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Referenced documents available for inspection and copying for a fee from the NRC Public Docu
ment Room include NRC correspondence and internal NRC memoranda: NRC Office of Inspection
and Enforcement bulletins, circulars, information notices, inspection and investigation notices;
Licensee Event Reports; vendor reports and correspondence; Commission papers: and applicant and
licensee documents and correspondence.

The following documents in the NUREG series are available for purchase from the NRC/GPO Sales
Program: formal NRC staff and coitractor reports, NRC sponsored conference proceedings, and
NRC booklets and brochures. Also available are Regulatory Guides, NRC reaulations in the Code of
Federal Regulations, and Nuclear Regulatory Commission Issuances.

Documents available from the National Technical Information Service include NUREG series
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FOREWORD

‘ In compliance with statutory requirements set forth in Title 44 U.S. Code,

"Public Printing and Documents," and in the applicable regulations cited in
Title 41 Code of Federal Regulations, "Public Contracts and Property Manage-
ment," Chapter 101, Subchapter B, "Archives and Records," the U.S. Nuclear
Regulatory Commission submitted tu the General Services Admimistration,
National Archives and Records Services and to the Comptroller General a
schedule (commonly referred to as a disposition or retention schedule)
proposing the appropriate duration of retention and the final disposition for
records created or maintained by the NRC.

On April 21, 1981, the General Accounting Office approved the schedules as
proposed by NRC. On December 9, 1981, after conducting an examination of the
submitted schedules, the Archivist of the United States approved the NRC's
Comprehensive Records Disposition Schedule as published herein.

Effective January 1, 1982, NRC will institute records retention and disposal
practices in accordance with the approved Comprehensive Records Disposition
Schedule (CRDS). CRDS is comprised of NRC Schedules (NRCS) 1-4 which apply to
the agency's program or substantive records and General Records Schedules
(GRS) 1-22 which apply to housekeeping or facilitative records.

NRCS-1 applies to records common to all or most NRC offices; NRCS-II applies
to program records as found in the various offices of the Commission, Atomic
Safety and Licensing Board Panel, and the Atomic Safety and Licensing Appeal
Panel; NRCS-III applies to records accumulated by the Advisory Committee on
Reactor Safeguards; and NRCS-IV applies to records accumulated in the various
NRC offices under the Executive Director for Operations.

The schedules are assembled functionally/organizationally to facilitate their
use. Preceding the recorus descriptions and disposition instructions for “oth
NRCS and GRS, there are brief statements on the organizational units which
accumulate the records in each functional area, and other information
regarding the schedules' applicability.

Applicable procedures for the disposal or retirement of NRC records are issued
by the U.S. Nuclear Regulatory Commission, Office of Administration, Division
of Technical Information and Document Control, Document Management Branch,
Washington, D.C. 20555. Comments or questions regarding the Comprehensive
Records Disposition Schedule or its application may be directed to the Chief,
Document Management Branch.

This publication has been issued in a loose leaf notebook format to facilitate
updating. Amendments or additions will be issued as page revisions.
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NRC SCHEDULE I

RECORDS COMMON TO MOST OFFICES

ITEM
NO. DESCRIPTION OF RECORDS

OFFICE GENERAL ADMINISTRATIVE FILES

PART 1.

2. Records Retirement Lists

Copies of documents created in
retiring files to Federal Archives
and Records Centers or similar
records storage areac. Included
are Standard Forms 125 or similar
lists, and related papers.

2. Suspense Files

Papers arranged in chronological
order as a reminder that an action
is required on a given date; a reply
to action is expected and if not
received should be traced on a given
date; or a transitory paper being
held for reference which may be
destroyed on a given date. Examples
of papers in suspens> files are:

a) A note or other reminder to
submit a report or to take
some other action.

b) The file copy, or an extra
copy of an outgoing communica-
tion, filed by the date on
which a reply is expected.

c) Papers which may be destroyed
in 30 days or less as being
without further value.

3. Transitory Files

Papers of short term interest which
have no documentary or evidential
value and normally need not be kept
more than 90 days. Examples of
transitory correspondence are shown
below:

AUTHORIZED DISPOSITION

Retain in active files until
al! records listed thereon
have been destroyed, maintain
list in headquarters for
permanent reference.

Destroy after action is taken.

Withdraw papers when reply is
received. If suspense copy is
an extra copy, destroy it; if
it is the file copy, incorporate
it with other papers for file.

Destroy on date under which
suspended.

Destroy when 90 days old or
sooner if purpose has been
served.



