
 i

 
 
 
 
 
 
 

ADVISORY COMMITTEE on 
REACTOR SAFEGUARDS 

 
 
 
 
 

ADMINISTRATIVE MANUAL 
 
 
 
 
 

NUREG/BR-243 
Revision 7 

November 2008 
 



 ii

NUREG/BR-243 
November 2008 

  
 

 
 
 
 
 
United States 
Nuclear Regulatory Commission 

 
 
 
 
 
 

ADVISORY COMMITTEE ON REACTOR SAFEGUARDS 
 

ADMINISTRATIVE MANUAL 
 



 iii

TABLE OF CONTENTS 
 
Letter from the Executive Director  
Disclaimer 
Mission Statements, Strategic Goals and Performance Goals 
 
Section 1 —  
Advisory Committee on Reactor Safeguards 

1.1 Organizational Overview 

1.2 Advisory Committee on Reactor Safeguards 
1.2.1  History and Purpose 
1.2.2  Membership Composition and Structure 
1.2.3  Expectations and Outcomes 

1.3 Staff Support 
 1.3.1  ACRS Executive Director 
 1.3.2  Technical Support 
 1.3.3  Program Management, Policy Development & Analysis 
 1.3.4  Designated Federal Official 
 
Section 2 — 
ACRS Operations 
2.1 ACRS Full Committee Meetings 
 2.1.1  Determining the Topics for Review 
 2.1.2  Assigning Topics to the ACRS Technical Staff 
 2.1.3  Preparing for the Full Committee’s Review of a Topic 
 2.1.4  The Role of the ACRS Technical Staff During the Full Committee 
 2.1.5  The Role of the ACRS Technical Staff Following the Full Committee 
 2.1.6  Subcommittee Meetings 
 2.1.7  Recommendations to the Subcommittee Chairperson 
 2.1.8  Reconciliation of EDO Responses 
 2.1.9  Status Reports 
 2.1.10  Meeting Agendas 
 2.1.11  Designated Federal Officials 
 2.1.12  Special Requests 
 2.1.13  Security and Document Control 
 2.1.14  Preparing for a Commission Meeting 
 2.1.15  Public Conduct During Meetings 
 2.1.16  Cancellation of Meeting Due to Emergency, et al



 iv

 
2.2 Consulting Services 
 2.2.1  Obtaining Consultant Services 
 2.2.2  Purchase Orders 
2.3 Freedom of Information Act Requests 
2.4 Correspondence 
 2.4.1  Executive Director’s Correspondence 
 2.4.2  Safeguarding ACRS Office Correspondence 
2.5 Required Reports 
 2.5.1  Closed Meeting Reports 
 2.5.2  ACRS Charter 
 2.5.3  ACRS Annual Reporting 
 2.5.4  ACRS Quarterly Reporting 
 2.5.5  General Procedures for ACRS Meetings 
 
Section 3 — 
Human Resources Management 
3.1 Human Resources 
 3.1.1  Staffing 
 3.1.2  Assignment of Office Space 
 3.1.3  Performance Plans and Appraisals 
 3.1.4  Performance and Incentive Awards 
 3.1.5  Leave Administration 
 3.1.6  Established Work Schedule 
 3.1.7  Labor Relations 
3.2 Time and Labor Requirements 
 3.2.1  Time and Labor Reporting 
 3.2.2  Labor Reporting 
3.3 Training 
 3.3.1  External Training 
 3.3.2  Internal Training 
 3.3.4  Supervisory Development Training 
3.4 Conflict of Interest 
 3.4.1  General Provisions 
 3.4.2  Ethic Approvals and Waivers 
 3.4.3  Confidential Financial Disclosure Reports (SF-450) 
 3.4.4  Public Financial Disclosure Reports (SF-278) 
 3.4.5  Post Employment Restrictions



 v

 
 3.4.6  Conflict of Interest Check for the ACRS Meetings 
3.5 Travel Requirements 
 3.5.1  Foreign and Domestic Travel 
 3.5.2  Local Travel 
 3.5.3  Procedures for Handling Domestic and Foreign Trip Reports 
3.6 Budget 
3.7 Procurement 
 3.7.1  Procedures 
 3.7.2  Procurement of Supplies and Equipment 
 3.7.3  Conference Rooms 
 3.7.4  Office Bankcard and Small Office Purchases 
3.8 Security 
 3.8.1  Clearances 
 3.8.2  Visitor Access Control 
 3.8.3  Lost/Forgotten Badges 
 3.8.4  Classified/Sensitive Material 
 3.8.5  Classified/Sensitive Telephone Communication 
 3.8.6  Classified/Sensitive Facsimile Communication 
 3.8.7  Emergency Procedures 
3.9 Computer Hardware/Software Applications 
 3.9.1  ACRS Office-Specific Applications 
 3.9.2  Requisitioning New Computer Equipment or Software 
 3.9.3  Laptop Computers 
 3.9.4  Moving Federal Information Processing Equipment 
 3.9.5  General Guidelines for Personal Computers and Workstations 
3.10 Records Management 
 3.10.1  Records Maintenance 
 3.10.2  Mail Services 
 3.10.3  Selective Dissemination of Information Profile 
 3.10.4  Records Disposition 
 3.10.5  Record Retention 
3.11 Property Management 
 



 vi

 
Listing of Appendices 
 
Appendix A:  Draft Memorandum of Understanding (ML072180222) 
Appendix B:  Office Organizational Charts (ML072190297) 
Appendix C:  Federal Advisory Committee Act (FACA) (ML072190308)  
Appendix D:  10 CFR Part 7 (ML072190321) 
Appendix E:  ACRS Charter and Bylaws (ML063610421 & ML072190345) 
Appendix F:  ACRS Functional Directory (ML072190362) 
Appendix G:  Example of a Memorandum to Transmit Status Report, Proposed 
   Schedule and Review Documents (ML072190377)                      
Appendix H:  Example of an Email to Transmit Status Report, Proposed Schedule &  
   Review Documents (ML072190379) 
Appendix I:  Example of a Agenda for a Full Committee Meeting                 
  (ML071690284) 
Appendix J:  Example of the Future Activities Report (ML071500545) 
Appendix K: Example of an Items Requiring Committee Action Report  
                          (ML072190389)  
Appendix L: Example of a Conflict-of-interest Memorandum (ML072190412)  
Appendix M: Example of Notebook CD for Topics of Discussion at Full  
    Committee Meeting (ML072190686) 
Appendix N: Example of Draft Letter (Version 1 of ML071970138) 
Appendix O: Example of Color Codes for Draft Letters (ML072190687)  
Appendix P: Example of Final Committee Letter (Final version of ML071970138)  
Appendix Q: Meeting Summary Report Template (ML072190693) 
Appendix R: Example of Summary Report (ML072250559) 
Appendix S: Example of Memorandum to Committee Regarding EDO Response to  
     Recommendations (ML072190700) 
Appendix T:  Security Procedures for Conducting Classified Meetings  
     (ML072190701) 
Appendix U: Procedures for Commission Meeting Presentations (ML013410072 &  
     (ML013410107) 
Appendix V: Request for Use of Video Conference Equipment (ML072190702) 
Appendix W:  ACRS Document Matrix (ML072430678) 



 vii

 
Dear ACRS Team Member: 
 
I would like to take this opportunity to provide you with an updated and revised 
Administrative Manual.  My plan is that this Manual will provide new employees with 
a contextual framework for how this office supports the Advisory Committee on 
Reactor Safeguards (ACRS) Committee Members and the other Nuclear Regulatory 
Commission (NRC) Offices. 
 
This update mainly reflects changes made due to the merger of the ACNW&M 
Committee into the ACRS Committee, as well as revised changes due to policy or 
procedure changes.  This Manual is to provide our staff with a single-source 
document which explains how work flows within the ACRS office.  The 
Administrative Manual is written with the new employee in mind; however, it is a 
good reference for all ACRS staff members.  The Manual is organized in three 
sections.  The first section provides a general overview of the ACRS, describes the 
Committee and the functions of the staff support to the Committee.  The second 
section provides the operation details associated with all aspects of the ACRS 
Committee operations.  The third section deals with matters related to 
administrative activities such as personnel policies, travel procedures, security 
policy, etc. 
 
In closing, if you are a new staff member to our Office, welcome!  Once again, I 
believe this resource will be of value to both the new and existing member. 
 
      Sincerely, 
 
          /RA/ 
 
      Edwin M. Hackett 
      Executive Director, ACRS 
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DISCLAIMER NOTICE 
 
 
THIS MANUAL HAS BEEN PREPARED FOR USE AS AN INTERNAL RESOURCE 
DOCUMENT.  PERSONS USING THIS MANUAL ARE PLACED ON NOTICE THAT 
IT MAY NOT BE USED AS AN AUTHORITATIVE CITATION IN LIEU OF THE 
PRIMARY LEGISLATIVE SOURCES.  FURTHERMORE, WHILE EVERY EFFORT 
HAS BEEN MADE TO ENSURE THE COMPLETENESS AND ACCURACY OF THIS 
MATERIAL, NEITHER THE UNITED STATES GOVERNMENT, THE NUCLEAR 
REGULATORY COMMISSION, NOR ANY OF THEIR EMPLOYEES MAKES ANY 
EXPRESSED OR IMPLIED WARRANTY OR ASSUMES LIABILITY FOR THE 
ACCURACY OR COMPLETENESS OF THE MATERIAL PRESENTED. 
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MISSION STATEMENT 
 
 NRC Mission Statement  
 
The NRC mission is to regulate the Nation’s civilian use of byproduct, source, and 
special nuclear materials to ensure adequate protection of public health and safety, to 
promote the common defense and security, and to protect the environment. 
 
 ACRS Mission Statement  
 
The mission of the ACRS is to provide the Commission with independent and timely 
technical advice on issues of public safety related to nuclear reactors, reactor 
safeguards, radiation protection, and nuclear materials.  In doing so, the ACRS supports 
the NRC in conducting an efficient regulatory program that enables the Nation to safely 
use nuclear power and nuclear materials in a safe manner for civilian purposes. 
 
STRATEGIC GOALS  
 
 NRC Objective 
 
Enable the use and management of radioactive materials and nuclear fuels for 
beneficial civilian purposes in a manner that protects public health and safety and the 
environment, promotes the security of our nation, and provides for regulatory actions 
that are open, effective, efficient, realistic, and timely.  
 
 NRC Strategic Goals    
 
I. Safety: Ensure protection of public health and safety and the environment. 
 
II. Security: Ensure the secure use and management of radioactive materials. 
 
III. Openness: Ensure openness in our regulatory process. 
 
IV. Effectiveness: Ensure that NRC actions are effective, efficient, realistic, and 

timely. 
 
V. Management: Ensure excellence in agency management to carry out the NRC’s 

strategic objective. 
 
   ACRS Strategic Goals  
 
To undertake independent review of matters which support the following agency-wide 
strategic goals: 
 



 x

 
• To prevent radiation-related deaths and illnesses caused by significant adverse 

impacts from radioactive waste to the current and future public health and safety, 
and the environment, in a safe manner.   

 
• To protect the environment and promote the common defense and security in the 

use of civilian nuclear reactors. 
 
PERFORMANCE GOALS  
 
    NRC Performance Goals  
 

 Maintain safety, protect the environment and the common defense and 
security. 

 
 Increase public confidence. 

 
 Make NRC activities and decisions more effective, efficient, and realistic. 

 
 Reduce unnecessary regulatory burden. 

 
    ACRS Performance Goals  
 
ACRS has formulated performance goals which serve as a broad guidance in the 
conduct of its activities.  The following broad performance goals serve to guide the work 
of ACRS in their direct support of the NRC strategic goals and performance goals.   
 

The ACRS performance goals are as follows: 
   

 Provide useful advice to support the Commission in responding to the 
evolution of and challenges to the safe use of nuclear power. 

 
 Support NRC in building and maintaining public trust by involving the public in 

the ACRS process of reviewing nuclear power safety and safeguards issues. 
 
 Support the effectiveness and efficiency of NRC operations. 

 
 Advise the NRC on how to increase its reliance on risk as a basis for 

decision-making, including methods that implement a risk-informed approach, 
quantify and reveal uncertainties, and are consistent across programs. 

 
 Improve the effectiveness and efficiency of ACRS operations.  

 
 Assist NRC in positioning itself to respond to external change in its regulation 

of the management of nuclear waste and materials. 



 xi

 
 Support NRC in employing the best experts in resolving key safety issues. 

 
 Advise NRC on how to increase its reliance on risk as a basis for decision 

making, including methods that implement a risk-informed approach, quantify 
and reveal uncertainties, and are consistent across programs. 

 
 Support NRC in improving public involvement and understanding in its waste 

and materials program to gain increased public confidence and respect. 
 
 Support the effectiveness and efficiency of NRC operations. 
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SECTION 1 
ADVISORY COMMITTEE ON REACTOR SAFEGUARDS 

 
1.1     ORGANIZATIONAL OVERVIEW 
 
The ACRS office is a Commission-level office.  The ACRS (or the Committee) reports 
directly to the Commission and the members are appointed by the Commission.  The 
functions of appointing, removing, and supervising the ACRS staff  as stated under the 
Energy Reorganization Plan No. 1 of 1980 are the responsibility of the Chairman of the 
ACRS.  ACRS membership (currently 15 members) comprises individuals with a wide 
variety of engineering and scientific expertise.  The membership currently includes 
individuals with expertise in geosciences, radioactive waste treatment, environmental 
engineering, radiological science and health physics, nuclear engineering, risk 
assessment, chemistry, facility operations management, severe accident phenomena, 
materials science and metallurgy, thermal-hydraulics and heat transfer, and mechanical, 
civil, and electrical engineering.  In addition, consultants are engaged to provide 
technical assistance on specific issues when required.  ACRS members are appointed 
for 4-year terms and normally serve no more than three terms.  [See NRC Management 
Directive (MD) 10.12, “Use of Advisory Committee Members.”] 
 
The operation of the ACRS is governed by the provisions of the Federal Advisory 
Committee Act (FACA) (see Appendix D).  The operational practice of this committee is 
designed to encourage the public, industry, Indian nations, State and local 
governments, and other Federal agencies to become involved in the Committees’ 
activities.  The primary purpose of the Committee is to provide independent reviews of, 
and advice on, the safety of proposed or existing reactor facilities and matters related to 
spent fuel and nuclear waste management. 
 
To accomplish these objectives, ACRS Committee members are supported by a 
number of technical and administrative staff.  The technical staff is composed of 
engineers and scientists with expertise related to reactor safeguards and/or nuclear 
waste and materials. The technical staff manages and coordinates activities related to 
the Committee’s review by providing background documents to Members, preparing 
and issuing status reports, preparing meeting agendas and Federal Register Notices, 
documenting the Committee’s activities, and ensure that follow-up matters are brought 
to closure.  The technical staff acts as a liaison between the Committee and the NRC 
staff on matters under the purview of the Committee.  The relationship between the 
ACRS staff and the NRC staff is agreed upon through an intra-agency memorandum of 
understanding (MOU) (see Appendix A).  The technical staff remains in contact with 
the industry, other government agencies, and the stakeholders to gather information on 
current issues for the benefit of the Committee.  The technical arm of the ACRS is key 
to the effectiveness of the Committee.   
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The ACRS’ Program Management, Policy Development and Analysis (PMDA) Branch 
provides administrative services to the Committee and the technical staff.  Those 
services include:  annual budget preparation, logistics for meetings and conferences, 
human capital planning, contracts, travel authorizations and vouchers for staff and 
Committee Members, video teleconferencing and information technology (IT) support.  
The support provided by PMDA staff is key to the efficient conduct of the Committee.   
(Appendix B contains organizational charts which provide an overview of the structure 
of the office.) 
 
