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INTERFACE WITH THE
DEFENSE NUCLEAR FACILITIES SAFETY BOARD

1. PURPOSE. ThisManual presents the process the Department of Energy (Department)
will use to interface with the Defense Nuclear Facilities Safety Board (Board) and its
staff.

2. APPLICABILITY. Therequirementsin this Manual apply to Departmental personnel
including employees of the National Nuclear Security Administration who are to use this
Manual to facilitate the quality and responsiveness of the Departmental interactions with
the Board and its staff. Major facility management contractor responsibilities are listed in
Attachment 1, Contractor Requirements Document (CRD). The major facility
management contractor must comply with the responsibilities identified in the CRD after
the CRD isinserted into its contract because the laws, regulations, and DOE directives
clause of the contract so specifies. Additionally, under the laws, regulations, and DOE
directives clause the mgjor facility management contractor is responsible for compliance
with the requirements of the CRD, regardless of the performer of the work, and for
flowing down the requirements of the CRD to subcontracts to the extent necessary to
ensure the contractor’ s compliance with the requirements.

3. CANCELLATION. ThisManual cancels DOE M 140.1-1A, INTERFACE WITH THE
DEFENSE NUCLEAR FACILITIES SAFETY BOARD, dated 1-26-99.

4, REFERENCE. Atomic Energy Act of 1954, Sections 311-321 (42 U.S.C. § 2286 —
2286i), Defense Nuclear Facilities Safety Board.

5. CONTACT. Mark B. Whitaker, Jr., Departmental Representative to the Defense Nuclear
Facilities Safety Board, Office of the Secretary (S-3.1), 202-586-3887.

SENT 0P
§' Lok ’Q
%Sbrrgs(f}

SPENCER ABRAHAM
Secretary of Energy
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CHAPTER1

OVERVIEW
1 INTRODUCTION. ThisManud presents the process the Department of Energy

(Department) will use to interface with the Defense Nuclear Facilities Safety Board (Board)
and its gaff. The requirements and guidance in this Manua apply to Departmentd personnd,
including employees of the Nationd Nuclear Security Adminigtration (NNSA), who areto use
this Manual to facilitate the quality and respongveness of the Departmentd interactions with the

Board and its S&ff.

Attachment 1, Contractor Requirements Document (CRD), provides requirements that can be
applied to contractors and subcontractors responsible for managing and operating
Departmenta facilities, as adapted to meet ste-specific needs. Contractor compliance with the
CRD will be required consstent with the conditions set forth in the controlling contract.

a The Board is an independent executive branch establishment responsible for providing
advice and recommendations to the President and the Secretary of Energy (Secretary)
regarding public health and safety issues at Departmentd defense nuclear facilities.

Q) The Board was established by Congressin 1988 (see subparagraph 2a) to
perform the functions summearized below:

@

(b)

©

(d)

(€

review and evauate the content and implementation of the standards
relating to the design, congtruction, operation, and decommissioning of
Departmenta defense nuclear fadilities (including applicable
Departmenta Orders, regulations, and requirements);

investigate any event or practice at Departmenta defense nuclear
fadilities that has adversdly affected or may adversdly affect public
hedth and sefety;

andyze design and operationa data, including safety andysis reports,
from any Departmenta defense nuclear fecility;

review the design and congtruction of a new Departmenta defense
nuclear facility and make recommendations considered necessary to
protect public hedth and safety; and

make such recommendations to the Secretary with respect to
Departmenta defense nuclear facilities, including operations of such
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facilities, sandards, and research needs, as the Board determines are
necessary to ensure adequate protection of public hedth and safety.

2 Defense nudlear fadilities include production and utilization fadilities, facilities
involved in assambly, disassembly, and testing of wegpons, and certain nuclear
waste storage facilities.

3 Board oversght authority extends throughout the life cycle of jurisdictiond
facilities, from design, congtruction, and operation through decommissioning.
For the purposes of oversght, the Board defines decommissioning to
encompass activities leading up to environmenta retoration, including
deactivation, decontamination, fina process runs, remova of specia nuclear
material, resdues, and wastes, and other activities necessary to ensure
adequate protection of public hedth and safety (see subparagraph 2d).

The Board communicates with the Department through a variety of mechanisms
including forma recommendations, forma reporting requirements, letters requesting
action and informetion, letters providing suggestions, letters providing information such
as daff issue reports and trip reports, Board and Board staff requests for information,
public mesetings, briefings and discussons, and site visits. The Board' s choice of
communication vehicle tends to indicate the level of the Board' s concern, with the more
forma vehicles used for clearly defined safety issues that require prompt attention by
Departmenta managers.

The Department and the Board share the common goal of ensuring adequate protection
of public and worker hedlth and safety and the environment at Departmentd defense
nuclear facilities. To accomplish this god, the Department’ s interface palicy isto:

1) fully cooperate with the Board,

2 provide access to information necessary for the Board to accomplish its
respongibilities;

3 thoroughly consider the recommendations and other safety information
provided by the Board,

4 consgtently meet commitments to the Board; and

(5) conduct interactions with the Board in accordance with the highest professiond
standards.
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2. REFERENCES.

a

Atomic Energy Act of 1954, Sections 311-321 (42 U.S.C. § 2286 - 2286i), Defense
Nuclear Fecilities Safety Board.

Defense Nuclear Facilities Safety Board Policy Statement PS-1, “ Criteria for Judging
the Adequacy of Department Responses and Implementation Plans for Board
Recommendations,” October 19, 1990.

Defense Nuclear Fecilities Safety Board Policy Statement PS-2, “Board Policy on
Trangmitta of Trip Reports and Other Safety Information to the Secretary of Energy,”
December 31, 1992.

Defense Nuclear Fecilities Safety Board Policy Statement PS-3, “Policy Statement on
Board Oversght of Department of Energy Decommissioning Activities a Defense
Nuclear Fecilities,” August 19, 1996.

Privacy Act Overview, 5U. S. C., Section 552a(b)(3). DOE System of Records,
Generd Personnel Records, 55 Federal Register 3840, February 5, 1990. DOE
System of Records, Personnd Radiation Records, 58 Federal Register 59246,
November 8, 1993.

RESPONSIBILITIES.

a

Secretary of Eneray.

@ Provides full cooperation with the Board, including ready accessto
Departmentd facilities, personnel, and information (see subparagraph 2a).

2 Responds to Board recommendations in accordance with the Board' s enabling
statute (see subparagraph 2a).

3 Provides the Board with implementation plans for each accepted
recommendation and gpproves any subsegquent plan changes (see subparagraph
2a).

4 Provides annua reports to Congress concerning Board-related activities of the
Department (see subparagraph 2a).

Deputy Secretary of Energy.

@ Ensures Board issues are properly addressed within the Department.
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Resolves disagreements that cannot be otherwise resolved among Departmental
elements on relative priorities and gpproaches for addressing Board-related
safety issues.

Resolves any disagreements regarding designation of a cognizant Secretaria
Officer who will respond to a Board recommendation, Board correspondence,
or other Board issue.

Secretarid Officers.

Note: Throughout this Manud, the term Secretarid Officer includes the Administrator

@

@)

3

(4)

and Deputy Adminigtrators of the NNSA.

Cong gtent with guidance from the Deputy Secretary, implement the
Department’s policy with respect to the Board.

When designated as the cognizant Secretarid Officer responsible for
responding to a Board recommendeation, correspondence, or other Board
issue, designate and empower a Responsible Manager to manage the
asociated planning, response, and implementation activities, congstent with
guidance provided. The organizationd leve of a designated Responsible
Manager should be the highest Headquarters or field manager with direct
respongibility for overseeing resolution of the identified safety issues and
implementation of the Department’ s response (typicaly ether a Deputy
Assistant Secretary or Operations/Area Office Manager). In cases of cross-
organizationd activities, the Responsible Manager should be sdlected by the
participating Secretarid offices and be given the necessary authorities and
boundaries to coordinate the Department’ s response.

Support other Secretarid Officers designated as cognizant for responding to
and implementing Board recommendetions.

Desgnate and empower a single point of contact within their organizationsto
represent their organizations and work with the Departmental Representative
and higher gaff in Board-related matters.

Operations/Area Office Managers with Responsbility for Defense Nuclear Facilities.

@

Desgnate asingle point of contact with the authority to represent hisher
organization and work with the Departmental Representative and hisher staff in
Board-related matters.
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2 Using the appropriate contract vehicle, ensure contractors (management and
operating contractors, weapons |laboratory contractors, integrating contractors,
environmenta restoration and management contractors, etc.) acknowledge and
implement thelr interface respongbilities as ddinested in this Manud (see
Attachment 1, Contractor Requirements Document).

3 Resolve conflicts between Departmental personnel and Board staff. If difficulty
perssts, notify the Departmenta Representative.

e Departmental Representative to the Board.

@ Represents the Secretary in regular and continuing interactions with the Board.

2 Advisesthe Secretary, Deputy Secretary, Secretarid Officers, and other
Departmentad officias on Board priorities, concerns, actions, and plans.

3 Manages Departmentd interface activities and provides direction (except for
the NNSA) and advice to line management on Board-related matters.

4 Coordinates with affected Secretarid Officers and designates (with respect to
the NNSA, recommends designation) a cognizant Secretarid Officer to
respond to a Board recommendation, Board correspondence, or other Board
issue.

5) Facilitates communication and cooperation between Departmenta eements and
the Board and its staff.

(6) Reviews written communications to the Board (with the exception of responses
to information requests) for consistency and responsiveness, and provides
concurrence approval or disapprova (with respect to the NNSA, recommends
changes to the Adminigrator).

) Manages the Department’ s Safety | ssues Management System for
Board-rdated issues, commitments, and actions.

8 Maintains awareness of line implementation of Departmenta commitments to
the Board and takes gppropriate action to focus line management attention on
resolving the identified safety and management issues.

9 Prepares reports on Board-related activities for senior Departmental
management, Congress, and the President.
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Provides guidance and training on this Manud to Departmentd points of
contact and support personnel.

Maintains and didtributes alisting of key Departmental personnel for
Board-related activities.

Maintains the Department’ s centra repository of officid Board communications
and makes thisinformation available to Departmenta personnel, contractor
personnel, and the public.

Fecilitates Board review of and comment resolution on Departmentd directives,
rules, and standards. (Seedso DOE M 251.1-1A, DIRECTIVES SY STEM
MANUAL, and DOE Technica Standard Program Procedure DOE-TSPP-6,
Coordination of Technical Standards.)

Responsible Managers.

@

)
3

(4)

Q)

(6)

For each Board recommendation or |etter requesting action and for each
Departmenta commitment to the Board, manage the response, planning,
implementation, tracking, and closure of the recommendation, action request,
and/or associated commitments.

Provide status updates to the Safety |ssues Management System.

Prepare, coordinate, and transmit a closure package to the Board upon
commitment completion.

Ddegate day-to-day activitiesto aworking level manager or technicd lead, if
desired.

Keep the cognizant Secretarid Officer informed of any issues that need senior
management attention.

For cross-organizational issues, coordinate with the appropriate Headquarters
and field managers in the other organization to implement the safety issue
resolutions, consstent with the boundaries and authorities established by the
contralling plan, commitment documents, or organizationa memorandums of
agreement.

Issue Lead.

@

Asamember of the Departmental Representative s staff assgned by the
Departmental Representative to a specific Board recommendation, supports the
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)

3
(4)

Q)

(6)

)

(8)

designated Responsible Manager throughout the development and
implementation of the Department’ s plan to resolve that recommendation.

Participates as a member of the response team by identifying related
Departmenta responses and commitments, providing input on the format and
content of the Department’ s response and implementation plan, and evauating
adequacy and responsiveness to Board criteria.

Facilitates communi cations between the response team and the Board staff.

Supports the Departmental Representative in meetings with senior
Departmenta management for the purpose of developing the Department’s
drategy, resolving disagreements and conflicts, and conducting briefings and
presentations.

Advises the Departmenta Representative on concurrence with final
implementation plans, commitment closure packages, and other written
communications.

Supports the Responsble Manager on identification, tracking, and closure of
associated commitments in the Safety 1ssues Management System.

Assgts with Board issues defined by or associated with reports and
correspondence other than Board recommendations, as assigned by the
Departmental Representative.

Ensures that the Secretary’ s responses to Board recommendations are
published in the Federal Register in atimdy manner.

h. Points of Contact.

@

)

Represent their Secretarid Officers or Operations/Area Office Managers on
day-to-day Board-related issues and interactions with the Departmental
Representative and higher staff, other Departmental eements, and the Board
gaff.

Be cognizant of, and coordinate, day-to-day Board-related activities within
their purviews, such as:

@ assigning respongbilities,

(b) coordinating review and concurrence,
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(© facilitating meetings and Ste vists,
(d) fulfilling informetion requests,

(e identifying commitments made and actions taken during briefings and
dgtevidts,

® following up on commitments and actions to ensure satisfactory
completion,

(0) ensuring adherence to this Manud,

(h) communicating and reporting to their management as requested on the
gatus of sgnificant Board actions, and

0] maintaining accurate satus of assgned items on the Safety Issues
Management System.

3 Support Responsible Managers in their organizations in responding to and
implementing Board recommendations and other commitments.

4) Prepare, coordinate, and conduct Departmentd activities to support Ste vists.

(5) Be sufficiently knowledgeable of Board practices to advise their organizations
and assg their management in interfaces with the Board and its Saff.

Departmental Personndl.

@ Provide full cooperation with the Board, including:
@ being courteous,
(b) being open, honest, and responsive;
(© agreging to no action items outside the immediate level of authority; and

(d) subsequent to any informa discussions or interactions with the Board or
its saff, notifying the gppropriate point of contact of the substantive
information and actions discussed.

2 Promptly bring to the attention of local Departmental management any conflict
that arises with Board staff personnd.
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CHAPTERII

RECOMMENDATIONS AND RESPONSES

1. BOARD RECOMMENDATIONS.

a

The Board issues recommendations to the Secretary on issues or circumstances it
determines need to be resolved to ensure adequate protection of the public health and
safety. The Secretary must respond to each Board recommendation within 45 days of
its publication in the Federal Register.

The Secretary may accept or rgject a Board recommendation in whole or in part.
Figure 1 provides an overview of the Board recommendation process (see Chapter |,

subparagraph 2a).

2. RESPONDING TO A RECOMMENDATION.

a

When a Board recommendation is recelved, the Departmental Representative must
coordinate with the affected Secretarid Officersto designate the cognizant Secretaria
Officer. If necessary, the Deputy Secretary must resolve any disagreements regarding
designation of the cognizant Secretarid Officer. The cognizant Secretarid Officer must
oversee the development of the Department’ s response. If the recommendation is
accepted, the cognizant Secretaria Office dso must oversee development of the
associated implementation plan and resolution of the applicable safety issues, through to
the ultimate closure of the recommendation.

