Approved by 
Order of the Federal Environmental, Industrial and Nuclear Supervision Service 
No. ___ dated _______________, 20__ 

SAFETY GUIDE
 IN THE USE OF ATOMIC ENERGY "RECOMMENDATIONS FOR THE ORGANIZATION AND CONDUCT OF ADMINISTRATIVE CONTROL OF THE STATE OF ACCOUNTING AND MONITORING OF NUCLEAR MATERIALS"

(RB-148-18)

I. General

1. The safety guide in the use of atomic energy "Recommendations for the organization and conduct of administrative control of the state of accounting and monitoring of nuclear materials" (RB-148-18) (hereinafter referred to as the Safety Guide) has been developed in accordance with Article 6 of the Federal law dated November 21, 1995 No. 170-FZ "On the use of atomic energy" for the purpose of compliance with the requirements of the Federal rules and regulations in the field of atomic energy use "Basic rules on accounting and control of nuclear materials" (NP-030-12) approved by the order of the Federal Environmental, Industrial and Nuclear Supervision Service No. 255 dated April 17, 2012 (registered by the Russian Ministry of Justice on August 17, 2012, registration No. 25210, Bulletin of Federal Agency Regulations 2012, No. 44).

2. This Safety Guide contains recommendations of the Federal Environmental, Industrial and Nuclear Supervision Service on the administrative control of nuclear materials in organizations within the framework of the system of accounting and monitoring of nuclear materials (hereinafter referred to as NM).

3. This Safety Guide is intended for use by organizations engaged in the management of NM (hereinafter referred to as Organizations), regardless of the form of business entity, and does not apply to military grade NM used in the development, manufacture, testing, operation and disposal of nuclear weapons and military nuclear installations.

4. The requirements of the federal rules and regulations in the field of atomic energy use for the structure and content of administrative control of the state of accounting and monitoring of NM may be implemented through the use of any other techniques (methods) other than those specified herein, subject to substantiation of the selected techniques (methods) for safety assurance.

II. Organization and conduct of administrative control

5. Administrative control of the state of accounting and monitoring of NM (hereinafter referred to as administrative control) is recommended for authorized officials to verify compliance with the requirements established by the federal rules and regulations in the field of atomic energy use in respect of accounting and monitoring of NM (hereinafter referred to as NM AM), reference and technical documentation, developed and approved by the organization in furtherance of the federal rules and regulations in the field of atomic energy use in respect of NM AM, executive documents of the parent organizations (operating organizations) and governing body for atomic energy use (hereinafter referred to as reference documents in the field of NM AM), as well as deficiencies, disorders and anomalies in NM AM.

6. The deputy head of the organization in the field of NM AM authorized by Rostechnadzor or the head of NM AM service should be entrusted with responsibilities for the administrative control.

7. The list of officials authorized to exercise administrative control should to be established in the provision on accounting and monitoring of NM in the organization or in a separate document.

8. Administrative control should be carried out in divisions of the organization, including material balance area (hereinafter referred to as MBA) and service of NM accounting and monitoring (hereinafter referred to as divisions).

It is recommended that the Deputy head of the organization in the field of NM accounting and monitoring should perform administrative control of NM accounting and monitoring service.

9. Administrative control should be carried out through scheduled and unscheduled inspections.

10. Administrative control in the form of scheduled inspections should be carried out in accordance with the schedule approved by the head of the organization or an authorized person (hereinafter referred to as the head of the organization), which should be sent to divisions to be inspected. It is recommended that the schedule should be developed for a calendar year in such a way that all divisions are subjected to administrative control during the year.

11. Unscheduled inspections during administrative control should apply only to the divisions, where shortcomings and non-conformances to NM accounting and monitoring requirements are revealed. Unscheduled inspections during administrative control should be carried out as soon as possible after receiving information about the shortcomings and non-conformances to NM accounting and monitoring requirements.

12. Administrative control in the form of unscheduled inspections should to be carried out by the decision of organization head based on his administrative document.

13. By decision of the organization head, administrative control is conducted by the committee with its members appointed by an administrative document of the organization head. It is recommended to appoint a person from the list of officials authorized to exercise administrative control as the chairman of the committee.

14. Members of the committee should include measurement experts, persons from the service for NM accounting and monitoring, and other experts.

