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1. Purpose

This procedure establishes a formal system to control the initiation, preparation, review, approval, distribution, use, revision, and cancellation of documents.  Use of this procedure ensures that:

· Documents remain accurate and consistent, 

· Latest revisions of procedures are available for use in performing activities (e.g., recovery operations, maintenance, and testing), and

· Documents and Records are properly archived and made available to users.

2. Scope

This procedure applies to all Facility Recovery Center (FRC) documents such as procedures, memorandums, forms, etc. 

3. Definitions

Document Control Coordinator (DCC) – The coordinator responsible for receiving, logging and maintaining the documents and records in the Facility Recovery Center.

4. document control process

4.1 Document Initiation, Preparation, Review, and Approval

1. The Facility Recovery Manager (FRM) determines the need for a document and assigns a document owner.

2. Document owner obtains a document number from the DCC.

3. The DCC enters the document information into the document control logbook (date, document type, title, owners name, etc.)

4. The owner prepares a draft document for review. 

5. Independent reviewer(s) review the document.

6. The owner and reviewer(s) resolve all comments.

7. The owner delivers the draft document to the DCC for review, finalization, and signature by the FRM.

4.2 Document Distribution

1. The FRM and the document owner determine the distribution list.

2. The DCC produces controlled copies for controlled distribution.

3. The DCC obtains signatures in the document control logbook for each controlled document distributed to document holders. 

4.3 Document Revision

Begin at Section 4.1, Document Initiation, Preparation, Review, and Approval, and work through Section 4.2, Document Distribution.

4.4 Document Cancellation

1. The FRM generates a memorandum authorizing document cancellation. 

2. The DCC distributes the memorandum to each document holder.

3. The DCC updates the document control logbook to indicate the document is cancelled.

5. records management process

1. Facility Recovery Teams (FRTs) will provide assessment and readiness records to the DCC.  

2. The DCC will verify that the records are complete including all necessary signatures.  The DCC will return any incomplete records to the submitting FRT member.   

3. Completed records will be logged into the FRC logbook and entered into the FRC database as applicable.

4. Original records will be maintained on file at the FRC until the FRC is closed. 

5. The records will be moved to the Facility Waste Operations (FWO) Division Records Center for permanent storage.







