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PREFACE TC "PREFACE" \f C \l "1" 
The Federal Government collects information from the American public to support and enhance various programs and meet its legislative requirements.  The Department of Energy’s (DOE) overarching mission is national security.  The Department, however, also collects information via forms, questionnaires, applications, surveys, the Internet, report submissions, and other formats on such diverse subjects as environmental safety and health, energy production and efficiency, procurement, and financial management.  As of January 2004, the Department, together with the Energy Information Administration (EIA), has 48 individual information collections requiring more than three million hours of the public’s time to complete.  

The Department, along with the rest of the Federal Government, is striving to reduce the paperwork burden imposed on the public by such information requests and to ensure the quality of the information it collects and disseminates.  The Office of the Chief Information Officer (OCIO) is leading this Departmental effort by providing advice and assistance to internal elements and working with the Office of Management and Budget (OMB) regarding approval of requests for information collections.  The EIA, in coordination with the OCIO, is taking the lead on the OMB approval process for Departmental energy information and general purpose statistical collections. 

The Federal policy outlining agency responsibilities is the Paperwork Reduction Act (PRA) of 1995 published in the United States Code Title 44, Chapter 35.  The PRA requires each Federal agency to obtain OMB approval before undertaking a collection of information directed to ten or more persons, or continuing a collection for which the OMB approval and validity of the OMB control number are about to expire.  

OMB promulgated provisions of the PRA under Title 5 of the Code of Federal Regulations, Chapter III, Part 1320, for Federal agencies to follow in implementing the information collection aspects of the PRA.  
References:
Paperwork Reduction Act of 1995, USC Title 44, Chapter 35 – Coordination of Federal Information Policy.
CFR Title 5, Chapter III, Part 1320, Controlling Paperwork Burdens on the Public.
Government Paperwork Elimination Act (GPEA), P.L. 105-277, Title XVII.
E-Government Act of 2002, P.L. 07-347 44 USC Chapter 36.
A special “thank you” goes to Jay Casselberry, Herbert Miller, and Grace Sutherland of the EIA for their contribution to this reference document.
What is the Purpose of this Guidance? TC "What is the Purpose of this Guidance?" \f C \l "2" 
Before DOE collects information from the public, it must obtain approval from OMB. The purpose of this document is to provide basic guidance to seeking such approvals in accordance with the regulations promulgated by OMB in 5 CFR 1320, Controlling Paperwork Burdens on the Public.   For extensive review of the OMB PRA regulations, consult 5 CFR 1320. 
Who Should Read this Document? TC "Who Should Read this Document?" \f C \l "2" 
The intended audience for this document is any DOE/NNSA program office that has determined that the collection is necessary for the proper performance of the functions of the agency, including whether the information shall have practical utility.  Having “practical utility” means the actual usefulness of information to or for the Department, taking into account its accuracy, validity, adequacy, and reliability, as well as the Department’s ability to process the information collected in a useful and timely fashion.  Any person designated with the responsibility of being the “package manager” for a program office can consult this document for guidance in submitting requests for information collections. This document also can help readers understand the types of collections that require OMB approval and the DOE procedures for obtaining approval.  
Chapter I – The Paperwork Reduction Act of 1995 (PRA) TC "Chapter I – The Paperwork Reduction Act of 1995 (PRA)" \f C \l "1" 
What is the Paperwork Reduction Act about? TC "What is the Paperwork Reduction Act about?" \f C \l "2" 
Congress enacted the PRA to minimize the paperwork burden placed by the Federal Government on the public and to improve the quality and use of Federal information.  The PRA became effective on October 1, 1995, and is contained in Chapter 35 of Title 44 of the United States Code.  
Under the PRA and its implementing regulations, Office of Management and Budget (OMB) approval is required for any new information collections directed to ten or more persons, revisions to a collection currently approved by OMB, or continuation of a collection for which the OMB approval and control number are about to expire.  Information collections involving ten or more respondents generally require OMB approval, must display currently valid control numbers, and must inform respondents that a response is not required unless the information collection displays a valid OMB control number.  Under the PRA, OMB approval for an agency to use each information collection tool is limited to three years and may be revised or renewed using the process outlined in this document. 
To implement the provisions of the PRA concerning collections of information by Federal agencies, OMB promulgated 5 CFR Part 1320, which can be accessed at www.access.gpo.gov/nara/cfr/waisidx_02/5cfr1320_02.html 
What is Meant by “Ten or More Persons?” TC "What is Meant by \“Ten or More Persons?\”" \f C \l "2" 
When determining whether a collection of information affects ten or more persons and thus must be approved by OMB prior to actual collection, consider the PRA definition: 

“Person” means an individual, partnership, association, corporation (including operations of government-owned contractor-operated facilities*), business trust, or legal representative, an organized group of individuals, a State, territorial, tribal, or local government or branch thereof, or a political subdivision of a State, territory, tribal, or local government or a branch of a political subdivision.


However, "person" does not include individual employees of the respondent acting within the scope of their employment, contractors engaged by a respondent for the purpose of complying with the information collection, or current employees of the Federal government when acting within the scope of their employment.  It does include retired and other former Federal employees.  For example, if a company is asked to report information to the Department of Energy (DOE) and the company assigns five persons to be involved in collecting, assembling and reporting the information to Department, the company counts as one “person” when determining the number of persons that will be reporting to DOE.


What Does the Information Collection Do? TC "What Does the Information Collection Do?" \f C \l "2" 
The goal of an information collection is to:

· Minimize the burden on respondents and the cost of the collection to the agency.

· Serve an agency purpose in meeting a specific agency need.

· Maximize practical utility (usefulness of the information).

· Avoid unnecessarily duplicating available information.
Chapter II – The Scope of the PRA TC "Chapter II – The Scope of the PRA" \f C \l "1" 
Which Information Collections Need OMB Approval? TC "Which Information Collections Need OMB Approval?" \f C \l "2" 
Information collection means obtaining information from ten or more persons whether the collection is voluntary, required to obtain or retain a benefit (e.g., a passport or social security payment), or mandatory (carrying civil or criminal sanctions imposed for failure to respond).  An information collection needs OMB approval if it involves ANY of the following: 

· Obtaining facts or opinions from ten or more persons using standard questions presented via forms, telephone or personal interviews, Internet web pages, requests for narrative responses to questions, reports, etc.
· Individuals of the public to provide information to the general public or to some third party.

· Submission of information in response to a rule of general applicability, regardless of the number of respondents expected.

Information can be collected in several forms/formats (see Attachment II, Forms/Format of an Information Collection).  Under the PRA, OMB approval for information collections is limited to a maximum of three years. 

