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1 0  PURPOSE 

This procedure provides direction for the identificanon and generation of RMRS records regardless o f  media type 
and transmittal 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 theu use but the 
record copy is mamtamed at the CRF Once the project or program is completed the CRF transmits the records to 
the Rocky Flats Environmental Technology Site (WETS) Records Management organization for archival m 
accordance with 1 V4 I RM 00 I Records .Management Guidance for Records Sources 

This procedure implements 10 CFR 830 120 Quality Assurance Requirements DOE Order 4 14 1 Quality 
Assurance 1 V4 1 RM 00 1 Records .Wanagement Guidance for Records Sources and RMRS-QAPD 00 1 Quality 
Assurance Program Description 

2 0  SCOPE 

This procedure applies to RMRS personnel and subcontractors mvolved m the identification and preparation o f  
Quality Assurance (QA) and non-QA records and transmittal of those records to the RMRS CRF These activities 
include 

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

Generatme a New Record 
Authenticatmg a record 
Choosmg the correct document type and process 
Making corrections to records before submittal 
Documentmg electronic records for processmg 

Transmittal o f  Records to the RMRS CRF 
Adding SUppOrtlng matemal 
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 a Spplylo prdirninary draft docwnents @.tqxWd us& ttrt R M M  CRF unless part of a 
Controlled Document History File) classified documents, recurds genm-itkc Cosduct of Enginecnng 
Manual Pnvacy Act records or nconh generated by RMas d denbfkd iR RMRjg Contract KH00003HSIA 
Section H 4(b)^ Subcontract& Own Records 
required by 1 V4 1 -RhA-OOl and must be followed for all records 

Howeyer, the mxmis acceptmce criteria Q ~ ~ I i o t t e d  and 

3 0 DEFINITIONS 

Authenti- The act of attestmg that the infomanon contamd wthh t Tdeord IS accurate, complete and 
appropriate for the work a c c o m p l ~ s ~  A document stlll in process camat fk m&amc&d una1 it IS completed 
Authentication of both QA and nm-QA records f s  requved at Rocky Eysar EnvlroRmentd Technology Sitt@FETS 
or Site) 
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the Rockv Flats Cleanup 4greement (RFC9) An individual mav be designated the Records Source for an 
organization 

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

4 0 RESPOWIBILITIES 
4 1  RMRS Managers 

Identiti. the records to be generated or received as a result of RMRS activities ensure that the records are 
identifiable to the items or activities to which they apply that the records are appropriately designated QA 
or non QA that the records are free o f  radiological contammation 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 (mcluding those of subcontractors) are protected from deterioration loss larceny or 

Ensure personnel are aware o f  and understand the requmments o f  this procedure 
Ensure that personnel within their organization have transmitted all records to the RMRS CRF prior to 

damage prior to turnover to the RMRS CRF 
0 

transfer or termination of employment 

4 2 RMRS Record Sources 
0 Ensure that records prepared are legible accurate and completed appropnate to the work accomplished 

Ensure that records documentmg RMRS activities are transmitted to the RMRS CRF withm 30 working 

are authenticated by authonzed personnel are reviewed for classification by an Authonzed Denvanve 
Classifier if necessary and are corrected when necessary 

davs from the date of authentication or receipt by their organization 
Ensure that correspondence and other communications are submitted to the RMRS CRF by including the 
CRF on the courtesy copv (cc) list (buck slip) and include all attachments and enclosures 

transmitted Individual records may be transmitted to the RMRS CRF using a RTF when a receipt is 
desired or necessary or when specific rndexmg mfonnation is requested 

0 A Record Transmittal Form (RE) (Appendix 1) is completed for groups o f  records or records packages 
* *  

4 3 
Ensure that RMRS records received for processmg protection and mamtenance meet the record acceptance cntena 
and are processed in accordance with procedure RM 06 03, Records Recerpt Processing and Retrieval 

RMRS Central Records Faciliw Personnel 

4 4 RMRS Document Control Center Personnel 
Assign RMRS unique document idennfication numbers and prepare appropnate RMRS document covers as 
needed (RMRS Document Control mamtam and tracks identification numbers for both controlled and 
uncontrolled documents ) 

5 0 INSTRUCTIONS 

The National Archives and Records Admmlstration (NARA) is the government organlzatlon that establtshes policies 
and procedures for managmg the records o f  the federal government DOE Order 200 I Informanon Management 
implements NARA guidelmes and states that complete and accurate records o f  the conduct of federal government 
busmess are requred to document the organuation functions, policies decisions procedures and essential 
transactions o f  the agency (WETS) Adequate and proper documentation furnishes the mfonnmon necessary to 
protect the legal and financial nghts of the government and of  persons dnectly affected by government activities 
The flow chart in Appendix 2 outlines the basic steps of these instructions I I~ compliance with NARA guidelmes and 
the WETS Records Management Program (1-V41 Rh4-001) 

