profiles and

March 2005

files.

Permanent. Cut off electronic
files at close of fiscal year.
Transfer to the National
Archives 2 years after cut-off.
At the time of transfer, NARA
and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.
Every effort will be made to
transfer records electronically in
accordance with the standards
for permanent electronic

'+ records contained in 36 CFR
-+ 1228.270 or standards

AT

Cea A

ADAMS document packages
created for the management,” "’
search, and retrieval of the PDF

" ‘applicable at the time. If
" -transfer in an electronic medium
" is not feasible, prior to transfer,

~with NARA concurrence,
records will be converted to

" paper or to microform. Destroy
*“NRC copy 8 years after -

transferring record to NARA.

‘Permanent. Cut off electronic

** files with related PDF files and
" TIFF files. Transfer to NARA
=" according to regulations found

files and TIFF files, and  *’% *~"'in 36 CFR § 1228.270 when the

ADAMS data related to digital
signatures, and data that
evidence final NRC
Management and staff

2.12.9

PDF files and TIFF files are
transferred. Destroy NRC copy
8 years after transferring record
to NARA. L

NARA
APPROVED
CITATION

N1-431-00-18
Item 4.a(4)

"N1-431-00-18
Item 4.a(5)

- NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
NARA

ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

concurrences in documents that

are linked to and considered

part of the official records.

b. Program Correspondence Files

Created or Received Below the

Office Director Level.

Files that document policy making

decisions, significant OGC program

management functions and program

operations. They are signed by or

addressed to OGC management and

staff below the Office Director

level. Excluded is program

correspondence that documents

routine transactions for which the

record content is summarized or

duplicated in higher level

documents. (See item c. below.)

(1) Paper records created before Cut off at close of fiscal year. NC1-431-81-5
04/01/2000. Hold 2 years and retire to the Item 1.2.15.b

Washington National Record
Center through OIS. Destroy 10
years after cutoff.

(2) Paper records used as the source  Destroy paper documents N1-431-00-18
to create ADAMS Tagged 2 months after creation of Item 4.b(2)
Image File Format (TIFF) files ADAMS electronic record.
and ASCII files.

(3) Copies of electronic files stored  Destroy after creation of N1-431-00-18
outside of ADAMS used to ADAMS electronic record or Item 4.b(3)
create ADAMS Portable when no longer needed for
Document Format (PDF) files, reference or updating,

TIFF files, and ASCII files that whichever is later.
remain with staff members and

OIS processing staff after

creation of the ADAMS

records. Included are electronic

March 2005 2.12.10 NUREG-0910, Rev. 4
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NRC Schedule 2

RECORDS OF NRC OFFICES

C.

March 2005

records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their
linked native application source
files; ADAMS TIFF files and

" their linked ASCI files; =~ = ¢

ADAMS document profiles and o

document packages; and
ADAMS digital signature and
concurrence data.

Routine Program Correspondence
Files Created or Received at All

Organizational Levels.

Files documenting program
transactions of a routine or
recurring nature, the record content
of which is summarized or
duplicated in Item a. or b. above.

(1) Paper records created before

04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged

Image File Format (’I'IFF) ﬁles

and ASCII files.

(3) Copies of electronic files stored *~

outside of ADAMS usedto” "~ *
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that

remain with staff members'and-i .~

2.12.11

. *'AUTHORIZED DISPOSITION

Cut off electronic files at close
of fiscal year. Destroy 10 years

. after cutoff.

Destroy when 2 years old, or
sooner if purpose has been
served.

Destroy paper documents
2 months after creation of

: - ADAMS electronic record.

-Destroy after creation of
- :ADAMS electronic record or

when no longer needed for
reference or updating,
whichever is later.

NARA
APPROVED
CITATION

N1-431-00-18

:Item4.b(4)

- NC1-431-81-5

Item 1.2.15.¢c

N1-431-00-18
Item 4.c(2)

N1-431-00-18
Item 4.c(3)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

NO. DESCRIPTION OF RECORDS

OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms,
e-mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their

linked native application source
files; ADAMS TIFF files and
their linked ASCII files;
ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

5. Legislative Files

Case files of legislation proposed by
NRC consisting of proposals, staff
comments, internal memos,
correspondence with the Office of
Management and Budget (OMB),
testimony, and draft bills. Arranged
numerically by bill number or by
subject if more than one bill is involved.

Record keeping system: ADAMS.

a.

Paper records created prior to
04/01/2000.

b. Paper records used as the source to

March 2005

2.12.12

AUTHORIZED DISPOSITION

NARA
APPROVED
CITATION

Cut off electronic files at close
of fiscal year. Destroy 2 years
after cutoff.

Permanent. Retire to
Washington National Records
Center when 10 years old.
Transfer to NARA when 20
years old.

Destroy paper documents

N1-431-00-18
Item 4.c(4)

NC1431-81-5
Item 2.4.13

N1-431-00-18

NUREG-0910, Rev. 4

—/



NRC Schedule 2

N ‘ RECORDS OF NRC OFFICES

NARA

ITEM APPROVED
NO. = DESCRIPTION OF RECORDS - . :i‘ : "AUTHORIZED DISPOSITION CITATION

create ADAMS Tagged Image File <. - 2 months after creation - Item5.b

Format (TIFF) files and ASCII files. - -

c. Copies of electronic files stored - -~ ;- - Destroy after creationof . =~ NI1-431-00-18

outside of ADAMS used tocreate .- "ADAMS electronicrecordor . Item5.c

ADAMS Portable Document  =* ~  when no longer needed for

Format (PDF) files, TIFF files, and: - . : reference or updating,

ASCII files that remain with staff-. - + - "whichever is later.

members and OIS processing staff ' ‘

after creation of the ADAMS

records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the agency.

d. ADAMS PDF files and TIFF files. Permanent. Cut off electronic - N1-431-00-18
‘ files biannually at close of each ItemS.d
\_/ Congress. Transfer to the .
National Archives 2 years after
cut-off. At the time of transfer,
NARA and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.
Every effort willbe madeto .. =~ . .
transfer records electronically in -
accordance with the standards
for permanent electronic
records contained in 36 CFR
1228.270 or standards
applicable at the time. If
transfer in an electronic medium .«
is not feasible, prior to transfer, ‘
.77 “with NARA concurrence,
=« ~records will be converted to
- =+l paper or to microform. Destroy

NRC copy 18 years after

-+~ transferring record to NARA.

S oaleyt
LIPRATS F RN
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6.

March 2005

e. ADAMS document profiles and
ADAMS document packages
created for the management, search,
and retrieval of the PDF files and
TIFF files, and ADAMS data
related to digital signatures, and
data that evidence final NRC
Management and staff concurrences
in documents that are linked to and
considered part of the official
records.

Licensing Docket Formal Hearing

Files

Case files maintained by the Office of
the General Counsel on hearings before
the Commission, Boards, Presiding
Officers, and Panels relating to antitrust
actions, and applications for
construction permits and operating
licenses for individual nuclear facilities,
as well as for combined licenses,
renewed licenses, reactor and senior
reactor operator licenses, materials and
facilities licenses, waste storage and
disposal licenses, and enforcement
actions. Files consist of
correspondence, briefs, pleadings,
hearing transcripts, and related records
on cases and are used by OGC staff in
arguing cases.

Record keeping system: ADAMS.

a. Paper records created before
04/01/2000.

b. Silver master and one diazo copy of
microfiche.

2.12.14

AUTHORIZED DISPOSITION

NARA
APPROVED
CITATION

Permanent. Cut off electronic
files with related PDF files and
TIFF files. Transfer to NARA
according to regulations found
in 36 CFR § 1228.270 when the
PDF files and TIFF files are
transferred. Destroy NRC copy
18 years after transferring
record to NARA.

Destroy after verification that
microfiche copies are adequate
substitutes for original records.

Offer to NARA. If not accepted
by the National Archives,

N1-431-00-18
Item S.e

NC1-431-81-5
Item 1.3.19.a

NC1-431-81-5
Item 1.3.19.b

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
: NARA
ITEM , .- -~ e APPROVED
NO. DESCRIPTION OF RECORDS -+ - AUTHORIZED DISPOSITION .CITATION
" 'maintain until no longer needed
by agency.
NOTE: The creation of a microfiche
copy of OGC'’s Licensing Docket
Formal Hearing Files will be
discontinued when ADAMS is
implemented and verified to be
operating correctly. Documents can be
. obtained from the Electronic Heanng
Docket maintained in ADAMS and -
output to a variety of mediaand -
formats. Accordingly, this series will be
discontinued on 04/01/2000 with the "
implementation of ADAMS and this "’ '5’_ '
disposition applied only to the files up’
to that date.
7. Litigation Case Files '
Correspondence and copies of all papers
filed in actions brought by or against the -
NRC. Arranged alphabetically by the ~
name of the party involved in the suit.© -
Record keeping system: ADAMS.
a. Paperrecords created before = ' ‘" Permanent. Retire closed files NC1-431-81-5
04/01/2000. - © 77" to Washington National Item2.4.11
* " - Records Center 7 years after
" "* cases are closed. Transfer to
“ NARA 20 years after cases are
"~ “ closed.
b Paper records tised as the source to Destroy paper documents - N1-431-00-18
create ADAMS Tagged Image File ~ ;‘ - 2 months after creation - " Item 7.b
Format (TIFF) ﬁles and ASCII ﬁles a : s
Copies of electronic files stored ‘_’ j-‘ Destroy after creation of | N1-431-00-18
outside of ADAMS used to create "~ * ADAMS electronic record or Item 7.c
ADAMS Portable Document when no longer needed for
Format (PDF) files, TIFF files, and reference or updating,
March 2005 21215 - NUREG-0910, Rev. 4 -
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NO. DESCRIPTION OF RECORDS

d.

€.

March 2005

ASCII files that remain with staff
members and OIS processing staff
after creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the agency.

ADAMS PDF files and TIFF files.

ADAMS document profiles and
ADAMS document packages
created for the management, search,
and retrieval of the PDF files and
TIFF files, and ADAMS data
related to digital signatures, and

2.12.16

AUTHORIZED DISPOSITION

whichever is later.

Permanent. Cut off electronic
files when case closed.
Transfer to the National
Archives 2 years after cut-off.
At the time of transfer, NARA
and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.
Every effort will be made to
transfer records electronically in
accordance with the standards
for permanent electronic
records contained in 36 CFR
1228.270 or standards
applicable at the time. If
transfer in an electronic medium
is not feasible, prior to transfer,
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 18 years after
transferring record to NARA.

Permanent. Cut off electronic
files with related PDF files and
TIFF files. Transfer to NARA
according to regulations found
in 36 CFR § 1228.270 when the
PDF files and TIFF files are

NARA
APPROVED
CITATION

N1-431-00-18

Item7.d

N1-431-00-18
Item7.e

NUREG-0910, Rev. 4
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ITEM 5 .
NO. DESCRIPTION OF RECORDS

data that evidence final NRC =~
Management and staff concurrences
in documents that are linked to and
considered part of the official
records.

8. Patent and Technical Data Files

a. Invention dockets containing copy
of invention disclosure and
pertinent correspondence.

