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	PURPOSE  

	This procedure establishes consistent administrative controls, assigns responsibility, and defines protocols for the creation, release, distribution, and management of Spallation Neutron Source (SNS) project records.



	SCOPE
	This procedure applies to all SNS project organizations and subcontractor personnel who create, process, distribute, and manage records for the SNS project at Argonne, Brookhaven, Lawrence Berkeley, Los Alamos, and Oak Ridge National Laboratories; Thomas Jefferson National Accelerator Facility (Jefferson Lab); and Fermi National Accelerator Laboratory. Records include all records generated, received, or sponsored by or for the SNS project.



	OTHER DOCUMENTS NEEDED
	· SNS 102020200-PR0005-R00, Management of Spallation Neutron Source Controlled Documents

· ORNL-IO-003, ORNL Records Management and Document Control 

· ORNL-LS-007, ORNL Classification and Information Control Policy 

· ORNL-IO-001, Privacy Act Compliance at ORNL 

· ORNL-IO-002, ORNL Information Servers and Electronic Information Release 

· ORNL-IO-004, Releasing Scientific and Technical Information Generated by ORNL


	WHAT TO DO


	A. Creation of Documents



	
	NOTE 1: Definitions relating to this procedure are provided in Attachment A.

NOTE 2: If a record is originated outside of the SNS project, the official recipient within the SNS project is considered the originator. If there are multiple official recipients, the first listed is considered to be the originator.

NOTE 3: Subcontractors generating SNS project records will generate them in accordance with this procedure. Subcontractors will also provide identification of records to be generated, accessibility of records to the SNS project, a method of verification that requirements are met before subcontract closure, and a method of advising secondary subcontractors of applicable requirements.

NOTE 4: Engineering drawings and sketches will be numbered in accordance with this procedure.



	Originator
	1. Create adequate and proper documentation of work performed in accordance with applicable guidelines or receive documentation generated from outside organizations.

2. To the greatest extent feasible, create records in an electronic format that can be converted to portable document format (PDF) for long-term storage and archival.
3. Determine whether the content of the documentation fits the definition of a record, per Attachment A.

4. Ensure that records created meet the following criteria:

· Record is accurate, complete, and legible.

· Record is traceable to systems, components, or activities involved.

· All listed attachments and/or enclosures are included.

5. Determine whether an SNS project number is required, per Attachment B. If a number is required, following the instructions in Attachment B for obtaining a number. 

6. Determine whether a standard document format is recommended for the record per the SNS publications templates located at [URL to be determined].

7. Evaluate the content of the record to determine whether it meets the criteria of a document that should be controlled, per procedure SNS 102020200-PR0005-R00, Management of Spallation Neutron Source Controlled Documents. 
8. Coordinate applicable reviews and/or approvals of documentation. 

a. Obtain a transmittal form number from the appropriate SNS subproject contact and complete an SNS project transmittal form (SNS-2), indicating the appropriate distribution. A listing of SNS subproject contacts, the transmittal form, and instructions for completing a transmittal form are located at [URL: to be determined]. 

b. Distribute document for review and/or approval via the transmittal form.



	Document Reviewers/ Approvers
	1. Review document to ensure both technical and administrative requirements are met and provide comments in accordance with the instructions on the transmittal form, as applicable.

2. Approves document for release.



	Originator
	1. Upon approval to release document, as applicable, determine whether document clearance and/or registration is required, in accordance with the requirements defined in ORNL-IO-104, Releasing Scientific and Technical Information Generated by ORNL, (http://www-internal.ornl.gov/ORNL/directives/data/IO/io004.htm). 

2. IF clearance and/or registration is required,

THEN initiate the clearance and/or registration process through the ORNL Comprehensive Publications and Presentations Registry (CPPR) at http://www-internal.ornl.gov/~webworks/cpr/.

3. Designate the SNS Document Control Center (DCC), or the applicable laboratory-specific DCC, as the record copy (RC) holder in accordance with the following:

a. Designate “File-SNS DCC-RC” on the SNS project transmittal form (SNS-2) for approved/released documents.

b. Designate “File-SNS DCC-RC” on the distribution list for material with a distribution list.

c. For record material created via e-mail, ensure that the full distribution list, including “File-SNS DCC-RC,” and the date are indicated.



