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JREQUEST FOR RECOF" DISPOSITION AUTHORITY LE;\VE BLANK (NARA use only) 

(See Inst~Jctions on reverse) "..;8 ~UMBER'Ni -'l-3/-0D- 5 
TO	 NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DATE RECEIVED al 

WASHINGT9N, DC 20408 rj:2lJ. '!'1tf1 
1. FROM (Agency or establishment)	 NOTIFICATION TO AGENCY 

U.S. Nuclear Regulatory Commission 
In accordance with the provisions of 44

2. MAJOR SUBDIVISION	 U.S.C. 3303a the drspositron request,
Office of Enforcement	 including amendments, IS approved except for 

items that may be marked "disposrtion not3 MINOR SUBDIVISION 
approved" or "withdrawn" in column 10. 

4. NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE DATE 

John Harris	 301-415-5885 3-1~-O 

6. AGENCY CERTIFICATION 
Ihereby certify that I am authorized to act for this agency in matters pertaining to e disposition of its records 
and that the records proposed for disposal on the attached 21 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 Title 8 of the GAO Manual for Guidance of Federal 
Agencies,

[;l] is not required; D is attached; or D has been requested. 

DATE	 TITLE 

NRC Records Officer 

9 GRSOR 10 ACTION 
8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA 

JOB CITATION USE ONLY) 

A	 ncywide Documents Access and Management System (ADAMS) 
Prog matic Records of the NRC Office of Enforcement. 

ectronic information system that maintains the Nuclear
 
Regulatory Com . sion's (NRC's) unclassified official programmatic and
 
administrative recor in a centralized electronic document repository.
 
ADAMS is designed to m t all National Archives and Records
 
Administration (NARA) reg tions to ensure NARA approval o~ADAMS
 
as an official electronic recordke ing system. Beginning ~ 1, 2000,
 
NRC headquarters and regional of I will no longer create or maintain
 
paper-based record collections because electronic documents in
 
ADAMS will become the "official records" 0 he agency. The "official
 
record" of documents maintained in ADAMS is ortable Document
 
Format (PDF) or a Tagged Image File Format (TI
 
associated document profile containing "fielded" data t escribe the
 
document and its attributes. In addition, any electronic dat
 
digital signature and/or electronic data that evidence final NR
 
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 

115-109 NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 3-91)
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REQUEST FOR RECORDS P'~POSITION AUTHORITY -- CONTINUft~' ~N 
JOB NUMBER PAGE 

2 OF 21 

7. 
ITEM 
NO 

8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 
9. GHS OR 

SUPERSEDED 
JOB CITATION 

10 ACTION 
TAKEN (NARA 

USE ONLYL 

ords disposition schedules for the administrative records 
series of NRC offices are under development for later submittal 
toNARA. 

The records disposition hedules for the programmatic records 
series of each NRC office WI e submitted to NARA under separate 
SF 115 for each office. 

This SF 115 pertains to the programmati 
of Enforcement. 

Two copies, Including original, to be submitted STANDARD FORM 115-A (REV. 3-91)
to the National Archives and Records Administration. Prescnbed by NARA

36 CFR 1228 

115-109 
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REQUEST FOR REC~( j DISPOSITION AUTHORITY .. ~ BLANK (NARA use only) 

TO: NATIONAL ARCHIVES and RECORDS 
WASHINGTON, DC 20408 

ADMINISTRATION (NIR) JOB NUMBER 

N1-431-00·5 

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

2. MAJOR SUBDIVISION NOTIFICATION TO AGENCY 
Office of Enforcement 

3.	 MINOR SUBDIVISION In accordance with the provisions of 44 

USC 3303a the disposition request, 
including amendments. is approved except for 

NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE Items that may be marked "disposition not4 
approved' or 'withdrawn' In column 10 

John Harris	 301-415-5885 
DATE ARCHIVIST OF THE UNITED STATES 

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 21 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, 

181 is not required; o is attached; or	 o has been requested. 

DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE 

09/14/99 Brenda Jo. Shelton lSI; Revised 03/20100 NRC Records Officer 

7 8 DESCRIPTIOt:·j OF ITEM AND PROPOSED DISPOSITION 9. GRSOR 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 Enforcement. 

