	INDIRECT WORK PLANNING DOCUMENTATION (WORK PACKAGE)

	CWBS Level 5 Number:
	C.5.03.01.23
	CWBS Level 5 Title:
	Document Management - G&A

	CWBS Level 6 Number:
	C.5.03.01.23.01
	CWBS Level 6 Title:
	Document Management - G&A

	CWBS Level 7 Number:
	C.5.03.01.23.01.02
	CWBS Level 7 Title:
	Correspondence Control

	Technical Manager:
	
	
	     

	Phone:
	
	Indirect Cost Pool:
	G&A

	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:



	General Scope Statement:

Provide correspondence control activities for all INEEL correspondence relating to scope, cost, and schedule.  Correspondence must be tracked, retrieved, and stored in accordance with M&O Contractor document and records management requirements to ensure that all correspondence is approved, trackable, and retrievable.  The Correspondence Control office processes and maintains a record copy of INEEL-related correspondence, including cross-references to sensitive material, using a central database and electronic storage system.

	Work Scope Changes per Change Control (CCB) Action:

NA

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

Best business practice as required in the M&O contract to track company correspondence.




	Major Milestones/Performance Measures:

Reduce work-in-progress time by 5%

Increase retreavability time through customer training and automation tools

Reduce publication errors by 5%


	Specifically Excluded Work Scope:

This funding only supports the workscope of the correspondence control centers.  It does not include the development and mailing of the correspondence.

	Description of Distributions (If Applicable):

NA


	Funding Authorization

($000)
	Routine:

     
	One-Time:

     
	Total:

     
	Technical Manager Signature: 

	Gross:
	$  33.2
	$       
	$  33.2
	

	Net:
	$  
	$       
	$  
	Date:       
	     

	Revision #:
	Revision Reference:
	Date:
	Authorized Change

Routine:
	Authorized Change

One-Time:
	Revised Authorization  

(Gross/Net)

	
	
	
	
	
	Gross:
	Net:

	1
	     
	     
	$       
	$       
	$       
	$       

	2
	     
	     
	$       
	$       
	$       
	$       

	3
	     
	     
	$       
	$       
	$       
	$       

	4
	     
	     
	$       
	$       
	$       
	$       



