NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: N1-431-00-004

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 1/31/2024

ACTIVE ITEMS
These items, unless subsequently superseded, may be used by the agency to

disposition records. It is the responsibility of the user to verify the items are still
active.

All items except those listed below are active.

SUPERSEDED AND OBSOLETE ITEMS

The remaining items on this schedule may no longer be used to disposition records.
They are superseded, obsolete, filing instructions, non-records, or were lined off and
not approved at the time of scheduling. References to more recent schedules are
provided below as a courtesy. Some items listed here may have been previously
annotated on the schedule itself.

Items 10/A/2-4 were superseded by N1-431-03-001 / 7/A/2-4.
Items 10/B/2-4 were superseded by N1-431-03-001 / 7/B/2-4.
Items 10/C/1/B-D were superseded by N1-431-03-001 / 7/C/1/B-D.
Items 10/C/2/B-D were superseded by N1-431-03-001 / 7/C/2/B-D.
Items 10/C/3/B-D were superseded by N1-431-03-001 / 7/C/3/B-D.
Items 10/C/4/B-D were superseded by N1-431-03-001 / 7/C/4/B-D.
Items 10/D/2-4 were superseded by N1-431-03-001 / 7/D/2-4.
Items 10/E/2-4 were superseded by N1-431-03-001 / 7/E/2-4.

Items 10/F/2-4 were superseded by N1-431-03-001 / 7/F/2-4.

Items 10/G/2-4 were superseded by N1-431-03-001/ 7/G/2 - 4.
Items 10/H/2-4 were superseded by N1-431-03-001/ 7/H/2 - 4.
Items 10/1/2-4 were superseded by N1-431-03-001/ 7/1/2 - 4.

Items 10/J/2-4 were superseded by N1-431-03-001/7/J/2 - 4.

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

As of 1/31/2024 N1-431-00-004



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Items 10/K/2-4 were superseded by N1-431-03-001/ 7/K/2 - 4.
Items 10/L/2-4 were superseded by N1-431-03-001/ 7/L/2 - 4.
Items 10/M/2-4 were superseded by N1-431-03-001 / 7/M/2 - 4.

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

As of 1/31/2024 N1-431-00-004



REQUEST FOR RECOF‘ D|SPOSITION AUTHORITY “S’NUII-\/TI;\I;;E BLANK (NARA use only)

| (See Inistriictions on reverse) . “NAL—43/—00- Y
TO NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DATE RECEWED
WASHINGTON, DC 20408 %0//777
1 FROM (Agency or establishment) NOTIFICATION TO AGENCY
U.S. Nuclear Regulatory Commission : 4 b - ¢ a4
j— n accordance with t rovisions o
. [2. MAJOR SUBDIVISION - - U.S.C. 3303a the disposition request,
. Office of Administration including amendments, is approved except for
* I3 MINOR SUBDIVISION items that may be marked "disposition not
) approved”" or "withdrawn" 1n column 10.
4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE DATE ARCHIVIST OF THE UMITED STATES
John Harris 301-415-5885 12.-a8-0(

6 AGENCY CERTIFICATION ' _ _ __ _
I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records

and that the records proposed for disposal on the attached 44 tPage(S) are not now needed for the business
of this agency or will not be needed after the retention periods specified; and that written concurrence from the
General Accounting Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal
Agencies,

NJ| is not required; | ] isattached; or [ ] has been requested.

DATE SIGNATURE OF AGENCY REPRESENTA TITLE

7//6[/4 Vi %@ — & NRC Records Officer

9 GRS OR 10 ACTION
ITEM 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA
NO JOB CITATION USE ONLY)

encywide Documents Access and Management System (ADAMS)
Prosammatic Records of the NRC Office of Administration.

ADAMS iNan electronic information system that maintains the Nuclear
Regulatory mission's (NRC's) unclassified official programmatic and
administrative ragords in a centralized electronic document repository.
ADAMS is designeth\to meet all National Archives and Records
Administration (NA regulations to ensure NARA approyal of ADAMS
as an official electronic réegrdkeeping system. Beginning 1, 2000,
NRC headquarters and regidyal offices will no longer create or maintain
paper-based record collections Bgcause the electronic documents in
ADAMS will become the "official X¢cords'" of the agency. The "official
record' of documents maintained in ADAMS is a Portable Document
Format (PDF) file or a Tagged Image Fil¢ Format (TIFF) file with an
associated document profile containing "'fidlJed'’ data to describe the
document and its attributes. In addition, any dlgctronic data related to a
digital signature and/or electronic data that evid
management and staff concurrence in a document isN\jnked to and
considered part of the official record.
Records disposition schedules for the NRC records maintainéd in ADAMS
are divided into two broad groups:

