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10 PURPOSE

This procedure provides direction for the 1dentificanon and generation of RMRS records regardless of media type
and transmuittal of those records to the RMRS Central Records Facility (CRF) The CRF provides a centralized
index and repositorv for active records Project offices may keep a reference copy of records for their use but the
record copy 1s maintained at the CRF Once the project or program is completed the CRF transmuits the records to
the Rocky Flats Environmental Technology Site (RFETS) Records Management organization for archival in
accordance with | V41 RM 001 Records Management Guidance for Records Sources

This procedure implements 10 CFR 830 120 Quality Assurance Requirements DOE Order 414 1 Qualuty
Assurance 1 V41 RM 001 Records Management Guidance for Records Sources and RMRS-QAPD 001 Qualuty
Assurance Program Description

‘ 20 SCOPE

This procedure applies to RMRS personnel and subcontractors involved 1n the identification and preparation of
Quality Assurance (QA) and non-QA records and transmittal of those records to the RMRS CRF These activities
include

Identification of Records
Distinguishing between a record and a non-record
Distinguishing between a QA and a non QA record

Generating a New Record

Authenticating a record

Choosing the correct document type and process
Making corrections to records before submuittal
Documenting electronic records for processing

Transmittal of Records to the RMRS CRF

Adding supporting material

Documenting lost or damaged records

One of a kind or special processed records
Releasing the final record

Making corrections to previously submitted records
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This procedure does not apply to prefliminary draft documents (npt captiired mto the RMRS CRF unless part of a
Controlled Document History File) classified documents, records generated amder the Conduct of Engmeening
Manual Privacy Actrecords or records generated by RMRS and identsfied it RMRS Contract KH00003HSIA
Section H 4(b)* Subcontractor®s Own Records Howeyer, the records acceptance critena is established and
required by 1 V41-RM-001 and must be followed for all records

30 DEFINITIONS

Authenticatiop The act of attesting that the information contamned within a record 1s accurate, complete and
approprrate for the work accomplished. A document still in process cannat be authenticated until 1t 1s completed
Authentication of both QA and non-QA records s required at Rocky Flats Environmental Technology Site (RFETS
or Site)

Central Records Facility (CRF) “The centralized location within RMRS where records are coltected, processed
retrieved and mamntained, until no longer needed for current business

Disposition Transfer of records no longer needed for current government business including. transfer to agency
storage facilities or Federal Records Centers, transfer from one federal agericy to another (with the approval of the
Archivist of the United States), transfer of permanent records o the National Archives; or disposal of temporary
records

Document. Any writings, drawngs, graphs, charts, photographs, and compslations of data from which mformation
can be obtamed or decisions made A document becomes a record when itis complete and authenticated.

Electronic Record. Records stored m a form that only a computer can process. B

QA Record Ongmalsorreproducedcopmofcompmddocummmm%hev:denceofdxequahtyoﬁtems
and activities that affect, prescribe, generate, resuit in, or impact national securty or the health and safety of RFETS
personnel, the public, or the environment. QA records are of ¥alus n belping to demonstrate or attest to the degree
or extent to which items, components, systems, structures, processes, or actyvities conform o requirements
mandated by the RFETS QA program QA records are considered complete and valid when authenticated,
indicating final review and appraval by authorized personnél, otherwise, d:eymcom:deradmpmcess

Record All books papers maps, photographs, machme-repdable matenals, oro&erdecununmmmm!s
regardless of physical form or characteristics, made or received by an agency of the United States Government
under Federal law, or in connection with the transaction of public business and preserved or-appropriate for
preservation.-by that agency or its legitimate sticcessor as evidence of the organization, functions, poticies, decisions,
procedures, operations, or achivities of the government, or beciuse of the nformational value of data m them.
Library and museum material made or acquired and preserved solely for reference or exhibition purposes extra
copies of documents preserved only for convenience of reference, and stocks of pubhications and of processed
documents are not included. That 13, records are authenticated docaments that provide substantive
information sbout, or evideace of, the orgsaization, functions, policles, decisions, procedures, operations, or
other activities of the government.

