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1.0 PURPOSE
To establish a procedure to implement the SNEC Document Praparation, Review and
Approval Process by identifying the actions necessary for the preparation, review
and approval of procedures and other types of documents.

2.0 APPLICABILITY/SCOPE

This procedure applies to all personnel who prepare, review or zpprove documents
that pertain to SNEC activities.

3.0 DEFINITIONS
3.3 Environmental Determination
A determination of whether the activity ae cutlined by a document:

3.1.1 Mests the minimum roquirements of Technical Specifications or
documente that govern SNEC activities and/or

3.1.3 Invo.ves any Potential Environmental Impact, as described in
Section 3.5.

3:3 Environmental Evaluation

A written assessment of an activity which provides the basis for determining
if the activity can be implemented without an environmental impact.

3.3 Safety Reviewer
An individual who performs a Safety Review. A Safety Reviewer is a
knowledgeable individual not having direct recponsibility for the performance
of the activities under review and must be independent of the preparation of
the document.

3.4 Non-Substative Changes

Revisions which do not affect the activities associated with the document or
the document's meaning or intent. Examples follow:

3.4.1 Correction to spelling.

> 4.2 Adding but not deleting sign-off spaces.

3.4.3 Blocking in notes, cautions, etc.

3.4.4 Changes in corporate or personal titles which do not reassign
responsibilities and which are not referred to in the Technical
Spacifications.

3.4.5 Changes to nomenclature or editorial changee which clesrly do not

change function, meaning or intent.

3.0 3iséd
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3.5 Potential Environmental Impact

A possible effect or influence on the environment resulting frcom & proposed
activity, change, facility or process modification, production increase, test
or experiment. The following are sxamples of potential environmental

impacte:

3.5.1 A release or potential release .0 the environment.

3.5.2 A change in any eystems, components ox actions which affect the
control of monitoring of actual or potential relesses of
radicactive or nonradiocactive materials to the environms .

3.5.3 A physical or chemical change in the characteristics of plant
effluents, withdrawals or other plant interfaces with the
environment.

3.5.4 Dis_ssal or storage for disposal of radicactive or non-radioactive
waste material.

3.5.5% Endangering the health and safety of the public or workers.

3.5.6 Endangeriny the health of plants and aninalse.

3.8.7 Erosion of the scil or sediment on or surrounding the SNEC esite.

3.6 Tachnical Reviewer

An individual who perforrne a technical review. The Technical Reviewer must
be independent °f the preparation cf the document.

3.7 Safety Determinat.cn

A determination of whether an activity as implemented by a particular
document involves:

3.7.1 Any potential adverse impact on nuclear safety or safe plant
operations, or

3.7.3 A change to any of the following:
. The Technical Specificaticns/Licensa

. The aystem/component description in the Safety Analysis Report
(SAR) ,

. The procedural/operating description in the SAR.

3.7.3 A change which involves a test or expsriment not described in the
SAR, or
3.7.4 The possibilicy of an Uareviewed Safety Question
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3.8 Safety Evaluation

A written assessment of a document which provides the basis for determining
whether the activity can be implemented without «dversely affecting nuclear

safety.

Within the Scope of QA

Reference 6.1 provides a listing of SNEC activities which are considered
important enough to apply Quality Assurance Program and/or verification
requirements.

Procedure Numbers

Until such time as all SNEC Procedures have been renumbered and reference
sections changed, procedure numbers starting 9400~ and 6675~ shall be
considered the same (i.., 9400-ADM-4500.22 referenced in any procedure will
be referring to 6675~ADI1-4500.22.)

PROCEDURE

Originating New Proceiures

4.1.1

4.1.2

4.1.2.1
4.1.2.2
4.1.2.3
4.1.2.4
4.1.2.%
4.1.2.6
4.1.2.7
4.1.2.8
4.1.3

4.1.3.1

4.1.3.2

4.1.3.3

The originator shsll obtain a document number and Exhibite 2 and 3
of this procedure from the Procedure Coordinator.

SNEC procedures shall be formatted as follows:

The cover page shall be in accordance with Exhibit 9.
Section 1.0 shall cover the Purpose of the document.
Section 2.0 shall cover Applicability/Scope.

