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Date
OPERATION OF THE

PROJECT RECORDS MANAGEMENT SYSTEM
1.0 Scope

This procedure applies to the collection, identification, control, and preservation of quality documents and records, and data generated in the performance of Decontamination and Decommissioning Operations (DDO) activities.

2.0 Purpose

The purpose of this procedure is to describe the Project Records Management System (PRMS) and the requirements and responsibilities for its operation.

3.0 References, Definitions, and Developmental Resources

3.1 References

3.1.1 HP-AP-09.0, Health Physics Document Control

3.1.2 HP-AP-29.0, Control Of Radiological Measuring and Test Equipment and Instruments (MTEI)

3.1.3 QD-AP-5.1, Preparation of Procedures

3.1.4 QD-AP-6.1, Document Control

3.1.5 TD-AP-01.0, The Personnel Training and Qualification Records System

3.1.6 (DD-MN-01), DDO Quality Manual

3.1.7 TC-AP-01.5, Packaging Video Documentation

3.1.8 EM-AP-02.0, Control Measures for Radiological Stack Emissions and Liquid Effluent Releases to Unrestricted Areas

3.2 Definitions

None

3.3 Developmental Resources

None

4.0 General

4.1 Quality records are complete documents, items, and activity packages that furnish evidence of quality. Quality records to be submitted to the Project Records Management System are those defined as Records in the Battelle Columbus Laboratories Decommissioning Project (BCLDP) Dictionary. Since the Project Records Management System also gathers non-quality documents, for the purposes of this procedure, project records are referred to as quality documents, quality records, documents, records, records packages, data packages, and other combinations of these words. A flow chart of the Project Records Management System, hereafter called PRMS or Project Records, is shown in Exhibit 1.

4.2 PRMS uses a dual storage system for the preservation and protection of records. Consequently, two copies of all specified documents shall be submitted to Project Records. One of the two copies should be an original. All copies shall be legible. Reproducible copies are acceptable in place of the original when that is not practical or possible.

4.3 The Document Control System for plans and procedures (QD-AP-6.1), the dosimetry and bioassay records, and the Training Records System (TD-AP-01.0) are excluded from the Work Breakdown Structure (WBS) organization of the PRMS described in Section 5.2.3.2 of this procedure.

4.4 The Document Control and Training Records Systems are colocated with PRMS and are part of the overall DDO PRMS. A flow chart of the Document Control System is shown in Exhibit 2.

4.5 PRMS records are for documentation of the DDO program and are only a “last resort” source to replace lost or misplaced copies.

4.6 Project management is responsible to review the Project Records Management System annually to ensure its completeness and ability to serve its intended function for maintain​ing pre-decontamination and decommissioning (D&D) and current D&D records. This criterion may be satisfied in the self-assessment process or by Quality Department internal assessment.

5.0 Procedure

5.1 All project personnel who generate documents shall ensure compliance with the following general requirements:

5.1.1 Documents are to be submitted in duplicate to the Project Records Office. Individual procedures dictate what records are sent to Project Records.

5.1.2 All records shall be submitted with paper clips, binder clips, or rubber bands to hold them together to facilitate later microfilming. Records with staples and edge bindings will not be accepted in PRMS. Oversize records shall be reduced to 8 ½ x 11 or 8 ½ x 14 to facilitate microfilming. Copies of records should be double-sided; originals may be single-sided.

5.1.3 Documents to be submitted to Project Records for control shall be validated by the originator by providing a signature or initials, a date, and a title for the document. Form DDO-441, Submittal Form for Project Records, may be used for validating records. If there are any questions on submission of a document or record, consult with the Project Records Manager. 

5.1.4 It is required that records packages for work activities be as complete as possible by themselves, e.g., stand-alone packages. However, with a goal of efficiency, preventing irrelevant duplication of information (and paper) sent to Project Records is also desirable. Therefore, cross-referencing of specific documents in a work package is allowed, but must be done accurately. Activity data packages generated from work instructions may include a clear reference(s) to the Health Physics (HP) survey(s) performed in support of the activity.

5.1.5 For Department of Energy (DOE) correspondence, the Battelle originator (or his/her designee) is responsible for supplying two valid copies of outgoing documents to Project Records. In turn, the primary addressee (or designee) of incoming D&D documents is responsible for directing two copies to Project Records.