Records Package A collection of records supporting one topic (subject) that is filed a3 a case file, such as a Quality
Assurance (QA) audit file, 6t a contract or procurement file

Records Source  Any individual working for RMRS or an RMRS subconteactor who créates or recetves Rocky
Flats records from internal or external sources, including any mdividual who crestes or receives a record from
nternal ou% Sourca that was generated as part of government or government-spensored activities related to
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the Rockyv Flats Cleanup Agreement (RFCA) An individual mav be designated the Records Source for an
organization

Special Process Records Records that require special handling and must be maintained in a particular wav or that
cannot be duplicated or microfilmed

40 RESPONSIBILITIES

41 RMRS Managers

. Idenufv the records to be generated or received as a result of RMRS activities ensure that the records are
identifiable to the 1tems or activities to which theyv apply that the records are appropniately designated QA
or non QA that the records are free of radiological contamnation and are transmitted to the RMRS CRF
according to these instructions
Authorize individuals within their area of responsibilitv to authenticate quality records
Ensure that records (including those of subcontractors) are protected from deterioration loss larceny or
damage prior to turnover to the RMRS CRF
Ensure personnel are aware of and understand the requirements of this procedure
Ensure that personnel within their orgamzation have transmitted all records to the RMRS CRF prior to
transfer or termination of employment

42 RMRS Record Sources
. Ensure that records prepared are legible accurate and completed appropriate to the work accomplished

are authenticated by authorized personnel are reviewed for classification by an Authorized Derivative
Classifier 1f necessary and are corrected when necessary

° Ensure that records documenting RMRS activities are transmitted to the RMRS CRF within 30 working
days from the date of authentication or receipt by their orgamization

. Ensure that correspondence and other communications are submaitted to the RMRS CRF by including the
CRF on the courtesy copv (cc) list (buck slip) and include all attachments and enclosures

. A Record Transmittal Form (RTF) (Appendix 1) 15 completed for groups of records or records packages

transmitted Individual records may be transmitted to the RMRS CRF using a RTF when a receipt 1s
desired or necessary or when specific indexing information is requested

43 RMRS Central Records Facility Personnel
Ensure that RMRS records recetved for processing protection and maintenance meet the record acceptance criteria
and are processed in accordance with procedure RM 06 03, Records Receipt Processing and Retrieval

44 RMRS Document Control Center Personnel

Assign RMRS unique document 1dentification numbers and prepare appropriate RMRS document covers as
needed (RMRS Document Control maintains and tracks identification numbers for both controlled and
uncontrolled documents )

50 INSTRUCTIONS

The National Archives and Records Admimistration (NARA) 1s the government organization that establishes policies
and procedures for managing the records of the federal government DOE Order 200 1 Information Management
implements NARA guidelines and states that complete and accurate records of the conduct of federal government
business are required to document the organization functions, polictes decisions procedures and essential
transactions of the agency (RFETS) Adequate and proper documentation furmshes the information necessary to
protect the legal and financial nghts of the government and of persons directly affected by government activities
The flow chart in Appendix 2 outlines the basic steps of these instructions in comphance with NARA guidelines and
the RFETS Records Management Program (1-V41 RM-001)

B
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51 Idenuification of Recorda
Records to be generated as a restilt of RMRS activities are idenufied n the recerd section of appropriate procedures
and mstructtons  (See Section 6 9 of thus procedure for the correct format.}

{1 Determine whether a document or item meets the definstion of a record (Section 3) Examples of records
generated as a result of RMRS activities include but are not himited to contracts, forms. procedures
reports Requests for Proposals and contracts work plans, and correspondence A Yes response to one or
more of the followng ydbstions identifies the document as a record.

- Does 1t provide evidence of work by a department or its personnel”
- Wil 1t become part of a subsect or project file?
- Does it require that &n action be taken”
13 1t a document yot have received, and to which you have added infarmation that would affect the
meaning or content?
- Does it change the way you conduct government business?

Note [f a document 1s a prolunanary draft (other than a prelimmary draft condained in & controlied document
history file) oran mformation-only type of document, and does not £it the dbfiniion of a record a5 described above
it 15 a non-record and not subject to these mstructions Clearly mark such documients a8 Preliminary Draft or
Information Only Non-records provide no svidence of program functions of attivities, lack informational value,
and/or duplicate information already documented in records, and are théreforp net unique. A detasled hist of
examples of non-records is coutained it Appendix 2 of 1V41-RM-DOI, Records Management Guidance for
Records Sources Non-record matenal is filed seperately from record material wod is destroyed when no fonger
needed.
2 Distinguish between QA and non-QA records A document is considered a QA record if it:
- Furmshes evidence of the quality of items or activities that affect quality orsafety and has been
executed, completed, and approved (¢ §., cham-of-custody form, dats vahidation, lngbooks)
- Has been prepared and maintamieéd to demonstrafe implementation of a QA program (e.g., audits
mspaction reports, corsective action reports, procechires)
I3 a procurement contracting document (e g , Stategnent of Work, Sole Source Justification)
- mmmmMWmmmm&g,MMHuMmd&fayM
permit comphiance reports).

