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Los Alamos National Laboratory
Environmental Restoration Project

General Instruction Sheet for Handling Documents from the
Controlled Document Custodian

Please perform the following:

1.
2.

Return your signed Receipt acknowledgment form by the date indicated on the form.

Review the title and table of contents of each procedure in the manual and note if your position title
is expressly identified in the procedure. Refer to a current ER Project Organization Chart to identify
ER position titles and individuals functioning in the position.

Your are responsible for determining and implementing the procedures applicable to your work
assignments and being familiar with the requirements as they are stipulated by DOE and EPA.

Read the purpose and scope of each appropriate procedure to familiarize yourself with other ER
Program policies and to determine if the employees you supervise need to implement them. For
SOPs, read and familiarize yourself with the Field Activity Flow Chart (Attachment A), located in
LANL-ER-SOP-01.01.

Ensure that the personnel you supervise have access to your manual or ensure that they are issued
“controlled working copies” of the appropriate procedures.

Follow the directions in the administrative procedure LANL-ER-AP-01.4, Distribution of
Controlled Documents Prepared for the Environmental Restoration Program, to request “controlled
working copies” of procedures for your employees.

Follow the guidelines in the administrative procedure LANL-ER-AP-01.5, Revision or Interim
Change of Environmental Program Controlled Documents, to initiate interim changes or revisions
to procedures.

For the Quality Program Plan (QPP), obtain or access the Administrative and Quality Procedures
manual which contains instructions that implement many of the QPP requirements. Review the
contents of the QAPjP for RCRA Facility Investigations. This document provides the framework
and guidance for preparing operable unit (OU) specific project plans.

For questions regarding the Mixed Waste Disposal Facility (MWDF) Quality Assurance Plan,
contact Doug Pippin at 667-3358.

10. Request unmarked copies of forms by contacting Yvonne Gibson, the Controlled Document

Custodian (CDC), at 665-6498.

11. To request unmarked copies of Chain of Custody/Request for Analysis forms located in LANL-

ER-SOP-01.4, by contacting CST-9, MS K484, 665-8742.

12. Please return your manual to the Controlled Document Custodian, RPF MS M707, if you

leave or are no longer doing work for the program. Do Not transfer your controlled manual
without first contacting the CDC.

13. Please file all Interim Change Notices at the very front of the procedure.
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OBTAINING ACCESS AGREEMENTS FOR NON-DOE-OWNED PROPERTY
FOR PURPOSES OF RESOURCE CONSERVATION AND RECOVERY ACT
FACILITY INVESTIGATIONS AND REMEDIATION

1.0 PURPOSE

The purpose of this administrative procedure (AP) is to describe the process for
obtaining a property access agreement between the Department of Energyx

Alamos Area Office (DOE-LAAQO)/Los Alamos National Laboratory (Laborat h
University of California and a non-DOE property owner.

2.0 SCOPE

s

This procedure applies to Environmental Restoratj ersonnel and
subcontractor personnel who conduct Resour nd Recovery Act
facility investigation (RFI) activities.
3.0 DEFINITIONS

3.1 Access A

The acce a contract between the DOE, Laboratory (for the
i , and the owner or trustee of non-DOE-owned property.
ment allows the DOE and the Laboratory access to privately

pe y for the purposes of conducting an RFI, which may include
, excavating, sampling, and possible remediation activities. =~

.2 Non-DOE-Owned Property

Non-DOE-owned property is land and buildings (real estate) owned or held in
trust by an individual, company, corporation, government agency, Los Alamos
County, Indian pueblo, or nonprofit organization.

3.3 Public Participation Data Base

The Public Participation Data Base is maintained by the community relations
project leader and consists of the names of individuals outside of the Laboratory
who are affected by or are interested in the conduct of ER Program activities.
Included are notified property owners, interested members of the public, state
and federal agency contacts, and others. Various types of information are
linked to the names in the data base.

3.4 Records-Processing Facility

The Records-Processing Facility (RPF) is the facility where all records
pertaining to the ER Program are received, processed, and archived.
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4.0 RESPONSIBILITIES
4.1 Community Relations Liaison
The community relations liaison is responsible for
» developing an appropriate access agreement for each non-DOE
property owner, using input from DOE-LAAO and the Laboratory's
legal offices;

» obtaining approvals from DOE-LAAO and the LaborgtRry's |
offices if the agreement needs substantive chgpges;

» serving as a liaison between the Laboy
offices and the property owner to gnswyé
proposed changes to the acc

O legal

working with the Opegr

E/LAAO,
~ the responsible OUPL,
- the community relations project leader for entry in the Public
Participation Data Base,
- Central Records Management (CRM-4), and
- the RPF.

The property owner retains one signed original agreement.
4.2 Operable Unit Project Leader
The OUPL is responsible for

» determining that access to a non-DOE property is essential to
conducting the RFI and

« working with the community relations liaison to develop a property-
specific survey and sampling plan based on information taken from
the RFI work plan.
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5.0 PROCEDURE

5.1 Identifying the Need for and Requirements of an Access
Agreement

After notifying a non-DOE property owner or homeowner association that the
property contains or is located near a potential release site (PRS), it is
necessary for the DOE and the Laboratory to enter into an access agree
with the property owner before undertaking characterization and ulti
remediation of the property. An access agreement needs to be sign
Associate Director of Operations (ADO) at the Laboratory, the @h¢a ma

e
DOE-LAAO, and the property owner. The ADO and the_garea mynagesno E-
LAAO may delegate signature authority for these agree

/
O and the

The community relations liaison, in conjungli

nts.
Laboratory's legal offices, prepares the, nts.

Two original copies of the ac
property owner for signatye.
of the original agreemen
the property own

kage are delivered to the

he pass have signed the agreement, one
\ne the RPF, and the other is retained by
tributed to

theye sible OUPL,
ommunity relations project leader for inclusion in the Public
articipation Data Base, and
- Central Records Management (CRM-4).

F1 activities may also involve personnel from DOE-LAAO and regulatory
personnel from the Environmental Protection Agency (EPA) and the State of
New Mexico who may need access to non-DOE-owned property.

5.2 Preparing the Property-Specific Survey and Sampling Plan

A property-specific survey and sampling plan is developed for each property
owner or homeowner association. The community relations liaison obtains
survey and sampling information from the appropriate RFI work plan and works
with the OUPL to prepare the plan for each property. Attachment A to this AP
shows information for a generic survey and sampling plan.

At a minimum, the property-specific survey and sampling plan must include

« QU, technical area, and PRS numbers;

« name and phone number of the OUPL,;

« tract number and/or legal description of property and property
address;
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« property owner's or homeowner association's name and mailing
address;

» expected duration of activities; and

 brief descriptions of RF| activities.

If sampling is planned, the plan must include

« approximate numbers and types of samples (e.g., surface,
subsurface, vegetation, or other samples);

» constituents for which analyses must be conducted;

» description of expected site restoration activities; a

» approximate time it will take to make validategl sam resu
available to the property owner and the p b|l<:;

@ y be used as an
v pling plan. Use of the

ith the Access Agreement

The "Sampling Activity Checklist,” Attachm
aid for preparing the property-specific
checklist is optional.

5.3 Presenting the P er
When the acces

plan have
ADO (or

: he property-specific survey and sampling
atdd,\{de access agreement is signed by the Laboratory's
e DOE-LAAO area manager (or designee). The

BN is delivered to the property owner, preferably in person
e community relations liaison, although there may be
whén it is more appropriate that the agreement be sent by registered
property owner should be contacted by phone before the agreement

5.4 Negotiating and Revising the Access Agreement

The community relations liaison works with the property owner to answer
questions and negotiate changes to the access agreement with all involved
parties. The community relations liaison clears proposed changes with the
DOE-LAAO and Laboratory counsel's offices so that the agreement can be
finalized as quickly and efficiently as possible. If any substantive revisions need
to be made to the access agreement, the modified agreement must again be
signed by the Laboratory's ADO (or designee) and the DOE-LAAO area
manager (or designee) before being presented to the property owner for
signature.

5.5 Disposition of Copies of the Signed Access Agreement

One of the two original copies of the access agreement, signed by the ADO, the
DOE-LAAO area manager, and the property owner, is filed at the RPF. The
property owner retains his/her own signed original. The community relations
liaison distributes photocopies of the signed agreement to the parties specified
in Section 4.1 of this procedure.



LANL-ER-AP-03.4, RO
Page 6 of 10

6.0 REFERENCES
6.1 Requirements Document
Module VIII of the RCRA permit (effective May 23, 1990) issued to the University
of California and DOE-LAAO by the EPA's Region 6 to satisfy the Hazardous
and Solid Waste Amendments.

7.0 RECORDS

The following records are completed as a result of this proce

* property access a/greements, with sampling
» updated Public Participation Data Bas

8.0 ATTACHMENTS

Attachment A Los Alamos N

Generic Prgpe
Attachment B Sampl:@

toryMEnvironmental Restoration Program
rvey and Sampling Plan




LANL-ER-AP-03.4, RO
Attachment A
Page 7 of 10

LOS ALAMOS NATIONAL LABORATORY ENVIRONMENTAL RESTORATION PROGRAM
GENERIC PROPERTY-SPECIFIC SURVEY AND SAMPLING PLAN

Operable Unit TA SWMU/AOC (PRS) No(s)

OuPL Phone No. —
Tract Property Address

Owner Owner's Address

The following field sampling activities are expected to take place at the subj
approximately. — and . Generally
conducted by some or all of the following field methods: (1) nonintrysfig
subsurface sampling, and (3) miscellaneous sampling activities as
property disturbed as a result of sampling activities are re;

Field Surveys

Specifically, the following types of noni ield eys are conducted at the subject property:

* The field sampling/tg? ; al site inspection to identify any conditions that would
impede usi % sgmpihg location and to identify any propenrty-specific
conside

. is Id sampling team members inspect the property and map geologic/
hi tures (e.g., rock/soil contacts and horizons, topography, engineered fill).
survey equipment (e.g., distance- and elevation-measuring devices) and personnel
enter the site to locate and stake sampling points during sampling activities.

« Members of the field sampling team use various types of equipment to conduct geophysical
surveys. These surveys may include the use of ground-penetrating radar, magnetometers,
and devices for measuring gravity, magnetic fields, and seismic activity.

» Members of the field sampling team use various field survey instruments to identify any
potential contamination and to assess conditions that may affect the health and safety of the
public and field personnel.

Surface Sampling
A complete suite of analyses includes an analysis of each of the following constituents:

gross alpha, beta, or gamma radiation;
radionuclides;

total metals;

explosives;

semivolatile organics;

polychiorinated biphenyls; and
volatile organic analytes.
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However, sampling analyses may differ from location to location.

The following methods of surface sampling are conducted on the subject property. For more detailed
information on the techniques and procedures to be followed, the reader is referred to the sampling
analysis plan in the RFI work plan for OU

surface soil samples, which may include soil from under existing grass, will be
collected from the subject property at the proposed locations indicated on the site plan
(attached) at depths of 6 to 12 inches. The samples will be gathered on a predeteripi
pattern or on a judgmental basis using a stainless steel or Teflon scoop. Surfac
be collected from various media such as surficial soil, channel sediment, and stre

rock surface samples will be collected from the subject pggperty a po tions

as depicted on the site plan (attached), either on a predetermm a
judgmental basis. Rock surface samples are defined ag/€g m rock
formations with the use of a rock hammer. Rock surfage llected from various

locations such as cliff faces and rock outcro,

SUBSURFACE SAMPLING

The following methods of subsurface
detalled mformatnon on the tec

ill nduCted at the subject property. For more
dure¥to be followed, the reader is referred to the

0 inches will be accomplished with a hand auger, spades, shovels, and/or
» Shovels and the hand auger are used to remove surficial material to the required
th. A stainless steel or Teflon scoop or the hand auger is then used to collect the sample.
The samples will either be collected on a predetermined grid pattern or on a judgmental basis.

shallow core samples will be collected manually from the subject property at proposed
locations as depicted on the site plan (attached). Small-volume soil samples will be recovered
from depths approaching 10 feet with a hand auger or with a thin-wall tube sampler. The
samples will either be collected on a predetermined grid pattern or on a judgmental basis.

drill rig samples will be collected from borings to depth at the subject
propenrty at the proposed locations depicted on the site plan (attached). Split-barrel core
sampling will be accomplished in soil or rock using a hollow-stem auger drill rig. The samples
will either be collected on a predetermined grid pattern or on a judgmental basis.

backhoe test pits and trenches will be excavated to feet in depth at the subject
property by the field sampling team at the proposed locations depicted on the site plan
(attached). The excavation of test pits and trenches will be performed by a backhoe or track-
hoe capable of excavating to a depth of 15 feet. The width and type of bucket will be
determined by the ability of the equipment to function in varying soil conditions. If the
excavation is at a depth of 4 feet or greater, Occupational Safety and Health Act standards for
shoring and sloping will be followed.
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RESTORATION OF SITES DISTURBED BY SAMPLING
The following methods will be used to restore areas disturbed by sampling activities, as appropriate.

- Backfilling excavations and surface grading: Any excavations created during sampling will be
backfilled with clean soil and compacted to restore the site to its original grade. The ground
surface will be graded smooth to match pre-existing grades and will be repaved, if appropriate.
This activity may require heavy equipment such as backhoes and compaction equipmen

« Repair and/or replacement of fences: Any damage to fences during sampling w ir

to match the presampling condition of the fence.

» Landscaping—reseeding lawns or replacing vegetation: Any layR areas egejati
damaged by sampling activities will be replaced or reseeded wit ilar pl

Other methods will be used as necessary to restore distu a.

The following notes are express provisions of t ert rvey and sampling plan and access
agreement:

(1) MINOR MODIFIC {ng qwantities, depths, and activity durations are
approximate only an cation in the field as necessary to achieve sampling
C

goals.
o] S: Changes in sampling strategy, such as using surface instead
C g or excavations, are possible during the field sampling program. in the
m modification is required, the Laboratory and DOE will obtain the property
agreement and will follow up with written documentation of the changes within 10
ys. The Laboratory, DOE, and the property owner will sign the written documentation to

rmalize the modification to the agreement.
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Los Alamos National Laboratory Environmental Restoration

SAMPLE ACTIVITY CHECKLIST Page ___of
Date: Operable Unit; TA:
Signature: OUPL:
SWMU No(s):
Ownership: DPrivateDPuebloDCounty I:INational Forest Service DGSA DOther:
Tract: Property Address: Owner's Name:
Owner's Address: C
FIELD SURVEYS (Non-intrustive)
< X
32 Land Survey g 2 A ical
82 Visual site inspection R logical
. . [ -
g9 Geomorphic maping g5
Ww we
pre ]
©

|Expected Duration of r of le{ADiameter of Samples/| Depth of Samples/
SURFACE SAMPLING Work H&eY\Tre Holes/Trenches Holes/Trenches
Surface soil sample ' \S.
Grid Samples
Selective samples
Channel sediment D
Stream bank
Cliff face )j
Expected Duration off Number of Samples/ | Diameter of Samples/} Depth of Samples/
SuBsuU Fﬂc work Holes/Trenches Holes/Trenches Holes/Trenches

o
Near surfa)\\aq;l)fnples:
Grid es

Selective samples

Manual shallow core samples:
Grid samples
Selective samples

Drill Rig:

Boreholes
Rock coring

Backhoe:

Trenching

OTHER ACTIVITIES

Expected duration of work Sampling activity

Number and dimensions of samples

ANTICIPATED RESTORATION OF SITE
Expected duration of work

Backfill/Grade Reseed lawn Other (specify)
Repair/replace fence , Other landscape
Attach separate sheet for additional entries; include all pertinent information. SAP.3,04, RO
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IDENTIFICATION, DOCUMENTATION, AND REPORTING OF NEWLY
DISCOVERED POTENTIAL RELEASE SITES FOR THE ENVIRONMENTAL
RESTORATION PROGRAM

1.0 PURPOSE

The purpose of this administrative procedure (AP) is to describe the process whereby new
solid waste management units (SWMUs) are identified, verified, reported, and imtlal

documented. This procedure also states the process for identifying and documentigg
areas of concern [hereafter, SWMU and areas of concern are also referred t Otd
release sites (PRSs)] and describes the procedure for mapping PRSs.

2.0 SCOPE
This procedure applies to newly identified PRSs that ar b nvironmental

Restoration (ER) Program. This procedure is applicabi D el who are
assigned related responsibilities. @
3.0 DEFINITIONS

3.1 Area of Co @
An area of, ential release site that does not meet the definition of a
SWMig\e b\ onesi ills).

. {ly " 1or Information, Management, Analysis, and Display

D)
e FIMAD is the electronic data management facility for the ER Program.
3.3 FIMAD Graphic Information Systems (GIS)
The FIMAD GIS is the electronic data management system that provides
g%osg;?phic information including, but not limited to, buildings, roads, utilities, and
3.4 Operable Unit (OU)

An operable unit is a aggregation of PRSs.
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3.5 PRS

A PRS is an area that may contain hazardous substances with the innate possibility
of migrating and can be classified as either a SWMU or area of concern.

3.6 PRS Data Base

information.

3.7 Solid Waste @
As defined in the Resource Conservation and Recovery te is

ct (R ), S
any discarded material, either abandoned or recycled, uding » liquids,
semisolids, and contained gases (Attachment A)
NOTE: A solid waste can be, but not liny

however, source, by-product, and
defined in the Atomic Energy

The PRS data base is an electronic copy of the SWMU and area of concern @

s or mixed waste;
rial in solid wastes as
by RCRA.

r

3.8 SWMU
A SWMU is e \Dit at which solid wastes have been placed at any
time, rega Neihgr the unit was intended for the management of solid or
hazardiuq wast units include any area where solid wastes have been
reO matically released.

9 Report (1990)

e 1990 SWMU Report is a hard copy compilation of information including, but
not limited to, locations of PRSs and their possible contaminants.

RESPONSIBILITIES
4.1 FIMAD Project Leader

The FIMAD Project Leader (PL) is responsible for providing base maps to OUPLs,
providing assistance in electronic data entry and data access, and ensuring the
maintenance of the PRS data base.

4.2 Operable Unit Project Leaders (OUPLS)
OUPLs are responsible for working with the compliance regulator and SWMU

interim action review coordinator to verify new PRSs in technical areas under their
direction and ensuring entry of new validated data into the PRS data base.



LANL-ER-AP-04.1, R1
Page 4 of 15

4.3 Program Manager (PM)

The PM is responsible for ensuring that PRSs are identified and verified, and that
new SWMUs are reported to the administrative authority.

