Applicability



This procedure is applicable to the entire NSTX Project. 





Introduction



This procedure describes the steps for development, review, approval, issuance, and control of NSTX General System Procedures.  These procedures cover topics such as configuration control, assigning numbers to NSTX Documents, etc.





Referenced Documents



NSTX-PLAN-DOC-REC�NSTX Documents and Records Plan

��NSTX-PROC-035�NSTX Document Distribution and Control.

�� 



Procedure



A.	Creating New Procedures



Responsibility�                           Action

��Appropriate NSTX Manager�1.	Identifies need for a new NSTX procedure and assigns individual to develop the procedure. 

��Assigned Developer�2.	Develops draft of document following the format of this procedure.  During development, consults with a representative sample of other NSTX personnel who are impacted by the contents. 



	Note: The naming convention for both the file  and the procedure identifier is NSTX-PROC-sss-nn, where sss is a sequence number assigned by the NSTX Document Administrator and nn is the revision number.

���

3.	Identifies the document as “Draft A” for first cycle with the letter identifier incrementally reflecting each subsequent review cycle.  Submits draft document to appropriate reviewers. The required reviewers are specified in the NSTX Documents and Records Plan.

��Reviewers�4.	Evaluate draft procedure consulting with affected personnel within their organization.  Return comments, if any, to the Assigned Developer.

��Assigned Developer�5.	Assembles comments and resolves. At the option of the developer, resolutions are documented.  If significant changes were made, go to step 3. If there are no comments to address or the comments are felt  to be adequately resolved,  proceed to step 6.    

���6.	Obtains approval signature  of NSTX Project Manager.

���7.	Delivers signed paper copy and electronic copy of procedure and all attachments to the NSTX Document Administrator.

��NSTX Document Administrator�8.	Maintains signed copy and comments and resolutions, if provided, and distributes procedure in accordance with NSTX-PROC-035, NSTX Document Distribution and Control.

��







B. Revising Existing Procedures



When it is determined that a  revision is required, refer to Section A and follow the same sequence of responsibilities and actions. The procedure for writing draft revisions is identical to the procedure for the development of original documents.



Revision Bars (|) will be used to indicate the portion of information that is revised on the page. Revision Bars will be placed in the right margin of pages alongside the revised (text added, revised or removed) area. Previous revision bars shall be removed when making the next revision. A total procedure rewrite/reformat does not require revision bars.
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