LBNL Requirements Analysis (form)

This form addresses requirement changes (added, removed, modification of existing) that either have been integrated into Contract 31 OR are intended to be included in the Contract.  This becomes a record describing assessment of impacts on implementation of the changes including deliverables, policies, programs, etc. and costs/risks of the implementation as best understood at the time of completion.
This form serves TWO different purposes: (1) to accompany the pre-C31 BSO Directives Review/Impact Analysis process, and (2) to summarize actions required as a result of completed Contract 31 Modifications.  FOR PRE-C31, complete only Sections I through IV.

	I. GENERAL & SUMMARY INFORMATION 

	Date This Form Submitted:
	

	SME/Initiator
	

	RMC Representative:
	

	RMC Representative Function:
	

	IF PRE-C31 DIRECTIVES PROCESS, date due to RM PM
	

	IF PRE-C31 DIRECTIVES PROCESS: Accept/Reject?
	

	II. REQUIREMENT IDENTIFICATION

	1. Title of Contract Requirement
2. Specify Contract citation (Section, Clause #, Appendix #/section/paragraph, Directive #, etc.)



	3. Describe the requirement in your own words and as it relates to LBNL.  Do not merely copy and paste the requirement language.


 

	III. CHANGE TYPE  

	1. Select:
☐ New requirement added        
☐ Requirement removed      
☐ Existing requirement retained but with changes
	☐ Administrative change (for example, typos) – no change to intent/meaning of the requirement.  
	☐ Changes (add, remove in part or by sections, etc.) impact intent/meaning of the requirement. 


	2. Describe the change very briefly



	IV. IMPACTED INSTUTITIONAL DOCUMENTS

	If any, list all institutional documents such as policies, programs, or processes that may be impacted by this C31 requirement modification. [Look up in RMS database.]





· If this form is part of BSO Directives Review/Impact Analysis, SKIP TO the BSO form (different file) and complete it, and ENTER final recommendation (accept/reject) in Section I.  Submit softcopy file to RM PM.
· If this form is for a general requirement analysis or for a completed Contract Mod, continue.

(intentionally blank) 

For APPROVED Contract 31 Mods or any requirement needing analysis, complete the rest of this LBNL form.
	V. MORE GENERAL INFORMATION FOR CONTRACT MOD 

	Contract 31 Mod # and Date
	

	List of contributors to this ROD
	

	Date Form Completed
	

	RMC and/or RM PM review date, disposition
	

	VI. PRIOR ANALYSES

	1. For this Requirement, was there a documented Pre-Contract analysis (BSO Impact Analysis)? 
☐Yes ☐No. If yes, cite author, name, date.  If no, continue to Part VII.


	2. Is the Pre-Contract analysis still valid in terms of implementation estimates, risks/ mitigations? Does the Pre-Contract analysis address the requirement as written into the Contract?
☐Yes ☐No.  If yes, summarize and/or attach Pre-Contract analysis.




	VII. CURRENT ANALYSIS – IMPACT & RISKS

	1. If Pre-Contract analysis does not exist or needs amendment, provide a summary analysis of the Requirement and what must be done to implement it.  ? 




	2. Are there any EMBEDDED requirements in this parent requirement?  If so, list.  [“Embedded” are those requirements that are stated as mandatory in the parent requirement.  If Pre-Contract analysis includes already, ok to refer to that.]



	1. Does this requirement have any Contract Deliverables? ☒Yes ☐No.  List each deliverable that is in RMS database in Table below 
If yes, are there changes (including citation details, frequency, due date, type and so forth) to the Contract Deliverables?  ☐Yes ☒No.  
If yes, is/are change(s): ☐ addition(s),  ☐ removal(s), or  ☐ modification(s)?  Put additions in Table & highlight whole row. For changes to existing, highlight the field to be changed.  BSO SME must agree with changes.

	Citation (section, paragraph)
	Description in brief
	Owner
	Frequency (annual, monthly, as required, etc.)
	Due Date
	Type (report, on-line, program, plan, etc.)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


The above info will be ported into the Reqs Mgmt RMS database, and the deliverables tracked.


	4. Complete a Significance Rating Analysis (even if relying on a Pre-Contract analysis)
What is the resulting Significance Rating?            ☐A         ☐B         ☐C         ☐D       ☐E

	5. If more than 1 Policy Area is impacted, list them:



	6. If more than 1 Division is impacted, list them:



	7. Describe the impact in terms of risks to safety, the environment, legal, financial, compliance, and so forth.  (See Appendix A of Significance Rating Analysis) :





	VIII. IMPLEMENTATION

	1. Is there a need for a documented Implementation Plan?   ☐Yes ☐No  
2. If yes, is Implementation Plan form 04.04.001.202 or similar completed? ☐Yes ☐No  
3. Has implementation started? 
☐Yes ☐No  
4. Is Implementation completed? 
☐Yes ☐No   
5. Who is owner/lead? 


