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. INTRODUCTION

This document provides guidance for the administrative staff support involved in the
preparation and management of documents relating to the Integrated Materials
Performance Evaluation Program (IMPEP).

L. OBJECTIVES

To provide guidance to the Office of State-and-TribalPrograms{STP)Federal and State

Materials and Environmental Management Program (FSME) on the administrative staff
suppertcorrdination of IMPEP. Support will be provided by the administrative staff
coordinator from the HIMPEP-team-leader's-program-officethe Division of Materials Safety
State Agreements (MSSA), Agreement States Program Bramch (ASPB). When-Staff the
IMPEP team leader is from the Region or another U.S. Nuclear Regulatory Commission
(NRC) program office other than STRFSME, additional administrative coordination with
STRFSME may be needed.

Il BACKGROUND
It is the policy of the NRC to evaluate the NRC Regional and Agreement State
radioactive materials programs in an integrated manner. IMPEP assistance for the
IMPEP team leader is performed by the assigned administrative staff.

Iv. ROLES AND RESPONSIBILITIES
A. STRPMSSA Director:

1.2.  Approves and-sighs-the-AnnuaHMPEP Review Schedulethe Annual
IMPEP Review Schedule and IMPEP team assignments.

B. STRASPB Chief-Beputy-Director:

e3|qnates the IMPEP Prolect Manaqer

?'

2. Reviews IMPEP Schedule and IMPEP team assignments.
C. IMPEP Project Manager:

1 Desi I teini . e L h S IMPER
Review-Prepares Annual IMPEP Schedule and IMPEP team assignments-
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2. Coordinates with the assighed-administrative-staffadministrative

coordinator regarding IMPEP-related responsibilities.

3. Signs the Proposed Final IMPEP Reports to the Management Review
Board Members.

34. Distributes the Final IMPEP Report and Letter to the Oak Ridge National
Laboratory contractor to be posted on STRFSME'’s web site.

D. Designated Administrative Staff-SuppertCoordinator:
1. Proofreads the IMPEP reports for proper grammar and format.

2. Verifies that the IMPEP related documents are accurate and that they are
distributed, either in paper copy or electronic e-mail copy, to the
appropriated individuals in the State, the designated State Liaison Officer
(SLO), IMPEP review team leader and members, Office of the Executive
Director for Operations (OEDQO), STRESME, Office-of NuclearMaterial
Safebyrand-Safeguards (NMSS);-and Office of the General Counsel
(OGC)and-the Office-of Congressional-Affairs (OCA).

3. Profiles and posts the IMPEP-related correspondence in the Agencywide
Documents Access and Management System (ADAMS): IMPEP review
scheduling letter, the IMPEP reports (draft, proposed final and final
versions), the Management Review Board (MRB) public meeting notice,
the MRB meeting minutes, and the acknowledgment letter, if a response
to the Final IMPEP Report is requested.

4. Schedules the MRB meetings, including those resulting from State
periodic meetings, with OEDO, OGC, NMSS,-STRFSME, and the
appropriate State personnel. Arranges for videoconferencing, bridge
numbers, and conference rooms, as appropriate, for the MRB meetings.

5. Request EDATS number for the FSME front office for the Final IMPEP
Report. Prepares Final IMPEP Report for concurrence in accordance to
FSME procedures.

V. GUIDANCE

The following documents are to be profiled in ADAMS and distributed by the

administrative staff. In order to ensure consistency, this procedure establishes naming
conventions for the WerdPerfect-Microsoft documents, ADAMS profile templating
(FSME-003), and distribution -instructions (both paper copy and electronic e-mail versions.)




Procedure Title: Administrative Staff Support Under IMPEP Page: 3of 7
Procedure Number: AD-600 Issue Date:
08/31/06

Scheduling Letter

Scheduling Letter with IMPEP Questionnaire mailed to State.

WordPerfectMS Word Name:[YYYY - Year] [XX - State Name Abbreviation]
IMPEP Scheduling Letter-wpd.doc.

Distribution (e-mail): IMPEP team leader and members, IMPEP Project
Manager, ASPB Branch Chief, and Regional State
Agreements Officer (RSAO).

Distribution (papercepy-via
via-regular mail): Letter Addressee; Carbon Copies: SLO, State

Radiation Control Program Director, if appropriate.

ADAMS: STRESME-862-003 Template Instructions (Appendix A).
Profile/Distribution Lict O . SPO1 (A % C)

IMPEP Questionnaire Response from State

State returns Questionnaire to team leader. Team leader reviews for
completeness, performs the Sensitive Unclassified Non-Safeguards Information
(SUNSI) review, and ensures that the document is put into ADAMS by the
administrative staffcoordinator.

WordPerfectMS Word Name:[YYYY - Year] [XX - State Name Abbreviation]
IMPEP Questionnaire-wpd.doc.

Distribution (e-mail): IMPEP team leader and members, IMPEP Project
Manager, ASPB Branch Chief, and RSAO.

ADAMS: STRESME-862-003 Template Instructions (Appendix A).
Profilo/Distribution Lict O . SPO1 (A % C)

Organization Charts Received from State

State submits organization charts in Questionnaire response or at the IMPEP

review. The team leader ensures that the document is put into ADAMS by the

administrative coordinatorstaff.

WordPerfectMS Word Name:[YYYY - Year] [XX - State Name Abbreviation]
IMPEP Organization Charts-wpd.doc

Distribution (e-mail): IMPEP team leader and members, IMPEP Project
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Manager, ASPB Branch Chief, and RSAO. |

ADAMS: STPESME-062-003 Template Instructions (Appendix A). |
Enter organization charts as individual document.

