October 29, 2003

Department of Energy

Attn: Ms. Susan Frey

IM-11/ Germantown Building
1000 Independence Avenue, SW
Washington, DC 20585-1290

Dear Ms. Frey:

We are forwarding a proposed interagency agreement for Fiscal Year 2004 for the storage and
servicing of records. The proposed Fiscal Year 2004 agreement is similar to our existing
agreement.

We request that you complete and/or verify blocks 4, 6, 8, 12, 13, and 15a-15¢ of the NA Form
4000A, sign and date the last page of the Terms and Conditions, and return the documents to:

Michele L.. Romero

National Archives and Records Administration
Office of Regional Records Services (NR - 3600)
8601 Adelphi Road

College Park, MD 20740

We would appreciate receiving your fully signed interagency agreement by October 31,
2003. If it is not possible to sign the interagency agreement by that time, then separate
arrangements will need to be made in order for us to execute the first billing of the fiscal
year.

If you have concerns about the terms and conditions of the interagency agreement, please
contact Michele Romero who will work with you to resolve any problems. Michele
Romero can be reached at (301) 837-2917 or via e-mail at michele.romero@nara.gov.

We are, of course, always happy to meet with you to discuss any concerns you may have
and to discuss the future of the Records Center Program.



We appreciate your continued support of NARA’s Records Center Program and we look forward
to continuing our relationship with the Department of Energy as we both seek to build on our
shared commitment to Federal records management.

Sincerely,

DAVID M. WEINBERG
Director, Records Center Program

Enclosures



NATIONAL ARCHIVES
AND RECORDS ADMINISTRATION
INTERAGENCY AGREEMENT
(When NARA is providing goods/services)

1. PERIOD OF AGREEMENT Effective Date Completion Date

10/01/2003 9/30/2004

Performance Period

10/01/2003 9/30/2004

Budget Period

2. AGREEMENT NO. / MODIFICATION

NR-04-0028 Customer ID Number 14

3. NAME AND ADDRESS OF NARA ORGANIZATION

Office of Regional Records Services
Attn: Michele Romero (Room 3600)
8601 Adelphi Road

College Park, MD 20740-6001

E-Mail Address: michele.romero@nara.gov
Phone: 301-837-2917 Fax: 301-837-1617

4. NAME AND ADDRESS OF CLEINT AGENCY

Department of Energy
IM-11/Germantown Building
1000 Independence Avenue, SW
Washington, DC 20585-1290

E-Mail Address:
Phone: Fax:

5. NARA PROGRAM MANAGER (Name, Address, Phone No_, Fax, E-mail address)

E-Mail Address:
Phone: Fax:

6. CLIENT AGENCY PROGRAM MANAGER (Name, Address, Phone No., Fax, E-mail)

Susan Frey
Records Officer

E-Mail Address: susan.frey@hq.doe.gov

Phone:  301-903-3666 Fax: 301-903-4125

7. PRODUCT/SERVICE TO BE PERFORMED:

See Attached Terms and Conditions

Attachments:
Terms and Conditions

Q  Other

8. ESTIMATED COSTS

NOT TO EXCEED: $1,105,000.00

9. STATUTORY AUTHORIZATION:

X Economy Act 31 US.C. 1535

Other: Public Law 106-58

10. PAYMENT METHOD 11. BILLING SCHEDULE

IPAC O Annual Advance
U Credit Card QO  Quarterly Advance
8  Deduct from Advance O Monthly Advance

Monthly Actual

12, CLIENT AGENCY BILLING OFFICE ADDRESS, PHONE NO., FAX NO.

Agency Location Code (ALC):

BOAC:

w

. ACCOUNTING CLASSIFICATION - (Paying Agency will indicate appropriation/accounting coding/reference number to be charged)

14. AUTHORIZED SIGNATURES (NARA)

15. AUTHORIZED SIGNATURES (CLIENT AGENCY)

14A. SIGNATURE, NAME, AND TITLE OF NARA FINANCIAL OFFICER

ADRIENNE C. THOMAS
Assistant Archivist for
Administrative Services

15A. SIGNATURE, NAME, AND TITLE OF CLIENT FINANCIAL OFFICER

g . Whia. 2/aq foif
Dlrector Accoufits P

ayable, Capital Accounts Center
Department of Energy

14B. SIGNATURE, NAME, AND TITLE OF OTHER NARA AUTHORIZING OFFICIAL

THOMAS E. MILLS
Assistant Archivist for
Regional Records Services

15B. SIGNATURE, NAME, AND TITLE OF CLIENT AGENCY AUTHORIZING OFFICIAL

i e 4 A

Departmental Records Officer, Director Recér.dsJManagement Division
Department of Energy

