
~ 

('~~" •"" ... ~ .. J • J ii .., ~ 
- r 003972 2 ib 

~ "~Ql l. \ ~ I EVISION INSTRUCTIONS (MRI) 
Date Prepared: 

December 15, 1994 
TO: Docunent No.: WHC-CM-7-7 Level: 3 

()EE:F.'. A A ISOM 
H .. s--o::: 

Title: Environmental Investigations and 
Site Characterization 

0176 Release No.: 89 Page 1 of 1 

INSTRUCTIONS 
1. Remove and/or insert indicated sections into manual as shown below. 
2. Update the Revision Record at the front of the manual. 
3. Route a copy of the i"l)lementation notice to all users of this copy of the manual. 
4. Sign this form and return it to Unclassified Docunent Control. 

Section Nunbers and Titles 
Remove Insert 

Pages REV Date Pages REV Date 

Table of Contents 1 - 6 88 10/17/94 1 - 4 89 01/06/95 

List of Cancelled, Superseded or Ells -- -- -- 1 - 2 0 01/06/95 
Not Yet Issued . ' - "" ' 'l" .. 

-

Ell 1. 2' Preparing and Revising 1 - 8 7 12/01/93 1 - 6 8 01/06/95 
Procedures 

If you have any questions about this release contact: 

Jean Feaster, 372-2340 .. 

,, 

Approved for Distribution: I have entered this release into the manual per 

'7):JJ;;cti~~ I / /4 
Signature ~ 

P1e He sign , FOLD down to the dotted line , and return within 7 days of teceipt. 

RETURN To: Unclassified Document Control MSIN: A4-18 (509) 376-6831 
Westinghouse Hanford Com an P.O. Box 1970 Richland, WA 99352 

A-6400-253.1 (06/92) GEF038 !If\~~!!~f .9?:~b!:~!~P~~:?~ !Af,~'./\ . 
-------------------------------------------------------------------~-------~---~ J-----·~-~ 

A4-18 



THIS PAGE INTENTIONALLY 
LEFT BLANK 



'--...- · 

·--

IMPLEMENTATION NOTICE 

WHC-CM-7-7, Envjronmental Investjgatjons and s;te Characterjzatjon Manual 
Release No. 89, Effective January 6, 1995 

Section titled List of Cancelled, Superseded or Ells Not Yet Issued, New Issue 

EIIs fitting into these categories were split off from the Table of Contents and now 
comprise this new section. Issuance of this new section reduced the 1able of Contents 
by 2 pages. We do not anticipate frequent updates to this new section, therefore, a 
cost savings should be realized through lowering the Table of Contents page count. 

Section: Ell 1.2, Preparing and Revising Procedures, Rev 8 

Change Summary: 

The procedure has been reformatted to current CM requirements/standards per WHC- CM- 1-3, 
section 2.16, "Processing CM System Procedures" and WHC- CM-3-6, PS- 2-06, "Formatting 
CMs". 

1. The procedure has been modified for use as the controlling procedure for the 
WHC-CM-7-8 manual (Earth and Environmental Technical Services working procedures) 
in addition to the WHC-CM- 7-7. 

2. The procedure print type is now the CM standard, 11 point Times- Roman instead of 
letter gothic. 

3. Ap~roval signature is no longer on the first page of the procedure. It is 
entered on the CMRAS form along with the cognizant or responsible manager's 
signature. 

4. Use of the rev1s1on term "Change" in the rev1s1on block of procedures will be 
implemented. If a procedure has minor changes (per the Minor Change definition 
in MRP 2.16), but the content of the procedure has not been completely 
reconstructed, the revision level of the issued procedure may stay the same with 
the addition of "Change 1". Minor change includes procedures that have been 
reformatted only (no technical or affectjng changes made) and will not be moved 
up to the next revision level during reissue : 

Summary: Procedure revisions will not usually contain rev1s1on bars. Procedure 
"changes" will contain revision bars and replace the usage of the term "Page 
Changes" that was previously placed above the header. 

5. The procedure approval authority can delegate CMDCR approval for minor changes to 
the procedure processing Point of Contact (manual administrator). 