Which Information Collections are Exempt from OMB Approval under the PRA? TC "Which Information Collections are Exempt from OMB Approval under the PRA?" \f C \l "2" 
Information collected in the following situations is exempt:
· During conduct of a Federal criminal investigation or prosecution or during disposition of a particular criminal matter.
· During conduct of a civil action, administrative action, investigation, or audit involving an agency against specific individuals or entities.
· By compulsory process pursuant to the Antitrust Civil Process Act or Section 13 of the Federal Trade Commission Improvements Act of 1980.
· During conduct of intelligence or cryptologic activities that are related to communications security activities.
Otherwise, any action to collect information from or about the public should be assumed to require OMB approval under the PRA unless a contrary determination has been made.  If uncertain about whether a particular information collection is exempt, contact the OCIO.
What Items are not Generally Considered “Information”? TC "What Items are not Generally Considered \“Information\”?" \f C \l "2" 
OMB defines “information” as any statement or estimate of fact or opinion, regardless of form or format, whether in numerical, graphic, or narrative form, and whether oral or maintained on paper, electronically, or using some other media. 
In general, OMB does NOT consider data in the following ten categories of inquiry to be information: 

1. Affidavits, oaths, affirmations, certifications, receipts, changes of address, consents, or acknowledgements.

2. Samples of products or any other physical objects.

3. Facts or opinions obtained through direct observation by an employee or agent of the sponsoring agency or through nonstandardized oral communication in connection with such direct observation.

4. Facts or opinions submitted in response to general solicitations of comments from the general public, provided that no respondent is required to supply specific information pertaining to the commenter, except as necessary for self-identification and as a condition to the agency’s full consideration of the comment.

5. Information from individuals (including those in control groups) “under treatment or clinical examination in connection with research on or prophylaxis to prevent a clinical disorder, direct treatment of that disorder, or the interpretation of biological analyses of body fluids, tissues, or other specimens, or the identification or classification of such specimens.
6. Facts or opinions requested from a single person. 

7. Examinations designed to test the aptitude, abilities, or knowledge of the persons tested and the collection of information for identification or classification in connection with such examinations. 
8. Facts or opinions solicited in connection with public hearings or meetings. 

9. Information solicited through non-standardized follow-up questions designed to clarify responses to approved collections of information. 

10. Like items designated by OMB. 

These inquiries are considered “routine” and not a particular burden to the respondent.  OMB has the authority to determine whether a particular activity constitutes an information collection.  The OCIO should be consulted before concluding that an information collection directed to ten or more persons is exempt from the PRA requirement for OMB approval.  Collecting information subject to the PRA without OMB approval is a preventable mistake that both OMB and the Department take seriously.
Does the Public Have to Respond to an Information Collection? TC "Does the Public Have to Respond to an Information Collection?" \f C \l "2" 
An information collection may be voluntary, required to obtain or retain a benefit (e.g., a passport or social security payment), or mandatory (carrying civil or criminal sanctions imposed for failure to respond).  Agencies are required to inform the public that they do not have to respond to an information collection unless the information collection displays a valid OMB control number.  
Chapter III – Support for Submitting an Information Collection TC "Chapter III – Support for Submitting an Information Collection" \f C \l "1" 
 Who Submits the Information Collection to OMB for Approval? TC "Who Submits the Information Collection to OMB for Approval?" \f C \l "2" 
As the senior official appointed by the Secretary to carry out PRA responsibilities for the Department of Energy, the OCIO is responsible for ensuring Departmental compliance with the information policies and information resources management responsibilities established under the Act.  Upon receiving the information collection package from the sponsoring program office, the designated OCIO office submits the information collection to OMB.  

The Director of the Records Management Division, Office of Business and Information Management, is the CIO’s designee responsible for carrying out PRA responsibilities.  The Records Management Division defines program information needs and develops strategies, systems, and capabilities to meet the PRA requirements.  The Records Management Division is responsible for reviewing information collections and ensuring a reduction of information collection burdens on the public by objectively evaluating the need for a collection and the burdens imposed on the respondents by the proposed collection.  

As part of the evaluation, the Records Management Division works with the sponsoring program office to ensure that each proposed and ongoing information collection is inventoried; displays a currently valid OMB control number, and if appropriate, an expiration date; and is reviewed by OMB in accordance with the approval requirements of the PRA.  The Records Management Division submits the information collection to OMB for approval on behalf of the sponsoring program office. 

How Does the Information Collection Package Get to the OCIO? TC "How Does the Information Collection Package Get to the OCIO?" \f C \l "2" 
The sponsoring program office prepares and forwards the information collection package (see Chapter IV, Steps for Implementing an Information Collection, and Chapter VI, Diagram of PRA process) to the OCIO Records Management Division for review and transmittal to OMB.  

An organization is the sponsoring program office if ANY of the following apply:

· The information is being gathered for the organization’s use, even when gathered by a contractor or another Federal or state agency.
· Someone else is paid to collect specific information.
· The information must be submitted or disclosed to anyone else.
What Support Does the OCIO Records Management Division Provide to the Sponsoring Program Office? TC "What Support Does the OCIO Records Management Division Provide to the Sponsoring Program Office?" \f C \l "2" 
The OCIO Records Management Division is the office designated by the CIO to be responsible for ensuring Departmental compliance with the PRA, including reducing information collection burdens on the public.  In this capacity, the Records Management Division:

· Serves as liaison between the sponsoring program office and OMB to ensure Departmental requirements are represented to OMB and to clarify additional OMB requirements to the program office.

· Maintains a database to assist in OMB reporting requirements.

· Provides OMB forms in “user-friendly” Microsoft Word formats without the need for additional software.

· Provides templates for additional documentation required by OMB, such as Federal Register Notices, inventory lists, etc.

· Receives an e-mail "OMB Notice of Action" for an information collection that explains any conditions affecting the OMB approval of the information collection or why the information collection was disapproved.  OMB may also approve, but may attach “terms of clearance” directing DOE to take additional actions in conjunction with the information collection.  The Records Management Division forwards the “Notice of Action” to the appropriate DOE sponsoring program office.

· Works with OMB to clarify sponsoring program office actions if necessary.

· Notifies sponsoring program offices regarding expiring information collections prior to the expiration month.

· Provides the sponsoring program office with expert assistance in completing the required documentation for the information collection package to be forwarded to OMB. 
What Support Does OMB Provide for Information Collections? TC "What Support Does OMB Provide for Information Collections?" \f C \l "2" 
OMB provides agencies with the following documents for download to use for information collections:
· Standard OMB Form 83.I, “Paperwork Reduction Act Submission”
· Instructions for completing OMB Form 83.I

· Certification Requirement for Paperwork Reduction Act Submissions

· Instructions for Supporting Statement for Paperwork Reduction Act Submissions

The above PDF forms can be found at the following URL: 

http://www.whitehouse.gov/omb/inforeg/infocoll.html
OMB maintains a computerized database of approved agency information collections. The OCIO Records Management Division receives the following summaries on a monthly basis from OMB:
· DOE’s active OMB-approved information collections

· DOE’s information collections that are going to expire within 150 days

· DOE’s information collections that have expired that month

OMB’s websites can be accessed to view the status of all information collections currently under review by OMB. 

OMB Home Page:
http://www.whitehouse.gov/omb/
Web Page for Status of Information Collections:

http://www.whitehouse.gov/omb/inforeg/infocoll.html
Status of DOE Information Collections Submissions: 

http://www.whitehouse.gov/omb/library/OMBPPWKP.html#DOE
Chapter IV - Process for Implementing an Information Collection TC "Chapter IV - Process for Implementing an Information Collection" \f C \l "1" 
What is the Process for the Sponsoring Program Office in Submitting an Information Collection for Transmittal to OMB? TC "What is the Process for the Sponsoring Program Office in Submitting an Information Collection for Transmittal to OMB?" \f C \l "2" 
The sponsoring program office has primary responsibility for its own information collections.  Before collecting information, the sponsoring program office must complete three major steps in accordance with 5 CFR, Chapter III, Part 1320:
· Conduct a thorough review to determine the need to collect the information and the associated privacy risks.
· Request and evaluate public comments received in response to Federal Register publications.
· Forward the information collection to the OCIO Records Management Division for transmittal to OMB.
The above steps are covered in detail in the next three chapters.