4.4 Regulatory Compliance Team Leader

The regulatory compliance team leader (hereafter called compliance regulator) is
responsible for

« working with operable unit project leaders (OUPLs) and the U
interim action review coordinator to perform mdependent v n
the existence of new PRSs;

- reporting verified SWMUs to the DOE, admlnls ive a (| e., the
EPA and/or NMED),and

» informing the LANL Public Re;@‘n appropriate.

4.5 SWMU Interim Action
The SWMU interim action ator (hereafter called SWMU review
coordinator) is res@

the OUPL and the compliance regulator to verify newly

ing unique identifiers to new areas of concern and SWMUs, and

* compiling an annual summary report of newly identified SWMUs and
areas of concern.

5.0 PROCEDURE
5.1 Overview of Process To Identify PRSs

Because PRSs may be discovered during routine maintenance or construction
projects, the site workers are instructed to report suspicious soil characteristics,
odor, and color to the ER Program Office. The ER Program Office distributed an
information copy of the SWMU Report to each division within LANL. Site workers
will be provided maps of existing SWMUs beginning April, 1992.

5.2 Process for Reporting and ldentifying Potential ER Sites
The OUPL initiates the formal reporting of potential ER sites by completing Part | of

the form entitled Environmental Restoration Site Report (Attachment B). The
following information, at a minimum, is to be recorded on Part | of Attachment B:
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« date potential ER site discovered,

« location of potential ER site (e.g., Technical Area, private property);

» location of the nearest building or other structure in the area;

 description of potential ER site;

« suspected hazards or contamination; and

* names of individuals able to provide additional information. @
Additionally, Part | lists questions that, when answered, identifiga,the t itor
area, waste types, and whether there was a routine or sygtematic\ele e
site.

The information compiled provides enough infor ine if the site is a

SWMU or area of concern that should b,

Program.
5.3 Evaluating Envin@t ion Site Reports

The OUPL works view coordinator and
. i site has already been reported by comparing the
pl ironmental Restoration Site Report (Attachment B) to
RS report documentation.
isted,

I SWMU review coordinator
+ completes Part Il of the Environmental Restoration Site Report form to

document that the reported site is recorded in the SWMU Report or PRS
data base, and

» signs the form and forwards a copy to the OUPL and the ER Records
Processing Facility (RPF) in accordance with the Procedure for
Environmental Restoration Records Management.

If the site is not listed in PRS documentation, the OUPL

» reviews historical records that are available to ascertain activities
conducted at the reported site,

« contacts individuals identified on Part | of the report to obtain other
pertinent information, and

» ensures that the compliance regulator receives the information reported
on Part | and other completed supporting documentation to determine if a
site visit is necessary.
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5.4 Verification of SWMUs or Areas of Concern
The compliance regulator reviews the reports and supporting documentation to
determine if a site visit is necessary. If necessary, a visit is arranged within 24
hours to perform an independent verification of findings. The compliance regulator

* works with the OUPL to obtain clarification on the documentation
submitted, if necessary,

= contacts other appropriate site visitors (e.g., Health and Safety Gro -

and

« completes Part |ll of the Environmental Restoration

When Part Il is completed and signed, sufficient inform isp to confirm
whether the reported site is a PRS. Any prelimin !ar {0 in rmed during
the site visit (e.g., rad screening, health-related gs % : | be noted and the

documentation of results attached to Sit
The compliance regulator forwar ion back to the OUPL.

5.5 Uniquely Identify r Areas of Concern

~ WMU, the SWMU review coordinator assigns a
r and notes the OU RCRA Facility Investigation (RFI)

S mformatlon is recorded on Part IV of Attachment B.

are not formally reported to the DOE and EPA; however, they are
unique numerical identifier and the information is provided in the PRS
A unique SWMU number is assigned in the format "00-001" or "00-001a" where

* "00"is always the technical area (TA) within the Laboratory where the
SWMU is located,

» "001" is the sequential number, and

e "a"isthe designator when multiple SWMUs of the same description
reside in a TA (e.g., where multiple storage containers exist).

A unique number for other areas of concem is assigned in the format "C-00-001"
where

» "C"indicates PRS is an area of concern,
* "00" is the TA where the PRS is located, and

» "001" is the sequential number.
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Areas of concern are listed in the 1990 SWMU Report in Appendix C entitled
"Potential Release Sites". Current information on SWMUs and areas of concern
will be documented in the PRS data base.

Each unique number may only be assigned once.

5.6 Reporting Newly ldentified SWMUs to DOE and EPA

When the PRS has been uniquely identified and confirmed as a SWMU, the
compliance regulator @
ir

» prepares a notification letter for signature by the LANL Ass
Operations office within 5 days of completing the chagklist, a
» ensures that DOE Los Alamos Area Office (DOBRNLAA ufficient
information to verify the findings witho .
The EPA is notified when the DOE con ation summarized in the

notification letter. As stipulated in olid Waste Amendments

(HSWA) permit (Sec. 6.1), the Al shAotify the EPA within 15 days of

DOE concurrence of discoye a SWNU.

The SWMU revie i piles a summary report of newly identified
e

SWMUs and.area for inclusion in the annually updated Installation
Work Plan 26

5 ANL Public Affairs Office
ance regulator notifies the LANL Public Affairs Office when a SWMU or
avt co

ncern is confirmed to be on the property of

» private homeowner,

* Los Alamos County,

« Santa Fe County,

« U.S. Forest Service,

* Indians,

* Department of the Interior,

« National Parks Service,

» Bureau of Land Management, or
» other non-DOE sites..

This notification is performed in conjunction with reports as described in Sec. 5.6.



LANL-ER-AP-04.1, R1
Page 8 of 15

5.8 Process for Maintaining SWMU and Area of Concern
Documentation

The OUPL ensures the update of the PRS data base when the PRS has been
identified as a SWMU or area of concem. This is accomplished by summarizing
the pertinent information identified on the completed Environmental Restoration
Site Report form and entering the information into the PRS data base.

The FIMAD PL provides OUPLs with the tools and controlied access to upgdat@
validate the PRS data base.

5.9 Mapping of SWMUs or Areas of Concern

Using the best available information, the OUPL with assi§tapce fr AD Project

Leader or the SWMU reporting coordinator identifj extent of each
e S

SWMU or area of concern by delineating the_are provided by
FIMAD. :

This is accomplished by performi ull §vQluaton of the available data and
identifying the geographic of s ohthe base map. The outlines of the
PRSs should be drawn at {on sistent with the accuracy of the data.

The precision to whiChOR can be digitized is dependent on the scale of
the base m @% ngYs used to depict the PRS boundary, and the

geometry e. Discrete points on a drawing can be digitized with a

ap.the
precisi bou10 his equates to a precision of about +2' for a map with a
S \ precision of +10' for a map scale of 1' = 500'; a precision of
ap-scale of 1" = 1000'". It is important that the "inherent" digitizing
n

r a base map equal or exceed the accuracy of the data (e.g., locational
ary of the PRS outline), so that additional positional uncertainty is not
oduced by the digitizing process. It is also important that line thickness be less

than positional uncertainties. (l.e., one could not draw a PRS whose location is
known to +2' with a felt tip pen whose line width equates to a ground distance of 1
on a particular map.) Finally, the OUPL should describe the positional accuracy of
his PRS depiction so that for complex geometries, sufficient points will be digitized
to insure that the PRS is accurately portrayed. (l.e., a circular septic tank could be
depicted by 100 or 1000 points depending on accuracy required/maximum
allowable position error.)

The data must be depicted on base maps by indicating where the PRS is located
and then by categorizing the mapped area into subregions, if possible. The
following guidelines apply:

First, draw the SWMU or area of concern and label as "possible".
POSSIBLE: The known maximum extent of a PRS where there is

greater than 1% chance that contamination exists that
may require corrective action.
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Lastly, draw in the subregions defined below, as appropriate, and label them as

shown.
PROBABLE: The area for which the OUPL believes there is a greater
than 50% chance that hazardous substances exist.
PRESENT: The area for which the OUPL believes there is a greater
than 95% chance that hazardous substances exist.
ABSENT: The area for which the OUPL believes there is g Id

than 1% chance that hazardous substance

Attachment C provides examples of mapped and labeled PRSg"gs des

above.
5.10 Submittal of Records to ER Records % ility

The SWMU review coordinator ensures ental Site Report form is
submitted to the RPF.

The compliance regulator gns ﬁoti tion letters to DOE and EPA are
forwarded to the ER RPF.

6.0 REFERENC

Bocument

6.1 quitement
ofthe RCRA permit (effective on May 23, 1990) issued to University of
lingkpia~dnd DOE-LAAO by the EPA Region VI to satisfy HSWA.
Documents Cited

LANL-ER-AP-2.01 (current version), Procedure for Environmental Restoration
Records Management

Installation Work Plan for Environmental Restoration (current version)
7.0 RECORDS
The following records are completed as a result of implementing this procedure:
» Environmental Restoration Site Report
» Attachments to form, if any,
* Notification letter from DOE to the EPA, and
» Completed maps.

The PRS data base is maintained continuously.
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Attachment A, Definition of Solid Waste
Attachment B, Environmental Restoration Site Report
Attachment C, Example of Mapped SWMU
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DEFINITION OF A SOLID WASTE*
All maternials

Solid, liquid, semisolid or contained

Garbage, refuse gaseous material that Other
or sludge -1. is discarded
2. has served its intended purpose

3. is a manufacturing or mining

al\>»
t | yEs THE MATERIAL
—— | ISNOTARCRA
SOLID WASTE

C rce, special nuclear or by-
material
situ mining waste

NO

Y

THE MATERIAL IS A RCRA SOLID WASTE
irrespective of whether you:

discard it

use it

reuse it

recycle it

reclaim it

store it or accumulate it for purposes 1-5 above

A S 2

*Taken from Title 40 of CFR, Part 260, App. I.
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Los Alamos National Laboratory
Environmental Restoration Site Report

LANL-ER-AP-04.1, R1
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Page 10f3
Part 1. Potential ER Site (Completed by OUPL) Date concern reported
Technical Area where potential release site located TA-____ '
Engineering structure number* Location of nearest structure
e

Description of structures and area (e.g., size of drums, surface area, depth)

\
(%

A_\2

<\ \\o"

Other supporting information [e.g., indicate historical records referenced, )

@th personnel to

contact]. Identify where information exnsts ‘
= Y A ’\FJ"‘ =
= A [

___ Uncertain ____

1. Wh ‘ =’- LN Es@(@nﬂe o%@n@r@;om M S Eck of this page.)

2. Are so known to exist at site? Yes No Unknown
if yes, types: (circle one or more)
hazardous high explosive mixed PCBs petroleum product
radioactive sanitary solid unknown

3. Was there a routine or systematic release? Yes___ No___ Unknown___

4. Is the unit or area used for product storage? Yes__ No ___ If yes, name the product(s):

One time? Yes__ No___

Based on all information provided on this form, the ER potential release site is a:

SwWMU Other Area of Concemn

OUPL Signature
Forward to SWMU review coordinator to determine if site previously reported.

Date

*Contact LANL Group, ENG-5, for Engineering structure number
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Los Alamos National Laboratory
Environmental Restoration Site Report

Page 2 of 3
aboveground tank accumulation bermed area boneyard
burn site calibration chamber caisson cement plant
chamber containment area compressed gas storage  decontamination {3e itQD
drop tower ‘ dry well evaporator filter system @
firing site glass breaker incinerator injecti oll
lagoon landfill
manhole maitetiatdisposal-area E@as system
open burning E Oanat

other disposal system
outfall

satellite storage are

subgpfac nt
surfa ment

volume reduction facility

Al

(@ S HN5) 57) TCratt QB T/ANN sitver recovery unit
| ‘E!"' A [L F@ R sur¥ @ M R @ S Emace disposal

treatment facility underground tank

waste line system waste water treatment facility
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Los Alamos National Laboratory
Environmental Restoration Site Report

Page 30! 3

Part Il. (Completed by SWMU review coordinator)
Was the potential release site previously reported (i.e., listed in SWMU Report or PRS data base)?
Yes No Uncertain if yes: SWMU No. ER Site No.

No action required**

Signature Date
Forward to compliance regulator for comfirmation.
Part lil. Independent Verification (Completed by regulatory compliance team leader)

Date site visited \?
Visited by (print names) m" \' >
SCl i entaﬁe%

Site monitored? Y.

B-T55 0y J O OB JAIN
CINAL FOR USE

___ Action required (e.g., contact public relations) State reason for action

Signature Date

Forward to SWMU review coordinator.

Part IV. Unique Identifier (completed by SWMU review coordinator)***
SWMU number assigned OU number assigned

OU Work Plan start date (refer to ER Installation Work Plan for date)

**Send report to originator and ER Records Processing Facility (RPF).
**SWMU review coordinator forwards to PM, compliance regulator, ER RPF, and OUPL. (This completed
form may be used as an attachment to DOE/EPA Notification letter.)
***OUPL ensures data entered into PRS data base - contact FIMAD for guidance/access.
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EXAMPLES OF A MAPPED PRS

EXAMPLE 1: The only information available is the maximum possible extent of the
contamination. Information is hand-plotted on base map provided by FIMAD.

Digitizing precision is +/- 2' or less.
00-018(d) @
Possible Q
- @om stack emission
o

is known. Sampling has positively identi r lack of contamination in
some areas. In this case, soil contamj ere facilities (building,
stack, parking lot, road) are locatgg. itizi recision is +/- 4'. ,

Scale 1"« 100’
PRS accuracy +/- 2 or less

Tyvve T

EXAMPLE 2: More detailed information abo

Sge 1--200 _@ building stack ?‘gﬁ%"f“e@*
mpling are =
road
00-47(a)
POSSIBLE
NMSP grid

PROBABLE PRESENT

EXAMPLE 3: Information available about possible contamination in sewer line at
former building G-013, which is shown on an old engineering drawing without NMSP
grid. Digitizing precision is +/- 10'.

Scale 1° = 500'

PRS accuracy is +/- 10° or less control points
The person reportin \ = NOTE:
the PRS has indentitied contamination
4 control points; these are \I/ , contained in 10
clear landmarks that exist conyol paints buffer zone
both on the old drawing and about sewer lines
in the present electronic database. and tank
The person has also provided a

note explaining the nature of the
contamination (10’ bufter zone) to
facilitate digitizing.

NOTE: 10’ precisién can be maintained in digitizing this map.
However, a larger-scale map is preferable for ease of digitizing.
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REPORTING OF NEWLY IDENTIFIED RELEASES FROM
SOLID WASTE MANAGEMENT UNITS

1.0 PURPOSE

This procedure describes the process for reporting a new release of a hazardous waste
from a solid waste management unit (SWMU).

2.0 SCOPE

This procedure applies to SWMUs managed by the LANL Environmental R@@
es.

Program and to ER personnel who are assigned tasks related to rep ing n

3.0 DEFINITION
3.1 Hazardous Constituent @

A hazardous constituent is any cons# {fide=rAppendix VIl of 40 CFR
Part 261, or any constituent id in endX IX of 40 CFR Part 264.

3.2 Hazardous Wast
A hazard'ou Ii aste, or combination of solid wastes, that because of
QRS0
ifiean

) or physical, chemical, or infectious characteristics may
=cBntribute to, an increase in mortality or an increase in
e, or-incapacitating reversible, iliness; or pose a substantial
pdtSntial hazard to human health or the environment when improperly
A\tdd stbred, transported, or disposed of, or otherwise managed. The term
artious waste includes hazardous constituent as defined above.

3.3 Release

A release is any spilling, leaking, pouring, emitting, emptying, discharging,
injecting, pumping, escaping, leaching, dumping, or disposing of hazardous
wastes or hazardous constituents into the environment. A release is also the
abandoning or discarding of barrels, containers, or other closed receptacles
containing hazardous wastes or hazardous constituents.

3.4 Solid Waste

As defined in the Resource Conservation and Recovery Act (RCRA), solid waste is
any discarded material, either abandoned or recycled, including solids, liquids,
semisolids, and contained gases (Attachment A).

NOTE: As shown on Attachment A, a solid waste can be hazardous, radioactive, or
mixed waste; however, source, by-product, and special nuclear material in solid
wastes as defined in the Atomic Energy Act are not regulated by RCRA.
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3.5 SWMU

A SWMU is any discernible unit where solid wastes have been placed at any time,
regardless of whether the unit was intended for the management of solid or
hazardous waste. Such units include any area where solid wastes have been
routinely and systematically released.

RESPONSIBILITIES

4.1 Emergency Management Office

The LANL Emergency Management Office (EMO) is responsit{®\for repdinghe
release information to DOE Headquarters.

4.2 Operable Unit Project Leader (OUP v
The OUPL is responsible for preparing o ing the SWMU release.
4.3 Program Manager

The ER Program Mapag red@onsible for confirming that SWMU releases
are reported to th@

itance Team Leader

4.4 Reg
mpliance team leader for the ER Program is responsible for
in nt Verification of the SWMU release, coordinating the reporting of

eases, by ensuring they are reported to the EMO, DOE, and EPA in
ance with Module VIl of the hazardous waste permit (Sec. 6.1), and
bmitting records of release to the ER Records Processing Facility.

4.5 SWMU Interim Action Coordinator

The SWMU interim action coordinator is responsible for completing the initial
written report of a newly identified release, updating SWMU documentation, and
providing a summary report on new releases for incorporation into the ER
Installation Work Plan (Sec. 6.2).

5.0 PROCEDURE

As stipulated in the Hazardous and Solid Waste Amendments (HSWA) permit (Sec. 6.1),
newly discovered releases from SWMUs must be verbally reported to the EPA within 24
hours. Written notification must be provided to the EPA 15 calender days after discovering
the release. LANL reports SWMU releases to the EPA through the DOE Los Alamos Area
Office (DOE-LAAO).

5.1 Overview of Process to ldentify SWMU Releases

To ensure that new releases are identified, reported, and tracked, the ER Program
Office has held seminars for the LANL Facilities Engineering Division and the
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LANL support contractor, Johnson Controls, Inc. Because releases may be
discovered during routine maintenance or construction projects, the site workers
were instructed during the seminars to report suspicious soil characteristics, odor,
and color to the ER Program Office. Additionally, the Program Office distributed an
information copy of the SWMU Report to each division within LANL. The SwMU
Report, at a minimum, identifies the location of known environmental areas of
concern. Also, a release from a SWMU may be discovered during interim action
process as described in the procedure entitled Interim Actions for Environmental

Restoration (Sec. 6.2).
5.2 Process for Reporting SWMU Releases @

The SWMU interim action coordinator (hereafter called SWM eporti
coordinator) completes Part | of the SWMU Release Report (A m hen a
release from a SWMU is reported. The information to b} heporte es the

. time release discovered, @

« name of individual repog

« location (SWMLLn &el e,

« descripjt @ding operable unit (OU) number],

. own hazardous constituents,

f the release, and

U Resource Conservation and Recovery Act (RCRA) Facility
Investigation Work Plan start date.

