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OFFICE OF CIVILIAN
RADIOACTIVE WASTE MANAGEMENT

QUALITY ASSURANCE ADMINISTRATIVE PROCEDURE

I TITLE: READESS REVIE

This procedure establishes the Office of Civilian Radioactive Waste Management
(O0M responsibilities and xltkiods for coxxuctirx Oam-initiated Readiness
Reviews.

2.0 8

This procedure shall awply to OCEM review of readiness to start or continue
a design phase, process, or other activity when it is determined that a foral
review is ncessary and as specified in the OCWM Quality Assurance Ctrols
Matrix for the associated O0RM work. This procedure shall be used in
verifyin that specified prerequisites and prograimatic requirements have been
ccupleted prior to the start or Antinuation of a design phase, process, or
other activity.

360 Ra'ERMS AND DEFM=OM

3.1 IM

3.1.1 "Quality Assurance P i for the Civilian Radioactive
Waste Management Program," (QMR), DOE/I-0214.

3.1.2 "Quality Assurance Program D pn for the Civilian
Radioactive Waste Management Program," (OQAD), DO[/W-0215.

3.1.3 DOE Order 4700.1, "Project Managenent System."

3.2 = a~Q

3.2.1 The definition of standard tenzs may be found in the Glossary
contained in reference 3.1.1.

3.2.2 Action-Its List - This list identifies items retiring
disposition at designated tin before the start or cotinuation
of the design phase, process, or other activity undergoing
review. Ihe list is used during Readiness Review to verify
whether the items are "Open" or "Closed."
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3.2.3 Q9anizan Associate Director. - e Associate Director,
Oa0, respxible for a specific Readiness Review. Generally,
this will be the Associate Director, Ocrm, respoible for the
functional area that is the subject of the Readiness Review.

3.2.4 Item List - Ihiis list identifies ite needirg additional
work before the item can be "closed". The individual (s) or
group(s) respoible for action(s) aid expected time(s) for
closure are shn.

3.2.5 Readiness-Review Board - A grup apointed by the Oognizant
Associate Director, OWM(, to review and aprve. r -endations
develeped by the Start-p Team rearding start or 1xtinuation
of a design phase, process, or other activity urxxernoirq
Readiness Review.

3.2.6 Readiness-ew Plan - A docmented plan that defines the
actions necessary for imple a Readiness Review.

3.2.7 Readiness-Peview Tree - A sytematic analysis of major items to
be reviewd usirx graphical displays of infonnation designed to
aid the user in recalling details that must be considered and the
relationship of these details to one another.

3.2.8 =tL-W Team - A grq apointed by the Cognizant Associate
Director, OC, to perform activities associated with a
Readiness Review.

3.2.9 Temnical-Holds List - This list identifies items discovered
d&rizg Readiness Review that coild ifpact the siheduleor have
other significant yecees regardini the design pase,
process, or other activity uldergoinx review. 7he kinds of
items that would be listed include, bit are not limited to,
fwding retraints, permitting delays, or hxlget considerations.

3.2.10 TedImcal-fiolds Sheet - This document identifies a specific item
discovered durig Readiness Review that cauld ixpact the schedule
or have other significant = regardin the design
ihase, process, or other activity uwrergoirg review. Selected
information frum the Tedmical-Holds Sheet is coapiled on the
Techical-Holds List.

K'<)
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4.0 B

4.1 DipsrEI OCR(

lhe Director, OaM, or designee has the overall resP(xIibility for:

4.1.1 Reviewing recma daticn(s) of the Readl -s-Review Board and
autherizing the start or cmtirxaticn of the design pthase,
process, or othr activity ungergoinq review.

