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DOCUMENT CONTROL

PURPOSE

T'his procedure describes the process tor arstributing Los Alamos National Laboratory (LANL
rucca Mountain Site Charactenzation Project (YMP) controlled documents and identifies the
responsibilities of LANL Project personnel in maintaining controlled documents to ensure that
the latest revisions of documents are available for use at the proper |ocations

SCOPE

This procedure applies to LANL YMP controlled daocuments; to LANL YMP personne

- 10T prepanng, reviewing, approving, or maintaining controlled documents: and
P supervisors responsible tor initiating, training, or indoctrination in r

responsibie
4

L

olied documents
REFERENCES

LANL YMP Quality Assurance Program Plan (QAPP)
LANL-YMP-QP-17 4, Records Preparation

DEFINITIONS
-ontrolled Document

A controlled document is a Project record or document issued to designated persons
according to controlled distribution procedures. A plan, procedure. drawing, or other
nrormation vital to the Project may be 1ssued as a controiled document

Juality Assurance Manual

A compiete Quality Assurance (QA) Manual (QAM) is a controlled document that
contains a table of contents, the QAPP, and all quality procedures (QPs

Controlled Workmg Copy

A controlied working copy 1s a copy of a current revision of a QP or a detailed technica
procedure (DP) issued as an individual controlled document rather than as part of a
controlled manual

~ontrolled Distribution
-ontrolled distribution is the process by which controlled documents are 1ssued on a

fime-traceable schedule whereby each recipient acknowledges that the document has
O€en received and that requested actions (instructions) have been completed
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115 i ) . :
olled Document List

he Master Controlled Document List contains .he names

i

e igentiner anag revision numoer, reQpients ot contr

Jer assignedad to each recapient

-ontrolled Document Acknowledgment
[he Controlled Document Acknowledgment (Attachment 1) is a record that
accompanies each controlled distribution package or document, identifies the reap;
it controiied documents prov ides instructions for updating or returning d

Py
{1

pecines a hime trame tor compieting the actions and returning thet a

where to return the signed torm

information Copy
L |

An Intormation Copy 1s a copy of a controlled document. Copies of controlied

| -

‘uments may be made but must be marked “Information Copy.” Information Copies

10
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are not controlied documents, and theretore are not listed on the Master Controlled

Document List

5.0 RESPONSIBILITIES

The Technical Project Officer (TPO) ensures that this procedure is implemented and

maintained
Oject Leader

requests that dcocuments be added to or deleted from the Master C
Document List as applicable,

requests the return of controlled documents from personnel, contractors, and
thers as applicable, and .

approves distribution of controlled documents to non-LANL YMP partiapants

The LANL YMP supervisor ensures that YMP personnel under his/ her supervision
have access to QAMs or are issued controlled copies ot documents applicable to job
assignments

The Records Coordinator
ensures timely distribution of controlled documents and updates, and
ensures that copies of the QA records listed in Section 7.0 are filed and

maintained and that copies are torwarded to the Records Processing Center

RPC)




-ontrolled Document List
gocuments

maintains ail applicable records, and

maintains copies ot ail superceded or withdarawn controlled documents

LANL YMP personnel and contractors request those controlled documents that will

taciitate their Project work

r;'t‘ recipient ot c ntroileg gdocuments
toHOws Instructions outlined on the Controlled Document AcCknowledgment
IBNs and returns the form by the date indicated

maintains the controlled documents, and

returns controlled documents to the QAS when leaving the Project or as
requested by a Project Leader

6.0 PROCEDURE

Identifv Controlled Document

JAM, QPs, and DPs

The QAM, QPs, and DPs are controlled documents. The QAPL
the procedure, specifies the date by which the recipient must return the
~ontrolied Document A cknowledgment

-~

Other Records

A Project Leader or the TPO may cdetermine that a record, such as a plan
arawing, procedure, or other information vital to the Proiect, is to be 1ssued as a

controlled document

The Project Leader or TPO forwards a written request tor issuance of a
-ontrolled document to the QAS Resident File Custodian including the
tollowing

NOTE: QAM, QPs, and DPs do not require written request for issuance

Subject, or title, and identification number ot the document

A copy ot the record to be issued as a controlled document, if
necessary




Istnbution gate (optional
ate by which the signed Controlled Document Acknowledgment must

De returnead optional)
special instructions, if anv (e £.. content Of records package an
the records package will be closed)
Froup, and date of request

Requestor's name, signature, grc

Request Controlled Document
AN indivigua! or organization external to LANL and to the YMP makes requests
tor LANL YMP controlied documents directiv to the Department of Energy

MP Office. All copies held by persons outside of the YMP are information

copies whether so marked or not

YMP personnel external to LANL make requests (in writing) for copies of
controlled documents directly to a Project Leader or TPO. All copies that are not
on the Master Controlled Document List are information copies whether s

marked or not

LANL YMP personnel obtain controlled documents by makin g a request to the

JAS Resident File Custodian

Distribute Controlled Documents and Updates

-—

-ontrolled documents and/ or updates to controlled documents will be issued
upon request from LANL YMP personnel or on request from a Project Leader or

the TPO

NOTE: Requestors who are approved to receive a copy of controiled
documents are added to the Master Controlled Document List and

automatically receive updates
S Custodian

Issue a controlled document or update, the QA

pertrorms the tollowing

Adds the document to the Master Controlled Document List, if

necessary

Adds the person or organization, and the number of the copy they
receive, to the Master Controlied Document List, if applicable

Numbers the document(s), if appropriate




6.4

6.3.2.4

6.3.25

6.3.26

63.27

LANL-YMP-QP-06.1, R4
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Identifies the document(s) as “Controlied.”