14C. SIGNATURE, NAME, AND TITLE OF OTHER NARA AUTHORIZING OFFICIAL

15C. SIGNATURE, NAME, AND TITLE OF CLIENT AGENCY PROGRAM OFFICIAL

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION

NA FORM 4000A (12-99)




TERMS AND CONDITIONS

I. PURPOSE

This agreement sets forth the terms and conditions under which the National Archives and Records
Administration’s (NARA) records centers shall store and service records which remain in the legal

custody of the Department of Energy, hereafter referred to in this document as the customer agency.
Terms in italics are defined in Attachment A to this agreement.

II. COVERAGE

This agreement shall become effective on October 1, 2003, and shall continue through September 30,
2004. This agreement covers customer agency records stored and serviced in NARA’s records centers
(including the Washington National Records Center and the National Personnel Records Center) where
legal ownership of the records remains with the customer agency. In some instances, regional or local
agreements may supersede or augment this agreement. This agreement shall be updated annually, but may
be amended sooner if deemed necessary by NARA or the customer agency.

A fully executed agreement or an acceptable substitute (such as a purchase order) is to be in place by
October 31, 2003. If an agreement or an acceptable substitute is not in place by October 31, 2003, then

NARA may institute a policy of suspending records center services until the agreement or an acceptable
substitute is in place.

III. RECORDS CENTER STORAGE AND SERVICES

A. Storage

1. NARA shall store records of the customer agency, which currently include Record Groups
201, 305, 326, 387, 388, 430, 434, and 447, in a safe and secure environment which meets the
requirements outlined in 36 CFR part 1228.

2. Unless arrangements have been made with the customer agency, NARA shall store the
customer agency’s records in the NARA records center that is designated to serve the
geographic area in which the records originated or were maintained by the customer agency. A
directory that indicates the geographic areas served by each NARA records center can be
found as Attachment B to this agreement.

3. NARA shall assist the customer agency in properly implementing, managing, and removing
disposition freezes placed on Federal records by court order or agency directives. Agencies
shall notify NARA when the freeze should be lifted. NARA will generally provide assistance
involving freezes without imposing additional charges.

4. Extracts from automated reports shall be made available to the customer agency as needed.
NARA will generally provide extracts from automated reporting systems without imposing
additional charges.

5. For billing purposes, NARA shall charge the customer agency based on the volume of records
stored. Separate storage fees are assigned to Classified and Non-Textual Environmentally
Controlled holdings.

6. NARA shall notify the customer agency if it becomes necessary for NARA to transfer records
between NARA records centers.
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B. Services
1. NARA shall provide the customer agency with the following services:
a. Transferring

(1) To initiate a retirement of records, the customer agency must submit a Standard Form 135
(SF 135) Records Transmittal and Receipt, to the appropriate NARA records center. (See
Attachment B for addresses, phone numbers, names of contacts, e-mail addresses, and the
geographic areas served by each center.) The SF 135 must be completed according to NARA
instructions. Acceptable methods of transmittal include but are not limited to mail through the
United States Postal Service, express delivery services, fax, or as an email attachment. {aIf
submitting the SF' /35 via email or fax, the customer agency should ensure the SF' /35 bearing
a signature of the transferring agency official in block 2, along with a photocopy, is placed in
the box 1 of the Transfer when the records are shipped). Proposed transfers of scheduled
permanent and/or unscheduled records must include a detailed box listing attached to the SF’
135. Additional guidance on transmitting SFs /35 and preparing records for shipment is
available from each NARA records center. An electronic SF 135 can be found at
http://www.archives.gov/records_center_program/forms/sf 135_intro.html.

(2) NARA shall process submitted SFs 135, either by approving the Transfer or initiating
corrective action, within 10 business days of receipt.

(3) Once approval has been granted via the SF 135, the customer agency may ship the
transfer(s) to the appropriate NARA records center. Shipping methods include but are not
limited to services provided by the United States Postal Service, express delivery services, or
freight carriers. Additional guidance on labeling boxes and shipping records is available from
each NARA records center. Some shipments may require providing advance notice to the
NARA records center. Special arrangements for the shipping and handling of classified
records may be made with the receiving NARA records center on a case-by-case basis.
Shipping costs are the responsibility of the customer agency.

(4) If approved transfers are not received within 90 calendar days of approval of the SF 133,
records center staff may contact the customer agency to determine the cause of the delay and
recommend appropriate action.

