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1.0

The purpose of this procedure is to establish responsibilities and stardard
instructions for uniform p atn, review, and approval of Iplementirg
Line Procedures (ILPs) for the Office of Civilian Radioactive Waste
managent (0cz.

2.0 o

This procedure shall be implemented for the development of all OaEM IiPs if
and as specified in te OCEM QA Omtrols Matrix developed in accordance
with QAP 2.3 for the associated work. The Ims provide instruction, at a
level of detail beyond that provided in Quality Assur Adminitive
rcedures (QMPs), to personel responsible for performing work at oCEWM.

3. 0 RUG0IS AND IEl S

3.1 Be

3.1.1 "Quality Assurance ReqPirements for the Civilian Radioactive
Waste Management Program", (QAR) DOE/RW-0214.
(HQZ.890109.0002)

3.1.2 "Quality Assurance Program Description for the Civilian
Radioactive Waste Management Program", (QAPD) D0M/K-0215.
(MQO.890109.0003)

3.2 Mr"

3.2.1 The definitions of standard terms may be found in the Glossary
contained in reference 3.1.1.

3.2.2 mlplementinM Line Procedure (IP) - Procedure that provides
instruction (technical and management), at a level of detail
beyond that provided in QAAPs, to personnel responsible for
performing work at OCEM. An example of an IIP would be an
Associate Director level procedure for document oxntrol within
the Associate Director's primary area of responsibility. nlps
are developed as needed.
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3.2.3 Wor Revision - CGanges to a procedure that affect a process
within the procedure, the basic content, or a major charge in

3.2.4 Mandatory Coit - Cmment requirirg resolution that
identifies and describes a significant conflict with, or
deviation from, existing OCRCI policy; quality assurance
requirement; programmatic or management requirement; technical
position; or responsibilities for implementation of established
requireents.

3.2.5 Minor Revisi - Changes sudh as typographical errors; wording
changes for clarity; and editorial changes, where the basic
meaning and content of the procedure does not change.

4.0 M S

4 .1 COGNIZAN ASSOCIAdE DIREMaUX.C

The cognizant Associate Directors, OCEM, or designees, are
responsible for:

4.1.1 Providirg for the develcpment, preparation, review, camment
and cimlent resolution of ILPs within their exclusive or
primary area of responsibility;

4.1.2 Providinx signatory approval of ILPs developed or revised, as
described in 4.1.1 above;

4.1.3 Assurirq that personnel under their supervision.have received
the a rriate training required to implement the liPs;

4.1.4 Assuring implementation of actions prescribed in ILPs within
their functional areas of responsibilities;

4.1.5 Assuring that the OCCM Q organization is requested to review
and ccimnt on all ILPs developed; and

4.1.6 Forwarding their approved ILP's to the Director, OQA, for issue
and distribution in accordance with QWAP 6.1.

4.2 OCEM

OCRWM personnel are responsible for:

4.2.1 Identifying the need, or possible need, for an lIP or revision
to a current IIp to the appropriate Associate Director; and

4.2.2 Developing, reviewing and commenting on ILFs, as assigned, as
prescribed in this procedure.
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4.3 DIRBCIC. OFFICE OF ORNlTY ASSRAIMM (aY

The Director, OQA, or designee, is respcnsible for:

4.3.1 Preparing and maintaining this QAP;

4.3.2 Identifying quality assurance requirements for subsequent
inclusion into a1riate lIPs;

4.3.3 Reviewirg iIPs prior to cognizant Associate Director's
approval, to assure adequate qualitative and quantitative
instructions and compliance with the applicable Quality
Assurane Controls Specification as described in QAP 2.3,
"Establishin Quality Assurance ontrols";

4.3.4 Profiding signatory conurren_ of ILPs developed for issuance;
and

4.3.5 Executing responsibilities identified in Section 4.1 for ILPs
required to support work within the Office of Quality
Assurance's primary area of responsibility.

5.0 GENERAL

5.1 OaRM ILPs shall be prepared and revised as prescribed in this
procedure.

5.2 Prior to 3IP develcpment, the cognizant Associate Director, who
established the need for an uIP, should interface with other Associate
Directors to preclude the possibility of duplication of effort
regarding Ip development.

5.3 Cognizant Associate Directors shall develop and maintain the necessary
BLps to support work related to their primary area of responibility.