The SWMU reporting coordinator works with the compliance regulator and ensures
that the site is investigated if further information is necessary. The SWMU reporting
coordinator and the compliance regulator sign Part | of the SWMU Release Report
to indicate concurrence with the report.

5.3 LANL Internal and DOE Notification

The compliance regulator begins notifying the appropriate organizations and
individuals within two hours of concurring with the reported release.

The compliance regulator

« informs the management of the LANL Environmental Protection Group
(HSE-8) that a release has been reported,

. reports the release to the ER Program Manager,

« contacts the LANL EMO to report the release and describe the ER
Program notification requirements,
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. reports the release to the DOE-LAAO, and

. records pertinent information from the notification process by completing
Part Il of the SWMU Release Report.

The EMO reports the release to DOE Headquarters in accordance with DOE Order
5000.3A (Sec. 6.1).

5.4 Verbal Notification to the EPA
After informing DOE-LAAO of a confirmed release, the compliance r r
inform the EPA. This is accomplished by coordinating a conference ony
HSE-8, DOE-LAAO, and the EPA within 24 hours of discoveri§the r

The compliance regulator documents the call to EPA o rt il WMU
Release Report.

5.5 Process for Written Notificat

The compliance regulator preg letthradNRssed to the EPA from DOE-LAAO
reporting the release. Tha dfaN lettyNs prepared for DOE-LAAOQ signature, ‘
because DOE-LAAQ.is .Q'n Ni\o sdehit the official report to the EPA. The draft

letter is routed thpOuel W sg) and appropriate management offices before it is
forwarded O '@'
The Zceive the final draft of the letter within 10 days of the SWMU
O transmits the letter to the EPA within 15 days of the SWMU release
iscovery.
The compliance regulator signs Part IV of the SWMU Release Report to indicate
that the correct reporting protocol was observed, sufficient information was

provided to the DOE and EPA, and the SWMU release was reported in the required
time period.

The compliance regulator forwards a copy of the completed report and notification
letter to:

« the ER program manager for confirmation,

« the project leader responsible for the OU where the SWMU release occurred,
and

. the SWMU Reporting Coordinator.
5.6 Assessment of New Release

The EPA may require further investigation of the newly identified release(s). A plan
for such investigation will be prepared by OUPL and reviewed for approval as part
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of the OU RCRA Facility Investigation (RFI) Work Plan submitted to the EPA. Interim
measures will be conducted when appropriate.

5.7 Updating SWMU Documentation
The SWMU reporting coordinator ensures that SWMU documentation, including

maps, are updated in accordance with the procedure entitled Identification and
Reporting of Solid Waste Management Units and Identification of Other Areas of

Concern for the Environmental Restoration Program. Additionally, a summa
report of new releases is compiled for inclusion into the annual update of thé
Installation Work Plan (Sec. 6.2).

5.8 Submittal of SWMU Release Documentation to Rec
)

Processing Facility

0) as a result
s Processing Facility

The compliance regulator ensures that the recorg
of implementing this procedure are submittgd toft!
in accordance with the Procedure for :

Management (Sec. 6.2).
6.0 REFERENCES «
6.1 Requi e
odife v@ X permit (effective on May 23, 1990) issued to University of
5 @ E-LAAO by the EPA Region VI to'satisfy the HSWA of RCRA.
. 90.3A, Occurrence Reporting and Processing of Operations Information,

ts

6.2 Cited Document
Interim Actions for Environmental Restoration
Procedure for Environmental Restoration Records Management

Identification and Reporting of Solid Waste Management Units and Identification of
Other Areas of Concern for the Environmental Restoration Program

Installation Work Plan for Environmental Restoration

7.0 RECORDS

The records generated to document the implementation of this procedure are the
« completed SWMU Release Report form and the
« letter from DOE-LAAQO to EPA.
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Preparation, Review, and Approval of
Administrative Procedures

1.0 PURPOSE

The purpose of this procedure is to describe the methods by which administrative @

procedures (APs) are initiated, prepared, reviewed, and approved.

2.0 SCOPE @
This procedure is applicable to preparers and reviewers P dto ritten

to administer the Environmental Restoration (ER) Prog

3.0 DEFINITIONS ‘ @

3.1 Administrative re
An AP is a docu ies methods to perform and implement
administr ts Yhat are identified in the ER Quality Program

Plan QPP Land/ar ogram Management Plan (PMP).
. ity Assurance Review '
quality assurance (QA) review is an examination of an AP to ensure that it

s prepared in accordance with procedures that govern its preparation and
that it addresses all applicable QA requirements.

3.3 Functional Review
A functional review is an examination of an AP to ensure that it applies to the

activity for which it was written, adequately states how to perform the activity,
and is sufficient to control the activity.

4.0 RESPONSIBILITIES

4.1 Preparer of Administrative Procedure
The preparer of an AP is responsible for

- preparing the AP in accordance with this procedure,
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« ensuring that the procedure includes all provisions needed to govern
the activity,

» completing appropriate document review forms,
» forwarding the draft procedure and review documentation forms to reviewers,

* resolving review comments, and

- forwarding completed review documentation and the final proc!
Quality Program Project Leader (QPPL).

4.2 Program Manager v
The PM is responsible for @

« initiating the preparati ,

» designating }he @ APNS,

j i ‘ eviewers of APs,

at unique identifiers (ID) and titles are assigned to APs,

roving APs for controlled distribution,
» determining the effective date of APs,
« ensuring the maintenance of a log of unique ID and title assignments, and

- ensuring the maintenance of the master copy of APs and AP forms.

4.3 Quality Program Project Leader
The QPPL is responsible for
« ensuring that APs implement the requirements specified in the QPP and

* approving APs.
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4.4 Reviewer 'of Adrhinistrative Procedures
The QA and functional reviewers of APs are responsible for
* reviewing APs in accordance with this procedure and

* completing and returning review forms to the preparer in the review
period specified.

5.0 PROCEDURE @
5.1 Elements of an AP <:

5.1.1 Unique Identifier

A unique alphanumeric identifier
written on each page of an

LANL-ER-AP-X

2 aSsigned and

"ER" ideati e AP as one that applies to the ER Program;
entifies the document as an administrative procedure;
@ * "XX" represents the specific number assigned to the AP; and
* "RN" indicates the revision number of the AP. RO will always be assigned
to the first version.

5.1.2 Cover Page
The cover page contains the
* unique ID number and title of the AP,
» signature of a QA reviewer,
* signature of a functional reviewer,
* approval signature of the QPPL, and

* approval signature of the PM.
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The preparer formats the cover page to include the information described in
this section. A suggested cover page format is shown as Attachment A.

5.1.3 AP Table of Contents

The preparer ensures that a table of contents is included when procedures
are 10 or more pages. The table of contents follows the cover page.

5.1.4 AP Pagination @
The preparer @
« places the unique ID number and page numbergdy the L and
corner of each page as shown: < :
LANL-ER-AP-XX, RN
Page _ of __ @
» numbers attach es dpnsecttively,

t
ERAP-XX, RN

_of _
@ § numbers, formats and titles the AP sections, and includes the information in

each section, as described in Section 5.1.5 below.
5.1.5 Contents of an AP
The preparer includes the following information in the AP:
1.0 Purpose

The purpose statement of an AP is a brief description of the subject
matter and intent of the procedure.

2.0 Scope

The scope section of an AP states to whom and what the procedure
applies.
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3.0 Definitions

The definitions section defines terms that are unique to the processes
described in the procedure.

4.0 Responsibilities
This section identifies responsibilities associated with implemep#
the AP and briefly describes the task.
5.0 Procedure @
The procedure section states, in a step-bysgtep fag\o 0
perform the responsibilities outlined jp.Je¥Rn 4.
6.0 References

S

6.1 Require

idegiies Yhe requirements documents being

Thi ‘
il (Swecify the section of a requirements document

Al
i ocume

nts Cited

that are essential for the implementation of the AP.

@@ This section lists the documents that are cited in the AP and

5.2.

7.0 Records

The records section identifies the documentation generated as a
result of implementing a procedure.

8.0 Attachments

The attachment section lists forms and/or appendices that are part of
the procedure. '

Process for Preparing an AP
5.2.1 Identification of APs and AP Preparers
The PM implements the Program Management Plan and the quality

requirements by identifying which APs must be prepared, revised, or
deleted, and selects the preparers of APs.
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5.2.2 AP Preparation
The preparer of the AP
* secures copies of applicable requirement documents,

« prepares the AP (including revisions) as shown in section 5.1 of this
procedure,

* indicates revised portions of an AP by placing a vertical li jqe
affected text or by shading the text,

» marks the AP "DRAFT" when it is ready for fognal rev

» follows the guidance outlined in Secti %

5.3. Process for Reviewing
5.3.1 Overview of \Qevi Process

2 ldentification of AP Reviewers

The PM determines which organizations are affected by the AP and assigns
at least one QA reviewer from the QA organization, and one functional
reviewer from several organizations affected by AP and notifies the preparer
of these selections.

The PM ensures that master copies of the review documentation forms are
forwarded to the preparer, including

* Functional Review Check List (Attachment B) and
» QA Review Check List (Attachment C).

» Review Sheet (Attachment D).
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5.3.3 Distribution of Draft APs for Review

The preparer receives the names of functional and QA reviewers and master
copies of review documentation forms and completes

* Part | of the Functional Review Check List for distribution to
functional reviewer(s),

* Part | of the QA Review Check List for distributionto QA r
and

The preparer compiles the review packag

« Part | of the Review Sheet for distribution to QASaNd fun
he appropriate
epefer retains a copy of a

reviewers.
review forms and the AP marked "DR @ ’
review package and forwards ¢o |@> h¥ gnated reviewers.
5.3.4 Review of A ﬁ
The AP revi r rewew package as described in Section 5.3.3.

The revie AP and performs the functional or QA review by
co g onetl Review Check List or a QA Review Check List. The

e err y additional comments on the Review Sheet. Space is
. \Xa\ied op.the forms to indicate
© - the page and section number commented on and

* whether the comment is mandatory (M) or optional (O).

The reviewer writes mandatory or optional comments that
- clarify check list responses of "NO" and

- clearly state the necessity for incorporating mandatory
comments into the procedure (i.e., EPA/DOE Program
requirement, technical clarity.

The reviewer returns the completed forms on or before the due date.

If the reviewer is unable to complete the review in the time allowed, he
contacts the AP preparer to arrange an agreeable time. If unable to conduct
the review, indicate this on the review sheet and return the package to the
preparer.
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5.3.5 Resolution of Review Comments

The preparer receives the completed review documentation forms from
reviewers and resolves the comments. Space is provided on the Review
Sheet for the preparer to indicate acceptance (A) or rejection (R) of reviewer
comments and to propose resolutions. The preparer considers all optional
comments and may accept or reject the comments without further
documentation. The preparer and the reviewer must agree on the re

of mandatory comments. The preparer completes the Review Sh

« writing the reason for rejecting the comment on the re

» contacting the reviewer to describe the

olutiog {n Ing with
the reviewer to arrive at an accept I i

* indicating that mandatory n resolved by placing
an "X" in the box besi e one number (Part Il).

5.4 Process for AP A a
5.4.1 Fin

Th AP performs the following
ures that all AP pages are properly formatted and numbered,

* ensures that cover page and attachments are intact,

» marks the forms attached to the AP "Example, and compiles a set of
unmarked form masters,

» signs the cover page of the AP,

« obtains the signature of one QA reviewer and one functional
reviewer,

- compiles a review package to include the completed Review Check
Lists, Review Sheets, and the reviewed draft procedure, and

» forwards the signed AP, form masters, and review package to the
PM. ~
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5.4.2 Approval of AP
The PM

« receives the final version of the AP, the form masters, and AP review
package and

-approves the AP when assured that

- all applicable QA requirements have been address@
a

- reviewer comments have been adequately redgyed,

- the AP sulfficiently covers the subjee

The PM signs the AP and forwards) h &
The QPPL
* reviews t en that it adequately addresses QA

hiy XAditional comments with the PM,

- s the AP to indicate approval, and
« returns the approved AP to the PM.

.5 Distribution of APs

Q

The PM ensures that APs are distributed in accordance with the AP entitied
Il men repared for the ER _Program.

5.6 Revision of APs

The PM ensures that revisions of APs are prepared in accordance with Section 5.1
of this AP.

Interim Changes (i.e, changes that modify a small portion of text) are made in
accordance with the AP, Revision or Interim Change of ER Program Controlled
Documents.
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6.0 REFERENCES

6.1 Requirement Documents

Quality Program Plan (QPP), Section 6

6.2 Documents Cited

Revision or Interim Change of ER Program Controlled Docum
Distribution of Controlied Documents Prepared for ER gram

7.0 RECORDS v
The records generated and completed as a r i ting this procedure are the

review sheets documenting the resoluti ments and the approved AP.

8.0 ATTACHMENTS

Attachme
Attachm

. Afta C- ' ty Assurance Review Check List
E Review Sheet (2)
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Los Alamos National Laboratory No: LANL-ER-AP- Rev:
Environmental Restoration Program
Administrative Procedure

(Title)

Prepared by -

B I

Quality Review by

(Date)
Functional
Review
int Name) (Signature) (Date)
PM Approval
(Print Name) {Signature) (Date)
QPPL Approval
(Print Name) (Signature) {Date)

Effective Date
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LANL ER PROGRAM
AP FUNCTIONAL REVIEW CHECK LIST

Part | (Preparer Completes)
AP NO: Rev:

Title:

Part Il (Reviewer Completes) (Enter an "X" in the applicable s

1. lIs this AP applicable to the activity for which it was written? QOYES ()

Is this AP con@e Wiﬁ%r AP U\\—/-/ﬂ p O.(___ )YUNA
N

> 00w

Can this AP be implemented? (0] NO. ( ) ()NA

Does this AP provide stateme
that are unambiguous and tha

the procedure? ER N A W © Fm NO NO. ( ) QO NA

5. Does this AP provid g@ég Q%% NO.(___ ) ONA

- that are stated clea ’5-
' () YES () NO NO.(__) (UNA

6. (U YES ()NO NO. () QONA
7.

QO YES (ONO NO. ( ) QO NA
8. is AP minimize references to other procedures and

provide all instructional information to perform the activity? Q) YES (UNO NO. ( ) (U NA

9. Does this AP provide individual steps that are short and
concise as opposed to multisentence paragraphs? QO YES (UNO NO. ( ) QO NA

10. Are the revised portions of this AP indentified by a vertical
line (if applicable)? (JYES ()NO NO. ( ) () N/A

[ ] Completed an additional Review Sheet

Reviewed by (print name) ER Position Title (print)

Signature Date
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INTERIM PROCEDURE

LANL ER PROGRAM
QUALITY ASSURANCE REVIEW CHECKLIST

Part | (Preparer completes)

Procedure:

Title:

Rev:

Pant Il (Reviewer completes)

1. Does this procedure conform to the requirements of the

(Enter an "X" in the applicable sg
enter comment number from Re

procedure controlling its preparation and issue? YES () (U NA
2. Does this pm@e ha\% corrrmat Mzh pa@ - ) ) VA
3. Does this procedure have the correct revision status on g€
page? NO NO. ( ) Q) NA
4. Does this procedure referen
other procedures COEERLR F Q{@% NO NO. LN
i ¥ OBTAI —
UBRvYedSE  NO.(_ ) ONA
6.
() YES (UNO NO. ( ) QO NA
7. () YES (ONO NO. ( ) () NA
8. procedure implement the quality requirements for
which it was written? Q) YES (ONO NO. ( ) QO NA
9. Does this procedure list in the "References” section all the
documents referenced in the procedure? () YES ()NO NO. ( ) QO NA
10. Does this procedure list the QA documentation that
result from implementing the procedure? () YES (ONO NO. () UNA

[ ] Additional comments on Review Sheet.

Reviewed by (print name)

ER Position Title (print)

Signature Date
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Attachment D
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REVIEW SHEET

Page 1 of
Part | (To be filled out by ER Program Office) ) Date
Title ID No. Rev.
Reviewer's Name (print): MS:
Comments due by rifEomments to MS
(Date) D
r@estions to Phone
Part Il (Reviewer completes)
Signature:
Received On: (Date) Review Co@ On: (@e) Phone:
2 [ ] (Place an "X" in box if resolution of mandatory comments agreed to.)

"Location Reviewer's Comments/Suggestiorf$ Preparer's Proposed Revision/Resolution

No. | (Page, para- | [Mandatory (M) or Optional (O)] [Accept (A) or reject (R) Reviewer's comments/suggestions}
graph, line) A

MO
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os National Laboratory Environmental Restoration Program

Reviewer:

Title:

REVIEW SHEET
(Continued) Page of
o

=]
»]
=3

Preparer's Proposed Revision/Resolution

Location Reviewer's Comme
[Accept (A) or reject (R) Reviewer's comments/suggestions}

No. | (Page, para- | [Mandatory (M) or optional

graph, line)
M/Q AR
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Prepared by Larry M n OY;/W./ Moo noen 29
(Print Name) (Signatufre) (D

Quality Review by __ David Broxton & re]se Jez
(Print Name) (Date)

Functional &WL@‘

Review by /{ j0-29~92%

(Slgnature) \ (Date)

PM ro /%/W//U ‘ /-a-92
(Print Name) (Signature) (Date)

QPPL Approval Karen Warthen [eren R _laithors "/ 9—/ 92
(Print Name) (Signature) (Date)

Effective Date: __/ // / 0// 72
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Preparation, Review, and Approval of Standard Operating Procedures
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Preparation, Review, and Approval of Standard Operating Procedures

1.0 PURPOSE

The purpose of this administrative procedure (AP) is to describe how a Los Alamos
National Laboratory Environmental Restoration (ER) Program Standard Operatin
Procedure (SOP) is prepared, reviewed and approved.

NOTE: This is not a Health and Safety (H&S) Standard Operating Proc
defined in the LANL Health and Safety Manual (Administyggive Reég{
1-3). : l:

2.0 SCOPE v

This procedure applies to the preparation @@ personnel responsible

for preparing, reviewing, or approvin

3.0 DEFINITIONS ‘
3.1 LANLER @ing Procedures (SOP)

that describes operations, analyses, or actions that are
pted”as the usual method for performing certain routine or

ality Assurance (QA) Review

A QA review is an examination of an SOP to ensure that it is prepared in '
accordance with procedures that govern its preparation and to ensure that it
addresses all applicable QA requirements.

