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1.0 PURPOSE AND SCOPE

(7.1.1)
A readiness verification checklist ensures that operational readiness has been effectively established following extended outages, modifications to equipment, maintenance and reconfiguration activities involving transition between groups (including providing relevant operational information to personnel performing the maintenance or reconfiguration activities ) and process changes that do not adversely affect operations to the level of requiring an Operational Readiness Checklist (ORC) per TFC‑PRJ‑PM‑C-06.  The checklist provides the director responsible for the activity, and operations and project management, with an increased level of confidence that supporting functional areas have assessed the impacts and taken appropriate actions to support re-establishing or confirming operational readiness.  This procedure describes the methodology to develop and complete a checklist.  The checklist:

· Identifies deliverables required from organizational functional areas to re-establish and/or confirm a state of operational readiness for an activity

· Identifies individuals responsible for providing deliverable closure actions
· Provides a documented agreement between the project or activity manager, operations manager, and responsible parties concerning what deliverables will be needed for re-establishing or confirming operational readiness
· Serves as a basis for declaring operational readiness when completed.

This procedure does not substitute for the operational readiness review/readiness assessment process described in TFC-PLN-16.  Instead, this process provides a tool for operations and project management to re-establish and/or confirm operational readiness.
2.0 IMPLEMENTATION

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

3.0 RESPONSIBILITIES

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

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

4.0 PROCEDURE

See Figure 1.

4.1 General

1. The checklist provides documented evidence that an activity is prepared to commence or resume operations or reconfiguration in a safe manner.

2. One of the intended outcomes of deliverable items that require actions by responsible individuals (i.e., document generation or revision to documents, field walkdown actions, training/re-familiarization activities) is to place them on the project schedule and/or the activity open item list.

3. The Manager, Operational Readiness shall concur with use of a checklist prior to proceeding with the use of this procedure.
4.2 Development of the Readiness Verification Checklist
	Director responsible for the activity

	1.
	Determine the need for a checklist in re-establishing or confirming operational readiness.  If a checklist is desired to be implemented, contact the Manager Operational Readiness, for readiness assistant support.

	Readiness Assistant
	2.
	Develop the readiness verification checklist.



	
	
	a. Using the current generic Operational Readiness Checklist from the web page, identify the scope of deliverables that are applicable to the activity.



	
	
	

	
	
	b. Determine the organizational functional areas that are potentially affected by evaluating changes to processes, people and equipment.
c. Determine responsible individuals for each of the deliverables and ensure their understanding of the actions required.



	
	
	d. Develop a checklist using a format similar to that provided in Attachment A.



	
	
	e. Validate the affected organizational functional areas and the associated deliverables with the functional area managers.
f. Obtain concurrence for the Readiness Verification Checklist content from the project manager and Operations manager, and approval from the director responsible for the activity.


	
	3.
	Issue the checklist for action.


4.3 Schedules for Required Checklist Documentation

	Readiness Assistant
	1.
	As agreed upon by the project and the operations managers, place relevant deliverables on the activity schedule and/or the activity open items list.


4.4 Prepare and Approve Checklist Documentation

	Responsible Individual
	1.
	Perform actions necessary to complete the assigned deliverable(s).


	
	2.
	For all assigned deliverables, sign and date the checklist signifying that all actions to close the deliverables are considered complete.  Provide amplifying comments and supporting documentation as appropriate.


	Readiness Assistant
	3.
	Validate effectiveness of all deliverable actions in re-establishing and/or confirming operational readiness.


4.5 Declare Readiness

	Responsible Project Manager and Operations Manager, and Director responsible for the activity
	1.
	Declare activity has re-established and/or confirmed an acceptable state of operational readiness by completing the Completion section of the checklist.


4.6 Readiness Verification Checklist Closure Documentation

	Readiness Assistant
	1.
	When all applicable organizational functional areas have completed their sections, provide the original of the completed checklist to the Startup and Testing Records Management Specialist for filing.


	
	2.
	Submit any noteworthy lessons learned developed during the checklist application process via electronic copy to the Manager, Operational Readiness for processing on the Operational Readiness intranet home page.