Record keeping system: ADAMS.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
N Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored -

outside of ADAMS used to
create ADAMS Portable "~ - -

TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS

AUTHORIZED DISPOSITION

" “transferred. Destroy NRC copy

18 years after transferring
record to NARA.

Destroy 10 years after file is
closed. -

Destroy paper documents
2 months after creation

" Destroy after creation of
.. ADAMS electronic record or

- 777 when no longer needed for
Document Format (PDF) files, -

~ reference or updating,
whichever is later.

records. Included are electronic =
records created internally using

office automation tools (e.g., "~

WordPerfect, Lotus, I“F°fn?§¥,s=%} |
mail, etc.) and electronic

records received from outside
the agency.

(4) ADAMS PDF files and their
linked native application source

N March2005 2.12.17

Cut off electronic files when

file is closed. Destroy 10 years

NARA
APPROVED

"~ CITATION

NC1-431-81-5

" Item4.2.3.a

N1-431-00-18
Item 8.a(2)

N1-431-00-18

Item 8.a(3)

N1-431-00-18
Item 8.a(4)

NUREG-0910, Rev. 4
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NARA \__/
ITEM APPROVED

NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

files; ADAMS TIFF files and after cut off.
their linked ASCII files;

ADAMS document profiles and

document packages; and

ADAMS digital signature and

concurrence data.

b. Case files of U.S. patent
applications containing record of
invention disclosure, record of
invention, draft of patent
application with inventor’s notes,
copy of patent application as filed in
Patent Office, pertinent
correspondence, amendments,
reports, and references as follows.

Record keeping system: ADAMS.
(1) Abandoned patent applications. "

(a) Paper records created Destroy 10 years after NC1-431-81-5
before 04/01/2000 application is abandoned. Item 4.2.3.b.1

(b) Paper records used as the Destroy paper documents N1-431-00-18
source to create ADAMS 2 months after creation Item 8.b(1)(b)
Tagged Image File Format
(TIFF) files and ASCII
files.

(c) Copies of electronic files Destroy after creation of N1-431-00-18
stored outside of ADAMS ADAMS electronic record or Item 8.b(1)(c)
used to create ADAMS when no longer needed for
Portable Document Format reference or updating,

(PDF) files, Tiff files, and whichever is later.
ASCII files that remain with

staff members and OIS

processing staff after

creation of the ADAMS

records. Included are

electronic records created

internally using office

automation tools (e.g.,

N

March 2005 2.12.18 NUREG-0910, Rev. 4
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NARA
: o : . o ~ APPROVED
NO. DESCRIPTION OF RECORDS “"AUTHORIZED DISPOSITION CITATION
‘WordPerfect, Lotus,
InForms, e-mail, etc.) and
electronic records received
from outside the agency. .
(d) ADAMS PDF files and ~* " Cut off electronic files when N1-431-00-18
their linked native application is abandoned Item 8.b(1)(d)
application source files; Destroy 10 years ‘after cut off.
ADAMS TIFF files and
their linked ASCII files;
ADAMS document profiles
and document packages;
and ADAMS digital
signature and concurrence
data.
(2) Issued patents.

(a) Paper records created Destroy 25 years after patent is NC1-431-81-5
before 04/01/2000. issued. Item4.2.3.b.2

(b) Paper records used as the Destroy paper documents N1-431-00-18
source to create ADAMS 2 months after creation. Item 8.b(2)(b)
Tagged Image File Format :
(TIFF) files and ASCII
files.

(c) Copies of electronic files =~ Destroy after creation of N1-431-00-18
stored outside of ADAMS ' " 'ADAMS electronic record or " Item 8.b(2)(c)
used to create ADAMS “*°"“when no longer needed for

Portable Document Format
(PDF) files, TIFF ﬁles, and

reference or updating,
whlchever is later.

ASCII files that remain’ “with™

staff members and OIS
processing staff after
creation of the ADAMS

electronic records created
internally using office "
automation tools (e.g.,
WordPerfect, Lotus,

InForms, e-mail, etc.) and

Mareh 2005

2T

records. Included are

2.12.19
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RECORDS OF NRC OFFICES

NO. DESCRIPTION OF RECORDS

C.

electronic records received
from outside the agency.

(d) ADAMS PDF files and
their linked native
application source files;
ADAMS TIFF files and
their linked ASCII files;
ADAMS document profiles
and document packages;
and ADAMS digital
signature and concurrence
data.

Files on contracts, subcontracts, and
purchase orders containing
miscellaneous correspondence and
related papers pertaining to
negotiation of contract patent
provisions, inventions, or
discoveries conceived under
contract, reports and papers
reviewed for patent clearance, and
patent clearance of terminated
contracts.

Record keeping system: ADAMS.

March 2005

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCI files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after

2.12.20

AUTHORIZED DISPOSITION

NARA
APPROVED
CITATION

Cut off electronic files after
patent is issued. Destroy 25
years after cutoff.

Destroy 10 years after patent
clearance.

Destroy paper documents
2 months after creation.

Destroy after creation of
ADAMS electronic record or
when no longer needed for
reference or updating,
whichever is later.

N1-431-00-18
Item 8.b(2)(d)

NC1-431-81-5
Item 4.2.3.c

N1-431-00-18
Item 8.c(2)

N1-431-00-18
Item 8.¢(3)

NUREG-0910, Rev. 4
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d.

March 2005

creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,

WordPerfect, Lotus, InForms, e-

mail, etc.) and electronic
records received from outside
the agency. :

(4) ADAMS PDF files and their
linked native application source
files; ADAMS TIFF files and
their linked ASCII files;
ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

License agreement and assignment
files containing license agreements
and assignments in U.S. patents and

pertinent correspondence regarding

execution of license agreements and
royalty payments.

~ (1) Paper records created before

04/01/2000.

(2) Paper records used as the source

to create ADAMS Tagged "~
Image File Format (TIFF) ﬁlgs SR

and ASCII files. - ) :

(3) Copies of electronic files stored |

outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using

2.12.21

NARA
- APPROVED
' AUTHORIZED DISPOSITION ° CITATION
Cut off electronic files after -.N1-431-00-18
patent clearance. Destroy 10~ Item 8.c(4)
years after cut off.

" Destroy 25 years after issuance - NC1-431-81-5
of patent. : Iem 4.2.3.d
Destroy paper documents | N1-431-00-18
2 months after creation. Item 8.d(2)

" Destroy after creation of N1-431-00-18
ADAMS electronic record or Item 8.d(3)
when no longer needed for
reference or updating, -
whichever is later.

NUREG-0910, Rev. 4
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NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their Cut off electronic files after N1-431-00-18
linked native application source  issuance of patent. Destroy 25 Item 8.d(4)
files; ADAMS TIFF files and years after cut off .
their linked ASCII files;

ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

e. Patent Agreement Forms,
“Agreement Covering Discoveries,
Inventions, and Improvements,”
signed by all employees at time of
employment.

(1) Paper records created before Destroy when 56 years old. NC1-431-81-5
04/01/2000. Item4.2.3.¢e

(2) Paper records used as the source  Destroy paper documents N1-431-00-18
to create ADAMS Tagged 2 months after creation. Item 8.e(2)
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored ~ Destroy after creation of N1431-00-18
outside of ADAMS used to ADAMS electronic record or Item 8.e(3)
create ADAMS Portable when no longer needed for
Document Format (PDF) files, reference or updating,

TIFF files, and ASCII files that whichever is later.
remain with staff members and

OIS processing staff after

creation of the ADAMS

records. Included are electronic

records created internally using

office automation tools (e.g.,

WordPerfect, Lotus, InForms, e-

mail, etc.) and electronic

March 2005 21222 NUREG-0910, Rev. 4
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Mﬁrch 2005

" records received from outside
the agency. = o

(4) ADAMS PDF files and their
linked native application source
files; ADAMS TIFF files and
their linked ASCII files;

" ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

Docket files containing findings,
determinations, and statements of
reason, decisions, backup material,
and correspondence with the Patent
Compensation Board, U.S. Court of
Appeals, and U.S. Court of Claims.

(1) Paper records created before
" 04/01/2000.

(2) Paper records used as the source

to create ADAMS Tagged O

Cut off electronic files at close

of fiscal year. Destroy 56 years °

after cut off.

" Destroy when 25 years old. -

Destroy paper documents

- ‘2 months after creation

Image File Format (TIFF) files ™’ -

and ASCII files.

(3). Copies of electronic files stored

outside of ADAMS used to_ " 7"
- " “when no longer needed for
Document Format (PDF) files,
TIFF files, and ASCII files that **
remain with staff members and -

create ADAMS Portable

OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

2.12.23-

Destroy after creation of
-ADAMS electronic record or

reference or updating,

“whichever is later.

NARA

APPROVED -
CITATION

N1-431-00-18
Item 8.e(4)

NC1-431-81-5

* - Item 4.2.3.f

N1-431-00-18
Item 8.1(2)

N1-431-00-18
Item 8.£(3)

NUREG-0910, Rev. 4
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DESCRIPTION OF RECORDS

(4) ADAMS PDF files and their
linked native application source
files; ADAMS TIFF files and

NRC Schedule 2

RECORDS OF NRC OFFICES

after cut off.

their linked ASCII files;
ADAMS document profiles and
document packages; and
ADAMS digital signature and

concurrence data.

g. Infringement files containing
copies of patents which have been
or possibly might be infringed;
pertinent correspondence regarding
use of patented process, device, or
material; copies of purchase orders
and other backup material; and
Court of Claims petitions and

actions.

(1) Paper records created before

04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged

Image File Format (TIFF) files

and ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to

AUTHORIZED DISPOSITION

Cut off electronic files at close
of fiscal year. Destroy 25 years

Destroy when 30 years old.

Destroy paper documents
2 months after creation

Destroy after creation of
ADAMS electronic record or

NARA
APPROVED
CITATION

N1-431-00-18
Item 8.f(4)

NC1-431-81-5
Item4.2.3.g

N1-431-00-18
Item 8.g(2)

N1-431-00-18
Item 8.2(3)

create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

2.12.24

when no longer needed for
reference or updating,
whichever is later.

NUREG-0910, Rev. 4

/



_/

ITEM-

NO. DESCRIPTION OF RECORDS

NRC Schedule 2

RECORDS OF NRC OFFICES

(4) ADAMS PDF files and their

linked native application source
files; ADAMS TIFF files and .,
their linked ASCII files;

ADAMS document proﬁles:an'd‘ .

document packages; and
ADAMS digital signature and
concurrence data.

h. Case files containing
correspondence with contractors
regarding U.S. patent applications
referred for review under sections

151 and 152 of the Atomic Energy

Act.

(1) 151 “C” Reports and

March 2005

Applications.

() Paper records created ’ ,
before 04/01/2000.

(b) Paper records used as the
source to create ADAMS

Tagged Image File Format =~

(TIFF) files and ASCIl ',

files. L

(¢) Copies of electronic files .’
stored outside of ADAMS "

used to create ADAMS
Portable Document Format
(PDF) files, TIFF files and

ASCII files that remain with

staff members and OIS
processing staff after
creation of the ADAMS
records. Included are
electronic records created
internally using office
automation tools (e.g.,
WordPerfect, Lotus,
InForms, e-mail, etc.) and

2.1225

S T

when no longer needed for
reference or updating,’
whichever is later. -

NARA
. _ APPROVED
‘AUTHORIZED DISPOSITION CITATION
Cut off electronic files at close N1-431-00-18
of fiscal year. Destroy 30 years Item 8.g(4)
~ after cut off.
"'“'Destroy 25 years after date of " NC1-431-81-5
“last action. ’ Item 4.2.3.h.1
Destroy paper documents - NI1-431-00-18
2 months after creation Item 8.h(1)(b)
" Destroy after creation of N1-431-00-18
" ADAMS electronic record or Item 8.h(1)(c)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
: NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
electronic records received
from outside the agency.

