TWS-QAS-QP-13.1, R2

N’
PROCEDURE FOR HANDLING, STORING, AND SHIPPING EQUIPMENT
Effective Date: __// .3~ 57
- V4= Zzg / o
/Uate /
P. F. Goulding
- /2385
Quality Assurance Project Date
H. P. Nunes
/’/23/3'
Project Officer . 7 Date
R. J. Herbst
S DIF Determination Value: 2.7

Training Requirement: Read Onlv ,_
9303110130 930224
DR WASTE
W11 PDR

Eho\‘ L‘



1.0

2.0

3.0

4.0

5.0

TWS-QAS-QP-13.1, R?2
Page 1 of 3

PROCEDURE FOR HANDLING, STORING, AND SHIPPING EQUIPMENT

PURPOSE

This quality administrative procedure (QP) describes the methods and procedures
for handling, storing, and shipping items of equipment used by the Los Alamos
National Laboratory (LANL) in the Yucca Mountain Project (YMP or Project) to
comply with requirements contained in the LANL-YMP Quality Assurance Program
Plan (QAPP). These requirements are to prevent damage, loss, or deterioration of
the equipment.

SCOPE

This procedure applies to LANL personnel and to the measuring and test apparatus
and other special scientific and engineering equipment used by them in performing
tasks for the Project. Handling, storage, and shipping of samples are addressed in
QP-08.1. Standard field and laboratory items and equipment are exempt from this
QP; good engineering and scientific practice suffice to maintain it in satisfactory

condition.
REFERENCES

LANL-YMP QAPP, Section 13.

TWS-QAS-QP-02.1, Procedure for Personnel Selection, Indoctrination, and
Qualification.

TWS-QAS-QP-02.2, Procedure for Personnel Training.

TWS-QAS-QP-03.5, Procedure for Documenting Scientific Investigations.

TWS-QAS-QP-04.1, Procedure for Procurement.

TWS-QAS-QP-05.2, Preparation of Detailed Technical Procedures.

TWS-QAS-QP-08.1, Procedure for Identification and Control of Samples.

TWS-QAS-QP-12.1, Procedure for Control of Measuring and Test Equipment.

TWS-QAS-QP-17.3, Procedure for LANL YMP Records Management.

DEFINITIONS

Item

An item is any tool, instrument, apparatus, or equipment used in the conduct of a
scientific investigation, study, activity, calculation, or analysis. ~

Special Equipment

Special equipment as used in this QP refers to items of measuring and test
apparatus and other special scientific and engineering apparatus or items that are
designated as special equipment by principal investigators (PI).

RESPONSIBILITIES

The PI or designee (or assigned technician) is responsible for identifying items that
need special handling, storage, and shipping and for documenting the measures to
be taken in detailed technical procedures (DP), laboratory notebooks, logbooks,
procurement documents, or memos as appropriate, following directions in QP-03.5
and QP-04.1. Finally, the PI is responsible for verifying that any specified special
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handling, storing, and shipping procedures have been implemented. The PI is
responsible for ensuring that assigned personnel are properly trained in the
handling, storing, and shipping of equipment, as appropriate.

PROCEDURES

6.1

6.2

6.3

6.4

Special Equipment and Protective Environments

To maintain accuracy, measuring and test equipment is handled and stored
using good scientific and engineering judgment, following manufacturer's
recommendations or following a specific procedure if the PI so directs. Any
special requirements not covered in a specific procedure are documented by
the Pl or experimenter in the laboratory notebook, in a DP, or in a memo to
the group Resident File and are explained by the PI to the users.

Trial-and-error or research and development activities are documented as
they are performed in a laboratory notebook. Equipment used in research and
development activities is identified and any special handling, storage, or
shipping procedures are noted by the experimenter following the procedures
described in QP-03.5.

Repetitive activities are described in DPs. Equipment used in performing a
DP is specified in the particular DP, as stated in QP-05.2. Any special
handling, storage, or shipping practices are also documented in the DPs and
are explained to users of the DP as a part of DP training.