Are Changes to an Information Collection Allowed after Receiving OMB Approval? TC "Are Changes to an Information Collection Allowed after Receiving OMB Approval?" \f C \l "2" 
Once OMB approves an information collection, substantial modifications cannot be made without OMB approval.  Examples of substantial modifications include: 

· Adding new questions to or deleting existing questions from the collection tool.
· Making changes to the scope of inquiry or the population actually or potentially subject to inquiry.
· Revising the method of collection.
· Reinterpreting compliance directives or other policy guidance.
· Changing the privacy risks to the point that a modification to the Privacy Impact Assessment is required.
· Altering any aspect of the information collection significantly.
Chapter V - Step One: Conduct a Thorough Review TC "Chapter V - Step One: Conduct a Thorough Review" \f C \l "1" 
Who Conducts the Review? TC "Who Conducts the Review?" \f C \l "2"  
The program office that needs to collect information is considered to be the sponsoring program office.  The sponsoring program office must conduct a review to determine the need for an information collection.  

What Does the Review Include? TC "What Does the Review Include?" \f C \l "2"  
Before the Director of the Records Management Division can certify the information collection, the sponsoring program office must complete the following steps:
1. Evaluate the need for collecting the information.  If it is an existing collection, the continued need for collecting the information must be evaluated, including explaining the circumstances that make the information collection necessary.
2. Describe the information to be collected, including how, by whom, and for what purpose the information is to be used.
3. Establish a plan for collecting the information: 
· Estimate the burden imposed by the collection (in hours and cost).
· Evaluate whether the burden on respondents can be reduced by automation.
· Test the collection of information through a pilot program, if appropriate.
· Establish a plan for managing the information being collected.  The plan should ensure that the information collection is inventoried; displays a currently valid OMB control number and if appropriate, an expiration date; is reviewed by OMB; and informs and the persons to whom the collection of information is addressed (see Attachment VI - Information DOE Sponsoring Program must provide to the Respondents) regarding:
· the reasons the information collection is planned or has been conducted,
· the way the information is planned to be and/or has been used,
· the average burden estimated,
· Whether responses to the collection of information are voluntary, required to obtain or retain a benefit, or mandatory (with civil or criminal sanctions imposed for failure to respond),
· the nature and extent of confidentiality to be provided, and
· the fact that the Department may not conduct an information collection and a person is not required to respond to a collection unless it displays a currently valid OMB control number.
A new PRA requirement, the Privacy Impact Assessment (PIA), was added by OMB in October 2003.
What is the Privacy Impact Assessment (PIA)? TC "What is the Privacy Impact Assessment (PIA)?" \f C \l "2"  
With regard to PRA, the PIA requires Federal agencies to describe how the Government handles the information that respondents provide electronically.   It is a review process for examining the privacy provisions for electronic information collection by (1) analyzing where the administration of information in identifiable form poses risks to a respondent’s privacy, and (2) determining which measures must be implemented to mitigate the risks identified.  The review process must take place before the data is collected electronically.  [The PIA is also required under capital planning and must be done before development of any IT systems that contain identifiable information.]
Under the E-Government Act, OMB has directed agencies to conduct a PIA as part of the review process before initiating a new electronic collection of information, and/or when an existing electronic information collection has significant changes that would create substantial new privacy risks. The PIA requires agencies to address how information is handled in order to maximize the privacy and security of respondents who provide information to the government and to determine the risks involved and which measures must be implemented to mitigate those risks.  
What Impact Does the PIA Requirement Have on the PRA Review Process? TC "What Impact Does the PIA Requirement Have on the PRA Review Process?" \f C \l "2" 
In addition to addressing what information is to be collected, why it is being collected, and its intended use, the following items must be included to support the PIA: 

· Parties who will share the information (e.g., another agency for a specified programmatic purpose).
· Opportunities the respondents will have (if any) to decline to provide information (where information provision is voluntary) or to consent to particular uses of the information, and how that consent can be granted.  [Note: This item is separate from the respondents’ right to refuse to provide the requested information if the information collection does not contain a valid OMB control number.]
· How the information will be secured (e.g., administrative and technological controls).
· Whether a system of records will be created under Section 552a of Title 5, United States Code (the “Privacy Act”).
Does the PIA Have to be Addressed Anywhere Else in the PRA Process? TC "Does the PIA Have to be Addressed Anywhere Else in the PRA Process?" \f C \l "2"  
For new electronic information collections, the PIA must be addressed in the Supporting Statement to OMB Form 83.I.  In addition, a summary of the PIA should be included in the Federal Register Notice. 
Chapter VI - Step Two: Solicit and Evaluate Public Comments TC "Chapter VI - Step Two: Solicit and Evaluate Public Comments" \f C \l "1" 
What is the Process for Soliciting and Evaluating Public Comments? TC "What is the Process for Soliciting and Evaluating Public Comments?" \f C \l "2" 
If the review results indicate a need to collect information from the public, an advance opportunity for public comment on the information collection must be provided.   Unless it is a proposed collection contained in a Notice of Proposed Rulemaking (NPRM) or the collection is exempted, a draft Federal Register Notice (FRN) (see Attachment III) regarding the information collection must be prepared for publication in the Federal Register.  
OMB requires two FRNs to be published.  The first, requiring a 60-day public comment period, is commonly referred to as the 60-day notice.  The intent of the 60-day notice is to solicit public input on how the information collection is going to be done or has been done during the three years of OMB approval.  The intent of the second notice which is called the 30-day notice is to inform the public of the impact of the 60-day notice and that the agency is going to proceed to seek OMB approval for a proposed information collection or the extension of an existing information collection.

What Information Should be Included in the Federal Register Notice (FRN)? TC "What Information Should be Included in the Federal Register Notice (FRN)?" \f C \l "2" 
The 60-day FRN notifies the public of the intent of the Department to submit to OMB a request for a proposed information collection or a request to extend the OMB approval for an existing one.  It also details the issues to be evaluated during the development of the information collection.  Per 5 CFR 1320.8(d) (1) (i)-(iv), public comments are solicited to permit the sponsoring program office to: 

· Evaluate whether the proposed information collection is necessary for proper performance of Departmental functions, including whether the information will have practical utility.