NRC SCHEDULE I

RECORDS COMMON TO MOST OFFICES

[TEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

a) Requests for Information or
Publications

Routine requests for
information or publications
which require no administrative
action, no policy decisions,
and no special compilations

or research for reply, such

as requests for publications

or other printed material.

b) Letters of Transmittal

Letters of transmittal that
do not add any information
to that contained in the
transmittal material.

¢) Quasi-Official Notices

Memoranda and other papers that
do not serve as the basis of
official actions, such as
notices of holidays or

charity and welfare fund
appeals, bond campaigns,

and similar papers.

4. Office Organization Reference Files

Documents relating to the Destroy when superseded,
organization and function of an obsolete, or no longer needed
office. Included are cipies of for reference.
organization and functional charts

and statements; documents relating to

office staffing;, documents concern-

ing functional assignments and

changes. Also included are docu-

ments reflecting minor changes in

the office organization or func-

tional assignments which are made

by the office chief.

1.1-2




NRC SCHEDULE 1

RECORDS COMMON TO MOST OFFICES

DESCRIPTION OF RECORDS

Office Administrative Files

Documents accumulated by
individual offices that

relate to routine internal
management or general admin-
istration (budget, procurement,
etc.) rather than the function
for which the office exists.

These records may include copies

of correspondence and reports

which are prepared in the office

and forwarded to higher levels and/or
other materials that do not serve

as official documentation. Includes
also papers relating to obtaining
housekeeping-type services from
responsible offices.

Empleyee Travel Files

Correspondence, requests, travel
authorizations and orders,
itineraries, and similar papers
pertaining to employee travel
exclusive of records maintained
in the Controller's Office.

Office General Personnel Files

Documents that relate to the day-
to-day administration of personnel
in individual offices. Included
are papers that relate to attend-
ance and overtime, notices of
holidays and hours worked; notices
and lists of persons to attend
training sessions; papers concern-
ing participation in employee and
community affairs; campaigns, drives,
and comparable or related papers.
Arranged as appropriate.

1.1-3

AUTHORIZED DISPOSITION

Cut off at close of fiscal
year. Destroy when 2 years
old or sooner if purpose
has been served.

Cut off at close of fiscal
year. Destroy when 1 year
old.

Cut off at close of fiscal
year. Destroy when 2 years
old.



NRC SCHEDULE 1

RECORDS COMMON TO MOST OFFICES

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
8. Weekly Status Reports Destroy when one year old.

Files consist of internal narrative

reports containing items of interest

on program activities submitted by

NRC offices weekly to the Commission.

9. Reimbursable Agreements and Contract

Files

Includes all contractual and See General Records Schedule 3,

reimbursable agreement files (under Item 4 for authorized disposition.

Memorandum of Undeystanding -

DOE/NRC) pertaining to work done

for NRC by any outside source.

10. Vendor Topical Reports

Reports submitted as part of

licensing requirements by nuclear

steam supply systems vendors

containing information of use to

utility companies as well as the

Commission.

a) Silver master and one diazo Offer to NARS when 20 years

copy of microfiche old. If the National Archives
declines, destroy when no
longer needed.

b) Paper copies of reports Destroy when microfiche copies
are determined to be an adequate
substitute for paper copies or
when no longer needed if office
does not have access to microfiche
copies.

i Reading or Chronological Files

Extra copies of correspondence Cut off at close of fiscal

prepared and maintained by the year. Destroy when 1 year

originating office, used solely old or when reference value

as a reading or reference file has been exhausted, whichever

for the convenience of personnel. is sooner.

[.1-4



ITEM

12.

13.

14.

NRC SCHEDULE 1

RECORDS COMMON TO MOST OFFICES

DESCRIPTION OF RECORDS

Exception

Applicable to the Commissioners'
chronological file of outgoing
correspondence comprised of letters
signed by the Commissioners. See
NRC Schedule II, Part 3, Item 1.

Policy and Precedent Reference Files

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

Staff WOrkingiFi1e

Reference files maintained for con-

venience by individual staff members.

Includes copies of docket material
and other records maintained in
official NRC files.

Reference Publication Files

Copies of NRC internal and/or
external directives, and publi-
cations issued by other Govern-
ment agencies and non-
governmental organizations
maintained for reference within
an office.

1=

AUTHORIZED DISPOSITION

Destroy when organizational
unit is discontinued or when
documents become obsolete or
are no longer needed for

operating or reference purposes.

Destroy at the same time the
related subject file is
destroyed, or earlier if no
longer needed for reference
purposes.

Destroy when superseded,
obsolete, or no longer
needed for reference purposes.



ITEM
NO.

