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YUCCA MOUNTAIN PROJEC
- PROCEDURE

Title 
QUALITY MANAGEMENT PROCEDURE QMP-06-04 PROJECT OFF E D U rYSE fOPmV
REVIEW, APPROVAL AND REVISION PROCESSES 

1.0 PURPOSE AND SCOPE

1.1 PURPOSE

The purpose of this procedure is to assign responsibility and provide a
process to ensure that Yucca Mountain Project Office (Project Office)
generated documents are developed, revised, reviewed, and approved in
accordance with this procedure, and that documents submitted to the Project
Office are reviewed prior to Project Office approval or acceptance. This
procedure defines how the Project Office implements AP-6.1Q

1.2 SCOPE

The scope of s'procedure includes (1) development criteria for
project technical documepts; (2) Project Office responsibilities for
preparation, review, approval/ and revision of Project-level plans,
procedures, and requirementsfdocuments; and (3) the responsibilities for
Project Office review and approvk, or acceptance of documents Participants
are required to submit to the`Prtjecf Office.

This procedure implements pplicable requirements in the Office of
Civilian Radioactive Waste ManagementOCRWM) Quality Assurance (QA)
Requirements (RW-0214) and Program description (RW-0215) Documents.

2.0 APPLICABtLITY% XI
This procedure applies to Project Office pers8nnel responsible for

development, review, revision, and approval o aciceptance of (1) Project-
level plans, procedures and technical documents, andi'(2) documents submitted
to the project office for review and approval or agceptance.

3.0 DEFINITIONS

NOTE: Terms in this procedure are used as defined in -,RWM QA Require-
ments and Program Description Documents, or the Program Glssary. /the
following additional definitions are adopted for the purposes of this
procedure. by f

3.1 ANNOTATED OUTLINE (AO)

An AO is an outline providing a sufficient summary of the major topics
addressed in a Project-level plan, including a list of the higher-tier
documents applicable to tptan.

Effective Date Revision Supersedes Page No.
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YUCCA MOUNTAIN PROJECT Y-AD-001
PROCEDURE 490

Title
QUALITY MANAGEMENT PROCEDURE MP-06-04 PROJECT OFFICE DOCUMENT DEVELOPMENT,
REVIEW, APPROVAL AND REVISION PROCESSES

3.2 FLOW DIAGRAM

A flow diagram is a drawing depicting the step-by-step progression
through a procedure or system using connecting lines and conventional
symbols.

3.3 MINOR CHANGE

A minor change is an alteration to an approved document such as an
organizational title change; a change to the alpha-numeric identifier of the
document; minor wor i«ng-changes for clarity; editorial, typographical,
grammar, punctuati'n, orlspelling corrections; where the basic content of the
document does not dcange.

/ , , > . .

NOTE: Any other cgge s considered major.
ik. g e

3.4 REVIEW CRITERIA 7,.

Review criteria are a set frtten statements which, if satisfied by
the document under review, establish t e acceptability of the document's
content within the reviewing organization's scope of expertise or
responsibility.

3.5 TECHNICAL DOCUMENT DEVELOPMENT CRITERIAi

Technical document development critetia are a set of written statements
to be used as a basis for development of tec4rnicalldocuments requiring
Project Office review, approval or acceptance. o

3.6 TECHNICAL DOCUMENT

A document that specifies scientific or engineeringqrequirements,
presents scientific or engineering information or data, or describes
scientific or engineering processes.

4.0 RESPONSIBLE PARTIES 4 )
The following Yucca Mountain Project Office individuals or organizations

are responsible for activities identified in Section 5 of this procedure:

1. Division Director (DD)

2. Director, Quality Assurance (DQA)

3. Project Control Branch (PCB)

Effective Date Revision Supersedes 0 6 Page No.
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YUCCA MOUNTAIN PROJECT Y-AD-001
PROCEDURE 4/90

Title
QUALITY MANAGEMENT PROCEDURE QMP-06-04 PROJECT OFFICE DOCUMENT DEVELOPMENT,
REVIEW, APPROVAL AND REVISION PROCESSES

4. Project Site Manager (PSM)

5. Manager, Originating organization

6. Manager, Reviewing Organization

7. Author

8. Reviewer
5.0 PROCEDURE

NOTE: A flowchat.of the following processes described in this
procedure is attac d as j igure 1.

RESPONSIBLE PARTY '--

PCB

DD

STEPS PROCEDURE

(; / 1. Upon receipt of a Yucca Mountain Project
/::~ G Document Development/Change/Review/

, / Request form (Attachment 1), screen and
/log the request, then:

ae' If the request is for a Change
Control Board (CCB) controlled
do6ument, then forward the Technical

,Control Rquest (Attachment 2) and
any supporting documents to the CCB
Secretary for action per QMP-03-09.

b. If tie r 4uest is not for CCB
controlled document, then determine
the responsible DD for acceptance or
rejectio.'of the request; forward a
request packageX'request form,
supporting documents, and any other
decision aids) to t'DD.

2. Review the request fo concurrence of
need: / ;

( )
a. Solicit input from other DDs, the

PSM, and the DQA as appropriate.

