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»

Policy
3. 15 01)

R

Objectives
(3.15-02)

ot e
P ) HNIRA 1

EESNE

Thts dlrecnve and ‘handbook govem "NRC responsibilities for
" (a) the® management contro] ‘and ‘evaluation of audiovisual and
photographtc services; (b) - “‘the “acquisition, operanon, and

" maintenance of the assocxated facilities and equipment, and the

submission of reports required by the Office of Management and
Budget (OMB Circular No. A-114); (c) liaison with the National
Audiovisual Center (NAC) of the National Archives and Records
Administration (NARA) and (d) mteragency agreement and
contract technical monitoring. ©; v, vz oot T e 0 o

[}

- o . " ’
. . [N S e .
[ S N RER

.
e To promote economy “and eff1c1ency by ‘coordination - of
audiovisual producnons and re]ated activities within NRC and*’

o with other agencnes (021)

-’V.o;"To use audlowsual and photographlc services where

------

approprlate ‘as: support 'tools for specific programs within

NRC s statutory authority, and to preclude their use to promote

- -ithe agency or-to provide forums for agency opinions on broad
- subjects without. specxfic program reference. (022)

e To ensure that NRC dbesTiot develop audiovisual products or

el

lend its name to products used toinfluence pendmg legtslanon.

promote sales of products or promote status of vanous
industries. (023)

]
i"i. f “'l

e To provide review and evaluation of requests for audtowsual
\products and evaluanon of eftectlveness of the product. (024)

e "To ensure that. requests for the acqulsmon of microcomputer-
.::based .audiovisual’ equipment and products are adequately

Approved: -May 91991

(Revised 6/17/91) 1
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Objectives .
(3.15-02) (continued)

coordinated for evaluation between agency organizations with
the requisite automatic data processm g (ADP) and audiovisual
expertrse (025) A

q-”. »‘.r.‘,

" e To ensure that the audlovrsual and photographxc products not ,
available through Government audiovisual librarieS are; to the | -

extent practicable, acquired through the use of pnvate

~ contractors. (026) sty

J',_ N

e To ensure that slide sets, film strips, motion plct'tires,,

. -videotapes .and disks, audio; records (tape and disk),

., photographs, exhibits; and. any ' combination of these are

. produced, acqurred preserved stored, distributed, and used in

. .-, .accordance, with . applicable  statutes and Federal
, . :regulations, (027) L

.""'. To ensure complxance with securlty regulatxons and copyright
+ % restrictions. (028) C

IA PR

Orgamzatmnal Resp0n51b1ht1es and

Delegations of Authority
(3.15-03)

The)Dlrector, Office of Administration (ADM)
(031 , o

° Develops and mamtams in -consultation with directors of
_offices and regional administrators, policies. procedures,
standards. and. gurdelmes for NRC audiovisual and
photographrc services. (a)

~ e Reviews,on'aperiodic basis, the efficnency and effectiveness of
audiovisual and photographic services carried out by NRC and
its contractors. (b) .

u,..’."' = S

Information and Publications
Services (DFIPS), ADM

(037) R A :
. /. As deleoatedr by the Director. Office of Administration,
develops and maintains policies. procedures. standards. and
-guidelines for NRC audiovisual and photographlc services:;
2 (Revised 6/17/91)  Approved: May 9.1991;,
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v

The Director, Division of Freedom of - ..~ " 7 -« 0 oo o
Information and Publications st R LT U
Services (DFIPS), ADM . o
(032) (continued) A , b
B P . maintains management .. oversight of NRC'’s audiovisual
4me .t . services in accordance with OMB Circular No. A-114. @)

. f“Coordinégieé internal and intéragénicy audiovisual services and

- represents NRC on intéragency committees, task forces, and

study groups involving other Federal and State agencies
concerned with these activities. (b) 15 con™ 0 b mov 230