1) Programmatic records created or received by each individual NR
office

2) Administrative records created or received by any NRC offices N

115-109 NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 3-91)
PREVIOUS EDITION NOT USABLE Prescribed by NARA

’ ’ FR 1228
This form was designed using inForms & e ‘ /4?%@% %ﬁ/ mew/ 77 me/ 7) wm 6 e



REQUEST FOR RECORDS [*~POSITION AUTHORITY -- CONTINUATN  [/OB NUMBER Pt or a4
<
7. ) ‘ « 9 GRSOR 10. ACTION
ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA
NO. ' ' JOB-CITATION USE ONLY)
records disposition schedules for the administrative records
series 11 NRC offices are under development for later submittal
to NARA.
The records dispositiongchedules for the programmatic records
series of each NRC office Wil be submitted to NARA under separate
SF 115 for each office.
This SF 115 pertains to the programmatitxgcords of the NRC Office
of Administration.
115-109 Two coples, including original, to be submitted STANDARD FORM 115-A (REV. 3-91

to the National Archives and Records Administration. Prescribed by NAR
36 CFR 1228



REQUEST FOR RECO'" S DISPOSITION AU'I:HORITY je & BLANK (NARA use only)

TO: NATIONAL ARCHIVES arid RECORDS ADMINISTRATION (NIR) | JOBNUm3ER
WASHINGTON, DC 20408 N1-431-00-4

1. FROM (Agency or establishment) DATE RECEIVED
U.S. Nuclear Regulatory Commission

2. MAJOR SUBDIVISION NOTIFICATION TO AGENCY
Office of Administration

3. MINOR SUBDIVISION In accordance with the provisions of 44
U S C. 3303a the disposition request,

including amendments, is approved except forﬁ
4 NAME OF PERSON WITH WHOM TO CONFER § -TELEPHONE items that may be marked “disposition not

approved® or “withdrawn” in column 10
i 301-415-5885
John Harris DATE ARCHIVIST OF THE UNITED STATES

6 AGENCY CERTIFICATION

| hereby certify that | am authorized to act for this agency in matters pertaining to the disposition of its records
and that the records proposed for disposal on the attached 44 page(s) are not now needed for the business
of this agency or will not be needed after the retention periods specified, and that written concurrence from the
General Accounting Office, under the provisions of Title8 of the GAO Manual for Guidance of Federal
Agencies,

X is not required; O is attached; or O has been requested.
DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE
09/14/99 Brenda Jo. Shelton /S/; Revised 03/20/00 NRC Records Officer
7 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9 GRS OR 10 ACTION
ITEM “=. | SUPERSEDED | TAKEN (NARA
NO JOB CITATION | USE ONLY)

Agencywide Documents Access and Management System (ADAMS)
Programmatic Records of the NRC Office of Administration

ADAMS is an electronic information system that maintains the Nuclear
Regulatory Commission's (NRC's) unclassified official programmatic and
administrative records in a centralized electronic document repository.
ADAMS is designed to meet all National Archives and Records
Administration (NARA) regulations to ensure NARA approval of ADAMS
as an official electronic recordkeeping system. Beginning April1, 2000,
NRC headquarters and regional offices will no longer create or maintain
paper-based record collections because the electronic documents in
ADAMS will become the "official records” of the agency. The "official
record” of documents maintained in ADAMS is a Portable Document
Format (PDF) file or a Tagged Image File Format (TIFF) file with an
associated document profile containing "fielded" data to describe the
document and its attributes. In addition, any electronic data related to a
digital signature and/or electronic data that evidence final NRC
management and staff concurrence in a document is linked to and
considered part of the official record.

Records disposition schedules for the NRC records maintained in ADAMS
are divided into two broad groups*

1) Programmatic records created or received by each individual NRC
office

2) Administrative records created or received by any NRC offices




REQUEST FOR RECORDS’OSITION AUTHORITY -- CONTINUATION . | JoB PAGE
AR, *.. | NUMBER | 2 OF 44
7 | 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9 GRSOR ™ | 10 ACTION
TEM SUPERSEDED JOB TAKEN (NARA
NO CITATION USE ONLY)

The records disposition schedules for the administrative records
series of all NRC offices are under development for later submittal
to NARA

The records disposition schedules for the programmatic records
series of each NRC office will be submitted to NARA under separate
SF 115 for each office.