4.2 D ,ROCRS(

[he Associate Directors, OaM, cr designees are respisible for:

4.2.1 annin adhen a Readiness Review shonld be performed;

4.2.2 eeii and approving the scpe of the Readiness Review;

4.2.3 Establishi reviewer palificltion;

4.2.4 Appointn the d i(s) and membes of the Readiness Review
Board aid Start-up Team, as appropriate; and

4.3 7sesoam Dlmm PM P F aR 8!TT Xtn7 -Am IVEIDPT (LFSD)

In addition to responsibilities id in 4.2 above, the AMWD or
designee is also responsible for:

4.3.1 Prparation of this QAAP.

4.4 -MaMM A53OE= DcR.M OCR

In addition to resposibilities identified in 4.2 above, the Cognizant
Associate Director, a or designee is also responsible for:

4.4.1 Actiq as the C liaison with the organizaticn(s) preparin
reports and doomnts to be evaluated durjn the Readiness
Review;

4.4.2 Determining the mcanism for tracdkin and closure of itez
inxrpoaated on the Open-Ite List and TecmLic1a-Hods List,
as apropriate, develcped during the Readiness Review;

4.4.3 Approvin Readiness-Review plans, Peadiness-Reiew Tes, and
Act Ite- Lists; and

4.4.4 Approvirg Readiness-Review reatin-rdtis ard rqxorts.

U.S. DEPARTMENT OF ENERGY
WASHINGTON, D.C.
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4.5 GO R__ ___ ___ ___

7he supervisors, O0rm, are responsible for:

4.5.1 Recmdin Initiatim of a Readiness Review to the Cognizant
Associate Directo, O(M.

4.6 rD SnsR EVIn DOAM

The Readiness-Review Board (RRB) is responsible for:

4.6.1 ReviediM the Readiness-Review Plan, Readiness-Review T¶ee, and
Actiai-Items List prepared by the Start-up Team prior to
ozmnexxIrq a Readiness Review;

4.6.2 Peviewin, as a riate, the pe-Itas List, Technical- Holds
List, and r IN ations develqsl by the Start-up Team durin
the Readiness Review; and

4.6.3 Notifyln the Cocizant Associate Director, 0, r qardi
recm-m ati e by the Start-p Team after the
Readiness Review.

4.7 S g

7he Start-p Team (ST) is responsible for:

4.7.1 Develcpri the Readiness-Review Plan, Readiness-Review Tee,
and Acicn-Ite List prior to initiating the Readiness Reviw;

4.7.2 Develcpin the Cpen-Items List and Technicl-Hlds List, as
aitprqriate, during a Readiness Review; and

4.7.3. Reporting progress and re 'A 1a hap rs egazdirn a Readiness
Review to the Readiness-Revw Board.

4.8 DRSIR. ce( OF OTLY AsBUT= tOaQ)

Ihe Director, O0 , or designee is responsible for:

4.8.1 Performing surveillane of Readiness Review, as required, to
assure that the review confarS to the guidance in thiis OMP;
and

4.8.2 Providing resorces and assistance in the Readiness Review, as
reqested.

U.S. DEPARTMENT OF ENERGY
WASHINGTON, D.C.
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5.0 GER~AL

5.1 aai of the need fcr a Readiness Review shall be made by the
Associate Director, OCEW, who has funtijnal responsibility for the
design phase, process, or other activity to whidc the review is related.
his d of need shall be made when develcpirg the Quality

Assurance Omtrols Matrix fcr the associated wwk and doamnted in that
Matrix. [he criteria to be used in making this de ition are the
same as those for gradin in paragraph 5.3 of OAP 2.3 plus the
ditiraal WDE criteria specified in DOE Order 4700.1 (referez= 3.1.3).

5.2 In determining the save of a Readiness Review, it wist be decided if
both a IMB and a separate ST are needed. on Readines Review of saler-
segmente aspects of the design pihase, process, or other activity, the
RRB an also be the Sr, thereby eliminating the need for a separate
group. If oily a RR is apointed, the mB shall perform both the ST and
MM fr ctisrs defined in this procedure. (Attachment I provides
administzative guidelines for crnductirq a Readiness Review.)

