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1.0 PURPOSE AND SCOPE

(7.1.1)
The startup management self-assessment process establishes the prerequisites, responsibilities, requirements, and actions required to demonstrate and validate through objective evidence a state of readiness to startup or restart a facility (facility is defined as an operation or activity).  For this procedure, the phrase “state of readiness” means fully capable of commencing or resuming facility operations or activities.

This procedure applies to CH2M HILL Hanford Group, Inc. (CH2M HILL) project or process personnel who have responsibility to bring a facility into a condition of readiness to startup or restart operations prior to performing an operational readiness review or readiness assessment in accordance with DOE O 425.1B.  If it has been determined that a level 3 readiness assessment or no readiness assessment is necessary, exit this procedure and go to TFC‑PRJ‑PM‑C‑06.  Completion of the Operational Readiness Checklist for the level 3 readiness assessment constitutes completion of the startup management self-assessment.
2.0 IMPLEMENTATION

This procedure is effective on the date shown in the header.

3.0 RESPONSIBILITIES

The Manager, Operational Readiness, is responsible for developing and maintaining this procedure.

The Operational Readiness organization, under the Manager, Operational Readiness, is responsible for assisting responsible groups in implementing this procedure in accordance with their needs.

4.0 PROCEDURE

Personnel are responsible for familiarizing themselves with this procedure before using.  Before performing any portion of this procedure, contact the Operational Readiness group.

See Figure 1 for procedure flowchart.

4.1 Facility Readiness Plan Development 

	Manager, Operational Readiness
	1.
	Have the Readiness Assistant start development of the facility readiness plan approximately six months before the planned start of the startup management self-assessment, or as soon as possible for restarts involving unplanned shut-downs.




	Readiness Assistant
	2.
	Develop the facility readiness plan.

NOTE:  The facility readiness plan can be approved and issued prior to approval of the startup notification report.  Once the startup notification report and the project plan of action have been approved, the facility readiness plan should be compared to the plan of action to ensure the facility readiness plan has the proper breadth.

NOTE:  Facility readiness plan format is shown in Attachment A; guidance on what should be included is found in Attachment B.



	
	3.
	Ensure that the facility readiness plan contains the following elements, as a minimum:

· Identification of the applicable core requirements and affidavits for review during the startup management self-assessment, using the Operational Readiness web page for the information.
· Designation of the document review team chairperson.

· Identification of prerequisites that must be completed before initiating the startup management self-assessment.

NOTE:  Define the prerequisites for readiness by performing the following:

a. Address each applicable core requirement.

b. Identify activities that must be completed to meet the core requirements prior to initiating the startup management self-assessment.

c. Identify any additional prerequisites that may be established by management.

d. Verify the appropriate startup/restart authorization authority is identified in the facility readiness plan as indicated in the startup notification report.



	Facility Operations Manager and Manger, Operational Readiness

	4.
	Select and appoint facility readiness team members (responsible managers and independent reviewers) for each of the affidavits chosen for inclusion in the facility readiness plan.



	Readiness Assistant
	5.
	Make project specific and distribute affidavits chosen for inclusion in the facility readiness plan to the facility readiness team responsible managers for review and comment.




	Facility Readiness Team Responsible Managers


	6.
	Verify accuracy, applicability and completeness of wording on the affidavit criterion and review approaches as applied to the activity.

	Readiness Assistant
	7.
	Resolve comments as required, incorporate into the affidavits, and submit the facility readiness plan to the Manager, Operational Readiness, for review.



	Manager, Operational Readiness and Readiness Assistant
	8.
	Establish the document review team (normally comprised of the following members (primary and alternate)):

· Manager, Operational Readiness (Chairperson)*

· Readiness Assistant*

· Project manager*
· Quality Assurance

· Operations manager responsible for activity operations*

· Engineering

· Nuclear Safety & Licensing.

NOTE:  The minimum quorum for a document review team meeting is those members annotated with an asterisk (*).