- -- I - ..a' 
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5 2 
( I )  

Generatina a New Record 
Contact the RMRS Document Control Center for a unique identification number (controlled and 
uncontrolled) i f  needed and record it on each page of  the document Any attachments to a document shall 
c a m  the same unique identifier as the original document Moreover pagination is stronglv recommended 
for documents of more than one page 

The correspondence control number on a letter serves as the unique identifier 

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

(3) 4uthentication of  both QA and non QA records is requued and is accomplished by one o f  the following 
methods 

Stamp initial or sign and date the document 
Attach or add a written statement to the document 
Issue a document that is clearly identified as a statement of  authentication 
Sign a Records Transmittal Form and submit with the record 

(4) Ensure records are legible accurate and complete 

section(s) and rnitial 
All blanks on forms should be completed or marked Not Applicable or NA or cross out blank 

(5) Determrne need for a classification review (See K H Duective CAHW 001 96 Release oflnformamn 
and Documents which can be found m the RMRS Model Office ) 

(6) DoNOT 
Use non reproducible highlighters correction fluid or correction tape on records 
Write special instructions or other notes etc in the marglns of records 

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

(7) Obtain an RMRS document cover sheet, i f  appropnate from RMRS Document Control pnor to transmittal 
to the customer 

5 3 Correctma Records Pnor to Submittal 
Draw a single line through the mcorrect mformation without obliteratmg the error 
Do NOT use correction fluid erasures or correcnon tape of any type to correct information on records 
Enter the correct informanon legibly and m close proxlmity to the text beurg changed 
Date and ininal or sign the correcnon 

5 4 Electronic Records 
RMRS personnel creatmg electronic records should ensure that the records can be read, retneved and duplicated 
Instructions for retneval and/or preservation must be documented m a manner to ensure long-term readability This 
might include physical and technical charactenstics of the records hardware and software platforms requued to read 
the records a descnpnon of the form of the data, and any other mformation needed to read or process the records 

Electronic records should be turned over to the RMRS CRF with accompanymg mformation to allow proper 
indexing and remeval of the records The records should have an external label affixed, or mclude documentanon 
that contains the following e 

5 
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(1) Names or nimuive dcscrtpflon of the informanon subrHmed 
(2) Date@) the information wes gene- 
(3) Name ofperson(s) or organrmtion(s) that generated the infonarton 
(4) Identifymg number or codes such as semi of volume number 
(5) Other supporting mformaon as approptiate 

Electronic records should be backed up ma reptar bass to sefsguard tigamst &e lass of m h a t t o n  due to 
equipment malfunctions or hurnan error Backups may be subanitted to the CRF Do &e maummcd m the safe 

x 
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(1) Submit one copv of incoming and outgoing correspondence or documents except drawings (including 
attachments and enclosures) to the RMRS C W  bv including the C W  on the COUrteSV copy (cc) list 
Internal correspondence memoranda and memos of telephone conversations that meet the criteria of  a 
record are also transmitted in this manner 
Q4 records must meet the criteria identified in Appendix 3 or stamp or print Best Available Copv 

(2) Ensure that the following documentation when applicable accompanies the records 
0 

0 

0 

Records Transmittal Form (RTF) (Appendix 1) 

Records Package Table o f  Contents (forms are available from the RMRS CRF i f  desired) 
Documentation of  Lost or Damaged Records (Section 5 7) 
Docurnentation o f  Best Available Copv (Section 5 5 1) 
Documentation of Authenticity (Section 5 2[3]) 

Obtain the RTF from the CRF and complete using the instructions on the back 

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

5 5 1 
I f  the record cannot meet all o f  the requirements descnbed in these instructions or are of poor quality (1 e wrmkled 
tom not legible) a Besr Available Copy is transmitted to the RMRS CFW by performing the following 

Destroy the pencil version o f  the record to avoid unnecessary duplication of records 

and inadequate for theu mtended purpose or cannot be replaced or regenerated 

4vailable Copy of that record 
Stamp or pnnt Besr Available Copy on the record 

Submittal of Best Available Copy 

0 Submit a photocopy o f  the ongmal when the ongmal is written m pencil or has been tom or folded 

Provide a written explanation for those records or record packages that are technically incomplete illegible 

List those records or record packages mdividually on a Records Transmittal Form and indicate as Best 

0 

0 

5 5 2 Supportme Documentation 
I f  supporting materials were generated in the process o f  prepamg 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 

backup materials do not have to contam the document identification number of  the record ) 
0 All supporting materials are clearly identified on the RTF as supporting or bachp matenal (Supporting or 

