
REQUEST FOR RECOR ITION AUTHORI'TY'-
(See In~'tructief7s on reverse) 

TO	 NATIONAL ARCHIVES ADMINISTRATION (NIR) 
WASHINGTON, DC 20408 

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

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

Office of Human Resources mcludmg amendments, is approved except for 
items that may be marked "disposition not3. MINOR SUBDIVISION 
approved" or "withdrawn" m column 10 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE DATE 

John Harris	 301-415-5885 

6. AGENCY CERTIFICATION 
I 'hereby certify that I am authorized to act for this agency in matters pertaining to sposition 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, 

~ is not required; D is attached; or D has been requested. 

NRC Records Officer 

9 GRS OR 
SUPERSEDED 
JOB	 CITATION 

ents Access and Management System (ADAMS)
 
of the NRC Office of Human Resources.
 

ic information system that maintains the Nuclear 
Regulatory 's (NRC's) unclassified official programmatic and 
administrative records centralized electronic document repository. 
ADAMS is designed to m National Archives and Records 
Administration (NARA) to ensure NARA approval of ADAMS UUI'uu.a;, 

as an official electronic record system. Beginning January 1, 2000, 
NRC headquarters and regional will no longer create or maintain 
paper-based record collections electronic documents in 
ADAMS will become the "official reco of the agency. The "official 
record" of documents maintained in ru..'~lU~ a Portable Document 
Format (PDF) file or aTagged Image File Fo (TIFF) file with an 

associated document profile containing "fielded to describe the 
document and its attributes. In addition, any data related to a 
digital signature and/or electronic data that evidence NRC 
management and staff concurrence in a document is 
considered part of the official record. 

Records disposition schedules for the NRC records maintained in " ...s r ... ,01,'
 
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 

ANDARD FORM 115 (REV. 3-91) 
PREVIOUS EDITION NOT USABLE Prescribed by NARA 

36 CFR 1228 
Thrs form was designed uSing InForms f!- e. : Il-r.eM-~ J 1J If/ '7J tb /YJ z/ '7J tum]) C!-



I REQUEST FOR RECORDS D.~TIONAUTHORITY -- CONTINUA.IJOB NUMBER PA;E OF 21 

7. ~ :;.' , ,- :;,~,;:{ ;9:;~;";R:;S;::;O;R;::==::;::::;1;O=,A;:C;'T;;I;O;N;:::: 
ITEM 8, DESCRIPTIONOF ITEMAND PROPOSEDDISPOSITION SUPERSEDED TAKEN (NARA 
NO. JOB CITATION USE ONLY) 

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

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 Human Resources. 

115-109 Two copies, includingonqmal, to be submitted STANDARD FORM 115-A (REV, 3-91)
to the NationalArchivesand RecordsAdministration Prescribedby NARA

36 CFR 1228 



REQUEST FOR R,ECC .. JS DISPOSITION AUTHORITY , ,_,cAVE BLANK (NARA use only) 
~	 • " TO.	 NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) JOB NUMBER 

WASHINGTON, DC 20408 N1-431-00-15 

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

2.	 MAJOR SUBDIVISION NOTIFICATION TO AGENCY 
Office of Human Resources 

MINOR SUBDIVISION	 In accordance with the provisions of 44 
USC 3303a the disposition request, 
Including amendments, IS approved except for 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE Items that may be marked "drsposrticn not 
approved" or ·wlthdrawn" In column 10 

John Harris 301-415-5885 

3 

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 Titlef of the GAO Manual for Guidance of Federal 
Agencies, 

~ is not required, D is attached, or	 D has been requested. 

DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE 

12/16/99 Brenda Jo. Shelton lSI; Revised 03/24/00 NRC Records Officer 

7 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9 GRS OR 10 ACTION 

ITEM SUPERSEDE TAKEN (NARA 

NO DJOB USE ONLY) 
CITATION 

Agencywide Documents Access and Management System (ADAMS) 
Programmatic Records of the NRC Office of Human Resources. 