	
	B. Distribution of Approved/Released Documents and Formal Reports 



	Originator


	If the record has a controlled distribution, handle in accordance with procedure SNS 102020200-PR0005-R00, Management of Spallation Neutron Source Controlled Documents. Otherwise, do the following: 

1. Prepare the approved/released document for distribution. 

a. Obtain a transmittal form number from the appropriate SNS subproject contact and complete an SNS project transmittal form, indicating the appropriate distribution, in accordance with Section A, Step 8, a, of this procedure. 

b. Prepare document package and submit package to the SNS DCC for distribution, file maintenance, and archiving. The document package should include the following:

· Completed transmittal form (electronic or paper).

· Complete record (electronic or paper), including all text, figures, maps, charts, graphs, and attachments. If the record contains an approval page(s) that was not digitally signed, scan the signed approval page(s) into the electronic file or provide the SNS DCC with the original or best available hard copy of the signed approval page(s).

NOTE: Records will be maintained in electronic format to the greatest extent feasible. The SNS DCC accepts the following electronic formats for electronic records: Microsoft Office [Word, Excel, Access, and Powerpoint], version 97 or higher, and PDF, version 3.1 or higher. If the electronic record is not contained in one complete electronic file, then include instructions for reassembling the document.

The following information must accompany records submitted to the SNS DCC:

· Originator’s name and phone number

· Work breakdown structure (WBS) number, if the document does not contain an SNS project document or drawing number

· Subproject name

· Distribution limitations, as applicable

NOTE: If the originator performs the distribution of the approved/released document or report, ensure that the SNS DCC is identified as the RC holder on the distribution list and ensure that the SNS DCC receives the completed RC package.

2. Forward the completed RC package to the SNS DCC for processing, distribution, and archiving. 



	SNS DCC Staff
	1. Process the record. Processing will depend on the type of record and may include the following:

· Performing a quality assurance check of the record

· Coordinating reproduction services

2. Distribute the record according to the transmittal form, as requested by the originator.



	
	C. Revision of SNS Project Documents



	Originator
	1. Prepare a revision to the record, as applicable, to ensure accuracy, completeness, and technical adequacy, in accordance with established SNS project procedures and the latest revision of SNS 102010200-PC002, Configuration Management Plan. 

NOTE: Revision of a controlled document is handled in accordance with procedure SNS 102020200-PR0005-R00, Management of Spallation Neutron Source Controlled Documents. 

2. Create, obtain review/approval, and distribute revised documents in accordance with applicable requirements described in Sections A and B of this procedure.

3. If the document has an SNS project document number, follow the instructions in Attachment B for obtaining a document number for revisions.



	
	D. Management of SNS Project RC by the SNS DCC



	SNS DCC Staff
	1. Process the received RC material.

2. Maintain RC under access control to prevent unauthorized use, disclosure, theft, or destruction of records. An access list will be posted designating personnel with access to records. The records manager must approve exceptions to this list.

NOTE: RC will not be removed from the SNS DCC. Exceptions to this must be approved by the records manager and the RC tracked for accountability.

3. Maintain a disaster recovery and prevention plan.

4. Inventory and disposition records in accordance with ORNL-IO-003, ORNL Records Management and Document Control.


	
	E. Identification, Maintenance, and Disposition of Non-RC Material



	Originator
	1. If documentation is determined to be non-RC, per Attachment A, designate NoRC on the front of the documentation. Maintain NoRC documentation as follows:

· Maintain in working files as needed, or destroy.

· Review and dispose of NoRC material that is no longer needed at the end of each calendar year. Disposal of NoRC information must be in accordance with security requirements. 

· Before termination or transfer, destroy material that is no longer needed, or transfer material to an appropriate current employee.



	SNS Project Manager
	1. Ensure that terminating or transferring employees who maintain working files either destroy material that is not longer needed or turn over material to an appropriate current employee.



	
	F. Requesting and Retrieving Records



	Requestor
	1. Initiate a search by contacting SNS DCC staff.

2. Provide any known information about the document (e.g., document number(s), document title(s), date(s), author(s)/originator(s), and/or subject matter).



	SNS DCC Staff
	1. Perform a search for the material requested.

2. Verify that the requester is approved to receive the documentation, and, if approved, provide a copy of the material if available.



