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3.1

3.101

PROCEDURE WRITING GUIDE )

This section provides specific detailed guidance for
writing and hendling Operations Dcsartu»nt procedures,

e ,cnoral guidance contained in 00050-C, "Procedure
Development", should be followed for all procedures
except as modified in this section,

GENERAL

a. Unit Operating “rocedures (UOP), Svetem Operating
Procedvres /80F), Operations Surveillance
Procedures (OSP). Forms/Data Sheets (F,DS) and
Annunciator Response Procedures (APP) should
follow this general guidance. A separate
grocodurc applies to the writing nf Emergency

perations Procedures (FOP) and Abn.rma. erating
Procedurer (AOP),

b. Before ctarting to write a procedure, the writer
thould determine if the do.ument is needed., He
should determine if the instructions are covered
in anothur procedure, or 1f {t should be a
different type of procedure. He should also
determine, for example, {f just th. lineup will be
sufficient, or the SOF needs .0 lineup, or what
forws are needed,

Definitions
a. Status

The status of a system muy be secured, standby o
operatirg. Each livel is independent, and a
svstem car. be brought to opevating status without
going through the standby scatus,

b. Secured

The condition of a system when it is incapable of
operating, ZEquipment is not nezessarily isolated
and ready for maintenance., The equipuent breakers
may be racked nut, or the cont ol swit:h may be
ofi, 1If the syster has an automatic iritiation
the system ils shut down and the automatic
initiation is prevented,

e, Standby

The coudition of an operabi: system when it is
ready to perform its iutended function,

RUTT LY
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3.1.2

3.1.4.1

J.1.2.2

d. Operating 3
The condition of a system when it is actively
performing its internded function.

Formats

Fermats should generally conform te 00050-C, "Procedure
Development" guidance. Specific sect 'ons to be used
when writing a UOP, or SOP are set forth below. Other
types of procedures will vary from this format as
described later. Prepare preliminarv drafts of
p:orodurol in the sar: format as thac desired for
Lyping.

1.0 PUKPOSE

Provide n clear, concise statement of what the
procedure is to accomplish, If the INSTRUCTION
sectlon contains mcre than three major cbjectives
(e.g., Startup Of The XYZ? System, § ifting High
Pressure Pumps, Shutdown Of The High Pressure
Unit, Shutdown Of The XYZ System, illing The ENC
Reservoir) list these objectives by
sub«instruction title.

2.0 PRECAUTIONS AND LIMITATIONS

This subuaction should be divided into two
sections as follows:

a. Puecautions

Precautions are the cautionary notes that are
intended to protect equiprent an’ personnel
or to avoid en abnormal or emergency
sitnaiion,

Precautions listed should apply to the entire
procndure. Place cautionary notes that aprly
to a portion of a procedure immeliately
procodinf the step for which they are
anplicable and on the same page,

"(daay
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“.1.2.5 5.0 REFERENCE ’

Iist reference documents that may help the user of
the procedure to better understund the procedure,
At example of the type documents to be inciuded {n
this section ar' a sogpested formet follows.

3.1 Applicable Tecounical Specifications or FEAR
paragraphs

5.4 Any apnlicahle procedures used or referved to
within the procedure (1.e., If vou start a pump
per its appropriate procedure, then that procedure
should be referenced. )

5.3 P&ID'e (applicable to the procedure)

5.4 Electuvical Diagrams (applicable to the procedure)

9.5 Elementary Diagrams (appliceble to the poocedure)

5.6 Logic Diagrams (applicable to .he precedure)

5.7 Technical Manuals

5.8 Otheyv

3.1.2.,6 List Of Incomplete Items
List «l1 items within & procedure which are omitted or
incomplete. Place this list at the 'nd of the
groceduro. This requirement applies to UOPs, SOPs,
/D8, Lineups, USPs and ARPs.
3.2 FORMS/DATA SHEETS (F/DS)
: y 98 | F/DS Guidelines
3.2.1.1 Develcp F/DS with the correspunding procedure, to have:

8. A borderline all the way around the page with the
text within the borderlinss,

b. Clear headings,
€. Sufficient size to provide good readability,
d. Adequate detail to prevent user error,

3.2,1.2 Horizontal or vertical format may be used depending
upon page content and complexity. In checklists,

rounds sheets and forws, procedures may be referenced
by number only, not fo;iowed by rthe title,.

hdah
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3.2.2
3.2,4.1

.

