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| |
° A master tabase of AS maint ance >cedures is maintained current via
MAINTRAK Laboratory Procedure 1  king System.
. A master index of AS laboratory technical procedures is maintained current via
ZDOX to Analytical Service Laboratory Procedures available on Soft Reporting.
. A master file is maintained in Laborat 7 Technical 1iformation Center for each
procedure identified by the master index.
. The master file contains a controlled master of 1e most current version of the
procedure.
. The master file is kept current and maintained as a c«c r ed source for

generating goldenrods.
. The electronic (computer based) proced : master file also has a backup.

° A history file is established and mainta 1 in Laboratory Technical Information
Center for each procedure defined by the master index. The history file contains
a record of all changes to each procedure, in 1ding comments received during the
review cycle and their « position. For example, copies of signed PRAFs are kept
here. The file is available in hard-copy or via other archival media.

6.7.2 Records

Any records generated as a result of employing labor. te nical procedures will be
processed through data package or work control activities in rdance with this manual and
dispositioned in accordance with applicable sections of WHC-CM-3-5, Document Control and
Records Management Manual and applicable Records Inven 7 and Disposition Schedules.

7.0 DESIGNATED REVIEWERS

=
=4
Z

Designated Reviewing Organizations
HAS Records (Champion) T6-03

222-S Procedures Conduct of Operations Champion T6-20

Environmental Compliance T6-12
Operations Support T6-51
Quality Systems T6-04
WSCF $3-28

222-S Operations T6-12
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{AMPLE OF A PROCEDURE REVIEW A ) APPROVAL FORM
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Attachment 2. Example of a Procedure Review and Approval Form (Sheet 2 of 2)

. Review and Comment

T Signature Title/Org Data

Review and Comment

APPROVAL AUTHORITY

[ ] ALL OBJECTIONS RESOLVED
[ ] UNRESOLVED ISSUE EXISTS

PROCEDURES ADMINISTRATION (review for WHC-CM-5-4 compliance, ineert relesse dats, move to network, distribute, file mester)  Distribution initipls

TEignaturey Dl

PRAF.FRM 12/165/96
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ATTACHMENT 3

EXAMPLE OF A MAINTENANCE PROCEDURE REVIEW AND APPROVAL FORM
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Attachment 3. Example of a Maintenance Procedure Review and Approval Form (Sheet 2 of 2)

Revi~*-* 1n~* ~~mment

Slonature Tide/Org Dats

Review and Comme—*

Signature Title/Org Dats

APPROVAL AUTHORITY

) ALL OBJECTIONS RESOLVED
1 UNRESOLVED ISSUE EXISTS

PROCEDURES ADMINISTRATION {review for WHC-CM-5-4 compliancs. insert ralssse dets, move to network, notify work control, flle master) Dist. inltials

TSlgnaturel Datel_ J

PRAFMA IN.FRM 08/22/986
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EXAMPLE OF A 222-SL/ ORATORY WASTE STREAM FACT SHEET
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° Detailed enough to allow performance without interpretat ?
° Too detailed?

8. Are notes, cautions, or warnings placed directly ahead of the
steps to which they apply?

9. Does procedure include signoff spaces for independent verifications?
10. Are graphs, charts, and tables adequate for readability and use?

° Are they compatible with the procedure?

° Can values be extracted or interpolated easily?

° Are units of scale and measurement useable?

° Are titles descriptive of contents and use?

11. Do included worksheets or data sheets provide sufficient space to record data or
perform necessary calculations?

12. If any follow-up action, test, or procedure must be performed, is
identified?

it action clearly

° Are correct personnel specified?

o Are reporting chains specified correctly?

] Are actions or referenced procedures specified correctly?
13. Is the procedure updated to current guidelines?

° Technical guidelines (such as Tech Specs)

° Format editorial requirements

Reviewed By:

Print Name Signature

39
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Attachment 5-4 of 4
||

Oves JNo COnia
O ves O no Cnva
Oves CIno OO nia

O ves O no
Oves L vo Ona
Oves INo " 'nra
O ves Ono O nva
O ves COno O nva
Oves OOno O nia
O ves Cno O nva

DYes DNO DN/A

O ves Ono O nva
O ves COno Onva
Oves Ono Ona
[ ves OOno Onva
Jves OOno Onva
O ves OOno Cnva

N/A

Date
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PA

g.  Checks appropriatet  to indicate any training required for
procedure implemen{ >n.

h. Check "yes" or "no" box to indicate whether implementing the
procedure will require any operator actions to make lab
configuration of equi 1ent and system compatible with the
procedure. If "yes", desc e action on Page 2 in "Review and
Comment" block and obtain Operations signature that required
actions are complete.

i.  Provides documented asis for procedure initiation.

j.  Identifies performance copy (goldenrod) locations for procedure
distribution.

k. Provides a desired validation method by checking the validation
method under "Proce re Review."

