	[image: image1.png]5<Battelle

. . . Putting Technology To Work




Decontamination and
Decommissioning

Operations
	DDO QUALITY MANUAL
	Section No.

6.0
	Revision No.

3

	
	Title: 
DOCUMENT CONTROL
	Page 1 of 5


	Approved: DDO Program Manager
Date: 
	
	Approved: DDO Quality Manager
Date: 



6.1
Scope
This section establishes requirements for the control of DDO documents speci​fying or prescribing requirements for D&D quality-affecting acti​vities during preparation, review, approval, distribution, and revision.

6.2
Applicability
This section applies to all DDO documents that specify or prescribe require​ments for D&D quality-affecting activities.

6.3
Responsibilities

6.3.1
DDO functional managers and project managers are responsible for D&D quality-affecting instructions, procedures, and drawings that are line-organization-specific or project-specific documents. Their responsibilities include
a.
Preparation and approval of documents (as authors) when applicable
b.
Review and approval of documents within their realm of organiza​tion or project responsibility
c.
Change and revision of documents that they authored and/or approved
d.
Preparation of distribution lists identifying personnel who are to receive copies of documents under their cognizance.

6.3.2
The DDO Quality Manager is responsible for
a.
The preparation, revisions, and quality approval of this manual
b.
Reviewing and documenting quality approval for D&D instructions, procedures,  and drawings and revisions thereto.

6.3.3
The DDO Document Control Manager is responsible for
a.
Distributing and controlling this Quality Manual
b.
Maintaining the original approved copy of each quality plan, procedure, and drawing
c.
Distributing (issuing) and maintaining a distribution list of all controlled quality documents
d.
Maintaining a current inventory list (latest revision) of all quality instructions, procedures, forms, and drawings
e.
Maintaining a file of all superseded quality instructions, procedures, and drawings.

6.3.4
Each recipient of a quality controlled document is responsible for
a.
Maintaining the current issue of each document assigned to them
b.
Destroying or clearly marking invalid or superseded documents
c.
Maintaining a valid copy of work-related instructions, procedures, and drawings at the workstation (as applicable) during the performance of quality-affecting activities.


6.4
Requirements
6.4.1
Document Control General Requirements

Documents that prescribe D&D activities or requirements that affect quality shall be prepared, reviewed, approved, distributed, and revised by authorized personnel to ensure that correct documents are being employed.

6.4.2
Document Preparation, Review, Approval, and Issuance

6.4.2.1
Documents that are required to be distributed as controlled documents include, but are not limited to,
a.
DDO Quality Manual

b.
Quality Department Administrative Procedures (QD-APs)
c.
Project administrative and technical procedures and plans
d.
Work Instructions.


6.4.2.2
Documents identified for control shall be prepared by the DDO Quality Manager or the section manager, project man​ager (or designer) responsible for the subject activity.

6.4.2.3
The review and approval of administrative, quality, and operation proce​dures shall be done by the originator, a peer reviewer, the Regulatory Compliance and Environment, Safety, and Health Oversight (RC&ESHO) Manager, the Functional Manager, the Radiological Technical Support Manager, and the DDO Quality Manager.  Project procedures shall specify other required approvers.

6.4.2.4
The DDO Quality Manual shall be reviewed and approved by the DDO Quality Manager and the DDO Program Manager.

6.4.2.5
Drawings shall be reviewed and approved by the preparer, the responsible project manager, the chairperson of the design review board (when one is invoked), and the DDO Quality Manager as a minimum.

6.4.2.6
Documents to be controlled shall be reviewed for ade​quacy, completeness, and correctness prior to approval and issue.

6.4.2.7
The Document Control Manager shall be responsible for the control and issue of controlled documents.

6.4.3
Document Changes

6.4.3.1
Changes can be made to documents by formal revision, or via a field change (when immediacy is required).  Changes to documents, other than those identified as minor changes in Section 6.4.3.2, are considered as major changes and shall be reviewed and approved by the same organizations that performed the original review and approval unless other organizations are specifically designated.  The reviewing organization shall have access to pertinent background data or information upon which to base their approval.

6.4.3.2
Minor changes to documents, such as inconsequential edito​rial corrections, shall not require the revised documents to receive the same review as the original document.  The original document author or a cognizant peer from the same organization and the DDO Quality Manager may identify the changes to be minor and approve the change.

6.5
Records
Records that provide objective evidence of compliance with the requirements of this section shall be identified, maintained, and controlled in accordance with Section 17.0 of this manual.  
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