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Administrative Procedure
Maintenance Depar®ment Procedures

Contreol and Distribution

This procedure provides the guidance and the mechanism necessary to
develop, review and approve; change or revise; and delete, contr
and distribute Waterford 3 SES Maintenance Department Procedures,

nr:‘rsruﬂrc
UNT=-1-002, Procedure Numbering and Format

UNT-4-009, Control, Distribution and Handling of Program

Descriptions and Plant Operating Procedures
UNT-1-004, Plant Operations Review Committee

aNSI N18.7-1976 (ANS3.2), Administrative Controls and Quality

Assurance for the Operational Phase of Nuclear Power Plants

USNRC Regulatory Guide 1.33, Revision 2, February 1978, Quality
Assurance FPFrogram Requirements (Operations)

Waterford SES Final Safety Analysis Report, Section
Procedures

Waterford 3 SES Final Safety Analysis Report, Section 16.6.0

v

Administrative Controls

UNT-1-003, Procedure Development, Review and Approval; Change and

1

Revision; and Deletion

UNT-5-002, Condition Identification and Work Authorizaticn
Drn-uv*vc“s

PERSONNEL TERMS

Author - The perscn assigned by the cognizant Group Head or

Department Head to write a procedure; individual designated

by the cognizant Group/Department Head a function

~

assigned to the "Author" in this procedure.
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3.1.2 Originator - The person who initiates a change, revision or dele-
tion of an approved procedure,

3.1.3 Technical Reviewer - The person assigned by the cognizant Group
Head or Department Head to conduct a technical review of a new
procedure or of a change, revision or deletion of an approved
procedure, The Technical Reviewer shall not be the
Author/Originator of the subject new procedure change, revision or
deletion.

3.2 PROCEDURAL TERMS

3.2.1 Departmental Procedures - Procedures which are not required to be
in the Plant Operating Manual (POM), but which are necessary for
*he proper functioning of departments. Reference 2.8 requires
that certain procedures be reviewed by PORC and approved by the
Plant Manager-Nuclear. These include administrative procedures
that control maintenance of safety-related equipment, Technical
Specification Surveillance Procedures, and procedures for
maintenance of major equipment such as:

2.2.1.1 Rework of steam generator tubes

3.2.1.2 Replacement of reacior coolant pump seals
3.2.1.2 Replacement of important strainers and filters
3.2.1.4 Rework or replacement of safety valves

3.2.1.5 Rework or replacement of nuclear instruments
3.2.1.6 Removal and replacement of reactor vessel head

3.2.2 Typographical Correction - The correction of an obvious, non-
numerical typographical error in an approved procedure by a single
line through the erroneous character(s) writing in the correct
character(s), and initialing and dating the correction. Anyone
may make a typographical correction to a departmental procedure,
Review and approval are not applicable,

W
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3.2.3 Revision - The word processing and reissuing of an approved
procedure for the purpose of incorporating any modification(s) to
its content, organization or format. The difference between a
revision and a change (step 3.2.4) is one of scope; a proposed
change that would render a procedure difficult to read or
comprehend due to multiple addendum pages and/cr strikecuts should
be processed as a revision. Revisions are approved by the Group
Head or his designee. Unless specifically stated otherwise in
this procedure, approval by Group Head is to mean "Group Head or
his designee."

3.2.4 Change - The reissuing of individual marked-up pages of an

approved procedure for the purpose of incorporating any
modification(s) to its content, organization or format. Changes

are approved by the Group Head.

3.2.4.1 The following types of modification require Group Head approval
prior to implementation:

A. Any change which alters either the purpose or scope of a procedure
as stated in the "Purpose" section

B. Any change which alters an acceptance criterion or acceptance
limits associated with a procedure

C. Any change to quantitative setpoints or limits associated with a
nuclear safety-related system or components

D. Any change which results in operation of equipment or components in
a mode of operation or to satisfy a function for which they were
not designed

3.2.4.2 The following types of modification require Plant Engineering
evaluation prior to approval by the Group Head:

A. Any change which results in a change to the facility as
described/presented in the FSAR
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Any change to plant procedures or administrative controls as
described or referenced in the FSAR

Any change which proposes a test or experiment not described in the
FSAR

Any change which creates a condition or conducts an operation which
exceeds or could result in exceeding the limits in Technical
Specifications

Temporary Change - A change (step 3.2.4) which is needed on an im-
mediate basis and which does pgot invelve any of the eight criteria
of step 3.2.4.1 or 3.2.4,2.

A temporary change is implemented following temporary approval by
the NOS and Maintenance Supervisor (or Group Head). Temporary
changes must be reviewed by QC and approved by the Group Head
within 14 days of the temporary approval date. If the Group Head
grants approval within the 14-day period, they beccme permanent
changes.

Approval Date - The date upon which the Group Head signs approval
of a new procedure, revision, change or deletion.

Effective Date - A specific implementation date for a new
procedure revision, change or deletion. The effective date may be
a milestone activity such as "fuel load." When an effective gate
is not indicated on a Review Cover Sheet or Change/Revision/
Deletion Request, the approval date (step 3.2.6) serves as the ef-
fective date,

POMC Print - The typed/edited copy of the procedure draft from
word processing.

Central Distribution Location - The storage location where the
departmental Master Copy of each procedure is kept.



Administrative Procedure MD=1=011

Maintenance Department Procedures - Development, Revision 2
Control and Distridution

3.,2.10 Master Copy - The first copy produced from the Group Head-
approved POMC print. The Master Copy shall be kept as a
Controlled Copy and designated as the Master Copy.

3.2.11 Controlled Copy ~ Procedures which are stamped on the title page
in red as "Controlled Copy." Each department shall maintain ace
countability of its Controclled Copies and verfiy that they are
the latest approved version of the procedure,

3.2.12 Field Controlled Copy - Procedures which are stamped on the title
page in red as "Field Controlled Copy." Each department will
maintain accountability of issued Field Controlled procedures for
seven (7) days and ensure that they are verified (as required) to
be the latest approved version of the procedure,

3.2.13 Uncontrolled Copy - Any procedure not meeting the criteria of
step 3.2.11 or 3.2.12. Copies of original RED marked procedures
are to be considered Uncontrolled Copies. \Uncontrolled Copies
shall not be used to perform "in-hand" procedure maintenance.