Inspection and Testing of Any Special Equipment

The P! may hand-carry the instrument or have it packed and shipped to a
service organization for calibration. If handling and shipping are required,
the Pl makes the necessary arrangements to prevent damage or loss in
transit.

Marking and Labeling

Marking and labeling instructions for packaging, shipment, handling, and
storage of items are specified in LANL DPs or in memos to the group
Resident File prepared by the PI and containing specific instructions to
adequately identify, maintain, and preserve the item. Marking requirements
for special environments or special controls are also specified in LANL DPs
or memos containing specific instructions. The PI explains any such
instructions to users and other appropriate personnel.

Procuring Services or Equipment

When procuring services or equipment, if the requester has any special re-
quirements for packing, shipping, or handling, these requirements are stated
in the procurement documents as described in QP-04.1. Any special
requirements identified by the manufacturer or supplier are requested to be
documented and the information is sent with the equipment. The PI explains
any special measures to the users and places appropriate information in the
group Resident File. -
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QUALITY ASSURANCE DOCUMENTATION

The QA records documenting special procedures used in handling, storing, or
shipping equipment, when specified by the PI or as needed if equipment requires
special handling, are contained in the Project notebooks, logbooks, procurement
documents, or memos in the group Resident File. Notebooks and logbooks become
permanent Project records when completed as described in QP-03.5. Procurement
documents become permanent Project records when the procurement is complete
as described in QP-04.1. Memos to the group Resident File are submitted to the
Records Processing Center as deseribed in QP-17.3.

ACCEPTANCE CRITERIA

The acceptance criteria for this procedure are the completed permanent Project
records documenting special procedures for handling, storing, or shipping equip-
ment referenced in Section 6.0. '

APPENDICES AND/OR ATTACHMENTS

Not applicable.
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DOCUMENT CONTROL

PURPOSE

This procedure describes the process for distributing Los Alamos National Laboratory (LANL)
Yucca Mountain Site Characterization Project (YMP) controlled documents and identifies the
responsibilities of LANL Project personnel in maintaining controlled documents to ensure that
the latest revisions of documents are available for use at the proper iocations.

SCOPE
This procedure applies to LANL YMP controlled documents; to LANL YMP personnel
responsible for preparing, reviewing, approving, or maintaining controiled documents; and to

LANL YMP supervisors responsible for initiating, training, or indoctrination in regard to
controlled documents.

REFERENCES

LANL YMP Quality Assurance Program Plan (QAPP)
LANL-YMP-QP-17.4, Records Preparation

DEFINITIONS

4.1 Controlled Document

A controlled document is a Project record or document issued to designated persons
according to controlled distribution procedures. A pian, procedure, drawing, or other
information vital to the Project may be issued as a controlied document.

4.2 Quality Assurance Manual

A complete Quality Assurance (QA) Manual (QAM) is a controlled document that
contains a table of contents, the QAPP, and all quality procedures (QPs).

4.3 Controlled Working Cdpy

A controlled wdrking copy is a copy of a current revision of a QP or a detailed technical
procedure (DP) issued as an individual controlled document rather than as part of a
controlied manual.

44 Controlled Distribution

Controlled distribution is the process by which controlled documents are issued on a
time-traceable schedule whereby each recipient acknowledges that the document has
been received and that requested actions (instructions) have been completed.
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5.0

4.6

4.7

Master Controlled Document List

The Master Controlled Document List contains the names of controlled documents,
unique identifier and revision number, recipients of controlled documents, and the copy
number assigned to each recipient.

Controlled Document Acknowledgment

The Controlled Document Acknowledgment (Attachment 1) is a record that
accompanies each controlled distribution package or document, identifies the recipient
of controlled documents, provides instructions for updating or returning documents,
specifies a time frame for completing the actions and returning the form, ana states
where to return the signed form.

Information Copy

An Information Copy is a copy of a controlled document. Copies of controlled
documents may be made but must be marked “Information Copy.” Information Copies
are not controlied documents, and theretore are not listed on the Master Controlled
Document List. '

RESPONSIBILITIES

5.1

5.2

5.3

5.4

The Technical Project Officer (TPO) ensures that this procedure is implemented and
maintained.