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. ,"OSITION AUTHORITY -- CONTINUATION , JOB PAGE ,.. . . .• '\ NlJfv1BER 2 OF 21 ' ,'I.
7 

ITEM 
NO 

8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9 GRSOR 
SUPERSEDED JOB 
CITATION 

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 subrruttal 

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 Human Resources 

records of the NRC Office 
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RECORDS 

'l 

OF THE OFFICE OF HUMAN RESOURCES 
PROGRAMMATIC RECORDS 

a,. 

. PAGE NO. 

Item 1 

Item 2 

Item 3 

Item 4 

Item 5 

Awards Files . . . . . . . . . . . . . . . 

Committee and Conference Records 
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General Program Correspondence Files (Subject Files) 
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ADAMS RECORDS SCHEDULES 
OFFICE OF HUMAN RESOURCES 

ITEM 
NO. DESCRIPTION OF RECORDS 

1. Awards Files 

a. Records relating to meritorious 
and distinguished service awards 
made at the commission level 
and maintained by the Office of 
Human Resources. 

(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. 

i' ; '"	 ,-
r ',', :"," " ~1 

.: 

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. 

. cal year. 
Convert image files to 

4	 . 
..... , ".{,' ~.. , ;. 

NARA-
APPROVED 
CITATION 

NC 1-431-81-5
 
Item 1.5.28.a
 

TBD 

TBD 

TBD
 

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

PERMANENT. Cut-off electronic files at close 
icroform, magnetic tape, 3480of fiscal year. Transfer to the National Archives
 

2 years after cut-off. At the time of transfer, cla: tape cartridge, or any other
 
NARA and NRC will determine medium and medi and format that meets
 
format in which records will be transferred as NARA egulations found in
 

: well as their arrangement. Every effort will be I	 Subchapt B of 36 CFR 
made to transfer records electronically in I	 Chapter XI nd transfer toI accordance with the standards for permanent I 

NARA 2 year after cutoff. electronic records contained in 36 CFR 1228.270 
Prior to transfer, ARA and or standards applicable at the time. If transfer in '
 

an electronic medium is not feasible, prior to NRC will determin the medium
 
transfer, with NARA concurrence, records Will be and format in which e records
 

I	 converted to paper or to microform., Destroy will be transferred. De roy

NRC copy 8 years after transferring records to
 NRC copy 8 years after 
NARA. 

I transferring record to NAR 

(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 
considered part of the 
official records. 

b.	 Copies of records described in 
a. above exclusive of those filed
 
in Official Personnel Folders.
 

lTl"'a"~[:...tf!C.Ordscreated before Destroy 2 years after award is NCI-431-81-5 
04/0112000. made. Item 2.22.3.b 

Note: The maintenance of extra 
copies of award records in this 
series will be discontinued when 
ADAMS is implemented as the 

,
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ITEM 
NO. DESCRIPTION OF RECORDS 

records	 will be obtainable from 
the records located in ADAMS. 
Accordingly, this series will be 
discontinued on 04/0112000 with 
the implementation of ADAMS 
and this disposition applied only 
to the files up to that date. 

2.	 Committee and Conference 
Records 

a.	 Records relating to 
establishment, organization, 
membership and policy of 
interagency, intra-agency and 
international committees and 
conferences, and agenda, 
minutes, final reports, and 
related records documenting 
accomplishments created by 
committees and conferences 
when NRC is the sponsoring 
agency. Excluded are records 
of EEO Committee meeting 
records including minutes and 
reports covered by GRS I-25.g. 

(1) Paper records creat 
04/0112000. 

·1 • I	 ' 

AUTHORIZED DISPOSITION 

Permanent. Cut off when NRC 
involvement terminates. OCIO 

. transfer to NARA 10 years 
after c 

NARA-
APPROVED 
CITATION 

Supersedes: 
NCI-43I-81-S 
Item l.S.30.a.1 

(NUREG-0910 
NRCS I-2.l.a.I), 

NCI-43I-81-S 
Item l.S.30.a.2 

(NUREG-0910 
NRCS I-2.l.a.2), . 

and NCI-43I-8I-5 
Item l.S.30.b.l.a 

_ ~ _.~ ... -~" 'Iw L 
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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 ~I~ctronic files when 
NRC involvement terminates, Transfer to the 
National Archives 2 years after cut-off. At the 1 

I time of transfer, NARA and NRC will determine 
~medium and fonnat in which records will be 
I transferred as well as their arrangement. Every 
effort will be made to transfer records 
electronically in accordance with the standards 
for permanent electronic records contamed 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. 

