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U.S. Department of Energy

Oak Ridge Operations

ORO O 240
Chapter I

DATE: 8-9-96

SUBJECT: RECORDS MANAGEMENT PROGRAM

1. PURPOSE This Chapter correlates to DOE O 244.1 (formerly DOE 1324.5B), RECORDS
MANAGEMENT PROGRAM, dated January 1, 1995, which has now been renumbered in
accordance with the new DOE Order Numbering System, as published in DOE M 251.1-1, Change
1, dated December 12, 1995. Nothing within the DOE Order has been changed at this point, but if
a new DOE Order is published, it will be numbered in this manner. Until that time, the new
number is assigned to the previous DOE Order. This new ORO Order assigns responsibility and
accountability and provides administrative and/or contractual guidance to Oak Ridge Operations
(ORO) and its management and operating (M&O) contractors. Nothing in this issuance changes
any requirements in any DOE Order.

2. CANCELLATION. This Chapter cancels and replaces:

a. ORIG 1322.2A, FORMS MANAGEMENT, dated August 1, 1994.
b. ORIG 1324.5A, RECORDS MANAGEMENT PROGRAM, dated June 1, 1993.

3. APPLICABILITY. The provisions of this Chapter apply to ORO Principal Staff and to ORO M&O
contractors.

4. RESPONSIBILITIES

a. Director, Information Resources Management Division (IRMD).

(1) Designates a Records Management Program Coordinator (RMPC) who performs those
tasks assigned to RMPCs in DOE O 244.1.

(2) Ensures adherence to the requirements of DOE O 244.1, paragraph 8.
b.  Records Managers perform those tasks identified in DOE O 244.1, subparagraphs 7f(2)-(6).
c.  Contracting Officers' Representatives (COR)coordination with the ORO Records

Management Officer, ensure that contractors develop records management programs that
conform to the requirements of DOE O 244.1, paragraph 8.

5. REQUIREMENTS AND PROCEDURESNonNe.

6. REFERENCESDOE N 244.1, APPROPRIATE RECORDS FOR A STRATEGICALLY
ALIGNED DEPARTMENT, dated January 22, 1996.

7 DEFINITIONS None.

DISTRIBUTION: ORO, OSTI, AND CONTRACTORS INITIATED BY: INFORMATION RESOURCES
MANAGEMENT DIVISION
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8. CONTRACTOR REQUIREMENTS DOCUMENTSee Contractor Requirements Document,
Attachment 1 of this Chapter.

9. ATTACHMENTS

Attachment 1 - Contractor Requirements Document.
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CONTRACTOR REQUIREMENTS DOCUMENT

Contractors that are identified in paragraph 3 of this Chapter shall establish, implement, and sustain a
records management program that conforms to the requirements of DOE O 244.1, paragraph 8.
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