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MEMORANDUM TO: David 3. Matthews, Director, DRIP
John A. Zwolinski, Director, DLPM
Jack R. Strosnider, Director, DE
Gary M. Holahan, Director, DSSA
Bruce A. Boger, Director, DIPM
Jacqueline E. Silber Director, PMAS

FROM: Leslie W. Bamett, Chief
Information Management Branch

SUBJECT: 1999 REPORT OF RECORDS HOLDINGS AND DISPOSITION

Federal regulations require NRC to prepare a Report of Records Holdings. In order to complete "

this report for FY 1999, we need input from the staff on the volume of record and non-record
materialin their possession since the last count in July 1998.

The areas that need to be covered by the report are the volume of record and non record
material maintained in organization files (e.g., branch / division) and individual staff files, and an
inventory of filing equipment (microfiche / map cabinets, etc.). Flipper files (above the work
surface) and pedestal cabinets (under the work surface) are considered part of the workstation
and should not be counted in the equipment inventory count. The contents of all files, however,
must be counted as part of the record /non-record material.

The excerpt of Handbook 3.53 Part I shown in Attachment 1 should be used as a guide to
distinguish materials as record and non record. Non-record material no longer needed may be /
retumed to the originator or library, as appropriate, or may be destroyed. Attachment 2 provides hexamples of non-record documents which do not need to be retained or preserved.

NRC Form 317A (Attachment 3) should be used by your staff to identify organization or personal
files and the types of containers used to store tne material. The Table of Equivalents
(Attachment 4)is provided to assist in determining cubic feet of records. Please make sufficient
copies of Form 317A for your staff in order that everyone in your division completes this form to
account for individual and organization records and equipment. Compile the data provided on
all 317A forms and report it on Form 317 (Attachment 5) for your division. Send the completed
Form 317 for your division to TaJuan Carter, Records Liaison Officer, Mail Stop O-5-A-04, by
July 23,1999.
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Division Directors 2 |

Please ensure that all files are reviewed and categorized as either record or nonrecord, and that
staff identify material destroyed using the NRC Form 355 (Attachment 6) "Repor1 of
Records /Nonrecords Disposal."

Additionally, all File Custodians must prepare an updated " Files Maintenance and Disposition
Plan" using the NRC Form 306 (Attachment 7) that includes all records maintained at each file
station for which they are responsible. File Custodians are the individuals responsible for
maintaining the files under their purview (i.e., T&A files, contract files, budget files, fees, anti-
trust files). The file custodian should submit the original and two copies of eac. cornpleted file
plan to TaJuan Carter, NRR Rt.0, by July 23,1999.

By copy of this memorandum, I also request that the Director's Office and Associate Director's
secretaries complete this requirement for individual and organization records maintained within
their organizational unit.

TAC number M81400 is the appropriate TAC number to add to your WISP on line RITS sheet
when working on this task. If you have any questions, call Ms. Carter on 415 3072.

Attachments (7):
1. Excerpt of Handbook 3.53, Part i
2. Examples of Non-record Documents
3. NRC Form 317A, Records Inventory Worksheet
4. NRC Form 317B, Table of Equivalents
5. NRC Form 317, Annual Report of Records Holding & Disposition
6. NRC Form 355, Report of Records /Nonrecords Disposal
7. NRC Form 306, Files Maintenance & Disposition Plan

cc: R. Zimmerman
B. Sheron
W. Kane
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Volume 3, Part 2 - Records Management; .

NRC Records Managernent Program-

""

Handbook 3.53 Part I.

Identifying and Distinguishing .