< PRI I P S A S |

e Reviews, evaluates, and approves requests and proposals from -
} outside organizations for NRC support and assistance ‘to "
Vo wer iy o develop audiovisual products. (c) -

SR ‘ M s e a e Bl .
;.. ».-Approves ‘plans_-for all audiovisual productions before
- obligation of funds. (d)
[T ) -Maintains close and early lidison with the Telecommunications

“r..0 7.7+ Branch, Office of Information Resources Management (IRM),
I " and ensures that ‘timely technical support will be available
“for ~audiovisual® ‘services ‘requiring audio and video
e oot .- teleconferencing. (€) . ... -
‘o' Prepares annual audiovisual report to the NAC of NARA on a

fiscal-year basis, in accordance with OMB Circular A-114 and
o atvictee e i, GSA Bulletin FPMR B-82.(f)

s s

PRGN s *Réviews 7l “irequests:” coordinates with requester for

fLbest U prodirement? of laudiovisual cand - photographic  products,

4 qe ey e aee s oo facilities, and equipment, including maintenance services, and

Tov T piidgets for agency-wide requirements to ensure efficiency and
effectiveness. (g) / ~ 7 T "

e Forwards all proposed requests for micrppgmpgte;:bhase_d“
audiovisual equipment and products to IRM for areview of its’-

' . . ADP compatibility, cost- effectiveness, and assurance that'it’/
Lomemhnn s nesion does not overlap with or duplicate existing ADP equipment. (h)
i uiinL s L B Denieniton e pees o . ' '
Nl e e ‘Mamtgm‘s_clo,sq‘jhalusq_n,U\\{x‘th'_thg,Offxce of the Secretary to
' *  ensure’ timely technical ‘support-for audiovisual services to

support Commission meeting activities. (i)

L3

Approved: Miy 9.1991 '‘(Revised 6/17/91)
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The Director, Office of Information R A SRR T U T U
Resources Management (IRM) R R SEE
(033) T gy
. G ! : R
o Forwards all proposed requests for rmcrocomputer—based
L audxovxsual equipment and products for which IRM provides

" funds“to DFIPS/ADM " for: a:-review of the functional

o S ‘;3_ ... requirements and technical adequacy of the equipment or
s, o product relative to its audxowsual purpose.

Dxrectors of Ofﬁces and ey x

Regional Admmlstrators
(034) T

. Recommend to DFIPS/ADM sub]ect areas in which NRC
t- .- should support, produce, acqulre distribute, or evaluate
audiovisual and photographxc semces (@)

.....

.o - Refer to DFIPS/ADM all proposed audiovisual productions

-, for. approval mcludmg those requests from outside

~ organizations, ..prior .to the 'initiation of development,
coordination design, or acquxsmon (b)

e Submitall requests for procurement of audiovisual equlpment

- facilities, and services to the Director, DFIPS/ADM. forreview
and budgetmg (c) L

o Prov1de 0 DFIPS/ADM aninual budget estimates and

R justifications for audiovisual. and photographic equipment,
P : . facilities, and productlons for NRC headquarters offices. (d)

......

G a -','o‘,l,Approve all requests for photography that are estimated to
exceed $1,000. () -

Reglonal Ofﬁces o
@9 L
: " - Submit to DFIPS/ADM all requests for contracts for services and
Gl P e .. . ..procurement of audiovisual and- .photographic facilities and
S ,‘,H")’equxpment exceeding S2. 500 to'ensure systems compatibility with

- ‘headquarters offices. '

3 : (Revised 6,{17/?1) Approved: May 9. 1991



Audiovisual and Photographic Services
Part1 - Pubhcatlons, Mail, and Information Disclosure
Directive 3.15

Applicability
(3.15-04)
loyees

(041?
This directive applies to and must be followed by all NRC
employees. '

.Handbook

(3.15-05) : _
Procedures for implementation of this directive are presented in
the handbook to this directive.