5.3 The Cognizant Associate Director,, OaM, shall appoint merbers to the
RW and the ST, as aplicable. The mRB and sT mber may be O0M or
s~ort-ointractor perscmel, as deemed e riate. Normally, the MRB
and ST dr a i will be an OCIM representative. The MM and sr
uwmbershipa-olntma-t(s) shall be documnted.

5.4 Ihe Ognizant Associate Director, Ocm,, shall develop, maintain, and
provide specific qualificatimo reui ts for designated RRB and ST
members. IM and ST rmrbers shall be qualified by education ard
ex:perince in the discipline subject(s) undergoing Readiness Review.

5.5 The Cognizant Associate Director, OCEM, shall provide to designated
RRB and. ST mbers, written guidelines regarding reports and douents
to be evaluated durin the Readiness Review. Exzples of reports and
doomnts to be evaluated include, but are not l imited to: results of
applicable Management Ass Its; eer Reviews; Design Reviews;
Tehnical-D nt Revis; and related Readiness Reviews.

5.6 lhe Cognizant Associate Director, OCam, shall develop, maintain and
provide to designated RB ard ST wbers, written intructigm that
establish or reference e riate review and acxeptarxne criteria that
shall be used by RRB and ST members to perform the Readiness Review.
Eenanple referexes cortaini review and aooeptance criteria
include, but are nrt limited to: aplicable idustry c ; stardards;
NUS; Federal Rsulati tmns t y plans; aid Site Ciaracterization Plan.

5.7 The mdian for resolving and closinr "pen" It aid Temnical
Holds, as iate, generated by the Readiness Review must be
deterined prior to d tion of the RRB and ST. This mechanisu shall
be do xmented to assure tadldrq aid prper closure of the "Open" Items
aid TeIhnical Holds.

U.S. DEPARTMENT OF ENERGY
WASHINGTON, D.C.
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6.0 W~

6.1. INITN;I R SDNB RE:Vi

6.1.1 The Supervisors, OCRI(, shall rer ld initiatican of a Readiness
Review to the COgnizant Associate Director, O0RR4, when a design
ihase, process or other activity within the Associate Director 's
area of responsibility has progressed to the point where a
Readiness Review may be rirrate.

6.1.2 Upon dEina that a Readiness Review is required, the
Cognizant Associate Directr, OClW, shall define the soe of
the review and appoint a RRB and ST. The Sr shall prepare the
Readiness-Review Plan (Attadent II), Readiness-Review Tree
(Attadment III), and Action-Items List (Attadhment I

6.1.3 7he Readiness-Review Board shall review the Readiness-Review
Plan, Readiness-Review Tree, and Action-Items List developed
by the ST. Any dbange(s) in the Readiness-Review Plan,
Readiness-Review Tree, or Action-Items List shall be documented
by the RB. The TRB shall advise the ST rhairps of any
diarqe(s) me.

6.1.4 The Cognizant Associate Director, O0S, shall aprove, as
appropriate, the Readiness-Review Plan, Readiness-Review Tree,
aid Actio-Items List prior to start of Readiness-Revw.

6.2 TdMd3VLD

6.2.1 Susaqun to ompletin of 6.1.4 above, the Sr shall use the
approved Readiness-Review Plan, Readiness-Riew Tree, and
Action-Items List, to assure that all i d ite to be
evaluated during the Readiness Review have been addressed and
"Closed", as ea---orte.

6.2.2 Subsequent to coupleticn of 6.2.1 above, any action item
remainiiq "Open" on the Action-Items ist shall be i r ted
on an Open-Items Lst (Attachment V) for tradcing aid closure.

6.2.3 Subsequent to campletimn of 6.2.2 above, items disaovered during
Readiness Review that ould irpact the schedule or have other
significant e enqes regardirg the design OI-ase, process, or
other activity undergoin review shall be d n, as
apprcpriate, on Tnical-folds Sheets (Attachnent VI) and
ilKraorated on a Technical-Holds List (Attachment VII) for
tracding and closure.