PART 2.

NRC SCHEDULE I

RECORDS COMMON TO MOST OFFICES

DESCRIPTION OF RECCRDS

GENERAL PROGRAM CURRESPONDENCE FILES

1.

General Subject Correspondence Files

Letters, memoranda, messages,
studies, reports, forms, and other
data documenting and/or implementing
plans, policies, procedures, accom-
plishments, opinions, and decisions
pertaining to NRC program and staff
activities.

a)

b)

c)

Program Correspondence Files

at the office level or above
These files document policy-
making decisions or signifi-
cant NRC program management
functions. They are accumu-
lated by the Advisory Committee
or Reactor Safeguards (ACRS),
the Secretary of the Commission,

Oftfice Directors reporting to the

Commission, and those reporting
to the Executive Director for
Operations and are filed
variously in large central
collections or in decentralized
locations. Excluded is that
program correspondence which
documents routine transactions
and covered by item 1l.c) below.

Program Correspondence Files
maintained at the division
level and below in NRC
Headquarters Offices and in
Regional Offices

Routine Program Correspondence
FiTes maintained at all organi-
zational levels Files docu-
menting program transactions of
a routine or recurring nature,
the record content of which is
summarized or duplicated in
Item 1.a) or b) above.

1.2-1

AUTHORIZED DISPOSITION

Permanent. Cut off at close of
fiscal year. Hold 2 years and

retire to WNRC. Offer to NARS
when 20 years old.

Cut off at close of fiscal year.
Hold 2 years and retire to FARC/
WNRC as appropriate. Destroy

10 years after cutoff.

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



NRC SCHEDULE I
RECORDS COMMON TO MOST OFFICES

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

PART 3. DOCKET FILES

The docket files accumulated by the Agency in the licensing process constitute
the most voluminous files of the NRC. These records encompass technical,
environmental, legal, and financial documentation pertinent to the granting,
amending, and renewal or revocation of licenses under 10 CFR.

The several separate offices at both Commission and operational levels require
that the filing of license docket materials conform to these offices' separate
functions and responsibilities. This results in obvious duplication at various
organizational levels in administering the agency licensing function. for
example, at the adjudicatory phase an official adjudicatory docket is developed
and maintaired in the Office of the Secretary. At the same time, in administer-
ing the adjudicatory function, duplicative working docket files are maintained by
the Atomic Safety Licensing Board Panel and the Atomic Safety Licensing Appeal
Board offices.

Therefore, descriptive disposition standards for the licensing docket files have
been placed in this section of the schedule rather than assigning them to the

' proper functional or organizational area in the schedules (where they may more
properly belong) in order to be better able to perceive relationships in
establishirg reasonable retention standards for the records.

This has not been done, however, for the ACRS which has special recordkeeping
requirements imposed by the Federal Advisory Committee Act (PL 92-463). See NRC
Schedule 111.

ADJUDICATORY LICENSING DOCKET FILES

1 Commission's Decisional License
Docket Files

The official license files of the Permanent. Offer to NARS
Commission maintained in the 5 years after expiration
Office ot the Secretary containing or revocation of license.

copies of Licensing Board and
Appeal Board Orders and transcripts
of hearings, exhibits consisting

of copies of pertinent staff
documents, Commission orders and
decisions, and filings by various
parties and related documentation
in all licensing proceedings.
Arranged numerically by docket
number.



ITEM

NRC SCHEDULE I

RECORDS COMMON TO MOST OFFICES

DESCRIPTION OF RECORDS

Power Reactor License Docket Files
of the ASLBP

Case files containing copies of
license applications, staff papers,
letters of intervenors, letters
from the Board, I&E Reports,
Commissioners' reports, and othar
docket-related documentation.

Power Reactor License Docket Files
of the ASLAP

Case files documenting the appeals
to and decisions taken by the
ASLAP including appeal transcripts
introduced into and made a part

of the record, and Lle final
decisions.

Licensing Docket Formal Hearing Files

Case files maintained by the Offices
of the Executive Legal Director on
hearings before the Commission,
Boards and Panels relating to
antitrust actions, and applications
for construction permits and
operating licenses for individual
nuclear facilities. Files consist
of correspondence, briefs, plead-
ings, hearing transcripts, and
related records on cases and are
used by OELD staff in arguing
cases.

a) Paper records

b) Silvor master and one diazo
copy of microfiche

W

AUTHORIZED DISPOSITION

Destroy after completion of
the first refueling of power
reactor.

Place in inactive file

those cases on which Appeal
Board action has been
completed. Transfer inactive
files in annual blocks to
WNRC. Destroy inactive files
when 3 years old.

