Introduction

An ARR report should be prepared as soon as possible after the completion of the review.  The ARR team leader should obtain input from all team members, and the team should reach consensus on the readiness of the facility to commence the activity for which the ARR was performed.

The conclusions reached by each team member are the principal end product of the ARR.  They should be carefully drawn so that they unambiguously reflect the true intent of the team member, and they should be supported just as carefully.  Suggestions of the types of information that will help support the conclusions include methodology used in pursuing the review, personnel contacted and their positions, documents reviewed, operations witnessed, and spaces visited.

A conclusion drawn as a result of the ARR effort may lead to one or more findings and/or observations.  Findings are more serious and require documented closure.  Findings reported by the team should be categorized as Pre-start or Post-start Findings.  A Pre-start Finding is one, which, in the Team’s opinion, must be corrected before an activity can be started.  A Post-start Finding can be corrected after the start of the activity under review.  

The final ARR report should be directed to the Deputy Director of Operations (DDO), with an information copy to the appropriate Facility Manager.  Each member of the team should also receive a copy of the ARR Report.  The DDO will be responsible for any further distribution of the report to the Brookhaven Group Office (BHG).

ARR REPORT TEMPLATE

1.
Title/Cover Page

State the subject and date of the ARR

2.
Signature Page


Include the signatures of all team members, signifying their agreement with the report and its conclusions.  If a signature cannot be obtained for logistical reasons, the ARR Team Leader should obtain concurrence verbally or by facsimile and sign for the member.

3.
Table of Contents


Identify all sections (including page numbers), subsections, illustrations, tables, charts, and appendices.

4.
Executive Summary


Provide a summary of the review, findings and facility readiness.  Suggested considerations include

· Brief synopsis of review;

· A determination as to readiness of the facility to undertake the activity;

· A statement regarding the adequacy of management systems to oversee the activity;

· A synopsis of the significant problems and strengths found by the ARR; 

· A brief summary of the findings, including numbers of pre-start or post-start findings.

5.
Introduction
Provide background information regarding the activity under review.  This should include

· Purpose, scope, and objectives of the ARR;

· Review process and methodologies;

· Composition of the ARR Team;

· Definitions applicable to the ARR.

6.
Conclusions


Address each subject identified in the scope and discuss the facility’s readiness in each area.  State each finding succinctly and unequivocally, and characterize as pre-start or post-start.  Provide the basis for each finding.

7.
Observations



Identify those items that, in the opinion of the ARR team, do not require action by the facility but would likely enhance the ESH status of the facility.

8. Readiness Determination



Provide an overall recommendation as to the readiness of the facility to commission, restart, or routinely operate.

9.
Appendices


Append data/documents to support the report.  These should include

· Review criteria and approach;

· Team roster with relevant qualifications of each member;

· Differing opinions (when applicable);

· Plan of Action.
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