Criteria used for selecting members are:

· Technical familiarity with the activity and functional areas being reviewed

· Knowledge of performance-based assessment processes and methods

· Knowledge of activity specific information.



	
	9.
	Submit the facility readiness plan to the Manager, Operational Readiness, for review.


	Manager, Operational Readiness


	10.
	Review the facility readiness plan and, if necessary, provide comments to the Facility Operations manager and Readiness Assistant.

	Readiness Assistant
	11.
	Resolve comments, as required.


	Facility Operations Manager and Director Responsible for the Activity
	12.
	Review and concur with the facility readiness plan and submit to the Contractor Authorization Authority.



	Contractor Authorization Authority


	13.
	Approve the facility readiness plan.




	Readiness Assistant
	14.
	Incorporate completion of the affidavits from the facility readiness plan into the project integrated mission execution schedule.



	
	15.
	To execute the facility readiness plan, proceed to Section 4.2.


4.2 Facility Readiness Plan Execution

	Manager, Operational Readiness
	1.
	Assemble the facility readiness team and conduct a “kick off” meeting to implement the facility readiness plan.  This initiates the startup management self-assessment.

NOTE:  The facility readiness team consists of the Facility Operations manager (who is the facility readiness team lead), the Readiness Assistant, the managers, and the independent reviewers assigned responsibilities for completion of the startup management self-assessment affidavits.



	Facility Readiness Team
	2.
	Perform the following.

a. Prepare and accumulate supporting objective evidence and submit completed affidavits.

b. Ensure the completed affidavit(s) are reviewed and approved by the document review team.

c. Resolve comments generated by the document review team.


	Readiness Assistant
	3.
	Distribute affidavits from the facility readiness plan to the facility readiness team responsible managers and independent reviewers.



	
	4.
	Provide specific instructions to the responsible managers and independent reviewers on how to complete the affidavits, how to address the criterion and review approaches, how to assemble the objective evidence, and perform the reviews.
NOTE:  Guidance for completion of the affidavits is contained in Attachment C.



	Responsible Manager
	5.
	Submit the completed affidavit(s) (signed hard copy and electronic copy) and objective evidence to the Readiness Assistant for review and tracking.



	Readiness Assistant 
	6.
	Review affidavit for format and content.

a. If it meets expectations, provide to the independent reviewer per step 10.



	
	
	b. If affidavit needs additional information or formatting, return the affidavit to the responsible manager.  Also ensure all of the objective evidence was submitted with the affidavit and maintain affidavit objective evidence files.



	Responsible Manager
	7.
	Resolve comments/provide additional information to the Readiness Assistant.



	
	8.
	If applicable, revise the affidavit and return revised affidavit to the Readiness Assistant.



	Readiness Assistant
	9.
	Review affidavit for format and content; if acceptable, provide to the independent reviewer.



	Independent Reviewer
	10.
	Validate affidavit and objective evidence, then complete comment sheet attached to the affidavit.

a. If there are no deficiencies, proceed to step 18.

b. If deficiencies are identified, return the affidavit to the responsible manager for correction of deficiencies.

NOTE:  Guidance for the independent review is found in Attachment C.



	Responsible Manager
	11.
	Resolve comments with the independent reviewer, correct deficiencies (if required), revise the affidavit, sign the disposition block on the comment sheet attesting that the responsible manager and independent reviewer concur on the disposition of the comment sheet findings, and resubmit to the independent reviewer.



	Independent Reviewer
	12.
	Review the revised affidavit and comment sheet (if required) and forward completed affidavit and signed comment sheet (electronic and hardcopy) to the Readiness Assistant along with any new objective evidence that may have been obtained in the review.



	Readiness Assistant 
	13.
	Schedule a document review team meeting to review completed affidavit.

NOTE:  Normally, the document review team meetings are scheduled when three affidavits are ready for review.  The team typically will not review greater than three affidavits at any one meeting.