Assigns a date by which the Controlled Document Acknowledgment is
to be returned, if not provided as descnibed in Section 6.1

Prepares the document(s) for distribution, and prepares a Controiled
Document Acknowiedgment (Attachment 1) with complete
instructions.

Distributes the document(s) to the recipient.

6.3.3 The recipient receives the docurnent and performs the following

6.3.3.1

6.3.3.2

Follows the instructions on the Controlled Document
Acknowledgment.

Signs and returns the Controlled Document Acknowledgment by the
date indicated.

634 Upon receipt of the signed Controlled Document Acknowledgment from ail
reapients, the QAS Resident File Custodian forwards the approprnate records to
the RPC according to QP-17.4.

Return or Withdraw Controlled Documents

641 A reapient can return controlled documents by one of the following methods.

64.1.1

6.4.1.2

A recipient may, at any time, be removed from Master Controlled
Document List by returning the controlled document to the QAS
Resident File Custodian along with a written request to be removed
from controlled distribution.

LANL personnel and contractors may return controlled documents to
their LANL YMP supervisor upon leaving the Project. The LANL YMP
supervisor notifies the QAS Resident File Custodian of the change 1n
Project personnel and either 1) asks to have the document reassigned to
another person, or 2) returns the controlled document to the QAS
Resident File Custodian.

642 Withdrawal of Controlled Document

6421

A Project Leader or the TPO determines that a controlled document
shouid be withdrawn from one or more recipients.

64.22 The Project Leader or TPO instructs the QAS Resident File Custodian,

in writing, to request that the recipient(s) return the controlled
document(s). The Project Leader or TPO has the option of providing a
date by which the controlled document(s) must be returned.
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6.4.23 The QAS Resident File Custodian sends a Controlled Document
Acknowiedgment, with directions to return the controlled document(s).
to the identified reapients. If the Project Leader or TPO has speaified a
date by which the controlled document must be returned. this gate 1s
also given.

6.4.24 The reapient returns the specified document(s), along with the signed
Controlled Document Acknowiedgment, by the specitied date.

©4.25 [fthe controiled document is not returned by the specified date, the
QAS Resident File Custodian issues a letter or memorandum informing
the recipient that the copy is no longer controlled and contacts the
individuals YMP supervisor in order to obtain the document.

6.43 When controlled documents are returned or withdrawn, the QAS Resident File
Custodian modifies the applicable Master Controlled Document List to retiect
changes.

6.5 Maintain Withdrawn and Superceded Controlled Documents

The QAS Resident File Custodian rnaintains a reference copy of all controlled

documents that are either withdrawn or superceded by a later revision. Withdrawn

controlled documents are stamped “Obsolete;” superceded controlled documents are
stamped “Superceded.”
7.0 RECORDS

8.0

9.0

100

Records resulting trom this procedure are the following.

Controlled Document Acknowliedgments
Master Controlied Document Lists
Reference copies ot controlled documents, superceded documents, and obsolete
documents.

Correspondance related to controlled distributions

-

ACCEPTANCE CRITERIA

Proper completion and filing of the QA records listed in Section 7.0 and proper updating of
controlled documents constitute the acceptance criteria for this procedure.

TRAINING REQUIREMENTS

Personnel required to be trained to this procedure are LANL YMP employees listed
in Section 5.0.

ATTACHMENTS

Attachment 1 Controlled Document Acknowledgment (1 page)
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CONTROLLED DOCUMENT ACKNOWLEDGMENT

(& PAGE 1 OF
RETURN SIGNED FORM BY

| TO: QAS RESIDENT FiLE CUSTODIAN
LOS ALAMOS NATIONAL LABORATORY
MS M321
LOS ALAMDS. NM 87545

DOCUMENT(S) TRANSM
INCLUDE TITLE OR SUBJECT AND IDENJI

\%

@(b ] CONTINUED ON ADDITIONAL PAGE
g v INSTRUCTIONS

(] CONTINUED ON ADDITIONAL PAGE

RECEIPTACKNOWLEDGMENT

SIGN AND DATE TO ACKNOWLEDGE RECEIPT OF LISTED DOCUMENTS AND TO CONFIRM
THATINSTRUCTIONS HA VE BEEN FOLLOWED.

-

: SIGNATURE | DATE

{
|

Los Alamos

Yucca Mountain Proiect




