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1.0

2.0

3.0

JPURFOSE

The purpose of this procedure is to establish the responsibilities and

methods for the distribution and control of documents that specify quality
or prescribe quality affecting activities, and for ensuring

that anly current and approved documents are available amd in use during the
performance of quality affecting activities.

SCOPE

This procedure shall be implemented for the control and distribution of
Office of Civilian Radiocactive Waste Management (OCRWM) Quality Assurance
Program documents if and as specified in the OCRM QA Controls Matrix,
developed in accordance with QAAP 2.3, "Establishing Quality Assurance
Controls" for the associated OCR®M work. Specifically included are the
OCRM Quality Assurance Marmal (QAM), which includes the Quality Assurance
Requirements (QAR) and the Quality Assurance Program Description (QAPD)
documents, the OCRM Quality Assurance Administrative Procedures (QAAPs),
and the OCRM Implementing Line Procedures (IIPs). OCRM baselines and
other controlled documents that fall within the scope of the OCR#M Program
Charge Oontrol Procedure (POCP) or the Program Element Change Control
Procedure (PE-CCP) are covered by those procedures and are specifically
excluded from this procedure.

REFERENCES AND DEFTNTTTONS
3.1 [REFERENCES
3.1.1 "Quality Assurance Requirements for the Civilian Radioactive
Waste Management Program," (QAR) DOE/RW-0214.

(HQ0.890109.0002)

3.1.2 Quality Assurance Program Dascription for the Civilian
Radiocactive Waste Management Program,"™ (QAPD) DOE/R-0215.
(HQO.820109.0003)

3.1.3 "Records Management Policies and Requirements," (RMPR) DOE/RW-
01%94.

3.1.4 "Program Change Control Procedure," (POCP) DOE/RA-0223.
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3.2 [EFINTTIONS
3.2.1 The definitions of standard terms may be found in the Glossary

3.2.2

contained in reference 3.1.1.

Controlled Document - Written information that is prepared,
reviewed, and approved in accordance with established

procedures; has controlled distribution, and is subject to
revision and voidance control. The criteria for designating
documents as controlled for the purposes of this procedure are

specified in Paragraph 6.1.2.

4.0 RESPFONSTBIT.ITTES
DIRECTOR, OFFICE OF QUALTTY ASSURANCE (OQA)
The Director, OQA, or designee is respansible for:

4.1

4.1.1 Preparing amd maintaining this QAAP;
4.1.2 Monitoring activities covered by this procedure;

4.1.3 Designating those documents under OQA cognizance that
are to be controlled (based upon the criteria listed
in Section 5);

4.1.4 Administeri:g "quality assurance doaument  control
functions for OCRWM;

4.1.5 Approving the initial distribution of those controlled
quality assurance program documents;

4.1.6 Establishing and maintaining a controlled document
index for those OCRM documents covered within the

scope of this procedure;

4.1.7 Maintaining controlled document distribution lists
for quality assurance program documents;

4.1.8 'Distnbutirg all controlled OCRWM documents covered
within the scope of this procedure;

4.1.9 Approving changes to the distribution 1list of
controlled quality assurance program documents under
OQA cognizance; and

4.1.10 Maintaining and controlling the Quality Assurance
Manual, QAAP marmal, and OCRWM ILP Marmal or Mamals.

U.S. DEPARTMENT OF ENERGY
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4.2 ASSOCIATE DIRECTORS
The Associate Directors or designees are responsible for:

4.2.1 Designating appropriate documents under their
cognizance as comtrolled (based upon the criteria
listed in Section 5);

4.2.2 Approving the initial distribution of those controlled
documents;

4.2.3 Providing the Director, OQA, with their minimm
required distribution list for QAAPs and ILPs under

their cognizance; and

4.2.4 Requesting changes to the distribution list of those
controlled documents.

4.3 ORTGTNATORS OF A CONTROLIED DOCUMENT

Originators of potential or revised ocontrolled documents (see
criteria in Section 5) are responsible for: ~

4.3.1 Providing the Director, OQA, with the materials
listed in paragraph 6.2.2.

4.4 RECIPIENTS OF A OCONTROTIFD DOCUMENT
Recipients of controlled documents are responsible for:

4.4.1 Maintaining their assigned copies;

4.4.2 Providing receipt acknowledgement and disposing of
cbsolete documents as instructed; and

4.4.3 Ensuring that users of controlled documents, within
their area of responsibility, are using the latest
version of controlled documents.

5.0 GENERAL

5.1 Documents that specify quality requirements or prescribe quality
affectji.:g activities shall be controlled and their distribution
specified.
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6.0

5.3

5.4

5.5

5.6

’ 5.7

A document shall satisfy one or both of the following criteria before
being designated as controlled, issued, and maintained in accordance
with this procedure:

5.2.1 'medocmnerrt'smerrequiresacurrentcopyofthedoam\entto
properly conduct their work.

