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1.0 PUREGSE |
1.1 The purpose of this procedure is to establish the Office of Civilian

2.0

3.0

Radiocactive Waste Management (OCRM) responsibilities and methods for
review and acceptance or approval of quality-affecting procurement
documents.

- doauments and procurement-related

SQOPE
2.1

This procedure shall be implemented for the review and acceptance or
approval of OCRIM procurement or procurement-related documents for
services provided by PROGRAM participants, as identified in the
applicable Quality Assurance Controls Specification called for in
QAAP 2.3, "Quality Assurance Controls Implementation Plan.® It
additionally applies to quality-related procurement documents of
PROGRAM participants that are sulmitted to OCRM Headquarters for
review and acceptance or approval, if any.

REFERENCES AND DEFTNTTIONS
3.1 REFERENCES

3.1.1 "Quality Assurance

Requirements for the Civilian Radiocactive
Waste Management Program,® (QAR)-DOE/RW-0214, DOE, 1988.

3.1.2 "Quality Assurance Program Description for the Civilian

Radiocactive Waste Management Program," QAPD), DOE/RW-0215, DOE,
1988.

3.1.3 Quality Assurance Administrative Procedure 7.1, "Control of

Purchased Items and Services."

3.2 DEFINTTTONS
3.2.1 The definitions of standard terms may be found in the Glossary

contained in reference 3.1.1.

3.2.2 JAcceptance - This term is used to indicate written agreement

that a doament is suitable for its intended use, and that
review of a document has been satisfactorily completed.
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3.2.3 Mandatory Comment - A comment that the reviewer has determined

requires resolution prior to document acceptance or approval.
These comments include those which identify a significant

conflict with, or deviation from, existing approved OCRM
policy: a quality assurance requirement; a programmatic or
management requirement; a technical position; or any other
criteria applicable to the document. .

4.0 RESPONSTBIT.ITIES
4.1 .LEEQJZBDR.CEFICE OF CIVITIAN RADIOACTIVE WASTE MANAGFEMENT (DOCEAM)
The DOCRWM or designee has overall responsibility for: |

4.2

4.3

4.4

4.1.1 Accepting or approving OCRHM procurement documents; and

4.1.2 Accepting or approving PROGRAM participant procurement
doaments that are submitted for OCRWM acceptance or approval,
if any.

ASSOCTATE DITRECTORS

The Associate Directors or designees are responsible for:

4.2.1

4.2.2

Reviewing OCRMM procurement documents that are related to their
respective areas of responsibility or fields of expertise; and

Reviewing mpaxticlpant procurement documents that are
submitted for OCRM review, if any.

ASSOCTATE DIRECTOR FOR PROGRAM ATMINTSTRATTON AND RESOURCES MANAGEMENT
{ADPARM)

The ADPARM or designee‘ is responsible for:

4.3.1 Preparing and maintaining this QAAP;

4.3.2 Coordinating the review of procurement documents;

4.3.3 Tracking and reporting procurement document review status; and
4.3.4 BAssigning responsibility for review of pma:rement- documents. |
PIRECTOR OFFICE OF QUALTTY ASSURANCE (DOOQA)

The DOQA or designee is responsible for:

4.4.1

Reviewing procurement documents to ensure proper quality
requirements are adequately addressed.

U.S. DEPARTMENT OF ENERGY
WASHINGTON, D.C.
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4.5

The organization initiating a procurement is responsible for:
4.5.1 Submitting procurement documents to the ADPARM for review; and
4.5.2 Resolving reviewer mandatory camments.

5.0 GENERAL

5.1

5.2

5.3

5.4

5.5

5.6

5.7

Procurement documents for OCRM-purchased services shall be reviewed,
and accepted or approved, in accordance with this QAAP. The need for
acceptance or approval is specified in reference 3.1.3. Changes to
previously accepted or approved OCRWM procurement documents, including
contract modifications, shallbereviewedinamam'xercamnemurate with
the original review.

If procurement documents from PROGRAM participants (including Project
Offices) are received by OCR®M for review and acceptance or approval,
the documents shall be processed in accordance with this QAAP,

Procurement document review shall be coordinated and the review status
shall be tracked by the ADPARM (Management Systems and Support
Division, MSSD).

Procurement document reviewers shall doaument comments or indicate "No
Comments" on a Document Review Record (IRR), Attachments I and IT.

Resolution of mandatory comments shall be accamplished between the
organization that prepared the procurement document (initiator) and
the reviewing organization. Intheeventthatanongml reviewer is
unavailable for resolution, the Associate Director of the original
reviewer shall designate a qualified replacement to resolve the
caments.

