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U. S. Nuclear Regulatory Commission

Volume: 3 Information Management

Part: 2 Records Management IRM

Document Management
Directive 3.50

Policy
(3.50-01)

It is the policy of the U.S. Nuclear Regulatory Commission (NRC)
to establish policies and guidelines for all NRC staff generating or
receiving documents regarding the capture, management,
dissemination, and processing of these documents. The document
processing and dissemination functions of the Document
Management Branch (DMB), Division of Information Support
Services (DISS), Office of Information Resources Management
(IRM), ensure that the document bibliographic entries and paper
copies of documents received are distributed as required to the
Public Document Room (PDR) Bibliographic Retrieval System
(BRS) and the Nuclear Document Management System (NUDOCS).
NUDOCS provides an automated information retrieval capability to
facilitate accessing microfiche copies or locating original copies of
official agency documents associated with the NRC licensing,
regulatory, and adjudicatory activities. The NUDOCS query
accesses the automated agency central document repository. The
central storage and the access environment of NUDOCS must be
maintained with a level of security sufficient to protect the integrity
of the information.

Objectives
(3.50-02)

• To provide the NRC staff and its contractors with
information about services provided by centralized document
management, which provides an automated repository for
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Objectives
(3.50-02) (continued)

licensing, technical, and adjudicatory documents generated and
received by the NRC and document processing activities for
agency-level systems. (021)

• To establish guidelines for placing documents into NUDOCS and
guidance for obtaining centralized document processing
services. (022)

• To provide guidelines for protecting documents containing
proprietary (10 CFR 2.790) and copyrighted material as it
relates to document processing. (023)

• To provide guidelines for submitting documents sufficient to
ensure that electronic document bibliographic information and
text transferred to other agency systems and document images
(microfiche) retrieved by agency staff and contractors are
consistent with the official record copy of the document. (024)

• To provide guidelines for establishing and maintaining
distribution patterns to agency staff and contractors to ensure
timely delivery of documents. (025)

• To provide guidelines for obtaining access to NUDOCS. (026)

Organizational Responsibilities and
Delegations of Authority
(3.50-03)

Office Directors and
Regional Administrators
(031)

• Ensure that NRC staff, contractors, and consultants under
their cognizance comply with the policies and procedural
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Organizational Responsibilities and
Delegations of Authority
(3.50-03) (continued)

Office Directors and
Regional Administrators
(031) (continued)

requirements set forth in this directive and other applicable
guidelines and regulations cited as references for this
directive. (a)

• Ensure that licensees and applicants under their cognizance are
informed of the requirements for submitting documents to the
agency. (b)

• Ensure that documents defined in this directive as requiring
document processing are submitted for such processing in
accordance with the procedures established in Handbook
3.50. (c)

• Designate to the Director, DISS, IRM, a staff member from
their office to serve as a Document Liaison Officer (DLO), who
will be responsible for resolving matters relevant to
implementing this directive, including— (d)

– Periodic review of the accuracy and timeliness of document
submissions and appropriate marking of documents that
contain safeguards, copyrighted, and/or proprietary
information. (i)

– Periodic review and update of lists associated with
Regulatory Information Distribution System (RIDS) codes.
(ii)

– Defining to and coordination with IRM all new document
distribution needs in support of agency programs. (iii)
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Organizational Responsibilities and
Delegations of Authority
(3.50-03) (continued)

Office Directors and
Regional Administrators
(031) (continued)

– Resolution of processing and disclosure restraints as a
result of copyright and/or proprietary information citations
within documents submitted under their cognizance. (iv)

– Resolution of incomplete document submissions. (v) 

– Periodic review of this directive and handbook and
submission of updates, additions, and deletions. (vi)     

– Review, in coordination with IRM, and approval of any
additional procedures developed by their office for
submitting documents to NUDOCS. (vii)

• Notify the Director, DISS, when there is a change of a
designated DLO. (e)

The Director, Office of Information
Resources Management (IRM)
(032)

• Establishes policies, procedures, and guidelines regarding
documents to be included in NUDOCS. (a)

• Establishes policies, procedures, and guidelines regarding
interfaces and document sharing from NUDOCS to other
agency systems and services of this query database. (b)

• Establishes appropriate funding levels to ensure
that the automated document management system, document
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Organizational Responsibilities and
Delegations of Authority
(3.50-03) (continued)

The Director, Office of Information
Resources Management (IRM)
(032) (continued)

processing, and document distribution services are sufficient to
meet agency staff needs. (c)

• In fulfilling the delegated role of Designated Senior Official
(DSO), ensures compliance with Federal Information Resources
Management Regulation 201-2.000 (FIRMR) with particular
emphasis on FIRMR 201-2.001(a)(3) as it relates to NUDOCS.
(d)

• Establishes document processing and distribution policies and
procedures to ensure cost-effective central document
processing. (e)

• Maintains the document processing, repository, and distribution
systems for the agency. (f)

• Ensures that a comprehensive user needs study is conducted
before any substantial changes are made to NUDOCS. (g)

The Director, Division of Information
Support Services (DISS), IRM
(033)

• Implements the requirements of and delivers IRM services
defined in this directive. (a)

• Provides guidance and assistance to staff in accomplishing the
objectives of this directive. (b)
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Organizational Responsibilities and
Delegations of Authority
(3.50-03) (continued)

The Director, Division of Information
Support Services (DISS), IRM
(033) (continued)

• Manages NUDOCS. (c)

