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STATEMENT OF WORK

TASK 5 - Revise Management Directive 3.53, "NRC Records Management Program"

Background

The Records and FOlA/Privacy Services Branch (RFPSB), Information and Records Services
Division (IRSD), Office of the Chief Information Officer, supports the NRC's mission by
administering the agency's records management program, including the management of official
records throughout the NRC in paper, microfiche, or electronic media; operating the NRC File
Center including the electronic filing of all Official Agency Records (OARs) in the Agencywide
Documents Access and Management System (ADAMS), NRC's primary electronic
recordkeeping system for its programmatic and certain administrative records; and coordinating
the retirement of inactive records from the File Center and from the NRC offices to off-site
storage. The branch provides assistance to the NRC staff for the creation, collection,
maintenance, retrieval, access, and disposition of records required by the NRC legal and
technical programs as well as the administrative functions.

The RFPSB periodically publishes reference materials containing the rules, policies, and
guidance that should be used by the staff in accomplishing their records management
responsibilities. One of the key reference materials provided is Management Directive (MD)
3.53, "NRC Records Management Program" which contains the implementing policies for
NRC's Records Management Program. This document contains detailed procedures,
standards, and guidelines for managing NRC's official records in accordance with National
Archives and Records Administration, and General Services Administration regulations.

Obiective

This Task Order continues the work began in Task 4, same title, that expired on March 30,
2004, e.g., to update the latest published version of MD 3.53 (revised June 15, 1995) to
incorporate all changes to procedures, standards, and guidelines necessary to manage NRC's
official records in accordance with current regulations. This update must incorporate policies
and procedures specific to managing paper and electronic records, with emphasis on the
NRC's primary electronic recordkeeping system, ADAMS, and records collections designated
for inclusion in the system. This update is to include a new section on micrographics
management that will replace the outdated Micrographics Management Manual Chapter (MC)
0234, dated October 30, 1987. This update will also consolidate MD 3.53 with MD 3.50
"Document Management," to combine the two directives under a common MD policy section
and consolidate the two handbooks as two separate parts under one handbook. Development
of MD Handbook 3.50 will be initiated as a separate task.

Milestones

1. Review guidance issued by NARA, GSA, OMB and any other agencies with oversight
responsibilities subsequent to June 1995 for records management, and October 1987
for micrographic management. Also, review ADAMS policy and procedures that convey
new requirements, such as the increased duties and responsibilities of the Records
Liaison Officers with respect to ADAMS. [Already completed under Task 4.]
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2. Coordinate meetings with records management staff to identify outdated procedures
that require removal or update and to obtain current procedures for inclusion. For
example, NRC no longer uses the NRC Archival Facility, but now uses the NARA
Federal Records Center. Accordingly, current references and procedures for
processing material into the Federal Records Center must be obtained from the
appropriate analysts and included in the revised MD Handbook. [Already completed
under Task 4.]

3. Upon completing revision of MD Handbook 3.50 (under separate Task), prepare a
consolidated MD policy section for the combined MD Handbooks 3.53 and MD 3.50
under a common MD policy section, numbered MD 3.53 and entitled, UNRC Records
and Document Management Program." Additional instruction will be provided as MD
and Handbook 3.50 are worked on. Until MD Handbook 3.50 is completed, the MD
policy section for MD 3.53 should be retained in tack and updated, in case MD 3.53 is
issued as a standalone directive.

4. Draft proposed language to update MD. Incorporate proposed changes into
WordPerfect version of previous MD using redline strike out. [Partially completed
under Task 4.]

5. Incorporate comments and changes from records management staff into the draft MD.
The NRC project officer will circulate within OCIO to obtain comment and/or
concurrence. Comments will be forwarded to the contractor for incorporation.
Resolution of comments will be coordinated with the records management staff.
[Partially completed under Task 4.]

6. Incorporate comments and changes from OCIO divisions into the draft MD. OCIO will
circulate to all offices for their review and comments and/or concurrence. Comments
will be forwarded to the contractor for incorporation. Resolution of comments will be
coordinated with the records management staff.

7. Incorporate office comments and changes into final version of MD, and create a table
identifying comments and resolutions. Final version should be made in WordPerfect
and should also include a redline strikeout version for use by Rules and Procedures in
updating version for publication.
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--------

Deliverables Summary and Period of Performance

Task 5
Deliverable Due Dates

Deliverable Due Date

1. Project Start Date. Kick-off Meeting September 08, 2004

2. Provide revised draft MD 3.53 to NRC September 13, 2004
project officer incorporating records
management staff comments.

3. Provide revised draft MD 3.53 to NRC October 20, 2004
project officer incorporating OCIO office
comments.

4. Provide final MD 3.53 to NRC project December 16, 2004
officer with table of comment resolutions
incorporating NRC office comments for
submission to Rules and Procedures for
publication.

5. Task End Date March 31, 2005
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