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Executive Summary

(Summarize of the overall requirements driving the Assessment)

(Summarize of entity being assessed)

(Summarize the purpose of the assessment)

(Summarize the scope of the assessment including entities (both contractor and DOE) to be reviewed, physical locations, functional areas, and other bounding information.)

(Summarize the number of Significant Deficiencies, Deficiencies, and Observations and if the Entity Assessed met the expectations of the requirements as referenced the CRADs included in Attachment A.) 
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1.0 [bookmark: _Toc333999460][bookmark: _Toc526817987]INTRODUCTION

[bookmark: _Toc333999461](Description of the overall requirements driving the Assessment)

(Description of entity being assessed)

(Description of Lead Assessor appointment)
2.0 PURPOSE

[bookmark: _Toc333999462](Describe the purpose of the assessment)
3.0 SCOPE

[bookmark: _Toc333999463](Describe the scope of the assessment including entities (both contractor and DOE) to be reviewed, physical locations, functional areas, and other bounding information.) 
4.0 	VERIFICATION APPROACH    

[bookmark: _Toc333999464]	(Description of reference material, guides, and handbooks utilized to guide the audit personnel)

(Description of CRADs, checklists, or other review aids and how they are assigned to team members) 


Significant Deficiencies:  Deficiencies that if uncorrected, could have a serious effect on the environment, safety, health, security, or operational integrity.  This includes Significant Conditions Adverse to Quality.  An “Extent of Condition” determination should be considered. Significant Deficiencies shall be tracked, corrective action plans reviewed and corrective actions verified.

Deficiencies:  Non-compliances with procedural, contractual or regulatory requirements identified during an assessment.  This includes Conditions Adverse to Quality.  They are used to indicate inadequacies or safety issues that warrant management attention.  Deficiencies shall be tracked, corrective action plans reviewed and corrective actions verified.
Observation:  A condition (either positive or negative) that should be brought to the attention of Line Management but does not meet the definition of a deficiency (e.g., a noteworthy practice that may serve as a model for other organizations or an opportunity for improvement).
5.0 	TEAM ORGANIZATION, COMPOSITION, AND QUALIFICATIONS

(Description of the team composition including number of DOE staff and subcontract Subject Matter Experts. ). 

(Basis for team selection including; established expertise in one or more functional areas, assessment experience, familiarity with the site/facility missions and processes, knowledge, understanding, and training of the subject area, and qualifications.)


6.0 [bookmark: _Toc306344985][bookmark: _Toc306344986][bookmark: _Toc333999465]TEAM PREPARATION

(List required reading or training necessary to perform the assessment)   
[bookmark: _Toc333999466]7.0	SITE COORDINATION AND SUPPORT
[bookmark: _Toc333999467]
(Describe anticipated site coordination and support and who will be the site point of contact.)
8.0	SCHEDULE

[bookmark: _Toc333999468](List schedule dates.)
9.0	RESULTS

(Summarize each CRAD and the results and Significant, Deficiencies, Deficiencies, and Observations.) 

Example: 

Work Planning and Control:

WPC:	An integrated process has been established and is utilized to effectively plan, authorize and execute the identified work for the facility or activity.

Significant Deficiency: none

Deficiency:

WPC-F1
Requirement: 	OSHA 1910.132 (a) and OSHA 1910.132 (e) PPE reliable and not defective or damaged
Deficiency:  	When observing the Geoprobe field work the two drill rig operators were wearing the proper gloves however they were both damaged. A hole was present in one set of gloves and the other set of gloves were taped where they were previously damaged.  The issue was brought to the SEC ES&H and WGS attention and it was immediately addressed.  


[bookmark: _Toc333999469]10.0	CONCLUSIONS

SUMMARY: 

(Summarize the number of Significant Deficiencies, Deficiencies, and Observations and if the Entity Assessed met the expectations of the requirements as referenced the CRADs included in Attachment A.) 

(Summarize performance against for each CRAD element)  
		Example: 

WORK PLANNING AND CONTROL: The major focus of this assessment was to look at work planning and control and how each of the five ISMS core functions (Define the Scope of Work; Analyze the Hazards; Develop and Implement Hazard Controls; Perform Work within Controls; and Provide Feedback and Continuous Improvement) are established in procedures and implemented. The Contractor has procedures and processes to integrate safety into their work activities and effectively plan and authorize their work. There was one (1) Deficiency associated with CRAD: 1) using damaged PPE.  Overall the Contractor met the requirments of the ISMS Work Planning and Control requirements.  

[bookmark: _Toc315692430][bookmark: _Toc333999470]11.0	LESSONS LEARNED

(Describe Lessons Learned that hindered or improved the assessment process)



[bookmark: _Toc315692431][bookmark: _Toc333999471]12.0	CORRECTIVE ACTION PLAN REQUIREMENTS

(Describe how Corrective Action Plans must be prepared and approved)
Example:

As stated in the Review Plan for this assessment, if there are any issues that need to be addressed as a result of this assessment, a Corrective Action Plan (CAP) must be prepared which will include both scope and schedules for the corrective actions. In Section 4.0 of this report, Verification Approach, the evaluation categories (concern, finding, comment) for the assessment issues are defined. A Corrective Action Plan must be prepared using the standardized format provided by the Team to address any concerns or findings. The Corrective Action Plan should be prepared within 30 business days after the issuance date of this report. It should be noted that SEC agreed to provide a response to comments generated by this assessment although this is not required by DOE procedures for corrective actions. The CAP is to be developed using a graded approach, however, it should contain at a minimum:

1. the issue  reference number (underlined in the Section 9.0, RESULTS in each CRAD);
1. statement of the issue (Section 9.0, RESULTS); 
1. brief discussion of the issue;
1. evaluation of significance and causes (if applicable);
1. corrective actions and preventative actions (if applicable);
1. corrective action submittals (if applicable);
1. the closing date and assigned person (proposed date for closure of the issue and person assigned to complete closure of the action.

The Corrective Action Plan will be reviewed by DOE to determine if these minimum requirements have been met. Upon concurrence by DOE, the Corrective Action Plan and the appropriate closure documentation (evidentiary files) will be submitted to DOE for closure. A letter will be submitted by DOE after all the issues are closed in the CAP. 
[bookmark: _Toc333999472]13.0	REFERENCES
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ATTACHMENT A: CRITERIA REVIEW AND APPROACH DOCUMENTS 
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[bookmark: _Toc333999474][bookmark: _Toc36031130][bookmark: _Toc274057744][bookmark: _Toc274057977][bookmark: _Toc274058795][bookmark: _Toc274059728][bookmark: _Toc282961280]ATTACHMENT B:  TEAM LEADER LETTER OF APPOINTMENT
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Attachment C

Table of Team Member Assignments

Team Lead:  E
Team Coordinator:  

	Functional Area
	Reviewer

	
	

	
	

	
	

	
	




Team Qualifications
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