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Pittsburgh Naval Reactors Office 

1. qermanent Research and  Development (R&D) Records 

in centralized files for laboratory-wide access and consist of 
significant records related to the research, design, and 

plants, the support of testing, operation, 

6' 
naval nuclear propulsion plants and the 

plant conlponents and systems. 

Since 1949, Bet 
(distributed to other 
and correspondence 
individuals with need-to-k Internal (distribution limited to within Bettis Atomic 
Power Laboratory) documen 
and raw data, less significant in ion, ahd other research and development (R&D) 
records have been maintained in tralized files by each originating Activity or  work 
group. Starting in 1994, Bettis wil 
Storage and Retrieval System (AD hich will serve as a centralized index and 
retrieval mechanism for virtually a1 rds in all media. ADSARS will incorporate 
and expand the existing master files. The ng schedules encompass the records 
retention needs fo and R&D records 
which have not been included in the master files 11 not be included in the ADSARS 
system. It shou xed in ADSARS, the originator 
of the record will a identified in this 
schedule and determine the retention period. s I,dwk A)\-434 - 7 ~ -  7 

a. Fermanen 
one or more of the following criteria: 

show the development of or relate to  new or significant meth 
designs, or techniques; 
relate to critical environmental, health, or safety issues; 
were the subject of Congressional investigation or came und 
scrutiny; or  
result in judicial decisions, legislative activities, or significan 
hnctions or activities of the Naval Nuclear Propulsion Program 



(1.) Paper R&D permanent records 
1 

Medium: paper 
1949-ongoing 

off files in 1 cubic foot increments. Transfer to  site 
verification of indexing data. Transfer to  Federal 

five years of receipt at site records center. 
following closeout of final Government 

contract. 

(2) Microform R&D per aneht records \ .  
Medium: Microfilm, computer output microfiche and 
microfilm, aperture cards 
Dates: 1963-present \ 
Volume: 100 cu.8. est. 
Accumulation: 5 cu.ft./yr. est. '\ fiflb ~ & d r : i  N;-43~71-~ 
Arrangement: numerical Acdei 1 
Highest classification: CRD '\ 
Permanent. If duplicates are available, originals in climate 
controlled local area or  in site records as soon as possible after 
creation. If duplicates are not files when no longer 
needed for frequent reference records center in 1 cu. ft. 
increments. Transfer to  
Government contract, 
necessitates earlier transfer. 

(3) Photographic R&D permanent records -- 

Medium: photographic negatives 
Dates: 1949-present 6 

Volume: 100 cu.fi. est. 
Accumulation rate: 3 cu.ft./yr. 
Arrangement: numerical 

Permanent. Cut off files in 1 cu. ft. increments every five years. Tra fer % 
to site records center. Transfer to FRC within 5 years of receipt in site 



records center. Transfer to National Archives following closeout of final 
Government contract. 

(4\ Electronic R&D permanent records 

permnnen\ti Cut off at closeout of final Government contract unless 
storage space shortages warrant earlier cutoff. Transfer along with systems 

\ documentation\tp National Archives following closeout of final 
Government con1 

(5) Videotape R&D 

Medium: videotape kRlY %I\&& I - 7 ~ - 7 ~  -7 
Dates: 1950-present 
Volume: 10 cu.ft. 
Accumulation rate: less than ?\cu.ft.lyr. 

,\ Arrangement: chronologicaiiy oy subject 
B 

Permanent. Cut off files when no needed for frequent reference 
and transfer to site records center in increments. Transfer to the 
National Archives following Government contract. 

\ 
(5)  Sound tape R&D permanent records 

Medium: analog magnetic sound tapes 
Dates: 1980-ongoing 
Volume: 1000 tapes \ 
Accumulation rate: 50 tapeslyr. est. \ -- 

Arrangement: numerical 

Permanent. Cut off files when no longer needed for 
Transfer to site records center for storage in climatic 
Transfer to National Archives following closeout of 
contract. I 



"\ Permanent R&D Incident Report Records 

ibe unusual events and occurrences which occur on sites, 
and include causes and corrective actions. These reports 
1, safety, and health issues. 

Arrangement: 
~ o E  SC~.&L id(-'f34-~6-7 

L e u e ~  1 
Permanent. Cut off files in 1 
frequent reference or followin 
site records center. Transfer 
Archives following closeout 

c. Finding Aids for Permanent R&D Records 
v 

Finding aids for the records 
including paper, microform, 
for each media. 

Permanent. Transfer to National Archives at the time of transfer 
records. 

2. Temporary (Long-term) Research and Development Records 

These records consist of technically and administratively significant reports, 
correspondence, data, drawings, test documentation, etc., related to the design, 
development, research, testing, evaluation, operation, and support of naval nuclear 
propulsion plants, prototypes, systems, and components. These records do not meet the 
criteria for permanent retention identified above. At a minimum, these records must be 
maintained for the life of the ship, prototype, component, or system and often have 

-- 

continuing research value beyond the life of equipment but do not warrant permanent 
retention. 