NARA-
APPROVED 

AUTHORIZED DISPOSITION CITATION 

(NUREG-0910 
NRCS 1-2.1.b.1.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 
reference or updating, 
whichever is later. 

TBD 
when NRC involvement 

ter .nates. Convert image files 
to pap r, microform, magnetic 
tape, 3 0 class tape cartridge, 
or any ot 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, RA and 
NRC will determine e medium 
and format in which th records 
will 'be transferred. Dest oy 
NRC copy 8 years after 
transferring record to N.~~R 

c	 • 

7.	 "; 
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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. 

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 

-,.r" ,. ,~. 
1< ., _ •• ' : ~ :. .- _;-._ 

"	 ' 

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. 

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. 

8 

NARA-
APPROVED 
CITATION 

TBD 

Supersedes 
NCI-431-81-5 
Item 1.5.30.b.l.b 

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

TBD 

, 
1 

TBD 

i
j.,. 
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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. 

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 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 

,' .. 
,.' ! ~ 

• ~ ,.. " - lei 

AUTHORIZED DISPOSITION
 

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

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

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

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

.9. 

NARA-
APPROVED 
CITATION 

TBD 

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

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

TBD 

TBD 

';' 
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ITEM 
NO. DESCRIPTION OF RECORDS 

(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. 

3.	 Differing Professional View and 
Opinion Files 

a.	 Differing Professional View 
(DPV) Files 

Case files documenting the 
informal evaluation and 
satisfactory resolution of an 
employee's differing 
professional views within an 
office or region pertaining to 
NRC mission issues. Records 
include	 the initial DPV, the 
DPV panel reports, decision 
memoranda, document lists, and 
related	 correspondence. 

I I It • 

NARA-
APPROVED 

AUTHORIZED DISPOSITION CITATION 

reference or updating, 
whichever is later. 

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

:~, 
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ITEM
 
NO.
 

• I 

DESCRIPTION OF RECORDS 

(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, 
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. 

. ,
, I 

• I 

NARA-
APPROVED 

AUTHORIZED DISPOSITION CITATION 

Cut off files when case is closed TBD 
by final office or regional 
decision and completion of 
internal processing. Transfer to 
the Washington National 
Records Center 2 years after 
cutoff if the records consist of at 
least 1 cubic foot. Destroy 10 
years after cutoff. 

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 by final office or 
regional decision and completion 
of internal processing. Destroy 
8 years after cutoff. 

? j	 -""" 
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ADAMS RECORDS SCHEDULES 
OFFICE OF THE CHIEF INFORMATION OFFICER 

11/19/01 REVISED ITEM 3.B 

ITEM 
NO DESCRIPTION OF RECORDS 

Jb.	 Differing ProfeSSional Opinion 
(DPO) Files 

Case files documenting the 
formal EDO or 
Commission evaluation 
and resolution of an 
employee's differing 
professional views and 
opinions pertaining to 
NRC mission issues that 
are not satisfactorily 
resolved at the office 
director or regional 
administrator level. 
Records include the initial 
unresolved Differing 
Professional View (DPV), 
the DPO, the DPV and 
DPO panel reports, 
decision memoranda, 
document lists, and 
related correspondence. 
Case files also contain the 
sanitized copy containing 
documents released to the 
public. 

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

AUTHORIZED DISPOSITION 

Cut off files when case IS 
closed by final EDO or 
Commission decision and 
completion of Internal 
processing. Transfer to the 
Washington National Records 
Center 2 years after cutoff if 
the records consist of at least 
1 cubic foot. Destroy 30 
years after cutoff. 

NARA-
APPROVED 
CITATION 

TBD 

1.;t. 



II Leslie Farkas - HR-DPOREVISIO~.wr	 Page 2 ij 
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(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 usmq 
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. 

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 30 
years after cutoff. 

http:HR-DPOREVISIO~.wr
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ITEM 
NO. 