P 39

3:2.2.3

3.2.2.6

Valve And Electrical Lineups (See Figure 2)

Lineups are written for ncimal! operation, Differences

between the alignment for startup and the normal

operating configuration are shown by footnotes with a
number {n parenthes!s placed just to the left of the

lireup column,

Handswitches will normn11¥ be listed on checklists in
v

the SOP. Alr operated valves are included in
aligrments to verify that air is available.

The sequence number of the lineup is the same ar thn
associated SOP, For example: 13405-1, "125V DC 1E
Electrical Distribution System" would correspond with
alignment 11405-1, "125V DC 1E Electrical Distribution
System Alignment", In some cases there may only be a

lineup and no associated SOF.

Order compenents in accordance with the procedure

applicarion, equipment comp'axity, safet: aud the path

an operator can tuke. inimize the potential for
equipment damage during |t¢:tu§ of a system or
component by performing the valve or mechanical

alignment to emsure flowpath prior to placing power to
the coupcnent or {ts control circuitry, and vice versa

for systsm or component shutdown,

Valves inaccewssible due to location or plant conditions
such as radiation levels are anaotated as "inaccessible

die to (condition)",

Valves and breakers should be described as given on

theix tags:
a. List valves by area and flowpath,
b. Breakers:
(1) List each breaker bg.itc engraved

cavinet/cubicle num and description,
1BA0319, Bus 1BAO3 ®MER INCM BRKK),

(e.g.

(2) Prioritize switchgear starting with highest

voitage.

1f a revision changes a component's required condirion,
add an informal note to the approving authority calling

his attention to the change,

sas
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3.3 UNIT OPLRATING PROCEDURES (UOP)
3.3k UOP Numbering
UCP's shall e numbered per 00050-C, "Procedure
Development”,
3.3.2 VOP Format

8, UOF's sliould be written as common procecures,

b. UOP format is as given in Sub-subsection 3:1.2,

S Instructional steps may have a sign-off space in
the right hand mar;in to allow the user to
systematically work through the procedure

4.  UOP's may duplicrte patrts of other procedures by
incorpurating steps into the UOP that can be
completed by operators in the Control Room.
Support required outside o>f tiie Control Room or
from any other functional group should be
indicated by reference to the applicable
procedure,

e. Unit designators should be omitted when
referencing or branching to unit specific
procedures. Common unit procedures will bhe
referenced as XXXXx-C,

f. Unit desigrators should be omitted when

identifying equipment or components unless the
equipment or component numbers differ between Un:t
l and Unit 2,

(1) The preferred methods for distingulshing unit
differences are illustrated below.

Multiple components - Table form

EXAMPLEF ;

UNIT 1 UNIT 2

1 «HV-XXXX 2 ~HV - XXX
1=LV-XXX¥ 2« LV-ZXXXX
1-1301-U4-XXX 2-1301 U4 -XXX
Single components referenced within a
sentence

EXAMPLE :

OPEN XXXX pump suction isclation valve
UNIT 1: 1-HV-XXXX ou UNIT 2: 2-HV-XXXX
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3.4.,2.2

3.4.2.3

Startup B
This section of the SOP provides detailed, step by step
instructions for taking a system from a low status
level (toward non-operating) to a higher status level
(toward operating). This secticn should contain
subsections that provide for each planned wmethod of
startup, The sequence of the subsection should take
the system from the second status, through standby, 1f
applicable, to the operating status.

Title eich subsection so the title indicates the nature
of the evolution. For example; "Startup to Standby",
"Startup to Full Operation",

Certain systems may not have an overall startup but
instead have startups of individual components, Also,
individual components within a system may have startups
and shutdowns. In such cases, prepare a subsection fou
esch individual component startup. Examples include
startup of a demineralizer, a hydrogen recombiner, and
a fun unit within a HVAC System,

System Operation

This section contains the instructions for acceptable
methods of system operation. Such instructions are
necessary when operational steps are anticipated and
such steps do not change the operational status of the
ogotcm. Such steps alter the operatisn but maintain
the system 1n an operation status. Examples of such
ogarations include shifting pumps, shifting suctions,
sniftirg between normal power supplies, etc.