3.3 Technical Review

A technical review is an objective examination of an SOP by an individual who
has relevant and appropriate technical expertise applicable to the activity being
reviewed to evaluate the correctness and adequacy of methods or techniques
described.
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4.0 RESPONSIBILITIES

4.1 Programmatic Project Leaders (PPLs), Operable Unit Project Leaders
(OUPLs), and Technical Team Leaders (TTLS)

PPLs, OUPLs, and TTLs are responsible for

» identifying procedures for which SOPs are needed,

» ensuring the preparation of SOPs, and @@
+ identifying technical staff to prepare and reyjew S%
4.2 Preparers @&

The preparers of SOPs are responsi

. preparing SOPs in ce administrative procedure (AP),
. assigning tech qu reviewers; and
.e

. i oxa
4. (‘Igc:ﬂdl ator
P Coordinator is responsible for

. maintaining an SOP log indicating the status of SOPs in process and

i&g comments.

. assigning an SOP number to newly identified procedures.
4.4 Program Manager (PM)

The PM is responsible for approving SOPs for controlled distribution, and for
ensuring that

» SOPs receive QA and technical review,
» an SOP number and title log is maintained,
« masters of the forms for this AP are maintained, and

» master copies of current SOPs are maintained.
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4.5 Quality Program Project Leader (QPPL)

The QPPL is responsible for assisting in identifying QA reviewers for SOPs and
for approving SOPs.

4.6 Reviewer of SOPs
Technical and QA reviewers of SOPs are responsible for
« reviewing SOPs in accordance with this procedure an
« completing and returning review forms to the pre rint view
period specified. { :
4.7 Records Processing Facility (R @

Receives and maintains mas ster copies of all SOPs.

5.0 PROCEDURE @
5.1 Element@

1.1 entifier

ue alphanumeric identifier for each SOP must be assigned and
ritten on each page of an SOP. An example is described below:
LANL-ER-SOP-XX, RN
« "LANL" identifies the SOP as a Los Alamos National
Laboratory document, for use by LANL ER personnel and its

contractors;

- "ER" identifies it as an Environmental Restoration Program
SOP;

« "SOP" signifies the document as a Standard Operating
Procedure;

« "XX" is the specific number assigned to the SOP, and

« "RN" is the revision number of the SOP. RO will always be
assigned to the first version.
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5.1.2 Cover Page
The cover page contains the
« unique ID number and title of the SOP,

» signature of preparer,

« signature of a QA reviewer, @

- signature of technical reviewer(s), @

. approval signature of the QPPL, v

- approval signature of the P v

- effective date 0
The preparer fo(@@ daye to include the information described
in this section. sted dover page format is shown as Attachment

A.
@P e of Contents
preparer ensures that a table of contents is included as Page 1
f e SOP.
@ 5.1.4 SOP Pagination

The preparer

« places the unique ID number and page number in the upper
right-hand corner of each page as shown:

LANL-ER-SOP-XX, RN
Page __ of

and
» numbers attachment pages consecutively:

Attachment X
LANL-ER-SOP-XX, RN
Page __ of __

as shown in Attachment A.
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5.1.5 Contents of an SOP

The preparer ensures that, at a minimum, the following sections and
information are included in SOPs. If a section is not relevant, place "N/A"
under the heading.

1.0 PURPOSE

The purpose statement of an SOP is a brief descripti
or operation to be performed.

2.0 SCOPE

The scope section of an SOP in t karate elements
as described below.

2.1 Applicglt
Thi en\Xtates\the activity and ER Program personnel
t } e applies.

ining

the user(s) implement the procedure.

3.0 DEFINITIONS

Ss @ : his element identifies the scope of training required before

The section includes definitions of terms that are unique to the
SOP.

4.0 BACKGROUND AND/OR CAUTIONS

This section states cautions, conditions, general discussions,
safety concerns, or limitations associated with performing a
procedure or activity that are independent of the process.

5.0 EQUIPMENT

This section lists the equipment or supplies used to perform the
procedure. (If the equipment is listed on an attachment to the
SOP, indicate the attachment here.)
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6.0 PROCEDURE

This section is a set of step-by-step instructions on how to perform
activities or processes, including calibration of equipment, quality
control hold points, and acceptance criteria.

7.0 REFERENCES

This section lists the documents that are cited in the
are essential for conducting the activity or process

8.0 RECORDS

This section identifies the recorge il ated as a result
of implementing the procegure {!i’ % the LANL ER

Records Processing F

9.0 ATTAC
The gtta e lists forms and/or appendices that are part
5.2. S ration

entification of SOPs and SOP Preparers

he PPLs, OUPLs, and TTLs identify procedures for which SOPs must be
prepared, revised, or deleted, and designates the preparers of SOPs.
SOP preparers must be qualified in the subject matter by experience and
education.

5.2.2 SOP Preparation
The preparer of the SOP

- notifies SOP Coordinator of intent to prepare SOP and obtains
an SOP number,

» secures copies of applicable guidance and requirements
documents, if any,

- prepares the SOP (including revisions) as shown in section 5.1
of this procedure,
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indicates revised portions of an SOP (for purposes of review)
by placing a vertical line beside the affected text (other
methods of indicating revised text are also acceptable),

marks the SOP "DRAFT" when it is ready for formal review,
identifies appropriate technical and quality reviewers by

working with individual who assigned its preparation (Re
Section 5.3.1),

completes the review documentation, and
distributes copies of the draft SOP tw

5.3. Process for SOP Review

5.3.1 Overview of Revi

m d
2

ation of SOP Technical Reviewers

h& preparer coordinates with the PPL, OUPL, or TTL, if necessary, and
determines technical reviewers. Technical reviewers must have
education and experience in the subject matter.

The preparer completes the technical review documentation forms to
accompany draft SOPs by

completing Part | of the Technical Review Check List
(Attachment B) and

completing Part | of the Review Sheet (Attachment D).

These forms are maintained at the ER Program RPF.

5.3.3 Identification of QA Revi_ewers

The preparer works with the QPPL to identify at least one QA reviewer to
review the SOP and prepares the review documentation forms to
accompany the draft SOP by '
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- completing Part | of the QA Review Check List (Attachment C)
and

« completing Part | of a Review Sheet.
5.3.4 Distribution of Draft SOPs for Review

The preparer

» compiles review packages that include the appr@@

forms and the SOP marked "DRAFT,”

» prepares the transmittal correspon e th when the
comments are due, to whonmyQu&

To) addressed, and
where to return the comme '

=~as appropriate.

« distributes to t

N QA or technical review, whichever has been
dmieting a Technical Review Check List or a QA Review
e reviewer records any additional comments on the

5t. Space is provided on the forms to indicate

viegd S
+ the page and section number commented on and
« whether the comment is mandatory (M) or optional (O).
The reviewer writes mandatory or optional comments that
« clarify check list responses of "NO" and
- clearly state the necessity for incorporating mandatory
comments into the procedure (i.e., EPA/DOE Program
requirement, technical clarity).
The reviewer returns the completed forms on or before the due date.
If the reviewer is unable to complete the review in the time allowed, he
contacts the SOP preparer to arrange an agreeable time. If unable to

conduct the review, indicate this on the review sheet and return the
package to the preparer.
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5.3.6 Resolution of Review Comments

The preparer receives the completed review documentation forms from
reviewers and resolves the comments. Space is provided on the review
sheet for the preparer to indicate acceptance (A) or rejection (R) of
reviewer comments and to write resolutions. The preparer considers all
optional comments and may accept or reject the comments without
further documentation. The preparer and the reviewer must a

resolution of mandatory comments. If the preparer and revj r
unable to resolve comments, the Program Manager will he 0
the comments. The preparer completes the review et by
« writing the reason for rejecting the ment review
sheet,

« contacting the revi 2 he proposed resolution
and working wj rte=drrive at an acceptable
resolutio an ry\edmments, and

maadiatory comments have been resolved by
in the box beside the reviewer's phone number

4.1 Finalizing the SOP
The preparer of the SOP performs the following

- ensures that all SOP pages are properly formatted and
numbered,

« ensures that cover page and attachments are intact,

« marks the forms attached to the SOP "Example, Contact the
RPF for Master Forms”,

« compiles a set of unmarked form masters for the RPF to
maintain,

- signs the cover page of the SOP,

 obtains the signature of at least one QA reviewer and one
technical reviewer,
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- compiles a review package to include the completed review
check lists, review sheets, and draft procedure reviewed, and

- forwards the signed SOP, form masters, and review package to
the PM for approval.

5.4.2 Approval of SOP

The PM @
« receives the final version of the SOP, the f ma

SOP review package.

« ensures that review comme t resglMfon of comments

are compared against the fi
» contacts the py I ditional comments on the
procedure,
i le

NS p SOP approving the SOP for distribution
Yo) e e SOP form masters and SOP review back to
@ or QA verification.

h PL

-

« works with the preparer or PM, as appropriate, to resolve
any additional comments, and

- approves the SOP after ascertaining that all applicable
QA requirements have been addressed and forwards
total package to the RPF for distribution and/or
maintenance.

« notifies the SOP Coordinator that the procedure has
been completed.

5.5 Distribution of SOPs

The QPPL ensures that SOPs are distributed for use in accordance with the ER
Distribution of Controlied Documents AP (LANL-ER-AP-1.04).

5.6 Revision of SOPs
Revisions and interim changes (i.e., changes that modify a small portion of text)

are made in accordance with LANL-ER-AP-01.5, RO, Revision and Interim
Change of ER Program Controlled Documents.
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6.0 REFERENCES
6.1 Requirement Documents

LANL-ER-Quality Program Plan (current version) DOE Order 5700.6C, Quality
Assurance, 8/21/91

6.2 Cited Documents @
LANL-ER-AP-01.4, Distribution of Controlled Documents Pgapared
Program
LANL-ER-AP-01.5, Revision and Interim Change of Prog ntrolled
Documents
7.0 RECORDS
The records generated and com cudntingrthe implementation of this AP are
an approved SOP and the reyieX \he howing the resolution of mandatory ‘
comments.

8.0 ATTACH

ality Assurance Review Check List
Axachyent™ - Review Sheet
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Los Alamos National Laboratory
Environmental Restoration Program
Standard Operating Procedure

No: LANL-ER-SOP-

Rev:

(Title)

Prepared by:

Quality Review by:

Technigal
Revie

(Print Name) (Signature) (Date)
PM Approval:

(Print Name) (Signature) (Date)
QPPL Approval:

(Print Name) (Signature) (Date)

Effective Date:
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LANL ER PROGRAM
SOP TECHNICAL REVIEW CHECK LIST

Part |

Procedure: Rev:

Title:

Part Il (Reviewer Completes) (Enter an X" in the applicable S <

(if "No", enter comment No. from @

t
1. Isthe SOP applicable to the activity for which it was written? () YES (UNO
2. s the scope of training clearly specified? () YES (AN N QO NA
3. Are hazards associated with performing this SOP clearly

identified?
4. Isthis SOP technicilgrredx A

5. s this SOP written so a user with the app(g
training can properly implement it in g

@@\Q‘a‘ G
6. Does this SOP provide defipiti i"

special meaning for thi B\ @*ﬂ@u alémﬂ @ﬁ?ﬂ@@ NO. ( ) QN/A
7. Does this% lis &{6 ‘ : 57»«;#0%@ OBTAIN

proceciR WRINAL FOR YOURVYsg™— ™
8. i vierdiagrams of equipment as appropriate? () YES (YNO NO. ( ) (HNA

} P define the parameters to be recorded after
perfo the procedure? Q) YES (JNO NO. ( ) QONA

Y > NO. ( ) Q) N/A
o) ENO.( ) () N/A

YES ()NO NO.(___) NA
THE

10. Are calibration, quality control hold points, or data acceptance
criteria given? Q) YES ()NO NO. ( Yy () N/A

11. Is it clear what documentation will be produced as a result of
implementing the procedure? () YES ()NO NO. ( ) QO N/A

12. Does this SOP provide steps to perform for "troubleshooting”
and reducing errors? Q) YES (JNO NO. ( ) QO NA

13. Is this SOP consistent with current EPA/DOE regulations and
guidelines? () YES ()NO NO. ( ) QONA

[ ] Additional comments on Review Sheet.

Reviewed By (Print Name) Position Title (Print)
(ER Personnel use ER Position Title)

Signature Date

RP-1.02. A1
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‘ LANL ER PROGRAM
QUALITY ASSURANCE REVIEW CHECK LIST

Parti

Procedure: Rev:
Title:

Part Il (Reviewer Completes) (Enter an "X" in the applicable

(if "No", enter comment from R t)
1. Does this procedure conform to the requirements of the
procedure controlling its preparation and issue? Q) YE N N QO NA
()

2. Does this procedure have the correct format on each page? 0. ( ) Q) N/A

3. Does this procedurE/e the%ect rn stat
page?

4. Does this procedure reference paragrap@shgtis
other procedures correctly (i.e., elordQag
superseded procedures)? :

cL=1Ye) NO.(___ ) (ONA

\ E T “THEes no NO.(___) (UNA
SQGRAM OFFIGE
£557) TO OETAM ML oW

to control the aciw

6. Does ‘.-.‘G;-,. St d wh ced

i e .\m\% 2 - m @@@ W@ (_) %SE NO. ( ) (_) N/A
7. Do i cedure clearly define responsibilities? Q) YES ()NO NO. ( ) QO NA
8. Does this procedure implement the quality requirements for

which it was written? () YES ()NO NO. ( ) ONA
9. Are calibration or data acceptance criteria stated? ) YES ()NO NO. ( ) QONA
10. Does this procedure list, in the "References” section, all the

documents referenced in the procedure? () YES ()NO NO. ( ) QO N/A
11. Does this procedure list the records produced as a result of

implementing the procedure? QO YES ()NO NO. ( ) QO N/A

[ ] Additional comments on Review Sheet.

Reviewed By (Print Name) ER Position Title (Print)

Signature v Date

AP-1.02, AT
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Los Alamos Nationa ratory Environmental Restoration Program
VIEW SHEET
/) Page 1 of
<7,
Part | (To be filled out by ER Program Office) Date:

Title:

Reviewer's Name (Print):

Comments Due By:

{Date)

Part 1l (Reviewer completes)

Received On: (Date) Review Completed On: i'f y

[]

Location Reviewer's Comments/Suggestions © J0 PP Proposed Revision/Resolution
No. (Page, Para- | [Mandatory (M) or Optional (O)] 29 =] B ) })‘5‘:’;‘,.- Reject (R) Reviewer's Comments/Suggestions]
graph, Line) @) g ! AW
MO g AR
CICNE
G @
20 =] 9
E =
e=9
P 2, [n
i I
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Los Alamos Nationa ratory Environmental Restoration Program

VIEW SHEET

/;}mﬁnued) Page of
Title: 7 Reviewer:

A"
Location Reviewer's Comments/Suggestions _Prm Proposed Revision/Resolution
No. (Page, Para- | [Mandatory (M) or Optional (O)] [Ac (4) or Reject (R) Reviewer's Comments/Suggestions]
_graph, Line) 2 -
[Y1e) N :g
S
G\
[]:
©n
~ © =
M= @
SIS
Og
o
@
c %
29 =] =) /
s | MO
e=9
2 [
»
o [r{n]
@




Los Alamos National Laboratory No: LANL-ER-AP-01.3 Rev: 0
Environmental Restoration Program
Administrative Procedure

Review and Approval of Environmental Restoration Program
Plans and Reports

Prepared by: /‘ﬁren L Fostes Kersne K. 7@1}‘3’@ 2/
(Print Name) (Signature) (Da

Quality Review by: MiKe  Aay 3/¢ / ¢/
(Print Name) -~ tur (Date)

Functional
Review by:

T L owedt— 31471

(Signature) (Date)

PM A V oeer'/' W. Vockc_ PWA/VW—' 3//3/9/

(Print Name) (Signature) (Date)

QPPL Approval: Larry Maassen f?g/uu/ }MWA-&V, 3 /1 / / 7/
(Print Nafne) (Si'gnaturey (Date)

Effective Date: 3/ /9|
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1.0 PURPOSE
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3.3 Technical Review
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REVIEW AND APPROVAL OF ENVIRONMENTAL RESTORATION PROGRAM
PLANS AND REPORTS
1.0 PURPOSE
The purpose of this administrative procedure (AP) is to describe the process by which

Environmental Restoration (ER) Program Plans and Reports (hereatter referred to as
documents) are reviewed and approved.

2.0 SCOPE

This procedure applies to documents prepared for the ER Program and is le
preparers, internal reviewers, and the user of documents.

NOTE: Documents prepared for the ER Program are identifie the%odule of the
Laboratory's Resource Conservation and Recovery A 3 eduled for

submittal to the Environmenta! Protection Agency (EP
Documents for preparation are also identified j

(IWP).

3.0 DEFINITIONS ﬁ
3.1 Quality A @Review
A QA rev@ atton of a document to ensure that it addresses
applicyble \quak rements.
@h al Memo

t&¢hnical memo is a report or document that describes a major deviation that
ust be made from an approved RFI Work Plan based on the results of previous
work conducted.

~ with the permit.
dm Ynstallation Work Plan

3.3 Technical Review

A technical review is an objective examination of a document by an individual who
has relevant and appropriate technical expertise applicable to the activity being
reviewed to evaluate the correctness and adequacy of methods or techniques
described.

4.0 RESPONSIBILITIES
4.1 Preparer
Document preparers are responsible for scheduling formal internal reviews of draft

documents, ensuring that documents are delivered on schedule for review by
regulatory agencies, and for resolving comments.
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5.0
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4.2 Program Manager

The PM is responsible for working with preparers to designate document reviewers
within the Program and for verifying that documents receive internal and external
reviews.

4.3 Reviewers

Document reviewers are responsible for conducting reviews in accordance wih

this procedure and for returning review comments in the period of time s

PROCEDURE

5.1 Identification of Documents for Review
The documents identified to be reviewed include t limitdd to, the

Installation Work Plan (IWP), Solid Waste MU) Report,
RCRA ftacility investigation (RFI) work p g, Corrective Measure Study

(CMS) plans, CMS reports.

5.2 Schedulmg Docu

The PM and the ther to schedule a time to distribute documents

for internal ule is intended to help expedite the review process.
D

ocument Reviewers

with document preparer to designate appropriate internal reviewers.
are selected taking into account the contents of the document, the
h cal expertise required to provide an adequate review, and ER Personnel
hose work may be affected by the document. Multidisciplinary documents should
be reviewed in sections by individuals with the appropriate technical background.

The PM manager or preparer work with the designated reviewer(s) to ensure that
reviewers are available and are able to conduct the review in the time scheduled.

5.4 Preparing Documents for Review

A document is ready for a formal internal review once the document has been
edited and compiled.