Requirements applicable to the establishment, utilization, and termination of the 
Committee is contained in FACA (see Appendix C), the General Service 
Administration's Federal Advisory Committee Management Regulations, 10 CFR Part 7, 
"Advisory Committees" (see Appendix D), and NRC MD 10.12. 
 
1.2  ADVISORY COMMITTEE ON REACTOR SAFEGUARDS 
 
1.2.1  History and Purpose 
 
ACRS dates back to 1947 when the Atomic Energy Commission (AEC) formed the 
Reactor Safeguards Committee (RSC) to serve as an advisory body to its division of 
research.  In late 1950, a related committee, the Industrial Committee on Reactor 
Location Problems (ICRLP), was formed to conduct an evaluation of the hazards 
associated with the operation of production facilities.  In July 1953, these two 
committees were combined and the new committee was named the Advisory 
Committee on Reactor Safeguards (ACRS). 
 
A 1957 amendment to the Atomic Energy Act of 1954 established the ACRS as a 
statutory committee with functions assigned by statute (Sections 29 and 182b of the 
Atomic Energy Act of 1954, as amended).  With the enactment of the Energy 
Reorganization Act of 1974, the Committee was transferred intact from the AEC to the 
NRC.  The Committee is subject to Commission regulations set forth in 10 CFR Part 7, 
the ACRS charter and bylaws (see Appendix E). 
 
ACRS is responsible for providing the Commission with independent reviews of, and 
advice on, the adequacy of standard plant designs and license renewal applications.  It 
also provides advice to the Commission and assistance to the NRC staff on their reactor 
oversight programs, code review, rulemaking, risk-informing regulations, the NRC  
research report, and other activities such as AP-1000, naval reactors, and generic 
safety issues.  In addition, the Committee will review areas of concern related to waste 
management, radiation protection, decommissioning and materials issues. 
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1.2.2  Membership Composition and Structure 
 
Currently, the ACRS has 15 members with a wide variety of engineering and scientific 
expertise.  The Committee Members are appointed by the Commission for a 4-year 
term and in general, serve no more than three terms.  When a member vacancy occurs, 
the Commission publishes a notice in the Federal Register seeking applicants and 
reviews applications.   
 
As a standard operating procedure, the Committee elects a Chairman and Vice-
Chairman each year from January 1 to December 31.  These officers may be re-elected 
to serve one additional consecutive 1-year term.  The Committee is organized around a 
number of topical subcommittees whose purpose is to obtain, analyze, and organize 
information for the consideration of the Full Committee.  The Planning and Procedures 
Subcommittee is a standing subcommittee that is responsible for evaluating the 
priorities of the ACRS workload and making recommendations regarding Committee 
goals, practices, and procedures.  The membership of the Planning and Procedures 
Subcommittee consists of the Chairman, Vice-Chairman, and Member-at-Large.  The 
Member-at-Large is elected to serve concurrently with the Chairman. 
 
1.2.3  Expectations and Outcomes 
 
Expectations for the Committee’s products are determined by the Committee or by the 
Commission.  The Committee, assisted by the technical staff, determine a yearly work 
plan, by conducting reviews and meetings as appropriate, and provide the Commission 
with written advice related to nuclear safety matters.  The current ACRS Action Plan 
was developed to support the ACRS Office Operating Plan.  Both the action plan and 
the operating plan are utilized to ensure that work priorities support the NRC’s Strategic 
Plan.  On a yearly basis, the Committee submits an annual self-assessment to the 
Commission on the NRC Safety Research Program.   
 
1.3  STAFF SUPPORT 
 
The following sections describe the responsibilities of the ACRS staff.  NRC 
Reorganization Plan No. 1 of 1980 mandated that the Commission delegate the function 
of appointing, removing, and supervising the staff of ACRS to the ACRS Chairman.  For 
a listing of current staff and their specific responsibilities, see Appendix F. 
 
1.3.1  ACRS Executive Director 
 
The ACRS Executive Director is responsible for coordinating technical, management, 
and administrative support for the Committee.  This includes providing executive 
oversight to the technical and operations support staff, maintaining liaison with the 



 - 4 -

 
Commission, the Executive Director for Operations (EDO), Directors of NRC program 
offices to provide for conducting ACRS activities in a manner responsive to the needs of 
the Commission, and providing overall program direction and associated resource 
management. The Executive Director provides supervision to the ACRS management 
staff including the two technical Branch Chiefs and the PMDA Director.  
 
The Executive Director is also responsible for the process used to select candidates to 
be recommended to the Commission for appointment to the ACRS.  This responsibility 
includes convening a screening panel and conveying its recommendations to the 
Commission.  (ACRS members may also recommend candidates to the screening panel 
or to the Commission.)  In addition, the Executive Director is responsible for the 
reappointment of ACRS Committee Members. 
 
The Senior Technical Advisor (STA) reviews and provides advice to the ACRS 
Executive Director, management, and the Members on the technical adequacy of NRC 
activities.  The STA performs comprehensive policy development studies on new or 
unusually-complex technical issues related to the regulation of nuclear power, nuclear 
materials, and waste management.  The STA provides coordination and leadership in a 
variety of areas which involve domestic and international nuclear safety and safeguards 
issues and recommends policies and procedures regarding specific programs 
consistent with NRC’s mission and strategic plan.  The STA serves as the Executive 
Director’s expert, and as necessary, provides advice to the Committee and staffs 
members.  The STA acts as the ACRS principal technical liaison with other 
governmental agencies, external groups, and organizations.  The STA is the technical 
expert for complex, specialized projects involving reactor safety and nuclear materials 
and waste issues to the ACRS members and staff. 
 
Appropriate delegations of authority are made to enable the heads of organizational 
units to make commitments or take other action to carry out their assignments.  
Delegating authority is a line supervisory action.  The scope of the authority is 
determined by the delegating official (subject to the limitations of the official's authority).  
(For specific guidelines, refer to MD 9.1, Part IV, "Standards for Delegation of 
Authority.") 
 
ACRS managers will delegate authority to an immediate subordinate when there is an 
absence from the office for eight hours or more (e.g., annual or sick leave, official travel, 
training).  The manager (or his/her secretary upon request) will send an email to “ACRS 
Staff” with the subject, “Delegation of Authority.”  The body of the email will state the 
day(s) he/she will be out of the office along with the name, room location and phone 
number of the individual acting.  This email should be placed in ADAMS for the purpose 
of documentation and filing. 
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1.3.2   Technical Support 
 
Due to the merging of the ACNW&M Committee, two branches were created that focus 
on the technical support necessary for the operation of the ACRS.  Reactor Safety 
Branch A and B (check this) provide support by managing the priorities, schedules, 
resource allocations, and the consultants to the ACRS. 
 
1.3.3  Program Management, Policy Development & Analysis (PMDA) 
 
The PMDA Director, coordinates administrative and fiscal services for the Committee’s 
activities.  These activities  include the administrative actions associated with the 
appointment of members and consultants, processing travel, compensation, and other 
claims, document control, ensures compliance with FACA record keeping, preparation 
and management of the budget, the implementation of internal controls, and assures 
the office is in compliance with agency policies and procedures.   
 
1.3.4  Designated Federal Official 
 
All ACRS staff receive the required training and certification prior to serving as a 
designated federal official (DFO) in the Committee meetings. The DFO ensures that 
meetings are conducted in accordance with the provisions of FACA, attends designated 
meetings, ensures that members and consultants attending the meetings have no 
conflicts of interest, orients new Committee Members, prepares agendas and minutes 
for the meetings, tracks committee recommendations, and obtains Agency responses.  
The DFO also ensures that the FACA-related records, reports, transcripts, minutes, 
appendices, working papers, drafts, studies, agendas or other documents that are made 
available to or prepared by the Committee are placed in the Agency's system of FACA 
records.  The DFO ensures that meetings are conducted in a manner that is consistent 
with the public interest and, when it is in the public interest, can adjourn the meeting.  
(See Section 2.1.11, "Designated Federal Official.”) 
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SECTION 2 
ACRS OPERATIONS 

 
2.1   ACRS FULL COMMITTEE MEETINGS 
 
The ACRS holds 10 Full Committee meetings each year.  The scope of the Full 
Committee activity is identified in the Committees’ charter (see Appendix E).   
 
2.1.1  Determining the Topics for Review 
 
Full Committee review is accomplished by:   

 Agency commitments (as stated in the Committees’ objectives and scope of 
activities in the charter) 

 Request from the Commission 
 Request from the NRC program offices 
 Committee’s own initiative 

 
The ACRS technical staff maintains a close and continuing contact with their 
counterparts on the NRC staff, as well as awareness of current industry issues in 
assigned areas, to assist the Committee in identifying potential topics for review. 
 
2.1.2  Assigning Topics to the ACRS Technical Staff 
 
The ACRS technical staff is responsible for providing technical support to the 
Committee on topics in their areas of responsibility which are assigned by management 
and identified in the Future Activities (see Appendix J). 
 
2.1.3  Preparing for the Full Committee’s Review of a Topic 
 
In preparing for the review of assigned topics during a Full Committee meeting, the 
ACRS technical staff will: 
    

 Identify, gather, review, and analyze documents and information related to 
the topic. 
 

 Interact with the expected presenters, of assigned topics, to ensure the 
purpose of the presentation is mutually understood. 
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 Prepare a status report in accordance with the guidance in Section 2.1.9, 

“Status Reports,” and a memorandum to the members which identifies the 
documents being transmitted to the Committee to support its review (see 
Appendix G).  Comply with requirements and guidance on “discussion 
and handling of restricted distribution documents” in the Committee’s 
Memorandum of Understanding with the Executive Director for Operations 
(see Appendix A). 
 

 Transmit the status report, proposed schedule, review documents, and 
related cover memo, electronically (or by mail) at least two weeks prior to 
the meeting (see Appendix H). The review documents should be sent to 
the Members as soon as they are available.  Do not wait on the availability 
of the status report, agenda, or other documents. 

 
 Discuss with the appropriate Member(s) and the NRC staff (and/or the 

industry presenters) to determine the amount of time needed on the Full 
Committee agenda. 

 
 Ensure that the presenters understand the Committee’s expectations 

regarding each presentation (e.g., subjects to be addressed, level of 
detail) such that the presentation will support the Committee’s objectives 
in reviewing the subject. 

 
 Provide input to the draft Full Committee meeting agenda, review the draft 

to ensure topic summary is correct, presenting entities are identified, time 
allotted is appropriate, and the presenters are available at the time 
specified for your topic (see Appendix I). 
 

 Issue the Federal Register Notice 15 days prior to the Full Committee 
meeting (Branch Chief).  

 
 Enter topics in the Advisory Committee Tracking System (ACTS) database 

for the purpose of updating the Future Activities Report.  The update 
should be timely to support monthly NRC/ACRS Coordination Team 
(NACT) meetings.  (see Appendix J) 

 
 Enter topics in the ACTS database that require a Committee decision for 

the purpose of updating the Items Requiring Committee Action Report .  
The update should be timely to support the preparation of the agenda of 
the Planning and Procedures Subcommittee.   (see Appendix K) 

 
 Attend NACT meetings which are held about 7-14 days prior to each Full 

Committee meeting.  The meeting agenda, significant issues, and any 
related assigned topics are discussed with representatives from the NRC’s 
program offices. 
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 Attend the Planning and Procedures meeting prior to each Full Committee 

meeting.  The meeting schedule, significant issues that involve future 
meetings, and updates related to assigned topics is discussed. 

 
 Review the Members conflict-of-interest files to determine if there is a 

potential conflict with the topics scheduled for the Full Committee meeting 
and provide any input documenting the determination in a memo to the 
PMDA Director (see Appendix L). 

 
 Provide all meeting information to the branch secretary at least 8 working 

days prior to the Full Committee meeting.  This information should consist 
of a table of contents for the meeting topic, an agenda for discussion, and 
the status report for the topic.  Supplemental information (e.g., NUREGs, 
Standard Review Plans) may also be provided but will not be part of the 
official record.  The branch secretary formats this information and creates 
a compact disc (CD) for each Member.  (see Appendix M)  

 
2.1.4  The Role of the ACRS Technical Staff during the Full Committee 

Meetings 
 
The ACRS technical staff are expected to be available during each of the Full 
Committee meetings throughout the year and serve as the DFO for their topics on the 
meeting agenda.  They are expected to administratively and technically coordinate their 
topics during the meeting and the letter writing sessions.   
 
During the discussion of their topics at the meeting, the appropriate ACRS staff should: 
 

 Distribute topic-specific agenda and presentation handouts to the 
members. 

 
 Provide an electronic copy of each presentation to the Technical 

Secretary. 
 

 Ensure the Committee Chairperson is aware of any requests by 
representatives of the industry and/or members of the public to make oral 
statements on the assigned topic. 

 
Prior to and during the letter writing session, the appropriate ACRS technical staff 
should: 
 

 Ensure that the appropriate boilerplate paragraph and relevant references 
are included in the draft letter prepared by the lead Member. [Note:  the 
lead Member has the responsibility to prepare the first draft of the letter.] 



 - 4 -

 
 Add all references to the letter.  References should list the documents 

reviewed by the Full Committee in preparing each letter.  (If a past ACRS 
letter is mentioned in the body of the letter, it should be included in the 
references.)  Consultant reports are not normally included unless they are 
specifically noted in the letter.  Proprietary reports can be referenced but 
must be identified as Proprietary.  If an ML accession number is related 
to any of the reference documents it should also be included in the listing.  
The references should be grouped under the following categories and 
listed chronologically: 

   
• Main documents reviewed 
• Applicant’s correspondence 
• SECY papers  
• Staff Requirements Memorandum 
• Comments from the public 
• Committee reports and letters (see Appendix N) 
• Other documents 

 
 Review the draft letter for technical correctness. 

 
 Ensure that any quotes from previous ACRS letters and/or other 

documents are accurate. 
 

 Ensure that there are no factual mistakes. 
 

 Work with the lead Member of the draft letter to resolve technical issues or 
factual mistakes and to send the draft letter to the Committee Members for 
initial feedback prior to the Full Committee meeting if time permits. 

 
 Make copies of the draft letter for the Full Committee review during the 

letter writing session in the color paper specified (Appendix O). 
 

 Ensure that an electronic copy of the latest draft of the letter is saved in 
the appropriate folder on the G:\ACRS LTRS\meeting # prior to the letter 
writing session. 

 
 If a Member has a conflict-of-interest with the subject matter of the letter, 

include a statement at the end of the letter, i.e., NAME OF THE MEMBER 
did not participate in the Committee’s deliberations regarding this 
matter. 
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 If there are additional comments, include them after the Chairman’s 

signature block under the headline “Additional Comments by ACRS 
Member” (include the name of the Member).  Such comments may be 
received after the meeting in accordance with the Committee by-laws. 

 
 Ensure that changes made by the Committee on the drafts are 

incorporated into the subsequent draft of the letter. 
 

 Subsequent to the Committee’s approval of a letter, make copies of the 
final draft and distribute to all Members. 

 
2.1.5  The Role of the ACRS Technical Staff Following a Full Committee 

meeting 
 
Following the Full Committee meeting there are four major activities: 1) A follow-up 
meeting is held after the Full Committee meeting; 2) Committee letters are finalized; 3) 
a summary report of the meeting is developed; and 4) the minutes from the meeting are 
compiled.  The following identifies the requirements of the ACRS Technical Staff in each 
of these four activities: 
 
  FOLLOW-UP MEETING   
 

 Attend the follow-up meeting (usually scheduled the Monday after the Full 
Committee meeting) and provide insights related to the discussions during 
the Full Committee meeting. 