Effective Date Revision Supersedes Page No.
5/29/90 O QMP-06-03,

QMP-05-01 AND MP-05-02 4 of 37 QMP-06-04
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. YUCCA MOUNTAIN PROJECT Y-AD-001
PROCEDURE 4/90

Title
QUALITY MANAGEMENT PROCEDURE MP-06-04 PROJECT OFFICE DOCUMENT DEVELOPMENT,
REVIEW, APPROVAL AND REVISION PROCESSES

RESPONSIBLE PARTY

DD

STEPS PROCEDURE

b. If not in agreement with request,
then document justification for
rejection in Section 6 of the
request form and return request
package to PCB.

c. If in agreement with request, then
complete appropriate portions in
Section 6 of the request form;
return request Initiate action as
follows:(: 

PCB I . a 3.

(.2 A
Initiate action as follows:

a. If the request was rejected, then
log and return the request and any
supporting documents to the
requesting organization.

(K

A.
b-b `If request for document

then go to Step 4.
I/ f

c. If request for document
g to Step 8.

d. If request for document
ao to Step 9.

development,

change, then

review, then

NOTE: Reviewing orgaiization(s) are identified
on the request form.-

DOCUMENT DEVELOPMENT PROCESS a

4. Assign document num eW, assemble a
preparation package, to include
instructions and other document
development or revision aids (a;
appropriate); forward package o the
manager of the originating organization.

NOTE: If originating organization is external
to the project office, prepare standard
transmittal letter for inclusion with
preparation package.

Effective Date Revision Supersedes Page No.
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-YUCCA MOUNTAIN PROJECT Y-AD-001
PROCEDURE 4/90

Title
QUALITY MANAGEMENT PROCEDURE QMP-06-04 PROJECT OFFICE DOCUMENT DEVELOPMENT,
REVIEW, APPROVAL AND REVISION PROCESSES

RESPONSIBLE PARTY STEPS PROCEDURE

Manager, Originating 5. Assign an author; provide the author
Organization with the preparation package; inform PCB

of author assignment.

Author 6. Prepare document as instructed, then
return preparation package to PCB for
review process.

.6 ; NOTE: Attachment 3 provides guidelines for the
f 4 preparation of Project Office procedures

and Project-level plans. Technical
( / documents prepared by or for the Project

/ 2 Office must meet the Technical Document
Development Criteria (Attachment 4) as a
minimum.

< .// Go to Step 9 to initiate the review
process when document is received.

a. S..SDCUMNT 4HNG CESS

PCB 8. Initiate the appropriate change action:

a. tf a inor change(s), then prepare
an Iterim Change Notice (ICN) and
forwardAt totthe Document Control
Center- for distribution; incorporate
change dring next revision of the
document.

NOTE: Minor changes require PCB management
review and approval priot to transmittal
to Document Control. <-X

b. If not a minor change(s)$ then go to
Step 4 and initiate pt4paration of
an ICN or revision. X

DOCUMET REVIEW PROCESS

PCB 9. Assemble review package(s) to include as
a minimum:

a. Copy of request form

Effective Date Revision Supersedes Page No.
QMP-06-03A
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YUCCA MOUNTAIN PROJECT Y-AD-001
PROCEDURE 4/0

Title
QUALITY MANAGEMENT PROCEDURE QM-06-04 PROJECT OFFICE DOCUMENT DEVELOPMENT,
REVIEW, APPROVAL AND REVISION PROCESSES

RESPONSIBLE PARTY STEPS PROCEDURE

PCB b. Copy of document to be reviewed

c. Document Review Sheets (DRSs)
(Attachment 5), with type of review
checked in appropriate box(es).

d. ICN form(s), if applicable (example
of ICN forms shown in Attachment 6).

"e_ _: e. Guidance, instructions, tracking
forms and the review completion
schedule.

vv .
....

( \ 10 . Transmit review packages to all DDs,
PSM, manager(s) of reviewing

I" ,, _A,

DD, DQA or PSM

Manager(s) Reviewing
Organization(s), DD(s),
DQA or PSM

Reviewer(s)

7 oforganization(s), and the DQA.

4IOTf X:If a reviewing organization is external
tQ the Project Office, prepare standard
t rnsmittal letter and include in the
review package along with any review

<instructions.

11. Scteen document:

a. If rpiew'-desired or required, then
follow Stgps 12 through 15.

b. If review not desired or required,
then indicate so on the review
package and retur6 the package to
the PCB.

<,A

12. Assign reviewer(s) by enter4ng
name(s) on page 1 of DtSname and
discipline of the quaI fied, ndependant
reviewer for technical rev"ews),,provide
reviewer(s) with review p 'Akageand
established review criteria '- Attachment
7 provides examples for guidance in
establishing criteria.

13. Review document as instructed in the
review package; record comments on DRS
sheet(s); return reviewed document, DRSs
and package to appropriate manager.

