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I Applicability 
This procedure applies to document reviews for projects managed by FESS/Engineering and is intended 
to provide a framework for the review and distribution of design and construction documents with the 
following goals: 

 Agreement and documentation of Customer requirements and FESS/E response to those 
requirements; 

 Review of developing designs by Fermilab divisions/sections/centers for:  
o Appropriateness of proposed systems; 
o Impacts on existing systems and operations; 
o Specific technical requirements to be incorporated into the design; 
o Compliance with best and required practices of authority having jurisdiction. 

 Reviews are performed in accordance with the Fermilab Engineering Manual 
 Reviews are performed in compliance with the Director Policy No.18 – Construction Modification 

Policy 
 Notification of affected Fermilab divisions and sections when a project is released for proposals. 

 
For the purposes of this procedure definitions are summarized below: 

 “Fermilab” is Fermi National Accelerator Laboratory; 
 “FESS/E” is Facilities Engineering Services Section, Engineering department; 
 “Customer” is the Fermilab group that tasked FESS/E to develop the design and construction 

documents. 
 “SPOC” is the Single Point Of Contact. 
 “Building modifications” are defined as any modification which modifies any structural element of 

the building, adds or removes additional interior walls, or modifies any of the existing high voltage 
electrical, HVAC, fire protection, sanitary sewer, potable water, or industrial water services. 

 “Construction” is any combination of engineering, procurement, erection, installation, assembly, 
or fabrication activities involved in creating a new facility or altering, adding to, or rehabilitating an 
existing facility.  It also includes the alternation and repair (including dredging, excavating and 
painting) of buildings, structures, or other real property, as well as any construction & excavation 
activities conducted as part of environmental remediation efforts. 

 
 
II Responsibilities 
The following responsibilities have been identified: 
 
Division/Section/Center Head 

 Appoint a Single Point of Contact (SPOC); 
 
Division/Section/Center (D/S/C) SPOC 
The Single Point Of Contact within each D/S/CC will be responsible for the following: 

 Control distribution of documents to be reviewed within each Division/Section; 
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 Ensure that the documents to be reviewed are routed to the correct groups or individuals within 
the Division/Section/ Center; 

 Review the documents to determine the appropriate internal Division/Section/ Center routing, 
considering the specific Division/Section/ Center requirements to ensure that the appropriateness 
of the proposed systems, impacts on existing systems and operations and specific technical 
requirements in the design is acceptable. 

 Ensure that internal D/S/C comments are reviewed for appropriateness and internal conflict 
resolution prior to being entered into the comment database; 

 Coordinate submission of review comments into the review database. 
 
FESS/E Project Engineer 

 Establishing the number and type of reviews based on the project requirements and the Fermilab 
Engineering Manual Risk Assessment Worksheet; 

 Establishing distribution list; 
 Coordinate the development of the distribution cover sheet; 
 Coordinate the establishment of an electronic file; 
 Initiate a review notification; 
 Coordinate the response to comments received. 

 
FESS Engineering Head 

 Maintain Standard Distribution Templates; 
 Maintain current CCR_List 

 
FESS Site Services 

 Maintain FESS/Engineering Comment and Compliance Review database and revise as 
necessary 

  
III Procedure 
 
1.0 Establish Review Criteria 

The review criteria will be tailored to each specific project and be driven by the project 
requirements and the Engineering Risk Assessment Worksheet of the Fermilab Engineering 
Manual.  Listed below are general guidelines for reviews: 
 
1.1 Review Types 

Reviews commonly used are listed below 
 
1.1.1 A Comment and Compliance Review (CCR) is used to determine the 

appropriateness of the proposed systems, impacts on existing systems and 
operations, specific technical requirements to be incorporated into the design and 
compliance with best and required practices of the authority having jurisdiction. 

 
1.1.2 Other reviews, driven by project specific requirements and outcome of the 

Engineering Risk Assessment may be undertaken.  The type, distribution and 
length of these reviews should be based on the project specific requirements and 
the Fermilab Engineering Manual. 

 
1.2 Number of Reviews 

At least one (1) CCR is generally required for each phase of the project.  For example, a 
General Plant Project (GPP) usually has a review during the Conceptual Design phase 
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and another during the Final Design Phase.  One (1) CCR may be appropriate for smaller 
scale projects.  In the event that a project is not subject to a CCR, documentation should 
be included in the project file noting the circumstances surrounding this decision.  
 

