	INDIRECT WORK PLANNING DOCUMENTATION (WORK PACKAGE)

	CWBS Level 5 Number:
	C.5.05.01.19
	CWBS Level 5 Title:
	Document Management, Service Center

	CWBS Level 6 Number:
	C.5.05.01.19.01
	CWBS Level 6 Title:
	Document Management, Service Center

	CWBS Level 7 Number:
	C.5.05.01.19.01.01
	CWBS Level 7 Title:
	Document Management

	Technical Manager:
	
	
	     

	Phone:
	
	Indirect Cost Pool:
	Service Center

	Program Finance:
	
	Fiscal Year:
	2004

	DOES THIS WORK PACKAGE CONTAIN INEEL ES&H INFRASTRUCTURE ACTIVITIES?    FORMCHECKBOX 
   YES     FORMCHECKBOX 
   NO

IF YES, PROVIDE A SUMMARY OF ES&H ACTIVITIES:

We have estimated that 20% of the workforce will change either workstation configurations or work places requiring an ergonomic assessment of their new environment.

	General Scope Statement:

This is a Service Center account that provides Document Management (Document Control and Records Management) services to the INEEL.  These activities will ensure that the INEEL meets all driver requirements and best business practices for these functional areas.  Ensure that all Document Management functions are properly staffed and trained utilizing the matrixed organization model.  Ensure that the Electronic Document Management System is utilized effectively to appropriately manage INEEL records and control, distribute, and manage all controlled documents.  Continue to implement process improvements as they are identified.  Work closely with DOE-ID counterparts to ensure open and frequent communication of issues, successes, and problems.

	Work Scope Changes per Change Control (CCB) Action:

None.

	Workscope Drivers (Program Execution Guidance (PEG), regulatory or statutory requirements, company initiative, etc.):

10 CFR 830.120, Quality Assurance

36 CFR Parts 1220-1236, Records Management

DOE Order 5480.19, Conduct of Operations

DOE Order 414.1, Attachment A

10 CFR 71.113 (NRC) Packaging and Transportation fo Radioactive Material, Document Control

10 CFR 72.152 (NRC) Licensing Requirements for the Independent Storage of Spent Nuclear Fuel and High Level Radioactive Waste, Document Control

NQA-1 - 1997

DOE/RW-003P, Quality Assurance

ISO 14001, Environmental Management System

Settlement Agreement with the State of Idaho


	Major Milestones/Performance Measures:

Continue consolidation of Records Management Central File Locations and establish service centers

Consolidate electronic databases into one electronic application in support of records retrieval activities.


	Specifically Excluded Work Scope:

This funding only supports the  workscope of the Document Management.  It does not include processes related to creating/revising, reviewing, and approving controlled documents and records.

	Description of Distributions (If Applicable):

N/A


	Funding Authorization

($000)
	Routine:


	One-Time:

     
	Total:


	Technical Manager Signature: 

	Gross:
	$  1639.8
	$       
	$  1639.8
	

	Net:
	$  
	$       
	$  
	Date:       
	     

	Revision #:
	Revision Reference:
	Date:
	Authorized Change

Routine:
	Authorized Change

One-Time:
	Revised Authorization  

(Gross/Net)

	
	
	
	
	
	Gross:
	Net:

	1
	     
	     
	$       
	$       
	$       
	$       

	2
	     
	     
	$       
	$       
	$       
	$       

	3
	     
	     
	$       
	$       
	$       
	$       

	4
	     
	     
	$       
	$       
	$       
	$       