	
	14.
	Forward a copy of the affidavit and comment sheet to document review team members for review, preferably two working days prior to the scheduled document review team meeting to allow members sufficient time to review the affidavit prior to the scheduled meeting.



	Manager, Operational Readiness
	15.
	Assemble the document review team.  At the first meeting, explain expectations and provide instructions to document review team members on their responsibilities and duties.

NOTE:  Document review team members examine the affidavit and objective evidence under review and provide assurance to themselves, and management, that the associated project activity is ready to support a startup/restart and safe operation.



	
	16.
	Document review team members conduct a broad review of project affidavits and supporting information including, but not limited to:

· Assisting the document review team chairperson and facility readiness team members in finalization of the affidavit language.

· Providing a determination that the affidavit activity is complete and accurate.

· Concurring with the conclusions presented in the affidavits and comment sheets.



	Readiness Assistant
	17.
	Record document review team meeting minutes, to include the following:
· Affidavit(s) reviewed
· Affidavit disposition

· Affidavit punchlist and action items



	Document Review Team Chairperson
	18.
	Present the affidavit(s) to the document review team for review.

NOTE:  The document review team chairperson is responsible for overseeing the document review team process, which includes:

· Conducting the document review team meetings

· Ensuring that the readiness affidavits and supporting documentation accurately reflect the projects state of readiness
· Ensuring accuracy of document review team meeting minutes.



	
	19.
	Ensure the affidavit, as prepared (with or without punchlist items), constitutes readiness and can be supportable, and ensure the preparer and the reviewer discussed the comments and have agreed on the disposition.



	Document Review Team
	20.
	Review affidavit for adequacy.

a. If there are no deficiencies, provide affidavit to the Readiness Assistant for filing.

b. If deficiencies are identified, provide to responsible manager for correction and for inclusion on an open items list (Attachment D).



	Readiness Assistant 
	21.
	Enter deficiencies in the open items list and track affidavit punchlist items for the duration of the startup management self-assessment. (Attachment D).



	Facility Operations Manager and Manager, Operational Readiness

	22.
	Make pre-start and post-start determination of affidavit punchlist items in accordance with Section 4.4.



	
	23.
	After completion of the last startup management self-assessment activity, review the following for potential impact on, and possible inclusion in, the open items list:

· Open Problem Evaluation Requests

· Open work control system items.



	
	24.
	Verify closure of pre-start items.



	
	25.
	Obtain required “verified by” signature on the punchlist resolution form for each closed pre-start affidavit punchlist item.



	 
	26.
	Assemble verification documentation from punchlist items and insert in the startup management self-assessment affidavit certification package.

NOTE:  The affidavit certification package contains the affidavit along with the objective evidence, as needed, that supports operational readiness.



	
	27.
	Conduct meeting with the Readiness Assistant, the Manager, Operational Readiness, and the project manager to determine the status of the project and construct a manageable list of open pre-start and post-start items.

NOTE:  Acceptability of the “manageable list” of open items should be discussed with the Manager, Operational Readiness.



	
	28.
	Proceed to Section 4.3 to prepare a declaration of readiness interoffice memorandum while completing the remaining steps in this section.


	Facility Operations Manager
	29.
	Develop lessons learned from the startup management self-assessment and provide an electronic copy to the Manager, Operational Readiness, and the Readiness Assistant.



	Manager, Operational Readiness
	30.
	Disseminate lessons learned to appropriate personnel.




4.3 Declaration of Readiness Interoffice Memorandum

	Readiness Assistant
	1.
	Generate a declaration of readiness interoffice memorandum with the following attachments:

· List of open items (from the startup management self-assessment)

· Corrective action plan(s).



	
	2.
	Issue the declaration of readiness interoffice memorandum and attachments using Microsoft Word Template A‑6002‑838.


	Manager, Operational Readiness
	3.
	Submit the declaration of readiness interoffice memorandum to the contractor authorization authority.