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 andlor 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 
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REQUEST FOR RECORDS D, )SITION AUTHORITY -- CONTINUATION JOB PAGE 
-, NUMBER 2 OF 21 ~ . 

7 

ITEM 

NO 

8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9 GRSOR 

SUPERSEDED 

CITATION 

JOB 

10 ACTION 

TAKEN (NARA 

USE ONLy) 

The records disposition schedules 
series of all NRC offices are under 
to NARA. 

for the administrative records 
development for later submittal 

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 

of Enforcement. 
records of the NRC Office 



Item 1 

Iteffi 2 

Item 3 

Item 4 

Item 5 

RECORDS OF THE OFFICE 
PROGRAMMATIC 

OF ENFORCEMENT 
RECORDS 

PAGE NO. 

Committee and Conference Records . . . . . . . . . . . . . . . . . . . . . . . 

Devartffient of Labor Discrimination Case Files . . . . . . . . . . . . . . . 

Enforcement Action Case Files . . . . . . . . . . . . . . . . . . . . . . . . . . 

General Program Correspondence Files (Subject Files) . 

Regulatory History Files for Proposed and Final Rulemaking . 

4 

9 

14 

19 

3
 



ADAMS RECORDS SCHEDULES 
OFFICE OF ENFORCEMENT 

ITEM 
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

1. Committee and Conference 
Records 

a. Records relating to 
establishment, 
membership 
interagency, 
international 
conferences, 

organization, 
and policy of 
intra-agency and 
committees and 
and agenda, 

minutes, final reports, and 
related records documenting 
accomplishments created by 
committees and conferences 
when NRC is the sponsoring 
agency. 1tC/t.·di/"j rl/lik~ ,;,foIYP/ tt~/1tk;l!~p.v.) l'0jet:JI1tCi! 

fee",,,..)S rtc.)/ JI-('.I?) ~ 6R.S ;10.8. 
(1) Paper	 records created before Permanent. Cut off when NRC 

04/0112000. involvement terminates. OCIO 
. will transfer	 to NARA 10 years 

after cutoff. 

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

NARA-
APPROVED 
CITATION 

Supersedes: 
NCl-431-81-5 
Item l.5.30.a.1 

(NUREG-09I0 
NRCS I-2.l.a.I), 

NCI-43I-8I-5 
Item l.5.30.a.2 

(NUREG-09I0 
NRCS I-2.l.a.2), 

and NCI-43I-8I-5 
Item l.5.30.b.l.a 

(NUREG-09I0 
NRCS I-2.l.b.l.a) 

TBD 

4
 



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 when 
NRC involvement terminates. Transfer to the 
National Archives 2 years after cut-off. At the I 
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 ill 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 I 

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 

/ 

AUTHORIZED DISPOSITION 

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

term' ates. Convert image files 
to pap ,microform, magnetic 
tape, 34 0 class tape cartridge, 
or any otli r medium and format 
that meets RA regulations 
found in Subc apter B of 36 
CFR Chapter and transfer to 
NARA 2 years a r cutoff. 
Prior to transfer, N RA and 
NRC will determine t e medium 
and format in which th ecords 
will be transferred. Dest y 
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 § 1228.188 when the 
PDF files and TIFF files are 
transferred. Destroy NRC copy 

5 

NARA-
APPROVED 
CITATION 

TBD 

TBD 

TBD 



ITEM 
NO. DESCRIPTION OF RECORDS 

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 
04/0112000. 

(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, 

AUTHORIZED DISPOSITION 

8 years after transferring record 
to NARA. 

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

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

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

NARA-
APPROVED 
CITATION 

Supersedes 
NCl-431-81-S 
Item l.S.30.b.l.b 

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

TBD 

TBD 

6
 



ITEM 
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

NARA-
APPROVED 
CITATION 

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. 

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

TBD 

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

(1) Paper records 
04/0112000. 

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

Supersedes 
NC1-431-81-S 
Item l.S.30.b.2 

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

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

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

TBD 

(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 

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

TBD-

7 



ITEM 
NO. DESCRIPTION OF RECORDS 

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

(4) ADAMS PDF files and 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. 

