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 List of Acronyms and Abbreviations 

[Alphabetize; if not enough room on this page, make an Attachment at the end.]

DCC
document control coordinator

DM
document manager

ECR
Environmental Characterization and Remediation Group
ENV
Environmental Stewardship Division

ERS
Environmental Remediation and Surveillance Program
LANL
Los Alamos National Laboratory (or the Laboratory)
PL
project leader

QII
Quality Improvement and Integration Team

QP
quality procedure

QPPL
Quality program project leader

RPF
Records Processing Facility

SME
subject matter expert

SOP
standard operating procedure

[Add Others]

[Title]

1.0 PURPOSE

This standard operating procedure (SOP) states the responsibilities and describes the process for [name the activity] within the Los Alamos National Laboratory (LANL or the Laboratory) Environmental Stewardship (ENV) Division - Environmental Characterization and Remediation (ECR) Group. This procedure integrates the criteria of the “Environmental Stewardship – Environmental Remediation and Surveillance (ERS) Quality Management Plan,” hereinafter referred to as the Quality Management Plan (QMP).

2.0 SCOPE

All ENV/ECR participants shall implement this procedure when [name the activity] for ECR. 
3.0 TRAINING

3.1 Participants shall train (e.g., read and/or classroom) to and use the current version of this SOP; contact the author of this SOP if the text is unclear. 

3.2 Participants using this SOP shall document training in accordance with QP-2.2, “Personnel Training Management,” using the training documentation link at the end of this document if they possess a CRYPTOCard and administrative authority to the Laboratory, employee development system (EDS), or using the Training Documentation Form located in the forms section of the ENV-ECR web page.

3.3 The responsible project leader (PL) shall monitor the proper implementation of this procedure.

3.4 The responsible team leader shall ensure that the appropriate personnel complete all applicable training assignments.

3.5 Participants may request any needed assistance with implementation of this procedure from the ECR Quality Integration and Improvement (QII) team.
4.0 definitions

Note:
Definitions specific to this procedure
4.1 Site-specific health and safety plan (SSHASP)—Health and safety plan that is specific to a site or ECR-related field activity approved by an ECR health and safety representative. This document contains information specific to the project including scope of work, relevant history, descriptions of hazards by activity associated with the project site(s), and techniques for exposure mitigation (e.g., personal protective equipment [PPE]) and hazard mitigation. 

4.2 Standard operating procedure (SOP)—A document within ENV-ECR that describes work processes governed by the “Quality Management Plan.” 

4.3  [Add others as necessary.]—

5.0 RESPONSIBLE PERSONNEL

The following identifies the personnel responsible for actions in this procedure: 

Author

Document control coordinator

Document manager

Project leader

Quality program project leader
ENV/ECR participants (hereinafter referred to as “participants”)
Subject matter expert

Team leader

[Add others alphabetically.]

6.0 background and precautions
6.1 Use this procedure in conjunction with an approved Site-Specific Health and Safety Plan (SSHASP).

6.2 [Add others as necessary.]

7.0 equipment

7.1 The responsible project leader shall prepare an equipment and supply checklist, if applicable, for use during implementation of this procedure (see Attachment B for an example of required equipment and supplies checklist). 
7.2 Participants shall use only the equipment and supplies authorized by the responsible PL and included on the equipment and supply checklist for this procedure. 
7.3 Participants shall report to the PL any equipment or supply item listed on the checklist that is not available for use and the need for equipment or supply items in addition to or different from the equipment and supplies listed on the checklist. 
7.4 [Use additional subsections to identify any requirements related to special features and/or uses of listed equipment, if necessary.]

8.0 PROCEDURE

Make any deviations from this SOP in accordance with QP-5.7, “Notebook Documentation for Environmental Restoration Technical Activities” and/or SOP-01.01, “General Instructions for Field Investigations.” 
Note:
[“Level1note” style]

1.1 Action step title; “level2textTOC” style
[“level2paragraph” style]

Note:
[“Level2note” style]
8.1.1 [First subaction step with responsible person identified (active voice); “level3text” style]

[“level3paragraph” style]

Note:
[“Level3note” style]
[“Level3bullet” style]

8.1.1.1 [First sub-subaction step; “Level4text” style]

Note:
[“Level4note” style]

[“Level4bullet” style]

1.2 [Action step title; “level2textTOC” style]
[“level2paragraph” style]

Note:
[“Level2note” style]
8.1.2 [Second subaction step with responsible person identified (active voice); “level3text” style.]

[Level3paragraph style]

Note:
[“Level3note” style]
[“Level3bullet” style] 
8.1.2.1 [Second sub-subaction step; “Level4text” style]

Note:
[“Level4note” style]

[“Level4bullet” style] 

9.0 lessons learned

9.1 Before performing work described in this SOP, participants should go to the Department of Energy Lessons Learned Information Services home page, located at http://www.tis.eh.doe.gov/ll/ll.html, and/or to the LANL Lessons Learned Resources web page, located at http://www.lanl.gov/projects/lessons_learned/, and search for applicable lessons. 

9.2 During work performance and/or after the completion of work activities, participants, as appropriate, shall identify, document, and submit lessons learned in accordance with the LANL, Lessons Learned System located at http://www.lanl.gov/projects/lessons_learned/.

10.0 RECORDS

The DCC or the PL shall submit the following records to the Records Processing Facility, in accordance with QP-4.4, “Record Transmittal to the Records Processing Facility”:

[List records produced by performing the work described in this procedure; apply “level1bullet” style.]

[Others] 
11.0 REFERENCES

To implement this procedure properly, participants should become familiar with the contents of the following documents, available at http://erinternal.lanl.gov/home_links/Library_proc.shtml: 

“Quality Management Plan”

QP-2.1, “Documenting Personnel Qualification and Selection Process”

QP-2.2, “Personnel Training Management Process”

QP-3.4, “Corrective Action Process”

QP-3.5, “Peer Review Process”

QP-4.2, “Standard Operating Procedure Development”

QP-4.4, “Record Transmittal to the Records Processing Facility”

QP-4.5, “Document Control and Distribution”

QP-4.9, “Document Development and Approval”

QP-5.7, “Notebook Documentation for Environmental Restoration Technical Activities”

QP-7.2, “Procurement”

SOP-01.01, “General Instructions for Field Investigations”

[Add others, as appropriate.]

12.0 attachments

Participants may locate all example forms associated with this procedure at http://erinternal.lanl.gov/Quality/user/forms.asp.

Attachment A: 
Equipment and Supplies Checklist (1 page)

Attachment B:
[Name of form] (## pages)



	Attachment A: Equipment and Supplies Checklist

	
	ITEM
	QUANTITY

	 FORMCHECKBOX 

	     

	     

	 FORMCHECKBOX 

	     

	     

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 

	     
	     

	 FORMCHECKBOX 
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�HYPERLINK "https://tvprod.lanl.gov/tv_server.asp?ls_action=trng&ls_course-" \l "??"��Using a “CRYPTOCard,” click here to record "self-study" training to this procedure.


�If you do not possess a “CRYPTOCard” or encounter problems, contact the ENV-ECR training specialist.
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