Records that do not meet the criteria of 8 QA record are considered non-QA-records  Some examples of
non-QA records are periodic reports, general correspondence, vanance reports, and Five-Year Plans

3) Determine whether a QA record s also a controlled document. A QA record identified as a controlled
document is processed and tradsmitied in accordance with procedures RMRS-QA-05 01, Preparation and
Control of RMRS Documents, snd RMRS-DC-06 01, Document Control Program.

4) Determme whether 2 GA record s also an Administrative.Record generated under the Comprehensive
Environmental Response, Compensation, and Liabitity Act (CERCLA) and the Rocky Flats Cleanup
Agreement (RFCA). CERCLA Admunstrative Records are identified and processed in accordance with
RMRS-RM-06 04 Admimstrative Record Document Identification and Transmittal,

(5) Determine whether a QA recond is related to the TRU Waste Program (WIPP).or Low Level/Low Level
Mixed Waste (LL/LLM) Program. These records are processed in accordance with 1-PRO-077-WIPP-005,
Management of Waste Information Prior to the Transmintal to the Wasté Records Center
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52 Generating a New Record
) Contact the RMRS Document Control Center for a umique tdentification number (controlled and

uncontrolled) i1f needed and record 1t on each page of the document Any attachments to a document shali
carrv the same umique 1dentifier as the original document Moreover pagination 1s stronglv recommended
for documents of more than one page

The correspondence control number on a letter serves as the unique 1dentifier

(2) If the record is a Request for Proposal or a contract i1t must contamn the stipulation that the subcontractor or
vendor comply with RMRS record management requirements

€))] Authentication of both QA and non QA records is required and 1s accomplished by one of the following
methods
Stamp init1al or sign and date the document
Attach or add a written statement to the document
Issue a document that 1s clearly 1dentified as a statement of authentication
Sign a Records Transmittal Form and submit with the record

) Ensure records are legible accurate and complete
Ali blanks on forms should be completed or marked Not Apphicable or NA or cross out biank
section(s) and mitial

(5) Determine need for a classification review (See K H Directive CAHW 001 96 Release of Information
and Documents which can be found in the RMRS Model Office )

6) Do NOT
Use non reproducible highlighters correction fluid or correction tape on records
Write special instructions or other notes etc 1n the margins of records

Note The Quality Assurance Records Checklist (Appendix 3) may be used to ensure records acceptance by the
RMRS CRF This checklist 1s considered non-record and 1s not included 1n the RMRS records system

N Obtain an RMRS document cover sheet, if appropriate from RMRS Document Control prior to transmuittal
to the customer

53 Correcting Records Prior to Submuttal
Draw a single line through the incorrect information without obliterating the error

Do NOT use correction fluid erasures or correction tape of any type to correct information on records
Enter the correct information legibly and in close proximity to the text being changed
Date and minal or sign the correction

54 Electronic Records

RMRS personnel creating electronic records should ensure that the records can be read, retrieved and duphcated
Instructions for retrieval and/or preservation must be documented it a manner to ensure long-term readability This
might include physical and technical characteristics of the records hardware and software platforms required to read
the records a description of the form of the data, and any other information needed to read or process the records

Electronic records should be turned over to the RMRS CRF with accompanying information to allow proper
indexing and retrieval of the records The records should have an external label affixed, or include documentation
that contains the following
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(1) Names or narrative description of the mformation sabmitted

(2) Date(s) the mformation was generated

(3) Name of person(s) or organization(s) that generated the information
(4) Identifying number or codes such as senal or volume number

(5) Other supporting nformation as appropriate

Electronic records should be backed up on-a regular basis to safeguard agamst the loss of information due to
equipment malfunctions or human error Backups may be submitted to the CRF to be mantained 1 the safe

541 El 1c Mail (E -Mail

The person who created, received, or acted upon a message/attachment that is a record 15 responsible for ensuring
that 1t 1s printed and transmitted 1n hard copy form to the RMRS CRF Non-records may be deleted without filing.
The record must include transmission and receipt data as needed for adequate and proper documentation of agency
activities as follows