(d) ADAMS PDF files and Cut off electronic files after last ~ N1-431-00-18
their linked native action. Destroy 25 years after Item 8.h(1)(d)
application source files; cut off.

ADAMS TIFF files and
their linked ASCII files;
ADAMS document profiles
and document packages;
and ADAMS digital
signature and concurrence
data.

(2) 152 Applications.

(a) Paper records created Destroy 10 years after patent NC1-431-81-5
before 04/01/2000. expires. Item 4.2.3.h.2

(b) Paper records used as the Destroy paper documents N1-431-00-18
source to create ADAMS 2 months after creation Item 8.h(2)(b)
Tagged Image File Format
(TIFF) files and ASCII
files.

(c) Copies of electronic files Destroy after creation of N1-431-00-18
stored outside of ADAMS ADAMS electronic record or Item 8.h(2)(c)
used to create ADAMS when no longer needed for
Portable Document Format reference or updating,

(PDF) files, TIFF files, and whichever is later.
ASCII files that remain with
staff members and OIS
processing staff after
creation of the ADAMS
records. Included are
electronic records created
internally using office
automation tools (e.g.,
WordPerfect, Lotus,
InForms, e-mail, etc.) and
electronic records received
from outside the agency.
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RECORDS OF NRC OFFICES

ITEM . - .
NO. DESCRIPTION OF RECORDS

(d) ADAMS PDF files, files in
their native applications,
TIFF files, ASCII files, and
document profiles.

i. Ledgers and log record showin g S

invention disclosures reported date,
disposition, and U.S. office actions.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools
(e.g.-WordPerfect, Lotus,
InForms, e-mail, etc.) and

electronic records received from '

outside the agency.

(4) ADAMS PDF files and theu' .
linked native application sourcé
files; ADAMS TIFF ﬁles and
their linked ASCII files; "

ADAMS document proﬁles and

document packages and = |
ADAMS digital 51gnature and
concurrence data.

March 2005

2.1227

" AUTHORIZED DISPOSITION

Cut off electronic files when
patent expires. Destroy 10

years after cut off.

Destroy 10 years after last
entry.

Destroy paper documents
2 months after creation

Destroy after creation of
ADAMS electronic record or
when no longer needed for -
reference or updatmg,
whichever is later.

* “Cut off at end of fiscal year.
i Destroy 10 years after cut off.

NARA
APPROVED
CITATION

N1-431-00-18 - -

Item 8.h(2)(d)

NC1-431-81-5
Item4.2.3.1

N1-431-00-18
Item 8.1(2)

‘ Nl-43l;00-18

Igem 8.1(3)

N1-431-00-18
Itern 8.1(4)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
9. Personal Opinion Files
Paper records consisting of personal Cut off at close of fiscal year. N1-431-00-18
opinions of the General Council related Destroy when 1 year old or Item 9
to sensitive personnel matters. when reference value has been
exhausted, whichever is sooner.
Record keeping system: Paper.
10. Regulatory History Files for
Proposed and Final Rulemaking
Case files documenting proposed and
final rulemakings. Contents include
interoffice correspondence, all source
documents relied upon to prepare
proposed and final rules, public
comments, Committee to Review
Generic Requirements (CRGR) minutes
and recommendations, Advisory
Committee on Reactor Safeguards
comments, Commission papers,
transcripts, indexes, and Federal
Register Notices.
Record keeping system: ADAMS.
a. Official case files created by the
OGC.
(1) Paper records created before Permanent. Cut off when NC1-431-85-1
04/01/2000. regulation is issued through Item l.a
notice in the Federal Register.
OIS will transfer to NARA in 5~
year blocks when the earliest
closed case file is 25 years old
and the most recent case file is
20 years old.
(2) Paper records used as the source  Destroy paper documents N1-431-00-18
to create ADAMS Tagged 2 months after creation of Item 10.a(2)
Image File Format (TIFF) files ADAMS electronic record.
and ASCII files.

March 2005 2.12.28 NUREG-0910, Rev. 4
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NO.  DESCRIPTION OF RECORDS

NRC Schedulé 2

RECORDS OF NRC OFFICES

el

3) CopiesAof electronic files stored

March 2005

outside of ADAMS usedto  ~
create ADAMS Portable

OIS processing staff after
creation of the ADAMS

records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and TIFF

files.

(5) ADAMS document profiles and

ADAMS document packages

2.1229

' AUTHORIZED DISPOSITION

" Destroy after creation of

~ ADAMS electronic record or
..~ when no longer needed for
Document Format (PDF) files,
TIFF files, and ASCH files that =~
remain with staff members and” "~

reference or updating,

‘whichever is later.

Permanent. Cut off electronic
files when regulation is issued
through notice in the Federal
Register. Transfer to the
National Archives 2 years after
cut-off. At the time of transfer,
NARA and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.
Every effort will be made to
transfer records electronically in
accordance with the standards
for permanent electronic
records contained in 36 CFR
1228.270 or standards
applicable at the time. If
transfer in an electronic medium
is not feasible, prior to transfer,
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 8 years after
transferring record to NARA.

Permanent. Cut off electronic

files with related PDF files and

NARA
APPROVED
CITATION

N1-431-00-18
Item 10.a(3)

N1-431-00-18
Item 10.a(4)

N1-431-00-18
Item 10.a(5)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
NARA

ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

created for the management, TIFF files. Transfer to NARA

search, and retrieval of the PDF  according to regulations found

files and TIFF files, and. in 36 CFR § 1228.270 when the

ADAMS data related to digital PDF files and TIFF files are

signatures, and data that transferred. Destroy NRC copy

evidence final NRC 8 years after transferring record

Management and staff to NARA.

concurrences in documents that
are linked to and considered
part of the official records.

March 2005 2.12.30 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

PART 13. RECORDS OF THE OFFICE OF HUMAN RESOURCES

The Office of Human Resources (HR) provides overall leadership and management of human resources
policy and program development and human resources services delivery. Plans and implements NRC
policies, programs, and services to provide for employment services and operations, labor relations,
organizational development, training, and human resources information and analysis. Administers and
manages the NRC occupational safety and health programs including oversight of the workers' ™
compensation and employee assistance programs; and the headquarters child care facility, health unit, and
fitness center. Provides advice and support for the planning, development, 1mp]ementat10n, oversight, and
evaluation of HR information systems. Conducts HR budget formulation, justification, and execution; -
manages the development and implementation of HR accounting systems and carries out financial
management coordination. Develops and implements the HR strategic plan; devises both short and long-
range plan consistent with agency wide programmatic goals and objectives; assxsts and advises NRC
management in the planning and implementation of HR goals consistent with agency pohcxes and mission.

The following record schedules were developed for records unique to HR. Reference NRC Schedule 1,
"Records Common to Most Offices,” and the General Records Schedules 1 through 26 for other applicable
schedules. Applicable schedules have been identified on the "Files Maintenance and Disposition Plans”
retained by the office Records Liaison Officer.

- . " NARA

ITEM o ' APPROVED
NO.: .. DESCRIPTION OF RECORDS _ AUTHORIZED DISPOSITION CITATION
1. 4 Audlo Cassettes for Techmcal

Training

. Audio Cassettes purchased from outsxde_‘ _Erase and reuse when no longer NC1-431-814
sources for techmcal trammg of NRC ' needed. - Item 4
staff. n : ‘

Record keeping system: Aﬁdip‘t:ass'ettgv._u o
2. Automated Personnel System (APS)

The Automated Personnel System Retain until it has been NC1431-81-2
maintains records on NRC personnel determined by 4 competent - Item 13.1.6
regarding previous employment, history =~ NRC Official that data are no

of NRC employment, and present status.  longer needed; erase and reuse

Information and data regarding various tape, etc. ' «

employee actions are input to the

system. These actions are: accessions,

transfers, terminations; and/or regular

reports, such as: notice of in-grade step,

employment trends, minority = ©e -l

employment, skills and levels, grades by

March 2005 ' 2.13. 1 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
sex or minority and anticipated
retirement levels.
Record keeping system: Electronic
Information System.
3. Awards Files

March 2005

a.

Records relating to meritorious and
distinguished service awards made
at the commission level and
maintained by the Office of Human
Resources.

Record keeping system: ADAMS.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and TIFF
ﬁ_les.

2.13. 2

Permanent. Transfer to NARA
when 10 years old.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or
when no longer needed for
reference or updating,
whichever is later.

Permanent. Cut off electronic

files at close of fiscal year.
Transfer to the National

NARA
APPROVED
CITATION

NC1-431-81-5
Item 1.5.28.a

N1-431-00-15
Item 1.a(2)

N1-431-00-15
Item 1.a(3)

N1-431-00-15
Item 1.a(4)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
NARA
ITEM - , . o APPROVED
NO. DESCRIPTION OF RECORDS . ::° . "AUTHORIZED DISPOSITION CITATION
Archives 2 years after cut-off.
At the time of transfer, NARA
and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.
Every effort will be made to
transfer records electronically in
accordance with the standards
for permanent electronic
records contained in 36 CFR
1228.270 or standards
applicable at the time. If
transfer in an electronic medium
is not feasible, prior to transfer,
with NARA concurrence,
records will be convertedto
paper or to microform. Destroy
NRC copy 8 years after
transferring record to NARA. -

(5) ADAMS document profiles and Permanent. Cut off electronic N1-431-00-15
ADAMS document packages files with related PDF files and Ttem 1.a(5)
created for the management, TIFF files. Transfer to NARA
search, and retrieval of the PDF according to regulations found . - -
files and TIFF files, and in 36 CFR § 1228.270 when the
ADAMS data related to digital PDF files and TIFF files are.. - ,
signatures, and data that transferred. Destroy NRC copy .
evidence final NRC 8 years after transfemng record
management and staff to NARA. -
concurrences in documents that
are linked to and considered : .
part of the official records. = +:. .

b. Copies of records described ina."+- =

above exclusive of those filed in

Ofﬁcml Personnel Folders

Record keeping system: ADAMS

(1) Paper records created before Destroy 2 years after award is NC1-431-81-5
04/01/2000. . made. - Item 2.22.3.b

March 2005 2.13. 3 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

Note: The maintenance of extra
copies of award records in this
series will be discontinued when
ADAMS is implemented as the
records will be obtainable from the
records located in ADAMS.
Accordingly, this series will be
discontinued on 04/01/2000 with
the implementation of ADAMS and
this disposition applied only to the
files up to that date.

4. Committee and Conference
Records

a. Records relating to establishment,
organization, membership and
policy of interagency, intra-agency
and international committees and
conferences, and agenda, minutes,
final reports, and related records
documenting accomplishments:
created by committees and
conferences when NRC is the
sponsoring agency. Excluded are
records of EEOQ Committee meeting
records including minutes and
reports covered by GRS 1-25.g.