Between Record and Nonrecord
Materials (E)(continued)

Defining Federal Records (1) (continued)

materials are transmitted (in person or by messenger, mail,
electronic means, or by any other method). In this context, the term
does not refer to misdirected materials. The term may or may not
refer to loaned or seized materials, depending on the conditions
under which such materials came into agency custody or were used
by the agency. Advice oflegal counsel should be sought regarding
the " record" status ofloaned or seized materials. (iv)

Preserved means the filing, storing, or any other method ofe

| systematically maintaining documentary materials by the agency.
This term covers materials not only actually filed or othemise
systematically maintained but also those materials temporarily
removed from existing filing systems. (v)

. Appropriate for preservation means made or received
documentary materials that in the judgment of the agency should
be filed, stored, or otherwise systematically maintained by an
agency because they are evidence of agency activities or contain
umque information, even though the materials may not be
covered by the agency's current filing or maintenance
procedures. (vi)

Identifying Federal Records (2)

To ensure that complete and accurate records are made and retained-

in the NRC, it is essential that NRC employees distinguish between
record and nor. record materials by the appropriate application of the-

statutory definition of records to NRC documentary materials. The
following guidelines issued by NARA in 36 CFR 122234 should be
applied to all documentary materials to determine their record or-

nonrecord status.

Record status-Documentary materials are records when theyo,

'

meet both of the following conditions:(a)

| - They are made or received by an agency of the United States
Government under Federal law or m connection with the
transaction of agency business. (i)

- Approved: September 17,1992
(Revised: June 15,1995) Attaehment 1 7
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Volume 3, Part 2 - Records Management0

, NRC Records Management Program
IIandbook 3.53 Part I

Identifying and Distinguishing
Between Record and Nonrecord
Materials (s)(continued)

Identifying Federal Records (2) (continued)

- They are preserved or are appropriate for preservation as
evidence of agency organization and activities or because of the
value of the information they contain. (ii)

Working files and similar materials-Working files, such ase

preliminary drafts and rough notes and other similar materials,.

will be maintained for purposes of adequate and proper
documentation if-(b)

- They were circulated or made available to employees, other
than the creator, for official purposes such as approval,
comment, acnon, recommendaton, followup, or to
communicate with agency staff about agency business. (i)

- They contain unique information, such as substantive
annotations or comments included therein, that adds to a I

proper understanding of the agency's formulation and
execution of basic policies, decisions, actions, or
responsibilities. (ii)

Nonrecord materials-The following nonrecord materials aree

Government-owned documentary materials that do not meet the

conditions of records status (see 36 CFR 122234(b)) or thM ne
speci5cally excluded from records status by statute (see 44 U.S.C
3301). (c)

- 1.ibrary and museum material (but only if such material is made
or acquired and preserved solely for reference or exhibition
purposes). (i)

Extra copies of documents (but only if the sole reason such-

copies are preserved is for convenience of reference). (ii)

- Stocks of publications and processed documents. (Each agency
shall create and maintain serial or record sets ofits publications
and procc ssed documents as evidence of agency actisities and
for the information they contain, including annual reports,
brochures,
maps.)(iii) pamphlets, books, handbooks, posters, and

3

Approved: September 17,1992
8 (Revised: June 15n 1995)
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ITEMS THAT CAN 81 RETURN!D POR Rt45t

Books and other reference material BEARING A L18AARY NUK8tR and which are
mot being used terrantly. Return these to Library, p-160. i

Official record copies, osvally signed erfginals or concurrence cepfes.
Return these to the appropriate branch, divisten, affice er spency filesenter. *

'

Excess office supp1fes and broken er excess office furniture and envi.

Return these to Property and Supply threv3h your property Custoffan. pment.

h0N.RICORD DOCUMINT5 WHICH DO NOT NIED 70 8t RETAINt0 OR PRIstRVID:
1

*
j Extra copies of papers preserved only for convenience er reference, such as

*

reading files and tickler (follerup or suspense) copies of correspondence.

processed or published materfals received from other activities er offices
'

which require no action and are not required for documentary purposes.
'

Catalog'ves trade journals and other publications or papers received from
other gover,nment agencies,,comercial fire.s. er private institutions, which
require no action and are not part of a case er project upon which actionis taken.

Corresponence and other records of transitory value which after action has
been completed, have neither evidential nor informational,value.