Destroy after verification
that microfiche copies are
adequate substitutes for
original records.

Offer to NARS. If not accepted
by the National Archives, main-
tain until no longer needed

by agency.




NRC SCHEDULE 1

RECORDS COMMON TO MOST OFFICES

é&iﬁ DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

c) Reference copies of microfiche Destroy when no longer needed.
TECHNICAL LICENSING DOCKET FILES
- Nuclear Power Plant Docket Files

Records documenting licensing of

the construction and operation of
commercial nuclear reactors for power
generation pursuant to Parts 2, 20, 50,
100 and 140 of Title 10, Code of
Federal Regulations. Material
consists of individual applicant

case files, identified by assigned
docket numbers, containing copies

of all documents received or
generated in the review,

evaluation, and authorization

stages of the licensing process.

Each operating license issued is

for a fixed time period specified

in the license document but in no
case exceeding 40 years. Licenses

may be renewed by NRC upon the
expiration of the initially
authorized operating period.

a) Official docket files of the Permanent. Offer to NARS 20
Office of Nuclear Reactor years afier termination of
Regulation, located in the license.

Records Services Branch, deter-
mined by the NRC or the NARS to
have exceptional value because of
the highly significant nature

of their contents or their
uniqueness. Included are

files that:

1. Result in judicial decisions
or legislation that affect
the functions and activities
of NRC, e.g. Enrico Fermi
No. 1 (Power Reactor
Demonstration Co. Reactor).

[.3-3



NRC SCHEDULE I

RECORDS COMMON TO MOST OFFICES

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

2. Result in significant changes
in regulatory activities and
procedures, e.g., Brown's Ferry.

3. Were the subject of Congres-
sional investigation or were
of great public interest,
e.g., TMI.

b) Other docket files of Destroy 20 years after
NRR except for that part termination of license.
of the files “escribed
in Item 5.c) below.

c) Hearing and intervention Destroy when 5 years old.
correspondence and information;
hearing transcripts of boards
and panels; inspection reports
and related correspondence;
and any other documentation
duplicated in the permanent
file described in a) above
and NRC Schedule 1, Part 3,
Item 1 and NRC Schedule IV,
Part 4, Item 2.a).

d) Other docket files located
in I&E and Regional offices
except for I&E documentation
described in NRC Schedule IV,
Part 4, Item 2.a.

6. Export/Import License Docket File

Case files and related control log
pertaining to the licensing of
companies and individuals pursuant
to 10 CFR Part 110 to export or
import nuclear material and equip-
ment and nuclear components and
facilities. Included are license
applications, a copy of the license,
and all other documentation
pertaining to the licensing process.
Arranged numerically by license
number.

[.3-4

Destroy when 5 years old or
sooner if purpose has been
served.




ITEM
NO.

NRC SCHEDULE 1

RECORDS COMMON TO MOST OFFICES

DESCRIPTION OF RECORDS

a) Official files maintained
in the Office of Inter-
national Programs.

b) Other copies throughout NRC.

Fuel Facilities, Transpertation,
Byproduct, Source., and Special
Nuclear Material Docket Files

Case files documenting the licensing
of persons, institutions, facilities
or companies to use byproduct, source
and special nuclear material, and to
transport nuclear material as defined
in 10 CFR Parts 30, 40, 70, and 71.
Included are the application, iicense
and amendments, and all related
documentation. Excluded are case
files (under 10 CFR Part 40) with
license prefix of "SUA" which are
covered by Item 8 of this schedule.

a) Official case files located
in the Office of Nuclear
Material Safety and Safe-
guards (NMSS) except for those
files covered by b) below.

b) Case Files covering licensees
for which licensing jurisdic-
tion is transferred to the
State under agreement covering
transfer of function.

c) All other copies in NMSS, I&E
and Regional Offices.

AUTHORIZED DISPOSITION

Permanent. Retire to WNRC
when 10 years old. Offer to
NARS 10 years after license has
expired.

Destroy when no longer needed.

Retire to WNRC after license
is expired or terminateu and
receipt of I&E certification
that premises are free cof
contamination. Destroy

10 years after date of

I&E certification.

Transfer to Agreement States

Destroy when . year old
or earlier if purpose has
been served.



ITEM

NRC SCHEDULE 1

RECORDS COMMOMN TO MOST OFFICES

DESCRIPTION OF RECORDS

High-Level, Low-Level, and Uranium
Recovery Docket Files

Case Files documenting the licensing
of high-level, low-level and uranium
recovery operations inciuding mills,
solution mining, and heat leaching
of ion exchange facilities in
non-Agreement States as defined in
10 CFR 40 with license transfer
prefix of "SUA." Includes
applications, licenses and amend-
ments and other related material.
Arranged by docket number.

