= Number: 04.04.001.106

Revision 0.4

Creeeee ‘m

Publication: 8/1/2014
Effective Date: 8/10/2012

Next Review Date: 8/1/2017

Processing of Approved Contract 31 Changes

1. Purpose

This procedure applies to modifications to Contract 31 negotiated and approved by BSO, UCOP and the Lab.

RMC owns ensuring that the impacts of Contract 31 modifications on Lab policies, programs and other institutional
documents are managed. This procedure addresses (a) handoff from the BSO/UCOP/Lab of approved Contract
modifications to the RMC, (b) communications to the respective Laboratory SMEs, and (c) launching RM processes to
ensure evaluation and implementation of the change in impacted Lab policies, programs and other institutional
documents.

2. Applicability — who this is for

This guidance applies primarily to Berkeley Lab’s Requirements Management Committee (RMC) members, but also
generally includes people who participate in the evaluation, writing, review, approval of institutional requirements
and documents.

2.1 Exceptions

None.

3. Roles and Responsibilities

These pertain to this procedure.

Role Responsibilities
Lab Liaison for e s an active participant in tri-party (DOE Berkeley Site Office, UC Office of the
Contract 31 Mods President, Berkeley Lab) evaluations of Contract 31 resulting in formal modifications

to the contract

e Serves as bridge between tri-party committee and Requirements Management
Committee (RMC)

e  Prepares and ensures accuracy of the list of items in a Contract Mod for RMC.

e May be a resource to RMC and Subject Matter Experts (SMEs) on findings by tri-
party efforts.

e May be the RM PM

Requirements e Oversees efforts to incorporate Contract Mod changes into institutional

Management documentation, including policies.

Committee (RMC) e Champions RM processes, tools and practices in the incorporation of Contract Mod
changes

e Assigns one RMC Representative per line item.
e  Reviews progress of incorporating Contract Mods as part of RMC meetings.
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Requirements e Is Point of Contact for respective Division or Department

Management e  Assigns SME to line item.

Committee (RMC) e Assists SMEs to ensure adherence to the RM and Document Management processes
e Provides monthly updates on progress at incorporating Contract Mod items to RMC

Representative

until done.

RM Program Manager | e Interfaces with Lab Liaison to prepare timely updates of Contract31 Mod for RMC

review.

e  Prepares listing of requirements contained in Contract 31 Mod for RMC review and
action.

e Has responsibility for capturing Contract 31 Mod items including contract
deliverables into RMS database and maintaining integrity of the RMS database
system.

e Has oversight responsibility for the Laboratory’s Requirements Management
Program, including execution of the Program’s processes, procedures.

Function or Division

e Takes direction from respective RMC representative regarding Contract 31 Mods

Subject Matter Expert | ® Has responsibility to analyze respective Contract 31 Mod line item(s), and provide

(SME)

written recommendations on implementation plans to incorporate line item changes
into Lab polices, processes, etc.
e If assigned, has responsibility for execution of recommended implementation plans.
e Has responsibility to adhere to the RM and Document Management processes,

4. Definitions:

Term Definition

BSO DOE Berkeley Site Office

Case An instance of change or focused discussion of one or more institutional requirements and/or
institutional documents.

Change Refers to (a) introduction of a new item, (b) retirement of an existing item, or (3) modification

of an existing item

Contract 31

“Contract 31” refers to Contract No. DE-AC02-05CH11231, the contract between the U.S.
Department of Energy and the University of California (UC) describing the terms for UC to
manage Berkeley Lab. The contract includes a statement of work (SOW) for the science
missions, and details the requirements for managing the operations and business of Berkeley
Lab.

Contract 31

Refers to a formal agreement of change to Contract 31. Signed by DOE site office (BSO).

Modification Contract Mod are numbered and dated. The Mod address impact on any associated Contract
deliverables. A Mod may contain any number of changes to the Contract.

Deliverable A deliverable is any measurable, tangible, verifiable outcome, product, result, or item that
must be produced to satisfy a requirement under the terms of an agreement, contract, or
implementing mechanism. These include but are not limited to reports, plans, inventories,
inspections, assessments, documents, procedures, programs, data, etc. The Laboratory's list
of contract deliverables are defined by BSO.

Modification Used interchangeably with “Change”.

Institutional A publication authorized by Laboratory management that delineates Laboratory-wide or

document multifunctional policy, procedures, regulations, or plans. A subset of authoritative
documents. Scientific and technical publications and reports are not included in this
definition.

RM Requirements Management

RMS Requirements Management System — the database and workflow

RPM Berkeley Lab’s Requirements and Policies Manual (PUB-201)

Tri-party Refers to a group with representatives from BSO, UC Office of the President, and Berkeley Lab
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5. Procedure:

Step | Role Action
1 Lab Liaison Prepares list of Contract 31 Mod items, including impacted Contract
deliverables.
2 Lab Liaison Submits list to RM PM

3 RM PM and Lab Liaison | = Review list contents.

= Agree on assighment of RMC Rep

=  Update RM C31 Mod tracking worksheet (for example, Smartsheet)

= By email, notify RMC Rep of new assignment within one business day.

4 RMC representative = Reviews new C31 Mod assignment(s).
= Assigns and by email notifies SME(s) of new Mod within 2 business days.
If.... Then....
Modified Item is an e RM PM with RMC rep concurrence can opt to
administrative change with skip detailed analysis
no impact e GotoStep1l7

5 SME Sends email acknowledgment of assignment to RMC Rep within 2 days receipt
of assignment.

6 SME Review Requirement - find or develop crosswalk (what was vs what is)

= |f the Requirement has been updated, then see if the newer version
includes a list of changes between the current and prior version. This could
serve as the crosswalk that is to be analyzed. Depending on the degree of
change, SME may be able to adopt the list directly, or SME may have to
expand it. If no such list has been generated, then SME will need to create
the crosswalk, identifying the exact differences between the new version
and the last version.

