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. CENERAL RJLES FOR RECORDS I[NDEXING
NDEXING [NSTRUCTION NUMBER: GENERAL RULES REVISION: 003

ey

GENERAL COMMENIS:

THE PURPOSE “F THE CENERAL RULES I3 TO PROVIDE CUIDANCE IN THE
INDEXINC AND KSTRIEVAL OF RECORDS ENTERED INTO TH' RECORD RETRIEVAL
SYSTEM.

*
AN INDEXING INSTRUCTION NUMBE! WILL BE ADDED TO THE INDEXING OPTION.
THE FILE NUMBER/RECORD TYPE COOE, E.C., AI70.0024/M036, WILL BE
ENTERED IN THE DOCUMENT CONTROL SYSTEM FOR CONTROLLINC [NDEXING
OPTIONS .

*
WHEN ENTRIES ARE MADE FOR CORRESPONDENCE, RECORD TYPE CODE C654 FOR
CONSTRUCTION AND STARTUP CORRESPONDENCFE, AND C653 FUR OPERATION
CORRESPONDENCE, THE LETTER DESICNATOR WILL BE USED FOLLOWED BY THE
LETTER NUMBER WITHOUT DASHES OR SPACES, E.C., ULNRCOl619.

REVISTON BARS WILL APPEAR ON THE LEFT HAND SIDE OF AN INDEXING
[NSTRUCTION MARKINC THE FIELD(S) THAT WERE CHANCED,

GREEK SYMBOLS WILL BE REPLACED BY WORDS [N THE RECORDS RETRIEVAL
SYSTEM. A CREFEK SYMBOL CHART (EXAMPLE 1) IS AVAILABLF IN THE
REFERENCE ROOM,

BASED ON THE COMPLEXITY OF THE INDEXING INSTRUCTION. THE REVIEW
CROUP WILL DETERMINE THE NEED FOR INPUT SHEETS WITHIN THE EXAMPLES.

*
LOCK DOWN DATE FOR THE PERSONNEL SYSTEM WAS JUNE 4, 19B4. IF AN
INDIVIDUAL HAD ACCESS TO THE PLANT ON THIS DATE, HIS NAME AND SOCIAL
SECURITY NUMBER WAS LOADED INTO THE ¢ERSOMNEL SYSTEM. [F NO Ca-0535
WAL OATAINED AS OF JUNE 4, 1984, DATA WAS NOT LOADED.

*

ALL LOGS THAT ARE FILMED MAY NOT BE [N TUEIR ENTIRETY.
«

WHEN WRITINGC AN INDEXING INSTRUCTION, THE LETTER "X" WILL BE USED 1IN
THE EXAMPLES OF DIFFERENT FORMATS REPRESENTING ALPHA CHARACTERS AND
A "0" (ZERC) REPRESENTING NUMERIC CHARACTERS.

INFORMATION ONLY
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GENERAL RULIS FOR RECORDS [NDEXINGC
.DEXINC INSTRUCTION NUMBER: GENERJL RULES REVISION: 003

* HANDLINC OF CROSS REFERENCE SHEETS *
B S s e a ]

[F A CROSS REFERENCE SHEET FOUND IN MAKEREADY REFERENCES A
SAFECUARD FILE, [T SHOULD NOT BE FILMED, BUT RETURNED TO THE
RECORDS DEPARTMENT,

x
[F A CROSS REFERENCE SHEET IS FOUND IN FILE T210.0002, IT
SHOULD BE FTLMED AND INDEXED UCING ALL THREE RECORD TYPE CODES
(D157, QLO1 AND R353) INDEXING MAIDEN AND MAKRIED NAMES LISTED
FOR EACH RECORD TYPE.

*
[F A CROSS REFERENCE SHEET 1S FOUND IN FILE 0120.0054 FOR ALARM
PRINTER LOCS, IT SHOULD NOT BE FILMED, AS [T IS ONLY USED 10
LOCATE THE LOC DURING MANUAL RETRIEVAL I[N THE VAULT DUE TO THE
PUVSICAL SIZE OF THE LOG,