This section rontains subsections for each type of
operacion and provides for altering the operation in
elther diraction. For ewample, 2 subsection that
shifts a suction from its normal sovrce to an alternate
source followed by a subsection that shifts the suction
from the alternate source to the normal source.
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3.4.2 4

3‘6.2.5

3.4.3
3.4.3.1

3.4.3,2

3.5
J:5.1

Shutdown

fhis section of the SOP contains the instructions for
teking « system from a higher status to a lower status,
As appropriate to the system, subsectlons provide for
automatic shutdown, ful ogcrntion to standby, standby
to full shutdown and manual shutdown from full
cperation,

An interface exists between SOPs and Emer ency
Operating Procedures with respect to shutdown following
an automatic startup from standby., The EOP may include
winstructions for securing operation of the system
following automatic startup. However, such instruction
is typically limited to a few steps to shut down the
agltcm. For this reason, an SOP is needod for the
shutdown from operation to standby, This permits the
EOP to deal solely with the plant emergency and allows
use of the SOP for restoring “he system to standby,

For an SOP having individual component startup

subsections, provide a torresponding component ahutdown'

subsection,
Non Perliodic Operation

This section of the SCP provides detailed instruction
on unusual or off-normal operations., These operations
do not fit the other sections of the SOP. They may
pertain to a wethod of operation other than the design
functions of the system, Examples ol non Periodic
Operations include filling the cooling tower basin,
venting pumps, operating on the hypass, etc.

Checklists

Checklists are used to list and provide sign-off space
for systum handswitch alignment,

Where independent verification is vequired for more
than a few valve positions, provide a checklist with
sign-off spaces.

CPFRATIONS SURVEILLANCE PROCEDURE (OSP)

OSP Numbering

OSP's shall be numbered per 00050-C, "Procedure
Development",
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€. Prerequisites or Initial Conditions

. Include those {tems to be sat.sfled prior to
performance of the OSP, Fach prerequisi‘e or
initial condition shall have a cign-off space.
These items may include:

(1) Alignment/Operation of appropriate systems,
subsystems, or components,

(2) Verification that ‘ertain conditions exist,
including suitable or controlled
environmental conditions,

(3) Verification that the proposed test does not
affect other tests currently in progress or
Jeopardize plant operation, |

(4) Authorization from the Shift Supervisor to
perform the test,

(5) Adequate and aYproprfata special test
| equipment, including i{dentification number,

(6) Communications established as required,
I f. Instructional Steps

(1) Structure the instructional szction on two
levels, - heading which states the goal of a
group of gxucodurll steps ("lsolating SI Pump :
1A"), followed by a series of acticn steps l
which carry out the goal. Put the sction
steps in 1 logical order, iroupcd together by
operations that can be performed at one
location,

(2) Link important utoga to other actions go that
an omitted step will be immediately apparent
to the user,

|

{ f3) When appropriate state the anticipated

; feeponse und wethod of observation prior to
| the step which will cause the fesponse,

(4) Address only one action per step when

| possible, Clearly identify actions which

| result in a system response., If there is a
delay, state the time until ¢ response will
te seen,

RELLE
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PAGE NO

a,
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(5) Placc warnings, caucion}, or notes
immediately before the first applicable step,
Clearly identify them for the user,

(6) Steps may have a sign-off epace in the right
wa. gin to allow the user to work through the
procediure systematically and to locate his
place within the procedure at any time,

(7) Address system, instrument channel, equipment
and/or component restoration at completion of
testing,

Acceptance Criteria

(1) State clearly and conctucl{ the scceptably
criteria to be used to evaluate the results,

(2) Structure the acceptance criteria to address
each component, systew or train as applicable
80 that *he procedure may be used to prove .
operability of individual components, syatems
or traine during non periodic testing,

(3) Use ?uanti:ntt"o acceptonce criteria when
possible. Where it is not possible to
quantify acceptance criteria, mstablish clear
qualitative criteria.