Working) papers, preliminary drafts, and sistler materials which are surma'rtred
in fins or other fehn and which have no evidential er informational value onceaction has been completed.

Shorthand notes and stenotype tapes which have been transcribed.

Information copies of correspondence and other papers.
|

1

'

|

|
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Attachment 2
_ _ - _ - - _ - _ _ _ _ . . . . ___ _ _ _ __ . . _ . _ . _ _ _ ._ _
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NRC FORM 317A U2.L NUCLEAR REGULATORY COIWARSS80N M 6 8 EN .

smn Page of
RECORDS INVENTORY WORKSHEET -

_ , _ , _ _ m_
.

COLUMN 8 (Type o*contarner)R'U 't''*""''"'**'*''********"'* COLUMN C COLUMN D
B* - BOX LA - LATERAL FILE CABINET SH* - SHELF

(SPECIFY F, F,4D SU - SHELVING UNITOC - MCASE
LG - LEGAL FILE CABINET (SPECIFY ST,6T,77, etc) Asssg t numbers,i e Ieft to right, Top Drseer is No.1,T- NR DOOR N
PF*- PEDESTR FES OTHER - (SPECIFY) if more than one per room. He'd drawer down is No. 2,

L - LETTER FILE CABINET etc
S - SAFE

LOCATION CONTAINER CUBIC FEET
DESCRfPTFON OF CONTENTS INFOIUAATIDN AND RECORPSBUILDING AND D*""TYPE NO. RECORD N CORD N Fe#W 8P8C'Fy s6sCarpawhM IAANAGERIENT USEROOM "O

A 8- C D' E F G ' H
~

__

4

1

_

__

__ __ _ ___ _

. -- _. _.. _ _ _ _ . . _ _ _ _ _ _ _ _ _ _

NOTAPPLICABLE TOTAL |
SuRC FUHu Jiin (Styw;

PsNNTED 04 RECYCLED PAPER D M WSS W E5 9WM
Attachment 3
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8seC rurw= 3179 ' "tannucussststrestrosrv _ _

: C|"b TABLE OF EQUNALENTS FOR CORIPUTATION OF RECORD VOLLNBE
iRECORDS MAINTAMED W FR.E CACINETS, CUelC FEET SECROFILM ROLLS CUseC ;

SHELF Up5TS, TRANSFER CASES. AND POXE3 FULL 3f4 FULL 1/2 FULL 1/3 FULL 1/4 FULL (UrR- Orne each 1004L res) FEET
..|

FLN'PE.4 DOOR CASWEETS !

15 1.13 .75 .5 38 35 non.10mt ROtt . . . . . . . . . . . . . . . . . . . . . . . .02 !2< wide.... . . ...........................................

3rwiDE................................................... 10 15 to m 5 t6 non. t out ROtt . . . . . . . . . . . . . . . . . . . . . . .01
3rwiDE.............................................. 133 1.75 1.16 .78 .58 i

.

42 WIDE . . . . . . . . 2.8 2.1 1.4 .93 .7 MAGNETIC TAPE... ........................................

4rWIDE.................................................. 3.13 234 1.56 1.03 .78 (Urdt Onorveucertedge)
60" WIDE . 3 93 1 94 1.94 129 .98

PEDEZTAL FILES 1 REEL................................. .17
FULL. SIZED DRAWER . . . . . . . . . . . . . . . . . . . . . . . . 13 .97 .85 .42 32 8 REELS . . 1O i... ............

HALF. SIZED DRAWER . .65 .48 32 .21 .16 BMDERS i
CTANDARD OR VERTICAL FILE CASSIET DRAWER (W DEEP) (3.ving standerd. es used for tArec9see. nsecos. etc.)

LETTER SIZE .. 15 1.13 .75 5 .38 (Urdt Onefuelihder)..... ........................................ ,

LFGAL SIZE . 20 15 to m 5
.

