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ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Office Responsibilities Records Series Information Form or Records Information Record keeping Signature 
System Required for 

1) OCIO/DPC is initially responsible for Financial 

adding all externally generated records to A= ADAMS Records (If 
P=PAPER yes, each 

ADAMS under options 1 & 2. O=OTHER document 

- (A-Audio, V-Video, must be 

E-Electronlc, scanned after 

2) OCIO/DPC is responsible for declaring all M-Microfiche) last signature) 

internally generated records as OARS under 
new centralized approach. 

Office Office Responsible Office Responsible Office Responsible General Description of Records Series Type Form Form Title I Description of A p 0 YES/NO 
Responsible for Initially Adding for Declaring the for Filing the Records of No. Records 
for Function the Internally Externally Record in the Schedule .Form 

Generated Record Generated Record ADAMS File Plan (GRS) 
to ADAMS 1) as Official Agency and Item 

Record2) Number 

HR HR OCIO/DPC OCIO/DPC 01-03 Personnel Correspondence Files NA NA General Correspondence: x NO 
memoranda, letters, reports, 
notes, etc. 

HR HR OCIO/DPC OCIO/DPC 01-03 PERSONNEL RECOMMENDED RECORDKEEPING SYSTEM x 
CORRESPONDENCE FILES NOTE: THERE ARE ADDITIONAL RECORDS IN 

THIS RECORDS SERIES THAT ARE TO BE KEPT IN 
PAPER. SEE THE NRC ADMINISTRATIVE FORMS 
AND CORRESPONDENCE MATRIX. 

SBCR SBCR SBCR SBCR 01-25.c1 Equal Employment Opportunity NA NA General Correspondence: x NO 
(EEO) Records. Preliminary memoranda, letters, forms, 
and Background Files. reports, notes, etc 
Background records not filed in 
the Official Discrimination 
Complaint Case Files. 

SBCR SBCR SBCR SBCR 01-25.c2 Equal Employment Opportunity NA NA General Correspondence: x NO 
(EEO) Records. Preliminary and memoranda, letters, forms, 
Background Files. Records reports, notes, etc. 
documenting complaints that do 
not develop into Official 
Discrimination Complaint Cases. 

SBCR SBCR SBCR SBCR 01-25.d1 Equal Employment Opportunity NA NA Reviews, background NO 
(EEO) Records. Compliance documents, and correspondence x 
Records. Compliance Review relating to contractor employment 
Files. practices. 

SBCR SBCR SBCR SBCR 01-25.d2 Equal Employment Opportunity NA NA General Correspondence: NO 
(EEO) Records. EEO memoranda, letters, forms, x 
Compliance Reports. reports, notes, etc. 

SBCR SBCR SBCR SBCR 01-25.g Equal Employment Opportunity NA NA General correspondence and NO 
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ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Office Responsibilities · Records Series Information Forin or Records Information Record keeping Signature 
System Required for 

1) OCIO/DPC is initially responsible for Financial 

adding all externally generated records to A= ADAMS Records (If 
P=PAPER yes, each 

ADAMS under options 1 & 2. O=OTHER document 

(A-Audio, V-Video, must be 

E-Electronic1 
scanned after 

2) OCIO/DPC.is responsible for declaring all M-Microfiche) last signature) 

internally generated records as OARs under 
new centralized approach. 

Office Office Responsible Office Responsible Office Responsible General Description of Records Series Type Form Form Title I Description of A p 0 YES/NO 
Responsible for Initially Adding for Declaring the for Filing the Records of No. Records 
for Function the Internally Externally Record in the Schedule Form 

Generated Record Generated Record ADAMS File Plan (GRS) 
toADAMS1) as Official Agency and Item 

Record 2) Number 

(EEO) Records. EEO General copies of regulations with related x 
Files. records pertaining to the Civil 

Rights Act of 1964, the EEO Act 
of 1972, and any pertinent later 
legislation, and agency EEO 
Committee meeting records, 
including minutes and reports. 

SBCR SBCR SBCR SBCR 01-25.h.1 Equal Employment Opportunity NA NA Agency copy of consolidated NO 
(EEO) Records. EEO AAP(s). x 
Affirmative Action Plans (AAP). 

SBCR SBCR SBCR SBCR 01-25.h.2 Equal Employment Opportunity NA NA Agency feeder plan to NO 
(EEO) Records. EEO consolidated AAP(s). x 
Affirmative Action Plans (AAP). 
Equal Employment Opportunity 
(EEO) Records. 

SBCR SBCR SBCR SBCR 01-25.h.3 Equal Employment Opportunity NA NA Report of on-site reviews of NO 
(EEO) Records. EEO Affirmative Action Programs. x 
Affirmative Action Plans (AAP). 

SBCR SBCR SBCR SBCR 01-25.h.4 Equal Employment Opportunity NA NA Agency copy of annual report of NO 
(EEO) Records. EEO Affirmative Action accom- x 
Affirmative Action Plans (AAP). plishments. 

SBCR SBCR SBCR SBCR 01-25 EQUAL EMPLOYMENT RECOMMENDED RECORDKEEPING SYSTEM x 
OPPORTUNITY (EEO) NOTE: THERE ARE ADDITIONAL RECORDS IN 
RECORDS THIS RECORDS SERIES THAT ARE TO BE KEPT IN 

PAPER. SEE THE NRC ADMINISTRATIVE FORMS 
AND CORRESPONDENCE MATRIX. 

ADM ADMIDCPM & HQ & OCIO/DPC & HQ OCIO/DPC 03-02 General Correspondence Files of NA NA Correspondence files of x NO 
Regional Offices Offices Who Chose operating procurement units. operating procurement units 
Who Create It to Declare Their concerning internal operation and 

Own Externally administration matters not 
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ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Office Responsibilities Records Series Information Form or Records Information Record keeping Signature 
System Required for 

1) . OCIO/DPC is initially responsible for Financial 

adding all externally generated records to A= ADAMS Records (If 
P=PAPER yes, each 

ADAMS under options 1 & 2. 
-

O=OTHER document 

(A-Audio, V-Video, must be 

E-Electronic, scanned after 

2) OCIO/DPC is responsible for declaring all M-Microliche) last signature) 

internally generated records as OARs under 
new centralized approach. 

Office Office Responsible Office Responsible Office Responsible General Description of Records Series Type Form Form Title I Description of A p 0 YES/NO 
Responsible for Initially Adding for Declaring the for Fiiing the Records of No. Records 
for Function the Internally Externally Record in the Schedule Form 

Generated Record Generated Record ADAMS File Plan (GRS) 
to ADAMS 1) as Official Agency and Item 

Record 2) Niimber 

Generated Records covered elsewhere in this 
Under Option 2. schedule. 

ADM ADM/DCPM & HQ OCIO/DPC & HQ OCIO/DPC 03-02 GENERAL RECOMMENDED RECORDKEEPING SYSTEM x 
& Regional Offices Offices Who Chose CORRESPONDENCE FILES 
Who Create It to Declare Their 

Own Externally 
Generated Records 
Under 
Option 2. 

ADM HQ & Regional OCIO/DPC OCIO/DPC 03-03.a1a Routine Procurement Files NRC 173 Standard Order for DOE Work x YES 
Offices Who Create Above Simplified Acquisition (SOEW) 
It Threshold and all Construction 

Contracts Exceeding$2,000. 

ADM HQ & Regional OCIO/DPC OCIO/DPC 03-03.a1a Routine Procurement Files NRC 189 DOE Laboratory Project and Cost )( YES 
Offices Who Create Above Simplified Acquisition Proposal for NRC Work 
It Threshold and all Construction 

Contracts Exceeding$2,000. 

ADM ADM/DC PM OCIO/DPC OCIO/DPC 03-03.a1a Routine Procurement Files . NRC 292 Voucher Transmittal for Review x YES 
Above Simplified Acquisition and Approval Prior to Payment 
Threshold and all Construction 
Contracts Exceeding$2,000. 

ADM HQ & Regional OCIO/DPC OCIO/DPC 03-03.a1a Routine Procurement Files NRC 367 DOE Source Selection x NO 
Offices Who Create Above Simplified Acquisition Justification 
It Threshold and all Construction 

Contracts Exceeding$2,000. 

ADM HQ & Regional OCIO/DPC OCIO/DPC 03-03.a1a Routine Procurement Files NRC 385 Project File Identification x NO 
Offices Who Create Above Simplified Acquisition 
It Threshold and all Construction 

Contracts Exceeding$2,000. 

Routine Procurement Files 
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ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Office Responsibilities Records Series Information Form or Records Information Record keeping Signature 
System Required for 

1) OCIO/DPC is initially responsible for Financial 

adding all externally ~enerated records to A= ADAMS Records (If 
P=PAPER yes, each 

ADAMS under options 1 &: 2. O=OTHER document 
·(A-Audio, V-Video, must be 
E-Electronic, scanned after 

2) OCIO/DPC is responsible for declaring all M·Microfiche) last signature) 

internally generated reco:i;-ds as OARS under 
new centralized approach. 

Office Office Responsible Office Responsible Office Responsible General Description of Records Series Type Form Form Title I Description of A p 0 YES/NO 
Responsible for Initially Adding for Declaring the for Filing the Records of No. Records 
for Function the Internally Externally Record In the Schedule Form 

Generated Record Generated Record ADAMS File Plan (GRS) 
to ADAMS 1) as Official Agency and Item 

Record 2) Number 

ADM ADM/DCPM OCIO/DPC OCIO/DPC 03-03.a1a Above Simplified Acquisition NRC 493 Property Transfer Request x NO 
Threshold and all Construction 
Contracts Exceeding$2, 000. 

ADM HQ & Regional OCIO/DPC OCIO/DPC 03-03.a1a Routine Procurement Files NRC 552 Monthly Letter Status Report x NO 
Offices Who Create Above Simplified Acquisition Review 
It Threshold and all Construction 

Contracts Exceeding$2,000. 

ADM HQ & Regional OCIO/DPC OCIO/DPC 03-03.a1a Routine Procurement Files NRC 553 NRC/DOE Work Orders Closeout x NO 
Offices Who Create Above Simplified Acquisition Checklist 
It Threshold and all Construction 

Contracts Exceeding$2,000. 

ADM HQ & Regional OCIO/DPC OCIO/DPC 03-03.a1a Routine Procurement Files NRC 554& Independent Government Cost x NO 
Offices Who Create Above Simplified Acquisition 554A · Estimate (IGCE) 
It Threshold and all Construction 

Contracts Exceeding$2, ooo. 

ADM HQ & Regional OCIO/DPC OCIO/DPC 03-03.a1a Routine Procurement Files NRC 555 Summary of Negotiations x NO 
Offic:eS Who Create Above Simplified Acquisition 
It Threshold and all Construction 

Cont_racts Exceeding$2, 000. 

ADM HQ & Regional OCIO/DPC OCIO/DPC 03-03.a1a Routine Procurement Files NRC 557 NRC/DOE Work Order Pre-award x NO 
Offices Who Create Above Simplified Acquisition Checklist 
It Threshold and all Construction 

Contracts Exceeding$2, 000. 

ADM HQ & Regional OCIO/DPC OCIO/DPC 03-03.a1a Routine Procurement Files NRC 558 Summary of Proposal Evaluation x NO 
Offices Who Create Above Simplified Acquisition 
It Threshold and all Construction 

Conti:acts Exceeding$2,000. 

ADM HQ & Regional OCIO/DPC OCIO/DPC 03-03.a1a Routine Procurement Files at or NRC 558A Summary of Proposal Evaluation x NO 
Offices Who Create Below Simplified Acquisition - lnteragency Agreement 
It Threshold and all Construction 

Contracts at or Below $2,000. 
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Office Responsibilities 

1) OCIO/DPC is initially responsible for 
adding all externally generated records to 
ADAMS under options 1 & 2. 

2) OCIO/DPC is responsible for declaring all 
internally generated records as OARs under 
new centralized approach. 

