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REVIEW OF INTERNALLY DEVELOPED TECHNICAL DOCUMENTS

1.0 Scope

This procedure applies to internally developed documents that describe activities, establish technical basis, or include data that affect the quality of the Decontamination and Decommissioning Operations (DDO) program. Technical documents are defined in the Battelle Columbus Laboratories Decommissioning Project (BCLDP) Procedures Dictionary. This procedure does not apply to documents that are advance copies (e.g., preliminary drafts, working papers, or test criteria) distributed for limited preliminary review and comment. Correspondence other than those including data and institutional briefing materials are not covered by this procedure. This procedure does not apply to other documents such as plans, procedures, and the DDO Quality Manual, which are subject to review requirements specified in Reference 3.1.1; to Work Instructions, which are covered by Reference 3.1.2; or specifications, drawings, or other design documents, which are covered by Reference 3.1.3. However, if a requirement exists that specifically mandates a technical review and/or cites a procedure to follow, then that requirement takes precedence.

2.0 Purpose

The purpose of this procedure is to establish the criteria for identifying a technical document, to define the responsibilities of author(s) and management, and to outline the technical review process. This procedure, in conjunction with Reference 3.1.1, implements the requirements of Section 6.0 of the Quality Manual (Reference 3.1.4). 

3.0 References, Definitions, and Developmental Resources
3.1 References

3.1.1 QD-AP-6.1, Document Control

3.1.2 QD-AP-5.2, Work Instructions

3.1.3 QD-AP-3.2, Design Control

3.1.4 DD-MN-01, DDO Quality Manual

3.1.5 PR-AP-17.1, Operation of the Project Records Management System

3.2 Definitions     Refer to the BCLDP Procedures Dictionary for definitions of the                             following terms:
3.2.1 
3.3 



















	Author



Document

Technical Document
	Author's Review

Patent and Policy Review

Technical Document Review
	Controlled Document

Responsible Manager



Technical Document Stages 


3.4 Developmental Resources

None.

4.0 General

None.

5.0 
5.1 
5.1.1 
5.1.2 
5.1.3 
5.1.4 
5.2 
5.2.1 
5.2.2 
5.2.3 
5.2.4 
5.2.5 
5.2.6 
5.2.7 
5.3 
5.4 
5.5 
5.6 
6.0 Procedure

6.1 Review of Internally Prepared Technical Documents

6.1.1 The Author(s) and/or Responsible Manager shall identify the need for documents used in their functional areas and establish (with the technical staff) that a document is a technical document as defined in the BCLDP Procedures Dictionary. If the document is titled as a Technical Basis Document, the Author(s) and/or Responsible Manager shall obtain          a controlled document number from the Document Control Manager. However, at the option of the Author(s) and/or Responsible Manager in concert with the Document Control Manager, other technical documents may be designated as controlled.

6.1.2 The Author(s) shall draft the technical document and assign the  appropriate Technical Document Stage (as defined in the BCLDP Procedures Dictionary). The draft shall have cover and approval pages    and a revision record (DDO-009) affixed, as appropriate. The Author(s) shall then conduct an initial review (following the guidelines on the back of DDO-340) using appropriate technical staff as needed.

6.1.3 
6.1.3.1 
6.1.3.2 
6.1.3.3 
6.1.3.4 
6.1.3.5 
6.1.4 The Responsible Manager or designee shall perform a review and provide approval of the author’s initial version of the technical document or delay approval until after required changes are made. This review shall also specify that:
· The document should be accepted with no further review

or
· The document should be reviewed in greater detail by other reviewers.

If no further review is needed, continue to Section 5.1.8. However, if the document needs to be reviewed in greater detail by qualified independent technical reviewers and/or others, continue to Section 5.1.4.

6.1.5 The Responsible Manager or designee shall designate qualified independent reviewers. The reviewers shall include technical reviewer(s) and other reviewers (from management, cost accounting, quality, regulatory compliance, legal, oversight, health and safety, environmental support, operations, etc.) as appropriate.

6.1.6 The Author(s) shall have the technical document issued and marked as DRAFT. Using DDO-192 and with the attached two-page Review and Comment Form (DDO-340 and DDO-340-1), the Author(s) shall distribute the technical document along with any supporting raw data (as needed), formulas, analyses, and other references or supporting materials or documentation for review by one or more technical reviewers and             by other reviewers (some examples are identified in Section 5.1.4).