Record keeping system: ADAMS.

(1) Paper records created before Permanent. Cut off when NRC N1-431-00-15
04/01/2000. involvement terminates. OIS Item 2.a(1)
will transfer to NARA 10 years
after cutoff.

(2) Paper records used as the source  Destroy paper documents N1-431-00-15
to create ADAMS Tagged 2 months after creation of Item 2.a(2)
Image File Format (TIFF) files ADAMS electronic record.
and ASCII files.

(3) Copies of electronic files stored Destroy after creation of N1-431-00-15
outside of ADAMS used to ADAMS electronic record or Item 2.a(3)

March 2005 2.13. 4 NUREG-0910, Rev. 4
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created for the management,
search, and retrieval of the PDF
files and TIFF files, and

March 2005

2.13.°5°

RECORDS OF NRC OFFICES
NARA
ITEM . : o APPROVED
NO. DESCRIPTION OF RECORDS = -- AUTHORIZED DISPOSITION CITATION
create ADAMS Portable "~ when no longer needed for
Document Format (PDF) files, reference or updating,
TIFF files, and ASCII files that  whichever is later.
remain with staff members and’ '
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.
(4) ADAMS PDF files and TIFF Permanent. Cut off electronic N1-431-00-15
files. files when NRC involvement Item 2.a(4)
_ terminates. Transfer to the
" National Archives 2 years after -
" cut-off. At the time of transfer,
-~ NARA and NRC will determine
medium and format in which
“records will be transferred as
- well as their arrangement.
Every effort will be made to
transfer records electronically in
, accordance with the standards
A "for permanent electronic
" ‘records contained in 36 CFR
Tt '1228.270 or standards
Tt applicable at the time. If
; " ‘transfer in an electronic medium
is not feasible, prior to transfer, -
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 8 years after -
transferring record to NARA..
(5) ADAMS document profilesand ~ Permanent. Cut off electronic -N1-431-00-15
ADAMS document packages files with related PDF files and :Item 2.a(5)

TIFF files. Transfer to NARA
according to regulations found
in 36 CFR § 1228.270 when the

NUREG-0910,Rev. 4 -
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RECORDS OF NRC OFFICES

DESCRIPTION OF RECORDS

ADAMS data related to digital
signatures, and data that
evidence final NRC
management and staff
concurrences in documents that
are linked to and considered
part of the official records.

b. Agenda, minutes, final reports, and

related records documenting
accomplishments created by
committees and for conferences
when NRC is not the sponsoring
agency.

Record keeping system:'ADAMS.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

2.13. 6

AUTHORIZED DISPOSITION

PDF files and TIFF files are
transferred. Destroy NRC copy
8 years after transferring record
to NARA.

Destroy when 3 years old or
earlier if no longer needed for
reference.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or
when no longer needed for
reference or updating,
whichever is later.

NARA
APPROVED
CITATION

N1-431-00-15
Item 2.b(1)

N1-431-00-15
Item 2.b(2)

N1-431-00-15
Item 2.b(3)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES '

ITEM - - L .
NO. DESCRIPTION OF RECORDS

files; ADAMS TIFF files and
their linked ASCII files;
ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

c. All other records created by
committees regardless of whether
NRC is the sponsor agency,
excluding the agenda, minutes, final
reports and related records
described in Item a, above.

Record keeping system: ADAMS.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

: -+ (3)-Copies of electronic files stored

.outside of ADAMS used to’ :'
“* !~ when no longer needed for
Document Format (PDF) files,
TIFF files, and ASCH files that ’
remain with staff members and
OIS processing staff after I

create ADAMS Portable "~

creation of the ADAMS

! AUTHORIZED DISPOSITION
(4) ADAMS PDF files and their _  Cut off electronic files apon

linked native apphcauon source termination of committee.

Destroy 3 years after cutoff.

Destroy when 3 years old or
earlier if no longer needed for
reference.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

. Destroy after creation of

ADAMS electronic record or

reference or updating,

“whichever is later.

records. Included are electromc e

records created internally using -

-office automation tools (e.g., .,
WordPerfect, Lotus, InForms, e- "

mail, etc.) and electronic

records received fromoutside

the agency.

March 2005

2.13. 7

NARA
APPROVED

" CITATION

N1-431-00-15
Item 2.b(4)

N1-431-00-15

Ttem 2.c(1)

N1-431-00-15

“Item 2.c(2)

N1-431-00-15
Item 2.¢(3)

NUREG-0910, Rev. 4
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NRC Schedule 2

RECORDS OF NRC OFFICES
NARA
APPROVED
DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

(4) ADAMS PDF files and their Cut off electronic files upon N1-431-00-15
linked native application source  termination of committee. Item 2.c(4)
files; ADAMS TIFF files and Destroy 3 years after cutoff.
their linked ASCII files;

ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.
Differing Professional View and
Opinion Files

Differing Professional View (DPV)

Files

Case files documenting the informal

evaluation and satisfactory

resolution of an employee’s

differing professional views within

an office or region pertaining to

NRC mission issues. Records

include the initial DPV, the DPV

panel reports, decision memoranda,

document lists, and related

correspondence.

Record keeping system: ADAMS.

(1) Paper records created before Cut off files when case is closed ~ N1-431-00-15
04/01/2000. by final office or regional Item 3.a(1)

decision and completion of
internal processing. Transfer to
the Washington National
Records Center 2 years after
cutoff if the records consist of
at least 1 cubic foot. Destroy 10
years after cutoff.

(2) Paper records used as the source ~ Destroy paper documents N1-431-00-15
to create ADAMS Tagged 2 months after creation of Item 3.a(2)
Image File Format (TIFF) files ADAMS electronic record.
and ASCII files.

2.13. 8 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
ITEM . .
NO. °~ DESCRIPTION OF RECORDS - AUTHORIZED DISPOSITION
(3) Copies of electronic files stored Destroy after creation of
outside of ADAMS used to ADAMS electronic record or
create ADAMS Portable when no longer needed for

March 2005

Document Format (PDF) files,
TIFF files, and ASCII files that
. remain with staff members and
OIS processing staff after
creation of the ADAMS"
records. Included are electromc
records created internally usmg

office automation tools (e.g., L '
WordPerfect Lotus, InForms, e-

mail, etc.) and electronic
records received from outside” °
the agency.

(4) ADAMS PDF files and thelr o

linked native application source
files; ADAMS TIFF files and
.their linked ASCI files;

~ ADAMS document profiles and ,

* document packages; and .
ADAMS digital signature and
concurrence data.

Differing Professional Opinion

(DPO) Files

Case files documenting the formal
EDO or Commission evaluation and
resolution of an employee’s
differing professional views and
opinions pertaining to NRC mission
issues that are not satisfactorily
resolved at the office director or
regional administrator level.

Records include the initial ~ = "7t
unresolved Differing Professional - ~ -
View (DPV), the DPO, the DPV': # %2 "

and DPO panel reports, decision
memoranda, document lists, and
related correspondence. Case files
also contain the sanitized copy

2.13. 9

reference or updating,

~whichever is later.

) Cut off electromc ﬁles when .
" case is closed by final office or

regional decision and

_ completion of internal

_ processing. Destroy 10 years
“-after cutoff.

NARA
APPROVED
CITATION

- N1-431-00-15
. Item 3.a(3)

N1-431-00-15

Item 3.a(4)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

ITEM
NO. DESCRIPTION OF RECORDS

containing documents released to
the public.

Record keeping system: ADAMS.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and TIFF
files.

March 2005

2.13.10

NARA
APPROVED
AUTHORIZED DISPOSITION CITATION
Cut off files when case is closed ~ N1-431-00-15
by final EDO or Commission Item 3.b(1)
decision and completion of
internal processing. Transfer to
the Washington National
Records Center 2 years after
cutoff if the records consist of
at least 1 cubic foot. Destroy 30
years after cutoff.
Destroy paper documents N1-431-00-15
2 months after creation of Item 3.b(2)
ADAMS electronic record.
Destroy after creation of N1-431-00-15
ADAMS electronic record or Item 3.b(3)
when no longer needed for
reference or updating,
whichever is later.
Cut off electronic files at close N1-431-00-15
of fiscal year. Destroy 30 years Item 3.b(4)

after cutoff.

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

ITEM

NO. DESCRIPTION OF RECORDS

6. General Correspondence Files

(Subject Files)

Letters, memoranda, messages, studies,
reports, forms, and other data
documenting and/or implementing
plans, policies, procedures,
accomplishments, opinions, and
decisions pertaining to Office of Human
Resources (HR) programs and staff
activities.

Record keeping system: ADAMS.

a. Correspondence Files at the Ofﬁce :

Director Level.

- AUTHORIZED DISPOSITION

NARA
APPROVED
CITATION

Files that document policy- making " **

decisions or significant management
of HR functions that are signed by -
or addressed to the HR Director._‘ i

Excluded is correspondence that " -

documents routine transactions fOI’ N

which the record content is

summarized or duplicated in highei' N

level documents. (Seeitemec.
below.) :

(1) Paper records created before
04/01/2000. B

" iPermanent. Cut off at close of

~ fiscal year. Hold 2 years and
- retire to the Washington

*ii ‘National Record Center through

"+ OIS. OIS will transfer to
e NARA when 20 years old.

(2) Paper records used as the soiirce °

to create ADAMS Tagged

Image File Format (TIFF) fi les ’

and ASCII files.
(3) Copies of electronic files stored

outside of ADAMS used to '~
create ADAMS Portable

March 2005

2.13.11

*-Destroy paper documents
_2 mo_nths after creation of
" ADAMS electronic record.

" Destroy after creation of
- ADAMS electronic record or
i’ when no longer needed for

NC1-431-81-5
Item 1.2.15.a

(NUREG-0910
NRCS 1-2.2.a)

N1431-00-15
Item 4.a(2)

. -N1-431-00-15
Item 4.a(3)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
Document Format (PDF) files, reference or updating,
TIFF files, and ASCII files that whichever is later.
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.
(4) ADAMS PDF files and TIFF Permanent. Cut off electronic N1-431-00-15

files. files at close of fiscal year. Item 4.a(4)

Transfer to the National

Archives 2 years after cut-off.

At the time of transfer, NARA

and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.

Every effort will be made to
transfer records electronically in
accordance with the standards
for permanent electronic

records contained in 36 CFR
1228.270 or standards
applicable at the time. If
transfer in an electronic medium
is not feasible, prior to transfer,
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 18 years after
transferring record to NARA.

(5) ADAMS document profilesand ~ Permanent. Cut off electronic N1-431-00-15

ADAMS document packages files with related PDF files and Item 4.a(5)
created for the management, TIFF files. Transfer to NARA

search, and retrieval of the PDF according to regulations found

files and TIFF files, and in 36 CFR § 1228.270 when the

ADAMS data related to digital PDF files and TIFF files are

March 2005 2.13.12 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

b.

signatures, and data that
evidence final NRC
management and staff
concurrences in documents that
are linked to and considered
part of the official records.

Correspondence Files Created or
Received Below the Office Director

Level.

_ Files that document policy making

NARA
APPROVED

"t AUTHORIZED DISPOSITION CITATION

" .. transferred. Destroy NRC copy

18 years after transferring.
record to NARA.