Office 
Responsible 
for Function 

ADM 

ADM 

OCIO 

OCIO 

OCIO 

ADM 

OCIO 

OCIO 

Office Responsible . 
for Initially Adding 
the Internally 
Generated Record 
to ADAMS 1) 

HQ & Regional 
Offices Who Create 
It 

HQ & Regional 
Offices Who Create 
It 

OCIO/ADD 

OCIO/ADD 

OCIO/ADD 

ADM/DC PM 

OCIO/ADD 

OCIO/ADD 

Office Responsible 
for Declaring the 
EXternally 
Generated Record 
as Official Agency 
Record 2) 

OCIO/DPC 

OCIO/DPC 

OCIO/DPC 

OCIO/DPC 

OCIO/DPC 

OCIO/DPC 

OCIO/DPC 

OCIO/DPC 

Office Responsible 
for Filing the 
Record in the 
ADAMS File Plan 

OCIO/DPC 

OCIO/DPC 

OCIO/DPC 

OCIO/DPC 

OCIO/DPC 

OCIO/DPC 

OCIO/DPC 

OCIO/DPC 

ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Records Series Information Form or Records Information Record keeping 
System 

Signature 
Required for 
Financial 
Records (If 
yes, each 
document 
must be 
scanned after 
last signature) 

General 
Records 
Schedule 
(GRS) 
and Item 
Number 

03-03.a1a 

03-03.a1a 

03-03.a1a 

03-03.a1a 

03-03.a1a 

03-03.a1a 

03-03.a1a 

03-03.a1a 

Description of Records Series 

Routine Procurement Files 
Above Simplified Acquisition 
Threshold and all Construction 
Contracts Exceeding$2,000. 

'Routine Procurement Files 
Above Simplified Acquisition 
Threshold and all Construction 
Contracts Exceeding$2, 000. 

Routine Procurement Files 
Above Simplified Acquisition 
Threshold and all C.onstruction 
Contracts Exceeding$2,000. 

Routine Procurement Files 
Above Simplified Acquisition 
Threshold and all Construction 
Contracts Exceeding$2,000. · 

Routine Procurement Files 
Above Simplified Acquisition 
Threshold and all Construction 
Contracts Exceeding$2,000. 

Routine Procurement Files 
Above Simplified Acquisition 
Threshold and all Construction 
Contracts Exceeding$2,000. 

Routine Procurement Files 
Above Simplified Acquisition 
Threshold and all Construction 
Contracts Exceeding$2,000. 

Routine Procurement Files 
Above Simplified Acquisition 
Threshold and all Construction 
Contracts Exceeding$2,000. 
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Type 
of 

Form 

NRG 

NRG 

NRG 

NRG 

NRG 

OCIO 

OCIO 

Form 
No. 

559 

560 

631 

Form Title I Description of 
Records 

Project Closeout Certification 

Property Certification 

CISSCO Program Task 
Assignment Control (TAC) 

A= ADAMS 
P=PAPER 
O=OTHER 
(A-Audio, V-Video, 
E-Electronic, 
M-Microfiche) 

A p 0 

x 

x x 

632 CISSCO Program Work Estimate X x 

634 CISSCO Program Independent X 
Government Cost Estimate 

662 Award of lnteragency Agreement 

CIS-3 CISSCO Program TAC Closeout 

CIS-5 CISSCO Program Final 
Deliverable 

I 

x 

x 

x 

x 

x 

x 

YES/NO 

YES 

NO 

YES 

NO 

NO 

YES 

YES 

NO 



ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 .,_ 

Office Responsibilities Records Series Information Form or Records Information Record keeping Signature 
System Required for 

1) OCIO/DPC is initially responsible for - Financial 
~, A= ADAMS Records (If 

adding all externally generated records to P=PAPER yes, each 

ADAMS under options 1 & 2. O=OTHER document 

(A-·Audio, V-Vldeo, must be 

E-Electronic, scanned after 

2) OCIO/DPC is responsible for declaring ali M-Microfiche) last signature) 

internal·ly generated records as OARS under 
-

new centralized approach. 

Office Office Responsible Office Responsible Office Responsible General Description of Records Series Type Form Form Title I Description of A p 0 YES/NO 
Responsible for Initially Adding for Declaring the for Filing the Records of No. Records 
for Function the Internally Externally Record in the Schedule Form 

Generated Record Generated Record ADAMS File Plan (GRS) 
toADAMS1) as Official Agency ' and Item 

Record 2) Number 

ADM ADM/DC PM OCIO/DPC OCIO/DPC 03-03.a1a Routine Procurement Files SF 26 Award/Contract x YES 
Above Simplified Aequisition 
Threshold and all Construction / 

Contracts Exceeding$2,000. 

ADM ADM/DC PM OCIO/DPC OCIO/DPC 03-03.a1a Routine Procurement Files SF 30 Amendment of x YES 
Above Simplified Acquisition Solicitation/Modification of 
Threshold and all Construction Contract 
Contracts Exceeding$2, 000. 

ADM ADM/DC PM OCIO/DPC OCIO/DPC 03-03.a1a Routine Procurement Files SF 33 Solicitation, Offer and Award x YES 
Above Simplified Acquisition 
Threshold and all Construction 
Contracts Exceeding$2,000. 

ADM ADM/DC PM OCIO/DPC OCIO/DPC 03-03.a1a Routine Procurement Files SF 252 Architect-E.ngineer Fixeil"Price x YES 
- Above Simplified Acquisition ·Contract. 

Threshold and all Construction 
Contracts Exceeding$2,000. 

ADM ADM/DC PM OCIO/DPC OCIO/DPC 03-03.a1a Routine Procurement Files SF 279 Federal Procurement Data x E NO 
Above Simplified Acquisition System FPDS Individual Contract 
Threshold and all Construction· Action Report 
Contracts Exceeding$2,000. 

HQ & Regional OCIO/DPC OCIO/DPC. 03-03.a.1.a Routine Procurement Files NA NA Reimbursable Agreements and x YES 
ADM Offices Who Create Above Simplified Acquisition Contract Files including 

It Threshold and all Construction DOE/NRC MOUs 
Contracts Exceeding$2,000. 

ADM ADM/DC PM OCIO/DPC OCIO/DPC 03-03.a1a Routine Procurement Files NA NA Contract, requisition, purchase x NO 
Above Simplified Acquisition order, lease, and bond and surety 

(HQ & Regional Threshold a'nd all Construction records, including 
Offices Who Create Contracts Exceeding$2,000. correspondence and related 
It if Not Maintained papers pertaining to award, 

administration, receiot, inspection 
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ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Office Responsibilities Records Series Information Form or Records Information Recordkeeping Signature 
System Required for 

1) OCIO/DPC is initially responsible for Financial 

adding all externally generated records to 
A= ADAMS Records (If 
P=PAPER yes, each 

ADAMS under qptions 1 & 2. O=OTHER document 
(A-Audio, V-Video, must be 

E-Electronic, scanned after 

2) 'OCIO/DPC is responsible for declaring all M-Microfiche) last signature) 

internally generated records as OARS under 
new centralized approach. 

Office Office Responsible Office Responsible Office Responsible General Description of Records Series Type Form Form Title I Description of A p 0 YES(NO 
Responsible for Initially Adding for Declaring the for Filing the Records of No. Records 
for Function the Internally Externally Record in the Schedule Form 

Generated Record Generated Record ADAMS File Plan (GRS) 
to ADAMS 1) as Official Agency and Item 

Record 2) Number 

by the DCPM) and payment (other than those 
covered in items 1 and 12) 

ADM ADM/DC PM OCIO/DPC OCIO/DPC 03-03.a1b Routine Procurement Files at or NRG 292 Voucher Transmittal for Review x YES 
Below Simplified Acquisition and Approval Prior_ to Payment 
Threshold and all Construction 
Contracts at or Below $2,000. 

ADM HQ & Regional OCIO/DPC or OCIO/DPC 03-03.a1b Routine Procurement Files at or OF 347 Purchase Order (and x YES 
Offices Who Create Offices Who Chose Below Simplified Acquisition Continuation Sheet) 
It to Declare Their Threshold and all Construction 

Own Externally Contracts at or Below $2,000. 
Generated Records 
Under Option 2. 

ADM ADM/DC PM OCIO/DPC 03-03.a1b Routine Procurement Files at or SF 26 Award/Contract x YES 
OCIO/DPC Below Simplified Acquisition 

Threshold and all Construction 
Contracts at or Below $2,000. 

ADM ADM/DC PM OCIO/DPC OCIO/DPC 03-03.a1b Routine Procurement Files at or SF 30 Amendment of x YES 
Below Simplified Acquisition Solicitation/Modification of 
Threshold and all Construction Contract 
Contracts at or Below $2,000. 

ADM ADM/DC PM OCIO/DPC OCIO/DPC 03-03.a1b Routine Procurement Files at or SF 33 Solicitation, Offer and Award x YES 
Below Simplified Acquisition 
Threshold and all Construction 
Contracts at or Below $2,000. 

ADM ADM/DCPM OCIO/DPC OCIO/DPC 03-03.a1b Routine Procurement Files at or SF 252 Architect-Engineer Fixed-Price x YES 
Below Simplified Acquisition Contract 
Threshold and all Construction 
Contracts at or Below $2,000. 

ADM HQ & Regional OCIO/DPC or OCIO/DPC 03-03.a1b Routine Procurement Files at or NA NA Contract, requisition, purchase x NO 
Offices Who Create Offices Who Chose Below Simclified Acauisition order, lease, and bond and surety 
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ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Office Responsibilities Records Series Information Form or Records Information Record keeping Signature 
System Required for 

1) OCIO/DPC is initially responsible for Financial 

adding all externally generated records to A= ADAMS Records (If 
P=PAPER yes, each 

ADAMS under options 1 &: 2. O=OTHER document 

(A-Audio, V-Video, must be 

E-Electronic, scanned after 

2) OCIO/DPC is responsible for declaring all M·Microfiche) last signature) 

internally generated records as OARS under 
new centralized approach! 

Office Office Responsible Office Responsible Office Responsible General Description of Records Series Type Form Form Title I Description of A p 0 YES/NO 
Responsible for Initially Adding for Declaring the for Filing the Records of No. Records 
for Function the Internally Externally Record in the Schedule Form 

Generated Record Generated Record ADAMS File Plan (GRS) 
to ADAMS 1) as Official Agency and Item 

Record 2) Number 

It to Declare Their Threshold and all Construction records, including 
Own Externally Contracts at or Below $2,000. correspondence and related 
Generated Records papers pertaining to award, 
Under Option 2. administration, receipt, inspection 

and payment (other than those 
covered in items 1 and 12) 

ADM ADM/DC PM OCIO/DPC OCIO/DPC 03-03.d Routine Procurement Files.data SF 279 Federal Procurement Data x E NO 
submitted to the Federal System FPDS Individual Contract 
Procurement Data System FPDS Action Report 

ADM ADM/DCPM OCIO/DPC OCIO/DPC 03-03 ROUTINE PROCUREMENT RECOMMENDED RECORDKEEPING SYSTEM x 
FILES 

ADM ADM/DC PM OCIO/DPC OCIO/DPC 03-05.a Solicited and Unsolicited Bids NA NA Incoming Bids and Proposals x NO 
and Proposal_s Files. Successful 
bids and proposals. 

ADM ADM/DC PM OCIO/DPC OCIO/DPC 03-05.b1 Solicited ahd unsolicited NA NA Incoming Bids and Proposals x NO 
unsucces!;ful bids and proposals. 
Relating to small purchases as 
defined in the Federal Acquisition 
Regulation, 48 CFR Part 13. 

ADM ADM/DCPM OCIO/DPC OCIO/DPC 03-05 SOLICITED AND UNSOLICITED RECOMMENDED RECORDKEEPING SYSTEM x 
BIDS AND PROPOSALS FILES 

8 



- ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Office Responsibilities Records Series Information Form or Records Information Record keeping Signature 
System Required for 

1) OCIO/DPC is initially responsible for Financial 

adding all externally generated records to A= ADAMS Records (If 
P=PAPER yes, each 

ADAMS under options 1 &: 2. O=OTHER document 
(A-Audio, V·Video, must be 

E·Electronlc, scanned after 

2) OCIO/DPC is responsible for declaring all M·Microliche) last signature) 

internally generated records as OARs under 
new centralized approach. 

Office Office Responsible Office Responsible Office Responsible General Description of Records Series Type Form Form Title I Description of A p 0 YES/NO 
Responsible for Initially Adding for Declaring the for Filing the. Records of No. Records 
for Function the Internally Externally Record in the Schedule Form 

Generated Record Generated Record ADAMS File Plan (GRS) 
to ADAMS 1) as Official Agency and Item 

Record 2) Number 

ADM ADM/DC PM OCIO/DPC OCIO/DPC 03-17 Small and Disadvantaged NA NA Correspondence, reports, NO 
Business Utilization Files studies, goal statements, and 

SBCR SBCR SBCR SBCR other records relating to the small 
and disadvantaged business 
utilization program, as required 
by Pub.L. 95-507. 

x 
(ADM) 

x 
(SBCR) 

SBCR SBCR SBCR SBCR 03-17 SMALL AND RECOMMENDED RECORDKEEPING SYSTEM x 
DISADVANTAGED BUSINESS 
UTILIZATION FILES 

ADM OCIO/DPC OCIO/DPC 03-17 SMALL AND RECOMMENDED RECORDKEEPING SYSTEM x 
DISADVANTAGED BUSINESS 
UTILIZATION FILES. 