6 

a. ADSARS R&D Temporary (Long-term) Records 

These records will be maintained in centralized files and indexed in ADSARS. The 
originator of the record will be required to  evaluate the record to determine the 
appropriate retention period prior to entry into ADSARS. ADSARS supports 
optical disk imaging technology and records which are appropriate for storage in 
this media will be converted t o  images. 



(1) Optical image R&D records 

Original records converted to this medium will be disposed of following a 
quality control check of image. Record transportability will be assured 
prior to acquisition of new equipment or upgrading of existing equipment. 
Records will be transferred to new media within 2 years prior to the 
expiration of the proven lifetime of the media on which they are stored. 

Destroy when 100 years old or less based on technical review. Review 
every 25 years to determine continuing need. 

(2) Paper R&D temporary (long-term) records which are converted to the 
ADS ARS imaging system 

Destroy following quality.contro1 checks of optical disk image. 
1 

(3) Paper R&D temporary (long-term) records which are not converted to  images 

Cut off in 1 cu.ft. increments following verification of indexing data. Transfer 
to site records center. Transfer to FRC within 5 years of cutoff. Destroy 
when 100 years old or less based on technical review. Review every 25 years 
for continuing need. 

(4) Microform R&D temporary (long-term) records 

Destroy when 100 years old or less based on technical evaluation. Review 
every 25 years for continuing need. 

( 5 )  Photographic R&D temporary (long-term) records 

Cut off files every three years and transfer to site records center. Transfer to 
FRC within 5 years of cutoff. Destroy when 100 years old or less based on 
technical review. Review every 25 years. 

.- 

( 6 )  Electronic R&D temporary (long-term) records 

Destroy when 100 years old or less based on technical review. Review every 
25 years. 

(7) Videotape R&D temporary records 

Destroy when 100 years old or less based on technical review. Review every 
25 years. 



(8) Sound tape R&D temporary (long-term) records 

Destroy when 100 years old or less based on technical review. Review every 
25 years. 

b. R&D Temporary (Long-term) Records Not Maintained in Centralized Files (Activity 
Records) 

d Activities or work groups maintain decentralized files of R&D temporary records 
which are not, for various reasons, appropriate for storage in centralized files. Prior 
to 1994, these files contained many of the records identified in Item 2.a., above. 

(1) Activity paper R&D temporary (long-term) records 

Cut off files when no longer needed for frequent reference. Transfer to  site 
records in 1 cu.ft. increments. Transfer to FRC within 5 years of cutoff. 
Destroy when 100 years old o; less based on technical review. Review every 
25 years for continuing need. 
" 

(2) Activity microform R&D temporary (long-term) records 

Destroy when 100 years old or less based on technical evaluation. Review 
every 25 years for continuing need. 

(3) Electronic R&D temporary (long-term) records 

Destroy when 100 years old or less based on technical review. Review every 
25 years. 

(4) Videotape R&D temporary records 

Destroy when 100 years old or less based on technical review. Review every 
25 years. 

-- 

c. Technical Work Record (TWR) Book Records 

TWR books are serialized, controlled bound notebooks in which scientists and 
engineers document their technical work, calculations, raw data, sketches, and other 
information which form the basis for technical decisions, designs, conclusions, etc. 
Each section of the TWR which describes new work is reviewed by a peer and the 
supervisor. T't'VR books may contain patentable information. These books are 
frequently referenced in other documents and are needed for the research value of the 
information they contain. The Bettis Library assigns TLW books and tracks the 
location of all books throughout their lifetime. The Library conducts an annual 

-7 - 



inventory of all active (not in storage) books. 

Return ?IYR books to Bettis Library when no longer needed for frequent reference. 
Bettis Library will transfer to  site records center in 1 cu.ft. increments following 
update of TWR database. Transfer to  FRC within 1 year of cutoff. ~ e s t r o ~ k 0 0  )" 
years after cutoff or earlier based on technical review. Review every 50 years. 

d. Finding aids for R&D Temporary (Long-term) Records 
I 

Finding aids for the records described above are maintained in various media 
including, paper, microform, and electronic and are maintained as described above. 

Destroy when related records are destroyed. 

enlporary (Shorter-term) Research and Development Records 
" \ 

and administrative reports, correspondence, data, drawings, 
to the design, development, research, testing, evaluation, 

nuclear propulsion plants, prototypes, systems, and 
to support ongoing work but do not warrant 

technical evaluation at the time of records 
creation or transfer to rehyds storage. 

3o r sL&ddG A ~ / ~ Y ~ ~ - Y ~ - T  
a. ADSARS R&D Lcoe ( 2 

These records will be and indexed in ADSARS. The 
originator of the the record to determine the 
appropriate ADSARS supports optical 

for storage in this media 

(1) Optical image R&D records \ 
Original records converted to this medium will be dl osed of following a 
quality control check of image. Record transportability wi be assured prior 
to acquisition of new equipment or upgrading of existing equip nt. Records 
will be transferred to  new media within 2 years prior to the expira 'on ofithe 
proven lifetime of the media on which they are stored. I/_ 
Destroy when 25 years old. 



