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SUBJECT: MANAGEMENT OF PUBLIC COMMUNICATIONS PUBLICATIONS, AND
SCIENTIFIC, TECHNICAL, AND ENGINEERING PUBLICATIONS

1. PURPOSE. This order prescribes policies, standards, and procedures
for effective management of Department of Energy (DOE) publications.

2. SCOPE. The provisions of this order apply to all elements of the DOE
including the Federal Energy Regulatory Commission (FERC), the Energy
Information Administration (EIA), and the Economic Regulatory
Administration (ERA), except for their statutory responsibilities and
authorities that exempt these named offices and their contractors from
compliance with certain aspects of this order. This order also applies
to all DOE contractors and grantees and their contractors and subcon-
tractors who produce publications or obtain publication service with DOE
funds.

3. REFERENCES.

a. Public Law 95-91, "Department of Energy Organization Act," which
established the Department of Energy.

b. Title 44 United States Code (U.S.C.), "Public Printing and
Documents," which establishes policies concerning publications
Government-wide.

c. Title 5 U.S.C., Section 552, "Public Information: Agency Rules,
Opinions, Orders, Records and Proceedings," which establishes
"freedom of information" policies for public access to U.S.
Government information.

d. Title 39 U.S.C., Sections 4151-4168, "Restrictions on Use of Penalty
Mail," which establishes policies on the use of penalty mail.

e. "Government Printing and Binding Regulations," Joint Committee on
Printing (JCP), Congress of the United States, April 1977, No. 24,
which establishes policies for the production of Government printing.

f. "Government Paper Specifications Standards," Joint Committee on
Printing, Congress of the United States, April 1977, which
establishes standards for paper used in production of Government
printing.
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Federal Supply Schedule, Basis 1G 733 Part III, Section C, Number
7333, "Visual Arts, Graphics, and Associated Services," General
Services Administration (GSA), which is a schedule of approved
suppliers for these products.,

"Agency Procedural Handbook for Commercial Procurement of Printing
Services," Government Printing Office, October 1975, which outlines
procedures to be followed in working with the Government Printing
Office.

0ffice of Management and Budget Circular A-3, "Government
Periodicals," 5-18-72, which establishes the policies and procedures
relating to the statutory responsibility (Title 44 U.S.C. 1108) of
Department heads to justify both the necessity of certain periodicals
and the availability of appropriated funds to issue them.

DOE 1330.2, "Uniform Contractor Reporting System," of 3-1-79,and
DOE/CR-0001/2, "Uniform Contractor Reporting System Guidelines,"
which establishes requirements for reporting to the Department.

DOE Technical Information Center, DOE/TIC-4603, "Scientific,
Technical and Engineering Publications Handbook," which outlines
procedures to be followed with the technical information program.

Technical Information Distribution, TID-4500, “Standard Distribution
for Unclassified Scientific and Technical Reports,"” and M-3679,
"Standard Distribution for Classified Scientific and Technical
Reports,"” DOE Technical Information Center, which establish standard
distribution patterns for DOE scientific and technical reports.

DOE 1000.2, "Department Seal and Flag," of 8-25-78, which prescribes
policies on the use of the Departmental seal.

American National Standards Institute (ANSI) standards which
establishes standards for scientific and technical reports:

(1) ANSI Standard Z39.14-71, "Writing Abstracts."”

(2) ANSI Standard 239.18-74, "Outlines for Format and Production
of Scientific and Technical Reports.”

(3) ANSI Standard Z39.23-74, “"Technical Report Number.,"
DOE 5650.2, “Classification of Information Manual," of 12-12-78,

which establishes policies and procedures for the management of the
DOE classification system.
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Atomic Energy Act of 1945, as amended, which established procedures
for control of atomic energy information.

DOE Procurement Regulations, 41 CFR Part 9, 5-21-79, which
implements and supplements Federal Procurement Regulations in
relation to Department procurement.

DOE Assistance Regulations, 10 CFR Part 600, 3-1-79, which
implements and supplements the Federal Grant and Cooperative
Agreement Act of 1977 (Public Law 95-224) in relation to providing
financial assistance.

FOR THE SECRETARY OF ENERGY:

William S. Heffelfinger
Director of Administration
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CHAPTER I
DEFINITIONS
1. Publications. Al1l documents produced by printing, copying, and

microform methods using DOE funds which are intended for or which

may result in distribution outside of the originating organization.

This includes, but is not limited to, public communications publica-
tions; sc1ent1f1c technical and eng1neer1ng publications; adminis-
trative and program reports, periodicals, and books; .documents describing
plans or policies; statistical and regulatory reports; and documents
intended for other Government entities and public or private organiza-
tions. It also includes briefing books, legislative impact analyses,
annual reports, and similar publications that are distributed externally,
however 1limited. Not included in this definition are press releases and
advisories, speeches, correspondence, memoranda, forms, directives, and
“Federal Register" issuances. Three special categories of publications
are: ..

a. Public Communications Publications. A1l publications which are
intended for distribution by DOE or its contractors to the public,
including those of more limited circulation that involve DOE policy
changes or matters of current public controversy or concern. These
include, but are not limited to, pamphlets, folders, booklets,
posters, periodicals, newsletters and similar printed material.
(See chapter III.)

b. Scientific, Technical, and Engineering Publications. Publications
containing scientific, technical, engineering, planning, educational
information, environmental impact statements, and social, economic,
energy-market-related information; reports; conference papers and
proceedings; theses, translations, journal article reprints, engi-
neering drawings, and similar data. (See chapter 1V.) The audience
for these publications is normally limited and identified. When the
quantities to be printed exceed the total prescribed by the standard
distribution lists (TID-4500) by 100 copies, the document will be
considered a public communications publication.

c. Other Publications. Publications concerning matters of local
interest only, those limited to materials which have been officially
released and those comparable to publications made previously under
substantially similar circumstances. For example, solicitation
documents, contracts, notices of procurement, grant program announce-
ments, legal briefs, and patent applications are normally excluded
from this order. It is recognized that under special conditions a
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publication normally excepted may require coordination with the Office
of Public Affairs. In essence the interpretation of other publications
is a matter of Jjudgment and common sense. '

Technical Information Center (TIC). The DOE central facility for
the collection, processing, distribution, inventory control, and
archival retention of all DOE publications.

Ener&E Data Base (EDB). A file of bibliographic citations and abstracts
of DOt publications and the world's energy literature.
Remote Console (RECON). An online, interactive bibliographic retrieval

system with multiple files, including EDB, that are concerned with all
aspects of energy information.

Copying/Duplicating. The production of material by use of automatic
copy-processing or copier-duplicating machines employing electrostatic,
thermal and other copying processes.

Documentation. The incorporation of appropriate identification on a
publication such as: document number; title; individual and corporate
authors; contract number; whether revised or reprinted; volume number;
conference information (title, date, place, sponsor(s), etc.); respon-
sible office, Departmental element and agency; date and place (city,
state, and zip code) of publication; and any restrictions to its use .
such as security classification, proprietary restrictions, stock
statement and disclaimer language.

Design. The visual and aesthetic content of the publication, including
i1lustrations, photographs, charts, diagrams, graphs, maps, the use of
color, type sizes, and word/space relationships.

Printing. The processes of composition, platemaking, imposition,
presswork, binding, micropublishing, and the equipment identified
in the tables in Title II of the JCP regulations and used in such
processes.

Micropublishing. Publications produced in miniaturized image format
for general distribution as a substitute for conventionally printed
material; microfilming of administrative records is not considered
micropublishing.

Document Distribution System (DDS). A Headquarters-managed
computer-based system designed for updating distribution lists,
production of mailing labels, and identification of copy requirements.

Standard Distribution System. A TIC-managed, computer-based system
designed for the distribution of unclassified (TID-4500) and classified
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(M-3679) Scientific and technical publications, production of mailing
labels, and identification of copy requirements.

12. Distribution.

a. Initial or Primary. That distribution which is made automatically
and routinely to an approved mailing list immediately following the
initial printing. Normally, it will consist of one or more of the_ ._
following mailing lists:

(1) Office of Administrative Services (AD-40) Document Distribution
System lists,

{(2) TIC Standard Category lists,
(3) Special one-time lists, and
(4) Storage copies for TIC secondary distributions.

b. Secondary. Response to requests and distribution plans following
the primary distribution.

13. Inventory Control. A central registry maintained by TIC of all DOE
publications by unique identification number and titles which includes
- quantities and history of distribution.

14, Task. One of a series of logical steps necessary to achieve the
purpose of a research, development, and demonstration (RD&D) procurement
action.

15. Publications Registry. A TIC-managed, computer-based system for
registering all DOE publications.

16. Field Organizations: For the purpose of this order includes only
the eight operations offices and the ten regions.




DOE 1340.1 I1-1
8-10-79

CHAPTER 11
POLICY, RESPONSIBILITIES, AND AUTHORITIES

1. POLICY. The publications program shall be conducted in accordance
with this order, provisions of law, and applicable regulations. The
cb jectives of this chapter are to effectively originate, coordinate,
produce, distribute, and inventory publications appropriately describ-
ing the Department's activities.

2. OVERALL RESPONSIBILITIES AND AUTHORITIES.

a. Assistant Secretary for Intergovernmental and Institutional
Relations (IR-1).

(1) Establishes policies for controlling DOE publications content,
design, documentation, attribution, registry, inventory, and
distribution.

(2) Establishes policies, standards, procedures and guidelines
for reporting, collecting, processing, and disseminating
information resulting from DOE programs.

(3) Establishes policies for the sale of information products
through authorized outlets and 1imits free distribution to
the minimum consistent with DOE ob jectives.

(4) Ensures that public communication publications have
appropriate clearances before approval for printing.

(5) With the assistance and concurrence of the Assistant
Secretaries for Defense Programs and International Affairs,
Office of General Counsel, and the appropriate program
Assistant Secretaries deve]ops foreign agreements for
information exchange.

b. Director of Administration (AD-1).

(1) Represents DOE with the Joint Committee on Printing (JCP),
Government Printing Office (GPO), General Services
Administration (GSA) and, in collaboration with the Assistant
Secretary for Intergovernmental and Institutional Relations
(IR-1), other organizations concerning printing and related
printing activities.