" " ‘decisions, significant management "~ 1"

March 2005

management and staff below the
office director level. Excluded is
program correspondence that
documents routine transactions for
which the record content is
summarized or duplicated in higher
level documents. (See itemc.
below.) Also excluded is
correspondence pertaining to
internal management and operations
that are scheduled by the General
Records Schedules.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged - -
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored

outside of ADAMS used to i, -~
*** when no longer needed for . .-
‘- reference or updating,: - - -

" create ADAMS Portable .~ ¢
Document Format (PDF) files,

" of HR functions and operations that .::
are signed by or addressed to HR - :=.ix

Cut off at close of fiscal year. NCl~431-81-5
Hold 2 years and retiretothe . . Item 1.2.15.b
Washington National Record

. +*.Center through OIS.- Destroy 10
-» years after cutoff.

AN

Destroy paper documents N1-431-00-15
72 months after creation of Item 4.b(2)
.. "ADAMS electronic record.
Destroy after creation of N1-431-00-15
-ADAMS electronic recordor, .. ,Item4.b(3)

2.13.13 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

TIFF files, and ASCI files that whichever is later.
remain with staff members and
OIS processing staff after
creation of the ADAMS

records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their Cut off electronic files at close N1-431-00-15
linked native application source of fiscal year. Destroy 10 years Item 4.b(4)
files; ADAMS TIFF files and after cutoff.
their linked ASCII files;

ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

¢. Routine Program Correspondence
Files Created or Received at All

Organizational Levels.

Files documenting program
transactions of a routine or
recurring nature, the record content
of which is summarized or
duplicated in Item a. or b. above.

(1) Paper records created before Destroy when 2 years old, or NC1-431-81-5
04/01/2000. sooner if purpose has been Item 1.2.15.c

served.

(2) Paper records used as the source  Destroy paper documents N1-431-00-15
to create ADAMS Tagged 2 months after creation of Item 4.c(2)
Image File Format (TIFF) files ADAMS electronic record.
and ASCII files.

(3) Copies of electronic files stored Destroy after creation of N1-431-00-15
outside of ADAMS used to ADAMS electronic record or Item 4.c(3)
create ADAMS Portable when no longer needed for

March 2005 2.13. 14 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

ITEM o
NO. DESCRIPTION OF RECORDS

Document Format (PDF) ﬁles
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after )
creation of the ADAMS -
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their
linked native application source
files; ADAMS TIFF files and

ADAMS document profiles and
document packages;and - '
ADAMS digital signature and
concurrence data.

7. Training Aids

a. One copy of each manual, syllabus, G

textbook, and other training aid for ”

management and technical SUbJects

developed by the Commlssxon and

maintained by the Human -~ 7" "7

Resources Development staff, HR

and the Technical Training Center, ’ B

Chattanooga, Tennessee.

Record keeping system: ADAMS:

(1) Paper records created before
04/01/2000. SRR “, g
(2) Paper records used as the source’"’
to create ADAMS Tagged
" Image File Format (TIFF) ﬁles
and ASCII files.

N

March 2005

" AUTHORIZED DISPOSITION

NARA
APPROVED
"CITATION

-~ “Permanent. Transfer to NARA
+-"~:when 10 years old.

" 'Destroy paper documents

2 months after creation of
ADAMS electronic record.

2.13.15

" teference or updating,
" whichever is later.

- N1-431-00-15
Item 4.c(4)

Cut off electronic files at close
of fiscal year. Destroy 2 years

: _ after cutoff.
their linked ASCII files; - "‘7"7?2:_1 :

NC1-431-81-5
Item 1.5.40.a

N1-431-00-15
Item 5.a(2)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
NARA
ITEM. APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
(3) Copies of electronic files stored  Destroy after creation of N1-431-00-15
outside of ADAMS used to ADAMS electronic record or Item 5.a(3)
create ADAMS Portable when no longer needed for
Document Format (PDF) files, reference or updating,
TIFF files, and ASCII files that whichever is later.
remain with staff members and
QIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.
(4) ADAMS PDF files and TIFF Permanent. Cut off electronic N1-431-00-15
files. files at close of fiscal year. Item 5.a(4)
Transfer to the National
Archives 2 years after cut-off.
At the time of transfer, NARA
and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.
Every effort will be made to
transfer records electronically in
accordance with the standards
for permanent electronic
records contained in 36 CFR
1228.270 or standards
applicable at the time. If
transfer in an electronic medium
is not feasible, prior to transfer,
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 8 years after
transferring record to NARA.
(5) ADAMS document profilesand ~ Permanent. Cut off electronic N1-431-00-15
ADAMS document packages files with related PDF files and Item 5.a(5)

created for the management,

March 2005

2.13.16

TIFF files. Transfer to NARA
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RECORDS OF NRC OFFICES
NARA

ITEM ) , APPROVED . -
NO. DESCRIPTION OF RECORDS - s "AUTHORIZED DISPOSITION: - . CITATION

search, and retrieval of the PDF according to regulations found

files and TIFF files, and in 36 CFR § 1228.270 when the

ADAMS data related to digital PDF files and TIFF files are

signatures, and data that transferred. Destroy NRC copy

evidence final NRC 8 years after transferring record

management and staff to NARA.

concurrences in documents that

are linked to and considered

part of the official records.

b. Training aids from other agencies or

private institutions.

Record keeping system: ADAMS.

(1) Paper records created before Destroy when superseded or NC1-431-81-5
04/01/2000. obsolete. Item 1.5.40.b

(2) Paper records used as the source  Destroy paper documents N1-431-00-15
to create ADAMS Tagged 2 months after creation of Item 5.b(2)
Image File Format (TIFF) files ADAMS electronic record.
and ASCII files.

(3) Copies of electronic files stored Destroy after creation of NI1-431-00-15
outside of ADAMS used to ADAMS electronic record or Item 5.b(3)
create ADAMS Portable when no longer needed for
Document Format (PDF) files, reference or updating,

TIFF files, and ASCII files that whichever is later.
remain with staff members and
OIS processing staff after
creation of the ADAMS

records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their Cut off electronic files when N1-431-00-15
linked native application source superseded or determined to be Item 5.b(4)

files; ADAMS TIFF files and
their linked ASCII files;

March 2005

2.13.17 .

obsolete. Destroy 1 year after
cutoff.
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RECORDS OF NRC OFFICES
NARA —/
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.
N
N
March 2005 2.13.18 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

PART 14. RECORDS OF THE OFFICE OF THE INSPECTOR GENERAL -

The Office of the Inspector General (OIG) conducts investigations and inspections to ascertain and verify
the integrity of all NRC operations; investigates allegations of NRC employee misconduct, equal
employment opportunity, and civil rights complaints; develops policies and standards governing the
Commission's financial and management audit program, and administers Commission's day-to-day audit
activities; serves as point of contact with the General Accounting Office (GAO) on matters affecting NRC's
financial and management audit function; makes such reports to the Commission as necessary to keep the
Commission fully informed on its financial management responsibilities, and on the results of i investigations
and inspections; hears individual employee concemns regarding NRC operations and activities; refers
criminal matters to the Department of Justice (DOJ) and maintains liaison with DOJ and other law
enforcement agencies.

The following record schedules were developed for records unique to OIG. Also reference NRC Schedule
1, "Records Common to Most Offices,” and the General Records Schedules 1 through 26 for other
applicable schedules. Applicable schedules have been identified on the "Files Maintenance and Disposition

Plans" retained by the office Records Liaison Officer.

: ’ ... NARA
ITEM . . . APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION . CITATION

1. Audit Case Files

Case files for program evaluations that
assist management in identifying,
analyzing and resolving program and
organizational performance/policy
issues, studies of areas of specific
concern, and internally generated study
initiatives designed to achieve
organizational improvement. Case files
include survey questionnaires, notes,

" rough draft proposals, correspondence, -
and other working files used to prepare : -~
final recommendations and reports. -

Record keeping system: ADAMS.

a. Paperrecords used as the source to -.: ADestkroy paper documenls 2 o . N1-431-00-1
create ADAMS Tagged Image File ' * months after creation of Item 1.b
Format (TIFF) files and ASCII files. ADAMS electronic record.

b. Copies of electronic files stored Destroy after creation of N1-431-00-1
outside of ADAMS used to create ADAMS electronic record or Item l.c
ADAMS Portable Document when no longer needed for
Format (PDF) files, TIFF files, and reference or updating,

March 2005 ‘ 2.14.1 - NUREG-0910, Rev. 4



ASCII files that remain with staff
members and OIS processing staff
after creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the agency.

ADAMS PDF files and their linked
native application source files;
ADAMS TIFF files and their linked
ASCII files; ADAMS document
profiles and document packages;
and ADAMS digital signature and
concurrence data.

2. Committee and Conference

Records

a.

March 2005

Records relating to establishment,
organization, membership and
policy of interagency, intra-agency
and international committees and
conferences, and agenda, minutes,
final reports, and related records
documenting accomplishments
created by committees and
conferences when NRC is the
sponsoring agency. Excluding
internal committee records covered
by GRS 26-1.a.

Record keeping system: ADAMS.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

2.14. 2

whichever is later.

Cut off electronic files when
case is closed. Destroy 10 years
after cutoff.

Permanent. Cut off when NRC
involvement terminates. OIS
will transfer to NARA 10 years
after cutoff.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

N1-431-00-1
Item 1.d

N1-431-00-1
Item 2.a(1)

N1-431-00-1
Item 2.a(2)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES '

) NARA
ITEM - e o ~ APPROVED
NO. DESCRIPTION OF RECORDS ’ 'AUTHORIZED DISPOSITION - - CITATION

(3) Copies of electronic files stored ' ~Destroy after creationof ~** -~ N1-431-00-1
outside of ADAMS used to . ADAMS electronic record or - Item 2.a(3)
create ADAMS Portable ~ ° * when no longer needed for
Document Format (PDF) files,’ ‘, . ireference or updating,

TIFF files, and ASCH files that whichever is later. =
remain with staff members and

OIS processing staff after

creation of the ADAMS e
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic

records received from outside

the agency.

(4) ADAMS PDF files and TIFF Permanent. Cut off electronic N1-431-00-1
files. files when NRC involvement Item 2.a(4)

terminates. Transfer to the
National Archives 2 years after
cut-off. At the time of transfer,

. .NARA and NRC will determine
" medium and format in which

""" records will be transferred as
" “'well as their arrangement.

.Every effort will be made to

““* “transfer records electronically in

"+ accordance with the standards
for permanent electronic

records contained in 36 CFR

. ..1228.270 or standards

.. applicable at the time. If
"transfer in an electromc medium
“"is not feasible, prior to transfer, E
-~ with NARA concurrence, .

records will be converted to
paper or to microform. Destroy

NRC copy 8 years after
transferring record to NARA.
March 2005 2.14.3 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

(5) ADAMS document profiles and
ADAMS document packages
created for the management,
search, and retrieval of the PDF
files and TIFF files, and
ADAMS data related to digital
signatures, and data that
evidence final NRC
management and staff
concurrences in documents that
are linked to and considered
part of the official records.

b. Agenda, minutes, final reports, and

related records documenting
accomplishments created by
committees and for conferences
when NRC is not the sponsoring
agency.