5.2.2 The use of a non-crrent version of the Jdocument could
adversely impact quality.

Controlled documents, including changes, shall be approved for release
by authorized personnel, ard shall be distributed to and used at the
location where the prescribed activity is being performed.

Documents must be identifiable by unique title or mmber, revision
namber, and effective date.

Oopies of controlled documents covered by this procedure printed on
light blue paper shall be considered controlled copies, however the
covers (outer binder) of these doaments shall be white, to
distinguish them from Program Management System-related documents,
vwhose covers are light blue.

Copies of controlled doaments covered by this procedure not printed
on blue paper shall be considered uncontrolled and not used in the
performance of quality affecting work.

An archival copy of each controlled document, and revision, shall be
maintained.

FROCFIURE

6.1

6.2

DESTGNATING A DOCUMENT FOR OCONTROTTED JSSUE

6.1.1 The responsible (or cognizant) supervisor (or manager) shall,
before issuing a document, review and detemmine if that
document fits the criteria (in Section 5) for a controlled
document per this procedure and then act accordingly.

ISSOING A CONTROIIFD DOCUMENT

6.2.1 The cognizant Associate Director or the Director, OQa, shall
approve controlled distribution of docauments within their

primary area of responsibility.

6.2.2 The follow:ln; shall be submitted to the Director, OQA for
QAAPs and IIPs covered by this procedure:

a) One approved (signed) document original;

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




OCRWM QA Procedure No.: Revision: Page:

ADMINISTRATIVE ' of
PROCEDURE QAAP 6.1 0 5 n

b) The required distribution list for initial issue of the

document or regquested changes, if any, to the existing
distribution list for the document or Manual; and

c) Special instructions for distribution, if any, required or
recommended

6.2.3 The Director, OQA, shall ensure that:
a) The document is accurately reproduced on light blue paper;

b) Each controlled doament has a unique title or mumber and
effective date identified on the document;

c) Ehdlcoxﬂ:mlledcopyisassigmdamiquecopymmber;ard

d) Records indicate the assigned copy holder of each
controlled copy by copy mumber.

6.2.4 'The Director, OQA, shall establish and maintain a controlled
document index. The index shall consist of one or both of the

following:

a) A table of contents for each marmual that identifies each
document in the manual by title, mmber, revision, amd
effective date. A new table of contents shall be issued
each time a document is added or revised.

b) For documents not controlled as part of a controlled
manual, a list identifying each such individually
controlled document. The list shall identify each document
by title and mumber, revision, and effective date. This
index, if required, shall be updated anmually or as major
dxamesoomranddistmh:tedtothedocmentreciplents

6.3 IRANSMITTAL OF A CONTROTIED DOCUMENT

6.3.1 The Director, OQA, shall prepare a Document Transmittal
(Attaciment I) for each distribution of a controlled document
and distribute a copy of the Document Transmittal with the
controlled copy to all persomnel on the approved distribution
list. ‘The Document Transmittal shall contain any necessary
irstructims,toincl\xieactiontobetakenmthsupemeded
documents and for acknowledging receipt.

6.3.2 ‘The Director, OQA, shall forward one uncontrolled copy of
each ocontrolled document to the OCRMM Central Records
Facility for inclusion in the Records Information System.

U.S. DEPARTMENT OF ENERGY
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6.4

6.5

6.3.3

6.3.4

6.3.5

6.3.6

The recipient shall ensure that the controlled document is
updated in campliance with the instructions provided and then
shall sign and date the Document Transmittal and return it to
the OQA.

The Director, OQA, shall make a record of the return of the
Document Transmittal including the document mumber, revision
rmber, date the recipient signed the acknowledgement,
controlled copy nmber, and recipient that acknowledges

If the Document Transmittal has not been returned, signed, to
the OQA by the acknowledgement required date identified on the
Document Transmittal (should typically be 15 working days from
the date of the transmittal for PROGRAM participant personnel
expected to have activities covered by the transmittal

" document), the Director, OQA, shall issue a reminder using

either the Document Transmittal or Document Transmittal
Inquiry (Attadiment II), to the controlled copy holder
(assignee).

If the reminder Document Transmittal or Inquiry has not been
retmledsigredtotheOQAbytheaclmowledgementreqaired
date identified on the Doament Transmittal Inquiry,

docament recipient and immediate line supervisor shall be

notified by the Director, OQA, of removal from controlled
distribution.
ISSUING REVISTONS TO OR DETFTING A CONTROITED DOCUMENT

6.4.1

6.4.2

Revisions to controlled documents shall be issued in the same
mamner as the original controlled document. The effective
date and revision mmber shall be plainly visible on the
document cover sheet.

The Docaument Transmittal shall instruct the recipient to
destroy or return superseded material or clearly 1label it
"SUPERSEDED" ard shall inform the recipient that signing the
acknowledgement so attests that the action was taken.

MAINTATNING AND REVISTNG OONTROLIED DOCUMENT DISTRTBUTION LISTS

6.5.1

The Director, OQ3, shall maintain a controlled distribution
list for each document or Mamual covered by this procedure.
The distribution list includes each controlled copy holder or
location ard the copy mumber.