	SNS RECORDS


	Records generated or received must be submitted to the SNS DCC for record retention and disposition in accordance with this procedure. The following records are generated by this procedure:



	
	· Disaster Prevention and Recovery Plan

· Index of RC material: SNS DCC—RC



	SOURCE DOCUMENTS
	· DOE Order 200.1, Information Management Program, September 30, 1996

· DOD Standard 5015.2, Design Criteria Standard for Records Management Application Functional Baseline Requirements
· Title 10, Code of Federal Regulations, Chapter III, Pt. 830.120

· Title 36, Code of Federal Regulations, Chapter XII

· Title 44, Code of Federal Regulations, Chapter 201
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Access—ability or opportunity to gain knowledge of stored information.

Adequate and proper documentation—record of the conduct of government and company business that is complete and accurate to the extent required to document the organization, functions, policies, decisions, procedures, and essential transactions designed to furnish the information necessary to protect the legal and financial rights of the government, company, and of persons directly affected by the activities conducted by the SNS project.

Authentication—condition that proves that a record is authentic and/or genuine based on its mode (i.e., method by which a record is communicated over space or time), form (i.e., format and/or media that a record has when it is received), state of transmission (i.e., the primitiveness, completeness, and effectiveness of a record when it is initially set aside after being made or received), and manner of preservation and custody.

Authorized retention—time period for which a record series may be kept, which is either obtained from the General Records Schedule, or U.S. Department of Energy (DOE) Records Schedule, or by submitting the appropriate form to DOE and the National Archives and Records Administration (NARA) for approval.

Configuration management—discipline applying technical and administrative direction and surveillance to (a) identify and document the functional and physical characteristics of a configuration item, (b) control changes to those characteristics, and (c) record and report change processing and implementation status.

Controlled document—document for which distribution and status are to be kept current by the issuer to ensure that authorized holders or users of the document have available the most up-to-date version of the document for their actions.

Document—recorded information regardless of physical form or characteristics. Documents may be record or non-record material.
Document Control Center (DCC)—central location designated as the repository for SNS project record copy. 

Electronic Document Information System (EDIS)—electronic record-keeping system that provides configuration and revision control, document and drawing number assignment, and quick access to engineering documents. The SNS DCC will use EDIS as the record-keeping system for SNS project records. 

Electronic mail (e-mail)—process or result of sending and receiving messages via telecommunication links between computer terminals.

Electronic record—record stored in a form that only a computer can process. Electronic records are also called machine-readable records or automated data processing (ADP) records.

Formal report—project documents created in a standard report format, including the assignment of a document number. Also referred to as technical reports.

General Records Schedule (GRS)—approved records schedule issued by NARA, which covers general and nonprogram/project‑related files for all federal records, and that is approved for appropriate usage with certain DOE records created and maintained by the SNS project.

National Archives and Records Administration (NARA)—federal agency that has the ultimate scheduling, retention, and disposition authority for all federal records, including those of DOE.

Non-record copy—(1) information excluded from the definition of records for which no record copy will be designated (NoRC), or (2) copies of record material for which a record copy has already been identified and designated, or (3) reference material such as library or museum material.

Originator—The author/generator of documentation. The author is responsible for ensuring the documentation is created and issued in accordance with applicable project requirements. 

Project working files—records before their completion, packages of records during their compilation, or collections of NoRC files such as copies of record material and reference material maintained in SNS project personnel offices. Working files such as preliminary drafts, rough notes, and other similar materials shall be maintained as record copy if (1) they were circulated or made available to employees other than the originator for official purposes such as approval, comment, action, recommendation, follow-up, or to communicate company business, or (2) they contain unique information, such as substantive comments, that adds to a proper understanding of the company’s formulation and execution of basic policies, decisions, actions, or responsibilities.

Records—information created by or for the SNS project that is preserved or appropriate for preservation as evidence of the organization, functions, policies, decisions, procedures, operations, or other activities or because of the informational value of the data, regardless of physical form or characteristics, in connection with business transactions under the contract. Records include but are not limited to all paper; film, and electronic documents; reports; correspondence; notebooks; diaries; engineering drawings; and memorandums used, generated, or received by SNS project directors, employees, consultants, and subcontractors.

Records refer to those classes of documentation that may be disposed of only after archival authority is obtained. 

Record copy (RC)—official copy of a record that is retained for legal, operational, or historical purposes. RC for the SNS project is stored in the SNS DCC
.