3.2.14 Verification - Comparison of a procedure's content to a
Controlled Copy of the procedure to ensure that they are
identical.

2,2.15 "In-Hand"™ Procedure Use - Maintenance tasks to be done by
physically having and referring to the appropriate written Field
Controlled procedure., Thse tasks are defined in UNT-4-C0¢
(Reference 2.2).

3.2.16 Group Head - The supervisor who is responsible for all
maintenance tasks and departments (I&C, Electrical, Mechanical).

2.2.17 Department Head - The superviscor who is responsible for an
individual maintenance department (T4C, Electrical, Mechanical)
and the maintenance tasks associated with the department.
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4.0 RESPONSIEILITIZS

4.1 The Group Head or his designee shall have overall responsibility for
implementation of this procedure.

4,2 The Group Head or his designee shall be responsible for preparing,
implementing and maintaining this procedure,

4,3 The department is responsible for:
4.3.1 Maintaining the department's procedure binders

4.3.2 Entering new procedures into the binders

4.3.

W

Ensuring that all procedure revisions and changes are promptly
entered into all Controlled Copies including Field Controlled
Copies

4.3.4 Ensuring that all procedures which inveclve coordination with other
departments receive a technical review by the affected department

4.4 Plant Engineering shall review procedures which involve complex
maintenance as determined by the Department Head.

4,5 Central Records shall maintain a copy of all procedures (including
changes, revisions and deletions) as the historical record.

4.6 Other responsibilities are as delineated in section 5.0.

5.0 EROCEDURE
5.1 GENERAL

5.1.1 Maintenance that can affect the performance of plant equipment
and/or the quality of such maintenance shall be properly
preplanned and performed in accordance with written procedures,
Skills normally possessecd by Qqualified maintenance personnel may
not require detailed step-by-step delineation in a procedure,
UNT-5-002, section 5.1.11, contains additional guidance for
determining when a procedure is required.
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5.1.2 Procedures which are fo be used on an infrequent or one-time basis
should be issued as Special Work Instruction. The Department Head
should determine which procedures are issued as permanent
procedures.

5.1.3 Procedures shall be reviewed at least every two years, A
procedure is considered reviewed if a revision has been approved,
Departments shall ensure that documentation of the twoe-year
procedure review is produced.

$.1.4 Procedures which were deleted from the POM because it was
determined that PORC/PM-N approval is not required shall be
designated as departmental procedures, The department shall
designate a Master Copy of the procecdure., The Master Copy shall
be kept at the Central Distribution Location. Copies of the
Master Copy shall be placed in the departmental procedure binders
in accordance with section 5.6.

5.2 DEVELOPMENT, REVIEW AND APPROVAL OF NEW PROCEDURES

NOTE
Attachment 6.1 is a flow chart of new
procedure development,

5.2.1 The cognizant Department Head initiates a new procedure by
assigning the Author and one or more Technical Reviewer(s).

5.2.2 The Author shall prepare a clean, legible rough draft in a format
prescribed by UNT-1-002 (Referance 2.1). The Author shall ensure
that adequate provisions have been made to provide necessary

Quality Control Hold and/or Witness Points. The author shall utilize the
guidelines of Attachment 6.9 (pages 2 thru 8) in preparing the draft.
§.2.2.1 The Author shall determine which attachments can be word

processed and which will require drafting. Attachments
requiring drafting shall be approved by the Department Head.
Rough drafts of attachments requiring draftinog should be
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502 .2 ’2

$.2.2.3

5.2.2.48

5.2.2.5

submitted to Drafting in time to receive completed work prior to
Group Head approval.

If a procedurs is not complete, the author shall prepare a
Missing Information List (Attachment 6.3) prior to submission
for technical review. Each missing item (such as UNID tag
numbers, setpoints, procedure references, acceptance eritceria,
etc.) shall be listed on the Missing Information List. The
Autbor sball insert a "(LATER)" ip the procedure at the location
of the missing item. Missing information is cleared by a change
or revision.

The Author shall complete entries at the top of the Review Cover
Sheet (Attachment 6.8). If the procedure is to have a specific
effective date, the effective date/milestone activity shall be
indicated.

The Author shall determine the number of review copies needed
and duplicate bis rough draft to provide copies for the
Technical Reviewer(s).

The Author shall attach forms and distribute copies of the rough
draft as follows:

A. Attach Review Cover Sheet and Missing Information List for copy (or
copies) for the Technical Reviewer(s)

5.2.2

$e2.301

Technical Review - The Technical Reviewer(s) shall perforz the
following funection:

Conduct a thorough review, including verification of any Hold/Witness Points.
The Technical Reviewer should review the procedure to verify compliance C/MA'G'
with the applicable procedure writing guidelines established on Page 2

thru 8 of Attachment 6.9. The Technical Reviewer(s) should document 9 90A
the conduct of the technical review by completing a Technical Review ¥3
Checklist (Page 1 of Attachment 6.9). Any questions answered ''NO" on [1-3-
the Technical Review Checklist shall be documented on a Document Review
Comments sheet by entering :he appropriate comment. Comments will be
submitted by the Technical Reviewer to the Author for resolutior. If the
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5.2.3.2

5.2.3.3

Technical Reviewer and the Author are unable to resolve com-
ments, the responsible Department Head shall determine a ‘
resolution and document the resolution on the affected Document |cwasif
Review Comments -n«gmm},ﬁ

B . L Vv -3-¥7

After the Author has incorporated any comments in the draft, the
Technical Reviewer shall anawer procedure evaluation questions 1 |
through 4 on the Review Cover Sheet (Attachment 6.4), sign it

and date it.

If the Review Cover Sheet has a "YES" answer for any of
questions 1 through 4, the Technical Reviewer shall complete,
sign and date the 10CFR50.59 Safety Evaluaticon (Attachment 6.5),
and:

A. In an attachment, set forth the bases and criteria used to
determine that the reviewed procedure does or does not invoclve an
"unreviewed safety question."