	6. Summarize key risks in implementing.



	7. Do any institutional policies or programs or processes need to be changed?  List.



	8. Should a RM Case be opened to track implementation?  (Advised for long, complex, or cross-functional)
☐Yes ☐No 


	9. If applicable or available, attach or include link to Implementation Plan






	IX. ADDITIONAL COMMENTS or RECOMMENDATIONS

	




Submit this completed form to RMC Representative/RM Program Manager for review and upload into RMS database. 

· Appendix A is optional, but may be helpful.
· Appendix B summarizes impacts and risks.
· Appendix C provides guidelines for analyzing a requirement (taken from procedure 04.04.001.101)


LBNL Requirements Analysis form - 04.04.001.201-3.1
Effective Date: 8/17/14 
Appendix A	(Optional) Tool for analyzing complex (or straightforward) requirements:

	
	For each requirement part, answer the following (see notes below): 

	Column A:
Requirement in parts:
	Col. B Manda-tory?
	Column C: Conditions, constraints? All or some?
	Column D:
Applies to Lab? y/n
	Column E: Proof to meet? 
	Column F: 
Deliverable? 
	Column G: 
Same as another? 

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



Column A: Determine whether the SRD is asking for more than one action or deliverable (see Guidelines 1-5 in Appendix B.) Enter each distinct expectation on a separate line in the table. Then continue the analysis by answering questions for each line item.
Column B: Enter yes/no.  Does the wording of the requirement indicate it is mandatory? (“shall” or “must” vs “should” or “may”). (Guideline #1)
Column C: Briefly list the conditions, constraints, etc. for the requirement. Indicate whether all or some of these must be met. (Guideline #1)
Column D: Briefly note whether the line item applies to the Lab.  [If the requirement covers Substance Ugh, but the Lab has never used and does not use, then the requirement may not apply!.  If the requirement is in the body of a DOE Order, but not the attached Contractor’s Requirement Document (CRD), the requirement may not apply!]  (Guideline #1)
Column E: Briefly describe what the Lab must do to prove the requirement is met?  (Guideline #2)
Column F: Is this a deliverable? Yes/no? If yes, then state what the specific deliverable is (eg. Report), frequency (eg. Annually), and whose responsibility.   (Guideline #3)
Column G: Is this requirement the same as or similar to another? Enter yes/no.  If yes, then cite SRD for the other.  Briefly describe similarities, differences. State the hierarchical relationship to this other one. 




APPENDIX B:  Impacts and Risk Levels (from 04.04.001.101) 
	Risk Value
	Risk Level
	Risk of Injury, Death or Environmental Impact
	Property, Financial, Legal, Reputation, and Other Impacts
	Requirements Compliance

	3
	High
	· Significantly impacts the safety of LBNL
· Injuries/illnesses involving permanent total disability, chronic or irreversible illness, or death 
· Presents a significant hazard to the safety and health of workers, environment or public
· Exposures above regulatory limits 
· Environmental release off site or above regulatory limits
· Requires immediate notification to external regulatory agencies
	· Significantly impacts LBNL research activities and/or operations
· Extended facility shutdown or operational restrictions 
· Significant loss or damage to property (physical or intellectual)
· Results in losses of > $1M
· Results in excess cost due to inefficiencies > $1M
· Significant potential for litigation or civil penalty 
· Prevents UC from maintaining its contract with DOE to operate LBNL
· Results in considerable negative publicity or public opinion*
	· Results in fines levied by external regulatory agencies 
· Results in systemic noncompliance with regulations or contract requirements), and risks analyzed are deemed medium to high.  Controls in place to keep risks minimal.  Agreement by Lab Director.

	2
	Medium
	· Impacts the safety of LBNL
· Injury/illness resulting in hospitalization or temporary, reversible illnesses with a period of disability not in excess of 3 months 
· Presents a hazard to the safety and health of workers, environment or public
· Exposures near regulatory limits 
· Minor environmental release outside of building but on site 
· Major release within building
· Requires notification to external regulatory agencies
	· Impacts LBNL research activities and/or operations
· Short-term facility shutdown or operational restrictions 
· Some loss or damage to property (physical or intellectual)
· Results in losses of ≥ $25K up to $1M
· Results in excess cost due to inefficiencies of ≥$100K up to $1M 
· Major potential for litigation or civil penalty 
· Results in negative publicity or public opinion*.
	· Results in systemic noncompliance with regulations or contract requirements, and risks analyzed and deemed low.  Controls in place to keep risks minimal.  Agreement by Sr. Management.