5.0 DEFINITIONS

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

Post-start open item.  An open item that may be completed after the start of the activity.  Post-start open items are typically addressed by schedule and responsible individual.

Pre-start open item.  An open item that must be completed before an activity can be started.

6.0 RECORDS

The following records are generated during the performance of this procedure:

· Activity-specific readiness verification checklist.
The Operational Readiness group is responsible for record retention and retirement in accordance with TFC-BSM-IRM_DC-C-02.

7.0 SOURCES

7.1
Requirements

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

7.2 References

1. TFC-BSM-IRM_DC-C-02, “Records Management.”
2. TFC‑ESHQ-Q_C-C-01, “Problem Evaluation Request.”

3. TFC-OPS-MAINT-C-01, “Tank Farm Contractor Work Control.”

4. TFC-PRJ-PM-C-06, “Operational Readiness Checklist.”

Figure 1.  Readiness Verification Checklist Process.
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ATTACHMENT A - READINESS VERIFICATION CHECKLIST SUGGESTED FORMAT EXAMPLE
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READINESS VERIFICATION CHECKLIST
[PROVIDE FACILITY/PROJECT/ACTIVITY NAME]

RV-XXXX-XX

Revision XX
ATTACHMENT A – READINESS VERIFICATION CHECKLIST SUGGESTED FORMAT EXAMPLE (cont.)
PURPOSE
This checklist provides the activities necessary to be completed to commence or resume facility/ project/activity operations.  The listed activities are derived from the Operational Readiness Generic Operational Readiness Checklist (revision XX, dated XXXX), modified for specificity to the facility/project/activity operation.

DESCRIPTION
The facility/project/activity operation was initiated on [date].  The most recent shutdown of the activity [describe].  Because the shutdown duration is considerably less than the extended shutdown duration of 12 months for a category 2 facility as specified in DOE Order 425.1C, Startup and Restart of Nuclear Facilities, the Order criteria to determine whether an increased level of readiness is necessary will not apply.  Consequently, application of this checklist will suffice to determine readiness to commence and/or resume operations.

	CHECKLIST ISSUANCE

	
	
	CHECKLIST COMPLETION


	

	The identified deliverables in this RVC constitute the evidence necessary to commence or resume facility/project/activity operations.
	
	
	Operational readiness activities necessary to commence or resume facility/project/activity operations have been satisfactorily completed.
	

	
	
	
	
	

	Prepared By:
	
	
	Validated By:
	

	__________________________
	_________
	
	__________________________
	_________

	XXXXXXXXX
Senior Readiness Assistant
	     Date
	
	XXXXXXXXX
Senior Readiness Assistant
	     Date

	
	
	
	
	

	Concurrence:
	
	
	Concurrence:
	

	__________________________
	_________
	
	__________________________
	_________

	XXXXXXX, Project Manager

Facility / Activity
	     Date
	
	XXXXXXX, Project Manager

Facility / Activity
	     Date

	_________________________
	_________
	
	_________________________
	_________

	XXXXXXX, Operations Manager

Facility / Activity
	     Date
	
	XXXXXXX, Operations Manager

Facility / Activity
	     Date

	
	
	
	
	

	Approval:
	
	
	Approval:
	

	__________________________
	_________
	
	__________________________
	_________

	XXXXXXXXX, Director

Responsible for the Activity
	     Date
	
	XXXXXXXXX, Director

Responsible for the Activity
	     Date


ATTACHMENT A – READINESS VERIFICATION CHECKLIST SUGGESTED FORMAT EXAMPLE (cont.)
	RV-XXXX-XX
Revision XX
READINESS VERIFICATION CHECKLIST
[Facility/Project/Activity]

	
	
	
	
	
	

	Organization
Functional Area
	Item No.
	Deliverable
	Responsible
	Comments
	Signature/
Date
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Startup and Testing management specialist files the completed RVC


Readiness assistant determines lessons learned and forwards to the Manager, Operational Readiness


No


Yes


Key;

PM:  Project Manager
OM:  Operations Manager
RVC:  Readiness Verification Checklist


PM, OM, and director responsible for the activity approve RVC scope