6. Ell page count reduced from 8 to 6 pages. 

Impact: Using the new format generally shortens the length of each procedure. As 
more procedures are reformatted using the playscript method (that 
incorporates reseponsibilities into the procedure steps), the volume of 

· each procedure should lessen and a cost savings should be realized . 
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Preparing and Revising 
Procedures 

1.0 PURPOSE 

This procedure establishes the methods for preparing, reviewing, revising, canceling and 
approving procedures used for environmental activities. 

2.0 SCOPE 

This environmental investigations instructions (Ell) applies to all procedures prepared for issue 
and use in this manual and in the WHC-CM-7-8 manual. 

3.0 DEFINITIONS 

Definitions of terms and acronyms used in the Ells are located in the Glossary/ Acronyms section 
of this manual. Special terms used in the WHC-CM-7-8 manual are defined where needed in the 
procedures. 

4.0 PROCEDURE 

4.1 Preparing or Revising Procedures 

Author 1. Develop and format or revise the procedure in accordance with WHC-CM-3-6, 
Section 2.6. 

2. Determine the intended users for the document. 

3. Designate the organizations that must review the draft: 

a. Designate those organizations specifically called out by name for 
responsibilities or tasks (outside of the Hanford Technical Services (HTS) 
Division). They will be the "designated reviewing organizations." 

b. Designate other appropriate organizations both internal to the organization 
and courtesy reviewers. 

4. Inform groups or functions before making them responsible for using or 
reviewing the document. 

5. Prepare a draft of the procedure and include the designated reviewing organization 
list, other reviewers, and implementation notice. 

6. Prepare a Controlled Manual Document Change Request (CMDCR), WEFO 17. 

7. Forward the procedure package containing the following to the procedure 
processing point of contact (POC): 

a. Wordperfect file and/or hard copy 
b. Forms and attachments 

,. 
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POC 

c. Draft implementation notice 
d. List of required designated reviewing organizations and other reviewers 
e. Signed CMDCR form. 

8. Assign a procedure number and, when needed, notify each of the organizations 
identified by the author that a procedure intended for their use and/or review is 
being prepared . 

9. If the procedure references other controlled manuals, check the correctness of 
citations (such as MRP 2.16 of WHC-CM-1-3), to ensure that the cited section 
is still a part of the referenced manual. 

10. Ensure the format meets the requirements, including the forms and records 
sections. Prepare the Controlled Manual Action Transmittal (CMAT), WEF0 13, 
adding and modifying the implementation notice as needed . 

NOTE: If there are no designated reviewing organizations outside of the 
originating organization, indicate "none" in the block on the 
CMAT form. 

11. Identify any special circumstances (e.g, procedure revision required in response 
to work stoppage, safety hazard, audit, surveillance) requiring a shorter review 
period on the CMA T. 

12. Forward the review package (CMAT and procedure) electronically to the 
reviewers. Send hard copies as requested . 

4.2 Reviewing Procedures 

Reviewers 1. Review the draft to ensure that any requirements and procedures relating to your 
organization are clear, correct and usahle. 

a. If you are reviewing for a designated reviewing organization, (outside the 
HTS Division), submit a CMAT with comments or "no comments" to the 
POC hy the specified date. 

b. If you are an originating organization internal reviewer, submit a CMAT 
by the specified date. 

c. If you are a courtesy reviewer and have comments, submit them on a 
CMA T by the due date. 

NOTE: Courtesy comments are resolved at the option of the originating 
organization . 

2. If extensions are required, contact the POC. 
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POC 3. If a designated reviewing organization fails to submit a response by the final 
cutoff date, send a memo documenting the missed review to the organization 
CMPOC and retain a copy of the memo in the file. 

4. After the comment review period closes , collect all of the comments received and 
forward the CMAT forms to the author for disposition. 

4.3 Resolving Comments 

Author 

Designated 
Reviewers 

Author 

POC 

I. Consider all of the comments received from the reviewers. 

2. If there are proposed changes and suggestions from designated reviewing 
organizations that you think should not be used, contact the reviewer and/or 
reviewing organization CMPOC to resolve the issues . Try to reach a resolution 
that addresses the reviewer's concerns while ensuring that the document meets its 
intent. 

3. Resolve internal and designated reviewing organization comments to your 
sat is faction . 

4. Enter agreed upon resolution(s) on the CMAT form . 

5. Incorporate comment resolutions by marking up the draft revision . 

6. Help the author resolve your organization's comments promptly. Try to develop 
alternatives that satisfy the needs of both organizations. 