The preparer ensures that the document is marked "Internal Review Draft". (Drafts
should be assigned a number (i.e., Draft 1, Draft 2, etc.) when the preparer
anticipates more than one internal review cycle.)
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The preparer distributes the draft document and includes instructions that

- identify the point of contact for questions,

» specify the date comments are due, and

» state where to return comments.
5.5 Conducting Internal Document Reviews
The reviewer writes comments on the draft document or may list comments
separate sheet of paper. Reviewers must provide explanations that cigsfidth
necessity for incorporating technical or administrative comments wh
comment identifies a critical error that would affect the quality ghend r j

corrected.

The reviewer mails comments so that they are r

5.6 Resolution of Internal Comm

The preparer considers all com ani| Wo ith the reviewer to arrive at an

acceptable resolution of all ¢ e If preparer and reviewer do not agree
mexs,

on the resolution of tech the PM is contacted to provide mediation
by working to res

\The PM determines if another subject matter

expert is ne 'v t a resolution.

The imfintakizéd by incorporating comments and compiling the completed
‘ d arer completes a Record of Comment Resolution (Attachment A)
b e following

» the preparer completes Part | of the form and mails the form and the final
version of the document to the reviewer;

- the reviewer signs Part Il of the form when assured that comments have
satisfactorily been resolved;

« the reviewer mails the signed form and document to the preparer; and

- the preparer ensures that the documentation showing resolution is
maintained.

5.7 Internal Approval of Plans and Reports

The preparer forwards the final version of the document and the completed Record
of Comment Resolution to the PM. Concurrence by the PM or designee to verify
the resolution of comments constitutes management approval of documents.

The PM or designee signs Part lll of the Record of Comment Resolution form to
indicate concurrence.
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The PM ensures that preparers forward the approved documents to external
agencies for final review and approval.
5.8 External Review of Plans and Reports
Documents must be reviewed and approved by the responsible external regulatory
agencies before implementation. The preparer submits documents for review to

the administrative authority (i.e., EPA or the State) and the DOE, as scheduled in
the HSWA permit (Section 6.1).

5.9 Resolution of External Comments @@

The preparer incorporates or resolves the comments receive me
reviewers and resubmits the document for approval.
e

The preparer ensures that a letter is received a t rifies the
approval of documents.

5.10 Submittal of Review D

cords documenting the review
cility in accordance with the AP entitled,
ent. Section 7.0 of this AP lists the

plans are implemented in the field, it is likely that deviations will be
céSsary. Minor deviations from Plans are to be described and documented in
nal reports.

Major deviations may be necessary based on the results of previous work
conducted in the field. In such cases, a technical memo (Section 3.2) must be
prepared and submitted to the administrative authorities and DOE for review and
approval. ,
REFERENCES
6.1 Requirement Documents

Hazardous Waste Permit issued to University of California which was effective on
May 23, 1990 by EPA, Region VI, to satisfy HSWA of 1984, Module of RCRA.

Environmental Restoration Program Installation Work Plan
6.2 Cited Documents

Procedure for LANL ER Records Management
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7.0 RECORDS
The record package generated to document the implementation of this procedure is
» completed Record of Comment Resolution,
« final document resulting from internal review,
» external review comments,
- |letters from external agencies approving documents, and
« the final document.
This package should be compiled as listed above and submittgd to tv ility.
Technical memos are to be submitted with the approprj cumenting

actual work conducted.
8.0 ATTACHMENTS @
Attachment A, Record of Comment olu
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Environmental Restoration Program
RECORD OF COMMENT RESOLUTION

Date
Part | (preparer completes)
*Document title
Docu prepafér _ A\ M4l M) [l
BB A e
Document reviewe )
riNt¥Rame)
OFFIGE
Date comn{@@l@ PERY A\ ® OBTAIN
@I\ R YoUuR USE

[Part Il (revie Vc”i m
@he incorporation and/or resolution of my technical/administrative

| S
conents oMmhe document identified above.

(Signature) (Date)

Return the signed form and attached document to the preparer.

Part Il (Program manager or designee concurrence)

(Signature) (Date)

*Attach the final version of the document reviewed to this form and forward to the
reviewer.




Los Alamos National Laboratory No: LANL-ER-AP-01.4 Rev: 0
Environmental Restoration Program
Administrative Procedure

Distribution of Controlled Documents Prepared for the
Environmental Restoration Program

Prepared by: /(a/rm L Frster KAM,Z

(Print Name) (Signature) (

3/7/ 7/

Quality Review by: _ A1/ e /\?Qy

(Print Name) 05 .4 atu : (Date)

Functional
Review by: ’
(Signature) (Date)

(Print Name) (Signature) (Date)

@@ﬁ@t W Vecke /?,//ofh/bé‘z’ 3//3/9/

QPPL Approval: _Layr., Mog csen M 3/2//7/
(Print Name) (Signature (Date)

Effective Date: _\3 /(s /9 /
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Distribution of Controlled Documents Prepared for the
Environmental Restoration Program

1.0 PURPOSE

The purpose of this administrative procedure (AP) is to describe the process for
identifying, distributing, and maintaining controlled documents prepared for the
Environmental Restoration (ER) Program.

and to the recipients of controlled documents.

3.0 DEFINITIONS @
3.1 Document Control
Document control is the Qrockog w by WA ER Program plan,
procedure, draw eviéyded, approved, and released for

ing, Qrr
guidance or detaj I
. @ ution

: ution is the process whereby certain instructions are
3t pecific personnel and whereby personnel are required to
dge their receipt.

2.0 SCOPE
This procedure is applicable to controlled documents for the ER Progexm, to
personnel responsible for identifying the recipients of controlles do%

.3 Controlled Working Copy

A controlled working copy is a controlled procedure that is duplicated,
assigned a limited effective date, and distributed to employees for use at
work sites.

3.4 Master List of Controlied Documents

The master list of controlled documents is a current record of procedures,
plans, drawings, reports, or instructions that have been issued through
controlled distribution or are maintained and retrievable.

3.5 Receipt Acknowledgment Form

A Receipt Acknowledgment Form is a record that accompanies
instructions issued by controlled distribution. The form is used to
enumerate package contents and to provide instructions including, the
time frame for completing instructions and acknowledging receipt of the
contents, and states where to return the signed form.
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RESPONSIBILITIES

4.1 Program Manager

The Program Manager (PM) identifies documents controlled by the ER
Program and has overall responsibility for the controlled distribution
process described herein.

4.2 Operable Unit Project Leaders

Operable unit project leaders (PLs) are responsible for identifying th@@

controlled documents essential to the performance of work asgignme
and the recipients of controlled documents.

4.3 Quality Program Project Leader
The quality program project leader (QF, e e for verifying

that this procedure is implemente

4.4 Technical Team LeagRrs
Technical team |gdgeLS responsible for identifying the
controlled : @ eNtlal to the performance of work assignments

and iden nts of the documents.

of Controlled Documents
h% uddian of controlled documents is responsible for the
- maintenance of the master list of controlled documents,
« distribution of controlled documents, and
. maintenance of records associated with the distribution process.
4.6 Recipient of Controlled Documents
Recipients of controlled documents are responsible for
- following instructions on receipt acknowledgment forms,
« maintaining the controlied documents they receive, and

« returning controlled documents when they leave the ER
Program or when their responsibilities change.
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5.0 PROCEDURE
The procedures stated in this section are essential to ensure that personnel
conducting ER work receive or have access to current versions of controlled
documents and to ensure that the PM reviews, approves, and releases
revisions to instructions.
5.1 Identification of Controlled Documents
The ER Program Office controls documents, including but not limited to,

the Installation Work Plan (IWP), Solid Waste Management Unit Rep
(SWMU), RCRA Facility Investigation (RF1) work plans, RFl Reports,

Corrective Measure Study plans (CMS), CMS reports, and i men
procedures such as, APs, Quality Procedures (QPs), ang tech I
standard operating procedures (SOPs).
r ed

The PM ﬁ
* ensures that a_ ma i Rf thillocuments identified for control is

prepared (
. de@ ients of the master list.

The PM determines which of these documents
through controlled distribution (Section

controlled documents

ntains the master list of controlled documents, which includes,
but is not limited to, the document's unique number (including
revision number, if applicable), title, and effective date; and

* prepares a letter to accompany the master list of controlied
documents to be reviewed and approved by the PM.

5.2 Determining Recipients of Controlled Documents

The PM ensures that the PLs have access to all controlled documents
related to their ER Program work assignments.

The PM, PL, or TTL determines other recipients of controlled documents
based on ER Program work assignments. At a minimum, supervisors of
personnel conducting ER work will receive or have access to controlled

documents applicable to an individual's ER work.

The PM, PL or TTL supplies the custodian of controlled documents with
the names and locations of personnel who are to receive working copies
of controlled documents.
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5.3 Distribution Process

ER Program controlled documents that are identified for distribution will
be contained in uniquely numbered and titled manuais (binders);
however, controlled working copies of individual procedures may be
issued separately to ER personnel when it is essential to have certain
procedures at the work site. The guidelines stated in Sections 5.3.1 and
5.3.2 must be followed.

5.3.1 Distribution of Controlled Documents

When the controlied document custodian receives the docqm@@

for distribution and the names of the recipients, the cu ian

» marks each page of the controllied docu t
"CONTROLLED" using indelible rgQigQR d nts
that are not marked in red arg to -@w N

information copies only) @
* assigns a uni q@ ‘i tiN&to manual(s);
tain

* prepares table of contents for each
magfalha documents contained within by
.@ if applicable, and title;
* pr3pares and maintains a distribution list to include
nual numbers, recipient(s) of numbered manual(s),
and the location (address) of recipient(s);
» completes Parts | and Il of the receipt acknowledgment

form shown in Attachment A (Definition 3.5);

- prepares a distribution cover letter for the PM's signature;

» distributes packages containing the cover letter, controlled
documents, and receipt acknowledgment form; and

» ensures that all receipt acknowledgment forms are
returned within the specified time.

5.3.2 Distribution of Working Copies

Working copies of controlied documents (i.e., instructions or
procedures) are distributed on a case-by-case basis. For
example, before conducting field sampling activities, procedures
to be used in the field are determined and working copies of the
applicable procedures are requested. The maximum effective
period may not exceed 90 working days.
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Short-term effective dates are assigned to working copies to
eliminate the need for retaining distribution documentation.
Documentation such as final reports, field forms, or
notebooks must identify the title and revision number of
procedures followed.

ER Program PLs or TTLs

- identify the tasks and work sites to which procedures and
other controlled documents must be provided;
» mark a current copy of the master list of control

at a

documents by highlighting the documentg nee
particular work site;

- indicate the recipient's name .@»
effective period of the w OR Nap
p
e t

e

« forward the reg h d document custodian.

t
\ IIe cument receives the request
8. ¥py(s) for distribution. The custodian

The custodian of {

rea\i ‘ kK as shown below:
CONTROLLED WORKING COPY
EFFECTIVE FROM TO
begin date end date
« fills in the effective period provided by the PL or TTL, and

» distributes the working copy without further documentation.

5.4 Receipt and Maintenance of Controlled Documents

The recipients of manuals follow the instructions specified on the receipt
acknowledgment form. The form must be signed and returned as
directed to verify that the controlled documents have been received and
that appropriate updates have been made.

Manuals must be maintained. Controlled documents or portions thereof
may not be removed from the manuals.

The recipients of controlled working copies are to dispose of (recycle) the
copies after the effective period has expired.
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5.5 Return of Controlied Documents

Controlled documents are to be returned to the custodian of controlled
documents when recipients are no longer conducting work for the ER
Program or when their responsibilities change.

5.6 Maintenance of Superseded Documents

The custodian of controlled documents maintains copies of superseded
documents. The custodian @

* marks the document
SUPERSEDED BY v
(Document No. and title) v

and,
» maintains a Table of tha} {sthe superseded document
and the documentte ing

5.7 Revision ocuments

The revisj documents are to be made in accordance with
the a oqer the development of the original document or are
ce with the AP, Revision and Interim Changes of ER
P omMtrolled Documents.
8

ubmittal of Distribution Documentation

The custodian of controlled documents ensures that the records listed in
Section 7.0 of the AP are submitted in accordance with the AP entitled
r ( .

REFERENCES

6.1 Requirement Documents

Quality Program Plan, Section 6.0 and 7.0
6.2 Cited Documents

Revision or Interim change of ER Program Controlled Documents.
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7.0 RECORDS

The records produced as a result of implementing this procedure are
« master list of controlled documents,

distribution list of manual recipients,

manual table of contents for each manual, and
signed receipt acknowledgment forms.

8.0 ATTACHMENTS

v&
©@@©
G
W
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ENVIRONMENTAL RESTORATION PROGRAM
RECEIPT ACKNOWLEDGMENT FORM

Distribution Date

Part I. Enclosures (completed by document custodian). List all documents included in this distribution

* Please return this form by

Part Il. Instructions (completed by documer\c a\). ANgddelete, or replace documents as described below:

@@

Part lll. Receipt Acknowledgment (completed by recipient)

| have received/revised Manual No. . lunderstand that | am
responsible for familiarizing myself with the document/manual contents and for
maintaining documents received.

Name (Print) Signature Date

*Return to: ER Controlied Document Custodian, MS K481




Environmental Restoration Program
INTERIM CHANGE NOTICE

EFFECTIVE DATE (Dist. date)__| = o _\ - ienno. 002 Page_1 of _ 1

Document No. _LANL-ER-AP-015 Rev. _0  Title Bevison or interim Change of ER Program.
—Controlled

Reason for Change

The procedure states that revised portions of documents will be indicated by shading the cha
text or drawing vertical lines by revised text. ER Program software does not have a text s
capability and it is not convenient to draw vertical lines. It is more reasonabie to state that
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incorporated in the document).

Page 4, Section 5.1, 2nd bullet.

Rewritte WS:
» changes made to text ar a lized while the revised document is in a
review cycle. @

and approval)

Change Tequested by ___ Karen Foster Z:i@mgjgzgi /52{312/
(Print) (Signature) (Date)
Technical Reviewer AA M/ B A rF
(Print) (Signature) (Date)
or
Functional Reviewer M ciel ng Devgurs, m&m/ /&[3?1
(Print) (Signature) (Date)
Program Manager /?M W %c/(L XM w V;‘/“' / 2‘/ 5/ 72/
Approval (Print) (Signature) (Date)
Quality Program
Project Lrggder Horen L Buto /{W»’L £ faile /2/6/9/
(QA review (Print) (Signature) " (Date) -




Los Alamos National Laboratory No: LANL-ER-AP-01.5
Environmental Restoration Program | INTERIM PROCEDURE

Administrative Procedure

Rev: 0

Revision or Interim Change of ER Program
Controlled Documents

Prepared by Raren & Zaxses /ﬁxu/m% Xabor

(Print Name) (Signature)

Quality Review by M A= /?4,, y L2
(Print Name) 4 (S«

Functional
Review by

(Signature)

(Da‘e) i

3/12/9/

(Pq ’
PM Apgr ot W Vocke Pttt thS—
(Print Name) (Signature)

QPPL Approval La rry Masssen 675/\44/ Masson

(Date)

3/2//9/

(Print Name) (Signatye)

Effective Date: 3 / 2le [ 9]

(Date)




INTERIM PROCEDURE LANL-ER-AP-01.5, RO
Page 1 of 8

TABLE OF CONTENTS

REVISION OR INTERIM CHANGES OF ER PROGRAM CONTROLLED
DOCUMENTS

1.0 PURPOSE
2.0 SCOPE

3.0 DEFINITIONS @
‘3. Document Control
. Controlled Distribution
Interim Change Notice
. Major Change
. Revision
4.0 RESPONSIBILITIES
4.1 ER Program Manager
4.2 ER Program Pers
4.3 Quality Prog ::: > de

0 wWwww
auprwid=

5.0 PROCEDU

s o) Revising Controlled Documents
r Revising Controlled Documents With An Interim Change

Distribution of Revisions and ICNs
6. EFERENCES

6.1  Requirement Documents
6.2 Documents Cited

7.0 RECORDS
8.0 ATTACHMENTS



INTERIM PROCEDURE LANL-ER-AP-01.5, RO
Page 2 of 8

Revision or Interim Change of ER Program Controlled Documents

1.0 PURPOSE

The purpose of this administrative procedure (AP) is to state the process by which the
documents controlled by the Environmental Restoration (ER) Program are revised,
reviewed, and approved.

NOTE: The ER Records Management procedure addresses the requirements for
submitting revised records.

2.0 SCOPE

This procedure applies to documents issued in accordance with the entitl
istributi repared for R Pr ang\ plicable to

preparers and recipients of documents.

3.0 DEFINITIONS @(@

3.1 Document Control

Document control is the wh y an ER Program plan, procedure,
drawing, or repo Q
instruction

\ roved, and released for guidance or detailed

oll ribution

istribution is a process whereby instructions are issued to specific
and whereby personnel are required to acknowiedge their receipt.

.3 Interim Change Notice
An Interim Change Notice (ICN) is a form used to document a major change to a
portion of a controlled document and that is distributed through controlled
distribution to personnel in possession of the original document.
3.4 Major Change

A major change is the addition or deletion of information that modifies the intent of
a document or that changes the responsibilities of ER personnel.

3.5 Revision

A revision is an extensive rewrite of a document whereby the document receives a
new revision number.
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4.0 RESPONSIBILITIES
4.1 ER Program Manager

The ER Program Manager (PM) is responsible for ensuring that changes to
controlled documents are made in accordance with this procedure.

4.2 ER Program Personnel

The preparers, recipients, and users of controlied documents are responsible
initiating changes to documents.

4.3 AQuality Program Project Leader
The quality program project leader (QPPL) is responsiblg for \m is
is i

procedure adequately addresses quality requirements nted.

5.0 PROCEDURE

A major change (Section 3.4) constitute pcfhtrolied document.

Documents are revised to reflect cu hnoldQy administrative directives, to

update personnel responsibiliti@ef cevhaterial, and to correct instructions that
c

-

result in numerous deviatigps.

Minor changes in s typographical errors, sentence structure, or
punctuation, do Nitnie’ g revision to a controlled document.

controlled documents in the performance of work assignments
t changes to controlled documents by one of the two methods described

.1 Process for Revising Controlled Documents

ER personnel contact the preparer of a controlied document when extensive or
numerous changes to a document are necessary. (The PM is contacted if the
preparer is no longer assigned to the ER Program or if the preparer's
responsibilities have changed.)

The preparer updates the controlled documents in accordance with the written
instructions or requirements that governed the development of the original

document. (Section 6.2)* . The preparer ensures that

« each iteration of a controlled document has a revision number, .