Department of Labor (DOL) 
Discrimination Case Files 

Enforcem and in the Regions 
documenting C assessments, 
findings, and resol . ns of 
complaints filed with D 
concerning alleged acts of 
discrimination in violation of sec' n 
210(a) of the Energy Reorganization 
Act (ERA). Case files include copies 
of complaints, correspondence 
between the parties, decisions by 
DOL Area Directors, Administrative 
Law Judges, and the Secretary of 
Labor, and related documents. Case 
files are arranged numerically by 
ERA numbers. 

a. Paper records created before 
04/0112000. 

NARA-
APPROVED 

AUTHORIZED DISPOSITION CITATION 

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

Cut off files upon case 
completion. Hold 2 years and 
retire to the Washington 

8 



ITEM 
NO. DESCRIPTION OF RECORDS 

b.	 per records used as the source 
to eate ADAMS Tagged 
Imag File Format (TIFF) files 
and AS I files. 

c.	 Copies of el tronic files stored 
outside of AD S used to 
create ADAMS able 
Document Format ( F) files, 
TIFF files, and ASCII les that 
remain with staff membe and 
OCIO processing staff after 
creation of the ADAMS recor 
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. Enforcement Action Case Files 

Case files located in the Office of 
Enforcement and in the Regions 
documenting enforcement actions 
and violations in all activity areas at 
all severity levels. Case files 
include Orders, Notices of 
Violations with and without Civil 

AUTHORIZED DISPOSITION 

National Record Center through 
OCIO. Destroy 10 years after 
cutoff. 

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

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

NARA-
APPROVED 
CITATION 

TBD 

TBD 

TBD 

9
 



ITEM 
NO. DESCRIPTION OF RECORDS 

Penalties, Orders Imposing Civil 
Penalties, Letters of Reprimand, and 
Demands for Information; licensee 
responses to the actions; and other 
relevant documents pertinent to the 
action. Case files are arranged by 

Indi~idual Action nu~ber as actions 
are Issued. U"e~G5'~~ ~kt\)oC'rJ>

~{wru~~~ l~\ A~M\s,
~!,\\b... •...ad ,1\a. Significant Enforcement ~s~.. 

Enforcement actions that have 
exceptional value because of the 
historical significance of their 
contents or their uniqueness. 
Included are files that: 

- Result in significant judicial 
decisions or legislation that 
affect the functions and activities 
of NRC; 

- Result in significant changes in 
regulatory activities and 
procedures; 

- Were the subject of 
congressional investigation or 
were of great public interest; or 

- Contributes substantive 
information supporting docket 
files identified for permanent 
retention. 

NARA-
APPROVED 

AUTHORIZED DISPOSITION CITATION 

d J... .\\ I
'''' ()v~'4l<h\ w· IIf<lT

w.ll ("(.~J;.,u.Q.-\-0 ~ I .) 
r: , IJ ba,1dW·~ IfeAs tt, ( ) cwJ hlJ , 

Permanent. Cut off files when TBD 
case is closed. Hold 5 years and 
retire to the Washington 
National Record Center through 
OCIO. OCIO will transfer to 
NARA with related indexes 
when 20 years old. 

10 



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 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 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 18 years after transferring records to 
NARA. 

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

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. 

rmanent. Cut off electronic 
fil when case is closed. 
Con rt image files to paper, 
micro rm, magnetic tape, 3480 
class tap cartridge, or any other 
medium a format that meets 
NARA regu tions found in 
Subchapter B f 36 CFR 
Chapter XII an transfer to 
NARA 2 years a r cutoff. 
Prior to transfer, RA and 
NRC will determine e medium 
and format in which th records 
will be transferred. Dest oy 
NRC copy 18 years after 
transferring record to NAM 

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

11 

NARA-
APPROVED 
CITATION 

TBD 

TBD 

TBD 

TBD
 



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

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 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.	 All Other Enforcement Actions 
and Violations 

~I/ r:/J.(!<kds er:-~~d &gcfr..Jl IfIt /zc)t)o, 
(1)	 8Qse5 related to lice:r.5ell ~J' 1 ..s"'/ .ic1J(cY'.Js~ a.il P?r 2.l1f(JQ..~:S'g{~~ -b d 

(a) Paper records created Cut off files when case is TBD 
before 04/0112000) ~,Jf closed. Hold 2 years and retire 

~ LJ..{, ... cb.ss:~:.JJJ to the Washington Nationalsa6Q.Juc.vJs ;if{c/r,v..J,IVr), Record 9~nter through OCIO.
 