B. Include an evaluation for each question 1 through 7 of the Safety
Evaluation,

§.2.3.4 Attach these sheets, the Missing Information List, the Technical ‘:"‘(

Review Check..3l over —Sheet ahi the Teenniot i —Revrtn—Chatnsias 50

to the Review Cover Sheet and draft. Submit to Author. +3-#3

10
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NOTE

When a procedure is needed immediately, the
editing-word processing cycle may be bypassed;
however, the procedure must be submitted to
word processing on a timely basis following
Group Head approval so that a typed and edited
copy will be produced. Instructions for the
processing of handwritten RUSH procedures are
given in sectiom 5.2.13.

5.2.4 After obtaining approval recommendation signatures from the
Technical Reviewer(s) on the Review Cover Sheet, the procedure
shall be prepared for editing/word processing by verifying the
following items: . |

5+2.4.1 The Review Cover Sheet has required signatures and all required
information is properly completed.

HAnGE
5.2.4.2 Any "NO" answer on the Technical Review Checklist Sower—Shees is ;%a
accompanied by a Document Review Comments sheet and is indicated!/~3-47
"Resolved."

5.2.4.,3 All draft pages, including photocopies of any attachments not
yet drafted, are present,

5.2.5 The department shall then submit the draft procedure to POMC,
where it 1s edited and a print is made and proofread.

5.2.6 After receipt of the POMC print (typed and edited), the department
shall forward the POMC print (or a copy) to the QC Engineer with
the Review Cover Sheet,

5.2.7 QC Review -« The QC Engineer shall perform a quality control review
of the procedure,
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5.2.7.1 The QC Engineer shall verify or, if necessary, identify any QC
Hold/Witness Points required in the procedure,

5.2.7.2 He shall meet, wken necessary, with the Technical Reviewer or
Department Head to resclve any comments.

5.2.7.3 He shall indicate completion of the review and satisfactory
incorporation of comments by signing and dating the Review Cover
Sheet, He shall then return the procedure, Review Cover Sheet
and QC Checklist (if applicable) to the department.

5.2.8 Department Head review - After QC review, the Department Head
shall review the procedure, |

5.2.8.1 The Department Head shall use Document Review Comments sheets |
(Attachment 6.6) to note comments,

5.2.8.2 The Author shall resolve comments received and incorporate them
in the POMC print of the procedure.

5.2.8.3 In the event that a draft is accompanied by a Safety Evaluation,
Plant Engineering and PORC shall evaluate any unreviewed safety
question,

5.2.8.4 Upon satisfactory resolution of Department Head comments, the
Department Head shall sign the Review Cover Sheet.

5.2.9 Upon satisfactory resclution of Department Head comments, the
department shall forward the POMC print with all comments
incorporated to word processing where a final print of the
procedure incorporating all review comments shall be made.

5.2.10 The department shall prepare a3 Title Page (Attachment 6.7) and
submit the following for Group Head approval: 1

5.2.10.1 Final POMC print of procedure
5.2.10.2 Title Page

§5.2.10.3 Review Cover Sheet

12
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,c/IAA!GF
5.2.10.4 Technical Review Checklist évrer—Sheet-endTecnntetr—Review .,;51
—Eeewz t Oy },,.,.]3

5.2.10.5 Document Review Comments sheets
5.2.10.6 10 CFR 50.59 Safety Evaluation, if applicable
5.2.10.7 QC Review Checklist, if applicable

5.2.11 Group Head Approval - The Group Head shall review the procedure
(resolve comments with Author), then sign the Title Page
(Attachment §.7), thereby signifying procedure ajpp-oval. The
department shall ensure that the approval date (and effective
date, if different) appear on the Title Page.

5.2.12 The department shall reproduce the final POMC print and designate
this as the Master Copy. The Master Copy shall be kept at the
Central Distribution Location where it will be maintained and
controlled in accordance with section 5.6.

5.2.13 In an immediate need situation, a procedure may be reviewed,
approved and issued for use in handwritten form, The procedure
for this is as follows:

5.2.13.1 The draft procedure shall be preparec per steps 5.2.2 through
§.2.2.5. In addition, the Author shall ensure that:

A. The procedure number appears on each page, including attachments,
B. Each page is clearly numbered in the format "page n of n."

Technical review and comment resclution shall be performed per N
steps 5.2.3 through 5.2.3.4,

§.2.13.2 Following technical review, the department shall forward the
procedure, Review Cover Sheet, and 10 CFR 50.59 Safety Evalua-
tion (if applicable) to QC. QC review shall be performed per
steps 5.2.7 through 5.2.7.3.
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5.2.13.2 The Department Head shall review the procedure per steps 5.2.8
through 5.2.8.4.

§.2.13.4 The Group Head shall review and approve the procedure per step
§.2.11, then sign and date the Title Page.

5.2.13.5 The department shall ensure that the proper revision number
appears on each page of the procedure, then distribute the
procedure per step 5.2.12.

5.2.13.6 The department shall prepare an entry for the "tickler file,"
whose purpose it is to track procedures which are approved in
handwritten form.

5.2.13.7 The Department shall submit the handwritten procedure to
editing/word processing on a timely basis and remove the entry
from the "tickler file"™ upon approval. The draft as submitted
to word processing shall include all changes approved by the
Group Head (when still applicable).

5.2.13.8 The revision to the handwritten procedure shall be processed,
reviewed and approved per section 5.3 of this procedure,

5.3 .EVELOPMENT, REVIEW AND APPROVAL OF REVISIONS

NOTE
Attachment 6.1 is a flow chart of revision
development,

Originator -« The Originator completes the top of a
Change/Revision/Deletion Request form (Attachment 6.8) by entering
the procedure number, procedure title and effective date (if
applicable); entering tne revision number (step 5.3.1.1); writing
a brief description of the reascn for the revision; and signing
and dating the "Originator® line. Blank spaces (e.g., "Effective
Date," "Change No.," "Deletion") shall be filled in with "N/A."

14
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5¢341.41

5030102

$.3.1.3

S.3.1.4

5030105

The revision number shall be the latest approved revision number
of the procedure incremented by one (1).