U.S. DEPARTMENT OF ENERGY
WASHINGTON, D.C.
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6.2.4 Subsequent to ompleticn of 6.2.3 above, the ST shall prepare
a final eport with Dr -mdisat I sregazdirq readiness to start
or onrtie thfe design phase, process, or other activity
undergoing Readiness PRevi and fomird the report, Cpen-Items
List, and Tedmical-iHolds List to the OM Caiper .

6.3 AcI'IN s r g aEVIT w

6.3.1 Subsieqe to ccmpletim of 6.2.4 above, the R dshall review
and evaluate the final report of the ST to asszre all identified
ite on the Action-Ites List have been "Closed" or have been
incorporated an an open-Ites List, as ajr!rlate. In addition,
the NMB shall assure that items discovered during Readiness

- Review that cxould bpact the schedule or have other signif t
essreg a i the design phase, process, or other

activity udergoing review hare been documented on Teamnical-
Hold Sheets and l tad on a Tebnial-folds List, as
aF rq rate.

6.3.2 Me B dMaipe shall issue a letter or rardum to the
OQVzartt Associate Director, O5aW, providirq the ST's
re ation regarati readiness to start or contirue the
design phase, process, or other activity unoergoing Readiness
Review.

6.3.3 Subsequent to ompletion of 6.3.2 above, the Ognizant Associate
Director, OC , shall approve the rd titon to start or
cortinue the design phase, process, or other activity undergoing
Readiins Reviw and notify the Director,, OaW, requestirg
aurizatin.

6.3.4 Subsequent to notificticm by the QognIzant Associate Director,
OCFt, the Director, Oam, shall authorize the start or
ocntlzmtion of the design phase, process, or other activity

urxlergoing Readiness Review based on r e tians in the final
repor

7.0 o

7.21 Dtnn generated as a result of this procedure is maintained in
amxrdarxx with reqir s specified in OW 17.1, "QA Records
Managament". At a miimnim, attadents II thrugh VII are Qa records.

U.S. DEPARTMENT OF ENERGY
WASHINGTON. D.C.
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8. 0 A=!THMW

8.1
8.2
8.3
8.4
8.5
8.6
8.7
8.8

Attadm-n I
A t a d m nt I
A t a d n ~ t i n I
A tt d i u n t I V

Attaciment V
A t a d In V I

Attachmnt VII
Attactment VII

OaM~ Administrative Glide for Pteadiness Paviews
OCEM Paaines-eiw Plan
OaM Peadinss-esw Tree
OcIMt Read.iness-R~eview ACtic~n-Items List
OaM4 Paadiness-IL-vi Open-Items List
OaM~ Peaadjnss-Reviwr Tledhical-Holds Sheet

a~m Pe--Adi ~-Ievier Techimil-flolds List
QWA Flowcart

U.S. DEPARTMENT OF ENERGY
WASHINGTON, D.C.
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This guide is written to assure ompliarne with the current eadir s of
the OC(M Q5R and Qi) that relate to FOMN Readiness Reviews. These
eGuirdi~nts apply to the planning and aocplisment of the design phase,

prooess, or other activity =nder suitably con ed tions incluiirg
assurane that prerequisites for aocv] ishing the given design I;i , process,
or other activity have been satisfied.

The purpose of this docuent is to pmvide sufficient inf tin to
chairperso of Readiness Review Boards and Start-up Teams to allcw ttem to
effectively advise Board and Team mmiers, and make Wtinim ctributiosm to
Readiness Reviews.

II. =I11ES-RVE PLAN

The Readiness-Review Plan shall be prepared by the Start-up Team prior to
startirx the ROadinfs-Raview Tree. The Plan shall ioctaln an Ierient,
logical, aixd systeratic approach to achieve the spcific goal aitlined by the
Cognizant Associate Director, OaEM. She Plan shall cxotain a list of all
items (see Attachment II for examples) to be addressed the Readiness
Review.