NOTE:  The declaration of readiness interoffice memorandum and attachments are the communication used to notify the contractor authorization authority that the facility/project has completed the startup management self-assessment and is in a state of readiness to commence operations following completion of the identified open pre-start items.




Review the declaration of readiness interoffice memorandum and, if concur with the memorandum, provide a copy of the declaration of readiness interoffice memorandum to the independent contractor operational readiness review or readiness assessment team leader and direct the review team leader to commence the operational readiness review/readiness assessment in accordance with 

"

TFC-PRJ-PM-C-08
 or 

	"

TFC-PRJ-PM-C-09
.

NOTE:  The declaration of readiness interoffice memorandum and attachments are retained as part of the facility startup records.



	
	5.
	Notify the U.S. Department of Energy, Office of River Protection, of the commencement of the contractor operational readiness review/readiness assessment.



	Manager, Operational Readiness
	6.
	Retain and archive startup management self-assessment records in accordance with Section 6.0.


4.4 Evaluation and Tracking of Open Punchlist Items


Evaluate issues identified during startup management self-assessment and categorize as pre-start or post-start.  The determination shall be made for each item using the criteria of Attachment E of 

	"

TFC‑PRJ‑PM‑C-09
.


	Readiness Assistant
	2.
	Place evaluated items in a consolidated open items list for tracking and attach a Punchlist Resolution Form (Figure 2) to the appropriate affidavit.

NOTE:  The Punchlist Resolution Form (Figure 2) is used to document and track to closure punchlist issues identified on the affidavits.



	Readiness Assistant
	3.
	Enter items in the open items list (Attachment D) for tracking. 



	Facility Operations Manager
	4.
	Prepare a corrective action plan for each post-start punchlist item.

NOTE:  A Problem Evaluation Request meets the requirements of a corrective action plan.  A Problem Evaluation Request is required for each post-start punchlist item.


5.0 DEFINITIONS

Breadth.  The set of core requirements to be evaluated by the facility readiness team during conduct of the startup management self-assessment.

Certification package.  A project affidavit and the accompanying hardcopy objective evidence used to support the conclusion(s) made in the affidavit.

Core requirement.  A fundamental area or topic of review evaluated to assess whether a facility can be operated safely.
Independent reviewer.  A person knowledgeable and technically familiar with the topic or functional area being reviewed.  This person may not have participated in completion of readiness activities or affidavit preparation in the area they are performing the affidavit certification process.

Objective evidence.  Any documented statement of fact, other physical condition information, or record (either quantitative or qualitative) pertaining to the quality of an item or activity based on observations, measurements, or tests which can be independently verified.

Program work.  Work in a reactor or non-reactor nuclear facility that is accomplished to further the goals of the facility mission and/or program for which the facility is operated.  Program work is not accomplished when a facility is shutdown.  Program work does not include work that would be required to maintain the facility in a safe shutdown condition, minimize radioactive material storage, or accomplish modifications and correct deficiencies required before program work can recommence.

Review approach.  A description of what the technical experts (facility readiness team members) will examine and how the examination will be conducted to gather objective evidence that the criteria have been met.  The review approach consists of a sampling of documents, hardware, people, and performance.  These are alternately termed criteria and review approaches.

6.0 RECORDS

The following records are generated during the performance of the procedure:
· Facility Readiness Plan
· Affidavits and accompanying certification packages
· Declaration of Readiness Interoffice Memorandum
· Problem Evaluation Request.
The Quality Assurance organization is responsible for record retention and retirement of the Problem Evaluation Request in accordance with 

"

TFC-BSM-IRM_DC-C-02
.

The Facility Operations manager is responsible for record retention and retirement of all other records in accordance with 

"

TFC-BSM-IRM_DC-C-02
.