Destroy J years after rehtted ~ ~tr:Jl,..-..I
 
Ii.isse eK~iJ;~.c:t:.t·c)1"IfIIIQ ~,J"I+
 

~ 
(b) Paper	 records used as Destroy paper documents TBD 

the source to create 2 months after creation of 
ADAMS Tagged Image ADAMS electronic record. 
File Format (TIFF) files 
and ASCII files. 

(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 Fonnat 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 

12 



NARA-
APPROVED 

AUTHORIZED DISPOSITION CITATION 
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. 

(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. 

(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 

Cut off electronic files ,en TBD 
-	 I case is closed. Destroy. years 

after reIale a lieeRSe is elases.. I 
-II.(	 ~.yfJrdllfO..:t Ath.....~ c.r~ C'04""\f. 

Pit, 

Cut off files when case is 
closed. Hold 2 years and retire 
to the Washington National 
Record Center through OCIO. 
Destroy 5 years after cutoff. 

Destroy paper documents 
onths after creation of 

ADA: 

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

13
 

TBD 

TBD 

TBD 



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

electron records 
created inte By using 
office automatio ools 
(e.g., WordPerfect, ~I 
Lotus, InForms, e-mail, 
etc.) and electronic 
records received from 
outside the agency. 

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

4.	 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 Enforcement (OE) 
program and staff activities. 

a.	 Program Correspondence Files 
at the Office Director Level. 

Files that document policy-
making decisions or significant 
OE program management 
functions including those 
developing enforcement policy, 
enforcement guidance 

tJ r 

(~ 
~ 'A.. 

.3~ 

Cut off electro .c files when TBD 
case is closed. De oy 5 years 
after cutoff. 

14
 



ITEM 
NO. DESCRIPTION OF RECORDS 

memoranda, and the 
Enforcement Manual. Files also 
include documents that are 
signed by or addressed to the 
OE Director and Deputy 
Director. Excluded is program 
correspondence that documents 
routine transactions for which 
the record content is 
summarized or duplicated in 
higher level documents. (See 
item c. below.) 

TrrP~~~ords created before 
04/0112000. 

(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. 

AUTHORIZED DISPOSITION
 

retire 0 ton 
National Record Center throu 
OCIO. OCIO will transfer to 
NARA when 20 years old. 

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

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

NARA-
APPROVED 
CITATION 

NCl-431-81-5
 
Item 1.2.15.a
 

TBD 

TBD 
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ITEM 
NO. DESCRIPTION OF RECORDS 

.(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 
NRC copy 18 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 
that are linked to and 
considered part of the 
official records. 

b.	 Program Correspondence Files 
Created or Received Below the 
Office DirectorLevel. 

Files that document policy 
making decisions, significant or 
OE program management 
functions and program 
operations. They are signed by 
or addressed to OE management 
and staff below the OE Director 

AUTHORIZED DISPOSITION 

ermanent. Cut off electronic 
fi s at close of fiscal year. 
Con ert image files to paper, 
micro rm, magnetic tape, 3480 
class ta cartridge, or any other 
medium a d format that meets 
NARA reg ations found in 
Subchapter B f 36 CFR 
Chapter XII an transfer to 
NARA 2 years a r cutoff. 
Prior to transfer, RA and 
NRC will determine e medium 
and format in which th .records 
will be transferred. Des oy 
NRC copy 18 years after 
transferring record to NAR 

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 
18 years after transferring 
record to NARA. 

NARA-
APPROVED 
CITATION 

TBD 

TBD
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ITEM 
NO. DESCRIPTION OF RECORDS 

and Deputy Director level. 
Excluded is program 
correspondence that documents 
routine transactions for which 
the record content is 
summarized or duplicated in 
higher level documents. (See 
item c. below.) 

ecords created before 
04/0112000. 

