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	DOCUMENT ACTION REQUEST
	Form No.:
	6.01-6

	
	
	Revision:
	9 

	
	
	Eff. Date:
	03/27/08

	
	
	Page:
	
	of
	

	
	
	DAR No.:
	NSNF-734



	1.
	DAR No.:
	     
	

	2.
	Date DAR Initiated:
	     
	3.
	Issue/Cancel Approved Document by This Date:
	     

	

	4.
	Requester/Preparer Data

	
	Name:
	     
	Phone No.:
	     

	
	Org. and Title:
	     

	

	5.
	Document Data

	
	ID No.:
	     
	Rev.:
	     
	

	
	Title:
	     
	

	6.
	Type of Action

	
	 FORMCHECKBOX 
   New Document      FORMCHECKBOX 
   Revision      FORMCHECKBOX 
   Cancellation      FORMCHECKBOX 
   Editorial Change      FORMCHECKBOX 
   External Document Review

	7.
	Reason for Proposed Action (document history update)

	
	     

	7a.
	Is the reason for the change due in any part to the discovery of an error in technical information within a previously approved NSNFP Document or deviation from a specified quality assurance or technical standard?    FORMCHECKBOX 
 No      FORMCHECKBOX 
 Yes.
If Yes, initiate a QA evaluation per NSNFP Procedure QAS 16.02.

	8.
	Other affected document(s), including the NSNFP QARD Requirements Matrix and NSNFP procedures

	
	Affected documents:
	DAR:

	
	     
	
	     

	
	     
	
	     

	

	9.
	Designate Reviewers in accordance with PMP 6.01 or PMP 6.04, as applicable.

	
	Reviewer Name/Discipline
	Mandatory
	Nonmandatory
	Reviewer Name/Discipline
	Mandatory
	Nonmandatory

	
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

	10.
	Document Review Instructions

	10a.
	Review Scope:

     

	10b.
	Review Criteria: Review for applicability, correctness, technical adequacy, completeness, accuracy, and compliance with established requirements.  Procurement reviews must ensure all applicable requirements are correctly stated, inspectable, and controllable, with adequate acceptance and rejection criteria.  In addition, review for compliance with specific criteria established by NSNFP procedure number(s).

 FORMCHECKBOX 
 NSNFP 3.03/Form 3.03-1 form, plan #       FORMCHECKBOX 
 NSNFP 3.04  FORMCHECKBOX 
 NSNFP 11.01  FORMCHECKBOX 
 NSNFP 19.01  FORMCHECKBOX 
 other NSNFP procedure(s) list       


	10c.
	Other Criteria:

     

	11.
	Confirmation of Personnel Training for the Document Preparer/Requester and Mandatory Reviewers

	
	     
	
	     
	
	     

	
	NSNFP Training Coordinator

Print/Type Name
	
	NSNFP Training Coordinator

Signature
	
	Date

	12.
	DAR Acceptance 

	
	     
	
	
	
	     

	
	Applicable Individual Per NSNFP Procedure 6.01 or 6.04

Print/Type Name
	
	Applicable Signature 

Per NSNFP Procedure 6.01 or 6.04

 
	
	Date

	13.
	Documentation of the Review/Approval is Complete per PMP 6.01 for NSNFP Internal Documents

	
	Accepted responses to mandatory comments have been incorporated. Hard copy and electronic copies of the approved document (and/or software) have been provided to the DCC. A document distribution list has been provided to the DCC, and transmittal of document review records has been initiated. An approved proficiency training needs determination has been forwarded to training for documents to be controlled as part of the NSNFP Documents Manual. 

Training is  FORMCHECKBOX 
    is not  FORMCHECKBOX 
   required prior to release of the approved document to the NSNFP Documents Manual.

	
	     
	
	
	
	     

	
	Requestor/Preparer

Print/Type Name
	
	Requestor/Preparer

Signature
	
	Date

	14.
	Documentation of the Review is Complete per NSNFP Procedure 6.04  for External Documents (Examples: Government Sector Supplier document submittals)


	
	Transmittal of NSNFP document review records to NSNFP records storage has been initiated for the external document.

	
	     
	
	     
	
	

	
	Requestor/Preparer

Print/Type Name
	
	Requestor/Preparer

Signature
	
	Date

	15.
	Prerelease Training Completion (Applicable to Group 1 Internal Documents per NSNFP Procedure 6.01)

	
	     
	
	     
	
	

	
	NSNFP Training Coordinator

Print/Type Name
	
	NSNFP Training Coordinator

Signature
	
	Date

	16.
	NSNFP Form Approval

	
	The attached NSNFP forms are approved for use.

	
	Form Title
	Form No.
	Revision

	
	     
	
	     
	
	     

	
	     
	
	     
	
	     

	
	     
	
	
	
	     

	
	NSNFP Manager 

Print/Type Name
	
	NSNFP Manager 

Signature
	
	Date

	17.
	DCC Document Prerelease Verification (Applicable to Internal Documents per NSNFP Procedure 6.01)

	
	     
	
	
	
	     

	
	Print/Type Name
	
	Signature
	
	Date


	INSTRUCTIONS

	When stipulated by NSNFP Procedure 6.01 or 6.04 a DAR is used to initiate formal reviews to (1) add a new NSNFP-controlled document, (2) revise an existing NSNFP-controlled document, (3) cancel or make editorial changes to an existing NSNFP-controlled document, or (4) conduct a review of an external document.

	Block No.

	1.
	Requester/Preparer: When a DAR is required by NSNFP Procedure 6.01 or 6.04 obtain a unique DAR number from the NSNFP Document Control Coordinator (DCC) and enter it in this block and on each attached additional page of the DAR.