(5) The customer agency shall maintain its own collection of SFs 135 for all of the records it
ships to NARA. However, each NARA records center shall maintain a comprehensive
collection of SFs 135 for the customer agency records in its holdings. Copies of SFs 135 may
be provided on a fee basis.

(6) The customer agency shall internally maintain a detailed box listing of, or index to, all
records for each transfer that is retired to a NARA records center. When practical, the
‘customer agency shall provide NARA with a copy of this document by placing it in the first
box of the transfer to which it pertains. The copy provided to NARA shall serve as an off-site
backup copy for the customer agency. As cited in item (1), proposed transfers of scheduled
permanent or unscheduled records must include a detailed box listing attached to the SF 35

(7) For billing purposes, a Processing Fee is applied to each separate transfer submitted for
processing by the customer agency. A Transfer fee is applied per cubic foot for records
shipped to NARA. A separate Transfer fee is assigned to Classified records. For customers in
the Washington, DC metropolitan area, a pick up service for transfers is available for volumes
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greater than 25 cubic feet. A specialized shipping and handling fee is applied for pick up
service provided by the WNRC trucks.

b. Disposal

(1) Ninety calendar days prior to a transfer 's scheduled disposal date, NARA shall notify the
customer agency by sending NA Form 13001 Notice of Intent to Destroy Records via certified
mail to the customer agency’s records officer or other designee. It is the customer agency’s
responsibility to keep NARA informed of any address changes as they occur.

(2) Records shall be destroyed within 90 calendar days of eligibility, as determined by the
applicable records disposition schedule and NARA receipt of written concurrence from the
customer agency, whichever comes later.

(3) IFNARA is unable to accomplish the disposal of the customer agency’s records within 90
calendar days of their becoming eligible for disposal, the customer agency shall not be
responsible for the storage costs of these disposable records beyond the initial 90 day period.
If, however, any records are retained beyond the 90-day period at the request of or for the
benefit of the customer agency, including, but not limited to court-ordered freezes, normal
storage charges shall continue to apply. Under circumstances where an ordered freeze has
been lifted, NARA will negotiate with the customer agency to establish a reasonable time
frame within which the disposal will be accomplished.

(4) NARA shall dispose of all temporary records in accordance with Federal regulations and as
specified in the records schedule item cited on the disposal notice. NARA shall also ensure
that access to the records is restricted throughout the disposal process. Disposal shall occur
under contract with a wastepaper or other recycling company or by NARA.

(5) NARA shall provide disposal witnessing services when required by Federal regulations.
Unless instructed otherwise in writing, NARA will provide contractor witness disposal.

(6) NARA may require additional reimbursement from the customer agency for the disposal of
non-textual media and textual records which contain a significant amount of non-textual
material that must be removed prior to shredding (clips, binders, mylar, and other non-paper
materials). The determination is usually made based on the need for a subcontractor In such
instances, NARA shall notify the customer agency in advance that additional charges are
warranted.

(7) NARA shall follow the procedures established in the current NARA Information Security
Manual, for the disposal of security classified materials, and Executive Order 12958 -
Classified National Security Information.

(8) For billing purposes, a disposition fee is applied per cubic foot for records properly
destroyed by NARA. A separate disposition fee is assigned to Classified records.

¢. Accessioning of Scheduled Permanent Records to the National Archives of the United
States

(1) NARA will notify the customer agency when transfers become eligible for accessioning
into the National Archives of the United States (as determined by the applicable records
schedule) by forwarding to the agency a SF 258, Agreement to Transfer Records to the
National Archives of the United States. NARA will forward the SF 258 to the customer
agency at the beginning of the fiscal year.
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(2) Records will be accessioned into the National Archives of the United States on a quarterly
schedule. January, April, and July are the beginning of each quarter.

(3) NARA must receive the agency records officer's signed and completed SF 258 by
December 31* for records to be accessioned in the January-March quarter. NARA must
receive the agency records officer's signed and completed SF 258 by March 31* for the April-
June quarter and by June 30" for the July-September quarter.

(4) If NARA is unable to accomplish the accessioning of the customer agency's records within
the applicable quarter, the customer agency shall not be responsible for the storage costs of
these records beyond the initial quarter.

(5) The customer agency will pay the disposition fee for all accessions whether they are
completed in the applicable quarter or later.

(6) If the customer agency declines to accession all or any part of the records requested on the
SF 258, it will notify NARA in writing of the declination and propose to the appropriate
NARA records center facility a new accession date for the particular records at issue. The
customer agency will continue to be responsible for storage charges for declined records until
an accession is authorized via a signed SF 258

(7) NARA shall follow all applicable security procedures to the physical accessioning and
storage of security classified permanent records to the National Archives of the United States.