 
 Identify any items related to the assigned topic that require action or 

follow-up by the Committee or the technical staff.  Enter these items in 
ACTS.  

 
 Identify any follow-up items promised by the NRC staff or presenters.  

Record these items in the summary report. 
 
  LETTER FINALIZATION 
 
Final draft letters that are approved by the Full Committee are prepared as official letter 
reports following the meeting.  The following principles apply to this process:  (1) as the 
Committee’s most important product, letters should be of top quality (clear, concise and 
technically and grammatically correct); (2) the staff may propose changes to the draft 
final letters for the Committee’s consideration to enhance the quality of the letter, though 
proposed changes to intent are expected to be infrequent; (3) the letters should be 
finalized promptly, without compromising quality, within 5-7 working days after the Full 
Committee meeting; and (4) assigned ACRS staff member is fully responsible for the  
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quality and correctness of the appropriate letters at each stage of the finalization 
process.  Management may make proposed changes, but any unresolved 
disagreements among staff reviewers should be brought to the attention of the lead 
Member and the ACRS Chairman. 
 
See Appendix P for an example of a final Committee Letter.  The procedures for 
finalizing these letters are summarized below: 
  

 The Executive Secretary enters the final Draft Letter into ADAMS using template 
ACRS-001 and marks it as a permanent version. 

 
 The lead ACRS staff member emails the line-in/line-out version to the cognizant 

Subcommittee Chair and the ACRS Chairman for approval. 
 

 The lead ACRS technical staff member resolves any comments from the 
Subcommittee and Full Committee Chairmen and provides the approved revision 
to the Technical Secretary. 

 
 The Executive Secretary places the revised letter into ADAMS by performing a 

checkout/checkin on the original document.  The document is formatted and a 
quality check is performed according to guidelines in MD 3.57, “Correspondence 
Management,” and prepared for concurrence.  Any additional corrections or 
revisions to the letter during the concurrence process are made in ADAMS by the 
Executive Secretary.  One of the Technical Branch Secretaries will perform an 
additional quality check prior to the document starting the concurrence process.  

 
 The PMDA designee for Adams will “declare the Committee letter an Official 

Agency Record” (OARd). 
 

 The Executive Secretary distributes the Committee letter to the appropriate RIDS 
recipients via email.  A PDF version of the letter is e-mailed to the technical staff 
and lead member.  
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FULL COMMITTEE MEETING SUMMARY 

 
 The goal is for meeting summaries to be signed out within 3½ weeks after the 

completion of each Full Committee meeting. 
  

 Meeting summary input should be provided to the meeting summary template 
in the G:\ACRS Summary Reports one week after the Full Committee 
meeting (see Appendix R). 

 
 Meeting summaries must cover all topics discussed at the Full Committee 

meeting.  It is the responsibility of the lead ACRS technical staff to provide the 
lead engineer (for the summary report) input for each of their topics. 

  
 Input to the meeting summary should include the following: 

 
 Reports, letters, and memoranda approved during the meeting. 
 A clear and concise summary of the purpose of each presentation, 

topics discussed, and key points made by the staff, industry, and 
public.  In addition, important concerns and issues raised by 
members should be summarized.  For a given topic, the summary 
report input should be more than one or two lines; but, not more than a 
half page in length though lengthy and complex discussions may 
require a longer summary input. 

 Committee decision on the adequacy of the EDO responses reconciled 
by the Committee during the just-completed meeting (see Section 
2.1.8).  [Do not list all the recommendations of the Committee and the 
corresponding EDO responses.  Summarize only the disagreements 
between the Committee and the EDO that were highlighted during 
reconciliation. 

 Commitments made by the EDO in its responses should be repeated 
verbatim in the meeting summary and should be in bold print. 

 A list of subcommittee meetings held since the last Full Committee 
meeting should be stated in the summary report. 

 Any items that need to be brought to the attention of the EDO (e.g., 
Committee’s decision to review a specific Regulatory Guide or Rule 
after public comment period).  [Do not include Committee’s decision 
with regard to not reviewing a specific regulatory document.] 

 The Committee’s future/follow-up actions on a specific matter should 
be specified in the summary report. 
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 Any items identified by the Members for future review, or a briefing by 
the staff or other presentations during the discussion of a specific topic 
at the meeting should be stated in the summary report. 

 Any commitments made by the staff during the meeting. 
 

 The lead ACRS technical staff should ensure that commitments mentioned 
above are also reflected in ACTS.  The commitment and estimated 
resolution/completion date should be verified with the responsible NRC staff 
contact. 

 
 After the inputs from the technical staff have been compiled, the draft meeting 

summary should be provided to reviewers designated by management.  
  

 After comments are resolved and the lead technical staff verifies the topic 
input to the summary report is correct, the Technical Secretary will place the 
document in ADAMS and put it in concurrence format. 

 
 Once the formatting is completed, the summary report is ready for 

concurrence by the lead staff member/ SUNSI Reviewer, Branch Chief, and 
the Executive Director.  The Executive Director will concur for the ACRS 
Chairman. 

 
 Once the summary report is signed it is given to the PMDA designee to be 

“declared” in ADAMS. 
 

 The Technical Secretary will distribute the summary reports by using the 
RIDS and PDF distribution lists. 

 
FULL COMMITTEE MEETING MINUTES 

  
 The ACRS Technical Secretary prepares the Full Committee meeting minutes 

by using the input provided by the technical staff for the summary report.  
  

 Meeting minutes are a requirement of the Federal Advisory Committee Act 
and must be certified within 90 days after each Full Committee meeting. 

 
2.1.6  Subcommittee Meetings 
 
Arrangements for the ACRS Subcommittee meetings are made with the concurrence of 
the Subcommittee Chair.  Each Subcommittee Chair is consulted by the lead technical 
staff on the proposed date and general location of a meeting.  In parallel, the NRC staff, 
industry groups, and other meeting participants are notified and any consultants whose 
services are needed for the meeting.  Subsequently, the lead technical staff will enter 
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the meeting details in the scheduler. (“Scheduler” software application is a sub-module 
system of ACTS which requires a separate password.)  The Technical Secretary 
prepares the Committee Meeting List information by way of the scheduler and this is 
distributed during the Planning and Procedures Subcommittee meetings and during the 
Full Committee meeting.  
 
The Branch Chief will provide a memorandum to the PMDA Director recording any 
members' and/or consultants' conflicts of interest in connection with the subject(s) of the 
meeting. The lead technical staff will transmit the associated status report, proposed 
schedule, review documents, and cover memo electronically, or by mail, to the 
Subcommittee Members at least two weeks prior to the meeting.  Review documents 
may be sent to members as soon as they are available.  (Don’t wait on availability 
of the status report, agenda, or other documents.)   
 
PMDA staff will prepare a draft Federal Register Notice for review and concurrence by 
the appropriate technical staff, SUNSI Reviewer, and Branch Chief.   
 
During the subcommittee meeting, the lead technical staff will distribute the agenda and 
presentation handouts to the members.  An electronic copy of the handouts should 
be provided to the court reporter by the lead technical staff for the topic 
discussed. 
 
Following the subcommittee meeting, the lead technical staff should prepare and issue 
draft meeting minutes for the Subcommittee Chairman to certify.  Copies of the certified 
minutes should be provided to the members.  An electronic copy of the meeting 
minutes should be given to the Branch Secretary to be placed in Adams. 
 
The lead technical staff is also responsible for creating and maintaining the Official 
Subcommittee Records Folder.  After the Official Records Folder has been completed, it 
is provided to the appropriate PMDA designee to be “Declared” in Adams.   
 
2.1.7  Recommendations to the Subcommittee Chairperson (including use 

of consultants) 
 
The ACRS technical staff are responsible for maintaining a continuing awareness of and 
familiarity with their assignments; including, the status of licensing activities (e.g., 
license renewal applications, extended power uprates), generic matters (e.g., 
emergency core cooling system strainer blockage, integrity of reactor pressure vessels), 
rulemakings, and the development of guidance documents. 
  
An increased rate of licensing activity generally occurs in the few months before a NRC 
staff safety evaluation report is issued.  Any unusual site features or design details, any 
parts of a proposal that are particularly relevant in view of past ACRS actions, and any 
similar issues should be called to the attention of the Subcommittee Chair or cognizant 
Committee Member during this period along with a recommendation to use a consultant 
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 (or consultants).  The technical staff keeps abreast of developments in the program 
offices and looks for proposals or projects that the Committee should review. 
 
The requirement to be generally familiar with assigned projects also extends to 
operating facilities.  The technical staff should maintain awareness of activities at these 
facilities by reading available summary reports and reviews of other reports.  The 
technical staff should also recommend review topics to the appropriate Subcommittee 
Chair or topics on which the NRC staff and others should brief the Subcommittees. 
 
2.1.8  Reconciliation of EDO Responses 
 

 When an EDO response to a Committee letter is received, the assigned ACRS 
staff member should evaluate the response and prepare a memorandum to the 
Committee Member who authored the letter.  The memorandum should conclude 
whether, in the staff member’s opinion, the response is satisfactory or not.  It 
should recommend any further Committee action considered appropriate (see 
Appendix S).   
 

 The staff should provide copies of their reconciliation memo, EDO response, and 
Committee letter to the Branch Secretary.   

 
2.1.9   Status Reports 
 
The technical staff is responsible for providing status reports for each Subcommittee 
meeting and Full Committee meeting in the assigned areas of responsibility.  The status 
reports should include: 
 

 A clear and concise summary as well as a technical analysis of issues under 
consideration. 

 Summary of major issues of concern to the ACRS. 
 References to associated Commission guidance (e.g., SECYs, SRMs, Policy 

Statements).  
 Discussion of the history of ACRS reviews and the status of resolution of issues 

previously raised by the Committee, if any.  
 Summary of comments made in previous ACRS letter reports and associated 

EDO responses, as appropriate.  
 Differing technical views among the staff and between the staff and industry, if 

any.  
 Recommendation for an appropriate course of action. 

 
Technical staff should transmit the status reports and background documents for the 
Subcommittee meetings to the appropriate Members at least 14 days prior to the 
meeting. 
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Documents in support of the Full Committee meetings should be provided to the 
technical staff by the lead NRC office at least 4 weeks before the Full Committee 
meeting.  Technical staff should transmit status reports to Members at least 14 working 
days prior to the Full Committee meeting.  Any recommendation in the status report that 
involves significant resource expenditures by the NRC staff, ACRS, or industry should 
first be discussed with the management team. 
 
2.1.10   Meeting Agendas 
 
Proposed agenda input will be prepared by the lead engineer/scientist in support of the 
Subcommittee meeting and Full Committee meeting, including topics, designated times 
for each topic, and the organization or person that will present the topic. 
   

 The designated technical staff will draft the agenda for each Full Committee 
meeting and distribute it to the other technical staff for review and comment. 
 

 The lead engineer/scientist will prepare the agenda for Subcommittee meetings 
   

 The Branch Chief coordinates resolution of comments, and then submits the 
agenda to the PMDA designee to format and start the concurrence process. 
  

 After finalizing the agenda, a Federal Register Notice is prepared by the PMDA 
designee for concurrence.  It is signed by the Branch Chief and forwarded to the 
Advisory Committee Management Officer in SECY for transmittal to the Federal 
Register for publication.  (If a closed session is determined, the Federal Register 
Notice is sent to the Office of General Counsel for concurrence.) 

 
 The Federal Register Notice is given to the PMDA designee to be “Declared” in 

ADAMS. 
   

 Electronic distribution is made to the Agenda, which includes NRC participants,  
and posted live on the Web. 

 
2.1.11   Designated Federal Officials (DFOs) 
 
Each ACRS technical staff is required to complete FACA training within six months of 
being hired (see the PMDA designee for Training).  Lead technical staff are required to 
attend Subcommittee and Full Committee meetings as the DFO, for their selected topics 
and to prepare minutes of those meetings that will satisfy the FACA requirements.  In 
addition, the DFO should be present at the meetings and should ensure that the 
meeting is being conducted in accordance with the provisions of FACA. 
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The DFO or lead ACRS technical staff is expected to assist the Committee and 
Subcommittee Chairs as needed in conducting each meeting.  This includes making 
arrangements for, and assuring availability of, speakers at the times shown on the 
meeting agenda. 
 
2.1.12   Special Requests 
 
The designated technical staff respond to requests by the Committee for information, 
documentation, and studies.  If such requests involve significant NRC staff or industry 
resources should be brought to the attention of, and approved by, the Branch Chief. 
 
2.1.13   Security and Document Control 
 
The lead technical staff (usually the DFO) is responsible for security during those 
portions of the Full Committee meeting with respect to safeguarding controlled 
proprietary information, security-related information, and classified information.  
Arrangements for closed meetings (or portions of meetings) during which classified 
material is to be discussed should be coordinated with the Division of Facilities and 
Security/Office of Administration.  Guidance for withholding sensitive Homeland Security 
information from the public is found in COMSECY-02-0015, dated April 4, 2002.  
(Detailed security procedures for conducting a classified meeting can be found in 
Appendix T.) 
 
Each technical staff who obtains a document that is to be used by the Committee and 
has not been received by the ACRS mail room must give the document to the mail room 
to be logged in.  The technical staff is then responsible for distributing the document to 
the appropriate Members. 
 
Technical staff preparing or handling documents are responsible for complying with 
Agency policy regarding protection of sensitive and proprietary material.  The technical 
staff are also responsible for complying with the Agency’s requirements for 
recordkeeping (ADAMS). 
 
2.1.14   Preparing for a Commission Meeting 
 
The Committee routinely meets with the Commission twice a year to discuss items of 
mutual interest.  During these meetings, presentation slides are used.  The 
specifications for preparing these slides have been defined by the Office of SECY (see 
Appendix U). 
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2.1.15  Public Conduct During Meetings 
 
When members of the public or others disrupt a meeting, they should be asked to 
conduct themselves in an appropriate manner.  If they refuse, the ACRS Chairman 
should recess the meeting and ask the NRC security personnel to remove the persons 
disrupting the meeting.  If necessary, the NRC security personnel can call the local 
police to restore order and permit the meeting to proceed.  ACRS technical staff should 
not try to physically eject disruptive members of the public.  Removal of disruptive 
persons should be discussed with the ACRS Chairman and should be sensitive to the 
adverse publicity and the legal aspects of ejecting attendees.  Delaying the meeting is 
considered an option. 
 
Display of banners, signs, posters, etc., is permitted in NRC meetings, but with certain 
restrictions.  These and other instructions on the conduct of public meetings are outlined 
in SECY-91-240, dated August 6, 1991, "Security Support for NRC Meetings/Hearings" 
(ML031880427). 
 
2.1.16  Cancellation of Meeting Due to Emergency Event/Inclement Weather 
  (Emergency Contact Procedure) 
 
The lead engineer/scientist is responsible for notifying the Members if a meeting should 
be cancelled for emergency/inclement weather (particularly if the Government is 
shutdown). 
 

 Contact the ACRS Executive Director (PMDA designee) 
 ACRS Chairman/Subcommittee Chairman 

 
If a Member cannot be present for a meeting, a phone call (or email) to the Technical 
Secretary to cancel the hotel reservation is required.  The Technical Secretary will notify 
the Branch Chief that the Member will be absent from the meeting. 
 