(2) Develops, implements, and evaluates policies, standards, and
procedures for printing and related printing activities to
ensure that DOE publications are produced in accordance with
this order, provisions of law, and applicable regulations.
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(3) In consultation with IR, develops and implements a program
to evaluate Departmentwide publication printing activities.

(4) After review by the Office of Public Affairs (IR-6), forwards
to the Office of Management and Rudget, as appropriate, requests
for establishment or continuation of Jjournals, magazines,
newsletters, periodicals, and similar publications as required
by the Office of Management and Budget (OMB) Circular No. A-3,
“Government Periodicals.”

Assistant Secretary for Policy and Evaluation (PE-1). Ensures that

publications referred by originating organizations or IR-1 have
policy clearance before release for printing.

Assistant Secretary for Defense Programs (DP-1). Ensures that

publications referred by originating organtizations or IR-1 have
classification clearance before release for printing.

General Counsel (GC-1).

(1) When requested the Assistant General Counsel for Legal Counsel
will assure that the substance of a publication is in accor-
dance with all laws and regulations other than those spelled
out in subparagraph (2).

(2) The Assistant General Counsel for Patents assures that proposed
scientific, technical, and engineering publications have patent
clearance and that proposed publications referred by originating
organizations or IR-1 comply with laws and regulations
concerning patents, copyrights, trademarks, disclaimer notices,
and nondisclosure of proprietary data.

(3) Public communications publications when referred to GC-1 will
be reviewed as in subparagraphs (1) and (2).

Director of Procurement and Contracts Management (PR-1). Includes

Tanguage in procurement regulations which conforms to this order and
assures that provisions of contracts and other agreements which
result in reports, design, graphics, and publications produced and
distributed at DOE expense are consistent with such language.

Heads of Headquarters and Field Organizations, and Chairman FERC.

(1) Ensure that DOE and DOE contractor organizations comply with
the provisions of this order, and that appropriate language is
included in contracts which they negotiate and administer.

(2) Establish the need for, the content of, and the intended
audience of publications they propose originating.



DOE 1340.1
8-10-79
(3)
(4)
(5)
(6)
(7)
(8)
(9)
(10)
h.

II-3 (and 1I-4)

Ensure that their proposed public communications publications
and those of their contractors are submitted to IR-6 or its
delegate for review, and that required clearances (policy,
patent, classification, etc.) are obtained.

As appropriate, designate a publications' coordinator to
coordinate their publications activities and requests, includ-
ing provision of distribution information, e.g., number of
copies required, and mailing addresses.

Request publications support services, including graphics,
composition, printing, and distribution through appropriate
channels: Headquarters through the Office of Administrative
Services (AD-40); field through associated DOE contractors,
regional printing procurement offices {RPPQ's), and/or TIC.
Headquarters, in collaboration with the Office of Technical
Information {IR-14) and AD-40, may request specialized support
services such as editing and marketing from TIC.

Recommend to TIC changes, additions, and deletions to be made
in the standard distribution Tists (TID-4500 and M-3679) as
appropriate; ensure that the specified number of copies of
technical reports and public communications publications are
sent to the Technical Information Center, 9Nak Ridge, Tennessee,
for processing and distribution,

Coordinate with TIC the foreign language translation and
subsequent publication of scientific, technical, and
engineering information necessary to carry out DOE programs,
and deposit with TIC all foreign language publications received
through exchange programs.

Submit to IR-1 requests to originate or continue periodicals.
Submit to AD-1 requests to deviate from JCP regulations.

Field organization heads review and evaluate the programs in
public communications publications in collaboration with IR-6,

and scientific, technical, and engineering publications with
IR-14, and printing activities with AD-40.

Administrator, Energy Information Administration (EI-1). Estab-

1Tishes policies, procedures, standards, and guidelines for the
content, design, documentation, attribution, registry, inventory,
distribution, and dissemination of energy information collected,
processed or prepared by EI in accordance with provisions of law
and applicable regulations.
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coordinate, and develop the issuance of publications for the public;
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CHAPTER T1T
PUBLIC COMMUNICATIONS PUBLICATIONS

This chapter provides general instructions to manage,

to ensure that these publications describe and support Department
activities and policies; and to ensure that such publications are
entered in the publications registry and inventory at the DOE
Technical Information Center (TIC).

RESPONSIBILITIES AND AUTHORITIES.

a.

b.

Director of Public Affairs (IR-6).

(1)

(2)

(3)

(4)

Manages a comprehensive public communications publications
program that includes writing and editing original material;
reviewing proposed outlines, summaries and manuscripts;
ensuring required reviews; establishing and coordinating
distribution plans; approving requests for bulk secondary
distribution; and coordinating the inventory of such
publications with TIC.

Reviews requests for proposed pamphlets, booklets, periodicals,
bulletins, and similar public communications publications; and
ensures that publications referred by originating organiza-
tions have required clearances (e.g., policy, patent,
classifications, etc.) before release for publishing. This
authority may be delegated to field organizations at the
discretion of IR-6.

Establishes and chairs a Publication Review Board consisting
of not less than five members, each representing a different
DOE organization, to evaluate public communications publica-
tions policy and recommend adjustments and to act as an appeal
board for publication decisions that may affect future policy.

Represents the Department with other Government and
non-Government orgdanizations in matters concerning the content,
need, and distribution of DOE public communications
publications.

Heads of Headquarters and Field Organizations, and Chairman FERC.

(1)

Ensure that all proposed public communications publications
are submitted to IR-6 for review and approval before printing
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and distribution. This authority may be delegated to field
offices at the discretion of IR-6.

(2) Encourage the development and distribution of public
communications publications that reflect the efforts of
the Department.

(3) Ensure the accuracy of public communications publications
prepared under their program management and/or administrative
jurisdiction.

(4) Submit copies of all public communications publications to
TIC for registry and inventory control.

Director of Administrative Services (AD-40). Ensures that

all proposals for issuing public communications publications origi-
nated by Headquarters organizations have been submitted to IR-6
for review and approval before printing and distribution. Provides
support services needed for printing public communications publica-
tions originated by Headquarters organizations or resulting from
Headquarters-administered contracts.

3. GUIDELINES.

d.

A1l public communications publications of the Department or
Department contractors and grantees and their contractors or subcon-
tractors prepared and/or printed with DOE funds will be reviewed

by IR-6 or its delegate in accordance with the following guidelines:

(1) Content. Public communications publications will be clearly.
written for their intended audience. The technical accuracy

of the publication will be assured by a responsible reviewer
from appropriate program staffs. The review by IR-6 or its

delegate involves, but is not limited to. themes that:
(a) Are misleading to the public;

(b) Are self-aggrandizing;

(c) Support a commercial or political bias;

(d) Introduce controversial topics without proper balance;
and

(e) Depart from policies of the Administration, Congress, or
the Department without identifying such a departure.
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(2) Format. The publication must adhere to Joint Committee on
Printing regulations, particularly on the use of multicolor,
special paper stock, and unique trim sizes and die-cutting.

The publication proposal must be accompanied with justification
for the use of these items.

(3) Number of Copies, Distribution, and Registry. Publication
proposals must include a discrete and Jjustified initial distri-
bution plan, and anticipate secondary needs. Publications must
be registered and inventoried at the Technical Information
Center.

(4) Redundancy. Proposed publications will not repeat information
in existing DOE publications and will not add to the
proliferation of Government titles.

(5) Clearances. Proper clearances, such as legal, policy and
evaluation, classification, and patent must be obtained or
deemed unnecessary by a proper authority. The reviewer has
authority to overrule clearances deemed unnecessary and ensure
that such clearances be obtained."

(6) Initial/Reprint/Revision Requests. All proposals must be made
on a public communications publication proposal form (DOE Form
IR-2, see attachment III-1). The proposal form must be accom-
panied by a detailed outline or summary, or completed manu-
script, and distribution plan. Following initial review of the
proposal by IR-6 or its delegate, a second review may be
requested before printing to ensure that suggested revisions or
changes have been made.

Following approval by IR-6, or its delegate, the publication is
submitted for printing and primary distribution through appropriate
channels: Headquarters through AD-40; field through associated DOE
contractors, regional printing procurement offices (RPP0's), and/or
TIC.
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PUBLIC COMMUNICATIONS APPROVAL REQUEST

0Ot FORM (A-2 U.S. DEPARTMENT OF ENERAGY
oot ODER 1340 PUBLIC COMMUNICATIONS PUBLICATION APPROVAL REQUEST
- 1. TITLE OF PUBLICATION 2. DOCUMENT NO.
| 3 DATE (Of Thit Requent)

4. BRIEF DESCRIPTION OF PURPOSE AND CONTENTS

S. ORIGINATING OFFICE (Address -Room/Bulding)

6. PERSON TO CONTACT

7. TELEPHONE NO.

10. ESTIMATED LIFE OF

% X" ONE 3. NEW PUBLICATION SUPERSEDED
D NEW PUBLICATION PUBLICATION
O MAJOR REVISION 7. IDENTIFY TILES OF SIMILAR DOE PUBLICATIONS (Use 78, REMARKS. ¢ Nrcersaryl] 12 REPRINTING ANTICH
O MINOR REVISION PATED?
O REPRINT AS CORRECTED DYES ono
31 REPRINT WITHOUT CHANGE 13. DiISTRIBUTION OF OLD INVENTORY 14. ::‘UMBER OLD COPIES

0 STOCK OUTDATED—DO NOT DISTRIBUTE
15 ¢ Submiming Office Obeains Appro- 18, PRODUCTION REQUIREMENTS ESTIMATED PRINTING COSTS

e Reviews.“X~REVIEWS “X" APPLICABLE ITEMS
REQUIRED AND OBTAINED 0O MULTI-COLOR
O PROGRAM TECHNICAL REVIEW SOURCE OF FUNDS | NUMBER COPIES TO BE
O POLICY AND EVALUATION O RECOMMENDED FOR SALE PRINTED
3 OFFICE OF CLASSIFICATION
O OFFICE OF GENERAL COUNSEL O FREE DISTRIBUTICN DATE REQUIRED | TRIM SiZE

17. DISTRIBUTION PLAN /Prmary and Secondary} {Anach Separate Page. If Necessary)

18. REMARKS

19. NAME OF OFFICEDIVISION DIRECTOR (Type or Pring)

20. SIGNATURE OF OFFICEDIVISION DIRECTOR

N 1. OPA Filo 2. Roviewar's 3. HQ-AD-36 or 3. Oniginating 5. 11C
COPY TO: Copy opy Field Printing Officar co Registry
DATE RECEIVED FOA OPA USE ONLY
COMMENTS
O APPROVED FOR PRINTING 0O NOT APPROVED FOR PRINTING
NAME OF REVIEWER (Type or Prim) SIGNATURE OF REVIEWER

-1
-6)
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SCIENTIFIC, TECHNICAL, AND ENGINEERING PUBLICATIONS
1. GENERAL. Information developed as the result of DOE-funded research,

2.

development, and demonstration programs shall be reported promptly and
fully to TIC whether released or not released to others; including
reimbursable work done for others at DOE facilities. TIC will develop
detailed bibliographic records and abstracts of the information for
input into DOE's computerized energy-related technical information
files. As classification, patent, proprietary data, and other legal and
policy considerations permit, the scientific and technical information
collected, cataloged, and stored at TIC will be announced and made
available, through approved channels, to the scientific, technical,
engineering and industrial communities, and to the public.