Record keeping system: ADAMS.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms,

2.14.4

Permanent. Cut off electronic
files with related PDF files and
TIFF files. Transfer to NARA
according to regulations found
in 36 CFR § 1228.270 when the
PDF files and TIFF files are
transferred. Destroy NRC copy
8 years after transferring record
to NARA.

Destroy when 3 years old or
earlier if no longer needed for
reference.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or
when no longer needed for
reference or updating,
whichever is later.

NARA
APPROVED
CITATION

NI1-431-00-1
Item 2.a(5)

N1-431-00-1
Item 2.b(1)

N1-431-00-1
Item 2.b(2)

N1-431-00-1
Item 2.b(3)

NUREG-0910, Rev. 4
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NO. DESCRIPTION OF RECORDS =~ -~

NRC Schedule 2’

RECORDS OF NRC OFFICES

March 2005

e-mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their 1"

“linked native application sourcc
files; ADAMS TIFF files and ~
their linked ASCI files;
ADAMS document profiles and
document packages; and

" ADAMS digital signature and
concurrence data.

All other records created by
committees regardless of whether
NRC is the sponsor agency,
excluding the agenda, minutes, final
reports and related records
described in Item a, above.

Record keeping system: ADAMS.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCH files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms,

2.14.5

when no longer needed for
reference or updatmg,
whichever is later

NARA
o APPROVED -
. “AUTHORIZED DISPOSITION CITATION
":"Cut off electronic files upon " N1-431-00-1
"j"termination of committee. Item 2.b(4)
"' Destroy 3 years after cutoff.
Destroy when 3 years old or " N1-431-00-1
earlier if no longer needed for Item 2.c(1)
reference.
Destroy paper documents N1-431-00-1
2 months after creation of ~ Item 2.c(2)
ADAMS electronic record.
Destroy after creation of - " N1-431-00-1
ADAMS electronic record or

- Item 2.¢(3)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

DESCRIPTION OF RECORDS

March 2005

e-mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their
linked native application source
files; ADAMS TIFF files and
their linked ASCII files;
ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

General Program Correspondence
Files (Subject Files)

Letters, memoranda, messages, studies,
reports, forms, and other data
documenting and/or implementing
plans, policies, procedures,
accomplishments, opinions, and
decisions pertaining to Office of the
Inspector General (OIG) program and
staff activities.

Record keeping system: ADAMS.

a. Program Correspondence Files at
the Office Director Level.

Files that document policy- making
decisions or significant OIG
program management functions that
are signed by or addressed to the
Inspector General and Deputy
Inspector General. Excluded is
program correspondence that
documents routine transactions for
which the record content is
summarized or duplicated in higher
level documents. (See item c.
below.)

NARA
APPROVED
AUTHORIZED DISPOSITION CITATION

Cut off electronic files upon N1-431-00-1
termination of committee. Item 2.c(4)
Destroy 3 years after cutoff.

2.14.6 ' NUREG-0910, Rev. 4

/



-/

NRC Schedule 2

RECORDS OF NRC OFFICES

ITEM -

NO. DESCRIPTION OF RECORDS

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged

Tmage File Format (TIFP) files -

- and ASCII files.

(3) Copies of electronic files stor-éd' .

outside of ADAMS usedto ™ ~.
create ADAMS Portable .-
Document Format (PDF) files,-
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and TIFF

NARA
APPROVED
.AUTHORIZED DISPOSITION . CITATION
- Permanent. Cut off at close of NC1-431-81-5
-.: - fiscal year. Hold 2 years and Item 1.2.15.a
- retire to the Washington
"_National Record Center through
OIS. OIS will transfer to
. ~NARA when 20 years old.
.. Destroy paper documents N1-431-00-1
2 months after creation of Item 3.a(2)
ADAMS electronic record.
Destroy after creation of . .N1-431-00-1
"ADAMS electronic record or . Item 3.a(3)
- .. when no longer needed for
-, reference or updating,
- whichever is later.
Permanent. Cut off electronic ' N1-431-00-1
files at close of fiscal year. .

files.

Item 3.a(4)
Transfer to the National . . :
Archives 2 years after cut-off.

At the time of transfer, NARA
and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.
Every effort will be made to
transfer records electronically in
accordance with the standards

;.. for permanent electronic
“.. - records contained in 36 CFR -
+; 1228.270 or standards
March 2005 2.14.7 NUREG-0910, Rev. 4
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2.14.8

Washington National Record

RECORDS OF NRC OFFICES
NARA
APPROVED
DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

applicable at the time. If

transfer in an electronic medium

is not feasible, prior to transfer,

with NARA concurrence,

records will be converted to

paper or to microform. Destroy

NRC copy 18 years after

transferring record to NARA.

(5) ADAMS document profiles and Permanent. Cut off electronic N1-431-00-1
ADAMS document packages files with related PDF files and Item 3.a(5)
created for the management, TIFF files. Transfer to NARA
search, and retrieval of the PDF according to regulations found
files and TIFF files, and in 36 CFR § 1228.270 when the
ADAMS data related to digital PDF files and TIFF files are
signatures, and data that transferred. Destroy NRC copy
evidence final NRC 18 years after transferring
management and staff record to NARA.
concurrences in documents that
are linked to and considered
part of the official records.

b. Program Correspondence Files

Created or Received Below the

Office Director Level.

Files that document policy making

decisions, significant or OIG

program management functions and

program operations that are signed

by or addressed to OIG management

and staff below the Inspector

General and Deputy Inspector

General level. Excluded is program

correspondence that documents

routine transactions for which the

record content is summarized or

duplicated in higher level

documents. (See item c. below.)

(1) Paper records created before Cut off at close of fiscal year. NC1-431-81-5
04/01/2000. Hold 2 years and retire to the Item 1.2.15.b

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
NARA
ITEM . U APPROVED
NO. ~ DESCRIPTION OF RECORDS - 7 - AUTHORIZED DISPOSITION CITATION
 Center through OIS. Destroy 10
" 'years after cutoff.

(2) Paper records used as the source  Destroy paper documents N1-431-00-1
to create ADAMS Tagged ' - ' "2 months after creation of * Item 3.b(2)
Image File Format (TIFF) ﬁlcs " ADAMS electronic record.
and ASCII files. S ‘

(3) Copies of electronic files stored  Destroy after creation of N1-431-00-1
outside of ADAMS usedto’ ~~  ADAMS electronicrecordor - Item 3.b(3)

" create ADAMS Portable ' *“when no longer needed for
Document Format (PDF) files, = ' reference or updating,

" TIFF files, and ASCII files that ~ whichever is later.
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their Cut off electronic files at close NI1-431-00-1

linked native application ¢ source . of fiscal year. Destroy 10 years Item 3.b(4)
files; ADAMS TIFF filesand ~ after cutoff.

their linked ASCII files; =~

ADAMS document profiles and -

document packages; and

ADAMS digital signature and

concurrence data.

c. Routine Program Correspondence
Files Created or Received at All

Organizational Levels.

Files documenting program
transactions of a routine or
recurring nature, the record content
of which is summarized or
duplicated in Item a. or b. above.

March 2005 2.14.9 NUREG-0910, Rev. 4
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NRC Schedule 2

processing staff after creation of
the ADAMS records. Included
are electronic records created
internally using office
automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and their

linked native application source
files; ADAMS TIFF files and
their linked ASCII files;
ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

Investigation Case Files

Case files resulting from Office of the
Inspector General Investigations of
alleged fraud, waste, abuse, and
irregularities and violations of laws and
regulations. Case files relate to agency
personnel and programs, and operations

2.14.10

Cut off electronic files at close
of fiscal year. Destroy 2 years
after cutoff.

RECORDS OF NRC OFFICES
= NARA —/
APPROVED
DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

(1) Paper records created before Destroy when 2 years old, or NCi431-81-5
04/01/2000. sooner if purpose has been Item 1.2.15.c

served.

(2) Paper records used as the source ~ Destroy paper documents N1-431-00-1
to create ADAMS Tagged 2 months after creation of Item 3.c(2)
Image File Format (TIFF) files ADAMS electronic record.
and ASCII files.

(3) Copies of electronic files stored Destroy after creation of N1-431-00-1
outside of ADAMS used to ADAMS electronic record or Item 3.¢(3)
create ADAMS when no longer needed for
Portable Document Format reference or updating,

(PDF) files, TIFF files, and whichever is later.
ASCII files that remain with
staff members and OIS

N1-431-00-1
Item 3.c(4)

N

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
NARA
ITEM A S R * APPROVED
NO. DESCRIPTION OF RECORDS - *- - AUTHORIZED DISPOSITION - CITATION
administered or financed by the agency,

including contractors and others having

a relationship with the agency and used

to prepare a concise final report.

Record keeping system: Paper. '

Permanent. Cut off at close of - N1-431-00-2

a. Allfinal investigation reports. fiscal year in which report is Tteml.a

issued. Hold reports in OIG for
-2 years, then retire to WNRC
- through OIS. Transfer to
" NARA 20 years after cutoff.
b. Investigation case files meeting one * 'Permanent. Cut off whencase =~ N1-431-00-2
or more of the following criteﬁéi:’ = 7 is closed. Hold files in OIG for Item 1.b
'+ ' 2 years, then retire to WNRC
(1) The subject of the investigation =~ "through OIS. Transfer to
is a Chairman or Commissioner, = NARA 20 years after cutoff.
an agency office director or
deputy director, or another high
ranking official reporting to
these positions;
(2) The case attracts national or
regional media attention;
(3) The case results in a
Congressional investigation; or
(4) The case resulted in substantive
changes in agency policies and
procedures.

c. Investigation case files that do not Cut off when case is closed. N1-431-00-2
meet criteria for permanent Hold files in OIG for 2 years, Item 1.c
retention. then retire to WNRC through

OIS. Destroy 10 years after
cutoff.

d. Files contammg alleganons and "-"Cut off files upon close of fiscal ~ N1-431-00-2
information of an investigative' -+ "~ “year Destroy 5 years after . Item 1.d
nature that do not resultinthe -~ “cutoff.

establishment of a formal

March 2005 2.14.11 - NUREG-0910, Rev. 4



NRC Schedule 2 .

RECORDS OF NRC OFFICES

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

investigation. The files include

vague allegations not warranting an

investigation, matters referred to

other offices or agencies for

handling, and support files

providing general information

which may prove useful in Inspector

General investigations.

e. Electronic records created or Create paper record of the
received used as the source tocreate  electronic document on the day
paper records that are filed in the created or received or as soon as
investigation files. Included are practical and file in appropriate
electronic records created internally ~ official files. Destroy electronic
using office automation tools (e.g., version immediately after
WordPerfect, Lotus, InForms, E- creating official record copy or
mail, etc.) and electronic records when no longer needed for
received internally and from outside  reference or updating.
the agency.

5. Investigation Records Made Publicly

Available

Copies of final investigation reports and
other investigative records duplicating

paper records from Office of the

Inspector General (OIG) investigations

of alleged fraud, waste, abuse, and

irregularities and violations of laws and

regulations that are made publicly
available. The official investigation
reports and case file records are
maintained by the OIG in paper files.

Record keeping system: ADAMS.

a. Copies of final investigation reports

made publicly available.

(1) ADAMS PDF files and TIFF
files.

