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Automated Graphics Servrces
Dlrectlve 3 25

Pollcy

(3.25-01) L o
It is the policy of the NRC-to provide graphics services to agency
employees for any visual communications, graphics desi gn, computer
graphics, and graphic arts required- by NRC programs '

Objectives

(3.25-02) e

o' To ensure that ‘t}ie'ag'ehéy' 's'graphles services are provided in the
most  effective, efficient, and - economlcal way consistent with
agency standards (021)

o’ | .‘Alo Toi ensure that all graphlcs servrces are used solely for NRC official
busmess (022) i e

e - To ensure that graphics products comply with security regulations
~ and copyright restrictions. (023) i+ ik

» . To ensure that the graphlcs functron rs fullymtegrated with NRC’s
- computer systems. (024) - Ty

- o To ensure that graphics products are compatrble with current and
emerging NRC computer technology and computer graphrcs
systems to avoid redundancies. (025) TR

e To ensure that graphics products comply with Joint Committee on
- Printing regulations :and- with NRC pubhcatlon standards and
guidelines. (026) &7 7 Lo D
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Part 1 - Pubhcatlons, Mall and Informatlon Disclosure ‘

. i

Directive 3.25

Organizational Responsibilities and

Delegations of Authority
(3.25-03)

The Director, Office of Information
Fespurces Management (IRM)
031

o Develops and mamtams in consultatlon with office directors and
regional administrators, those policies and guidélines on the’
submission of work and the efficient use of all facﬂltles and ,
equipment for NRC graphics services. (a) o

* Reviews the efficiency and effectiveness of graphics services pro-
vided by NRC and its contractors. (b) :
The Dlrector, Dmsnon of Inforniétnon

Support Services (DISS)
(032)

¢ As delegated by the Director, Office of Information Resources
Management (IRM), develops and maintains policies and
guidelines for the efficient use of all fac111t1es and equipment for
NRC graphics services. (a) ’

e Provides visual commumcatlons, graphlcs design, computer
 graphics, and graphics serv1ces and adv1ce within NRC facilities or
secures contractor support to meet agency requirements. (b)

e Budgets for agency-wxde requ1rements for graphlcs services and
related equipment. (c) £

o » Provides graphics design services:for NRC- books, booklets,
pamphlets brochures, and some: publications in the NUREG
senes @ ,
h i LA T . R I I
Dlrectors of Offices and Reglonal

Administrators
(033). |

o 1, e i - Al-\l“'.

Approve all requests for contracted graphlcs services that are
estimated to exceed $2,500. - _

2 Approved: October 17, 1991 ™



Automated Graphics Services -
Part 1 —'Publications, Mail, and Information Disclosure
Directive 3.25

Directors of Offices and Regional

Administrators
(033) (continued)" P . )
“o """ Ensuré that computer graphics file ‘formats purchased through
- contracts are compatible with agency standards or provide procedures
by which graphics files can be converted to a standard format.
Applicability =~ v any
(3.25-04) R
Employees and Contrab’tors
041). . e L
The provisions of this directive and handbook apply to and must be
. followed by all NRC employees and NRC contractors.
Handbook ~ . S
(3.25-05) R T .
| Detailed proéeaurés and guidéiines a_ré set forth in Handbook 3.25.
References
(3.25-06)

1. NRC Management Directive 2.2, “Planning and Control of

Automatic Data Processing (ADP) Resources” (formerly MC
0904).

2. NUREG-0650, Revision 1, “Publishing Documents in the
NUREG Series,” November 1990.

3. 44 US.C., “Public Printing and Documents.”
4. 17 US.C., “Copyrights.”

5. NRC Management Directive 12.1, “NRC Facility Security
Program” (formerly MC 2101).

6. NRC Management Directive 3.15, “Audiovisual and Photographic
Services” (formerly MC 0261).

7. NRC Management Directive 3.7, “Unclassified Staff Publications
in the NUREG Series” (formerly MC 3201).

Approved: October 17,1991 . 3



Automated Graphics Services:. .
Part 1 - Publications, Mail;-and Information Disclosure.

Directive 3.25

References
(3.25-06) (continued)

8.

10.
11.

12.

14.
15.

NRC Management Directive 3.8, “Unclassified Contractor and

. Grantee Publicationsin the NUREG Series” (formerly MC 3202).

NRC 'Management Directive 3.13," “Printing, Copying, and

- Typesetting™ (formerly MC 0260).