· Evaluate the accuracy of the estimated burden of the proposed information collection.
· Enhance the quality, utility, and clarity of the information to be collected.
· Minimize the burden of the information collection on the respondents.
· Assess the risks and effects involved in the handling of privacy information.
The FRN for the collection should include the following information:
· A statement that the Department is proposing an information collection to OMB.
· The title of the information collection.
· A summary of the information collection.
· A brief description of the need for the information and its proposed use

· A description of the likely respondents and proposed frequency of response
· A summary of the privacy risks involved in collecting the information electronically from potential respondents (if appropriate)
· An estimate of the total annual reporting and recordkeeping burden

· Direction that comments should be submitted to the Department (see below). 
The FRN should indicate that public comments and requests for information, including copies of the proposed information collection and supporting documentation, should be submitted to the Department within 60 days of the date of publication in the Federal Register.  The notice should indicate that comments must be sent to the sponsoring program office along with a copy to:

Director, Records Management Division, IM-11

Office of the Chief Information Officer
Germantown Bldg., US Department of Energy, 
Washington, DC, 20585-1290
Where Should the FRN be Sent? TC "Where Should the FRN be Sent?" \f C \l "2" 
The FRN should be sent to the OCIO Records Management Division, which will forward it to the General Counsel (GC) for legal review of the statutory requirement.   After receiving approval from the GC, the Records Management Division will forward the FRN to the GC Federal Register liaison for submission to the National Archives and Records Administration (NARA)/Government Printing Office (GPO) for publication in the Federal Register.
Comment Responses TC "Comment Responses" \f C \l "2" 
If comments are received during the 60-day public comment period, they must be evaluated and responses must be prepared.  A summary of the public comments, including those actions taken in response to the comments, must be included in the information collection package.  This is particularly applicable where the proposed information collection was amended or refined based on the public comments. 

30-Day FRN Requirement TC "30-Day FRN Requirement" \f C \l "2" 
After the 60-day FRN has been published in the Federal Register and appropriate action has been taken to address any public comments received, a 30-day FRN must be prepared to notify the public that the information collection is being submitted to OMB for review and approval.  
The 30-day FRN should include the following information:

· A statement that OMB approval is being sought

· The title of the information collection

· A summary of the information collection

· A brief description of the need for the information and its proposed use

· A description of the likely respondents and proposed frequency of response

· An estimate of the total annual reporting and recordkeeping burden

· Indication that comments be submitted to OMB 
· Statutory authority for collecting the information

If the 30-day notice is for a new electronic information collection, the PIA must be addressed.  If the 30-day notice is for an existing electronic information collection, the PIA is not required unless significant changes have created substantial new privacy risks. 

The 30-day FRN should indicate that public comments must be submitted to OMB within 30 days of the date of publication in the Federal Register, and should be addressed as follows:

DOE Desk Officer

Office of Information and Regulatory Affairs (OIRA)

Office of Management and Budget

Docket Library, Room 10102 

725 17th Street, NW 

Washington, DC 20503.  

The FRN also should indicate that requests for copies of the information collection and supporting documentation as well as comments submitted to the Department should be addressed to:

Director

Records Management Division, IM-11
Office of the Chief Information Officer 
Germantown Bldg., U.S. Department of Energy
Washington, DC 20585-1290
In addition, the FRN should request that the sponsoring program office be copied on the requests for copies and supporting documentation.

Chapter VII - Step Three: Forward the Information Collection to the OCIO for Transmittal to OMB TC "Chapter VII - Step Three: Forward the Information Collection to the OCIO for Transmittal to OMB" \f C \l "1"  
When is the Information Collection Package Forwarded to the OCIO Records Management Division? TC "When is the Information Collection Package Forwarded to the OCIO Records Management Division?" \f C \l "2" 
The complete information collection package, along with the 30-day FRN, is to be sent to the Department’s Records Management Division (see Chapter VI, Clearance Process for Requests for OMB Approval).

When the 30-day FRN is submitted for publication, also submit the information collection package to the Records Management Division, IM-11.  If possible, the submission should be sent electronically (See Attachment VII Contact Information). The Records Management Division will review the information collection for certification prior to submitting the collection to OMB for approval.  Requests for clarification and/or additional information will be returned to the sponsoring program office.
After approval of the documentation provided in the information collection package, the Records Management Division Director will sign the OMB 83.I form certifying that OMB requirements have been met.

What Documentation Needs to be Included in the Information Collection Package Sent to OMB? TC "What Documentation Needs to be Included in the Information Collection Package Sent to OMB?" \f C \l "2"  

The information collection package consists of the following documents:  

· OMB Form 83-I, “Paperwork Reduction Act Submission” 
· Form 83-I Supporting Statement 
· Draft information collection tools/instruments (e.g., forms and accompanying instructions, copy of the citation from the governing regulation)
· Summary of public comments received
· Supporting documentation: 

· Copy of the signed 30-day FRN

· Updated list  (in table format) of packages contained in the collection (see Attachment VI)
· Copy OR summary of the PIA (if appropriate)

· Other documentation deemed necessary by OMB

What Information Does the Documentation Contain? TC "What Information Does the Documentation Contain?" \f C \l "2"  
Before the OCIO can submit a proposed information collection to OMB for review and approval, the Director of the Records Management Division, must sign a certification that the information collection meets OMB’s regulatory requirements and provide a record supporting the certification.  Certification of compliance with OMB’s regulatory requirements is statutorily required to ensure that OMB receives the information necessary to support its approval of an information collection. 
OMB Form 83-I requires certification that the proposed collection of information:

· Is necessary for the sponsoring program office to perform its functions.

· Avoids unnecessary duplication.

· Reduces the burden on the respondents.

· Uses plain, coherent, and unambiguous terminology.

· Will be consistent and compatible with current reporting and record-keeping practices.

· Indicates the retention period for record-keeping requirements.

· Informs respondents about:

· Why the information is being collected
· How the information will be used

· The extent of the estimated burden
· The nature of response expected (voluntary, required to obtain or retain a benefit such as a passport or social security payment, or mandatory with civil or criminal sanctions imposed for failure to respond 

· The level of confidentiality to be imposed on the information collection

· The requirement that a valid OMB control number must be displayed

· Was developed by an office that has planned and allocated resources for managing the information to be collected.
· Uses statistical survey methodology.
· Uses information technology to reduce burden.
What is the Purpose of the Supporting Statement? TC "What is the Purpose of the Supporting Statement?" \f C \l "2" 
The Supporting Statement documents that the certification requirements contained in OMB Form 83-I have been met.  The Supporting Statement should document that the information collection:

· Imposes the least burden necessary for proper performance of the Department’s function.

· Will not unnecessarily obtain information already accessible to the Department.

· Has practical utility.

· Minimizes the Department’s cost of collection without shifting disproportionate costs or burdens onto the public.

In addition, the Supporting Statement must document how DOE satisfies OMB regulatory provisions concerning: 

· Frequency and amount of time it takes to respond 

· Number of copies of documents respondents have to provide

· Nature and format of the information respondents are to keep or submit 

· Record retention period 

· Statistical surveys

· Treatment of confidential information

· Display of an expiration date

· Remuneration of respondents other than contractors or grantees 

· Use of automated collection techniques and other forms of information technology to reduce burden on respondents.   

Instructions for completing the Supporting Statement are provided with OMB Form 83.I.  It is recommended that the Supporting Statement be completed in the question/answer format.  The name of the information collection should be included on the Supporting Statement (See Attachment V- Supporting Statement).  

What about the PIA Requirement? TC "What about the PIA Requirement?" \f C \l "2"  

The PIA is required for electronic information collections and must be integrated into the Supporting Statement.  As part of the new requirement under the E-Government Act, the following information must now be included in the Supporting Statement for electronic information collections:

· In item 1 of the Supporting Statement, include a description of the information to be collected. 