5.4 ITs shall be reviewed and comented on by each Associate Director
affected or with defined responsibility. All ILPs developed
shall be reviewed by the Office of Quality Assurance.

5.5 IIPs shall use Attacbment I "Procedure Title Page" and Attachmient II
"Procedure Continuation Page". The required information is as
follows:

5.5.1 iIP Subject - The title or subject of the procedure;

5.5.2 lIP Number - The apropriate alpha-numeric identification, as
assigned by the cognizant Associate Director, OCEM.

5.5.3 ILP Revision - The apropriate sequential-revision number, with
0 (zero) being the first issue;
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5.5.4 Date Block - Shall exhibit the effective date of the procedure,
as assigned by the cognizant Associate Director;

5.5.5 Page Block - shall exhibit "Page 1 of ";

5.5.6 Associate Director, OCaM - Shall exhibit the authorized
approval signature of the cognizant Associate Director and the
date signed; ard

5.5.7 Director, OQX - Shall exhibit the authorized H e
signature and the date signed.

5.6 Review cImwmts and resolution -. irrences for ILPs shall be
docuented on Attactmet TII "Domment Review Record" (CRM) and
Attachment IV "Iaoument Review Record (Continuation Sheet) ".

5.7 Ulis shall be prepared in the fomat described in Attachment V and
Attachment VI.

5.8 ILPs shall be uniquely identified (numbered), as described by this
procedure.

5.9 Issue and distribution of ILPs shall be in accordance with QAAP 6.1.

5.10 Responsibilities that Sections 5.0 and 6.0 assign to the cognizant
Associate Director shall apply to the Director, OQA, for IrPs required
to support work within the Office of Quality Assurance's primary area
of responsibility. Far IlPs developed by the Office of Quality
Assurance, the Director, OQA, shall enter 'Not Applicable' in the
Associate Director signature block of the Procedure Title Page
(Attachment I).

6.0 PFDUiX2 RE

6.1 3IP

6.1.1 When a valid need for an ILP has been identified, the cognizant
Associate Director shall assign an IIP preparer.

6.1.2 The preparer shall develop the ILP Purpose and Scope sections
and then may develop a flow chart to depict the various steps
or sequence of actions associated with the procedure. Flow
charts may be incorporated into the procedure, when
appropr-iate.

6.1.3 The preparer should be aware of the following word-usage during
lip develqpmnt:

U.S. DEPARTMENT OF ENERGY
WASHINGTON, D.C.
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a) shall denotes mandatory requir directed twards
actions and activities in the procedure;

b) u denotes epectation relative to desired results; ard

c) may denotes permission.

6.01. 4 All attadmnts shall be contaired within the border-confines
of Attadcment II and apprqriately identified.

6.1.5 ¶he preparer shall complete the initial draft of the IUP.

6.2 J1P TMVIM

6.2.1 Upon completion of the initial draft 11P, the preparer shall
sulmit the draft as well as review instructions/criteria to
the cogniZant Associate Director, OCEM. As a mninimum, review
instructicns/criteria shall request that IUPs be reviewed for
compliance with this QWAP and the applicable Quality Assurane
Controls Specification.

6.2.2 The cognizart Associate Director shall then establish a
realistic comment due date, approve the review
instructions/criteria, and solicit coments from personnel
within his immediate organization, from other Associate
Directors' organizations and from the Director, oQ&. The
review and acceptance criteria shall be contained in or
referenced on Attachment III.

6.2.3 The reviewers shall perform the review, following the specified
review and acceptance criteria annotated or refereed on the
ERR.

6.2.4 Review coimnts shall be documented on the CMR. Each
organization requested to perform a review should provide a
consolidated set of coments (reflecting that organization's
consensus of opinion) for subsequent resolution, on a single
set of ERRS

6.2.5 When the review process produces camients, the reviewers shall
identify mandatory omeents, by annatating the mandatory
cotments with an asterisk on the EMR.

6.2.6 Upon completion of the review, the reviewers shall forward the
CR to the cognizant Associate Director, OCOW, for further
action.

U.S. DEPARTMENT OF ENERGY
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6.3 ACTION O rSEQUEEr TO diVvy

6.3.1 7he cognizant Associate Director shall then review the ER to
determine the extent of the cciments.

6.3.2 If assents exist, the cognizant Associate Director shall
forward the IMRs to the procedure-preparer for casment
response.