Copyright Exclusion

(3.15-06) '
If audiovisual products are prepared by non-Government entities
with NRC support .funds, NRC must obtain for the U.S.
Government at least a nonexclusive, royalty-free license to use and
reproduce the product. or allow others to do so, for U.S.
Government purposes.

References

(3.15-07)

1. OMB Circular No. A-il4, “Management of Federal
Audiovisual Activities,” March 20, 1985.

2. OMB Circular No. A-76, “Policies for Acquiring Commercial
or Industrial Products and Services for Government Use.”
August 30, 1967, and revisions thereto.

3. 3.36 CFR 1232.6, “Centralized Audiovisual Services.”

4. GSA Bulletin FPMR B-82, “Management of Federal
Audiovisual Activities,” October 18, 1978.

5. NRC Management Directive Volume 12: Secumy (formerly
MCs 2101 and 2301).

6. Title 17, U.S.C. Code. Copyrights.

7. Government Printing and Binding Regulations. S. Pub. 101-9.
February 1990.

8. NRC Management Directive 2.2, Planning and Control of
ADP Resources (formerly MC 0904).

Approved: May 9. 1991
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Approved: May 9. 1991 (Revised 6/17/91) ' i
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Obtammg

How to Request

Audiovisual and Photographlc
Services

Audlowsual Semces @

FN

At headquarters, submlt requests for audiovisual productions to the
Director, Division ‘of Freedom .of‘Information and Publications
Services (DFIPS) on NRC Form 459, “Request for Audiovisual and
Photographic Services” (Exhibit 1). Provide the followmgmformatlon
on the Form 459 and attachments as necessary '

12.

Crale b

roenpins l:13,

. Name of the requestmg orgamzanon person to contact and

‘ telephone number f‘

.....

. Audrovrsual serwces requxred

“'Working title for atproductlon. |

Description of the subject and perpose.

Approximate length (running time in minutes).--,

Intended audience (technical, generai (30 R t
Justification (identify the program need and explain briefly why the

‘proposed audiovisual product is con51dered the most effective

, means to achxeve your program objecuves)

. The method of productlon (contractor, 1n-house etc.).
. Estlmated cost R o '
. Estlmated productlon schedu]e

. Distribution method (1dent1fy the outlet or method recommended *

by which your proposed audiovisual is 10! reach <its .intended .
audience). . o

Number of coples requlred by requestmg orgamzauon

Concurrence by program area manager and division director.

‘ At reglonal offices. submit requests on the Form 459 to the regional
Division of Resource Management and Administration for submission

to

DFIPS.

Approved: May 9. 1991

(Revised 6/17/91) ‘ 1



Audlowsual and Photographlc Services
Part1 - Pubhcatlons, Mail, and Informatlon Dlsclosure
Handbook 3.15

How Requests Are Evaluated (B)

(1). The DFIPS staff will search the National Audiovisual Center and
other audiovisual product libraries for similar products. '

(2) protentlally suitable audldﬁsual materials are found, you will be
given an opportumty to accept or re]ect them.

(3) If the materials are rejected orif no suxtab]e substitutes are found B

the Director, DFIPS, will evaluate your request for approval,
dlsapprova] or modification.

How to Obtam Products from’
Audiovisual lerarles (C)

NRC staff may send requests to DFIPS for audiovisual products
maintained in the NRC documentary collectlon and in the collections
of other organizations. DFIPS will maintain records of loans and
returns for those products located within DFIPS and other lending
organizations.

How to Request Support of Non- DI
Government Audmwsual Activities (D)

The procedures described in Sectlon A for submitting proposals must
be used for requestmg support of non- -Government audiovisual
activities. These proposals will be evaluated in the same manner as
NRC proposals. If the proposals are approved, DFIPS will develop a
Request for Procurement Action for support of the activity, maintain
technical cognizance, and evaluate the result.

or Pbotographlc Equlpment at
Headquarters (E)

Submlt requests to DFIPS for assignments of equipment and for

- maintenance of that equipment. The audiovisual and photography
staff will provide instructions in the use of the equipment requested. as
‘necessary.