This SF 115 pertains to the programmatic records of the NRC Office
of Administration




v «

RECORDS OF THE OFFICE OF ADMINISTRATION
PROGRAMMATIC RECORDS

PAGE NO.
Item 1 Committee and Conference Records . .. .................... 4
Item 2 DirectivesCase Files . . ....... ... ... ... ... ... .. .... 8
Item 3 General Program Correspondence Files (Subject Files) ... ........ 11
Item 4 GrantsFiles . . . ... ... .. . 15
Item 5 Organizational Records . . . ... ......... ... ... ... .. ..... 18
Item 6 Regulatory History Files for Proposed and Final Rulemaking . ... ... 20
Item 7 Rulemaking Notices Published in the Federal Register . . . ... ... ... 22
Item 8 SecurityPolicyFiles................................:. 23
Item 9 Security Violation (Felonies) Files . . ... .................... 4 24
Item 10 Systems Security Records . . . . . ............. e e e e e 26



‘ " ADAMS RECORDS SCHEDULES
OFFICE OF ADMINISTRATION

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

1. Commnittee 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. 77'xc/%17;.,c rovking irtonet toenss flae v fonsco
rlo,ds chvered 1?( CPS 128,
(1) Paper records created before Permanent. Cut off when NRC Supersedes:
04/01/2000. involvement terminates. OCIO NC1-431-81-5
will transfer to NARA 10 years Item 1.5.30.a.1
after cutoff.
(NUREG-0910
NRCS 1-2.1.a.1),

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

(NUREG-0910
NRCS 1-2.1.a.2),

and NC1-431-81-5
Item 1.5.30.b.1.a
(NUREG-0910
NRCS 1-2.1.b.1.3)

(2) Paper records used as the Destroy paper documents TBD
source to create ADAMS 2 months after creation of
Tagged Image File Format ADAMS electronic record.

(TIFF) files and ASCII files.



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 OCIO
processing staff after
creation of the ADAMS
records. Included aie
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.

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 wil] 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

i’ feasible;, prior to transfer, with NARA

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

(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

!

’ NARA-
APPROVED

AUTHORIZED DISPOSITION CITATION

Destroy after creation of TBD
ADAMS electronic record or

when no longer needed for

reference or updating,

whichever is later.

ermanent. Cut off electronic TBD
fils when NRC involvement
termy . Convert image files

r, microform, magnetic

r medium and format
ARA regulations

Prior to transfer,
NRC will determine
and format in which th& records
will be transferred. Destxoy
NRC copy 8 years after
transferring record to NARA
Permanent. Cut off electronic TBD
files with related PDF files and

TIFF files. Transfer to NARA

according to regulations found

in 36 CFR § 1228.188 when the

PDF files and TIFF files are

transferred. Destroy NRC copy



ITEM

NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

8 years after transferring record
to NARA.

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.

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

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

(2) Paper records used as the Destroy paper documents

3

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

2 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

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

(NUREG-0910
NRCS 1-2.1.b.1.b)

TBD

TBD



NARA-
APPROVED
CITATION

ITEM

NO. DESCRIPTION OF RECORDS AUTHORIZED DISI;OSITION

electronic records received
from outside the agency.

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

All other records created by
committees regardless of
whether NRC is the sponsor
agency, excluding the agenda,
minutes, final reports and
related records described in 1.a
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 OCIO
processing staff after
creation of the ADAMS
records. Included are

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

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

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

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

TBD

Supersedes

- NC1-431-81-5

Item 1.5.30.b.2

(NUREG-0910
NRCS 1-2.1.b.2)

TBD

TBD



ITEM
NO. DESCRIPTION OF RECORDS

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

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

2. Directives Case Files

Internal directives issued at the
Commission level maintained by
ADM.

a. Record copy documenting
important aspects of the
development of the issuance.

rds 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

NARA-

APPROVED
AUTHORIZED DISPOSITION CITATION
Cut off electronic files upon TBD
termination of committee. N
Destroy 3 years after cutoff.
Permanent. Transfer to NARA NC1-431-81-5
hen 10 years old. Item 1.5.31.a

-0910

NRCS 2-1.5.a)
Destroy paper documents TBD- .
2 months after creation of
ADAMS electronic record.
Destroy after creation of TBD

ADAMS electronic record or
when no.longer needed for



ITEM
NO. DESCRIPTION OF RECORDS

Portable Document Format
(PDF) files, TIFF files, and
ASCII files that remain with
staff members and OCIO
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.

PERMANENT. Cut-off electronic files upon
issuance of directive. 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

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 records to
NARA.

(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

or standards applicable at the time. If transfer in

AUTHORIZED DISPOSITION

NARA-
APPROVED
CITATION

reference or updating,
whichever is later.

Con\ert image files to paper,

microform, magnetic tape, 3480
cartridge, or any other
medium axd format that meets

class ta

NARA regiations found in
Subchapter B\of 36 CFR

Chapter XII any transfer to
NARA 2 years aRer cutoff.
Prior to transfer,
NRC will determine

and format in which ths records
- will be transferred. Desyoy

NRC copy 8 years after
transferring record to NA

Permanent. Cut off electronic
files with related PDF files and
TIFF files. Transfer to NARA
according to regulations found
in 36 CFR § 1228.188 when the

PDF files and TIFF files are

transferred. Destroy NRC copy
8 years after transferring record

to NARA.

ermanent. Cut off electronic
filks upon issuance of directive.