NRC Management Directive 3.55, “Forms - Management” ‘
(formerly MC 0233). '

NRC Management Directive 3.57, “Correspondence
Management” (formerly MC 0240). - o

NRC Management Directive 10.72, “Incentlve Awards” (formerly

-MC 4154)..
13,

Guidance ' on Preparation and- Processmg of Vlsuals for
Commission Briefings, transmitted via OEDO memorandum to
Office Directors and Regional Administrators, September 1, 1989

10 CFR 1.53, “Use of NRC Seal or Replicas.”

Government Printing. and Bmdmg Regulatlons, S. Pub. 101 9
February 1990.
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Automated Graphics Services
Part 1 - Publications, Mail, and Information Disclosure

Handbook 3.25"
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Automated Graplncs Ser\ ices -
Part 1 Pubhcatlons, Mall and Informatlon stclosure .
' -~ -~ -~ -~ Handbook 3.25

DU

Automated Graphlcs SerV1ces

Introductlon to the Automated e
Graphlcs Sectlon @ - ‘-'1: | SRLTU

K -~ The Automated Graphlcs Section (AGS) uses both computer software
packages and traditional illustration techniques to generate a wide
-range of graphlc products for clients throughout the agency. The AGS
'provides its clients with the means to efficientlyi integrate graphicsinto
- a computer environment, thereby sxgmﬁcantly reducing the costs of
‘typesetting and pasteup, reducing the time needed to generate
products, and increasing the client’s ‘control over the production
process. Personnel who wishto develop graphic products for agency
publications and presentatlons should contact the AGS for assistance
in meeting the agency’s graphlcs standards and in using the agency’s
approved software. -

“Computer Graphics @0

Computer graphics are images that are generated by or imported into
a software package and that can be manipulated ‘on the computer

screen, printed, and stored for future use. The AGS supports anumber -

of software packages for graphic applications that will import and

w0 o ,i, ’generate charts, graphs, technical illustrations, tables, and materials
for a variety of visual medla (vxewgraphs 35mm slides, color
prints, etc.). ERERERN

Scanning (2) < o

The AGS employs computer digitizers” (“scanners”) to import
preexisting art into the graphlc software packages. A scanner transfers
a two-dimensional image into an “electronic format that graphics
packages can read and manipulate. Using this technology, AGS can
make electronic coples of photographs drawmgs and otherimages on

paper.

Approved:: October 17,1991~~~ 1 -



Automated Graphics Services

Part'l - Publlcatlons, Mall and Informatlon Dlsclosure ,
Handbook 3:25 - -

Introduction to the Automated
Graphics Section (A) (continued)

Templates (3)

Templates are predefined electronic formats that allow users new to
the ‘graphic arts, the agency’s visual ‘standards, and the agency’s
publication process to develop artwork that automatically conforms to
agency Sty]lSth standards. Templates also increase productmty by
automating parts of the productlon process and- ensuring that _
document format is consistent and professional. The AGS has
developed graphic templates that automatically determine such design
specifications as the following:

o Thiéknéss length, and location of ruled lines (i)

o Locatlon of shaded boxes and the amount of gray used (ii)
. .Tab settmgs (iii)

) Allgnment and mdentatlon of paragraphs (1v)

e Size'z and shape of bullets (v)

o Size and typeface of headlngs text, and captions for overhead
visuals and many publications (vi) |

Products of the Automated
Graphlcs Sectlon ® | |
- The AGS prov1des a wxde vanety of graphlc products and services:
Techmca] Illustratlons (1) |
Technical illustrations include the following:
~ o _Line drawings (i) . | ;
. »'Schematlcs (ii) .
' Proportlonal drawmgs (iii) -
'o " ;’Maps @{iv)

o Detailed copies of “blueprints” (v)

2.0 L ~ Approved: October 17, 1991 ;..



Automated Graphics Services
Part 1 Publlcatlons, Mall and Informatlon Dlsclosure
" ' Handbook 3.25 'i ‘

v

Products of the Automated S e SR
Graphics Section (B) (continued) S e P

These illustrations représent physical components, activities, ideas, or
concepts and must often conform precisely to the specifications of the
original. The AGS'can prepare original technical illustrations and
transparencies or can copy material from existing documents that are
not copyrighted or classified. NUREG-0650, Revision 1, “Publishing
Documents in:the NUREG "Series,” November 1990, provides
additional mformatlon about the use of techmcal illustrations.