. Sender’s name date transmitted, names of-recipients, and subjoct

) [f a return receipt is requested, the venfication of that receipt is also part of the record

Additional information on electronic records may be found uy the Site Records Management procedure
1-V41-RM-001, Section 7

55

All records submitted must be determined to be radiologically uncontammated and offsite releasable m accordance
with 1-P73-HSP-18 10, Radioactive Matenial Transfer and Unrestricted Release of Property and Waste The release
status of all records submitted to the CRF must be documented in one of the following ways
(1) Compiete a Release Evaluation Form (RSFORMS-09 01-01 available in the Radialogical Safety Practices
manual) for each record or box of records submisted to the CRF, or
(2) Compiete a Release Evaluation Form for all records that may be generated from a pasticular butlding or area
where 1t 1s known that the area 1s free of contamination, and sishmit to the CRF for the relsted Project File, or
(3)  For records coming from a building listed in the Unrestricted Release Byilding/Facility List (URB/F)
Appendix 4 to procedure 1-P73-HSP-18.10 a signed Matenal Data Tratisfer Form may be submitted forthe

project file

Note A copy of the Release Evaluation Form 1s attached as Appendix 4 for-your convenjence. However, the form
i1s controlled under the Radiological Safety Practices Manual snd users must verify that they are using the most
current form prior to completing

Suspect contaminated records, regardless of media, are records for which historical/process knowledge sufficient to
generate a Release Evaluation Form is not available The assumption must be made that sbandoned records are
suspect contammated. All suspect contamnated records must be processed m accordance with 1-V41-RM-001,
Section 6 7 4 through 6 7 5 (Acopyof&uemmd&efmmmrwﬁmofSuwConmmmmd
Records are included 1n Appendix 5 for your conventence.)

Transmit uncontaminated, authenticated indtvidual records or records packages no later than 30 working days after
date of completion or receipt by your department as follows

e ey
%, e «g,,e;g
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Submit one copv of incoming and outgoing correspondence or documents except drawings (including
artachments and enclosures) to the RMRS CRF by including the CRF on the courtesy copy (cc) list
Internal correspondence memoranda and memos of telephone conversations that meet the criteria of a
record are also transmitted 1n this manner

QA records must meet the criteria identified 1n Appendix 3 or stamp or print  Best Available Copv

Ensure that the following documentation when applicable accompanies the records
s Records Transmittal Form (RTF) (Appendix 1)

Obtain the RTF from the CRF and complete using the instructions on the back
Records Package Table of Contents (forms are available from the RMRS CRF 1if desired)
Documentation of Lost or Damaged Records (Section 5 7)

Documentation of Best Available Copv (Section 55 1)
Documentation of Authenticity (Section 5 2[3])

RMRS CREF personnel receive and process RMRS records n accordance with RMRS RM-06 03 Records Receipt
Processing and Retrieval

551

Submittal of Best Available Copv

If the record cannot meet all of the requirements descnbed in these nstructions or are of poor quality (1e wrinkled
torn not legible) a Best Available Copy 1s ransmitted to the RMRS CRF by performing the following

552

Submit a photocopy of the original when the oniginal is written in pencil or has been torn or folded
Destroy the pencil version of the record to avoid unnecessary duplication of records

Provide a wnitten explanation for those records or record packages that are technically incomplete iliegible
and mnadequate for their intended purpose or cannot be replaced or regenerated

List those records or record packages individually on a Records Transmittal Form and indicate as Best
4vailable Copy of that record

Stamp or print Best Available Copy on the record

Supporting Documentation

If supporting materials were generated n the process of preparing a report study or other record or were otherwise
generated during any other activity now completed, and are to be submitted along with the record ensure that

56
(1

)

All supporting materials are clearly 1dentified on the RTF as supporting or backup material (Supporting or
backup materiais do not have to contain the document 1dentification number of the record )
The supporting materials are submitted as part of the record package

One of a Kind and Special Processed Records
Duplicate all special processed records that can be generated in duplicate (such as magnetic tapes and

negatives), and submit the original and duplicate to the RMRS CRF
If the cost or difficuity in generating duplicates 1s prohibitive 1dentify those records on the RTF and
submut a single copy to the RMRS CRF

Corrections to Previously Processed Records and Record Packages
Notfy the RMRS CRF immediately of any errors 1n previously processed records or record packages

If new information 1s added to a record previously submitted follow the instructions for preparation and
transmittal of a new record