2.2  CONSULTING SERVICES 
 
Consultants are employed to serve as a technical expert to the Committee.  The 
consultants prepare technical reports and advise to the Committee/Subcommittee Chair 
on specific issues.  Consultants do not participate in any Committee letter writing 
activities. 
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2.2.1  Obtaining Consultant Services 
 
Procedures for Appointing and Working with Consultants 
 
New consultants are appointed at the request of a Committee Member (via the technical 
staff) and must be approved by the ACRS Executive Director (or designee).  Currently 
there are three ways to procure the services of consultants which is described below 
under “Types of Consultants.”  Note:  The time needed to complete the necessary 
arrangements for obtaining consultant services ranges from a minimum of 14 
days to a maximum of several months.  Failure to follow NRC regulations when 
obtaining consultant services can result in an unauthorized procurement action 
that may lead to severe penalties. 
 
Approval by the ACRS Executive Director (or designee) must be obtained prior to 
initiating the paperwork for the appointment of a new consultant.  The reviewing official 
for these decisions is the ACRS Executive Director (or designee).  The appointed 
consultant(s) will assist the Committee by reviewing various documents concerning 
Subcommittee and full Committee meetings.  Prior to the Executive Director’s approval 
of the consultant's appointment any potential conflicts of interest are identified. 
 
To document and track the use of consulting services, an email should be sent to the 
PMDA Team Lead for Operations to notify the Technical Secretary that the consultant is 
needed, so that the consultant’s work is documented (for compensation purposes) and 
the final product can be obtained.  This provides a means to ensure (1) appropriate 
arrangements for procuring the consultant's services; (2) adequate funds in the account 
that covers the travel costs for the consultant; and (3) tracking of the time and labor 
charges for the consultant's services. 
 
Types of Consultants 
 
a. Personal Service Consultants 
 
Following the guidance provided in MD 10.6, “Use of Consultants and Experts,” the 
PMDA designee for Human Resources works in parallel with the Office of Human 
Resources (HR) to hire personal service consultants. 
 
Once an appointment is made, the personal service consultant is available throughout 
the fiscal year.  Appointments are updated annually (October 1-Sept 30).  NRC pays for 
travel, per diem, and a fixed rate of compensation.  The personal service consultants 
are reimbursed for time spent on reviews including meeting preparation and report-
writing hours, as well as travel time.  Consultants are not authorized to begin work 
or travel until the required travel authorization has been approved.  The services of 
the personal service consultants can be used whenever needed as long as funds are 
available.  Contracts for consultants used by the Committee on a continuing basis are 
renewed by HR each year, upon request. 
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b. Invited Experts 
 
Invited experts are individuals who agree to provide their services without compensation 
for their time.  The government reimburses travel and per diem expenses only.  A 
minimum 30-day lead time is required to process orders and to ensure that airline 
tickets are available.  ACRS technical staff should submit names of potential invited 
experts to the Branch Chief.  The Branch Chief will send a comprehensive list of the 
names to the PMDA Team Lead for Operations 30-days prior to each meeting.  Two 
weeks prior to the meeting, the staff engineer/scientist who is responsible for bringing in 
the invited expert should send the specific “Consultant” information to the Technical 
Secretary for future travel. 
 
2.2.2   Purchase Orders (NRC Form 400) 
 
Purchase orders are required for consultants or contractors who will be used on a 
limited basis and are paid for their services (small purchases are limited to $25,000).  If 
the cost is $3,000 or less (including travel and per diem), no competition is required.  If 
the cost is over $3,000, but less than $25,000, the staff engineer/scientist must provide 
a Statement of Work (SOW) Form # and the names of three consultants whose skills 
will meet the Committee's needs. 
 
In either case, an NRC Form 400, "Request for Procurement Action (RFPA),” must be 
used and the projected procurement must be identified to Division of Contracts (DC). 
The lead engineer/scientist, in conjunction with the Branch Chief, should initiate a NRC 
Form 400 via PMDA designee as soon as a Member indicates the need for the 
consultant.  The staff signs the form as the project manager, and the PMDA designee 
concurs by initialing beside the signature of the lead engineer/scientist.  Before any 
consultant or contractor work or travel begins, it is the responsibility of the lead technical 
staff to ensure that NRC Form 400 has been approved.  This requires: 
 

 The requesting engineer/scientist prepares the SOW including the quantity of 
services required [e.g., length of time, specific task to be accomplished, delivery 
instructions (what, how many, where, when), justification for the procurement, 
including the use of a sole source if necessary, and the estimated cost of the 
procurement (government cost estimate)]; 

 
 The PMDA designee for Procurement completes NRC Form 400, obtains a 

certification of funds from the CFO and forwards it to the Division of Contracts 
(DC); 

 
 Completion by DC of all contractual agreements (under tight schedules, the 

PMDA designee can contact DC to verify that NRC Form 400 has been 
approved and forwarded); 
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 Receipt by the staff of a copy of the contract from DC; and 

 
 Agreement by the consultant or contractor to the terms of the contract. 

 
This process normally takes 2 to 6 weeks.  This method could provide payment for 
travel, per diem, and compensation (the compensation should be negotiated by the DC 
and will be stated in the contract).  The lead engineer/scientist requesting the procure-
ment action is designated as the project officer and is responsible for monitoring the 
performance of the service provided. 
 
2.3 FREEDOM OF INFORMATION ACT REQUESTS 
 
Anyone, usually from the public, may request a copy of an agency document by 
submitting a Freedom of Information Act (FOIA) request.  Requests are sent to the 
Office of Administration, FOIA Branch, for processing in accordance with 5 U.S.C. 552 
Public Information, “Agency Rules, Opinions, Orders, Records, and Proceedings." 
 
The ACRS FOIA Coordinator (PMDA designee) is responsible for receiving the request, 
recording it in the FOIA log, coordinating the requested information with the appropriate 
technical staff, and maintains the status of all FOIA requests.  The senior FOIA officer 
(usually the Senior Technical Advisor) is the approving authority for all FOIA requests.  
The Executive Director is the authority for appealing denials of FOIA requests. 
 
Once an agency record has been identified as related to a FOIA request in the ACRS 
Office, staff may not destroy or remove the record from NRC's possession and control.  
An employee who willfully destroys or removes a record that is located by a FOIA 
request may be subject to NRC administrative disciplinary sanctions or a finding by a 
district court that the employee acted arbitrarily or capriciously and is thus subject to 
investigation and sanctions by the Merit Systems Protection Board. 
 
The following exemptions are specified in the FOIA and 10 CFR Part 9, "Public 
Records":  
  

 Records whose classification is specifically authorized under the criteria of 
Executive Order 12356 in the interest of national defense or foreign policy. 

 
 Records related solely to the internal personnel rules and practices of an agency. 

 
 Records specifically exempted from disclosure by statute.  This exemption 

provides authority to exempt Restricted Data and unclassified Safeguards 
Information from disclosure. 
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 Records that include trade secrets and commercial or financial information 

(proprietary information or information from a foreign source).  Disclosure of the 
information must substantially harm either the competitive position of the owner 
or the government's ability to obtain information in the future. 

 
 Inter-agency or intra-agency memoranda or letters that would not be available by 

law to a party other than an agency in litigation with the agency.  Records 
included in this exemption are drafts (except the last draft in a series of drafts in 
which no final document is anticipated), advice, opinions, and recommendations 
given during a deliberative process of the NRC.  Factual information must be 
segregated, if possible, from advice, opinions, and recommendations in pre-
decisional records, except for drafts. (This exemption is most often used for 
ACRS records.) 

 
 Records involving personnel files, medical files, and similar files, the disclosure of 

which would constitute a clearly unwarranted invasion of personal privacy. 
 

 Records or information compiled for law enforcement purposes.  (The NRC will 
neither confirm nor deny the existence of records when it receives a third-party 
request under the FOIA for records regarding allegations by a named individual 
or records on named individuals who are the subject of investigations.) 

 
 Records that contain information related to examination, operating, or condition 

reports prepared by or for a bank oversight agency. 
 

 Records that contain geological and geophysical information and data including 
maps on wells (NRC has used this exemption on only one occasion). 

 
The procedures and guidelines for processing FOIA requests are contained in MD 3.1, 
“Freedom of Information Act.”  These procedures and guidelines are based on 10 CFR 
Part 9, Subpart A, "Freedom of Information Act Regulations" which implements the 
FOIA.  Other references include: 
   

 FOIA, as amended, 5 U.S.C. 552 
 MD 12.2, "NRC Information Security Program" 
 Uniform Freedom of Information Act Fee Schedule and Guidelines, 52 

FR 10012 (March 27, 1987) 
 NUREG-0910, Revision 2, "NRC Comprehensive Records Disposition 

Schedule" 
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2.4  CORRESPONDENCE 
 
2.4.1   Executive Director's Correspondence 
 
The Executive Director's signature or concurrence is required on any correspondence 
going outside the ACRS office that could be interpreted as representing the office, and 
on any correspondence that discusses ACRS internal organizational matters.  (This 
does not include correspondence addressed to ACRS members or consultants.) 
 
All documents typed for the Executive Director's signature should be technically 
reviewed (if needed) and spell-checked.  All correspondence for signature, should be 
reviewed by the Executive Director's Secretary prior to obtaining the signature.  A 
quality check is done for formatting and punctuation by the branch secretary.  If 
changes are needed, the document will be returned to the originator.  Once the changes 
are made, the document should be returned to the Executive Director’s Secretary for 
signature. 
 
2.4.2  Safeguarding ACRS Office Correspondence and Sensitive   

Information 
 
The following procedures should be followed for the security of all correspondence and 
sensitive information in the ACRS office: 
  

 As a general policy, no draft material should be disseminated or discussed 
outside the ACRS office without the approval of the Executive Director (or 
designee). 

  
 Information which has been disseminated as Internal Use Only or Draft 

Pre-decisional Information should not be released or discussed outside 
the office without the approval of the Executive Director (or designee). 

 
 Matters discussed during closed sessions with either the Planning and 

Procedures Subcommittee or the Full Committee should not be discussed 
outside of the ACRS office without the approval of the Executive Director 
(or designee). 

 
 Information of a personal, financial, or private nature should be treated as 

such and not discussed among the staff or outside the office. 
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2.5  REQUIRED REPORTS 
 
Federal Advisory Committee Act Reporting Requirements (FACA) 
 
ACRS is required by FACA to submit to the General Service Administration (GSA) an 
annual report on the Committee’s work during the previous fiscal year.  This information 
includes the number of meetings held, whether they were open or closed the cost of 
maintaining the Committee, the reports written by the Committee, and the membership 
of the Committee.  The FACA annual report is due in October each year and the overall 
responsibility for preparing the report, including obtaining the data necessary from the 
technical staff, belongs to PMDA. 
 
Library of Congress 
 
ACRS submits eight copies of each Committee letter, including letters on closed 
meetings, to the Library of Congress for public inspection and use.  The reports include 
background material and supporting documentation as appropriate. 
 
2.5.1  Closed Meeting Reports 
 
At the end of each fiscal year, a report regarding closed portions for the Committee is 
submitted to the Advisory Committee Management Officer.  The meeting number, date, 
subject, and hours in closed session are stated along with a section in Title 5 of the 
Code of Federal Regulations. 
 
2.5.2   ACRS Charter 
 
ACRS Charter — Updating the ACRS Charter is required every two years.  Signature by 
the NRC Advisory Committee Management Officer is due in December (in even-
numbered years).  
 
2.5.3   ACRS Annual Reporting 
 
  2.5.3.1 Reasonable Assurance Letter 
 
Each October a memorandum to the EDO from the ACRS Executive Director is 
distributed which gives assurance that a continuing evaluation of the internal control 
systems of the ACRS has been conducted.  The memorandum assures that the 
evaluation has been conducted in accordance with the "Guidelines for the Evaluation 
and Improvement of and Reporting on Internal Control Systems in the Federal 
Government," and issued by the Director of OMB, in consultation with the Comptroller 
General.  The PMDA Director is responsible for preparing this memorandum on behalf 
of the Executive Director.  
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2.5.3.2 Research Report 

 
Every 2 years, the Committee prepares a report to the Commission on the  
results of its review of the reactor safety research program.  A lead Member prepares a 
report, along with the assistance of the entire Committee and is due to the Commission 
in March.  In addition, each year, ACRS performs a quality assessment of selected NRC 
research projects and prepares a report to the Director of the Office of Nuclear 
Regulatory Research (RES).  This report is due to the RES Director in October. 
 
  2.5.3.3 Compilation of Reports 
 
The Executive Director is responsible for this report which documents the reports 
published by the Committee on an annual basis.  The document is entitled "A 
Compilation of Reports of the Advisory Committee on Reactor Safeguards," NUREG-
1125, and is due in April of each year. 
 
2.5.4  ACRS Quarterly Reporting 
 
ACRS is required to submit quarterly reports for fee recovery to OCFO for professional 
direct staff hours expended for License fee data. 
 
2.5.5  General Procedures for ACRS Meetings 
 
The general procedures for ACRS meetings are published annually in the Federal 
Register Notice which is incorporated by reference in all future individual meeting 
notices.  The updated procedures are due in October of each new fiscal year. 
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SECTION 3 
HUMAN RESOURCES MANAGEMENT 

 
3.1  Human Resources 
 
The ACRS office abides by the rules and regulations established by the NRC's Office of 
Human Resources (HR).  Major functions include staffing, performance plans and 
appraisals, promotions, incentive awards, benefits, leave administration, time and 
attendance, executive and management development, training, labor relations, and 
equal employment opportunity.  The Director, Program Management, Policy 
Development and Analysis (PMDA) (or designee) assists the managers in 
accomplishing these functions. 
 
3.1.1  Staffing 
 
Staffing is the process of filling new or vacant positions with qualified applicants.  The 
process includes recruiting, screening, selecting, recommending, and hiring new 
employees.  When a vacancy occurs or a new position is established, a Standard Form 
(SF) 52, "Request for Personnel Action," is initiated.  All proposed personnel actions are 
coordinated through appropriate management channels with the PMDA.  
 
3.1.2   Assignment of Office Space 
 
The PMDA Director or the Branch Chief who has an office space opening will poll all 
bargaining unit employees (whose jobs do not require specific set-up or location, i.e., a 
secretary station) to determine if a move into the vacant space is warranted.  First 
choice for the office space within the unit or work area will go to the most senior 
employee.  Seniority is defined by grade level, time-in-grade, followed by Federal 
service computation date.  As office staff requirements change, office space allocations 
may be modified by the Executive Director.  The Executive Director (or designee) will 
assign space to non-bargaining unit employees. 
 
3.1.3  Performance Plans and Appraisals 
 

3.1.3.1  Senior Executive Service (SES)  
 
Each incumbent of an NRC Senior Executive Service (SES) position (at present the 
ACRS Executive Director) must be appraised and rated on performance in accordance 
with the time schedules established by the Performance Review Board if the Executive 
has served in an NRC-SES position for at least 120 calendar days before the end of the 
rating period.  The annual rating period for members of the SES begins on October 1 
and ends on September 30 of each fiscal year.   
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The Executive Director is appraised by using NRC Form 351, "Senior Executive Service 
Performance Plan and Appraisal," which is located in InForms.  Mid-year reviews are 
conducted verbally and are required in March of each year.  Concurrent with the written 
performance appraisal, the executive must be provided with a new performance plan by 
October 1 of each year.  The ACRS Chairman is the supervising executive and the NRC 
Chairman is the reviewing official of the Executive Director.  (See MD 10.137, "Senior 
Executive Service Performance Management System," for detailed information.)  
 