· In item 2 of the Supporting Statement, include (a) a description of how the information will be shared and for what purpose and (b) a statement detailing the impact the proposed collection will have on privacy. 

· In item 10 of the Supporting Statement, include a discussion of: 

· Whether individuals involved in the information collection have been informed about whether provision of the information is mandatory or voluntary.

· What opportunities, if any, the Department provides individuals to consent to how the information will be shared and how the Department has notified involved individuals regarding how they may grant such consent.

· How the information will be secured. 

· Whether a system of records is being created under Section 552a of Title 5 of the United States Code (the “Privacy Act”). 

· Parenthetically identify [e.g., “(PIA)”] those portions of each response that are related to the PIA requirement.

What is Additional Supporting Documentation? TC "What is Additional Supporting Documentation?" \f C \l "2" 
Additional supporting documentation includes a summary of the public comments received, actions taken by the sponsoring program office in response to the comments, and any other related supporting documentation that OMB may request (e.g., a list of the packages in each collection; see Attachment V, Format for List of Packages).

How Long Does the Approval Process Take? TC "How Long Does the Approval Process Take?" \f C \l "2" 
OMB provides a report, “Notice of Expired and Expiring Information Collections,” indicating those collections that are due to expire in 150 days. The 150 days can be considered as follows: 

60-Day FRN 

30-Day FRN (concurrent with the 60-day OMB review/approval period)
60-Day OMB Review and Approval 

150 days 

When this report is received, it is forwarded to the appropriate program office by the Records Management Division.  It takes approximately six to nine months to complete the process for the development and submission of an information collection for OMB approval.  This estimated timeframe includes time spent completing OMB Form 83-I, the Supporting Statement, and other supporting documentation.  It does not include time spent on the design/development of the actual collection tool/instrument. 
If public comments are received in response to the 60-day FRN, comment responses must be developed before submitting the 30-day FRN for publication in the Federal Register.  This of course, will add to the estimated timeframe.
Therefore, while it is incumbent upon the sponsoring program office to be aware of the impending expirations of the information collections, the Records Management Division is committed to providing the sponsoring program office with notification of approaching expirations prior to receiving OMB notification.  

Chapter VIII – Information Collections Contained in Rulemakings TC "Chapter VIII – Information Collections Contained in Rulemakings" \f C \l "1" 
What if the Information Collection is Contained in a Proposed Rule? TC "What if the Information Collection is Contained in a Proposed Rule?" \f C \l "2" 
An FRN is not required for a proposed information collection when the proposed collection is contained in a Proposed Rule.  In the preamble to the Notice of Proposed Rulemaking (NPRM), comments are solicited for the proposed information collection (as outlined in Chapter VI for a 60-day FRN).  The preamble to the NPRM should include a statement that the information collection contained in the Proposed Rule has been submitted to OMB for review.  

The information collection package for a proposed information collection contained in a Proposed Rule must be submitted to OMB on or before the day the NPRM is published in the Federal Register.  The information collection package should include a copy of the proposed regulation and preamble.  

What if the Information Collection is Contained in a Final Rule? TC "What if the Information Collection is Contained in a Final Rule?" \f C \l "2" 
Information collections contained in current rules that have been published in the Federal Register as final rules require publication of the 60-day FRN before submission of the 30-day FRN to OMB.  The required 60-day review and comment period (see Chapter V) should be conducted before submitting the 30-day FRN to OMB for publication (Chapter VI).  The information collection package should be submitted concurrent with submission of the 30-day FRN (Chapter VII).

Chapter IX – Other Types of Information Collections TC "Chapter IX – Other Types of Information Collections" \f C \l "1" 
Emergency Approvals TC "Emergency Approvals" \f C \l "2" 
An Emergency Approval is an emergency processing of an information collection that can be requested when one or more of the following apply:

· The information collection is needed before time periods established under the PRA expire and the collection is essential to the Department’s mission.

· Compliance with normal clearance procedures under the PRA is unreasonable because (1) public harm could result, (2) an unanticipated event has occurred, or (3) use of normal clearance procedures is reasonably likely to prevent or disrupt the collection of information or cause noncompliance with a statutory or court-ordered deadline.

What is Required for an Emergency Approval? TC "What is Required for an Emergency Approval?" \f C \l "2"  

OMB Form 83-I, “Paperwork Reduction Act Submission,” should be used to request emergency approval of a proposed information collection.  The date by which the approval is requested should be entered on the form, along with written documentation that one or more of the circumstances cited in the previous paragraph exist.  In addition, the information entered on Form 83-1 should indicate that all practicable steps were taken to consult with interested agencies and the public in order to minimize the burden of the information collection.  

A 30-day FRN (unless waived by OMB) must be published indicating that an emergency clearance request has been submitted to OMB.  The notice should include the time period requested for approval of the emergency clearance request.


Emergency Extensions TC "Emergency Extensions" \f C \l "2" 
Under certain circumstances, an emergency extension of an existing OMB-approved information collection can be requested.  To obtain an emergency extension of an existing information collection, OMB Form 83-E, “Paperwork Reduction Act Emergency Extension,” should be submitted along with an explanation for the request and the timeframe required for the emergency approval.  

While the information collection is under emergency approval, a request for a three-year extension of the information collection should be in process.

Generic Clearances TC "Generic Clearances" \f C \l "2" 
A generic clearance involves OMB approval of a “master plan” for conducting one or more customer surveys or similar surveys that have the same general purpose.  That is, the surveys use the same methodology, but may be directed at different types of response groups or populations and may be done at different stages.  If the methodology stays the same, then the 60-day and 30-day FRNs need to be submitted only once.  Subsequent to the FRNs, only revisions to the proposed information collection are required.  No further FRN are necessary.  If the methodology is significantly different for each survey group, then FRNs will be required for each response group/population.

OMB Approval for Customer Surveys TC "OMB Approval for Customer Surveys" \f C \l "2"  

DOE has a generic OMB approval to conduct customer surveys to measure customer satisfaction.  The Department’s agreement with OMB is that DOE will submit information about a proposed survey to OMB for a two-week review.  OMB reviews the information collection methods, planned measures, and other details to ensure the customer survey is properly designed and will result in appropriate customer satisfaction measures and notifies DOE if there are problems with a proposed customer survey.  

EIA handles the OMB approval process for customer surveys.  When developing a customer survey, contact EIA at 202-287-1717.

Chapter X – The Information Collection Budget
What is an Information Collection Budget? TC "What is an Information Collection Budget?" \f C \l "2" 
Near the end of each year, OMB issues an Information Collection Budget (ICB) data call to Federal agencies to gather information on their progress toward the burden reduction goals set forth in the PRA of 1995.  The information becomes part of the OMB Annual Report to Congress which describes the information collection burden imposed by the Federal Government on the public, progress toward burden reduction goals, and agency activities to improve public access to Federal information resources.  Used as a monitoring tool by OMB, the ICB summarizes agency accomplishments in the prior fiscal year and describes agency goals for the following year.