ADM ADM/DC PM OCIO/DPC OCIO/DPC 04-01 Property Disposal NA NA Correspondence files maintained x NO 
Correspondence Files. by units 'responsible for property 

disposal, pertaining to their 
operation and administration, and 
not otherwise provided for. 

ADM ADM/DC PM OCIO/DPC OCIO/DPC 04-01 PROPERTY DISPOSAL RECOMMENDED RECORDKEEPING SYSTEM x 
CORRESPONDENCE FILES 

OCFO OCFO/DPBA/FCB OCIO/DPC OCIO/DPC OS-03.a Budget Reports Files. Annual NA NA Periodic reports on the status of x NO 
report (end of fiscal year). appropriation accounts and 

apportionment 
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ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Office Responsibilities Records Series Information Form or Records Information Record keeping Signature 
System Required for 

1) OCIO/DPC is initially responsible for Financial 

adding all externally generated records to A= ADAMS Records (If 
P=PAPER yes, each 

ADAMS.under options l. & 2. O=OTHER document 

(A-Audio, V·Video, must be 

E·Electronic, scanned after 

2) OCIO/DPC is responsible for declaring all M-Microliche) last signature) 

internally generated records as OARS under 
new centralized approach. 

Office Office Responsible Office Responsible Office Responsible General Description of Records Series Type Form Form Title I Description of· A p 0 YES/NO 
Responsible for Initially Adding for Declaring the for Filing the Records of No. Records 
for Function the Internally Externally Record in the Schedule Form 

Generated Record Generated Record ADAMS Fiie Plan (GRS) 
to ADAMS 1) as Official Agency and Item 

Record 2) Number 

OCFO OCFO/DPBA/FCB OCIO/DPC OCIO/DPC 05-03.b Budget Reports Files. All other NA NA Periodic reports on the status of x NO 
reports (excluding the annual appropriation accounts and 
report). apportionment 

OCFO OCFO/DPBA/FCB OCIO/DPC OCIO/DPC 05-03 BUDGET REPORTS FILES RECOMMENDED RECORDKEEPING SYSTEM x 
NOTE: THERE ARE ADDITIONAL RECORDS IN 
THIS RECORDS SERIES THAT ARE TO BE KEPT IN 
PAPER. SEE THE NRC ADMINISTRATIVE FORMS 
AND CORRESPONDENCE MATRIX. 

OCFO OCFO/DPBA/FCB OCIO/DPC OCIO/DPC 05-04 Budget Apportionment Files SF 132 Apportionment and x YES 
Reapportionment Schedule 

· OCFO OCFO/DPBA/FCB OCIO/DPC OCIO/DPC 05-04 . Budget Apportionment Files NA NA Apportionment and x NO 
reapportionment schedules, 
proposing quarterly obligations 
under each authorized 
appropriation: 

OCFO OCFO/DPBA/FCB OCIO/DPC OCIO/DPC 05-04 BUDGET APPORTIONMENT RECOMMENDED RECORDKEEPING SYSTEM x 
FILES NOTE: THERE ARE ADDITIONAL RECORDS IN 

THIS RECORDS SERIES THAT ARE TO BE KEPT IN 
PAPER. SEE THE NRC ADMINISTRATIVE FORMS 
AND CORRESPONDENCE MATRIX • 

OCFO . OCFO/DAF/LFARB OCIO/DPC OCIO/DPC 06-01.a Accountable Officers' NRG 577 License Fee Requirements x NO 
Files 
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ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 · 

Office Responsibilities Records Series Information Form or Records Information Record keeping Signature 
System Required for 

1) OCIO/DPC is ·initially responsible for Financial 

adding all externally generated records to A= ADAMS Records (If 
P=PAPER yes, each 

ADAMS under options 1 & 2. O=OTHER document 

(A-Audio, V-Video, must be 

E-Electronic, scanned after 

2) OCIO/DPC is responsible for declaring all M-Microfiche) last signature) 

internally generated records as OARS under 
new centralized approach. 

Office Office Responsible Office Responsible Office Responsible General Description of Records Series Type Form Form Title I Description of A p 0 YES/NO 
Responsible for Initially Adding for Declaring the for Filing the Records of No. Records 
for Function the Internally Externally Record in the Schedule Form 

Generated Record Generated Record ADAMS File Plan (GRS) 
to ADAMS 1) as Official Agency and Item 

Record 2) Number 

OCFO OCFO/DAF/LFARB OCIO/DPC OCIO/DPC 06-01.a Accountable Officers' RECOMMENDED RECORDKEEPING SYSTEM x 
Files Note: Only NRC 577, "License Fee Requirement will 

be put into ADAMS. 

ADM ADM/DAS/ASC OCIO/DPC OCIO/DPC 10-01 Motor Vehicle Correspondence NA NA Correspondence in the operating x NO 
-Files unit responsible for maintenance 

and operation of motor vehicles 
not otherwise covered in this 
schedule. 

ADM ADM/DAS/ASC OCIO/DPC OCIO/DPC 10-01 MOTOR VEHICLE RECOMMENDED RECORDKEEPING SYSTEM x 
CORRESPONDENCE FILES 

OCIO OCIO/WPDSD/ISB OCIO/DPC OCIO/DPC 13-05.a Joint Committee on Printing NA NA Agency report to JCP regarding x NA 
(JCP) Reports Files. operation of Class A and B Plants 

and inventories of printing, 
binding, and related equipment in 
Class A and B Plants or in 
storage. 

OCIO OCIO/WPDSD/ISB OCIO/DPC OCIO/DPC _ 13-05.b Joint Committee on Printing NA NA Copies of agency report in x NA 
(JCP) Reports Files. subordinate reporting units and 

related work papers. 

OCIO OCIOMiPDSD/ISB OCIO/DPC OCIO/DPC 13-05 JOINT COMMITTEE ON RECOMMENDED RECORDKEEPING SYSTEM x 
PRINTING (JCP) REPORTS 
FILES 

OCIO OCIO/WPDSD/ISB OCIO/DPC OCIO/DPC 14-06 Indexes and Check Lists NA NA Bibliographies, checklists, and x NA 
indexes of agency publications 
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ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Office Responsibilities Records Serles Information Form or Records Information Record keeping Signature 
System Required for 

1) OCIO/DPC is initially responsible for Financial 

adding all externally generated records to A= ADAMS Records (If 
P=PAPER yes, each 

ADAMS under options 1 &: 2. O=OTHER document 
(A-Audio, V-Video, must be 
E-Electronic, scanned after 

2) OCIO/DPC is responsible for declaring all M-Microfiche) last signature) 

internally generated records as OARS under 
new centralized approach. 

Office Office Responsible · Office Responsible Office Responsible General Description of Records Series Type Form Form Title I Description of A p 0 YES/NO 
Responsible for Initially Adding for Declaring the for Filing the Records of. No. Records 
for Function the Internally Externally Record In the Schedule Form 

Generated Record Generated Record ADAMS File Plan (GRS) 
to ADAMS 1) as Official Agency and Item 

Record 2) Number 

and releases, EXCLUDING those 
relating to record sets scheduled -
as permanent 

OCIO OCIO/WPDSD/ISB OCIO/DPC OCIO/DPC 14~6 INDEXES AND CHECK LISTS RECOMMENDED RECORDKEEPING SYSTEM x 

OCIO OCIO/WPDSD/FOIA OCIO/DPC OCIO/DPC 14-11.a1 FOIA Requests Files. Granting NRC 464, Response to FOIA /PA Request x x 
TEAM access to all the requested Parti 

records. 

OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 14-11.a1 FOIA Requests Files. Granting NA NA Original request, a copy of the x x 
Offices Who Create Offices Who Chose access to all the requested reply thereto, a copy of requested 
It & OCIO/WPDSD/ to Declare Their records. ., record, and all related supporting 
FOIATEAM Own Externally files excluding the official file 

Generated Records copy of requested record. 
Under Option 2. 

·aero OCIO/WPDSD/ OCIO/DPC OCIO/DPC 14-11.a2a FOIA Requests Files. NRC 464, Response to FOIA /PA Request x· x 
FOIATEAM Responding to requests for Parti 

nonexistent records; to 
requesters who provide 
inadequate descriptions; and to 
those who fail to pay agency 
reproduction fees. Request not 
appealed. 

OCIO OCIO/WPDSD/ OCIO/DPC OCIO/DPC 14-11.a2b FOIA Requests Files. NRC 464, Response to FOIA /PA Request x x 
FOIATEAM Responding to requests for Parti 

nonexistent records; to 
requesters who provide 
inadequate descriptions; and to 

·those who. fail to pay agency 
reproduction fees. Request 
appealed. 

12 



ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Office Responsibilities Records Series Information Form or Records Information Record keeping Signature 
System Required for 

1) OCIO/DPC is initially responsible for Financial 

adding all externally generated records to A= ADAMS Records (If 
.. P=PAPER yes, each 

ADAMS under options 1 & 2. O=OTHER document 
(A-Audio, V-Video, must be 
E-Electronic, scanned after 

2) OCIO/DPC is responsible for declaring all M-Microliche) last signature) 

internally generated records as OARs under 
new centralized approach. 

Office Office Responsible Office Responsible Office Responsible General Description of Records Series Type Form Form Title I Description of A p 0 YES/NO 
Responsible for Initially Adding for Declaring the for Filing the Records of No. Records 
for Function the Internally Externally Record in the Schedule Form 

Generated Record Generated Record ADAMS File Plan (GRS) 
to ADAMS 1) as Official Agency and Item 

Record 2) Number 

OCIO OCIOIWPDSD/ OCIO/DPC OCIO/DPC 14-11.a3a FOIA Requests Files. Denying NRG 464, Response to FOIA /PA Request x x 
FOIATEAM access to all or part of the Parti 

records requested. Request not 464, 
appealed. Part ii 

OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 14-11.b Official file copy of requested NA NA Official file copy of requested x 
Offices Who Offices Who Chose records is disposed of in records. 
Created It or to Declare Their accordance with approved 
Received It Own Externally agency disposition instructions 

Generated Records for the related records or with the 
Under Option 2. related FOIA request, whichever 

is later. 

OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 14-11 FOIA REQUESTS FILES RECOMMENDED RECORDKEEPING SYSTEM x· x 
Offices Who Offices Who Chose 
Create It & to Declare Their *RECORDKEEPING SYSTEM DEPENDENT UPON: 
OCIO/WPDSD/ Own Externally PUBLIC RELEASE= ADAMS 
FOIATEAM Generated Records ::.. NON-PUBLIC RELEASE = PAPER 

Under 
Option 2. NOTE: THERE ARE ADDITIONAL RECORDS IN 

THIS RECORDS SERIES THAT ARE TO BE KEPT IN 
PAPER. SEE THE NRC ADMINISTRATIVE FORMS 
AND CORRESPONDENCE MATRIX. 

OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 14-12.a FOIA Appeals Files. NA NA Appellant's letter, a copy of the x NA 
Offices Who Create Offices Who Chose Correspondence and Supporting reply thereto, and related 
It & OCIO/WPDSD/ to Declare Their Documents. supporting documents, which 
FOIATEAM Own Externally may include the official file copy 

Generated Records of records under appeal or copy 
Under Option 2. thereof 

OCJO HQ & Regional OCIO/DPC & HQ OCIO/DPC 14-12.b FOIA Appeals Files. Official file NA NA Official file copy of requested x NA 
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ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Office Responsibilities Records Series Information Form or Records Information Record keeping Signature 
System Required for 

1) OCIO/DPC is initially responsible for Financial 

adding all externally generated records to A= ADAMS Records (If 
P=PAPER yes, each 

ADAMS under options 1 &: 2. O=OTHER document 

(A-Audio, V-Video, must be 

E-Electronlc, scanned after 

2) OCIO/DPC is responsible for declaring all M·Microliche) last signature) 
. 

internally generated records as OARS under 
new centralized approach. 