(Revised 6/17/91)  Approved: May 9. 1991
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How to Request Audlowsual and SRR

Photographic Equipment, Fac111t1es, T
and Maintenance Semces at NEEES

Headquarters (F) S , :

' Submlt all requests for audxovxsua] and- photograpmc equipment,

“:facilities, and maintenance services to the Director, DFIPS, on NRC

Form 34, Requisition for Supphes Equipment, or Labor Services
(Exhibit 2) for approval reviews.

v e

- Alf‘\‘,

P

B R i
[ “

How to Acquire and Maintain .
Audiovisual and Photographlc ,_,;';;',}i.j
Equlpment in Reglonal L

. Ofﬁces (G) SRTINRTE NI -':::3,7'_*.-',‘-" o S
f‘;j Submlt all requests for the acqmsmon and maintenance of audiovisual
" and photographic equlpment to the regional DRMA for all purchases
under $2,500. For purchases over $2,500, have the DRMA submit the
request on NRC Form 34, Requisition for Supplies, Equxpment or, .
Labor Services (Exhibit 2), to DFIPS' for approval rewew e
Maintenance of Office-Specific Training. .
Tapes, Slides Transparenc1es, _and | R
Photographlc Prints 1) .
e Al Each office. should retam its own training tapes shdes transparencxes,
R and photographlc prlnts 1f used exclusxvely by that office.
How to Request Photographlc’ s "‘?O.f‘-'»‘z

Services at Headquarters (1)

Submit an NRC Form 459 to obtain photographic services.
Photographxc services may be requested for award ceremonies.
signing ceremonies, official portraits, official passports. equipment
and industrial models. etc. Requests for photo retouching will be
referred from the Printing, Audiovisual, and Mail Services Branch,
ADM, to the Automated Graphics Section, IRM, only after the
approval of the Chief, Printing. Audiovisual, and Mail Semces
Branch.

L o ' R o N At .
Approved: May 9, 1991 (Revised 6/17/91) g3
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How to Request Photographic-. \
- Semces at Headquarters . (contlnued)

A

If copyrighted material is involved;: the: requester must 1ndxcate on.
NRC Form 459 that permission to use that material has been obtalned e
from the copyright holder. (See NUREG-0650, Rev.1, Section 3.4 for: '
-information about obtaining copyright releases.). Send the completed
tl ' Form459 to the Printing, Audiovisual, and Marl Serv1ces Branch, mail
oo . w o stop P=203. L :

When to Schedule Services (J)

Request photographic semces a week ahead of tie. Then allow two'
to three days for film processing and’ prmtmg (Othenwse NRC pays r
premium costs for tighter deadlines.) Tt :‘;5

To request photographic services after normal workmg hours, submxt a
.. amemorandum specifying the reason for the assignment along with a
R »Form 459 to the Chief, Printing, Audxowsual and Mail Services
S L Branch mail stop P-203.

How to Request Photographlc
Services Outside the o |
Washington, DC, Area () . i{ EERRES A cayeel

For headquarters offices needlng these sérvices. contact DFIPS W hlchf‘ -
will arrange for a commercial photographer to provide the servicesin' “
. the area.where they are needed. For regional offices. these services
.. may. be provided by.a, ;egxonal ‘staff member or by a professional
. photographer whose services are ‘obtained by the regional DERMA.
All photographs and negatives taken by a. contractor become NRC
property. o ‘

L

4 : . (Reyiscd 6/1,7/21) . Apprm’ed: May 9. 1991
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A

e e v A momens s me mmewal e iy cma ma w6 e e s mn e o w -

I
S
T
i
[

Glossary' -
[T 'I'he following definitions are derived from Office of Managementand - -
j Budget Circular A-114, “Management of Federal Audiovisual "
i Actmtles,” March 20, 1985.- L NP AN L PRI

- CoT Audlovrsual Actmtnes Use of equxpment facﬂmes personnel
=T osupplies,-and accessories to provxde an audlovxsual semce or to !