RESPONSIBILITIES AND AUTHORITIES.

a. Director of Technical Information (IR-14).

(1) Through the DOE Technical Information Center, plans, develops,
and administers programs and systems for acquiring (worldwide),
publishing, processing, storing, retrieving, announcing, and
distributing technical information in support of DOE programs
and activities; maintains a central energy-related technical
information Energy Data Base (EDB) and publishes DOE abstract
journals.

(2) Develops and maintains a system to ensure that DOE receives
adequate and acceptable scientific, technical, and engineering
publications from each task of each procurement action for
research, development, and demonstration work being performed
with DOE funds.,

(3) Establishes or approves formats for numbering and other
identification schemes to identify scientific, engineering,
and technical publications so that they are compatible with
commercial and international reference systems.

(4) Ensures that scientific and technical publications have
appropriate clearances including patent clearance via onsite
patent counsel or the Assistant General Counsel for Patents
prior to being processed, announced in DOE abstract journals,
or made available to the public.
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Maintains and, in consultation with the program units

.concerned, defines subject categories for and approves changes,

additions, and deletions to the DOE standard distribution lists
(reports TID-4500 and M-3679) for primary distribution of
scientific, technical, and engineering publications to autho-
rized recipients; develops or approves other procedures for
distributing scientific, technical, and engineering publica-

- tions (e.g., in the form of microfiche) as required; and

coordinates the public availability of DOE-approved scientific,
technical, and engineering publications with the National
Technical Information Service (NTIS).

Develops and provides specialized technical information
services and products (e.g., online literature searches,
professional textbook and technology transfer publications,
bibliographies, indexes, etc.) to meet DOE programmatic and
project needs. All public communications publications must be
reviewed by IR-6 (see chapter III).

Coordinates the acquisition and distribution of scientific,
technical, and engineering data bases, access to, and dissemi-
nation services from DOE RECON.

Coordinates requests and arranges for direct access by DOE
offices and contractors to both classified and unclassified
information and distribution services of the Defense
Documentation Center and the National Aeronautics and Space
Administration.

Director of Administrative Services (AD-40).

(1)

(2)

(3)

Provides support services needed for printing scientific,
technical, and engineering publications originated by
Headquarters organizations or resulting from Headquarters-
administered contracts,

Ensures that the specified number of copies of such
publications are sent to TIC for processing and distribution.

Approves requests for initial printing or reproduction of
scientific, technical, and engineering publications originated
by Headquarters organizations. When the quantities requested
exceed the totals prescribed by the standard distribution lists
(TID-4500) by 100 copies, the document will be considered a
public communications publication (see chapter III).



DOE 1340.1
8-10-79

Iv-3

c. Heads of Headquarters and Field Organizations, and Chairman FERC.

(1)

(2)

(3)

(4)

(5)

(6)

(7)

(8)

Ensure that performing organizations under their program
management and/or administrative jurisdiction comply with the
provisions of this order, other directives and applicable laws
and regulations regarding the preparation, review, printing,
and distribution of scientific, technical, and engineering
publications.

Ensure that the minimum DOE scientific, technical and
engineering reporting requirements are called for in each
research, development, and demonstration procurement action or
task agreement and others prepared under the action or task
are deposited at TIC (see attachment IV-3).

Encourage the preparation of documents which brings new or
better information, theories, or advances to the appropriate
audiences as quickly and concisely as possible.

Ensure the accuracy, credibility, compatibility, and timeli-
ness of scientific, technical, and engineering publications
prepared by performing organizations under their program
management and/or administrative jurisdiction.

Determine announcement and distribution limitations to be
placed on scientific, technical, and engineering publications,
and inform TIC of such determination. Ensure that the speci-
fied number of copies are sent to TIC for processing and
distribution.

Recommend changes, additions, and deletions to be made in the
standard distribution lists (reports TIN-4500 and M-3679),
and provide and approve special distribution practices when
required. Notify TIC promptly when performing organizations
are to be added or deleted from standard distribution because
of contractual action.

Coordinate with TIC the foreign language translation and sub-
sequent publication of scientific, technical, and engineering
information necessary to carry out DOE programs, and deposit
with TIC all foreign language publications received through
exchange programs.

In collaboration with the funding program unit, approve
requests for initial printing or reproduction of scientific,
technical, and engineering publications prepared under
non-Headquarters contracts. When quantities requested exceed
the total prescribed by the standard distribution lists
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(TID-4500) by 100 copies, the document will be considered a
public communications publication.

3. GUIDELINES. Procedural requirements applicable to all scientific,
technical, and engineering publications produced with DOE funds or at DOE
facilities.

a.

b.

Ce.

e.

f.

A1l scientific, technical, and engineering publications shall be sent
to TIC including a properly prepared Form DOE-426, "DOE and Major
Contractor Recommendations for Disposition of Scientific and
Technical Document,” or Form DOE-427, “"University-Type Contractor
and Grantee Recommendations for Disposition of Scientific and
Technical Document," (attachments IV-1 and IV-2). Conference papers
shall be sent to TIC in advance of meetings when feasible. Open
literature articles shall be sent to TIC as reprints. When the
publication cannot be reproduced or sufficient copies obtained, a
legible reproducible master shall be sent to TIC for processing, as
appropriate.

Scientific, technical, and engineering publications to be distributed
outside the originating organization shall be sent to TIC. (In this
context, transmittal of a scientific, technical, or engineering
publication to the sponsoring DOE Headquarters organization, to the
DOE office administering the contract, or to the performing organi-
zation's subcontractors or consultants working on the project is
considered to be internal distribution.)

Classified documents as defined in the category definition of
M~3679, "Standard Distribution for Classified Scientific and

. Technical Reports," generated by DOE offices or contractors are to

be made available to TIC for processing and controlled distribution.

Information developed in research, development, and demonstration
work supported by DOE is to be reported promptly and fully, and
Headquarters organizations shall ensure that at least the minimum
reporting requirements outlined in DOE Form 537, (attachment IV-3),
are forwarded to TIC for each research, development, and demonstra-
tion task supported under their program management and/or
administrative jurisdiction.

Two copies of engineering drawings identified on DOE Form 537
or considered by the originator to have potential value to others
shall be forwarded to TIC in aperture card form.

Scientific, technical, and engineering publications not previously
sent to TIC under the provisions of subparagraphs a, b, or c shall
be sent if specifically requested by TIC.
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DOE_AND MAJOR CONTRACTOR RECOMMENDATIONS FOR DISPOSITION
OF SCIENTIFIC AND TECHNICAL DOCUMENTS

DQE Form IR-426 U.S. DEPARTMENT OF ENERGY

{1779)
DOE AND MAJOR CONTRACTOR RECOMMENDATIONS FOR
DISPOSITION OF SCIENTIFIC AND TECHNICAL DOCUMENT

See Instructions on Reverse Side

1. DOE Report No, |'2 Contract No. 3. Subject Category No.

4. Title

5. Type of Document {“x” one)
D-l'. Scisntific and technical report
O b. Conterence paper: Titls of eonference

Date of conferancs

Exact locstion of conference Sponsoring organizstion

[ c. Other (Specify Thasis, Transiations, ste}

6. Copies Transmitted (“x" ons or more)
O o Copies being transmitted for standard distribution by DOE-TIC.
I b. Copiss being transmitted for specisl distribution per sttached complste sddress list.
3 ¢ Two complataly tegible, reproducible copiss baing transmitted to DOE-TIC.
D3 d. Twaenty-seven copies being transmitted to DOE-TIC for TIC processing and NTIS sales.

1. Racommsnded Distribution {*x" one)
D a. Normal handling (attar patent clearance): no restraints on distribution except as may bo required by the security classification,
Make available only [Jb. to U.S. Government agenciss and their contrsctars.  [J ¢ within DOE and to DOE contractors.
Od. within DOE. Do, o thoss listed in item 13 betow.
D 1. Other Specify)

6. Recommended Announcement (“x* ane}
D 2. Normal procsdure may.be followsd. O b. Recommand the following snnouncemsnt limitations;

8. Reason for Restrictions Recommended in 7 or 8 abovs. '
O . Prsliminary information. [Jb. Prepared primarily for internal use. 3 ¢ Othar (Explsin}

10, Patant Clearance

Does this information product discioss any new squipment, process or materisl? O Yes 0 Ne
Has an invention disclosurs besn submittad to DOE cowering sny sspact of this information product? i to, identify the DOE (or other)
disclosurs number and to whom the disclosurs was submistsd. 0 Yes 0O No

Ars there any patent relsted abjections to the relsase of this information preduct? If so, state thess cbjections.

(*x" one} [ s. DOE patent clearance has been granted by responsibls DOE patent group.
3 b. Document has been sent 1o rasponsible DO E petent group for clasrance.

11, Nationsl Security Information (For classified document only; “x™ ane)
Document [Ja. doss D b. dossnot  contsin nstionsl security information other than restricted data.