• Establishes and maintains document-handling procedures in
coordination with program offices to ensure that document
processing and distribution services specified in this directive
are achieved. (d)

• Maintains a knowledge of other agency directives that may
affect distribution services to the PDR and Local Public
Document Rooms (LPDRs) and applies this knowledge to RIDS
code assignments in response to agency office document
processing and distribution requirements. (e)

• Provides budget projections and advanced procurement
planning information to ensure uninterrupted delivery of the
services defined in this directive. (f)

• Ensures appropriate coordination and provides approval for
access to NUDOCS by agency staff and their contractors. (g)

• Provides central document processing services and, through the
data entry functions of these services, ensures delivery of
electronic copies of data and text to other agency systems. (h)

The Director, Division of Freedom of
Information and Publications Services (DFIPS),
Office of Administration (ADM)
(034)

• Ensures that documents made public, when disclosed in
response to Freedom of Information Act (FOIA) requests, are
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Organizational Responsibilities and
Delegations of Authority
(3.50-03) (continued)

The Director, Division of Freedom of
Information and Publications Services (DFIPS),
Office of Administration (ADM)
(034) (continued)

submitted to the Document Control Desk for NUDOCS
processing and are marked for placement in the PDR. (a)

• Ensures that agency publications such as documents in the
NUREG series are submitted to NUDOCS. (b)

The Director, Division of
Security (SEC), ADM
(035)

Ensures that the Director, IRM, is kept up to date on changes in
document-handling and protection levels that may affect NUDOCS.

Applicability
(3.50-04)

Employees
(041) 

This directive and handbook apply to and must be followed by all
NRC headquarters and regional employees in their areas of
responsibility, including management of contract and consultant
agreements.
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Handbook
(3.50-05)

Detailed guidelines and procedures for submitting documents
for processing, placing documents in NUDOCS, the PDR, and
the LPDRs and obtaining services provided in support of document
distribution and automated retrieval are contained in
Handbook 3.50.

References
(3.50-06)

1. NRC Management Directive 3.1, “Freedom of Information Act”
(formerly MC 0211).

2. NRC Management Directive 3.2, “Privacy Act” (formerly
MC 0204).

3. NRC Management Directive 3.4, “Release of Information to
the Public” (formerly Bulletins 3203-15 and 3203-25).

4. NRC Management Directive 3.53, “NRC Records
Management Program” (formerly MC 0231).

5. NRC Management Directive 11.7, “NRC Procedures and
Management Controls for Placement and Monitoring of Work
With the Department of Energy” (formerly MCs 1102 and
1401).

6. NRC Management Directive 12.6, “NRC Sensitive Unclassified
Information Security Program” (formerly MC 2101).

7. “Public Inspections, Exemptions, Requests for Withholding”
(1991), 10 CFR 2.790.

8. “Public Records” (1991), 10 CFR Part 9.

9. “Written Communications” (1991), 10 CFR 50.4.
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References
(3.50-06) (continued)

10. “Requirements for the Protection of Safeguards Information”
(1991), 10 CFR 73.21.   

11. Executive Order 12356, “National Security Information”
(April 2, 1982).

12. Federal Information Resources Management Regulation
(FIRMR) (Looseleaf).
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Part I
Guidance for Submitting Documents for Processing

Introduction (A)

Final documents generated or received by the NRC in support of
the licensing, regulatory, and adjudicatory functions of the agency
and those documents that are to be made publicly available by the
agency must be submitted to the Document Control Desk (DCD),
Document Management Branch (DMB), Division of Information
Support Services (DISS), Office of Information Resources
Management (IRM). The DCD provides central document
processing and dissemination of these documents. Licensing,
regulatory, and adjudicatory documents are captured through the
central document processing and are made available through the
Nuclear Document Management System (NUDOCS), the NRC's
centralized document repository. All documents generated or
received by the NRC that are submitted to the DCD for processing
are to be appropriately marked to protect any proprietary or
safeguards information in accordance with 10 CFR 2.790 or
10 CFR 73.21. (1)

The staff should examine a document before submittal to the DCD
to determine whether the requirement for public release applies
(Management Directive [MD] 3.4, “Release of Information to the
Public”). If the requirement applies, the staff should mark the
document as “PUBLIC.” The submitter should also identify any
documents generated or submitted that must be protected from
public disclosure in accordance with 10 CFR 2.790 or 10 CFR Part
73. Care should be taken to ensure that documents do not contain
information related to individuals as defined in MD 3.2, “Privacy
Act.” Document processing controls are employed to prevent public
access to those documents that are not appropriate for public
release. (2)
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Guidance on Types and
Categories of Documents
To Be Submitted (B)

All documents defined in MD 3.4, “Release of Information to the
Public,” must be submitted for central document processing and
distribution to the Public Document Room (PDR) and Local Public
Document Rooms (LPDRs). Submissions must be legible and
consistent with the official record copy or the original of the
document or must be the official record copy or the original of the
document to ensure that processing is not interrupted to resolve
readability and content problems. Additionally, all documents
retained as NRC official records as defined in MD 3.53, “NRC
Records Management Program,” Part II(B)(3)(a), subject files, and
Part II(B)(3)(c), case, project, and task files, must be submitted for
central document processing. Case, project, and task files
include— (1)

• Docket files (a)

• Inspection case files (b)

• Research project files (c)

• General technical issues files (d)

• Standards development task files (e)

• Systematic evaluation program task files (f)

• Rulemaking action files (g)