* The documents listed in Section 6.2 represent the guidance that governed the
preparation/review of the original document.
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« revised portions of a document are indicated by shading the text or placing
a vertical line by the affected text, and

« the revised document contains a statement identifying the superseded
version if the title and number have been changed.

The PM ensures that revised documents are reviewed and approved in

accordance with the instructions and requirements that governed the development
of the original document. ( Section 6.2).

5.2 Process for Revising Controlled Documents With An Interj
Change Notice

ER Personnel execute revisions that affect limited portions of trolle ents

by preparing an ICN (Attachment A). The individual reguesting\{Ne ¢

completes the form by providing the

» document number,;

» document title; @©
« reason for changgsa ,
iptiof o= which is to include the page, paragraph, and

< @ new text to be added; and/or text to be removed.

The and dates the ICN.
\i er ensures that the ICN is reviewed and approved in accordance with
e\g\idAnce that directed the review of the original controlled document. (Section

2).”[ER controlled documents receive technical or functional (administrative)
eviews, which ever is appropriate, and QA reviews.]

The preparer obtains the signatures of the reviewers on the ICN to indicate that the
ICN is agreed upon.

The preparer forwards the ICN and review documentation to the PM.

The PM approves the INC or contacts the preparer to resolve additional comments.
The PM signs the ICN when the additional comments are satisfied and forwards it
to the QPPL.

The QPPL signs the ICN to indicate that the quality requirements were addressed
and returns the ICN to the PM.

The PM ensures that an ICN number log (Attachment B) is maintained.
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The ICN Number Log is used to document the
« unique ICN number,
« title and number of document being revised,
* ICN review date,
* ICN approval date,
« ICN effective date, and

« date ICN was superseded or withdrawn.

The PM ensures that ; : .
« ICNs are assigned a unique number an %

« recipients of ICNs are instructe in front of the updated
document, and to place a C t beside the affected text,
which refers readers N,

* records listed in his AP are submitted in accordance with the
M

hat ICN and revisions are released for distribution in accordance
ocadure for distributing ER controlled documents (Section 6.2).

EPERENCES
6.1 Requirement Documents
» Quality Program Plan, Section 7.
6.2 Documents Cited

« Hazardous Waste Permit issued to University of California which was
effective on May 23, 1990 by EPA, Region VI, to satisfy HSWA of 1984,
Module of RCRA.

« Distribution of Controlled Documents Prepared for the ER Program

« Preparation, Review, and Approval of Administrative Procedures

« Preparation, Review, and Approval of Standard Operating Procedures

« Procedure for LANL ER Records Management



INTERIM PROCEDURE LANL-ER-AP-01.5, RO
Page 6 of 8

7.0 RECORDS

The records generated documenting the implementation of this procedure are

* revised controlied documents and
» approved ICN, and

8.0 ATTACHMENTS

Attachment A- Interim Change Notice

Atachmont B 10N Nusibar o0 @©
WS

S

@@
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Environmental Restoration Program
INTERIM CHANGE NOTICE
EFFECTIVE DATE (Dist. date) ICN NO. Page of
Document No. Rev. Title

Reason for Change

Description of Change (Specify page, paragraph, and/or sqgiC
incorporated in the document).

—

Change requested by

(Print) . (Signature) (Date)
Technical Reviewer
(Print) (Signature) (Date)
or
Functional Reviewer
(Print) (Signature) {Date)
Program Manager '
Approval (Print) (Signature) (Date)
Quality Program
Project Leader
(QA review (Print) (Signature) (Date)
and approval)
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U]
\ @)
7\ LR ==g

¢, 2k
e b

)

[Dl_‘ 0 4N ©
= S
= > (2
L
\_J
UL

=p '

%

4
N

X




Los Alamos National Laboratory No: LANL-ER-AP-01.6 Rev: 0
Environmental Restoration Program
Administrative Procedure

APPROVAL PROCESS FOR EXTERNAL PROCEDURES
USED IN THE ENVIRONMENTAL RESTORATION PROGRAM

Prepared by A.E- NoRRIS on ) e 30
(Print Name) (Signature) (D

T \TM’\/ /943 |

(Date)

Quality Review by Larry Maassen
(Print Narhe)

Functional /
Review by - gAY £ Jm.-/ 73
ikt Na (;Sy/nature) (Date)

PM Appr ﬁoéuﬂ‘ W UVocke %fé/meA 7-7-73

(Print Name) (Signature) (Date)
QPPL Approval A.E. NorR!S A ' Jrey 7, 1993
(Print Name) (Signature) (Date)
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APPROVAL PROCESS FOR EXTERNAL PROCEDURES
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APPROVAL PROCESS FOR EXTERNAL PROCEDURES
USED IN THE ENVIRONMENTAL RESTORATION PROGRAM

1.0 PURPOSE

The purpose of this procedure is to describe the method used to review and approve
existing procedures for use in Los Alamos National Laboratory (Laboratory) work

administered by the Laboratory's Environmental Restoration (ER) Program.
2.0 SCOPE

This procedure is applicable to all contractors and Laboratory organizati that
performing work for the Laboratory's ER Program and to those w ana i rk.

3.0 DEFINITIONS
3.1 Contractor

or work under a contract
d cyractors are selected through the
ir Laboratory contracts require that they

A contractor is a private compan
awarded by the Laboratory.
Laboratory procurem

federal, state uirements. They are expected to follow

standardegrotegsio pices that are documented in written procedures, as
app i
3. presentative

R Representative is a University of California/Los Alamos National
Laboratory employee who is working on the ER Program; he or she might be an
operable unit project leader, technical team leader, or other qualified person.

3.3 Laboratory Organization

A Laboratory organization is any Laboratory subdivision other than the ER
Program that performs work at the Laboratory.

3.4 Proprietary Information

Proprietary information in a procedure describes processes or equipment
developed by a contractor that is not in the public domain and that the
contractor does not intend to make available.
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4.0 RESPONSIBILITIES

5.0

4.1 ER Representative

The ER Representative is responsible for identifying existing procedures that
can be used for ER work and for ensuring that procedures not previously
approved for use by the ER Program are reviewed and approved in accordance
with this administrative procedure.

4.2 Manager of Field Work

It is the responsibility of the manager of the ER field work to ensur t wo
using the procedure are properly trained and that documerfigy ning
is sent to the Records Processing Facility, MS M707, S

PROCEDURE

5.1 Identification of Ap

prE, from Laboratory organizations, or from sources such as
nergy facilities.

se auditors may require access to the procedures to verify that they are

data bearjng £
comefrol o
e .
r s provided by contractors should not contain proprietary information,
g

implemented appropriately.

5.2 Review of Applicable Procedures

The ER Representative shall review the procedure or arrange to have an
appropriate Laboratory person review the procedure for its adequacy to meet
ER technical standards. The Technical Review Check List, Attachment B, will
be used. If the procedure is adequate, the reviewer must complete the approval
form, Attachment C.

5.3 Records

After the procedure has been accepted, the reviewer must send all records—
including the procedure, the Technical Review Check List (Attachment B), and
the Approval Form (Attachment C)—to the ER Records Processing Facility in
accordance with LANL-ER-AP-02.1, Procedure for LANL ER Records
Management.
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REFERENCES

6.1 Requirement Documents

Quality Program Plan, Section 6

6.2 Documents Cited

LANL-ER-AP-02.1, Procedure for LANL ER Records Management
RECORDS @
S

it is the responsibility of the ER Representative to ensure thgh all re

generated as a result of this procedure are submitted e\tigcord ssing
Facility. These records include, but are not limited t

Records of Appropriate Training in the U A ative Procedure
Copy of Procedure

Technical Review Check List

Approval Form for External e

Procedure Training Dgeue he

ATTACHME

Atta ropddure Training Documentation Sheet
: ical Review Check List
Approval Form for External Procedure
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Los Alamos National Laboratory Environmental Restoration Program
PROCEDURE TRAINING DOCUMENTATION SHEET

Procedure Title

Identifier and Revision Number

L

| Date

i
Source \
| have read and do understand the procedure, and | agree to follow thg siRg md|

’ while | am performing the type of operations it describes.
i

Name (printed) Name (sugned) 12 -'-J]’ rgamza ion

\\)

-
.

2.
3.
4.
5.
6.
7.
8.
9.

-—d
o

—bh
-—dh
.

-t
n

-t
w

-
>
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Los Alamos National Laboratory Environmental Restoration Program
TECHNICAL REVIEW CHECK LIST

Part |

Procedure Title

Identifier and Revision Number

Date

Source

Part Il (Reviewer Completes)

1. Is this procedure technically correct? ES (ONO (UNA

2. Is this procedure written so a user with the
and training can properly implement it i (OYES (OUNO (QNA

3. Does this procedure list all equs perform the

procedure? (QOYES (OUNO (QNA
4, vide di f equipment as appropriate? (UOYES (OUNO (NA
5. e parameters to be recorded after
dure” (JYES (U)NO (U NA
6 uality control hold points, or data acceptance

(QYES (OJNO (NA -

7. ls it clear what documentation will be produced as a resutt of
implementing the procedure? (QYES (ONO (NA

8. Is this procedure consistent with current EPA/DOE regulations and
guidelines? (QYES (OUNO ()NA

Part lil (Comments)

Reviewed By (Print Name) Position Title (Print)
(ER Personnel use ER Position Title)

AP 1.8, HO
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Los Alamos National Laboratory Environmental Restoration Program
APPROVAL FORM FOR EXTERNAL PROCEDURE

Procedure Titie

Identifier and Revision Number

Date

Source

<X

AN
A technical review of this proglaeng '\ ted, and it is approved for use in the Los
Alamos National Labor; : =% | Restoration Program.

Copies of giye ethtbd through the use of this procedure shall be transmitted to the

Envi@ rogram's Records Processing Facility, MS M707.

Technical Reviewer
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(Print Name) i (Signature) y (
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Functional .
Review by - JMQW %‘M«%@&V&r 3 Wardh 41—
(Signature), (Date)

PM App %lw‘ W Voelee %MA/%/W—" VA P

(Print Name) (Signature) (Date)
QPPL Approval Karen 2 [ogridin [Serend lcptle, 5 / 9/
(Print Name) (Signature) (Date)
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PROCEDURE FOR LANL ER RECORDS MANAGEMENT

1.0 PURPOSE

The purpose of this administrative procedure (AP) is to describe the methods by which
Environmental Restoration (ER) Program (hereafter called Program) records (including
technical data) are identified, transmitted, and processed.

2.0 SCOPE @
This AP applies to all personnel conducting work for the ER Programq::cludi act

and subcontract employees) and to Program records as defineq™gerein

3.0 DEFINITIONS
3.1 ER Program Records

ER Program records, regardles icaNf&Arm” are programmatic records or
reference records .(as defi ) are essential or required for the
continued functioning ts Of the ER Program or that contribute to the
logic for reachjng E Information may be identified as a Program record
at the discr R participants (normally the originator), even if it is not

specific ="record in Program procedures, plans, or other guidance.
| cord" in this procedure refer to an ER Program record unless

BV

{e ise.
3.1.1 Programmatic Records

Programmatic records, regardless of physical form, are records specifically
identified in Program quality procedures (QPs), administrative procedures
(APs), standard operating procedures (SOPs), ER plans (e.g. work plans and
sampling plans), management guidance documents, or records that are
generated in the routine conduct of Program activities.

3.1.2 Reference Records

Reference records, regardless of physical form, are records that have been
published or widely disseminated or that can be readily duplicated from
publishers, professional organizations, libraries, vendors, or other similar
sources. Generally, these can be referenced by identifying criteria assigned
by the originator (e.g. No., Vol., ISBN, Serial No., LA-UR, etc.). They are
compiled as a resource for conducting Program activities and to make
citations available Program-wide.
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3.2 Record Package

A record package is a collection of two or more completed records that support
one topic (e.g., audit files, major procurement files, design drawing package, etc.).

3.3 Machine-Readable Records

Machine-readable records are those on various media (e.g., magnetic tape)
diskette, optical disk, etc.) that are only readable by use of equipme
are not directly human-readable. Legal acceptance, regulatory ggquire :
certain industry standards of machine-readable records are not Il esta d nor
widely accepted and, in many aspects, are still being de d an ted.

©

indexing, copying, retainin tin ccessing, and, as needed, returning
n, correcting processed records, handling

3.5 ssing Facility |
T rd¥ Processing Facility (RPF) is where all ER records are received and

r ssed.

3.4 Records Processing

3.6 Facility for Information Management, Analysis, and Display

The Facility for Information Management, Analysis, and Display (FIMAD) is the
Program's central computing support facility at which machine-readable
information is managed.

4.0 RESPONSIBILITIES
4.1 ER Program Manager

The ER Program Manager has overall responsibility for the ER records mahagement
system.
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4.2 Project Leader for Recordé Management

The Project Leader for Records Management is responsible for developing and
implementing the ER Records Management Program Plan, the Program’s records
management procedure, internal procedures relevant to RPF activities, and the
conduct of daily RPF operations.

4.3 Project Leader for FIMAD

The Project Leader for FIMAD is responsible for developing and imp
procedures relevant to FIMAD activities and the conduct of dail

operations. < /:

4.4 Quality Program Project Leader v

The Quality Program Project Leader app @ signature if it meets

quality program requirements.
4.5 Operable Unit Proje
er (OUPL) has overall responsibility for ensuring

f ER records resulting from Program activities

ir authority.

Each Operabl
the trans
condyc

c Originator
originator of a record is responsible for
o identifying records (Sec. 5.1.1);
o reviewing records (Sec. 5.1.2);
o transmitting records to the RPF (Sec. 5.1.3); and, if required, performing

o other records actions (Sec. 5.1.4).

4.7 RPF Records Processor .

The RPF Records Processor is responsible for operating the RPF and processing
records (Sec. 5.2).
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5.0 PROCEDURES
5.1 Procedures to be followed by the Record Originator
5.1.1 ldentification of ER Records

The originator identifies information as an ER Program record (Sec. 3.1).

5.1.2 Review of ER Records

The originator must review each Program record before transmy it
RPF to ensure that
o the record is legible, and
: s, enclosures,

o the record is complete (i.e., applic
and authorizations are incl

AN
@

When complete, it must be sent to the RPF in a timely

maRndrfto e Bbtection. The transmittal can be accomplished by
{a,1s,\Y g the RPF (Mailstop M707) on the regular distribution of
%rds. Indexing the record by use of an ER Record Index Form
.

ment A) and Attachment Sheet (Attachment B) is performed at the
unless the originator prefers to do it. The appropriate forms and
assistance are available at the RPF. '

[Note: Originators of ER records may be required to transmit records
through an OUPL. This requirement upon originators of Program records is
at the discretion of the OUPL responsible for the respective work].

Transmittal of a Record Package

Individual elements of a record package must be easily distinguished from
one another (e.g., sequentially numbered pages; other materials, such as
photos, maps, and floppy disks, should be individually labeled and clearly
identified). Record packages must include a listing of the following
information for each record in the record package:

o Date (date of the record)

o Record Type li.e., memo, report, photo, map, etc.)
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o Title/Subject (topic addressed by the record)
o Symbol (organizational symbol; e.g., EM-13:92-63; this is optional)

o Page Count {number of pages in record or items; e.g., number of
photos).

5.1.4 Other ER Records Actions (As Needed)

Records Returned to Originator

Originators must correct records that have been rgt rative
corrections. An ER Record Return Form (Attach at the RPF
is attached to returned records specifying j j of the

originator.

completing apZERRN rection Form (Attachment D) available from the
RPF. Prayiogs nke\ded records that require extensive corrections or
revisi od etransmitted as a new ER Record. Space is provided on

tRA\f tofthdi&STe the record being superseded. The RPF can assist the
th this information.
ansmittal of Machine-Readable Records

Records produced by the originator on machine-readable media, must be
transmitted in the following manner:

o Transfer files directly into FIMAD, whenever possible, and provide a
hard copy (i.e., human-readable form) to the RPF.

o Records transmitted to the RPF on various machine-readable media
must also include a hard copy of the record. The machine-readable
version will be immediately forwarded to FIMAD. The hard-copy
will be used to verify file content and format in coordination with
FIMAD and to ameliorate unresolved issues in legality and industry
standards for machine-readable records.

Transmit machine-readable records in accordance with "Preliminary FIMAD
Guidelines for Information Transfer" (Attachment E). The originator of
machine-readable records should contact the Project Leader for Records
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Management or the Project Leader for FIMAD for assistance, if needed.

Retrieval of Records

RPF personnel will retrieve records at the RPF upon request. Periodically, a
records list is sent to each originator of ER records to provide an opportunity
for records originators to ascertain the RPF receipt of their records
transmittals. This list can also be used to identify specific records by ER
Record Identification Number for retrieval purposes. Records are not
removed from the RPF. Records may be copied by users (or FA t

them) if a copy is needed outside the RPF. Under extenuating
circumstances, records may be taken from the RPF wit

pro
Project Leader for Records Management. Working copie¥ &f Pro
records will eventually be retrievable at local wor@ gh the

FIMAD network. @
Procedures to be followed by bcessor
5.2.1 Reviewing ER Becr{s AXt\r TraAsmittal

The RPF Rec C spects records for

attachments or enclosures, if applicable);

<3 Iegi?i
@o pleteness (i.e., proper authorization and inclusion of all

o damage; and,
0 page count.

After acceptance of the record, the records processor date-stamps the
record and initials the stamp mark.

5.2.2 Indexing ER Records

Completion of an ER Record Index Form

A record indexing system specific to the ER Program is followed. An ER
Record Index Form (Attachment A) is completed for each record received to
allow automated record searches and retrievals by use of a computerized
relational data base. If additional space is required for indexing, an ER
Record Index Form Attachment Sheet (Attachment B) is also used. The
index system utilizes approximately 40 fields and over 300 "keywords"
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derived with input from Operable Unit Project Leaders. The index form and
attachment sheet are viable working elements of the records indexing
system and are modified as necessary with a revision date noted on the
footer of each form.

Assignment of ER Record Identification Numbers

The RPF assigns a numerical identifier (ER Record ldentification Number)
permanently unigue to each record. ER record numbers are assigned ip
simple sequence with a bar code label affixed to the space indica
record index form. After records are indexed they are prepare
rubber bands, and "dog ears" are removed) for copying.

5.2.3 Copying ER Records

Copying, as used in this procedure, i
same media or conversion of recoid

Micrographics «

The capture o icrofilm by rotary camera, as applicable, is to
- (Y P 0

0p iazo duplicate) at the RPF. The original silver-

a protected dual storage facility and the records

£d to the RPF are forwarded to CRM Division for
xir’léng-term storage and/or disposition. Microfilming is conducted
ing to the pertinent internal procedure at the RPF implemented

sistent with industry-wide standards and practices. Records not suitable
for rotary camera (e.g., large documents, field books, etc.) are to be
captured on aperture cards or filmed as source documents on planetary
cameras, or other suitable equipment, by the Laboratory's in-house graphics
services.

