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1 0  PURPOSE 

This document provides direction for the identification issuance receipt revision and disposition o f  RMRS controlled 
documents This procedure ensures that controlled documents are identified protected distributed to and used at the 
locations where the prescribed activities are performed 

This procedure implements DOE Order 5700 6C Qualltv Assurance IO CFR 830 120 Quality Assurance Requirements 
Section 6 4 1 of the RMRS Quality Assurance Program Descnption (QAPD) (RMRS QAPD 001) Qualitv Assurance 
Requirements for Nuclear Facility Applications ASME' (Amencan Societv of  Mechanical Engmeers) NQA 1 1994 Edition 
Supplement 6s-1 Supplementary Requlrements for Dacument Control and MAN 063 DC Rocky Flats Environmental 
Technology Site (WETS) Document Control Program Manual 

2 0  SCOPE 

P This procedure applies to all RMRS employees and subcontractors involved in the preparation and;'or use of RMRS 
controlled documents for qualitv affecting activities or processes This procedure onlv applies to documents developed and 
controlled for use by RMRS or RMRS subcontractor personnel 

Wore Document identification numbers and Documenr Change Form (DCF) numbers are assigned and maintained bv the 
RMRS Document Control (DC) staff 

This document does not apply to correspondence control facility Operations Orders managed m accordance with the Site 
Conduct o f  Operations Manual generated design documents (e g calculations drawings Safety Evaluation Reports etc ) 
design packages or forms control This document does not override the Site Engmeenng Requirements Manual or the 
Conduct of Engmeenng Manual 

3 0 DEFINITIONS 

The following defmitions are specific to this procedure Other terms used may be located in the Quality Assurance 
Glossary of  Terms in the Site Quality Assurance Manual or in the WETS Site Documents Requuements Manual (SDRM) 
Glossary of  Terms (Both o f  these documents are available in the RMRS Model Ofices ) 
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e Controlled CODY A copy of an active current, approved controlled document used by an mdiuidual to perform work. 

Controlled CODV Number The unique number assigned to an tndrvidual who receives controlled documents and IS written 
on that individual s copv of a controlled document Copyholder numbers are not transferred 

Controlled Document For the purposes of this procedure a controlled document ts an acdve, CUKCM, appruved document 
generated to support RMRS activities and IS used to describe how wo& is to k accanpl&& to produce quality affecting 
data, and to support and affect a Rocky Fkts Cleanup Agreement (RFCA) dead& Dr Ckverabk Thts includes but IS not 
limited to policies, program dwectfvts nranuab, procedures, and inStNCtlons (sst_s$RM for defmitions of these 
document categmes ) A controlled-kument is ais0 used w h ~ ~ a l  stcuriqS, bdtk s&y pnd the e n v m m a u  IS 
impscted and when idennficd by RMRS orpntnrttoIu as requmq control R d k a C r m  Comlkd Document Type 
List, Append= 1 

i 

4 * 4 1  
0 ataretokcontrdkd. 
8 gm&a#d, ~cviewed, and approved UI aecorba  with applicable procedures 
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Obtain unique document identification number DCF number and or revision indicator from RVRS Document 
Control 
Complete RMRS Document Control Distribution List Form (Appendix 7) for each controlled document change or 
revision as necessarv 
Ensure documents meet records acceptance criteria stated in 1 V4 1 Rh.4 00 1 Records Management Guidance for 
Records Sources 
Determine need for a classification review (See Kaiser Hill Dlrective CAHW 001 96 Release of Information and 
Documents which can be found in the RMRS Model Office ) 
Ensure appropriate safe& reviews are performed for technical procedures 
Provide master document Document Historv File (DHF) and electronic copv of document to RMRS DC for 
processing and maintenance 
Ensure that documents under their cognizance are changed revised superseded or cancelled when needed 
Evaluate new controlled documents changes or revisions as stated on the monthlv Document Control 
Announcement to determine impacts to operations and identifv anv necessarv training 
Ensure identified personnel are aware of and understand the requirements of  this procedure 
Ensure controlled documents are reviewed periodicallv to ensure continued adequacy accuracv changes in 