The supporting matenals are submitted as part of the record package 0 

5 5 3 One o f  a Kind and Special Processed Records 

negatives), and submit the ongmal and duplicate to the RMRS CRF 
0 Duplicate all special processed records that can be generated in duplicate (such as magnetic tapes and 

I f  the cost or difficulty m generatmg duplicates is prohibinve identie those records on the RTF and 
submit a single copy to the RMRS CRF 

5 6 
(1) 

Corrections to Previouslv Processed Records and Record Packages 
Notify the RMRS CRF lmmediately of any errors m previously processed records or record packages 

(2) I f  new information is added to a record previously submmed follow the lnstructions for preparation and 
transmittal of a new record 

The original records or record packages remam m the system but the database states that the new records or parts o f  
a record package supersede the old records or parts of a record package 

7 
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5 7 Lost or Damaned Recor4 
(1) 
(2) 

Notie the RMRS CRF in wnttng 
Replace or repair the lost or damaged records when possible 

Recreate or replace the information uslng duplicate fibs Prom backrup or dual storage 
Reconstruct the record based on the mginator s personal inspeffton notes 
Detennlne the existence of other records whlch would wbsulntLote btcrnecded infonnatlon 

I f  restoration or replacement of such records 1s not possrbk, document that tbct in wnttng and transmit it to the 
RMRS CRF 

60  RECORDS 

Fo& 1 Record 

Lost or D- Record, 
Dacumenaulon of Best 
Avatlable Copy 
DocumentaaonofAuhant~~itY 

L a 
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7 0 REFERENCES 
7 1 1 V4 1 RM 00 1 Records Management Guidance for Records Sources 
7 2 10 CFR 830 120 Quality Assurance Requirements 
7 3 DOE Order 4 14 1 Qualm Assurance 
7 3 RMRS QAPD 001 RMRS Quality Assurance Program Descnption 
7 5 RMRS RM 06 03 Records Receipt Processing and Retrieval 
7 6 DOE Order 200 1 Information Management 
7 7 RMRS QA 05 01 Preparation and Control o f  RMRS Documents 
7 8 RMRS DC 06 01 Document Control Program 
7 9 Comprehensive Environmental Response Compensation and Liabilitv Act (CERCLA) Section 1 13(k)( 1) 
7 10 Rockv Flats Cleanup Agreement (RFCA) July 19 1996 
7 1 1 RiiRS RM 06 04 Administrative Record Document Identlficatlon and Transmittal 
7 12 1 PRO 077 WIPP 005 Management of Waste Information Pnor to the Transmittal to the Waste Records 

7 13 K H Directive CAHW 001 96 Release o f  Information and Documentation 
7 14 1 P73 HSP 18 10 Radioactive Matenal Transfer and Unrestricted Release of Property and Waste 

Center 
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Appendix 1 (Continued) 
RECORDS TRANSMITTAL FORM INSTUCTIONS 

Enuv Vumber Directions 

6 
7 
8 
9 
10 

11 

12 
13 
14 

15 
16 

17 

The name of the RMRS or Subcontractor emplovee who originated the document 
The name of the Subcontractor organization or the RMRS Department and Group 
Records Source telephone number 
Subcontract number (if applicable) 
The responsible RMRS manager who authenticates subcontractor submitted documents pnor to their transmission 
to the RMRS Central Records Facilitv 
Responsible RMRS Authoritv s organization code 
Responsible RMRS Authority s telephone number 
Title/Subject (Additional keywords or phrases should be added after the titidsubject to aid in remeval ) 
The unique document identification number assigned to that document. 
Records catcgones to be completed by the mponsible RMRS authonty 

QA = Quality Assurance Record 
N = Nonquality Record 

The total number of pages in the document (double-sided pages arr considered 2 pages) 

The date the record is completed or approved 
The applicable Operable Unit. IHSS 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 transmittal 
The signature of the person who onginatd the documenqs) Signature on this line releases the document to the 
Cenaal Records Facility 
The signature o f  the Central Records Facility employee who rcccives the records for processing 

NOTE The Records Source should make a copy o f  the Records Transmittal Form pnor to transmitting it to the RMRS Central Records 
Facilitv When the CRF accepts the records listed on the form an acknowledgement copy o f  the form will be transmitted to the Records 
Source 
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FLOW CHAW 

RMRS records areide~t~&d m the record sectum of B procedure. 