The Originator shall attach gither a marked-up copy of the
procedure or a rewritten draft of the procedure,

The Originator shall ensure that all changes which have been
approved since the last approved revision of the procedure are
incorporated into his proposed revision,

If the revision will add or clear any missing information, the
Originator shall attach a revised Missing Informationm List,

The Originator shall prepare the procedure for processing per
section 5.2 of inis procedure, except that:

4% Wherever the term "Review Cover Sheet” appears in section 5.2, the
term "Change/Revision/Deletion Request®™ should be substituted.

1

5.4 DEVELOPMENT, REVIEW AND APPROVAL OF CHANGES

NOTE
1. Attachment §.2 i3 a flow chart of change
development,
2. To correct an obvious, nonnumerical
typographical error in an approved procedure,
see step 3.2.2 of this procedure,

15
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Revision 2

S.4.1 Originator « The Originator shall complete the top of a
Change/Revision/Deletion Request (Attachment §.8) by entering the
procedure number, procedure title and effective date (if
applicable); entering the change number and the latest revision
number of the procedure; writing a brief descripticn of the reason
for the change; and signing and dating the "Criginator" line.
Blank spaces (e.g., "Effective Date" and "Deleticn") snall de
filled i3 with "N/A."

5.4.1.1The Originator shall attach all pages affected by the change, including the (NA”“
"LIST OF EFFECTIVE PAGES" page. Changes may be entered as follows: /

A. Deletions may be made by a single line crossout or the deleted portionm 70#
erased by means of xerography. ole
""

@

B. Additicns and deletions shall be written with a black smearproof ink or [fry5,
typed on the affected page (if brief emough to be legible) or on addendun
pages numbered (previous page no.) =-A, =B, etc.

5.8.1.2 The Originator shall draw a chacge bar in the right-hand zargin
next to each change and write "Change" and the change nuzdber
next to it, The Originator shall enter Ris initials anc tne
current date in the right msargin besice the change dar.

€.4.1.3 The Originator shall msark up the L’ST OF EFFECTIVE PAGES =0
indicate which pages were affected by the change. An exasp.e
follows:

LIST OF EFFECTIVE PAGES

Title Revision 0
1-3% Revision ¢
2, 8, & Change 1
31, 33-35 Change 2

§.4,1.4 If the change will add or clear any missing infermation, thne
Originator shall prepare a revised Missing Infermation List ang
attach it to the Change/Revision/Deleticon Request,

S.4.2 Technical Review .3 as follows:

16
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NOTE
The Originator may have a temporary change
reviewec by the Technical Reviewer as for a
normal change; the temporary change review
is designed to speed processing in immediate
need situations,

5.4.2.1 Change - The Technical Reviewer shall perform and sign
"Technical Review" on the Change/Revision/Deletion Reguest
(completion of the Technical Review Checklist is not applicable
to changes).

5.4.,2.2 Temporary Change - The Originator shall enter "NA"™ and his
initials on the "Technical Review®™ line.

5.4.3 Procedure Evaluation is as follows:

5.4.3.1 Change - The Technical Reviewer shall perform and sign
"Procedure Evaluation®™ on the Change/Revision/Deletion Request.
For any procedure evaluation question answerea "YES," he shall
complete a 10 CFR 50.59 Safety Evaluation per steps 5.2.2.3 (A
and B) of this procedure.

5.4.3.2 Temporary Change - The Originator shall perform and sign
"Procedure Evaluation" on the Change /Revision/Deletion Request,
For any procedure evaluation question answered "YES," he shall
complete a 10 CFR 50.59 Safety Evaluation per steps 5.2.2.3 (A
and B) of this procedure.

5.4,4 QC Review is as follows:

§5.4,.4,1 Change - The Originator shall submit the change package
(consisting of the Change/Revision/Deletion Request; the at-
tached, marked-up procedure pages; a revised Missing Information
List, if applicable; and a 10 CFR 50.59 Safety Evaluation, if

17
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3:6.5.2

50“-6.1

5.4.6.2

S.4.71

5.4.7.2

Acdministrative Procedure

8. A copy of the Change/Revision/Deletion request forz shall remain
anead of the Title Page (arranged in descendingechange-nuzzer crcer

4
i£

Maintenmance Department Procedures - Developzent, Revision 2
Control and Distribdutien

applicadble) to the QC Engineer. The QC Engineer or his designee
shall review the change and sign on the "QC Review" line.

Temporary Change -« (C review is delayed until after the change
Bas received temporary approval (step 5.4.£.2).

Department Head review is as fcllows: CHAWGE
Change - The Department Head shall review the change and sign the line on ,.‘

the Change/Revision/Deletion Request.
Temporary Change - Department Head review may be delayed until after the 7-2/}'3
change has received temporary approval (step 5.4.6.2). |

S.4.6 Aapproval is as follows: !

Change - Following QC review, the change shall bde ferwarced to
the Group Head. The Croup Head shall review and sign tne line ,
on the Change/Revision/Delection Bequest,

Temporary Change -« The Originator shall obtain temporary

approval signatures from a Nuclear Operaticns Supervisor (SRO if

a plant operating license Rhas bocn'isluoc) and the Maintenance
Supervisor or Group/Department Head. The Maintenance Supervisor

or Group/Department Head approval can be obtained via

telepheone. On the following work day, the Croup Heacd snall
countersign the telephone authorization. ;

§.4.7 Precedure Change Distribduticen

Change - The department shall process the change package per
section 5.6 with the following exceptions:

A+ A copy of the procecure change package shall ce entereg 1n%2 all
Controlled Copies of procedures., The revised cnange pages shall
replace preexisting pages.

previous changes have been entered).

Tezpcrary Change « The department shall document appreoval of thne
tezporary change in the Change Log for each procegure .n tne

18




Administrative Procedure MD=1=011
Maintenance Departament Procedures - Development, Revision 2
Control and Distribution

appropriate Field Controlled procedure file, Additional

processing shall be as per section 5.6 with the following ex=-
ceptions:

A. Place the entire Change/Revision/Deletion Request package in front
of the procedure's Title Page. Do not replace preexisting pages
with changed pages; this is only done following Group Head
approval.

B. If there have been previous crhanges to the procedure, the
Change/Revision/Deletion Request packages will be arranged in
descending-change-number order in front of the procedure's Title
Page (e.g. Change 3, Change 2, Change 1).