Profile/Distribution List Codes: SP01 (Appendix C). |

D. Draft IMPEP Report

The Draft IMPEP Report is prepared and signed by the team leader in
accordance with SFTRFSME Procedure SA-100, Implementation of the Integrated |
Materials Performance Evaluation Program. The team leader also performs the
SUNSI review. Administrative staff-assigned-to-suppertthe-team
leaderCoordinator is responsible for typing, proofreading, profiling in ADAMS, and
distributing this document.

WordPerfectMS Word Name:[YYYY - Year] [XX - State Name Abbreviation] Draft
IMPEP Report and Letter-wpd.doc.

Distribution (e-mail): IMPEP team leader and members, IMPEP Project
Manager, ASPB Branch Chief, RSAO, +-SLO, State
Radiation Control Program Director, if appropriate, ;-and
Agreement State IMPEP team member.-

Distribution (papercepyvia
via-regular mail) Letter Addressee; Carbon Copies.

ADAMS: STRESME-862-003 Template Instructions (Appendix A).
. ,
Slelate apackage I“ sen.mpg EFI'IaItE”'u” 'EI I .I :epl e.'t e;melllze:tte
RO el D

E. State Response to Draft IMPEP Report

State returns the response to the Draft IMPEP Report to the team leader. The
team leader ensures that the document is put into ADAMS by the administrative
coordinatorstaff. |

WordPerfectMS Word Name:[YYYY-Year] [XX — State Name Abbreviation] |
Response to the Draft IMPEP Report.doc.

Distribution (e-mail): IMPEP team leader and members, IMPEP Project
Manager, ASPB Branch Chief, and RSAO. |
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ADAMS: SIFPFSME 092—003 Template Instructlons (Appendlx A).

Proposed Final IMPEP Report

IMPEP Project Manager and team leader revise the Draft IMPEP Report to reflect
the State’s response which is issued as the Proposed Final IMPEP Report. The
IMPEP Project Manager also performs the SUNSI review. STRAdministrative
Coordinator -administrative-staff-assigned-to-support- the State IMPEP reviewsis
responsible for typing, proofreading, profiling in ADAMS, and distributing this
document.

WordPerfectMS Word Name:[YYYY - Year] [XX - State Name Abbreviation]
Proposed Final IMPEP Report and Memo-wpd.doc

Distribution (e-mail): IMPEP team leader and members, -IMPEP Project
Manager,; STRIMPEP Staff Contact-Division-of- Industrial
and-Medical-Nuclear Safety (IMNS), NMSS:- STRP
Agreement-State-Project Officer {fASPO):MSSA director,
MSSA Deputy Director, ASPB Branch Chief,
FSMEAgreement State Program Point of Contact (POC),
RSAO,; Technical Assistant, OEDO, +the-Agreement State
IMPEP team member,_;-and the Organization of Agreement
States (OAS) Liaison to the MRB-.-

Distribution (NRC
paper copy): MRB Members/Memorandum Addressees

ADAMS: STRFSME-0802-003 Template Instructions (Appendix A).
] . e P | Cinal IMPEP R
C Drofile/Distribution List Codes: SPC
AppendixC)-

Management Review-Beard Meeting Minutes

The STRFSME administrative staff-coordinator takes the minutes at the mrb
meeting and circulates the minutes for review to the IMPEP team leader, the
IMPEP Project Manager, and the State or Reglon belng reviewed.
STRAdministrative coordinator i

IMPEP reviewis responsible for typing, proofreading, profiling in ADAMS, and
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distributing this document.

WordPerfectMS Word Name:[YYYY - Year] [XX - State Name Abbreviation] MRB

Minutes-wpd.doc

Distribution (e-mail): IMPEP team leader,; IMPEP Project Manager,; ASPB
Branch Chief, SFTRSTRFSME ASPO,: RSAQ,: State
Radition Control Program Director,; and OAS Liaison to the

MRB.
Distribution (NRC/ |
State-paper copy): MRB Members

ADAMS: STRESME-862-003 Template Instructions (Appendix A).
Profile/Distribution.List O . SPO1 (A lix )

Final IMPEP Report

Final IMPEP Report is coordinated by the team leader and the IMPEP Project
Manager by revising the Proposed Final IMPEP Report to reflect the actions
recommended by the MRB. STPAdministrative coordinator -administrative-staff |

is responsible for typing,

coclenodeouoooriine Slote Ll 2l condoun
proofreading, profiling in ADAMS, and distributing this document. The Final

IMPEP Report is signed by the Deputy Executive Director for Materials,

Research, State and Compliance Programs, OEDO.
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VL.

VIL.

WordPerfectMS Word Name:[YYYY - Year] [XX - State Name Abbreviation] Final

IMPEP Report and Letter-wpd.doc

Distribution (e-mail):

IMPEP team leader and members,; IMPEP Project
Manager, —IMPERS%aﬁ—GeMaet—SIHlASP@MSSA
Director, MSSA Deputy Director, ASPB Brnach Chief,
FSME POC, RSAOQ,: Technical Assistant, OEDO :-Director;

Assrstani—@eﬂeral—eeuﬂsel—fepl%ulemam%
and—Euel—Gyele—OGC +OCA{(2-copies)-and Agreement

State IMPEP team member..

Distribution (NRC/

State-paper copy): MRB Members; NRC Commission; and Agreement

State addressee.

ADAMS: STRESME-863-003 Template Instructions (Appendix BA).
Create a package inserting the Final -IMPEP Report and

Letter; Organization Charts, and State Response.

ProfloDistibution Lick O . SOt (p i ).

APPENDICES (Previous Appendix deleted, see ML062730009)

Appendix A ADAMS Profiling Template - SFRFSME-002003

! o ADAMS Prot o e oo
Appendix C— RIDS Code SPO1
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