Records Inventory and Disposition Schedules (RIDS)—DOE required format for the listing and reporting of records inventory and disposition schedule holdings. The SNS Information Scheduling and Storage System (ISSS) database and its component forms, structure, printouts, and reports is the chief repository and managerial tool for SNS project records inventory and scheduling. 

Records management—organized system for the control of records from the time of generation until final disposition.

Retrieval—ability to restore or recover stored information.

Transmittal—document used by the SNS project to officially disseminate documentation to designated recipients.
Vital records—records essential for maintaining the continuity of government and corporate activities during a national emergency. The vital records program includes two basic categories: emergency operating records and legal and financial rights records.

· Emergency operating records—category of vital records that describe essential functions of the government for the duration of an emergency resulting from an attack on the country. These records include those necessary for the military effort; the mobilization and protection of material and manpower resources, services, and systems; the maintenance of public health, safety, and order; and the conduct of essential civil defense activities. NARA is in the process of revising this definition to state: “An Emergency Operating Record is a vital record, regardless of media, essential to the continued operation, reconstitution, and response of a facility to an emergency. This includes any policy, procedural, or reference records that provide guidance or information necessary for conducting an emergency response and resuming normal operations after an emergency.”

· Legal and financial rights records—one category of vital records essential to the preservation of the legal rights and interests of individual employees and the government.
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This attachment describes the approved numbering formats for SNS project documentation and prescribes the requirements, practices, and responsibilities for requesting and assigning numbers for applicable documentation. SNS project numbers are assigned to all applicable documents created by or for the SNS project, including documents created by the partnering laboratories and subcontractors, in accordance with the approved numbering formats described herein. In some cases, partnering laboratories and subcontractors may assign a company- or laboratory-specific number in addition to the SNS number in accordance with specific procedures and software installed at each company or laboratory. However, the SNS number is considered the primary number for record-keeping and tracking purposes. Additional numbers assigned by partnering laboratories and/or subcontractors are used only as a secondary number for cross-reference and site-specific purposes.

A listing of the specific types of documentation that require assignment of an SNS project number and a listing of contacts for obtaining an SNS project number are shown in Table B-1.

	WHAT TO DO
	A. Assignment of Numbers for First-Issued and Revised SNS Project Documentation



	Originator
	1. Obtain a number by contacting the appropriate group specified in Table B-1.

2. Ensure proper assignment of the number, especially with respect to its WBS number and revision number.

3. Apply number to documentation in accordance with applicable formats described in Table B-2.



	Project Manager
	1. Ensure that all personnel understand and use the approved SNS project numbering formats.



	Contacts
	1. Assign numbers for documentation.

2. Maintain log of and track assigned numbers.




Table B-1. Document types assigned SNS project numbers

	Document type
	Contact

	Documents, reports, and engineering drawings and sketches
	SNS Electronic Document Information System (EDIS) [URL to be determined] or  SNS DCC staff. The SNS project uses the web-based EDIS to assign document and drawing numbers. SNS DCC staff assign numbers for SNS personnel and subcontractors who do not have access to EDIS.



	Procedures
	Applicable functional/subproject contacts 



	Forms
	SNS DCC staff



	Transmittal forms
	SNS subproject contacts. A list of contacts is available at [URL to be determined]


	Project change requests (PCRs) and document change notices (DCNs)
	Baseline change process manager.


Table B-2.  SNS project numbering formats

	Document type
	Numbering format

	Documents, reports, and engineering drawings and sketches


	See the latest revision of 102020200PR0001, Engineering Drawing and Document Number Formats at http://www.ornl.gov/sns_int/dcrm/dcrm.html, under the Numbering Formats Section. 

	Procedures


	SNS project-wide procedure numbers are assigned sequentially within the functional or subproject code. For example, SNS-CM-P01 would be a project-wide configuration management procedure.

Note: The functional/subproject manager or designee defines the numbering format for subproject-level procedures.

SNS-XX-PXX

Sequential number 


Function/subproject code



	Forms
	Forms are numbered sequentially as follows:

SNS-XX


Sequential number



	PCRs and DCNs
	See latest revision of SNS 102010200-PC0002, Configuration Management Plan, Chapter 9, Section 9.1, “Change Control Process.”



	Transmittal forms
	SNS project transmittal form numbers are assigned sequentially within subprojects as follows: 

PS–01

Sequential Number 


Subproject Code
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