The cognizant Secretarid Officer must designate a Responsible Manager, typicadly a
Deputy Assistant Secretary or Operations/Area Office Manager or equivalent, to
manage development and implementation of an adequate response and, if necessary, an
implementation plan for resolving the Board recommendation. The Responsible
Manager should possess sufficient stature and authority to obtain the necessary
commitments of action from the various organizationsinvolved. An Operations/Area
Office Manager should be considered for recommendations that are limited to asingle
ste; a Deputy Assistant Secretary is more appropriate for recommendations with
implications for multiple Stes and organizations. This Responsible Manager may, in
turn, identify atechnical lead to assst in coordinating response devel opment and
implementation planning. The sdection of an gppropriate Responsible Manager and an
experienced technical lead with the necessary technica, communications, and
management skillsis key to the Department’s success. The continuous commitment of
the Responsible Manager and technicd lead throughout the life of arecommendation
has aso proven to be important for effective Departmenta interface with the Board.
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Figure 1. Recommendation Process Overview.
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The Responsible Manager must establish a response team to support the development
and implementation of the Department’ s response. Secretarid Offices and
Operationg/Area Offices expected to be mgjor stakeholdersin the implementation plan
should provide membersfor thisteam. The points of contact should assist the
Responsible Manager in obtaining appropriate team participation from their respective
organizations, including field representatives, as gppropriate. Team participants must
have the authority to speek for their management. The Responsible Manager should
solicit early involvement of the Office of the Generd Counsd (and NNSA Generd
Counsdl, when an NNSA eement isinvolved) to support the response team in
addressing legd issues or procedurd requirements. The Departmenta Representative's
office must designate an Issue Lead to support the Responsible Manager as a member
of the response team.

The response team should promptly begin development of the Department’ s response
and the associated implementation plan, if one is expected to be necessary. To
promote timeliness and responsveness, affected Departmenta eements should follow
the process presented in Attachment 2 and summarized in Figure 2.

The response team must, as a minimum, consider the following topics:

@ sgnificant safety issues associated with the recommendation,
2 underlying causes and implications of these issues,

3 exidting programs and activities that can be built upon,

4 drategic input from affected Departmenta dements,

5) public comments forwarded from the Board,

(6) cogts and benefits associated with implementation, and

) the impact on ongoing Departmenta programs and activities.

The response team should seek discussions with one or more Board members to fully
understand the Board' s views regarding the underlying safety issues and potentid
resol ution approaches.

Prior to obtaining concurrence on the Secretary’ s response | etter, the Responsible
Manager should estimate the associated costs and contribution to safety and brief
Departmenta senior management concerning this information.

ACCEPTING A RECOMMENDATION.

a

If the Secretary accepts the recommendation, the Responsible Manager must prepare
the Department’ s response letter which (see Chapter 1, subparagraph 2b):
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(@D} demongtrates an understanding of what is being recommended,

2 commits the Department to take action to meet the recommendation within the
context of the Department’ s acceptance,

3 identifies the Responsible Manager by name, and

4 identifies specific actions the Department intends to undertake so the Board can
determineif the materid terms of the recommendation will be met.

Unconditiona acceptance of Board recommendations must be carefully considered by
the response team.  If aresponse letter is sent which smply states that the Secretary
agrees with or accepts a recommendation, the Board will interpret this action asan
unconditiona acceptance of the Board' s recommendation and the Board's
interpretation thereof. The Board will ordinarily consider unacceptable any subsequent
contradiction or retrenchment from the response’ s unconditional acceptance (see
Chapter |, subparagraph 2b).

REQUESTING A RESPONSE EXTENSION. If requested by the Secretary, the Board may

grant additiona time, not to exceed 45 days, for the Department to respond to the Board's
recommendation. Requests for additiond time should be reserved for exceptiona
circumstances (e.g., when a complex technical andysisis required prior to findizing the
Department’ sresponse). The Responsible Manager mugt initiate a request for additiona time
when it is clear that an adequate response cannot be completed within theinitid 45 days.
Regardless of when the request is submitted, the extension begins after the initia 45 days has
expired. The Issue Lead should support the Responsible Manager by coordinating this request.

5. REJECTING A RECOMMENDATION, IN WHOLE OR IN PART.

a

The Secretary may rglect arecommendation, in whole or in part. Prior to formaly
rgecting dl or part of a Board recommendation, the cognizant Secretarid Officer and
the Respongble Manager should brief one or more members of the Board on the
Department’ s concerns. In rgjecting dl or part of arecommendation, the response
letter must identify substantive differences that the Department has with the
recommendation. The Board may accept a Departmental response which regjects
portions of arecommendation if, based on the Board' s judgment, sound reasons are
given for rgjecting the recommendation and aternative means of protecting the public
hedlth and safety are specified (see Chapter |, subparagraph 2b).

If the Secretary rgjects a recommendation in whole or in part, the Board may reaffirm
or revise the originad recommendation and notify the Secretary. The Secretary must
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provide afind decision to the Board within 30 days of notification of the Board's
regffirmation or revison.

The cognizant Secretarid Officer must ensure that thisfinal decision is reached and a
find response to the Board is prepared for the Secretary’s approva. Thisfina
response prepared by the cognizant Secretarid Officer must identify the parts of the
recommendation that are accepted and regjected, and describe the reasons for the
decison. The cognizant Secretaria Officer, the Responsible Manager, the
Departmenta Representative, and response team members should perform the same
rolesin developing thisfind response as they performed in developing the initia
reponse. The Department must publish the find decison in the Federal Register and
aso tranamit it to the Speaker of the House of Representatives, and to the Senate
Committees on Armed Services and Appropriations (see Chapter |, subparagraph 2a).
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1.

CHAPTER III

IMPLEMENTATION PLANNING

IMPLEMENTATION PLAN DEVELOPMENT. The Secretary must submit an

implementation plan to the Board within 90 days of the date the Secretary’ s acceptance of the
recommendation is published in the Federal Register (see Chapter |, paragraph 2a). The
reponse team should begin implementation plan development (Figure 3) immediately after the
recommendation is received and conduct plan development in parale with development of the
Department’ sresponse. The cognizant Secretarid Officer, Responsible Manager, and
response team that developed the Department’ s response should develop the associated
implementation plan.

a

Team Leadership. Regardless of whether the Responsible Manager delegates
coordination of implementation planning to a technicd lead, he/she must maintain clear
sponsorship and open communications with the response team. The Responsible
Manager should engage in the development process by interacting with the team,
reviewing progress, ensuring adequate technical basis, making key decisons,
advocating the Department’ s position to the Board and its staff, and keeping the
cognizant Secretaria Officer informed. He/she should aso ensure thet the
implementation plan is complete, respongive, and achievable and that the resource
impact of the implementation plan is understood, acceptable, and consistent with the
associated safety improvement.

Internal Coordination

@ Organizations that have an interest in the outcome of an implementation plan
should be identified by the Responsible Manager early in the development
process and should be included in or represented on the response team and be
kept fully informed of the team’ s activities. The members of the response team
should possess the necessary technical background and skillsto effectively
develop the implementation plan.

2 To ensure effective coordination, the Responsible Manager should prepare
early in the process a schedule for plan development that identifies milestones
and respongbilities. The Responsible Manager should identify Departmental
resources that will be required for developing the implementation plan (such as
travel funds) and identify sources for these resources. The Responsible
Manager should use periodic status reports to keep everyone informed of
progress, upcoming activities, action items, and responsibilities.
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As requested, the affected points of contact should assist the Responsible
Manager and response team, by coordinating review and comment, comment
resolution, and concurrence within their respective organizations.

The response team should meet frequently to ensure effective progressin
developing the implementation plan. Team participants should be prepared to
represent the views of their respective organizations. As necessary, the
Responsible Manager should ensure that these meetings include participation by
the appropriate managers to obtain decisions on resolution gpproaches,
responghilities, and schedules.

As an organizationd change effort, implementation planning requires
development of aclear case for action, establishment of a codition of key
playersto lead the action, formation of a clear vison of the objectives and path
forward, and repeated communication and articulation of the vison through a
variety of meansto the partiesinvolved. A primary objective of the response
team is to obtain the buy-in, ownership and commitment of resources from the
affected organizationsto fulfill their portions of the implementation plan.

| nteraction with the Board and its Staff.

@

)

3

(4)

The response team should interact with the Board staff during implementation
plan development to the extent necessary to understand the Board's
recommendation. The Responsble Manager should focus early meetings on
gaining afull understanding of the recommendation’s content and intent, and
avoid discussng the Department’ s planned resolution gpproach until the
Department has developed an adequate framework and basis for resolution.

In communicating the framework and basis for resolution, the response team
should discuss underlying causes and assumptions, potentid resolution
dternatives, and advantages and disadvantages of the various dternatives.

In developing potentia resolution dternatives, the response team should try to
build on exigting programs and activities and invent new ones only when

necessary.

The response team should request the Board staff’s opinion, to the extent
possible, on whether proposed resolution dternatives satisfy the intent of a
recommendation. The response team should not request the Board gt&ff to
define or select resolution aternatives.
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The response team should provide the Board staff with sufficient opportunities
(typicdly at least two) to review draft plan information during the devel opment
process. The response team should request the staff to provide its comments
on the draft plan in writing.

The Responsible Manager should participate in mgor interactions and be
cognizant of dl interactions with the Board or its saff. The Issue Lead should
ass s the Responsible Manager in arranging for and conducting interactions
with the Board gaff.

The Issue Lead should provide to the Responsible Manager and response team
any public comments received viathe Board in response to the Federal
Register notice.

Toward the close of the development period, the response team should seek
closure with the Board staff on the scope of commitments and an indication that
the staff will recommend to the Board that the planned activities are sufficient to
addressthe identified safety issues. If such indication is not received, the
Responsble Manager should inform the cognizant Secretarid Officer so that
interaction with one or more Board members can be arranged to brief them on
the Department’ s position.

When interactions with one or more of the Board members are necessary, the
Departmenta Representative should support the cognizant Secretarid Officer in
arranging for and conducting interactions at thislevel. The cognizant Secretarid
Officer and Responsble Manager should brief the Board member or members
on the Department’ s gpproach prior to finaization and forma transmitta of the
implementation plan.

d. Schedule, Cogt, and Funding.

@

The response team should prepare a planning-quality schedule and cost
estimate prior to plan submitta for Secretary approva. To accomplish the
schedule and cost estimate within the dlotted time window, the response team
should:

(@  begin development work as soon as possible,
(b) include a person with cost/schedule expertise,

(© develop a reasonably accurate preliminary scope of work early inthe
90-day window (see Figure 3).
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Departmental senior management will need a planning-qudity schedule and cost
estimate (i.e., rough order-of-magnitude estimate) so that they can andyze the
resource impact of the plan before committing to it. The cost estimate will dso
be used to assess cost-benefit and relative priorities among various potentia
safety improvements. The desired degree of accuracy for this planning estimate
is minus 50 percent to plus 100 percent (see DOE G 430.1-1, Cost
Estimating Guide, dated 3-28-97). In addition, the Board will review the
Department’ simplementation plan to determine whether it provides aredidtic
and achievable schedule for plan implementation (see Chapter |, subparagraph
2b).

Resolution of anissue (i.e, completion of al actionsidentified in the
implementation plan) should result in tangible improvement to safety within the
Departmentd defense nuclear facilities complex. If possble, the Respongble
Manager should establish the resolution scope based on the goa of completion
within 1 year of planissuance. To accomplish thisgod, the resolution focus
may need to be on gaining substantive control of an issue rather than closing Al
loose ends. For example, issue resolution may need to be defined in the
implementation plan as developing training and conducting initia sessons, rather
than as completing training of al Departmenta personnel and performing a
follow-up evauation. The god of resolution within 1 year, based on the
expectations of Congress in establishing the Board, should be strictly pursued
by the Responsible Manager for recommendations that are narrowly focused
and affect only one site and one Headquarters office. Recommendations that
involve mgor systemic changes, multiple Headquarters offices, and multiple
gtes can require more than 1 year for resolution. The Responsible Manager
must carefully consder exceptions to the 1-year god.

The response team, with the direction of the cognizant Secretarid Officer,
should identify how the implementation plan will be funded. Resources will
likely need to be redlocated to ensure funding during theinitia phases of
implementation; the sources of these resource reall ocations should be identified
by the affected Secretaria Officers. Funding alocations beyond theinitia
phases of implementation should be established by the affected Secretaria
Officers through the Departmenta budget process to ensure that sufficient
resources will be available to meet the Secretary’ s commitment to the Board.
The Responsible Manager should apply schedule and cost performance
monitoring techniques to improve management effectiveness during plan
implementation.
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2. IMPLEMENTATION PLAN FORMAT AND CONTENT.

a The primary purpose of the implementation plan is to describe the gppropriate actions
and schedule for ensuring that the accepted recommendation is resolved. The Board
uses the following Six subgtantive criteria to judge the adequacy of an implementation
plan (see Chapter |, subparagraph 2b).

@

@)

3

(4)

Q)

(6)

Underdanding. Theimplementation plan must show an underganding of the
safety issuesraised by the Board' s recommendation.

Responsiveness. The Department’ s planned course of action must address the
complete Board recommendation and accomplish satisfactory resolution of the
underlying safety issues.

Assumptions. The important (engineering, technica, administretive, or
legidative) basdline assumptions for successful plan implementation must be
detailed.

Panning Detal. The Department’ s approach to resolve the associated safety
issues must be described in sufficient detail to permit the Board to
independently determine that the approach and schedule are reasonable and
achievable.

Technicd Bass. The Department’s plan must be based on sound evauation,
including identification of the underlying causes.

Focus on Closure. The Department’ s plan must define completion deliverables
for demondtrating safety issue resolution in a verifigble manner.

b. Response teams should prepare implementation plans consstent with the Format and
Content Guide provided in Attachment 3 to address these Six substantive criteria.
Attachment 3 applies to recommendations received after 1994; this guidance may be
considered for mgor revisons of previous implementation plans. In some cases,
exceptions and additions to this recommended format may be appropriate and should
be made on a case-by-case basis.

TRANSMITTAL OF IMPLEMENTATION PLANS. Theimplementetion planisa

Secretarid commitment. The Respongble Manager must obtain finad concurrence and approval
of the implementation plan in accordance with established Departmental procedures. The
points of contact should assst in expeditioudy acquiring concurrence within their respective
organizations. After the implementation plan is gpproved and signed by the Secretary, the
Executive Secretariat will formdly transmit it to the Board. Aswith other outgoing
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correspondence to the Board, the Departmental Representative' s staff will distribute copies of
the transmitted implementation plan to the affected Secretarid Officers and Operations/Area
Office Managers.

EXTENSION NOTIFICATION.

a The Secretary may obtain one 45-day extension for submitting an implementation plan
by notifying the Board, the Speaker of the House of Representatives, and the Senate
Committees on Armed Services and Appropriations. These extension requests by the
Secretary should be reserved for exceptiona circumstances. If an extension is needed,
the Responsible Manager, supported by the Issue Lead, should begin drafting a
notification letter at least 30 days prior to the expiration of the origind 90-day time

period.

b. The Responsible Manager must prepare the notification |etter to provide the following
information:

@ the reasons for the delay,
2 the current status of the draft implementation plan, and
3 the actions being taken by the Department to complete the implementation plan.