3.1.3.2  Senior Level (SL) Employees 
 
Each incumbent of an NRC Senior Level (SL) position (i.e., Senior Technical Advisor) 
must be appraised and rated on performance in accordance with the time schedules 
established by the SL Performance Review Board if the SL employee has served in an 
SL position for at least 120 calendar days.  The annual rating period for SL employees 
begins on October 1 and ends on September 1 of each fiscal year. 
 
The SL employee is appraised by using NRC Form 533, “Senior Level System 
Performance Plan and Appraisal,” which is located in InForms.  Mid-year reviews are 
conducted verbally and are required in March of each year.  Concurrent with the written 
performance appraisal, the SL must be provided with a new performance plan by 
October 1 of each year.  The Executive Director serves as the deciding official for the 
appointment, promotion, and performance appraisal actions for career SL members in 
the office.  (Details on the SL positions can be found in MD 10.145, “Senior Level 
System,” and MD 10.148, “Senior Level Performance Appraisal System.”) 
 
 3.1.3.3  Non-SES Employees 
 
Each incumbent of the Non-SES position must be appraised and rated on performance 
yearly, the reporting period runs from October 1 to September 30 of each fiscal year.  
New employees must be provided a performance plan within 30 days and must have 
worked under the plan for 120 days prior to receiving an appraisal.  Anyone expected to 
work for ACRS for a period of 120 days or more (e.g., a rotational employee) should be 
provided "Elements and Standards" for the position to be filled. 
 
The NRC non-SES performance appraisal system described in MD 10.67, "Non-SES 
Performance Appraisal System,” includes individual performance plans, mid-year 
progress reviews, and annual performance reviews.  Each of these reviews plays an 
important role in employee development.  (Detailed descriptions of the review elements 
and procedures for execution are contained in MD 10.67.) 
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The performance plan is prepared by the supervisor, along with the employee's 
participation.  The plan contains critical elements and standards of performance.  
Critical elements of performance are those categories of duties and responsibilities that 
contribute to organizational effectiveness, and which, if performed in a substandard 
manner, would result in unacceptable performance in the position.  Performance 
standards are quantitative and qualitative measures of effectiveness.  These standards 
encompass such elements as quality and quantity of work expected and timeliness of 
output. 
 
The performance plan is documented on NRC Form 412A, “Non-SES Performance 
Appraisal System Performance Plan” which is located in InForms.  The plan is reviewed 
by a designated reviewing official for adequacy and consistency with other plans, and 
signed by the supervisor and reviewing official when satisfactory.  The supervisor 
delivers the performance plan to the employee, discusses its contents, and requests a 
signature acknowledging receipt.  If the employee refuses to sign the performance plan, 
and changes cannot be agreed upon, the supervisor will obtain an uninvolved third party 
to witness the delivery. 
 
Mid-year progress reviews are conducted verbally by the individual supervisor.  The 
progress review normally occurs near the end of March each year.  This review 
provides an opportunity for the supervisor to discuss with the employee his/her 
performance in relation to the established performance plan.  Both the employee and 
the supervisor sign Form 412A as verification that the mid-year review occurred. 
 
Performance appraisals are formal documents prepared by the supervisor to describe 
the staff member's performance of duty over the year.  September 30 is the end of the 
rating period.  The supervisor uses Forms 412A and 412, “Non-SES Performance 
Appraisal System Summary Rating,” to document the employee's performance.  Form 
412 is signed by the supervisor and given to the reviewing official for signature.  The 
supervisor then presents the appraisal to the employee, discusses it, and requests a 
signature acknowledging receipt.  If the employee refuses to sign Form 412, the 
supervisor will obtain an uninvolved third party to witness the delivery. 
 
An employee who disagrees with the supervisor's summary rating or rating of record 
may grieve it under provisions established in MD 10.101, "Employee Grievances," or for 
bargaining unit employees, in the Grievance Procedures article of the Collective 
Bargaining Agreement Between the NRC and the National Treasury Employees Union.  
When a rating is changed as a result of a grievance, the revised rating is placed in the 
Employee Performance Folder in lieu of the contested rating and becomes the rating of 
record. 
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Concurrent with the written performance appraisal, the staff member and the supervisor 
develop a new performance plan for the next year.  The performance plan describes the 
goals and objectives of the staff member that support the supervisor's goals and 
objectives for the assigned mission and tasks.  During this process, the staff member 
and the supervisor reach agreement on the goals and objectives for the next rating 
period.  Performance plans for must be in place by October 31. 
 
3.1.4   Performance and Incentive Awards 
 
Performance and incentive awards are used to recognize the efforts of individual staff 
employees in the ACRS office.  In addition to cash awards for performance and special 
acts, sustained high levels of performance may be recognized with an in-step pay 
increase.  On a monthly basis, an Employee of the Month award is given out in 
recognition of coworker-to-coworker efforts that were observed. 
 
The Executive Director will use performance and incentive awards to recognize 
exceptional performance by the ACRS staff.  Awards may be made for long-term 
performance or for a single, special action.  Such awards may be made following the 
performance appraisal review, as recommended by the supervisor, or at any time when 
exceptional performance for a specific act is identified. 
 
Performance awards recognize individual performance of duty based on the rating of 
record for the current appraisal period.  Performance awards are in the form of cash 
awards.  Any employee can be considered for a performance award based on their 
calendar year performance.  Supervisors recommend staff members for cash awards by 
initiating an SF-52.  In recommending a performance or incentive award: 
 

� The Branch Chief and the PMDA Director decide on performance or 
incentive awards for staff in their respective branches/division.  The 
Executive Director may also initiate awards independently of supervisors. 

 
� The Union concurs on the award recommendation and HR completes the 

award process. 
 
Types of Awards 
 
Superior Accomplishment 
 
NRC Distinguished Service, Meritorious Service, and Commendation Awards may be 
given for career-oriented achievements or significant contributions to the NRC mission 
or programs.  See MD 10.72, "Incentive Awards," for further information.  This award is 
acknowledged and recognized by the NRC Chairman and Commissioners at the annual 
awards ceremony which is held in the spring. 
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High-Quality Increase 
 
A High-Quality Increase (HQI) is an increase in rate of pay based on sustained 
performance of duty at the Outstanding or Excellent level.  HQIs are used to recognize 
high-quality performance by authorizing a step increase. 
 
Recommendations for HQIs are supported by the ACRS staff's most recent appraisal 
rating.  The high quality of performance must normally be demonstrated for at least six 
months and be expected to continue.  Supervisors recommend the ACRS staff for an 
HQI by initiating an SF-52. 
 
Time-Off 
 
Time-off awards are given to increase the productivity and creativity of NRC employees 
by regarding their contributions to the quality, efficiency, or economy of Federal 
Government and NRC operations.  An employee may be granted a maximum of 40 
hours of time off from duty for any single contribution.  A total amount of time off that 
may be granted to an employee during any leave year is 80 hours.  Supervisors 
recommend the ACRS staff for an HQI by initiating an SF-52. 
 
Employee of the Month 
 
The purpose of the Employee of the Month program is to recognize a non-
management ACRS employee who have shown significant contributions, exceptional 
courtesy or responsiveness, and also exercised extraordinary initiative or creativity in 
addressing any needs or solving any problems to the mission of the ACRS.  
Recognized employees are selected by their co-workers. 
 
Employee Suggestions 
 
Another type of award is the Employee Suggestion Award.  Employees with ideas for 
improving the effectiveness or efficiency of ACRS operations or NRC operations should 
document the idea on NRC Form 363, "Employee Suggestion," and submit it to their 
supervisor.  The suggestion will be evaluated as described in MD 10.67 [NAME].  
Suggestions having merit and demonstrating quantifiable benefits will be eligible for a 
cash award based on benefits expected to be derived in the first year of implementation. 
 
3.1.5   Leave Administration 
 
ACRS Leave Administration covers annual, sick, family friendly sick, court, and military 
leave.  See MD 10.62, “Leave Administration," for a detailed discussion of excused 
absences and absence in a duty status. 
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3.1.5.1  Sick Leave 
 
ACRS staff may take sick leave for illness or injury, for medical, dental, or optical 
examinations or treatment, or for pregnancy or confinement.  The staff employee will 
record scheduled leave hours in excess of three days on Form SF 71, “Request for 
Leave or Approved Absence” which is located in InForms.  Unscheduled leave in 
excess of three days is requested in the same manner.  Supervisors may require a 
medical certificate for the sick leave that exceeds 3 consecutive full workdays. 
 
Sick leave may also be used to provide care for a family member and to make 
arrangements necessitated by the death of a family member or to attend the funeral of a 
family member, under certain conditions.  Sick leave is documented on Form SF-71, 
approved and turned into the T&L Clerk.  
 
Sick leave is accrued at the rate of 4 hours per pay period.  There is no maximum limit 
on the amount of sick leave that may be accrued.  If a staff employee has used all 
accrued sick leave, a request is made for up to 30 days (240 hours) advance sick leave 
may be granted by the supervisor.  A request for advance sick leave may be approved 
regardless of whether the staff employee has annual leave available.  (See MD 10.42 
[NAME] for specific criteria and the requisite forms for requesting advance sick leave.) 
 
3.1.5.2  Sick Leave - Family Friendly Leave Act 
 
“Family member” means the following relatives of an employee: 
 
• Spouse and parents of spouse 
• Children, including adopted children and their spouses 
• Parents 
• Brothers and sisters and their spouses 
• Any individual related by blood or by attachment 
 
The limit on the number of hours that may be granted to full-time employees who 
maintain a sick leave balance of at least 80 hours is 104 hours in any leave year.   
 
In order to use the Family Medical Leave Act (FMLA), documentation on the medical 
condition must be obtained from a doctor and subsequently discussed with the 
appropriate management.  Form SF-71 must be used when taking any FMLA leave. 
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3.1.5.3  Annual Leave 
 
Annual leave is accrued at different rates depending on length of service.  The following 
outlines these rates: 
 
 Length of Service   Rate of Accrual 
 

First 3 years     4 hours per pay period  
3-15 years     6 hours per pay period  
More than 15 years    8 hours per pay period 

 
The maximum carry-over from one leave year to the next is 240 hours for non-SES and 
SL employees. 
 
To take annual leave (in excess of three days): 
 

 The staff employee fills out Form SF-71 
 The staff employee submits the leave slip to supervisor designee for approval 
 Upon approval, the employee provides the SF-71 to the T&L clerk.  The T&L 

clerk keeps the original records. 
 If disapproved, the SF-71 is returned to the employee. 
 Each staff employee is responsible to record their leave in HRMS.   

 
3.1.5.4  Religious Observance 
 
An employee may alter his/her work schedule when personal religious beliefs require 
absence from work during certain periods of the workday or workweek.  In this instance, 
an employee makes the request in writing to his/her supervisor, stating the reason for 
the absence and the dates requested.  Employees may work either before or after the 
grant of religious time off, normally within one pay period, and may accrue the time by 
working before or after regular working hours, on weekends, or on Federal holidays.  
(MD 10.42 gives further information on this form of leave.) 
 
3.1.5.5  Court Leave 
 
Court leave is the authorized absence of an employee, without charge to other forms of 
leave or loss of pay, for jury duty to serve as an official or unofficial witness in a court of 
law.  Eligibility criteria, special rules, and request procedures are detailed in  
MD 10.62.  Documentation must be submitted to the T&L clerk. 
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3.1.5.6  Military Leave 
 
Military leave is the absence from duty, without charge to other forms of leave or loss of 
pay, of members of reserve components of the Armed Forces while on active military 
duty or in training.  Procedures for requesting and administering military leave are 
covered in MD 10.62.  Documentation must be submitted to the T&L clerk. 
 
3.1.5.7  Excused Absences 
 
An excused absence is an administratively authorized (usually OPM, NRC Chairman, 
EDO, or a designee) absence from duty which is not charged to leave of any kind and 
for which there is no loss of compensation.  Ordinarily, excused absences are 
authorized on an individual basis, except where an installation is closed or a group of 
employees are excused from work for various reasons. 
 
The situations where an employee may be administratively excused from duty and that 
are considered “excused absences” include office closings, tardiness, brief absence 
during the workday, medical examinations or attention (in certain specified cases), 
blood donation, voter registration and voting, absence for Armed Forces funerals, 
conferences and conventions (non official attendance), examinations (outside 
professional or technical organizations), and certain circumstances during official travel 
status.  See MD 10.62 for detailed information. 
 
3.1.5.8  Absence in a Duty Status 
 
In certain situations, an employee's time away from assigned duties for official 
government business or other activities in the Federal Government's interest during 
designated working hours may be considered as “duty status.”  No leave of any kind is 
charged for this absence, and it is not considered an excused absence. 
 
The employee's time away from assigned duties must be clearly related to agency 
functions and work requirements.  Situations where time away from assigned duties will 
be considered as duty status and not as excused absence include, but are not limited 
to, fitness-for-duty medical examinations, vaccinations or immunizations, injury in line of 
duty, conferences and conventions (official representation), union representation 
functions, participation in Civil Defense activities, some job placement interviews and 
examinations, and travel to seek permanent residence.  Leave-approving officials 
normally have authority to approve absences in a duty status.  Detailed information on 
this subject may be found in MD 10.42. 
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3.1.5.9  Leave Without Pay 
 
Leave without pay (LWOP) is a temporary absence from duty in a nonpay status.  It 
may be granted at the discretion of the employee's leave-approving official upon the 
employee's request.  It does not include nonpay status on days for which the employee 
would be paid on an overtime basis, nor does it include days on which the employee is 
not scheduled to work. 
 
As a basic condition for approval of extended LWOP, there should be reasonable 
expectation that the employee will return at the end of the approved period.  In addition, 
it should be apparent that at least one of these benefits of the extended LWOP will be 
the result: 
 
 ● Increased job ability 
 ● Protection or improvement of the employee's health 
 ● Retention of a desirable employee 
 
Each request for LWOP should be examined closely to ensure that the value to the 
ACRS or the needs of the employee are sufficient to offset the costs and administrative 
inconveniences that result from the retention of the employee in an LWOP status. 
 
Procedures for requesting LWOP differ depending on the expected length of the leave 
period.  If it is for 30 days or less, a SF-71 is submitted with the time and attendance 
report to the payroll office after approval by the employee's supervisor.  Any request for 
LWOP in excess of 30 days is processed by preparing a "Request for Personnel Action" 
(SF 52) upon approval by the employee's supervisor.  The nature of the action will be 
shown as "Leave Without Pay." 
 
3.1.5.10  Restoration of Leave 
 
Restoration of leave is the process whereby ACRS staff members who are unable to 
use accrued annual leave, for very specific reasons, and are in danger of its forfeiture, 
may ask to carry leave over to the next year.  The ACRS Executive Director encourages 
employees to use leave rather than rely on the possibility that it may be restored.  HR 
has authority to restore up to 208 hours of leave to be carried over to the next year. 
 
To qualify for restoration of leave, the staff member must have been unable to take 
leave due to illness or the exigencies of service.  To request restoration of leave: 
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 The staff member must have requested the leave in writing (using SF-71) at 

least three pay periods before the end of the leave year and had the leave 
disapproved or canceled due to an exigency of service. 

 
 The staff member must complete NRC Form 328, "Request for Annual Leave 

Restoration Based on Exigency of Public Business.” 
 

 Form 328, along with the disapproved or canceled SF 71 are submitted to the 
ACRS Executive Director for signature and forwarded to HR for approval and 
processing. 

 
3.1.6    Established Work Schedules 
 
Workweeks and schedules will be established by NRC Form 707 “Hours of Work 
Request,” showing the days and hours comprising the basic 40-hour workweek.  The 
Form 707 is to be filled out at the time of employment.  Whenever an employee 
changes a work schedule this form is to be updated accordingly. 
 
