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	I.
Purpose & Scope:

	Should include a brief, concise statement defining the areas, procedures, processes, etc. that will be assessed.  Note any special requirements or limitations.  State the planned start and finish date for the assessment.

	II.
Definitions:

	In most assessments it is convenient to categorize results into findings, observations, and noteworthy practices.  Whatever categories you plan to use should be defined here, e.g.,

Finding - non-compliance with a requirement.
Observation/Opportunity for Improvement - deviation from best management practices or minor deviation from procedural requirements that are isolated and considered to be a "quick fix."
Noteworthy Practice - Positive aspects of a program that could be used as a model for other similar programs across the Lab.

	III.
Requirements

	Describe the requirements against which the assessment will be made.  These                 could include DOE orders, EH&S Manual chapters, Work Smart Standards, work control documents (SOPs, TOSPs) division or department goals, DOE/SURA contract metrics, etc.

	IV.
Team Members

	A list of the personnel doing the assessment.  The lead assessor should be indicated.

	V.
Specific Areas Being Assessed

	This section should include a list of the people to be interviewed, documents to be reviewed, work evolutions to be observed, etc.

	VI.
Final Report

	State who is responsible for writing the assessment report, who will review it and the date it will be forwarded to the cognizant AD.
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Copy to:
	Purpose & Scope:

	Insert the scope and purpose developed during planning.  Should include a brief, concise statement defining the area, procedure, work plan, boundaries and any special requirements or limitations.  Include the assessment duration and team.  If the purpose or scope changed from that stated in the plan, note the differences.

	Summary of Assessment:

	Provide a narrative summary of areas assessed.  Description is to include adequate details to enable an independent reviewer to comprehend the depth and breadth of the assessment.  Details to include key elements of the assessed activity or process and the status of their acceptability.  When applicable, define the status of implementation of actions related to previous issues relevant to the assessed area.

	Results:

	Define the issues (findings, observations, noteworthy practices) identified during the assessment.  All findings require corrective action to eliminate the non-conformance.  Cognizant management will decide whether or not to pursue corrective actions for observations.  Issues with corrective actions should be documented on a Corrective Action Form (Attachment D) and entered into CATS; the CATS identification number should be included in the report.  Identify the status of each issue (open, pending or closed), issue owner, and estimated completion of required corrective and/or preventive actions.  Clearly state all required follow-up actions with due dates and owners.

	Effectiveness Evaluation:

	State the team’s conclusion on effectiveness of the area or activity assessed.  When applicable, discuss the implementation of previous corrective or preventive actions in the assessment effectiveness statement.
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