1.  Enters "RECALL INFORMATION", TS/OSR, and CBRS/JCS
information (applicable only to maintenance procedures
performed under JCS M/S or "PM" Recall System).

m. Designates any additional reviewers as "other" in the
"PROCEDURE REY W" section.

n. Prints name and signs "Requested by" on line provided.

o. Forwards PRAF and procedure draft to PA for processing.
Reviews PRAF for completeness and correctness of information, and
requestor signature. If PRAF is incomplete or incorrect, it is returned
to the requestor for action.

Reviews ZDOX/MAINTR: tracking system for duplicate
procedures, using key words. If the drafted procedure is a duplicate,
it is returned to the requestor for an explanation.

Enters PRAF informationi ) ZDOX/MAINTRAK.

Arranges into Analytical Services procedure format via macro.

Types procedure, and arranges for electronic graphics (if needed).

Tracks on ZDOX/MAINTI K and routes to Conduct of Operations
reviewer (if applicable).
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Procedure Review and Approval Forms (PR: s) become permanent records. Use care
to ensure readability and comprehension. Use! ick indelible ink. Initiation of the
PRAF and providing of the following information may also be done with the assistance
of PA upon delivery of the procedure draft and prior to procedure processing. PA must
have a completed, signed PRAF requesting the change to proceed with processing.

a.

Changes Rev/Mod design on to reflect letter change for
revision and number change for modification. Maintenance
procedure designation will reflect number change for revision
and letter change for modification.

Provides appropriate Approval Designators in accordance with
WHC-CM-3-5, Section 2.7, and the current change. The
approval designator reflects the impact of the current change

only.

Provides three keywords associated w 1 the procedure.

Checks "REVISION" or "MODIFICATION" (or FIELD
CHANGE/EDITORI: . CHANGE if Maintenance procedure)
box.

Checks appropriate bt to indicate any trai ng required for
procedure implementation.

Check "yes" or "no"  x to indicate whether implementing the
procedure will require any operator actions to make lab
configuration of equif = and system compatible with the
procedure. If "yes", describe action on age 2 in "Review and
Comment" block and tain Operations signature that required
actions are complete.

Provides documented basis for procedure change.

Confirms performance copy (goldenrod) locations for procedure
distribution.

Provides a desired validation method (required for revision
only) y checking the validation method under "Procedure
Review."

Enters "RECALL INF  MA"~ )N", TS/OSR, and CBRS/JCS
information (applicable 1y to maintenance procedures
performed under JCS PM/S or "PM" Recall System).

Designates any additio: reviewers as "other" in the
"PROCEDURE REVIEW" section.
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39. Files master file in active !

40.  Stamps previous copy as ¢ erseded and move story file.
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LABORATORY NUMBERINC EDURE
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Appendix B. Laboratory Nun ring Procedure

This procedure is used by Procedures Administration and te: nical authorities to determine the
appropriate identification number for procedures.

The Index Category Number (ICN), a part of the tot pro lure number, is a coded system that
identifies the measurement or laboratory activity directed by the method, the technique used, and
primary laboratory user. With application of an informati  based numbering system, document
retrieval time is reduced and addition and removal of proc  res can be easily accommodated. This
procedure is limited to procedures that are developed and controlled by Analytical Services Procedure
Administration.

5.1 General Information

Each laboratory procedure is assigned a unique identificatic code in the following format, where A
is an alphabetic character and N is a number.

| Procedure Type (Section 5.2) AA-
ICN (Sections 5.3 through 5.6)

User Location (Section 5.7)

Numerical Identifier (Section 5.8)

NOTES: ° The ICN for analytical procedures is base on the first two digits identifying the
single or multiple element, ion, compound, isotope or property measured. The
third digit of the ICN identifies the measurement technique. Most single element
analyses are based on the atomic number of the element of interest. Multiple
analyte methods have been assigned nurr s that correlate with atomic numbers
of elements not normally found in Hanfc sam :s.

o The ICN for operational procedures identifies the type of laboratory support
activity covered.

