*
IF A CROSS REFERENCE CHEET IS FOUND WITH . THE SAME FILE BUT
DIRECTING THE USER TO ANOTHER RECORD N'. 7. CONTAININC
ADDITIONAL PERT'KENT INFORMATION [0 THE weCORY YOU ARE FILMINC,
THE CROSS REFERENCE SHEET SHOULD BE FILMED. NO INDEXING IS
NECESSARY,

|
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|
|
|
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|
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|
|
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|
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|
|
|
|
|
| (F A SITUATION EXISTS WITHIN A FILE SIMILAR TO THE FOLLOWING
| EXAMPLE, THE CROSS REFE: 'NCE SHEET MAY BE TH-OWN AWAY. EX: IF
A PM TASK SHEET REFLECTS TWO NUMBERS; % UROSS REFERENCE SHEET
WOULD BE FILED FOR ONE NUMBER AND Th® ACTUAL RECORD UNDER THE
OTHER NUMBER. SINCE BOTH NUMBERS WOUL) BE ENTERED [N THE
COMPUTER, THE CROSS REFERENCE SHEET IS NO LONGER USEFUL AND MAY
BE DISCARDED,
*
[F A STAND ALONE CROSS REFERENCE SHEET [} REPLACI"C THE ACTUAL
DOCUMENT FOUND IN THE FILE, REFERRINC YO!! TO A O'FFERENT FILE
NUMBER THAN THE FILE YOU ARE CURRENTLY WORKING O, IT SHOULD B€
LEFT IN PLACE AND FILMED, WHEN INDEXING, PULL THE RECORD FROM
THE FILE LISTED ON THE CROSS REFERENCE SHEET AND [.IDEX THE
[NFORMATION FROM THE DOCUMENT TO CAPTURE ALL FIELDS NEEDED PER
THE ORIGINAL TNDEXING INSTRUCTION, USING THE ROLL/FRAME NUMBER
OF THE CROSS REFERENCF SHEET,

*

FOR EXA*PLE: IF YOU ARE INDEXING THE PROCEDURE FILE AND YOU
FRCOUNTEL A CROSS REFERENCE SHEET REPLACING THE ACTUAL
PPy LEDUR I, AND THE CROSS REFERENCE SHEET REFERS YOU TO A
WORK REQ IEST NUMBER TO WHICH THE ORIGINAL PROCEDURE IS
ATTACHED THEN PULL THE WORK REQUEST FROM ITS FILE AND
INDEX THE PROCEDURE ACCORDING TO THE PROCEDURE (NDEXING
INSTRUCTI N, USING THE ROLL/FRAME OF THE CROSS REFERENCE
SHEET.
+*
[F A CROSS REFERENCE SHEET REFERS TO MEDIA SUCH AS COMPUTek
TAPES, COMPUTER DISC, RADIOCRAPHS, STRIP CHARTS, BINCSRS AND/OR
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01/29/91 UNION ELECTRIC COMPANY ARIP2371
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CENERAL RULES FOR RECORDS INDEXING
.NDE’XH‘C INSTRUCTION NUMBER: GCENERAL RULES REVISION: 003
*

ORICINAL NSS5 COMPUTER CONSTANT REVISION FORMS WILL BE INDEXED
A5 STAND ALONE DOCUMENTS. THEY SHOULD NO LONCER BE ATTACHMENTS,
THEY SHOULD BE SENT TO FILE E190.0090.
*
THE FOLLOWINC DOCUMENTS ARE ALSO INDEXED AS STAND ALONE RECORDS
WHEM FOUND IN OTHER FILES:
*
CERTIFICATE OF CONFORMANCE (C OF C'S)
CERTIFIED MATERIAL TEST REPORTS (CMTR'S)
CODE DATA REPORTS
NLS FORMS | AND 2

»

* DOCUMENT NUMBER [NPUT/GENERAL INSTRUCTIONS *
L R o]

A “ ARCHITECTURAL

c = CIVIL

CH =~ CHEMISTRY

E =~ ELECTRICAL

FS = FIELD SKETCH
CENERAL REQUIREMENTS

o

J = INSTRUMENTATION
M -~ MECHANICAL
QA - QUALITY ASSURANCE
. 8 ~ SERVICE
T - TRAVELER
UE - UNION ELECTRIC
W -~ WELDING
Z =~ MULTI=DISCIPLINARY
*
ZSROS ARE WRITTEN AS 0 (ZERO).

*

ALL SHEET NUMBERS SHOULD BE ENTERED AS: S001, 5034, S100, ETC. MAY
BE SHORTENED IF NECESSARY TO FIT IN FIELD (AS IN TRAVELERS).

ALL OP'D DOCUMENT NUMBERS END WITH "OP" USINC NO SPACES OR DASHES
BETWEEN, EXAMPLE: M-02ABO1OP.