Office Office Responsible Office Responsible Office Responsible General Description of Records Series Type form Form Title I Description of A p 0 YES/NO 
Responsible for Initially Adding for Declaring the for Filing the Records of No. Records 

"for Function the Internally Externally Record in the Schedule Form 
Generated Record Generated Record ADAMS File Plan (GRS) 
to ADAMS 1) as Official Agency and Item 

Record_2) Number 

Offices Who Offices Who Chose copy of records under appeal is records. 
Created It or to Declare Their disposed of in accordance with 
Received It Own Externally approved agency disposition 

Generated Records instructions for the related record 
Under Option 2. or with the related FOIA request, 

whichever is later 

OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 14-12 FOIA APPEALS FILES RECOMMENDED RECORDKEEPING SYSTEM X* 
Offices Who Offices Who Chose 
Create It & to Declare Their *RECORDKEEPING SYSTEM DEPENDENT UPON: 
OCIO/WPDSD/ Own Externally PUBLIC RELEASE = ADAMS 
FOIATEAM Generated Records NON-PUBLIC RELEASE= PAPER 

Under Option 2. I 

NOTE: THERE ARE ADDITIONAL RECORDS IN 
THIS RECORDS SERIES THAT ARE TO BE KEPT IN 
PAPER. SEE THE NRC ADMINISTRATIVE FORMS 
AND CORRESPONDENCE MATRIX. 

NRR HQ & Regional Staff OCIO/DPC & HQ OCIO/DPC 14-23 Privacy Act Accounting of NRC 525 Request for and Authorization of x 
Who Create It Offices Who Chose Disclosure Files. Files Release of Dosimetry Records 

to Declare Their maintained under the provisions 
Own Externally of 5 U.S.C. 552a(c) for an 
Generated Records accurate accounting of the date, 
Under Option 2 With nature, and purpose of each 
PA Systems. disclosure of a record to any '· 

person or to another agency 

OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 14-23 Privacy Act Accounting of NA NA Forms for showing the subject x x 
Offices With PA Offices Who Chose Disclosure Files. Files individual's name, requester's 
Systems to Declare Their maintained under the provisions name and address, purpose and 

Own Externally of 5 U.S.C. 552a(c) for an date of disclosure, and proof of 
Generated Records accurate accounting of the date, subject individual's consent when 
Under Option 2 With nature, and purpose of each applicable. 
PA Systems. disclosure of a record to any 

person or to another agency 
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ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Office Responsibilities Records Series Information Form or Records Information Record keeping Signature 
System Required for 

1) OCIO/DPC is initially responsible for Financial 

adding all externaily generated records to A=ADAMS Records (If 
P=PAPER yes1 each 

ADAMS under options 1 &: 2. O=OTHER document 
(A-Audio, V-Video, must be 

E-Electronic, scanned after 

2) OCIO/DPC is responsible for declaring all M-Microfiche) last signature) 

internally generated records as OARS under 
new centrali_zed approach. 

Office Office Responsible Office Responsible Office Responsible General Description of Records Series Type Form Form Title _I Description of A p 0 YES/NO 
Responsible for Initially Adding for .Declaring the for Filing the Records of No. Records 
for Function the Internally Externally Record in the Schedule Form 

Generated Record Generated Record ADAMS File Plan (GRS) 
to ADAMS 1) as Official Agency and Item 

Record 2) Number -
OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 14-23 PRIVACY ACT ACCOUNTING RECOMMENDED RECORDKEEPING SYSTEM x x 

Staff Who Create It Offices Who Chose OF DISCLOSURE FILES NOTE: THERE ARE ADDITIONAL RECORDS IN 
& HQ & Regional to Declare Their THIS RECORDS SERIES THAT ARE TO BE KEPT IN 
Offices With PA Own Externally PAPER. SEE THE NRC ADMINISTRATIVE FORMS 
Systems Generated Records AND CORRESPONDENCE MATRIX. 

Under Option 2 
With PA Systems. 

OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 16-01.a Administrative Issuances. NA NA Notices and other types of -X NA 
Offices Who Create Offices Who Chcise NOTE: Record sets of formal issuances related to routine 

_It& to Declare Their directives, procedural and administrative functions (e.g., 
OCIO/WPDSD/ISB Own Externally operating manuals, publications, payroll, procurement, personnel). 

Generated Records and management improvement 
Under Option 2. reports submitted to the Office of [NRCYELLOW 

Management and Budget (OMB), ANNOUNCEMENTS] 
and the case files documenting 
their development are potentially 
permanent records and are 
covered by other NRC 
Schedules. 

OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 16-01.b Administrative Issuances. NA NA Case files related to (a) above x NA 
Offices Who Create Offices Who Chose that document aspects of the 
It& to Declare Their development of the issuance. 
OCIO/WPDSD/ISB Own Externally 

Generated Records 
Under Option 2. 

OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 16-01 ADMINISTRATIVE ISSUANCES RECOMMENDED RECORDKEEPING SYSTEM x 
Offices Who Offices Who Chose 
Create It & to Declare Their 
OCIO/WPDSD/ISB Own Externally 

Generated Records 
Under Option 2. 
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ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Office Responsibilities Records Series Information Form or Records Information Record keeping Signature 
System Required for 

1) OCIO/DPC is initially responsible for Financial 

adding all externally generated records to A= ADAMS Records (If 
P=PAPER yes1 each 

ADAMS under options 1 &: 2. O=OTHER document 
(A-Audio, V-Video, must be 

E-Electronlc, scanned after 

2) OCIO/DPC is responsible for declaring all M-Microfiche) last signature) 

internally generated records as OARS under 
new centralized approach. 

Office Office Responsible Office Responsible Office Responsible General Description of Records Serles Type Form Form Title I Description of A p 0 YES/NO 
Responsible for Initially Adding for Declaring the for Filing the Records of No. Records 
for Function the Internally Externally Record in the Schedule Form 

Generated Record Generated Record ADAMS File Plan (GRS) 
to ADAMS 1) as Official Agency and Item 

Record 2) Number 

OCiO HQ & Regional OCiO/DPC & HQ OCiO/DPC 16-02.a1 Records Disposition Files. SF 115 Request for Records Disposition x NA 
Offices Who Create Offices Who Chose Descriptive inventories, disposal Authority 
It to Declare Their authorizations, schedules, and 

Own Externally reports. Basic documentation of 
Generated Records records description and 

· Under Option 2. disposition programs. SF 115s 
that have been approved by 
NARA. 

OCIO HQ & Regional OCiO/DPC & HQ OCIO/DPC 16-02.a1 Records Disposition Files. SF 115A Request for Records Disposition x NA 
Offices Who Create Offices Who Chose Descriptive inventories, disposal Authority - Continuation 
It to Declare Their authorizations, schedules, and 

Own Externally reports. Basic documentation of 
Generated Records records description and 
Under Option 2. disposition programs. SF 115s 

that have been approved by 
NARA. 

OCiO HQ & Regional OCiO/DPC & HQ OCIO/DPC 16-02.a2 Records Disposition Files. NRC 035 Records Transfer x NA 
Offices Who Create Offices Who Chose Descriptive inventories, disposal 
it to Declare Their authorizations, schedules, and 

Own Externally reports. Other records. 
Generated Records 
Under Option 2. 

OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 16-02.a2 Record.s Disposition Files. NRC 035A Records Transfer (Continuation) x NA 
Offices Who Create Offices Who Chose Descriptive inventories, disposal 
It to Declare Their· authorizations, schedules, and 

Own Externally reports. Other records. 
Generated Records 
Under Option 2. 
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ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Office Responsibilities Records Series Information · Form or Records Information Record keeping Signature 
system Required for 

1) OCIO/DPC is initially responsible for Financial 

adding all externally generated records to A= ADAMS Records (If 
P=PAPER yes, each 

ADAMS under OJ?tions 1 & 2. O=OTHER document 

(A-Audio, V-Video, must be 

E-Electronic, -scanned after 

2) OCIO/DPC is responsible for declaring all M·Microfiche) last signature) 

internally generated records as OARs under 
new centralized approach. 

Office Office Responsible Office Responsible Office Responsible General Description of Records Series Type Form Form Title I Description of A p 0 YES/NO 
Responsible for Initially Adding for Declaring the for Filing the Records of ·No. Records 
for Function the Internally Externally Record in the Schedule Form 

Generated Record Generated Record ADAMS File Plan (GRS) 
to ADAMS 1) as Official Agency and Item 

Record 2) Number 

OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 16·02.a2 Records Disposition Files. NRC 331 Records Retention and Disposal x NA 
Offices Who Create Offices Who Chose Descriptive inventories, disposal Authorization 
It to Declare Their authorizations, schedules, and 

Own Externally reports. Other records. 
Generated Records 
Under Option 2. 

OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 16-02.a2 Records Disposition Files. SF 135A Records Transmittal and Receipt x NA 
Offices Who Create Offices Who Chose Descriptive inventories, disposal , (Continuation) 
It to Declare Their authorizations, schedules, and 

Own Externally reports. Other records. 
. Generated Records 

Under Option 2. 
' 

OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 16-02.a2 Records Disposition Files. SF 135 Records Transmittal and Receipt x NA 
Offices Who Create Offices Who Chose Descriptive inventories, disposal 
It to Declare Their authorizations, schedules, and 

Own Externally reports. Other records. . 
Generated Records 
Un~er Option 2. 

' 

OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 16·02.a2 Records Disposition Files. SF 258 Agreement to Transfer Records x NA 
Offices Who Create Offices Who Chose Descriptive inventories, disposal to National Archives of the United 
It to Declare Their authorizations, schedules, and States 

Own Externally reports. Other records. 
Generated Records 
Under Option 2. 

OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 16·02.b Records Disposition Files. NA NA Routine correspondence and x NA 
Offices Who Create Offices Who Chose Descriptive inventories, disposal memoranda 
It to Declare Their authorizations, schedules, and 

Own Externally reports. Routine 
Generated Records correscondence and 
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ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Office Responsibilities , Records Series Information Form or Records Information Record keeping Signature 
' ·System Required for 

1) OCIO/DPC is initially responsible for Financial 

adding all externally generated records to 
A= ADAMS Records (If 
P=PAPER yes, each 

ADAMS under options 1 -&: 2. O=OTHER document 
(A-Audio, V-Video, must be 
E-Electronic, scanned after 

2) OCIO/DPC is responsible for declaring all M-Microfiche) last signature) _ 

internally generated records as OARS under 
new centralized approach. . 

-
Office Office Responsible Office Responsible Office Responsible General Description of Records Series Type Form Form Title I Description of A p 0 YES/NO 
Responsible for Initially Adding · for Declaring the for Filing the Records of No. Records 
for Function the Internally Externally' Record in the Schedule Form 

Generated Record Generated Record ADAMS File Plan (GRS) 
to ADAMS 1) as Official Agency and Item 

Record 2) Number 

Under Option 2 memoranda. 

OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 16-02 RECORDS DISPOSITION FILES RECOMMENDED RECORDKEEPING SYSTEM x 
Offices Who Offices Who Chose 
Create It to Declare Their 

Own Externally 
Generated Records 
Under Option 2. 

OCIO HQ & Regional OCIO/WPDSD/ISB/ OCIO/DPC 16-03.a Forms Files. One record copy SF 1~2 Request for Clearance or x NA 
Offices Who Create GECS (use of each form created by an Cancellation of a Standard or 
It NRCS) agency with related instructions Optional Forms or Exception 

and documentation showing 
inception, scope, and purpose of 
the form. ' 

OCIO OCIO/WPDSD/ISB/ ociOIWPDSD/ISB/ OCIO/DPC 16-03.a Forms Files. One record copy NA NA One Record Copy of Each Form x NA 
GECS GECS (Use of each form created by an 

NRCS) agency with related instructions 
and documentation showing 
inception, scope, and purpose of .. 

.. the form . 

OCIO HQ & Regional OCIO/WPDSD/ISB/ OCIO/DPC 16-03.b Forms Files. Background SF 152 Request for Clearance or x NA 
Offices Who Create GECS :{Use materials. Cancellation of a Standard or 
It NRCS) ,_Optional Forms or Exception 

OCIO HQ & Regional OCIO/WPDSD/ISB/ OCIO/DPC 16-03.b Forms Files. Background SF 360 Request fo Approve an x NA 
Offices Who Create GECS (Use materials. lnteragency Reporting 
It NRCS) Requirement 

OCIO HQ & Regional OCIO/WPDSD/ISB/ OCIO/DPC 16-03.b Forms Files. Background NA NA Background materials, x NA 
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ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 -

Office Responsibilities Records Series Information Form or Records Information Record keeping Signature 
System Required for 

1) OCIO/DPC is initially responsible for Financial 

adding all externally generated records to A= ADAMS Records (If 
P=PAPER yes, each 

ADAMS under options 1 & 2. O=OTHER document 

(A-Audio, V-Video, must be 

E~Electronic, scanned after 

2) OCIO/DPC is responsible for declaring all M·Microfiche) last signature) 

internally generated records as OARs under 
new centralized approach. 