The OCIO issues the annual data call to the DOE/EIA information collection package managers and their program management.  The OCIO requests the sponsoring program managers to summarize their burden reduction initiatives over the past year and to identify any significant new initiative(s) to improve program performance by enhancing the efficiency of information collections and reducing the paperwork burden on small businesses, farms, and/or manufacturers.  
The ICB data call from OMB provides detailed instructions for reporting the required information.  The reporting format differs slightly from year to year.

How Does the ICB Relate to the OMB Initiatives, the Government Paperwork Elimination Act (GPEA), and the E-Government Act? TC "How Does the ICB Relate to the OMB Initiatives, the Government Paperwork Elimination Act (GPEA), and the E-Government Act?" \f C \l "2" 
The PRA is tightly integrated with the ICB, GPEA, and E-Government Act, making data calls for each of these initiatives sometimes appear confusing and even redundant.  Each of these government-wide statutes has implications for the PRA information collections. The OCIO does its best not to request any information from the programs that may have been previously submitted under any of these initiatives.   Descriptions of the GPEA and E-Government Act are provided below.

GPEA TC "GPEA" \f C \l "3" , P.L. 105-277, Title XVII (enacted October 1998) – Requires agencies to provide (1) the option of electronic maintenance, submission, or disclosure of information when practicable as a substitute for paper, and (2) use of electronic signatures, when practicable.  The deadline for FY 2003 GPEA compliance was October 31, 2003.  The remaining reporting requirement is for those PRA collections that have been reported for GPEA compliance after this date.

E-Government Act TC "E-Government Act" \f C \l "3"  of 2002, P.L. 07-347, 44 USC, Chapter 36 (enacted April 2003) – The E-Government Act advocates a more citizen-focused approach to current government-wide IT policies and programs.  One of the many reporting requirements is an update on continued compliance with the GPEA and, where appropriate, a Privacy Impact Assessment review.
Attachment I – Definitions TC "Attachment I – Definitions" \f C \l "2" 
	Agency
	Any executive or military department, Government corporation, Government-controlled corporation, or other establishment in the Executive branch of the Government, or any independent regulatory agency.  Does not include the General Accounting Office, Federal Election Commission, the Governments of the District of Columbia and the territories and possessions of the United States, and their various subdivisions, or Government-owned contractor-operated facilities, including laboratories engaged in national defense research and production activities.


	Burden
	Total time, effort, or financial resources expended by persons to generate, maintain, retain, or disclose or provide information to or for a Federal agency.



	Collection Of Information
	Obtaining, causing to be obtained, soliciting, or requiring disclosure of information to an agency, third parties, or the public by or for an agency by means of identical questions posed to or identical reporting, record-keeping, or disclosure requirements imposed on ten or more persons, whether such collection of information is mandatory, voluntary, or required to obtain or retain a benefit.  (See list in Attachment 2 for examples.)



	Conduct Or Sponsor
	A Federal agency that collects information, causes another agency to collect information, contracts or enters into a cooperative agreement with a person to collect information, requires a person to provide information to another person, or in similar ways causes another agency, contractor, partner in a cooperative agreement, or person to obtain, solicit, or require the disclosure to third parties or the public of information by or for an agency.



	Identifiable form
	Information in an IT system or online collection that (a) directly identifies an individual (e.g., name, address, social security number, or other identifying number or code, telephone number, e-mail address, etc.) or (b) is used by an agency to identify specific individuals in conjunction with other data elements.


	Package Manager
	The DOE point of contact within the sponsoring program office that is responsible for handling the information collection.



	Privacy Impact Assessment (PIA)
	The process for (1) evaluating how handling of information conforms with the applicable legal, regulatory, policy and organizational framework, (2) examining the risks and effects of collecting, maintaining, and disseminating information in an electronic information system, and (3) identifying and evaluating protections and alternative processes to mitigate the impact of collecting information regarding an individual’s privacy in an identifiable form. 



	Persons
	An individual, partnership, association, corporation (including operations of Government-owned contractor-operated facilities), business trust, legal representative, organized group of individuals; or a state, territorial, Tribal, or local Government or branch thereof; or a political subdivision of a state, territory, Tribal territory, or local government; or a branch of a political subdivision.


	Record-keeping Requirements
	A requirement imposed on persons by or for an agency to maintain
specified records.


	Ten or More Persons
	The number of persons to whom the information collection is addressed within any 12-month period.



	Usual and customary
	Done in the normal course of duties and commonly practiced as part of the

daily routine.


Attachment II - Forms/Format of an Information Collection TC "Attachment II - Forms/Format of an Information Collection" \f C \l "2" 
A collection of information may be in any form or format including the following: 

Report forms

Application forms

Schedules

Questionnaires

Surveys

Reporting or record-keeping requirements

Contracts 

Agreements

Policy statements’ plans

Rules or regulations 

Planning requirements

Circulars

Directives 

Instructions

Bulletins

Requests for proposal or other procurement requirements

Interview guides

Oral communications 

Posting, notification, labeling, or similar disclosure requirements

Telegraphic or telephonic requests

Automated, electronic, mechanical or other technological collection techniques

Standard questionnaires used to monitor compliance with agency requirements

Or any other techniques or technological methods used to monitor compliance with
agency requirements.
Attachment III – 60-DAY Federal Register Notice - Proposed TC "Attachment III – 60-DAY Federal Register Notice - Proposed" \f C \l "2" 
[6450-01-P]

DEPARTMENT OF ENERGY

Proposed Agency Information Collection 

AGENCY: U.S. Department of Energy

ACTION: Notice and Request for Comments
SUMMARY: The Department of Energy (DOE) invites public comment on a proposed collection of information that DOE is developing for submission to the Office of Management and Budget (OMB) pursuant to the Paperwork Reduction Act of 1995.   Comments are invited on: (a) whether the proposed collection of information is necessary for the proper performance of the functions of the agency, including whether the information shall have practical utility; (b) the accuracy of the agency’s estimate of the burden of the proposed collection of information, including the validity of the methodology and assumptions used; (c) ways to enhance the quality, utility, and clarity of the information to be collected; and (d) ways to minimize the burden of the collection of information on respondents, including through the use of automated collection techniques or other forms of information technology. 
DATES: Comments regarding this proposed information collection must be received on or before [INSERT DATE 60 DAYS AFTER DATE OF PUBLICATION IN THE FEDERAL REGISTER].  If you anticipate difficulty in submitting comments within that period, contact the person listed in ADDRESSES as soon as possible. 
ADDRESSES: Written comments may be sent to {enter contact information} or by fax at {enter fax number}, or by e-mail at {enter e-mail address} and to  
{enter name}, Director
Records Management Division 
IM-11/Germantown Bldg.
Office of the Chief Information Officer
U.S. Department of Energy
1000 Independence Ave SW
Washington, DC 20585-1290 or by fax, 301-903-9061 or by e-mail {enter e-mail address}. 
FOR FURTHER INFORMATION CONTACT: Requests for additional information or copies of the information collection instrument and instructions should be directed to the person listed in ADDRESSES. 
SUPPLEMENTARY INFORMATION: This package contains: (1) OMB No. {enter “New”}; (2) Package Title: {enter name of proposed collection}; (3) Type of Review: {New}; (4) Purpose: {enter a brief description of the need for the information and its proposed use}; (5) Respondents: {enter the estimated number of respondents}; (6) Estimated Number of Burden Hours: {enter the estimated total annual reporting and recordkeeping burden}.
Statutory Authority: {enter the statutory requirement for collecting the information}
Issued in Washington, DC on __{leave blank}_________________________
{enter director’s name} 
Director, Records Management Division 
Office of the Chief Information Officer