7.0 SOURCES

7.1 Requirements

1. RPP-MP-003, “Integrated Environmental, Safety, and Health Management System Description for the Tank Farm Contractor.”
7.2 References

1. DOE O 425.1B, “Startup and Restart of Nuclear Facilities.”

2. DOE-STD-3006-00, “Planning and Conduct of Operational Readiness Reviews.”

3. TFC-BSM-IRM_DC-C-02, “Records Management.”

4. TFC‑ESHQ-Q_C-C-01, “Problem Evaluation Request.”

5. TFC-PRJ-PM-C-06, “Operational Acceptance.”
6. TFC-PRJ-PM-C-08, “Operational Readiness Review.”

7. TFC-PRJ-PM-C-09, “Readiness Assessment.”

8. Operational Readiness web page.

Figure 1.  Startup Management Self-Assessment.
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Figure 2.  Punchlist Resolution Form.
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Responsible Manager:
	Date

	Independent Reviewer: 
	Date


Figure 3.  Affidavit.
	Project Name or Number

Affidavit #



	Guiding Principle#:


	Core Requirement #:


	Criterion:


	Review Approach:

1. 

	Documents Reviewed (Records, Procedures, etc.):

Documents Attached (Mark “X” or “N/A” in brackets below as applicable):

[
]
Copy of
[
]
Copy of

Systems Walked Down:

Interviews Conducted:

Evolutions Observed:



	Verification Statement:



	Punchlist Items:



	Approval Signatures:

	[   ]Accepted Date:
	[   ] Accepted with Punchlist Date:

	Responsible Manager:


	Signature/Date:

	Independent Reviewer:

	Signature/Date:

	Document Review Team Chairperson:


	Signature/Date:


Figure 4.  Comment Page.

	(Project Name/Number) AFFIDAVIT REVIEW
#__________

	COMMENTS PAGE

	Performed By:
	Date:

	Documents Reviewed (Records, Procedures, etc):



	Systems Walked Down:



	Interviews Conducted:



	Evolutions Observed:



	Findings:

Summary:



	Disposition:

Concurrence by Responsible Manager and Independent Reviewer (Signature and Date):




ATTACHMENT A – FACILITY READINESS PLAN FORMAT
Cover Page

· CH2M HILL

· FACILITY READINESS PLAN

· Activity/Task Identification (PROJECT W-XXX)

· FACILITY READINESS PLAN Number

· Revision

Page Two

· Activity/Task IdentificationConcurrence
· Approval
Page Three

· Activity/Task Identification 
· Table of Contents

1.0
Introduction/Background
This section should contain the specific name of the activity/task to be evaluated.  Include systems, and processes within the scope; the identification of whether the facility is being started for the first time or is being restarted (include information as to reason for shut-down, and hazard categorization once startup/restart is achieved); and any pertinent background material.

2.0
Purpose
Provide the rationale for the type of review to be conducted for the project/activity and provide the basis for the defined scope of the review.  This section may contain information detailing modifications or changes to the facility.

3.0
Overall Approach
Describe basically how the startup management self-assessment will be conducted, provide an introduction to that process, and outline the prerequisite conditions to be met by the facility/activity before the declaration of readiness.  Performance demonstration(s) should be included.

ATTACHMENT A – FACILITY READINESS PLAN FORMAT (cont.)

4.0
Organizational Objectives and Responsibilities
Identify the organizational entities involved in completing operational readiness activities.  Show the specific responsibilities and reporting relationships for each entity.  Where possible, associate processes and deliverables with each organizational entity.

5.0
Startup Management Self-Assessment Process
Provide information that will assist line management in preparing for the depth of review.  Indicate the process by which the level of analysis, documentation, and actions required to comply with an affidavit will be identified and executed.  This section should place particular emphasis on process applications that are safety related or of particular importance to the safety of the planned operation or activity.  

Document the method and results of the startup management self-assessment as this is important to the credibility of the effort and provides the foundation for follow-on contractor and DOE reviews. (The value of the startup management self-assessment will depend on the record of the effort being persuasive, demonstrating that it was thorough in execution and ample in scope (breadth and depth)).