(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 

AUTHORIZED DISPOSITION
 

Cut off at close of fiscal year. 
Hold 2 years and retire to the 

a ational Record 
Center through OCjI{J..1}estll.'9¥_ 
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 

NCl-431-81-S 

Item 1.2.1S.b 

TBD 

TBD 

TBD 
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ITEM 
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

NARA-
APPROVED 
CITATION 

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

c. Routine Program 
CorresQondence 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. 

ords created 
04/01/2000. 

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

NCl-431-81-5 
Item 1.2.15.c 

(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, 

18
 



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. 

5.	 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 OE. 

------_--!;re~ulation 

AUTHORIZED DISPOSITION 

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

is issued through 
notice III e ister. 
Transfer to NARA in 5-year 
blocks when the earliest closed 
case file is 25 years old and the 
most recent case file is 20 years 
old. 

19 

NARA-
APPROVED 
CITATION 

TBD 

NC 1-431-85-1 
ItemI.a --

NRCS	 1-2.3.a) 
-0910 



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 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 wheri------
. regulation is issued through notice in the Federal 
Register Transfer to the National Archives 2 
years after cut-off. At the time of transfer, I 

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. 

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. 

fi s when regulation is issued 
thro gh notice in the Federal 
Regis r. Convert image files to 
paper, icroform, magnetic 
tape, 34 class tape cartridge, 
or any oth medium and format 
that meets RA regulations 
found in Subc pter B of 36 
CFR Chapter X and transfer to 
NARA 2 years af r cutoff. 
Prior to transfer, N and 
NRC will determine t e medium 

will be transferred. Dest oy 
NRC copy 8 years after . 
transferring record to NAM 

NARA-
APPROVED 
CITATION 

TBD 

TBD 

TBD 
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ITEM 
NO. DESCRIPTION OF RECORDS 

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

AUTHORIZED DISPOSITION 

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

NARA-
APPROVED 
CITATION 

TBD 

21
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ADAMS RECORDS SCHEDULES
 
OFFICE OF ENFORCEMENT
 

DESCRIPTION OF RECORDS 

1. 

a.	 Re rds relating to 
estab hment, organization, 
member ip and policy of 
interagenc intra-agency and 
international ommittees and 
conferences, a agenda, 
minutes, final re rts, and 
related records doc enting 
accomplishments crea d by 
committees and confere es 
when NRC is the sponson 
agency. 

(1) Paper records created before 
0110112000. 

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

AUTHORIZED DISPOSITION
 

Permanent. Cut off when NRC 
involvement terminates. OCIO 
ill transfer to NARA 10 years 

a	 r cutoff. 

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

4 

NARA-
APPROVED 
CITATION 

Supersedes: 
NCI-431-81-5 
Item 1.5.30.a.l 

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

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

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

and NCI-431-81-5 
Item 1.5.30.b.1.a 

(NUREG-0910 
NRCS 1-2.Lb. La) 



DESCRIPTION OF RECORDS 

(3) Copies	 of electronic files 
stored outside of ADAMS 
used to create ADAMS 
Portable Document Format 

F) files, TIFF files, and 
AS I files that remain with 
staff mbers and OCIO 

electronic recor 
internally using 0 . e 
automation tools (e.g. 
WordPerfect, Lotus, 
InForms, e-mail, etc.) an 
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 

AUTHORIZED DISPOSITION 

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

anent. Cut off electronic 
files en NRC involvement 

. Convert image files 
to paper, .croform, magnetic 
tape, 3480 c s tape cartridge, 
or any other me ium that meets 
NARA regulation ound in 
Subchapter B of 36 R 
Chapter XII and transf to 
NARA 2 years after cuto 
Prior to transfer, NARA an 
NRC will determine the mediu 
in which records will be 
transferred. Destroy NRC copy 
8 years after transferring record 
to NARA. 

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

NARA-
APPROVED 
CITATION 

TBD 

TBD
 

5
 



DESCRIPTION OF RECORDS 

evidence final NRC 
management and staff 
concurrences in documents 

at are linked to and 
co ide red part of the 
offic 1records. 

b.	 Agenda, minu s, final reports, 
and related reco documenting 
accomplishments c ted by 
committees and for co erences 
when NRC is not the spo 
agency. 

(1) Paper	 records created before 
0110112000. 

(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. 