The Project Leader

5.2.1 requests that documents be added to or deleted from the Master Controlled
Document List as applicable,

5.2.2 requests the return of controlled documents from personnel, contractors, and
others as applicable, and -

5.23 approves distribution of controiled documents to non-LANL YMP participants.

The LANL YMP supervisor ensures that YMP personnel under his/ her supervision
have access to QAMs or are issued controlled copies of documents appiicable to job
assignments. -

The Records Coordinator
5.4.1 ensures timely distribution of controlied documents and updates, and

5.4.2 ensures that copies of the QA records listed in Section 7.0 are filed and
maintained and that copies are forwarded to the Records Processing Center

(RPC).
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~— 3.5 The Quality Assurance Support (QAS) Resident File Custodian
5.5.1 maintains the Master Controlled Document List,
5.5.2 distributes controlled documents,
5.5.3 maintains all applicable records, and
5.5.4 maintains copies of all superceded or withdrawn controlied documents.
56  LANL YMP personnel and contractors request those controlled documents that will
facilitate their Project work.
5.7  The recipient of controlled documents
5.7.1 follows instructions outlined on the Controlled Document Acknowledgment,
5.7.2 signs and returns the form by the date indicated,
5.7.3 maintains the controlled documents, and
5.7.4 returns controlled documents to the QAS when leaving the Project or as
requested by a Project Leader.
6.0 PROCEDURE
6.1 Identifv Controlled Document
6.1.1 QAM, QPs, and DPs
The QAM, QPs, and DPs are controlled documents. The QAPL, or the author of
the procedure, specifies the date by which the recipient must return the
Controlled Document Acknowledgment. -
6.1.2 Other Records
A Project Leader or the TPO may determine that a record, such as a plan,
drawing, procedure, or other information vital to the Project, is to be issued as a
controlled document.
The Project Leader or TPO forwards a written request for issuance of a
controlled document to the QAS Resident File Custodian, including the’
following.
NOTE: QAM, QPs, and DPs do not require written request for issuance.
~—

6.1.21 Subiject, or title, and identification number ot the document.

6.1.2.2 A copy of the record to be issued as a controlled document, if
necessary.
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6.2

6.3

6.1.2.3 Names of recipients.
6.1.2.4 Distribution date (optional).

6.1.2.5 Date by which the signed Controlled Document Acknowledgment must
be returned (optional).

6.1.2.6 Special instructions, if any (e.g., content of records package and when
the records package will be closed).

6.1.2.7 Requestor’s name, signature, group, and date of request.

Request Controlled Document

6.2.1

6.2.2

6.2.3

An individual or organization external to LANL and to the YMP makes requests
for LANL YMP controlled documents directly to the Department of Energy
YMP Office. All copies held by persons outside of the YMP are information
copies whether so marked or not.

YMP personnel external to LANL make requests (in writing) for copies of
controlled documents directly to a Project Leader or TPO. All copies that are not
on the Master Controlled Document List are information copies whether so
marked or not.

LANL YMP personnel obtain controlled documents by making a request to the
QAS Resident File Custodian.

Distribute Controlled Documents and Updates

6.3.1

6.3.2

Controtled documents and/ or updates to controlled documents will be issued
upon request from LANL YMP personnel or on request from a Project Leader or
the TPO.

NOTE: Requestors who are approved to receive a copy of controlled
documents are added to the Master Controlled Document List and

automatically receive updates.

To issue a controlled document or update, the QAS Resident File Custodian
performs the tollowing.

6.3.2.1 ‘ Adds the document to the Master Controlled Document List, if
necessary.

6.3.22 Adds the person or organization, and the number of the copy they
receive, to the Master Controlled Document List, if applicable.

6.3.2.3 Numbers the document(s), if appropriate.
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Identifies the document(s) as “Controlled.”

Assigns a date by which the Controlied Document Acknowledgment is
to be returned, if not provided as described in Section 6.1.

Prepares the document(s) for distribution, and prepares a Controiled
Document Acknowledgment (Attachment 1) with complete
instructions.

