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IMPORTANT NOTICE: The current official version of this document is available via the Sandia

National Laboratories WIPP Online Documents web site. A printed copy of this document may not be
the version currently in effect.

NUCLEAR WASTE MANAGEMENT PROCEDURE

@ NP 6-2

DOCUMENT CONTROL PROCESS
Revision 5

Effective Date: February 18, 2014

Author: _ Angela Guerin Original signed by Angela Guerin 2/18/14
(printed name) (signature) (date)

1.0 Purpose and Scope

This procedure describes the Sandia National Laboratories (SNL) Waste Isolation Pilot Plant (WIPP)
system for ensuring that correct versions of documents meeting the definition of a controlled
document (CD) are distributed to appropriate personnel, in either hard copy or electronic form, and
are available for use at the locations where the work is being performed.

Implementing documents that specify technical requirements or quality requirements, describe the
conduct of processes, or establish the design of systems important to waste isolation, nuclear safety,
or demonstration of regulatory compliance shall be controlled in accordance with this procedure.
Examples include, but are not limited to, Nuclear Waste Management Procedures (NPs), Test Plans
(TPs), Analysis Plans (APs), Activity/Project Specific Procedures (SPs), Glossary, and drawings.

Document users are responsible for using the correct and active document in performing
activities. Correct and active document versions are available via the WIPP Online Documents web
site.

Acronyms and definitions for terms used in this procedure may be found in the located at the
Sandia National Laboratories (SNL) WIPP Online Documents web site.

2.0 Implementation Actions

2.1 Issuance of a Controlled Document
The author shall provide the following to document control:

e approved original document in its entirety.

e electronic version of the original document in Microsoft Word.

e acompleted Distribution/Recall of a Controlled Document Form [\lg&28il(sample shown in
Appendix A).

e any applicable support documentation (e.g., Procedure History and Review/Approval Form
mﬁland Document Review and Comment (DRC) Formm.

© 2014 Sandia Corporation


Note
Click on the text highlighted in blue to view/retrieve that document.


Document Control Process NP 6-2
Revision 5
Page 2 of 5

The Document Control Staff reviews the original document package for legibility, correctness, and

completeness. For example:

e approval signatures (document changes, other than those defined as editorial changes, shall be
reviewed and approved by the same organization that performed the original review and approval)

o editorial changes (approval is only required by the organization responsible for preparing the
document and a QA reviewer, along with an explanatory note)

¢ document completeness (document type, number and revision, a place to fill in the effective date,
correct pagination, change bars, electronic copy)

e DRCs, etc.

Issues of legibility and completeness will be resolved with the author before distribution. After
determining that the package is complete, the Document Control Staff updates the Controlled
Documents database.

The effective date will be the date the document is placed on-line and entered on the original
document by the Document Control Staff.

Note: When a new Controlled Document is replacing a currently active Controlled Document with a
unique document control number (e.g., replacing a NP with a SP), the document being replaced shall be
recalled. This may be done on the same Form NP 6-2-1 used to issue the new Controlled Document.
When a revision to a currently active controlled document with the same document control number is
done, the previous revision is considered a superseded document.

2.1.1 On-Line Documents

The Document Control Staff will place the approved controlled document (electronic version) on-line
with “read only” access. The on-line document will reflect the approval authorization(s) and the
effective date. As part of placing the document on-line, the Document Control Staff shall ensure that
the following notation is placed near the top of the first page of the document:

“IMPORTANT NOTICE: The current official version of this document is available via the Sandia
National Laboratories WIPP Online Documents web site. A printed copy of this document may not be
the version currently in effect.”

The Document Control Staff shall notify the staff of the issuance of a new/revised document by
e-mail, with the exception of editorial changes. E-mail notifications are considered as an information
only communication with the staff and are not a QA record.

Note: Only those documents residing on-line are official Controlled Documents. If an on-line
document is printed, it is NOT considered to be a controlled document. It is considered to be an
“Information Only” copy.

2.1.2 Training Determination

In the event that a Form NP 5-1-1 (Procedure History and Review/Approval Form) is received with the

original document, the Document Control Staff shall review the Training Determination area and take

action as follows:

e If the “No Training Required” box is checked, no further action is needed.