Effective Date Revision Supersedes Page No.
QMP-06-03,

5/29/90 0 QMP-05-01 AND QP-05-02 7 of 37 QMP-06-04



a

YUCCA MOUNTAIN PROJECT Y-AD-OO1
PROCEDURE

Tifle

QUALITY MANAGEMENT PROCEDURE QMP-06-04 PROJECT OFFICE DOCUMENT DEVELOPMENT,
REVIEW, APPROVAL AND REVISION PROCESSES

RESPONSIBLE PARTY STEPS PROCEDURE

Manager(s) Reviewing 14. Check to ensure review(s) completed
Organization(s), DD(s), adequately.
DQA or PSM

15. Return completed review package(s) to
the PCB.

ACTION SUBSEQUENT TO REVIEW

PCB 7 16. Screen review package(s) for complete-
f 2i ness; coordinate and obtain any missing

information or forms; forward completed
review package(s) to:

a. Author when review was Regulatory,
--- / and/or Management and Technical

Review was not recommended.

b. Responsible DD when review was
7 *Regulatory and/or Management and

/ Technical Review was recommended.

NOTE: If auth6r is external to the Project
Office, prepare a standard transmittal
and ncluddwith package(s) along with
any res lution instructions.

DD 17. Screen review pagkage(s) received that
recommend a 'e hnical Review, then:

a. If not in concurrence with recommen-
dation, document decision on review
package(s), then retdrn to PCB.

b. If in concurrence\with recommended
Technical Review, take appropriate
actions to have reviev(completed,
inform PCB of action taken, then go
to Step 17c.

NOTE: If technical review is conducted by
Project Office personnel, return to
Step 7 and repeat review process as
necessary.

c. If technical review(s) recommend a

Effective Date Revision Supersedes Page No.

5/29/90 0 QMP-0- QMP-05-02 8 of 37 QMP-06-04
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... YUCCA MOUNTAIN PROJECT 9Y-AD-0O1

PROCEDURE 4/90
Title

QUALITY MANAGEMENT PROCEDURE QMP-06-04 PROJECT OFFICE DOCUMENT DEVELOPMENT,
REVIEW, APPROVAL AND REVISION PROCESSES

Peer Review, initiate the review per
QMP-03-01 if in concurrence with
recommendation, or take appropriate
-actions. If not in concurrence,
inform PCB of review status; go to
Step 17d.

d. Upon completion of Technical and/or
Peer Review(s), forward any resolved
comments to PCB, or inform PCB that
the review(s) is complete and no

,e --}comments exist.

PCB ( 18. Forward any comments received from DD to
author for incorporation into final

) 0^t draft, or inform author that the
review(s) is complete and no comments

A-- at exist.

Author '1./ If no comments exist on DRS(s), then:

a. ,If the document is an annotated
J Id outline for a new plan, then return

d Step 6 and repeat process as
,necessary.

b. Ig the document is not an annotated
outline, then prepare a final draft
for `approal; go to Step 21.

20. If comments e cist on the DRS(s) and are
annotated as i:ajor, resolve the comments
with the reviewer(s), document comment
resolutions on the DRS(s),, obtain
reviewer(s) concurrence of.disposition
provided on the DRSis)< hen:

a. If the document is n an tted
outline, then return t Step 6 and
repeat process as necessary.

b. If the document is not an annotated
outline, and no other reviews have
been recommended, then prepare a
final draft incoqporate 4oinmems)
for approval; go to Step 21.

Effective Date Revision Supersedes Page No.
QMP-06-03,

5/29/90 0 QMP-05-01 AND QMP-05-02 9 of 37 QMP-06-04
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.. YUCCA. MOUNTAIN.PROJECT Y-AD-001
PROCEDURE 4/90

Title
QUALITY MANAGEMENT PROCEDURE QMP-06-04 PROJECT OFFICE DOCUMENT DEVELOPMENT,
REVIEW, APPROVAL AND REVISION PROCESSES

RESPONSIBLE PARTY STEPS PROCEDURE

NOTE: Comments that cannot be resolved
between the originating organization and
the reviewing organization shall be
brought to the attention of the
responsible DD(S) or the DQA (for
quality assurance issues). If not
resolved at that level, non-QA issues
are elevated to the Project Manager, and
if necessary, may be elevated to the
Director OCRWM. QA issues may be
elevated to the Director, Office of
Quality Assurance, and if necessary, toC �.

I 

Author

PCB

the OCRWM Director.

Id(Xy APPFOVAL PROCESS

*}: r Submit the final document and review
// package(s) to PCB for processing.

22. 0btain document approvals (as indicated
/in Section 6 of the request form), then
returd approved document to manager of
the originating organization:

a. Eor cases where an approval cannot
be btained, recycle in accordance
with dirEctions from approval
authrity.

b. For documents not-considered quality
affecting-the4DQA shall enter N/A"
and initial ad date the DQA space
on the approval sheet.

c. For documents subject'to
publications reviev and 4pgoval, as
required or requested by the
requesting organization, cdmply with
AP-1.3Q.

Effective Dote Revision Supersedes Page No.
QMP-06-03, M
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YUCCA MOUNTAIN PROJECT Y-AD-001
PROCEDURE 4/90

Title
QUALITY MANAGEMENT PROCEDURE QP-06-04 PROJECT OFFICE DOCUMENT DEVELOPMENT,
REVIEW, APPROVAL AND REVISION PROCESSES

RESPONSIBLE PARTY STEPS PROCEDURE

ISSUANCE PROCESS

Manager Originating 23.
Organization

NOTE:

\ ' , A

/ 

PCB 25.

