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DISCLAIMER

THE FOLLOWING STANDARD OPERATING PROCEDURE PROVIDES GENERAL GUIDANCE FOR BRC CONTRACTORS FOR TECHNICAL ISSUES ADDRESSED DURING ENVIRONMENTAL SITE INVESTIGATION AND REMEDIATION ACTIVITIES.  IT IS NOTED, HOWEVER, THAT EACH SITE IS UNIQUE AND THESE GUIDELINES ARE NOT A SUBSTITUTE FOR COMMON SENSE AND GOOD MANAGEMENT PRACTICES BASED ON PROFESSIONAL TRAINING AND EXPERIENCE.  IN ADDITION, INDIVIDUAL CONTRACT TERMS MAY AFFECT THE IMPLEMENTATION OF THIS STANDARD OPERATING PROCEDURE.  BRC CONTRACTORS RESERVE THE UNRESTRICTED RIGHT TO CHANGE, MODIFY OR NOT APPLY THESE GUIDELINES IN THEIR SOLE, COMPLETE, AND UNRESTRICTED DISCRETION TO MEET CERTAIN CIRCUMSTANCES, CONTRACTUAL REQUIREMENTS, SITE CONDITIONS, OR JOB REQUIREMENTS.

1.0 INTRODUCTION

The purpose of this Standard Operating Procedure (SOP) is to ensure that all reports, including figures, drawings, tables, and calculations, are of similar and acceptable quality. Report quality assurance and quality control (QA/QC) review is a critical part of the project reporting process. It is imperative that a thorough review be conducted to prevent errors in reporting or procedure shortcuts on the part of the preparer. Report review is also needed to ensure that the acceptance criteria for the project have been met.
It is Basic Remediation Company’s (BRC) policy that all documents and deliverables (project designs, drawings, reports, calculations) receive appropriate review to assure both the company and the Nevada Division of Environmental Protection (NDEP) that standards are being met. The BRC QA/QC review process consists of independent, in-process reviews and technical document reviews. In addition, review meetings may be used at any stage of a project to provide key technical input.
All work must be carried out by experienced staff or appropriate training given to project staff. It is the responsibility of the BRC Project Manager to identify the technical requirements of the project and identify appropriately qualified staff to complete and review the work. The BRC Project Manager shall be responsible for overseeing all aspects of the review process. Three QA/QC review procedures are presented in this SOP: calculation review, drawing and design review, and report review.
2.0 CALCULATION REVIEW PROCEDURES
All calculations shall be checked by a qualified staff member with expertise in the area of interest. The staff member conducting the review is responsible for determining the level of review required. For simple projects, a self-check may be appropriate; however, all self-checks must be approved by the BRC Project Manager for each specific task. The review and validation of spreadsheets should be performed by someone other than the preparer, and a person conversant in the software application (for example, Microsoft® Excel).
Regardless of the level of review, the reviewer shall ensure that the requirements below have been met and that the outputs are reasonable. All checks must be documented. 
In specifying checks and reviews, the following should be conducted:
· Review printed material against electronic material: 

· Review formula locations, cell numbers, and ranges; 

· Review formula documentation in equation table; 

· Review formula syntax and order of operation, verifying against calculator (if necessary);

· Review final layout;
· Verify that all data has been correctly entered from its original source; and
· Verify that any formulae used are correct and that they run throughout the spreadsheet (if applicable).
3.0 DRAWING AND DESIGN REVIEW PROCEDURES
All drawings and designs shall be identified by job number in the title block. Numbering systems shall be developed by the BRC Project Manager, unless NDEP specifies an alternative. The preparation, review, and approval of drawings and designs shall be documented in the drawing title block. The person preparing the drawing or design shall identify the title, job, drawing or design number, scales, revision status, and author in the appropriate locations. The status of all drawings and designs shall be clearly shown.
All drawings and designs shall be reviewed by a senior staff member. At a minimum, drawing and design review should include the following:
· Review of all project drawings and designs to identify errors; conflicts between drawings, tables, and text; and omissions in detail, dimensions, and identification.
For larger or more complex tasks, drawing and design review may also include the following:

· A detailed check of the drawings and designs to ensure the accuracy of all dimensions, labeling, identification, and number systems and consistency with the calculations and other project documentation. This check will normally be conducted by the senior staff member who is undertaking the calculation review.

All drawings and designs reviewed shall be signed and dated by the reviewer and recorded in the project file.
4.0 REPORT REVIEW PROCEDURE
The BRC Project Manager shall be responsible for ensuring that reports have been properly prepared and reviewed before being submitted to NDEP. Draft and final versions of all documents submitted as formal project deliverables shall undergo technical review by experienced technical reviewers, other than the author, to independently review document copy and content, and check tables, data, and calculations. Technical or content review staff should have the appropriate experience for the document. Content review should examine document flow and organization, data interpretation and presentation, construction of conclusions and recommendations, and technical accuracy and completeness. An editorial or copy review is also recommended to maintain minimum quality standards. Copy review should include a review of grammar, spelling, sentence and paragraph structure, and formatting. Data in figures, tables, and text shall be compared to determine if values are consistent. Acronyms and references should be checked for completeness. The copy review shall be conducted by someone with specialized skills.
In addition, the primary author shall review the entire document for content and style consistency, particularly if there are multiple authors. The consultant’s Project Manager shall review the document to determine if it meets the project scope of work. The presentation of all reports shall, as far as is practical, be in a standard format and shall be of a consistent format throughout the report. The consultant’s Project Manager shall provide sign-off that the above requirements have been met for the document.
For some simple submittals, self-checks may be appropriate. However, self-checks must be approved by the BRC Project Manager for each specific task and the approval documented. The completed and signed review or equivalent documented check shall be held in the project file.
Documents should be technically and editorially reviewed for various elements, including the following:

· Format, style, and grammar;
· Consistency and completeness;
· Complete and correct references to tables, drawings, figures, and appendices;
· Calculations;
· Reference to the most current standards (e.g., current federal risk assessment guidance);
· Technical correctness;
· Adherence to BRC and NDEP standards and procedures;
· Conformance to industry practice and/or applicable regulatory guidance;
· Pages are properly ordered and legible;

· Liability considerations are addressed;
· Conformance with BRC document style requirements;
· Consistency with requirements in the scope of work; and
· Appropriate/adequate justification for recommendations.

Each document submitted to NDEP must be stamped and signed by a Nevada Certified Environmental Manager (C.E.M.) and include a jurat (Ref: NAC 459.97285), the date on which the document was signed, the number of the certificate, and the date of expiration of the certificate. This stamp and signature shall be evidence that required reviews have been completed and that the document meets BRC standards and reasonable requirements. 
Sign-off by team members who have completed quality checks on the document shall be included on a sheet behind the CEM jurat. In addition, the entire document (including calculations, drawings, and text) shall be checked to determine compliance with the NDEP’s comments and BRC’s responses, prior to submittal. Regulatory review comments, along with comment responses, shall be reviewed prior to submitting comment responses to NDEP. These comments and responses shall also be retained in the project file. In general, NDEP review comments and comment responses should be included in an Appendix in subsequent revisions of the document.
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