The original records or record packages remain in the system but the database states that the new records or parts of
a record package supersede the old records or parts of a record package
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57 Lost or Damaged Records
n Notify the RMRS CRF in writing

) Replace or repair the 105t or damaged records when possible
® Recreate or replace the information using duplicate files from back-up or dual storage
®  Reconstruct the record based on the originator s personal inspection notes
e  Determine the existence of other records which would substantiate the needed information

If restoration or replacement of such records s not possible, document that fact in writing and transmit 1t to the
RMRS CRF

60 RECORDS

Note Retention penods are determined jointly by the appropriate Program Manager, subject matter experts the
RFETS and RMRS Records organizations based on specific program requirements, Department of Energy approved
records schedules or the General Records Schedule, as appropriate  Thé mformation gathered will be used to
develop a Records Turnover Instruction which is required when the records are determined complete and mactive
and are turned over for long-term storage or archival All records must be dispositioned in accordance with
approved records retention schedules [f records, including electronic records, do not have an appropriate records
schedule they must be considered potentially permanent. No records will be destroyed by RMRS without approval
from Site Records Management.

The following documents are initiated, processed or maintamed as a result of this procedure and shall be processed
as follows

Record Identification Record Type Protection / Storage Methods | Processing Instructions
Determmation ,
Completed Records Transmittal | Quality Assurance | CRF mamtams in one-hour | Destroy after two years
Form Record fire cabinets (RTF included | (Note: There 15 a site-
with g record for wide moratorium against

authentication purposes is .| destruction of record
maintained m one-hour fire | material. No records are
cabinets and disposstioned in | to be destroyed without

record type ) Site Records Management
rzation )
Records Package Table of Quality Assurance Cﬁmmmmom—hom When record 1s no longer
Contents Documentation of Record fire cabuets and duspositions | considered active, the
Lost or Damaged Record, n accordance with original CRF transmuts the record
Documentation of Best record type or records package to Site
Avatilable Copy Records Management n
Documentation of Authenticity accordance with 1-V41-
RM-001
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RMRS QAPD 001 RMRS Quality Assurance Program Description

RMRS RM 06 03 Records Receipt Processing and Retrieval

DOE Order 200 | Information Management

RMRS QA 05 01 Preparation and Control of RMRS Documents

RMRS DC 06 01 Document Control Program

Comprehensive Environmental Response Compensation and Liabilitv Act (CERCLA) Section 113(k)(1)

7 10 Rockv Flats Cleanup Agreement (RFCA) July 19 1996
7 11 RMRS RM 06 04 Admmuistrative Record Document Identification and Transmuttal
712 1 PRO 077 WIPP 005 Management of Waste Information Prior to the Transmittal to the Waste Records

Center

7 13 K H Directive CAHW 001 96 Release of Information and Documentation
7 14 1 P73 HSP 18 10 Radioactive Material Transfer and Unrestricted Release of Property and Waste
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Appendix | - .

AFP F 5484 17 08/98) RECORDS TRANSMT!‘!AL FORM
Formerly RF 47926 )
ROCKY Mggusxm REMEDIATION SERVICES At o
CORDS TRANSMITTAL e 001101
TO Rocky Flats Environmentai Technology Site
RMRS Records Centar 14) Date
PO Box 464 Bidg 116
Golden CO 80402-0464 Phone (303) 968-5472
FROM  Records Source 7 18) Project”
1) Name 2) Orgamzation
3) Extension 4) Contract Number
Responsibie RMRS Authonty”
5) Name . 8) Qrg Code 7) Extansion.
Pleses print sil infarmation
8) : _9) 10 10| 1) 12) '3)
TITLE/SUBJECT DOCUMENT Q | NJAR | NOOF | RECORD 3 OUIHSS
NG ! PAGES | OATE | ausg

.
% Ao
Review of the abov documents has Desn compiend for release 0 1w AIIRE Asdords Center
15) Macords Source Signanme Oate
18) AMAS Authority (1 GINSFSN 1NN TECORS SOWCS) ™)
Rsceaved
17) RMIS Recorss Centsr O .