(8) NARA will attempt to remind the customer agency once when a signed and completed SF
258 has not been received.

(9) For billing purposes, a disposition fee is applied per cubic foot for records accessioned to
the National Archives of the United States. A separate disposition fee is assigned to Classified
records. The disposition fee covers costs incurred by the NARA records centers only; all other
costs associated with accessioning records into the National Archives of the United States are
borne by NARA and are not charged to the customer agency.

d. Permanent Withdrawal

(1) The customer agency may submit a request for the permanent withdrawal of individual
boxes of customer agency records from the physical custody of the NARA RCP using an
Optional Form 11 (OF-11) or other NARA approved forms.

(2) NARA RCP will prepare the records for shipment, update NARS-5, and update the SF
135.

(3) Requests for the permanent withdrawal of an entire record group or records series of
customer agency records will be negotiated between the NARA RCP and the customer agency
in regards to costs, timeframes, and shipping methods.

(4) For billing purposes, a permanent withdrawal fee is applied per cubic foot for records
requested to be permanently returned to the customer agency. Permanent withdrawals of an

entire record group or records series are billed to the customer agency as a project using labor
and material costs.

e. Reference



(1) The customer agency may submit reference requests using an Optional Form 11 (OF-11) or
other NARA approved forms. The preferred method of submitting reference requests is
electronically through the Centers Information Processing System (CIPS). Other acceptable
methods of transmittal include but are not limited to mail through the United States Postal
Service, express delivery services, fax, agency courier, or telephone. Additional guidance on
submitting reference requests is available from each NARA records center.

(2) When submitting reference requests, the customer agency shall provide the NARA records
center with sufficient information to locate the records. Additional guidance on submitting
reference requests is available from each NARA records center.

(3) When servicing reference requests, NARA records center staff shall annotate each
requested folder with the fransfer number, box number, and NARA records center shelf
location number. This will facilitate refiling the folder at a later date.

(4) Routine reference requests shall be serviced within one business day of receipt by the
NARA records center.

(5) Emergency reference requests shall be serviced (same day or less than one business day
turnaround) on an expedited basis for an additional fee. The determination that a reference
request qualifies as an emergency shall be made solely by the customer agency, but if the
‘customer agency designates a request as an emergency, they must be willing to pick up the
requested items within one business day or pay for overnight delivery service. Emergency
requests will be identified by service code HR, Rush. For an additional fee, NARA staff will
also accommodate the customer agency by reading portions of a file over the telephone,
scanning portions of a file and transmitting the scanned image as an email attachment, or
sending via fax certain portions of a file to the customer agency.

(6) NARA’s shall ship routine reference requests to the customer agency via USPS First Class
service and UPS or FedEx Ground Service. Other delivery methods, such as couriers and
overnight delivery, merit additional charges.

(7) Upon request, NARA shall provide on-site office space at each of its NARA records
centers for customer agency personnel or other authorized individuals to review any records it
retired into NARA’s holdings. Appointments may be required.

(8) For requests that cannot be serviced without corrective action, NARA shall contact the
customer agency to resolve the problem. The customer agency shall provide a point of contact
with a current telephone number on all reference requests it submits to the NARA records
centers.

(9) For billing purposes, a reference fee is applied per request. A separate reference fee is
assigned to Classified records. Emergency reference requests incur an additional charge.

f. Refiles and Interfiles

(1) Acceptable methods of submitting refiles and interfiles include but are not limited to mail
through the United States Postal Service, express delivery service, or courier. Special

guidance for the shipping and handling of classified records may be obtained from each
NARA records center, :

(2) When submitting refiles, the customer agency shall ensure that the records being returned
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to the NARA records center for refiling remain in the same file folder that was previously
recalled from the NARA records center. In these cases, the folder shall already be annotated
by the NARA records center with sufficient information to perform the refile (see paragraph
IIL.B.1.e.(3) above). If the records to be refiled have been placed in new folders, the customer
agency shall provide the NARA records center with sufficient information to perform the
refile. Additional guidance on submitting refiles is available from each NARA records center.

(3) When submitting interfiles, the customer agency shall provide the NARA records center
with sufficient information to perform the interfile. This information may be transmitted
informally by attaching a paper transmittal to each document or set of documents to be
interfiled in a specific folder. Additional information on submitting interfiles is available from
each NARA records center,

(4) NARA shall refile records within five business days of receipt and interfile records within
ten business days of receipt.