requirements and consideration of human factors 

RMRS Document Control (DO (hnctional title) 
Assign log and track controlled document numbers changes revisions and DCF numbers 
Issue and maintain RMRS controlled documents 
Remove superseded or cancelled documents from service 
Input controlled document information and controlled dismbution lists to the WETS PADT database when 
notified by Site Document Control of availability 
Ensure the maintenance and protection of current documenv'revision and DHFs and transmit to RMRS Records 
Center when document is revised superseded or cancelled (Vote Documents related to the Waste Isolation 
Processing Plant [WIPP] Project shall be transmitted to the NQA 1 Waste Records Center ) 
Prepare document or binder covers if  appropriate 
Provide monthly Document Control Announcement of controlled document activity to RMRS managers 
Participate in periodic assessments by the Integrated Management Contractor (IMC) Records Documents and 
Administrative Services includmg resolution to any corrective actions requlred 

Controlled Couvholders (hnctional title) 
Receive and acknowledge approved controlled documents and update documents when changes or revisions are 
issued 

RMRS Records Center (hnctional title) 
Index and maintain previous controlled document revisions and DHFs 
Transmit records to Site Records Management for archival 

3 
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5 0 INSTRUCTIONS 

5 I Idenntt Controlled do cum en^ 
RMRS Managers identify RMRS documents wrthin their respective organimon that are to be controlled (Refer to 

Controlled Document deftrubon above, and RMRS Controlled Document Type List, Appendur 1 ) 

52 
Responsible Manager 
( I )  

(2) 

are. Review. and Amrow Conmiled Doc urn- 

Determine the need for a document, change or revlsion and prepare document in accMdaRce with QA-05 O t  
Preparation and Control of Rh4Rs Documents 
Initiate document using the Controlled Document Checklist, Appenb 2 (8tcomes pert ofthe DHF wken 

- 
completed ) 

For changes to WIW docwnents tlpe Responsible Manager shall deprtlfyphe changes the reason for the 
changes, and the ju&mth for comlu$tng thaE the revised concqfL# CoSlttApe to 
t b c W P Q t d i t y A r s r u M l c e ~  AXCtKlPrhbscn%dMopIkcchbcWuttoaccaaipI~shffiis 
ltqdremenk 

(3) Complete the RMFM Document Control DtstrtbutiQn L~st form (App+7$foreach controlled document, 
includurg changes and revu101u to exsting documents a d  vtm@ 6r amend, as apprqmte 

(4) 0bt;rrtR c l m i ~ n  mvisw ifapprqwtaab . ~ 

(5) obtata slrfay s c n e n ~ i c w s  UI accdmwc wlth RsJIRsQA4S.@i, prrprvnsiOa aud C&l of RMRS 
DoclMnents 

(6) Responsible MMager and the RMRS DC shffcrcrbllsb tg efiketmbter for &-L (EtTictlue dates m 

date msy a& pmde Cbc Q8s tbe cCacrlsnt is ismql) 

the requirements of 4 - 

c - 
b e ~ ~ ~ w i t h ~ t ~ ~ a t k w & # ’ c n m u s g ~ ~ ~ ~ ~ - t e ~ ~ ~ ~  

I 

1 

53  Q n t r O  1-m 
Note Logs mamtamed electron- hwe a plrrcwr to ensure daay backup 
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controlled copsholder list 

date issued and 
periodic review date 

( IO) 
( I  I )  

Maintain current master controlled document disk cops and current DHF ~n one hour fire rated cabinets 
b'hen rebised superseded or cancelled forward document or prekious revision as applicable and DHF to R\lRS 
Records Center for protection and subsequent disposition Documents related to the Waste Isolation Processing 
Plant (WIPP) Project shall be transmitted to the UQA 1 WIPP Records Center 
Ulen notified by Site Document Control of  availabilitv input controlled document information and controlled 
distribution lists to the RFETS Procedure and Document Tracking (PADT) database to provide a single point of  
reference for all active controlled documents at RFETS 

( 12) 

5 4 
Controlled Copyholder 

( I )  
(2) 
(3) 

