Suggested ANL LCLS Technical Procedure Template (based upon DOE-STD-1029-92 and APS procedure #10-00654) 

Enter procedure title here in bold text

Enter Project WBS number or procedure number here

Enter the procedure date and revision number here

Purpose

Describe the goal of the procedure here

Scope

Describe the boundaries (what the procedure covers or does not cover) of the procedure here

Applicability

Describe who or when the procedure applies here

References

Enter the ANL, DOE or LCLS policies that the procedure intended to implement here.  If no references exist, enter “none”. 

Type of Procedure

Enter one of the following types from DOE-STD-1029-92:  Management control procedure.  Technical procedure.  Emergency and alarm response procedure.  (Technical procedures are defined as procedures that prescribe precisely how to accomplish various technical tasks associated with startup, testing, operating, and maintaining equipment and systems.  Emergency and alarm response procedures are defined as procedures that define the action steps to take when an abnormal condition exists.  Management control procedures are defined as procedures that define the communication and coordination activities necessary to carry out a facility’s technical programs, management control programs am and design control programs.)
Hazard Controls

List potential safety hazards and the controls required to mitigate the hazard. If no safety hazards exist, enter “none”. 

Training Requirements

List any specific ANL or APS training courses applying to the procedure such as ESH-114, Lockout/Tagout.  Also list any LCLS training requirements or training requirements required by the LCLS Cost Account Manager or Technical Lead.  If no training requirements exist, enter “none”. 

Required Equipment

List Personal Protection Equipment such as safety glasses, safety shoes, gloves etc., mechanical and test equipment,  equipment manuals etc., so the person doing the work will know what to have on hand. 

Include a statement that all equipment is required to be visually inspected for damage, defects, and calibration labels prior to initial use. 

Also include whether any mechanical or test equipment such as oscilloscopes or torque wrenches if required to be calibrated. If no equipment is required, enter “none”. 

Procedure

List the required actions here.  Try to maintain a chronological order of operations.  Consider including clear and concise acceptance criteria such as “1.5 +/-.5 VAC,” or “250 psig or minus 10 percent for 20 minutes” Also consider including what actions are required if a step cannot be completed or does not meet requirements (hold points) and whether independent verification of the results will be required.

Documentation and Records Requirements

If required, list when and how the procedure is to be documented and when and how any records from the procedure are to be filed.  (Consider including a requirement for forwarding the records to the LCLS QA Coordinator for entry into the ANL LCLS Records database). If no documentation or records requirements exist, enter “none”. 

Attachments

If no attachments exist, enter “none”. 

If attachments exist list them here following the following format:

Attachment 1: Description or title of attachment 1

Attachment 2: Description or title of attachment 2

Glossary of Terms and Acronyms

This section is not required and can be deleted. 

Created by:

_________________________________________________
_____________________

Name, Title, Organization-Group




Date 

Approved by:

_________________________________________________
_____________________

ANL LCLS Responsible Engineer




Date

________________________________________________
_____________________

LCLS Technical Lead






Date

_________________________________________________
_____________________

ANL APS ESH Coordinator





Date

__________________________________________________
_____________________

LCLS Cost Account Manager





Date

______________________________________________
_____________________

*ANL LCLS QA Coordinator





Date

*Upon approval, the LCLS QA Coordinator will return a copy of the approved procedure to the procedure creator and keep the original for entry into the LCLS records archive.  The LCLS QA Coordinator will also enter the procedure into the LCLS Records database then place a copy of the procedure on the LCLS Web page.  







PAGE  
Page 1 of 3