12. Copy Reproduction and Distribution
Total number of copiss esproduced —_______ Number of copies distributed cutside criginating orgenizsticn.

13. Additional Information or Remarks (Continue on saparats shant, if necessary)

4. Submitted by (Nsme and Position] [Plaass print or type)

Organization

Signature Date
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INSTRUCTIONS

Who ome this form: Al DOE matmctors excapt those mpecifl.
cally tnstructed by their DOE contract administrators to um Uw
thonter Form DOE427.

When te wm: Submit one copy of this ferm with sach document
that § ot to the DOE Tochnics! Informatics Cester (TIC) b
sceordance with the requirecsnts of DOE Order 1340.

Whare to mad: Forwa:d ths form and the Socument(s) to:

USDOE-TIC
P.0. Box 62
Osk Ridge. TN 37030

e tastructions:
e 1. The DOE report number will be constructed us follows:

ftem 3,
Item 3.

Htam 4.

ftem §.

ham 6.

{(v) Major DOE lsbarstories snd coatrscton that have
been wusigned TIC-approved codes will um theis
wpprowd system, 6. BNL, BMI, PNL Sequennal
numbm Mll be assipned to exch report by the

th Yy or

m Comruciers mx do not haw TICepprowd
Keatifying codes will craste their unique cumbens by
(1) identifying the report with cods DOE, (2) selecting
the besic sewen charscters (two alphabetic and five
oumeric) for the applicable contract aumbes, and (3)
adding ssquential sumbers for sach report generated
under the contract. Slash marks and hyphens dhould be
applisd a3 shown [n the examples delow,

Raports Issued in more than ons binding or relssued 1
revizions or later editions will be idectified by sdding
the edditond suffixes 1o the basic sumber, ¢4.. Rev.,
Revisicn; Vol, Valume; M., Part; Add., Addendum;
E4., Editien.

Examples
Msjor ab and with spproved codes
BNL-1874
[~ without spproved codet
For Cantrect DE-ACOL-78ETD1 434 M002
DOE/ET/01834-)
DOE/ET/01834-2

DOE/ET/01834-2 Rav. |
(The modification number, f any, normally shown &3
34002, ote., following the Basic fve-Sight cumber, & not
used in the report aumber.)
Seifexplanstory.
lasert the approprists subject category from TID-4300
(*Standard Dutribution for Unclasified Scientific and
Techaical Reporu™) oz M-3679 (“Susndard Distributicn
for Clamified Scientific and Technical Reports™) for
both classifted end uaclusified documents, whethes or
nol printad fos standard dustridutica.

Give title exagtly 33 0o ths document iself ualens title
is chasified. Lo that case, omit title and state “classified
title™ in the tpace for ltemn 4.

Ssifexplsnatory.

c ummm m:m«ﬁmmm
b M-3679 o
musoo vﬂ be ronmdcd to TIC for distribution.

ftem 7.

Item 8.

fum 9,

ftem 10.

tem §

frem 13.
Item 13.
f1am §4.

DOE 1340.1
8-10-79

5. 17box & b chacked, » complete sddrens lin mun be
provided TIC.

€. 1fbox ¢ i checked, st beast one copy will be origing
ribbon or offmt and be complstely legible. A cleas
catben copy {3 acceptable &5 3 mcond reproductble
copy.

d 1f box o U chacked, 37 copiss will be forwarded to
TC, 2 will be rvtained (o1 processing ead 25 will be
st to NTIS fot public svailabiity.

1 box ets checked for an unclanifisd document, it may
be distributed by TIC (sfter patent dsarancs) to
sddremsees listed In TID-4500 for the sppropriste subject
wmry.w libraries in the US. snd sbrosd which

ham of microfiche malntala colectioas of
DOE npom. md 1o the Netioasl Technical Informa-
tien Service for sale to the public.

Uf box ¢ ba checked for » classified document, it may be
distributed by TIC to sddremces listed tn M-3679 (os
the spproprists subject cstagory.

If » box other than ¢ is checked, the recommended
limitation will be followed unlem TIC receives other
{astructicns from the mspontible DOE program divic
tion.

Box / msy be checked o order to specify tpecial
{nstructions, such a3 “Maks available only ss specifically
spproved by the program divigian ™

A dores e I 4 o d
bytlutumtbum nmhtohdnundocmul ll'
box ¢ In ltem 7 is checksd for an 1
documem.ll will normally be Listed in the waaldy
of Unbimited Distefb Rep byTIC"

(TID-MM) and may be sb d tn Enerpy R
Absrecni (ERA).
A clantified d or & unciadfied & for

which box . ¢, d. ¢, or fia ltem 7 Is chacked, may be
clted with sppropriate subject index tenms In Absrects
of Limnred Dutridution Reporrs (ALDR).

b. If the aormal dures described in
[ H] are w oppropdm chack 85 and tndicaie recom-

Selfexplaratery.

1t is sssumed that there Is eo objection to publication
frem the sandpoinl of (he originating orpanization’s
patent interent. Otherwase explain in item 3.

. Uf box & b checked, the document cannot be made

svailable 10 Acceus Permit holdans (Code of Federa!
Regulations, 10 CFR, Part 28, subpan 25.6);4f box b &
checked. TIC will determine whether or not to make it
avallable to them.

Setfexplanatory.
Salfexplasstary.

Entsr aame of person to whom inquines concaming the

reecommendations en this fors may be eddressed.
By €.P.0. 1I0edntt 100/
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UNIVERSITY-TYPE CONTRACTOR AND GRANTEE
RECOMMENDATTONS FOR DISPOSTTION OF
SCIENTIFIC AND TECHNICAL DOCUMENTS

DOE Fortn 1R-427 U.S. DEPARTMENT OF ENERGY

(1124 H]
UNIVERSITY-TYPE CONTRACTOR AND GRANTEE RECOMMENDATIONS
FOR DISPOSITION OF SCIENTIFIC AND TECHNICAL DOCUMENT

Soe Instructions on Rewrsa Side

1. DOE Report No. 3 Title

2 Contract No.

4. Typs of Decument (“X* one)
[la. Sciantific and technicat report
[CIb. Conference paper:
Titte of contersnce

Date of conference

Exsct location of confsrsnce

Sponsoring organization
. Other (Spacity Thesis, Transistions, ete.)

5. Recommended Annsuncement and Disibution  (~X" one)
[)a. DOE’s normal snrouncement and distribution procsdures may be followed.
[b. Mske svailable only within DOE and to DOE contractorn and other U.S. Governmant agencies and their contractors.

6. Resson for Recommended Restrictions

7. Patent Informatign
Does this information product discloss sny new squipment, process or materiai? [JYss [No

Has an invention ditclosure besa submitted to DDE covering sny aspact of this infermation product? it so, identify the DOE (or other) disclosure
numbsr end to whom the disclosurs wes submitted. [JYes [No

Are there any patant redated cbijscticns to the relesss of this informatian praduct? If so, stats thess abjections.

& Submitted by "Nams and Position (Pleasa print of type)
Organizetion
Signature Date
FOR DOE USE ONLY
8. Patant Clssrance (“x” ons)

Cls. DOE pstent clasrsnce has bean grantsd by rasponsible DOE patant group.
[3b. Asport has been sant to responsible DOE patsnt group for clearancs.
D Patant clesrancs not required.
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INSTRUCTIONS

Who uses this form: DOE contract administrators will designate
the DOE contractors and grantees who are to use this form.
Genenlly speaking, it will be used by educaticnal institutions and
other “not for profit” institutions. DOE nationa! Isboratories and
other major contractors will generally use the longer Form
DOE426. ]

When to use: DOE contractors are required under theis contracts
to tranemit specificd types of documents to the DOE. Some, but
not all, of these are transmitted by DOE contract administrators
to the DOE Technical Information Center (TIC) and may be
fncorporated into the DOE technical information documentation
system. Types of documents that will be transmitted to TIC are
identified in instructions that the contractor receives from his
contract sdministrator. Each such document is to be accom.
panied by one copy of this tramamittal form recommending to
TIC sppropriste announcement and distribution of the docu-
ment. Documents which the contractor may be required to
submit to the DOE under his contract but which are not of the
type to be transmitted to TIC, e.g., contract proposals, should
not be sccampanied by a copy of this transmittal form.

Where to send: Sond the document and the attached Form
DOE427 to the DOE contract administrator for transmitta) to
TIC unlsss the DOE contract administrator specifies otherwise.

Item instructions:

Kem 1. The DOE report number will be constructed as follows
and will consist of s prefix and & suffix. The prefix will
contist of code DOE and seven chancters for the
applicable contract number (two alphabetic and flve
numeric). The suffix is s sequential number assigned by
the contractor penerating the report. Slashet and hy-
phens will be used as shown in the examples in the next
column.

- Reperts imued in more than one binding or refssued as
revitions or later editions will be identified by adding
the sdditional suffixes to the basic number: e.g., Rev.,
:::Non; Vol., Volume; Pt., Part; Add., Addendum; Ed.,

tion.

Item 2.
ftem 3.
ftem 4.

Item S.

Item 6.
Jtem 7.

ftem 8.

Jtem 9.

Examples

If the contract number is DE-ACO1-78ET01834.M00:.
the reports generated will be numbered:

DOE/ET/01834-1

DOE/ET/01834.2

DOE/ET/01834-2 Rev. |
(The modification number, if any, normally thown a:
M002, etc., following the basic five-digit number, is not
used in the report number.)

Self-explanatory.
Give title exactly as on the document jtsell.
Self-explanatory.

The “normal snnouncement and distribution proce-
dures” for unclsssified documents may include abstract-
ing in Energy Research Abstracts (ERA) and distribu-
tion to sppropriate TID-4500 (“Standard Distribution
of Unclassified Scientific and Technical Reports™) ad-
dressees, to librasies that through purchase of microfiche
maintain collections of DOE reports, and to the Na-
tional Technical Information Service (NTIS) for sale to
the public. Check 5b if there is need for limiting
announcement and distribution procedures described
sbove.

Self-explanatory.
Selfexplanatory.

Enter name of person to whom inquiries concemning the
recommendations on this form may be addressed.