Resolution of mandatory camments shall be documented by the initiator
adjacent to the reviewers' coments on the DRR. The reviewers shall
irdicate agreement or disagreement with the resolution of these
caments in the colum on the IRR provided for this purpose.

Caments that cannot be resolved by the reviewing organization and the
initiator shall be elevated to successively higher 1levels of
management until resolution is attained.

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

6.1

6.2

6.3

INTTTATING PROCURFMENT DOCUMENT REVIEW

6.1.1 The procurement doaument preparer organization (initiator)
shall identify any technical and quality acceptance criteria
applicable to the document on a Document Review Record (DRR),
ard submit the DRR with the subject procurement document to the
ADPARM. . :

6.1.2 Upon receipt of a procurement document requested for review,
the ADPARM shall determine the appropriate Associate Directors
to conduct the review. Reviewers shall include the OCRWM
offices that are cognizant of the services being procured. The
DOQA, shall be included in the review to ensure that quality
and quality assurance requirements are adequately addressed.
The ADPARM shall identify programmatic acceptance criteria on
the DRR, and forward the subject procurement documents and DRRs
to the selected reviewers.

PROCUREMENT DOCUMENT REVIEW

6.2.1 Reviewers shall prepare or obtain checklists based upon the
review and acceptance criteria specified on the DRR. Reviewers
shall perform the review using the checklists.,

6.2.2 Reviewers shall document their coments on the DRR. If a
reviewer designates additional persomnel to perform the review,
the reviewer shall consolidate all caments onto a single set
of DRRs, resolving any conflicting comments.

6.2.3 When the review produces caments, the reviewers shall annctate
the mandatory comments, ifany, with an asterisk in the left
margin of the DRR.

6.2.4 Upon campletion of the review, the reviewers shall forward the
signed DRRs to the ADPARM.

OOMMENT CONSOLTDATTON
6.3.1 The ADPARM shall review the DRRs to determine the extent of the
caments.

6.3.2 If no caments exist, the ADPARM shall inltiate acceptance or
approvalpersectimGSofmisQAAP

6.3.3 If caments exist, the ADPARM ghall transmit the DRRs to the
initiating organization for comment response and resolution.

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

6.4.1

6.4.2

6.4.3

6.4.4

6.4.5

6.4.6

6.4.7

6.4.8

6.4.9

6.4.10

Resolution of mandatory comments shall be accamplished by the
initiating organization.

~to mardatory comments shall be documented by the
initiating organization on the same DRRs on which the coments

appear.

The initiating organization shall sukmit the subject document
and the DRR responses to the ADPARM.

The ADPARM shall forward the document and the IRR responses to
the cognizant reviewers for evaluation of mandatory camment
resolution.

Reviewers shall indicate acceptance or rejection of the
response to the mandatory camments and initial the DRR adjacent
to each comment response, and shall retuirn the DRR to the
ADPARM.

If any mandatory cament response is rejected by a reviewer,
the ADPARM shall return the DRR to the initiating
organization, with the documented rationale for rejection.

This cament resolution cycle shall be repeated, if necessary,
until all mandatory comments are resolved to the mutual
satisfaction of the reviewer and the initiator. Mandatory
caments that cannot be resolved by the reviewers and initiator
shall be elevated to the attention of the appropriate
management level until resolved.

The above cament resolution steps may be accamplished in
concert via meetings between the initiators and reviewers.
The agreed upon resolutions shall be documented on the IRRs.

Following satisfactory resolution of mandatory comments on the
DRRs, the initiating organization shall revise the document as
necessary, ardrw:hnitthedoamentwiththecmpletedand
signed IRR package to the ADPARM.

The ADPARM shall evaluate the DRR package to determine that all
mandatory caments have been resolved in accordance with this
procedure. If deficiencies exist, the ADPARM ghall return the
IRR package to the initiating organization for correction.

U.S. DEPARTMENT OF ENERGY
WASHINGTON, D.C.
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6.5 ACCEPTANCE OR APPROVAL

6.5.1 Upon satisfactory completion of the review process, the ADPARM

shall prepare an acceptance or approval memorandum for the
signature of the DOCRM, and forward the memorandum, the DRRs,

and the docament to the DOCRM.

6.5.2 I!xemMsmlisigntheappmvaloracoepbamememomrdtm,or
shall indicate reasons for non-approval, and return the package

to the ADPARM.