II files that remain with 
staff embers and OCIO 

electronic re rds created 
internally us in office 
automation tools e.g., 
WordPerfect, Lotu 
Informs, e-mail, etc. and 
electronic records rece ed 
from outside the agency. 

(4) ADAMS	 PDF files and 
TIFF files. 

Transfer to the National ArchivesZ 
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
 
I accordance with the standards for permanent
 I 

'electronic records contained III 36 CFR 1228.270 
lor standards applicable at the time. If transfer in I 
I an electronic medium is not feasible, prior to I 
:transfer, with NARA concurrence, records will be I 

;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 

AUTHORIZED DISPOSITION
 

Permanent. Cut off electronic 
files when case is closed by final 

DO or Commission decision 

e me ium 
and format in which the ecor 
will be transferred. Dest y 
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 
18 years after transferring 
record to NARA. 

NARA-
APPROVED 
CITATION 

TBD 

TBD 
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ITEM 
NO. DESCRIPTION OF RECORDS 

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

4.	 General Correspondence Files 
(Subject Files) 

Letters,	 memoranda, messages, 
studies,	 reports, forms, and other 
data documenting and/or 
implementing plans, policies, 
procedures, accomplishments, 
opinions, and decisions pertaining to 
Office of Human Resources (HR) 
programs and staff activities. 

a.	 Correspondence Files at the 
Office Director Level. 

Files that document policy-
making decisions or significant 
management of HR functions 
that are signed by or addressed 
to the HR 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.) 

cords created before 
04/0112000. 

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

AUTHORIZED DISPOSITION
 

retire to t e 
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. 

NARA-
APPROVED 
CITATION 

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

NRCS 1-2.2.a) 

TBD 

, 
-I. 
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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. -Cu~~~ff~lectr~nicjil~~ ;t 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 

I converted to paper or to microform. Destroy 
, NRC copyl8 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 

AUTHORIZED DISPOSITION 

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

ermanent. Cut off electronic 
fi s at close of fiscal year. 

I 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 

i Subchapter B f 36 CFR 
! Chapter XII an transfer to 

NARA 2 t ff 
. years a er cu 0 . 

I Pnor 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 

NARA-
\ 

APPROVED 
CITATION 

TBD 

TBD 

TBD 

" , ~ ::!.:--"~t?~!"I~'':r'I<'" '0' -, 
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ITEM 
NO. DESCRIPTION OF RECORDS 

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

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

Files that document policy 
making decisions, significant 
management of HR functions 
and operations that are signed by 
or addressed to HR 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. 

-rtH~er...;r!:eecords created before 
04/0112000. 

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

AUTHORIZED DISPOSITION 

transferred. Destroy NRC copy 
18 years after transferring 
record to NARA, 

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

as .onal Record 
Center through OCIO. 
10 years after cutoff. 

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

NARA-
APPROVED 
CITATION 

NCI-431-81-5
 
Item 1.2.15.b
 

TBD 

, ' \..' ~ < ' 
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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. 

AUTHORIZED DISPOSITION 

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

(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) flaper rccords er@ated before 
04/0112000. 

NARA-
APPROVED 
CITATION 

TBD 

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

Destroy when 2 years old, or NCl-431-81-5
 
sooner if purpose has beeii .
 
.served. -' : _-, .
 < .: , 
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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 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. Training Aids 

a.	 One copy of each manual, 
syllabus, textbook, and other 
training aid for management and 
technical subjects developed by 

, , 

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 at close 
of fiscal year. Destroy 2 years 
after cutoff. 

NARA-
APPROVED 
CITATION 

(NUREG-0910 
NRCS 1-2.2.c) 

TBD 

TBD 

TBD 

18
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ITEM
 
NO.
 

NARA-
APPROVED 

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION 

the Commission and maintained 
by the Human Resources 
Development staff, HR, and the 
Technical Training Center; 
Chattanooga, Tennessee. 