6.3.3 If no ccacmnts exist, or subsequent to cammnt resolution, the
cognizant Associate Director shall forward the LiP to the
Director, OQA for cowarrence signature on the title page.
After the com, crrence signature is affixed to the ITP, the
Director, OQ& shall return the procedure to the cognizant
Associate Director for approval.

6.3.4 The cognizant Associate Director shall submit approved IIPs to
the Director, OQA for issue and distribution in accordance with
QWAP 6.1.

6.4 CU1MENP RESKsEzRsordlW

6.4.1 The comment responses and resolutions for camments annotated as
mandatory, shall be documented on the Ease PR2s on which the
cmments appear.

6.4.2 Non-mandatory cxments, minor revisions, and typographical
errors shall be considered and corrections made as appropriate,
however, formal camant resolution is not required.

6.4.3 Cauient resolution may be acccmplished at a meeting between the
preparer -and ccomentor where ctmments are resolved and
do~ne.

6.4.4 Once an acceptable resolution is reached, the cannentor and
documen, preparer shall indicate acceptable resolution by
initialing and dating the space provided on the DRR, adjacent
to the coment response.

6.4.5 Upon campletion of the resolution of crnesents on the DEUs, the
docuuent-preparer shall revise the docmnent, as necessary, and
forward the completed document, along with the campleted IFRs,
to the cognizant Associate Director for his action, in
aIrdanoe with Section 6.3.

U.S. DEPARTMENT OF ENERGY
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6.4.6 If major revision results durirn the ccaint-resolwution phase,
the revised draft sould be reviewed again.

6.4.7 CuAments that cannot be resolved by the reviewirg organization
and the originatirg organization shali be brought to the
attention of the aprcpriate managent and, if not resolved,
are elevated progressively if necessary, to the Director,

6.5 V

6.5.1 Revisions to approved Ilps shall be accomplished as prescribed
in Sections 6.2, 6.3, and 6.4 above.

6.5.2 Major revisions to approved lrPs shall be acxomplished as
needed. Minor revisions are acxomplished when the subject ILP
is next revised.

6.5.3 When an approved ILP is revised, it shall be issued as the next
sequential revision number. Mhe sections of the document that
have been revised shall be identified by a dcange bar (a
vertical line in the margin adjacent to the line or section
that was revised). Attachment VI provides an exawple of a
change bar for a section that has been revised.

6.6 lIP NtI4EsMRI SYSThE

6- 6..1 Unique -ntmber designation. shall be assigned by the cognizant
Associate Director.

6.6.2 the unique ruiber designation assigned to any ILP shall be
alpha-numeric and shall be of the following format:

ILP 10 . 3 . 1
A A A Al

L-..the first InP prepared by RW-10 relative to
Section 3 of reference 3.1.2

--1eCticn of reference 3.1.2 that the ILP
relates to; Section 3, "Design Control" in
this example

- these two digits reflect the originating
OCEM office; RW-10 in this example

U.S. DEPARTMENT OF ENERGY
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7.0

7.1 Dxurentaticn prepared as a result of this procedure shall be
collected and maintained in aoxrdance with requirements specified in
QAAP 17.1, "Q& Records Management". At a minin, Attacmnts III
ard IV shall be considered QA Records.

8.0 ATMHE;

8.1 Attadment I - OC$EM "Procedure Title Page"

8.2 Attachment II - OCM "PrcedUre COntimlatiOn Page"

8.3 Attachment III - 0CM "Document Review Record"

8.4 Attachment IV - OCRM "Document Review Record Continuation Sheet"

8.5 Attachment V - OCRM "ILP Standard Arrangeent Format"

8.6 Attachment VI - OCXWM "Standard Block-Paragraph Format"

8.7 Attachment VII - QWP Flowchart

1*11�
U.S. DEPARTMENT OF ENERGY
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ATD%03MENT M:

9WE OF
OFFICE OF CIVLAN WA No.

:RADIOACTIVE WASTE MANAGEMENT
U.S. DEPARTMENT OF ENERGY

WASHINGTON, D.C.

DOCUMENT NAME
REVISION
DATE

REVIEW INSTRUCTIONSACCEPTANCE CRIERIA

REVIEW INSTRUCTIONS/CRITERIA PREPARED BY REVIEW INSTRUCTIONS/CRITERIA APPROVED BY

Signature Dat Signtr Date

FORWARD RESULTS TO -

COMMUENTS THAT ARE ANNOTATED WITHAN I-)ARE MANDATORY AND REQUTRE RESPONSE AND RESOLUTION.