TBD

TBD



ITEM
NO.

DESCRIPTION OF RECORDS

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

b. Working papers and background
material.

)

3

)

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 OCIO
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

rds created before

NARA-

APPROVED
AUTHORIZED DISPOSITION CITATION
Destroy 6 months after directive NC1-431-81-5

is issued. Item 1.5.31.b

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

TBD

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

Cut off electronic files upon TBD
issuance of directive. Destroy 6

months after cutoff.

10



ITEM

NO. DESCRIPTION OF RECORDS
packages; and ADAMS
digital signature and
concurrence data.

3. 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.

a. Correspondence Files at the
Office Director Level.

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

ecords created before
04/01/2000.

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

NARA-

APPROVED
AUTHORIZED DISPOSITION CITATION
Permanent. Cut off at close of NC1-431-81-5
fiscal year. Hold 2 years and Item 1.2.15.a

retire ngton
National Record Center thro
OCIO. OCIO will transfer to
NARA when 20 years old.

UREG-0910

TBD

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

11



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 OCIO
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.

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

NARA.

(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

AUTHORIZED DISPOSITION

Destroy after creation of

ADAMS electronic record or

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

iNARA 2 years after cutoff.
' Prior to transfer,

NRC will determine the medium
"and format in which the\records
"will be transferred. Dest}Qy
" NRC copy 18 years after transferring records to ' 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 § 1228.188 when the

PDF files and TIFF files are

transferred. Destroy NRC copy

12

rmanent. Cut off electronic

NARA-
APPROVED

CITATION

TBD

TBD

TBD


http:files.to

NARA-

ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
signatures, and data that 18 years after transferring
evidence final NRC record to NARA.

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 addressed to ADM
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.) Also excluded
is correspondence pertaining to
internal management and
operations that are scheduled by
the General Records Schedules.

ecords created before Cut off at close of fiscal year. NC1-431-81-5

04/01/2000. Hold 2 years and retire to the Item 1.2.15.b
ashi ional Record

Center through OCIO.

/ 10 years after cutoff. NRC
(2) Paper records used as the Destroy paper documents TBD‘
source to create ADAMS 2 months after creation of
Tagged Image File Format ADAMS electronic record.

(TIFF) files and ASCII files.

13



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 OCIO
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.

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 recor
04/01/2000.

AUTHORIZED DISPOSITION

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

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

estroy when 2 years old, or
sooner if purpose has bee
served.

14

NARA-
APPROVED
CITATION

TBD

TBD

NC1-431-81-5
c



ITEM

NO. DESCRIPTION OF RECORDS

)

©))

4

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 OCIO
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.

4, Grants Files

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

a. Case files of contracts, reports,
studies, agreements,

NARA-

APPROVED
AUTHORIZED DISPOSITION CITATION
REG-0910
NRC 2.c) .
Destroy paper documents TBD
2 months after creation of
ADAMS electronic record.
Destroy after creation of TBD
ADAMS electronic record or
when no longer needed for
reference or updating,
whichever is later.
Cut off electronic files at close TBD

of fiscal year. Destroy 2 years
after cutoff.

15



ITEM
NO.

DESCRIPTION OF RECORDS

correspondence, and other
records relating to receipt,
award, and monitoring of

grants.

)

3

4

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 OCIO
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.

records created before

NARA-

APPROVED
AUTHORIZED DISPOSITION CITATION
Destroy 6 years and 3 months NC1-431-81-5
after case is closed. Item 1.5.33.a

(NUREG-0910

Destroy paper documents TBD
2 months after creation of

ADAMS electronic record.

Destroy after creation of TBD
ADAMS electronic record or

when no longer needed for

reference or updating,

whichever is later.

Cut off electronic files when TBD-- ._
case is closed. Destroy 6 years

and 3 months after cutoff.
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ITEM
NO. DESCRIPTION OF RECORDS

b. Reports, books, studies, or any
other final grant product and
related records accumulated by
the Division of Contracts and
Property Management, ADM.

ords 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 OCIO
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.

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.

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 when case is closed.
nvert image files to paper,

Subchapter B of 36

17

NARA-
APPROVED
CITATION

NC1-431-81-5
Item 1.5.33.b

UREG-0910
NRCS 2-T.7:

TBD

TBD

TBD



ITEM

NO. DESCRIPTION OF RECORDS

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.

(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.