6.0
Affidavit Management and Completion
Include in this section information on the following phases of affidavit management and completion:

· Responsible mangers actions

· Independent reviewers actions
· Document review team review/validation
· Closure and archiving.

Attachment C describes what the responsible mangers (facility readiness team members) will examine and how the examination will be conducted to gather objective evidence that the criterion and review approaches have been met.  Attachment C also outlines how the independent reviewers will conduct and document their review of affidavit(s).

7.0
References
Lists the documents used to prepare the facility readiness plan

Attachment 1 – Affidavits

Copies of the affidavits selected for the project/activity.
ATTACHMENT B – FACILITY READINESS PLAN CONTENT GUIDE
The facility readiness plan (FRP) sets the stage for a formal structured verification of facility readiness to startup/restart.  It is the document that defines what will be evaluated during the startup management self-assessment process.  It provides personnel with vital initial information regarding the planned readiness process.
The FRP should normally be prepared approximately six months before the planned start of the startup management self-assessment, or as soon as possible for restarts for unplanned shutdowns.  The Contractor Authorization Authority approves the FRP.  The FRP verifies/validates the ability of the project/activity to safely operate in accordance with requirements.

The amount of detail varies with the complexity of the facility/activity and the situation.  The detail must be sufficient for prepares, reviewers, and approvers to defend the decisions being made.  The FRP is developed using a graded approach to the tenets of the requirements specified in DOE O 425.1B.  The requirements depend on knowledgeable people identifying relevant topics based on their experience, the facility characteristics, operating environment, the operating and support organizations capability, and the risk associated with the proposed startup or restart.  The goal of the readiness process remains constant, ensuring that a state of readiness has been achieved and that the facility/activity is fully capable of commencing operations.  The FRP shall be reviewed and, if necessary, revised to accommodate any changes identified during the project/activity, including comments on the readiness review plan of action.  A declaration of readiness is made when all activities in the FRP are complete.

For use of the graded approach and a list of the core requirements, reference the Operational Readiness web page.

The FRP is drafted by the Readiness Assistant, concurred with by the Facility Operations Manager, and approved by the Contractor Authorization Authority.

Two important actions in the development of the FRP are the definition of the breadth of the assessment and the creation of the list of criteria that are to be verified to support readiness.  Identification of the criteria is accomplished by determination of the applicable core requirements to be reviewed for the startup/restart.  An evaluation of the activity/task is performed to determine what is different from the operations ongoing in the facility in which the activity/task is to be started and operated.  For example, if the operations personnel for the activity/task were newly assigned, trained, and qualified, then the operators would be evaluated during the startup management self-assessment.  If the activity/task were in an operating facility in which all support programs and systems already function, and different functions are not required for the activity/task, the support programs and systems would typically not be included in the FRP for the startup management self-assessment.

ATTACHMENT B – FACILITY READINESS PLAN CONTENT GUIDE (cont.)
Those organizations or programs that are identified as providing a product or service required for startup/ restart may typically be excluded from the assessment scope if their function has not changed as a result of the startup/restart.  However, those programs/organizations must be prepared to demonstrate that their function has been implemented in compliance with applicable management requirements and contractual flow-down requirements.

Define the prerequisites for readiness by reviewing the following:

· Each applicable core requirement
· Identify activities that must be completed to meet the core requirements prior to initiating the startup management self-assessment
· Identify and review any additional prerequisites that may be established by management.

The prerequisites, as specific action statements in the FRP, identify what must be completed before readiness, is declared.

NOTE:  Prerequisite statements provide for measurable evidence that the prerequisite(s) have been met.

ATTACHMENT C – GUIDANCE FOR AFFIDAVIT COMPLETION
The affidavit (Figure 2) shall be complete enough to allow a reviewer to follow the logic and the means utilized to verify the facility’s performance with respect to the criterion and review approaches, and to thereby validate the affidavit’s completeness and adequacy.  Listed below is guidance for completing each of the sections of the affidavit form.  Additional guidance, if needed, can be obtained from the Manager, Operational Readiness, or the assigned Readiness Assistant.