CoDvholder Receipt o f  Controlled Documents 

Sign and date the DTAN to acknowledge receipt of  the document and compliance with instructions 
Follow all instructions on the DTAN including removal and destruction of  superseded or cancelled documents 
Return the DTAN to the RMRS DC within the time specified 

5 5 Receipt Follow UD 
RMRS DC 

(1)  

(2) 

If a copyholder does not acknowledge receipt o f  the controlled document with the time specified issue a 2nd 
Notice (Appendix 5) 
After an additional ten working daw notify the copvholder and the copyholder s manager that the copvholder has 
been removed from controlled distribution and request return o f  the controlled copy 

5 6 

(I )  

(2) 

Changes in Controlled Distribution 
Controlled Copyholder should notify RMRS DC o f  changes in location or when thev no longer need a controlled 
document 
Responsible manager should notify RMRS DC of changes m controlled copyholder status such as transfer or 
termination 

5 7 Document Comes 
Requests for copies of  controlled documents are made by completmg the RMRS Copy Distnbution Request Form 
(Appendix 8) Copies o f  controlled documents not used to perform work are stamped INFORMATION ONLY and are not 
subject to updates 

5 8 
Vote Copyholder may retain cancelled or obsolete document for information only provided the document is marked 
Information Only 

( 1 )  

(2) 

DisDositlon of Controlled Documents 

Work may not be performed to Information Only Cancelled or Superseded procedures 
Responsible Manager notifies RMRS DC of changes in the status of  a controlled document by completmg and 
forwarding a Guidelines for Procedure Disposition form (Appendix 6) 
RMRS DC notifies all copyholden of cancelled inactive or superseded documents with approprrate instructions 
on a DTAN 
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e WRS Records Center 
(3) Disposition conaolkd documents and DHFs as required 

5 9 
RMRS DC 
(I)  

Dlstrrbution of Qocummf Co ntrol Announce ment 

By the IOm day of each month, prepare a Document Confro1 Announcanat lmng the ptcvms month s atttvitres 

relarmg to all new RMRS documents changes, and mmms to domnen@9 inctudurg K-H documents matnamed 
in the RMRS Modet Oafoes 
Prepare a DTAN and distmbute dre DTAN and Document Coatrot ELanwrmmnm to RMRS managers (2) 

RMRS Managers 
(3) 

(4) 

Sign and date the DTAN to acknowledge recelpt of the document and amplmce with lnsmrctions to evaluate new 
controllcd documents changes or revisms dctemine impacts to opcfatons and ldentrfy any necessary mmmg 
Sign end return the DTAN to the RMRS DC wtthm the &ma specified. 

1 
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In process Quality Document Control maintains 

Vote Completed Document 
Transmittal kknowledgment 
Votice (DTAY) and Document 
Inquit-v Second Yotice are 
placed in DHF 
Documents related to 
WIPP'LL 'LLM 
Controlled Document and 
Revisions Document History 
File (DHF) 

biote Completed Document 
Transmittal Acknowledgment 
Yotice (DTAN) Document 
InquirvtSecond Notice and 
Guidelines for Procedure 
Disposition are placed in DHF 
Documents not related to 
W I P P ~ I L  'LLM 
Controlled Document and 
Revisions Document History 
File (DHF) 

Note Completed Document 
Transmittal Acknowledgment 
Notice (DTAN) and Document 
Inquiry Second Notice are 
placed in DHF 
Documents *related to 
WIPPILL'LLM 
Controlled Document and 
Revisions Document History 
File (DHF) 

Note Completed Document 
Transmittal Acknowledgment 
Yotice (DTAN) Document 
InquirvSecond Notice and 
Guidelines for Procedure 
Disposition are placed In DHF 

I 

I 
WIPP!LL 'LLV I While active Document 
Qualitv Assurance I Control maintains current 
Record controlled document and 

I DHF in one hour fire rated I cabinets 

1 
Quality Assurance I Document Control mamtams 
Record current controlled document 

and DHF in one hour fire 
cabmets Within 90 days 
after document is superseded 
or cancelled Document 
Control transmits controlled 
document, revisions and 
DHF to RMRS Records 
Center in accordance with 
RM 06 02 Records 
Identification Generation 
and Transmittal 