DOE contract administeator o7 patent group represents-
tive should check @, b, or ¢, and forward this form and
document to:

USDOE-TIC
P.0. Box 62
Oak Ridge, TN 37830

BU.$. G.P.O. 1070=201°330/82¢
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DOE MINTMUM REPORTING REQUIREMENTS
REPORTING REQUIREMENTS CHECKLIST

U.S. DEPARTMENT OF ENERGY
REPORTING REQUIREMENTS CHECKLIST
DOE Form CR-S13? Is“ P . R FORM APPROVED
@1 Instructions on Reverse) OMB NO. 38RO

1. IDENTIFICATION 2. OBLIGATION INSTRUMENT:

3. REPORTING REQUIREMENTS

A. PROJECT MANAGEMENT Frequency B. TECHNICAL INFORMATION REPORTING Frequency
1. D Management Plan 1. © Notice of Energy RD&D Project (SSIE) 0, Y
2. OO Milestone Schedule & Status Report 2. B Technical Progress Report Y
3. O Cost Plan 3. D Topical Report
4. O Manpower Plan 4. B Final Technical Report F

6. O Contract Management Summary Report
8. O Project Swatus Report

7. O Cost Management Report

8. O Manpower Management Report

9. D Conference Record
10. O Hot Line Report .

C. PMS/MINI-PMS
1. Cost Performance Report
D Format 1 W8S
3 Format 2 Functional
D Format3 Baseline
O Format 5 Problem Analysis
2. 0 Cost/Schedule Status Report

3. O Management Control System
Description

4. ) Summary System Description
5. O wes Dictionsry

FREQUENCY CODES: A -~ As Required Q -~ Quarterly
C - Contract Change S — Semi-Annually
F — Final (End ot Contract) X — Mandatory for Delivery with Proposals /Bid
M — Monthly -~ Y — Yearly or Upon Contract Renewal

O_— One Time (Soon After Contract Award)
4, SPECIAL INSTRUCTIONS '

When Appropriate

The contractor is expected to publish the results of this work in professional ‘
journals. Appropriate reviews must be made. A credit line, similar to the
following must appear with the publication: "Work supported by the U.S. Department

of Energy, Assistant Secretary for , Office of
under contract (grant) No. .7 A reprint copy must be sent to TIC.

5, ATTACHED HEREWITH:

DO Report Distribution List (]
O wBS/Reporting Category [®]

6. PREPARED BY (Signature and date): 7. REVIEWED BY (Signature and date):
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REPORTING REQUIREMENTS CHECKLIST

PURPCEE

A dwckiinn 10 identily 8nd communicate additiona)
resorting requirements which sre nO1 Otherwise wt
forth in the Genersl Purposs clauses of DOE contracts
and sgiesenents. [t will be included a3 part of the con.
!.r:‘: Of agreement. This 'wn will be compteted for

snd caan bt
modified &3 od in Snw o sdapt
10 8 ipeaific situstion.

INSTRUCTIONS

frem 1 - Emer the title a3 indicatwd in the Pman
munt Request, i gency Ager or Initi
memotandum. .

frem 2 - Enm the ncmslum:anw of the Pro-
the -

date of the mcmwmdum. md nnm:\ numbet
stter sward.

Herr: 3 = Check sDaces 10 ind:Cale Blans and 1eports
cequired. For each repofnting requuement cheched,
indicate frequency of delivery in column prowvded
using one of the frequency coces shown.

AN Msnagerment Pun - The contracier’s plan 10
manage the atfars dascrided in the rtstement of
work or umilar document. It will contain man-
sgemer: meinodologies, ¢ontrol sysiem, and
proceswses he will use. Inchudes maesiones ans
Other planrung schedules, Grganilalonal ment.
fieatron and deriptions, snd 1pecial anc cr:t.
nl plans. such s tert pleny, Plans tor handlang

of Government Gwned property. Work bresk.
Gown stritures, hey perionne! igentificatic .,
0o fer - 1owerc
objectives may be m:wtd.

3.A2 Minstone smoduh and Status Repert = The

te for all work

bmmowv. structure iterms, line tems, o1 de-
¢ in the cont Updated

dically {usuatly v} mlh et

rogress toward completion, and percent com-
etstcn of each line item and of the 1018l con-
tract.

3.A.3Cost Pian - A baieling plan for incwring cons
" N 3 CORIFSCT OF S310EMENt 10 Medsuie PrOgrass

in terms of cox; update snd fosecast tuntract
fund requirements: plsn funding changes. and
Goevslop tund requuements and budge: et
mates

A4 Msnpower Plan = A Daseline pUn 10 auocm
manpower 10 €35h 1EPArting Category deottied
n the contract os sgresment.

3.A.5Contract Menegement Summary Report — A
ungle-page graphic presentaticn of ntegrated
€Of1, Major Mulestones, ond manpower 1or (ap:d
wius! snalvsis snd trend forscasting

3A.6Project Stz Rtm A petiodic report 10
an assens
aent of nonu¢| mun o explain varizncer
g problems, snd 10 distuss sny othar eress of
concern of schigverments

3.A.7 Cost Mansgement Report — A petwogic repon
of the qtatus of cons compered to the Con
Pun. Dala r3 vsed 10 feport actusl snd o
jocisd acorued comts; exatusiy performance
ogainst plan; identify sctusl end potential prob-
lom sreai; construct cott experiencs tor projects
md budgc;mo mom:opﬂ.lo werily the resscn

[

3.A.8 Menpower Mansgement Rsport — A periodic
mport of the status of actusl gnd projecied
di sgainst the My
Plen. Deta it wwed 10 eahate performince
aguinst pien; idemity sctusl end potentisl prod-
forn oress; end 10 CONSICLCT MONPOWEr EXPELi-
ance for projections and planning stfors.

usanhm Record - Documwntation of the

s g of 1 dm
sons, ! di i quired sc-
tions mumng lvom sny mmo with DOE
SoremnIatives.

JA.10 Mot Lime Report — A terdcopy repont by
the fantest meens aweilsble, (TWX, stc) docu
ing eritical o situs:

tions, sad ughs.

3.8.1 Notice of Energy RAD Project — A loseatied.
TwO-DIge (PO 10 Drowde cnformation on un-
dssities DOE RAD projects for disserning:
tion to the stisntilic, 1echnical, and induntrial
mmumm and o e Bublic. Mw provices

i 10 the § itic In-
formation Eachange.
3.B.2 Technical Progress Rwon A |cmul £ruc:
tuted i report,

to communicate poject iesults for dummna-
tion 1o Governmant dgencies, the sCientific,
technical and industria! communities snd the
oublic

3.8.3 Topics! Report = A (petas) technical repent
Preparea when o preject has reached § ooint 21
which 3 major milestone or 8 significant phase
has been completed, when unexpected resuhi
have been achieved, when it is logual to sum:
marize resulls 2Chisved, OF when 8 New §Cienti
tic o1 technotogicd' (inding is desmed 10 wa' .
et prompt publiation

3.8.4 Fina! Technical Repcrt - Technica! Progress
Repor\ reparting final eesuits of BOE supported
RO&D and scientitic progects.

AL PMSMIiniPMS
1) Cost Performance Report (PMS Aplicstion)

Formyt 1 = Reports current period end cumy
Is11ve budae?, JCLADI COMI INT B3rNEC value date
By work Breahdown structure elements, (genti-
fies cost gnd sehedule vatnces 80d Drovides
coniractor's e1Limate 10 COMPIrte COMPATiID™
10 butgens
Form:: 2 « Reports currant period and cur -
nive budger, unul o, md nund v W
dats by
Format 3 homm periodic updating 10 the
pe! Dasel s,
Incorporates suthosized contract change: anc
intern2  re-planning nto the performance
mesturement baieling.
Format 5 = Prowdes s naristive analysis of con-
LaCt vErignee

2)  Cost-Schedule Report (Mmi-PMS Applization '~
Pariodic, usudliy monthly, report of cumulative
tudget. actusl costs and earned value by um-
mary work breskdown structure elements. tden-
tifies €Ot and ichedule varances nd provedes
£oNNracto ‘s sitimate 10 compiete COMPIrisony
10 budpets

Y Syirem Daxcrptior (PMS Applicstion) = Con-
teactor’s descrprion of the management control
sytiem 1o be vsed in performing contract work.
Must address all elements of the PMScritena.

&) - Summary symm Dnzrwmn (Miri-PMS Apol-
aton) —
of the muuwmm mnuol wncm 10 be uod
n pcﬁounmg contract work,

1] WOS Derl:awy - Lists sm definey work

. For more devpited instruc

tions see PMS Manus!.
Frequency Codes = Each code must heve sn identi-
ted tme period e, As Asquited — S doys atuer
ovent occurrence). These tume periods 8r¢ suggested
in the sol and negotisted 5t owprd.

teemd - tdenlih; ony 1pecis! reporting requirements
not indxated in ltem 3 gnd/or qualifiers (0 those
We 3¢ S sheets 83 v.}

item § = Check spproptiste blocks.

Report Distribution Lint — A compredensive
intormative lateng of reporis by frequency of
admegion, sdd:esses and number of copies for
Sch sddrerre

Reporting Caregories (leve! of dewil) - An
identification by WBS level of 123k elemems tor
which teporting will be required by DOE.

ftom § = Signature of Perian Of PetIONs Prepdring 1he
checkiist and 1he date prepered. Peeperation is by pet-
wn o peisong reponsible for prepasation of Procure:
manl Reguest or Statement of Work.

fmm 2 = Sigrature of 1he PeTIan reviewing the chech.

Kot and dete ceviewedt

DOE 1340.1
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1.

CHAPTER V
DESIGN

GENERAL. Design and graphics services shall effectively support

publication activities. This chapter covers the guidelines and
procedures for planning, designing, producing, and/or obtaining graphic
and/or design services for DOE publications. Inclusive in design and
graphic services are illustration, desiyn, drafting, photography,
mapping, and/or any other type of communication art product used or
produced in part or in total for inclusion in a publication. Printed
media includes all publications, brochures, posters, maps, flyers,
reports, and/or any type of publication printed with Government funds.

RESPONSIBILITIES AND AUTHORITIES.

a. Assistant Secretary for Intergovernmental and Institutional
Relations (IR-1).