Section 3.0 shall cover Definitions, if necessary.
Section 4.0 shall be the Procedure text itself.
Section 5.0 shall cover Responsibilities.

Section 6.0 shall list any References.

Section 7.0 shall contain any Exhibits.

Drafting Procedures

In order to complete the cover page of the document, decide Lf the
document is, "within the scope of QA".

Write the procedure in single, short steps if possible.

Obtain cross-disciplinary input as deemed necessary.
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4.1.3.4 Provide enough guidance to permit implement .tion by the target
group.

4.1.3.8 Assure procedure does not conflict with exis 'ing approved
procedures/programs.

4.1.3.6 Assure procedure complies with the appropriate regulaticns (e.g.,
Tech Specs or Federal or State permits/licenses).

$.3.3.7 Provide flexibility in areas where possible while maintaining the
intent of the procedure.

4.1.3.8 The Originator may alsc send drafts for inhouse technical reviewer.

4.1.4 Perform a Safety/Environmental Determination, (and Evaluations if
required) per Section 4.2.

4.1.8 Select a Technical Reviewer according to the Matrix of Exhibit 4
and submit the package for technical review.

4.1.6 If a Safety Evaluaticn is done, submit the package for a Satety
Review. Select a Safety Reviewer according to the Matrix of
Exhibit 4.

NOTE: SNEC Safety Reviews are required for documents/changes if
a Safety Evaluation has been parformed. A Safety Review
is not required if only an Environmental Evaluation has
been done.

4.1.7 Determine individuals/groups that must concur. As & minimum
organizations assigned responsibilities in the procedure must
concur. Individuals/groups that must sign for concurrence shall be
given a draft copy for review sc that their comments may be
considered for incorporation into the final draft. External review
groupe should be given a Document Review Sheet, Exhibit 8.

4.1.8 The originator shall attempt to resolve the commants made during
the review process. Disagreements that cannot be resclved by the
originator shall be referred to successively higher levels of
authority. If agreexmsnt cannct be reached, final resclution shall
be determied by the party designated to approve in the Review and
Approval Mitrix, Exhibit 4.

4.1.9 Submit the final draft of the document and the complete package to

the Procedure Cocrdinator. The Procedure Cocrdinator shall:
. Transmit the package for typing
. Obtain ths final signatures

. Porward the document to Document Controls for distribution

6.0 3l%6d
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NOTE: Ensure a copy of the entire package has been maintained
for departmental procedure records.
4. Safety and Envirormental Reviews

4.2.1

4.2.1.1

4.2.1.2

4.2.1.3

4.2.1.4

4.2.2

4.2.2.1

‘02.2'2

4.2.3

4.2.3.1

4.2.3.2

Guidance for completing Exhibit 3.

The Originator/Preparer shall ccmplete the Safety and Environmental
Determination Form, (Exhibit 3), for all new documents and for
subststive changes to axisting documents, according to

Sections 4.2.2 and 4.2.3.

The determinations are to show the reviewers and approvers that
potential safety issues and environmental concerns have been
recognized by considering:

. The effect of actions that are outlined in the
procedure/document as they pertain to safety or environmental
concerns.

. Compliance with Technical Specifications.

I1f any question on Exhibit 3 is answered “yes", the criginator
shall prepare and attach the appropriate written evaluations to
Exkibit 3 per Secticns ¢.2.4 and/or 4.2.5.

If the Evaluation does not prove elimination or minimization of the
concern, the document/document change cannot be implemented.

Safety Determination

Questions 1 and 2 of Bxhibit 3 pertain to the Safety letermination
as defined in Section 3.7.

1f sither question 1 or 2 in answered "yss", then & Safety
Evaluation is required. See Section 4.2.4.

If question 2 is answared "yes", the document/activity cannot be
implemented without prior NRC approval.

Environmental Determination
Questions 3, 4 and § pertain to the Environmental Determination as
defined in Section 3.1. Environmental Controls personnel should

consider the following guidance when performing the Environmental
Detarmination:

Question 3 is intended toc maintain compliance with any KRC
regquirements.

If the answer to question 3 is "yes", the document cannot be
implemented without prior NRC approval.