Paper R&D temporary (shorter-term) records which are converted to  the 
ADSARS imaging system 

estroy following quality control checks of optical disk image. 

temporary (shorter-term) records which are not converted to 
image 

increments folloc~ing verification of indexing data. 
center. Transfer to FRC within 5 years of cutoff. 

(4) Microform R&D (shorter-term) records 

Destroy when 25 //b$y ?fi& ~ 1 2 d . l p  /~ / -~JWL~? 
Leve ( _Z 

(5) Photographic R&D records 

'Cut off files every site records center. Transfer 
to FRC within 5 

(6) Electronic RPcD 

Destroy when 25 years old. 

(7) Videotape R&D temporary (shorter-term) 

Destroy when 25 years old. 

(8) Sound tape R&D temporary (shorter-term) 

Destroy when 25 years old. 

(Activity Records) 
b. R&D Temporary (Shorter-term) Records Not 

Activities or work groups maintain 
which are not, for various reasons, 
'prior to 1994, these files contained 
above. 



) Activity paper R&D temporary (shorter-term) records c'i 
Review local files annually. Cut off files when no longer needed for 

reference. Transfer to site records in 1 cu.ft. increments. Transfer 
5 years of cutoff Destroy when 25 years old. 

(2)  Acti 'ty microform R&D temporary (shorter-term) records "\ 
Destroy hen 25 years old. 'Y 

(3) Electronic % temporary (shorter-term) records 

(4) Videotape R&D te records 

Destroy when 25 

c. Finding 'aids for Temporary 

Finding aids for the records in various media' 
including, paper, as described above 
for ezch media. 

Destroy when associated records are destroy 

4. Temporary (Short-term) Research and Development ecords "7 
These records consist of R&D preliminary and raw data in Items 
1,2,  or 3, above, test run log books, superseded 
administrative R&D internal reports and 
or support value and are not covered in 
documents. These records are 

.- 
included in centralized, Laboratory-wide files. 

a. Paper R&D temporary (short-term) records 

Destroy when 5 years old or sooner if determined by technical review be of no 
hrther research value. "t 

b. Microform R&D temporary (short-term) records \ 
Destroy when 5 years old or sooner if determined by technical review to have 
krther research value. 



Electronic R&D temporary (short-term) records 

estroy when 5 years old or sooner if determined by technical review to be of no 
her research value. 

R&D temporary (short-term) records 

old or sooner if determined by technical review to be of no 

u 

(Short-term) Records 

Finding aids for the described above are maintained in various media 
including paper, and electronic and are maintained as described above 
for each media. i ) o ~  s c l e J J c  

N1-~3q4&4,- 
Destroy when associated ~ e c q  c 3 

5 .  Policy, Procedure, and Operating Manuals \ 
These records include policy, procedure, and manual case files, including the 
record sets of the manuals, all manual case files which document the 
development of and changes to these revisions. The manuals 
incorporate rules, regulations, of  ltie U.S. Department of 
Energy, the U.S. Department state and local government 
agencies and Westinghouse Electric Corporation. 

Medium: paper 
Dates: 1955present 
Volume: 25 cu.ft. 
Accumulation rate: less than 1 cu.ft./yr. 
Arrangement: chronological by subject 

Permanent. Cut off files when no longer needed for frequent reference. T 
records center in 1 cu.A. increments. Transfer to  FRC within 5 years of rec 
records center. Transfer to National Archives following closeout of final G 

t 

6 .  Nuclear Propulsion Program Spent and New Naval Reactor Core Completed Shipment 
Files 

These are paper documents consisting of shipment planing paperwork, bills of lading, 
escort logs, radiological surveys, SNM transfer receipts, etc. They provide an historical 
record of completed shipments that document transit times, routes, compliance with U.S. 



DOT regulations, and any significant events during shipment. 

a. Records documenting shipment of a new core 

Destroy 10 years after last shipment 

b. Records documenting shipment of a spent core. 

Destroy 20 years after last shipment. 
I 

7. Electronic copies of records that are created on electronic mail and word processing 
systems and used solely to generate a recordkeeping copy of the records covered by the 
other items in this schedule. Also includes electronic copies of records created on 
electronic mail and word processing systems that are maintained for updating, revision, or 
dissemination. 

a. Copies that have no fkrther administrative value afier the recordkeeping copy is 
made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or network 
drives, and copies on shared network drives that are used only to produce the 
recordkeeping copy. 

DestroyJdelete within 180 days after the recordkeeping copy has been produced. 

b. Copies used for dissemination, revision, or updating that are maintained in addition 
to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or  updating is completed. 
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