Digital Images

Most records will be scanned at the RPF in coordination with FIMAD to
make them available as digitized images through the work stations. This
will allow handling of paper records at one location. The capture will be
directly into the FIMAD network or onto magnetic tapes or optical disk for
transport to FIMAD for Program-wide access. '

5.2.4 Retaining ER Records

Records will be retained consistent with a records retention schedule to be
developed in coordination with CRM Division for ER Program records. The
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schedule will specify the records retention required to meet or exceed
regulatory guidelines, Laboratory policy, and management guidance
documents. Until this schedule is finalized and approved, all ER records are
considered to be permanent.

5.2.5 Protecting ER Records

Records are protected by storage in two separated areas for dual storage.
Dual storage minimizes the risk of losing records from damage or @
c -

destruction. The RPF Records Processor sees that records are

o temporarily storing original transmittals in 1-hr ted fi
cabinets until copied and sent to dual stogage,

and
o orga
Refer c c. 3.1.2) are not unique one-of-a-kind records and ,
t , not warrant protection in fire-proof files. Unpublished drafts,
e "attachments" in the Policy for Publications and Presentations

c. 6.2), are programmatic records and are subject to protection; only
final published version is categorized as a reference record.

5.2.6 Accessing ER Records

Access to ER Records through the RPF

Access to Program records at the RPF is supervised by personnel specified
on an access list posted at the RPF. Controlled access is maintained by use
of a key-control box to protect records. An out-card system or sign-out log
(as applicable) is used when Program records are removed from the files and
records are refiled by RPF personnel only.

Access to ER Records through the FIMAD

The FIMAD will provide rapid dissemination and access to Program records
through a network of computer work stations. The RPF coordinates with
FIMAD to perform scanning activities for digitizing records to allow full text
retrieval of documents through the FIMAD network.
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Public Access to ER Records

Program records at the RPF are currently accessible to the public through
coordination with the Environmental Restoration Community Relations
Reading Room and the Project Leader for Community Relations. A work
station on the FIMAD network and the necessary data links are to be
located at the Community Relations Reading Room for public access to
Program records.

5.2.7 Other ER Records Actions (As Needed) @@

Return of Transmittals to the Originator ; g
if record transmittals do not comply with th€ e irements (Sec.
5.1), records are returned to the origi : wW e reason specified

on the ER Record Return Form (At e RPF staff will work
with originators to find satis

dmpleting a Record Correction Form (Attachment D). Previously processed
records requiring extensive corrections or revisions should be retransmitted
as a new ER Record. Space is provided on the form to indicate the record
being superseded. RPF assistance will be provided upon the originator's
request.

Handlina of Machine-Readable Records

Machine-readable records transmitted to the RPF are processed in the
following manner:

o Records transmitted to the RPF on machine-readable media are to
be immediately forwarded to FIMAD. '

o The accompanying hard copy required from the originator is to be
processed as a normal paper record (Sec. 5.2).
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o The hard-copy will be used in coordination with FIMAD to verify
file content and format and to ameliorate unresolved issues of

legality and industry standards for machine-readable records.

The RPF records processor should contact the Project Leader for Records
Management or the Project Leader for FIMAD for assistance, if needed.

Retrieval of Records

RPF records processors retrieve records upon request based on i
provided by the requester. The periodic records listing sent to

originator of ER records can be used to identify specific gqcords
Record Identification Number for retrieval purposes, Rec

removed from the RPF. The requester may either y re
them FAXed if a copy is needed away fro extenuating
circumstances records may be removgaJr P ith approval of the

Project Leader for Records Man
REFERENCES @ 3;
Requi ( h en

r ts
\@n for Environmental Restoration, 1991, Los Alamos National
No. LA-UR-91-3310.

@
tyMProgram Plan for Environmental Restoration (LANL-ER-QPP,R0), June 25,

, Sec. No. 6 and Sec. No. 17.,Los Alamos National Laboratory.

6.2 Documents Cited

LANL-ER-AP-03.1, Environmental Restoration Policy for Publications and
Presentations

RECORDS

0
0
0
(o)
0

ER Record Index Form

ER Record Index Form Attachment Sheet

ER Record Return Form

ER Record Correction Form

List of personnel authorized to oversee access to RPF files
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8.0 ATTACHMENTS

Attachment A: ER Record Index Form

Attachment B: ER Record Index Form Attachment Sheet

Attachment C: ER Record Return Form

Attachment D: ER Record Correction Form

Attachment E: Preliminary FIMAD Guidelines for Information Transfer
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| | LOS ALAMOS

AFFIX BAR CODE LABEL WITH ER 1.D. NUMBER HERE
LOS ALAMOS NATIONAL LABORATORY

’ ENVIRONMENTAL RESTORATION
Record Processing Facility
ER Record Index Form

DATE RECEIVED: PROCESSOR: (Side 1 of 2)

Part I: Complete all fields; indicate NA (Not Applicable) if appropriate. Please write legibly.
DOCUMENT TO: DOCUMENT DATE:
ORIGINATOR NAME: ORGANIZATION:

P N
SYMBOL.: PAGE COUNT: (6) \

SUBJECT/TITLE:

RECORD TYPE (Circle relevant type):

Analytical Data Figure Memo Telephone Record
Chain-of-Custody Form Microform Transcription )
Computer Output Interview Notebook Video

Contract Letter Personal Not Work Plan

Drawing Logbook Photo Other

FAX Map

RECORD CATEGORY: RECORD PACKAGE #

art 1l: Complete all fields; indj
Form Attachment Sheet if {ekd

icable) if appropriate. Please write legibly. Use ER Record Index

TECH AREASH) MU NO(S) ADS NO(S) STRUCTURE NO(S)

UST RELEVANT TECRA > " LIST RELEVANT SWMUI(S) HERE. UST RELEVANT ADS NO(S)} HERE. LIST RELEVANT STRUCTURE NO(S) HERE.

Part lll: Complete all fields; indicate NA (Not Applicable) if appropriate. Please write legibly. Use ER Record
Index Form Attachment Sheet if needed.

WBS NO(S) DOCUMENT TO ORIGINATOR NAMES
UST RELEVANT WBS NOIS) HERE. UST MULTIPLE RECIPIENTS HERE. LIST MULTIPLE ORIGINATORS HERE.
CORRECTION Y/N: SUPERCEDES #: SUPERCEDED BY #:

CORRECTION DESCRIPTION:
RE™ .ACE: ‘ DELETE: ADD: REVISE:
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Part IV: KEYWORDS; Circle re/evant KEYWORDS from the list below.
MISCELLANEQUS (Please write legibly):

ER Record Index Form
{Side 2 of 2)

ndon
veground Tank
““Accelerator
Access
Accident
Accumulation
Acid
Administrative
ADS (Activity Data Sheet)
AEC (Atomic Energy
Commission)

Air
Alpha
Americium
Analysis
Anaiytical
AOC (Area of Concern)
Approval
Aquifer
ARAR {Applicable, Relevant, o1

Controlled Distribution
Correspondence
Cost

Data

Debris

Decision Analysis
Decommission
Decontamination

Deficiency

Deliverables

Demolition

Detection

Detonation

Development

Disposal

Documentation

DOE (Department of Energy)
DQO (Data Quality Objectives)
Draft

Appropriate Requirements) Drainage

Archeology Drainline

Archive Drawings

Area Drilling

Arsenic Drop Tower

Asbestos Drum

Assessment Dry Weli

Audit Dump

Bacteria Ecology

Barium ElIS (Environmental Impact

Baseline Statement)

Bermed Area Emission

Beryllium Engineering

Beta Environmental Research

Biology Environmental Restoratio

iler EPA (Environme Protegtiqn

syard Agency)

.ied Equlpment

Burn

Burn Site

Cadmium

Caisson

Calibration

Canyon f

Caustic vaporator

CEARP {Comprehensive Excavation
Environmental Assessment Exclusion
and Response Program) Experiment

Cement Expiosive

CERCLA (Comprehensive Extension
Environmental Response, Extraction
Compensation, and Liability
Act) Facility

Cesium Farm

Chamber Fence

Change Control Field

Change Order Filter

Chemical

Chromium

Cleanup

Closure

CMI/RA (Corrective Measures
Impiementation/Remedial
Action)

CMS/FS {Corrective Measures
Study/Feasibility Study)

Comments

Committee

Community Relations

Compressed Gas

~ ~mputer Modeling

crete

nfiguration

Construction

Container

Containment

Contaminant

Contract

£R Record Index *- 1192

FIMAD (Facility for iInformation
Management, Analysis, and
Display)

Finding

Fire

Firing Site

Fiscal

Five Year Plan

Flowchart

Framework

Fuel

Gamma

Gas

Generic
Geochemistry
Geology
Geophysics
Glass Breaker
Glove Box
Graph

Guidance
Gun

Hazardous

Health

High Expiosive

History

Home Owner

HSWA (Hazardous and Solid
Waste Amendments)

Hydrology

Open

Open Burning

Order

Organic

OSHA (Occupational Safety &
Health Administration)

OU (Operabie Unit)

Outfall

Outline

PA/RFA {Preliminary

implementation
Implosion
Impoundment
inactive
Incinerator
Injection Well
Inorganic
Interim
Interim Action
Inventory
Investigation
IRM (Interim Remedial

Measure)
isotope

ins ion Wi

IWP (installation Work Plan} >

\

Lab Job
Lagoon
Land

Landfill

A 1t /RCRA Facility
Assessment)
PCB (Polychlorinated Biphenyl)
Permit
Personnel Description
Personnel Qualification
Photo
Pilot Study
Pipe
Pit
Plan

RS (Potential Release Site)
Public
Pump

Quality
QA (Quality Assurance)
QP (Quality Procedure)

Management

Manhoie

Map

Material

MDA (Material Disposal Area)

Meeting

Mercury

Metal

Minimization

Minutes

MIS (Management Information
System)

Mixed Waste

Model

Modification

Money {Aliocation, Budget,
Funding, etc.)

Monitoring

Monthly Report

Mortar Impact Area

NEPA (National Environmental
Policy Act)

Nitrate

NMED (New Mexico
Environmental Division)

NMEID (New Mexico
Environmental
Improvement Division)

Non-explosive

Notebook

Notification

NPDES (National Poliutant
Discharge Elimination
System)

NRC (Nuclear Regulatory
Commission)

Off-gas
Oil

Radioactive

Radiochemistry

Radionuclide

RCRA (Resource, Conservation
and Recovery Act)

Records

Recovery

Recycle

Reduction

Reference

Regulation

Release

Removal

Report

Request

Requirements

Resin Bed

Resuits

Review

Revision

RFI/RI {RCRA Facility
investigation/Remedial
Investigation)

Risk

RPF (Records Processing
Facility)

Safety
Sample
Sampling Plan
Satellite
Schedule
Scope

Scrap Detonation Site
Screening
Scrubber
Seep
Seminar
Semivolatile
Septic

Sewer

Shaft

Silver

Site

Soil

Solid

Solvent

SOP (Standard Operating
Procedure)

SOW (Statement of Work)

Spill

Stack

Statistics

Steamline

Steel

Storage

Strontiul

Structu:

Subcontr:

Qurveillance
Survey

Swipe

SWMU (Solid Waste
Management Unit)

System

Tank
TCLP (Toxicity Characteristic
Leaching Procedure)

. Technical

Technical Team

Technology

Test Area

Testing

TLD (Thermoluninescent
Dosimeter)

TOC (Table of Contents)

Townsite

Toxic Metal

Tracking

Training

Transfer

Transport

Treatment

Trench

Trip Report

Tritium

TRU (Transuranic)

TSCA (Toxic Substances
Control Act)

Tuff

Underground

Uranium

USGS {United States Geological
Survey)

UST (Underground Storage
Tanks)

Validation

VE (Value Engineering)
Ventilation

Volatile

Volume

Waste

Water

WBS (Work Breakdown
Structure)

Weapon

Well

Work

Zinc
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ER Record Index Form Attachment Sheet

{Side 1 of 2)

Part Il Attachment: Complete all fields; indicate NA (Not Applicable) if appropriate. Please write legibly.

TECH AREA(S)

SWMU NO(S)

ADS NO(S)

STRUCTURE NO(S)

LIST RELEVANT TECH AREALS) HERE.

AR

LIST RELEVANT SWMKS) HERE.

S

[ 7

LIST RELEVANT ADS NOL(S) HERE.

O

77

LIST RELEVANT STRUCTURE NO(8) HE]

\
2
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ER Record Index Form Attachment Sheet
{Side 2 of 2)

Part 11l Attachment: Complete all fields; indicate NA (Not Applicable) if appropriate. Please write legibly.

WBS NO(S) DOCUMENT TO ORIGINATOR NAMES

UST RELEVANT WBS NO(S} HERE. UST MULTIPLE RECIPIENTS HERE. LIST MULTIPLE ORIGINATORS HERE.

oS

ER Record Index Form Attachment Sheet-2/20/92
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ER Record Return Form

Part |
(Completed by RPF)

The attached record(s) have been reviewed and determined to be incomplete for
processing.

Originator Name Date of Record <D
Organization Mail Stop
Date Returned to Originator Please Return jQ RPF

____ 1. Incomplete (pages, attachments, or enclo g n

2. Not pro;E/ au%zed‘unre . Essing).

N ?pai&ﬂg Information not properly

AOGRAM OEEICE

@57» not @nde Q!M e. If this is the
BN? m RORuMPOLUR rRPESE

and date here.

Part i
(Completed by Originator)

Please take appropriate corrective action and return the record(s) and this form to the
ER Records Processing Facility (RPF), MS M707. '

Comments

(Optional)

LANL-ER-AP-02.1,R1
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ER Record Correction Form

Part |
(Completed by Originator)
ER Record to be corrected (ER ID Number) .
Correction description ' C)
RRANA

\—y
Nature of Corrgion X A ‘ E

[ ] Replace

v T inchFePiQ Ember of pages if attachments are used):
RAM OFFICE
-4557) TO OBTAIN
INAL FOR YOUR USE

Correction(s) (Additigna! rbes

Originator (Must be the same as the originator of the original record):

Name (Print) Signature Date
Part il
(Completed by RPF)
RPF Record Processor
Date

Name (Print) Signature

LANL-ER-AP-02.1,R1
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PRELIMINARY FIMAD GUIDELINES FOR INFORMATION TRANSFER

These preliminary guidelines are provided by the Facility for Information Management, Analysis,
and Display (FIMAD) to assist in the orderly and efficient transfer of technical and administrative machine-
readable information to the FIMAD data base.

PURPOSE: The purpose of establishing standardized formats for the transfer of information from E
Program participants to the FIMAD, is to facilitate transfer of machine-readable records or the io
of information to electronic media that are readily accessible to all participants in the ER Progr

text, figures, photos, and/or numerical tables. Administrative information will ¥
formats for transfer of three data types to the FIMAD are described: te 'S

figures, one per sheet. An unbound hard copy (i rsion) of the delivered record must
be sent to the RPF for scanning and coordinatjon sure correct data transfer. Electronic
data can be accepted on 3-1/2- or 5-1/4-in. 4 DAT" or 8-mm "Exabyte” helican scan tape,
1/4" tape, 9-track tape (1200 or 6 0

Text

Il files, without imbedded control characters, is preferred. Word
b ong as they can be converted to UNIX format through existing,
rams. FIMAD can assist record originators in this matter.

Format:
processor fi

Jtion: The first text page should adequately identify the document so that it can be

correlated the ER Record Index Form.

Figures

Identification: The folder of figures should be labeled, and individual figures should contain their
figure number. A set of figure captions should be included.

Quality: Figures may be scanned, vectorized, and/or reproduced for other documents or
presentations. High-quality figures will reduce the additional work required to reuse illustrations.

Photos

Identification: Photo sets should be labelled and individual photos should contain their photo
number. A set of photo captions should be included.

Caption Information: Captions for site photos should contain the position (coordinates) of the
photographer, the direction in which the camera was pointing, camera and lens type, and similar
information.

Media: Still video can be provided as photos, slides, or analog (industry-standard) 2-in. floppy
disks.
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Numerical Data

The following procedures/formats apply to numerical data, such as analytical data or coordinate
data.

Tables: Numeric data should be provided as ASCI! tables, one table per file. Each row of the
table should describe parameters relating to a particular site, sample, etc. Each column of the table
describes a particular parameter for all sites, samples, etc. The table can be in fixed or free format, one
row per record, with a maximum record length of 130 characters. Table headings that identify the data
parameters are required at the beginning of the file. The table heading needs to identify the associated
document or study, the measured parameters, the units of measurement, a "No Data" flag, if data are
lacking in some fields, and the data format. Additional information can be provided to the RPF f
inclusion on the ER Record Index Form. The file can contain character fields but should not ¢ \2
the following: trailing blank lines, imbedded special characters (except > or <) or tabga page r
additional headings, imbedded blank lines, word processing punctuation.

enter or <

Detection Limits: Numerical data above or below detection limit l
RS ymbol and the

"Detection Limit." There should be no space between the "greater thg
numeric detection limit.

Significant Figures: Representation of the dat

is actually measured or known. {f the system is g d wi @M output formats that misrepresent

ated in the file heading for each
insi icant over the appropriate power-of-ten
Nres by a number preceding an "S."

RCITfile is as follows

Jo and Associates, 7/29/91 Table 6 of rpt
As PPM Hg PPM Fe Sample Collector
SS.i 2S 3S

AG-340 67.0 2.40 1.260E+ 05 Smith
AF-221 16.0 1.20 1.280E +04 Jones
AC-220 .63 Collins
AC-222 >99.0 <.03 2.380E + 04 Collins

EOF (explicitly state "end of file").
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Environmental Restoration Program
Administrative Procedure

Procedure for Acquiring Concurrence to Publish or Present
Environmental Restoraton Data or Information

Prepared by Kiren [ Foster [Narer. A Xunlois /
(Print Name) (Signature) (D

Quality Review by Pm)l L 4401@16’ 5 J17/22.

