LBNL Requirements Management Committee (RMC) Meeting

Date: 10/2/2013 

Attendees: 
	 Madelyn Bello
	 Rob Duarte
	Jon Weiner

	 Joy Bonaguro
	 Theresa Duque
	 Michael Wisherop

	 John Braithwaite
	 Marshall Granados
	 Bill Wells

	 Tammy Carlson
	 Molly Stoufer
	 Lydia Young

	 Laura Chen
	 Adam Stone
	 Donna Spencer (BSO)

	 Heidi Clark
	 Sabin Russell
	 Howard Hatayama

	 Mari Cook
	
	



Meeting Agenda:  
	9:00
	Introductions
Review Agenda - any additions? 

	9:10
	
	Open Cases for RMC Review
	RMC Rep (lead/impact)
	Pre-mtg comments

	2011-08-24/Doc change – OQMP (Quality program)
	Young
	Draft in process

	2012-02-17/Doc change - Smoke-limited campus
	Wisherop/Bello
	30 day comment done. Release timing?

	2012-09-05/Doc Change - Teaching at UC campus
	Bello
	

	2012-11-07/Doc Changes - Fire Protection Procedures
	Chen/Fac
	LJY assigned as proj mgr for FPP CAP

	2012-12-06/2012-12-06/Doc Change - Relocation
	Bello
	Chg of Station up for 30 day 

	2012-12-06/2012-12-06/New Req - CA Child Abuse and Neglect Reporting Act ("CANRA")
	Bello
	

	2012-12-06/2012-12-06/Req Change - Accommodations for Nursing Mothers
	Bello
	

	2013-02-01/2013-2-1/Doc Change-Controlled Substances-New Policy and Program
	Wisherop/Annis
	Policy done. 

	2013-03-28/Doc Change - Open Source Distrib Software Policy
	Clark
	

	2013-03-28/Doc Changes - Equipment Gifts & Safety Certifications
	Wisherop
	Policy done. Keep open for Pub3000 side

	2013-06-05/Pending C31 Change - O 420.1C
	Young
	Await Contract mod.

	2013-09-19/Doc Change - Serving Alcohol
	Young/Bello/Annis
	Policy drafted. Submitted for approvals

	
	
	



	New Cases (?) for RMC Review
	RMC Rep (lead/impact)

	H1 Visa - policies impacted? (RFIC? What else?)Can the Lab pay for visas? Is the example list in RFIC policy mis-leading?
	LJY to follow up

	SPs and policies - Recommend managing alignment between SPs and policies by tracking reqsSPs and reqs policies in RMS database
	Annis with LJY




	9:35
	(Info only - Discussion only if others ask)
	Open Cases Divisional (Minor policy, Major/Minor Institutional Docs) 
	RMC Rep (lead/impact)

	2012-04-12/Doc Change - Technical Area Release policy
	Wisherop

	2012-10-07/Doc change - Radiation Protection Program per O 458.1
	Wisherop

	2012-10-31/Doc Change - Continuity Program
	Chen

	2012-10-31/Doc Change - Nanoparticle Safety Program
	Wisherop

	2012-12-06/2012-12-06/Doc Change - CHSP - ENP Medical Surveilance
	Wisherop

	2012-12-06/2012-12-06/Doc Change - CHSP - Reporting High Volumes of HH 3 or 4 Chemicals
	Wisherop

	2013-03-29/2013-3-29/Doc Change-incident reporting-urgent EHS response
	Wisherop

	2013-03-29/2013-3-29/Doc Change-LOTO-Major Revision
	Wisherop

	2013-04-25/Followup - O460.1C 
	Wisherop

	2013-05-29/2013-05-29/Doc Change-Health Services-Medical Surveillance-Animal Researcher/Nano Researcher
	Wisherop

	Cases Closed in Sept 2013(Minor policy, Major/Minor Institutional Docs)
	