5. Organizational Records

Official organization charts,
telephone books and related records
which document the organization
and functions of the agency. Record
copy maintained by ADM.

cords created before
04/01/2000.

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

NARA-
APPROVED

AUTHORIZED DISPOSITION CITATION

apter XII and transfer

be transferred. Destroy
NRC copy 8 years after
transferring record to NARA.
Permanent. Cut off electronic TBD
files with related PDF files and

TIFF files. Transfer to NARA

according to regulations found

in 36 CFR § 1228.188 when the

PDF files and TIFF files are

transferred. Destroy NRC copy

8 years after transferring record

to NARA.

NC1-431-81-5
- Item 1.5.35.a

Permanent. Transfer to NARA
when 10 years old.

NRCS 2-1.9.3)

Destroy paper documents TBD
2 months after creation of

ADAMS electronic record.
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ITEM
NO.

DESCRIPTION OF RECORDS

c.

B

PERMANENT. Cut-off electronic files at close

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
OCIO 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.

of 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 records to NARA.

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

AUTHORIZED DISPOSITION

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

at close of the fiscal year in
issued. Convert image
aper, microform,

cartridge,
and format

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 § 1228.188 when the
PDF files and TIFF files are
transferred. Destroy NRC copy
8 years after transferring record
to NARA.
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NARA-
APPROVED
CITATION

. TBD

TBD

TBD



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

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

6. Regulatory History Files for
Proposed and Final Rulemaking

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

a. Official case files created by
ADM.

cords created before Permanent. Cut off when NC1-431-85-1

04/01/2000. regulation is issued through Item 1.a
notiee~in-the Federal Register.

OCIO will transfer in (NUREG-0910
5-year blocks when the earliest .
closed case file is 25 years old

and the most recent case file is

20 years old.

(2) Paper records used as the Destroy paper documents TBD
source to create ADAMS 2 months after creation of -
Tagged Image File Format ADAMS electronic record.

(TIFF) files and ASCII files.

(3) Copies of electronic files Destroy after creation of TBD
stored outside of ADAMS ADAMS electronic record or
used to create ADAMS when no longer needed for
Portable Document Format reference or updating,

(PDF) files, TIFF files, and whichever is later.
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. NARA-
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
ASCII files that remain with
staff members and OCIO
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 ermanent. Cut off electronic TBD
TIFF files. filgs when regulation is issued
.PERMANENT. Cut-off electronic files when  [11O4gh notice in the Federal
 regulation is issued through notice in the Federal Regisir. Convert image files to
‘ Register. Transfer to the National Archives 2 paper, Iicroform, magnetic
years after cut-off. _At the time of transfer, tape, 348\ class tape cartridge,
| well as their arrangement. Every effort willbe | that mt?ets RA regulations
_made to transfer records electronically in i found in Subciiypter B of 36
accordance with the standards for permanent i CFR Chapter XN and transfer to
electronic records contained in 36 CFR 1228.270 ' NARA 2 years aftgg cutoff.
or standards applicable at the time. If transfer in ' Prior to transfer, NARA and
an electron}c medium is not feasible, prior to NRC will determine the medium
transfer, with NARA concurrence, records will be  and format in which thé\records
converted to paper or to microform. Destroy ill be t ferred. Dest
NRC copy 8 years after transferring records to wre Oc transierred.  JestiQy
NARA. NRC copy 8 years after
- R transferring record to NARA
(5) ADAMS document profiles Permanent. Cut off electronic TBD
and ADAMS document files with related PDF files and
packages created for the TIFF files. Transfer to NARA
management, search, and according to regulations found -
retrieval of the PDF files in 36 CFR § 1228.188 when the
and TIFF files, and ADAMS PDF files and TIFF files are
data related to digital transferred. Destroy NRC copy
signatures, and data that 8 years after transferring record
evidence final NRC to NARA.

management and staff
concurrences in documents
that are linked to and
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ITEM
NO.

DESCRIPTION OF RECORDS

considered part of the
official records.

Rulemaking Documents Published in
the Federal Register

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.

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

AUTHORIZED DISPOSITION

NARA-
APPROVED
CITATION

Destroy 5 years after the
completion (through adoption or
withdrawal) or rulemaking
proceedings noticed in the
Federal Register.

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.

22

Reworded for use
in ADM; based on
NC1-431-81-5
Item 2.3.10

(NUREG-0910
NRCS 2-25.6)

TBD

TBD



NARA-
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
records received from outside
the agency.

d. ADAMS PDF files and their Cut off electronic files after the TBD
linked native application source completion (through adoption or
files; ADAMS TIFF files and withdrawal) or rulemaking
their linked ASCII files; proceedings noticed in the
ADAMS document profiles and Federal Register. Destroy 5
document packages; and years after cutoff.