March 2005

2.14.12

Permanent. Cut off electronic
files at close of fiscal year in
which report is issued. Transfer
to the National Archives 2 years

NARA N

APPROVED
CITATION

N1-431-00-2
Item l.e

N1-431-00-1
Item 4.a(1)

NUREG-0910, Rev. 4
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NRC Schedule 2

RECORDS OF NRC OFFICES

ITEM A
NO. DESCRIPTION OF RECORDS

NARA
APPROVED .

AUTHORIZED DISPOSITION CITATION

after cut-off. At the time of
transfer, NARA and NRC will

- determine medium and format
. "in which records will be

S

transferred as well as their

- arrangement. Every effort will

‘be made to transfer records

-~ electronically in accordance

.with the standards for

- permanent electronic records

- :contained in 36 CFR 1228.270
" r".or standards applicable at the

-- time. If transfer in an electronic

> . medium is not feasible, prior to

"~ transfer, with NARA

-concurrence, records will be

converted to paper or to

o~ microform. Destroy NRC copy
-..+18 years after transferring

- : record to NARA.

(2) ADAMS document profiles -
created for the management, -
search, and retrieval of the PDF
files and TIFF files.:

b. Copies of investigation case file
documents from case files
determined to be permanent

(1) ADAMS PDF files and TIFF
: . files at close of fiscal year in
“which document is released to

files.

March 2005

‘Permanent. Cut 6ff electronic
" files with related PDF files and

- N1-431-00-1
Item 4.a(2)
.TIFF files. Transfer to NARA

- according to regulations found

2.14.13

: .:in 36 CFR § 1228.270 when the

PDF files and TIFF files are
transferred. Destroy NRC copy
18 years after transferring
record to NARA.

N1-431-00-1
Item 4.b(1)

. Permanent. Cut off electronic o

public. Transfer to the National
Archives 2 years after cut-off.
At the time of transfer, NARA
and NRC will determine -
medium and format in which

NUREG-0910, Rev. 4



ITEM
NO.

NRC Schedule 2

files; ADAMS TIFF files and

their linked ASCII files;

ADAMS document profiles and

document packages; and

ADAMS digital signature and

concurrence data.

March 2005

2.14.14

document is released to public.
Destroy 10 years after cutoff.

RECORDS OF NRC OFFICES
NARA
APPROVED
DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
records will be transferred as
well as their arrangement.
Every effort will be made to
transfer records electronically in
accordance with the standards
for permanent electronic
records contained in 36 CFR
1228.270 or standards
applicable at the time. If
transfer in an electronic medium
is not feasible, prior to transfer,
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 18 years after
transferring record to NARA.

(2) ADAMS document profiles and Permanent. Cut off electronic N1-431-00-1
ADAMS document packages files with related PDF files and Item 4.b(2)
created for the management, TIFF files. Transfer to NARA
search, and retrieval of the PDF according to regulations found
files and TIFF files, and in 36 CFR § 1228.270 when the
ADAMS data related to digital PDF files and TIFF files are
signatures, and data that transferred.. Destroy NRC copy
evidence final NRC 18 years after transferring
management and staff record to NARA.
concurrences in documents that
are linked to and considered
part of the official records.

c. Copies of investigation case file

documents from case files

determined not to be permanent.

(1) ADAMS PDF files and their Cut off electronic files at close N1-431-00-1
linked native application source of fiscal year in which Item 4.c(1)

NUREG-0910, Rev. 4
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NRC Schedule 2

RECORDS OF NRC OFFICES

ITEM

NO. DESCRIPTION OF RECORDS =~

6. Regulatory History Files for
Proposed and Final Rulemaking

Case files documenting proposed and
final rulemakings. Contents include
interoffice correspondence, all source
documents relied upon to prepare
proposed and final rules, public
comments, Committee to Review

2 “AUTHORIZED DISPOSITION

Generic Requirements (CRGR) minutes ~

and recommendations, Advisory
Committee on Reactor Safeguards
comments, Commission papers,
transcripts, indexes, and Federal
Register Notices.

Record keeping system: ADAMS.
a. Official case files created by OIG."‘ »

(1) Paper records created before
04/01/2000.

e

" < Permanent. Cut off when final
""" regulation is issued through

L .
LD

notice in the Federal Register.

QIS will transfer to NARA in 5-

"~ " year blocks when the earliest

(2) Paper records used as the source”

to create ADAMS Tagged -~

Image File Format (TIFF) ﬁles

" and ASCII files. - " -

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable - -
Document Format (PDF) ﬁles, '
TIFF files, and ASCII files that '
remain with staff members and "’
OIS processing staff after -
creation of the ADAMS
records. Included are electronic

March 2005

2.14.15-

“iclosed case file is 25 years old
- 'and the most recent case file is
- 20 years old.

-'Destroy paper documents
"2 months after creation of
ADAMS electronic record.

" Destroy after creation of

;ADAMS electronic record or
i i ‘when no longer needed for -
‘reference or updating,

whlchever is later.

NARA
APPROVED
CITATION

NC1-431-85-1
Item l.a

N1-431-00-1
Item 5.a(2)

.- N1-431-00-1
- Item 5.a(3)

NUREG-0910, Rev. 4 -
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RECORDS OF NRC OFFICES

ITEM
NO. DESCRIPTION OF RECORDS
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and TIFF
files.

(5) ADAMS document profiles and
ADAMS document packages
created for the management,
search, and retrieval of the PDF
files and TIFF files, and
ADAMS data related to digital
signatures, and data that
evidence final NRC
management and staff

March 2005

NARA
APPROVED

AUTHORIZED DISPOSITION CITATION

2.14.16

N1-431-00-1
Item 5.a(4)

Permanent. Cut off electronic
files when regulation is issued
through notice in the Federal
Register. Transfer to the
National Archives 2 years after
cut-off. At the time of transfer,
NARA and NRC will determine
medium and format in which
records will be transferred as
well as their arrangement.
Every effort will be made to
transfer records electronically in
accordance with the standards
for permanent electronic
records contained in 36 CFR
1228.270 or standards
applicable at the time. If
transfer in an electronic medium
is not feasible, prior to transfer,
with NARA concurrence,
records will be converted to
paper or to microform. Destroy
NRC copy 8 years after
transferring record to NARA.

N1-431-00-1
Item 5.a(5)

Permanent. Cut off electronic
files with related PDF files and
TIFF files. Transfer to NARA
according to regulations found
in 36 CFR § 1228.270 when the
PDF files and TIFF files are
transferred. Destroy NRC copy
8 years after transferring record
to NARA. '

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
NARA

ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

concurrences in documents that

are linked to and considered

part of the official records.

March 2005 2.14.17 NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

PART 15. RECORDS OF THE OFFICE OF INTERNATIONAL PROGRAMS

The Office of International Programs (OIP) formulates and recommends policies concerning nuclear exports
and imports, international safeguards, international physical security, non-proliferation matters, and
international cooperation and assistance in nuclear safety and radiation protection. Plans, develops, and
implements programs to carry out policies established in these areas. Plans, develops, and manages
international nuclear safety information exchange programs and coordinates international research
agreements.. Obtains, evaluates, and uses pertinent information from other NRC and U.S. Govemment
offices in processing nuclear export and 1mpoxt llcense applications.

OIP also establishes and maintains workmg i'é]zitldnShlps with individual countries and international nuclear
organizations, as well as other involved U.S. Government agencies. Assures that all mtematlonal activities
carried out by the Commission and staff are well coordinated internally and Government-wide and are
consistent with NRC and U.S. policies.

The following record schedules were developed for records unique to OIP. Reference NRC Schedule 1,
"Records Common to Most Offices," and the General Records Schedules 1 through 26 for other applicable
schedules. Applicable schedules have been identified on the "Fxles Mamtenance and stposmon Plans”
retained by the office Records Liaison Officer.

- NARA
ITEM <~ .. - - APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION _."CITATION

1. " Committee and Conference .
Records

a. Records relating to establishment,
organization, membership and
policy of interagency, intra-agency
and international committees and *
conferences, and agenda, mmutes,
final reports, and related records
documenting accomplishments - - <
created by committeesand T
conferences when NRCisthe "~
sponsoring agency.

Record keeping system: ADAMS. :

- (1) Paper records created before Permanent. Cut off when NRC N1-431-99-3
04/01/2000. R 'mvolVement terminates. OIS -Ttem La(l)
' S ‘' will transfer to NARA 10 years :
- after cutoff ,

March 2005 . 2.15.1¢ ° NUREG-0910, Rev. 4 -
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RECORDS OF NRC OFFICES

ITEM
NO. DESCRIPTION OF RECORDS

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created intemally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e~
mail, etc.) and electronic
records received from outside
the agency.

(4) ADAMS PDF files and TIFF
files.

(5) ADAMS document profiles and
ADAMS document packages
created for the management,
search, and retrieval of the PDF
files and TIFF files, and

March 2005 2.15.2

AUTHORIZED DISPOSITION

NARA
APPROVED
CITATION

Destroy paper documents
2 months after creation of
ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or
when no longer needed for

" reference or updating,

whichever is later:’

Permanent. Cut off electronic
files when NRC involvement
terminates. Convert image files
to paper, microform, magnetic
tape, 3480 class tape cartridge,
or any other medium and format
that meets NARA regulations
found in Subchapter B of 36
CFR Chapter XII and transfer to
NARA 2 years after cutoff.
Prior to transfer, NARA and
NRC will determine the
medium and format in which

the records will be transferred.
Destroy NRC copy 8 years after
transferring record to NARA.

Permanent. Cut off electronic
files with related PDF files and
TIFF files. Transfer to NARA
according to regulations found
in 36 CFR § 1228.270 when the

N1-431-99-3
Item 1.a(2)

N1-431-99-3
Item 1.a(3)

N1-431-99-3
Item 1.a(4)

N1-431-99-3
Item 1.a(5)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
’ NARA
ITEM ) _ APPROVED
NO. - DESCRIPTION OF RECORDS -1 i .AAUTHORIZED DISPOSITION CITATION
"+ ADAMS data related to digital - - .PDF files and TIFF files are
signatures, and data that * : .. transferred.
evidence final NRC :
management and staff
concurrences in documents that
are linked to and considered
part of the official records.
b. Agenda, minutes, final reports, and
related records documenting
accomplishments created by
committees and for conferences
when NRC is not the sponsoring
agency.
Record keeping system: ADAMS.
(1) Paper records created before Destroy when 3 years old or N1-431-99-3
04/01/2000. - - ‘earlier if no longer needed for - Item 1.b(1)
' reference.
(2) Paper records used as the source  Destroy paper documents N1-431-99-3
to create ADAMS Tagged - 2 months after creationof . Item 1.b(2)
Image File Format (TIFF) files - : . *ADAMS electronic record.
and ASCII files. S '
(3) Copies of electronic files stored Destroy after creation of N1-431-99-3
- outside of ADAMSusedto = -~ ADAMS electronic record or Item 1.b(3)
create ADAMS Portable - “'7 " ° " when no longer needed for
Document Format (PDF) files, : ' reference or updating,

TIFF files, and ASCII files that .- whichever is later. . -
remain with staff membersand ": '
OIS processing staff after

creation of the ADAMS

records. Included are electronic

records created internally using

office automation tools (e.g.,

WordPerfect, Lotus, InForms, e-

mail, etc.) and electronic

records received from outside

the agency.