Determine the effective date of the
document in consultation with the PCB
and the CCB Secretary (when applicable).
Establishment of the effective date
shall include training needs,
milestones, and other management
considerations.

PCB coordinates determination of
effective date with the manager of the
originating organization when that
organization is external to the Project
office.

Enter the effective date on the
document, then prepare the document for
issuance or submittal to the Change
,Control Board, as appropriate, in

< accordance with:

a.v QP-03-09, Project Change Control
Bdard Process, and, or

b. AP-1.5Q, ,ssuance and Maintenance of
Conttolled Documents.

Submit the records package to the Local
Record Center 1.n accordance with
QMP-17-01. w

/, \

'a

Effective Date Revision Supersedes . Page No.
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YUCCA MOUNTAIN PROJECT
PROCEDURE

Y-AD-001
4/90

Title
QUALITY MANAGEMENT PROCEDURE QMP-06-04 PROJECT OFFICE DOCUMENT DEVELOPMENT,
REVIEW, APPROVAL AND REVISION PROCESSES

6.0 REFERENCES

NOTE: Refer to the latest revision of the below listed document.

6.1 REQUIREMENTS DOCUMENTS

OCRWM Quality Assurance Requirements Document, RW-0214

OCRWM Quality Assurance Program Description, RW-0215

DOE Order 4700.1j-Project Management System

6.2 INTERFACE DOC t4NTSt

AP-1.3Q, Publicatiot 6Rev ew and Approval

AP-1.5Q, Issuance and Maintenance of Controlled Documents

AP-5.13Q, Readiness Revi,6 s '
el

AP-6.1Q, Project Office Document Development, Review, Approval and
Revision Control , -

(' A
QMP-02-08, Technical Assessment Review ,

QMP-03-01, Peer Reviews

QMP-03-09, Project Change Control Board X oceis

QMP-06-02, Document Control

Program Glossary

7.0 FIGURES AND ATTACHMENTS X

Figure 1, AP-6.1Q Flow Diagram i /

Attachment 1, Yucca Mountain Project Document Development/Change/Re iew/
Request

Attachment 2, Example of Technical Change Request, Change Impact Checklist,
and Preparation Instructions

Attachment 3, Project Office Procedure and Project-level Plan Preparation

Attachment 4, Technical Document Development Criteria

Effective Date Revision Supersedes Page No.
QMP-06-03,

- _5/29/90 0 QMP-05-01 AND QMP-05-02 12 Of 37 QMP-06-04
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- YUCCA- MOUNTAIN PROJECT Y-AD-001
PROCEDURE 4/90

Title
QUALITY MANAGEMENT PROCEDURE QMP-06-04 PROJECT OFFICE DOCUMENT DEVELOPMENT,
REVIEW, APPROVAL AND REVISION PROCESSES

Attachment 5, Document Review Sheet

Attachment 6, Interim Change Notice (ICN) sheets

Attachment 7, Examples of Review Criteria

8.0 RECORDS

Records packages of documentation generated as a result of this
procedure shall be assembled by the Project Control Branch in cooperation
with the originating orgnization, then the PCB will submit the records
package to the Loca Recdrds Center in accordance with requirements specified
in QMP-17-01. At a .minimumthe request form, the approved document, DRSs
and ICNs shall be considerOed QA records.

A'

eeIi ,N 

/' I
1� .),

<1" " -'01-

I

I'
, A

I

ZNN

,
"I

7 Y

Effective Date Revision |Supersedes Page No.
QMP-06-03,

5/29/90 0 QMP-05-01 AND QMP-05-02 13 f 37 QMP-06-04Efeciv DaeRvso_60,Pg o



- YUCCA MOUNTAIN PROJECT Y-AD-001
PROCEDURE 4/90

Title
QUALITY MANAGEMENT PROCEDURE QMP-06-04 PROJECT OFFICE DOCUMENT DEVELOPMENT,
REVIEW, APPROVAL AND REVISION PROCESSES
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- YUCCA MOUNTAIN PROJECT
PROCEDURE

QUALITY MANAGEMENT PROCEDURE QMP-06-04
REVIEW, APPROVAL AND REVISION PROCESSES
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YUCCA MOUNTAIN PROJECT OFFICE Y-AD 098
DOCUMENT DEVELOPMENT/CHANGEIREVIEW REQUEST 49

REOUESTOR -COMPLEE SECNS - SASAPPROPRRUTE Page ot3
SECTION 1 ADMINISTRATION INFORMATION

FROM:
REOUESTOR t name)

REQUESTING ORGANIZATION or ORIGINATING ORGANIZATION 

DATE RECUESTED DATE NEEDED

TELEPHONE. MAILSTOP _ _ WBSD (1 appicabie)

MANAGER CONCURRENCE
N, t, I . .- .......TPOA4ANAGER SOGNATURE DATE

TO: PROJECT OFFICE. PRACT Co1oL BRANCH

OECTIN 2 RQUFST OPTIONS ANO INSTRUCTIONS

This Request s for nterA7 f g 
Depent o ndoume Secton 3)

