NUREG-0910
Revision 4

NRC Comprehensive
Records Disposition
Schedule

U.S. Nuclear Regulatory Commission

Office of Information Services L
Washington, DC 20555-0001 *W




R S NUREG-0910
\_/ | ST : Revision 4

NRC Compi‘ehensiVe S
Records D1sp0s1t10n -
Schedule S S

Manuscript Completed: March 2005
Date Published: March 2005 -

Information and Records Services Dmsnon_: L
Office of Information Services - R
U.S. Nuclear Regulatory Commission = 77
Washington, DC 20555-0001 )




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 -
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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

NUREG-0910, Rev. 4
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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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RECORDS OF NRC OFFICES

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.

March 2005 22.8 NUREG-0910, Rev. 4
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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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RECORDS OF NRC OFFICES

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
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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
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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
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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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ITEM .

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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ITEM

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
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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

/



NRC Schedule 2

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



NRC Schedule 2

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



ITEM

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



NRC Schedule 2

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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NRC Schedule 2

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



NRC Schedule 2

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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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
cr