C. The department shall cbtain the QC Engineer, Department Head and l
Group Head approval within 14 days following the date of temporary
approval. The temporary change is then processed and distributed
as for a change (step 5.4.7.1).

5.5 DELETION OF PROCEDURES

5.5.1 Nonapproved procedure - In the course of submitting input to the
Procedure Status Report (PSR), the department may indicate the
deletion of any nonapproved department procedure,

§.5.2 Approved procedure - Deletion of an approved department procedure
requires the following review and approval process:

€.5.2.1 Originator - The Originator completes the top of a
Change/Revision/Deletion Request (Attachment 6.8) by entering
the procedure number, procedure title and effective deleticn
date (if applicable); checking the "Deletion" Line; writing a
brief description of the reason for the deletion; and signing
and dating the "Originator® line. The description shall include
identification of any replacement procedures.

§.5.2.2 Technical Review - The Technical Reviewer reviews the procedure
for the impact, if any, that its deletion would have on the

19
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505-203

5.5.2.4

£.5.2.5

5-5.206

5.5.2.7

piant, The Technical Review Checklist is not applicable, but
Document Review Comments sheets (Attachment 6.6) may be
attached. He then signs the "Technical Review" line on the
Change /Revision/Deletion Request,

Safety Evaluation - The Technical Reviewer then completes the
Safety Evaluation section of the Change/Revision/Deletion
Request., If the procedure's deletion would cause a "YES" answer
to any one of the four Safety Evaluation questicns, he completes
and attaches the 10 CFR 50.59 Safety Evaluation (Attachment 6.5)
per steps 5.2.3.3A and 5.2.3.3B of this procedure,

QC Review - The QC Engineer determines whether a quality
assurance review is required. Completion of the QC Review
Checklist is not required, but any comments can be noted on
Document Review Comments sheets (Attachment 6.6). He then
either signs the "QC Review" line on the Change/Revisioun/
Deletion Request form, or enters "NA" and his initials if review
is not required.

Departrent Head Review - The Department Head may use Document
Review Comments sheets to note any comments and shall submit any
comments sheets to the Author for resolution. In the event that
the deletion request is accompanied by a Safety Evaluation,
Plant Engineering shall evaluate any unreviewed safety

question, The Department Head shall indicate his apprcval by
signing the "Department Head Approval"™ line.

Group Head Approval - If the Group Head approves the deletion
request, he shall sign the "Group/Department Head Approval"”
line,

Word Processing - The department shall submit a Procedure Report
Revision Form (Attachment 6.4, UNT-1-002) to Word Processing so
the procedure title will be removed from the POM Index.

20
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control

3:5.2:8

5.6

5.6.1

5.6.2

and Distribdbufion

Departmental Processing - The department shall remove the procedure from
departmental binders and field files aznd Cubwit the Jeletion package to
Central Records for the Historical Record File. A copy of the Deletion
Request form shall replace the deleted pProcedure in all controlled depart-

mental procedure binders. Procedure numbers of deleted procedures shall
not be re-used.

CONTROL AND DISTRIBUTION OF PROCEDURES

Each Department shall maintain complete sets (as necessary) of Controlled /
Departmental procedures and those POM and inter-departmental procedures

deemed necessary for proper Department operation. The Department shall 59’7
maintain a listing of the current locations of these procedures on Attach- "3
ment 6.12 of this preccedure. The Departzecnt shall insert a copy of ,.1'
Attachment 6.12 into the froat of every Departmental Controlled Copy
binder and verify (by initialing the a»propriate blank) that the binder
contains the most recent version of the procedure no less than once evcryJ

two vears.

Each department shall zaintain and issue Controlled Copies of
departzental procedures for field use. This responsibility may be
delegated to a Control Distridution Location.

£.6.3 Field Controlled Copies shall be issued for use where "{ine-hand"

$:0.3.1

506.

L
.
n

5.6.3.3

procedures are to be used.

The name of the perscn heolding Field Controlled Copies shall e
maintained for a period of nct less than seven cays. Within
this seven-day period, the issued procecure shal. te returnec as
required to post all updates (i.e., changes, revi.sicns,
deletiocns) against the procedure,

Documentation that the Field Controllec Copy reflects :tne .ates:
agproved version of the procedure shall e perfcrzed by
comparing it to the departzental Master Copy of least once every
seven days while in use and upon checkout. This doccumentation*
shall be recorded on a copy of the Field Control Copy Verifica-
tion Form (Attachment 6.10). This cepy shall ze insertes after
the title page of the procedure,

Field Controllec Copies shall be conspicucusly :icentifiec on :tne
title page as fcllows:
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FIELD CONTROLLED (stamped in red)

MUST BE RE-VERIFIED
7 DAIS
FROM CHECKCUT DATE

5.6.4 Departmental Controlled Copies shall not be written on or marked
in any manner, except for typographical corrections, nor shall any
portion be removed. The procedure must remain intact to be
considered a Controlled Copy.

5.6.5 A Change Log (Attachment 6.11) shall be established and maintained
for each Field Controlled Copy.

5.6.5.1 All changes, both permanent and temporary, affecting the Field
Controlled procedure shall be posted in this log.

5.6.5.2 If there is no Field Controlled Copy file for a procedure, then
the Change Log will be maintained in the departmental Master
Copy file.

5.6.6 The Department shall transmit the following tv Central Records for
Historical record storage:

5.6.6.1 Final POMC procedure print (also change packages, or handwritten
approved procedures)

5.6.6.2 Original signature pages for the following (as applicable):
A. Title Page
B. Review Cover Sheet
C. Change/Revision/Deletion Request

6.6.3 Original QC Checklist

CHANG E

Ut C‘lr‘//.’?‘ l?-oltffj

5
5.6
5.
5.6

¥ 3 Tee
The Central Distributicn Location will maintain a copy of the

final POMC procedure print (as approved) which is to be designated

6

6.4 Document Reyiew Comments sheets
I's L ce /l
6

22
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as the departmental Master Copy. The Central Distribution Loca-
tion will use the Master Copy to provide Controlled/Uncontrolled
Copies for departmental use as regquired.