The Plan shcald include the following points, as apppriate.
- u and overview
- Soope and area(s) to be covered
- Cbjectives to be determined
- Reference proCedure to be used
- Actual readiness-review acti-s and descripticn of how the

Readiness Review will be conxucted
- Readiness-Review guidelines
- Readiness-Reiew assun*ptins
- Readiness-Review schedule, ihxicating significant milestones,

i4 luding due dates of draft(s) and final report(s).

III. 5U~4S-RVE fTRE

The Readiness-Review Tree (See Attam Int II for example) shall be develcped
by the Start-up Team and approved by the Readiness-Review Board prior to
starting a Readiness Review. Were possible, the Tree should be develqped
using previdosly approved Trees as guides to assure ocuprehension by others and
to aid coordination of the Readiness Review.

U.S. DEPARTMENT OF ENERGY
WASHINGTON, D.C.
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ATg1~1r I ant:Id
OCRlE4 aEIIT= SUTER FRo w RZOMMS I

7he Tree shold be a logical and systematic analysis of factors that are
ressazy and sufficient for the Readiness Review. Ihe lowest elements on
the Tree are startir points for further "rafard expansion resultirq in a
level of detai determine by the damra i and plexity of the design

h, process, or othe activity erevie.

IV. ACTICN-I'ITTM LIST

Subsequent to Readiness-Review Board review of the Readiness-Review Plan and
Readiness-Review Tree, the Start-up eam shall develop a cmprehensive Action-
Items List (See Attadent IV). The Action-Ite list shall also be stibitted
for Readiness-Review Board review. Ite shown on the Acticn-Items List shall

-be used to track progress and prevent oversights duriri the Readiness Review.

V. OPEN-rI LI

During Readiness Review, actii it nat yet completed or otherwise deficient
shall be in-- zporated on an Cpen-Items list (See Attacment V) by the Start-
up Team. The qpen-Item list shall:

- Referenze "Open" or deficient items by Action-Items List number.
- Define acticnr(s) required to close "NOpen" or deficient items
- Assign action responsibility to close "Open" or deficient items
- Estimate completion date(s) for "Open" or deficient items.

t7I. TUHIAL- , 5ir ;

Any item discovered durirg Readiness Review that ould ifmct the schedule or
have other significant regarding the design phase, process, or
other activity udergoing Readines Review shall be documented on a Technical-
Holds Sheet (See Attad t VI). These items are considered so vital to the
activity undergoing review that they must be "Closed" prior to the start or
continuation of the design Ohase, process, or other activity undergoing review
or mist be ozxpleted at a specified junure durr prfon ce of the design
pase, process, or other activity.

Qxditional approval to start or contitne the design pase, process, or other
activity undergoirq Readiness Review may be granted when an acoeptable "wrk-
around" method is aproved for an item on a Tecnical- Holds Sheet. This

thod sdhall be documented on the Technical-Holds Sheet as a teiporary
co ective action.

VII. TECAL-MWS LIST

This list cmpiles information ontained on Technical-Holds Sheets relative
to Review that could imact the schedule or have other significant xpieques
regardinq the design phase, process, or other activity undergoirg review (See
Attadment VII).
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OCRNK AdDNS-RV11 PI

EXAMPLE OF FOSSHE R~dMND REVMD AVTON I¶T0

1. Do organizational plans exist?

2. Do site managent plans exist?

3. Do site activity plans (mbbilizatika, diaracterizatio, investigations, etc)
exist?

4. Are there plans that address staffingJemel?

5. Are there plans to address questions frn the public?

6. Has OaM Laproved the plans?

7. Has training ben provded?

8. Has policy ben established by OMM?

9. Are cottracts in place?

10. Are ses of work for suxtractors clear,, concise, and up-to-date?

11. Have tecrnical specifications been desvelcped ard aproved?

12. Have Quality Assurarme specificaticon been develwed and aproved?

13. Have the quality as-=rance prograimtic rquir , e.g., 10 CER 60,
10 CER 50, and NQA-1, been defined?

14. Have the quality assurae programatic require, e.g., 10 CFR 60, 10 CER
50, and 1 &-1, been defined for prime contractors?