Office Office Responsible Office Responsible Office Responsible General Description of Records Series Type Form Form Title I Description of A p 0 YES/ NO 
Responsible for Initially Adding for Declaring t_he for Filing the Records of No. Records 
for Function the Internally Externally Record in the Schedule Form 

Generated Record Generated Record ADAMS File Plan (GRS) 
to ADAMS 1) as Official Agency and Item 

Record 2) Number 

Offices Who Create GECS (Use materials. requisitions, specifications, 
It NRCS) processing data, and control 

records. 

OCIO HQ & Regional OCIO/WPDSD/ISB/ OCIO/DPC 16-03 (Use FORMS FILES RECOMMENDED RECORDKEEPING SYSTEM x 
Offices Who GECS NRCS) 
Create It & 
OCIO/WPDSD/158/ 
GECS 

OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 16-04.a Records Holdings Files. NRG 317 Annual Report of Records x NA 
Offices Who Create Offices Who Chose Records held by offices that Holding and Disposition 
It to Declare Their prepare reports on agency-wide 

Own Externally records holdings. 
Generated Records 
Under Option 2. 

OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 16-04.a Records Holdings Files. NRC 355 Report of Records/ Nonrecords x NA 
Offices Who Create Offices Who Chose Records held by offices that Disposal 
It to Declare Their prepare reports on agency-wide 

Own Externally records holdings. 
Generated Records 
Under Option 2. 

OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 16-04.a Records Holdings Files. SF 203 Annual Audiovisual Report x NA 
Offices Who Create Offices Who Chose Records held by offices that 
It to Declare Their prepare reports on agency-wide 

Own Externally records holdings. 
Generated Records 
Under Option 2. 

OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 16-04.a Records Holdings Files. NA NA Statistical reports of agency x ·NA 
Offices Who Create Offices Who Chose Records held by offices that holdings, including feeder reports 
It to Declare Their prepare reports on agency-wide from all offices and data on the 

Own Externally volume of records disoosed of bv 
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ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Office Responsibilities Records Series Information Form or Records Information Record keeping Signature 
System Required for 

1) OCIO/DPC is initially responsible for Financial 

adding all externally generated records to A= ADAMS Records (If 
P=PAPER yes, each 

ADAMS under options 1 &: 2. O=OTHER document 

(A-Audio, V-Video, must be 

E-Electronic, scanned after 

2) OCIO/DPC is responsible for declaring all M-Microfiche) last signature) 

internally generated records as OARS under 
new centralized approach. 

Office Office Responsible Office Responsible Office Responsible General Description of Records Series Type Form Form Title I Description of A p 0 YES/ NO 
Responsible for Initially Adding for Declaring the for Filing the Records of No. Records 
for Function the Internally Externally Record in the Schedule Form 

Generated Record Generated Record ADAMS File Plan (GRS) 
to ADAMS 1) as Official Agency and Item 

Record 2) Number 

Generated Records records holdings. · destruction or transfer 
Under Option 2. 

OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 16-04.b Records Holdings Files. NA NA Statistical reports of agency x NA 
Offices Who Create Offices Who Chose Records held by other offices. holdings, including feeder reports 
It to Declare Their from all offices and data on the 

Own Externally volume of records disposed of by 
Generated Records destruction or transfer 
Under Option 2. 

OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 16-04 RECORDS HOLDINGS FILES RECOMMENDED RECORDKEEPING SYSTEM x· 
Offices Who Offices Who Chose 
Create It to Declare Their 

Own Externally 
Generated Records 
Under Option 2. 

OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 16-06 Reports Control Files. Case NRC 406 Request for Review of OMB x NA 
Offices Who Create Offices Who Chose files maintained for each agency Reporting Requirements 
It to Declare Their report created or proposed, 

Own Externally including public use reports. 
Generated Records 
Under Option 2. 

OCIO OCIO/IRDMD/RMB OCIO/DPC OCIO/DPC 16-06 Reports Control Files. Case NRC 408 Assessment of Proposed x NA 
files maintained for each agency Information Collection 
report created or proposed, 
including public use reports. 

OCIO OCIO/IRDMD/RMB OCIO/DPC OCIO/DPC 16-06 Reports Control Files. Case NRC 582 OMB Clearance Record x NA 
files maintained for each agency 
report created or proposed, 
including public use reports. 

OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 16-06 Reports Control Files. Case NRG 620 Program Official Certification x NA 
Offices Who Create Offices Who Chose files maintained for each aaencv For Proposed Collection of 

20 



ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Office Responsibilities Records Series Information Form or Records Information Record keeping Signature 
System Required for 

1) OCIO/DPC is initially responsible for Financial 

adding all externally generated records to A= ADAMS Records (If 
P=PAPER yes, each 

ADAMS under options 1 & 2. O=OTHER document 

(A-Audio, V-Video, must be 

E~Electronic, scanned after 

2) OCIO/DPC is responsible for declaring all M-Microfiche) last signature) 

internally generated records as OARS under 
new centralized approach. 

Office Office Responsible Office Responsible Office Responsible General Description of Records Series Type Form Form Title I Description of A p 0 YES/NO 
Responsible for Initially Adding for Declaring the for Filing the Records of No. Records 
for Function the Internally Externally Record in the Schedule Form 

Generated Record Generated Record ADAMS File Plan (GRS) 
to ADAMS 1) as Official Agency and Item 

Record 2) Number 

It to Declare Their report created or proposed, Information 
Own Externally including public use reports. 
Generated Records 
Under Option 2. 

OCIO OCIO/IRDMD/RMB OCIO/DPC OCIO/DPC 16-06 Reports Control Files. Case NRG 670 Information Required for Making x NA 
files maintained for each agency an Insignificant Burden 
report created or proposed, Determination 
including public use reports. 

OCIO OCIO/IRDMD/RMB OCIO/DPC OCIO/DPC 16-06 Reports Control Files. Case NRG 671 Request for Review df a x NA 
files maintained.for each agency Customer Satisfaction Survey 
report created or proposed, Under Generic Clearance 
including public use reports. 

OCIO OCIO/IRDMD/RMB OCIO/DPC OCIO/DPC 16-06 Reports Control Files. Case OMB 0083 Paperwork Reduction Act x NA 
files maintained for each agency c Worksheet 
report created or proposed, 
including public use reports. 

OCIO OCIO/IRDMD/RMB OCIO/DPC OCIO/DPC 16-06 Reports Control Files. Case OMB 0083 Paperwork Reduction Act x NA 
files maintained for each agency E Emergency Extensions 
report created or proposed, 
including public use reports. 

OCIO OCIO/IRDMD/RMB OCIO/DPC OCIO/DPC 16-06 Reports Control Files. Case OMB 0083 I Paperwork Reduction Act x NA 
files maintained for each agency Submission 
report created or proposed, 
including public use reports. 

OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 16-06 Reports Control Files. Case NA NA Clearance forms; copies of x NA 
Offices Who Create Offices Who Chose files maintained for each agency pertinent forms or descriptions of 
It& to Declare Their report created or proposed, format; copies of authorizing 
OCIO/IRDMD/RMB Own Externally including public u~e reports. directives; preparation 

Generated Records instructions; and documents 
Under Option 2. relating to the evaluation, 

continuation, revision, and 
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Office Responsibilities 

1) OCIO/DPC is initially responsible for 
adding all externally generated records to 
ADAMS under options 1 & 2. 

2) OCIO/DPC is responsible for declaring all 
internally generated records as OARs under 
new centralized approach. 

Office 
Responsible 
for Function 

OCIO 

OCIO 

Office Responsible 
for Initially Adding 
the Internally 
Generated Record 
to ADAMS 1) 

HQ & Regional 
Offices Who 
Create It& 
OCIO/IRDMD/RMB 

HQ & Regional 
Offices Who Create 
It 

Office Responsible 
for Declaring the 
Externally 
Generated Record 
as Official Agency 
Record 2) 

Office Responsible 
for Filing the 
Record In the 
ADAMS File Plan 

OCIO/DPC & HQ OCIO/DPC 
Offices Who Chose 
to Declare Their 
Own Externally 
Generated Records 
Under Option 2. 

OCIO/DPC & HQ 
Offices Who Chose 
to Declare Their 

. Own Externally 
Generated Records 
Under Option 2. 

OCIO/DPC 

General 
Records 
Schedule 
(GRS) 
and Item 
Number 

16-06 

16-07 

ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Records Series Information 

Description of Records Series 

REPORTS CONTROL FILES 

Records Management Files 
including 
such 
matters 
as forms, 
correspon 
den<:€!. 
reports, 
mail, and 
files 
managem 
ent; the 
use of 
microform 
s,ADP 
systems, 
and word 
processin 
g; records 
managem 
ent 
surveys; 
vital 
records 
oroarams; 
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Type 
of 

Form 

Form or Records Information 

Form 
No. 

Form Title I Description of 
Records 

discontinuance of reporting 
. requirements. 

RECOMMENDED RECORDKEEPING SYSTEM 

NRC 306A File Maintenance and Disposition 
Plan (Continuation) 

Recordkeeping 
System 

A= ADAMS 
P=PAPER 
O=OTHER 
(A-Audio, V-Video, 
E-Electronic, 
M-Microfiche) 

A p 0 

x 

·x 

Signature 
Required for 
Financial 
Records (If 
yes, each 
document 
must be 
scanned after 
last signature) 

YES/NO 

NA 



Office Responsibilities 

1) OCIO/DPC is i~itially responsible for 
adding all externally generated records to 
ADAMS under options 1 & 2. 

2) OCIO/DPC is responsible for declaring all 
internally generated records as OARs under 
new centralized approach. 

Office 
Responsible 
for Function 

OCIO 

Office Responsible 
for Initially Adding 
the Internally 
Generated Record 
to ADAMS 1) 

HQ & Regional 
Offices Who Create 
It 

Office Responsible 
for Declaring the 
Externally 
Generated Record 
as Official Agency 
Record 2) 

OCIO/DPC & HQ 
Offices Who Chose 
Id Declare Their 
Own Externally 
Generated Records 
Under Option 2. 

Office Responsible 
for Filing the 
Record in the 
ADAMS File Plan 

OCIO/DPC 

General 
Records 
Schedule 
(GRS) 
and Item 
Number 

16-07 

ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Records Series Information 

Description of Records Series 

and all 
other 
aspects of 
records 
managem 
ent not 
covered 
elsewhere 
in this 
schedule. 

Records Management Files 
including 
such 
matters 
as forms, 
correspon 
dence, 
reports, 
mail, and 
files 
managem 
en!; the 
use of 
microform 
s,ADP 
systems, 
and word 
processin 
g; records 
managem 
ent 
surveys; 
vital 
records 
programs; 
and all 
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Type 
of 

Form 

NRG 

Form or Records Information 

Form 
·No. 

306 

Form Title./ Description of 
Records 

File Maintenance and Disposition 
Plan 

Recordkeeping 
System 

A= ADAMS 
P=PAPER 
O=OTHER 
(A-Audio, V-Video, 
E-Electronic, 
M-Microfiche) 

A p 0 

x 

Signature 
Required for 
Financial 
Records (If 
yes, each 
document 
must be 
scanned after 
last signature) 

YES/ NO 

NA 



Office Responsibilities 

1) OCIO/DPC is initially responsi~le for 
adding all externally generated records to 
ADAMS under options 1 & 2. 

2) OCIO/DPC is responsible for declaring all 
internally generated records as OARs under 
new centralized approach. 

Office 
Responsible 
for Function 

OCIO 

Office Responsible 
for Initially Adding 
the Internally 
Generated Record 
to ADAMS 1) 

HQ & Regional 
Offices Who Create 
It 

Office Responsible 
for Declaring .the 
Externally 
Generated Record 
as Official Agency 
Record 2) 

OCIO/DPC & HQ 
Offices Who Chose 
to Declare Their 
Own Externally 
Generated Records 
.Under Option 2. 