(5) For refiles and interfiles that cannot be serviced without corrective action, NARA shall
contact the customer agency to resolve the problem. The customer agency shall provide a

point of contact with a current telephone number with all refiles and interfiles it submits to the
NARA records centers.

(6) For billing purposes, a refile or interfile fee is applied per refile or interfile. A separate
refile or interfile fee is assigned to Classified records.

g. Photocopies

(1) When directed by the customer agency, NARA RCP will make photocopies of customer
agency records within one business day of receipt of the request.

(2) When directed by the customer agency, NARA RCP will make photocopies of SFs 135
and other customer agency documents within five business days of receipt of the request.

(3) For billing purposes, a photocopy fee is applied per photocopied page.
h.  Quality Assurance

(1) NARA shall continuously and thoroughly review its records center services to ensure that
the highest quality service is being delivered.

(2) All reference requests that are determined by NARA staff to be unserviceable shall be
reviewed by NARA within one business day of the initial search to determine the appropriate
corrective action.

i. Customer Orientation Services

(1) On a semi-annual basis, each NARA records center shall offer at least one workshop
highlighting services offered by the records center. Customer agency personnel may attend
these workshops free of charge. These workshops will usually be conducted on the premlses
of a NARA records center.

(2) NARA shall continue to offer free CIPS training for customer agencies interested in using
this system to submit reference requests electronically.



(3) NARA shall continue to distribute technical reference materials to customer agency
personnel free of charge.

2. Special Services [Reserved]

IV. LOCAL AGREEMENTS [Reserved. These agreements may be attached or referenced here. See
also Article II. COVERAGE]

V. RATES -
A. Rates for Storage and Services are listed in Attachment C.

All storage rates are expressed as a monthly value per cubic foot.

A Transfer Processing Fee is applied to each customer agency transfer.

Separate rates are applied for the storage and servicing of Classified records.

Separate rates are applied for the storage of Non-Textual Environmentally Controlled records.

Separate rates are applied to selected records requiring specialized services. If applicable, the

specialized services are detailed in Section IIL.B.2 and separate rates are detailed in Section

V.C.

6. Separate rates are applied to specialized shipping and handling involving expedited requests
and transmission of requests to the customer agency via fax, telephone, scanmng, and the pick
up service provided by the WNRC truck fleet.

7. Additional charges may be levied for the destruction of non-textual material.

8. Additional charges may be levied for negotiated project type work involving micrographic

services, Fast Pack services, permanent withdrawals over 25 cubic feet, and other activities.

Labor charges will be applied only if another rate schedule has not been established for a

requested activity. The minimum labor rate needed to complete the job will be used.

ARl

B. Special Services [Reserved]

C. Adjustments - Rates may be adjusted or supplemental billings effected to reflect the actual costs of
storage and services provided. Adjustments shall be based on factors beyond the control of NARA and
not previously included in the storage and services fees. These factors include Federal laws and
regulations involving salaries, benefits, and facility expenses. The customer agency shall receive
written notification 30 days prior to a rate adjustment. The written notification shall include a request
for customer concurrence.

V1. BILLING

A. NARA shall bill the customer agency on a monthly basis, unless otherwise negotiated and recorded
in this agreement.

B. The storage charge component of the invoice shall be based on the total number of cubic feet that '
the customer agency has in NARA-provided storage on the last business day of each month, as
reflected in the NARS-5 inventory of the agency’s holdings on that date. The monthly storage charge

shall be computed by multiplying the holdings figure (according to the record type) by the rate listed in
Attachment C.

C. The service charge component of the invoice shall be based on the volume of service provided
(according to the record type) multiplied by the appropriate rate in Attachment C.

D. NARA billings are processed by the General Service Administration. Requests for payment shall
be made monthly via the Intra-government Payment and Collection (IPAC) system.
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E. The NARA billing shall be supported by documentation which shall be forwarded to the address
provided above. Questions regarding invoices should be directed to the customer agency’s account
representative at NARA. The account representatives name, address, telephone number, and e-mail
address shall be provided on every invoice.

F. Payments are due upon receipt of invoice. If invoices are not paid within 30 days, NARA may
impose additional fees to recover the costs associated with the delinquency.

G. Additional terms and conditions apply for customer agencies that have elected to receive a
stratified billing. The additional terms and conditions are contained in Attachment D.

VII. AUTHORITY
Public Law 106-58
VIII. APPROVALS

For NARA:

THOMAS E. MILLS Date
Assistant Archivist for
Regional Records Services

ADRIENNE C. THOMAS Date
Assistant Archivist for
Administrative Services

For: Department of Energy
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