Attachment III – 60-DAY Federal Register Notice - Extended TC "Attachment III – 60-DAY Federal Register Notice - Extended" \f C \l "2" 
[6450-01-P]

DEPARTMENT OF ENERGY

Agency Information Collection Extension 

AGENCY: U.S. Department of Energy

ACTION: Notice and Request for Comments
SUMMARY: The Department of Energy (DOE), pursuant to the Paperwork Reduction Act of 1995), intends to extend for three years, an information collection package with the Office of Management and Budget (OMB).   Comments are invited on: (a) whether the extended collection of information is necessary for the proper performance of the functions of the agency, including whether the information shall have practical utility; (b) the accuracy of the agency’s estimate of the burden of the proposed collection of information, including the validity of the methodology and assumptions used; (c) ways to enhance the quality, utility, and clarity of the information to be collected; and (d) ways to minimize the burden of the collection of information on respondents, including through the use of automated collection techniques or other forms of information technology. 

DATES: Comments regarding this proposed information collection must be received on or before [INSERT DATE 60 DAYS AFTER DATE OF PUBLICATION IN THE FEDERAL REGISTER].  If you anticipate difficulty in submitting comments within that period, contact the person listed below as soon as possible. 
ADDRESSES: Written comments may be sent to {enter contact information} or by fax at {enter fax number} or by e-mail at {enter e-mail address} and to 
{enter name}, Director
Records Management Division
IM-11/Germantown Bldg.
Office of the Chief Information Officer
U.S. Department of Energy
1000 Independence Ave SW
Washington, DC  20585-1290, or by fax at 301-903-9061 or by e-mail at {enter e-mail address}

FOR FURTHER INFORMATION CONTACT: Requests for additional information or copies of the information collection instrument and instructions should be directed to the person in ADDRESSES. 
SUPPLEMENTARY INFORMATION: This package contains: (1) OMB No. {enter current number}; (2) Package Title: {enter name of information collection}; (3) Type of Review: {renewal}; (4) Purpose: {enter a brief description of the continued need for the information and its use}; (5)Respondents: {enter the estimated number of respondents}; (6) Estimated Number of Burden Hours: {enter the estimated total annual reporting and recordkeeping burden}.
Statutory Authority: {enter the statutory requirement for collecting the information}
Issued in Washington, DC on __{leave blank}_________________________
{enter director’s name}
Director, Records Management Division 
Office of the Chief Information Officer

Attachment III – 30-Day Federal Register Notice - Proposed TC "Attachment III – 30-Day Federal Register Notice - Proposed" \f C \l "2" 
[6450-01-P]

DEPARTMENT OF ENERGY

Proposed Agency Information Collection Submitted for OMB Review and Comment

AGENCY: U.S. Department of Energy.

ACTION: Notice and Request for OMB Review and Comment
SUMMARY: The Department of Energy (DOE) has submitted to the Office of Management and Budget (OMB) for clearance, a proposal for collection of information under the provisions of the Paperwork Reduction Act of 1995.   The proposed collection will {summarize}. 
DATES: Comments regarding this collection must be received on or before [INSERT DATE 30 DAYS AFTER DATE OF PUBLICATION IN THE FEDERAL REGISTER]. If you anticipate that you will be submitting comments, but find it difficult to do so within the period of time allowed by this notice, please advise the OMB Desk Officer of your intention to make a submission as soon as possible.  The Desk Officer may be telephoned at 202-395-3087. ADDRESSES: Written comments should be sent to the 
DOE Desk Officer
Office of Information and Regulatory Affairs
Office of Management and Budget
New Executive Office Building
Room 10102, 735 17th Street, NW
Washington, DC  20503.  
Comments should also be addressed to
{enter name}, Director
Records Management Division
IM-11/Germantown Bldg.
Office of the Chief Information Officer
U.S. Department of Energy
1000 Independence Ave SW
Washington, DC  20585-1290, and to 
{enter contact information}
FOR FURTHER INFORMATION CONTACT: Requests for additional information or copies of the information collection instrument and instructions should be directed to the DOE person listed in ADDRESSES. 
SUPPLEMENTARY INFORMATION: This package contains: (1) OMB No. {“New”}; (2) Package Title: {enter name of proposed collection} (3) Type of Request: {New collection.} (4) Purpose: {enter a brief description of the need for the information and its proposed use} (5) Type of Respondents: {enter type of respondents expected}; (6) Estimated Number of Respondents {enter the estimated number of respondents}; (7) Estimated Number of Burden Hours: {enter the estimated total annual reporting and recordkeeping burden} 
Statutory Authority: {enter the statutory requirement for collecting the information}
Issued in Washington, DC on _{leave blank}_________________________
{enter director’s name}
Director, Records Management Division 
Office of the Chief Information Officer
Attachment III – 30-Day Federal Register Notice - Extended TC "Attachment III – 30-Day Federal Register Notice - Extended" \f C \l "2" 
[6450-01-P]

DEPARTMENT OF ENERGY

Agency Information Collection Extension 
AGENCY: Department of Energy.

ACTION: Submission for Office of Management and Budget (OMB) review; comment request
SUMMARY: The Department of Energy (DOE) has submitted an information collection package to the OMB for extension under the provisions of the Paperwork Reduction Act of 1995.   The package requests a three-year extension of its {enter name of information collection}, OMB Control Number 1910-{enter 4-digit control number}.  This information collection package covers information necessary to {summary of the information collection}. 
DATES: Comments regarding this collection must be received on or before [INSERT DATE 30 DAYS AFTER DATE OF PUBLICATION IN THE FEDERAL REGISTER].  If you anticipate that you will be submitting comments, but find it difficult to do so within the period of time allowed by this notice, please advise the OMB Desk Officer of your intention to make a submission as soon as possible.  The Desk Officer may be telephoned at 202-395-3087. ADDRESSES: Written comments should be sent to the 
DOE Desk Officer
Office of Information and Regulatory Affairs
Office of Management and Budget
New Executive Office Building
Room 10102, 735 17th Street, NW
Washington, DC  20503.  
Comments should also be addressed to 
{enter name}, Director
Records Management Division
IM-11/Germantown Bldg.
Office of the Chief Information Officer
U.S. Department of Energy
1000 Independence Ave SW
Washington, DC  20585-1290, and to {enter contact information}
FOR FURTHER INFORMATION CONTACT: The DOE persons listed in ADDRESSES. 
SUPPLEMENTARY INFORMATION: This package contains: (1) OMB No. 1910-{current number}; (2) Package Title: {enter name of information collection} (3) Purpose: {enter a brief description of the need for the information and its proposed use} (4) Estimated Number of Respondents {enter the estimated number of respondents} (5) Estimated Total Burden Hours: {enter the estimated total annual reporting and recordkeeping burden} (6) Number of Collections:  The package contains {enter number} information and/or recordkeeping requirements.
Statutory Authority: {enter the statutory requirement for collecting the information}
Issued in Washington, DC on _{leave blank}_________________________
{enter director’s name} 
Director, Records Management Division 
Office of the Chief Information Officer
Attachment IV - Information DOE  Must Provide to Respondents TC "Attachment IV - Information DOE  Must Provide to Respondents" \f C \l "2" 
Under the PRA, the sponsoring program office is required to inform respondents of certain information that will help them to understand how and why they are supposed to respond, and the impact the information collection may have.  The OCIO is responsible for ensuring that each proposed and extended information collection informs and provides reasonable notice to respondents of the following information: 
1. The reasons the information is planned to be and /or had been collected. Respondents may be more likely to fill out a voluntary survey if the respondents understand why you are planning to collect the information. 
2. The way such information is planned to be and/or has been used to further agency purposes and serve agency needs. If you explain how you plan to use the information you collect, the respondent will be able to provide the information in a way that more closely fits with your needs, thereby reducing the likelihood of a follow-up for additional information.  If you inform the respondents that you plan to use the information provided to monitor respondents’ compliance with regulatory standards, the respondents will be apt to identify precisely the legally-required information and not provide unintentionally misleading or extraneous material.  If you are calling for a disclosure of information to third-parties or the public, you should explain the reasons for disclosure and the planned public utility of the disclosure in the instrument calling for the disclosure. 