¢ If the “Notification to Users Only” box is checked, an e-mail will be sent to staff.

o If the “SP procedure/revision, user must read and sign Form NP 2-1-2" box is checked, an e-mail
will be sent to staff to expect further training from the author of the procedure.
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e If the “Training Required” box is checked, and “QA Programmatic Training” is marked, an e-mail
will be sent to staff to expect further training on the procedure from the QA staff. If “Technical
Training” is checked under “Training Required”, an e-mail will be sent to staff to expect further
training from the author of the procedure.

2.2 Recall of a Controlled Document

When a Controlled Document and its unique document control number is no longer needed or used,
the author or WIPP Manager shall complete Form NP 6-2-1 and submit it to the Document Control
Staff.

The Document Control Staff shall:

e update the Controlled Documents database,

¢ notify the staff by e-mail, and
e remove the document from the on-line documents web site.

3.0 Records
The following records, generated through implementation of this procedure, shall be prepared and
submitted to the WIPP Records Center in accordance with (Records).

QA Record

e Original of the Controlled Document
e Form NP 6-2-1

e Any applicable support documentation
(e.g., Procedure History and Review/Approval
Form NP 5-1-1 and Document Review and
Comment Form NP 6-1-1)

4.0 Appendices

Appendix A:  Distribution/Recall of a Controlled Document Form NP 6-2-1
Appendix B: NP 6-2 Process Flow Chart
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Appendix A

NUCLEAR Form Number:
WASTE Distribution/Recall

MANAGEMENT

Sandia PROCEDURE of a Controlled Document

National
Laboratories Page 1 of1l

Please type or print. If new or revised document, include the ORIGINAL of the document and associated review
documentation, if any, and electronic copy, preferably in Word.

Note:  All Controlled Documents will be placed on the WIPP Online Documents web site.

Requester's Name

Document Title (s) Document Number ion

Please check all that apply: D 3
This is a/an \ ’
|:| entirely new document

|:| revision; change ded (| i
relssu pr\ ec. ed dou
relssu revu reViously t

revision is superseded).

ent with no changes made.

2

alled document; change bars are included (previous revision is

*erse(
rec Revision . Itis being replaced by the Document listed above.
(a of thls form will also be placed in the records package of the recalled document)

|:| Il.  Reason for recall:

List any form(s) within the document appendices to be made into templates:

Requester's Signature Date
(Document Control Staff may sign for telephone or e-mail requests)

Approved by Document Control Date

Submit to: Document Control Effective Date:
(To be completed by Document Control)



amgueri
Note
Click on the Form Number to retrieve the Word template.
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Appendix B
NP 6-2 Process Flow Chart

Author Document Control
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requesting a recall of a controlled

document
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OR
Form NP 6-2-1

Process document for release or
recall--establish effective date

l

Place document on website, notify
staff. If a recall, remove from website,
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l
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!

Submit records package to
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Disclaimer of Liability

This work of authorship was prepared as an account of work sponsored by an agency of the
United States Government. Accordingly, the United States Government retains a nonexclusive,
royalty-free license to publish or reproduce the published form of this contribution, or allow others
to do so for United States Government purposes. Neither Sandia Corporation, the United States
Government, nor any agency thereof, nor any of their employees makes any warranty, express or
implied, or assumes any legal liability or responsibility for the accuracy, completeness, or
usefulness of any information, apparatus, product, or process disclosed, or represents that its use
would not infringe privately-owned rights. Reference herein to any specific commercial product,
process, or service by trade name, trademark, manufacturer, or otherwise does not necessarily
constitute or imply its endorsement, recommendation, or favoring by Sandia Corporation, the
United States Government, or any agency thereof. The views and opinions expressed herein do
not necessarily state or reflect those of Sandia Corporation, the United States Government or any
agency thereof.

Sandia National Laboratories is a multi-program laboratory operated by Sandia Corporation, a
wholly owned subsidiary of Lockheed Martin Corporation, for the U.S. Department of Energy’'s
National Nuclear Security Administration under contract DE-AC04-94AL85000.

Parties are allowed to download copies at no cost for internal use within your organization only
provided that any copies made are true and accurate. Copies must include a statement
acknowledging Sandia Corporation's authorship of the subject matter.
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