	2.
	Enter the date this DAR form is initiated.



	3.
	Enter the anticipated document issue date. Enter NA for the "issue/cancel approved document by” date when the type of action is an external document review.



	4.
	Enter the name of the NSNFP individual requesting the internal review or the NSNFP individual who prepared the draft NSNFP document, the individual's organization, title within that organization, and work phone number.



	5.
	Enter the ID number of the document to be reviewed or cancelled, the title, and the current revision number of the document. If the document is a new internal document, enter new. Attach the document to the DAR.



	6.
	Enter an X in the box that best designates the type of action being initiated.



	7.
	Complete this block by entering the appropriate information as follows:

a. Explain why this new document, change, or cancellation is being initiated. Refer to the requirement driving the change, and provide examples, such as: to resolve CAR/DR [XXX], to clarify the requirements of [XXX], etc. Enter NA when the type of action is an external document review. 

b. If the reason for the change is due in any part to the discovery of an error in technical information within a previously approved NSNFP internal or NSNFP-accepted external document indicate “Yes.” If yes, initiate a QA evaluation per NSNFP corrective action procedures to determine if a condition adverse to quality exists. The document change action may proceed independent from the evaluation.



	8.
	Requester/Preparer: List all other documents that need to be revised or cancelled as a result of the action proposed in this DAR. List the DARs that will control further action. If no other documents are affected enter "None." Enter NA, when the type of action is external document review.



	9.
	Using Attachment A of NSNFP Procedure 6.01 or 6.04 as applicable, list names and discipline types (Manager, QASM, PSO QE, Technical Lead, technical staff) and identify the reviewer as mandatory or nonmandatory (information only) by checking the appropriate block after each name.  Mandatory reviewers, and in some cases nonmandatory reviewers, are established by Attachment A of NSNFP Procedure 6.01 or Attachment A of NSNFP Procedure 6.04.  The mandatory reviewers must be technically competent in the subject area undergoing review and must not have participated in the document preparation.  Additional nonmandatory reviewers are selected at the discretion of the requester/preparer. If Attachment A does not provide a list of reviewers for a particular document type, refer to the text of NSNFP Procedure 6.01 or 6.04 for guidance. If this is a cancellation (refer to Block 5), mark the rows in Block 9 as "Not Applicable" or "NA.”



	10.
	Requester/Preparer: Indicate the scope of the review and review criteria , when applicable, indicate the NSNFP procedure for preparation of the document type or Form 3.03-1 as applicable that contains other specific review criteria. The NSNFP procedure containing other specific review criteria is listed in the left-hand column of Attachment A of NSNFP Procedure 6.01 or 6.04.  Example per Attachment A of NSNFP Procedure 6.01, 3.04 contains the review criteria for technical reports.  If a NSNFP procedure contains specific review criteria, refer to the text of NSNFP Procedure 6.01 or 6.02 for guidance.  List pertinent background information, data, or documents and make them available to the reviewers. If this is a cancellation or editorial change (refer to Block 5), mark Block 9 as "Not Applicable" or "NA."



	11.
	NSNFP Training Coordinator: Confirm that personnel training is current for the NSNFP requester/preparer listed in Block 3 and the mandatory reviewers listed at Block 9. If this is a cancellation or editorial change (refer to Block 6), the requester/preparer marks Block 11 as "Not Applicable" or "NA."



	12.
	Applicable NSNFP Individual per NSNFP Procedure 6.01 or 6.04: Review Blocks 1–11 for completeness, resolve discrepancies with the requester/preparer as needed, and sign indicating acceptance.  Note: For Group 1 internal documents, the Manager, NSNFP approves the DAR per NSNFP Procedure 6.01; for Group 2 internal documents, the PSO Manager approves the DAR per NSNFP Procedure 6.01.  For external documents, the NSNFP Manager or NSNFP Technical Staff assigned to the task approves the DAR as prescribed by NSNFP Procedure 6.04.

a. Requester/Preparer: If the proposed action is not accepted, write "NOT Accepted" in the manager's signature

Block 11 and return the DAR to the DCC so the DAR number can be closed out.



	13.
	Requester/Preparer: (see note below) Ensure that the DAR is complete according to these instructions with NAs where applicable. Confirm additional actions are complete as described in Block 13. If this is a cancellation or editorial change (refer to Block 6), mark Block 13 as "Not Applicable" or "NA" and proceed to Block 14.

Note: Only one copy of the DAR will contain signatures in Blocks 12 and 13. A copy containing original signatures in Blocks 10 and 11 should be used such that the original signatures at Blocks 10, 11, 12, and 13 appear on one copy.



	14.
	Requester/Preparer: Confirm completion of the review of an external document per NSNFP Procedure 6.04.



	15.
	Training Coordinator: Confirm that training required in advance of the release of the approved internal Group 1 document has been completed as stipulated by the approved proficiency Training Needs Determination.

Requester/Preparer: If training is not required in advance of the document release or this is a cancellation or editorial change (refer to Block 6), mark Block 14 as "Not Applicable" or "NA" and proceed to Block 15.



	16.
	Applicable NSNFP Manager per NSNFP Procedure 6.01: Review DAR Blocks 13 and 14 for completeness and the NSNFP forms for acceptability. Sign Block 16 accordingly.

a. Requester/Preparer: Mark Block 16 as Not Applicable or NA, if the document action did not result in a new or changed NSNFP form.



	17.
	DCC: Verify that Blocks 1(16 are complete and that the new/revised internal document, if applicable, is uniquely identified by number and revision and approved. Sign and date this block where indicated to acknowledge the verification is satisfactory. Release approved internal documents to distribution, as applicable. Cancel internal documents when the cancellation is approved in Block 12. Release NSNFP forms as approved in Block 16.
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