L Presentatlon Graphlcs (2)

-'Presentatron graphlcs mclude the 1mages used for slide shows,
“overhead projections, electronic exhibits, and television displays. The

AGS ‘can-provide -the following products and services for graphics
presentations: (a) % :

. = Advice on the most effective method of presentation. (i)

.. » Conversion of draft presentat10n materials into visual products of

o professxonal quahty (u) SEURHRES

. -Creatlon of ongmal presentatron graphlcs of professional
quahty (111)

. : The followmg presentatron graphlcs are avarlable from the AGS: (b)
e ; .35mrn slldes @, e "

o Vrewgraphs (ii) (J.a PRI

e Color prints (iii)

4+ 7+ & "Bladk and white prints (W)

- ;r~‘,‘Electromc presentatlons (e]ectromcally stored and retrieved) (v)

ot

T TelevxSron graphlcs (stored as: paper copy -and projected

electromcally) (v1) e

. ;;Presentétlon graphlcs for ofﬁmal agency presentatlons in the
. -Commission’s - Hearmg Room- must. conform to the following
dimensional. ratros, vertlcal to horizontal: (c)’

- .Approved: :October:17,1991: - = "~ o | 3



Automated Graphlcs Servrces |

Part 1- Publlcatlons, Manl and Information ) Drsclosure
Handbook 3.25

Products of the Automated
Graphics Section (B) (continued)

Presentation Graphxcs 2) (contmued)

e Video Proportxons (3:4) (Exhlbxt 1) ()
- o' Viewgraphs (7'9) (Exhibit 2) (ii) |
. 35mm slides (2 3) (Exhibit 3) (m)

Requests for presentatlon graphlcs for meetmgs of professional
societies or for other functions outside the agency must be submitted
in writing, include a justification statement, and be signed by the
‘requester’s branch chief or a higher level authority. NRC Management
‘Directive 3.11, “Conferences and Conférence Proceedings,” provides
detailed guidance for planning conferences and conference
proceedings. (d)

Design and Layout Servicés for NUREG-Series Publications 3)

- The ' AGS staff can-help the client to determine the most effective
graphics format and layout of the document. The AGS staff will meet -
with clients as necessary to discuss detalls of the product and the
production process. (a)

In addition, the AGS can help to de51gn a cover, a title page, and a
spine ‘for- thé” document.’ These nonstandard designs must be
preapproved by the Director (or a designee), Division of Freedom of
Information and Publications Semces (DFIPS), Office of
Administration (ADM). (b)

Specialty Products (4)

The AGS staff can also provide the followmg specralty products
Requests for these specialty products must be justified in writing,
- signed by a branch chief or a higher level authority, and addressed to
the Director, Division of Information Support Services (DISS), Office
s - of Information Resources Management (IRM)

e Mastheads. The AGS can desx gn and prepare camera-ready art for

-+ ; mastheads or'logos for serial dociiments; This request should be
*.coordinated with the Printing; Sectlon Prmtmg, Audiovisual, and
‘Mail Services Branch, DFIPS. (a)

4 S . Approved: iOctober 17, 1991
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Handbook 3.25 .

Products of the Automated o N
Graphics Section (B) (continued) e T

o

......

Specialty Products (4) (continued) " ..

Certificates. The ‘AGS can help to design certificates for awards,
Commission appointments, and .training courses. The AGS can
provide calligraphy (hand lettering) on certificates for positions
appointed by the Commission and for ‘the following awards:
Service of 35 Years (or more) and NRC Honorary, Meritorious,
and Distinguished Service. The Office of Personnel must approve
and process most award certlﬁcates and all training certificates. (b)

JFraming. The AGS can frame materials only for the Chairman or
the Commissioners. NRC Management Directive 13.1, “Personal
Property Management” (formerly MC 5201), requires that all

- ..requests for .framing, matting, .or -mounting of official NRC

material be submitted on NRC Form 34 (see Exhibits 4A and 4B)
to the Dmsxon of Contracts and Property Management (DCPM),

: .ADM (C)

Slgnage The AGS can desrgn srgns only when requested to do so

.. on Form 245 '(Exhibit . 5) -through the . DCPM. The restrictions

imposed by the owner of the building must be considered before a

si ign is hung or a free-standing sign holder is placed. Free-standing

sign holders may be obtained from DCPM by submrttmg
Form 34. (d) '

"Tabs ‘for"-Documents.” The "AGS can: design thumb tabs for

- documents used in ringed binders. These tabs should be requested

- during initial planmng dxscussmns with the AGS. Requests for tabs

-7 that extend beyond the pages must be approved by the Pnntmg

Secnon, DF]PS (e) .
Forms. The AGS can’ help de51gn forms All forms must be

'-' rapproved by the. Informatxon and Records Management Branch,

DISS, IRM. (f) SR

NRC Seal. The agency restncts the use of the NRC seal or replicas
to the followmg (g)