Evaluation and Review

(1) Note results cbtained through test
performance, i.e., acceptance criteria met or
not met,

(¢) Idontify corrective actions taken, including
any repurts submitted,

References

As described  Step 3.1.2.5.

3:5.3 JSP Contient

The objective of the procedure ani methed of
implenentation should be clearly uaderctood by the
writer before drafting begins., Be aware of which
Surveillarce Requiremenc(s) of the Technical
Specifications are to be implemented by thae
procedure, Review for any ASME Section XI
requirements of the I[nservice Tert Program that
are to be included.

03448
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b.

hc

Take into accoun’. not only the qualifications of
the intended user, but also any physical or
organizational constraints which may affect
procedure performance,

Use more detail for procedures which are used less
frequently,

Consider the number of personnel required for the
performance of the procedure,

Prepare the procedure to ensure plant safety
remains unaffected during procedure performance,

Use NOTES or CAUTIONS prior to steps that wil)
cause an ESFAT or RFS actuation to alert operator
of that fact,

The procedure shall identify all Technical
Specifications' Limiting Conditions for Operation
applicable i{f » system and/or component is
determined inoperable by the survaillance,

Unless otherwise required to satisfy a Technical
Specification requirement, all OSPs shall be
vzitton to test une component/system train At a
time,

Blanks shall be provided for dates, times and
signatures of individuals performing the
surve!llance and performing the supervisory
review,

A blank shall be providid for METE equipment
number,

Indapendent verifications shall be provided for as
re?uirad by 00308-C, “Independcnt Verification
-olicy",

Installation and removal of temporary jumpers and
lifted wires shall be documented including
location, notifization of the Shify Supervisor
when instailed/removed and independent
verification per Step j above,

Frovisions for data collection may be made in the
body of the procedure or on separate altachments,
The wmetliod used to derive test data or resuits
shall be provided,

These precedures develov administrative controls
and frequencics for Operatinns Depar tment
responu?ble surveillances, in accordance with the
plant surveillance tracking system,

e LN
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3.6 ANNUNCTATOR NESPONSE PROCEDUREE (ARP)
This guide provides criteria and instructions foi the
preparation of ARP's for respcnses to mitigate single
specific annunciated alarms. Multiple alarms usually
indicate abnormal or emergency situations coveved in
AOPs or EOPs,
J.6.1 ARP Nurbering
Number ARPs per 00050-C, "Procedure Development", The
seventeen thousand indicetes the ARP series and the
last two digits are the Aununciator Light Bosrd (ALB)
number,
3.6.2 Assembly of Procedures
Al) of the ARP sub-procedures for one ALE are contained
fu one procedure, ach Erocedure conteine a title
page, B drawing, and ARP sub-procedure index,
3. 8.2 Title Page
a. The title page identifies the ALB, and hes a
drawing of its reiative location in the Control
Room. The page also has a statement of the
procedure purpose,
b, The title page is numbered as Page 1,
3.6,2.2 ALB Drawing
a. Include a drawinx ahowing all of the annunciator
windows for the ALB ln the proceaure. Label each
annunciator window just as it appears on the A(L%,
b. The light board drawing is Page 2.
J.6.2.3 ARP Sub-proceduie Index

a. Each ARP includes an ARP Sub-procedure Index. The
index lists the annunciator window coordinates,
title, and procedure page number of each
sub-proceduie. Blank annunciator window numbers
are included in the index, lowever, the title and
page number sections ere left Llank,

Reds
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3.6.3
3,6.3,1

3.6.3.2

b. Number iadex pages soquontiglgy 48 part of the
procedure starting with Page 3,

ARP Sub-procedure
Content and Detail:

a. A good ARP Sub-procedure is concise and identi®ies
what to check and what to go,

b. cach step reflects one cperator action., 0O Jder
steps in operating sequence, When a step is
listed for clearing an alarm, follow it with a
verification step ar. cne describing what to do {f
the anticipated result does rot occur,

8. ARP may interface with UOP, SOP, AOP and EOP.
I1f the ARP Sub-nrocedure can be complete but not
lengthy without reference to other procedures, do
rot refer to other procedures. If thc step
involves an actiun that the operator is expected
to know other procedures need not be referenced.
However, if the ARP fub-procedure involves complex
actions that are described in nother procedure,
that other procedure .iould be referenced,

d. ARPs generally prescribe actions for miti ating a
single specific alarm. When the alarm indicates a
plant abnormal or emergency condition, the
apqropriato EOP or AOP should be referenced and
relied upon. ARP should not attempt to deal with
plant emergencies,