DHF to YQA 1 Waste 
Records per I PRO 077 
WIPP 005 within six 
months 

Within 6 months after 
document is superseded 
or cancelled Document 
Control transmits 
controlled document and 
DHFtoNQA 1 Waste 
Records Center per 1 
PRO 077 WIPP 005 

Continue prescribed ! 

processing of 
document(s) 

I Once revised transmit , 
previous revision and ' 
DHF to RMRS Records 
Center in accordance with : 

RM 06 02 Records 
Identification Generation I 
and Transmittal l 

Withm one year of the I 

I date of cancellation the I 
RMRS Records Center I 
remeves all files related I 
to the document and 
transmits the record I 
package to Site Records I 
Management in I 

accordance with 1 V4 1 I 

RM-00 1 

I 

I 

I 
I 

I , 
, 
I 
I 
I 
I 
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REFERENCES 

DOE Order 5700 6C Quality Assurance 

IO CFR 830 I20 Quality Assurance Requirements 

RMRS QAPD 001 RMRS Quality Assurance Program Descnpuon 

1 MAN-OO 1 -SDRM, WETS Site Documents Requirements Manual 

RMRS QA-OS 01, PnparatIOn and Cmaol of RMRS Documents’ 

1 -V4 1 -RM-OO 1 Rccwds Msnagement Guidance for Records sourceS 

MAN43-DC, WETS Docu€ncnt Comsrol Ropm Manual 

Kaiser-Hdl Dtroctln CAkfW-OOt-% Release of Inforaratlon aadDocuntents 

t 
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4PPEVDIX 1 
CONTROLLED DOCCWEYT TYPE LIST 

Following is a list of documents to be controlled bv the KMRS Document Control staff These documents include but are 
not limited to 

Categorical Exclusions 
Closure Plans 
Contractor Plans 
D&D Plans and Final Reports 
Data ‘Management Plans 
Decision Documents 
Feasibilitv Studv 
Field Sampling Plan 
Geologic Characterization Plans 
Geotechnical Procedures 
Groundwater Monitoring Plans 
Guidance Documents 
Hazardous Substance List (at management discretion) 
Health and Safety Plans 
Health Effects Assessment Summary Tables 
Instruction 
Log Books 
Management Duective 
Management Plan 
Manual 
Vonitoring Analvsis and Testing Plans 
Operating and Maintenance Manuals 
OU Work Plan 
Policy 
Procedure 
Procurement Requuements 
Project Management Plans 
Qualitv Program Plan 
Quality Assurance Program Description 
RCRA Facility Investigation Work Plan 
RCRA Feasibilitv Studv 
Remedial Investigation Report 
Remedial InvestigatiodFeasibility Study 
Safetv Plan 
Sampling and Analysis Plans 
Technical Reports 
Test Plans 
Training Implementation Manual 
Training Manual 
Traming Implementation Plans 
Well Abandonment Plans 
Work Plan and support documents (as appropnate) 
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rage 1 of2 * APPENDIX 2 

RMR!3 CONTROLLED M ) c U ~ N T  CHECKLIST 
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Page 2 ot 1 
APPEYDIX 2 (Continued) 

1 RMRS CONTROLLED DOCUMENT CHECKLIST (Continued) 

0 
0 

' 0  

DOCUMENT HEXORY FILE (DHF) 

Review Coaremt Sects dlstnbuttd to n v i m r s  (Include litr of reviewers in DHF ) 
0 Comments resolved 8ndcndortffnentreccived (Indude memo in DHF if all comment sheets arc not rrhuned) 
0 Original Revlew and Comment Sheets with signatum submatcd for DHF RedluKd comments must identify nvkwcr 

%kty Dtterrlaatlw (Docrmemcrtiolr required fw technical documents, i e mmurls, stlndrds & ploceduras ) 
Rescreen I SES I USQD Number 

Independent Srfety RCVHW Meeting Date 

(7Excluded (plocsdme Categorical Exclusion From SES 
Review Ro#Js fwm required) 

c]Excludtd (PlocedurrlDocument Rquinng Independent 
SIfttY Review fimn Rquued) 

