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1.0 Purpose

The purpose of this procedure is to establish the
reviewing documents when requested by the DOE.

requirements and method for

2.0 Scope

This procedure applies to the review of documents prepared by an organization
other than BPMD. The scope of the BPMD review will be as directed by the DOE
on a document-by-document basis.

This procedure applies to both formal and informal DOE review requests. The
procedure primarily identifies the requirements in response to the formal
commitment item type of request and defines the interface with the BPMD
Commitment Item Coordinator necessary for tracking and close-out purposes.
The procedure also covers the differences when responding to the informal,
noncommitment item requests associated with the routine, frequent reviews of
DOE designated documents as part of a department's standing technical
integration responsibility.

DOE requests to BPMD regarding the review of a DOE Headquarters or field
office level Baseline Change Proposal is a special request case and is not
covered by this procedure.

3.0 References

3.1 TMP-13, Quality Records for Internal Work Packages

4.0 Procedure

RESPONSIBILITY ACTION

4.1 Formal Requests

BPMD Commitment Item
Coordinator

Responsible Manager

1. Assign the review commitment to a responsible
responsible manager.

2. Act as or designate a review coordinator.

3. Assure request will not create an
organizational conflict of interest.

Review Coordinator
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4. Contact requesting DOE office to obtain
additional relevant information, e.g.,
background, intended use, review requirements,
etc.
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RESPONSIBILITY ACTION

5. Prepare memorandum announcing planned review
and identifying individual reviewers, and
review support needed from other departments.

Review Coordinator's
Supervisor

Review Coordinator

6. Approve memorandum.

7. Issue memorandum to individual reviewers,
support department managers, QA Department and
files.

S. Initiate review by sending a copy of the
document to be reviewed and a BPMD-340* form to
all reviewers. Attach all relevant information
and review instructions.

Support Department
Managers

Reviewers

9. Designate qualified personnel as reviewers.

10. Document review comments on BPMD-340 and sign
the form. Attach or reference data utilized to
substantiate a comment (only published
references can be used).

11. !3nd-all completed review comments to review
coordinator.

Review Coordinator 12. Evaluate all review comments and develop a
single set of integrated comments. If forms
and checklists are provided by DOE, document
coamments on their forms. Otherwise, document
on BPMD-357. Complete Items 1-6 at top of
form.

13. Prepare recommendation/position statements.

14. Coordinate response with reviewers and QA
Specialist.

15. Sign BPMD-357 in Box 13.

QA Specialist 16. Verify response is in compliance with DOE
review requirements and that an integrated
review process was accomplished.

17. Signify concurrence on BPMD-357 in Box 14.

.-

* See the uFormso section in
procedure.

this manual for BPMD forms referenced in this
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RESPONSIBILITY ACTION

Responsible Manager 18. Prepare letter of transmittal to submit
integrated review comments, recommendations,
and position statements to DOE. If DOE forms
were used to document integrated comments, and
QAD concurrence was not obtained as part of
review process, send letter of transmittal to
Manager, QAD, for review and concurrence.

19. Transmit to DOE per existing program/project
procedures regarding external correspondence
approval and transmittal authority.

20. Send copy of transmittal letter to the
Co mitment Item Coordinator.

Commitment Item
Coordinator

Responsible Manager

21. Close out commitment item.

22. Send review records to Records Management in
accordance with TMP-13 including, as a minimum,
the following:

o The DOE review request, if appropriate

o The review memorandum

o Additional information and review
instructions

o Completed Review and Comment forms
(BPMD-340)

o Integrated comments (BPMD-357)

o Letter of transmittal

a Document reviewed.

4.2 Informal Requests

Perform Steps 2 through 19 and Step 22.

5.0 Forms Referenced in this Procedure*

BPMD-340, Review and Coment Form
BPMD-357, Technical Comment Review and Response Form

* See 'Forms' section in this manual for BPMD forms referenced in this
procedure.
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REVIEW AND COMMENT FORM

To:

From: Date

Document No. Document Title Rev. No. Doc. Date

Project Work Package Manager Originalar Requested Completion
Date:

Document Intended Usage:

3ections of Document to be Reviewed: If Applicable:
CDMS No.. O .
WP No.

Page, Para. & Man- Nn Review Comment Comment Disposition
Line No. datory dan-r Note: Peer review comments shall include rationaleComnDipstn

A. Reviewer . Date Dispositioned By Date

Comment Resolution Complete

BE Reviewer Date ResponstiSe Manager Date CA Specialist Date

8of -340 (I11 S4) PAdrw 2



! * nanelue AEW AND COMMENT FORM
. (Continuation Sheet)

Project Management Division '

Document No. Document Title Rev. No. Doc. Date

Page. Para. & M -n- _
Line N o d ator Man Review Comment Comment Disposition

A. Reviewer Date Dispositioned By Date
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