Overtime and Compensatory Time 
 
When an employee works in excess of the basic workday or workweek that is officially 
requested or approved in advance, compensation either by overtime pay or by 
compensatory time can be earned.  Overtime rates are computed at 1 1/2 times the 
hourly rate of basic pay up to the GG-10 grade level.  Compensatory time is earned in 
hours for a work day or work week in excess of the scheduled 40 hours.   
 
NRC Form 145, “ Request and Authorization for Irregular or Occasional Overtime or 
Compensatory Time” by requesting prior approval is required for both overtime and 
compensatory time.  (MD 10.42 gives further information on this subject.) 
 
Types of Work Schedules 
 
3.1.6.1  Compressed Work Schedule 
 
A Compressed Work Schedule (CWS) is a system whereby a full-time employee works 
80 hours in a pay period in fewer than ten workdays, with appropriate prior approval.  
For example, under the NRC CWS Program, employees may work eight 9-hour days 
and one 8-hour day in one pay period, instead of ten 8-hour days.   
 
3.1.6.2  Credit Hours Schedule 
 
Employees working flexible work schedules are permitted to obtain credit hours by 
working more than normally scheduled hours per day by submitting NRC Form 710, 
“Credit Hour Plan and Certification,” at the beginning of each pay-period.  An employee 
may work a maximum of 3.25 credit hours per work day between 6:00 am and 6:00 pm, 
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 Monday thru Friday.  An employee may not earn credit hours for working during the 
lunch hour or for working on Saturdays, Sundays or holidays.  No more than 24 credit 
hours may be carried over from pay period to pay period for full-time employees. 
 
3.1.6.3  Project Based Flexi-Place 
 
The ACRS Office supports the Agency’s Management Directive 10.42 which covers the 
use of project based flexi-place.  Project based flexi-place may be requested to the 
employee’s supervisor and would include a full day of computer, reading or other "desk" 
work that can be as efficiently accomplished at home.  It is the responsibility of the 
employee to obtain prior supervisory approval.  Unless other arrangements are made 
with a supervisor, a staff member who is on flexi-place must do the following: 
 

 Change personal phone greeting to advise caller of flexi-place status and to 
provide the flexi-place phone number; 

 
 Change the office calendar to reflect the flexi-place status; 

 
 Check the office email and phone messages two times during the course of each 

day on flexi-place; 
 

 Obtain specific approval if tasks require work beyond the regular work hours, 
such as credit hours; and 

 
 Provide supervisor with work products upon return to the office.  

 
3.1.7   Labor Relations 
 
The subject of labor relations encompasses a wide range of issues.  These include 
employee grievances, labor-management relations, disciplinary actions, adverse 
actions, and separation.  Full descriptions of these issues and the procedures to be 
followed are found in MD 10.102, "Labor-Management Relations Program for Federal 
Employees," and in the Collective Bargaining Agreement between the NRC and the 
National Treasury Employees Union (NTEU). 
 
An ACRS Partnership Committee consisting of an NTEU representative, a management 
representative and Bargaining Unit employees meets as needed to discuss pertinent 
labor relations issues. 
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Within ACRS, the PMDA Director, is the point of contact for all questions regarding 
labor relations.  When questions arise, the information will be provided to staff members 
and a meeting will be scheduled with the appropriate office to resolve the issue.  
Employees may also contact Labor Relations in HR or the Union, NTEU Chapter 208. 
 
3.2  TIME AND LABOR REQUIREMENTS 
 
3.2.1   Time and Labor Reporting 
 
For NRC policies regarding hours of work, premium pay or leave, refer to NRC 
Management Directives 10.42, “Hours of Work and Premium Pay”; 10.46, “Credit 
Hours”; and 10.62, “Leave Administration.” 
 

 Time is reported in 15-minute increments, meeting any minimum or maximum 
reporting requirements noted in the above-mentioned management directives.  

 
 The system for capturing and processing time and labor data is the NRC Human 

Resources Management System (HRMS).  The HRMS consists of Human 
Resources, Payroll, and Time and Labor (T&L) modules and is the agency’s 
system of record. It is the electronic repository for most of the Office of Human 
Resources’ (HR’s) official employee records, is used to collect and approve time 
worked and the tasks performed, and is used to generate the biweekly payroll. 
The HRMS interfaces with other critical agency systems such as fee billing, cost 
accounting, and the standard general ledger. 

 
 Time is reported in the HRMS using predefined time reporting codes (TRCs).  

The list of TRCs can be located on the NRC HRMS internal Web site. 
  

 NRC MD 4.1, “Accounting Policy and Practices,” specifies the responsibilities 
and liabilities of the employee, the timekeeper, and the approving official.  Each 
of these parties is subject to appropriate disciplinary action for negligent or 
improper performance of duties.  However, for any conduct of a criminal nature, 
Title 18 of the United States Code prescribes fines, imprisonment, or both for 
willfully and knowingly (not accidentally) making, presenting, or conspiring to 
make or present any false claims against the United States Government.    
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3.2.2  Labor Reporting 
 

 Government-wide cost accounting standards require the NRC to (1) accumulate 
and report costs in a manner useful to managers; (2) segment programs to 
match costs with outputs (e.g., planned accomplishments); (3) report costs in  
general purpose financial reports; and (4) assign costs to outputs.  The Chief 
Financial Officers Act of 1990, the Government Performance and Results Act of 
1993, and the Federal Financial Management Improvement Act of 1996 mandate 
cost management requirements.  As a result, NRC is required to identify labor 
hours expended to derive the costs associated with carrying out NRC’s mission. 
By capturing labor hours by NRC’s planned accomplishments, such data serve 
as a foundation for developing cost information.  Labor costs will be used as a 
tool for making better informed decisions about resource expenditures and costs 
associated with performing various activities in a cost-effective and efficient 
manner.  

 
 For purposes of the NRC management directives, labor reporting policy is 

provided in two areas:  (1) labor reporting for mission-related activities, and 
(2) labor reporting for non-mission-related activities.  

 
3.2.2.1  Labor Reporting for Mission-Related Activities 
 
Mission-related time will be recorded in the T&L system by NRC staff that supports the 
programmatic objectives of the agency.  It is NRC’s policy that labor hours be recorded 
in the T&L system, at a minimum, to an activity assigned to a planned accomplishment 
(i.e., the programmatic objectives of the agency).  Employees will record their time 
spent on the mission-related activities they are performing irrespective of the office to 
which they are assigned.  Time recorded for the purpose of assessing NRC fees or 
other reimbursements must be recorded at a level of detail sufficient for recovering 
billable time. See MD 4.6, “License Fee Management Program,” and MD 4.2, 
“Administrative Control of Funds,” Part VIII. 
 
3.2.2.2  Labor Reporting for Non-Mission-Related Activities 
 
Non-mission-related time does not directly contribute to the programmatic objectives of 
the agency.  This time is generally administrative in nature, incidental to carrying out 
NRC’s mission, but is integral to conducting business at the NRC.  Work hours that are 
not directly attributable to meeting the programmatic objectives of the agency will be 
recorded using the list of approved Administrative Codes provided on the NRC HRMS 
internal Web site. 
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 Managers (section chiefs and above) and secretaries and clerical staff in the 

agency will record time to the appropriate activity code in the T&L system for 
Management/Supervision or Secretarial/Clerical in the list of approved 
Administrative Codes.  Time spent by managers and secretaries will not be 
recorded to a mission-related activity, even if the manager or secretary can 
identify the specific planned accomplishment.  

 
 Time spent in travel (commuting to and from the destination) that is considered 

hours of work will be reported to the activity requiring the travel. 
 
Each quarter the Time and Labor Coordinator must submit a report to the License Fee 
Branch summarizing hours expended by ACRS members and staff on labor categories 
for certain fee-billable activities.  This information is also used to budget formulation, 
Committee Action plans, and for the fiscal year Operating Plan.  For this reason, it is 
important that staff accurately account for all time spent in the appropriate labor 
categories in HRMS. 
 
Responsibilities 
 

 All Employees 
  

 Obtain training on the T&L system. 
 Adhere to NRC time and labor policy and guidelines to properly report 

expended hours. 
 Obtain work schedule approvals and identify or update their work 

schedule changes each pay period.  
 Obtain and submit prior approved forms for time, such as leave, 

overtime, and credit hour plans.  
 Identify any new work that requires a new activity to be established in 

accordance with office or license fee policy described in MD 4.6. 
 Record daily time completely, accurately, and in a timely manner using 

appropriate activity codes. 
 Attest to the accuracy of the time reported to activities by signing the 

Summary Approval Report (SAR). 
 Identify adjustments to previously approved time in a timely manner. 

 
 Time & Labor Coordinator 

 
T&L coordinators are responsible for the overall management of the T&L system. 
The responsibilities of T&L coordinators include the following: 

 Ensuring that necessary office procedures are in place to facilitate time 
entry.  

 Administratively managing labor reporting for their office. 
 Updating employees’ work schedules and preassigned activity lists to 

accommodate employee time entry. 
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 Timekeepers 

 
Timekeepers provide coordination between the employees and the NRC Payroll 
Operations Team.  The timekeepers play a critical role in ensuring that 
employees are able to sufficiently record time for compensation, resolve any 
problems encountered, and facilitate the overall time entry and approval process. 
The responsibilities of timekeepers include the following: 
  

 Notifying payroll and the T&L coordinator of employees assigned to 
their designated T&L unit(s) by submitting NRC Form 696, “Time and 
Labor Designation,” and/or NRC Form 697, “Time and Labor Unit 
Change” (both available on InForms).    

 Assisting employees with questions regarding time entry and resolving 
time entry errors.  Providing new employees with training information, 
for example, directing employees to use online tutorials. 

 Facilitating the processing of time reported by employees, such as 
executing batch processes to detect current pay period errors and 
coordinating corrections to current and prior pay period records. 

 Reviewing and providing the SAR to employees for signature and 
approval.  

 Coordinating the review, approval, and submission of prior period 
adjustments.  

 Maintaining the official hard copy of approved employee time and other 
documentation. 

 
3.3  TRAINING 
 
ACRS staff members are encouraged to seek training to enhance their individual job 
performance and to prepare them for future duties.  Formal training enables ACRS staff 
members to gain the knowledge and skills that will enhance the overall office 
performance as well as advance the individual's career.  This is accomplished through 
the formulation of individual development plans. 
 
The ACRS office uses two types of training:  internal and external.  Internal training is 
sponsored or conducted by NRC or ACRS.  External training is sponsored or conducted 
by other government or non-government agencies or by professional training 
organizations, and will be used when it is economical and feasible.  PMDA has 
assigned a Training Coordinator to the office to assist staff in completing their requests. 



 - 16 -

 
3.3.1   External Training 
 
The Agency has created the Learning Management System or ILearn, which offers 
employees access to learning plans and calendars, allows employees to register for 
courses and submit training requests via the SF-182 online, complete training 
evaluations, and generate numerous training reports.  ILearn maintains up-to-date NRC 
employee profiles and organizational information on a daily basis.  ILearn will serve as 
the central point for all training activities across the Agency and will provide detailed 
training information to all NRC employees.  ILearn provides access to online courses 
from several courseware libraries as well as custom courses developed by NRC 
organizations. 
 
Once the SF-182 is completed and Office-approved the Training Coordinator will 
forward the information to the OCFO budget contact for approval.  Once this has been 
done, the Training Coordinator will use the bankcard to pay for the requested training 
and enters the training information plus cost into ACTS. 
 
3.3.2   Internal Training 
 
Internal training is conducted at the Professional Development Center at the Gateway 
Building in Bethesda, MD.  To request an internal course staff will use ILearn to 
research the instructor led courses and sign up for the class.  Once the SF-182 is 
completed and approved an (several) email messages from do not reply@ ilearnnrc. 
plateau.com will be received showing the status of the requested training. 
 
3.3.4   Supervisory Development Training 
 
Certain training requirements are mandatory for supervisors.  Such training is designed 
to enhance individual technical or management skills and to enable the staff member to 
better perform his/her assigned duties.  Within ACRS, certain training is mandated as 
part of the overall management development program. 
 
Once appointed, all supervisors are required to participate in a series of courses 
presented by NRC and other agencies.  These courses are designed to provide the new 
supervisor with the basic skills needed to supervise other employees effectively, and to 
refine and enhance inherent managerial and leadership traits.   Information on the 
supervisory development training can be found on the NRC intranet under Human 
Resources Training and Development.  
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3.3.5   Professional Development 
 
Staff members may attend certain meetings and conferences sponsored by national or 
international organizations (e.g., the American Nuclear Society, the Institute of Electrical 
and Electronics Engineers, the International Atomic Energy Agency) as a means of 
professional development.  The appropriate travel forms must be completed and 
approved and a trip report filed by the staff member.  
 
3.4 CONFLICT OF INTEREST 
 
3.4.1   General Provisions 
 
"Standards of Ethical Conduct for Employees of the Executive Branch" (5 CFR Part 
2635, Subpart A)  
 
To ensure that every citizen can have complete confidence in the integrity of the 
Federal government, each employee shall respect and adhere to the fundamental 
principles of ethical conduct set forth in this section, as well as the implementing 
standards contained in this part and in supplemental agency regulations. 
  

 Public service is a public trust, requiring employees to place loyalty to the 
Constitution, the laws, and ethical principles above private gain. 

 
 Employees shall not hold financial interests that conflict with the 

conscientious performance of duty. 
 

 Employees shall not engage in financial transactions using nonpublic 
government information or allow the improper use of such information to 
further any private interest. 

 
 Employees shall not, except as permitted by the "Standards of Ethical 

Conduct for Employees of the Executive Branch," solicit or accept any gift 
or other item of monetary value from any person or entity seeking official 
action from, doing business with, or conducting activities regulated by the 
employee’s agency, or whose interests may be substantially affected by 
the performance or nonperformance of the employee’s duties.  

 
 Employees shall put forth honest effort in the performance of their duties. 

 
 Employees shall not knowingly make unauthorized commitments or 

promises of any kind purporting to bind the Government. 
 

 Employees shall not use public office for private gain. 



 - 18 -

 
 Employees shall act impartially and not give preferential treatment to any 

private organization or individual. 
 

 Employees shall protect and conserve Federal property and shall not use 
it for other than authorized activities.  Government property should be 
used for government business.  This does not preclude maintaining 
personal calendars, schedules, etc., on government-owned computers, or 
the Members' use of telephones and fax machines, on a limited basis, for 
non agency purposes while at the agency on Committee business, as long 
as such use does not interfere with Committee duties.  

 
 Employees shall not engage in outside employment or activities, including 

seeking or negotiating for employment, that conflict with official 
government duties and responsibilities. 

 
 Employees shall disclose waste, fraud, abuse, and corruption to 

appropriate authorities. 
 

 Employees shall satisfy in good faith their obligations as citizens, including 
all just financial obligations, especially those (such as Federal, State, or 
local taxes) that are imposed by law. 

 
 Employees shall adhere to all laws and regulations that provide equal 

opportunity for all Americans regardless of race, color, religion, sex, 
national origin, age, or disabling condition. 

 
 Employees shall endeavor to avoid any actions creating the appearance 

that they are violating the law or the ethical standards set forth in this part.  
Whether particular circumstances create an appearance that the law or 
these standards have been violated shall be determined from the 
perspective of a reasonable person with knowledge of the relevant facts. 

 
Employees are cautioned that there may be additional statutory and regulatory 
restrictions applicable to them generally or as employees of the NRC.  Each employee 
is considered to be aware of the requirements of any statute; therefore he/she should 
not rely upon any description or synopsis of a statutory restriction, but should refer to 
the statute itself and obtain the advice of an agency ethics official as needed. 
 