15. Have quality levels, inspection points, hold points and Q, reviews been
established, reviewed and approved?

16. Have the quality assuranro/quality ontrol interfaces been defined and
dooLmented?

17. Are documents in place to assure that AUl applicable regulatory requirements
have been addressed including local, state, or federal permits?

18. Has the proper level of authority been delegated to the field?

U.S. DEPARTMENT OF ENERGY
WASHINGTON, D.C.
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ATIIENT1 I Ied
OCm rD3awS RVIW PaM

19. Have all physical interfaces been establidied?

20. Are logicl interfaces between network activities established?

21. Do inptemnting procedur eidst?

22. Do dhare wxtrol pMmedures eadst for plans and pro res?

23. Have procedures been approved by Oa*4

24. Has equipment been procured?

25. Have the facilities been acquired?

26. Are the facilities qperational?

27. Are funds available to do the wark?

28. Has hazdlirg of data from field activities been addressed?

29. Has hardlirq of lnformtreds been addressed?

30. Have safety and health ueasures been identified?

31. Have security i n been addressed?

32.- Have seaty masures related to coapater acess been addressed?

U.S. DEPARTMENT OF ENERGY
WASHINGTON, D.C.
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ACCEPTABLE Open Technical
Prerequisite Description of Prerequisite Prerequisite Documentation Rtem Hold Item

I.D. Prerequisite Assignee Resolved Verified NO. No.

REV. 1i9
ACTION ITEMS COMPLETED

TEAM CHAIRMAN DATE
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SHEET _ OF -
OFFICE OF CIAVIL WWS NO. use

RADIOACTIVE WASTE MANAGEMENT
U.S. DEPARTMENT OF ENERGY

WASHINGTON, D.C.

i:;I!a4. .*1 Im I'M . 11L. I .119i

OPEN PREREQUISITE PREREQUISITE ITEM/DEFICIENCY ACTIVITY REQUIRED ESTIMATED ACTIVITY
ITEM I1D. ASSIGNEE COMPLETION ASSIGNED
NO. DATE

REV. 1/89
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SHEET -OF
OFFCE OF CiViUAN WBs NO.

RADIOACTIVE WASTE MANAGEMENT
U.S. DEPARTMENT OF ENERGY

WASHINGTON, D.C.

READINESS REVIEW ACTION ITEM TECHNICAL HOLD NO.

PREREQUISITE DESCRIPTION

DESCRIPTION OF TECHNICAL HOLD

DESCRIPTION OF CORRECTIVE ACTION (Explain corrective action, potential impact responsible organization.)

PREREQUISITE ASSIGNEE NETWORK NO.

NamneDt

APPROVALS

NAME AND FUNCTION DATE NAME AND FUNCTION DATE

REV. 1/89
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SHEET - OF___

OFFICE OF CIVILIAN wBs NO.
RADIOACTIVE WASTE MANAGEMENT

U.S. DEPARTMENT OF ENERGY
WASHINGTON, D.C.

ACTION OPEN TECHNICAL ITEM ACTIVITY COMPLETION APPROVED
ITEM ITEM HOLD DESCRIPTION REQUIRED DATE ACTION
NO. NO. NO. CLOSED DATE

I. .1. J.
REV. 1/89

U.S. DEPARTMENT OF ENERGY
WASHINGTON, D.C.
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READINESS REVIEW

Counimt
IAssociae

I EDirector

APPROVE RECOMMENDATION
NOTIFY DIRECTOR, OCRWM

Readiness Review
| Board Chairperson

ISSUELETTERORMEMORANDUM
WITH RECOMMENDATION
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