ADAMS digital signature and
concurrence data.
8. Security Policy Files

Manuals, directives, plans, reports,

and correspondence reflecting

policies and procedures developed

by Division Facilities and Security,

ADM, in the administration and

direction of security and protective

services programs.

a. Pa created before Permanent. Transfer to NARA NC1-431-81-5
04/01/2000. when 10 years old. Item 1.5.37

EG-0910
NRCS 2-1.1

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

c. Copies of electronic files stored Destroy after creation of TBD
outside of ADAMS used to ADAMS electronic record or - -
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

OCIO processing staff after

creation of the ADAMS records.

Included are electronic records

created internally using office
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ITEM
NO. DESCRIPTION OF RECORDS

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 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
.1converted to paper or to microform. Destroy
NRC copy 8 years after transferring records to
NARA.

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.

9, 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.

+ transferring record to NAR

AUTHORIZED DISPOSITION

ermanent. Cut off electronic

filss at close of the fiscal year.
Con\ert image files to paper,
microfQorm, magnetic tape, 3480
class tape cartridge, or any other
medium axd format that meets
NARA regiNations found in

i Subchapter B\of 36 CFR

Chapter XII and transfer to
NARA 2 years after cutoff.
Prior to transfer,
NRC will determine
and format in which thy records
will be transferred. DesNoy

NRC copy 8 years after

Permanent. Cut off electronic
files with related PDF files and
TIFF files. Transfer to NARA
according to regulations found
in 36 CFR § 1228.188 when the
PDF files and TIFF files are
transferred. Destroy NRC copy
8 years after transferring record
to NARA.
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NARA-
APPROVED

CITATION

TBD

TBD



ITEM

NO. DESCRIPTION OF RECORDS

cords 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
outside of ADAMS used to
create ADAMS Portable
Document Format (PDF) files,
TIFF files, and ASCII files that
remain with staff members and
OCIO 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.

PERMAN—EI\TT Cl.;f_Z-Off electrdflic 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
relectronic 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 records to
" NARA. ’

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.

Prior to transfer,
NRC will determine
and format in which thy records
will be transferred. DesNoy

NRC copy 8 years after
transferring record to N
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NARA-
APPROVED
CITATION

NC1-431-81-5
Item 1.5.38

(NUREG-0910

TBD

TBD

TBD



ITEM |
NO. DESCRIPTION OF RECORDS

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.

10. Systems Security Records

a. Access Request Files

Requests and authorization for
individuals to have access to
communication security
(COMSEQC) information.

ords 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 OCIO
processing staff after
creation of the ADAMS
records. Included are

NARA-
APPROVED

AUTHORIZED DISPOSITION CITATION

Permanent. Cut off electronic TBD
files with related PDF files and

TIFF files. Transfer to NARA

according to regulations found

in 36 CFR § 1228.188 when the

PDF files and TIFF files are

transferred. Destroy NRC copy

8 years after transferring record

to NARA.

NC1-431-81-5
Item 1.5.39.a

Destroy 2 years after
authorization expires.

UREG-0910
NRCS 2-T-

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

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

reference or updating,

whichever is later.
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NARA-
APPROVED
CITATION

ITEM

NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

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

b. Document and Material Transfer

Records

COMSEC document and
material transfer records,
package receipts and COMSEC
material reports, SF 153.

rds 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

Cut off electronic files when
authorization expires. Destroy 2
years after cutoff.

Destroy 2 years after completion
of transaction.

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.
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NC1-431-81-5
Item 1.5.39.b

TBD




ITEM
NO. DESCRIPTION OF RECORDS

ASCII files that remain with
staff members and OCIO
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.

c. Inventory of COMSEC
Documents and Material

(1) Periodic inventories of
COMSEC documents and
material in cases where no
discrepancies exist.

cords created
before 04/01/2

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

NARA-

APPROVED
AUTHORIZED DISPOSITION CITATION
Cut off electronic files upon TBD
completion of transaction.
Destroy 2 years after cutoff.
Destroy after the succeeding NC1-431-81-5

inventory is submitted and Item 1.5.39.c.1

NRCS 2-1.14.c:

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

ITEM ‘ APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
(c) Copies of electronic files Destroy after creation of TBD
stored outside of ADAMS electronic record or
ADAMS used to create when no longer needed for
ADAMS Portable reference or updating,
Document Format whichever is later.

(PDF) files, TIFF files,
and ASCII files that
remain with staff
members and OCIO
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 Cut off electronic files after the TBD
their linked native succeeding inventory is
application source files; submitted and verified. Destroy

ADAMS TIFF files and immediately.
their linked ASCII files;

ADAMS document

profiles and document

packages; and ADAMS

digital signature and

concurrence data.