(Print Name) (Tate) ”

Foviaw by m Aa % Sl 1/17/9

i (Signature) (Date)
PM Appr / Alls /o [M/ ; L Le— W %—Z
(Print Name) A8 ignature) (Date)

QPPL Approval K(m?/) L. Foster” /%Aﬂnx, 4 7@3/674_2 1/29% /G2

(Print Name) (Signature) (Date)

Effective Date: , ~ 97' 9&
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Procedure for Acquiring Concurrence to Publish or Present
Environmental Restoration Data or Information
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Procedure for Acquiring Concurrence to Publish or Present
Environmental Restoration Data or Information

1.0 PURPOSE

This procedure states Environmental Restoration (ER) Program publication and
presentation procedures for ensuring that ER Program policies are correctly and

consistently presented/portrayed to the public.
2.0 SCOPE @
This procedure applies to personnel funded by the ER Prograrg, inclu S
contractors It applies to journal articles, technical reports, and frsenta .g-
poster presentation, formal speaking engagements) co jrifGrmation
generated as the result of performing ER activities
3.0 DEFINITIONS @
Not applicable.
4.0 RESPONSIBILIT

j nagement (EM) Division Leader
\%k }
A AW

ader is responsible for establishing policies for groups in
R Program Manager (PM)

and for resolving conflicts, as necessary.

The PM is responsible for ensuring that published technical data depicting
ER activities for dissemination outside LANL adequately and appropriately
represent ER Program policies and objectives.

4.3 ER Program Personnel (Authors and Presenters)

The ER Program personnel authoring publications or presentations are
responsible for obtaining concurrence from the ER program manager to
publish or present data/information that has been generated on behalf of the
ER Program.

5.0 PROCEDURE

The EM Division and ER Program Office publication policy establishes this
mandatory procedure to ensure that administrative or technical data are presented
in the appropriate forum and accurately represent the objectives of the ER
Program.
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5.1 Submittal of Abstracts or Presentation Outlines

The author of a publication or presentation (including poster presentations)
submits the abstract or presentation outline, whichever is appropriate, to the
ER PM for policy review and concurrence to publish or present ER
information. The author accomplishes this by

« completing Part | of the Environmental Restoration Abstract and
Presentation Outline Concurrence form (Attachment A),

. attaching the abstract or outline to the form,
+ mailing or telecopying them to the PM, and v
. verifying that the PM received the infor

The PM concurs with the material identif}

that ER Program objectives and poljef
Concurrence is documented b tin
returning the signed form tg.th th

when satisfied
Ely represented.
f Attachment A and

The PM reviews thg’pale 10 working days. |f the material is not
approved within 10 @ s, the material is approved by default.

The a

rwards the completed concurrence form and attached abstract or
utline to the ER Records Processing Facility in accordance with
the ER Records Management procedure (Sec. 6.2) and

- prepares the publications in accordance with LANL policies and
procedures.

Technical papers, reports, and articles are prepared in accordance with the
administrative requirements that are stated in the LANL Publications
manual. Additionally, publications are categorized (e.qg., classified or
unclassified) in accordance with the LANL Office Procedures manual
(Sec. 6.1).

5.2 Submittal of Final Versions of Publications and Presentation
Material :

The ER PM must review and concur with the technical information to be
released. The PM review is performed before submitting publications to the
LANL Operational Security and Safeguards (OS) division for approval and
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unique numbering and before oral or poster presentations of ER data or
information are released. The author

. completes Part | of the Environmental Restoration Publication
Concurrence form (Attachment B),

« attaches the complete and final version of publication or oral
presentation material to the form,

- forwards the information to the ER PM for review and concurre @
and é;

« verifies that the PM received the information.

The PM reviews the material within 10 working da
approved within 10 working days, the material i | ault

The PM

« provides comment atenal to the author for

resolution, or
hment B affirming that the information to
iately and accurately represents ER Program
s the completed form and attachments to the author.

e wthor proceeds with finalizing publications in accordance with LANL
licies and procedures (Sec. 6.1) when final concurrence has been
obtained.

5.3 Conflict Resolution

The EM division leader works with the PM and author to resolve any
disagreements that may arise between authors and the PM.

5.4 Indicating Unique Identifier

The author completes Part lll of Attachment B after obtaining a LANL unique
identifier (e.g., LA-UR number).

5.5 Submittal of Documentation

The author forwards completed forms and attachments to the ER Records
Processing Facility,
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6.0 REFERENCES
6.1 Requirement Documents
LANL Publications Manual, current version.
LANL Office Procedures Manual, current version.

NOTE: These documents are maintained in Group offices or are avail
from LANL Group IS-11.

6.2 Cited Documents

LANL-ER-AP-02.1, Procedure for Environmental t :s
Management

7.0 RECORDS

The records completed when im ting\Njs phetedure are the Environmental
Restoration Abstract and Presen tlin rm, Environmental Restoration
Publication Concurrence ¢ . riate attachments.

8.0 ATTACH

Attachm ental Restoration Abstract and Presentation Outline
nclrrence
c n vironmental Restoration Publication Concurrence



LANL-ER-AP-03.1, R1
Attachment A
Page 6 of 7

Los Alamos National Laboratory
ENVIRONMENTAL RESTORATION ABSTRACT AND PRESENTATION
OUTLINE CONCURRENCE

Part | ABSTRACT/OUTLINE SUBMITTAL (completed by author)

Requestor

Name (print) Signature Dat

Group MS Phone

Enclosed is an abstract or outline for a

[ ] written report abstract [ ] oral presentation [ ] both

entitled

Attach the outline or aj

Part il CO)
L\

{u Qot

COOCUTr
\) eidbment of technical or administrative data [ ] publication [ ] presentation outline as
predenied in the information provided.

Reason for nonconcurrence

Name (print) Signature Date

Program Manager—Return completed form and package to the author.

EM-13:rir:1/9/92
Author—Attach approved abstracts or outlines to this form and submit to the ER Records Processing
Facility, MS M707.
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Los Alamos National Laboratory

ENVIRONMENTAL RESTORATION PUBLICATION CONCURRENCE

Part | CONCURRENCE REQUEST (completed by author)
Publication: (check one)

[] Joumnal article [] Conference paper and presentation [ ] Poster Presentation

[1 Technical report [] Other

Title

Name (print)

D

Name (print) Signature

Concurrence—Forward to author to obtain unique identifier.
Noncurrence—Return comments to author.

Date

Part Il (completed by author)

LANL Unique Identifier (e.g., LANL LA-UR )

Forward to ER Records Processing Facility, MS M707.*

*Submit final approved or published documents (large posters are exempt).

EM-13:rfr:1/9/92
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Handling Media and Public Requests for Information During
Field Work
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Handling Media and Public Requests for Information During Field Work

1.0 PURPOSE

The purpose of this administrative procedure (AP) is to describe how the Environmental
Restoration (ER) Program personnel handle media and public information requests
during field work. On occasion, a formally established procedure may not be adgq
handle specific situations involving requests for information from the media. S
cases and as deemed necessary by EM-13 management, the judgment of a A
professional must be exercised. If the request is extremely sensitive, ER

Manager (PM) should be advised before a response is issued.

gned to provide
: utline of the AP for
Rifl only. It is recommended

A one-page summary of this AP is included as Attachmg
operable unit project leaders (OUPLs) and their field stz
quick reference in the field. The summary is d 2

that the OUPL and field staff familiarize th
2.0 SCOPE «
g50R @g field work for the ER Program (including
contract and subc 6
DEFI @

@or ation refers to questions or concerns that the media and individuals (or
oups) may have about the field work being conducted or about the ER Program
or related LANL activities.

3.2 Media

Media refers to representatives of newspapers, magazines, and television and
radio stations. This definition includes such media as newsletter authors, television
documentary producers and writers, and authors of books.

3.3 "Off-the-Record”
"Off-the-record"” is a request occasionally made by media representatives or by an

individual speaking with a media representative to keep a conversation from being
used in print or on the air.
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3.4 Public
Any person other than personnel connected directly with the ER Program.
3.5 Public Participation Data Base

The Public Participation Data Base is used to track interactions between the ER
Program and outside parties who have questions and concerns about the E
Program. These parties include the media, members of the public, prg

owners, community leaders, etc. The data base is primarily a mailing

management tool, but also contains data about visits and teleptne ca rals
provided, and referrals/responses resulting from specific questi
is also used to track the relationships between property RXcels,

sites (PRSs) [solid waste management units (SW ( }

(AOCs)], and owner information. A record of pa -%
of the public is retained in this computer @ QNG
maintained for the ER Program pubjj plars.

RESPONSIBILITIES
41 ER Progra@a elations Project Leader (CRPL)

ntact by members
g tied to the mailing list

The ER Pr group member of PA-3, and has overall responsibility
for

nswering all requests for information.
 ensuring timely and complete follow-up of each request.

« gathering and communicating requested information or contacting the
OUPL or on-site designated contact to answer request.

- ensuring completion of the ER Program Information Request Log
(Attachment B) and/or the ER Program Media Information Request Form
(Attachment C) either by the OUPL or on-site designated contact.

. forwarding the ER Program Information Request Log (Attachment B)
and/or the ER Media Information Request Form (Attachment C) weekly to
the PM (MS M992), Community Relations Liaison (CR Liaison) (MS
M992), and the Public Participation Data Base (MS M314).
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42 OUPL
While on site, the OUPL has the overall responsibility for
- answering all information requests.

- designating the on-site contact to answer questions in his’her absen
following the criteria established in this AP.

« responding to all requests in a timely and complete manne \
the CRPL about media and public requests for inforrgaion.
» completing the ER Program Information Requags\Log ( ent B)
: ttachment C)

and forwarding forms to the CRPL_for ffproynaty, Siefribution.

« responding to media re »-pefen referred to the OUPL by
the CRPL. The OUPLs rovJ& spegific technical and programmatic

answers.
. el I sts, which cannot be satisfied by the OUPL,
: e\QRPL for further follow-up.

itions Liaison (CR Liaison)

4.3
ison is a member of EM-13 and is responsible for

- coordinating all ER Program public participation and community relations
activities with the CRPL. '

« preparing, in conjunction with the CRPL, the Program-specific APs for the
Community Relations Program.

4.4 On-Site Designated Contact

In the absence of the OUPL, the Field Team Manager is the on-site designated
contact for media representatives or members of the public. When the Field Team
Manager is also absent from the site, he or she will name the most senior Field
Worker as the on-site designated contact. The on-site designated contact is
responsible for

- answering questions from the public such as:

1. Who are you/who do you represent?

2. Why are you here/what are you doing?

3. How long will you be here?

4. Who is your supervisor/how can | contact your supervisor?
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- contacting or referring the media representative or member of the public
to the CRPL or OUPL when an information request is made which is
outside the scope specified in this section. The CRPL can be contacted
at 665-5000 or 665-2127. The individual making the request can also be

directed to the ER Reading Room at 2101 Trinity Drive, Los Alamos
in Los Alamos.
50 PROCEDURES g v

NOTE: In the Spring of 1993, the ER Reading Room will be rel
Museum Parke Complex, corner of Central Avenue a

(open 9:00 a.m. to 4:00 p.m., Monday through Friday).
5.1 Procedures to be followed by the E L
vequesting Information and

5.1.1 Identification of | )
Individual to A r

As the ERP at oint of contact with the public and media
representat < ultimately responsible for ensuring that all
reque itixryare answered in a timely and complete manner, and
tha response is properly documented. OUPLs will provide

C srorammatic information the CRPL may not have available.
n

eiving a request for information from a member of the public, the

L determines the information required for the ER Program Information

equest Log (Attachment B). If an immediate response to the individual's
request is not possible, the CRPL should speak with the individual and

explain when the information can be gathered and communicated to them.
A response should be available within seven days.

Because the media often have special deadline requirements, the CRPL is
responsible for responding in a timely manner to a media request. Upon
receiving a request for information, the CRPL determines the information
required for the ER Program Media Information Request Form (Attachment
C). If the CRPL cannot meet the media representative's request
immediately, the CRPL shall contact the representative and provide
information when a response can be expected. If necessary, the CRPL will
contact the OUPL who can answer the media request. If an immediate
response is possible, the OUPL will talk in person or by phone directly to the
media representative. The OUPL will contact the CRPL as soon as possible
to report how the inquiry was answered.
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5.1.2 Follow-up with Individual Answering Information Request

Bequest by member of the public: within three days after an information
request has been forwarded to an OUPL, the CRPL should contact the
OUPL and determine that contact has been made with the individual, the
request has been responded to, and that the Information Request Log h
been completed.

Begquest by media representative: If the OUPL has not reporte

media request was answered, the CRPL should contactg#he ou

timely and appropriate follow up, and completion of the ia In ion
Request Form.

()

The CRPL is responsible for filling out the r ormation Request
Log and the Media Information R n contacted directly by a
member of the public or medj ti en if the request was then
forwarded to an OUPL to dre¥s¢€d.

5.1.3 Transmitt Rygords

YIS or assuring that the ER Program Information
y \s_cdniplete and distributed to the PM (MS M992), Public
SeterBase (MS M314), the RPF (MS M707), the CR Liaison

dures to be Followed by the OUPL

5.2.1 Identification of Individual Requesting Information and
Individual to Answer Request :

When contacted by a member of the public, the OUPL determines the
information the individual requires and which is needed for the Information
Request Log (Attachment B). The OUPL then provides the appropriate
answer or, if unable to answer the request, contacts the CRPL for assistance.
If the individual's request cannot be answered immediately, the OUPL
should inform the individual when a response can be expected.

When contacted by a media representative, the OUPL determines the
information required and then provides the appropriate answer or, if unable
to answer the request, contacts the CRPL for assistance. If there will be a
delay or if the media representative's request cannot be met immediately,
the OUPL should contact the CRPL to get the information to the media as
soon as possible (normally within minutes or hours). The OUPL shall inform
the CRPL when contacted directly by a media representative.
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The OUPL may designate the Field Team Manager to answer requests from
the public in his or her absence. However, questions beyond the scope
stated in Section 4.3 should be referred to the CRPL at 665-2127 or 665-
5000.

5.2.2 Transmittal of ER Records

When an OUPL is contacted directly by a member of the public or
representative (i.e., the CRPL has not forwarded the request), {
complete the ER Program Information Request Log or the Me
Request Form, as appropriate, and forward the completgdliog o
CRPL for distribution.

5.3 Procedures to be Followed by the Op 3
When the OUPL is not on-site, the Field ¢ @ s the on--site designated

QY2 g‘\ onrthtives. When the Field
- ey

i d Contact

Team Manager is also absent {ra
Field Worker as the on-sitg d

If a member of the/fut field work site, the on-site designated contact
will ask the jndjvique
. ons about ER Program activities other than those
referrg iom#4 of this procedure to the CRPL. Individuals requesting
. sampling or survey results or more detailed ER Program
3 AhoUTd be instructed to call the CRPL at 665-2127 or 665-5000 for further
dkalh. The on-site designated contact may also call the CRPL for assistance
anéwering the questions the individual may have. If a phone is not available, the
dividual should be instructed to call the numbers listed above or be directed to
the ER Reading Room at 2101 Trinity Drive (open 9 a.m. to 4 p.m., Monday through
Friday).

NOTE: In the Spring of 1993, the ER Reading Room will be relocated to the
Museum Parke Complex, corner of Central Avenue and 15th Street in Los
Alamos.

The on-site designated contact should immediately telephone the CRPL at 665-
2127 or 665-5000, for assistance in answering questions a media representative
may have. If a phone is not available, the media representative should be
instructed to call the phone numbers listed above or be directed to the ER Reading
Room at 2101 Trinity Drive. The on-site designated contact shall refer any media
questions to the CRPL, even if assured they are "off-the-record.”
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6.0 REFERENCES

LANL-ER-AP-02.1,R1, Procedures for LANL ER Records Management

LANL Administrative Manual, Section 700, Subject 707-Public Relations

U.S. Environmental Protection Agency, "Module VIl of the RCRA Permit - Special

Conditions Pursuant to the 1984 Hazardous and Solid Waste Amendments to RCRA for
Los Alamos National Laboratory,” March 8, 1990

7.0 RECORDS ‘ ;; : ’
The records generated and completed as a result of implementing thig\proce the
ER Program Information Request Log (Attachment B) and/or thg Media\ Iyforma

Request Form (Attachment C). € :

8.0 ATTACHMENTS

Attachment A - Summary of "Handling Megi c Regdests for Information During
Field Work
Attachment B - ER Program InforpafipR ReQuest
ati

Attachment C - ER Program Me Request Form
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Summary of : "Handling Media and Public Requests for Information During Field Work,"
LANL-ER-AP-3.02, RO

The purpose of this summary is to provide operable unit project leaders (OUPLs) and their field staff with a

brief outline of the "Handling Media and Public Requests" administrative procedure (AP) for quick reference in
the field. This summary is designed as an aid only: OUPLs and field staff should be familiar with the full AP,

which can be found in the "Administrative and Quality Procedures for Environmental Restoration™ manua
Responsibilities for the Community Relations Project Leader (CRPL) are detailed in the AP. @

Responsibliities:

While on site, the OUPL has the overall responsibility for
« answering all information requests, including those forwarded b CRPL

+ designating the Field Team Manager to answer questio e ;

» responding to all requests in a timely and co n dvising the CRPL about media
and public requests for information;

« completing the ER Program InfofQ
Media Information Request QX
distribution;

Rtion ue g (Attachment B) and/or the ER Program
: C) and forwarding forms to the CRPL for

When desg eam Manager or most senior Field Worker is responsible for

general questions such as:

Who are you/who do you represent?

Why are you here/what are you doing?

How long will you be here?

Who is your supervisor/how can | contact your supervisor?

« information requests beyond that specified above, referring media representatives or the
members of the public to the CRPL at 665-5000 or 665-2127, or direct them to the ER Reading
Room at 2101 Trinity Drive.

NOTE: Inthe Spring of 1993, the ER Reading Room will be relocated to the Museum Parke
Complex, corner of Central Avenue and 15th Street in Los Alamos.
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os Alamos National Laboratory Environmental Restoration
INFORMATION REQUEST LOG

Date T-w-Ip*

\)V

Person Taking“¥ieques

Name/Organization
of Person Making
Request

City/State

Information Requested

Response

/\:\
D

* Refers to how information request was made (T = telephone call; W = written request,“(: in person)

cc: CRPL File, MS M314

RPF, MS M707

P %4 Participation Data Base, MS M314

o S

L1 jo 0} ebed
g Juswyoeny

OH ‘T'€0-dV-H3-INV
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Los Alamos National Laboratory Environmental Restoration
MEDIA INFORMATION REQUEST FORM

Field personne! initiating call:
Date:

Time: Location:

Technical Area Number: Operable Unit Number: SWMU Number(s):

Name of media representative: Name of media organlzatlon'

Address of media organization: Office phone v
Oth representative

\

Deadline for information:

Media request::

Person contacted for response ] Phone: “ Date:
to request:
Time:

Response to request::

Is any additional follow-up to this request necessary: Check one: No Yes
If yes, what needs to be provided?

Date: Name of Responder:

cc: CRPL File, MS M314
RPF, MS M707
Public Participa