Contract reports (final, draft, and project progress reports) and
deliverables that result in documents utilized as technical reference
materials [MD 3.53, Part II(B)(3)(e)] in the licensing and regulatory
programs of the agency must also be submitted for processing. (2)
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Requirements (C)

Each program and regional office must develop procedures to
ensure that their staff forward, in a timely manner, all appropriate
documents for processing. Procedures must address both internally
and externally generated documents as defined in this
handbook. (1)

Internally generated documents are those documents created by
the NRC staff. The official record copy of these documents must be
provided to the IRM File Center or to the appropriate file station for
each respective office or region. The document must contain a
“bcc” entry of “PUBLIC” if the document should be released to the
public in accordance with the guidance provided in MD 3.4. The File
Center/file station staff shall review the document for
completeness, provide any appropriate file level coding information,
and forward the document to the DCD, One White Flint North
(OWFN) P1-37, for central processing. (2)

Externally generated documents are those documents submitted to
the agency by applicants, licensees, State officials, and so forth.
IRM, in agreement with the Offices of Nuclear Reactor Regulation
(NRR) and Nuclear Material Safety and Safeguards (NMSS), opens
all incoming mail delivered by the U.S. Postal Service for these
offices except mail that is marked “Addressee Only.” However, all
other offices and staff members who receive externally generated
documents directly that have been designated for central document
processing as specified in this handbook are responsible for
ensuring that the material is delivered expeditiously to the DCD for
central processing. Staff members who receive “Addressee Only,”
“Personal,” hand-carried material, or material mistakenly directed
are responsible for ensuring that documents are submitted for
processing. (3)

In accordance with 10 CFR 50.54, reactor licensees and applicants
are required to submit written communications to the following
address: (4)
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Requirements (C) (continued)

U.S. Nuclear Regulatory Commission
Attn: Document Control Desk
Washington, DC 20555

Program and regional office procedures must be periodically
reviewed by the assigned Document Liaison Officer (DLO) and
further reviewed by IRM to ensure consistency with the policy and
to maintain the integrity of the central document repository. (5)

Proprietary or Copyrighted
Information Contained in
Documents (D)

Program and regional offices are responsible for ensuring that each
document or individual page of a document containing proprietary
or copyrighted information submitted to the DCD for processing is
clearly marked as such and identified in the document submittal.
Outside submitters of documents are required to mark the
documents as proprietary or copyrighted, if applicable, in
accordance with 10 CFR 2.790.

Safeguards Information
Contained in Documents (E)

Program and regional offices are responsible for ensuring that each
document or individual page of a document containing safeguards
information submitted to the DCD for processing is clearly marked
as such and identified in the document submittal. Outside
submitters of documents are required to mark the documents as
safeguards material in accordance with 10 CFR 73.21.
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Part II
Document Submittal and Processing

Introduction (A)

Final documents generated or received by the NRC in support of
licensing, regulatory, and adjudicatory functions of the agency must
be submitted to the Document Control Desk (DCD), Document
Management Branch (DMB), Division of Information Support
Services (DISS), Office of Information Resources Management
(IRM), for document processing, distribution, and capture to
agency document systems. This part addresses the submittal of
documents, functions of the DCD, the processing of documents to
NUDOCS, and the processing of documents made available to the
public through the Public Document Room (PDR) and the Local
Public Document Rooms (LPDRs). Document distribution through
the Regulatory Information Distribution System (RIDS) is
addressed in Part III of this handbook.

Document Control Desk Functions (B)

The DCD serves as the document receipt, sorting, control, and
distribution processing point for documents to be placed in
NUDOCS and the PDR. The DCD staff open (in accordance with
the agreements with NRR and NMSS only), sort, and review
documents to determine appropriate levels of processing and
perform the distribution of the documents in accordance with RIDS
requirements defined by the recipient or submitting program office.
Documents designated for NUDOCS are entered through this
process. When original documents are fully processed, they are
returned to the DCD where staff forward them to appropriate
locations (central files, regional offices, etc.) for final disposition.
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Externally Generated Document
Submittals (C) 

Externally generated document submittals, as defined in Section
(C) of Part I of this handbook, that meet the criteria defined in
Section (B) of Part I must be forwarded directly to the DCD for
central processing. By agreement with NRR and NMSS, IRM
receives all incoming mail delivered by the USPS that is addressed
to these two offices. All directly received externally generated
documents must be reviewed for proper markings if they contain
proprietary or safeguards material. The agency recipient shall
resolve any document marking problems before the document is
submitted to the DCD. The agency recipient shall also evaluate the
need to release the document to the public in accordance with the
guidance provided in MD 3.4 and mark the document as “PUBLIC,”
if applicable. (1)

The DCD staff will review all incoming NRR and NMSS mail for
possible central processing in accordance with the requirements
set forth in Section (B) of Part I. The staff will review the document
for completeness and markings, obtain the appropriate file level
designation from Central Files, if appropriate, and pursue any
problems related to processing the document with the office or
regional Document Liaison Officer (DLO). (2)

Internally Generated Document
Submittals (D)

Internally generated document submittals as defined in Section (C)
of Part I must reflect public availability by the designation
“PUBLIC” in the “bcc list,” if appropriate pursuant to MD 3.4, and
must be forwarded to the File Center or the appropriate file
station. File Center or file station staff must review and assign the
appropriate file level code to non-docket-related documents
designated for document processing, evaluate and ensure
completeness of the package, and submit the documents to the
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Internally Generated Document
Submittals (D) (continued)

DCD, One White Flint North (OWFN) P1-37, for processing and
distribution.