AUTHORIZED DISPOSITION
 

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

ference. 

Destroy pape ocuments 
2 months after cation of 
ADAMS electronic ecord. 

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

NARA-
APPROVED 
CITATION 

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

(NUREG-0910 
NRC~ 1-2. l.b. 1.b) 

TBD 

TBD 
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DESCRIPTION OF RECORDS 

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

pr iles and document 
pack es; and ADAMS 
digital s' nature and 

data. 

c.	 All other records c ted by 
committees regardless f 
whether NRC is the spo or 
agency, excluding the agen , 
minutes, final reports and 
related records described in Ite 
a, above. 

(l)	 Paper records created before 
01/0112000. 

(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., 

AUTHORIZED DISPOSITION 

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

D troy when 3 years old or 
earh if no longer needed for 
referen . 

Destroy paper docu ents 
2 months after creatio of 
ADAMS electronic reco . 

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

NARA-
APPROVED 
CITATION 

TBD 

Supersedes 
NC1-431-81-S 
Item l.S.30.b.2 

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

TBD 

TBD 
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DESCRIPTION OF RECORDS 

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

ative application 
source 1 s; ADAMS TIFF 
files and tli .r linked ASCII 
files; ADA document 
profiles and doc ent 
packages; and AD MS 
digital signature and 
concurrence data. 

2.	 Department of Labor (DOL) 
Discrimination Case Files 

Case Files located in the Office of 
Enforcement and in the Regions 
documenting NRC assessments, 
findings, and resolutions of 
complaints filed with DOL 
concerning alleged acts of 
discrimination in violation of section 
21O(a) of the Energy Reorganization 
Act (ERA). Case files include copies 
of complaints, correspondence 
between the parties, decisions by 
DOL Area Directors, Administrative 
Law Judges, and the Secretary of 
Labor,	 and related documents. Case 
files are arranged numerically by 
ERA numbers. 

a. Paper records created before 
0110112000. 

AUTHORIZED DISPOSITION 

NARA-
APPROVED 
CITATION 

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

TBD 

Cut off files upon case 
completion. Hold 2 years and 
retire to the Washington 
National Record Center through 
OCIO. Destroy 10 years after 
cutoff. 

8 



DESCRIPTION OF RECORDS 

Paper records used as the source 
to create ADAMS Tagged 
mage File Format (TIFF) files 

ASCII files. 

c.	 Copie f electronic files stored 
outside 0 ADAMS used to 

S Portable 
Document Fo at (PDF) files, 
TIFF files, and SCII files that 
remain with staff mbers and 
OCIO processing sta after 
creation of the ADAM ecords. 
Included are electronic re rds 
created internally using offic 
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. Enforcement Action Case Files 

Case files located in the Office of 
Enforcement and in the Regions 
documenting enforcement actions 
and violations in all activity areas at 
all severity levels. Case files 
include Orders, Notices of 
Violations with and without Civil 
Penalties, Orders Imposing Civil 
Penalties, Letters of Reprimand, and 
Demands for Information; licensee 
responses to the actions; and other 

AUTHORIZED DISPOSITION 

NARA-
APPROVED 
CITATION 

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. 

TBD 

Cut of lectronic files upon TBD 
case com tion. Destroy 10 
years after c off. 
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DESCRIPTION OF RECORDS 

elevant documents pertinent to the 
a ion. Case files are arranged by 
Indi idual Action number as actions 

ed. 

a. 

Enforceme t actions that have 
exceptional lue because of the 
historical signi . ance of their 
contents or their iqueness. 
Included are files tf t: 

- Result in significant ju .cial 
decisions or legislation tha 
affect the functions and acti 
of NRC; 

- Result in significant changes in 
regulatory activities and 
procedures; 

- Were the subject of 
congressional investigation or 
were of great public interest; or 

- Contributes substantive 
information supporting docket 
files identified for permanent 
retention. 

(1)	 Paper records created before 
0110112000. 

(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.	 en TBD 
case is closed. Hold 5 years nd 
retire to the Washington 
National Record Center through 
OCIO. OCIO will transfer to 
NARA with related indexes 
when 20 years old. 