'j .. NRC letterhead statxonery (1)

s ,.' .. NRC award cernﬁcates and medals (n)

~* " Approved: : October 17,1991 . *
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Handbook 3.25 :

Products of the Automated
Graphics Section (B) (continued)

Specialty Products (4) (continued)

e NRC security credennals and employee identification
' Acards (iii) :

e NRC documents and pubhcanons (w)
e ‘NRC plaques R
@ The NRC flag (vi)

e NRC films (approved by the Dlrector Ofﬁce of Governmental
L and Pubhc Affalrs) (vu) 4

"o Any’ other uses " the Secretary of the Commission finds
appropnate (viii) o

o Orgamzatmnal Charts. The AGS i.can help to design

organizational charts approved by the Office of Personnel. An

* originating office may, without seeking approval from the Office of
AN Personnel desrgn orgamzanonal charts on its own. (h)

F ..

Procedures for Usmg
Graphics Services ©)

l N

Submrttmg Requests for Graphxcs Services (1)

o NRC Form 460 “Request for Graphrcs Semces.” Complete NRC

. Form 460 (Exhibit 6) to obtarn graphics services and include the

" name and srgnature of the requester. Indicate on the form what

type of support is needed and, if necessary, include a brief

.- description under the Special Instructions area. The form also must

- v indicate under the “Type of Semce” sectlon how the final product
will be used. (a) : SO

_ Submit.the, NRC Form 460 and. source material directly to the
AGS. prossxble schedule an appointment with the AGS to discuss
the work and the completion date. To avoid the high cost of urgent
“last minute” graphic arts services, consult the AGS early in the
project for advrce and guidance. If the work is “rush or priority,”
]usufy this requirement ‘on the NRC Form 460. (b)

6 - L | Approved: ' October 17, 19911+



Automated Graphics Services
Part 1 - Publications, Mail, and Information Disclosure
" Handbook 3.25 ..

Procedures for Using
Graphics Services (C) (continued)

Submitting Requests for Graphics Services (1) (continued)

. e Source Material: Furnish.original drawings or sketches with
typewritten copy. Handwritten -material will be accepted if it is
legible and of consistent quality. Write the author’s name and

‘telephone number on*the back of ‘each figure submitted. All

information ‘should be in black, with'line or tone patterns to
differentiate data in charts or graphs. Use a key that identifies
symbols and abbreviations. When ‘appropriate, specify the
.+ proportions:used or include a scale of relative distances. When

possible,'ﬁse:,‘léft-'to‘-right-drifehted",.lgt'terin'g rather than top to

N Vs : —

"bottom.- Above all, remember 'that ‘only one or two types of
information should be presented in each visual. (¢)

If the original document is not available, submit the best available
“copy to avoid extensive redrawing and to ensure an acceptable end
‘product. Existing’ graphics material ‘will be redrawn only if the

\_/ ST .. words or numerals are 'unrcaqabhlue., (d

 All material submitted for professional graphics treatment must be
in final concurrence, not at adraft stage. (€)

o Photographs.: All-photographs submitted should be printed in
.- black and whit_q‘i_x‘l_eithelj 8- by 10-inch or 5- by 7-inch size. (f)

If photographs are to be taken, contact the NRC photographer,
* DFIPS. In making the photo arrangements, specify that the photos
are to be shot ‘and printed in black .and white. To request and
schedule the photo session, call FTS 49-27559. (8
© - Photographs submitted must have sufficient contrast (a wide range
S -+ " of tonal gradations ‘between highlights and shadows). Handle

* s ibphotographs - 'with - the .. utmost;i care. Do not write on
!+ :iphotographs—front or:back—or on an overlay that comes in

+ wimort s e contact with the photograph. The pressure of the pen or pencil will
i+ 5+ cause an impression that will show on the surface of the photo and
will be picked up in the printed piece..For similar reasons, do not
use paper clips. Do not fold or roll photos as folding or rolling will

“* cause cracksin the emulsion, which will appear in the printed piece.