s
> R
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Entrv Number

[V "SR VU N

L I -JEE B -

Appendix 1 (Continued)
RECORDS TRANSMITTAL FORM INSTUCTIONS

Directions

The name of the RMRS or Subcontractor emplovee who onginated the document
The name of the Subcontractor organization or the RMRS Department and Group
Records Source telephone number
Subcontract number (:1f applicable)
The responsible RMRS manager who authenticates subcontractor submitted documents prior to their transmission
to the RMRS Central Records Facility
Responsible RMRS Authonity s orgamzation code
Responsible RMRS Authonity s telephone number
Thtle/Subject (Additional keywords or phrases should be added after the title/subject to aid in retrieval )
The unique document identification number assigned to that document.
Records categories to be completed by the responsible RMRS authority
QA = Quality Assurance Record
N = Nonquality Record
The total number of pages in the document (double-sided pages are considered 2 pages)
The date the record 1s completed or approved
The apphicable Operable Unit, [HSS Number Building Number or project identification
The date the transmittal form was forwarded to the RMRS Central Records Facility
The signature of the person who prepared the transmttal
The signature of the person who onginated the document(s) Signature on this line releases the document to the
Central Records Facility
The signature of the Central Records Facility employee who receives the records for processing

NOTE The Records Source should make a copy of the Records Transmttal Form prior to transmitting 1t to the RMRS Central Records
Facility When the CRF accepts the records histed on the form an acknowiedgement copy of the form will be transmutted to the Records
Source

e e ARG
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Appendix 2
FLOW CHART

RMRS records are identified in the record section of & procedure.

Record 1D Number on
each page of new
\__ document

Cantroied ™, .. (" Process per GA-06.01
Docisnent? and DC-08.01

needed? Yoy ——

enciosures RYF and Prepire a8 Best Avalisble
supporting/backup materisis to Copy (Section 58 1)
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Appendix 3
QUALITY ASSURANCE RECORD CHECKLIST
Meets
Item Critena Criteria Remarks
1| Legible and relevant data 1s contained within the record/data package Yes__ No __
I When a record s poor quality (not legible tom etc ) but i1s the ONLY
2 copv BEST AVAILABLE COPY must be written or stamped on the
deficient page or first page of the record and imtialed and dated Yes__ No __
3 The record 1s complete and contains detail as to the record purpose
i scope method etc Yes___ No __
4 | The record identifies container numbers drum numbers and/or the
actvitv (1 GCMS MS [CP OU/IHSS) imvolved Yes__ No __
s The record 1s umquely 1dentified (number) and anv additional pages or
attachments/enclosures carry the same unique 1dentifier as the ongmal
document {excludes supporting documentation) Yes__ No __
6 Indelible ink (preferably black) has been used to sign date and enter
data on records {Convert records wntten in pencil to an indelibie
medium such as photocopies and destroy the pencil version ) Yes__ No _
7 Record is authenticated by authorized personnel by imitialing or signing
and dating attaching a written signed and dated statement signed cover
page signed RTF Yes__ No __
8 The record 1s free of non reproducible highlighters correction fluid,
correction tape and marginalia (excludes controlled document history
files) (Some records may contain other acceptable markings such as
redline/red stamping for inspection or acceptance status indicators Yes__ No __
9 Records over one page in length should be paginated, and all pages are
present Yes__ No_
10 Errors made in a record have a single line through the crror the
correction made above the error and the imtial and date of the individual
making the correction 1s placed next to the correction Yes__ No __
11 RMRS Record Transmiuttal Form or equivalent, has been completed if
necessarv (required for large quantity of records or records package) Yes No _

i e R SR
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Appendix 4 ’ .

Release Evaluation Form

RSFORMS-09 01-01
O o 4O
Propesty Waste Sample
RELEASE EVALUATION FORM
Pagelof _
Heloass Evaiuation No.: EXTENDED: EXPIRES: ChargeNes_______
PART X SENDER/CUSTORIAN ACKNOWLADGEMENT
Descripucn of Property/Waste/Sample To Be Relsassd/Transferred )
Current Losetion.
Destmation.
New Reczpuent/Custodian: )
Hisory/Process Koowledge:
Has the specafied matenal ever besa in sn RBA/CA or cositacted DOE costrolled rachosctrve matérialy? .

1) By signing below I cartily information grovidad in Part I of this releise evalustion % be-tue sad sectrate.
Z)gs'mm 1 agres 10 comply wthi the apecific reiuuscchents noted ia Pert {1 of this release eveluation.