SBECHTEL DESICN DRAWINGS

THESE DRAWINGS USUALLY HAVE ONE DASH AFTER THE DISCIPLINE
DESIGNATOR, SUCH AS: A-U9CLl, C-UR305, E-238C00, J-07D10, M-22AKO01,
FOR DRAWINGS SUCH AS E-03'S, J-05'S, M=0S8'S, ALL HAVE ZEROS, NOT
ALPHA 0'S,

OF COURSE THERE ARE EXCEPTIONS TO THE RULE. DRAWINNS SUCH AS
A-UAC-11 AND A~UAT~16 HAVE TWO DASHES BUT ARE CONSIDERED BECHTEL
DESICN DRAWINCS. AND, THERE ARE SOME DRAWINGS THAT HAVE ONE DASH,
SUCH AS B-62835, THAT ARE CONSIDERED WESTINCHOUSE DRAWINCS.

FILE CODE: Al30.0016
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CHNERAL RULES FOR RECORDS [NDEXING
.VEXI‘ YTICTION NUMBER: GENERAL RULES REVISION: 003

*
B8CHTEL SPECIFICATIONS

THE NUMBER IS MADE UP OF THE DISCIPLINE DESICNATOR AND THREE DIGITS,
SUCH AS A-078, E-093, J=200, AND M=207,

*
IN SOME INSTANCES, A SUB~SPECIFICATION WAS CREATED, THESE WILL BE
INPUT AS: C-202A, C-2028, C-202C, ETC. [N OTHER CASES, THE
SUB-SPECIFICATIONS ARE [NPUT AS: E-00l.l, E£-001.2, E-001.3, ETC.

THERE ARE ALSO SOME SEPARATE MECHANICAL SPECS. THESE ARF 'NPUT AS:
M5=06, MS5-12, M§-25C, ETC.

BECHTEL VENDORS (INCLUDES BOTH DRAUINCS AND MANUALS)

THESE NUMBERS ARE MAD: FROM THE BECHTEL SPECIFICATION NUMBER AND A

FIVE DICIT SUFFIX. THe( ARE INPUT AS C-121-05168, M-141-00040, ETC.
*

OF COURSE, THE SUB-SPECIFICATION CASE APPLIES HERE AS WELL. THESE
ARE INPUT AS E~003,2-00026, E~018A-00004, ETC,

*
SOME DOCUMENTS MAY MAVE AN ADDENDUM WHICH WILL HAVE AN ALPHABETICAL
SUFFIX: M~140-00018A.

*

VENDOR DRAWINCS CENERATED BY UE SPECIFICATIONS
THESE NUMBERS ARE MADE FROM THE UE SPEC NUMBER AND A FIVE DIGIT
SUFFIX. THEY ARE INPUT AS: M-1077-00004, J-1010-00039, ETC.

8/P SPECIFICATIONS

THESE SPEC NUMBERS ARE DIVIDED ROUCHLY INTO TWO CROUPS. ONE CROUP IS

WRITTEN AS: 4645-P-005-007. THE OTHER GROUP [S WRITTEN AS 4645-013A.
*

S/P DRAWINGS

THESE DRAWINCS LARGELY CONSIST OF THE "8600" SERIES. THE INPUT FOR
ANY DRAWING OF THIS TYPE, WHETHER IT'S AN 8600A OR AN 8675 IS THE
SAME: 8600X88172, 8618A97197, 8675C54580. SOME DRAWINGS OF THIS
FORMAT ARE UE-CENERATED, BUT ARE INPUT THE SAME WAY.

POREICN PRINTS (IMCLUDES BOTH DRAHINCS AND MANUALS)
THESE ARE STRICTLY NUHBERS. IN THE COMPUTER, THEY MUST HAVE SIX
DICITS. [F NEEDED, LEFT JUSTIFY THE NUMBER, I.E. 097373. OTHER FORMS
ARE 107270 AND 114026,

*

DANTEL FIELD SKETCHES

RSP ——

ALL FIELD SKETCHES BECIN WITH "FS" BUT HAVE DIFFERENT METHODS OF
ENTRY. THE MAIN GROUPS ARE REPRESENTED BY: FS~C~0P1132, FS5-C00143Z,
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CENERAL RULES FOR RECORDS [NDEXINGC
INSTRUCTION NUMBER: CENERAL RULES REVISION: 003
PART/MARK NUMBER ik

ENTER ANY OF THE APPLICABLE NUMBERS AS SHOWN WITHOUT DASHES OR
SPACES.