" Never trim‘a photo to its final size. Instead, make a copy of the
e “photographi‘anid mark in'red irik-any notes and the areas to be
\_/ -7 e S trimmed of cropped.-Attach this copy to the original photograph

Approved: October 17, 1991 | 7



Automated Graphlcs Servnces
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Procedures for Using
Graphics Services (C) (continued)

- Submitting Requests for Graphics Services (1) (continued)

and submit: them both to the AGS. In addition, provide simple
ﬁgure captlons for photographs. (h)

o Copyrnghted Material. If copynghted materxal is involved, attach

, - -to NRC Form 460 the permission to us¢ the material granted by
the copyright owner. (See NUREG-0650, Revision 1, Section 3.4,
for guidance.) (i) L

e Electronic Submittals. The data from a software program may be
fcaptured and imported into computer systems capable of
‘replicating many different types ‘of graphics. To use this cost-

effective and t1mesav1ng technology, consult with the AGS at the

beginning of a project. Submit matenal to the AGS on a floppy

diskette that identifies the software program and file format, along
- with a hard copy annotated in red ink. (j)

Because of the constantly changing state of the art of computer
- graphics, consult AGS at the begmmng of a project to ensure file
© format compatibility. (k)- .

Speclahzed Computer Graplucs Services (2)

° Harvard Graphlcs Desngn Support. The AGS has created a series
o ~ .. of standard design templates;and background formats using
T " Harvard Graphics software and has distributed software

' appllcatlon diskettes. (a) :

Tralmng in the use of these ternplates is available through the ITS

e L Tramlng Laboratory (through the Office of Personnel), and
i ' © . “technical support is available through the ITS Support Center

o 2 - facilities located in both the Phillips Building and One White Flint
¢oeost o Norths-The AGS -provides a briefing:at the beginning of the
e .+ < Introduction to Harvard Graphlcs class on how to choose the right
mdelee 0o aude chart for a data comparison and gwes tips on the preparation of

A ='?presentat10n graphlcs (b)

O e~;; o AGS can create full color hlgh-resolutlon 35mm slides from a
O Ve .1 Harvard Graphlcs design template diskette fora presentation fora
B N R L professmnal meeting or a seminar outsxde the agency, for training,
gty 'a:.—:i;i;:,_ c:iis « for a briefing that will be. repeated or for a public Commission

—

8 - S Approved: October 17, 1991
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—/

Procedures for Using TR
Graphics Services (C) (continued) R T

- Specialized Computer Graphics Services (2) (continued)

meéting EApeCted o involve broad publié interest. One black and
white laser print.will also be supphed for making copies. (c)

° Usmg Han ard Graphxcs De51gn Template Style Sheets. Data entry

- sheets (Exhlblt 7) are available for plannmg and preparing

presentations. They give a precise framework in which to compile

. ... data and,information. In addition, they clearly indicate the

o lxmltatlons and restrictions of each design format. Simply fill in the

. . data entry sheets with a red pen, attach them to an NRC Form 460
(E).hlblt 6) and submit them to the AGS staff. (d)

Automated Graphlcs Sectlon Assxstance Durmg the Publications
Desxgn and Layout Process (3) - SN

" Graphics Desxgn Semces The AGS graphlcs designerscanhelpan
' “NRC author to maximize the visual effectiveness and readability of
U co o a document. The de51gner analyzes the interaction of content and
L T 'graphlcs ‘and recommends the appropriate format and layout,
typefaces, type 51ze lme length lme space, and so forth. (a)

. Desngn Process; Phasel: Conceptual ‘Once the narrative has been

* 'determined and the chart, graph, photograph, and image needs

" -have been identified, contact'the AGS. At this time, obtain a

. NUREG number and meet with the staff of the Editorial Section,

' Regulatory Publications Branch (RPB) DFIPS, and the Printing
Sectlon "DFIPS. (b) c

NUREG Number. To determme 1f a NUREG number will be

, "necessary, ¢ call the Prmtmg Sectlon DFIPS at FTS 49-27705.
'~ The staff wxll arrange a meeting to discuss the publication

production requirements and schedule for the document. (i)

e Editorial Review. Submit the draft text and visual materials for
editorial review to the Editorial Section, DFIPS (call
FTS 49-28926). (ii)

e Printing Coordination. During the conceptual phase, meet
with the Printing Section, DFIPS, to obtain color printing
authorization if necessary, recommendations and advice on
printing concerns, and a schedule for dellvery of printed

l : : copies. (iii)

Approved: October17,1991: ", 9 "
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Part'1’~ Publications, Mail, and Information Disclosure
Handbook 3.25

Procedures for Using
Graphics Services (C) (continued)

Automated Graphics Section Assistance During the Publications
Design and Layout Process (3) (continued)

~ Also, meet with the designers to define the visual layout, format,
typeface, size, paper, color, and so forth. The AGS will then create
a mock-up depicting the size, color, and cover for review and
concurrence. (C) "

This is the time for discussion and changes. During this phase, the
'designer and the author or the editor need to meet frequently to
“ensure that design choices and d{e;ciisijons'are clearly conveyed. (d)