C. The Responsible Manager, supported by the Issue Lead, should ensure that the
notification letter is finalized and signed by the Secretary at least 2 weeks prior to
expiraion of the origina time period.

BOARD ACCEPTANCE. TheBoard's practiceisto review and formaly accept or not
accept each implementation plan submitted by the Department. Upon receipt of an acceptance
letter from the Board, the Departmental Representative should notify the affected Secretarid
Officers and Operations/Area Office Managers of the acceptance. If the Board does not
accept an implementation plan, the cognizant Secretarid Officer must evaluate the Board's
comments, determine whether the implementation plan should be revised, and initiate actions to
expeditioudy resolve the Board' s comments. Response actions will vary sgnificantly
depending on the content of the Board' s observations. The cognizant Secretarid Officer, the
Responsible Manager, and the Departmenta Representative should establish the strategy,
assgnments, and timetable for the response actions.

PLAN IMPLEMENTATION.

a The Responsible Manager must ensure that the associated safety issues are resolved as
described in the implementation plan and that the associated commitments are managed
to closure. The Safety 1ssues Management System must be used as atool to identify,
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track, and close Departmental commitments to the Board. As committed actions are
completed, the Responsible Manager must prepare a closure package and transmit this
package to the Board.

b. The Responsble Manager should periodicaly inform the various Department
implementing eements and the Board regarding the status of plan implementation. As
needed, the Responsible Manager should aso provide ord presentations, topical
reports, and documents to the Board and its staff to update them on implementation

progress.

C. The Responsible Manager should anticipate and manage implementation problems so
that they have a minimum impact on plan commitment dates. The Responsible Manager
and the Issue Lead should inform the cognizant Board staff member in advance of any
planned milestone due dates that will be missed. The cognizant Secretarid Officer
should periodicaly review implementation progress and assst in solving implementation
problems.

d. The Responsible Manager should ensure that sufficient funding and other necessary
resources are available to satisfy the Departmenta commitments contained in the
implementation plan. If sufficient resources are not available, the Responsible Manager
must notify the cognizant Secretarial Officer and the Departmenta Representative to
seek resolution. The Secretaria Officer, in consultation with the Departmental
Representative, should evauate relative priorities and resource availability and take
appropriate steps to effect aresolution. Issues and disagreements over priorities and
resources that cannot be resolved should be raised to the Deputy Secretary for
resolution.

e For implementation plans involving cross-organizationd activities, the Responsible
Manager should congder etablishing aformd vehicle, such as a memorandum of
understanding, to define agreements on the budgeting process and responsibilities for
out-year activities. Theforma vehicle should ensure that: (1) the Secretaria
commitments in the Department’ s implementation plan are met, (2) the Respongble
Manager can oversee the availability and expenditure of funds sufficient to fulfill the
implementation plan commitments, and (3) a stable, implementable, and enforceable
funding structure is established within the current Departmentd budget. Thisvehicle
should be established before the next budget cycle isinitiated, when Headquarters
provides budget targets to field organizations (typicaly in November of each fiscal
year). Such avehicle may dso be used to darify the boundaries of authority and
decison making conferred on the Responsible Manager and other key implementation
leaders.

f. The Responsible Manager should provide prior, written notification to the Board on the
datus of any implementation plan commitment that will not be completed by the planned
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milestone date. This written natification should describe the reason(s) for the schedule
variance to the Department’ s implementation plan, current actions underway to fulfill the
commitment, and an estimated completion date. 1f commitment completion will be
ddlayed by a substantid period (e.g., more than 3 months) from the committed due
date, or if the gpproach to fulfilling the commitment has been or needs to be changed,
the Responsible Manager should initiate a change to the Department’ s implementation
plan and obtain Secretaria approva. Periodic reports may not be used to report
changes to plan commitments unless these reports are gpproved by the Secretary.

If the Department’ s implementation plan for an active Board recommendation is no
longer vaid or responsive, the Responsible Manager for that plan must aggressively
pursue development of avdid plan.

1. REPORTING THAT IMPLEMENTATION ISIMPRACTICABLE.

a

If the Secretary determines implementation of a recommendation isimpracticable
because of budgetary considerations or impact on the Secretary’ s ability to meet the
Annua Nuclear Weapons Stockpile requirements, the Secretary must submit a report
to the President of the United States, the Speaker of the House, and the Senate
Committees on Armed Services and Appropriations, containing the recommendation
and the Secretary’ s determination (see Chapter |, subparagraph 2a).

If such areport isrequired, the cognizant Secretaria Officer, supported by the
Departmental Representative, must prepare thisreport. The affected Secretarid
Officers, the Departmental Representative, and the Office of the General Counsdl must
concur on thefina report. The Departmental Representative must present the report to
the Secretary through the Deputy Secretary for gpprova and transmittal to the
President and Congress.

8. CHANGESTO IMPLEMENTATION PLANS.

a

Changes to commitments, actions, or completion dates may be necessary dueto
additiond information, improvements, or changes in basdine assumptions. The
Responsible Manager should identify necessary changes and, with the support of the
Issue Lead, bring to the Board staff’ s attention any substantive changesto an
implementation plan as soon as identified. The Responsible Manager and Issue Lead
should discuss with the Board staff any proposed changes to implementation plan
commitments before making aformd submittd.

Any revison to the scope or schedule of plan commitments must be gpproved by the
Secretary (see Chapter |, subparagraph 2a). Commitment revisions must be clearly
identified and described by the Responsible Manager dong with the basis for the
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revisons. Fundamental changesto the strategy, scope, or schedule of the plan must be
prepared by the Responsible Manager and provided to the Board through forma
revison and reissuance of the implementation plan gpproved by the Secretary. Other
changes to the scope or schedule of planned commitments must be prepared by the
Responsible Manager and formally submitted in appropriate correspondence signed by
the Secretary, along with the basis for the changes and appropriate corrective actions.
Examples of thistype of change include:

1) achange in approach, based on new knowledge, that till fulfills the committed
objective, scope, and schedule, but in a different manner than origindly
planned, or

2 achange in intermediate milestone dates for a plan commitment for which the
origina plan commitment scope and ultimate completion date are preserved.

C. The Responsible Manager should carefully consider the cumulative effect of the plan
changes made through correspondence from the Department to the Board so that the
fundamental approach, scope, and schedule of the plan are not atered; if these are
dtered in afundamenta way, the Responsible Manager must prepare aforma plan
revision and reissuance. In order to maintain the implementation plan as an accurate
and useful management tool, no more than two plan changes should be approved and
provided to the Board without a complete plan revison and reissuance which
incorporates the previousy approved changes.

d. Responsible Managers should prepare complete plan revisions/rei ssuances of
implementation plans congstent with the Format and Content Guide provided in
Attachment 3. Completed actions that are till important to the resolution of the origind
safety issue should be described and identified as actions aready completed.

e. The letter submitting implementation plan revisons should describe the Department’s
intentions regarding existing commitments under the existing implementation plan, if
previoudy accepted by the Board. Suggested text: “With submittal of this revised plan,
the Department will now focus its implementation efforts on the gpproach described
herein, rather than that previoudy described and provided to the Board.”

9. IMPLEMENTATION IN EXCESS OF 1 YEAR OF DURATION. The Secretary must
submit areport to Congressif completion of activities described in the implementation plan
requires longer than 1 year from the date it was transmitted to the Board (see Chapter |,
subparagraph 2a). The report must state the reasons for needing more than 1 year and when
implementation will be completed. This reporting requirement normaly should be met by the
Responsible Manager by addressing it as part of the Department’s Annual Report to Congress,
when the Responsble Manager knows that implementation will require more than 1 year. If the
Annua Report is not used for this notification, the Responsible Manager should prepare and
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submit this report to Congress prior to exceeding the 1-year period, if possible, and no later
than 30 days following the end of the 1-year period.

CLOSURE OF RECOMMENDATIONS.

a

The Board reserves the right to close recommendations and commitments based on
their assessment of the actions completed by the Department. Responsible Managers
should identify to the Board when Departmenta actions are complete on agiven
commitment or recommendation. Responsible Managers must closdly monitor
implementation plan progress and pursue closure of recommendations when issues are
resolved.

When dl actions and commitments in an implementation plan are complete and
corresponding closure packages have been transmitted to the Board, the Secretary
must propose closure of the originad recommendation in aletter to the Board and should
include the following sentence or equivaent: “The Department has completed the
commitments identified under its implementation plan for this recommendation, and
proposes closure of the recommendation.” Alternatively, proposed recommendation
closure may be based on resolution of the origina safety concerns on some other basis
than completion of the associated implementation plan commitments. For such cases,
the Department’ s rationale for proposing closure must be spelled out for the Board's
consderation.

In evaluating closure of Board recommendations, the Board usually consders the
effectiveness of Departmenta actions to ensure the fundamenta issues will continue to
be adequately addressed in the future. The Responsible Manager should be prepared
to show that the Department’ s actions have been adequately indtitutionaized such that a
future recurrence of the subject safety concernsis unlikely. The Responsible Manager
should congder the following factors in demongrating inditutiondization:

@ Departmenta line management ownership of the safety issue and actions for
resolution;

2 clearly defined roles and respongihilities,
3 engagement and attention of senior Departmenta managers on the issue;

4 incorporation and integration of issue resolutions into standard practices,
procedures and directives;

) continued funding a sufficient levelsinto the near future; and
(6) overdl safety culture and mindset relative to the subject safety issue.

The Responsible Manager should consider including the discussion of ingtitutiondization
ether in the Department’ s | etter proposing closure or in a briefing to the Board to
facilitate discusson on closure.
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CHAPTER 1V

SAFETY ISSUES MANAGEMENT

IDENTIFYING SAFETY ISSUES. In andyzing Board recommendations and other Board

letters and requests for action, the Responsible Manager should identify the sdient safety issues
being raised. Correct identification and formulation of the underlying safety issues establishes a
framework to focus Departmentd efforts. Full understanding and ownership of the safety issues
involved are precursors to developing an effective, enduring resolution. By focusing on the
underlying safety issues, the Department can more efficiently and effectively gpply resourcesto
achieving red safety improvements. The Safety 1ssues Management System is designed to
facilitate line management efforts in managing and closing safety issues.

MAKING COMMITMENTS.

a

The Department establishes commitmentsin order to resolve identified safety issues. A
commitment to the Board is defined as any documented obligation by the Secretary, or
designee, that describes products to be delivered on a specified schedule. Only the
Secretary, a Secretarid Officer, or a properly designated representative may make
commitments to the Board. Departmental €lements may agree to take actions within
their authorities in response to Board and Board staff requests and inquiries. These
action items a0 need to be satisfied to maintain an effective working relationship with
the Board and its st&ff; they must be tracked and managed at the Departmental level
where the action items are undertaken.

The principa source of Departmental commitments is the implementation plans
developed in response to Board recommendations. Commitments may aso be madein
other types of correspondence to the Board, such as responses to trip reports or
responses to Board |etters requesting Departmenta action or information. Additiondly,
documented Board requests taken for action are also considered commitments because
it is the Department’ s policy to respond to such forma requests originating from the
Board.

Prior to authorizing new Departmental commitments in response to Board initiatives, the
cognizant Secretarid Officer must consder the appropriateness and vaue derived. If
new commitments are needed, preference should be given to building upon existing
programs and activities rather than creating new programs and activities. The cognizant
Secretarid Officer should designate a Responsible Manager to assist in assessing the
need and formulating new commitments.
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d. The Responsible Manager must ensure that each newly proposed commitment is clearly
ddineated in it source document. The Responsible Manager should ensure that each
commitment is uniquely numbered and includes the following information:

(@D} acomplete statement of the commitment;

2 the manager respongible for implementing the commitment (i.e., Responsible
Manager);

3 goplicable facilities and programs,

4 implementing activities and ddiverables (i.e., specific work products) to
demongtrate completion; and

) specific due dates for those ddliverables.

e As part of implementing assigned commitments, the designated Responsible Manager
must provide status updates to the Safety |ssues Management System and prepare a
closure package upon commitment completion. For commitments related to a Board
recommendation and the associated implementation plan, the desgnated Responsible
Manager for the implementation plan must perform tracking and closure for dl
associated commitments. The Responsible Manager may designate a technical lead to
assigt in coordinating implementation, tracking, and closure.

f. The following is an example of the desired presentation for commitments attached to
outgoing correspondence to the Board.

Commitment #8

Commitment Statement: Deficiencies observed during Phase | and Phase |1
assessments will be tracked and managed in local corrective action management
systems. Resources allocated to address findings resulting from confinement
ventilation system and other assessments within this Implementation Plan will be
identified on an annual basis.

Deliverable: Summary of resources allocated within the FY 2003 budget request
to Congress.

Applicability: All Departmental defense nuclear facilities and programs.

Responsible Manager: Assistant Secretary for Environment, Safety and Health;
Assistant Secretary for Environmental Management; Deputy Administrator for
Defense Programs.
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Due Date: February 2002.

The Responsible Manager, with the support of the Departmental Representative Steff,
should describe the proposed commitments to the cognizant Board member or Board
daff member prior to findizing them. The Responsible Manager mugt obtain
appropriate Departmental concurrence and approva of outgoing correspondence
containing commitments.

3. TRACKING COMMITMENTS.

a

The Departmental Representative' s Saff should review implementation plans and
incoming and outgoing correspondence containing commitments to identify each
commitment and enter the corresponding commitment informetion into the Safety 1ssues
Management System database. The Departmental Representative s staff should obtain
the concurrence from the Responsble Manager that the commitment information has
been correctly identified and entered.

Before the end of each month, the Responsible Managers should provide an updated
implementation status of assigned commitments by forwarding any changesto the
corresponding Issue Lead. For overdue commitments, the Responsible Manager
should provide the actions being taken to complete the commitment and the estimated
completion schedule. The Issue Lead should review this updated information for
completeness and accuracy and the Departmenta Representative' s staff should update
the Safety |ssues Management System database as requested. The Departmental
Representative s staff should make these monthly updates available to Responsible
Managers, Points of Contact, Secretaria Officers, and other interested Departmental
elements. If a Responsble Manager does not provide a status report on his or her
overdue commitments or does not make substantive progress in completing the plan’s
commitments, the Departmental Representative should escal ate attention to the
responsible Secretaria Officer for action.

The Responsible Manager should anticipate and manage implementation problems so
thet they have a minimum impact on commitment due dates. The Responsible Manager
and the Issue Lead should inform the cognizant Board staff member in advance (i.e,
not later than the planned completion date for the milestone) of any planned milestone
due dates that will be missed. The Responsible Manager should provide prior written
natification to the Board on the status of any Departmental commitment that will not be
completed by the planned milestone date. For each commitment, thiswritten
notification should describe the reason(s) for the schedule variance from the
Department’ s plans, current actions underway to fulfill the commitment, and an
esimated completion date. If commitment completion will be delayed by a substantia
period (e.g., more than 3 months) from the committed due date, or if the approach to
fulfilling the commitment has been or needs to be changed, the Responsible Manager
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should obtain gpprova from the same authorization level that made the origina
commitment (i.e, the Secretary in the case of Departmentd implementation plans).