6.1.7 The Reviewers shall perform reviews of the technical document following the guidelines accompanying DDO-340. They shall identify the pages, sections, paragraphs, and lines of each review comment, register their comments on DDO-340 (and continuation sheets as needed), sign and date the first page, and return DDO-340 (and continuation sheets) with DDO-192 to the author(s) for resolution by the indicated due date. The review process should allow for a reasonable amount of time for review and comments by the technical reviewers and other reviewers. If the text is unacceptable or needs to be changed, the Reviewer should provide an acceptable alternative for the text in question whenever possible. Only those comments and changes requiring formal resolution need to be dispositioned. When there are review comments but formal resolution is not required, the Reviewer should sign and date both spaces identified as “Reviewer” located at the bottom of DDO-340. If there are no review comments, the Reviewer need only sign and date the upper space identified as “Reviewer” located at the bottom of DDO-340.

6.1.8 The Author(s) shall make the appropriate, recommended changes, disposition the comments from DDO-340, and complete resolution by acquiring both dated reviewer signatures (if required) and author(s) signature(s). When agreement or resolution on the disposition of comments cannot be reached, successive levels of management must be involved until resolution is achieved.
6.1.9 The Responsible Manager or designee shall review the final version of the technical document. The Author(s) shall then acquire all required approval signatures with dates. For technical documents, approvals generally include signatures/dates by the DDO Program Manager, the Quality Manager, and other affected or responsible managers.

6.1.10 The Responsible Manager or designee shall determine whether the technical document is to be published as a Battelle manuscript and, if so, obtain all proper Battelle and customer (e.g., DOE and/or other) patent/policy reviews and approvals, as required, prior to release, distribution, or publication.

6.1.11 If the technical document is to be distributed as a controlled document, the Responsible Manager or designee shall forward the approved document to the Document Control Manager for distribution and filing. For documents distributed as controlled, the Responsible Manager or designee shall forward only those draft copies of the document that include significant reviewer marked-ups (not included on DDO-340) to the Document Control Manager along with Review and Comment forms returned by the reviewers and a software copy of the final version of the technical document (including text, figures, appendices, exhibits, attachments, forms, etc.). The Document Control Manager shall verify that approvals are complete and then initial and date the Current Revision block located in the lower right corner of the Document Revision Record Page (DDO-009). This date is the issue date and is the date on which the document becomes effective. Note that this date is generally not the distribution or publication date. The Document Control Manager ensures that the technical document is issued and distributed (see Reference 3.1.1).

6.1.12 If the technical document is not to be distributed as a controlled document, the Responsible Manager or designee shall distribute the document after the approval is complete. For documents not distributed as controlled, the Responsible Manager or designee shall forward only marked-up draft copies of the document that include significant changes, Review and Comment forms returned by the reviewers, and a software copy of the final version of the technical document (including text, figures, appendices, exhibits, attachments, forms, etc.) to the Project Records Manager for filing.

6.2 Review of Revisions to Internally Prepared Technical Documents

Review of revisions to internally prepared technical documents shall follow the requirements for the initial review as outlined in Section 5.1 of this procedure.

7.0 Records

The following documents are the project records resulting from the implementation of this procedure. Document Author(s) and Responsible Manager or designee shall assure timely transmittal of all appropriate documents to Document Control and/or Project Records in accordance with the provisions of Reference 3.1.5.

· Approved copies of technical document

· Technical document distribution list

· Completed Review and Comment Forms (DDO-340)

· Completed Review Assignment Form (DDO-192)

· Copy of the original draft sent out for review

· Software copy of the final version of technical document

· Other records resulting from publication (see Section 5.1.9)

8.0 Forms, Exhibits, and Attachments
8.1 Forms

· DDO-009, Revision Record Indicating Latest Document Revision (Reference 3.1.1)

· DDO-192, Review Assignment Form (Reference 3.1.1)

· DDO-340, Review and Comment Form (Reference 3.1.1)

8.2 Exhibits

None.

8.3 Attachments

None.
· 
· 
· 
· 