3.4.2   Ethics Approvals and Waivers 
 
In accordance with ethics statutes and regulations promulgated by the Office of 
Government Ethics (OGE), it is the policy of the NRC that employees receive approval 
or a waiver before engaging in certain activities or accepting certain gifts or awards.  
The NRC is authorized under OGE regulations to designate individuals who can act 
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upon requests for approvals or waivers.  All approvals or waivers must be in writing 
unless otherwise specified in MD 7.9, "Ethics Approvals and Waivers," which applies to 
all current and former NRC employees and Special Government Employees (SGE).  
Employees should refer to MD 7.9 to determine when prior approval or a waiver is 
required and which NRC officials has been delegated authority to grant such approvals 
or waivers.   
 
The ACRS should consult OGC before granting any waiver of conflict-of-interest 
provisions.  Requests for waivers in other situations should be referred to the NRC 
Chairman. 
 
3.4.3   Confidential Financial Disclosure Reports (SF 450) 
 
Pursuant to regulations on a financial disclosure issued by OGE, ACRS employees at 
the level of GG-15 and below who hold certain positions must file an SF-450, “Executive 
Branch Confidential Financial Disclosure Report.”  Positions within ACRS that have 
been determined to meet the SF-450 filing criteria are: 
 

 Executive Director 
 Senior Technical Advisor 
 Technical Branch Chiefs 
 Director, Program Management, Policy Development and Analysis (PMDA) 

 
All SGEs who are paid at the rate of GG-15 and those paid above the GG-15 rate who 
work 60 days or less during a 365-day period must file an SF 450.  Other SGEs must 
file SF 278, “Executive Branch Personnel Public Financial Disclosure Report” (see 
below). 
 
The OGE regulations state that individuals at the GG-15 level or below must file a 
confidential report if they participate personally and substantially in decisions or the 
exercise of significant judgment on contracting or procurement, administering or 
monitoring grants, subsidies, licenses, or other Federally conferred financial or 
operational benefits, regulating or auditing any non-Federal entity, or other activities in 
which the final decision or action will have a direct and substantial economic effect on 
the interests of any non-Federal entity.  Specific guidelines for filing SF-450 are 
contained in MD 7.6, "Public and Confidential Financial Disclosure Reports.” 
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3.4.4   Public Financial Disclosure Reports (SF-278) 
 
Members of the SES, Senior Level System employees, and SGEs paid at a rate above 
GG-15 must file an SF-278 if the employee works more than 60 days in any 365-day 
period.  Each March, OGC identifies, maintains, and updates a master list of those who 
must file an SF-278.  OGC will give these individuals a SF-278 package which is due 
back to OGC by mid-May.   
 
A terminating employee (i.e., SES, SLS, SGE) must file a SF-278 within 30 days of 
terminating service, unless the individual assumes another government position 
requiring the filing of an SF-278. 
 
3.4.5   Post Employment Restrictions 
 
Please contact HR to learn about post employment restrictions.   
 
3.4.6  Conflict-Of-Interest Check for Full Committee/Subcommittee Meetings 
 
To ensure that ACRS Members and consultants do not have a potential conflict of 
interests, the lead Staff Engineer/Scientist responsible for a particular meeting reviews 
the files of the Members and Consultants attending the meeting for a potential conflict of 
interest, taking into account the topics to be considered during the meeting.  The Staff 
Engineer/Scientist documents the findings in a memorandum to the PMDA Director.  
The following should be contained in the memorandum: 
 

 Identification of the meeting (meeting and date) 
 A statement that, based upon the planned agenda, the personal information files 

of the ACRS Members and Consultants who are to attend sessions of the 
meeting were reviewed for conflicts of interest 

 A list of attendees who may have a conflict of interest and the specific topics in 
which the attendee should not participate 

 
3.5  TRAVEL REQUIREMENTS 
 
ACRS travel is conducted in compliance with the Federal Travel Regulations and in 
accordance with the policy and procedures (MD 14.0, "Travel") established by the Office 
of the Chief Financial Officer (OCFO).  In concurrence with the Privacy Act 
Requirements all papers, file folders, disks, CDs, etc., are secured in locked cabinets.  
The following procedures and examples are provided to assist the ACRS travelers in 
completing the forms associated with travel and to ensure the accuracy of accounting 
for all ACRS travel. 
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3.5.1   Foreign and Domestic Travel 
 
ACRS staff members who travel in the performance of their duties will adhere to the 
following procedures. 
 
The ACRS staff member that is traveling should fill out the staff travel request form 
which is located in G:\FAQ\STAFF TRAVEL REQUEST.doc, obtain the supervisor's 
approval and deliver it to the PMDA designee at least 14 days in advance of the travel 
date.  Foreign travel requires NRC Form 445, "Request for Approval of Official Foreign 
Travel,” to be completed and submitted at least 45 days in advance. 
 
The PMDA designee will prepare a NRC Form 279, "Official Travel Authorization."  
  
 ● Although registration fees may be included on the travel authorization, in 

ACRS the office’s VISA bankcard holder pays for conference registration 
fees and is processed through iLearn. 

 
 ● All travel reservations will be made through Carlson Wagonlit Travel 

Services. 
 
 ● When travel is completed, the traveler should submit receipts within 10 

days for lodging and any miscellaneous expenses to the PMDA designee 
for preparation of NRC Form 64, "Travel Voucher.” 

 
 ● Receipts are required for all items over $75, (except in connection with 

change-of-station travel). 
 
 ● If the traveler has a Government-issued credit card, then the card should 

be used to pay for all government travel expenses.  Payment of bills when 
due is the responsibility of the employee to whom the card has been 
issued. 

 
 ● The PMDA designee should be notified as soon as possible of trip 

cancellations or date changes. 
 
 ● Do not rent a car unless it is specifically authorized on the signed travel 

authorization form. 
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3.5.2   Local Travel 
 
Local travel is defined as official business travel conducted within a 35-mile radius of the 
duty station.  
 
Privately owned vehicle (POV) mileage, taxi cabs, subway and bus fares, and local 
parking charges are reimbursable.  Obtain prior authorization from the approving official 
to use a POV. 
 
To receive reimbursement for local travel: 
  

 ACRS staff should complete SF 1164, "Claim for Reimbursement for 
Expenditures on Official Business" and submit the form to the PMDA designee;  

 
 The PMDA designee will obtain the signature of the approving official and make 

a copy for data entry into ACTS; 
 

 SF-1164 will be forwarded to the NRC Travel Office for reimbursement. 
 
3.5.3   Procedures for Handling Domestic and Foreign Trip Reports 
 
 3.5.3.1  Trip Report Content 
 
The Committee member or ACRS staff member who attends a meeting or conference 
should provide a written report to the Branch Chief for classification, filing, and 
distribution within 30 days in returning from the trip.  The report should include a brief 
description of the matters discussed, the relevance to ACRS or other authorized 
activities, and observations and comments.  
 
 3.5.3.2  Trip Report Classification 
 
Trip reports shall be classified on the basis of their content.  If the report does not 
contain classified information, but includes politically or administratively sensitive items, 
it shall be marked "Official Use Only."  If the report contains information obtained from a 
foreign source in confidence, it shall either be marked and protected, as "Proprietary 
Information," or "NRC Sensitive Unclassified Information Security Program," or  
classified at least at the level of "Confidential, National Security Information."  If no 
classified or sensitive information is included, the report shall be sent to the NRC Public 
Document Room (PDR). 
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 3.5.3.3  Trip Report Distribution 
 
A transmittal memorandum signed by the Branch Chief should accompany the trip 
report and be scanned into Adams and distributed.  If the trip report concerns a foreign 
trip, a transmittal memorandum signed by the ACRS Executive Director should 
accompany the trip report, be scanned into Adams and distributed. 
 
Copies of the Memorandum and the Trip Report will be distributed to: 
 

• The Commission (decided on a case-by-case basis) 
• EDO (decided on a case-by-case basis) 
• ACRS Members and cognizant staff 
• Interested program offices or divisions 
• Division of Security (SEC) 
• Office of International Programs 
• Committee to Review Generic Requirements 

 
3.6  Budget 
 
The NRC budget process is the Agency’s primary tool for complying with the 
government-wide mandates of the Great Performance and Results Act (GPRA).  The 
Planning, Budgeting, and Performance Management (PBPM) process was established 
in 1998 to implement GPRA.  This process requires the Agency to submit a Strategic 
Plan, Performance Plan, and Performance Report to Congress.  The PBPM process 
has four components:  (1) setting the strategic direction; (2) determining resources and 
planning accomplishments; (3) measuring and monitoring performance; and (4) 
assessing performance.  In general, each office submits a budget that describes 
planned accomplishments and estimated resources required to produce the results 
needed to achieve performance goals specified in the Strategic Plan. 
 
Each office develops and utilizes an operating plan which aligns the office goals and 
accomplishments with those of the Agency.  The ACRS operating plan provides an 
office-level strategy for accomplishing specific objectives related to the Agency’s overall 
goals and priorities without exceeding the budget.  The ACRS budget is included in the 
reactor safety section of the NRC budget and is divided between safety and new reactor 
programs. 
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Staff Responsibilities 
 
The Executive Director, with input from the Director, PMDA and the Technical Branch 
Chiefs submits office resource requirements for the budget submission.  To carry out its 
responsibility for budget projection, formulation, execution, and funds certification,  
PMDA staff maintains an information system that monitors the continuous availability of 
program support funds.  Full Time Equivalent usage data are also monitored.  The 
ACRS Executive Director will keep the Committee informed of budget activities, 
including issues of travel or meetings. 
 
3.7  PROCUREMENT 
 
3.7.1   Procedures 
 
There are certain procedures to be followed in order for the ACRS Office to requisition 
new equipment or supplies.  The procedures for obtaining contracting or consultant 
support are detailed in MD 11.1, "NRC Acquisition of Supplies and Services." The 
following sections outline the procedures for procuring personal property. 
 
3.7.2   Procurement of Supplies/Equipment 
 
Property includes sensitive or non-sensitive property which is purchased and owned by 
or leased to the government or acquired by the government in any manner.  Non-
sensitive property is any consumable item including, but not limited to, office supplies.  
Sensitive personal property is any item of equipment which is used by a government 
employee.  Examples are portable computers, calculators, typewriters, and scanners. 
 
To procure property: 
 

� At the Procurement Tab in the ACTS database ACRS staff will enter the 
purchase information and click on “Submits a Request.” 

 
� The PMDA Deputy Director approves the procurement.  If the cost of the 

property is less than $3,000, the Administrative Assistant with the office 
bankcard will purchase the item.  Otherwise, the PMDA Administrative 
Assistant for Procurement completes a NRC Form 400.  The Director, 
PMDA (or designee) will sign for approval.  Division of Contracts will 
process. 

 
� Upon receipt of the item, it is tagged by the property custodian, if 

appropriate, and delivered to the requester.  In the case of sensitive 
property, a copy of NRC Form 119, "Custodial Receipt for Sensitive 
Personal Property," will be filled out and accompany the property. 
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3.7.3   Conference Rooms 
 
Scheduling of ACRS conference rooms is coordinated by the PMDA designee.  The use 
of video-teleconferencing (VTC) equipment in the ACRS conference rooms is scheduled 
10 working days prior to the proposed date of the conference.  For the use of bridge 
lines, the Branch Secretary should be notified 3-days in advance of the meeting so that 
necessary arrangements can be made.  The purpose of the bridge lines is for “listen-in” 
only. 
 
To obtain a conference room offsite NRC property, please see the PMDA designee 
bankcard holder. 
 
3.7.4   Office Bankcard and Small Office Purchases 
 
The ACRS office shall use a government-issued Visa bankcard for making small 
purchases (under $3,000).  The bankcard must be used in accordance with regulations 
stated in the "The Nuclear Regulatory Commission's Procedures for Use of the U.S. 
Government Bankcard.”  The PMDA Director or designee requests credit cards for 
designated office Cardholder(s).  All cardholders, as well as, approving official must 
complete training online at http://grape.nrc.gov/readygo/adm/Purchase Card/index.htm  
before using the bankcard. 
 
3.8  SECURITY  
 
The ACRS security objectives are to safeguard sensitive unclassified and classified 
information against disclosure to unauthorized personnel, to prevent unauthorized 
persons from gaining access to ACRS facilities or information, and to protect 
government property from loss or damage. 
 
Security within ACRS is coordinated by the security advisor, as guided by NRC 
Security.  Detailed information concerning NRC's Security Program is found in  
MD 12.0, "Security." 
 
3.8.1 Clearances 
 
Access authorization for ACRS staff, members, and consultants must be requested 
from the NRC Division of Security (SEC) through the Office of Human Resources (HR) 
in accordance with MD 12.3, "NRC Personnel Security Program."  
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A request for clearance is a normal part of the employment process.  Each ACRS staff, 
member, and consultant is processed for access authorization and employment 
clearance at the time of employment or appointment.  Additionally, every currently 
cleared employee has his/her eligibility for clearance reviewed and updated on a regular 
basis every five years.  All initial clearances and updated clearances are done online 
electronically. 
 
3.8.2   Visitor Access Control 
 
Access to the ACRS office areas is controlled through the use of a key-card security 
system.  Visitors and other personnel desiring access are required to call the ACRS 
office for admittance using the telephone at the main entrance lobby of TWFN.  If 
possible, visitors should be pre-registered by using the Visitor Information Profile (VIP) 
program.  Access problems should be reported to the ACRS security advisor. 
 
3.8.3   Lost/Forgotten Badges 
 
Whether your NRC badge was lost within the White Flint complex or elsewhere, 
immediately report the loss by sending an email to BADGE.  An NRC Form 217, “Lost 
Badge Report” must be completed (which is located in Informs).  The completed NRC 
Form 217 should be forwarded to T6-E46.  Until your badge is replaced, a temporary 
badge can be obtained from any of the guard stations with proper identification.  If the 
lost badge is not found or returned after 7 business days, a new badge will be issued.  
Notification will be done through the NRC email from BADGE. 
 
3.8.4   Classified/Sensitive Material 
 
The safeguarding of classified and/or sensitive information from disclosure to 
unauthorized personnel is the responsibility of each staff and ACRS Member.  
Classified information is not to be processed on the LAN or any computer physically 
connected to the LAN.  If there is a need to process this information, contact the IT 
Coordinator or security advisor. 
  

 When working with classified or sensitive information, be aware of other 
people in the vicinity.  If they are not authorized to view the information, either 
shield the information, or put the work away until the area is clear. 

 
 Do not leave sensitive or classified information unattended on a desk or 

computer.  At a minimum, secure hard copies and close computer files when 
leaving the area and someone without a "need to know" may be in the 
vicinity. 
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 Avoid discussions of classified or sensitive information when inadvertent 

disclosure may occur.  Follow good communications security practices as 
discussed in MD 12.4, "NRC Telecommunications Systems Security 
Program." 

 
 At the end of the work day, or whenever files containing classified or sensitive 

information are no longer in use, secure all hard copy files in the appropriate 
containers.  Close computer files and exit the computer as described in MD 
12.4.  Classified data cannot be stored on hard drives on individual computers 
or on the LAN. 

 
 In the event of an emergency requiring an evacuation, secure information as 

described above if time permits.  If time precludes securing the information, 
turn off the computer and take hard copy files with you until such time as they 
can be properly secured. 