The Departmenta Representative should monitor overdl performance in fulfilling
Departmental commitments to the Board and take appropriate action to focus
necessary Departmenta resources to resolve underlying safety issues. The
Departmenta Representative should prepare quarterly reports on commitment
performance.

4, REVISING COMMITMENTS.

a

Commitments may be revised during their execution. Revisons to commitments require
the same authorization as for the origind commitments. For example, if the origina
commitment went out under a Secretarid sgnature, then the Secretary must gpprove
any subsequent commitment revisions, whether in content or in due date. Outgoing
correspondence to the Board that contains commitment revisions must be prepared by
the Responsible Manager and must clearly identify and describe the revisions, and the
basisfor therevisons. Acceptable reasons for revisng commitments include the
following examples

@ an improved or more cogt-effective method of accomplishment isidentified;
2 additiona or supplementa actions are needed;

3 commitments are no longer gpplicable due to a change in misson or need; or
4 schedule changes are necessary due to changes in Departmenta priorities.

The Responsible Manager, supported by the Departmental Representative' s staff,
should discuss commitment revisons in advance with the Board saff. The Respongble
Manager should address any Board staff concerns with the proposed revisions. If
necessary, the cognizant Secretarid Officer and the Departmenta Representetive
should interface with the cognizant Board member to review proposed commitment
revisons.

Alternatively, the Responsible Manager may report the status of commitments to the
Board aslate. Such reports should describe the reason(s) for late completion, the
current actions underway to complete the commitment, and the estimated completion
date.

Asagenerd policy, Responsible Managers should revise late commitments to correctly
reflect the current schedule. Thisis desirable for the following reasons. (1) alargelit of
overdue commitments reflects poorly on Department management, (2) a due date in the
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future is more mativating, and (3) anew due date ensures a future management review
on aset schedule. Responsble Managers should make maximum effort to ensure that
no outstanding commitments are over 12 months old.

S. CLOSING COMMITMENTS.

a

A commitment is consdered complete when the commitment activities are
implemented, ddliverables are developed and approved, and a closure package is
prepared and ready for Board staff review. A closure package isthe set of documents
that provides objective evidence of completion of commitment implementing activities.
When the Responsible Manager determines that a commitment is complete and ready
for closure, he/she must prepare and transmit a closure package that includes the
falowing items

(@D} the origind commitment statement,
2 adescription of how the Department satisfied the commitment, and

3 the promised ddiverables or evidence of completion of the implementing
activities.

The Responsible Manager must obtain concurrence on the closure package transmittal
from those Departmenta e ements necessary to ensure that the completed actions are
conggtent with the origind commitment. As with other outgoing Board
correspondence, the Responsible Manager must obtain concurrence from and provide
the Departmenta Representative with a copy of closure package tranamittals.

To propose closure of commitments, the Responsible Manager must prepare the
closure package tranamittd letter usng the following sentence: “The Department has
completed the actions identified under this commitment, and proposes closure of the
commitment.” After tranamitta, the Responsible Manager, with the assistance of the
Issue Lead, should contact the Board staff to arrange discussions or review the closure

package, if desired.

The Departmental Representative' s staff must update the completion and closure status
of the commitment in the Safety 1ssues Management System.

The Respongible Manager must retain commitment closure packages such thet the
closure packages can be retrieved, if necessary, within 2 hours of arequest.



DOE M 140.1-1B V-1

3-30-01

CHAPTER YV

CORRESPONDENCE MANAGEMENT

1 INCOMING CORRESPONDENCE.

a

Upon receipt of incoming correspondence from the Board (other than Board
recommendations, which are addressed in Chapter 2), the Department addressee must
verify that the Departmenta Representative is on the copy list or promptly provide
him/her with acopy. The Departmental Representative must review incoming
correspondence for required actions and initiate designations of responsibility,
consstent with input from the affected Secretarid Officers and the Deputy Secretary.
When aletter or staff issue report is addressed directly to a Secretarid Officer or
Operationg/Area Office Manager, that individuad must assume lead respongbility for
determining whether a response to the Board is necessary and developing and
coordinating that response. Responses are gppropriate when the Board requests a
response, or when the Department wants to clarify facts or issues associated with the
incoming correspondence. For incoming |etters requiring response, the Departmental
Representative s staff must track the response as a ddliverable in the Department’s
Safety |ssues Management System.

The following guidelines should be used in responding to incoming correspondence.

@ The Responsible Manager should evauate the implications of the information
contained in the letter or staff issue report on the subject facilities and programs.
Coordinating with the affected Departmenta eements, he/she should develop a
coordinated response to the Board. The Departmenta Representative will
assigt the Responsible Manager with the resolution of internd disagreements or
conflicts, as requested.

2 The Responsible Manager must describe commitments and noted actions
contained in the response in a manner consistent with the guidance on making
commitments (see Chapter IV, paragraph 2).

3 The Respongble Manager must route the find verson of the letter for
concurrence to those organizations affected by the commitments contained in
the response and to the Departmenta Representative. Unless otherwise
specified by the Board |etter or staff issue report, the coordinated response
should be tranamitted to the Board within 45 days from the date of the initiating
letter or receipt of the issue report.
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4 For responses that require more than 45 days to prepare (or require more
preparation time than that specified by the Board in its information request), the
Responsible Manager should prepare and transmit a letter acknowledging
receipt of the initiating letter or staff issue report, and providing the
Department’ s plans and schedule for response.

) The Board routindy transmits staff trip reports and technica issue reports to the
Department, sometimes for action and sometimes for information only. The
Board' s policy isto transmit these reports to the Department if, in the Board's
view, the reports contain safety information that might prove useful to the
Secretary, the Department, and Site contractorsin their joint pursuit of safer
conditions and practices at defense nuclear facilities. The Board has been most
interested in conveying information that will accomplish one of the following

PUrpOSES.

@ gdimulate line management self-assessment of questionable practices or
operations,

(b) assig in determining the root causes of specific safety problems; or
(© ad in identifying generic problems at facilities that might benefit from

cross-transfer of remedia know-how from other facilities that faced
smilar problems (see Chapter |, subparagraph 2c).

2. OUTGOING CORRESPONDENCE.

a

Each office and organization should take particular care in preparing and reviewing
outgoing correspondence to the Board to ensure that it is complete, accurate, and
condgtent. To help achieve this objective, the originating organization must provide for
review of dl applicable correspondence (with the exception of responses to information
requests) by the Office of the Departmental Representative prior to tranamittd to the
Board.

The Responsible Manager must route outgoing correspondence containing
commitments to the Board for concurrence to those organizations affected by the
commitments and to the Departmental Representative. A copy of the outgoing
correspondence and the associated signature concurrences must be established and
maintained by the cognizant organization. The Departmenta Representative' s saff will
process commitments in accordance with the Safety |ssues Management System.

The Responsible Manager must use the following approva guidelines to determine the
minimum gpprova leve for outgoing correspondence to the Board.



DOE M 140.1-1B V-3

3-30-01

Type of Correspondence Minimum Approva

Correspondence establishing Departmental  Addressee on Board |etter or

commitments or policy, such as recommendation (typicaly, the Secretary or
recommendation responses, implementation  Secretarial Officers)

plans, responses to Board requests for

action, and responses to staff issue report

findings.
Production and ddlivery of existing Responsible Managers; points of contact;
publications, documents, and letters Departmental Representative

The Responsible Manager should address formal correspondence to the Board to the
Board chairman (for example, The Honorable John T. Conway, Chairman) with the
sdutation of “Dear Mr. Charman:”.

The Responsible Manager should provide an ectronic copy of outgoing
correspondence to the Office of the Departmental Representative, which will post this
information on the Department’ s Information Archive of Board-reated
correspondence.

3. DISTRIBUTION AND RETENTION.

a

The Departmenta Representative is responsible for theinternd didtribution, retention,
and subsequent retrieva of incoming correspondence from the Board or its staff. To
accomplish this responghility, the Departmenta Representetive' s saff must:

@ maintain sandard distribution lists;
2 provide aweekly summary to interested parties,

3 maintain an information archive of Board-related correspondence that is
accessible viathe Internet; and

4 provide timely and direct dissemination of Board-related correspondence that
contains time-sengitive or high-interest information.

The originating office must distribute outgoing correspondence to the Board or its staff.
The Departmental Representative' s saff can assst in distribution of outgoing
correspondence, if necessary.

Departmenta elements may acquire copies of incoming or outgoing correspondence by
accessing the Information Archive on the Departmental Representative' s web Site or by
contacting the Departmenta Representetive's office.
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The Departmental Representative must review Board-related correspondence for
potentid generic implications and transmit such documents to the gppropriate
organizations for their review. Standard distribution of Board-related correspondence
by the Departmental Representative should include the Deputy Secretary, Secretaria
Officers, affected Operations/Area Office Managers, and the corresponding points of
contact. The points of contact should distribute correspondence within their respective
organizations.

Departmental ements that develop or identify Board-related information should
evduate thisinformation for potential generic gpplications to other Departmenta
programs and Sites. Points of contact should transmit information of generic interest to
the Departmenta Representative, whose gtaff will make internd digtribution of this
information, as appropriate.

4. INFORMATION ARCHIVE.

a

The Departmenta Representative must maintain the Department/Board Information
Archive of documents and lettersto, from, by, or relevant to the Department/Board
interaction. The Information Archive isformatted for viewing on the Internet using most
Internet browsers. The user may dso download (i.e., save to afile) many documents
within the Information Archive. Departmental personnd with questions regarding
accessto or contents of the Information Archive should contact the Departmental
Representative s office.

The following types of documents are included in the Information Archive:

@ Board recommendations;

2 Departmenta responses and implementation plans,

3 Departmentd |ettersto the Board;

4 Board |etters to the Department;

5) public meeting notices,

(6) policy statements and letters from the Secretary and the Board;

) Annua Reports to Congress from the Secretary and the Board concerning
Board-related matters;
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8 Board technical reports;

9 resumes of the Board members,

(10) thisManud; and

(11) daff issue and trip reports provided to the Department by the Board.

C. The uniform resource locator (Internet address) for the Departmental Representative’ s
web gte is http://www.deprep.org.
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CHAPTER VI

OTHER COMMUNICATIONS

1. BOARD REQUESTS FOR INFORMATION. The Board and its staff frequently request
information necessary to fulfill the Board' s statutory responghilities. Requested information
may be contained in existing documents or may need to be developed. Requests for
information are normally made usng a Board Information Request (Attachment 5). If nat,
Departmenta personnd should request completion of a Board Information Request. These
requests may be tranamitted in either hard copy or eectronic format. Departmenta personnel
should fully cooperate with the Board and its gaff in providing the requested information.
When the Board or its staff requests classified information, Departmenta personne should
request the Board or its Saff to have the Board Information Request approved by the Board
Chairman. The Board has agreed to have its saff provide the Department with advance
notification of classfied information requests severd days prior to their issuance. The cognizant
Secretarial Officer or Operations/Area Office Manager should determine the appropriate
response to Board requests where significant funds or resources are necessary to prepare new
analyses, reports, or documents.

a Responses to Information Requests.

(@D} The appropriate point of contact should coordinate and transmit one copy of
the requested information and/or status of requests. The point of contact
should ensure that documents are reviewed for accuracy, classfication, and
completeness prior to trangmittd. Various points of contact have found it
hel pful to develop and distribute protocols or procedures to ensure that Board
information requests are fulfilled in a cons stent, accurate, and timely manner.

2 The point of contact should normaly provide readily accessible information
requested by the Board staff within 15 working days for unclassified requests
and within 20 working days for classfied requests, using Attachment 6 or other
smilar cover letter. The point of contact should provide the Board staff with an
estimated schedule for documents that cannot be readily provided. To ensure
that responses are congstent with the expectations of the Board staff, the point
of contact is encouraged to communicate directly with the requesting Board
gaff member as necessary for clarification and confirmation.
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The Secretary may deny access to information for only two reasons.

@ the person requesting the information has not been granted an
appropriate security clearance or access authorization by the Secretary
or

(b) the person requesting the information does not need such accessin
connection with his’her duties (see Chapter |, subparagraph 2a).

The Department and the Office of Personnd Management have established
routine uses under the Privacy Act to permit disclosure of personnd and
radiation exposure documents maintained in certain systems of recordsto the
Board. Thus, the Department may transmit these records to the Board in
accordance with the Privacy Act when the Board deems that the records are
necessary to satisfy the Board' s statutory obligations (see Chapter |,
subparagraph 2€).

The point of contact must ensure that classified and senstive undassified
documents are clearly marked in accordance with security procedures (See
DOE O 471.2A, INFORMATION SECURITY PROGRAM, and DOE CG-
SS-4, Safeguards and Security Classification Guide). The “Officid Use
Only” (OUO) marking should be used where appropriate to protect
proprietary information, source sdlection information, persona privacy
information, and other sendtive information not for public release. The
gppropriate category of OUO information should be identified in accordance
with CG-SS-4 from the following options: Circumvention of Statute, Statutory
Exemption, Commercia/Proprietary, Ddliberative Process, Persond Privacy,
and Law Enforcement. The front marking of an OUO document must contain
the following statement, using one of the above categories, at the bottom of the
document: “OFFICIAL USE ONLY, Contains Information.
Department of Energy approva required prior to public rdlease” Each page
must be marked top and bottom with the statement “ Officia Use Only.”

The point of contact should maintain arecord of information provided to the
Board or Board gtaff for 3 years or until no longer needed. The point of
contact should al'so maintain ether copies of the transmitted information or the
location of that information. The point of contact should establish gppropriate
record retention schedules constent with this Manua and the controlling
direction from the Department and the Nationd Archives and Records
Adminigration (NARA).
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b. On-site Reguedts for Information by the Board.

(@D} The Operationg/Area Office Point of Contact must ensure that Board
representatives (including the Board or its staff) have unencumbered access to
view information or documents during the course of on-Site assessments,
inspections, or tours.

2 If information is requested by the Board or its saff for off-Ste use or retention,
the Operations/Area Office Point of Contact must ensure the documents are
properly and expeditioudy processed as described above. A completed Board
Information Request (Attachment 5) may be used to serve both as arecord of
closure that information was provided while on Ste, and for higtorical tracking
of information that the Site has provided to the Board and its staff.

3 When practicd, the Operations/Area Office Point of Contact should arrange
for the materias to be processed prior to the departure of Board
representatives from the ste. Presentation materials and handouts that have
been reviewed for classification and provided to Board representatives as part
of aforma briefing do not require aforma request.

C. Requests for In-process or Draft Documentation.

@ The Board and its saff have the right to access any Departmental or contractor
information that the Board deems necessary to dlow them to perform their
defined oversight responsibilities (see Chapter |, subparagraph 2a). However,
the cognizant point of contact should handle requests for in-process or draft
documentation with specia care and on a case-by-case basis. In some cases,
drafts are highly conceptud, immature, and have not been reviewed or
endorsed by Departmenta management. In other cases, drafts may be highly
detailed, very mature, and represent the best current Departmental
documentation of the sdient issues and andysis. In the former cases, providing
these documents without a full characterization of their maturity may result in
confusion and unnecessary interaction between the Department and the Board
to address topics that have not yet evolved to afind Departmenta postion. In
the latter cases, providing these documents to the Board staff is productive and
useful because access to these documents is needed for the Board staff to
perform their duties and the documentation is representative of the
Department’ s current position.