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

10 



DESCRIPTION OF RECORDS 

(3) Copies	 of electronic files 
stored outside of ADAMS 

ortable Document Format 
F) files, TIFF files, and 

AS I files that remain with 
staff mbers and OCIO 
processi 
creation 0 

records. Inc ded are 

internally using 0 ce 
automation tools (e. , 
WordPerfect, Lotus, 
InForms, e-mail, etc.) a 
electronic records receive 
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 

AUTHORIZED DISPOSITION 

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

when case is closed. 
Con rt image files to paper, 
micro m, magnetic tape, 3480 
class tap cartridge, or any other 
medium tha meets NARA 
regulations fo d in Subchapter 
B of 36 CFR C ter XII and 

years after 
cutoff. Prior to tran er, NARA 
and NRC will determi the 
medium in which records will be 
transferred. Destroy NRC opy 
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. 

11 

NARA-
APPROVED 
CITATION 

TBD 

TBD
 



DESCRIPTION OF RECORDS 

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

o .	 ial records. 

b.	 forcement Actions 
and Violation 

(1) 

(a) Paper	 records c eated 
before 01/011200 

(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, 

AUTHORIZED DISPOSITION
 

Cut off files when case is 
closed. Hold 2 years and retire 
to the Washington National 
Record Center through OCIO. 
Destroy 5 years after related 
license expires. 

D troy paper documents 
2 m ths after creation of 
ADA 

Destroy after ere tion of 
ADAMS electronic ecord or 
when no longer neede for 
reference or updating. 

NARA-
APPROVED 
CITATION 

TBD 

TBD 

TBD 
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DESCRIPTION OF RECORDS 

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

(d) ADAMS	 PDF files and 
their linked native 
application source files; 

AMS TIFF files and 
the linked ASCII files; 
AD A' S document 
profile nd document 
packages; nd ADAMS 
digital sign re and 

(2)	 Cases unrelated to lie 

(a) Paper	 records created 
before 01/0112000. 

(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 

AUTHORIZED DISPOSITION 

Cut off electronic files when 
case is closed. Destroy 5 years 
after related license is closed. 

Cut off files when case is 
closed. Hold 2 years and retire 
to the Washington National 

ecord Center through OCIO. 
stroy 5 years after cutoff. 

paper documents 
2 mont after creation of 
ADAMS ectronic record. 

Destroy after crea .on of 
ADAMS electronic cord or 
when no longer neede for 
reference or updating. 

NARA-
APPROVED 
CITATION 

TBD 

TBD 

TBD 

TBD 
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DESCRIPTION OF RECORDS 

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

applica	 ion source files; 
ADAMS IFF files and 
their linked scn files; 
ADAMS doc ent 
profiles	 and doc ent 
packages; and AD MS 
digital signature and 
concurrence data. 

4.	 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 Enforcement (OE) 
program and staff activities. 

a.	 Program Correspondence Files 
at the Office Director Level. 

Files that document policy-
making decisions or significant 
OE program management 
functions including those 
developing enforcement policy, 
enforcement guidance 
memoranda, and the 
Enforcement Manual. Files also 
include documents that are 
signed by or addressed to the 

NARA-
APPROVED 

AUTHORIZED DISPOSITION CITATION 

Cut off electronic files when TBD 
case is closed. Destroy 5 years 
after cutoff. 

14
 



DESCRIPTION OF RECORDS 

OE Director and Deputy 
Director. Excluded is program 
orrespondence that documents 

r tine transactions for which 
the ecord content is 
summ rized or duplicated in 
higher 1 vel documents. (See 
item c. be w.) 

(1) Paper	 reco s created before 
0110112000. 

(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. 

AUTHORIZED DISPOSITION
 

Permanent. Cut off at close of 
fiscal year. Hold 2 years and 
retire to the Washington 
National Record Center through 
OCIO. OCIO will transfer to 
NARA when 20 years old. 

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

De oy after creation of 
ADA S electronic record or 
when n onger needed for 
reference updating. 