(2) Periodic inventories of
COMSEC documents and
material where discrepancies .-
exist.

cords created Destroy after the succeeding NC1-431-81-5

before 04/01/2 inventory is submitted and Item 1.5.39.c.2
verified a iscrepancies
resolved. UREG-0910

NRCS 2-T:
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NARA-
APPROVED
CITATION

ITEM
NO. DESCRIPTION OF RECORDS

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

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

(3) Inventories conducted on
change or absence or
COMSEC custodian.

AUTHORIZED DISPOSITION

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 after the
succeeding inventory is
submitted and verified and all
discrepancies resolved. Destroy
immediately.
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TBD
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ITEM
NO.

DESCRIPTION OF RECORDS

(b)

©

(d)

ecords created
before 04/01/

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 OCIO
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.

NARA-
APPROVED
AUTHORIZED DISPOSITION CITATION

Destroy 1 year after conducted, NC1-431-81-5
verified, and all discrepancies Item 1.5.39.¢.3

UREG-0910
NRCS 2-TC

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

Destroy after creation of TBD
ADAMS electronic record or

when no longer needed for

reference or updating,

whichever is later.

Cut off electronic files upon TBD
inventory being conducted, - -
verified, and all discrepancies

resolved. Destroy 1 year after

cutoff.
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ITEM
NO.

DESCRIPTION OF RECORDS

(4) Inventories conducted
periodically or on change or
absence of COMSEC
custodian where
irregularities exist or have
existed.

(b)

©

(d)

records created
before 04/0

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 OCIO
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;

NARA-

APPROVED
AUTHORIZED DISPOSITION CITATION
Destroy when all purﬁoses have NC1-431-81-5

been served. Item 1.5.39.c.4

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

TBD

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

Cut off electronic files when all TBD
purposes have been served.

Destroy immediately.
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NARA-
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

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

d. Loss or Compromise of
Accountable COMSEC ’
Documents or Material

Message reports, letter reports,
or other documents relating to
loss or compromise of
accountable COMSEC
documents or material.

ords created before Destroy only after accountability NC1-431-81-5

04/01/2000. established or evidence of Item 1.5.39.d
(2) Paper records used as the Destroy paper documents TBD

source to create ADAMS 2 months after creation of

Tagged Image File Format ADAMS electronic record.

(TIFF) files and ASCII files.
(3) Copies of electronic files Destroy after creation of TBD

stored outside of ADAMS ADAMS electronic record or

used to create ADAMS when no longer needed for

Portable Document Format reference or updating,

(PDF) files, TIFF files, and whichever is later.

ASCII files that remain with - -
staff members and OCIO

processing staff after

creation of the ADAMS

records. Included are

electronic records created

internally using office

automation tools (e.g.,

WordPerfect, Lotus,
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ITEM

NO. DESCRIPTION OF RECORDS

€.

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.

Document and Material
Destruction

Key card disposition record, key
list disposition record, and other
records of destruction of
accountable COMSEC
documents or material.

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 OCIO
processing staff after
creation of the ADAMS

ecords created before

AUTHORIZED DISPOSITION

Cut off electronic files after
accountability established or
evidence of compromise
negated. Destroy immediately.

Destroy 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.
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NARA-
APPROVED
CITATION

TBD

NC1-431-81-5
Item 1.5.39.e

REG-0910
NRCS 2-1.

TBD

TBD -



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

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 TBD
linked native application close of fiscal year. Destroy 2
source files; ADAMS TIFF years after cutoff.
files and their linked ASCII
files; ADAMS document
profiles and document
packages; and ADAMS
digital signature and
concurrence data.

f. Reportable Telecommunications
Insecurities

Reports of any deviation or
incident which could adversely
affect the security of a
telecommunication system.

cords created before Destroy 5 years after all action NC1-431-81-5
04/01/2000. has been completed. Item 1.5.39.f

(2) Paper records used as the Destroy paper documents TBD
source to create ADAMS 2 months after creation of - -
Tagged Image File Format ADAMS electronic record.

(TIFF) files and ASCII files.

(3) Copies of electronic files Destroy after creation of TBD
stored outside of ADAMS ADAMS electronic record or
used to create ADAMS when no longer needed for
Portable Document Format reference or updating,

(PDF) files, TIFF files, and whichever is later.
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ITEM
NO. DESCRIPTION OF RECORDS

ASCII files that remain with
staff members and OCIO
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.

g. Security Proposals for the
Establishment of Centers and
Use of Equipment

Security proposals for the
establishment of secure
communications centers,
installation of equipment, or
systems.

04/01/2000.

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

cords created before

AUTHORIZED DISPOSITION

Cut off electronic files upon
completion of final action.
Destroy 5 years after cutoff.