( ecords created before Permanent. Transfer to N ARA NCl-431-81-5 
04/0112000. when 10 years old. Item 1.5.40.a 

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

(4) ADAMS PDF files and Permanent. Cut off electronic TBD 

TIFF files. files at close of fiscal year. 
nvert image files to paper, 

micr rm, magnetic tape, 3480 
class tap rtridge, or any other 
medium and at that meets 
NARA regulation und in 
:S~b~h~ptet'B cif 36.t : ' ' . ." , 
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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 I 

made to transfer records electronically III ' 

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. r 

- -~ - - - -- - ---

AUTHORIZED DISPOSITION 

ter XII and transfer to 
NARA 

Prior to trans e , 
NRC will determine 

will be transferred, Destroy 
NRC copy 8 years 'after 
transferring record to NARA. 

NARA-
APPROVED 
CITATION 

(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. 

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

TBD 

b. Training aids from other 
agencies or private institutions. 

{TJ-r':~~~ords 
04/0'112000. 

created before Destroy when superseded 
obsolete. 

or NCI-431-81-S 
Item I.S.40.b 

(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 

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

TBD 

- 20 
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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. 

NARA-
APPROVED 

AUTHORIZED DISPOSITION CITATION 

Cut off electronic files when TBD 
superseded or determined to be 
obsolete. Destroy 1 year after 
cutoff. 

• ~', , # .. , 
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, .	 . , 

ADAMS RECORDS SCHEDULES
 
OFFICE OF HUMAN RESOURCES
 

ITEM 
NO. DESCRIPTION OF RECORDS 

1. Awards Fi 

a.	 Records re ting to meritorious 
and distingui ed service awards 
made at the co ission level 
and maintained b the Office of 

(1) Paper records create 
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. Transfer to NARA 
when 10 years old. 

estroy paper documents 
2 onths after creation of 

Destroy aft creation of 
ADAMS elect nic record or 
when no longer 
reference or updat 
whichever is later. 

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

NARA-
APPROVED 
CITATION 

NCl-431-81-5
 
Item 1.5.28.a
 

(NUREG-0910 
NRCS 2-22.3.a) 

TBD 

TBD 

4
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ITEM 
NO. DESCRIPTION OF RECORDS 

<, 
\ 
\ 

(5)	 ADAMS document profi s 
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.	 Copies of records described in 
a. above exclusive of those filed 
in Official Personnel Folders. 

(1) Paper records created before 
01/0112000. 

Note: The maintenance of extra 
copies of award records in this 
series will be discontinued when 
ADAMS is implemented as the 

. , 

AUTHORIZED DISPOSITION 

NARA-
APPROVED 
CITATION 

microform, magnetic tape, 3480 
class tape cartridge, or any other 
medium and format that meets 
NARA regulations found in 
Subchapter B of 36 CFR 
Chapter XII and transfer to 
NARA 2 years after cutoff. 
Prior to transfer, NARA and 
NRC will determine the medium 
and format in which the records 
will be transferred. Destroy 
NRC copy 8 years after 
transferring record to NARA. 

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

P F files and TIFF files are 
tran erred. Destroy NRC copy 
8 yea after transferring record 
toNA 

TBD 

Destroy 2 years 
made. 

after award is NCI-431-81-5 
Item 2.22.3.b 

UREG-0910 
CS 2-22.3.b) 

5
 



ITEM 
NO. DESCRIPTION OF RECORDS 

re	 rds will be obtainable from 
the cords located in ADAMS. 
Accor ingly, this series will be 
disconti ued on 0110112000 with 
the imple entation of ADAMS 
and this dis osition applied only 
to the files up 0 that date. 

2. 
Records 

a.	 Records relating to 
establishment, organizatI n, 
membership and policy of 
interagency, intra-agency an 
international committees and 
conferences, and agenda, 
minutes, final reports, and 
related records documenting 
accomplishments created by 
committees and conferences 
when NRC is the sponsoring 
agency. Excluded are records 
of EEO Committee meeting 
records including minutes and 
reports covered by GRS 1-25.g. 

(1) Paper	 records created before 
0110112000. 

, , 

AUTHORIZED DISPOSITION 

Permanent. 
involvement ter inates. OCIO 
will transfer to N 10 years 
after cutoff. 

NARA-
APPROVED 
CITATION 

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

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

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

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

1.5.30.b.1.a 

6
 



ITEM 
NO. DESCRIPTION OF RECORDS 

(2)	 per records used as the 
so ce to create ADAMS 
Tag d Image File Format 
(TIFF) iles and ASCII files. 

