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Section 1:
  INTRODUCTION

The purpose of this Standard Operating Procedure guide is to provide a consolidated reference document for use in training and orientation of employees.  This guide will also be a useful reference tool for more experienced employees.  The SOP identifies the technical information and application requirements for the Tennessee Radioactive Waste License for Delivery Permit.(name of process here) This SOP will delineate all steps in the process, including responsible personnel, and approximate process milestones.  Additional information includes statute and rule authorization, a process flow chart, and supporting documentation (when necessary).  This SOP is only intended to describe routine conditions normally encountered with the Tennessee Radioactive Waste License for Delivery Permit.(name of process here)  Additional processes and/or irregular conditions that could be involved with the Tennessee Radioactive Waste License for Delivery Permit(name of process here) will be considered independently of this SOP.

Radioactive Waste License for Delivery Permits are required for any entity transporting radioactive waste to processing facilities in Tennessee.  The Radioactive Waste License for Delivery Permit must be renewed annually.

(Describe the specific process & it’s purpose in the most general terms possible.)

Section 2:
  STATUTORY AND REGULATORY AUTHORITY FOR PROCESS

2.1 
Tennessee Statutory Authority

(list all applicable statutes, e.g., T.C.A. Section 68-25-115 (c))
· T.C.A. Section 68-23-212

2.2
Tennessee Regulatory Authority

(list all applicable rules to the rule number, e.g., Rule 1200-1-11-.06)
· Chapter 1200-2-10-.31 and 1200-2-10-.32

2.3
Federal Statutory Authority

(list all applicable equivalent EPA citations to the rule number, e.g., 33 USC §1342)
· Not Applicable

2.4
Federal Regulatory Authority

· Not Applicable

(list all applicable equivalent EPA citations to the rule number, e.g., 40 CFR Part 122)

2.5
Applicable Division Policy

(list all applicable policies, note:  for this section list only policies that make rule and/or statute interpretation.  Any policies that are listed here will be incorporated into a unique appendix. Include the date and title of the policy.)
· Refer to Appendix A

Section 3:
  DEFINITION OF TERMS

(Define key terms following the format that is presented in the regulations.)
Carrier.  Means any person who transports radioactive waste and/or items contaminated or potentially contaminated with licensable quantities of radioactive material or from licensable activities.

Disposal. Means isolation of radioactive waste from the biosphere.

Disposal/Processing Facility. Means any facility located within Tennessee, which accepts radioactive waste and/or items contaminated or potentially contaminated with licensable quantities of radioactive material or from licensable activities for packaging, repackaging, processing, refurbishing, storage pending disposal or disposal.

Licensable quantity.  Means any quantity of radioactive material and/or radioactive waste required to be licensed by the Department of Environment and Conservation, the United States Nuclear Regulatory Commission (NRC), an Agreement State, or a Licensing State, unless otherwise exempted.
License for delivery. Means an authorization issued by the Department to any shipper of radioactive waste and/or items contaminated or potentially contaminated with licensable quantities of radioactive material or from licensable activities to transport such radioactive material or offer such material for transport to a disposal/processing facility.

Special nuclear material.  Means (1) plutonium, uranium 233, uranium enriched in the isotope 233 or in the isotope 235, and any other material the United States Nuclear Regulatory Commission (NRC) determines to be special nuclear material; or (2) any material artificially enriched by any of the foregoing but does not include source material.
Shipper.  Means any person, whether a resident of Tennessee or a non–resident who:

(a)
transfers radioactive waste and/or items contaminated or potentially contaminated with licensable quantities of radioactive material or from licensable activities to a carrier for transport;

(b)
transports radioactive waste and/or items contaminated or potentially contaminated with licensable quantities of radioactive material or from licensable activities;

(c)
transports radioactive waste and/or items contaminated or potentially contaminated with licensable quantities of radioactive material or from licensable activities he has packaged, repackaged, processed or stored pending disposal for another person;

(d)
transfers radioactive waste and/or items contaminated or potentially contaminated with licensable quantities of radioactive material or from licensable activities to another person if such materials are transported into or within the state.

Transport.  Means the movement of radioactive waste and/or items contaminated or potentially contaminated with licensable quantities of radioactive material or from licensable activities into or within the State of Tennessee on waterways, roadways, railways or other transportation facilities upon which USDOT regulations are applicable.

Section 4:
  PROCESS FLOW DIAGRAM

(This portion shall be completed in SmartDraw®)

Section 5:
  PROCESS CHECKLIST

STEP #
ACTIVITY
DATE/INITIAL
MANDATED DUE DATE

1
Clerical staff receives application

     

2
Application is forwarded to Accounts Receivable

     

3
Fee payment is recorded

     

4
Application forwarded to Licensing Supervisor

     

5
Licensing Supervisor assigns to license reviewer

     

6
License reviewer determines completeness

     

7
Deficiencies addressed

     

8
License for delivery sent to applicant

     

(The process checklist should include and be consistent with all steps in the process description (section 6).  The purpose of the checklist is to document the transitions from step to step.  The format for Step # should be 1, 2, 3, etc.  The activity should be described as it appears in Section 6.  The Date should be in the following format 1/1/97 followed by the initial of the individual responsible for completing the step.  The mandated due date should describe the statutory and/or regulatory timeframe where applicable.)

Section 6:
  PROCESS PROCEDURES

Responsible Person
Steps

Central Office (CO) Clerical Staff
1. Receive application (RHS-30)(title of step- consistant with flow diagram)
· Date stamp received materials

· Forward to Accounts Receivable(sub-steps)
Level of Effort for this step:  0.1 hours (historical time)(level of effort documents the amount of time to complete this step without interruptions, e.g., .4, or 1.5)

CO Accounts Receivable Section
2. Records payment of fees(title of step- consistant with flow diagram)
· Deposit fees

· Forward application to Licensing Supervisor(sub-steps)
Level of Effort for this step:  0.5 hours (historical time)(level of effort documents the amount of time to complete this step without interruptions, e.g., .4, or 1.5)

CO Licensing Supervisor
3. Receives application(title of step- consistant with flow diagram)
· Assign application to License Reviewer

Level of Effort for this step:  0.1 hours (historical time)(level of effort documents the amount of time to complete this step without interruptions, e.g., .4, or 1.5)

CO License Reviewer
4. Assess application for completeness(title of step- consistant with flow diagram)
· Review application utilizing regulations and licensing guide (Appendix D)

· 4a.  If application is incomplete, attempt to resolve deficiencies by telephone and/or fax
· 4b.  If these attempts fail, a deficiency letter is prepared and forwarded to Licensing Supervisor
· 4c.  If application is complete prepare cover letter (Appendix B) and License for Delivery Permit and forward to Licensing Supervisor(sub-steps)
(sub-steps)
Level of Effort for this step:  7.5 - 37.5 hours (historical time)(level of effort documents the amount of time to complete this step without interruptions, e.g., .4, or 1.5)

CO Licensing Supervisor
5. Review deficiency letter or License for Delivery permit and cover letter for accuracy(title of step- consistant with flow diagram)
· 5a.  If necessary send deficiency letter and repeat Step #4

· 5b.  Review and approve cover letter and License for Delivery permit and send to applicant(sub-steps)
Level of Effort for this step:  7.5 hours (historical time)(level of effort documents the amount of time to complete this step without interruptions, e.g., .4, or 1.5)




(note: copy and paste the above at the designated spot [****] before filling in  for each subsequent section needed)
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