Office Responsible 
for Filing the 

· Record In the 
ADAMS File Plan 

OCIO/DPC 

General 
Records 
Schedule 
(GRS) 
and Item 
Number 

16-07 

ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Records Series Information 

Description of Records Serles 

other 
aspects of 
records 
managem 
entnot 
covered 
elsewhere 
in this 
schedule. 

Type 
of 

Form 

Records Management Files NRG 
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including 
such 
matters 
as forms, 
correspon 
dence, 
reports, 
mail, and 
files 
managem 
ent;the 
use of 
microform 
s,ADP 
systems, 
and word 
processin. 
g; records 
managem 
ent 
surveys; 
vital 
records 
programs; 
and all 
other 

Form or Records Information 

Form 
No. 

317A 

Form Title I Description of 
Records 

Records Inventory Worksheet 

Record keeping 
System 

A= ADAMS 
P=PAPER 
O=OTHER 
(A-Audio, V-Video, 
E-Electronic, 
M-Microllche) 

A p 0 

x 

Signature 
Required for 
Financial 
Records (If 
yes, each 
document 
must be 
scanned after 
last signature) 

YES/NO 

NA 



Office Responsibilities 

1) OCIO/DPC is initially responsible for 
adding all externally generated records to 
ADAMS under options l & 2. 

2) OCIO/DPC is responsible for declaring all 
internally generated records as OARS under 
new centralized approach. 

Office 
Responsible 
for Function 

OCIO 

OCIO 

OCIO 

Office Responsible 
for Initially Adding 
the Internally 
Generated Record 
to ADAMS 1) 

HQ & Regional 
Offices Who Create 
It 

HQ & Regional 
Offices Who Create 
It 

HQ & Regional 
Offices Who Create 
It 

Office Responsible 
for Declaring the 
Externally 
Generated Record 
as Official Agency 
Record 2) 

OCIO/DPC & HQ 
Offices Who Chose 
to Declare Their 
Own Externally 
Generated Records 
Under Option 2. 

OCIO/DPC & HQ 
Offices Who Chose 
to Declare Their 
Own Externally 
Generated Recbrds 
Under Option 2. 

OCIO/DPC & HQ 
Offices Who Chose 
to Declare Their 
Own Externally 

Office Responsible 
for Filing the 
Record in the 
ADAMS File Plan 

OCIO/DPC 

OCIO/DPC 

OCIO/DPC 

General 
Records 
Schedule 
(GRS) 
and Item 
Number 

16-07 

16-07 

16-07 

ADMINISTRATIVE RECORDS TO ,BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Records Series Information 

Description of Records Series 

aspects of 
records 
managem 
entnot 
covered 
elsewhere 
in this 
schedule. 

Type 
of 

Form 

Reeords Management Files NRC 
including such matters as forms, 
correspondence, reports, mail, 
and files management; the use of 
microforms, ADP systems, and 
word processing; records 
management surveys; vital 
records programs; and all other 
aspects of records management 
not covered elsewhere in this 
schedule. 

Records Management Files NRG 
including such matters as forms, 
correspondence, reports, mail, 
and files management; the use of 
microforms, ADP systems, and · 
word processing; records 
management surveys; vital 
records programs; and all other 
aspects of records management 
not covered elsewhere in this 
schedule. 

Records Management Files NRC 
including such matters as forms, 
correspondence, reports, mail, 
and files manaaement; the use of 
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Form or Records Information Record keeping 
System 

Form 
No. 

340A 

340 

500 

Form Title I Description of 
Records 

A= ADAMS 
P=PAPER 
O=OTHER 
(A-Audio, V-Video, 
E·Electronic, 
M·Microliche) 

A p 0 

Vital Records Plan Identification X 
and Implementation Data 

Vital Records Plan X 

NRG Record Transfer Verification X 

Signature 
Required for 
Financial 
Records (If 
yes, each 
document 
must be 
scanned after 
last signature) 

YES/ NO 

NA 

NA 

NA 



Office Responsibilities 

1) OCIO/DPC is initially responsible for 
adding all externally generated records to 
ADAMS under options 1 & 2. 

2) OCIO/DPC is responsible for declaring all 
internally generated records as OARs under 
new centralized approach. 

Office 
Responsible 
for Function 

OCIO 

OCIO 

OCIO 

Office Responsible 
for Initially Adding 
the Internally 
Generated Record 
to ADAMS 1) 

HQ & Regional 
Offices Who Create 
it 

HQ & Regional 
Offices Who Create 
It 

HQ & Regional 
Offices Who Create 
It 

Office Responsible 
for Declaring the 
Externally 
Generated Record 
as Official Agency 
Record 2) 

Generated Records 
Under Option 2. 

OCIO/DPC & HQ 
Offices Who Chose 
to Declare Their 
Own Externally 
Generated Records 
Under Option 2. 

OCIO/DPC & HQ 
Offices Who·Chose 

. to Declare Their 
Own Externally 
Generated Records 
Under Option 2. 

OCiO/DPC & HQ 
Offices Who Chose 
to Declare Their 
Own EX!ernally 
Generated Records 
Under Option 2. 

Office Responsible 
for Filing the 
Record In the 
ADAMS File Plan 

OCIO/DPC 

OCIO/DPC 

OCIO/DPC 

General 
Records 

·Schedule 
(GRS) 
and Item 
Number 

16-07 

16-07 

16-07 

ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Records Series Information 

Description of Records Series 

microforms, ADP systems, and 
word processing; records 
management surveys; vital 
records programs; and all other 
aspects of records management 
not covered elsewhere in this 
schedule. 

Records Management Files 
including such matters as forms, 
correspondence, reports, mail, 
and files management; the use of 
microforms, ADP systems, and 
word processing; records 
management surveys; vital 
records programs; and all other 
aspects of records management 
not covered elsewhere in this 
schedule. 

Records Management Files 
including .such matters as forms, 
correspondence, reports, mail, 
and files management; the use of 
microforms, ADP systems, and 
word processing; records 
management surveys; vital 
records programs; and all other 
aspects of records management 
not covered elsewhere in this 
schedule. 

Records Management Files 
including such matters as forms, 
correspondence, reports, mail, 
and files management; the use of 
microforms, ADP systems, and 
word processing; records 
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Type 
of 

Form 

NRG 

NRG 

NRG 

Form or Records Information 

Form 
No. 

513 

519A 

519 

Form Title I Description of 
Records 

Certification of Copy of Official 
Record 

Transfer of Official NRG Records 
to an Agreement State 
(Continuation) 

Transfer of Official NRG Records 
to an Agreement State 

Record keeping 
System 

A= ADAMS 
P=PAPER 
O=OTHER 
(A-Audio, V-Video, 
E-Electronic, 
M-Microliche) 

A p 0 

x 

x 

x 

Signature 
Required for 
Financial 
Records(lf 
yes, each 
document 
must be 
scanned after 
last signature) 

YES/NO 

NA 

NA 

NA 



Office Responsibilities 

1) OCIO/DPC is initially responsible for 
adding all externally generated records to 
ADAMS under options 1 & 2. 

2) OCIO/DPC is responsible for declaring all 
internally generated records as OARs under 
new centralized approach. 

Office 
Responsible 
for Function 

OCIO 

OCIO 

OCIO 

Office Responsible 
for Initially Adding 
the Internally 
Generated Record 
to ADAMS 1) 

HQ & Regional 
Offices Who Create 
It 

HQ & Regional 
Offices Who Create 
It 

HQ & Regional 
Offices Who Create 
It 

Office Responsible 
for Declaring the 
Externally 
Generated Record 
as Official Agency 
Record 2) 

OCIO/DPC & HQ 
Offices Who Chose 
to Declare Their 
Own Externally 
Generated Records 
Under Option 2. 

OCIO/DPC & HQ 
Offices Who Chose 
to Declare Their 
Own Externally 
Generated Records 
Under Option 2. 

OCIO/DPC & HQ 
Offices Who Chose 
to Declare Their 
Own Externally 
Generated Records 
Under Option 2. 

Office Responsible 
for Filing the 
Record in the 
ADAMS File Plan 

OCIO/DPC 

OCIO/DPC 

OCIO/DPC 

General 
Records 
Schedule 
(GRS) 
and Item 
Number 

16-07 

16-07 

16-07 

ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Records Series Information 

Description of Records Series 

management surveys; vital 
records programs; and all other 
aspects of records management 
not covered elsewhere in this 
schedule. 

TJ(pe 
of 

Form 

Records Management Files NRC 
including such matters as forms, 
correspondence, reports, mail, 
and files management; the use of 
microforms, ADP systems, and 
word processing; records 
management surveys; vital 
records programs; and all other 
aspects of records management 
not covered elsewhere in this 
schedule. 

Records Management Files NRC 
including such matters as forms, 
correspondence, reports, mail, 
and files management; the use of 
microforms, ADP systems, and 
weird processing; records 
management surveys; vital 
records programs; and all other 
aspects of records management 
not covered elsewhere in this 
schedule. 

Records Management Files NRC 
including such matters as forms, 
correspondence, reports, mail, 
and files management; the use of 
microforms, ADP. systems, and 
word processing; records 
management surveys; vital 
records programs; and all other 
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Form or Records Information 

Form 
No. 

545 

550 

616 

Form Title I Description of 
Records 

Transfer of State Government 
Records to the NRC 

Micrographics Services Survey 

Notification of Electronic 
Information System Design Or 
Modification 

Record keeping 
System 

A= ADAMS 
P=PAPER 
O=OTHER 
(A-Audio, V-Video, 
E-Electronic, 
M-Microfiche) 

A p 0 

x 

x 

x 

Signature 
Required for 
Financial 
Records (It 
yes, each 
document 
must be 
scanned after 
last signature) 

YES/NO 

NA 

NA 

NA 



ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Office Responsibilities Records Series Information Form or Records Information Record keeping Signature 
System Required for 

1) OCIO/DPC is initially responsible for - Financial 

adding all externally generated records to A= ADAMS Records (If 
P=PAPER yes, each 

ADAMS under options 1 &: 2. O=OTHER document 

(A-Audio, V-Video, must be 

E-Electronic, scanned after 

2) OCIO/DPC is responsible for declaring all M-Mlcroliche) last signature) 

internally generated records as OARs under 
new centralized approach. 

Office Office Responsible Office Responsible Office Responsible General Description .of Records Series Type Form Form Title I Description of A p 0 YES/NO 
Responsible for Initially Adding for Declaring the for Filing the Records of No. Records 
for Function the Internally Externally Record in th·e Schedule Form 

. Generated Record Generated Record ADAMS File Plan (GRS) 
to ADAMS 1) as Official Agency and Item 

Record 2) Number 

aspects of records management 
not covered elsewhere in this 
schedule. 

OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 16-07 Records Management Files NA NA Correspondence, reports, x NA 
Offices Who Create Offices Who Chose including such matters as forms, authorizations, and other records 
It to Declare Their correspondence, reports, mail, that relate to the management of 

Own Externally and files management; the use of agency records. 
Generated Records microforms, ADP systems, and 
Under Option 2. word processing; records. 

management surveys; vital 
records programs; and all other 
aspects of records management 
not covered elsewhere in this 
schedule. 

' 
OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 16-07 RECORDS MANAGEMENT RECOMMENDED RECORDKEEPING SYSTEM x 

Offices Who Offices Who Chose FILES 
Create It to Declare Their 

Own Externally 
Generated Records 
Under Option 2. 

OCIO OCIO/ADD OCIO/DPC OCIO/DPC 16-0B.a Committee and Conference NA NA Charters, membership lists, x x NA 
Files. Records relating to agendas, policy statements, and 
establishment, organization, other records relating to 
membership, and policy of establishment, organization, 
internal committees. membership, and policy of 

internal committees. 

OCIO OCIO/ADD OCIO/DPC OCIO/DPC 16-08.b1 Committee and Conference NA NA Agenda, minutes, final reports, x x NA 
Files. Records created by and related records documenting 
committees. [NOTE: Records the accomplishments of official 

~ 

maintained by the sponsor or boards and committees, 
Secretariat are permanent and EXCLUDING those maintained 
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ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS; SORTED BY GRS 
April 24, 2003 

Office Responsibilities Records Series Information Form or Records Information Record keeping Signature 
System Required for 

1) OCIO/DPC is initially responsible for Financial 

adding all externally generated records to A= ADAMS Records (If 
P=PAPER yes, each 

ADAMS under options 1 &: 2. O=OTHER document 
(A-Audio, V-Video, must be 
E-Electronic, scanned after 

2) OCIO/DPC is responsible for declaring all M·Microfiche) last signature) 

internally generated records as OARS under 
new centralized approach. 