6.0 ATTACHMENTS
§.1 New Preocedure/Revision Flow Chars
§.2 Procedure Change Flow Chars
6.3 Missing Information List
§.48 Review Cover Sheet
6.5 10 CFR 50.59 Safety Evaluation
6.6 Document Review Cozments
§.7 Title Page (Approval Sheet)

6.8 Change/Revisicn/Deleticn Request

CARAGCF
6.9 Technical Review Checklist //’rnaﬂvr-: (,U,,-l;,._.] G..f/o/‘.ve_s 5‘9“//-}_’3
§.10 . Field Countrol Copy Verification For: '
cHAnGE
€.11 Field Controlled Copy Change Log [ I
6.12 Controllied Copies (Locations and Verification) won 23
7.0 COMMITMENTS AND BEFERENCES P



: NEW PROCEDURE/REVISION FLOW CHART

DRAFT PREPARATION: Author

TECHNICAL REVIEW: Technical Reviewer (s)

2 . Technical
PROCEDURE EVALUATION: Aeviswer(s)

INCORPORATION OF COMMENTS: Author

PROCESSING OF DRAFT: POMC

DEPARTMENT HEAD REVIEW

PROCESSING OF
COMMENTS: POMC

APPROVAL: GROUP HEAD

DISTRIBUTION: Department

MD=1=0ll Revision 2 24 Attachment 6.1 (1 of 1)




PROCEDURE CHANGE FLOW CHART

TECENICAL REVIEW:
Technical Reviewer(s)

PROCEDURE EVALUATION:
Technical Reviewer(s)

INCORPORATION OF
COMMENTS: Originator

QC LEVIEW

DEPARTMENT HEAD:
Review

IPRHMION OF CHANGE: Originator

TECENICAL REVIEW: Origimatoc
enter "N/A"

PROCEDURE EVALUATION:
Originator

TEMPORARY APPROVAL: NOS (SRO
1f plant operational) and
Maintenance Supervisor or
Group/Lepartment Head

DISTRIBUTION:
Department

PERMANENT APPROVAL: Q.C.
and Group/Department Head
Reviev and Approval (within
14 days of temporary

GROUP HEAD:

Review and Approval approval)
DISTRIBUTION:

DISTRIBUTION: i .

Department tmen

MD-1-011 Revision 2 Attachment 6.2 (1 of 1)




MISSING INFORMATION

LIST

PROCEDURE TITLE;
PROCEDURE NUMBER: REVISION NUMBER:
CLEARED B8Y/DATE
ITEM AFFECTED
ITEM
NUMBER PARAGRAPE DATE INITIALS
ALL MISSING INFORMATION ON THIS LIST HAS BEEN CLEARED.
INITIALS/DATE
MD=-1-011 Rev.sion 2 26 Attachment 6.3 (1l of 1)




WATERFORD 3 SES
DEPAPTMENTAL PROCEDURE

REVIEW COVER SEEET

TPE

PROCEDURE EFFECTIVE DATE
(If different from Group Head approval date)

TECENICAL REVIEW

Signature, Technical Reviewer

PROCEDURE EVALUATION

Does this procadure:
1. Change the facility as described in the FSAR? YES NO
2. Change rthe procedures as describei in the FSAR? YES NO
3. Conduct test/experisents not described in the FSAR? YES NO
4. Create a condition or conduct &n operaticn wuich YES NO

exceeads, or could result in exceeding, the limits

in Technical Specificatiom?
If any question 1 through 4 has been answered YES, complete and attach a
10 CFR 50.59 SAFETY EVALUATTION.

PROCEDURE EVALUATION

Signarure, Technical Reviewer Date
QC REVIEW

Signature, QC Engineer Date
DEPARTMENT HEAD REVIEW

Signature Dace

MD=1=Ql1 Revision 2 27 Attachment 6.4 (1 of 1)




10 CFR 50.59 SAFETY EVALUATICH

PRUIDURE NO. T i,
CHANCE HO.
V3D %0.

DELETCN? TS .0
UNEEVIEWED SAFETT QUENTION

1.
2.

3.

Vil the probadility of cecurrence af am accident
previcusly calculated L2 the F34R be ‘zcressec?

u;.i t3e coasequances of i acsident previously
evaluated i3 the FIUE be izcressed?

Vil the probabilicty of malfumetica aof equisment
previoualy calceulated L3 the FSiR de i3creaszed?

Vil e consequences of a3 sallumecticy of
Qquisment previcusly evaloatad i the FS4R e
‘szreased?

Vil W@me possidility bde crested far an acsident
of a dilTerent SYpe tRas any previcualy evaluated
ia the FIAR?

V. e posaililisy e crested for a2 sallumesicn
af a dillerent tYDe tRan any Zreviously evaluataed
is She F34R? '

Vill he zargis of zafety 23 defized 13 8 Basis

“for any Technical Specificaticn de reduced?

e}

= 90

=

tn—

m—

sc—

gc—

The Bases apd critaria used o detarmise 33t tNe preposed czange does
ar does 20t lavalve an "unrevieved safety question® are ittacaed %o
t2is lafety Evaluationm.

TECANICL IETVIIVER SATE

MD=1-Qll Revision 2 28
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. DOCUMENT REVIEW COMMENTS

DOCTUMENT NO. REV. /DRAFT
TTTLE

¥o. coMrT s RESOLUTION
1. Reviawed By: 2. Comments Reviewea 3v:
Reviaver Date Author Jate

J. Resolution of Couments Accepted By

Reviewve: Tace
MD-1=011 Ravision 2 29 Attachment 6.6 (1l of 1)




SHEET )

(procedure no.)

DEPARTMENTAL PROCEDURE REVISION

APPROVAL DATE

FFECTIVE DATE

= R A SR

(Pprocedure type, all capitals)

(title, all capitals)

GROUP HEAD (or designee)

MD=-1-011 Revision 2




DEPARTMENTAL PROCEDURE
= CHANGE /REVISION/DELETION REQUEST
PROCEDURE NO. TYTLE

EFFECTIVE DATEL_

(1f different from
PROCEDURE STATUS
A. Change o _____
B. RevisionNg,
C. Deletion

Group Head approval date)

REASON FOR CHANGE, REVISION, OR DELETION

REVIEW SIGNATURES
Origtnator Date
Technical Review Date

YES

PROCEDURE EVALUATION - Does this change, revision, or deletion:

1. Change the facility as described in the FSAR?
2. Change the procedures as described in the FSAR?

3. Conduct tests/experiments not described in the FSAR? wt
4. Create a condition or conduct an operation which exceeds
or could result in exceeding, the limits in Technical
Specification’
If the answer to any of the above is ves, complete and attach a
10 CFR 50.59 Safety Evaluation checklist,
PROCEDURE EVALUATION Date
Q.C. Review Date
Department Head Date
TEMPORARY APPROVAL SIGNATURES #
R —————————————————————————————————
NOS Date
Maint. Super (or Group/Dept. Head) Date

*Temporary approval must be followed by QC Review,
Group Head Approval within 14 days.