I Change to existing document (comolste Soctlon 4)
Review of aftached document.(corrplete Secton 5)

SECTION 3 DEVEILOPMENT OF NEW OOCUmFNT

a, Tye document N

b. Subject Title:

c. Reason for request (be iet; Identy quirment(s):

Additional Information attached

SFCTION * CHANOF TO FXISTING DOCtJMFNT

L Change to: (Identfydont . Av.U )

CCB controfed document change requested. Technical Change Request form atache -

b. Natureaotchange: (NA forCC8conddocument changes) N
I Cancellation (major change]: (reason)

I I Superuslon (major change]: Prsededby)

Attachment 1 - Yucca Mountain Project Document Development
Change/Review
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YUCCA MOUNTAIN PROJECT OFFICE Y-AO-098

DOCUMENT DEVELOPMENTICHANGEIREYIEW REQUEST 4M

Page 201 3

tChange(s): k*ndcuntecbnr, Cane. fmsordVange. andrason)

I continuation sneet(s) anached

SFCTION - REVIEW OF ATTACFHE DOCUMENT

L Type et docurnent sp h

/ %
h Subjectf

' ,t 2,

c Type Review(s) requested: (chw* as c I known)

I Management Review I t I Technical Assessment Review
t I Regulatory Review J t PerReview
tI OuslIy Assurance Pwcidatory t Ptns Review

Technical Review
I I Other spec)

d Recommended review organization(s): (opona /

SECTION 6 FOR PC8 ANO 00 ONLY

SECTION e: DVSION DIRECTOR INMAt REVIEW INSTRUCTIONS /

a Reponsible DD: (a ae
Poocer firam) X

b. , request accepted m DOD c and conpete following entries. as appropriate: (

Asslgned orighating omganization(s "

Concur withrecommndedreviwingwgaraon(s). /

Do not concur wih rcomnended rviewing organton(s): reason)

Attachment 1 - Yucca Mountain Project Document Development
Change/Review (continued)
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YUCCA MOUNTAIN PROJECT OFFICE
DOCUMENT DEVELOPMENTICHANGEIREVIEW REQUEST

Y-AD-098
4M0

Page 3 of 3
I Replacement or additnal revwing organIzatins:

1 I
I

I I
[ I

I

I

II

Concur with econrmended type(s) of vlew(s

Do not co rwml rtconinendd type(s) tf ewbs), dire the bloing type(s) on this document:

u4,gement review t Technical AssessmentReview
Rigulaory review Peer Rww

3 Oualty surance rview ( Puban Review
Technical mviw31 Other.(pec5

Docunent qualky el

Document giquaty rehatd 4
Technical document meet Atop e Arla.

Required approval(s) ac: enter e (s) ndname(s)

A i I

ddotona hetjclns: ' / -

,1..

7 t 

I Rected: (D enterreason b9o ' "
_ ' .. /~~~~~~1-

I~ / "

'S 1 

'\I., //1 I
IE
1.. .. IResponsbe D00De1sinated Afternae signature Date

I I Addional hntulonsllntomatlon atached

Attachment 1 - Yucca Mountain Project Document Development
Change/Review (continued)
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YUCCA MOUNTAIN PROJECT Y-AD-W2
TECHNCAL CHANGE REQUEST (TCR) Pace I at -

'Originators Control No.: | TCR No.:

3 TCR Tile:

* Document No.: | Revision No.:

Document roe:__________

'Change Cassificaton: 'Pfirty: "Affeed WSS No(s).:
C Cass 1 Q Emergency

C Cass 2 0 Urgent "A Designation
OClass 3( C Rmne "Related TCR(s)

nCl No(s).: "Other temns Affected:
' Next ig4her AssenWr' "Effectvity of Change:

"Retrofk Requirements!, .-
"Other Documents Xece . 7

/ / 7<
'Oescrion of Chamre',

'Reasoniusificaion b Change:

TnicltoslISenedule imact Analysis (see Change Inpact Uist)-
I Impact if Change is Not Made: (see Change Conrnuaion Page j

Does te dwnge recure evision of documents not idenified in TCR Pacage?
O No O Yes (see Change Continuation Page _) 

1 Anactmennts: 

x originaung Pa : pa2$ Prepared E3S y. 

|Name Teleolnon nitial Dae
a submitted Sy. N. < 

Name: Tile: 

Sinatre: Date:

r CCS Secretary Use:

Ote Received Sy: Log Oate:

Attachment 2 - Example of Technical Change Request, Change Impact Checklist,
and Preparation Instructions
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INTRODUCTION

The guidelines presented in this attachment are applicable to the
development of new Project Office procedures and Project-level plans. The
Project Office Project Control Branch may complement these guidelines with
additional instructions, source information, style guides, or other
information that will assist the originating organization in development of
these procedures and plans.

NEW PROCEDURE DEVELOPMENT

1. Project Ofice procedures are developed in two stages:

a. Firsa flow diagram of the process is developed, then,

b. the flow iagrai is used to develop the draft procedure.