7. Provide the POC with a marked up copy of the procedure and completed 
CMATs. 

8. Prepare the final procedure for approval . 

9. If the document includes designated reviewing organizations outside your own 
organization, complete a Controlled Manual Review and Approval Summary 
(CMRAS), WEF0 12 to document that the designated reviewing organizations have 
accepted the resolution of their comments. 

4.4 Approving Procedures 

POC I . Assemble the approval package, ensuring that the implementation notice is correct 
and reflects the final version of the document. 

2. Obtain the signature of the responsible manager and the level 3 or higher manager 
(designated as the procedure approval authority) on the CMRAS (when used). 

3. Prepare a procedure release package and transmit to Unclassified Document 
Control for reproduction and distribution . 
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4.5 Changing Procedures 

Any Employee 

POC 

Procedure 
Author 

I. Complete a CMDCR to request changes or additions to the WHC-CM-7-7 or 
WHC-CM-7-8 manuals . 

2. If you are not the procedure author, send completed CMDCRs to the POC. 

3. Forward the CMDCR and notification of previous commitments to the assigned 
author. 

4. Promptly review each CMDCR received. 

5. Notify the CMDCR originator how your organization has decided to respond to 
their request. 

a. If a decision cannot be made within 30 days, contact the CMDCR initiator 
and the POC to tell them when to expect a decision . 

6. Return approved CMDCR to the POC. 

4.6 Obtaining a Controlled Copy of a CM 

Any Employee 1. Send the requestor's name, payroll numher, MSIN, organization code, TPCN, the 
manual numbers and titles of the manuals requested to cc:Mail mailhox 
... WHC Unclassified Document Control (or MSIN A4-18). 

4.7 Incorporating an Instruction Change Authorization (ICA) 

POC 1. Issue a procedure change or revision to incorporate changes required by a 
permanent ICA issued per Ell 1.4. 

4.8 Making Minor Nontechnical Changes 

POC 

Cog Manager 

1. When a minor nontechnical change to a procedure is required, generate a 
CMDCR for justification and description, then make the required change(s) . 

2. Delegate authority to the POC to approve nontechnical changes on the CMDCR. 

4.9 Canceling Procedures 

Any employee 

POC 

1. Submit a CMDCR for approval of cancellation to the POC. 

2. Transmit the CMDCR and a CMRAS to the manager or author assigned the 
responsibility for the procedure. 

-~ .. 
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Cog Manager/ 
Approval 
Authority 

3. Sign the CMRAS for final approval of the cancellation. 

5.0 RECORDS 

Record processing and disposition is in accordance with the following table. 

Name Record Relent.ion Disposal Cut-off and 
Filing Unit Title Type• Period · Authority Retirement 
or Description Instructions 

Procedure R 2 years or GRS 23 .1 Record copies are transmitted to 
packages, when no Doc. Processing & Distribution 
revisions , page longer for archival storage by 
changes, ICAs needed Unclassified Document Control. 

History files are maintained by 
the POC until no longer needed . 

* R = Other Kecorc Material 

6.0 DESIGNATED REVIEWING ORGANIZATION 

The organization listed below reviews all but minor changes to this document. Comments from 
other reviewers are welcome, but are resolved at the process owner's option. 

Designated Reviewing Organizations 

Earth and Environmental Technical Services, 
(process owner) 

CMPOC 

HTS/E&ETS 

NOTE: If the designated or courtesy reviewer elects to distribute the procedure to additional 
reviewers, it is the designated or courtesy reviewer's responsibility to consolidate comments and 
submit one CMAT. The originating organization may choose not to respond to unconsolidated 
comments (that is, comments submitted directly by individuals rather than through their designated 
or courtesy reviewer) or to any comments submitted after the comment deadline (unless other 
arrangements are made in advance). 

7.0 FORMS 

Controlled Manual Document Change Request (A-6000-269, WEF017) 

Controlled Manual Review and Approval Summary (A-6000-359, WEF0 12) 

Controlled Manual Action Transmittal (A-6000-252, WEF0 13) 

Instruction Change Authorization (A-6000-370, WEF158) 

,. 
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