6.5.3 ‘The ADPARM shall ensure that the procurement document review is
document package to the
DOE procuring organization for action, if an OCRWM-initiated
package, or to the initiating organization.

camplete and forward the

7.0 REQORDS

7.1 Documentation generated as a result of this procedure is collected and
maintained in accordance with the requirements specified in QAAP 17.1,
"OA Records Management." At a minimum, Attachments I and II are

considered QA records.
ATTACHMENTS

8.1 Attachment I - OCRM "Document Review Record."

8.2 Attachment IT - OCRM "Document Review Record Continmuation Sheet.®

8.3 Attachment IIT - QAAP Flowchart.

U.S. DEPARTMENT OF ENERGY
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ATTACEMENT I (Typical)

SHEET _1__ OF _____
OFFICE OF CIVILIAN WBSNO. __
RADIOACTIVE WASTE MANAGEMENT
U.S. DEPARTMENT OF ENERGY
WASHINGTON, D.C.
- DOCUMENT REVIEW RECORD -~ -«
DOCUMENT NAME
REVISION
"DATE
REVIEW INSTRUCTIONS/ACCEPTANCE CRITERIA
REVIEW INSTRUCTIONS/CRITERIA PREPARED BY REVIEW INSTRUCTIONS/CRITERIA APPROVED BY
Signature Date Signature Date
FORWARD RESULTS TO
COMMENTS THAT ARE ANNOTATED WITH AN (*) ARE MANDATORY AND REQUIRE RESPONSE AND RESOLUTION.
SECT/ COMMENT * RESPONSE ACCEPT/
PARA. REJECT
REVIEWED BY RESPONSE BY
Signature Date Signature Date
REV.1/89

U.S. DEPARTMENT OF ENERGY
WASHINGTON, D.C.
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ATTACHMENT IT (Typical)

SHEET OF
OFFICE OF CIVILIAN wesno,
RADIOACTIVE WASTE MANAGEMENT
U.S. DEPARTMENT OF ENERGY
WASHINGTON, D.C.

DOCUMENT REVIEW RECORD (continuation sheet} -

DOCUMENT NAME
REVISION
DATE

COMMENTS THAT ARE ANNOTATED WITH AN (*) ARE MANDATORY AND REQUIRE RESPONSE AND RESOLUTION.

SECT/ COMMENT i | RESPONSE
PARA.

ACCEPT/
REJECT

REVIEWED BY RESPONSE BY

Signature Date Signature » Date

REV. 1789

U.S. DEPARTMENT OF ENERGY
WASHINGTON, D.C.
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ATTACHMENT ITI
PROCUREMENT DOCUMENT REVIEW
6.1.1 Initiator 653 ADPARM
ASSESS COMPLETION
;',’5;{“,{,* ‘CE.E,,“;,‘{,‘;“& FORWARD T0 PROCURING
AND SUBMIT DOCUMENT ORGANIZATION
6.1.2 ¥ ADPARM 652 t Dinctor,
IDENTIFY PROGRAMMATIC
ACCEPTANCE CRITERIA & SIGN ACCEPTANCE/
SELECT REVIEWERS APPROVAL LETTER
651
62 l Reviewers 6.4.10 f ADPARM
CONDUCT REVIEW AND REVIEW & PREPARE
1 APPROVAL LETTER &
RECORD COMMENTS SUBMIT TO DIRECTOR
631 1 ADPARM 647 ADPARM 6.4.9 T initiator
REVIEW DOCUMENT REVISE DOCUMENT
OBTAIN MANAGEMENT I
REVIEW RECORD (DFRR) DECISION AND IMPLEMENT AND SUBMIT

IMMEDIATE
RESOLUTION
POSSIBLE

S
6.3.3 * ADPARM

yes
647

TRANSMIT COMMENTS TO
DOCUMENT INITIATOR'S -
ORGANIZATION

641643 l Iniiator

RESPOND TO MANDATORY
COMMENTS & SUBMIT
RESPONSE TO ADPARM

ADPARM = ASSOCIATE DIRECTOR FOR PROGRAM ADMINISTRATION &
RESOURCES MANAGEMENT

ALL
COMMENTS
RESOLVED

646 ADPARM

REVIEW RESOLUTION
3

645 Reviewers

EVALUATE RESPONSES
& SUBMIT TO ADPARM

644 T ADPARM

FORWARD PROPOSED COMMENT
RESOLUTIONS TO REVIEWERS

U.S. DEPARTMENT OF ENERGY
WASHINGTON, D.C.
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4.1

The following number is for OCRWM records management purposes
\_/ only and should not be used when ordering this publication.

Accession No.: HQ0.890109.0020