LATERAL FILE CA8pdET DRAWER (30* WIDE) BINDER.1* Nck . . . . . .08 j..................

LETTER. SIZE CONTENTS . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 10 15 10 .88 5 BINDER.1~ 9dck . . . . . . . . . . . . . . . . . . . . . . . . . .2 6

LEGAL. SIZE CONTENTS 25 1 87 125 83 .82 (
LATERAL FS E CABNET DRAWER (38'WEIE) PLAN FN.ES APE) MAP CASE DRAWERS [LETTER. SIZE CONTENTS . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 233 1.75 1.16 .78 .58

;
LEGAL-StZE CONTENTS . 30 225 15 10 .75 DRAWER. 50"X 38 3f8* X 17J8 10 |..............

LATERAL FILE CASWIET DRAWER |42* WIDE) DRAWER. 43* X 321/4" X 17/8" 15
LETTER. SIZE CONTENTS . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 28 2.1 1.4 .93 .7 ALTERNATE METHOD OF COMPUTNG
LEGAL. SIZE CONTENTS 35 2 63 1.75 1.17 88 MAPS, PLANS, DRAWNGS, ETC.

SNELF UNIT # WORK STATION SHELF # WALL MOUNTED SHELF (30* WIDE) (Muhtshed h ensp or plan cetienst.
LETTER-SIZE CONTENTS (PER SHELF) . . . . . . . . . . . . . . . . . . . . . . . . . 2.0 15 to .98 5 er hangers er b reas)

LEGAL-SIZE CONTENTS (PER SHELF) . . . 25 1.87 125 .83 .62 saw
MICROFICHE CASINET TRAY (26* DEEP) .35 .26 .18 .12 .62 8 X 101/2" .03...................... .......

CARD OR ASICROFILM FILE TRAY (18* DEEP) 11* X 17" .05.............. ............ .. ,

3 X5 ......... .......................................... .. .13 .1 .08 .04 .03 17 X 22- 10 j. ............ ...............

4*X6* .... ....... .21 .17 .1 .07 .05 22"X 34* .20 t
............... ................. . .... .............................

*S" X S* 33 .25 .16 .11 .08 34"X 44" 40. .............. ............ ....... ....... ........ ...... . ....................

8 X 10*. . . . . .67 5 33 .22 .16 28"X 40* JO..............................

CARD OR MICROFILM FR.E TRAY (12* DEEP) 2rXSr .................... ......... .35
<

3Xs................................................. .1 .08 .05 .03 .03 scX5r ....... .............. .. .. 45 I

4* X 6" .17 .13 .00 .08 .04 40*X5r . SO..... .... .................................... .... .

S* X 8" . .28 .19 .13 .08 .08 LINEAR MEASUREMENTS
FEDERAL RECORDS CENTER 80XES 10 .75 5 .33 25 (Lester. er leges.etre enseerini loose er h contm>=rs
CORAPUTER PRWTOUT FILE DRAWER FOR 11* X 14 718" StEETS) eener then prWouse Ested)r

S NGLE DRAWER (16" DEEP) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1.5 1.13 .75 .5 JS LETTER. SIZE MATERIAL (15") . . . . . . . . . . . . . . 10
DOUBLE DRAWER (16* DEEP) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 30 228 15 1.0 .75 LEGAL. SIZE MATERIAL (12") . . 10
SHELF FILE (38 WIDE) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3 37 252 1 68 1.12 .84 TO C088WERT LNEEAR FEET TO CUBIC FEET:
OTHER CONTAl!JERS: EACH 105 UNEAR INCHES .. .. 10 .75 .5 33 25 die 6de by 1.28

I!aanis r. 35 Dieur test = m cuese w (35 W N = 3 dlvlSIBLE RECORD SYSTEMS qLe , Karden. Acme v>mia. ese.) e
i
,

CUBIC FEET BY CARD SIZE OTHER CONIAINERS I(Figures are given for units of 100 cards, Jacsists. er rnicrofiche) |