(1) Approves design and graphics for public communications
publications and scientific, technical, and engineering publi-
cations to assure that they are consistent with this order.

(2) Concurs on DOE-wide design and graphic guidelines produced
by AD-40 prior to release.

b. Director of Administrative Services (AD-40).

(1) Develops policies, procedures, standards, and guidelines
for DOE-wide design and graphic services.

(2) Plans, develops, and coordinates design and graphics products
to support Headquarters and field organizations; operates
Headquarters facilities, e.q., photography, design and graphics
mapping and drafting, and computer graphics.

(3) Represents DOE with the National Endowment for the Arts,
Federal Design Improvement Program, on design and related
matters, including submission of required reports.

(4) Represents DOE with the General Services Administration on
establishment and coordination of graphic and photographic
basic ordering agreements, including consolidation and
submission of required reports.

(5) Represents DOE with the U.S. Geological Survey (USGS) for
coordination and production of DOE cartographic requirements;
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submits periodic reports on DOE basic mapping activities to
USGS in accordance with OMB Circular A-16; and requests USGS
service, concurrence, or guidance for Headquarters major
mapping programs.

Develops symbols, design devices, and/or logos produced as
identifiers for DOE publications, develops guidelines for new
symbols to assure consistency with the DOE-wide design program.

Reviews periodically the efficiency and effectiveness of
selected publication projects produced or initiated by DOE and
its contractors to-ensure a consistent and quality visual image
for DOE and adherence to policy and guidelines established in
this chapter.

Heads of Headquarters Organizations, and Chairman FERC.

(1)

(2)

Submit proposed Headquarters-originated design and graphics
projects to AD-40 for processing.

Ensure, to the extent possible, that requests for services
allow adequate leadtime for quality results at minimum cost.

Heads of Field Organizations.

(1)

(2)

(3)

Produce or procure design and graphics services to meet their
programmatic requirements in compliance with standards set
forth in this order and guidelines for design and graphics
issued by AD-40.

Use Federal Supply Schedule, Basis 1G 733, part [II, section

C, No. 7333 (Visual Arts, Graphics, and Associated Services),
when in-house capabilities cannot satisfy requirements or other
appropriate Federal Supply Schedules.

Coordinate mapping requirements with the appropriate USGS
regional mapping centers and AD-40,

3. STANDARDS AND GUIDELINES. Usége of the DOE seal must be in accordance
with DOE 1000.2. No revision or changes to the DOE seal are authorized
unless approved by the Director, Office of the Secretary.
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CHAPTER VI
PRINTING AND RELATED ACTIVITIES
1. GENERAL. This chapter provides general guidance and instructions for

2.

complying with Title 44, U.S.C., "Public Printing and Documents", and’

the "Government Printing and Binding Regulations" in the production and
procurement of printing and duplicating services at DOE expense. It
also includes guidance for the acquisition of word processing/text
editing, composition, copying, duplicating, and printing equipment.

RESPONSIBILITIES AND AUTHORITIES.

a. The Director, Office of Administrative Services (AD-40).

(1) Develops DOE-wide policies, procedures, standards, and
guidelines for the acquisition of word processing/text editing,
composition, copying, duplicating, and printing equipment and
for the production and procurement of these services.

(2) Provides staff advice and assistance on a DOE-wide basis
regarding the interpretation and applicability of policies,
procedures, standards, and guidelines for word processing/
text editing, composition, copying, duplicating, and printing
services.

(3) Approves, or processes for Joint Committee on Printing (JCP)
approval, requests relating to:

(a) Establishment or disestablishment of printing and
duplicating plants.

(b) Acquisition, transfers, or disposal of composition,
printing, duplicating, binding, and auxiliary equipment
(JCP column 1 and 2 equipment).

(c) Deviations from JCP restrictions.

(4) Represents DOE with the JCP and the Government Printing Office
(GPO) on printing and related activities, including review and
submission of reports required of DOE.

(5} Represents DOE with the General Services Administration (GSA)
on word processing activities.

(6) Reviews and processes requests to print periodicals in
coordination with IR-1.
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(7) Provides graphics, composition, duplicating, and printing
services to support Headquarters organizations.

(8) Provides staff advice and assistance regarding distribution
" patterns for Headquarters printing, maintains or acquires all
major distribution 1ists utilized by Headquarters, and assures
that copies of unclassified DOE publications printed at
Headquarters are forwarded to the TIC, Library of Congress, and
depository libraries through the facilities of the GPO.

(9) Maintains selected information on all Headquarters word
processing/text editing and copying equipment.

Director of Procurement and Contracts Management (PR-1). Ensures

that all contracts issued comply with the provisions of this
order governing the acquisition and/or production of printing,
duplicating, word processing services, and equipment at DOE expense.

Director of Organization and Management Systems (AD-20).

Determines requirements for DOE forms and furnishes requisitions,
copy, specifications, and distribution patterns to AD-4C for
processing.

Heads of Headquarters Organizations, and Chairman, FERC.

(1) Ensure that all Headquarters-originated graphics, duplicating,
and printing requirements are submitted to AD-40 for processing
in accordance with the provisions of this order.

(2) Submit requests to AD-40 for the acquisition of word
processing/text editing systems with supporting work
load justification.

Heads of Field Organizations.

(1) Ensure that organizations and contractors under their
Jurisdiction comply with this order and that they are provided
copies of the Government Printing and Binding Regulations,
Office of Management and Budget Circular Letters, Federal
Property Management Regulations (FPMR), GP0O Circular
Letters, etc.

(2) Procure or provide composition, duplicating, copying, printing,
and related services in-house or through GPQ regional printing
procurement offices to meet program requirements. Printing may
be performed in a DOE-authorized printing plant in accordance
with JCP guidance and regulations. Attachment VI-1 contains
names and the locations of all DOE-authorized printing plants.
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3.

(3) Establish procedures and conduct periodic reviews to assure
compliance with the provisions of this order.

(4) Submit requests to AD-40 for:

(a) Establishment or disestablishment of printing and
duplicating plants.

(b) Acquisition, transfer, or disposal of composition,
printing, duplicating, binding, and auxiliary equipment
as defined in the JCP regulations. This includes word
processing/text editing systems which are coupled with
photocomposition devices.

(c) Deviations from the JCP restrictions.
(d) Strike-on composition equipment regardless of cost.

(5) Designate a DOE or DOE contractor official to determine and
certify, prior to printing individual jobs, that the use of:

(a) More than one color of ink fulfills a specific functional
need.

(b) Illustrations are functional and related entirely to
the transaction of the public business.

(6) Manage the acquisition of word processing/text editing
equipment to assure compliance with the provision of this
order,

COPYRIGHT RESTRICTIONS.

d.

Under the Copyright Laws (Title 17, U.S.C.) copyright owners are ,
given certain exclusive rights in their works. Among these are the
rights of reproduction. Infringement takes place when this right is
violated by reproducing the work in whole or any substantial part.
Certain reproductions may be excepted from liability by the section
of the law dealing with “fair use." Reproduction for purposes of
scholarship or research may come under this statutory protection,
especially if the use is nonprofit or noncommercial in nature. Any
question concerning the reproduction of copyrighted material should
be referred to patent counsel.

To assist in prevention of copyright infringement by the Government
or its employees, contractors, and others, a notice as set forth
below should be posted in a prominent place on reproduction
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equipment in the possession and control of DOE and its
contractors:

NOTICE TO COPYING MACHINE USERS

This machine is to be used solely for making copies

of materials for official purposes only. Reproduction
at Government expense of materials for personal use is
prohibited.

NOTICE: The U.S. Copyright Law (Title 17, U.S.C.)
governs the making of photocopies of copy-
righted material. The person using this
equipment is liable for any infringement.
Any questions concerning the reproduction
of copyrighted material should be referred
to patent counsel.

c. Notwithstanding the exclusive rights of the owners of copyrights,
the law provides that under certain conditions it is not an
infringement of copyright for a library or archives, or any library
or archive employees acting within the scope of their employment, to
reproduce or distribute not more than one copy or photorecord of a
work, provided:

(1) The reproduction or distribution is made without any purpose of
direct or indirect commercial advantage.

(2) The collections of the library or archives are open to the
public or available not only to researchers affiliated with the
library or archives, but also to other persons doing research
in a specialized field.

(3) The reproduction or distribution of the work includes a notice
of copyright.

d. The Copyright Office requires a specific notice, as set forth
below, be used in order to qualify for the library or archive
exception. The notice should be printed on heavy paper and in type
at least 18 points in size and should be displayed prominently to
any casual observer within the vicinity of the photocopy machine or
the place where copy orders are taken:
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NOTICE
WARNING CONCERNING COPYRIGHT RESTRICTIONS

The Copyright Law of the United States (Title 17,
United States Code) governs the making of photo-
copies or other reproduction of copyrighted
material.

Under certain conditions specified in the law,
libraries and archives are authorized to furnish a
photocopy or other reproduction. One of these
specified conditions is that the photocopy or
reproduction is not to be "used for any purpose
other than private study, scholarship, or research."
If a user makes a request for, or later uses, a
photocopy or reproduction for purposes in excess

of "fair use," that user may be 1iable for copy-
right infringement.

This organization reserves the right to refuse to
accept a copying order if, in its judgment,
fulfillment of the order would involve violation
of Copyright Law.

e. Order forms used by the library or archive should contain a notice
warning of copyright restrictions. This notice should be printed in
a box on the order form and located adjacent to the space calling
for the name or signature of the person using the form.

4. PROCEDURES AND GUIDELINES.

a. Printing Obtained Through the GPQ or RPPO.

(1) When a DOE field organization or a DOE contractor requisitions
printing from a RPPO it shall be in accordance with the pro-
cedures outlined in the GPO “"Agency Procedural Handbook for
Commercial Procurement of Printing Services.” All DOE contrac-
tors should indicate on the requisition that the work is being
performed for the U.S. Department of Energy as well as their
own identification. Each requisition must carry a complete
billing address. The locations and telephone numbers of the
RPPO's are contained in attachment VI-2.