(3) Copies of e	 ctronic files 
stored outsid of ADAMS 
used to create AMS 
Portable Docume Format 
(PDF) files, TIFF fi s, and 
ASCII files that remai with 

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 

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 ff electronic 
files when NRC in olvement 
terminates. Convert' age files 
to paper, microform, gnetic 
tape, 3480 class tape car [dge, 
or any other medium and f mat 
that meets NARA regulations 
found in Subchapter B of 36 
CFR Chapter XII and transfer to 
NARA 2 years after cutoff. 
Prior to transfer, NARA and 
NRC will determine the medium 
and format in which the records 
will be transferred. Destroy 
NRC copy 8 years after' 
transferring record to NARA. 

7 

NARA-
APPROVED 
CITATION 

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

TBD 

TBD 

TBD 



ITEM 
NO. DESCRIPTION OF RECORDS 

ADAMS document profiles 
nd ADAMS document 

p kages created for the 
rna gement, search, and 
retrie I of the PDF files 
and TI files, and ADAMS 
data relate to digital 
signatures, a data that 
evidence final C 
management and aff 
concurrences in do ments 
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 
01101/2000. 

(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 

, , 

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. 

Destroy whe years old or 
earlier if no Ion 
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. 

8 

NARA-
APPROVED 
CITATION 

TBD 

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

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

TBD 
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ITEM 
NO. DESCRIPTION OF RECORDS 

records. Included are 
e ectronic records created 
inte ally using office 
auto tion tools (e.g., 
WordP feet, Lotus, 
Informs, -mail, etc.) and 
electronic re ords received 
from outside t agency. 

(4) 
linked native applica . n 
source files; ADAMS FF 
files and their linked AS 
files; ADAMS document 
profiles and document 
packages; and ADAMS 
digital signature and 
concurrence data. 

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

(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 

NARA-
APPROVED 

AUTHORIZED DISPOSITION CITATION 

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

Destroy when 3 years 01 or Supersedes 
earlier if no longer needed NCl-431-81-S. 
reference. Item l.S.30.b.2 

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

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, 

9 
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ITEM 
NO. DESCRIPTION OF RECORDS 

(PDF) files, TIFF files, and 
ASCII files that remain with 
staff members and OCIO 

rocessing staff after 
cation of the ADAMS 

electr nic records created 
interna using office 
automatio tools (e.g., 
WordPerfe ,Lotus, 
InForms, e- il, etc.) and 
electronic reco s received 
from outside the ency. 

(4)	 ADAMS PDF files a their 
linked native applicatio 
source files; ADAMS TI 
files and their linked ASCI 
files; ADAMS document 
profiles and document 
packages; and ADAMS 
digital signature and 
concurrence data. 

3.	 Differing Professional View and 
Opinion Files 

a.	 Differing Professional View 
(DPV) Files 

Case files documenting the 
informal evaluation and 
satisfactory resolution of an 
employee's differing 
professional views within an 
office or region pertaining to 
NRC mission issues. Records 
include	 the initial DPV, the 
DPV panel reports, decision 
memoranda, document lists, and 
related	 correspondence. 

AUTHORIZED DISPOSITION 

NARA-
APPROVED 
CITATION 

whichever is later. 

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

10
 



ITEM 
NO. DESCRIPTION OF RECORDS 

1) Paper records 
0110112000. 

created before 

(2) Paper	 records us 
source to create A 
Tagged Image File F mat 
(TIFF) files and ASCII 

(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 

NARA-
APPROVED 
CITATION 

Cut off files when case is closed 
by final office or regional 
decision and completion of 
internal processing. Transfer to 
the Washington National 
Records Center 2 years after 
cutoff if the records consist of at 
least 1 cubic foot. Destroy 10 
years after cutoff. 

TBD 

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 
r erence or updating, 
wh hever is later. 

TBD 

Cut off electronic files when 
case is closed by final office or 
regional decision and completion 
of internal processing. Destroy

If) j{years after cutoff. 
j1MJIIHr;C er-~l 

11 



,..	 , . 