T N osrdyy oo

After the design is approved, the AGS staff will create typesetting
" or composition ‘specifications for the'text. The Printing Section,
DFIPS, will then typeset the text ‘or send it to a typesetting
contractor. To request information about scheduling typesetting
for publications, call the Printing Section at FTS 49-27705. (e)

"~'s  Design Process, Phas¢Il: Camera-Ready Copy. Thisphase entails
' the actual drawing, rendering, and' placement of narrative text,
photographs, and images. It is essential to provide all materials in

., final and legible form. Any proofreading in this phase should be for

+  typographical errors, graphical mistakes, misalignments, incorrect
placement of captions, and so forth, not for editorial changes. (f)

Once camera-ready copy is final, there will be an opportunity to
proof the material before it is printed: (g)

o . Design Process, Phase III: Printing the Document. When final
" .,,camera-ready copy has been proofed and approved as final, submit
~ it to the Technical Publications Section, RPB, DFIPS, ADM, for
. processing and printing, (h)

v
A

t. R ETIeaT
e K

0 Approved: October 17,.1991 ;..
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R N L L T *Handbook 3.25

Glossary. -
Artwork. Images or text ready for reproduction.
Calligraphy. The art of decorative handwriting.

Camera-Ready Art. Artwork in final form, w1th -any overlays, Pantone

" Matching System (PMS) color ~specifications, and printer
specifications, ready to be photographed and printed without further
alteration. :

Computer Graphxcs Services. Creatlon of charts graphs, technical
_«- - illustrations, and tables with- computer software

++ Design Style Sheet. A collection of specxﬁcatlons for the design of
brochures -and pubhcatnons that stlpulates typeface, type size,
‘paragraph indents, spacing, image placement and ‘the consistent

; mtegratlon of visual elements on the page.

Graphic Arts Services. Pubhcatlon layout and de51gn cover and title page

. design and preparation for non-standardlzed reports and documents;

: design of brochures, pamphlets, posters, flyers, binders, exhibits,

. displays, certificates, plaques presentation art, 1llustrat10ns, charts,

. graphs, and maps; “and computer graphlcs art, imaging, image
i scanning, and processmg for wsual commumcatlon products

Graphxcs Flle Formats. A software program ’s way of descnbmg images.

[T

Grid. A page layout de51gn template contamlng predefined margins and

" columns to establish design options. Grids are used to ensure visual

- \ con51stency between each page of : a document or between related
‘ : ! de51gns : :

_ Laser Printer. A hlgh-speed pnnter that produces letter—quahty hardcopy
P of computer data using laser technology “

 Line Art. Black-and-whlte 111ustratlons that contaln no gray tones.

~QOutput Device. An instrument or tool, such asa plotter a printer, or a film
) recorder, sed to generate a ‘master copy of a graphic.

Pubhcatlon or Report Graphxcs Paper graphlcs used in reports, as
* opposed to slides or transparencies. Report graphics can be outlines,
_tables, cover and title pages, or steps in procedures.

Source Material. Material submitted by the originator for graphics
services.

" Approved: Ocfober 17,1991 o 11
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Exhibit 1
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Exhibit 2.
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Exhibit 3
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Exhibit 4A -

-)