No 
1 

* 
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1 Legible and relevant data is contained within the recoddata package 

Appendix 3 
QUALITY ASSURANCE RECORD CHECKLIST 

Yes- I - 

2 i iopv BEST lVAILABLE COPY must be wntten or stamped on the 
j deficient page or first page of the record and initialed and dated 
1 The record is complete and contains d e a l  as to the record purpose 3 

Yes- I No- 

present / Y e s _  I No- I 
1 I 10 I Errors made in a record have a single Iim through the emr the I 

I scope method etc I yes- 

4 ' The record identifies container numbers drum numbers and/or the 1 actirih (I e GCMS MS ICP OWHSS) involved yes_ 
C The record is uniquely identified (number) and anv addiuonal pages or 

attachments/enclosures carry the same unique identitier as the original 
document (excludes suppotting documentation) Yes- 

6 Indelible ink (preferably black) has been used to sign date and enter 
(Convctt records witten in pencil to an indelible 1 data on records 

1 medium such as photocopies and destroy the pencil vemon yes_ 
7 Record IS authenticated by authonzcd personnel by initlaling or signing 

and dating attaching a wntten signed and dated statement signed cover 
page signed RTF Yes- 

8 The record is f m  of non reproducible highlighters comctlon fluid, 
I correction tape and marginalia (excludes controlled document history 
I tiles) (Some records may contam other acceptable markings such as 

1 Records over one page in length should be paginated, and all p a g s  arc 

redlinclred stamping for inspection or acccptancc status indicators Yes- 
9 

y o  - 

No - 

Uo - 

yo  - 

WO - 

No - 

correction made above the error and the initial and date of the individual 

RMRS Record Transmittal Form or equivalent, has been completed if 
! making the correction is placed next to the correction 

I I 
necessm (required for large quantity of mrds or records package) 

Yes- No - 

Yes- No - 
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Appendix 5 
SUSPECT CONTAVIYATED RECORDS PROCESS 

( 1 4 4  1-R'M-001) 

6 7 4 Suspect Contaminated Records 

Su\pect contaminated records regardless of media. are record5 for whic9 
histoncaYprocess knowledge sufficient to generate a Release Evaluation Form 
(RSFOR,MS 09 01 01) (formerly Properry Release Evaluation (PRE)) for unrestncted 
release is not avadable In addiuon the assumpuon must be made that abandoned 
records are suspect contarmnated Tlus secuon provides a costcffecuve methodology 
for the disposiuon of such records 

Records Source in ttus Secuon refen to the indtwdual or organmuon having the 

responsibility for turnover of such records to Records Management 

Records Management 
NOTE The Releare Evaluonon Request Form (RSFORMS-09 01-03 u available an 

rhe Ra&bgual SqCty Piacmes mMuaL 

[I] Subaut a Release Evaluatloa Request Fom to Racbological Engrneenng to I S S U ~  

an extended Release Evduauon Form (fonrretly PRE) applicable to any boxes of 
suspect contamrnated records to be processed 

Radiological Engineenrig 

[2] Issue a Releare Evaluauon Form to tdenufy the requirements for unmtncted 
release of suspect contarmnated rocords 

These requirements will include the sarnphng/swey methodology to be used tor 

each box of records 

Records Source 

(31 Segregate the records from the nonrecord m a t e d  

Appendix 2 Yonrecord Matenal contains examples Recordr Management r n 3 b  

be contacted for guidance 

P 
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Appendix 5 (Cont d) 

6 - 5 Records Determined to be Radtoloetcalh Contaminated (conrinued) 

[B] ETpn file folder; ma- be used as dividers between records ' k i t  1-2 - 3  

large to place in file folders and are not bound In an\ other v ~ z \  

[2] Box the records in accordance w t h  Section 6 7 2 

[3] Ensure that each box contains copies of all documentation penaining TO *F2- 50\ 
(for example Release Evaluation Form and survey results if applicable) 

Records SourcelRCT 

[4] Package and survey for onsite transfer in accordance wth 1-P73 HSP 18 : 3 
Radloacuve Matenal Transfer and Unrestncted Release of Propertv and ti aste 

Records Source 

[5] Anange for transfer to Buildin3 441 Radiologcal Management Area iR1f.i) 

Contarmnated records wll be reproduced onto an alternauve media (such as 
Mcrofilm) for offsite storage The ongnals wll be handled as waste 

6 7 6 Potential Records Identified in Known Btnllium Rooms 

Records Source 

[ I ]  Request that Job Hazard 4nalysis be performed by Industnal Hvgiene and Saw\ 
for ekaluation, handling indeling boxlng transfer retrieval and dispos~no~ 31 ."e 
potential records 

12) Contact Records Management for an evaluauon of the potential record, as 
necessary 

Records Management 

[;I Perform records ekaaluation in accordance wth Job Hazard aalvsis 

Records Source 

[a] Handle index box and transfer records in accordance with Job Hazzrd L-2' I >  

and Section 6 7 2 
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FLOWCHART FORDlSPOSmON OFSUSPECT CON%Mdl[NAm RECORDS 