2 Understanding the Department’ s respongbilities for “ready access,” the
cognizant manager should clearly characterize the status of in-process or draft
documentation whenever it is requested or provided. If the cognizant manager
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has clearly characterized the status of the requested documentation and the
Board requestor 4till maintains that the documentation is necessary to facilitate
performance of higher duties, the point of contact should provide the requested
documentation aong with the characterization of its datus. In this manner, the
Board requestor can obtain a clear understanding of the quaity of the requested
documentation and can use it appropriately. In practice, forming good working
relationships with Board staff members based on trust and openness has proven
both possible and beneficid.

Forma Reporting Requirements.

@

@)

3

(4)

Q)

The Board may establish reporting requirements for the Secretary which must
be binding upon the Secretary pursuant to 42 U.S.C. 2286b(d). Board
reporting requirements are usualy made in written correspondence; these
requests do not require a Board Information Request (Attachment 5).

The information the Board requires the Secretary to report may include any
information designated as classfied information, or any information designated
as safeguards information and protected from disclosure (see Chapter |,

Subparagraph 2a).

The Board typically specifies a due date for the required reports. Departmental
elements that receive these reporting requirements must comply with the
requested schedule. In extraordinary cases, when the Department requires
more time than dlotted by the Board, the Responsible Manager should prepare
and tranamit aletter acknowledging receipt of the initiating letter, and providing
the Department’ s plans and schedule for response. |f the Board does not
provide arequested reporting date, the Responsible Manager should prepare
and tranamit a letter to the Board within 10 days which acknowledges receipt
of the Board' s reporting requirements and provides the Department’ s plans to
respond.

Board contacts with the Departmental and contractor staff pursuant to
investigative authority authorized by statute (see Chapter |, subparagraph 2a)
and subsequent requests for or access to information or documents are exempt
from using the information request and response guidance provided in this
Manud.

Based on Department experience, development of timely and responsive
reports generdly requires the following steps:
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(b)
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(d)
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Assgnment. The Departmental Representative should determine the
responsble Departmenta eement for preparing the response. The
Departmenta Representative or 1ssue Lead should inform the Executive
Secretary of the assigned Departmentd Office that will fulfill the Board
reporting requirements. The Departmental Representative should aso
provide the Executive Secretary with the name of the Responsible
Manager within thet office or Ste.

Firsd Meeting. The Responsible Manager should conduct a meeting of
representatives of organizations (response team members) with access
to information necessary for an acceptable report. The Responsible
Manager should create alist of tasks needed to gather the facts that will
form the technical basis of the report. The Responsible Manager
should assign an accountable person for completing each necessary
task. The Responsible Manager should obtain an agreement from the
response team members for a follow-up meeting to collect and review
the results of the assigned tasks.

Follow-Up. The Responsible Manager accepts the outputs created by
the tasks and formulates the firgt draft of the report. The Responsble
Manager may schedule additiona follow-up meetings, as needed, with
persons executing tasks. A follow-up meeting may cregate additional
tasks and assgnments. Tasks need to conclude before the approval

cycle begins.

Firg Draft Report. The Responsible Manager should forward a draft
report to the response team members, the Departmental
Representative, and the cognizant Board staff member.

Feedback. The response team members should provide the
Responsible Manager with any feedback on the draft report. The
Responsble Manager should determine the disposition of the comments
provided. More draft and review cycles may be set up by the
Responsible Manager, as needed and astime permits. The
Responsible Manager is accountable for the factud accuracy of the find

report.

Begin Sgnature Cyde. The Responsible Manager should provide the
draft report, which incorporates comments received, to each of the
organizations ether affected by or involved in the report.
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Obtain Concurrence. Representatives of each affected or involved
organization should determine whether their organization concurs with
the draft report and provide their concurrence determination along with
any contingent corrections.
Submit for Fina Approvad. The Responsible Manager should submit
the response, in format ready for transmittal to the Board, to the
Departmenta Office with the authority to issue the requested report.
When the sgnature authority isin the Secretarid Office, the
Departmental Representative should assst in obtaining the fina
approval.
Final Approva. The Responsible Manager should ensure that either
the requested report or a missed-date explanation letter is gpproved
and provided to the Board by the report due date. The schedule for
completing each of the above stepsis afunction of the due date. The
following table, based on report due dates, should be used as a guide
to ensure reports are completed on time.
Complete Step 30 Days 60 Days 90 Days Generd
Assignment 3 3 3 3
First Meeting 7 7 7 7
Follow-Up Astime Astime Astime Astime
permits permits permits permits
First Draft 16 30 60 DD-30
Feedback 18 33 63 DD-27
Begin Signature Cycle 19 46 76 DD-14
Obtain Concurrence 20 50 80 DD -10
Submit for Final 23 53 83 DD-7
Approval
Final Approval 30 60 0 Due Date

If the Responsible Manager determines that the report due date cannot be met,

the Responsible Manager must notify the Departmental Representative. This

missed-due-date notification should be provided to the Departmental
Representative no later than 7 days before the report is due to the Board. The
Depatmental Representative should review and confirm this determination.
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When the due date cannot be met, the Responsible Manager should create a
letter to the Board explaining the circumstances of the missed date, and an
expected completion date. The Responsible Manager should ensure that the
delay letter is delivered to the Board on or before the origind report due date.

e Standing Request for Departmental Eva uations and Assessments.

@ The Board has a stlanding request for the Department to provide it with copies
of routinely developed reportsin the hedth and safety areas for Departmental
defense nuclear facilities: Thismay include, but is not limited to, the following
documents:

@ Environment, Safety, and Hedlth Oversight Reports, such as Safety
Management Evaudions,

(b) Technicd Safety Apprasas,
(© Operationd Readiness Reviews/Readiness Assessments;

(d) Sdlf-assessment documents (Headquarters and fild), limited to find
Departmental reports or procedures;

(e Rules/Orders/Standards devel opment activities gpplicable to defense
nuclear facilities,

@ Radiologica evauations, limited to find reports from forma
Departmenta contractor assessments; and

9 Five-Year Plans, such asfind issuance of Environment, Safety, and
Hedth Management Plans.

2 Managers responsible for preparing these reports should send copies to their
points of contact for transmitta to the Board staff with a copy of the tranamittal
letter to the Departmental Representative. Departmenta organi zations may
edtablish interna procedures to ensure that the applicable evaduations and
asessments are identified and routed in accordance with this section. In
addition to forwarding reports, the Department may aso brief the Board on
routine evauations and assessments.

2. PUBLIC MEETINGS AND OTHER FORMAL BOARD MEETINGS. Public hearings,
public meetings, and other forma Board meetings are consistent with authorities granted under
the Board' s enabling statute (see Chapter |, subparagraph 24).
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Coordination, Preparation, and Participation.

@

)

3

The Departmental Representative or a designated point of contact should serve
as the Departmental lead for coordinating the Department’ s participation in
mesetings with the Board members. Coordination responghilities include
ensuring the following:

@ gopropriate participants are sdected (with sufficient technica
knowledge, accomplished presentation skills, and of appropriate
organizetiond posgtion);

(b) the participants are adequately prepared;

(© aconsensusis reached prior to the meseting to the extent possible on
magor technica or policy issuesthat are identified as the subjects of the
medting;

(d) the views presented as the Department’ s views will indeed represent
those adopted by the responsible Department managers, or else these
views will be clearly identified as opinions of specific individuds, and

(e the information provided is respongive to the Board' s needs.

Requests from the Board members for meetings with the Department are
routinely made through the Departmental Representative. Other Departmental
elements that receive such requests from the Board or its staff must immediately
notify the Departmental Representative and the appropriate point of contact.

Requests by Departmenta dements for meetings with Board members must be
made through the appropriate point of contact, who must coordinate with the
Depatmental Representative. Departmenta eements initiating or participating
in meetings with the Board members must keep the Departmenta
Representative informed of the schedule and content of the mestings.
Departmentd personnel should use the Briefing Request format (Attachment 4)
for such requedts.

Internal Notice of Meetings.

@

The designated Departmenta |ead for meetings with the Board should prepare
and digtribute awritten notice containing a meeting agenda. The agenda
information should be developed by the designated Departmenta lead for the
meeting through discussions with the lead Board staff member for the meeting
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and with Departmenta organizations expected to support the mesting. If the
schedule or agenda requested by the Board cannot be accommodated, the
Departmentd lead should resolve any issues or conflicts with the lead Board
saff member. The Departmentd lead should provide a notice and agenda
which indude the following information:

@ the date, time, and location of the mesting;

(b) the subject of the mesting;

(© the Board and key Board staff participants;

(d) the Departmentd |ead and other participants, including contractor
participants;

(e specific topics to be discussed; and

® other specid requirements, as gpplicable.

2 The Departmenta lead should distribute the natice to the cognizant Secretarid
Officer, the Departmental Representative, affected Operations/Area Office
Managers, and affected points of contact. The Departmental Representative’ s
office should make any additiona internd distribution determined to be
necessary to ensure that interested parties are notified of the meeting in
advance.

3 If changes in the schedule or agenda topics arise after the notice is issued, the
designated Departmenta lead should modify and redistribute the notice. If
there isinsufficient advance notice of a substantive change in the schedule or
agenda to reissue the notice, the Departmenta |ead should contact the affected
participants to advise them of the changes as soon as possible.

C. Notice to the Board of Expected Meeting Attendees. The Departmenta
Representative should provide the Board staff with advance notice of the expected
meseting attendees for meetings a the Board' s facilities. This alows the Board and its
gaff to ensure the proper Board representation and meeting arrangements. The
cognizant manager or associated points of contact should assst the Departmental
Representative in developing an accurate list of expected attendees.

d. Documentation of Mesting Results.

@ As needed to communicate the results of the meeting, the designated
Departmenta lead should promptly prepare a meeting summary, using the
Board stranscript, if available. This summary should include the following
information:

@ the names and titles of individuasinvolved;
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(b) sgnificant conditions, observations, or issues identified by the Board;
(© adescription of Departmentd action items; and
(d) the respons ble organization and due date for each action item.

2 The Departmentad lead should achieve agreement with affected parties on the
action items and associated responsibilities and due dates prior to issuing the
meeting summary. Approva authority for action itemsis established ether by
the actions being within the norma realm of respongbility for that pogtion or by
specific deegation of that responsbility from the cognizant Departmenta
manager. These action items need to be satisfied to maintain an effective
working relationship with the Board and its saff; they should be tracked and
managed at the Departmenta level where the action items are undertaken.

3 The Departmenta Representative' s office should distribute the summary as
necessary to ensure that affected parties are gpprized of the meeting results.
The Departmenta Representative' s office should also digtribute the meeting
transcript to interested parties within the Department.

Price-Anderson Enforcement Process. The Board and its staff have no official mandate
for involvement in or oversight of the Department’ s Price-Anderson Enforcement
Process. However, the Board does have legitimate jurisdictiond interest in both the
safety issues and circumstances that prompted any enforcement actions. The Board
aso hasjurisdictiona interest in the extent of corrective actions taken to address any
safety issues or deficiencies. When requested, Department personnel should discuss
with the Board and its staff the safety aspects of any enforcement action. Discussion of
the enforcement aspects of these actions, such as the basis for the fine amount, is not
within the Board' s mandate.

3. BRIEFINGS, DISCUSSIONS, TELEPHONE COMMUNICATIONS, AND OTHER

INFORMAL INTERACTIONS.

a

Departmenta personnel contacted by the Board or its staff must cooperate with the
Board and provide requested information. Departmenta personnel should be
courteous, open, honest, and responsive. Departmenta personnel should be mindful of
their organizationa authority and not agree to take actions outsde their immediate level
of authority.

For discussion of complex issues, Departmenta personnd should request prior
natification and scheduling to alow adequate preparation of amutudly agreeable
agenda and briefing materids. Prior natification and scheduling dlows both partiesto
be prepared and improves the quaity of communications.
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C.

Departmenta personnd should handle briefings and discussions with members of the
Board or its gaff in asmilar manner to that described for forma meetings with the
Board (see section 2 of this chapter). The Departmentd lead for the interaction isthe
senior manager with responsibility for the issues being discussed. The Departmenta
lead should notify the affected Departmental points of contact, the Departmental
Representative s office, and any other affected Departmenta personnel, and provide
information about the time, place, and content of the interaction. The Departmenta
lead should reach agreement with the Board staff lead on the agenda, expectations, and
participants. The Departmenta |ead should provide feedback on substantive
information and actions discussed to the affected organizations and the Departmental
Representative. The Departmental lead should identify any resultant action items,
responghilities, and due dates and provide tracking and follow-up of these items
through to their completion.

Subsequent to any informa discussions or interactions, Departmenta eements must
notify the gppropriate point of contact of the substantive information and actions
discussed. The Departmental Representative, in conjunction with the point of contact,
should evauate the information, request the individua to submit awritten summary if the
information is of wider interest, and distribute the information to interested parties.
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CHAPTER VII

SITE INTERFACES

1 PREPARATION FOR SITE VISITS.

a Schedules and Vidt Plans.

@ The Departmental Representative should coordinate with the Board and its
daff, to the extent possible, in long-range scheduling of planned site vists
(exclusive of those pursuant to formd investigations) and should publish weekly
updates of vigt plans for the Department’ s use.

2 The Departmenta Representative should obtain input from Secretarid Officers
and Operationsg/Area Office Managers regarding site schedules and facility
conditions for use in coordination of Ste vigt scheduling with the Board staff.

3 The Departmental Representative' s office should provide copies of the
schedules and plans to Secretarid Officers and Points of Contact.

b. Board/Board Staff Requests for Site Visgit.

@ The request for avigt to afacility is normaly made by the Board or its Saff
with the appropriate Operations/Area Office Point of Contact. The
Operations/Area Office Point of Contact must inform the Departmenta
Representative and the appropriate Secretarid Officer Point(s) of Contact and
Program Manager(s) of the request. If the Board or Board staff’ srequest is
made directly to Headquarters or others, the cognizant Departmenta staff
member should inform and coordinate with the appropriate Operations/Area
Office Point of Contact.

2 The Departmenta Representative should ensure prompt distribution of the
Board/Board staff requests for site visits. The objectiveisto ensure that
affected Departmenta eements receive as much advance notice as possible.
The Departmentd Representative's office or the Operations/Area Office Point
of Contact should didtribute additiona visit information and a detalled agenda as
it becomes available.

3 The Operationsg/Area Office Point of Contact should work with the requesting
parties to understand the topics being reviewed and to establish an gppropriate
dtevist agenda If the topics or areas had recently been reviewed by other
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Board representatives, the Operations/Area Office Point of Contact should
rase this fact with the requesting parties and understand how the information to
be reviewed will be new or different from that which was reviewed previoudy.
The Operations/Area Office Point of Contact should endeavor to obtain a
preliminary agenda or lines of inquiry to develop a prdiminary agenda at least 3
weeks prior to the dtevist. Early trandfer of the prdiminary agendatopicsis
necessary to facilitate Ste visit planning.

