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After the 60-day Federal Register Notice (FRN), if there are no public comments to address, then simultaneously, the 30-day FRN is prepared and submitted for publication in the Federal Register and the information collection package is reviewed and submitted to OMB for approval.  

1. When the information collection package is received from the program office, check the package for the following:

a. OMB Form 83-I, Paperwork Reduction Act Submission

i. Check to be sure the appropriate boxes are marked and completed properly.  If not, request additional information.

b. 83-I Supporting Statement

i. Ensure all questions are answered appropriately, and in plain English.  If not, request clarification. 
c. An updated inventory list  (in table format) of all packages pertaining to the collection 

i. Note the current number of respondents, hourly burden, and projected new numbers for respondents and burden

d. A copy of the collection tool, i.e., the form and accompanying instructions or the excerpt from the appropriate CFR citation.
i. Where appropriate, check for OMB control number and expiration date on the collection tool

e. The FRN in draft format (double-spaced) (see Attachment I)
2. Prepare and send the transmittal e-mail to Hal Halpern, GC-77, attaching a copy of the draft Federal Register Notice (FRN).    

3. When Hal replies to the e-mail with approval: 
a. Copy the FRN to a diskette
b. Print out the FRN 
c. Have the Division Director sign and date the FRN.
i. Note that the FRN remains in double space.

ii. No one can “sign for” the Records Officer on a FRN document.  If someone is “Acting,” then their signature block must appear on the FRN.
4. Prepare the certification letter for the signatures of the Division Director and the DOE Federal Register Liaison Officer (Clara Barley). (see Attachment II)

a. Address the certification letter to Raymond A. Moseley, NARA
b. Be sure to include Clara Barley on the concurrence sheet

c. Date the memo the day it is signed by the Division Director

5. Prepare the following package for transmittal to Clara Barley: 

a. Original and one (1) copy of the certification memo

b. A copy of the concurrence sheet

c. The diskette containing the FRN

d. The original and three (3) copies of the signed FRN

e. A copy of the “Halpern” approval 
6. Attach a transmittal route slip to the package requesting that Ms Barley provide notification when the FRN is published in the Federal Register.
7. Send the entire package to Ms Barley via courier.  She will forward Mr. Moseley’s letter and the diskette to him.

8. When Ms Barley sends notification that the FRN is published, send an e-mail with the FRN attached, to the DOE desk officer at OMB and the program package manager notifying them that the FRN has been published. 

At the same time that the package is prepared for Clara Barley/Raymond Moseley, prepare the OMB package for the DOE desk officer to be sent to the OIRA Docket Library in care of Pam Beverly.    
Prepare the package to be faxed to the Office of Information and Regulatory Affairs (OIRA) Docket Library.  Pam Beverly will log in the collection package and forward it to the DOE desk officer at OMB. 
1. Prepare the transmittal letter to the desk officer submitting the OMB package. (see Attachment III)
2. Enclose the following items with the letter: 

a. OMB 83.I form, Paperwork Reduction Act Submission
b. 83.I Supporting Statement

c. An updated inventory list (in table format) of the packages for the collection being submitted

d. A copy of the signed Federal Register Notice (FRN)
e. A copy of the collection tool (form or CFR citation or other format)

3. Fax the package to Pam Beverly at 202-395-5806.  

4. When notification has been received from the OIRA docket library that the collection has been approved, send a copy of the notification to the sponsoring program office.

This is seldom done but:

5. If the package is sent by courier, use the following address:

Records Management Center

New Executive Office Building

725 17th Street  Room 10102

Washington, DC  20523

6. On the Special Messenger courier form, put Pam Beverly as the point of contact, with her phone number 202-395-6881

KEEP DATABASE AND SPREADSHEETS UP TO DATE.