Electronic Text (E)

In addition to the submission of a hard copy of the document
defined in Section (B) of Part II to the appropriate destination, NRC
staff-generated documents that are provided for document
processing and that require capture for availability through
NUDOCS as full text must be submitted to the DCD in electronic
format (see Section (B)(3) of Part IV). Text may be submitted as
a WordPerfect file (5.0 or a later version) on diskette, as an ASCII
file, or as a revisable format text (RFT) file via the IBM 5520
system or the Agency Upgrade of Technology for Office Systems
(AUTOS). (1)

The following standards apply to documents submitted on
diskette: (2)

• Either 5-1/4-inch or 3-1/2-inch diskettes are acceptable and
formatted using either IBM PC-DOS or MS-DOS. (a)

• Line length must not exceed 80 characters. (b)

• Each sentence must end with a period followed by two
spaces. (c)

• Soft returns should be used within paragraphs and hard returns
should be used only for new paragraphs or for spacing
purposes. This practice will allow line wrap if there is a
difference in margin settings. (d)
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Electronic Text (E) (continued)

• Diskettes must be marked with the name of the document and
the format (WP = WordPerfect, ASC = ASCII, and RFT = 5520
RFT) and must accompany the official record copy. (e)

• IRM has established electronic text submittal capabilities and
procedures with NRR (Generic Communications), NMSS
(High-Level Waste Repository Documents), and the Office of
Congressional Affairs (Congressional Correspondence System/
Congressional Questions and Answers). (f) 

• Other NRC organizations wishing to submit electronic text via
microcomputer diskette, the IBM 5520 system, or AUTOS
should contact the Document Management Branch on
(301)492-7334 to establish appropriate procedures. (g)  

Documents Requiring Special
Handling in Document
Processing (F)

Classified Documents and Unclassified Safeguards
Documents (1)

Classified documents are exempt from central processing and
inclusion in NUDOCS based on Executive Order 12356.
Unclassified safeguards information protected by 42 U.S.C. 2167
and 10 CFR 73.21 is processed through the DCD; however, only
the unclassified transmittal letter is captured in NUDOCS.

Copyrighted Documents (2)

Documents received by the DCD containing copyrighted material
should be plainly marked as such. Documents for which NRC has
been granted a waiver to produce copies will be captured for
document processing. These documents must be attached to a
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Documents Requiring Special
Handling in Document
Processing (F) (continued)

Copyrighted Documents (2) (continued)

cover sheet that bears a copyright notice before processing. This
cover sheet specifies that the document contains material protected
by copyright and that the originator has granted NRC limited
permission to reproduce copies of the copyrighted document. This
cover sheet will be microfilmed as part of the document.
Documents for which NRC has not been granted a waiver to
reproduce copies will be returned by DCD to the appropriate DLO.
The DLO must then determine whether or not the waiver will be
obtained and advise the DCD accordingly. 

Document Processing Levels (G)

Central document processing consists of encoding, abstract
processing, full-text processing, image processing, distribution, and
electronic updates.

Encoding (1)

Encoding produces a bibliographic record (data record) for each
document processed. A standard format is used for all documents
submitted for processing. This format represents the minimum level
of detail for documents entered into the system. The data fields are
identified from the document or are generated in the document
processing activity. Bibliographic records contain the following data
fields:

• 24X Filmed Code. The 24X filmed code field contains a code
that identifies whether or not a document was filmed on 24X
individual microfiche. (a)
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Document Processing Levels (G) (continued)

Encoding (1) (continued)

• Accession Number (ANO). The accession number field
contains a unique computer-generated 10-digit number assigned
to each document. The first six digits of the number represent
the date of the creation of the document record. The last four
digits represent the sequential order in which the document
records were entered into the database. (b)

• Author Affiliation. The author affiliation field contains a code
that identifies the organization represented by the author of the
document. (c)

• Author Name. The author name field contains the name of the
person(s) who have signed or are listed as an author of a
document. (d)

• Availability. The availability field contains a code that indicates
whether or not a document is publicly available. (e)

• Backfit Code. The backfit code field contains a single character
code indicating whether or not the document was entered into
the database as part of an historical collection of documents
(the process of “backfitting” documents into the database). (f)

• Distribution Date. The distribution date field contains the date
that the document was distributed based on the associated
RIDS code. (g)

• Description. The description field contains a brief summary of
the document or, in the case of a formal report, the report
title. (h)
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Document Processing Levels (G) (continued)

Encoding (1) (continued)

• Docket Number. The docket number field contains an
NRC-assigned number that uniquely identifies a facility, a
licensee, or an activity based upon the associated section of
Title 10 of the Code of Federal Regulations (CFR). (i)

• Document Type Code. The document type code field contains
a three-level hierarchical code that describes the format of the
document. (j)

• Domain Code. The domain code field contains a code that is
used to subset groups of documents, such as congressional
correspondence, high-level waste, and so forth. (k)

• File Location and Level Fields (l)

– File Center. The file center field is the first field of the
four-field file location and level and contains the code that
indicates an office in which a hard copy of a document is
filed. (i)

– File Level 1. File Level 1 is the second field in the four-field
file level and contains a code that indicates the broadest
filing category. (ii)

– File Level 2. File Level 2 is the third field in the four-field file
level and contains a code that indicates more specifically
where the hard copy of the document is filed. (iii)