Affidavit Number

The affidavit number is assigned to a specific criterion falling under a specific core requirement.  The number shall appear in the header of the affidavit.  No action is required for this block, it provides information.

Core Requirement and Guiding Principle
Core requirements and guiding principle blocks contain wording from DOE O 425.1B and cannot be changed.  These blocks identify the core requirement and guiding principle being reviewed. This allows the document review team to verify that the core requirement is covered in its entirety and critical elements are not overlooked.  No action is required for this block, it provides information.

Criterion
The criterion of a core requirement will collectively satisfy the entire core requirement.  Emphasis is placed on the responsible manager’s ability to satisfy the criterion of each affidavit.  No action is required for this block, it provides information.

Review Approach
The review approach(es) listed in this block are required actions for completing the affidavit and shall be followed to fully answer the criterion.  In certain circumstances, the review approaches may require modification to ensure they are appropriate to the specific project or activity.  After the Facility Operations Manager and Manager, Operational Readiness, agreement is obtained, a modified affidavit will be issued by the Readiness Assistant.  No action is required for this block, it provides information.

NOTE:  Changes are not normally made after the responsible manager has reviewed and commented on the affidavit during the development of the FRP.

ATTACHMENT C – GUIDANCE FOR AFFIDAVIT COMPLETION (cont.)

Documents Reviewed (Records, Procedures, etc.)
Provide a list of all referenced documents (manuals, procedures, letters, data sheets, etc.) used to complete the affidavit.  Information shall include the document number, document title, revision number, RMIS accession number, and release date, where applicable.  This shows a “window in time” where the document was valid should it be superseded at a later date.  The referenced document shall be the latest revision implemented at the time the affidavit is approved by the document review team.  All referenced documents shall be supplied to the Readiness Assistant to be filed with the affidavit, regardless of whether or not it is readily available.
Documents Attached
List all referenced documents used to complete the affidavit.  Information shall include the document number, document title, revision number, release date, and RMIS accession number, where applicable.  

Systems Walked Down
List all facility/activity systems that were walked down in the field.  System walkdowns are an important feature of a performance based review and shall be documented in the affidavit.

Interviews Conducted
Interviews are an important part of the field validation process of a performance based review.  When interviews are conducted during the review, the responsible manager shall list the topic of the interview, the personnel interviewed, their position, questions asked, and the answers received.  Interview sheets are to be attached to the affidavit.
Evolutions Observed
The responsible manager shall list all evolutions observed, including the nature of the evolution and the date it was observed.  Observation of evolutions is a valuable part of any performance based review.  It provides evidence that the responsible manager has been involved and is knowledgeable of the actual situation in the field.  It also provides validation that procedures and policies are properly implemented.
Verification Statement
This section of the affidavit is to be used by the responsible manager to address the criterion and review approach(es) of the affidavit.  This section of the affidavit should begin with a positive statement that the criterion has been clearly met.  Preferably, this will be a restatement of the criterion as a completed item.  The remainder of the section is completed to demonstrate how the criterion was achieved and to provide justification that the criterion and review approaches are clearly met.  Normally, the review approaches will 
ATTACHMENT C – GUIDANCE FOR AFFIDAVIT COMPLETION (cont.)

be addressed in the order that they appear in the review approach section.  Number these accordingly so reviewers can readily ensure the review approach was addressed.  List/discuss any manuals, procedures, matrixes, and other documents that provide objective evidence that the criterion was met.  In cases where items being used to demonstrate how the criterion is met are still incomplete, those items shall be included as a punchlist item.

Punchlist Items
Punchlist items should be assigned a number corresponding to the affidavit (e.g., 1.3.1.a, etc.).  The first two digits represent the affidavit number, the next digit represents the review approach number, and the letter indicates the first, second, or third punchlist item associated with that review approach.  A “punchlist resolution” page (Figure 2) will be added to the affidavit by the Readiness Assistant that requires the date of clearance and the concurrence of the responsible manager.  This page will be attached to the affidavit as a permanent record.