€. ARPs direct the operato: to Emergency Response
grocaﬁurc 91001-C, "Emergency Classification and
mplementing Instructions", when applicable,

Title

a. Wurite the title of each ARP Sub-procedure at its
poesiticn in the window illustrution. The title
shall be the same as the engraving on the actaal
alarm window. Capitalization, ab reviations, and
acronyms will duplicate the engravings,

b. ALB vindows are identified bv an alpha-numeric
coordinate, e.g.: AO0l, AO2, BOl. e top left
Aannunciator is A0l. Letters proceed top to
bottom, and numbers left to right,
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3.6.3.3

3.6.3.4

3.6.3.%

3.6.3.6

Setpoint and Orig.n E
Bach sub-procedure should provide a list of the origins
which may cause the sctuetion of an alarm. For the
actual alarm setpoints the operator may he referred to
the Master Setpoin: Document,

Probable Cause

a. This section should list, in order »f Erobabili’y.
the conditions likely to have caused the alarm,
?nly shc reasonably probable couses should be
isted,

b. For slarms that actuate as a result Of any of
seveial alarm conditions ay « remote panel ({.c.
Licuid Waste Panel-Trouble), each specific
condition that maK have csused the ala.m need not
be listed., Fir these alarms, the cause of the
alarm section should state that one of the alarms
for the specific panel has actuated and provide
reference to t' - appropriate ARP,

Automati: Actions
This section lists automatic actions that should have
occurred at the actuation nf the alarm. If furthe:
automatic actions may follow, this section should so
state.
Initial Operator Actions
a, This section should contain only those steps which
need to be performed quickly and with high
priority to:
(1) Prevent equipment damage or plant trip,

(2) Mitigate degraudation of safety .elated
systoms,

(3) Respond to a personnel safety hazard,

b, When the alerm condition is covered by an EOF or
AOF, this section should refer to, not duplicate
it,

e. If tnere are no Initial Actions, then this section
should state "NONE".
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Cubsequent Operator Aciirns

This section should list those steps that do not need
te be performed quickly snd with aigh priority., This
cectior i~ used to state the method for returning the
system to normal operation or, in the event return t-
normal is delayed or groventcd. the step~ to minimire
tne consequences of the alarm conditions. If no
nubneguont operator actions are necessary, this section

should state '"NONE."

Compensatory Operator Actions

This section should list ary appiica’l. operator
actions ard their frequency to be periuvmed when the
annur.:fator has been disabled.

1f no compencltorz actions are necessary, this section
should state "NONE',

3.6.3.9 Refurences

A iist of the major references uved to prepare the
sub-procedure should be included at the hottom of the
Inst page. This list need not Include all references
used In the research and writing of the sub-procedure

but should include reference to plant drawings or
. | technical manuais that show the slarm actuation
civeultry and associated setpoin.(s),

4.0 WRITING TECHNIQUE

4.4 PUNCTUATION

Use puncruation only wnere necessary to aid reading and
: prevent misunderstandin Select wording to reguice
mininim punctuation, If extensive punctnation {e
required, rewrite or separate into several sentences.

4.1.1 Use hyghcnc sparingly. Restructure compound words to
avoid hyphenation, 1{f possible. Use hynhens in the
foolowing circumstances:

| a. In c¢ompound numerals from
| twenty-one to ninety-nine.
| Fxample: One hundred

, thirty-four,

| b. In fraztions, which cannot
| be avoided Examples:

| One-half, two-thirds,
three sixty-fourths,
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4.1.6 Nash
. Do not uUse uashes except within procedure and component
my bex
4.1.7 -arentheses

Paertheses are used tc:

a, Set off q:fplementary, parenchetic, cor explanatory
material when the interruption is wore marked than
that usually indicated by commas and when the
{relusion of such raterial does not €éssentlially
alter the meaning of the Jentence,

Examples: (1) Effluent points (vent,
draing, or other lines) may require

(2) fﬁ;'Chemical and Volume Control
System (CVCS) should be ..,

b, Enclose numera‘s or letters in a series.
fxample: The reasons for flushing are:

(1) To reduce eguipment damage, and
. (2) T. meet legal requirements.