= |f the Requirement has been deleted, a crosswalk may be available from
any tri-party preliminary review efforts. If none exists, SME will need to
create a crosswalk.

If the Requirement is newly introduced, a crosswalk may be available from any

tri-party preliminary review efforts. If none exists, SME will need to create a

crosswalk.

7 SME Analyze the crosswalk line items: A detailed analysis of the requirement may or
may not be required (Analyzing Requirements Procedure or Form may be
helpful.) A recent previous analysis may be used as a starting basis (for
example, the BSO Directives Impact Analysis for the Pre-C31 assessment).
= Per line item, identify impacted Lab policies, processes, deliverables
= Per line item, assess risks and impacts on the policies, processes, institution,
etc.
e Ask: what changes, if any, to policies, processes, deliverables, etc.
must be made?
e Ask: what are the risks in making those changes? (For example, zero
and biz as usual, or minor changes to docs but no re-training, or major
changes to docs and extensive training, and so forth).

8 SME If needed,
= Forms Working Group (review/approval by Sr. Line Mgr)
Develop and execute plan for implementation (review/approval by Sr. Line Mgr)

9 SME Obtain Approvals, graded based on risk/impact levels (Significance Rating Form
may be helpful) and whether doc changes are major or minor (definitions in
Document Management Process.

10 | SME Obtain consensus with BSO SME on requirements determined to be Contract
deliverables. Obtain agreement on (a) the definition of the deliverable, (b) the
frequency, (c) the first delivery date, (d) the owner.
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Step | Role Action
11 | SME Submit completed information (analyses, significance rating, RODs,
implementation plan, results, approvals) on rolling basis to RMC Representative.
12 | SME/RMC Rep/RM PM | If.... Then....
SME is NOT a RMC Rep e SME notifies assigned RMC Rep

SME provides RMC Rep with:

0 Any Records of Decision (RODs)

0 Analysis summaries (as needed to support
ROD)

0 Implementation plans (if needed)

0 Explicit C31 deliverables

RMC Rep reviews package; captures info in

RM C31 Mods tracking worksheet

RMC Rep notifies RM PM

RM PM reviews package.

RM PM moves info into RM database

SME is a RMC Rep °

RMC Rep (=SME) prepares package, and

captures the following info in C31 Mod

tracking worksheet:

0 Any Records of Decision (RODs)

O Analysis summaries (as needed to
support ROD)

0 Implementation plans (if needed)

0 Explicit C31 deliverables

RMC Rep notifies RM PM

RM PM reviews package.

RM PM moves info into RM database

13 RM PM o Notifies RMC that RMC Rep and RM PM have reviewed package and
recommend go forward. Gives RMC members sufficient review time
e Confirms with BSO QA Point of Contact the changes to Contract deliverables
(if any).
14 | RMC Review and submit comments (if any) on package to RM PM
If... Then....
RMC member wants Notify RM PM. Go to Step 14.
additional discussion
RMC member okays Go to Step 16
15 RM PM If... Then....
RMC member wants e Adds to next RMC meeting agenda.
additional discussion e GotoStep 15
RMC members ok e GotoStep 16
16 | RMC At monthly meeting, discuss item as necessary.
If.... Then...
Resolved in RMC mtg e GotoStep 16
Needs more work by SME | ¢  RM PM/RMC Rep inform SME
e GotoStepb
17 RM PM Finalize ROD, enters all info into RMS database and then closes item.

04.04.001.106 - Rev. 0.4

Effective Date: 3/11/2013
The official or current version is located in the repository for Institutional Documents, accessible via OCA’s website and/or the RPM.
Printed or electronically transmitted copies are not official. Users are responsible for working with the latest approved revision.

LBNL

page 4




Processing of Approved Contract 31 Changes

Lawrence Berkeley National Laboratory

6. References:

Document number Title Type
04.04.001.003 Requirements Management Process Process
04.04.001.000 Requirements Management Policy Policy
10.06.001.000 Document Management Policy Policy
10.06.001.001 Document Management Process Process
04.04.001.206 Significance Rating Determination Form Form

RMS Database System

Business application

Requirements Management Program

Website

04.04.001.101 Analyzing Requirements, Risk and Impact Procedure Procedure
04.04.001.102 Developing, Reviewing, Approving an Implementation Procedure
Plan
04.04.001.201 Analyzing Requirements Form
04.04.001.202 Implementation Plan Form Form
04.04.001.104 Contract Deliverables Process Process
7. Contact Information
Requirements Management Program Manager, requirementsmgmt@Ibl.gov
8. Revision History
Date Revision | By whom | Revision Description Section(s) affected Change Type
6/23/12 |0 L. Young | Initial all Major (new)
7/16/12 | 0.1 L. Young Add more detail for review Section 5, steps 10
onward
1/31/13 | 0.2 L. Young Add "deliverables" as specific | Sections 3,4,5,6 Minor
item to be addressed
3/11/13 | 0.3 L. Young RMC approval to release. Remove pilot labels, Minor
adjust dates.
8/1/2014 | 0.4 L. Young Review. Add determination of | Section 5 Minor
deliverables and confirmation
with BSO.
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