SECT} COMMENT RESPONSE ACCEPT/
PMARAREECT

REVIEWED BY RESPONSE BY

SignaureDt Sinatr Date

.M 1/89

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

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

SHEET OF
WBS NO.

r=. ~~~~~~~~~~~~~~~~~~~~~~~~~-z

DOCUMENT NAME
REVISION
DATE

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

HEV. 1/89
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lIP SIANDM A RRVT~ FURA

1.0 PURPOE

This section should describe the objectives of the procedure

2.0 SCO)PE

Identify the specific application of the procedure and the OCRPM activities
to which it will apply. Include any restrictions to procedure application.

3.0 RIEFNCES AND MEFINITIN

3.1 FEFE CES

List those documents used in preparation that will interface with the
procedure being written.

3.2 IEFINITIONS

Reference the QA Glossary for general terms. Define here, the terms
that are unique to the procedure being written.

4.0 1

Identify the individuals or organizations who have major responsibility for
implementation of the procedure. Restrict this to OCa:M personnel who have
direct involvement in the subject activity.

5.0 GENERAL

Delineate requirements or provide leading information that will bring the
reader to the step-by-step details of the procedure section.

6.0 r

Provide detailed methodology to implement requirements of the QA Program and
include reference in the text to any attachments.

7.0 R

7.1 Should always state the following: "Documentation generated as a
result of this procedure shall be collected and maintained in
accordance with requirements specified in QAAP 17.1, " QA Records
Management". At a minimum, Attachments (list the attachments by
number, i.e., I, II) shall be considered QA Records.

8.0 ATBY3PUNIS

A listing of all exhibits, illustrations, forms, and appendices referred to
in the procedure text.

U.S. DEPARTMENT OF ENERGY
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1.*0 t L~-IEV1EL Inmam I

(The first-level i
underscored.)

enture shall be titled in uppercase letters and

1.*1 SEOONID-IEVEL3 I ENI11URS

(The second-i
uppercase lett

el indentures shall be titled,
s and underscored.)

as appropriate, in

1.1.1 (mair
paragr
titles

evel indentures shall be written in sentence and/or
th format in lowercase letters and shall not bear

a) It
Fe
ic

b) PF
li

C) Wi
be
ir
ir

d) AC

Se

nization or delineation
,graphs shall be typed
itified by a letter a), b),

beneath any indentured
in lowercase letters and
etc.

graph titles, when used shall always be on a separate

i the exception of the following, there shall always
a double-space between indentures: fourth-level
ntures, e.g. a), b) shall be single-spaced between
*ntures, when the text does not exceed one line.

tions, changes, or deletions shall be identified by a
ge bar as illustrated in the right margin next to this
-ion.
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PREPARATION OF IMPLEMENTING LINE PROCEDURES

6.1.1 CognizantAssociate Director

I ASSIGN ILP PREPARER

6.12 Preparer

DEVELOP PURPOSE
AND SCOPE

16.15 s r Preparer

Cognizant
Associate

4.1 Director

REVISION
TOEXISTING

PROCEDURE
REOUIRED?

6.113-

| PREPARE/REVISE PROCEDURE I
1S 1

Jr62.1 Preparer
, ,

_
SUBMIT DRAFT FOR REVIEW.

SUBMIT REVIEW INSTRUCTION/CRITERIA

622 | CognizantAssodate Director

I
SCHEDULE AND SOLICIT COMMENTS

APPROVE REVIEW INSTRUCTIONICRITERIA
7 I n~~~~A~._.~

62.3-6.2.6 iHcwr

REVIEW PROCEDURE AND PROVIDE
COMMENTS/CONCURRENCE AS APPROPRIATE

6.3.1 j CowantAssociate
. O~~~~irector

REVIEWDRR

6.4.5 Preparer

FORWARD DOCUMENT AND
COMPLETED DRRS TO

COGNIZANT ASSOCIATE
- DIRECTOR

6.4.4 t Preparer

iINCORPORATE COMMENTS

Cognizant
Assodate

6A.7 Director
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The following number is for OCRWM records management purposes
only and should not be used when ordering this publication.

Accession No.: HQO.890109.0022