C, Indicate the &lternate train's components for
instructions dealing with two similar sets of
equuipment. For thre~ ¢~ more similar sets use
tables, checklists or veparate sections for each
ser. A note explaining the use for the procedure
is written at the beginning of the instructions
section;

Examp le:
NOTE

Tais procedure {s written using
Train A des.gnations, Train B
designations are showa in
parentheses,

4.1.8 Peried

Use a peri'd uL the end ol complete sentences, with
abbrevis“ious for No, (number) and in. (inches),

av the und of para raYh numbers, and for

indicating the decimal place in rumbers.

s —— P - v
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4.1.9

a.

‘-

.10

4.1.11

4.

2

6‘2.1

b.2.2

$:8:8sd

Quotation Marks 3
Avoid using quotation marks., Where Jargon or
figurative language must be used, the first use only
should be set off with quctation marks. Use when
making direct quotations, such as from a tech spec, or
to indicate a title of a referenced procedure,

femiceolon

Use semicolons to set off independent clauses and a
run-on listing when such clauses or listings are
internally punctuated with commas.

Virgule

Use a virgule to indicate an "either/or" situation and
48 a substitute for "per" in units of measure.
Examples: either/or, ft/sec, lbs/hr.

WRITING STYLE
Abbreviations, Letter Symbols, And Acronyms

a, Acronyms may be used in the text portion of the
procedure provided they are defined in the first
use,

b. Abbreviations and symbols should not be used in
text. They maz be used in data sheets,
checklists, tables, or when giving label
engravings.

Component Identification

Identify components by either their precise tag
nomenclature (in all capital letters) or their full
descriptive name (each word capitalized), followed by
the identification numbers.

Precise tag nomenclature is used for lineups,
checklists and similar tabulations.
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4.2.2.2 1In procedure text the normal name may be used {f it
provides easier, more natural operator understanding
. and identification., Further considerations are:

a. When it first appears in the text, use the full
descriptive name followed by system identifier and
component number. The full descriptive name
should be the words that are abbreviated or the
tug unless these are clearly not descriptive, 1If
the tag nomenclature is not clearlg descriptive of
the component, initiate action to have the tag
changed,

b. After its first use, identify the component by
either name cr number. (Numbers are the preferred
way to indicate valves and panels.) The first
letter of each word in the noun should be
capitalized to enhance readability, Exauple:

STOF the Jockey Pump,

e. If two trains or similar components are
alternatives in an action step, indicate the
alternate train as described in Step 4.1.7¢,

d. 1f three or more similar components are
alternatives in an action step, do not use
parentheses to set them apart. Use either a

. separate checklist with the complete tag

nomenclature, or list each alternate component
with its train for each step. Example:

"START one or more NSCW Cooling Tower Makeup Pumps
as required:

a. Pump 1, A-HS-17419,

b. Pump 2,  A-HS-17420,
¢, Pump 3, A-HE-17421."
or:

"OPEN the inlet and cutlet header isolations for
the gas decay tank aligned for service.

a. I1f Gas Decay Tank 1-1902-V6-001, 2, 3, or &
is inservice:

1-1902-U4-056,
(2) OPEN the GWPS IS0 GDT l-4 OUT HDR,

. 1-1902-04-077.

10 3add

|

|

| (1) OPEN the GWPS ISO GDT 1-4 IN HDR,
|
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b, if Gas Decay Tank 1-1902-V6-005, 6, or 7 is
inservice:
(1) OPEN the GWPS IS0 CDT 5-7 IN HDR,
1-1902-04-046,
(2) OFEN the GUPE ISO GDT 5-7 OUT HDR,
1-1902-U4-071."
4.2.2,3 Where the procedure deals entirely with a specific
system, the sgstem identi ler need not be used in
component numbers except for any components of other
systems which are used in this vrocedure.
4.2.3 Definition of Terms

a. Terms which may be understood in more than one
sense should be defined 15 a note, It is
important that the same term be given the same
definition by all procedures which define the
term,

b. Do not assume that key terms are understood by all
users of procedures. If the term is fundamental
to the proper understanding and use of the
procedure, define it,