Destroy 2 years after the center
is deactivated, equipment has
been system is

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

NC1-431-81-5
Item-1.5.39.g

NUREG-0910

TBD



NARA-

ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
(3) Copies of electronic files Destroy after creation of TBD
stored outside of ADAMS ADAMS electronic record or
used to create ADAMS when no longer needed for
Portable Document Format reference or updating,

(PDF) files, TIFF files, and whichever is later.
ASCII files that remain with
staff members and OCIO
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 TBD
linked native application center deactivation, equipment
source files; ADAMS TIFF replacement, or system change.

files and their linked ASCII Destroy 2 years after cutoff.
files; ADAMS document
profiles and document
_packages; and ADAMS
digital signature and
concurrence data.

h. Equipment

List of equipment comprising a

secure telecommunications

system (e.g., terminal

equipment, cryptographic

equipment and modems). -

records created before Destroy when no longer NC1-431-81-5
04/01/2000. applicable. Item 1.5.39.h

NUREG-0910
NRCS 2-T¢
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ITEM

NO. DESCRIPTION OF RECORDS

)

3

4

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 OCIO
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.

i. Floor Plans

Floor plans of secure

communications centers showing

the location of equipment, the
construction of walls, floors,
and ceilings of the room(s), or
separate architectural details
such as doors, windows, or
ducts.

AUTHORIZED DISPOSITION

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

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

Cut off electronic files when list
is no longer applicable. Destroy

immediately.
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ITEM

NO. DESCRIPTION OF RECORDS

)

©)

4

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 OCIO
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.

j- Installation Drawings

Installation drawings, e.g.,
wiring diagrams and conduit

NARA-
APPROVED
AUTHORIZED DISPOSITION CITATION

Destroy when secure NC1-431-81-5
communications centers have Item 1.5.39.i
d.

(NUREG-0910
N 14 j

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

Destroy after creation of TBD
ADAMS electronic record or

when no longer needed for

reference or updating,

whichever is later.

Cut off electronic files upon TBD
relocating secure communication
center. Destroy immediately.
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ITEM
NO.

DESCRIPTION OF RECORDS

plans for the secure
telecommunications equipment.

ords 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 OCIO
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.

AUTHORIZED DISPOSITION

Destroy when equipment has
been replaced.

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

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

Cut off electronic files when
equipment is replaced. Destroy
immediately.
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NARA-
APPROVED
CITATION
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TBD

TBD
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ITEM
NO.

DESCRIPTION OF RECORDS

k. Standard Operating Instructions

Standard operating instructions
for secure communications

centers.

@

3

4

rds 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 OCIO
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

NARA-

APPROVED
AUTHORIZED DISPOSITION CITATION
Destroy when secure NC1-431-81-5
communications center is no Item 1.5.39.k

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

Destroy after creation of TBD
ADAMS electronic record or

when no longer needed for \
reference or updating,

whichever is later.

Cut off electronic files when TBD
secure communications center is
no longer operable. Destroy

immediately.
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ITEM

NO. DESCRIPTION OF RECORDS

packages; and ADAMS
digital signature and
concurrence data.

1. Tempest and Acoustic Tests

Documents relating to Tempest

tests or tests conducted of secure

communications centers.

)

3

@

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 OCIO
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

records created before

NARA-
APPROVED
AUTHORIZED DISPOSITION CITATION

Destroy after subsequent tests NC1-431-81-5
have been conducted and results Item 1.5.39.1

(NUREG-0910
NR

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

Destroy after creation of TBD
ADAMS electronic record or

when no longer needed for

reference or updating,

whichever is later.

Cut off electronic files upon TBD
approval of subsequent tests.
Destroy immediately.
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ITEM

NO. DESCRIPTION OF RECORDS

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

m. Audio Countermeasure

Inspection Files

Records of sweep requests
(NRC Form 337) and sweep
reports (NRC Form 336)
relating to the examination and
inspection using sophisticated
electronic equipment.

@

3)

04/01/2000.

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

Electronic records used as
the source to create
ADAMS PDF files, bit-
mapped image files, and
ASCII files that remain with
staff members and OCIO
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.

ecords created before

NARA-
APPROVED
AUTHORIZED DISPOSITION CITATION

Destroy after the succeeding NC1-431-81-5
inspection is conducted. Item 1.5.39.m

NUREG-0910
NRCS 2-T-

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

Destroy after creation of TBD
ADAMS electronic record or

when no longer needed for

reference or updating,

whichever is later.
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NO. DESCRIPTION OF RECORDS

(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.

AUTHORIZED DISPOSITION

Cut off electronic files upon
conducting succeeding
inspection. Destroy
immediately.
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TBD