5.1.6 Individuals handling documents intended to become quality assurance (QA) records shall provide reasonable protection for the records from damage or loss until the records are submitted to the Project Records Management System (including documents generated during field operations). Records in process shall not be kept in temporary storage for more than one year.  This requires that work instructions not remain open for more than a year.
5.1.7 Field Data

5.1.7.1 Field data packages consist of all work instructions and all resultant data sheets, special reports, Radioanalytical Laboratory (RAL) results, HP survey records or references in support of the activity, and any other information generated during the activity. 
5.1.7.2 While an activity is in process, documents and data sheets generated in the field should be copied within a week (no longer than two weeks). Data sheets for activities in process may be stored in fire-resistant file cabinets without duplication prior to being turned over to Project Records.

5.1.7.3 Originals of data sheets, etc., are stored in a safe place and the copies are stored in a separate location in a building other than where the originals are stored.

5.1.7.4 At the end of the activity or when the work instruction is completed, all forms and data sheets with work instructions, RAL results, HP survey records or references in support of the activity, special report forms, and other pertinent documents are gathered and copied into a package (original copies). If a work instruction is associated with an activity, place it at the front of the data package.

5.1.7.5 The complete, approved, and reviewed package is submitted to Project Records at the end of the task or activity. Records shall be submitted in complete packages.  Partially completed packages will not be accepted.

5.1.8 
5.1.8.1 
5.1.8.2 
5.1.8.3 
5.1.9 
5.1.9.1 
5.1.9.2 
5.1.10 Records Corrections

The originating organization may correct records at any time by crossing out the incorrect information with a single line. No obliteration, (e.g., erasing, using correction fluid, or taping over) is allowed. Corrections shall include identification of authorized person by initials or signature and date of change.

5.1.11 Records Additions

5.1.11.1 Additions may be made to existing records in Project Records with the approval of the Responsible Manager.

5.1.11.2 Microfilmed records that need to be corrected shall be re-submitted to be microfilmed with the current year’s records.

5.1.12 Lost or Damaged Records

5.1.12.1 All staff who generate records are responsible for ensuring that records being transported to Project Records for permanent storage are protected against damage, deterioration, or loss. 

5.1.12.2 In the event that a record is lost or damaged, action will be taken to re-create the record.
5.2 The Project Records Manager shall ensure that received project records meet the following requirements:

5.2.1 A dual set of records shall be collected, identified, controlled, and preserved for retrieval when needed. All records are stored in two separate locations. In most cases, they will be located in separate buildings on the King Avenue campus. In some cases, one copy is stored at King Avenue and one copy is stored at West Jefferson (e.g., video recordings as described in Section 5.4.2). At this time, all records are being kept for the life of the program. Records disposi​tion shall be made later to meet all applicable contractual and regulatory requirements. Magnetic media are an acceptable form of records submission. 

5.2.1.1 Project records shall be microfilmed every two years (two copies). Document Control and Training Records may be microfilmed at the end of the project. Records shall be filmed using archival silver microfilm and/or equivalent to comply with 36 CFR Part 1230. See Section 5.3 for microfilming dosimetry and bioassay records.

5.2.1.2 One microfilm copy shall be stored permanently off site in a controlled environment. The Project Records Manager shall store a second copy of the microfilm in a locked, steel cabinet in the Project Records Office.

5.2.1.3 Upon microfilming, a microfilm copy of the original records will be submitted to the DOE Ohio Field Office.

5.2.2 Incoming documents will be reviewed for authentication and reproducibil​ity, and unneeded documents will be sorted out in conjunction with the submitter. Associated staff will be notified of types of documents not needed. 

5.2.2.1 Incoming records will be collected at the end of each business day and stored in a one-hour-fire rated steel file cabinet in the Project Records storage area. Documents in process (originals with duplicates) shall be kept in the fire-rated steel file until transfer to a satellite facility.

5.2.2.2 On a regular basis, records will be separated and the duplicate copy will be stored in the satellite facility or in an interim area in another building until transfer to the satellite facility.

5.2.2.3 The Project Records Manager or designee shall enter records into the PRMS database on a monthly basis, as a minimum.

5.2.2.4 Access to storage facilities shall be controlled. Each set of records shall be secured in locked file cabinets or areas for their preservation. Security for satellite files may be provided by locking the area if the cabinets cannot be locked.

5.2.2.5 Only the Project Records Manager or custodians shall file or withdraw records.

5.2.2.6 Only designated custodians shall have access to these files.

5.2.2.7 Custodian names shall be displayed for each file set.

5.2.2.8 
5.2.2.9 When records are removed from the file room, the checkout shall be documented by inserting a properly completed “Out Guide” card in the file location.

5.2.2.10 Once indexed and filed, records shall be subject to controlled handling and storage at all times.

5.2.3 Documents, records, and reports shall be categorized and numbered for identification and retrieval. 

5.2.3.1 The Project Records database shall contain the following minimum information:

· Index number

· Title of record

· Author

· Addressee

· Record type

· Record date

· Record location

· Retention times (for Transuranic Waste Certification Program records only)

· Record description or key words.