Office Office Responsible Office Responsible Office Responsible General Description of Records Series Type Form Form Title I Description of A p 0 YES/NO 
Responsible· for Initially Adding for Declaring the for Filing the Records of No. Records 
for Function the Internally Externally Record In the Schedule Form· 

Generated Record Generated Record ADAMS File Plan (GRS) 
to ADAMS 1) as Official Agency and Item 

Record 2) Number 

covered by other NRC by the sponsor or Secretariat. 
Schedules.] 

OCIO OCIO/ADD OCIO/DPC OCIO/DPC 16-08.b2 Committee and Conference NA NA All other committee records. x x NA 
Files. All other committee 
records. [NOTE: Records 
created to comply with the 
provisions of the Government in 
the Sunshine Act, including 
transcriptions and minutes of 
closed meetings, electronic 
recordings for which verbatim 
transcripts do not exist, and 
annual reports to Congress 
describing the agency's \ 
compliance with the act, are 
permanent records and are 
covered by other NRC 
Schedules.] 

OCIO OCIO/ADD OCIO/DPC OCIO/DPC 16-08.c Committee and Conference NA NA Copies of charters, membership x x NA 
Files. Records maintained by lists, agendas, policy statements, 
agency Committee Management and material required to be 
Officers for committees available for public information. 

-, established under the Federal 
Advisory Committee Act. 
[NOTE: This item does not 
apply to records maintained at 
the General Services 
Administration (GSA) or records 
covered elsewhere in this 
schedule.] ' 

OCIO OCIO/ADD OCIO/DPC OCIO/DPC 16-08 COMMITTEE AND RECOMMENDED RECORDKEEPING SYSTEM x x - CONFERENCE FILES 
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ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Office Responsibilities Records Series Information Form or Records Information Record keeping Signature 
- System Required for 

1) OCIO/DPC is initially responsible for Financial 

adding all externally generated records to A= ADAMS Records (If 
P=PAPER yes, each 

ADAMS under options 1 &: 2. O=OTHER document 

(A-Audio, V-Video, must be 

E-Electronic, scanned after 

2) OCIO/DPC is responsible for declaring all M·Microfiche) last signature) 

internally generated records-as OARs under 
new centralized approach. 

Office Office Responsible Office Responsible Office Responsible _ General Description of Records Series -Type Form Form. Title I Description of A p 0 YES/NO 
Responsible for Initially Adding for Declaring the for Filing the Records of No. Records 
for Function the Internally Externally Record in the Schedule Form 

Generated Record Generated Record ADAMS File Plan (GRS) 
to ADAMS 1) as Official Agency and Item 

Record 2) Number -

OCIO OCIO/ADD OCIO/DPC OCIO/DPC 16-09 Feasibility Studies. Studies NA NA Records describing consideration x NA 
,. conducted before the installation of the alternatives of the 
' of any technology_or equipmenf proposed-system and a 

associated with information cost/benefit analysis, including an 
managemenf systems, such as analysis ()f the improved 
word processing, copiers, efficiency and effectiveness to be 
micrographics, and expected from the proposed 
communications. Studies and system. 
system analyses for the initial 
establishment and major 
changes of these systems. 

OCIO OCIO/ADD OCIO/DPC OCIO/DPC 16-09 FEASIBILITY STUDIES RECOMMENDED RECORDKEEPING SYSTEM x 

OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 16-10.a Microform Inspection Records. NRC 446 Certification of Microform Quality x NA 
Offices Who Create Offices Who Chose Agency copy of inventories, logs, and Content 
It to Declare Their and reports documenting the 

Own Externally inspection of permanent 
Generated Records microform records, as required 
Under Option· 2. by 36 CFR Part 1230. 

OCIO - HQ & Regional OCIO/DPC & HQ OCIO/DPC 16-10.a Microform Inspection Records. NA NA Inspection inventories, logs, and x NA 
Offices Who Create ·Offices Who Chose Agency copy of inventories, logs, reports. 
It to Declare Their and repo_rts gocumenting the 

Own Externally inspection of permanent 
Generated Recbrds microform records, as required 
Under Option 2. by 36 CFR Part 1230. 

OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 16-10.b Microform Inspection Records. NA NA Inspection inventories, logs, and x NA 
Offices Who Create Offices Who Chose Agency copy of logs and other reports. 
It to Declare Their records documenting the 

Own Externally inspection of temporary 
Generated Records microform records, as / 

Under Option 2. recommended by 36 CFR Part 
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ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
Ap.ril 24, 2003 

Office Responsibilities Records Series Information Form or Records Information Record keeping Signature 
System Required for 

1) OCIO/DPC is initially responsible for Financial 

adding all externally generated records to A= ADAMS Records (If 
P=PAPER yes, each 

ADAMS under options 1 & 2. O=OTHER document 
(A-Audio, V-Video, must be 

E-Electronic, scanned after 

2) OCIO/DPC is responsible for declaring all 
, 

M-Mlcrofiche) last signature) 

internally generated records as OARS under 
new centralized approach. 

Office Office Responsible Office Responsible Office Responsible General Description of Records Series Type Form Form Title I Description of A p 0 YES/NO 
Responsible for Initially Adding for Declaring the for Filing the Records of No. Records 
for Function the Internally Externally Record in the Schedule Form 

Generated Record Generated Record ADAMS File Plan (GRS) 
to ADAMS 1) as Official Agency and Item 

Record 2) Number 

1230. 

OCIO HQ & Regional OCIO/DPC & HQ OCIO/DPC 16-10 MICROFORM INSPECTION RECOMMENDED RECORDKEEPING SYSTEM x 
Offices Who Offices Who Chose RECORDS 
Create It to Declare Their 

Own Externally 
Generated Records 
Under Option 2. 

OCIO OCIO/IRDMD/RMB OCIO/DPC OCIO/DPC 16-12 Information Collection Budget NA NA Associated feeder reports, report x NA 
Files. Reports required by the exhibits, correspondence, 
OMB under the Paperwork directives, and statistical 
Reduction Act about the number compilations. [ 

of hours the public spends 
fulfilling agency reporting 
requiremenis. 

OCIO OCIO/IRDMD/RMB OCIO/DPC OCIO/DPC 16-12 INFORMATION COLLECTION RECOMMENDED RECORDKEEPING SYSTEM x 
BUDGET FILES. 

OCIO OCIO/PRMD OCIO/DPC OCIO/DPC 16-14.a Management Control Records. NA NA Copies of internal ·directives x NA 
Records created in accordance maintained by the agency's 
with procedures mandated by internal control staff (but not 
OMB Circular A-123, those copies maintained in the 
Management Accountability and agency's official file of internal 
Control Systems, and Pub.L. 97- directives); external directives 
255, the Federal Managers' such as OMB Circular A-123; and 
Financial Integrity Act. Under correspondence outlining policy 
these authorities, agencies are and procedure for performing 
required to perform evaluations management reviews. 
of their accounting and 
administrative controls to prevent 
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ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Office Responsibilities Records Series Information Form or Records Information Record keeping Signature 
System Required for 

1) OCIO/DPC is initially responsible for Financial 

adding all externally generated records to A= ADAMS Records (If 
P=PAPER yes, each 

ADAMS under options 1 & 2. O=OTHER document 
(A-Audio, V-Video, must be 
E-Electronic, scanned after 

2) OCIO/DPC is responsible for declaring all M-Microfiche) last signature) 

internally generated records as OARs under. 
new centralized approach. 

Office Office Responsible Office Responsible' Office Responsible General Description of Records Series Type Form Form Title I Description of A p 0 YES/NO 
Responsible for Initially Adding for Declaring the for Filing the Records of No. Records 
for Function the Internally Externally Record in the Schedule Form 

Generated Record Generated Record ADAMS Fiie Plan (GRS) 
toADAMS1) as Official Agency and Item 

Record 2) Number 

waste, fraud, and 
mismanagement. Policy, 
procedure, and guidance files. 

OCIO OCIO OCIO/DPC OCIO/DPC 16-14.b Management Control Records. · NA NA Comprehensive plans x 
' 

NA 
Records Management control documenting the agency's efforts 
plans. to ensure compliance with OMB 

Circular A-123. 
~ 

OCIO OCIO OCIO/DPC OCIO/DPC · 16-14.c Management Control Records. NA NA Reports and supporting materials x· NA 
Records Risk analyses. used to document review of 

program areas for susceptibility 
to loss or unauthorized use of 
resources, errors in reports and 
information, and illegal and 
unethical actions. -

OCIO OCIO/PRMD OCIO/DPC OCIO/DPC 16•14.d Management Control Records. NA NA Annual reports and assurance x NA 
Annual reports and assurance statements excluding the 
statements created by consolidated final reports 
organizational components below submitted directly to the 
the agency (department or President or Congress. 
independent agency) level and 
compiled by the agency into a 
single unified report for direct 
submission to the President or 
Congress. 

OCIO OCIO/PRMD OCIO/DPC OCIO/DPC 16-14.e Management Control Records. NA NA Files used to ensure the x NA 
Tracking files. completion and timeliness of 

submission of feeder· reports, 
including schedules of 
evaluations, interim reporting, 
lists of units required to report, 
and correspondence relating to 
the performance of the reviews. 
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ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Office Responsibilities Records Series Information Form or Records Information Record keeping Signature 
System Required for 

1) OCIO/DPC is initially responsible for Financial 

adding all externally generated records to A= ADAMS Records (If 
P=PAPER yes, each 

ADAMS under options 1 & 2. O=OTHER document 

(A-Audio, V-Video, must be 

E-Electronic, scanned after 

2) OCIO/DPC is responsible for declaring all M-Microfiche) last signature) 

internally generated records as OARs under 
new centralized approach. r 

Office Office Responsible Office Responsible Office Responsible General Description of Records Series Type Form· Form Title I Description of A p 0 YES/NO 
Responsible for Initially Adding for Declaring the for Filing the Records of No. Records 
for Function the Internally Externally Record in the Schedule Form 

Generated Record Generated Record ADAMS File Plan (GRS) 
to ADAMS 1) as Official Agency and Item 

Record 2) Number 

OCIO OCIO/PRMD OCIO/DPC OCIO/DPC 16-14.f2 Management Control Records. NA NA Correspondence, reports, action x NA 
Review files. Copies maintained copies of audit findings, and other 
by other offices as internal records that identify program 
reviews. internal control weaknesses, and 

corrective actions taken to 
resolve such problems. 

OCIO OCIO/PRMD OCIO/DPC OCIO/DPC 16-14 MANAGEMENT CONTROL RECOMMENDED RECORDKEEPING SYSTEM x x 
RECORDS 

OCIO HQ & Regional OCIO/DPC or OCIO/DPC 20~11.a System documentation relating to NA NA Documentation consisting of data x NA 
Sponsor Offices Sponsor Offices a master file or data base that systems specifications, file 
Who Create It Who Chose to has been authorized for specifications, codebooks, record 

Declare Their Own destruction by the GRS or a layouts, user guides, output 
Externally NARA-approved disposition specifications, and final reports 
Generated Records schedule. (regardless of medium) relating to 
Under Option 2. a master file or data base. 

OCIO HQ & Regional OCIO/DPCor OCIO/DPC 20-11.b Documentation relating to system NA NA Documentation consisting of x NA 
Sponsor Offices Sponsor Offices security. c;opies of records relating to 
Who Create It Who Chose to system security, including 

Declare Their Own records documenting periodic 
Externally audits or review and re 
Generated Records certification of sensitive 
Under Option 2. applications, disaster and 

continuity plans, and risk 
analysis, as described in OMB 
Circular No. A-130 

OCIO HQ & Regional OCIO/DPC or OCIO/DPC 20-11 DOCUMENTATION RECOMMENDED RECORDKEEPING SYSTEM x 
Sponsor Offices Sponsor Offices 
Who Create It Who Chose to 

Declare Their Own 
Externally 
Generated Records 
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ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Office Responsibilities Records Serles Information Form or Records Information Record keeping Signature 
System Required for 

1) OCIO/DPC is initially responsible for Financial 

adding all externally generated records to A= ADAMS Records (If 
P=PAPER yes1 each 

ADAMS under options 1 &: 2. O=OTHER document 
(A-Audio, V-Video, must be 
E-Electronlc, scanned after 

2) OCIO/DPC is responsible for declaring all M-Microflche) last signature) 

·internally generated records as OARs under 
new centralized approach. 