ITEM 
NO. DESCRIPTION OF RECORDS 

b.	 Differing Professional Opinion 
(DPO) Files 

. se files documenting the 
for al EDO or Commission 
evalu tion and resolution of an 
employe's differing 
professio I views and opinions 
pertaining t NRC mission 
issues that ar not satisfactorily 
resolved at the fice director or 
regional administ tor level. 
Records include the .nitial 
unresolved Differing 
Professional View (DP ,the 
DPO, the DPV and DPO anel 
reports, decision memoran 
document lists, and related 
correspondence. Case files also 
contain the sanitized copy 
containing documents released 
to the public. 

(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 

NARA-
APPROVED 

AUTHORIZED DISPOSITION CITATION 

Per anent. Cut off files when 
case i closed by final EDO or 
Commis .on decision and 
completio of internal 
processing. ransfer to the 
Washington tional Records 
Center 2 years a er cutoff. 
Transfer to NAM 0 years 
after cutoff. 

TBD 

Destroy paper document 
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. 

12 
\ 
\ 
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ITEM 
NO. DESCRIPTION OF RECORDS 

proc sing staff after 
creatio of the ADAMS 

electronic cords created 
internally us g office 
automation to s (e.g., 
WordPerfect, L 
InForms, e-mail, c.) and 
electronic records r eived 
from outside the agen . 

(4)	 ADAMS PDF files and 
TIFF files. 

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

AUTHORIZED DISPOSITION
 

Permanent. Cut off electronic 
files when case is closed by final 
EDO or Commission decision 
and completion of internal 
rocessing. Convert image files 

paper, microform, magnetic 
ta ,3480 class tape cartridge, 
or a other medium and format 
that III ets NARA regulations 
found i Subchapter B of 36 
CFR Cha er XII and transfer to 
NARA 2 ye rs after cutoff. 
Prior to trans r, NARA and 
NRC will deter ine the medium 
and format in wh h the records 
will be transferred. Destroy 
NRC copy 18 years er / 
transferring record to ARA. 

Permanent. Cut off electr ic 
files with related PDF files d 

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. 

13 

NARA-
APPROVED 
CITATION 

TBD
 

TBD
 



r , · . 
ITEM 
NO. DESCRIPTION OF RECORDS 

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

4. 

Letters, memo nda, messages, 
studies, reports, rms, and other 
data documenting dlor 
implementing plans, olicies, 
procedures, accomplis 
opinions, and decisions rtaining to 
Office of Human Resource (HR) 
programs and staff activities. 

a.	 Correspondence Files at the 
Office Director Level. 

Files that document policy-
making decisions or significant 
management of HR functions 
that are signed by or addressed 
to the HR 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.) 

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

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

AUTHORIZED DISPOSITION
 

Permanent. Cut off close of 
fiscal year. Hold 2 ye sand 
retire to the Washington 
National Record Center th ugh 
OCIO. OCIO will transfer t 
NARA when 20 years old. 

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

NARA-
APPROVED 
CITATION 

NC1-431-81-S 

Item 1.2.1S.a 

(NUREG-091O 
NRCS 1-2.2.a) 

14
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ITEM 
NO. DESCRIPTION OF RECORDS 

(3) Copies	 of electronic files 
to red outside of ADAMS 

u ed to create ADAMS 
ble Document Format 

(PD files, TIFF files, and 
ASCII . es that remain with 
staff mem ers and OCIO 
processing ff after 
creation of th DAMS 
records. Includ are 
electronic records reated 
internally using offic 
automation tools (e.g., 
WordPerfect, Lotus, 
InForms, e-mail, etc.) and 
electronic records received 
from outside the agency. 

(4)	 ADAMS PDF files and 
TIFF files. 

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

AUTHORIZED DISPOSITION 

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

",-=~a,....n~en""t.Cut off electronic 
t close of fiscal year. 

Conv t image files to paper, 
microfo ,magnetic tape, 3480 
class tape rtridge, or any other 
medium and ormat that meets 
NARA regulat ns found in 
Subchapter B of 6 CFR 
Chapter XII and tr sfer to 
NARA 2 years after toff. 
Prior to transfer, NA 
NRC will determine the 
and format in which the rec 
will be transferred. Destroy 
NRC copy 18 years after 
transferring record to NARA. 