PERMANENT APPROVAL SIGNATURE (Changes/Deletions
——— e A NUVAL SIGNAIURE

Group Head

Departmer.t Head Review and

Only - For Revisions, see Title Page)

Date

MD-1-011 Revision 2 31
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TECENICAL REVIEW CHECKLIST

PROCEDURE NO. TITLE

| REVISION NO.
ISSTRUCTIONS FOR“TECHNICAL REVIEWER

A. This form is required for new procedures and revisions. It is not
applicable to changes or deletions.

B. If any of the checklist items cannot be verified with a "YES" answer,
document each item on an attached Document Review Comment Sheet; and
return to the author for resolution.

C. Following resolution of comments, change the answer, initial and dateq
and return this checklist to the Author. No Technical Review Check=-
1ist with an unresolved "NO" answer should be submitted to the POMC.

YES NO
l. Can this procedure be performed ia verbatim compliance
and 1in the sequence listed?

2. Is all the information necessary for procedure per-
formance in the procedure or listed as a Reference?

3. Are all necessary references readily available?

4, Are all necessary materials, test equipment, etc.,
listed in the procedure?

5. Are all steps clear and require no interpretation?
Are the prerequisites/initial conditions sufficient?

7. Do precautions or notes warn Operators of alarms to be
received or equipment made inoperable during the
prccedure?

8. Are plant systems/components properly restored and
retested?

9. Are all equipment numbers and/or nomenclature in the
procedure identical to those displayed on the equip-
ment or controls?

10. Can all of the equipment/components in the procedure be
easily located?

11, Are applicable safety precautions included in the
procedure?

12. Does the procedure meet the requirements of the appli-
cable codes, standards, regulatory guides, Technical
Specifications, FSAR, etc?

13. Does the procedure conform to the applicable procedure
guidelines (pages 2 thru 8 of Attachment 6.9)?

14, 1Is post-maintenance testing conducted in accordance
with the applicable Technical Specifications and vendor
and/or engineering recommendations?

15. 1Is the procedure consistent with all Technical Specifi-
cation limiting conditions for operation and applicable
vendor-recommended operating limits?

/t~3-8 3

oA

—

CHA~NGE T

TECENICAL REVIEWER: DATE:
MD-1-011 Reviston 2 2 Attachment 6.9 (1 of 8) |
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PROCEDURE WRITING GUIDELINES

1. The procadurs does oot have the potencial of
involving an unreviswed safety quastion, as
documencted by "NO" answers to all Safecy
Evaluation quastions on the attachaed Review
Cover Sheet or Change/Revision/Deletion Request.

FORMAT

l. The procsdure format is corvect for the
appropriics procedure type as descridbed in
ONT-1-002.

2. Thes procedurs categorizaction (e.g.,

Surveillanca, Adminisctracion, etc.) is corrTect
per tha requiremsncs of UNT-1-002.

l. The purpose statemant clearly idenc<fiaes
the objective of cha orocedurs.

2. Tha purpose statement clearly identifias che

e systams, subsystems, Or equipment o which the
procedure is applicable.

L. all refarance documents ars idencified corvectly,

1. All refersnces idencified are easily available
%0 any individual who might be performing chis
procedure.

DEFINITIONS

1. Dafinicions are provided for all terms or
phrases wnich have a special or limited meaning

wvhen applied wicthin the contexz of the procedure.

MD=-1=0l1 Revision 2 33
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PROCEDURE WRITING GUIDELINES

RESPONSIBILITIES

l.

Significan:t group and deparrmental incerfaces
associated with the conduct of the procedure are
clearly idenified.

Organizational and position titles and
describtions are current and corvect.

Rasnonsibilities are clear and designate
accouncabilicy and evaluation of
results.

PREREQUISITES

The PREREQUISITZIS section provides the individuals
performing the procedurs enough information to properly
plan and schedule procedure performance, iacluding:

Other procedures which must be complated pricr
O usa.

The mumber and/or types of perscnnel required to
perform the procedurs.

All bulk materials, chemicals, solvents, bottled
gases, etc. required during the conduct of cthe
procedure.

Any required condition oot associated with
specific systam or planc operatingconditions
(@.8., reactor vessel head installed, airlock
ioner door strang backs in place, blind flanges
installed, etc.)

PRECAUTIONS A LIMITATIONS

L.

MD-1-011 Revision 2 , 34

all major equipment operating precautions and
limics recommended by the appropriace vendor
manuals are included

Attachment 6.9 (3 of 8)
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2.

PROCEDURE WRITING GUIDELINES

Any unique persounel hazard wihich may exist
during the conduct o»f the procedure is iden=-
tified along with any perscmnel protective
equipment required.

Any procedural evolution which may introduce

a significaant probabilicy of degrading nuclear,
equipment, or personnel safety through a single
human or equipment failure is noted with an
appropriace caution.

Any entry into a Technical Specification action
stactemernt Chrough removing components from ser-
vice for testing, maintenance, etc. is noted.

Controls are included to ensure cthat all ap~-
plicable cleanlinass raquiremencs are sactisfied
per appropriate plant procedures/induscry
standards.

INITIAL COMDITIONS

l.

[ )
.

All plant or system operating conditions re-
quired to be establised prior to the start of
the procedure are identified. This includes
operaticnal mode or aligmment and operating
paramecers.

All inicial conditions associated with indi~
cated process parameters have a tolerance as-
sociated wicth them (e.g., pressurizer pressure
is 2150 =20 psig).