	2013-08-16/2013-08-16/New Policy - Food and Drink in Technical Areas
	Wisherop

	2013-09-19/Doc Change - Holiday Policy
	Bello/Young

	2013-09-19/Doc change - Events
	Annis/Young

	2013-09-19/Doc change - Property, Plant and Equipment
	Annis/Young

	2012-10-03/Doc change - EAA funds
	Annis/Young

	2013-09-19/Doc change - Accounts Receivable Writeoffs
	Annis/Young

	2013-09-19/Doc change – Sustainability for New Construction Policy
	Young




	9:35
	Contract Mod Tracking – Status and Process - see SmartSheet

· Proposing ROD specific for Contract Mods:  Allows copy/paste from Pre-Contract analyses.  Introduces Significance Rating form.  Asks about deliverables.  Would like to try this on all the new Mods (841 through 848).  
· Directives (Mod 680, 781) : O 200.1A mod to correct citation error – 2nd or 3rd request to UCOP 9/20. 
· Deliverables: Were overlooked when these Mods went through.  Have to identify, review, get consensus.  Approx half of 60-70 line items done enough. LJY to review inputs  
· Mod746: One HR – awaiting inputs? Or did we get them?
· Mod 828: mostly EHS (MW) – combine with ESH standards mod.
· Mod 841 (I Clauses): 15 changes including 3 removals and 9 adds
· Mod 842 (H Clauses): 12 changes including 1 removal
· Mod 844 (Administrative): – no RMC actions
· Mod 847 (P Clauses): One formalizes the agreements on O 522.1. One formalizes Conferences.
· Mod 848 (Directives): Apply new “ROD” form which allows linking/copy-paste from Pre-Contract efforts.

Pre-Contract evaluations for potential Contract modification:
· Draft Pre-Contract Impact Analysis and Process for interactions with UCOP. (HH, LJY)
· Need to work with UCOP on notifications (HH, LJY) 


	9:55
	Communication Opportunities 
· RPM
· Subscribing to specific policies – maybe combine with Labels when that’s ready
· Others?
· Process:
· Marketing - where?

	9:55









	Process and Other Topics:
· Propose writing FY13 summary to COO.  
· RPM – 250/300 policies (or so); 40 are HRs; nearly all of EHS are uploaded.  RPM “next reviews” process under control?
· RM general – completed Effectiveness Review in FY13
· RM process improvements – Developing processes with UCOP,BSO on “outside C31” efforts.
· Policies overdue for review: Owners need to be told, reviews completed – EHS ok, OCFO mostly ok, others?
· RMC Member – Roles & Responsibilities – review with new reps.
· RPM – Label project – not much progress.  Can’t easily display “most hits” info.
· “PI” definition question followup – LJY – I need to still amass the pile and send forth to Vera
· Process Improvement Opportunities
· RMS case and RPM updates are parallel paths, with only RMC member tying them together.  It is possible for updates to RMS be overlooked - then RPM and database are not synched.  LJY to draft a procedure  
· Processes in pilot: RM Process markup, Contract deliverables, Initiating a Change to C31 Req. 
· RPM archives role: status - LJY - no update.
· RPM monthly hits – 

	10:15
	End RMC



Meeting Notes – Actions in blue

· Welcomed new representatives: Rob Duarte (Engineering), Tammy Carlson (OCFO), John Braithwaite (Facilities)

	Open Cases for RMC Review
	RMC Rep (lead/impact)
	Mtg comments

	2011-08-24/Doc change – OQMP (Quality program)
	Young
	Draft in process.  This will go to SC for review.

	2012-02-17/Doc change - Smoke-limited campus
	Wisherop/Bello
	Go-live target is 11/15.  

	2012-09-05/Doc Change - Teaching at UC campus
	Bello
	UC contact still AWOL.  Considering copying exact the existing, and then revising later.  

	2012-11-07/Doc Changes - Fire Protection Procedures
	Chen/Braithwaite
	

	2012-12-06/2012-12-06/Doc Change - Relocation
	Bello
	Chg of Station 30day ends 10/18.  Few comments so far 

	2012-12-06/2012-12-06/New Req - CA Child Abuse and Neglect Reporting Act ("CANRA")
	Bello
	Low priority

	2012-12-06/2012-12-06/Req Change - Accommodations for Nursing Mothers
	Bello
	Low priority

	2013-02-01/2013-2-1/Doc Change-Controlled Substances-New Policy and Program
	Wisherop/Carlson
	Policy done. Program posted.  Should close Case.

	2013-03-28/Doc Change - Open Source Distrib Software Policy
	Clark
	No progress. UC is the driver. Await new TT lead. 