	1
	Low
	· Results in minor or negligible impact to the safety of LBNL
· Injury/illness not resulting in hospitalization 
· Minor hazardous material release within building
	· Results in minor or negligible impact to LBNL research activities and/or operations
· Little to no loss or damage to property (physical or intellectual)
· Results in losses of ≤ $25K
· Results in excess cost due to inefficiencies of ≤ $100K
· Little potential for litigation or civil penalty 
· Little or no impact on perception of LBNL and UC*
	· Results in compliance, or in a noncompliance with regulations or contract requirements with minor or negligible impact to LBNL



*For example, reputation, stakeholder/community confidence, or staff confidence.  








Appendix C. 	Guidelines for Analyzing a Requirement

The main result of the analysis is a statement summarizing the requirement as it relates to Berkeley Lab.
Guideline 1: Examine what is being asked for.
· Make sure it is applicable to the Lab!  If the requirement is a DOE Order, be sure to check the Applicability section to make sure the Order is applicable to LBNL.  Then, focus on the Contractor Requirements Document (CRD), and not the main body of the Order.  
· Is this requirement mandatory?  Distinguish between “shall”, “must” vs “should”, “may”.  Some aspects of the requirement may be mandatory, others may not be mandatory.  
· Comment: Complexity and cost of implementing mechanisms usually increase when the requirement (or aspects of the requirement) is mandatory.  Overcompliance may result if “shall” is substituted for the stated “should”.  
· Identify the conditions, constraints, etc.  Must they all be met? Or only a subset?  
· Be careful to interpret within full context of the subject matter of the source requirement document.  A list of itemized paragraphs or sub-paragraphs may have a preamble that establishes the context of the particular list.  For example, a preamble might say “the following are required…” or it could say, “the following are exceptions….” and these very different preambles will lead to very different interpretations of each of the paragraphs that follow. 
Guideline 2:   Extract and review “what” statements
· Look for what it is that is necessary and must be accomplished, produced or provided.  
· Seek whether the requirement is attainable and verifiable.  Specifically, will we be able to prove that we have met the requirement?  
· Examples of “what”: 
· The contractor shall preserve the accident scene and assist the DOE Accident Investigation Team as required... (DOE O 225.1A, Accident Investigations)
· Each facility/site must install a renewable energy project or show that renewable energy is not feasible... (DOE O 430.2B, Departmental Energy and Utilities Management)
Guideline 3:  Determine whether there are specific deliverables
· Deliverables are work products or outputs resulting from addressing the requirement.  They offer the Lab’s proof that the requirement is being met.  
· Note whether a system has to be established in order to meet the requirement and deliverable.  For example, “the contractor shall track…” typically implies data collection, which in turn may mean development of a data collection and reporting tool.  These would need to be considered in assessing the risks of implementation.   
· Indicate what the specific deliverable is (program, report, document, data, etc.), frequency of delivery (once, annual, quarterly, etc.), by whom (which function(s)?), and so forth.
· Example: 
· The Contractor shall submit an update to its diversity Plan annually or with its annual fee proposal.  (Contract31, Clause I.89, DEAR 970.5226-1  Diversity Plan (Dec 2000)) 
Guideline 4:  Extract and review “how” statements  (“how” the requirement is to be accomplished…usually non-binding)
· Determine whether the requirement is directing how to achieve compliance or whether the Lab has options in how it ensures the requirement is met.  
· Comment: Considerations on how to accomplish the requirement drive the selection of implementation mechanisms and therefore determine costs, resources, and so forth. 
· Be careful to distinguish the “what” from the “how”, which often include “should” wording.  (Review Guideline #1 again!)
· Examples of “how”: 
· Implementation of System Engineer Program requirements should be tailored to facility hazards... (DOE O 420.1B, Facility Safety)
· Electronic systems, such as instant messaging, that are not regularly backed up and controlled should not be used... (DOE O 243.1, Records Management Program)
Guideline 5:  Examine and review “other” statements (usually goals, facts, or statements of compliance).
· In particular, look for and extract embedded references that fall under “what”, and may require compliance.   These embedded references will need additional review.
· Statements that are goals or facts may not require action. 
· Examples:  
· Compliance:  The contractor must meet the requirements of 10 CFR Part 433... (embedded in DOE O 430.2B).
· Goal:  Projects must be in the forefront areas of science and technology... (DOE O 430.2B, Departmental Energy and Utilities Management)
· Fact:  STI is produced in various media - e.g., textual, audiovisual, multimedia, and digital - and is disseminated as technical reports; conference papers and presentations; journal articles; theses and dissertations; patents; scientific and technical software; etc. The majority of DOE-funded STI is publicly releasable, with a small percentage requiring restricted access. (DOE 241.1B, Scientific and Technical Information Management).