2. Develop a flow diagram f the procedure process as follows:

a. Draw flow using t Hollowing symbols:
ustgti ftin

PRC)CESS NPuTrfOUTPu pp.:

b. Identify the sequence of activities (st'eps) in logical order
of occurrence, the responsible individual or organization to
be entered in the top portion of each symbol (except for the
decision symbol), and identify the applicable procedure Step
number, e.g., "Step 4," adjacent to each symbol,

NOTE: Acronyms may be substituted in the top portion of the
symbols, but must be accompanied with a key on the'flow
diagram.

3. Develop the procedure using the following format atdd content
guidance (PCB will provide approval cover sheet and
preformatted, blank, procedure pages):

Attachment 3 - Project Office Procedure and Project-Level
Plan Preparation

Effective Date Revision Supersedes I Page No.I - QMP-06-03,
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1.0 PURPOSE AND SCOPE

Statement of the role the procedure fulfills and what requirement(s) it
implements.

2.0 APPLICABILITY

Delineate the boundaries or limits of the activities and organizations
to which this procedure applies.

3.0 DEFINITIONS

Define terms o expiessions necessary to understand the procedure.
General terms are fnd in he Program Glossary.

4.0 RESPONSRBLE PARTIES

List the individuals or orginizations by full name and acronym (if
applicable) that are responsible Aorvthe activities described in Section 5 of
the procedure.

5.0 PR OEURE

Format is in "playscript" with the identity of who is responsible for
the activity addressed in the left columr andjthe associated activity (task)

- addressed in the right column as demonstrat d below:

RESPONSIBLE PARTY STEPS PROCEDURE

"WHO" (e.g., DIVISION 1. "ACTIVITY" (task)'
DIRECTOR, or DD)

a\ /e

6.0 REFERENCES A

Reference applicable documents. Enter the full docume titsame, number
followed by "(Latest Revision)". Order of entry is Requirements Documents
first, followed by Interface Documents (as applicable).

7.0 FIGURES AND ATTACHMENTS 8, '

List by attachment number or figure number in the order they are called
out in the procedure (procedure flow diagram required)

Attachment 3 - Project Office Procedure and Project-Level
Plan Preparation (continued)

Effective Date Revision Supersedes - Page No.
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8.0 RECORDS

List
Records.

types of records generated by procedure activities. Identify QA

(4. 4

<1.' N,

a ' 'e
1t,_<+ .

(' -j!
I,-

'l/

I
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NEW PROJECT-LEVEL PLAN DEVELOPMENT

1. New Project-level plans are developed in two stages:

a. An annotated outline is developed, reviewed, and comments
resolved and incorporated prior to preparation of a complete
draft.

b. The complete draft is reviewed, and comments resolved and
incorporated prior to approval and issuance.

2. For plans 4ith ~Fontent and format covered by external directives
(such as OE Oer 4700.1), the originating organization develops an
annotated outline-in accordance with those directives.

3. For plans not overe§ by external directives, annotated outlines are
developed as fllows:

a. Prepare the annot atd tline in paragraph form with each
paragraph numbered if the-following way:

1.0 INTRODUCTION 7 \

1.1 Purpose nd Scope
1.2 Objectives and 'Strategy

1.2.1 Objecives"

2.0 ORGANIZATION AND R6SPONSfBiIITIES
2.1 XXXX (

-ETC.-

b. Use the currently approved Program/Pro ect'Hierarchy tree and
refer to higher level or to companion dotuments o the maximum
extent possible to ensure consistency withothef plans.

Attachment 3 - Project Office Procedure and Project-Level
Plan Preparation (continued)

Effective Date Revision Supersedes Page No.
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c. Identify the purpose and applicability of the management system
being described; demonstrate this system in a block diagram
showing the logical flow as in the example of the Project
Management Process (next page of this attachment).

d. Make clear which organization is responsible for implementation
documentation. Do not refer to implementing procedures by name
or number, rather, use generic phrases such as:

"Implementation of this requirement shall be accomplished
by appropriate (organization if appropriate) procedures."

or (

"Procedures- Kor the implementation of this requirement
are the esponi'ibility of ?? ."

a. , / 7

e. Appropriately numbe/ nter abbreviated, but
statements for ech of' the topics listed below,
and in the order shown: '.

LI __sD e._. ... / -

concise
as applicable,

Introduction
- Purpose and Scope v

Organization of Plan (
- Organization and Responsibilities
- Responsibility assignments, "authoQities, and interfaces

Objectives and Strategy H1
- Project policies and requirements-fo; this work area
- Description of management processes and functions, e.g.,

Systems Engineering Process a.*

Work Plans \ a-
- nc 4rirsvrt el wralv Ivr,,i

4 vam~n-a1 'd WJJ .'
- UQC&J_XF &.LWA W^t-O XX&M ~ XJIf i

- Identification of lower-tier plans I

4. PCB will provide plan preparation materials and forms as needed, or
requested.

Attachment 3 - Project Office Procedure and Project-Level
Plan Preparation (continued)

Effective Date Revision Supersedes - Page No.
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Example of the Project Management Process Block Diagram

Attachment 3 - Project Office Procedure and Project-Level
Plan Preparation (continued)
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The following are the minimum development criteria for technical
documents submitted to the Project Office for review, approval or acceptance:

a. Identification of applicable source documents and requirements;

b. Selection, review, approval and documentation of input and rational
for exclusion of specific inputs;

c. Traceability of information used as input to the document and, where
the criteria for qualification of existing data apply, verification
of the validity of such information. (i.e., a Peer Review or'Design
Review might be' equired for data or Design Documents to be used as
input); 1

d. Traceability frot inp t sources through the process steps to the
final product; t /v

e. Translation of source~i normation into a form suitable for use in
the technical documedt: 1 /

f. Level of detail necessary to permit correct application and
structure of the technical document.