4.2.4 Directing the Specific Manipuiation of Controls

The feaiures of controls must be known in order to
select the p.oper terminology for directing the
manipulation of control devices. Switches may
maintain positional placement or may be spring
return, Associated circuitry may lock in or the
switch may need to be held in position until the
desired function i{s completed., The following
guidolines should be used to govern terminology
or the specific manipulation of controls.

a. For a control, whose number is engraved on the
control panel placard, the number should be
included within the instructional step unless the
control is so frequently used that it is very
familiar to all trained operators.

Example: START Condensate Pump B 1-1405-P3-002,

b. For control circuitry that executes the entire
function upon actuation of the control switch, use
the action verb appropriate to the control device,

Example: CLOSE RHR PUMP A SUCTION VALVE
1-1224-U4-001,

0448
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e, Recommended action verbs are:

(1) For power driven rotating equipment: Start
or Stop,

(2) VFor valves: Open or Close, Throttle Open or
Throttle Closed, Throttle,

(3) For power distribution breakers:
Synchronize, Close or Trip,

(4) For uuppl{ breakers and switches to
individual components: Close or Trip,

(5) Multi-position switches: Pluce handswitch
(HS~ ) in XX position,

(6) Controllers: Set controller (HICXXXY) at
47%, or st controller (HICXXXX) to
control Iflow at 100 gpm,

(7) For air operated valves: Operable,

b.2.5 Description of Component Status

Indicate component status as:

In Service or Out of Service. The component is or
is not functioning within the plant mode of
operation, For Example, a demineralizer may be
Out of Service although it is operable,

Running or Shutdown. The condition of rotating
equipuent ,

On Line or Off Line. A generating unit is or is
not tied into the power grid,

On or Off. Used for simple equipment, such as
recorders, and lighte that are or are not powered,

Racked In or Racked OQut. The physical status of
switchgear. The switchgear is available or not
available to equipment supplied thereby,

Energized or De-energized. Indicates status of
electrical circuits, such as logic cirecuits and
electrical buses, The circuit is or is not
powered.
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Table 1. Action Verbs _

Verb Application

Allow To permit a statad condition to be achieved
prior to procoodint. €.8., "ALLOW discharge
pressure to stabilize"

Check To perform a comgnrison vith a procedural
requirement "CHECK {f SI can be terminated"

Close Is the opfooite of open for valves, e.g., "CLOSE
valve HV-142"; optonitc of TRIP for breakers,
€.8., "CLOSE breaker ANR1002",

Complete To accomplish spec’fied procedural
requirements, e.g., "COMSLET! valve checkoff list
'A,'" "complete data report QA-1," "complete steps
A through G of Sub-subsection 4.1.1"

Decrease Do _not use because of oral communication
pProbleus .,

Ensure Take necessary actions to !ucrantoe conditions are
as specified, e.g., "ENSURE all FWIVs CLOSED".

Establish To make arrcnfunontl for a stated condition,
€.§., "ESTABLISH communication with vontrol room"

Increase Do not use because of oral coumunicetion
problems,

Inspect To measure, observe, or svaluate a feature or
characteristic for comparison with specif{ied
limits; method of inepection should be
included, e.g., "visually INSPECT for leaks"

Lower To adjuct a value towards a smaller magnitude,

Monitor To periodically check the status to detect current
trends, "MONITOR SG Blowdown flow',

Open To change the physical posicion of a
mechanical device, such as valve or door to
the unobstructed position that permits
access or flow, e.g., "OPEN valve IFP143"

Raise To adjust a value upward, towards a larger
magnitude,

Record To document specified condition or characteristic,

i.e., "RECORD discharge pressure"
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PROCEDURE WRITLR/RYVIEWER
TQUALTFITATION CHECLIST

NAME

(PLEASE PRINYY it

I have a minimum of 5 years of power plant experience., 1
have read the following and am familiar with their content :
00050-C, '"Procedure Development"

€0051-C, '"Proceduse heview And Approval"

000352-C, "Temporary Chunges To Procedures"

10011-C, '"Operations Procecure Preparation And Review
Guidelines"

00308-C, “Independent Verification Policy"

I can lucate and use applicable ruference materinls.