Attachment I – Federal Register Notices
(60-day FRN for a proposed information collection)
[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 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 Business and Information Management, 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 Director, Records Management Division}. 
FOR FURTHER INFORMATION CONTACT: Requests for additional information or copies of the information collection instrument and instructions should be directed to {enter contact information} 
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) Privacy Impact Assessment {provide a summary of the assessment if the data is being collected electronically}; (6) 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 Business and Information Management 
Office of the Chief Information Officer
(60-day FRN for an extended or revised information collection)

[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 Business and Information Management, Office of the Chief Information Officer, U.S. Department of Energy, 1000 Independence Ave SW, Washington, DC  10585-1290, or by fax at 301-903-9061 or by e-mail at {enter e-mail address for Director of Records Management Division}. 
FOR FURTHER INFORMATION CONTACT: Requests for additional information or copies of the information collection instrument and instructions should be directed to {enter contact information} 
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) Privacy Impact Assessment* {provide a summary of the comprehensive assessment};(6)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 Business and Information Management 
Office of the Chief Information Officer

*Not necessary if renewal does not require new procedures or technologies to manage the information in identifiable form.

(30-day FRN for a proposed information collection)

[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 Business and Information Management, 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 {enter contact information} 
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) Privacy Impact Assessment {provide a summary of the comprehensive assessment if data is being collected electronically}; (6) Type of Respondents: {enter type of respondents expected}; (7) Estimated Number of Respondents {enter the estimated number of respondents}; (8) 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 name of director}
Director, Records Management Division 
Office of Business and Information Management 
Office of the Chief Information Officer
(30-day FRN for extended or revised information collection)

[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 Business and Information Management, 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: {enter name}, Director, Records Management Division, Office of Business and Information Management, Office of the Chief Information Officer, U. S. Department of Energy, 1000 Independence Ave SW, Washington, DC 20585-1290, (301)-903-XXXX, or e-mail {enter e-mail address of Director of Records Management Division} (Also notify {enter contact information})
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) Privacy Impact Assessment* {provide a summary of the comprehensive assessment}; (6) Estimated Total Burden Hours: {enter the estimated total annual reporting and recordkeeping burden} (7) 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 Business and Information Management 
Office of the Chief Information Officer
*Not necessary if renewal does not require new procedures or technologies to manage the information in identifiable form.
Attachment II – Example of “certification” letter to Mosley






DATE

Mr. Raymond A. Mosley

Director, Office of the Federal Register

National Archives and Records Administration

Washington, DC  20408 

Dear Mr. Mosley: 

This letter is to certify that the enclosed disk is a true copy of the [60-/30-]day Federal Register Notice (FRN) of an [existing/proposed] Department of Energy Paperwork Reduction Act Information Collection entitled, “ ______________________________________________,” that requests comments.   This disk should be used by GPO in preparing the document for publication.  Enclosed also are the original and three copies of the FRN and the Department’s General Counsel approval of the FRN for publication in the Federal Register.
Sincerely, 

Susan L. Frey, Director

Records Management Division 

Office of Business and Information Management

Office of the Chief Information Officer

Clara R. Barley

DOE Federal Register Liaison Officer

Office of the General Counsel
Enclosures
Attachment III – Example of transmittal memo to DOE Desk officer at OMB





DATE

Office of Management and Budget

The Office of Information and Regulatory Affairs

Docket Library

New Executive Office Building, Room 10102

725 17th Street, NW

Washington, DC  20503

Attention:  Mr. William Nickerson

Sir:

Submitted herewith is a request for the approval of a revision of a currently approved Information Collection, OMB 1910-XXXX, titled “____________________________.”

Enclosed are the OMB 83.I, Supporting Statement, supplemental documentation, and the Federal Register Notice that has been transmitted to the GPO for publication in the Federal Register.   You will be notified when it has been published.

Should you require additional information, my e-mail address is:  susan.frey@hq.doe.gov, and my telephone number is:  (301) 903-3666.







Sincerely, 







Susan L. Frey, Director







Records Management Division 







Office of Records & Business Management







Office of the Chief Information Officer

Enclosures
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