A4 D

\. /'

Attachment 4 - Technical Document Development Criteria

Effective Date Revision Supersedes Page No.
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INTRODUCTION

Each reviewing organization establishes generic review criteria to be
applied to each basic type of review the organization will have to
perform. Such criteria should address the organization's areas of
expertise and functional responsibility as appropriate to document
content.

The following examples (expressed as questions) provide guidance for
establishing organization-unique criteria; these examples may be used as
stated, or other-criteria may be substituted, at the discretion of the
manager of the pote'tial reviewing organization:

MANAGEMENT REVIEV CRITERIA

1. Does any changeto esting policy expressed in the document
represent a consci'us decision at the appropriate management level?

2. Does any condition with/ qchange to, organizational responsibility
assignments represent g Consctous decision at the appropriate
management level?

3. Where the document affects<the reviewing organization, are
management and administrative impactp acceptable?

4. If interfaces between DOE and participants are involved, is the
interface consistent with existing cntracts or agreements?

5. Are processes as straightforward and- inple as feasible in the
context of the document's purpose? 7

6. If applicable, will the document cause miniimum n &paperwork
consistent with the document's paperwork (i.ez, is duplication of
existing paperwork avoided, and is new paperi ork essential to the
purpose for which the document is being generated 3 '

7. Is the document user friendly, or could it be further simplified or
reorganized into a more consistent, logical order?

8. Does the document avoid elevating administrative convenience to a
requirements level?

9. If the document addresses a management approach or methodology, is
the reviewing organization satisfied that the approach is as simple
and effective as any readily available alternative?

Attachment 7 - Examples of Review Criteria

Effective Date Revision Supersedes Page No.
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YUCCA MOUNTAIN PROJECT Y-AD-001
PROCEDURE 4/90

Title
QUALITY MANAGEMENT PROCEDURE QMP-06-04 PROJECT OFFICE DOCUMENT DEVELOPMENT,
REVIEW, APPROVAL AND REVISION PROCESSES

REGULATORY REVIEW CRITERIA

1. Is the document content consistent with applicable regulatory
requirements, if any?

2. Does the document content affect existing regulatory commitments
and, if so, is it consistent with such commitments?

3. If the document makes any commitments or addresses a topic of
regulatory interest, is it consistent with existing or intended
Program and Project policy?

4. If the do! ndill meet a formal submittal requirement, does for-
mat and or anization of material comply with submittal requirements?

5. Is there any co radiction between DOE Orders and regulatory
requirements or comtments, and if so, what will be the method of
resolution? /

TECHNICAL REVIEW CRITERIA /7
1. Are inputs and input sources turrent, correct, and usable under the

requirement for qualified" data? t

2. Are those assumptions within the scope of responsibility of this
organization stated explicitly? ere they reasonable?

3. If this document involves OCRWM Headquarters- or Project Office-
prescribed processes, is the treatmet-of such processes consistent
with that established direction?

4. Is document content consistent with established ffeadquarters and
Project Office objectives?

5. Where applicable and where checked, are analytical proaches and
results appropriate?

6. Where applicable, are potential interactions with other tecnical
work within the scope of this organization's responsibiAityf
addressed adequately?

7. In the case of a design document, are the design and the design
approach compatible with Program objectives and constraints, and
with prescribed systems engineering requirements?

Attachment 7 - Examples of Review Criteria (continued)

Effective Date Revision Supersedes |Page No.
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YUCCA MOUNTAIN PROJECT Y-AD-001
PROCEDURE 4/90

Title
QUALITY MANAGEMENT PROCEDURE QMP-06-04 PROJECT OFFICE DOCUMENT DEVELOPMENT,
REVIEW, APPROVAL AND REVISION PROCESSES

8. Based on the'source requirements, is there a need to provide QA
interpretations or clarifications to the document requirements?

NOTE: Project Office Technical Reviews parallel Section 3.1.6 of
the QAPD, DOE/RW-0215.

QUALITY ASSURANCE REVIEW CRITERIA

1. Does the document contain those quality assurance requirements
applicable to the controls or processes it addresses? (A flowchart
or checklist.-of applicable quality assurance requirements for the
specific tic 1ay be desirable for QA reviews).

2. Are responsibilities clearly delineated?

3. Are specified rsponsibilities and authority consistent with Project
policy?

4. Where applicable, ds h document clearly distinguish between
performing, review, ans verifcation activities?

5. Where verification activitie" are involved, does the document
adequately address mechanisms for-ensuring the necessary
independence and technical competence of the verifier(s)?