7.0 3156d
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4.2.3.3

4.2.3.4

4.2.3.5

4.2.4

4.2.5

4.2.5.1

4.2.5.2

Technical

4.3.3

4.3.2

Question 4 is interdsd to determine if a potential Environmental
Impact, as defined in Section 3.5, would result from the activity
as outlined in the document or document change. Coneider whether
the document/activity could result in a release of radiocactive or
non-radicactive materials to the scil, the atmosphere or the
surface or ground water.

Question 5 is meant to prompt the Originator to investigate
regulations, requirements and agreements beyond those enforced by
the NRC. The Environmental Protection Agency, Department of
Transportation and the Pl Department of Environmenta) Rssources
have an extensive body of regulations. The document/activity under
review must aleo comply with the:

. Resource Conservation and Recovery Act, Clean Air Act, Clean
Water Act

. Erosion and Sediment Pollution Control Plan

Any "yes" answer on questions 3, 4 or § regquires an Environmental
Evaluation per Section 4.2.5.

Safety Evaluations

The Safety Evaluation shall be a written explanation of all "yes"
answers, an explanation of how the activity will be implemented
without adversely affecting nuclear safety and any calculations or
other documents used to support the evaluation. Attach the
Evaluation to Exhibit 3.

Environmental Evaluations

The Environmantal Eveluation shall be & written explanation of all
"yas" answers, an explanation of how the activity will be
implemented without adversely impacting the environment and any
calculations or other documents used te support the evaluation.
Attach the Bvaluation to Exhibit 3.

In performing the Envircnmental Evalustion consider both
radioclogical and non-radiological releases.

Reviewsr

Review the entire document package including the prccedure text,
the completed Exhibit 3 and any attached written evaluations.

Sign the attached documents where required. The signature of the
Technical Reviewer signifies concurrence that technical, safety and
environmental considerations have been properly addressed, and thet
all determinations and evaluations are complete and accurate. The
signature aleo indicatee that the Technical Reviewsr was
independent of the Originator and releases the document for further
processing.

8.0 3156d
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Safety Reviewsr

4.4.1 Review the package to confirm that nuclear safety aspects of the
document have been properly addressed and the Safety Evaluation is
complete and accurate.

Obtain cross-disciplinary inputs and specialist assistance as
needed to perform the Safety Review.

Sign the attached documents where required. The signature also
attests that the Safety Reviewsr was independent of tae Originator
and the Technical Reviewer.

Procedure Change Ragueats
A Procedure Change Request (PCR) is used when the change is not required

impediately and the change is permanent in nature. Document changes and/or
general revisions shall be initiated by use of EBxhibit 2, "Procedure Change

Request Form".

4.5.1 The Originator of the change shall obtain a tracking number from
the Procedure Coordinator.

The Procedure Coordinator shall complete the PCR log, Exhibit §.
The Originator shall complete Exhibit 2, Section 1.

If the answer to qQquestion 1 is "no" make the revision and submit
the package for implementing approval.

NOTR: Verify that the documunt has been properly classified.

If the answer to gquestion 1 is "yes", complete Exhibit 3 in
accordance with Section 4.2.

Submit all PCR documents for the required reviews in accordance
with Secticns 4.1.5 through 4.1.8.

Submit the package to the Procedure Coordinator for the completion
of duties as cutlined in Section 4.1.9.

NOTE : Ensure & copy of the entire package has been maintained
for departmental procedure records.

Nonsubstantive revisions only require Originator and
Approver eignatures. However, the cover page needs to
maintain the concurring organizational element status.
Therefore, the concurring signature titles shall be left
intact from the old revision. The signature plocks shall
be marked as "N/A". The date cf the previoue review
signature shall be filled in the date line for each
concurring title marked as "H/A".
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4.

Temporary Change Notices

4.6.1

4.6.1.1

4.6.1.2

4.6.2

4.6.2.1

4.6.2.2
‘.‘.2.3

4.6.2.4

4.6.2.5

4.6.2.6

‘l‘la.’

4.6.2.8

4.6.2.9

4.6.2.10

4.6.3

4.6.3.1

Temporary Change Notices (TCN's) provide the ability to make
substantive changes to a procedure in a short amount of time. The
use of TCN's shall be limited to the following cases:

When the change is of a temporary nature and should not result in a
permanent revision, or

When time or program conditions do not permit the use of a PCR.
Howaver, if the change is permansnt a PCR shall be submitted, by
the Originator of the TCN, and approved within 90 days.