AUTHORIZED DISPOSITION

Permanent. Offer to NARS
when 10 years old.




NRC SCHEDULE 1
RECORDS COMMON TO MOST OFFICES

ITEM
NO. DESCRIPTION OF RECORDS

AUTHORIZED DISF JSITION

PART 4. MEDICAL AND HEALTH FILES

Health Records Files

Health case files on NRC employees,
exclusive of records relating to
unique occupational hazards of the
atomic energy program, covered by
item 2 of this schedule, comprising
forms and correspondence and related
papers documenting medical treatment.

Personnel Exposure Files

Records accumulated to measure the
degree of radiation exposure of
individuals to externa! radiation and
internally deposited isotopes.

a) Individual NRC personnel folders
containing data and radiation
exposure

b) Film badge processing reports

Reports and related correspondence
required of licensees by NRC under
10 CFR 20.407.

a) Paper records submitted by
licensees

1.4-1

See GRS1, Iter 21 for
authorized di position

Destroy 7, years from the date
of the crzation of Lhe record.

LUestroy 75 years from date of
report

3. Licensee Mismanagement Files
Licensee reports and other records Files .o be maintained by
relating to incidents of licensees licens2e or State office
(primarily doctors or other medical of ra‘iological safety for
facilities) mismanagement of radia- 75 years from date of report.
tion administered to individuals If records are deposited with
containing name of individuals and the "“RC, destroy 75 years from
other data pertaining to the date of report.
mismanagement.

4. Personnel Monitoring Report Files

estroy two years after data is
nputed to Radiation and
[nformation Reporting System
(REIRS)



ITEM

NRC SCHEDULE I

RECORDS COMMON TO MOST OFFICES

DESCRIPTION OF keCORDS

b) Machine readable tape information

on computer maintained at Oak
Ridge National Laboratory

c¢) Computer printouts produced by
any organizational level

Licensing Project Files

Applications for construction permits
and/or licensing and related records
on withdrawn or otherwise cancelled
projects.

a) Files under 10 CFR Part 50

b) Files under other applicable
parts of 10 CFR.

Non-licensing Project Files

Reports and correspondence relating
to specific DOE developmental
projects involving use of nuclear
materials.

Emergency Planning Files

a) Case files accumulated in the
Office of Inspection & Enforce-
ment, Division of Emergency
Preparedness, consisting of a
record copy of each plan or
directive issued, with related
background papers.

b) Record set of NRC reports of
operation tests accumulated in
the Office of Inspection &
Enforcement, Division of Emer-
gency Preparedness, consisting
of consolidated or comprehensive
reports reflecting NRC-wide
results of tests conducted under
emergency plans.

1.4-2

AUTHORIZED DISPOSITION

Destroy data when it has been
determined by competent NRC
authorities that all purposes
have been served.

Destroy when superseded or
obsolete.

Destroy 20 years after
withdrawal or cancellation.

Destroy 1 year after with-
drawal or cancellation.

Destroy 20 years after
completion of project.

Permanent offer to NARS when

20 years old.

Permanent offer to NARS when

20 years old.




NRC SCHEDULE I
RECORDS COMMON TO MOST OFFICES

ITE®
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
¢) Copies of records pertaining Destroy when superseded or
to office participation in obsolete.

emergency planning exercises
and tests maintained in the
various offices throughout NRC.

1.4-3



NRC SCHEDULE I

RECORDS COMMON TO MOST OFFICES

ITEM
NO. DESCRIPTION OF RECORDS
PART 5. PROGRAM ADMINISTRATION FILES

AUTHORIZED DISPOSITION

The files described in this part of NRC Schedule I properly belongs in one or

more of the twenty-two General Records Schedules.

However, because of specialized

NRC records retention requirements for these selected common-type government
records, they are included in this schedule in alphabetical order with other

general NRC records.

3. Awards Files

a) Records relating to meritorious
and distinguished service awards
made at the Commission level

and maintained by the Division
of Personnel.

b) Copies of records described in

a) above exclusive of those filed
in Official Personnel Folders.

2. Budget Files

a) Correspondence or subject files

in the office of the Controller
documenting Commission policy and
procedures ,overning budget admin-
istration, and reflecting policy
decisions affecting expenditures
for agency programs.

b) Copies of budget estimates and
justifications prepared and
maintained by the Division of
Budget, Office of the Controller.
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