NRC FORM 34 U.S. NUCLEAR REGULATORY COMMISSION
REQUISITION FOR SUPPLIES, EQUIPMENT, OR LABOR SERVICES ,,, of
'F‘ou.t'.)v'«| INSTRUCTIONS o‘; RE\;ERSE OF FORM SET. B.PROCESSING OFFICES
etain “Requester’s Pend:ng Copy® for record until » copy is returned.
SUBMIT THE FORM SET TO: PROCUREMENT AND PROPERTY BRANCH 1. REQUISITION NUMBER
A. REQUISITIONING ORGANIZATION
1. REQUESTER lz. PHONE NO. 3. DATE OF REQ. |2. FUNCTIONAL CODE
. oc|cANIzAtlo~mltmm.—mnw;ls. SUILDING AND ROOM Ig_ MAIL STOP 3. REQUIREMENT APPROVED fSgneture)
2. SHIP YO {Consignes and D ion. Complete Maling Address) | . |4 REQUISITIONING OFFICER fSgnature) , | -+ | .
e s. ACTION SIGNATURE . DATE.
AY -
T s. POSTED oo T
b P.O. ENTRY . L e -
c. FILLED
8. APPROVALS (roms idtentified under Groups 2 through 9 on the reverse of this formmat T, . VR P
be aoproved by the Property Custodien end Office /fDivision or Designee.) d. DELIVERED
. COMPLETED
:;ﬂlly that personal property atsats within the { Oﬂlmmlmnn h-: been carefully -:mnd
axcess; arg fully uti and {he ems pre Bbsok G P o 1CA 4. 5s M3,
stsential to work paio:mmu and will be used only for ewsential, officis! purposes. - ';, A .:‘ T W NL-QJOJCERTIF TION OR FUNDS £ ‘?‘l"" PR
FUNDS AVAILABLE: ALLOTMENT SYMBQL 31X0200.
3. PROPERTY CUSTODIAN (Signetwre) - : : : FIN NUMBER 8 & R NUMBER * AMOUNT FUNDED
$
b. OFFICE/DIVISION DIRECTOR OR DESIGNEE fSimetwe) . P PR +7.- CERTIFIED BY {Signature) - - -« Ly DATE
o et ; ESAFARTE IR ASCSO R ML S GO AR o) VAN
v . D. REQUESTED ITEMS (Please Type or Print and Double Space Between ltems) *
2,DESCRIPTION 3. 4. LEAVE
1. 1TEM OR STOCK NUMBER <. INCLUDE JUSTIFICATION for Rema idemified under Grovps 2-8). ., |ovawnre] unit | Tiex
waa
re -
' -~
[ERE L S N
ot T
. . ’ N - . et - .
. T . i . R :
L -
eelnols ' TeliinuriT s e e < S I : . T
- . 'l/_’: Thrren L Tp ., s:' kX
-
The material sndor services ltemized above have been received in the quentity snd quality specified, 7. RECIMIENT (Spnacwre) ~|oate
- except 89 Otherwise noted,

NRC PORM 34 (3-80)

1. PROCUREMENT (VENDOR FILE)

o/

Approved: Ocfober 17,199%: """ .~ . S 15
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Exhibit 4B

INSTRUCTIONS

PREPARE SEPARATE REQUISITIONS FOR EACH OF THE FOLLOWING GROUPS:
GROUP - - ITEMS

1 Stock ltems: -
* Office supplles cited in the NRC Stock List of Supplies. State stock item number, descrlptlon
and gquantity.

Forms Ilsted in thé NRC Stock List of Supplies or NRC Forms Facsimile Handbook as being-
available from Procurement - and Propeny Branch, - State stock number, form number, title
and quantity.

(ITEMS.IN GROUPS 2 THROUGH 8 REQUIRE APPROVAL OF PROPERTY CUSTODIAN
AND OFFICE/DIVISION DIRECTOR OR DESIGNEE IN BLOCKS A.8.2. & ABb. AND
JUSTIFICATION IN BLOCK D.2,, “DESCRIPTION.”") . 7

2 Supply Items not included in the NRC Stock List of Supplies or NRC Forms Facsimile Hand-
book.
3 Petty Cash
4 Office l;urniture
5 pffice Equipment
6 Speciali.zed Equipment’
7. File Cai)inets, Special Filing Equipment, Bookcases, and Wall Shelving
C 8 Carpeting
9' Moving;Services

RETAIN "REOUESTER'S PENDING COPY" FOR RECORD UNTIL FOURTH COPY, "REOUESTER
(NOTICE OF PROCESSING ACTION),” IS RETURNED. .

13

16

S ~Approved: October 17, 1991
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Exhibit5 -

NRG FoRM 245 [ NUCIEARTECULATORT COMMISSIONL -~ Retaln last copy and SUBMIT IN TRIPLICATE
‘ ¢ P R T «To . LR TS e f
REQUEST FOR BUILDING ALTERATIONS AND SERVICES ‘| - FACILITY MANAGEMENT BRANCH ~ -« ¢
' DIVISION OF CONTRACTS & PROPERTY MANAGEMENT {
! o4
‘'REQUESTING ORGANIZATION - 1. FORFACILITY MANAGEMENT BRANCH ONLY - :
REQUEST DATE REQUEST NUMBER APPROVED e
B . . DISAPPRQAVED .
REQUESTEDBY. TELEPHONE NO. JOB8 NUMBER N FUNCTIONAL COOE - ~ ~
APPRQV&DG;:|S|gn.|u.) N - . \ ALQUISITIONING OFFICER'S SIGNATURE . - ;; ‘
TITAE [ %3 ¢ "
5 i
ORGANIZATION ) -|[PATE . : RS | A
- “ . )
PLEASE FURNISH THE FOLLOWING SERVICE(S) NECESSARY FOR OFFICIAL USE: ;
BNLDING A e . H)OM NUMBENS; - - . . L |PAARS ATIACHED | L L.
. DR : : RN H YES [ 1v~o
' - - R - DESCRIPTION ANDJUST!FICATION - : Ve
. . T e ', _.‘ Yoot by O .
o - BN i ia b
- X - ’ - -~ “1 TR
‘ : T ; oo
P ) ' . ’
i i e
' : | - - ? :
o . P . - 1
; )
} |
T
B
: :
i
t i
Lo et . I - - LT
' ; :
,’ ] T T T e
: 7 f i
i T R R N A o
GATE COMPLETED - - nzunw-rm-a P T P " - ..IDA" . o ... ot
, i : Lo N
§ . ]
NG FORM Db [ - - - - - - - -

