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	Fermilab Independent Assessment Plan 

	Assessment Number & Title:         11-IA-QA-009  Computing Division Records Management  Implementation Assessment
                                                                                                                                           Version:  001

	Planned Dates of Assessment:  
· Onsite Activities: 4/18/11 –4/27/11 (opening meeting, interviews, work process observations, closing meeting)
· Draft Report:  4/27/11
· Final Report:  5/4/11
Verification & Validation of any CAP’s will be scheduled as appropriate. 


	Performing Organization:  OQBP

	Assessed Organization(s):  Computing Division (CD)

	Purpose: To assess the implementation and effectiveness of Integrated Quality Assurance (IQA) controls and other laboratory requirements for Records Management within the Computing Division.


	Scope: 
The specific IQA criteria to be applied to this assessment are:

Records Management (IQA Section 4.4)

Other IQA criteria, while not specifically included in the scope, may be assessed within the context of the main IQA criteria.

Scope Limitations:  None


	Assessors’ Names (Asterisk indicates Lead): 
Kurt Mohr (QAE)* and Don Rohde (Accelerator Division Quality Assurance Representative)


	Assessment Review Areas: 

Those requirements specified within the Business Services Section Record Management Program as specified on the Records Management website, specifically:

· Fermilab Employee Records Handbook 
· Definition of a Record 
· Disposing of Non Records 
· DOE Records Retention Rules 
· Information for Records Staff 
· Records Termination Guidelines 
· Exit Procedures for Departing Employees 
· Records procedures for Email 
· Storing Records
· Steps to Send Records to Storage

· Any relevant CD divisional, department, or group policies or procedures relevant to records management that may exist


	Assessment Tools to be Employed (Check all that apply below.):
Interview _X_           Document Review _X_           Observation _X_            Other_____


	Reference Documents: 
· CD Administrative File Plan (December, 2010) 

Additional documents may be considered as identified in the course of the assessment.
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