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1.0
Introduction

The Permit and Requirements Identification (PR-ID) Process was developed by a cross-functional team chartered by the Associate Director of Operations. The cross-functional team noted that a formal process for guiding project leaders through required reviews and permits was lacking resulting in non-compliance with regulations and standards, non-incorporation of lessons learned and industry best practices, and negative impacts to project scope, cost, and schedule. The team, therefore, developed the PR-ID system to assist the project leaders in alleviating these negative impacts.  

The PR-ID system is based on stakeholder input from the following divisions: Facility and Waste Operations; Infrastructure, Facilities, and Construction; Health, Safety, and Radiation Protection; Risk Reduction and Environmental Stewardship; Project Management; and Security and Safeguards. The new PR-ID System is an enhancement of the Environment, Safety, and Health Identification (ESH-ID) and replaces ESH-ID OST 300-00-01.  You may, however, continue to view and print documentation from the ESH-ID system.  

2.0
Purpose

The PR-ID was developed to guide the successful completion of facility and infrastructure projects, from conception through closeout, by ensuring review and approvals at identified stages of a project.  The purpose of the PR-ID is to provide project managers with a tool to identify the following: 

· Required reviews and approvals (Hold Points)
· Discretionary reviews (Check Points)
· Project stages or phases in which a particular Hold or Check point is needed

· Organizations and individuals responsible for reviews and/or approvals
· Completed and non-completed project Hold or Check points
3.0 
Scope

The PR-ID process can be applied to the following projects:

· Institutional site selection and development

· Future facility use or needs

· New or modified programmatic operations

· New construction

· Capital improvements

· Modification, improvement, or upgrade to existing facilities 

· Corrective maintenance 

· Decontamination, Demolition, or Decommissioning 

· Environmental Remediation.  

Although the PR-ID is not a standalone LANL requirement, it was cited as the ESH-ID in other LANL documents as either a requirement OR  is recommended as an alternative process as represented by the following documents:

LIR220-01-01 

Construction Project Management

LIR402-10-03 

ES&H Management of Contractor Performed Facility 





Construction/Maintenance, Environmental 






            Restoration/Decontamination and Decommissioning, and Related 




Drilling Operations

LIR 404-30-02
NEPA, Cultural Resources, and Biological Resources (NCB)     Process

LIR 404-50-01                Water Control Pollution 

LIR 402-10-01
 
Hazard Analysis and Control for Facility Work

LIG 300-00-00
           Integration Work Provider Guidance

LIG 300-00-01
           Safe Work Practices Implementation Guidance

4.0
Definitions 

Primary Gateway Questions — A list of five initial screening questions.

Secondary Gateway Questions — A list of 30 subsequent screening questions.

Hold Points — Regulatory or internal permits or requirements that must be fulfilled for a project or activity to be performed.

Check Points — Recommended review driven by LANL and industry best practices and lessons learned.

Completed PR-ID — All Hold points have been set to “Complete” or “Not Applicable” status by both the customer and the SME Reviewer POC.  

PR-ID Review/Permitting Division — Service divisions responsible for oversight of Laboratory activities, issuing permits for specific activities, and/or reviewing/approving activities to ensure compliance with regulatory requirements or best business practices. Such divisions include, but are not limited to, HSR, RRES, FWO, CCN, CIO, CFO, SUP, S and ADO-IFC.

PR-ID Division Point-of-Contact — An appointed point-of-contact for reviewing divisions.

SME POCs – The appointed SME for a particular Hold/Check Point.

Corrective maintenance — Repair of failed or malfunctioning equipment, system, or 


facilities to restore the intended function or design condition.

Upgrade — Modification, renovation, or modernization of facilities to achieve improved operations.

5.0
Precautions and Limitations

Sensitive or proprietary data MUST NOT be entered or processed in the on-line PR-ID system.  

	IF . . . 
	THEN . . . .

	your project contains sensitive or proprietary data,
	• Call the PR-ID HELP line at 

665-7455 or 665-3638 for instructions. 

• Arrangements will be made to review such data off-line.

	you are unsure about the sensitivity of your data, 
	Enlist the assistance of an approved derivative classifier (ADC) prior to submission.


6.0
PR-ID Process and Description

The PR-ID is a computer-assisted, interactive, communication and review system. This document provides guidance for the operation and maintenance of the PR-ID.

The PR-ID is accessed through an interactive web-site. A project-specific PR-ID is produced based on a customer’s answers to Primary Gateway Questions and Secondary Gateway Questions. 

Use the following table to work through the process. 

	Step
	Required Action

	1
	• The customer enters and submits the PR-ID, the automated system screens the information and immediately publishes an on-line list of Hold and Check points specific to the project or activity.

• If the customer is performing work activities outside, a map must be faxed to 665-1748. 