(2) Special term contracts may be requested from the GPO or RPPQ's
by DOE Headquarters, field organizations, and contractors by
submitting a Standard Form 1 when: (a) categories of work fall
outside the specifications of the GPO/RPPO general purpose
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contracts, and/or {b) geographical location of a DOE office
creates delays in obtaining satisfactory delivery. The GPO
and RPPO should be requested to arrange for pickup and deliv-
ery at the originators site or limit bidders to an appropriate
geographical area and provide for direct contact between the
printer and the requesting office. All billing and contract
amendments must be made through the GPO and RPPO which serves
as the contracting office.

b. Printing Equipment Acquisitions and Disposals.

(1)

(2)

Acquisitions.

(a) Requests for acquisition of electronic and strike-on
composition printing, duplicating, binding, and auxiliary
equipment, with justification, shall be forwarded to AD-40
for approval and/or coordination with JCP. The justifi-
cation shall contain the make, model, and cost of the
proposed equipment, if applicable; the make, model,
condition, serial number, age, estimated cost, or value of
equipment to be replaced; a detailed summary of all work
to be performed, benefits to be derived, and explanation
for rejection of the alternatives. If the request is for
replacement equipment, give planned disposition of
existing equipment.

1 Strike-on composition equipment for the purpose of
this directive includes, but is not limited to, AM
Varityper and IBM Selectric Composer regardless of
cost.

LS

Electrostatic copying equipment requiring AD-40
approval prior to acquisition would include, but is not
limited to, Xerox 9200, Xerox 9400, Kodak 100AF, Kodak
150AF, and IBM Copier III units when used in dupli-
cating facilities.

(b} A1l requests must contain a summary of discussions and/or

' correspondence with the appropriate RPPO on the
feasibility of commercial procurement for those items to
be produced on the proposed equipment.

Disposals. Disposal of composition, printing, binding,
duplicating, and auxiliary equipment shall be accomplished in
accordance with the provisions of the DOE property management
regulations. In addition, for all columns 1 and 2 equipment
which is removed from a printing plant, a JCP Form No. 7
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(3)

(4)

(5)

(Excess Equipment) must be submitted to AD-40 for coordination
with the JCP. Exception: If the column 1 equipment is needed
at another site, that office shall submit a request for trans-
fer with justification to AD-40 for coordination with the JCP.
If the transfer is approved, no JCP report is required.

Request for Proposals.for Printing Equipment. Approval must be

obtained from AD-40 before a field organization or contractor
can issue a Request for Proposal (RFP) for electronic composi-
tion, printing, duplicating, and related equipment.

Collators. Acquisition of stand-alone power-operated collators

for other-than-authorized printing plants shall be reported on

JCP Form No. 3 (Acquisition of Power-operated Collators for
Use in Facilities Other Than Printing Plants) to AD-40 for
coordination with JCP. Disposition shall be accomplished in
accordance with the provisions of DOE property management
regulations.

Establishment or Disestablishment of Printing Plants. Request

for authorization to establish or disestablish a printing plant
shall be forwarded to AD- 40 for review and submission to the
JCP.

(a) For establishment of a new plant, identify:

1 Types and quant1ty of work to be procured
commercially.

2 Types and quantity of work that are not procurable
through the GPO/RPPO and reasons therefor.

3 Existing duplicating and copying equipment showing
trade name, model number, serial number, size, condi-
tion, age, and estimated present value using JCP Form
No. 5. {Annual Plant Inventory).

4 Additional equipment required, estimated cost,
intended use, and benefits.

(b) For disestablishment of an authorized plant, state reasons
and provide an inventory of existing printing plant
equipment on JCP Form No. 5 and indicate disposition plans
for excess equ1pment and justification for retent1on of
equipment that is not to be surplused.
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(6) JCP Reports. JCP reports shall be prepared as outlined in
Title IV of the "Government Printing and Binding Regulations."
Copies shall be forwarded to AD-40 in time to assure receipt of
a minimum of 2 weeks before the JCP due date.

Word Processing Equipment Acquisitions Guidelines.

(1) DOE Headguarters. All requests for the acquisition of word

(2)

processing/text editing systems shall be forwarded to AD-40 and
contain the following information:

(a) Location and type of word processing/text editing
systems currently assigned to requesting office.

(b) Weekly workload (based on 50-line single-spaced pages),
current and projected.

(c) Current authorized staffing (proféssiona] and secretarial).

(d) Alternative methods considered to meet program
requirements.

{e) Impact on program if requested equipment is not acquired.

Field Organizations and DOE Contractors.

(a) A DOE or DOE contractor official should be designated to
review all requests for the acquisition of word processing/
text editing equipment to assure compliance with the
provisions of this order.

(b) Requests for the acquisition of word processing/text
editing systems should cover the information identified
below and be submitted to an appropriate official for
review and approval.

1 Location and type of word processing/text editing
systems currently assigned to requesting office.

2 Determine the number of lines required in a 2-week
period of original and repetitive typing (for this
purpose revised lines are counted as original typing
lines and repetitive typing is the retyping of a line
that remains unchanged).

|

Determine annual costs using standard typewriters.,
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Labor - compute time required to type on standard
typewriters the total workload identified in
subparagraph 2, above, and multiply by 26. Assign
annual cost based on current labor rate and actual
hours required.

|

|o

Equipment - amortize the original cost of the
standard typewriter(s) over a 5-year period.

Total costs - add the labor and equipment costs
to determine total cost using standard
typewriter(s).

|o

Determine estimated annual costs using the proposed
word processing equipment.

a Labor - determine the time to type the original
and repetitive typing identified in subparagraph 2,
above, on the proposed word processing equipment,
and multiply by 26. Assign annual cost based on
current labor rate and actual hours required.

b Equipment - amortize the cost of the word processing
unit(s) over a 5-year period (lease costs may be
used if the equipment is leased).

o

Total costs - add the labor and equipment costs to
determine the total cost using word processing
equipment,

If the total annual cost of using word processing
equipment is greater than that of standard type-
writer(s), the proposed word processing equipment
should not be acquired.

Current authorized staffing (professional and
secretarial).

Lease-versus-purchase analysis (using criteria in
(c), below).

Alternative methods considered to meet program
requirements.

Impact on program if requested equipment is not
acquired.

If the final product is composition, state quantity
of finished pages which will be composed.
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A 3-year time frame should be used for evaluating payback
period for the acquisition of all new word processing/text
editing systems. A 2-year period should be used for the
acquisition of used or refurbished equipment.

Word processing/text editing systems should be centralized
where possible.

Word processing/text editing systems should be reevaluated
at least annually to assure utilization complies with the
provisions of this order.

An inventory of word processing/text editing equipment
should be maintained identifying owned and leased equip-
ment, manufacturer, model, acquisition date, cost, and
category.

The acquisition of communicating word processing/text
editing systems must be in accordance with this order
and with DOE 5300.1, "Telecommunications."

ReEorts. Each field organization and contractor shall
submit an annual report on word processing activities to
AD-40 by Novenber 15 for the preceding fiscal year. The
report should contain the following:

1 Number of word processing/text editing units at
beginning and ending of fiscal year, identifying leased
and owned units.

Total cost of:

LY

a Leased equipment.

b Owned equipment.

d. Copying Equipment Acquisitions Guidelines.

(1) DOE Headquarters.

(a)

(b)

Copying equipment shall be centralized, where possible,
into copy centers. Requests with justification for
decentralized copiers shall be submitted on DOE Form
AD-H23, “"Request for Copying Equipment," (attachment VI-3)
to AD-40 for evaluation and appropriate action.

Copying requirements which exceed 600 total copies should
be referred to the Printing Operations Branch (AD-463) for
reproduction.
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(2) Field Organizations and DOE Contractors.

(a)

(b)

(c)

(d)

(e)

Copying equipment should be centralized into copy centers,
where possible, based on program requirements and
proximity to the nearest duplicating facility or in-house
printing plant.

A designated DOE or contractor official should review all
requests for the acquisition of equipment to assure
compliance with the provisions of this order.

In the selection of equipment, a comparison of various
makes and models of equipment should be considered as well
as the use of offset duplicating. See attachment VI-3
for suggested format for analyzing copying requirements.

A lease-versus-purchase analysis should be conducted
for the acquisition of all copying equipment with the
following guidelines:

1 A 3-year time frame should be used in evaluating
the payback period for all new equipment.

2 A 2-year time frame should be used for refurbished
equipment.

Reports. Each field organization and contractor shall
submit an annual report on copying activities to AD-40 by
November 15 for the preceding fiscal year. The report
should contain the following:

1 Number of copiers beginning and ending of fiscal
year, identifying number of leased and owned copiers.

2 Total copies reproduced on:

| o

Leased equipment.

b Owned equipment.

3 Total cost of (labor cost should not be included):
a Leased equipment.
b Owned equipment.
4 Total cost of supplies (i.e., paper, toner, developer,

etc.).
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Total cost per copy (including supplies) for:

a Leaied equipment (totals of 3 a and 4 divided by
2 a).

b Owned equipment (totals of 3 b and 4 divided by 2 b).

jor

Number and total cost of copiers purchased during the
preceding fiscal year.