– File Level 3. File Level 3 is the fourth field in the four-field
file level and contains the most specific information about
the filing location of the hard copy of the document (iv)
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Document Processing Levels (G) (continued)

Encoding (1) (continued)

• File Package Number. The file package number field contains
a number that represents the package in which the document
was received and the location of the document within the
package. (m)

• Issue Date. The issue date field contains the date assigned to
a document by the author or the originating organization. (n)

• Microfiche Address. The microfiche address field contains
numbers that identify a document's location on microfiche.
These numbers include the microfiche and frame numbers. (o)

• Office and Task Number. The office and task number field
contains record numbers assigned by various NRC offices to
identify documents associated with specific tasks. (p)

• Number of Pages. The number of pages field contains the
number of pages in the document. (q)

• Recipient Affiliation. The recipient affiliation field contains a
three-level hierarchical code that identifies the organization to
which the document was addressed. (r)

• Recipient Name. The recipient name field contains the name of
the person(s) to whom the document is addressed. (s)

• Reference Number. The reference number field contains
various document identification numbers that were previously
captured in the NUDOCS document identification number (DIN),
other document identification number (ODID), contract number
(CN), and formal report number (FRN) data fields. (t)



Volume 3, Part 2 - Records Management
Document Management
Handbook 3.50  Part II

Approved:  December 9, 1992 13

Document Processing Levels (G) (continued)

Encoding (1) (continued)

• Reference Number Category. The reference number category
field contains a code that indicates the specific type of
reference number identified in the associated reference number
field, such as a license number, a formal report number, or a
contract number. (u)

• Related Date. The related date field contains a date of
significant import noted on the document, other than its issue
date. (v)

• Related Date Category. The related date category field
contains a code that indicates the specific type of related date
identified in the related date field. (w)

• RIDS Code. The RIDS (Regulatory Information Distribution
System) code field contains a code that identifies the proper
hard copy distribution of documents. (x)

• Special Code. The special code field contains a code that
indicates whether a document is proprietary, notarized, or legal
correspondence. (y)

• Text Format. The text format field contains a code that
indicates whether the full text or an abstract of the document is
processed in addition to the document record. (z)

• Title. The title field contains the subject or reference line on a
letter or memorandum, or the specific title on a formal
report. (aa)

• Transaction Date. The transaction or index date field contains
a date that indicates when the bibliographic record was created
or, in the case of a publicly available document, the date the
record became available to the public. (bb)
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Document Processing Levels (G) (continued)

Abstract Processing (2)

Abstract processing produces for specific types of documents an
abstract, which is an enlarged subject/title entry that provides a
more descriptive entry for the document. Abstracts are available for
the following categories of documents: (a)

• NUREG-Series Reports from 1984 to the present (i)

• AEOD Reports from 1988 to the present (ii)

• Department of Energy (DOE) documents of more than 100
pages on the high-level waste repository (HLWR) from March
1988 to the present (iii)

• Preliminary Notices of Occurrence (PNOs) from March 1988 to
the present (iv)

• SECY Reports from March 1988 to the present (v)

• Systematic Assessment of Licensee Performance (SALP)
Reports from 1988 to the present (vi)

• Inspection Reports from March 1988 to the present (vii)

• Emergency Plans and Procedures and related revisions from
March 1988 to the present (viii)

• Applications for Operating License Amendments from March
1988 to the present (ix)

• Non-transcript legal documents from the Atomic Safety and
Licensing Board Panel (ASLBP), the Atomic Safety and
Licensing Appeal Board (ASLAB), and NRC from March 1988
to the present (x)
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Document Processing Levels (G) (continued)

Abstract Processing (2) (continued)

From March 1988 to January 1990, abstracts were created for the
following categories: (b)

• Environmental Analysis and related reports (i)

• Federal Regulations and Federal Register Notices (ii)

• Regulatory and Safety Guides and Review Plans (iii)

• Audit, Test, and Safety and Technical Analysis Reports (iv)

• NRC Bulletins and Information Notices (v)

• Licenses, Amendments to Licenses, and Permits (vi) 

Full-Text Processing (3)

Full-text processing ensures the total capture of all document text.
The following specific documents are captured in full text: 

• Licensee Event Reports (1984 - present) (a)

• Congressional correspondence (congressional questions and
answers and selected correspondence) (b)

• High-level waste repository (HLWR) documents (1988 -
present) (c)

• ASLBP hearing transcripts on Seabrook (1988 - present) (d)

• NRC Information Notices (1987 - present) (e)

• Generic Letters (mid-November 1988 - present) (f)

• Regulatory Guides (mid-November 1988 - present) (g)
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Document Processing Levels (G) (continued)

Full-Text Processing (3) (continued)

• NRC Bulletins (mid-November 1988 - present) (h)

• ITS News (i)

• Title 10 of the Code of Federal Regulations (j)

• Enforcement Notifications (February 1990 - present) (k)

• Advisory Committee on Nuclear Waste (ACNW) Reports (1988
- present) (l)

• Advisory Committee on Reactor Safeguards (ACRS) and
ACNW Full Committee Minutes and Subcommittee Minutes
(1990 - present) (m)

Image Processing (4)

All documents are microfiched in their entirety with the exception of
codes and standards, Institute of Nuclear Power Operations
(INPO) documents, and safeguards documents (nonsensitive
transmittal letters forwarding these documents are microfiched).
Documents satisfying the criteria of MD 3.4 are filmed on public
fiche. Documents protected under 10 CFR 2.790 are filmed on
proprietary fiche. All other documents not released to the public are
filmed on CF (central files) fiche. In addition to microfiche, oversize
documents, such as engineering drawings, are captured on
aperture cards.