C. Responshilities for Site Visit Preparation, Coordination and Conduct.

oy

)

The cognizant Operations/Area Office Point of Contact must prepare,
coordinate, and conduct Departmentd activities to support Stevigts. The
cognizant Operations/Area Office Point of Contact should ensure:

@ local facility resources including tour escorts, operationd and technica
expertise, and a schedule of facility activities for the duration of the site
vigit are provided;

(b) gppropriate communication and respong veness to requests by the
Board or its staff during the vigt are provided; and

(© affected managers, Secretarid Officer points of contact, Secretarial
Officer Program Manager(s) and participants are kept informed of
changes in the schedule or agenda.

The Secretaria Officer point of contact should work with the Operations/Area
Office Point of Contact to coordinate the involvement of Headquarters and field
personnel within their organizations in preparation for and conduct of the Ste
vist.

d. Internd Notice of Site Vidts.

N

The Operations/Area Office Point of Contact should ensure avist agendais
prepared and distributed to affected personnd. The agenda should provide:

@ the name of the facility(ies) or Steto be visited;

(b) arriva and departure dates,

(© dates, times, and locations of briefings and presentations;

(d) names of the Board participants,

(e purpose of vigt, including buildings and programs to be reviewed,
® topics to be discussed; and

(9 Departmentd and contractor participants.
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2 The Operations/Area Office Point of Contact and affected Departmental
organizations should develop agenda information through discussons with the
lead Board staff member for the vidit. If the schedule or agenda requested by
the Board cannot be accommodated, the Operations/Area Office Point of
Contact, in coordination with affected Departmentd organizations, should
resolve any issues or conflicts with the lead Board staff member.

3 If changes in the schedule or agenda topics arise, the Operations/Area Office
Point of Contact should modify and redistribute the agenda. If thereis
insufficient advance notice of a substantive change in the schedule or agendato
reissue the notice, the Operations/Area Office Point of Contact should contact
the affected participants to dert them of the changes as soon as possible.

Site Access Coordination. The Operations/Area Office Point of Contact must
coordinate security and safety requirements for the Board visitors, including badging,
safety indruction, general employee training, escorts, trangportation and dosmetry. To
the extent alowed by locd procedures and programs, alowance should be made for
training and access requirements completed at other Departmentd facilities.

Access to Subject Matter Experts. The Operations/Area Office Manager, in
coordination with the Operations/Area Office Point of Contact, must arrange for the
availability of Departmental and contractor subject matter experts for potentia
discussons with the Board and its staff, consstent with the schedule and agenda topics.

2. SITEVISIT PROTOCOL.

a

Entrance Briefings. The Operations/Area Office Manager should request the
opportunity to hold an entrance briefing with the Board representatives. The entrance
briefing should introduce key personnd, review the planned activities and schedule,
identify protocols and procedures that will be used, and discuss any specid
arrangements that have been or need to be made. If an entrance briefing ishdld, the
point of contact should ensure that gppropriate Operations/Area Office officials and
management representatives from the contractor are notified to atend. Asaminimum,
the Operationg/Area Office Point of Contact should meet with the Board
representatives upon their arrival a the Site.

Facility Tours. The Operations/Area Office Point of Contact should coordinate
conduct of requested facility or areatours. To the extent any unannounced tours can
be accommodated, Departmental personnd should assst the Board representativesin
this matter. The Operations/Area Office Point of Contact should be notified of any
such requests for unannounced tours. The Operations/ Area Office Point of Contact
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must ensure that appropriate access requirements, such as those related to security,
safety, and radiation protection, are satisfied for the areas to be toured, whether the
tour is announced or unannounced, before beginning the tour.

Document Reviews.

@

@)

3

The Department must provide the Board with access to information necessary
for the Board to accomplish its statutory duties. The Secretary may deny
access to information for only two reasons:

@ the person requesting the information has not been granted an
appropriate security clearance or access authorization by the Secretary,
or

(b) the person requesting the information does not need such accessin
connection with the duties of such person (see Chapter |, subparagraph

24).

The Operations/Area Office Point of Contact should coordinate arrangements
for the avallability of such documents as may be requested by the Board or its
daff for review. Departmenta personnd should accommodate, to the extent
possible, each request made prior to or during the Site vidit for documents or
other information required by the Board representatives (see Chapter VI,
paragraph 1b). Departmental personnd should encourage the Board
representatives to use a completed Board Information Request (Attachment 5),
approved by a member of the Board or its staff.

The Operations/Area Office Point of Contact should determine prior to the visit
whether classfied materias will be reviewed by the Board saff during their vist
and verify with the Board's Technical Director that the Board staff members
have appropriate clearance and need to know. If the Board staff requests
additional classfied information beyond the pre-established scope, the
Operations/Area Office Point of Contact should verify with the Board's
Technica Director that this requested information is necessary for the Board to
accomplish its statutory purposes. If difficulties emerge in the process of
verifying the Board staff member’ s need to know, the Operations/Area Office
Point of Contact should advise the Departmental Representative.
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VII-5

Ste Vidt Briefings.

@

@)

3

The Operations/Area Office Point of Contact should serve as the Departmenta
lead for Ste vist briefings. The briefings should be coordinated and conducted
in the same manner as described in Chapter VI, subparagraph 2a.

Notice and documentation of Site vigit briefings are performed as a part of the
gtevigt processin lieu of Chapter VI, paragraphs 2b and 2d. Additiond
briefings requested during the Site visit should be accommodated by the
Operations/Area Office Point of Contact to the extent possible.

The Board or its staff may aso request to attend Departmenta and contractor
briefings. These requests generdly will be accommodated, consistent with the
Department’ s respongbilities for full cooperation and ready access. The Board
or Board staff may be involved in the Department’ s decision-making process as
observers, not as participants, to the extent that their involvement is necessary
for the performance of their duties and isin the interest of the Department for
facilitating efficient Board oversght.

Personnd Interviews.

@

)

Departmental personnd contacted by the Board or its staff must cooperate with
the Board and provide requested information. Departmenta personnel should
be courteous, open, honest, and responsive. Departmenta personnel should be
mindful of their organizationa authority and not agree to take actions outsde
thelir immediate level of authority. Subsequent to the interaction, the
Departmenta personnel should report the substance of the interaction to the
Operationg/Area Office Point of Contact.

Departmentd and contractor personnel, such as control room operators, who
are directly performing safety-related functions must request Board
representatives to schedule interviews a mutualy convenient times when
safety-related duties cannot be compromised.

Potentid or Actua Unsafe Conditions.

@

If Board representatives identify any potentia or actua unsafe condition,
Departmentd and/or contractor personnel must immediately evaduate the
condition and implement the applicable approved facility procedures, if

necessay.
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The Operations/Area Office Point of Contact should inform the cognizant
Secretarid Officer and the Departmenta Representative of the concern as soon
as practicd.

The Operations/Area Office Point of Contact should coordinate a response to
the Board representative who origindly identified the issue within an
gppropriate amount of time. The Operations/Area Office Point of Contact
should teke the initiative to inform the appropriate Board representative of
sgnificant occurrences, particularly those related to topica areas the Board or
its staff has been or isinvestigating. The Operations/Area Office Points of
Contact are encouraged to perform as a continuing source of information on
gte activities for the Board staff lead and Site representative for that facility.

Exit Briefings. The Operations/Area Office should request the opportunity to hold an
exit briefing with the Board representatives. The exit briefing should include a
discussion of sgnificant conditions, observations, and issues identified during the visit
and reach consensus on follow-up Departmenta information transmittals and action
items. When exit briefings are held, gppropriate Operations/Area Office officids and
management representatives from the contractor should be present.

Vidt Summaries.

@

)

The Operations/Area Office Point of Contact should prepare avist summary,
which incdludes the following informetion:

@ the names and titles of individuds involved,

(b) ggnificant conditions, observations, or issues identified during the vist,
(© adescription of Departmentd action items, and

(d) the respong ble organization and due date for each action item.

Departmentd action items require approva by an authorized Departmentd
officid. Approva authority for action items is established ether by the actions
being within the norma redm of responsbility for that position or by specific
delegation of that respongbility from the cognizant Departmental manager.
These action items need to be satisfied to maintain an effective working
relationship with the Board and its taff; they should be tracked and managed at
the Departmental level where the action items are undertaken.
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3 The Operationg/Area Office Point of Contact should transmit the vist summary
to the affected Secretarid Officer Points of Contact and the Departmenta
Representative whenever the Ste vist has implications beyond the specific Site
that was vidted. The Departmenta Representative' s office should make
additional distribution within the Department to ensure appropriate parties are
apprized of the reaults.

4) The Departmentd Representative s saff should periodicaly interact with the
Board daff after Ste vigtsto verify follow-up actions are fully identified and to
receive sgnificant comments and observations. The Departmentd
Representative s saff should aso share this information with the affected
parties. The Depatmenta Representative' s staff should facilitate
communications and interaction among the various Operations Area Office
Points of Contact to ensure dl are cognizant of emerging Board issues and
priorities.

I. Extended Site Vidts. The point of contact should arrange for periodic progress
briefings between Department’ s Site management and the Board representative during
extended Ste vigtslagting more than 5 days. Daily de-briefs during extended Site visits
have proven to be an effective means to ensure that the Department promptly
addresses Board concerns and requests for information during the course of a Site vist.
Summaries of significant issues discussed in the progress briefings should be
documented and promptly distributed to affected Departmental elements.

3. INTERFACE AT FACILITIESWITH BOARD SITE REPRESENTATIVES.
a The Operations/Area Office Point of Contact mugt facilitete the on-dte interface

activities of the dedicated on-ste Board representatives (dso known as site
representatives). This facilitating role includes the following responsibilities:

@ scheduling interviews and other review activities with affected facility personnd,
2 providing access to facilities and personne,
3 identifying and resolving any difficulties getting information or cooperation,

4 natifying the Board Ste representative of sgnificant Ste activitiesand
occurrences, and

) providing for digtribution of routine information, such asfacility operationd
status, to the Board Site representative.
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The Operations/Area Office Manager should establish the policy regarding use of
Board Information Requests (Attachment 5) for requests by the locd Board site
representatives. Recommended policy isthat documents and information requested
and used by the Board Site representatives on site does not require use of the Board
Information Requests. However, tranamitta of documents and information to other
Board representatives or off-site should be accompanied by documentation on a Board
Information Request.

To ensure full cooperation, the Operations/Area Office Point of Contact should
frequently interact with the on-gte Board representative to discuss the status of
Board-related issues.

The Operationg/Area Office Manager should periodicaly review Board-related issues
with the Board Site representative, dong with the point of contact. If gpplicable to
other sites, the Operations/Area Office Point of Contact should prepare and transmit a
summary of such periodic reviews to the Secretarid Officer and the Departmenta
Representative.
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CHAPTER VIII

ANNUAL REPORT TO CONGRESS

1 The Secretary must submit an Annual Report to Congress on Departmentd activitiesin
response to Board activities each year a the same time the President submits the budget to
Congress (see Chapter |, subparagraph 28). The President historicaly submits the budget to
Congress ten working days following the President’ s State of the Union address (i.e., during the
first week of February).

2. The Departmentd Representative s office must prepare the Annua Report. Responsible
Managers must provide the Departmental Representative with a status update on Department’s
actions in response to active Board recommendations. The Secretarid Officers, in conjunction
with the points of contact, should provide technica input and concurrence review.

3. The Annua Report to Congress will include the Board-related activities of the Department
during the previous year. The Departmenta Representative should address the following topics
in the report based on actud activities for the year:

introduction (areas of Board emphasi's, recommendations issued);

Depatmentd initiatives,

gtatus of current year and previous year recommendations and implementation plans;
progressin areas of Board emphasis; and

natification of implementation plansin excess of 1 year.

®op o

4, For each active Board recommendeation, if the implementation plan has not been or is not
expected to be complete within 1 year of plan issuance, the Annua Report should be used by
the Responsible Manager to notify Congress that more than 1 year will be required for plan
implementation. The notification must sate the reasons for the requiring more than 1 year to
complete and the date when implementation is expected to be completed (see Chapter 1,

Subparagraph 2a).
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CHAPTER IX

INTERFACE TRAINING

1 The Departmental Representative must ensure that gppropriate Board interface training and
assstance are available to Department’ s personnd.

2. The Departmental Representative, in coordination with the respective Secretaria Officers and
Operationg/Area Office Managers, should determine the preparation for, formality, extent,
conduct, and documentation of such training.

3. Each Secretarid Officer and Operations/Area Office Manager should develop and maintain a
list of candidates for Board interface training and make personnel available for training during
scheduled sessions.
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ATTACHMENT 1

CONTRACTOR REQUIREMENTS DOCUMENT

Under the laws, regulations, and Department of Energy (DOE) directives clause of the contract, the
contractor must comply with the respongbilities identified in this Contractor Requirements Document
(CRD) after the CRD isinserted into the contract. Additionaly, under the laws, regulations, and DOE
directives clause the contractor is responsible for compliance with the requirements of the CRD,
regardless of the performer of the work and flowing down the requirements of the CRD to subcontracts
to the extent necessary to ensure the contractor’s compliance with the requirements. The contractor
must do the following.

1 Assign Board Coordinators to ensure adequate interface with their Departmenta points of
contact on Board-related matters, including the following, as requested by their local
Departmentd point of contact:

@ Represent their company on day-to-day Board-related issues and interactions with the
Departmentd point of contact on Board-related matters.

(b) Be cognizant of, and coordinate, day-to-day Board-related activities as requested by
their loca Departmenta point of contact, such as:

@ arranging briefings and coordinating Ste vigts by the Board and its saff, as
requested by the Department,

2 coordinating contractor input, developing draft deliverables, and formulating
proposed responses for resolution of Board-related issues, as requested by the
Department,

3 conducting activities consstent with Departmenta commitments thet are
contained in gpproved implementation plans and other forma Departmenta
correspondence to the Board,

4 providing 30-day advance notice to the Departmenta point of contact of any
schedule dippages in planned contractor deliverables related to Departmenta
commitments to the Board, and

) providing closure documentation for Departmental commitments, as requested
by the Department.
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(© Egtablish training and procedures necessary for clear communications of the contractor
requirements contained in this Manud.

2. Notify their Departmenta counterparts and the Operations/Area Office Point of Contact of any
planned or proposed briefings or direct contact with the Board or its taff.

3. Obtain gpprova from the authorized Departmentd officid before committing to completion of
actionsto the Board or its staff.

4, Have a mechanism in place to expeditioudy review and rel ease contractor documents to
support the Departmenta target of providing existing information to the Board within
15 working days of request.

5. Contractor personnel contacted by the Board or its staff have the following responsibilities:
@ be courteous,
(b) be open, honest, and responsive;
(© agree to no action items outsde their immediate level of authority; and
(d) subsequent to any informal discussions and interactions, notify the appropriate point of
contact of theinteraction, and describe any substantive information and actions

discussed.

6. Provide a representative a any entrance or exit briefings arranged for asite visit by Board
representatives and prepare briefing minutes, as requested by the Department.