T T BICNATURE “DATE

I have assessed the performance and experience of this
erployee, To the best of my knowledge and judgment, he/she
18 qualified as a procedure writer/reviewer. is
individual has a minimom of 5 years of power plant
experience. A maximue of & yesrs of this experience may be
fulfilled by related technicri and/or academic training.

T OPRRATIONS SUPERTRTENDENT — DATE ™ e
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Sheet. 1 of |
OPERATIONS CROUP PROCEDURE REVIEW CHECKLISY #1

1.0 Adminie:rctive Review lequirements

Check tnat procedure is consistent w tn 10011-¢, 10012.C,
and 00050-C for the following items:

1.1 The exception list is present an.' correct, ‘f

applicable, !
t+4 Each page has appropriate borders and encings. |
1.3 Proper numbering of pages.
1.4 All suppurting materials ave referenced in proper

procedure section,

1.5 Supporting matericl number and r me(s) are consistent
throughout the prucrdure body,

1.6 References are current, adequate arnd applicable to the
procedure, v

1.7 Cautions and Notes adhers to guidelines.

1.8 Component identification uumber derivations adhere to
. guidelines.

1.9 If flow chart is part of the procedure, verif{y that
flow chart represents the procedure,

1,10 Capitalization and use of action verbs adhere to
guidelines,

1.11 Use of acronyms, atbreviacions, and action verbs
adheres to guidelines,

1.12 Subdivision of steps adheres to guidelines.

1.13 Adequate and applicable limits and ptecautions are
addressed for the performsnce of tne procedure .,

1.14 All procedural information is c¢lear, concise, and NOT
ambiguous,

1.15 Contents of a proc dural step are nlaced on the same
page.

1.16 Independent verificotion is provided as required.

T
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Sheet 1 of 2
OPFRATIONS GROUP PROCEDURE REVIEW CHECKXLIST #2

Technical Review Requirements

1.0

2.0

Sources To Be Used For Review

1.1 FSAR

1.2 Technicel Specifications

1.3 Design Criteria

1.4 P&ID, C&ID, Logic Drawing, e*c,

1.5 Westinghouse Precautions, Limitations, an! S¢tpoints

1.6 Technical/' sndor Manuuls
1.7 Uther Veudor Drawings
Procedure is technically correct as follows:

2.1 Precautions and Limits are clear, of sufficient detail
and are ordered acerording to importance.

2.2 Prereguisites are not too general . and adequate detail
for 2asy cperator understanding.

2.3 All actions, manipulations addressed in procedure meet
the requirements and intent of the Purpose/Scope as
stated in the procedure,

r
E

The procedure contains sufficient level of detail to
sequentially start up the system/component in a manner
that reflects good operating practices,

2.5 The procedure contains sufficient level of detail to
sequentially shut down the system/component in a manner
that reflects good operating practices.

2.6 The procedure contains sufficieut level of detail for
operating evolutions to maintain the systew/component
in a safe, efficient and effective statur that reflects
good operating pracrtices.

nieas
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‘ ~anet 2 of 2
OFZRATIONS GROUP FPOCEDURE KEVIEW CHECKLIST 12
. 2.7 The vslve and electrical lineups contain:
a. Sufficient valving ta support the procedure,
b, Correct valve positioning to support the
procedure,
e, Valve names are prec.sely as glven on tags,
d. Correct control switch/breaker positionicg to

support the proceduve, as cpplicadle,

! e. Remotely operated VALVE/BREAKER identification is
as found on the control panels.

2.8 All supporting materials/attachments are legible and
useable., Are additioral attachments vequired to
facilitate the efficient and effective use of the
procedure?

r
L7 ]

Verification and approval signatures are addressed
where applicable in the main body and where required in
supporting materials.

2.10 For normal operations, procedure interrelations with
. other procedurass are not in conflict with:

a. Purpose/Scope of other operations procedures.

b. Prerequisitec/Initial Conditions of cther
operating procedures,

¢, Valve and Electrical Lineup attachments of other
operating procedures.