U.S. DEPARTMENT OF ENERGY
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6.5.2

6.5.3

6.5.4

7.0 RECORDS

' 8.0 ATTACHMENTS
—/

Requests for changes to the controlled distribution lists
shall be made by memorandum and directed to the Director, OQA.

When a document holder is removed  from a distribution list,
the Director, OQA, shall notify the person, via a Document
Transmittal, to destroy the document, mark it "SUPERSEDED", or
return it to the O0QA. The document holder or other
responsible person shall sign the Document Transmittal to
verify that the document has been removed from use.

At least armually copies of the distribution list for each
controlled document or group of controlled documents shall be
transmitted by the Director, OQA, to the Director, OCRM and
the Associate Directors for review and updating (if
appropriate). ‘

7.1 Docaments generated as a result of this procedure are to be maintained
in accordance with the requirements contained in QAAP 17.1, QA Records
Management. At a minimm, Attachments I and IT are to be considered

Attachment I - Document Transmittal
AttadmmtlI-Docxment'l‘ramnitﬁalIrquiry
Attachment 1III - QAAP 6.1 Flowchart
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ATTACHMENT I

OFFICE OF CIVILIAN | ORIGINATING ORGANIZATION

RADICACTIVE WASTE MANAGEMENT
U.S. DEPARTMENT OF ENERGY DATE OF TRANSMITTAL
- WASHINGTON, D.C.

SECTION A7:3%%- » =3 " DOCUMENT TRANSMITTALL 55

DOCUMENT(S) TRANSMITTED:

INSTRUCTIONS TO RECIPIENT:

RESPONSE DUE DATE

SETONB  ACKNDWEDGHENT .-

ACKNOWLEDGEMENT SIGNATURE: DATE: '

RETURN SIGNED TRANSMITTAL TO:

" DISTRIBUTION

SECTION C

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

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

PAGE F

P |

DATE_____

Szl DOCUMENT TRANSMITIAL INQUIRY. 5 e % 7

FROM:

. DOCUMENT::»% . "

.,

INSTRUCTIONS/REMARKS .

SIGN AND RETURN BY: |

U.S. DEPARTMENT OF ENERGY
WASHINGTON, D.C.
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ATTACHMENT 11T
MAINTENANCE OF CONTROLLED DOCUMENT DISTRIBUTION LISTS

654

DISTRIBUTION ANNUAL
UPDATE
LIST CHANGE REQUIRED

REQUIRED

652 Cognizant Staft
| compieTe chancEREQUEST |

652 t ' DOCA
CONCUR DISTRIBUTION
LIST CHANGE
] .
ADDITION DELETION
TOLIST FROM LIST
ye 653 yes DOOA
UPDATE DISTRIBUTION LIST
652 DOGA 1
AUTHORIZE DISTRIBUTION
LIST ADOITION 653 DOCA
NOTIFY DOCUMENT HOLDER
653 } Document Holder
DESTROY, MARK AS UNCONTROLLED,
OR RETURN DOCUMENT
652 ' ¥ poGA
UPDATE DISTRIBUTION LIST 653 lDocurmntHdder
COMPLETE ACKNOWLEDGEMENT
652 ¢ DOOA
TRANSMIT 653 l DOQA
CONTROLLED COPY
LOG VERIFICATION

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



OCRWM QA
ADMINISTRATIVE
PROCEDURE

Procedure No.:

QARP 6.1

Revision: Page:

o | 11 ° n

ATTACHMENT ITI (Cont'd)
ISSUANCE OF CONTROLLED DOCUMENTS

6.1 Responsible Supesvisor
DESIGNATE DOCUMENT FOR

CONTROLLED ISSUE n

821 t Associate Director/DOQA

AUTHORIZE CONTROLLED

NEW
CONTROLLED
DOCUMENT

DISTRIBUTION

822 , J

Assoclate Director

SUBMIT ORIGINAL, AUTHORIZATION DOCUMENTATION
DISTRIBUTJON INSTRUCTIONS AND DISTIBUTION LIST
TO THE DIRECTOR OQA

623 v 000

CREATE CONTROLLED COPIES

624 L

ESTABLISH AND MAINTAIN
CONTROLLED DOCUMENT INDEX
ORTOC

831 l

DO0A

00QA

DISTRIBUTE CONTROLLED DOGUMENT

632 |

SUBMIT UNCONTROLLED RECORD
COPY TO OCRWM CENTRAL
RECORDS FACILITY

633 ‘ Reciplent

INCORPORATE CONTROLLED
DOCUMENT UPDATES, COMPLETE
RECEIPT ACKNOWLEDGEMENT

DOQA

€386 DOQA

NOTIFY RECIPIENT AND IMMEDIATE
SUPERVISOR OF REMOVAL FROM
CONTROLLED DISTRIBUTION

834 R/

DOQA

LOG RECEIFT

ACKNOWLEDGEMENT

INITIATE INQUIRY

F!
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