March 2005 2.15.3 NUREG-0910, Rev. 4
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ITEM

NRC Schedule 2

RECORDS OF NRC OFFICES

NO. DESCRIPTION OF RECORDS

C.

March 2005

(4) ADAMS PDF files and their
linked native application source
files; ADAMS TIFF files and
their linked ASCII files;
ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data.

All other records created by
committees regardless of whether
NRC is the sponsoring agency,
excluding the agenda, minutes, final
reports and related records
described in Item a, above.

Record keeping system: ADAMS.

(1) Paper records created before
04/01/2000.

(2) Paper records used as the source
to create ADAMS Tagged
Image File Format (TIFF) files
and ASCII files.

(3) Copies of electronic files stored
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OIS processing staff after
creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic
records received from outside
the agency.

2.15. 4

AUTHORIZED DISPOSITION

Cut off electronic files upon
termination of committee.
Destroy 3 years after cutoff.

Destroy when 3 years old or
earlier if longer needed for
reference.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

"Destroy after creation of

ADAMS electronic record or
when no longer needed for
reference or updating,
whichever is later.

NARA
APPROVED

CITATION

N1-431-99-3
Item 1.b(4)

N1-431-99-3
Item l.c(1)

N1-431-99-3
Item 1.c(2)

N1-431-99-3
Item 1.c(3)

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
: NARA
ITEM = C e | . . APPROVED
NO. DESCRIPTION OF RECORDS "7 77 AUTHORIZED DISPOSITION CITATION
(4) ADAMS PDF files and their _ Cutoff electronic filesupon ~ N1-431-99-3
linked native application source  termination of committee. Item 1.c(4)
files; ADAMS TIFF filesand = Destroy 3 years after cutoff.
their linked ASCII files; =
ADAMS document profiles and
document packages; and
ADAMS digital signature and
concurrence data. .
2. Country Files, Export/Import and

International Safeguards Records -

Files on individual foreign countnes,

including correspondence and other .

documents pertaining to mtematxonaL

safeguards in handling nuclear

materials, components and facilities,

analyses of physical security, and

agreements for cooperation. Filed

alphabetically by name of country. .

Record keeping system: ADAMS.

a. Paperrecords created priorto =~~~ Permanent. Offer to NARA NC1-431-81-5
04/01/2000. when 20 years old. " Item4.5.13

b. Paper records used as the source to Destroy paper documents : N1-431-99-3
create ADAMS Tagged Image File 2 months after creation of - Item2b
Format (TIFF) files and ASCII files. = ADAMS electronic record.

c. Copies of electronic files stored Destroy after creation of © -7 N1-431-99-3
outside of ADAMS used to create ADAMS electronic record or Item2.c
ADAMS Portable Document when no longer needed for
Format (PDF) files, TIFF files, and reference or updating,

ASCII files that remain with staff whichever is later.

members and OIS processing staff
after creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the agency.

March 2005 2.15. 5 NUREG-0910, Rev. 4
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NRC Schedule 2

RECORDS OF NRC OFFICES

ITEM
NO. DESCRIPTION OF RECORDS

d. ADAMS PDF files and TIFF files.

e. ADAMS document profiles and
ADAMS document packages
created for the management, search,
and retrieval of the PDF files and
TIFF files, and ADAMS data
related to digital signatures, and
data that evidence final NRC
management and staff concurrences
in documents that are linked to and
considered part of the official
records.

3. Country Files, International
Arrangements

Case files containing correspondence,
studies, analyses, and copies of formal
bi-lateral arrangements and documents
pertaining to NRC formal arrangements.
Program to exchange nuclear regulatory
and safety information and to cooperate
on the development of regulatory and
safety standards. Also included are

March 2005

Permanent. Cut off electronic

2.15.6

NARA
APPROVED

AUTHORIZED DISPOSITION CITATION

N1-431-99-3
Item2.d

Permanent. Cut off electronic
files at close of fiscal year.
Convert image files to paper,
microform, magnetic tape, 3480
class tape cartridge, or any other
medium and format that meets
NARA regulations found in
Subchapter B of 36 CFR
Chapter XII and transfer to
NARA 2 years after cutoff.
Prior to transfer, NARA and
NRC will determine the
medium and format in which
the records will be transferred.
Destroy NRC copy 8 years after
transferring record to NARA.

N1-431-99-3
files with related PDF files and Item2.e
TIFF files. Transfer to NARA

according to regulations found

in 36 CFR § 1228.270 when the

PDF files and TIFF files are

transferred.

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

NARA
ITEM - . S o , APPROVED
NO. DESCRIPTION OF RECORDS = ~AUTHORIZED DISPOSITION CITATION
copies of research agreements and =
related correspondence. ' ;
Record keeping system: ADAMS.
a. Paper records created prior to Permanent. Offer to NARA - NC1-431-81-5
04/01/2000. when 20 years old. Ttem4.5.14
b. Paper records used as the source to Destroy paper documents N1-431-99-3
create ADAMS Tagged Image File 2 months after creation of Item3.b
Format (TIFF) files and ASCII files. =~ ADAMS electronic record. T
c. Copies of electronic files stored Destroy after creation of N1-431-99-3
outside of ADAMS used to create ADAMS electronic record or Item 3.c
ADAMS Portable Document when no longer needed for
Format (PDF) files, TIFF files, and reference or updating, o
ASCII files that remain with staff whichever is later.
members and OIS processing staff
after creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
mail, etc.) and electronic records
received from outside the agency.
d. ADAMS PDF files and TIFF files. Permanent. Cut off electronic - N1-431-99-3
' files at close of fiscal year. Item 3.d

Mérch 2005 |

" Convert image files to paper,

, ~_microform, magnetic tape, 3480
“ " class tape cartridge, or any other

" ‘'medium and format that meets
'NARA regulations found in
" " Subchapter B of 36 CFR
“* Chapter X1I and transfer to
"NARA 2 years after cutoff.
_Prior to transfer, NARA and

“* - NRC will determine the

*"“medium and format in which

"7 “the records will be transferred.
- " Destroy NRC copy 8 years after

2.15.7

*“transferring record to NARA.'

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES

NO. DESCRIPTION OF RECORDS

ADAMS document profiles and
ADAMS document packages
created for the management, search,
and retrieval of the PDF files and
TIFF files, and ADAMS data
related to digital signatures, and
data that evidence final NRC
management and staff concurrences
in documents that are linked to and
considered part of the official
records.

4. Export/Import License Docket Files

Case files and related control logs
pertaining to the licensing of companies

and
110

individuals pursuant to 10 CFR Part
to export or import nuclear

material, equipment, nuclear
components, and facilities. Included are
license applications, a copy of the
license, and all other documentation

pert
arral

aining to the licensing process
nged numerically by license

number.

Record keeping system: ADAMS.

a.

b.

March 2005

Paper records created prior to
04/01/2000.

Paper records used as the source to
create ADAMS Tagged Image File
Format (TIFF) files and ASCII files.

Copies of electronic files stored
outside of ADAMS used to create
ADAMS Portable Document
Format (PDF) files, TIFF files, and
ASCII files that remain with staff
members and OIS processing staff

2.15.8

AUTHORIZED DISPOSITION

Permanent. Cut off electronic

files with related PDF files and
TIFF files. Transfer to NARA
according to regulations found
in 36 CFR § 1228.270 when the

PDF files and TIFF files are
transferred.

Permanent. Retire to WNRC
when 10 years old. Offer to
NARA 10 years after license
has expired.

Destroy paper documents
2 months after creation of
ADAMS electronic record.

Destroy after creation of
ADAMS electronic record or
when no longer needed for
reference or updating,
whichever is later.

NARA
APPROVED
CITATION

N1-431-99-3
Item 3.e

NC1-431-81-5
Item 1.3.21

N1-431-99-3
Item4.b

N1-431-99-3
Item 4.c

NUREG-0910, Rev. 4
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RECORDS OF NRC OFFICES
NARA
ITEM . . . g APPROVED
NO. DESCRIPTION OF RECORDS - AUTHORIZED DISPOSITION" CITATION -
after creation of the ADAMS
records. Included are electronic
records created internally using
office automation tools (e.g.,
WordPerfect, Lotus, InForms, e-
- ,maxl etc.) and electromc records =
received from outside the agency.:
d. ADAMS PDF files and TIFF files. = 'Permanent. Cut off electronic N1-431-99-3
"~ 7 ~files upon license termination. Item 4.d
“ "Convert image files to paper,
.microform, magnetic tape, 3480
" ‘class tape cartridge, or any other
~"'medium and format that meets’
" NARA regulations found in
" - -Subchapter B of 36 CFR
* Chapter XII and transfer to’
NARA 2 years after cutoff. :
Prior to transfer, NARA and -
NRC will determine the o
medium and format in which -
the records will be transferred.
Destroy NRC copy 8 years after
transferring record to NARA.
e. ADAMS document profiles and . _ Permanent. Cut off electronic N1-431-99-3
" ADAMS document packages " 'files with related PDF filesand©  Itemd.e
created for the management, search " TIFF files. Transfer to NARA
and retrieval of the PDF filesand " ** according to regulations found
TIFF files, and ADAMS data in 36 CFR § 1228.270 when the
related to digital signatures, and PDF files and TIFF ﬂles are
data that evidence final NRC transferred. '
management and staff concurrences
in documents that are linked to and
considered part of the official
records.
s. Files of Department of State Cables
and Atomic International Forum
Wires (AIF)
Copies of State Department cables and
ATF wires relating to nuclear regulations
March 2005 2.15.9 NUREG-0910, Rev. 4
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March 2005

NRC Schedule 2

RECORDS OF NRC OFFICES
NARA
APPROVED

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

and safeguards sent to NRC for

information.

Record keeping system: ADAMS.

a. Paper records created prior to Cut off files annually. Destroy NC1-431-81-5
04/01/2000. when 1 year old. Item 4.5.18

b. Paper records used as the source to Destroy paper documents N1-431-99-3
create ADAMS Tagged Image File 2 months after creation of Item 5.b
Format (TIFF) files and ASCII files. ADAMS electronic record.

c. Copies of electronic files stored Destroy after creation of N1-431-99-3
outside of ADAMS used to create ADAMS electronic record or Item5.c
ADAMS Portable Document when no longer needed for
Format (PDF) files, TIFF files, and reference or updating,

ASCII files that remain with staff whichever is later.
members and OIS processing staff

after creation of the ADAMS

records. Included are electronic

records created internally using

office automation tools (e.g.,

WordPerfect, Lotus, InForms, e-

mail, etc.) and electronic records

received from outside the agency.

d. ADAMS PDF files and their linked Cut off electronic files at close N1-431-99-3
native application source files; of fiscal year. Destroy 1 year Item5.d

ADAMS TIFF files and their linked
ASCIH files; ADAMS document
profiles and document packages;
and ADAMS digital signature and
concurrence data.

Foreign Visitor Files

Correspondence, memoranda, reports,
program curricula, biographical data
pertaining to the visit to NRC of foreign
nationals for the purpose of exchanging

2.15.10

after cutoff.

NUREG-0910, Rev. 4
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