5.2.3.2 Each document index number shall be composed of
· WBS number (to a third, fourth, or fifth level, as appropriate)

· Fiscal year (e.g., 97, 98, 99)

· Sequence number (e.g., 1, 2, 3).

5.2.3.3 An example of an index number is:  17823-99-05.

5.2.3.4 A listing of all records received is periodically published to the project, which serves as the receipt and transfer of custody of the record. This printout may be used to verify that appropriate records have been submitted into PRMS.

5.2.3.5 The project person receiving records from external suppliers (e.g., laboratories, vendors) is responsible for the acknowledg​ment of receipt.

5.2.4 Procedures and plans shall be controlled by the following requirements:

5.2.4.1 A printed index for plans and procedures shall be maintained. The locations of the files for procedures and plans shall be printed on copies of the index. The index shall contain the following minimum information:

· Document number

· Revision number

· Date of issue

· Responsible manager

· Title (and author).

5.2.4.2 The document number shall be the procedure or plan number as specified by the identification system described in QD‑AP-5.1.

5.2.4.3 The historical file of review and comments on procedures and plans shall be maintained with the original signed copy of each document.

5.2.4.4 Items described in Section 5.1.3 shall be logged into a computer database with full index information for search and retrieval.

5.2.4.5 The database index of the total records in PRMS shall be backed up with computer discs or on the computer network.

5.2.4.6 A hard copy of each current index shall be located with the project records file systems. Indexes shall be dated and updated once a month, or as often as necessary to reflect current status.

5.2.5 Records shall be stored in an organized and safe environment.

5.2.5.1 Both original and duplicate record sets shall be kept in steel cabinets, including magnetic media, which may also be stored in disc file boxes.

5.2.5.2 Records shall be stored in hanging folders in the steel file drawers, except for thick document packages, which may be packed in drawers.

5.2.5.3 All records shall be stored in facilities constructed and main​tained to minimize the risk of damage or destruction from natural disasters such as floods or fires, or environmental conditions such as temperature, humidity, or infestation of insects, mold, or rodents. Special processed records shall be stored to prevent damage from light, electromagnetic fields, and temperature.

5.2.5.4 Records that require special processing and control, such as software and related documentation or information on high-density media or optical disks or hardware and software required to maintain and access records, shall be controlled to ensure that the records are usable.

5.2.5.5 Video tapes will be stored according to standard industry practices. Tapes will be placed in plastic covers that will provide for protection from dust and particulates. Cabinets will be placed in a location with a controlled environment providing protection from moisture and temperature extremes. The location of these cabinets will be isolated from magnetic and/or electrical equipment that could affect the tapes by creating electronic magnetic fields. These cabinets will be constructed so that tapes will not be stacked. The cabinets will also be constructed to protect from rodent infestation and from excessive light when closed.

5.3 Dosimetry and Bioassay Records

The Radiological Technical Support Manager shall ensure compliance with the following requirements:

5.3.1 The Dosimetry Department shall make a copy, photo or disc record of records as they are defined in dosimetry administrative procedures.

5.3.2 The original or legible photocopy of these reports shall be filed at the Battelle Dosimetry Department except during microfilming. The duplicate copies, photocopies, and/or disc copies shall be securely stored in an ancillary location in another building. This location shall be specified at the Battelle Dosimetry Department. Duplicate copies at the ancillary location must be indexed and retrievable the same as the original in the Dosimetry Department.

5.3.3 These records shall be kept at both locations for two years or until microfilming is complete.

5.3.4 Dosimetry and bioassay records shall be microfilmed every calendar year (two copies). One microfilm copy shall be stored off site in a controlled environment.

5.3.5 Dosimetry shall store the Battelle copy of the microfilm in a locked steel cabinet in the Dosimetry Department and shall notify Project Records in writing of the date of microfilming and the storage location of the film.

5.3.6 Microfilming specifications:

(a)
Use archival silver microfilm and/or equivalent.

(b) In five-year increments, randomly check one roll of film. If deterioration is noted, check all rolls of the same age and re-film as necessary.

5.4 Transuranic (TRU) Waste Certification Program Records

The Field Operations Manager shall ensure compliance with the following requirements:

5.4.1 The TRU Waste Certification Program (WCP) records shall be submitted in discrete packages as specified in BCLDP TRU WCP plans and pro​cedures. DDO-441, Submittal Form for Project Records, shall be used to submit records to PRMS. TRU records are identified as either “lifetime” (L) or “non-permanent” (N) on DDO-441 (See 5.4.3.1). This designation is used in the Project Records database to identify TRU records. Responsible managers shall ensure that docu​ments referenced by final reports (except readily available references) are also submitted to Project Records. Responsible managers shall verify that the contents of the applicable QA record packages are stored in Project Records.  