Distribution (5)

Documents are distributed through the Regulatory Information
Distribution System (RIDS). A detailed discussion of this process
is contained in Part III of this handbook. This process provides for
the delivery of paper copies of documents to various recipients
defined by the program offices.
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Document Processing Levels (G) (continued)

Electronic Updates (6)

All document entries are posted to the central document repository
and may be searched or displayed through NUDOCS. Documents
meeting the criteria of MD 3.4 are forwarded by tape to the PDR
for posting to the Bibliographic Retrieval System (BRS). Scheduled
tapes, files, and diskettes are generated routinely to update other
automated systems such as the IRM Shared Information Network
(SINET), the Office for Analysis and Evaluation of Operational Data
(AEOD) Work Action Management System (WAMS), and the
Sequence Coding and Search System (SCSS) at Oak Ridge
National Laboratory (ORNL).

Scheduled Electronic Deliverables (7)

The following is a list of scheduled tapes or diskettes:

• PDR Tape (a)

• ALPHA Tables Tape (b)

• Monthly Archival Tape (c)

• Title List Journal (Tape) (NUREG-0540) (d)

• NUREG Abstract Journal (Tape) (NUREG-0304) (e)

• Diskette Version of Title 10 of the CFR (f)

Scheduled Reports (8)

Scheduled reports are routinely generated. These reports include
system performance information, accession lists of available
documents, correspondence to and from utilities, and Licensee
Event Reports (LERs) that have been indexed during a particular
month. Scheduled reports include the following:
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Document Processing Levels (G) (continued)

Scheduled Reports (8) (continued)

•  PDR Accession List (a)

• Daily Central Files Accession List (b)

• Daily PDR Quality Control List (c)

• Daily List of Docketed Material (d)

• Daily PDR Checklist and Holds (e)

• Weekly LPDR Accession List (f)

• Monthly PDR Accession List (g)

• Monthly List of Docketed Material (h)

• Distribution Data Base Titles and Codes (i)

• Docket Data Base Report (j)

• Annual LPDR Accession Lists (k)

Microfiche Distribution (H)

Sets of public (P), central file (CF), and proprietary (PROP)
microfiche are provided for NRC staff use at
NUDOCS workstations located in headquarters, regional offices,
the Technical Training Center (TTC), the Three Mile Island (TMI)
site, and the Uranium Recovery Field Office (URFO). (1)

Sets of public microfiche are provided to the PDR, the National
Technical Information Service (NTIS), the Institute of Nuclear
Power Operations (INPO), Battelle Pacific Northwest Laboratory
(BPNL), the Center  for Nuclear Waste Regulatory Analyses
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Microfiche Distribution (H) (continued)

(CNWRA), Edgerton, Germeshausen and Grier (EG&G), and
power reactor and high-level waste repository LPDRs. Microfiche
sets are provided to BPNL, EG&G, and LPDRs based on
contractual or property custodial agreements with the NRC. (2)

Sets of public microfiche are not provided to public clients.  Public
clients requesting sets of public microfiche are referred to the
NTIS, which offers a subscription service for NRC documentation
in public microfiche. Specific information on this service may be
obtained by writing to the National Technical Information Service
(NTIS), 5285 Port Royal Road, Springfield, Virginia 22161, or by
telephoning (703)487-4600. (3)

Requests for Additional Document
Processing Services (I)

Requests for the additional document processing services listed
below must be submitted in writing to the Director, IRM. (1)

• Requests to include documents not currently processed. (a)

• Requests to provide direct submittal of documents through the
DCD by applicants or licensees. (b)

• Requests to develop scheduled reports, tapes, or diskettes. (c)

Requests to provide an increased level of support for processing,
that is, full text, special indexing, additional distributions, and so
forth, for documents currently processed must be submitted in
writing to the Director, Division of Information Support Services,
IRM. (2)
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Part III
Regulatory Information Distribution System (RIDS)

Introduction (A)

The Regulatory Information Distribution System (RIDS) is the
process by which paper copies of documents generated by or
submitted to the NRC that are processed through the central
processing functions of document management are disseminated
to the functional areas, the Public Document Room (PDR), specific
Local Public Document Rooms (LPDRs), the national laboratories,
and defined NRC contract recipients. 

RIDS Codes and Associated
Distribution Patterns (B)

RIDS codes and associated distribution patterns are developed by
the program offices in conjunction with IRM. RIDS codes define
approved distribution patterns to ensure that specific documents
are distributed to the appropriate recipients in a timely manner.
Distribution to the PDR and the LPDRs is developed in
conformance to the requirements of MD 3.4.