1.3 Review Timing 
The review should occur when a project is sufficiently developed to a point where 
reviewers are able to determine the impacts on existing systems and operations. 
 

1.4 Review Length 
In general, a CCR is ten (10) working days in duration.  In the event that a shorter time is 
provided by project driven requirements, documentation should be included in the project 
file noting the circumstances surrounding this decision. 

 
 
2.0 Distribute Review Documents 

In general, review documents are distributed, reviewed and commented upon electronically.  A 
standard review list of SPOCS and required recipients is maintained as a Listserv by (an) 
appointee(s) of the FESS Engineering Department.  The listing of the members of the current 
Listserv FESS_CCR is located on the FESS Engineering file server at Shared Files/CCR Listserv. 
 
2.1 Standard Distribution List (FESS_CCR) 
The distribution list for reviews should contain, as a minimum, the following: 
 

2.1.1 FESS/Engineering 
FESS/E Quality Control Representative 
Project Engineers 

 
2.1.2 FESS 

Section Head 
Department Heads 
Senior Safety Officer 
Budget Officer 
Site Services Head 
Facilities Management Head 
Logistics and Property Control Head 
Wilson Hall Building Manager 

 
2.1.3 Accelerator Division 

Division Head 
Deputy Head 
Operations Department Head 
Senior Safety Officer 
Radiation Safety Officer 

 
 

2.1.4 Single Point of Contact 
Computing Division 
ES&H Section 
Workforce Development and Resources Section 
Particle Physics Division 
Technical Division 
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Directorate Chief Operating Officer 
 

2.1.5 Integrated Project Team (not included in FESS_CCR – should be addressed 
separately) 

Customer Contact 
Project Engineer/Project Manager 
Project Coordinator 
FS/Procurement 

 
 

2.2 Create Electronic File 
The electronic review files should consist of the documents to be reviewed and the 
distribution cover sheet in an Adobe pdf format.  These documents will be uploaded for 
review in the FESS/Engineering Comment and Compliance Review database.   

 
2.3 Issue Review Notification 

Electronic notification of a review should be issued via the FESS/Engineering Comment and 
Compliance Review database and should contain, as a minimum, the following information  
 Project Name; 
 FESS/E Project Number; 
 FESS/E Contact; 
 Review Start Date; 
 Review End Date; 
 Project Description; 
 List of Review Documents. 

 
3.0 Comment Collection 

Comments that result from reviews are entered by the reviewer into the review database.   
 
3.1 The comment form will contain, as a minimum, the following information 

 Reviewer Name; 
 Comment Date; 
 FESS/E Project Number; 
 Drawing or Specification Reference; 
 Comment. 

  
3.2 Reviewers are encouraged to enter “No Comment” in the database for projects reviewed 

without any exception taken in order to document the review process. 
 
 
4.0 Comment Response 

The integrated project team will respond to comments entered into the review database.  
 
5.0 Issue Construction Phase Notification 

When a project is sent out for proposals during the construction phase notification is sent to the 
distribution list that received the reviews.  This notification is performed via e-mail and is shown in 
Appendix 3.0. 
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IV References 
The following references have been identified: 
 
 FESS/Engineering Policy FEP 9, Consultant Support 
 Fermilab Engineering Manual 
 
 
 
V Revision History 
 
Version 
Number 

Date Author Change Summary 

0 04/15/2008 S. Dixon Initial Release 

1 12/15/2011 R. Alber Triennial Review 

2 04/15/2015 R. Alber Triennial Review 

3 10/11/2016 R. Alber 
Revised to incorporate the FESS/Engineering Comment and 
Compliance Review Database 

    

 
 
  
VI Other 
 
1.0 Example of Review Notification Form 
2.0 Example of Notification Email 
3.0 Example of Comment Form 
4.0 Example of Proposal Notification Form 
5.0 Example of Engineering Risk Assessment Worksheet 
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1.0 – Example of Review Initiation Form 
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2.0 – Example of Notification Email 
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3.0 – Example of Comment Form 
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4.0 – Example of Proposal Notification Form 
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5.0 - Example of Engineering Risk Assessment Worksheet 
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