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A. Purpose

This procedure provides guidance for preparing, processing, and issuing Preliminary
Notifications (PNs) at Region I11.

B. References

1. Management Directive 3.54, "Collections of Information and Reports
Management'

2. Inspection Manual Chapter 1120, "Preliminary Notifications"

3. Office of Executive Director for Operations (OEDO) Procedure 0350, "NRC Daily
Notes and One-Week Look Ahead"

C. Discussion

Events at reactor and non-reactor facilities, and other events that may affect the public
health and safety, must be monitored and evaluated for plant specific and generic safety
implications. Preliminary Notifications provide a mechanism for the Regions and
Headquarters offices to communicate information on events and issues that may not
have already been communicated by other means (i.e., event notification, licensee event
reports).

D. Definitions

None.

E. Organizational Responsibilities

1. Regional Administrator (RA) / Deputy Regional Administrator (DRA):
Is responsible for final concurrence to each PN by initialing the hard copy.

2. Base Team Managers: When the Incident Response Center is activated, is
responsible for final concurrence on each PN, unless otherwise directed by RA or
DRA.
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3. Technical Division Directors (DDs) / Deputy Division Directors (DDDs):
Are responsible for concurrence for the division to each PN submitted by the
division by initialing the hard copy.

4. Public Affairs Officers (PAO)

a. Prepare PN using the template from the Reactor Inspector Website for
events requiring activation of the Incident Response Center (IRC).

b. Are responsible for concurrence on each PN prepared and submitted by
the division by initializing the hard copy.

5. Branch Chiefs (BCs) or designees:

a. Prepare PNs using the template from the Reactor Inspector Website for
events which did not require the activation of the IRC.

b. Obtain concurrences from the DDs, PAO, and RA.

c. Contact the licensee regarding the full text of the PN.

6. Secretaries from the Regional Administrator Office:

a. Issue new PN number to the technical divisions in accordance with
Section 1120-06, "Numbering or Written Preliminary Notifications," of
Inspection Manual Chapter (IMC) 1120.

b. Track and maintain the PN numbering system.

F. Implementation

1. Section 1120-07, "Criteria for issuing a Written PN," of IMC 1120, "Preliminary
Notifications," shall be used to determine whether a PN needs to be issued.
A supplemental PN should be issued when the original PN was issued due to a
plant shutdown caused by significant operational events or problems, especially
if an NRC reactive inspection is initiated. The supplemental PN should be issued
as close to plant restart as possible.

2. In addition to the criteria for issuing a written PN as stated in IMC 1120, a PN can
also be issued at the recommendation of the PAO with agreement from the RA
and DD.
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3. Using information supplied by the appropriate division, the PAO will prepare the
PN for events requiring the activation of the IRC. The branch chiefs or designees
will prepare the PN for events not requiring the activation of the IRC. The
template for PN is kept current on the Reactor Inspector Website:

(http:llr3intra.nrc.gov/drp2003/REACTORWEBSITEITemplates/PN%2Otemplate.
doc)

4. Preliminary Notifications related to security events should be appropriately
marked as to their sensitivity, coordinated with the appropriate Division of
Reactor Safety (DRS) BC, and the distribution list should be modified to ensure
that only recipients with a need-to-know are included.

5. For PNs containing information relevant to radiation exposure of licensee
employees or of the public, the PN shall be reviewed for technical accuracy by
regional management staff having responsibility for the appropriate inspection
program (Division of Nuclear Material Safety (DNMS) or DRS). Upon completion
of this review, the reviewer will initial the PN.

6. With the ADAMS Accession Number already documented on the PN, the BC or
designee will obtain concurrence from the cognizant DDs or DDDs for each PN.
If DRS has the functional responsibility for the PN, the PN should also be
coordinated with the appropriate Division of Reactor Projects (DRP) BC.
Division concurrence will be indicated by the DDs' or the DDDs' initials on the
hard copy.

7. The BC or designee will obtain concurrence from the PAO, which will be
indicated by the PAO's initial on the hard copy.

8. The BC or designee will then obtain final concurrence by the RA or DRA, which
will be indicated by the RA's or DRA's initials on the hard copy.

9. The PN should be read to a licensee management official to ensure they are
aware of the technical information NRC is communicating. Any substantive
change which results from these discussions (e.g., issues of accuracy) should be
provided to concurring individuals.

10. Once the PN has been initialed by the RA or DRA and the licensee has been
notified, the Division Secretaries will process the approved PN to ensure the PN
is electronically distributed properly.

11. The text of the PN should be created using Microsoft Word (see ADAMS Desk
Reference Manual for acceptable software) to have a consistent format for
electronic submission.
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