< 7 7 PART 1 - COMPLETED ACTION -

_ Approved:. October 17, 1991’
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Exhibit 6

NRC FORM 400 U.S. NUCLEAR REGULATORY COMMISSION [ JOB NUMBER fLesve blank)
, REQUESTING OFFICE DATA (7The appropriate office code box must be checked before request can be started.)
. A i o : &
& 2 P * o & R
P S E oo SARS o.
W & e Tt S & & e g &S g«d ®
| I A R I M | y v ¥ t J ¥t ¥y ¥ 1 | 1
1 2 3 4 [ [ 7 s [ ] 1?01t 12 13 14 18 16 17 18 13 20 21 2 1m M
REQUESTER TELEPHONENO. -.. |DATE OF REQUEST |DATE AND TIME MAIL STOP NO.
‘ ' REQUIRED INot ASAP)
b
TITLE OF JOB FORM OR NUREG NO. CLASSIFIED CALL FOR PICKUP
- - R : UNCLASSIFIED | RETURN BY MAIL . .
- - e - PR OTHER _ -. | DEUIVER TO DISTRIBUTION] ',
TYPE OF S8ERVICE (Check and complete 8/l appropriate items. ) :
DESIGN i EXHIBIT COMPUTER GRAPHICS IMAGING |__J OTHER tSpecity) | NUMBER OF
ILLUSTRATION PRESENTATION CONSULTATION ORIGINALS
COMPOSITION PUBLICATION VIDEOGRAPHICS
' END USE (For information purposes)
VUGRAPHS mm SUIDES PHOTOPRINTS ~ PRINTED PIECE SIZE OF COMPLETED JOB
NEGATIVES NEGATIVES 5 x7 BLACK & WHITE 8%” x 11*
POSITIVES POSITIVES 8” x 10” COLOR 8% x 14~
COLOR COLOR BLACK & WHITE OTHER ISpecify) 1" x 17
OTHER (Speciy) OTHER /Specity) COLOR 30 x 40"
: OTHER (Specify)
SPECIAL INSTRUCTIONS
i ;
¢
1 1
' SIGNATURES :
MATERIAL SUBMITTED BY DATE '
A
i
L
MATERIAL RECEIVED BY OATE
{
: ;
COPYMGK‘IED MA‘IERIALS. 1t copyrighted material is involved, the fie should i 20N (0 Use that matenal has been .
Gl -y obtained from the copyright owner, P\uuliwlboiowwhdneno!ho(youhlvcucavv.d-uchpo'muum~ . P
ADMlNIS‘lRATIVE OFFICER DATE '
¢

T

PART 1 - ORIGINAL

18“"

Approved: October 17, 1991
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Exhibit 7

Data Entry Sheet For Chart in Harvard Graphics

'BULLET TEXT ‘SLIDE °
WITH REGULAR AMOUNT OF TEXT

« First Iine of text with seven words
« Second line of text with six

» Third fine of text with eight words
¢ Fourth line of text

+ Fifth fine of text

TN EENEN

ALL UPPER-CASE

NN

N I T TR T T T I T I A I O O I I B O O B

1
[ 7 13 1 v 0 1 1 1 11t 111 1ttt

[ 7 1 1 1 3 b 1ottt 41 qt bodep bl L1 1byd

.llljljlllJlllllIlll]lllll]

.rlJlJlJlJllJllJlllI]llll[J

YT TERTEE |

. | Background Color For This Siide:
OBlack [IMagentaFade D Gray Fade DBlue Fade —TNo.ot | OMakelnto A -
OBlve DGreenFade [RedFade DOGrid Fade Goples Bulld-Up Serles
TS Automated Graphics
U.S. Nuclear Regulatory Commisslon
IRWDISSITI’SBogu v 12/90 NRCHG2D

‘Approved: October17,1991 . . . . .. | | o