	2
	The subject matter expert (SME) POC responsible for each Hold or Check point receives an automatic email notification of a PR-ID ready for on-line review and comment.  Note: SMEs are advised to respond within 10 working days.

	3
	SMEs enter comments, which appear immediately on the web site.

	4
	The customer and other project contacts listed on the PR-ID receive automatic email notification of the comment and its contents.

	5


	The SME can change the status of the PR-ID from “Incomplete” to “Complete” or “Not Applicable,” and is asked to follow reviewer guidelines (See Section 9.0) to provide a project-specific comment.

Notes: A non-response by a SME does not mean there are no Hold/Check points to complete.  It is the user’s responsibility to follow up on any non-responses by contacting the SME directly.  It is suggested and strongly advised that customers and SMEs initiate a personal dialogue regarding project data and/or designated Hold/Check points to address any questions or unclear comments.

	6


	The PR-ID system enables customers to respond to a particular Hold/Check point by changing “Incomplete” status to “Complete” or “Not Applicable” and providing comments as to actions completed, underway, or planned or reasons why a Hold Point or Check Point does not apply.  SMEs receive an automatic email containing the customer’s comments and the PR-ID status.

	7
	The SME then indicates agreement or disagreement with the customer’s responses by indicating the SME status of “Incomplete,” “Complete,” or “Not Applicable.”

	8
	After all Hold Points have been set to “Complete” or “Not Applicable” by both the customer and the SME Reviewer POC, a PR-ID status of “Complete” is achieved. 


7.0
PR-ID System User Training/HELP


Click here to access current and complete
PR-ID User Training Aid/HELP.

8.0
  PR-ID Roles, Responsibilities, and Guidance

	Person/Organization
	SHALL . . .

	Process Owner
	• Administer the PR-ID process. 

• Maintain and update the PR-ID system software and web site,   and PR-ID policy, guidance, and training.  

• Update SME reviewer contacts.

• Update Hold and/or Check points in accordance with current requirements. 

	Customer
	• Enter project data in PR-ID system.

• Update PR-ID as project changes (scope change, phase change, change in location, change in any project information).

• Address PR-ID Hold and Check Points, and enter appropriate completion data into PR-ID System.

	Review/Permitting Divisions
	• Provide a Division Point-of-Contact for the PR-ID.
•Appoint Subject Matter Expert (SME) Reviewers for Hold/Check points under their authority.

· Ensure timely response by SMEs to project Hold/Check points under their authority.

• Support the review and issuance of permits or documented approval of activity Hold Points. 

• Before the requirements become effective, provide the PR-ID Owner with (1) updates of new or revised requirements and (2) new or revised SME Reviewer contacts. 

	Division Point of Contact
	Coordinate Review/Permitting Division’s PR-ID roles and responsibilities.

	SMEs Points-of-Contact (POCs)
	• Provide on-line project reviews, guidance, and approvals as 

required in his/her area of expertise within 10 working days from notification of a PR-ID on line for review.

• Advise PR-ID owners of needed or changed subject-area-specific PR-ID Hold and/or Check points to include the reference document name and number, general guidance, and a SME reviewer point of contact.


9.0 
Guidelines for SME Reviewer Points-of-Contact

·  To make effective comments in the PR-ID system,  the reviewer should  think like a customer; i.e., “Would I be able to understand or respond to the comments I am making?” 
· The reviewer should base their comments on the information provided in the PR-ID .  If the information is inadequate, contact the customer for more detail/clarification or contact the PR-ID process administrators (5-7455 or 5-3638) for assistance.
· When a requirement in your subject matter area is noted in the PR-ID system, please specify the following: 

1)  issues that are present for the project in review;

2)  actions necessary to resolve the issues, as specifically as practicable;

3)   actions you as the SME, or your group, will take to facilitate resolution of issues;

4)   any associated deadlines, timing, or scheduling concerns; and

5)   any costs associated with identified actions, with specific estimates, if possible. 

Note: If the requirements and resulting Hold/Check Points in the PR-ID system are inadequate or need revision, contact the PR-ID administrators at 5-7455 or 5-3638 with current information so updates can be made to the system.

· Comments that customers do not find useful include the following:

· Language that a typical lab worker would not understand.

· Requirements that are not applicable based on the information provided (e.g., radiological review required when no radiological materials/issues have been identified in the information provided).

· Boiler plate responses that are the same on every response.

· References to requirements documents without condensation or clarification (e.g.  “follow the requirements of LIR 300-00-01”).

· Agreement with requirement stated without offering specific guidance (e.g., Ensure that activities involving facility design, internal or external modifications of existing facilities, or new facility construction comply with requirements as specified).

· Indications that a proposed activity is unacceptable without suggested solutions.

· Requirements outside your or your group’s area of authority.

· The reviewer has 10 working days in which to respond to the PR-ID review request.  If you are unable to complete your review by the review deadline, or if further action is needed on your part, it is acceptable to make a comment stating the status of the review.
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