 
Classified material may occasionally be received through the mail.  When this occurs, 
the staff member discovering the classified material should contact the ACRS security 
advisor for specific instructions in handling the material.  Staff members are not to leave 
classified mail unattended or in a drawer or file cabinet for later disposition.  Classified 
mail must be kept in the staff member's possession until it can be properly secured.  
Classified material must be stored in special safes and can be accessed through the 
ACRS Document Control Center (DCC) staff. 
 
3.8.5   Classified/Sensitive Telephone Communication 
 
Safeguarding telephone communication should be applied to the following information: 
 

 A telephone line is not a secure device.  Do not discuss or transmit classified 
information on it.  Secured telephones are available through security personnel 
for use if classified information must be discussed. 

 
 Treat discussions or transmissions of sensitive information in a similar manner.  

Use another means of communicating the information when practicable. 
 

 Be aware of other people in the office area.  Avoid discussing sensitive 
information if inadvertent disclosure may occur. 

 
 When away from the office, practice similar habits.  Be aware of potential 

eavesdroppers when using public phones. 
 

 When traveling, make official phone calls from a private location, away from the 
work site if possible. 
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3.8.6   Classified/Sensitive Facsimile Communications 
 
Facsimiles are also a routine means of communication. Security practices for facsimiles 
are the same as for the telephones, since they use the same transmission medium. 
   

 The ACRS facsimile equipment is not secure. Do not transmit or receive 
classified information on it. 

 
 Protect information being sent or received from disclosure to unauthorized 

persons.  Shield the information from view if others are present. 
 

 Do not leave sensitive information being transmitted unattended.  Call ahead so 
that someone on the receiving equipment can afford protection for the 
information being received. 

 
3.8.7   Emergency Procedures 
 
Generally speaking, security practices in an emergency situation follow the same 
common sense rules as at other times.  The objectives are to safeguard classified and 
sensitive unclassified information from disclosure, to prevent unauthorized access, and 
to protect government property from loss or damage.  When an emergency situation 
arises, ACRS staff members should endeavor to accomplish these objectives if time 
permits and their personal safety is not jeopardized. 
 
SEC has established procedures for handling a number of emergency situations such 
as fire, bomb threats, intrusion, and theft.  In addition, the Facility Management Branch, 
SEC, publishes an "Emergency Protection Plan" that covers procedures for various 
threatening and emergency situations.  Copies are periodically updated and provided to 
all employees. 
 
On the home page of the NRC internal website, click on Organization under 
Agencywide.  Under the listing of Directories, Functional is shown which contains an 
alphabetical directory of specific functions in the agency with a phone number.  Under 
Security there are two listings:  415-2000 for emergencies and 415-2200 for non-
emergencies. 
 
3.9  COMPUTER HARDWARE/SOFTWARE APPLICATIONS 
 
ACRS is provided with computer hardware and software by the Office of Information 
Services (OIS).  During the work day when problems arise regarding computer issues, 
contact the NRC Help Desk at 415-1234 for assistance. 
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3.9.1  ACRS Office-Specific Applications 
 

 Advisory Committee Tracking System (ACTS) – Presently the office is 
using ACTS so that all work can be tracked through assignments 
products, and the fiscal expenditures. 

 
 Web-Advisory Committees Tracking System (WebACTS) – The office is 

moving toward the use of webACTS which is a menu-driven information 
management system that includes support in the following areas:  
externally available through the website. 

 
• Operations Support 
• Technical Support 
• Assigned Tasks 
• System Management, Administration and Maintenance 

 
 External Web Site  - The ACRS office Web liaison works with the Office of 

Information Services (OIS) to update and maintain the ACRS external 
Web site (http://www.nrc.gov/about-nrc/regulatory/advisory/acrs.html ) 
which is accessible to the general public, industry, and other external 
stakeholders from the NRC Public Web site (http://www.nrc.gov). The 
information available from the ACRS external Web site includes the ACRS 
Committee charter; historical information; biographical information on the 
Members; and documents such as schedules and agendas for future 
Committee meetings, Committee Letter Reports, and transcripts.  

 
 Internal Web Site - The ACRS office maintains an internal Web site that 

provides information to NRC Staff, as well as resources specific to the 
needs of ACRS staff and Committee Members.  The information available 
from the ACRS internal Web site includes a description of the ACRS 
Office; ACRS Office Directory and Organizational Charts; staff 
assignments and biographies; Office procedures; links to Committee 
documents; etc. 

 
3.9.2   Requisitioning New Computer Equipment or Software 
 
To discuss the availability of new or upgraded computer equipment or software, contact 
the Office IT Coordinator in PMDA.  Since it takes approximately three-to-six months to 
obtain new equipment through OIS, the IT Coordinator should be notified as soon as 
possible.  Do not install any software on an office computer without the Office IT 
Coordinator’s approval. 
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3.9.3   Laptop Computers 
 
ACRS has laptop computers available for staff use.  A request should be submitted to 
the PMDA property custodian at least one day in advance of the needed day.  Approval 
is obtained by the PMDA property custodian who will issue a property pass to the 
requester.  
 
A copy of the property pass will be retained in the PMDA file until the computer is 
returned.  No laptop computer can be removed from the TWFN building without a 
property pass. 
 
3.9.4   Moving Federal Information Processing Equipment 
 
OIS maintains a detailed inventory of all Federal Information Processing (FIP) 
equipment and software assigned to the ACRS Office.  The OIS office requires 
notification prior to moving any FIP equipment and/or software so that inventory sheets 
may be kept up to date.  Computers are the property of the Federal government, not the 
individual, and shall not be relocated without prior permission.  When it is necessary to 
move FIP equipment: 
 

 Contact the IT Coordinator in PMDA. 
 Provide the appropriate NRC property tag number for each equipment 

component to be moved, the present location of the equipment, and the 
new location for that equipment. 

 It is important to note that staff members are responsible for all FIP 
equipment and software assigned to them.  During the annual inventory, 
staff members must be prepared to show that they have the correctly 
assigned equipment.  If the equipment has been reassigned, the staff 
member who now has the equipment must be identified to the IT 
Coordinator in PMDA. 

 
3.9.5   General Guidelines for Personal Computers and Advanced Computer 

Workstations 
  

• Protect Computer - Keep food, drinks, and electrical appliances away from LAN 
equipment, personal computers, terminals, and electronic media. 

 
• Protect the Area - Recognize, politely challenge, and assist people who do not 

belong in the area. 
 

• Protect Passwords - Use only permitted passwords, change them frequently, and 
do not share your password with anyone.  Avoid the use of dictionary words and 
commonly used passwords. 
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• Protect Files - Establish and periodically review access privileges for each file.   
Use system security features to prevent unauthorized access to individual files. 

 
• Protect Unattended Workstation - Always log out before leaving computer or 

workstation. 
 

• Protect Against Viruses - Never bring in or use unauthorized or personal software 
at the office. 

 
• Protect Software - Label all diskettes, lock up software and removable media, 

and secure equipment that contains fixed media.  Be aware that small magnets, 
such as those often found at workstations, can damage the data stored on 
diskettes. 

 
• Protect Against Disaster - Disasters start when data and programs are not 

backed up routinely.  Always make a backup copy of programs, data, and other 
files and secure them properly.  Get to know the computer and the software in 
use.  Be able to distinguish between normal and abnormal system activity.  Use 
only software provided by OIS or obtain OIS approval before using software 
obtained from an outside source.  Check diskettes obtained from other staff 
members or diskettes used or created outside of the Agency for viruses prior to 
use.  Check diskettes for viruses prior to making copies.  Write-protect new 
software immediately.  Make a backup copy if necessary and retain the original 
distribution diskettes in a safe location.  Do not let others use your assigned 
computer without consent.  Log off and lock up the computer when it is not in 
use.  Make frequent backups of data and keep several versions.  When restoring 
data from a backup copy, check the backup diskette for viruses prior to using it.  
Obtain OIS approval prior to allowing contractors, vendors, or other visitors to 
use NRC equipment for demonstrations or other purposes.  If you suspect a 
virus, stop using the system and get assistance from a knowledgeable individual.  
Call the Customer Service Center (CSC). Email can be a source of viruses or 
other types of malicious code.  Never open an attachment to an email or an 
included hyper-link unless you know the email is from a trusted source.  When in 
doubt, seek the assistance of the CSC at 415-1234. 

 
3.10  RECORDS MANAGEMENT 
 
Each Federal agency is required to establish and maintain a records management 
program in order to ensure compliance with policies and regulations of the agency, the 
National Archives and Records Administration (NARA), and GSA.  In addition, ACRS is 
required to establish and maintain a records management program consistent with the 
FACA.  The purpose of the records management program is to preserve, retrieve and 
dispose of agency records. 
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3.10.1  Records Maintenance in Adams 
 
It is the policy of ACRS to maintain official records, agency records, and non record 
material in accordance with MD 3.53, "NRC Records and Document Management 
Program.”  Records shall be placed in the office central files for collection, control, use, 
and disposition.  The procedures for records maintenance are the same whether the  
medium is paper or electronic.  The records should be stored in such a manner that 
they are both protected from physical damage and safeguarded against loss.  Records 
containing sensitive information relating to personnel, investigations, or audits must be 
protected from inadvertent disclosure to unauthorized persons.  ACRS maintains the 
following types of files: 
 
General Correspondence (Subject): These files contain administrative and technical 
files and other documents relating to normal business. 
 
Docket and Project: These files contain documentation related to a specific actions, 
cases, dockets, or issues.  Transactions are normally documented from beginning to 
end.  Examples are files for Docket 50 and 52 applications, licenses, Safety Analysis 
Report amendments, Safety Evaluation Reports, NRC/Licensee Correspondence, and 
Regulatory Guides. 
 
Federal Register Notices:  Requests for publication of notices in the Federal Register, 
response by OGC and the Advisory Committee Management Officer, FRNs, and the 
listing of local Public Document Rooms. 
 
Meeting Transcripts:  Transcripts are also placed on the ACRS Web site. 
 
Full Committee Meeting Minutes:  Certified minutes, summary reports, appendices and 
handouts are maintained for the lifetime of the Committee along with Subcommittee 
certified minutes. 
 
Record Maintenance Non-Adams 
 
Members General:  Items such as correspondence to and from Members, papers 
presented at technical society meetings, and trip reports written by Members in 
conjunction with Committee duties. 
 
Members Personnel: Information regarding individual Committee members, including 
documents related to the appointment of each Member, contracts, and conflict-of-
interest. 
 
Members Travel: Travel authorizations and travel voucher reimbursement are 
maintained for two years. 
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Consultants General:  Material relating to individual consultants, including consultant 
reports, other correspondence to and from the consultant, and papers presented at 
technical society meetings. 
 
Consultants Personnel: Information regarding the individual consultants including 
documents related to their appointment and their conflict-of-interest. 
 
Consultants Travel File:  Travel authorizations and travel voucher reimbursement are 
maintained for two years. 
 
Classified Information:  Classified reports, correspondence, and other records pertaining 
to Department of Defense reactors and Department of Energy production facilities.  
Security plans and other sensitive unclassified information are also maintained in this 
file. 
 
3.10.2  Mail Services 
 
PMDA  is responsible for mail management, control, and distribution.  
 
 3.10.2.1  Incoming Mail 
 
Incoming mail is delivered to the NRC Central Mail Room, where it is sorted and 
delivered to the ACRS Document Control Center (DCC) twice a day.  A PMDA designee 
sorts the mail and places it in the individual mail boxes.  SRMs, responses from the 
EDO to Committee letters, and SECY papers are distributed to the appropriate 
Members and staff engineer/scientists through ADAMS distribution.  Documents 
received directly by staff engineers/scientists should be given to the Branch secretary to 
be scanned into ADAMS. 
 
 3.10.2.2  Outgoing Mail 
 
Outgoing mail is delivered to the NRC Central Mail Room twice a day.  Overnight items 
must be delivered to the NRC Central Mail Room no later than 3:00 pm for next day 
services.  Therefore, it is necessary for overnight items to reach the PMDA designee 
responsible for Mail Room Operations in ample time to be delivered by 3:00pm.  NRC 
Form 420, “Request for Premium Cost Mail Service” should accompany any overnight 
items being mailed. 
 
 3.10.2.3  Routine Mail to Members 
 
Each Member has a mail box in the ACRS DCC for routine mail.  Routine mail is 
defined as material that Members have more than 10 calendar days to review or use.  
Routine mail is packaged and mailed to Members twice a week.  The week after each 



 - 34 -

Committee meeting, it is sent out on Monday and either Wednesday or Thursday; other 
weeks, it is mailed out twice as the members’ mailboxes get filled.  Upon request, 
however, the PMDA designee responsible for Mail Room Operations will send out mail 
earlier than planned if necessary. 
 
 3.10.2.4  Priority Mail to Members 
 
Priority mail is material that Members require within 5 calendar days to conduct 
Committee business.  Priority mail includes items such as (1) material for upcoming Full 
Committee or Subcommittee meetings; (2) travel tickets, compensation claims, and pay 
vouchers. 
 
3.10.3  Selective Dissemination of Information Profile 
 
The purpose of the Selective Dissemination of Information (SDI) profile is to ensure that 
each ACRS Member receives only those documents that are pertinent to his/her 
assigned tasks and special interests.  The SDI profile identifies the various document 
types and the latest selections made by the ACRS Members. 
 
The SDI profile identifies document types either received through the NRC mail system 
or generated internally by ACRS Members and staff.  The NRC Regulatory Information 
Distribution System (RIDS) codes are shown next to the document types.  The PMDA 
designee matches incoming documents with the SDI profile and the Subcommittee 
assignments list to determine the document's distribution.  In addition, the appropriate 
staff engineer/scientist is asked to review the document, identify additional Members, 
staff, and consultants who should receive the particular document, and distribute 
accordingly. 
 
Since some NRC publications are always of interest, the ACRS Member has the option 
of being placed on the mailing list for specific NRC publication types.  With this option, 
the Member does not control the volume or the selection of the publications mailed to 
him or her.  The SDI identifies those publications that can be ordered on a regular basis. 
 
3.10.4  Records Disposition 
 
The objectives of the records disposition program are to preserve records of continuing 
value, destroy records of temporary value when they are no longer needed, and remove 
outdated records. 
 
Disposition includes the retirement, transfer, or destruction of records.  Retirement 
refers to the transfer of records to the NRC Archival Facility, the Federal Records 
Center or the National Archives and the Records Administration.  Destruction of records 
may be accomplished by recycling, discarding, shredding, or burning, depending upon 
the nature of the records.  Recycling is the preferred method for non-sensitive, 
unclassified documents.  A receptacle for classified and/or sensitive unclassified 
documents is located in the ACRS mailroom. 



 - 35 -

 
3.10.5  Record Retention 
 
Many records are retained in compliance with FACA.  Records are divided into two 
categories: documents for information only and documents covered by FACA which are 
kept in ADAMS.  Documents provided for Information only are maintained to provide 
information to Committee members.  These records are retained only as long as they 
are useful, not for the life of the Committee.  Documents covered by FACA which are 
kept in ADAMS, are documents made available to or prepared for or by the Committee 
and these documents are stored and maintained by ADAMS, and kept for the life of the 
Committee.  
 
3.11  PROPERTY MANAGEMENT 
 
The PMDA designee property custodian manages and controls the Federal property 
assigned to the Members and staff.  ACRS staff and Members should requisition, 
receive, control, use, and dispose of all Federal property through the ACRS property 
custodian.  Laptop computers are considered sensitive property and may be taken from 
the ACRS premises along with a signed NRC Form 119, "Custodial Receipt for 
Sensitive Personnel Property," that was delivered with the equipment.  Property is 
supervised and controlled by the PMDA designee.   
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