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

NARA-
APPROVED 
CITATION 

TBD 

TBD
 

15
 



, I 

ITEM 
NO. DESCRIPTION OF RECORDS 

data related to digital 
. -signatures, and data that 

:vidence final NRC 
m agement and staff 
con rrences in documents 
that ar linked to and 

b. 

Director Level. 

Files that document policy 
making decisions, significant 
management of HR functions 
and operations that are signed by 
or addressed to HR 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. 

(1) 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. 

, \ I 

AUTHORIZED DISPOSITION 

transferred. Destroy NRC copy 
18 years after transferring 
record to NARA. 

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

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

NARA-
APPROVED 
CITATION 

NCl-431-81-5
 
Item 1.2.15.b
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ITEM 
NO. DESCRIPTION OF RECORDS 

(3) Copies	 of electronic files 
to red outside of ADAMS 

ble Document Format 
(PO files, TIFF files, and 
ASCII 

processing aff after 
creation of th ADAMS 

electronic record reated 
internally using offi e 
automation tools (e.g. 
WordPerfect, Lotus, 
InForms, e-mail, etc.) an 
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	 records created before 
0110112000. 

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. 

ut off electronic files at close TBD 
Destroy 10 years 

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

17 
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ITEM 
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

NARA-
APPROVED 
CITATION 

(NUREG-0910 
NRCS 1-2.2.c) 

(2) Paper r ords used as the 
source to eate ADAMS 
Tagged Ima e File Format 
(TIFF) files a d ASCII files. 

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

TBD 

(3) Copies of electro ic files 
stored outside of 1\ AMS 

Portable Document Fo 
(PDF) files, TIFF files, 
ASCII files that remain WI 

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. 

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

TBD 

(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. 

of fiscal year. 
after cutoff. 

TBD 

5. Training Aids 

a. One copy of each manual, 
syllabus, textbook, and other 
training aid for management and 
technical subjects developed by 

18
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ITEM 
NO. DESCRIPTION OF RECORDS 

the Commissio and maintained 
by the Human R ources 
Development staf , HR, and the 
Technical Training nter, 
Chattanooga, Tenness . 

(1) Paper	 records created 
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. 

,_I , , 

AUTHORIZED DISPOSITION 

Permanent. Transfer to NARA 
when 10 years old. 

estroy paper documents 
2 onths after creation of 
AD S electronic record. 

Destroy a r creation of 
ADAMS ele ronic record or 
when no longe needed for 
reference or up ting, 
whichever is later. 

Permanent. Cut off electronic 
files at close of fiscal year. 
Convert image files to paper, 
microform, magnetic tape, 3480 
class tape cartridge, or any other 
medium and format that meets 
NARA regulations found in 
Subchapter B of 36 CFR 

19 

NARA-
APPROVED 
CITATION 

NC1-431-81-5 
Item 1.5.40.a 

(NUREG-0910 
NRCS 2-22.5.a) 

TBD 

TBD 

TBD 



ITEM 
NO. DESCRIPTION OF RECORDS 

(5)	 ADAMS document p files 
and ADAMS documen 
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.	 Training aids from other 
agencies or private institutions. 

(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 

. , 

AUTHORIZED DISPOSITION 

Chapter XII and transfer to 
NARA 2 years after cutoff. 
Prior to transfer, NARA and 
NRC will determine the medium 
and format in which the records 
will be transferred. Destroy 
NRC copy 8 years after 
transferring record to NARA. 

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

Destroy when su 
obsolete. 

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. 

20 

NARA-
APPROVED 
CITATION 

TBD 

NCI-431-81-5 
Item 1.5.40.b 

(NUREG-0910 
NRCS 2-22.S.b) 

TBD 



. , 

ITEM 
NO. DESCRIPTION OF RECORDS 

ASCII files that remain with 
staff embers and OCIO 
process g staff after 
creation f the ADAMS 
records. 
electronic r ords created 
internally usi office 
automation too (e.g., 
WordPerfect, L s, 
InForms, e-mail.jstc.) and 
electronic records ceived 
from outside the age cy. 

(4) 
linked native application 
source files; ADAMS TIF 
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 electronic files when TBD 
superseded or determined to be 
obsolete. Destroy 1 year after 
cutoff. 
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