7. Comply with the personnel interview process and procedures implemented by Board
representatives during a Ste visit in amanner that does not compromise safety. Contractors
should direct their personnd who directly perform safety-related functions, such as control
room operators, to request that interviews be scheduled at mutually convenient times when
safety-related duties cannot be compromised.

8. If Board representatives identify any percelved or actua unsafe condition, immediately evauate
the condition and implement the gpplicable gpproved facility procedures.
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ATTACHMENT 2

RESPONSE TO RECOMMENDATION GUIDELINES

This atachment provides the activities and schedule milestones of a systematic process for responding
to Board recommendations. 1t may be used as a checklist to ensure response development is on target
(schedule targets are from publication of the Board recommendation in the Federal Register). The
target dates and durations establish an appropriate pace to complete the necessary activities within the
required time frames.

Within 2 Days of Receipt

Following receipt of a Board recommendation, the Departmental Representative will notify the affected
Secretaria Offices and their Points of Contact and will initiate the response process described below.
The Departmental Representative' s staff will distribute the Board recommendation to Secretaria
Officers, their Points of Contact, Operations/Area Offices, and other affected Departmenta eements,
as gppropriate. The Departmenta Representative will identify a member of hisher staff as Issue Lead
to support coordination of the recommendation response.

Days 1-14
These activities are necessary to initiate the eva uation process.

. identify the Responsible Manager;

. identify the response team;

. assign preliminary team tasks and respongibilities;

. identify sgnificant safety i1ssues associated with the recommendation;
. identify underlying causes and implications of these safety issues;

. develop dternatives for resolving the sefety issues, and

. establish recommended courses of action.

The cognizant Secretarid Officer must identify the Respongble Manager who will manage the response
as well as manage development and implementation of the associated implementation plan. The
Departmenta Representative should inform the Executive Secretariat of the cognizant Secretaria
Officer and designated Responsible Manager within 14 days of receipt of the recommendation.

The Responsible Manager, asssted by the Issue Lead, will develop an agendaand call a meeting with
the designated representatives of the affected Departmenta eements. These individuds (the response
team) must be empowered to represent their management throughout the evauation of the
recommendation, the development of the Department’ s response and implementation plan, and the
actud plan implementation, if necessary.
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The Responsible Manager, the Issue Lead, and the response team should ensure the following features
that the Board consders key are demonstrated in the Department’ s response; (1) an understanding of
what is being asked or recommended; (2) a commitment by the Department to take action to meet the
recommendation; (3) the name of the Responsible Manager; and (4) specifications of whet the
Department intends to do so that the Board can determine whether materid terms of the
recommendation will be met.

Throughout the evauation process, the Issue Lead should provide guidance and support to the
Responsible Manager and the cognizant Secretarid Officer, including performance of the following
actions.

. coordinate actions agreed to by the affected parties,

. distribute key documents, comments, and agendas,

. disseminate requests pertaining to the recommendation; and

. facilitate communi cations between the Department and the Board staff.

Day 14

The Responsible Manager and the Issue Lead should work together to document the Departmental
drategy and identify sgnificant issues, actions, milestones, and responsibilities necessary to develop an
acceptable response. The Issue Lead should digtribute this information to affected organizations. The
Responsible Manager should also make an initid assessment of the need for a45 day extenson
request.

Days 14-25

The response team should complete a detailed evauation of the Board recommendation, which includes
condderation of the following:

. goplicability and substantive strategic input;
. schedule, cogt, and funding for implementation; and
. need and avallability of specidized resources for implementation.

Affected organizations should tranamit their evauations and strategic input to the Responsible Manager
within the time frame requested. Response team members and points of contact should coordinate
these inputs from within their respective organizations. To develop the best response, affected
Departmentd line managers should congider contractor/laboratory comments, but should validate this
input, ensuring its applicability, and verifying cogt and time estimates.

The Responsible Manager should work with the Issue Lead to ensure plans and actions are responsive
to the Board' s recommendation. For clarification or guidance on the meaning or intent of any part of
the recommendation, the Issue Lead should provide the necessary liaison with the Board gtaff, and the
Departmenta Representative should provide liaison with the Board.
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Day 25

In conjunction with the Departmental Representative, the Responsible Manager should develop an
agenda and schedule ameeting with the senior management team (affected Secretarid Officers) to
present the recommended Departmenta position. The agenda should include discussion of the
Responsible Manager’ s estimate of the associated costs and contribution to safety.

The senior management team, chaired by the Deputy Secretary, is composed of organizations that have
direct line responghility or sgnificant involvement in activities encompassed by the Department’s
response, and typically includes the following Senior Managers:

. Under Secretary for Nuclear Security (NA-1),

. Deputy Adminigrator for Defense Programs (DP-1),

. Assgant Secretary for Environment, Safety and Hedlth (EH-1),

. Assgtant Secretary for Environmental Management (EM-1),

. Generd Counsd (GC-1), and

. Appropriate field managers.

Some recommendations may require one or more of the following additiond individuds to participate
with the senior management team:

. Chief Financid Officer (CR-1),

. Assgant Secretary for Energy Efficiency and Renewable Energy (EE-1),

. Assgtant Secretary for Foss| Energy (FE-1),

. Director, Management and Adminigtration (MA-1),
. Director, Office of Nuclear Energy, Science and Technology (NE-1),
. Deputy Administrator for Defense Nuclear Nonproliferation (NN-1),

. Assgant Secretary for Policy and Internationd Affairs (PO-1), and
. Director, Office of Science (SC-1).

If consensus is not expected within 5 days of the senior management team meeting, the senior
management team should consider requesting from the Board up to a 45-day extension to submit the
Department’ sresponse. The Responsible Manager, supported by the Issue Lead, must prepare and
coordinate this request.
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Follow-up actions for the two possible outcomes from the senior management team meseting
(i.e., consensus or not consensus) are described below.

Outcome 1:  Senior Team Reaches Consensus on Agency Position

Day 28

The Responsible Manager findizes the response and with the assstance of the Issue Lead ddiversthe
response to the affected Departmental elements for concurrence. Response team members and points
of contact should assst in acquiring the appropriate concurrence within their respective organizations.

Day 32

The Responsible Manager submits the response to the cognizant Secretarid Officer for pprova and
ensures that it is ddivered to the Executive Secretariat for processing.

Day 39

Secretary approves the response to the Board. This completes the response actions.  Follow-up
actions are described at the end of this attachment.

Outcome 2:  Senior Team Does Not Reach Consensus on Agency Position
Day 26

The Deputy Secretary should provide guidance and direction to the cognizant Secretarial Officer and
Departmenta Representative relative to resolution of the issues and conflicts.

Days 27-31
Affected Departmental eements will negotiate and attempt to agree on a position.
Day 32

The senior management team should meet a second time for the purpose of arriving a an agency
position.

If the Senior Team Agrees On An Agency Position
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Day 35
With the assistance of the Issue Lead, the Responsible Manager prepares and delivers the response to
the affected Departmental elements for concurrence. Response team members and points of contact
should assist in acquiring the appropriate concurrence within their respective organizations.

Day 38

The Responsible Manager will submit the response to the cognizant Secretarid Officer for gpprova and
ensure that it is ddlivered to Executive Secretariat for processing.

Day 45

Secretary approves the response to the Board. This completes the response actions.  Follow-up
actions are described at the end of this attachment.

In Rare Cases When The Senior Team Still Does Not Agree On An Agency Position

Day 33

The Departmental Representative should contact the Executive Secretariat to advise of the need to
ecd ate the response for Departmental senior management decision. The senior management team
should brief the Deputy Secretary on the remaining materid facts preventing development of a unified
Departmentd position. The Deputy Secretary will then render a decison.

Day 36

In extraordinary cases requiring the Secretary’ s participation to achieve consensus, the Deputy
Secretary should brief the Secretary on the materid facts preventing development of a unified
Depatmentd postion. The Assstant Secretary for Environment, Safety and Hedth, the cognizant
Secretaria Officer, and the Departmental Representative should support this briefing, as gppropriate.
The Secretary will then render adecision.

Day 39

The cognizant Secretaria Officer prepares the response and delivers the response to the Executive
Secretariat for processing.

Day 45

Secretary approves the response to the Board. This completes the response actions.  Follow-up
actions are described below.
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Follow-up Actions

These follow-up actions described below should be taken based on the response:

1. If the response accepts dl or part of the recommendation, the Responsible Manager,
supported by the Issue Lead, should complete development of the associated implementation
plan (in accordance with Chapter 111, paragraph 1 of this Manual).

2. If the response rejects al or part of the recommendation, the Board may revise or resffirm its
recommendation. Following receipt of the Board' s response, the Responsible Manager,
supported by the Issue Lead, should prepare the Department’ s find decision (in accordance
with Chapter |1, paragraph 5 of this Manual).
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ATTACHMENT 3

FORMAT AND CONTENT GUIDE FOR IMPLEMENTATION PLANS

L. Purpose

This guidance incorporates experience gained and lessons learned from developing and completing
implementation plans, in response to Board recommendations, over many years; helps to focus
Departmental resources on preparing complete, effective implementation plans which improve safety
and provide for recommendation closure; provides for consistency of plan format and contents to
permit efficient review and use; and addresses the Board' s identified criteriafor judging the adequacy
of implementation plans.

The technica content is the primary measure of an effective plan; this guidance should help focus
development of that technical content. This guidance should dso aid Departmental personnel in

deve oping implementation plans that cogently and clearly communicate their technica content. Much
of this guidance will be gpplicable for dl implementation plans. However, the subjects of
implementation plans can differ significantly, and, in some cases, exceptions and additions to the
recommended format and content may be appropriate and necessary on a case-by-case basis.

1I. Board Criteria

Board Policy Statement No. 1, “Criteriafor Judging the Adequacy of Department Responses and
Implementation Plans for Board Recommendations,” October 19, 1990, identifies the following six
ubgtantive criteria that must be satisfied before the Board judges an implementation plan to be
adequate.

1. Underganding. The Department’ s implementation plan shows an understanding of the safety
issues raised by the Board recommendation.

2. Responsiveness. The Department’ s planned course of action addresses the complete Board
recommendation and accomplishes satisfactory resolution of the identified safety issues.

3. Assumptions. The Department identifies important basdline assumptions for successful plan
implementation.

4, Ranning Detal. The Department’simplementation plan is described in sufficient detail to permit
the Board to independently determine that the approach and schedule are reasonable and
achievable.

5. Technicd Bass. The Department’s plan is based on sound technicd evauation, including
identification of underlying causes.
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6. Focus on Closure. The Department’ s plan defines completion ddliverables for demongtrating
sdfety issue resolution in a verifiable manner.

In addition to the substantive criteria, the Board Policy Statement No. 1 dso identifies five procedurd
requirements for implementation plans. (1) plan submittal meets gatutory deadlines, (2) plan provides a
redigtic and achievable schedule which includes intermediary milestones; (3) plan includes a process for
change control of plan itsdlf; (4) plan addresses quality assurance, if gppropriate; and (5) plan provides
a reporting scheme and schedule.

JIIR Format and Content

Implementation plans are written for three key audiences. Departmental personnel/contractors, the
Board and its gaff, and the public. Departmental personnel and contractors will implement the actions
described; they need sufficient detail on the scope, schedule, and basis of planned actions so that
implementation will be effective and efficient. The Board and its saff will review the Department’ s plan
for adegquacy, monitor the plan implementation, and ultimately close out their recommendation based on
completion of actions described in the plan. The public is natified of al Board recommendations and
often follows the Department’ s plans to ensure their safety interests are satisfied. The format and
content described below are designed to satisfy dl three audiences. Each implementation plan should
contain the following contents in the format described below.

Title Page

The title page should include the Department’ s plan title, the plan date, the plan revison number (if not
origind), and Board recommendation number. Thetitle should be a Departmenta title, demongtrating
Departmenta ownership of the plan. For example, the plan title could be “ Department of Energy Plan
for Improving the Technica Capability in Defense Nuclear Facilities Programs and Training and
Qudifications,” and the title page might include beneath thistitle, “ (Implementation Plan for DNFSB
Recommendation 93-3).”

Executive Summary

The executive summary should summarize: (1) the rlevant safety issues, (2) their underlying causes,
(3) the resolution approach and schedule, (4) the management gpproach to ensure plan implementation,
and (5) any basdine assumptions critical to successful implementation. If initiation of safety issue
resolution is urgent for safety reasons, this summary should highlight key completed and near-term
actions.
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Table of Contents

The table of contents should include the contents defined in this guidance, in the order described below.
The section headings and section numbering provided below should be adopted to ensure that
implementation plans are in a congstent format, permitting ease of review and use.

1. Background

This background section should demongtrate an understanding of the problem(s) being addressed. It
should provide a clear statement of the safety issues and their Sgnificance as determined by the
Department’ s analysis of the problem. The implementation plan should be consstent with the gpproach
described in the Secretary’ s reponse letter to the Board' s recommendation. In particular, if the
Department has set any conditions or limitations on its acceptance of the recommendation, these should
be reiterated.

The background section should identify and briefly describe the principa safety issues addressed by the
plan. These may be derived directly from the Board’ s recommendation, from a synthesis or
combination of the various Board sub-recommendations, or from the Department’s own andyss and
implementation planning. The safety issues represent the Department’ s template to organize and
sructure implementation actions. Remaining sections of the implementation plan should be structured
based on the identified safety issues.

2. Underlving Causes

This section should identify the underlying cause(s) of the subject safety issues, so that it is clear why the
planned actions are appropriate. The underlying cause(s) can only be arrived a by understanding and
evauating the direct causes of any technica problems and then identifying the underlying causes that
alowed the situation to occur. Underlying cause(s) may relate to hardware performance or capabilities,
operation procedures, management controls, personnel performance, and management performance.
With these causes identified, the broader implications, beyond the identified Situation, should be fully
considered in developing a complete and effective resolution gpproach.

Underlying causes that relate to other Departmenta implementation plans in progress should be
identified. The extent to which these other plans contribute to the resolution of the subject
recommendation’ s safety issues should aso be described.

3. Baseline Assumptions

This section should present the primary assumptions, if any, upon which the implementation planning has
been based. These may include engineering, technicd, adminidrative, or legidative assumptions. For
example, the following categories of basdine assumptions may be rdlevant: availability of generd or
specidized personnd resources, availability of unique or specidized expertise, hardware or system
performance, availability of speciaized equipment or parts, lega or statutory requirements, successful
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completion of precursor activities in other programs, satisfactory progress of necessary research and
development efforts, availability of sufficient gpproved funding in the type and amount needed, and
impact of scope changes or expangons on schedule performance. The plan should describe each redl
and rdevant assumption in sufficient detail to dlow understanding of potentia impact (e.g., what
specificaly? how many? how much? how long? of what type? how likdy?). It isimportant to fully
identify the red and relevant assumptions that may potentidly impact successful plan implementation.