Accept and Accept with Punchlist

These two blocks are filled in by the Readiness Assistant after the affidavit has been reviewed and accepted by the document review team.  These blocks annotate the date and how the affidavit was accepted.

Responsible Manager, Reviewer, and Document Review Team Chairperson
These blocks are signed by the responsible manager, independent reviewer, and the document review team chairperson after the affidavit is accepted by the document review team and attests that the information on the affidavit is correct.

Comment Page

The comment page (Figure 4), a part of the affidavit, will be used by the independent reviewer to record the validation process.  The independent reviewer is to list the documents and procedures reviewed, interviews conducted, and evolutions observed, in the correct fields on the comment sheet.  The independent reviewer is to provide the same level of information on each of these topics as required by the responsible manager (as described in the above listing for completing the affidavit blocks).  The independent reviewer shall work with the responsible manager to resolve any differences or discrepancies noted during the course of the review.  The responsible manager and the independent reviewer shall sign the comment sheet that they concur on the disposition of discrepancies found in the review.  The independent reviewer shall provide a copy of any document reviewed that is not referenced on the affidavit or already provided as objective evidence to the readiness specialist.  The independent reviewer shall list the finding(s), keeping comments to fact, and referring to the standards upon which the finding is based.  A summary section shall contain a statement summarizing whether or not the criterion has been met, based on the independent review.
ATTACHMENT D – EVALUATION AND TRACKING OF OPEN PUNCHLIST ITEMS
This attachment defines the process for evaluation and tracking of issues identified during readiness review activities.  During these activities, issues discovered should be categorized as pre-start or post-start according to the information contained in Attachment E of 

"

TFC-PRJ-PM-C-09
.  The items should be consolidated on an open items list.  This list should be accurately maintained and kept up to date by the Facility Operations Manager.  In addition, the punchlist resolution form (Figure 2) shall be attached to the affidavit as a permanent record.  It is used to document and track punchlist issues identified on the affidavits.

All post-start findings shall have a corrective action plan prepared.  The Facility Operations Manager should continue to monitor, track, and bring to closure as many items as possible before startup or restart.

Prior to the declaration of readiness, the Facility Operations Manager should update and verify the open items list contains all pre-start open items from all sources, including major system acquisition items, all official acceptance of construction pre-start items, all affidavit punchlist pre-start items, as well as any open items that arise during ongoing facility/activity startup or restart preparations.

To ensure that no significant issue is overlooked, the Facility Operations Manager should re-review all open applicable Problem Evaluation Request items generated since initiation of the startup management self-assessment, and all open work control system items pertaining to the facility or activity undergoing review.
Immediately before startup or restart, the Facility Operations Manager will verify closure of all pre-start items on the  open items list.  The Readiness Assistant will then ensure that all verification documentation to support the closure of items is assembled in the appropriate affidavit certification package.
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Readiness assistant develops facility readiness plan
TFC-PRJ-PM-C-07, Attachment A


Readiness assistant distributes facility readiness plan affidavit to responsible managers and independent reviewers
TFC-PRJ-PM-C-07,
Section 4.1, step 15


Responsible manager provides completion schedule for affidavits to the facility operations manager and the readiness assistant
TFC-PRJ-PM-C-07, 
Section 4.1, step 17


Independent reviewer validates  affidavit and completes comment sheet attached to the affidavit
TFC-PRJ-PM-C-07, 
Section 4.1, step 26


Document review team reviews affidavit
TFC-PRJ-PM-C-07, 
Section 2,4 step 34


Project operations manager generates a declaration of readiness memorandum
TFC-PRJ-PM-C-07, 
Section 4.2, step 1


Contractor authorization authority directs contractor readiness review team leader to commence review
TFC-PRJ-PM-C-07, 
Section 4.2, step 4