RIDS Distribution (C)

The RIDS operation produces computer-generated distribution lists
(RIDS sheets) of document recipients from code assignments
made by NRC staff at the DCD when they review the document at
the beginning of the document processing activity. Code
assignment is marked on documents entered through the document
processing activity. (1)      

RIDS sheets generated from the document processing activity
identify the functional recipients of the document, the number of
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RIDS Distribution (C) (continued)

copies each recipient is to receive, and contain specific information
from the document processing data record (bibliographic record).
The  list of recipients of documents generated from this process
identifies recipients by organizational name or acronym. (2)

Role of the Office Document
Liaison Officer (DLO) (D)

The office Document Liaison Officers (DLOs), as delegated by
office directors and regional administrators, are responsible for the
periodic review and update of RIDS codes and associated
distribution patterns that are used to disseminate documents under
their control. (1)

The purpose of this review is to— (2)

• Ensure that documents are distributed to the appropriate
functional recipients. (a)

• Ensure that only the necessary number of copies of documents
are reproduced to complete the distribution. (b)

• Update distribution patterns for specific RIDS codes. (c)

• Delete RIDS codes that are no longer used to distribute
documents. (d)

Requests for the development of new RIDS codes, revisions or
changes to existing codes, or deletions should be coordinated with
and submitted in writing by the office DLO to the Chief, Document
Management Branch (DMB), Division of Information Support
Services (DISS), Office of Information Resources Management
(IRM). (3)
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RIDS Process (E)

The staff of the Document Control Desk (DCD), NUDOCS Section,
DMB, review and assign a pre-established RIDS distribution code
to each document submitted for central document processing. After
each document has been assigned the appropriate code, it is then
forwarded for central processing (encoding, abstracting, full-text
processing, and image processing). The documents are sorted by
RIDS code and are designated for specific processing levels at the
Document Control Center, OWFN P1-37, or the central document
contractor processing facility. During the creation of the
bibliographic record for each document, a RIDS sheet is generated.
The DCD reviews the document for order and completeness and
arranges for reproduction. Upon receipt of the reproduced copies,
the DCD staff spot check the copy for order and completeness and
perform the prescribed distribution of the document.
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Part IV
NUDOCS Online Document Search

and Retrieval

Introduction (A)

NUDOCS provides users with an online search and retrieval
capability for data records (documents) that are stored in the
document repository. Twenty-five of the thirty data elements of
document-specific information are available for searching in
unrestricted combinations by four retrieval methods. By examining
and comparing the data elements to what is known about a
particular document being sought, a logical selection of data
element combinations can be determined.

Online Search and Retrieval (B)

The documents may be viewed, reproduced, or downloaded and
may reside within the system as one of the following:

NUDOCS Bibliographic Record (1)

NUDOCS utilizes the bibliographic record (data record) created by
the encoding portion of document processing. This bibliographic
record is a brief description of a document created in a standard
format for all documents submitted to the Document Control Desk
for processing. The following are data fields contained in the
bibliographic records that can be searched through NUDOCS or are
displayed by this system. Fields that are displayed are marked with
a “D”; those that can be queried are marked with a “Q.”

• Accession Number (ANO) (D) (Q)

• Author Affiliation (D) (Q)
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Online Search and Retrieval (B) (continued)

NUDOCS Bibliographic Record (1) (continued)

• Author Name (D) (Q)

• Availability (D)

• Backfit Code (D)

• Distribution Date (D)

• Description (D) (Q)

• Docket Number (D) (Q)

• Document Type Code (D) (Q)

• Domain Code (D) (Q)

• File Location and Level Fields: 

File Center (D) (Q)

File Level 1 (D) (Q)

File Level 2 (D) (Q)

File Level 3 (D) (Q)

• File Package Number (D) (Q)

• Microfiche Address (D)

• Issue Date (D) (Q)

• Office and Task Number (D) (Q)
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Online Search and Retrieval (B) (continued)

NUDOCS Bibliographic Record (1) (continued)

• Number of Pages (D)

• Recipient Affiliation (D) (Q)

• Recipient Name (D) (Q)

• Reference Number (D) (Q)

• Reference Number Category (D) (Q)

• Related Date (D) (Q)

• Related Date Category (D) (Q)

• RIDS Code (D) (Q)

• Special Code (D) (Q)

• Text Format (D) (Q)

• Title (D) (Q)

• Transaction Date (D) (Q) 

Abstracts (2)

A 200-word abstract (narrative summary) of each of the following
categories of documents is available through NUDOCS: 

• NUREG-Series Reports from 1984 to the present (a)

• AEOD Reports from 1988 to the present (b)
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Online Search and Retrieval (B) (continued)

Abstracts (2) (continued)

• Department of Energy (DOE) documents of more than 100
pages on the high-level waste repository (HLWR) from March
1988 to the present (c)

• Preliminary Notices of Occurrence (PNOs) from March 1988 to
the present (d)

• SECY Reports from March 1988 to the present (e)

• Systematic Assessment of Licensee Performance (SALP)
Reports from 1988 to the present (f)

• Inspection Reports from March 1988 to the present (g)

• Emergency Plans and Procedures and related revisions from
March 1988 to the present (h)

• Applications for Operating License Amendments from March
1988 to the present (i)

• Non-transcript legal documents from the Atomic Safety and
Licensing Board Panel (ASLBP), the Atomic Safety and
Licensing Appeal Board (ASLAB), and NRC from March 1988
to the present (j)

• Environmental Analysis and related reports from March 1988 to
January 1990 (k)

• Federal Regulations and Federal Register Notices from March
1988 to January 1990 (l)

• Regulatory and Safety Guides and Review Plans from March
1988 to January 1990 (m)
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Online Search and Retrieval (B) (continued)

Abstracts (2) (continued)

• Audit, Test, and Safety and Technical Analysis Reports from
March 1988 to January 1990 (n)

• NRC Bulletins and Information Notices from March 1988 to
January 1990 (o)

• Licenses, Amendments to Licenses, and Permits from March
1988 to January 1990 (p)

Full-Text Documents (3)

The following documents are captured in full text and are available
through NUDOCS:

• Licensee Event Reports (1984 - present) (a)

• Congressional correspondence (congressional questions and
answers and selected correspondence) (b)

• High-level waste repository documents (1988 - present) (c)

• ASLBP hearing transcripts on Seabrook (1988 - present) (d)

• NRC Information Notices (1987 - present) (e)

• Generic Letters (mid-November 1988 - present) (f)

• Regulatory Guides (mid-November 1988 - present) (g)

• NRC Bulletins (mid-November 1988 - present) (h)

• ITS News (i)

• Title 10 of the Code of Federal Regulations (j)
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Online Search and Retrieval (B) (continued)

Full-Text Documents (3) (continued)

• Enforcement Notifications (February 1990 - present) (k)

• Advisory Committee on Nuclear Waste (ACNW) Reports (1988
- present) (l)

• Advisory Committee on Reactor Safeguards (ACRS) and
ACNW Full Committee Minutes and Subcommittee Minutes
(1990 - present) (m)
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Part V
NUDOCS User Support and Services

Introduction (A)

The Office of Information Resources Management (IRM) provides
information, support, and services to persons interested in the use
of NUDOCS. These services are designed to efficiently and
effectively meet each customer's particular needs concerning
information available through NUDOCS, the operation and use of
the system, and the reports and products generated by NUDOCS.

User Support Services (B)

NUDOCS Hotline (1)

The NUDOCS Hotline contractor personnel provide customers with
a wide range of services to assist in interpreting and executing the
access procedures. These contractors address any errors
encountered during a session, provide guidance for search
strategies, evaluate requirements for providing hard copy reports,
and identify pertinent training offered through the Information
Technology Services (ITS) facility. NUDOCS reference material is
also available by calling the NUDOCS Hotline on (301) 492-8603.

NUDOCS Workstations (2)

• IRM has established NUDOCS workstations for use by NRC
staff. NUDOCS workstations are located throughout
headquarters and the regional offices. (a)

• NUDOCS workstations include an IBM PS/2 personal
computer; a Canon PC Printer 80 microfilm reader and printer;
an Epson FX-286E dot matrix printer; a 5-1/4-inch external
drive; DOS, DBASE III Plus, and SMARTERM 400 software
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User Support Services (B) (continued)

NUDOCS Workstations (2) (continued)

and operating instructions; and a complete set of NUDOCS tub
files (central files and publicly available microfiche). (b)

• The locations of NUDOCS workstations are contained in the
NUDOCS User's Manual or may be obtained by contacting the
NUDOCS Hotline on (301)492-8603. (c)

NUDOCS Workshops (3)

Workshops for the NRC staff on NUDOCS are periodically
conducted under the direction of the NUDOCS Project Officer at
the request of any NRC organization. These workshops are
structured to address specific requirements identified by individual
organizations and to provide an overview of the NUDOCS
environment as a cost-effective means of disseminating information
to the NRC staff.

NUDOCS User's Manual (4)

Individuals registered to use NUDOCS are provided with a copy of
the NUDOCS User's Manual at the time of registration. The manual
fully documents the features of the system and how to access
data. The manual also provides step-by-step instructions for
identifying and retrieving documents by key terms and phrases,
viewing and scanning documents, and downloading NUDOCS data.
Copies of the manual can be obtained by contacting the NUDOCS
Hotline on (301)492-8603.

NUDOCS User Training (5)

ITS Training Laboratory Courses (a)

Two NUDOCS training courses, NUDOCS/Advanced Design (AD)
Beginners and NUDOCS/AD Experienced, are available to the
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User Support Services (B) (continued)

NUDOCS User Training (5) (continued)

NRC staff through the ITS Training Laboratory. NUDOCS course
dates are included in the ITS Training Announcements or may be
obtained by contacting the ITS Training Laboratory on
(301)492-4744.

Online Tutorial (b)

Individuals registered to use NUDOCS can access an online tutorial
to assist them in using the system; however, formal training as
described in Section (5)(a) of this part  is recommended. (i)

Further information is contained in Chapter 14 and Appendix C of
the NUDOCS User's Manual. (ii)

Ad Hoc Reports (C)

Ad hoc reports are available as a service through NUDOCS for the
NRC staff. All requests for ad hoc reports should be directed to the
NUDOCS Hotline on (301)492-8603. Reports that entail more than
4 hours of combined run and print time must be approved by the
NUDOCS Project Officer. Hotline personnel will provide this
information to the NUDOCS Project Officer, who will coordinate
with the requester to resolve any questions and schedule delivery
of the report.

Customized Databases (D)

Customized databases can be developed to address the
requirements of staff. Requests for assistance in developing
customized databases should be directed in writing to the Chief,
Document Management Branch (DMB), Division of Information
Support Services (DISS), Office of Information Resources
Management (IRM).
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Customized Reports (E)

Customized reports can be developed to address the requirements
of staff. Requests for assistance in developing customized reports
should be directed in writing to the Chief, DMB, DISS, IRM.

Customized Retrieval Services (F)

Prestructured retrieval routines (queries) that address the most
commonly used search strategies can be developed to meet the
specific needs of individual NRC organizations. Requests for the
development of such queries should be addressed to the Chief,
DMB, DISS, IRM. (1)

The first customized data query services (predefined searches) that
are accessible to all users of NUDOCS were developed at the
request of the Office of Nuclear Reactor Regulation (NRR). (2)
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Part VI
How To Obtain Access to NUDOCS

(To Be Developed)