6. If the document expresses requirements-that exceed established QA
program requirements, do such adaitipfial requirements reflect
Project Office policy? dA

7. Does the document contain qualitative and pf quantitative data, and
if so, are tolerances and parameters pro ded for this data?

8. Based on the source requirements, is there a ned to provide QA
interpretations or clarifications to the document requirements?

A.

Attachment 7 - Examples of Review Criteria (continued).
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INTERIM CHANGE NOTICE

ICN Number: IEffective Date: 
1 1 5/29/9o

Applies to:

I. -.b

Records ManagdffRMsssS
.%wurr Tmnat; nm-11-nl

a 14 Li I a 16-W I I - - Rev. 1 Title

REQUIRED CHANGE(S):

PARAGRAPH

1.0

2.0

3.6

3.8

3.14

3.17

4.5

4.5

4.5

(Minor D Yes 3 No)

CHANGE TO

In the first sentence change 'Administrative
Procedures (AP)-1.7Q, Records Managementw,
to Yucca Mountain Project Records
Management Plan (RECMP)', also delete in the
first sentence Technical and Management
Support Services (T&MSS)'.

In the first sentence delete T&MSSO.

Delete this section.

Delete this section.

Delete this section.

Delete this section.

In the title delete TECHNICAL PROJECT OFFICER
(TPO), T&MSSU.

In the first sentence delete 'the TPO, T&MSS
(or designee)*.

Delete item 2, change items 3, 4, 5, and
6 to items 2, 3, 4, and 5.

In the first line delete T&MSS.

In the second line, change Section 5.11 to
'Section 5.128.

Delete this item.

In the first line, change processing to
'protecting.

In the first sentence delete the TPO, T&MSS
(or designee)".

0

to

0Q.

1%W

0-4I04 -
oOOD>t 

4.6

4.7,

4.7,

4.8,

item 1

item 2

item 2

5.1

I
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INTERIM CHANGE NOTICE N-QA-023
CONTINUATION PAGE 4/90

ICN Number. Applies to: Effectl'e Date:
QMP-17-01 5129/90 Page 2 d 4

REQUIRED CHANGE (S): (Minor 0 Yes No)

PARAGRAPH CHANGE TO

5.1 Delete item 3.

5.2 In the last sentence change QA level 1 and
2' to 'quality affecting.

5.4 Delete this section.

5.5.1.8, Revise to read as follows:
item 1 Preliminary drafts are to be marked

"PRELIMINARY DRAFT" on the front page of
the document.

5.5.2.1 Delete this section.

5.5.2.3 Delete the second sentence.

5.5.2.5 Change the title to QUALITY AFFECTING
DESIGNATION

5.5.2.5 In the first sentence change QA level QA 1,
QA 2, QA 3, or N/A)' to quality affecting
designation (QA or QA: N/A)t.

5.5.4.2 Revise to read as follows:

TECHNICAL DATA PACKAGES

Technical data shall be submitted to the LRC
and transmitted to the CRF in accordance with
AP-5.1Q.

5.6 In the second line, change interim data
packages' to record package segments".

5.6.3 In the last sentence delete "or TPO, T&MSS
(or designee)".

5.6.5 Delete this section.

5.6.6 Revise to read as follows:

UNCORRECTED QA RECORDS

If a better or corrected copy of a QA record
is not available, the Record Source must



INTERIM CHANGE NOTICE N-QA-023
CONTINUATION PAGE 4/90

ICN Number. Applies to: Effective Dale:
1 ~QMP-17-01 5/29/90 page 3 of 4

REQUIRED CHANGE (S): (Minor Yes G No)

PARAGRAPH CHANGE TO

document the reasons why the record cannot
be replaced or corrected. The documentation
must accompany the record when it is-submitted
for processing.

5.8 In the first sentence delete 'within 90 days".

5.10 Delete this section.

5.11 Delete this section.

5.12.1 Revise to read as follows:

SEARCHING THE DATABASE

Training to search the RIS is available
through the LRC or by contacting the T&MSS
CRF.

5.13 Add this section to read as follows:

FLOW DIAGRAM

A diagram depicting the flow of records from
the Record Source-to the LRC, as outlined
within this procedure, is shown in Figure 5.

6.0 Delete references Project'AP-1.7Q, Records
ManagementO and Project AP-5.9Q,
Qualification of Data or Data Analyses Not
Developed Under the Yucca Mountain Project
Quality Assurance Plan' insert 'Project
AP-5.lQ, Control and Transfer of Technical
Data on the Yucca Mountain Project*.

7.0 Add Figure 5 - Diagram Depicting Flow of
Records from the Record
Source to the LRC

8.0, item 3 Revise to read:
QA Record Package Table of Contents.

8.0 Delete item 1, change items 2, 3, 4 and
5, to items 1, 2, 3 and 4.

I
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INTERIM CHANGE NOTICE N-OA-023
CONTINUATION PAGE 4/90

ICN Number: Applies to: Effective Date:
1 QMP-17-01 5129/90 Page 4 of 4

REQUIRED CHANGE (S): (Minor E Yes [3 No)

PARAGRAPH CHANGE TO

/
Figure . Diagram Depicting Flow of Records from Record Source to LRC.