Office Office Responsible ·Office Responsible Office Responsible General Description of Records Series Type Form Form Title I Description of A p 0 YES/NO 
Responsible for Initially Adding for Declaring the for Filing the Records of No. Records 

., 

for Function the Internally Externally Record in the Schedule Form 
Generated Record Generated Record ADAMS File Plan (GRS) 
to ADAMS 1) as Official Agency and Item 

Record 2) Number 

Under 
Option 2. 

ADM ADM/DC PM OCIO/DPC OCIO/DPC 23-09 Finding Aids (or Indexes) NA NA Indexes, lists, registers, and other x NA 
finding aids used only to provide 
access to records authorized for 
destruction by the GRS or a 
NARA-approved SF 115, 
EXCLUDING records containing . 
abstracts or other information that 
can be used as an information 
source apart from the related 
records. 

ADM ADM/DCPM OCIO/DPC OCIO/DPC 23-09 FINDING AIDS RECOMMENDED" RECORDKEEPING SYSTEM x 
NOTE: THERE ARE ADDITIONAL RECORDS IN 
THIS RECORDS SERIES THAT ARE TO BE KEPT IN 
PAPER. SEE THE NRC ADMINISTRATIVE FORMS 
AND CORRESPONDENCE MATRIX. 

OCIO OCIO/ADD OCIO/DPC OCIO/DPC 24-01.a Oversight and Compliance Files NA NA. Statistical performance data x 
OCIO/ITID Records in offices with agency- concerning system (and network) 

wide responsibility for managing operations, including process 
' IT operations relating to steps or paths, time required for 

compliance with IT policies, completion, and event or error 
directives, and plans including indicators. These records include 
recurring and special reports, system availability reports that 
responses to findings and draw upon sample performance 
recommendations, and reports of indicators to measure overall 
follow-up activities. 
Performance measuremerits and 

system performance. 

benchmarks. 
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' 
- ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 

April 24, 2003 

Office Responsibilities Records Series Information Form or Records Information Record keeping Signature 
System Required for 

1) OCIO/DPC is initially responsible for Financial 

adding all externally generated records to A= ADAMS Records (If 
P=PAPER yes, each 

ADAMS under options 1 &: 2. O=OTHER document 
(A-Audio, V-Video, must be 
E-Electronic, scanned after 

2) OCIO/DPC is responsible for ·declaring all M-Microfiche) last signature) 

internally ge~erated records as OARs under 
new centralized approach. 

Office Office Responsible Office Responsible Office Responsible General Description of Records Series Tyee Form Form Title I Description of A p 0 YES/NO 
Responsible for Initially Adding for Declaring the for Filing the Records of No. Records 
for Function the Internally Externally Record in the. Schedule Form 

Generated Record Generated Record ADAMS File Plan (GRS) 
to ADAMS 1) as Official Agency and Item 

Record 2) Number 

OCIO OCIO/ADD OCIO/DPC OCIO/DPC 24-01.b All other oversight and NA NA Target IT architecture reports, x 
compliance records. systems development lifecycle 

handbooks, computer network 
assessments and follow-up 
documentation, authority to 
operate records, and certification 
and accreditation of equipment. 
Contractor evaluation reports and 
other quality assurance records, 
market analyses and 
performance surveys, and 
benefit-cost analyses. 
Compliance reviews including 
related analyses such as 
histograms illustrating trends 
across time for various groups, 
activities, and systems, and 
follow-up correspondence and 
corrective action reports. 

aero OCIO/ADD OCIO/DPC OCIO/DPC 24-01 OVERSIGHT AND RECOMMENDED RECORDKEEPING SYSTEM x 
OCIO/ITID COMPLIANCE FILES 

' 

OCIO OCIO/PRMD OCIO/DPC OCIO/DPC 24-05.a Files Related to Maintaining the NA NA System security plans and x 
Security of Systems and Data disaster recovery plans. 
consisting of System Security -
Plans and Disaster Recovery 
Plans: 

OCIO OCIO/PRMD OCIO/DPC OCIO/DPC 24-05.b Files Related to Maintaining the NA NA System risk management and x 
Security of Systems and Data vulnerability analyses, automated 
consisting of documents information systems security 
identifying IT risks and analyzing directives, computer virus 
their impact, risk measurements handbooks, securitv policies, 
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.. ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Office Responsibilities Records Series Information Form or Records Information Record keeping Signature 
System Required for 

1) OCIO/DPC is initially responsible for Financial 
' A= ADAMS Records (If 

adding all externally generated records to P=PAPER yes, each 

ADAMS under options 1 &: 2. O=OTHER document 
(A-Audio, V-Video, must be 
E-Electronic, scanned after 

2) OCIO/DPC is responsible for declaring all M-Microliche) last signature) 

internally generated records as OARs under 
new centralized approach. 

Office Office Responsible Office Responsible Office Responsible General Description of Records Series Type Form Form Title I Description of A p· 0 YES/NO 
Responsible for lnltially Adding for Declaring the for Filing the Records of No. Records 
for Function the Internally Externally Record ·in the Schedule Form 

Generated Record Generated Record ADAMS File Plan (GRS) 
toADAMS1) as Official Agency and Item 

Record 2) Number 

and assessments, actions to processes, and guidelines. .. 
mitigate risks, implementation of 
risk action plan, service test 
plans, test files and data. 

OCIO OCIO/PRMD OCIO/DPC OCIO/DPC 24-05 FILES RELATED TO RECOMMENDED RECORDKEEPING SYSTEM x 
MAINTAINING THE SECURITY 
OF SYSTEMS AND DATA 

OCIO OCIO/ITID OCIO/DPC OCIO/DPC 24-07 Computer Security Incident NA NA Narrative reports and background x 
Handling, Reporting and Follow- documentation relating to 
up Records. attempted or actual system 

security breaches, including -
break-ins ("hacks"}, virus threats, 
improper staff usage, failure of 
security provisions or procedures, 
and potentially compromised 
information assets individual 
events or issues. Records include 
references to unauthorized 
intrusions, web site defacement, 
misuse of system resources, and 
other incidents noted by the 
Federal Computer Incident 
Response Center. 

OCIO OCIO/ITID OCIO/DPC OCIO/DPC 24-07 COMPUTER SECURITY RECOMMENDED RECORDKEEPING SYSTEM x 
INCIDENT HANDLING, 
REPORTING AND FOLLOW-UP 
RECORDS 

/ 

OCIO OCIO/ADD OCIO/DPC OCIO/DPC 24-09.a Agreements formalizing NA. NA Agreements formalizing x· 
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Office Responsibilities 

1) OCIO/DPC is initially responsible for 
adding all externally generated records to 
ADAMS under options 1 & 2. 

2) OCIO/DPC is responsible for declaring all 
internally generated records as OARs under 
new centralized approach. 

Office 
Responsible 
for Function 

OCIO 

OCIO 

OCIO 

Office Responsible 
for Initially Adding 
the Internally 
Generated Record 
to ADAMS 1) 

OCIO/ADD 

NA 

NA 

Office Responsible 
for Declaring the 
Externally 
Generated Record 
as Official Agency 
Record 2) 

OCIO/DPC 

NA 

NA 

Office Responsible 
for Filing the 
Record In the 
ADAMS File Plan 

OCIO/DPC 

NA 

NA 

ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Records Series Information Form or Records Information Recordkeeping 
System 

Signature 
Required for 
Financial 
Records (If 
yes, each 
document 
must be 
scanned after 
last signature) 

General 
Records 
Schedule 
(GRS) 
and Item 
Number 

24-09.b 

24-09.c 

24-09 

Description of Records Series 

performance criteria for quantity 
and quality of service, including 
definition of responsibilities, 
response times and volumes, 
charging, integrity guarantees, 
and non-disclosure agreements. 

Financing of IT Resources and 
Services. Files related to 
managing third-party services, 
including records that document 
control measures for reviewing 
and monitoring contracts and 
procedures for determining their 
effectiveness and. compliance. 

Financing of IT Resources and 
Services. Records generated 
in IT management and service 
operations to identify and 
allocate charges and track 
payments for computer usage, 
data processing and other IT 
services EXCLUDING records 
that are part of the agency's cost 
accounting system, which are 
covered in GRS 8, items 6 and 7. 

FINANCING OF IT 
RESOURCES AND SERVICES 

37 

Type 
of 

Form 

NA 

NA 

Form 
No. 

NA 

NA 

Form Title I Description of 
Records 

performance criteria for quantity 
and quality of service. 

Files related to managing third­
party services, and records 
generated in IT management and 
service operations, financial 
records including service level 
agreements defining service and 
support levels in quantified terms 
workload, hardware, software, as 
well as ad hoc reports 
documenting the continued 
validity of financial agreements. 
Records also include 
documentation related to 
contractor award fee for superior 
service. · 

Records to identify and allocate 
charges and track payments for 
computer usage, data processing 
and other IT services. 

RECOMMENDED RECORDKEEPING SYSTEM 
* New projects/procurements, otherwise paper. 

A= ADAMS 
P=PAPER 
O=OTHER 
(A-Audio, V-Video, 
E-Electronic, 
M-Microfiche) 

A p 0 

X* 

E 

x• E 

YES/NO 



ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 
April 24, 2003 

Office Responsibilities Records Series Information Form or Records Information Record keeping Signature 
System Required for 

1) OCIO/DPC is initially responsible for Financial 

adding all externally generated records to A= ADAMS Records (It 
P=PAPER yes, each 

ADAMS under options 1 &: 2. O=OTHER document 
(A-Audio, V-Video, must be 
E-Electronic, scanned after 

2) OCIO/DPC is responsible for declaring all M-Microfiche) last signature) 

internally generated records as OARs under 
new centralized approach. . 

Office Office Responsible Office Responsible Office Responsible General Description of Records Series Type Form Form Title I Description of A p 0 YES/NO 
Responsible for Initially Adding for Declaring the for Filing the Records of No. Records 
for Function the Internally Externally Record in the Schedule Form 

Generated Record Generated Record ADAMS File Plan (GRS) 
toADAMS1) as Official Agency and Item 

Record 2) Number 

(E=OTHER ELECTRONIC SYSTEM) 

OCIO OCIO/ITID OCIO/DPC OCIO/DPC 24-11.a IT Infrastructure Design and NA NA Records of individual projects x 
Implementation Files consisting designed to provide and support 
of records for projects that are new agency IT, systems, and 
not implemented. services. Includes records 

documenting: Requirements for 
and implementation of functions 
such as -Maintaining network 
servers, desktop computers, and 
other hardware -Installing and 
upgrading network operating 
systems and shared applications 
-Providing data telecommunica-
!ions, Infrastructure development 
and maintenance such as -
Acceptance/accreditation of 
infrastructure components -
Analysis of component options, 
feasibility, costs and benefits -
Work associated with 
i!J1plementation, modification, and 
troubleshooting Models, 
diagrams, schematics, and 
technical documentation Quality 
assurance reviews and test 
plans, data, and results. 

OCIO OCIO/ITID OCIO/DPC OCIO/DPC 24-11.b IT Infrastructure Design and NA NA (Same as above) x 
Implementation Files consisting 
of records for projects that are 
implemented. 

OCIO OCIO/ITID OCIO/DPC OCIO/DPC 24~11.c IT Infrastructure Design and NA NA Installation and testing records. x 
lmolementation Files consistina 
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ADMINISTRATIVE RECORDS TO BE KEPT IN ADAMS, SORTED BY GRS 

April 24, 2003 

Office Responsibilities Records S!!ries Information Form or Records Information Record keeping Signature 
System Required for 

1) OCIO/DPC is initially responsible for Financial 

adding all externally generated records to 
A= ADAMS Records (If 
P=PAPER yes, each 

ADAMS under options 1 & 2. O=OTHER document 

(A-Audio, V-Video, must be 

E-Electronic, scanned after 

2) OCIO/DPC is responsible for declaring all M-Microfiche) last signature) 

internally generated records as OARs under 
new centralized approach. 

Office Office Responsible Office Responsible Office Responsible General Description of Records Series Type Form Form Title I Description of A p 0 YES/NO 
Responsible for Initially Adding for Declaring the for Filing the Records of No. Records 
for Function the Internally Externally Record in the Schedule Form 

Generated Record Generated Record ADAMS File Plan (GRS) 
to ADAMS 1) as Official Agency and Item 

Record 2) Number 

of installation and testing 
records. 

OCIO OCIO/ITID OCIO/DPC OCIO/DPC 24·11 IT INFRASTRUCTURE DESIGN RECOMMENDED RECORDKEEPING SYSTEM x 
AND IMPLEMENTATION FILES 
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