NOTE:
Subcontracted TRU waste services will forward testing, sampling, and analytical batch data reports to the BCLDP TRU WCP for inclusion in Project Records.

5.4.2 Records that require special processing shall be controlled to ensure that the records are usable. (See Section 5.2.5.4)

5.4.2.1 Video tapes will be used as documentation for packaging operations as described in TC-AP-01.5. (See Reference 3.1.7)

5.4.2.2 When tapes are full, the Waste Certification Official (WCO) shall make a duplicate tape. One copy will be sent to Project Records at King Avenue. The other copy will be maintained at West Jefferson in a satellite location. The WCO retains the original tape as one of the required dual records. 

5.4.2.3 Video tapes will be stored according to standard industry practices. (See Section 5.2.5.5)

5.4.3 The BCLDP TRU WCP records shall be indexed with the retention times and the location of the record.

5.4.3.1 BCLDP TRU WCP records shall be classified as either “lifetime” or “non-permanent.” Records falling into one or more of the following categories shall be classified as “lifetime” records:

· Records relating to BCLDP TRU WCP waste characterization samples and data.

· Records relating to the mixed TRU waste form characterization and Waste Isolation Power Plant acceptance of the mixed TRU waste form.

· Records documenting regulatory compliance.

5.4.3.2 Records that provide objective evidence that the QA program has been properly implemented but do not meet the above criteria shall be classified as “non-permanent” QA records. (See Exhibit 3 for a detailed description of the classification of QA records as “lifetime” or “non-permanent.”)

5.4.4 The records inventory and disposition schedule (RIDS) for TRU waste records is as follows:

Records that are designated as “lifetime” shall be maintained for the life of the BCLDP TRU WCP plus six years, then offered to the U.S. Department of Energy–Carlsbad Area Office (DOE-CAO). Records designated as “non-permanent” shall be maintained for ten years from the date of record generation and then be dispositioned according to their approved RIDS (see Attachment A). If the BCLDP TRU WCP ceases to operate, all records shall be transferred to the DOE-CAO before closeout.

6.0 Records

All records specified by this document shall be reviewed, controlled, and stored as permanent records.

7.0 Forms, Exhibits, and Attachments

7.1 Forms

· DDO-441, Submittal Form for Project Records

7.2 Exhibits
· Exhibit 1, DDO Project Records Management System–Flow Chart

· Exhibit 2, DDO Document Control System–Flow Chart

· Exhibit 3, Classification for TRU Waste Characterization QA Records

7.3 Attachments

Attachment A, Records Inventory and Disposition Schedule
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Submittal Form for Project Records

Record Title: __________________________________________________________

Record Date:________________

Record Type:

____
Contract Modification


____
Plan

____
Data Package



____
Record

____
Letter




____
Report          

____
Memo




____
Work Instruction 

____
Package Change Request (PCR)

Other  ____________________________

	For TRU Waste Certification Program Only

	____
Lifetime Record

_____ No. of Pages


____
Non-permanent Record


	For Document Control Use Only: 

____ Validated

_____ Legible

_____ Correct Page Count



Submitted by:
___________________/__________________________/_______________



Print



Sign


Date

Received by:
___________________/__________________________/_______________



Print



Sign


Date

DDO-441, Rev. 1








5/01 (rb)
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EXHIBIT 1

EXHIBIT 2
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EXHIBIT 3

Classification for TRU Waste Characterization QA Records
Lifetime Records
· Field sampling data forms

· Field and laboratory chain-of-custody forms

· Test facility and laboratory analytical data reports

· Summary data packages

· Sampling plans

· Data reduction, validation, and reporting documentation

· Data reconciliation report

· Waste Stream Profile Form

Non-permanent Records
· Non-conformance documentation

· Variance documentation

· Assessment documentation

· Gas canister tags

· Methods performance documentation

· Performance Demonstration Program documentation

· Sampling equipment certification

· Calculations and related software documentation

· Training/qualification documentation

· QAPP (CAO)/QAPjPs (sites) documentation (all revisions)

· Calibration documentation

· Analytical raw data

· Procurement documentation

· QA procedures (all revisions)

· Technical implementing procedures (all revisions)

· Audio/video recording (RTR, visual, etc.)
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ATTACHMENT A (continued)
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ATTACHMENT A (continued)
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