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	QA RECORDS TRANSMITTAL
	Form No.:
	17.01-1

	
	
	Revision:
	8 

	
	
	Eff. Date:
	03/27/08

	
	
	Page:
	
	of
	

	
	
	DAR No.:
	NSNF-736



	Date Prepared:
	     
	

	1.
	Originator Name:
	     
	Mail Stop/E-mail Address:
	     
	Phone No.:
	     

	

	2.
	Records Included

	File Code
	Record ID
	Page Count
	Subject Title
	Rev.
	Date
	Status

(I, R, or S)

	     
	     
	     
	     
	   
	     
	     


	3.
	Classification:
	 FORMCHECKBOX 

	L = Lifetime
	 FORMCHECKBOX 

	NP = Nonpermanent

	4.
	Comments: If applicable, include special storage requirements for magnetic or optical media.  As a minimum, include on the labels for electronic media: the originating office, the title or subject matter, data begin and end dates, what software and version was used to create the records, and on what equipment it was produced or maintained.

	
	     

	5.
	Originator:

	
	I certify that the records listed above have been reviewed and are legible, complete, appropriate to the work accomplished, and identifiable. 

In the case of reference documents cited in NSNFP Engineering Documents (EDFs, Technical Reports, etc.), I have provided copies of the relevant pages of the reference documents to NSNFP DCC to be held in a non-quality related project file in accordance with NSNFP Procedure 3.04, “Engineering Documentation.”

	
	     
	
	
	
	     
	

	
	Print/Type Name
	
	Signature
	
	Date

	6.
	Records Reviewer:

	
	I certify I have reviewed the records listed above to ensure completeness.

	
	     
	
	
	
	     
	

	
	Print/Type Name
	
	Signature
	
	Date
	

	7.
	NSNFP DCC QA Records Acceptance:

	
	I accept the records listed above as QA records.

	
	     
	
	
	
	     
	

	
	Print/Type Name
	
	Signature
	
	Date
	


	Instructions

	The person filling out this form can move directly to the next point of input by pressing the Tab key. To move back use Shift–Tab. Blocks will expand as needed to accommodate more information.

	Block No.:
	Instructions

	Date Prepared: Enter the date this form is started.

	1.
	Originator’s Name: Enter your name, mail stop and/or e-mail address, and phone number.

	2.
	Enter the following information for each record submitted with this form:

	
	NOTE:
Refer to the NSNF Program Uniform File Code under 5724, “National Spent Nuclear Fuel Program QA Records," for the correct file code.

· File Code No.: A file code consists of two sets of numbers separated by a period (5724.XXX.X) that designate where the record will be filed. The first set of numbers (5724) designates the file as an NSNFP QA Program record; the second set of numbers (XXX.X) specifies the NSNFP document that initiated the record.  See the example in the next bullet.

· Record ID: Enter the activity or other association to be referenced for indexing and subsequent retrieval of the record, such as the audit number, NSNFP procedure number, or letter number. For example, the file code number for expedited change DAR 1001 to NSNFP procedure 17.01 is 5724.5.01.1, and the ID is “17.01, DAR 1001”; or the file code number for Surveillance 99-NSNF-S-785 is 5724.1803.1 and the ID is “99-NSNF-S-785.”

· Page Count: Enter the number of pages of printed information; do not count blank or instruction pages.

· Subject/Title: Enter the title or subject of the information.

· Rev.:  Enter the document’s revision number, if applicable.

· Date:  Enter the date the document was last released, if applicable.

Status (I = In-process, R = Replacement, or S = Supplement): When a record requires an extended time for completion and only a portion of the completed documentation is sent to the NSNFP DCC, enter an “I” for in-process; when an entire record is missing and being replaced, enter an “R” for replacement; when additional information is added to an existing record, enter an “S” for supplement.

NOTE:   To add lines, press the Tab key when in the Status block.  Click in Line 3 to continue.

	3.
	Check the applicable box for the records being recorded: L= Lifetime or NP = Nonpermanent. The Quality Records section of each NSNFP procedure specifies the documents required to become QA records and their classification as lifetime or nonpermanent records. Supplemental records are classified in a manner equivalent to the record supplemented.

	4.
	Provide additional information in this block, if necessary. If applicable, include special storage requirements for magnetic or optical media, such as: store in a climate-controlled office environment in a manner that precludes physical damage resulting from stacking or bending.

	5.
	Originator: When the form is complete through block 4, the QA records are ready for storage, and reference documents are provided as applicable, complete this block as indicated.

	6.
	Records Reviewer: Review the records for compliance to NSNFP procedure 17.01 criteria for creating a QA record. After reviewing the records, complete this block as indicated.

	7.
	DCC: Verify that each document identified on the record transmittal is received and that the record received matches the transmittal content as described.  Complete this block as indicated. Mark this block as Not Applicable when the action is records turnover to the OCRWM.
Distribute a copy of the completed form to the originator for information. Store the completed form with the submitted record.
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