Preparation of TCHN's

The Originator shall obtain a TCN number from the Procedure
Coordinator.

The Procedure Coordinator shall complete the TCK Log, Exhibit 6.
The Originator shall complete Section 2, Part (&) of Exhibit 2.

The Originator shall also complete Exhibit 3 per Section 4.2 for
all TCH's to ensure zafety and environmental concerns are addressed
and that the minimum requirements of any implementing documents are
met (i.e., Tech Specs, etc.)

In Section 2 of Exhibit 2, provide a general description of the
change(®#). Reference affected pages and section numbers.

Attach an edited copy of the affected pages cf the procedure to
Exhibit 2.

The review requirements for TCN's &re the same as those outlined in
Sections 4.1.4 through 4.1.6.

The Originator is responsible for obtaining all review and
implementing signatures.

The TCN shall become effective with the Implementing Approver
signature. The Originator shall then maks a working copy of the
TCR package for use by the target group.

The original TCN packet shall be forwarded to the Preocedure
Coordinator. A copy shall be transmitted tc Document Control for

distribution.

Cancellation of TCN's

A TCHN is good for a maximum of 90 cays and can be cancelled by one
of the following:

. Incorporation into an implemented procedurs change

10.0 31564
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. Expiration date

. Early cancellation by the Originator
4.6.3.2 The Originator is responsible for the cancellation of TCN's.

4.6.3.3 The Originator is responsible for tracking his/her TCN expiration
date.

4.6.3.4 To cancel a TCN, obtain the original package from the Procedure
Coordinator and complete Part (b), Section 2 of Exhibit 2.

4.6.3.5 Forward the cancelled TCN package to the Procedurs Coordinator for
transmittal to Document Control.

4.6.3.6 When a PCR which incorporates s TCN is aApproved, cancel the TCN and
submit both packages to the Procedure Coordinator for transmittal
to Document Control.

NOTE: Use the effoctive date of the new procedurs as the
cancellation date of the TCN.

4.7 Implementing Approval
4.7.1 The Implementing Approver will be as described in Exhibit 4.
4.7.2 The Implementing Approver, along with the Originator, will
eotablish the effective date of the document st the time of final
signature.

NOTE: When choosing an effective date coneider the time
necessary for final distribution.

5.0 RESPONSIBILITIES
5.1 The Originator is responsible for:
$.1.1 Preparing a technically adequate document.

$.1.2 Obtaining applicable technical, safety and crose~disciplinary
reviews as required.

5.1.3 Resclving any comments made during the review process.

$.1.4 Completing the Safety/Environmental determination and any required
evaluations.

$.2 The Technical Reviewer is responsibls for ensuring that:

5.2.1 The activities performed in accordance with the document being
reviewed are technically correct and concordant with safe plant
operations.

11.0 3156d
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$.2.2 The activities performed in accordance with the document being
reviewed maet legally mandated monitoring requirements.

5.3 The Safety Reviewer is responsible for ensuring that nuclear safety
considerations have been adequately evaluated and are properly addressed in
the Safety Evaluation.

5.4 The implementing Approver is responsible for:

5.4.1 Ensuring that the adainistrative requirements of this procedure
have been satisfied.
5.4.2 Releasing the document for implementation.
5.5 The Procedure Coordinator is responsible for:
$.5.1 Maintaining document logs.
5.5.2 Maintaining procedure records.
$.8.3 Complying with record retention and reporting requirements.
5.5.4 Porwarding documents to Document Control for processing.
6.0 REFERENCES
6.1 SNEC Technical Specifications
6.2  9400-PLN-4542.02, SNBC Soil Erosion and Sedimentation Control Plan
7.0 EXHIBITS