Notificacion and auchorizacion of che NOS to
start the procedure is obtained and documentced
for any procedure affacting equipment or system
availabilicy, auclear safery, capacity, or which
will affect operating indicaciouns.

Cross refarences to ocher orocedures utilized to
establish initcis. operating modes or system con=-
figuracions are correct (e.3., system in operacion
pear section of Q0P »

MD=i=0ll Revision 2 35 Attachmens 6.9 (4 of 8)

/~-2-r >

34,'

CHANVG




e
.

1.

PROCEDURE WRITING GUIDELINES

MATERIAL AND TEST EQUIPMENT

All specisl tools or test equipment required to
perform the procedure are specified (by the ap-
propriate part number and/or unique nomenclature,
if applicable).

Calibration requirements are specified for all
special tools and/or test equipmentc.

Adequate provisions exist when specifving the
type of test equipment to be utilized to ensure
that the appropriate ranges are specified and
that required accuracies are obtained.

all materials necessary to perform the procedure
are adequately specified.

K. ACCEPTANCE QRITERIA

l.

[ ]
.

Source documentation for the development of ac-
ceptance criteria is included in the REFERENCES
saction of the procedures.

The acceptancs criteria provided are comsistent
with the valuas provided in the referenced
source documentation.

Verification of acceptance criteria is consis-
tent with the stated purpose of the procedure.

If a quantitacive acceptance criterion s based
on deviacion from a design value, the acceptance
cricerion is sctated as a range with an upper or
lower acceptance value, as appropriate.

L. PROCEDURE

l.

MD=[=0l1 Revision 2 ' 36

The procedure minimizes raferences o othar
procedures and provides all inscructional in-
formacion required to perform che activity.

Rafarences to other procedures specify the
exact section, paragraph, page, or steps, as
appropriace.

——————— s
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10.

1.

PROCEDURE WRITING GUIDELINES

Adequate provisions have been made to provide
necessary Qualicy Comtrol hold and/or witness
points.

The procedure provides for verificacion and
signoff of actious.

Individual steps are short, concise, identi~
fiable steps as opposed o multi-sentence
paragrapns.

Each step has the following provisions in-
corporated:

a. Each action to be taken is specifically
idencified.

b. Limits and setpoints are accurate and
stated quantitacively with che proper
unics.

€. It is clear which individual is co perform
the stev.

Hcg.i.n.u mf,i.au note avolicable to the
parformance of specific staps or saries of steps
are accuratae, highlighted, and placed immediacely
abhead of che step to be performed.

All equipment, switches, controls, indicactions,
or alarms requiring aligoment are specifically
identified using the appropriace step (does not
refer to previous staps).

The procedure is written so as to employ good
ALARA principles and avoid unnecessary personnel
exposure.

If system components are aligned in octher than
their as~found or normal operatiomal aligmment,
the procsdure includes the following:

a. Each item or componant requiring realignment
is individually specified.

b. Each icem is correctly identified wicth a
unique number Or nomenclature.
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PROCEDURE WRITING GUIDELINES

c. The position or state to which the component
is to be placed is clesrly and correctly
specified with a signoff to document
restoration.

d. If proper restoration of the zomponent has
safery significance, double independent
verificacion is provided with provisions for
signoffs for each verification performed.

12. Tha procedure includes positive verificacion
that applicable acceptance criteria have been

sacisfied and provides guidance for subsequent
action to be taken in the event that scceptance
criteria are oot met.

13. The procedure can be parformesd in the sequance
in which it wvas wvrittemn.

4. The procedure is consistent with all Technical
Specificaction limicing conditions for operation
and applicable vendor-recommended operating
limics.

SEIPOINTS

All setpoints listed are provided wich che
proper enginearing unics.

All setpoints are consistent with values
provided in the latest source documentation.

e
-

[ )
.

FINAL CONDITIONS

All conditions whose exisctance indicates chat
the purpose of an Emergency Implemencing Plan
procedure or instruction has been fulfilled are
lisced.

1. All i{llusctrations, graphs, charts, cables,and
computational formulas are accurate and app-
ropriate for their intended use.
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PROCEDURE WRITING GUIDELINES

Data sheets have provisions for recording all
data to be collected, the time each data set was
recorded, idenicy of the data recorder, and the
process ¢r test instrumentation used o obtain
the dacza.

Adequate ‘dentification is provided on each data
sheet =0 idenify teast equipment yged in the test
equipment control program.

All data sheets that involve computations
provide adequate instructions for performance of
calculations and usa of the data sheet.

All calculaticnal rasults are provided wicth an
independent varificacion for accuracy.

l.

All commitmants to NRC Regulatory Guides or
NUREC documents are comsistent with commitments
made in cthe FSAR.

All commitments listed are applicable zo the
procedure.
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FIELD CONTROL COPY VERIFICATION FORM

Procedure Number: Revision Number:
| |
VERIFIED BY DATE VERIFIED BY : DATE
(signature) (sigmature) e

. TS ——

——
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CONTROLLED COPIES (LOCATIONS AND VERIFICATION)

MAINTENANCE DEPARTMENT CONTROLLED VOLUME LOCATIONS

ELECTRICAL DEPARTMENT (Control Stamp Number: _054-D 054)

) i EMAPS Trailer
Q.C. Department

"~
.

Central Distribution Location

Electrical Shop Supervisor's Office
Startup Location -~ Trailer 95

o U W
. . . .

INSTRUMENTATION AND CONTROL DEPARTMENT (Control Stamp Number: Q054 )

. 1% C Trailer |
2. Q.C. Department \
3.  Central Distribution Location |
4. |
\
5. -
6. ¥
~
MECHANICAL DEPARTMENT (Control Stamp Number: P29, P09,S47,054) ~
\
1. Mechanical Maintenance Trailer (2 copies) o~
2. Mechagdcal Mainrenance Shap
3. Central Distribution Location . S
Q |
4. A ‘
6. ~
|
VOLUME VERIFICATION . |
COPY LOCATION: ) |
e ———— ‘
VOLUME DATE [ VERIFIED aS MOST || youmee DATE VERIFIED AS MOST | |%
UP-TO-DATE COPY UP-TO-DATE COPY 3
NUMBER VERIFIED (INITIALS) NUMBER VERIFIED (INITIALS)
|
\
|
|
.
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