	2013-03-28/Doc Changes - Equipment Gifts & Safety Certifications
	Wisherop
	Policy done. Keep open for Pub3000 side.  

	2013-06-05/Pending C31 Change - O 420.1C
	Young
	Await Contract mod.

	2013-09-19/Doc Change - Serving Alcohol
	Young/Bello/Carlson
	Policy drafted. Submitted for approvals.  Minor impact on Substance Abuse policy/training.

	
	
	



· Reviewed LJY draft of Pre-Contract 31 Modification process flow.  Objective is to keep process as close to the same for all the different possible scenarios, and to re-use tools where possible.  Shared draft ROD/Impact Analysis form for capturing info for Case and RMS database.
· Five recent Contract Mods.  Some of the line items are “administrative” – with no impact.  LJY has action to go through all the mods and sort through and advise RMC members what is administrative (little or no action) and what requires follow-up analysis, significance rating, possible implementation.  
· Proposing RM Program FY13 report to G. Kubiak, Ops Sr. Mgmt.   Will include RPM status, deliverables, process improvements, effectiveness review, and that we were noted in the FY13 PEMP as a best practice.
· RPM Policies:  Number left to convert is around 55 or 60, and of these, around 40 are HR.  Made good progress over the summer.  
· RPM policy “next review” overdue and due Q1FY14 list distributed.  RMC members have action to be sure that overdue next reviews are completed as soon as possible and the Q1’s that are due are completed within the quarter.   
· LJY has to set up orientation meeting for Rob, John B, Tammy – somewhere mid-October.

NEXT MEETING: 11/6/2013
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RMC Member qualifications and responsibilities: 
LBNL members are nominated by respective senior line manager, appointed by ALDO/COO.  Duties and responsibilities are expected to be approximately x%. All members serve for a 3 year term, renewable.
Qualifications 
· Must have experience and breadth of knowledge of requirements, policies, and specific functional operation in his/her respective areas of expertise.  
· Must have and apply good working knowledge and experience of general Laboratory operations. 
· Must have skills and/or experience in translating requirements into practice (guidance or actions).
· Must be trained on LBNL RM and document management processes.
· Has good writing and communication skills.  
· Has leadership and facilitator skills.
· Has the trust of his/her Sr. Line Manager to accept assignments or to make recommendations on behalf of his/her Division or Department or to judge when to seek guidance. 
· Has skills and experience in risk analysis and problem solving techniques. 
Responsibilities
· Within Division or Department (or functional assigned responsibility area), coordinates Division's or Department’s responsibilities on requirements, policy, and related institutional matters.  Serves as the Division or Department expert on the institutional RM and document management processes.  Applies and promotes the institutional RM and document management processes within the functional assigned responsibility area.
· Serves as the Division’s or Department’s point of contact to the Laboratory’s Requirements Management Program as a member of the RMC.  
· As delegated by his/her appointing Sr. Line Manager, has authority to accept RMC actions or assignments on behalf of his/her respective functional area.
· With support of the Sr. Line Manager, can assign policy/requirement-related tasks to divisional SMEs, and drive for completion.  Typical tasks include application of expertise to analyze or interpret a DOE directive, Contract requirement, regulation, in terms of impact on institutional programs, processes, practices.
· Serves as “first pair of eyes” to provide quality assurance review of Lab policies or requirement-related analyses.  Reviews information with a cross-functional view and for consistency and completeness per RM program guidelines.  Follows up with SME or author as necessary to ensure written message is accurately communicated.  May recommend and then assist facilitating additional inputs (RMC, respective Sr. Line Manager, other Laboratory standing committees, etc.) 
· As a member of the RMC, actively participates in identifying, developing, supporting and improving the institutional RM processes.  “Support” can include, for example, coaching/teaching others, demonstrating through practice, being an advocate, and so forth. 
· Applies leadership and collaborative skills in working with SMEs, Working Group members, the RMC, other Laboratory standing committees.  Champions, facilitates, and practices cross-functional collaboration.
· Consistently attends and participates at RMC meetings.  If absence is necessary, is responsible for finding alternate.
· Communicates actions and/or assignments to respective Sr. Line Manager on regular basis. 
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