7 Planned action to reduce copying costs during the
next fiscal year.

Field Reviews. Management reviews shall be conducted covering

printing and related activities to assure that the procedures and
techniques being used are consistent with this order. These reviews
shall be conducted by AD-40 or field organization staffs depending
on the scope of review, normally on a 3-year cycle. A report shall
be prepared of each review highlighting the major findings and
recommendations, if any.
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DOE AUTHORIZED PRINTING PLANTS
Region 2
1. Schenectady Naval Reactors Office

Knolls Atomic Power Laboratory
Schenectady, NY 12301

2. Associated Universities, Inc.
Brookhaven National Laboratory
Upton, NY 11973

3. Pittsburgh Naval Reactors
Bettis Atomic Power Laboratory
West Mifflin, PA 15122

Region 3

4, Headquarters
825 North Capitol Street
Washington, DC 20585

Region 4

5. Savannah River Operations Office
Aiken, SC 29801

6. Technical Information Center
Oak Ridge, TN 37830

7. Union Carbide Corporation
Nuclear Division, ORGDP (K-25)
Oak Ridge, TN 37830

8. Union Carbide Corporation
Nuclear Division (Y-12)

Oak Ridge, TN 37830

Region 5

9. University of Chicago

Argonne National Laboratory
Argonne, IL 60439

Attachment VI-1
Vi-13
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10. Union Carbide Corporation
Nuclear Division
Paducah, KY 42001

11. National Lead Company of Ohio
Cincinnati, OH 45239

12. Monsanto Research Corporation
Mound Laboratory
Miamisburg, OH 45342

13. Goodyear Atomic Corporation
Piketon, OH 45661

Region 6

14. Iowa State University
Ames Laboratory
Ames, IA 50010

15. The Bendix Corporation
Kansas City, MO 64141

Region 8

16. Rockwell International
Atomics International Division
Golden, CO 80401

17. Bendix Field Engineering Corporation
Grand Junction, CO 81501

18. Albuquerque Operations Office
Albuquerque, NM 87115

19. Los Alamos Scientific Laboratory
Los Alamos, NM 87545

20. Sandia Laboratories
Albuquerque, NM 87115

Region 9

21. University of California

Lawrence Berkeley Laboratory
Berkeley, CA 94720

DOE 1340.1
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22. University of California
: Lawrence Livermore Laboratory
"Livermore, CA 94550

23. Reynolds Electrical & Engineering Co., Inc.
Mercury, NV 89114

Region 10

24. EG&G Idaho, Inc.
Idaho Falls, .ID 83401

25. Bonneville Power Administration
Portland, OR 97208

26. Rockwell Hanford Atomic Operation
Richland, WA 99325 '
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REGIONAL PRINTING PROCUREMENT OFFICES

Atlanta Printing Procurement Office

Room 403

900 Peachtree Street, NE.

At]anta, GA 30309........00......0....0.....l.............(404)257-3666

Boston Printing Procurement Office

Room 1400

John W. McCormack Post Office and Court House

Post Office Square

BOStOﬂ, MA 021090..oooo.-otooocoooo-oto.uo...o-oooo.oo.oou(617)223-7566

Chicago Printing Procurement Office

Room 1051

610 South Canal Street

Chicago, IL 60607......ooooooooooo-ooooooooooooo0000000000(312)353-3916

Columbus Printing Procurement Office

Room 34, Federal Office Building

200 North High Street

CO]UmbUS, OH 43215.'o.loc...000000....000.00....00.0......(614)942-6884

Dallas Printing Procurement Office

Room 3B7

1100 Commerce Street

Dallas, TX 75202.ceceeccescccscsscsscccssocscsscancasasses(214)749-3111

Denver Printing Procurement Office

Building 53, Room H-1004

Denver Federal Center

Denver, CO0 80225..cccecesceccaccnsansonsssncassacsnsnescss(303)234-2139

Hampton Printing Procurement Office
Langley Air Force Base, VA 23665.ccecctscccracsacsancessss(804)928-2553

Los Angeles Printing Procurement Office

Room 2E26, Federal Office Building

1500 Aviation Boulevard

Lawndale, CA 9026l...ccceccecsscccccsccacnssnscscsssannasss(213)966-6650

New York Printing Procurement Office

7th Floor

201 Varick Street

New York, NY 10014....ccceccecacccccscacsccsccscccsccacsecas(212)660-3321
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Philadelphia Printing Procurement Office

Suite 306, 3rd Floor

8001 Roosevelt Boulevard ~

Phi]ade]phia’ PA 19152..0'......0....0....'......OOI......(215)486-5441

San Francisco Printing Procurement Office
620 Folsom Street
San Franc]‘sco’ CA 94107-......0......‘.‘....-..00.-..0.....(415)556-5356

St. Louis Printing Procurement Office

Room 1466

210 North 12th Street

St. Louis, MU 63101.ccecvccscscensscasvsscsanasesessasnsas(314)279-4371

Seattle Printing Procurement Office
4735 East Marginal Way, South
Seatt]e’ WA 98134......00....C.........l..‘l.....00..0'...(206)399-3763
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REQUEST FOR COPYING EQUIPMENT

{ OOE Ry o DEPARTMENT OF ENERGY
REQUEST FOR COPYING EQUIPMENT
{Headquarters)
PART {—To Be Completed by Requesting Office .
. ORGANIZATION NUMBER OF PEQPLE DATE
Administrative Services INORGANIZATION 50 12/4778
YACT TELEPHONE NUMBER ~ | ROUTING SYMBOL

John Adams 252-4444 AD-460
LOCATION OF COPIER

6~H-100 Forrestal PERCENT OF ORIGINALS REQUIRING: PERCENT OF ORIGINALS NEEDED WITHIN:

75
- NOT 12 1copv ‘
seace - [x] avassie [T K0T, .pc 50 24copies ZE it
35 _ 610COPES Y U
ESTIMATED NUMBER | PERCENT REQUIRING: 25 OVER 10COPIES 24 HOURS
OFCOMESTOBE . 50 ~—42. BAHOURS
MADE MONTHLY e COLLATION {Please furnish o distsibution pattern for 15 OVERBHOURS
Ihese copies including an explananon {1 calendar doy)
why yout needs cannot be oblained

1o ’ 000 _25' REOUCTION trom Cantral Reproduction) "
DO YOU NOW HAVE W Yes, List Model WILL THE PROPOSED COPIER
ACOPIER? , Ovs Ewo and Location Below | BE ACCESSIBLE TO OTHERS? [ ves
NOTE: The requesting office will ba responsible for Kay Op functions and PLEASE EXPLAIN BELOW. m NO

submitting monthly mates cards.

REMARKS

My staff of 25 people will have need of this copier full time.

SIGNATURE AND DATE OF REQUESTING OFFICIAL SIGNATLRE AND DATE OF OFFICE OR DIVISION DIRECTOR
0 (Ahra 12/4/78 Mh e ppisr 12/4/78
PA%l—TO Be Complatad by Office of Administrative Sarvices
OTHER COPIERS LOCATED NEARBY:
PERIOD AVERAGE MONTHLY: UNDER-
MODEL LOCATION COVERED SOTUME ST BENCHMARK UTILIZED UTILZED
EQUIPMENT CONSIDERED:
MODEL ESTIMATED MONTHLY ENERGY EFFICIENCY (See Instructions on Reverse)
NO.OF COST WATTS PER HOUR RATED ENERGY CONSUMPTION (KILOWATT HOURS)
COPIES STANDBY | OPERATING| SPEED STANDBY | OPERATING TOTAL
{a) b} tc) {d} {e) 0] ig} th) i}
EQUIPMENT RECOMMENDED ESTIMATED COST THROUGH ELECTRICAL REQUIREMENTS | LOCATION
FISCAL YEAR:
REMARKS RECOMMENDED BY: DATE:
APPROVED BY: DATE:
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CHAPTER VII
PUBLICATIONS REGISTRY, DISTRIBUTION, AND INVENTORY MANAGEMENT

1. GENERAL. The registry, distribution, and inventory management systems
shall effectively support DOE publications activities.

2. RESPONSIBILITIES AND AUTHORITIES.

a. Assistant Secretary for Ihtergovernmental and Institutional
Relations (IR-I).

(1) Establishes policies, standards, and procedures for the DOE
publication registry.

(2) Establishes policies for controlling DOE publication
distribution and for inventory management.

b. Director of Public Affairs (IR-6).

(1) Establishes or approves primary and secondary distribution
plans for public communications publications.

(2) Approves all requests for bulk distribution and special
secondary distribution plans for public communications publica-
tions. These involve exhibit programs, additional quantities
for field offices, and similar demands.

(3) Requests and approves reprinting of public communications
publications to maintain inventory supply as deemed necessary.

¢. Director of Technical Information (IR-14).

(1) Maintains and administers a central registry and archive of
all DOE publications except forms, directives, internal
announcements, and similar documents.

(2) Establishes and administers the operating policies and
procedures for managing the distribution of DOE publications.

(a) Develops and operates, through the Technical Information
Center (TIC), a system of initial and secondary distri-
bution of scientific, technical, and engineering
publications.

(b) Develops and operates a system for the secondary
distribution of all DOE publications (i.e., scientific,
technical, and engineering and public communications).
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(c) Plans, developé, and operates a system for responding to
the information needs of the public and private sectors and
specialized audiences.

(d) Consistent with 2{(b) above, provides advice and assistance
for DOE Headquarters and field organizations regarding the
secondary distribution patterns and outlets for DOE public
communications publications and is responsible for estab-
lishing and maintaining work1ng relationships with all
secondary distribution services and systems.

Establishes and administers the operating policies and
procedures for the inventory of all DOE publications except
forms, directives, internal announcements, and similar
documents.

Establishes and approves publication identification numberiny
systems for scientific, technical, and engineering; public
communications publications; and other information products
under registry and inventory control.

Develops and administers an annual updating system for standard
distribution categories that include verification of address
and cont1nu1ng need for DOE publications. Failure to reply
requires the e11m1nat1on of the addressee from the distribution
category.

Director of Administrative Services (AD-40).

(1)

(2)

(3)

(4)

Establishes and maintains the procedures for initial
distribution of Headquqrters-orjginated publications.

Provides information required for the registry, distribution,
and inventory systems to the Technical Information Center
(TIC). ,

Forwards balance of pub]lcat1ons to TIC following initial
distribution,

Is responsible for distribution and inventory of
Headquarters-originated administrative publications (directives,
internal announcements, and similar documents).

Heads of Headquarters and Field Organizations.

(1)

Ensure that performing organizations under their program
management and/or administrative jurisdiction direct publica-
tions to proper sources for program support.
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(2)

(a)

(b)

(c)

(d)

VII-3 (and VII-4)

A1l proposed public communications publications are
reviewed by IR-6 or its delegate before printing or
initial distribution (see chapter III, section 3).

A1l scientific, technical, and engineering publications are
sent to TIC for initial and secondary distribution. (AD-40
will ensure for Headquarters.)

A1l requests for secondary distribution of .both public
communications and scientific, technical, and engineering
publications are sent to TIC.

All information required for the registry, distribution,
and inventory systems is sent to TIC. (AD-40 will ensure
for Headquarters.)

Develop, in collaboration with TIC, and operate distribution
systems unique to their activities.

GPO 944-360