Documcmmtiom of Verillution & Validatiom (fix technical proceduns) Not Applicable 

Documeat Approval & EfFectiw Date Obtained (approval cover sheet or other rpprovd documentdion rad deoignrtlon of responsibility letter 
if-*) 

WCF JHlT/JHA (for technical ProCedurrJ) 0 Not Applicrblc 

Corb.olkd Dhblbrtioa ult prrpccd. vcnfitd. or updated by responsible muuIer 
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APPEN WX 3 
REEEIPT ACCEPTANCE CRITEatA 

Documertt Control personnel shall ~ W K W  contdled documents fz# &e following cntma pnor to their release 

- Unique identification number is assigned and on every page 

- Revism indtcator i f  appltcable is correct 

- Approval s~gnature(s) are present and correct 

- RMRS document, change or ttvlzipn is accmpanled by completed Dowment CoRirol Checitltst 

- Change bar dated for all page changes 

f 
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Document Transmittal Acknowledgement Notico 1st Notice 

Name 

Company 

Phon0 

B'dg 

Sen! :y 2MRS DCCGMENT C C N T X i  
Suialng * ' 6  
Katny Manzanares 
Ph 13031 966 5430 
FA)( (3031966 4641 

if you 00 not 
InstnJctms ana roturn tno ont~m pltwgo to RMRS Oocummt Control Building 116 

oc a tho docum.nt(r) noted  HOW plorw write your cancalmon request BOIW rnr 

Instructions 

). 
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Document Tnnrmrttrl Ack- NoUu 2nd Nottcu 

N a m  

Company 

ewa 
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APPENDIX 6 

GUIDELINES FOR PROCEDURE DISPOSITIOlV 

Follow the instructions on the back and use the choices below as a guide to assist in disposition of the following procedure 

Procedure Title 

Procedure Number Rev No 

Malntain 0 Procedure is adequate as written 0 Procedure rcquim revision 

Procedure is presently needed to implement a contractual requvement or dnver or needed for current mission or 

needed to operate existing equipment or needed to perform an activity 

Inactive 

The need for this procedure is indeterminate or unknown e Cancel 

The process or activity controlled by this procedure has been termmated or completed (Cancellation of this 

procedure does not impact any facility or actlvity Authonzation Basis ) 

Supersede 

Procedure is replaced by 

/ / 

Responsible Manager Pnnt Name Sign Name Date 

Reactivate the procedure 

PRINT/SIGN/DATE BELOW TO REACTIVATE FROM INACTIVE STATUS 

A penodic review SHALL be performed 

/ / 

Responsible Manager Pnnt Name Sign Name Date 
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INSTRUCTIONS * '  
1 The Responsible Manager dekmmes what action SHOULD k taken with procedures in hisher area of responstbrlitv 

based on the crttena guiddmes on this form 
b 

2 The Responsible Manager determines the impact (DOE Order contractual, regulatory 18 €FR 830 120 CFR 835 - A 

etc ) by contacting any company or organization that may be affected by cancelmg or placing a procedure m an - 
inactive status i 

f 
n 

t 3 

4 
to RMRS Document Cons01 in Buiidmg 1 16 to be placed m the Donmatt HwtoryTile (DHF) 

The Responstble M a q p r  611s out the form completely 

I f  damnutahon has b q  made to mammn or machvsta the pi'ocedum, the Responsible Manager forwardsthu h 

i 

F 
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APPEYDIX 7 

DOCUMENT CONTROL 
DISTRIBUTION LIST 

DOCUMENT YLMBER 
DOCUMENT TITLE 

To be distnbuted to the following 
Modeloffice 0 Yes 0 No 

Forward completed distribution list to RMRS Document Control Bldg 1 16 Fax 4641 
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APPENDIX 8 

DOCUMENT CONTROL 
COPY REQUEST FORM 

- i  
1 

DOCUMENTNUMBER 
DOCUMENTTITLE 

Requestor Name Chgmzattan 

APPROVAL 

Managcr/Suprvisor Drre 