1 -

el produce an audxovxsual product T . o

) ’ Audlovxsual Equipment. Equxpment used for the recordmg,

i productlon reproduction, processing, dxstnbutxon, or exhibitionof "+~
-~ = audiovisual products. .

Audxovxsual Facility. A bulldmg or.space wnhm a buxldmg, owned or
e opera_ted' by the Federal (}ﬁgyemment that houses an audiovisual

C e meee o o activity, audiovisual equipment, or has the capability to providean ..

_ audiovisual service. Space used to produce an audiovisual product ",

with' portable equipment may be classxf ed as an audiovisual : i i

e facxlxty R e T T ettt

T Audnovnsua] Productlon. Aprepackaged arrangement of audiovisual -
and visual elements, including motion plctures video tapes,sound ~

w.ww .. . _. _tapes and recordings, and slide shows into a unified presentatlon

S desrgned to communicate, mformat10n to an-audience. -~ - - -

— ..I

Audiovisu al Products. Material contalnmg sound or visual i 1magery for ‘;
T conveymg a message; refers to-slide sets,~film' strips,-motion - ;;
! pictures, television (film, videotape, and disk), audio recording
(tape and disk), and mixed media (any combination of two or more
media) productions.

Audiovisual Services. Those functions performed in the production,
reproduction, utilization, broadcasting, distribution, and storage
of audiovisual products. Included are such functions as scripting.
photography, film processing, videotape transfer. sound recording

> v+ and duplication; tape or film editing, audiovisual med:a depository- -
-~ -=—=-_- - - and records:center-operations, and. support and maintenance of i
| ‘ audiovisual equipment and facilities. ;

l

) s m e e a—— s aae e e s e PO

Photographlc Services. Onsne photography laboratory photography, -
<ew sy - ... photographic.. copying. . enlargmg/reducmg duphcatmg and
ST T ]aboratory film processing ‘services. T e e

ces -y
e ¥

Approved: May 9.1991 " (Revised 6/17/91)" ' | 5
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Exhibit1 -

NRC PORM 450 LR S . U.S. Nocmn REQUMTOQYOOMMI&NON JO8 NUMBIR Rane sint)
Soncat 6299 S R PRTS B P ey T N SN MU I
REQUEST FOR AUDIOVISUAL AND PHOTOGRAPHIC SERVlCES"' ISR RS
. REQUESTING OFFICE DATA (The cnnupmun ofiov ancs buw svst bo shoshad bofor roguent wll bo stwrrdd
R B . s - et . ool . oy L - PR T2 S S B R PV Y f
. &>
PR SR S .S S DY NI A ST A A AR Y .
] 2 3 . . . 7 [ » W L, 12 0 93 1 19 0 18 19 e 1 % 24 KD
ASGULSTER TRLLFONE RAIL MAN STOP MUMSLA
OF AROUEST ANO TIME REOUIAED ¢t
R R , L. AT CE IR I R G o
A I3 . . el D PRy
TITLE OF ASOULST IR LT e L | CLASSIFICATION © | caus ron mexue
R Qassmes L]u-u.usm:
. . onem L. . ../ LY ln(mmnvuu.
“ Lo . . . ~ PHOTOGRAPHIC LABORATOAY SEAVICES /Chect and somnie of spgvesrws howe) . . 1. 1
ol BLACKANDWHITE . .+ (i, ... . | 1] COLOR
OUANTITY (EADHY st OUANTITY EACHS
— Iomu -
~Ntr.
R Iovuuus.-am
~ 1 Yo
PROOF SHILT AT
PHOTOGRAPNEN SEAVICES -
PIRSON TO CONTACT (¥ eter o reavame /™ o . | yearnone samsn || cartrigumeo | TIME ALOUIRED
(RTINS L4 BT TR N EEETEE A . T S AR AL
LOCATION | - | ST PR T U e Ahrzear o i E
e }."'f LT .0 Coget Iz y b rrey e e b .,
Ty -
AUDIOVISUAL SEAVICES /Chect angragrio e srut ompionn wrwdw Spamal irawurtiors) - -
VIDED AECORDNG AUDIO RECORDING .. . OTHER
VIDEQ DUPLICATION & [~ .p .0t AUDIO DUPUICATION - S
VIDED PLAYBACK PURALIC ADDRESS
SPLTAL INSTRUCTION - -’
ey . ‘. (2NN - .
. . i
)
f
. L
+ . -
’ s & 1
, f
L " K i K SN
' - 0
PRI ¥ AR T L
v (] oy SIGNATURES 'Must be sxtivcied fav shar sorvece) .
MATIRIAL SUSMITTEO BY l OATE, ] ALOUEST FOR EXPIDITED SEAVICE (franch Chel o above! I DATE
N s
Drweman Owecrer @ above) CLia . . . OATE
. PYRia PR . s PO T R A :
. ) 1 -
it il i R Ly e . - . :
mﬁ» CoryRCrIUD MATERAL TS V0LV (D 1ok Fiek TOAD DYocaTh Toead 71N T30% TO UST Toat WATLAIAL HaB Bete OSTAmED FADw TnE
COPYRIGHT OWNER PLEASE SIGN BELOW YO INDICATE TWAT YOU HAVE RECEIVED SUCH PERMIS!
ADMINSTRATIVE OF FICER I oaTt