4. Summary of Completed and Near-Term Actions

This section should describe mitigating actions that are dready complete. The purpose of describing
key completed actions is to demonstrate responsiveness during the period between issuance of the
Board recommendation and completion of the Department’ s implementation plan. It may be beneficid
to mention the partiesinvolved in plan preparation to show that: (1) the Departmenta organizations,
including field representatives, that are necessary for successful implementation were involved in the
planning process, and (2) there will be a smooth trangtion from plan preparation to plan
implementation. Near-term actionsidentified in the Secretary’ s reponse letter should be included in
this section.

In some cases, for safety issues that involve a strong sense of urgency or that will require an extended
period to achieve resolution, the Department should describe important near-term initiatives and
compensatory actions that will be implemented no later than 6 months, for example, after plan issuance
to reduce safety risks associated with the recommendation. These will aso demongtrate the
Department’ s commitment to bring the identified safety issuesto fina resolution. Near-term actions
should be extracted and summarized from the full description of planned actions, presented in section 5,
Safety Issue Resolution.

5. Safety Issue Resolution

Thisisthe main section of the implementation plan and should be structured using the Department’s
identified safety issues, with one section subheading for each issue. Asan dternative, this section can
be structured by the sub-recommendations contained in the Board' s recommendation. Under each
subheading, the following structure should be provided: 1ssue Description; Board Recommendation;
Resolution Approach; and DeliverablesMilestones.

|ssue Description. The issue description should consist of a summary restatement of the problem, why
the problem needs to be addressed, and how addressing the problem will provide a specific safety
improvement for the Department. Description of safety improvement objectives should show
consstency with overdl Departmenta safety objectives.

Board Recommendation.  After the Department’ sissue description, the text of the origina Board
recommendation that is pertinent to the issue should be quoted verbatim. The purpose of repeeting the
Board' s recommendation is so that the reader may eadily corrdate the Department’ s plan to the

Board' s recommendation and demondtrate that the plan is responsive. The portion that should be
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repeated in the body of the implementation plan isthe text of the recommendation itsdf (i.e., the
numbered sub-recommendations), rather than the introductory and contextua materid. The entire text
of the Board recommendation may be included as an attachment to the plan if desired.

Resolution Approach. The resolution approach needsto provide: (1) a specific description of the
Department’ s intended course of action thet is clear, tangible, and concise, and (2) sufficient detall so
that one may independently determine whether the gpproach is reasonable and achievable. This section
should specificaly describe the safety improvements and how they will be achieved. For example, the
resolution gpproach should not consist of a plan to make a plan or aplan to do an assessment to make
aplan. Any changesin equipment, process, procedures, and/or personnel should be discussed in terms
of their impact on safety. Where it is absolutely necessary to perform some prior action before the fina
scope of the resolution actions can be determined, the resol ution approach should describe the specific
process and criteriathat will be used to make these determinations.

Resolution of an issue (i.e, completion of dl actionsidentified in the implementation plan) should result
in tangible improvement to safety within the Departmentd defense nuclear facilities complex. If
possible, the resol ution scope should be established based on the god of completion within 1 year of
plan issuance. To accomplish thisgod, the resolution focus may need to be on gaining substantive
control of an issue rather than closing dl loose ends. For example, issue resolution may need to be
defined in the implementation plan as developing training and conducting initid sessions, rather than as
completing training of al Departmenta personne and performing a follow-up evauaion. The god of
resolution within 1 year, based on the expectations of Congressin establishing the Board, should be
grictly pursued for recommendations that are narrowly focused and affect only one site and one
Headquarters office. Recommendations that involve mgor systemic changes, multiple Headquarters
offices, and multiple sites can require more than 1 year for resolution. Exceptionsto the 1 year god
should be carefully considered.

As part of this discussion, the technica basis for the sdlected gpproach should be provided. This
technica basis should demongtrate that the Department has performed a reasonable, logica, and, if
possible, quantifiable technical evauation of the problems and solutions and should address the
underlying causes described in section 2, Underlying Causes. A strong technicad basisis particularly
important for resolution gpproaches that are experimenta or unprecedented, or differ from the
expectations of the Board and its Staff.

The resolution approach should be consistent with the Secretary’ s response letter to the Board's
recommendation and should reiterate any conditions or limitations on the Department’ s acceptance of
the recommendation, ong with supporting bases. Where credit is taken for implementation actions
described in other Departmenta programs or implementation plans, this should be identified; the
implementation plan should not establish new commitments and commitment dates for other ongoing
implementation plans in response to Board recommendations.

DdiverablesMilestones. The plan must clearly provide a method for demonstrating completion or
closurein amanner that can be readily verified. Commitment deliverables should betied to plan
milestones, readily verifiable, and trangmittable to the Board for review. The plan should demondtrate a
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focus on closure; the resolution actions and schedule should not be open-ended. For example, rather
than defining the resolution scope and closure actions through an ongoing process, such as through
periodic reports to the Board, the plan should establish a firm structure for achieving closure. The plan
should aso reflect a systems engineering gpproach for resolving the issue that methodicaly defines the
entire effort, from inception to closure, for achieving the identified safety improvement.

In describing intermediary deliverables or commitments, the plan should establish only that number
needed to measure performance of the planned resolution approach. Frequently, further definition of
intermediary actionsis needed to fully describe and measure accomplishment of acommitment. These
intermediary actions should not be identified as unique commitments, but may be noted as actions
contributing to commitment completion. For example, completion of a committee evauation could
include the following noted actions, if gppropriate: forming the committee, preparing the charter,
developing the evauation procedure, conducting the evauation, preparing a draft report, resolving
comments, and preparing afina report. Only those actions consdered critica to successful completion
of the commitment should be identified and described.

The following information should be provided for each commitment: (1) a complete statement of the
commitment; (2) the manager responsible for implementation; (3) the facilities and programsto which it
aoplies; (4) theimplementation activities and ddliverables that will condtitute completion; and (5) the
specific due date (such as December 15, 2005) for completion. In addition, to facilitate commitment
tracking, each commitment should be uniquely and sequentidly numbered. Due dates should correlate
to the date for the Department to provide completed deliverables to the Board.

The schedule should be redlistic and achievable, and reflect the results of a representative
resource-loaded schedule and cost estimate (see discussion on stand-aone attachment on resource-
loaded schedule and cost estimate). Intermediary ddiverables and milestones should provide
meaningful measures of accomplishment toward fina issue resolution.

6. Organization and Management

This section describes how the Department will organize and manage implementation of the plan. The
cognizant Secretarid Officer and Responsible Manager need to be clearly identified dong with their
functions, authorities, and responghilities for successful plan implementation. To ensure plan
performance, strong consideration should be given to establishing a central project manager who has
broad, cross-organizationa authorities. To the extent possible, single line authority should be
edablished for plan implementation. If useful, afigure describing the organizationd structure for plan
implementation should be provided.

This section should aso describe specific management systems and controls the Department will useto
accomplish planned deliverables on the committed schedule. For example, this section might include a
discusson of action item tracking and monitoring, including use of and interface with the Department’s
Safety 1ssues Management System. Methods for holding personnel and organi zations accountable for
their performance should also be described, particularly where personnel and organizations responsible
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for portions of the plan performance do not report directly to the Responsible Manager. Management
controls over funding and budget alocation should be described. The following management systems
should be addressed specificaly.

Change Control. Each implementation plan must include a description of its change control process.
The following paragraph is recommended to be used for al plans.

“ Complex, long-range plans require sufficient flexibility to accommodate changesin
commitments, actions, or completion dates that may be necessary due to additional
information, improvements, or changes in baseline assumptions. The Department’s
policy isto (1) provide prior, written notification to the Board on the status of any
implementation plan commitment that will not be completed by the planned milestone
date, (2) have the Secretary approve all revisions to the scope and schedule of plan
commitments, and (3) clearly identify and describe the revisions and basis for the
revisions. Fundamental changesto the plan’s strategy, scope, or schedule will be
provided to the Board through formal revision and reissuance of the implementation
plan. Other changesto the scope or schedule of planned commitments will be formally
submitted in appropriate correspondence approved by the Secretary, along with the basis
for the changes and appropriate corrective actions.”

Reporting. Each implementation plan must include a description of its reporting scheme and schedule.
Acceptable means of reporting include periodic briefings and periodic progress reports. Briefings have
proven to be more effective than written reports. The frequency of these periodic briefings or reports
depends on the total scope and schedule of planned actions. Higtoricdly, many plans have offered a
quarterly reporting frequency. Less frequent reporting, such as on a semi-annua or annud basis, is
gppropriate where the plan milestones are few and spread out, or the effort is winding down to
completion. The following sample paragraph addresses reporting.

“To ensure that the various Departmental implementing elements and the Board remain
informed of the status of plan implementation, the Department’ s policy isto provide
periodic progress reports until implementation plan commitments are completed. For
this plan, the Department will provide quarterly briefings to the Board and/or its staff,
within 1 month of the close of each quarter during plan implementation. Quarters will
coincide with the calendar and fiscal year quarters. January-March, April-June,
July-September, and October-December.”

Progress reports may be used to report minor schedule variances to plan commitments, but not to make
changes to planned commitment dates, unless gpproved by the Secretary. For example, if commitment
completion will be delayed by severa weeks from the committed due date, this variance should be
reported in the periodic progress report. The report of a schedule variance acknowledges that the
commitment is overdue and provides current status information, but does not seek to adjust or change
the established schedule. Progress reports should not be used to make changes to plan commitments.
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Quality Assurance. In gppropriate cases, the plan should specify how qudity of the planned actions will
be ensured. Quadlity assurance may include qudification of people involved; internd checks on the
implementation as the task is completed; find verification; independent oversight; and chain of custody
on records, samples, and other critical data and documentation.

Attachments to Implementation Plan (Optional)

Glossary. Theglossary should define terms used in the implementation plan that are unique,
unusud, or of a highly technical nature that would not be commonly understood.

Acronyms and Abbreviations. This attachment should identify and define dl acronyms and
abbreviaions usad in the implementation plan. A minimum number of acronyms and
abbreviations enhances generd understanding and reedabiility of the plan.

References. Thisatachment provides bibliographic informetion for al documents referenced
in theimplementation plan.

Summary of Commitments. This atachment ligts al Departmenta commitments established
in the implementation plan. Incluson of this attachment may be ussful to ddinegte in summary
fashion the complete scope of commitments that the Department considers are made by section
5 of the plan. If used, thisinformation should be presented in the same format that will be
employed to report statusin the periodic progress reports. The following should be provided
for each commitment: (1) statement of commitment, (2) Responsible Manager, (3) applicable
facilities and programs, (4) closure ddiverable(s), and (5) due date.

Summary Schedule. This attachment provides atop-level summary time line that showsthe
dart and end dates of resolution activities for each safety issue. Lower-level schedule
summaries may aso be necessary to provide an overview understanding of the scope and
relationship between mgjor activities.

Crosswalk to Board Recommendation. \When the Department has structured the issuesin a
different manner than portrayed in the Board' s recommendation, this attachment should be used
to provide a matrix showing that the recommendation is fully addressed. If necessary, the
matrix should provide and include the following headings. Board sub-recommendation,
Departmentd issue, Plan references, and Discussion.

Stand-Alone Attachment: Resource-Loaded Schedule and Cost Estimate

To ensure that the planned scope and schedule are redistic and achievable, each
implementation plan should be submitted for Departmental management review and gpprovd
aong with a separate, stand-a one atachment that provides a resource-loaded plan schedule
and cost estimate and describes the Departmenta funding to support committed actions. The
attachment should aso identify the critica path activities on the integrated schedule. The cost
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edimate should be sufficiently accurate (i.e., rough order of magnitude) to permit the
Department to evauate the cost/benefit of these safety improvements. More detalled attention
should be given to complex activities that involve ingtdlation or operation of equipment or
accomplishment of multiple, dependent activities. The desired degree of accuracy for this
planning cost estimate is minus 50 percent to plus 100 percent (see DOE G 430.1-1, Cost
Estimating Guide, dated 3-28-97).

The resource-loaded schedule should identify what types of resources are needed, when they
are needed, how long they are needed, and the total amount of each resource type needed.
Budget requirements should include personnd resources by type, contract resources, and
capital equipment and expenditures. Resource summaries should be provided by year (e.g., for
each fiscd year) and by organizationd unit (e.g., regponsible Headquarters organization,
Operations Office, primary contractor, speciaty contractors, supporting Departmental
organizations, etc.). This document should dso identify the source of identified budget funds
and the type of funding (e.g., capita or operating budget). Where funding needsto be
gopropriated by Congress, the amounts, schedules, and organizations requesting funding should
be identified.

Iv. Presentation Tone and Style

The overdl tone of the implementation plan should demongtrate the Department’ s ownership of the
identified safety issues. To show ownership, the Department needs to assess the identified problem
area independently, perform its own andysis of the underlying safety issues and causes, reach its own
conclusions regarding issue sgnificance, and develop an effective gpproach for issue resolution. The
implementation plan is the Department’ s plan for resolving the identified safety issues, not just a
mechanism for responding to the Board' s recommendation.

The plan should be clear and concise. Executive Secretariat Style Guide, prepared by the Office of
the Executive Secretaridt, is auseful tool to help in the preparation of effective, wel-written materias
(available on the Internet at www.hr.doe.gov/es/estable.ntm). A review by atechnical editor should be
considered. Figures should be included where possible to demonstrate understanding of the safety
issues and causes, to illustrate resolution approaches and schedules, and to show management structure
and contrals. The use of “will” statements should be carefully limited. Every “will” statement could be
interpreted as an explicit or implied commitment. Where a commitment is not intended, dternate word
choice should be selected.
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ATTACHMENT 4
BRIEFING REQUEST FORMAT
FOR DEFENSE NUCLEAR FACILITIES SAFETY BOARD
Date of Request: Requested by: Phone #:
Briefing Objective
Briefing Date: Time Duration:

Location: _8th Floor Conference Room Other:

Classfied: Yes No
Board Members Requested:
Conway DiNunno
Eggenberger Mandfied
Roberson

Staff Participants. Outsde Participants:
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ATTACHMENT 5

BOARD INFORMATION REQUEST FORMAT

Date: Page__ of
To: Department of Energy point of contact, Facility
From: Lead Board Representative (Print/Signature)

Received by:  Department of Energy or Contractor Representative (Print/Signature)

Item No. Title, Subject, Drawing Number, etc. Requestor (Board Knowledgeable Contact Date Requested
Representative) (DOE or Contractor) By
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ATTACHMENT 6

INFORMATION REQUEST RESPONSE FORMAT

Date:

To: Chairman, Defense Nuclear Facilities Safety Board
From: Department of Energy Point of Contact (Print/Signature)
Subject: Board Information Request

Reference: Information Request, dated

The above-referenced Information Request provided alist of information requested from the
Department of Energy by the Board or its staff. The requested information is forwarded except as
noted below (can be handwritten).

a. Thefollowing requested items contain dlassified information or sengtive unclassified information.
They will not be forwarded until a need-to-know is confirmed by the Board Technica Director.
(list item number s from referenced Infor mation Request)

b. Item numbers of information to be provided at alater date. (list item numbers from referenced
Information Request, reasons for delay, and expected delivery date)

Comments or amplifying information.

If you have any questions, please contact. (list name and phone number)
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