3. An estimate, to the extent practicable, of the average burden of the collection.  Providing respondents with the estimated reporting burden will assist respondents in planning to answer. 
4. Whether responses to the information collection are voluntary, required to obtain or retain a benefit, or mandatory.  If the collection is required to obtain or retain a benefit or mandatory, you should cite the legal authority as part of the notice to the respondents. 
5. The nature and extent of confidentiality to be provided, if any. You should cite the legal provision supporting any claim of confidentiality so that the respondents understand the full scope and nature of the confidentiality to be provided. 
6. The fact that you, the sponsoring program office may not conduct or sponsor, and a person is not required to respond to, an information collection unless it displays a currently valid OMB control number. 
The above information can be included within the instructions of the collection tool and provided separately in a cover memo. 
Attachment V – Supporting Statement TC "Attachment V – Supporting Statement" \f C \l "2" 
Supporting Statement for Paperwork Reduction Act Submission

OMB Control Number 1910-XXXX - ____(title)__________________________

This supporting statement provides additional information regarding the Department of Energy (DOE) request for clearance of the (the proposed) (extension of the existing) above-named information collection.  The numbered questions correspond to the order shown on OMB form 83-I, “Instructions for completing OMB Form 83-I.”

1. Explain the circumstances that make the collection of information necessary. 

2. Indicate how, by whom, and for what purpose the information is to be used.

3. Describe whether, and to what extent, the collection of information involves the use of automated, electronic, mechanical, or other technological collection techniques or other forms of information technology. 

4. Describe efforts to identify duplication.  Show specifically why any similar information already available cannot be used or modified for use for the purposes described in Item 2 above. 

5. If the collection of information impacts small businesses or other small entities, describe any methods used to minimize burden. 

6. Describe the consequence to Federal program or policy activities if the collection is not conducted or is conducted less frequently, as well as any technical or legal obstacles to reducing burden. 

7. Explain any special circumstances that would cause an information collection to be conducted in a manner:

a. Requiring respondents to report information to the agency more often than quarterly;

b. Requiring respondents to prepare a written response to a collection of information in fewer than 30 days after receipt of it;

c. Requiring respondents to submit more than an original and two copies of any document;

d. Requiring respondents to retain records, other than health, medical, government contract grant-in-aid, or tax records, for more than three years;

e. In connection with a statistical survey, that is not designed to produce valid and reliable results that can be generalized to the universe of study;

f. Requiring the use of a statistical data classification that has not been reviewed and approved by OMB;

g. That includes a pledge of confidentiality that is not supported by authority established in statute or regulation, that is not supported by disclosure and data security policies that are consistent with the pledge, or which unnecessarily impedes sharing of data with other agencies for compatible confidential use; or 

h. Requiring respondents to submit proprietary trade secrets, or other confidential information unless the agency can demonstrate that it has instituted procedures to protect the information’s confidentiality to the extent permitted by law. 

8. If applicable, provide a copy and identify the date and page number of publication in the Federal Register of the agency’s notice, required by 5CFR 320.8(d), soliciting comments on the information collection prior to submission to OMB.

9. Explain any decision to provide any payment or gift to respondents, other than reenumeration of contractors or grantees. 

10. Describe any assurance of confidentiality provided to respondents and the basis for the assurance in statute, regulation, or agency policy. 

11. Provide additional justification for any questions of a sensitive nature, such as sexual behavior and attitudes, religious beliefs, and other matters that are commonly considered private.

12. Provide estimates of the hour burden of the collection of information.  The statement should indicate the number of respondents, frequency of response, annual hour burden, and an explanation of how the burden was estimated.

13. Provide an estimate for the total annual cost burden to respondents or recordkeepers resulting from the collection of information.  

Attachment VI – Format for List of Packages TC "Attachment VI – Format for List of Packages" \f C \l "2"  

Often an information collection will contain several “packages.”  Because the resources do not exist to handle every package as a separate submission, OMB allows agencies to  “bundle” packages that are similar by subject under one collection.  It is not unusual to have as many as 30 packages listed under one information collection.

When an information collection is renewed, a list of the current packages contained in the collection must be updated.  The updated list should be submitted in a table format. 

	NAME OF INFORMATION COLLECTION                             OMB CONTROL NUMBER

	No.
	Collection Title
	(prior)
FY __

Annual Respondents
	FY__ (prior) Annual Burden Hours
	(present)
FY __

Annual Respondents
	FY_ (present )
Annual Burden Hours

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


No. – List numerical order

Collection Title – Provide name of package (form, etc.)

FY Annual Respondents – self explanatory

FY Annual Burden Hours – self explanatory
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Attachment VI – Diagram of PRA Process (cont.)
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Attachment VIII - Contact Information TC "Attachment VIII - Contact Information" \f C \l "2" 
Submit Completed Information Collection Packages to: 

Lorretta Bryant: lorretta.bryant@hq.doe.gov  301-903-2164 with copy to 

Gaynell Simmons: Gaynell.simmons@hq.doe.gov  301-903-9611
Information Collection packages will be certified by the Director, Susan L. Frey: 
susan.frey@hq.doe.gov   301-903-3666
Note:  OMB distinguishes M&O contractors as “persons” (i.e., the public).  Therefore, if DOE intends collection of information from M&O contractors, the information collection is subject to the PRA and DOE will need OMB approval if the information collection affects ten or more persons.





Note:  The EIA is responsible for PRA requirements related to DOE energy information and general purpose statistical collections and coordinates its activities with the OCIO.  For information regarding these types of collections, contact the EIA at 202-287-1717.











Note:  If the information collection tool will be in a format to fit a form, coordinate development and design of the form with your program office Forms Manager.  The program office Forms Manager will coordinate with the DOE Forms Manager in developing new or changing existing forms and obtaining DOE form numbers.   Additionally, once a form is no longer required to collect information, retirement of the form and its removal from public access should be coordinated with the program office Forms Manager.





The EIA handles development and design of forms for which it has responsibility.














Emergency approvals are good for only six months.
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