Distributes the document(s) to the recipient.

The recipient receives the document and performs the following.

6.3.3.1

6.3.3.2

Follows the instructions on the Controlled Document
Acknowledgment.

Signs and returns the Controlled Document Acknowledgment by the
date indicated.

Upon receipt of the signed Controlled Document Acknowledgment from ail
recipients, the QAS Resident File Custodian forwards the appropriate records to
the RPC according to QP-17.4.

Return or Withdraw Controlled Documents

6.4.1

6.4.2

A recipient can return controlled documents by one of the following methods.

6.4.1.1

6.4.1.2

A recipient may, at any time, be removed from Master Controlled
Document List by returning the controlled document to the QAS
Resident File Custodian along with a written request to be removed
from controlled distribution.

LANL personnel and contractors may return controlied documents to
their LANL YMP supervisor upon leaving the Project. The LANL YMP
supervisor notifies the QAS Resident File Custodian of the change in
Project personnel and either 1) asks to have the document reassigned to
another person, or 2) returns the controllied document to the QAS

~ Resident File Custodian.

Withdrawal of Controlled Document

6.4.2.1

6.4.2.2

A Project Leader or the TPO determines that a controiled document
should be withdrawn from one or more recipients.

The Project Leader or TPO instructs the QAS Resident File Custodian,
in writing, to request that the recipient(s) return the controlied
document(s). The Project Leader or TPO has the option of providing a
date by which the controlled document(s) must be returned.
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7.0

8.0

9.0

10.0

6.5

6.4.2.3 The QAS Resident File Custodian sends a Controlled Document
Acknowledgment, with directions to return the controlled document(s),
to the identified recipients. If the Project Leader or TPO has specified a
date by which the controlied document must be returned, this date is
also given.

6.4.2.4 The recipient returns the specified document(s), along with the signed
Controlled Document Acknowiedgment, by the specified date.

6.4.2.5 If the controlled document is not returned by the specified date, the
QAS Resident File Custodian issues a letter or memorandum informing
the recipient that the copy is no longer controlied and contacts the
individuals YMP supervisor in order to obtain the document.

6.4.3 When controlled documents are returned or withdrawn, the QAS Resident File
Custodian modifies the applicable Master Controlled Document List to retlect

changes.
Maintain Withdrawn and Superceded Controlled Documents

The QAS Resident File Custodian maintains a reference copy of all controlled
documents that are either withdrawn or superceded by a later revision. Withdrawn
controlied documents are stamped “Obsolete;” superceded controlled documents are
stamped “Superceded.”

RECORDS

Records resulting trom this procedure are the following.

Controlled Document Acknowledgments

Master Controlled Document Lists

Reference copies of controlled documents, superceded documents, and obsolete
documents.

Correspondance related to controlled distributions

-

ACCEPTANCE CRITERIA

Proper compietion and filing of the QA record:s listed in Section 7.0 and proper updating of
controlled documents constitute the acceptance criteria for this procedure.

TRAINING REQUIREMENTS

Personnel required to be trained to this procedure are LANL YMP employees listed
in Section 5.0.

ATTACHMENTS

Attachment1 Controlled Document Acknowledgment (1 page)
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CONTROLLED DOCUMENT ACKNOWLEDGMENT

1c: | PAGE 1 OF
RETURN SIGNED FORM BY

TO: QAS RESIDENT FILE CUSTODIAN
LOS ALAMOS NATIONAL LABORATORY
MS M321
LOS ALAMYS, NM 87545

DOCUMENT(S) TRANSM
(INCLUDE TITLE OR SUBJECT AND ID

\%

(] CONTINUED ON ADDITIONAL PAGE

V INSTRUCTIONS

[C] CONTINUED ON ADDITIONAL PAGE

RECEIPTACKNOWLEDGMENT

SIGN AND DATE TO ACKNOWLEDGE RECEIPT OF LISTED DOCUMENTS AND TO CONFIRM
THATINSTRUCTIONS HAVE BEEN FOLLOWED.

SIGNATURE - DATE

Los Alamos

Yucca Mountain Proiect