7.1 Exhibit 1, "Flow Chart for Safety Review and Approval Process”

7.2 Exhibit 2, "Procedure Changs Request Porm"

7.3  Exhibit 3, "Safety/Rnvironmental Determination Porm"

7.4 Exhibit 4, "SNEC Review and Approval Matrix"

7.5 Exhibit §, "Procedure Change Request Log"

7.6 Exhibit 6, "Temporary Change Notice Log"

7.7 Exhibit 7 ~Document Review Shaat"

7.8 Exhibit 8, "Document Cover Page"

12.0 3156d
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EXHIBIT 1
FLOW CHART FOR SAFETY REVIEW AND APPROVAL PROCESS
Prep. Doc l
New Document
or
ne Substantive Change
yes
no Safety Determination I Env Determinaticn fio
Nuclear Satety Related? Fotential Env Impact?
yes yes
Safety Eval I Env Bval
——J-—- et e e e s+ St e R S
Tech — | Tech Tech Tech
Review Review Review | Peaview
e g e e  S——— w———— .ﬂ—
Safety
Rav iew
|
Approval and Implementation
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EXHIBIT 2

PROCEDURE CHANGE REQUEST PORM

Is this a: ____ New Document If so, complete Section 1
. PCR If so, complete Section 1
TCN I1f sc, complete Sectiocn 2
Section 1 . Circle the appropriate "yes" or "no" answer
PCR ¢ Date
Procedure No. Rev.

Document Title:

1) Is this a new procedure of a substantive YES NO
revision to the document? See Section 3.4
for examples of nonsubstantive changes.
1f the answer ie "yes", complete Exhibit 3.

If "no", { rward the document for implementing
approval.

2) Does this PCR incorprate a TCN? YES NO

If the answer is "yes", what is the TCN ¢ _

Description of Change:

B2-1 31564
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EXHIBIT 2 (Cont'd)

Section 2

Part (a)
TCN § Effective Date
Procedure No. Rav.

Document Title:

Reason for Change:

Originator initiale signifying Exhibit 3 has been completed

Expiration Dats (not to excesd 90 days)
Part (b)
o EEEw
Cancelled
Originator signature/Date
Cancelled by PCR Originator Expired
{(check one)
- e -
Description of change:
Originator Date
Technical Review Date
Safety Review Date
Implementing Approver Date
Impleméntin rover Date

print/sign

B2-2 31864
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EXHIBIT 3

SAFETY/ENVIRONMENTAL DETERMINSATION FORM

ATTACE THIS FORM TO EXHIBIT 2 CIRCLE AN ANSWER POR ALL QUESTICNS
JUSTIFY ALL "NO" ANSWERS
exmsan _—— =mw ==
PROCEDURE # PCR/TCN ¢

SAFETY DETERMINATION

1) Does this document/activity affect YES NO
nuclear safety?

2) Does this document, activity involve a YES NO
change to the Tech Specs or SAR?

If both answers are "no" proteeed to questions 3, 4 and 5. No Safety Evaluation is
necessary.

If one or both answers are "yes", a Safety Evaluation must be done. See Section 4.2.4.
Questions 3, ¢4 and 5 must also be completed.

3) Does this document/activity involve a YES NO
change to any NRC required environmental
montoring program?

E3-1 3186d
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EXFTBIT 3 (Cont'd)

ENVIRONMENTAL DETERMINATION

4) Does this document/activity have an YES NO
Environmental Impact as defined in
Section 4.2.3.37
YES NO

$) Does the proposed change or activity
conflict with other Fedsral or State
regulations? See Section 4.2.3.4.

If all answers are "no" forward the document to the Technical Reviewer.

If any answer is "yes" perform an Environmental Bvaluation. See Section 4.2.5. Submit

the package for technical review.

ATTACH ALL WRITTEN EVALUATIONS TO THIS FORM

E3-2 31564
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EXHIBIT 4
SNEC REVIEW AND APPROVAL MATRIX
Technical Safety Inplenent ing
Subiect Review Review hpproval

Department Plans and
Procedures

Radiological and Radiclogical and SNEC General Mgr.
Env Controls Env Controls * and/or SNEC V.P.

* Select the Safety Reviews per Section 3.3

E4-1 3l56d
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TITAL

REASON FOR
CASCELLAITON| CANCELLATION

—_—

SXHIRIT &
TCN
IMPLEMENTED [ EXPIRAT.ON
DATE

TCM %o. [mEQUESTOR|  PROCEDURS WO. | mEv §
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Accept
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_Reviewsr
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Page/Para.
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