ORIGINAL

(Revised 6/17/91)  Approved: May 9.1991 |
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e e - o N

Exhibit 2A -

NAC FORM 24 .3, NUCLEAR REGULATORY COMMISSION
e REQUISITION FOR SUPPLIES, EQUIPMENT, OR LABOR SERVICES .., o

B.PROCESSING OFFICES
1. REQUISITION NUMBER

FOLLOW INSTRUCTIONS ON AEVERSS OF FORM SET.
Retain “Aoquestery Pendkng Copy™ for record bmil § copy is retumaed.
SUSMIT THE FORM SET T0: PROCUREMENT AND PROPEANTY BRANCH

A.REQUISITIONING ORGANIZATION
Il.mONi NO.

1. REOUVESTER 3. DAT! OF ﬁﬁQ 2 FUNCTIONAL CODE
IEE ST ARSI 1

| ———————
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- PREPARE SEPARATE REQUISITIONS FOR EACH OF THE FOLLOWING GROUPS:

GROUP : : . ITEMS
— A LT . . || —
1 Stock Items.

* Office supphes cned in the NRC Stock List of Supphes. Snte stock ltem number, de:cnpnon -
and quanmv. -
Forms hsted in the NRC ‘Stock List of Supplies or NRC Fo‘r'm-: #acsinl‘i'ie Handbook 23 beiﬁg}'_ S
available from Procurement and Propeny Branch. State stock number, form number, title
and quanmv. ’

(lTEMS IN GROU§S2 THROUGH 5 REQUIRE APPROVAL 6F PﬁéPERTY CUSTODIAN -
- AND- OFFICE/DIVISION DIRECTOR OR DESIGNEE IN BLOCKS ABa & ABb AND
JUSTIFICATION IN BLOCK D.2., "DESCRIPTION o I

-2 Supply ltems not mcluded in the NRC Stock ‘List of Supplies or NRC Forms Facsimile Hand-

book.
3 Petty Cash )
4 Office Furniture
5 . Office Equipment
6 Spelcialized Equipment
7 File Cabinets, Special Filing Equipment, Bookcases, and Wall Shelving
8 Carpeting
' 9 . Mc;ving Services
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RETAIN "REQUESTER S PENDING COPY” FOR RECORD UNTIL FOURTH COPY, “REQUESTER '
{NOTICE OF PROCESSING ACTION),” 1S RETURNED.
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