Permanent. Cut off electronic 
files at close of fiscal year. 
Convert image files to paper, 
microform, magnetic tape, 3480 

15 

NARA-
APPROVED 
CITATION 

NC1-431-81-S
 
Item 1.2.1S.a
 

(NUREG-0910
 
NRCS 1-2.2.a)
 

TBD 

TBD 



DESCRIPTION OF RECORDS
 

(5)	 ADAMS docum t profiles 
and ADAMS docu ent 
packages created for e 
management, search, a d 
retrieval of the PDF files 
and TIFF files, and ADA 
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.	 Program Corres12ondence Files 
, Created	 or Received Below the 

Office Director Level. 

Files that document policy 
making decisions, significant or 
OE program management 
functions and program 
operations. They are signed by 
or addressed to OE management 
and staff below the OE Director 
and Deputy Director level. 
Excluded is program 
correspondence that documents 
routine transactions for which 
the record content is 

NARA-
APPROVED 

AUTHORIZED DISPOSITION CITATION 

class tape cartridge, or any other 
medium that meets NARA 
regulations found in Subchapter 
B of 36 CFR Chapter XII and 
transfer to NARA 2 years after 
cutoff. Prior to transfer, NARA 
and NRC will determine the 
medium in which records will be 
transferred. Destroy NRC copy 
18 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. 

\ 
\\ 

\ 
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DESCRIPTION OF RECORDS 

summarized or duplicated in 
higher level documents. (See 
item c. below.) 

(1) aper records created before 
o 01/2000. 

(2)	 Paper records sed as the 
source to create DAMS 
Tagged Image File 
(TIFF) files and AS 

(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. 

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 Record 
Center through OCIO. Destroy (NUREG-0910 
10 years after cutoff. NRCS 1-2.2.b) 

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 
eference or updating. 

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

17
 



DESCRIPTION OF RECORDS 

Routine Program 
Correspondence Files Created 

r Received at All 

umenting program 
transactio s of a routine or 
recurring n re, the record 
content of whi is summarized 

m a. or b. 

(1) Paper	 records creat
 
0110112000.
 

(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. 

NARA-
APPROVED 

AUTHORIZED DISPOSITION CITATION 

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

NCl-431-81-S 
Item 1.2.1S.c 

(NUREG-0910 
NRCS 1-2.2.c) 

stroy paper documents 
2 m nths after creation of 

TBD 

Destroy after reation of 
ADAMS electro ic record or 
when no longer ne ed for 
reference or updatin 

TBD 
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DESCRIPTION OF RECORDS 

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

5. 

Case files documenting pro sed 
and final rulemakings. Conte s 
include interoffice corresponden , 
all source documents relied upon t 
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 OE. 

(1) Paper records created before 
0110112000. 

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

AUTHORIZED DISPOSITION 

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

Permanent. Cut off 
regulation is issued thro h 
notice in the Federal Regi er. 
Transfer to NARA in 5-year 
blocks when the earliest close 
case file is 25 years old and the 
most recent case file is 20 years 
old. 

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

NARA-
APPROVED 
CITATION 

TBD 

NCl-431-85-1 
Item l.a 

(NUREG-0910 
NRCS 1-2.3.a) 
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DESCRIPTION OF RECORDS 

(3) Copies	 of electronic files 
stored outside of ADAMS 
used to create ADAMS 
Portable Document Format 

DF) files, TIFF files, and 
A II files that remain with 
staff embers and OCIO 
process g staff after 
creation 0 the ADAMS 

electronic rec ds created 
internally using fice 
automation tools (e . , 
WordPerfect, Lotus, 
InForms, e-mail, etc.) 
electronic records receive 
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 

AUTHORIZED DISPOSITION 

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

. es when regulation is issued 
th ugh notice in the Federal 
Regi er. Convert image files to 
paper, icroform, magnetic 
tape, 348 class tape cartridge, 
or any othe edium that meets 
NARA regula ions found in 
Subchapter B 0 6 CFR 
Chapter XII and tr fer to 
NARA 2 years after utoff. 
Prior to transfer, NA and 
NRC will determine the 
in which records will be 
transferred. Destroy NRC co 
8 years after transferring recor 
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. 

20 
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NARA-
APPROVED 
CITATION 

TBD 

TBD
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DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

NARA-
APPROVED 
CITATION 

signatures, and data that 
evidence final NRC 

anagement and staff 
c currences in documents 
that e linked to and 
cons ide d part of the 
official re rds. 
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