SeadecCustodian. : Emp Mo, Dets: _Ext

PARTH ' EASIOLOGICAL TNGINEEING

Evahosted: Emp. No Date: P
Radwiopeel Engineer
Approved. i Emp. No. Date: Ba
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Appendix §
SUSPECT CONTAMINATED RECORDS PROCESS
(1-V41-RM-001)

674  Suspect Contaminated Records

Suspect contaminated records regardiess of media, are records for which
histoncal/process knowledge suffic'ent to generate a Release Evaluation Form
(RSFORMS 09 01 01) (formerly Property Release Evaluation (PRE)) for unrestnicted
release 1s not available In addiion the assumpuon must be made that abandoned
records are suspect contarmunated This section provides a cost-effective methodology
for the disposiuon of such records

Records Source 1n this section refers to the individual or organization having the
responsibility for tumover of such records to Records Management.

Records Management
NOTE The Release Evaluation Request Form (RSFORMS-09 01-03 1s available in
the Radiological Safety Practices manual.

(1] Submut a Release Evaluation Request Form to Radiological Engineenng to issue
an extended Release Evaluation Form (formerly PRE) applicable to any boxes of
suspect contarmunated records to be processed

DCF CHG 2

Radiological Engineering
[2] Issue a Release Evaluauon Form to identify the requirements for unrestncted
release of suspect contarmunated records

These requirements will include the sampling/survey methodology to be used tor
each box of records

Records Source
{3] Segregate the records from the nonrecord matenal

Appendix 2 Nonrecord Matenal contains examples Records Management mav
be contacted for guidance
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Appendix 5 (Cont’d}

674  Suspect Contaminated Records (continued)

{4] IF records meet ANY of the following cnitena
» The records were created before 1966
o The records were created in a laboratory suuation
» The records are 1denufied as research and development records especially
laboratory notebooks and logbooks
THEN go to Secuon 6.7 §

These records meet Natiooal Archives and Records Admimstration (NARA)
critenis as most likely contammnsted, and are trested as contamnated. Records
Masagement may be contacted for guidance -

Records Source
{51 Place records into uncontaminated FRC storage/shipping boxes.

{6] Request RCT to evaluase the boxes of reconds for usrestriciad release using the
S crivena of procedure 3-PRO-141-RSP-09.01, Unreawicted Release of
Property Matecial, Equipment and Waste, or the sampling/survey methodology
specified on the appropnate Release Evajustion Form.

{7] Place copes of all documentation pectaning tb & box tn that box (for example
Release Evalustion Fonn and survey results)

{8] IF the box is deternunad to contain contaminated recands,
THEN go 10 Section § 7.5

{91 IF the box 13 determuned 10 coatan uncontampated reconds
THEN goto Secuon 673

675  Records Determined to be Radiologicaily Contaminated

Records Source
{1] Prepare the records as follows

{A] Top-ab file folders or sealed privacy act folders should contain “itle subject.
or uzque identifier for ease of retneval.
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6 =3 Records Determined to be Radiologically Contaminated (continued)

4

blk-LHG

2

DCF-CHG

676

B]  Ewpr file folders ma~ be used as dividers between records ~hatara .o
large to place 1n file folders and are not bound in anv other s av
-

[2] Box the records 1n accordance with Section 6 7 2

[3]  Ensure that each box contains copies of all documentation pertaining ro *ha- tox
(for example Release Evaluation Form and survey results if applicable)

Records Source/RCT

{4]  Package and survey for onsite transfer in accordance with 1-P73 HSP 18 :0
Radioactive Matenal Transfer and Unrestncted Release of Propertv and W aste

Records Source
{S]  Arrange for transfer to Building 441 Radiological Management Area (RMA)

Contamnated records will be reproduced onto an alternative media (such as
Microfilm) for offsice storage  The onginals will be handled as waste

Potential Records Identified 1n Known Berylhum Rooms

Records Source

i1 Request that Job Hazard Analysis be performed by Industnal Hvgiene and Saters
for evaluation, handling indeung boxing transfer retneval and disposiuion ot “~e

potential records

{2]  Contact Records Management for an evaluation of the potential records as
necessary

Records Management
{3] Perform records evaluation in accordance with Job Hazard Analvsis
Records Source

(3] Handle index box and transfer records in accordance with Job Hazard Ara’ 1
and Section 6 7 2
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Appendix S (Cont d)

FLOWCHART FOR DISPOSITION OF SUSPECT CONTAMINATED RECORDS

Survey outside of box ]
1 for vanwler 1o Badt
RMA, Leing wdsting

DCF-CHG 2

Package onginals
as wasie and