3" X 5" 4* X 6' S X 8- 8 X tr t. m m % w g ..____ _ ese suicsies. ;

CARD RECORDS . .. . ....... . . .. .... ... .............. ...... .01 .01 .02 .08 2. Reusapey longen X wessi X tesegeit, and eveer presuct Iny 1.r28.
MYLER MICROFILM JACKETS (Microfurn Inserted Irdo channels h a jachet) . . . . . . . . . . .03 .04 .08 2. noen4 est seoust se wie nearest sisarestec seat.
MICROFICHE 02 03 04

Attachment 4 j
_ _ - - _ - _ _ _
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ANNUAL REPORT OF *'#'***

RECORDS HOLDING AND DISPOSmON

'
REPORT FOR YEAR ENDING SEPTEMBER 30,19

S. REPORT FOR. 4 Tries os RepoRina ossics
(cheen one) HEADQUARTERS FIELD

VOLUME (cubic feev (Use Table of Equivaients for Container Capacity)

IS S N DURWO REPORTWG PERCDTYPE RECORDS RECORDS NONRECORDOF ounAwo ougAwo MATERIALSPACE SEPT 1 M4ER SO SEPTEMBER 30 RECORDS h0NRECORDS RECORDS ON HAwo

[TH QQ SEgMS R 30
LAsryEAR THiS YEAR DESTROYED DESTROYED

A B C D E F

6. OFFICE

RSTORAGE
AREAS

8 TOTALS .

t

9. RECORDS TRANSFERRED TO OTHER FEDERAL OR STATE AGENCIES
NAME OF AGENCY LOCADON OF RECORDS VOLUME 0F RECORDS

A B C

10. RECORDS TRANSFERRED FROM OTHER FEDF.RAL OR STATE AGENCIES

NAME OF AGEN.C.Y LOCATION OF RECORDS VOLUME OF RECORDS
-

FILING EQUIPMENT ON HAND

NUWSER OF CAtlNETS NUNSER OF CABINETS

ThRDRAWER DRAWER DRAWER DRAWER T R TR T R ngR ngRyypg

| A e c D A B C D E F

91 FILE CABINET 1
19 BOOKCASELETTER SEE j

12. FILE CABINET 20 SHELF UNIT |
LEG *. SEE LETTER SEE

13 SAFE 21. SHELF UNIT i
LETTER $2E LEGAL $2E |

*
14. SAFE |22 TOTALSLEGAL SEE

16. LATERAL FILE nct or trTTtR ho.or secnoNS No.OF
CABINET . 30" t UNIT 8 OR LEGAL WIDE (BACM) TIERS

23 CONSERVAFILES
16. LATERAL FILE

CABINET . 36*

17. LATE RAL FILE wo. or LgTTgR ' wo. o,NO O' NO O'
,

SE 5 SIN ICABINET . 42" | UNff5 OR LEGAL nggg

18 TOTALS | .| |

n omsa co m.m emac ma m meu.ar aa us.o

NMC IORM 31? (b1997) PR8NILO QN Mi TCLEO WAR Ty .orm was ms9ws unn0 inf orms
_ _ _ _ _
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TetcFORM366 U. S. NUCLEAR REGULATORY COMMISSION-

. m.,
tesicado a es

REPORT OF RECORDSINONRECORDS DISPOSAL |

|
,

FORWARD COMPLETED REPORT T0; FROM: REPORTING OFFICE /DMSION' BRANCH

FILE CUSTODAN OR STAFF MEMBER
|

|

RECORDS LAISON OFFICER (RLO) MAIL STOP

LOCATION - BUILDING AND ROOM NUMBER
(ineet name of RLO lw Repo% Offke from reverse side ofINs form)

REMARKS:
Destruceon of record and nonrecord malertalis to be reported to the Offee Records Unison OMoor within 10 days of the destruohon actMty por NRC
Management DesotNo 3 53. TNs hformenon le used to propero Ine Offbe's Annual Report of Records Heiding and Dispoolhon Reference the
oorworsion table below to determine volume in cubic feet