EXAMPLE OF VENDOR TERMINOLOCY FOR HEAT/SERIAL NUMBERS

- - - -~ - - . - - -

NOTE: THESE NAMES ARE NOT USED CONSISTENTLY FROM ONE DOCUMENT TO

THE NEXT.
*

HEAT SERIAL
HEAT NUMBERS PART MARK
HEAT CODES MODEL
MELT # TAC
LADLE PART NUMBER
RAW MATFRIAL LOT
LOT NUMBEK
TRACE
ALLOY NUMBER
TYPE
STYLE

*
NOTE: THESE NUMBERS SHOULD BE INDEXED WHEN THEY PROVIDE UNI(UE
IDENTIFICATION OR WHEN USED IN CONJUNCTION WITH ANOTHIR NUMBER
TO PROVIDE UNIQUE IDENTIFICATION,
w
# ANY TAC NUMBERS NOT LISTED AS A LEGITIMATE COMPONENT IN THE
CENERAL RULES APPENDIX I WILL BE ENTERED AS A SERIAL NUMBER.

12/11/88 DO NOT PICX UP:
WELD TEST NUMBERS
## CONTROL NUMBERS
*
## QUESTION CONTROL NUMBERS. THEY MAY REALLY BE HEAT NUMBERS IN SOME
CASES.,

COMPONENT NUMBER Mt

ENTER THE COMPONENT NUMBERS AS SHOWN IN THE MASTER EQUIPMENT LTST,
WITH NO DASHES OR SPACES.

(F THE EQUIPMENT NUMBER IS NOT SHOWN IN TuE MASTER EGUIPMENT LIST,
ENTER THE NUMBER AS SHOWN, WITH NO DAGHES OR 8 'ACES, IN THE FORMAT
(IF IT CAN BE DETERMINED).

IF A FORMAT IS NOT FOUND IN THE MASTER EQUTPMENT LIST, ENTER AS
SHOWN WITH NO DASHES OR SPACES.

OTHER FORMATS ENTERED I[N COMPONENT FIELD

R e e e T ——

SO FAR THESE ARE THE ONLY QTHER FORMATS FOUND IN RECORDS RETRIEVAL

Al30.0016
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26) FROM RECORD DATE ke

21) TO

FILE COuE:

FOR RECORDS TO BE ENTERED AS A MONTHLY SPAN, ENTER THE FIRST DAY OF
THE MONTH AND THE LAST DAY OF THE MONTH, E.C. 870101-870131,

*
FOR RECORDS 70 BE ENTERED AS A QUARTERLY SPAN, ENTER THE FIRST DAY
OF THE QUARTER AND THE LAST DAY OF THE QUARTER, E.C. 870101-870331,
870401-870630, 870701-870930, 871001-871231,

*
FOR RECORDS TO BE ENTERED AS A YEARLY SPAN, ENTER THE FIRST D.Y OF
THE YEAR AND THE LAST DAY OF THE YEAR, E.G. 870101-871231,

EXCEPTIONS WILL BE NOTED ON THE INDEXING INSTRUCTION.

FOR HARD COPY ENTRIES OR RETAKE ENTRIES WITH THE DATE ENTRY IN A
SPAN, THE DATE ENTRY WILL REMAIN IN A SPAN.

WHEN A FROM AND TO DATE ENTRY ARE THE SAME DATE, MAKE AN ENTRY FOR
THE FROM DATE AND BLANK THE TO DATE ENTRY.

IF THE ONLY DATE AVAILABLE [S THE YEAR AND MONTH, ENTER Ol FOR THE
DAY. THE COMPUTER WILL NOT ACCEPT BLANK FOR THE DAY,

RECORD DATE i
FOR RECORDS TO BE ENTERED AS A MONTHLY SPAN, ENTER THE FIRST DAY OF
TLE MONTH AND THE LAST DAY OF THE MONTH, E.GC. 870101-870131.

*
FOR RECORDS TO BE ENTERED AS A QUARTERLY SPAN, ENTER THE FIRST DAY
OF THE QUARTER AND THE LAST DAY OF THE QUARTLR, E.C. 870101-870331,
870401-870630, 870701-870930, 871001-871231.,

*
FOR RECORDS TO BE ENTERED AS A YEARLY SPAN, ENTER THE FIRST DAY OF
THE YEAR AND THE LAST DAY OF THE YEAR, E.G. 870101-871231.

EXCEPTIONS WILL BE NOTED ON THE INDEXINC INSTRUCTION.

FOR HARD COPY ENTRIES OR RETAKE ENTRIES WITH THE DATE ENTRY IN A
SPAN, THE DATE ENTRY WILL REMAIN TN A SPAN.

*
WHEN A FROM AND A TO DATE ENTRY ARE THE SAME DATE, MAKE AN ENTRY FOR
THE FROM DATE AND BLANK THE TO DATE ENTRY.

*
[F THE ONLY DATE AVAILABLE IS THE YEAR AND MONTH, ENTER 01 FOR THE
DAY. THE COMPUTER WILL NOT ACCEPT BLANK FOR THE DAY.
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