VOLUME DESTROYED DISPOSAL AUTHORITY
(in oubic W) SERIES /DESCRIPTlON (From NUREG 0910 twOR

RECORD NONRECORD Record Metertal Only)

|

-

TOTAL VOLUME SIGNATURE - FILE CUSTODIAN / STAFF MEMBER DATE

CONVERSION TABLE
CONTAINER VOLUME IN CUBIC FEET CONTAINER VOLUME IN CUBIC FEET
Letter eise Fihng Cetunet 1% oube feet por drower 15 hehes of isttw one motorist 1 outme foot
Lege% Fihng Cabinet 2 outme feet per drawer 12 inches of legal stre meterial 1 outmc foot

h g# * 2 oubic feet per drawer Federal Records Cordw Contamers 1 cubic 10:4 per container

Map Cases and Other Odd Seed Eevipmert - Mufbpfy length r width x height and dMde product by 1,728
wtc PoRw see Stee?)

.
PRWTED oN RECYCLED PAPER
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NRC FORM 30s U.5. NUCLEAR REGULATORY COMMI5510N;n teees ' '*

.

FILES MAINTENANCE AND DISPOSITION PLAN

PURPOSE File Custodians prepare Files Maintenance and Dispothion Plans for each location of official files (Official File Station)
: and update plans when the File Custodian or the senes of records changes.

INSTRUCTION
$

FILE CUSTODIAN: Prepare in triplicate. Forward the original and two copies to the Office Records Liaison Officer (RLO) for
review and approval.

RECORDS LIAISON AWer approval, sign in Block 30. keep one copy, send one copy to the NRC Records Officer, and return
OFFICER: the signed original to the File Custodian,,

s c w w n. ar ca m ov 2 wm1,v,, mmg,,,,,

3. RECORD 5 LLAISON OFFICER 4. LOCATION OF FILE 5
A. TYPED RAME p. siGPMTURE i c. DATIE A. BUILDING B300 F

l
s. FILE PLAN

G. Di3PQ54TipN

niu a. mu On oucaienou or Reconos seairs | ".%"f4,*0&T!a*J.T'a%.,,.
"-

!?,,: Ort?,,*,J';| 'fa",,7*3**t'.,". .

|

|
1

|

|

|
|

|
|

,e
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Division Directors 2

Please ensure that all files are reviewed and categorized as either record or nonrecord, and that
staff identify material destroyed using the NRC Form 355 (Ahachment 6) " Report of
Records!Nonrecords Disposal."

,

. Additionally, all File Custodians must prepare an updated " Files Maintenance and Disposition
Plan" using the NRC Form 306 (Attachment 7) that ;ncludes all records maintained at each file
station for which they are responsible. File Custodians are the individuals responsible for
maintaining the files under their purview (i.e., T&A files, contract fi!es, budget files, fees, anti-
trust files). The file custodian should submit the original and two copies of each completed file
plan to 7aJuan Carter, NRR RLO, by July 23,1999.

By copy of this memorandum,1 SIso request that the Director's Office a d Associate Director's
secretsries complete this requirement for indivL. sal and organization records maintained within
thair organizational unit.

TAC number M81400 is the appropriate TAC number to add to your WISP on-line RITS sheet
when working on this task. If you have any questions, call Ms. Carter on 415-3072.>

Attachments (7):
1. Excerpt of Handbook 3.53, Part i
2. Examples of Non-record Documents
3. NRC Form 317A, Records inventory Worksheet
4. NRC Form 3178, Table of Equiv6'ents
5. NRC Form 317, Annual Report of Records Holding & Disposition
6. NRC Form 355, Report of Records /Nonrecords Disposal
7. NRC Form 306, Files Maintenance & Disposition Plan !

cc: R. Zimmerman
'- B. Sheron

W. Kane
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