15. Administrative control includes the following verification arrangements:

compliance with general NM accounting and monitoring requirements;

completeness of in-process NM accounting and registration of accounting results;

functioning of automated accounting system (if any is present in the division);

maintenance of accounting and reporting documentation;

reconciliation of data of accounting and reporting documents (full or random);

procedure for the organization and conduct of material balance inventory (hereinafter referred to as MBI) and NM balance draw-up;

procedure for access control system use (hereinafter referred to ACS);

presence of NM in their locations, with random reconciliation of the accounting data and actual inventory of NM and confirmatory measurements;

measuring procedures and tools applied for NM accounting and monitoring, particularly by additional measurement of NM parameters by the personnel upon the inspector's request;

NM loss assessment procedures;

availability of documents for training and assessment of personnel knowledge;

organization of NM transfer to radioactive substances (hereinafter referred to as RS) or radioactive waste (hereinafter referred to as RW), or RW or RW transfer into NM (if there is a fact of such procedures).

Besides, it is recommended to include monitoring of the investigation of causes and circumstances of anomalies and non-conformances in NM AM and taking necessary measures.

16. When monitoring compliance with general NM AM requirements, it is recommended to check the presence and conformity to reference documents in the field of NM accounting and monitoring:

of the document on the establishment of the organization's service (appointment of a division) for NM accounting and monitoring (when conducting administrative control in the NM accounting and monitoring service);

of the provision on NM accounting and monitoring in the organization (when conducting administrative control in the NM accounting and monitoring service);

instructions on NM accounting and monitoring in the inspected MBA;

administrative document on the appointment of persons in the MBA audited accountable for the NM located in this MBA, and on the conclusion of financial liability agreements with them;

administrative document on the appointment of persons responsible for the organization and implementation of NM accounting and monitoring in the MBA audited;

administrative document on the appointment of an official responsible for the organization of NM measurements for the purpose of their accounting and monitoring;

seal application programs.

Besides, it is recommended to check the availability of key measurement locations in the MBA audited and their correct identification.

17. When monitoring the completeness of operational and technical accounting of NM and recording the results of accounting, it is recommended to check:

completeness and timely provision of the results of operational and technical monitoring of NM to operations management bodies and other established authorities;

correctness and timeliness of documenting:

NM travel in the MBA (including NM transfer from an accountable person to other persons, handover of an in-process NM from one process operation to another, or between shifts);

NV travel between MBAs (during transfers in the course of process operations between parties executing works located in different MBAs).

18. When monitoring the functioning of the automated accounting system (if it is available in the division), it is recommended to check:

correctness of the data transmitted to the automated accounting system;

compliance with the deadlines for transmitting data to the automated accounting system;

conformity of data contained in the database to accounting documents (random);

access rights to automated system information;

frequency and completeness of system maintenance.

19. When monitoring the maintenance of accounting and reporting documentation, it is recommended to check:

maintaining accounting documents in the MBA audited with the indication of:

data on the number and change in the number of NM in the MBA audited and the document that is the basis for the change;

parameters (characteristics) of the batch and source data for batch forming;

dates when NM amount is changed;

information about the sending organization and the receiving organization (for transfers of NM between organizations);

information about MBA-sender and MBA-recipient (for NM transfer between MBAs of the same organization);

availability of documented results of verification (calibration) of all measuring tools, data on sampling and results of their analysis, results of quality control of measurements, random and systematic measurement errors used for NM accounting;

the procedure for creating and registering reporting zones in the organization (hereinafter referred to as RZ) (when conducting administrative control in the NM accounting and monitoring service);

making up the Physical Inventory List (hereinafter referred to as PIL) and Inventory Change Report (hereinafter referred to as ICR), and, based on the results of MBI, Actual Physical Inventory List (hereinafter referred to APIL) and Material Balance Report (hereinafter referred to as MBR) in the audited MBA;

MBR approval by the head of organization;

values for each NM contained in MBR:

initial documented number;

increase and (or) decrease in the amount for the reporting inter-balance period (hereinafter referred to as IBP);

actual physical inventory of NM established based on MBI results;

inventory difference (hereinafter referred to as ID) and its errors;

the limit of permissible value of ID module established in accordance with regulatory documents in the field of accounting and monitoring of NM;

submission of information for each NM (for uranium, uranium-235, plutonium etc.) in total for the entire MBA audited;

a document attached to MBR to confirm the validity of the accepted value of actual physical NM inventory (if ID module exceeds the permissible value);

breakdown of APIL according to NM batches;

provision of reporting documents for RZ (RZ PIL and RZ ICR) by NM accounting and monitoring service to Rosatom, operating organization in accordance with the rules and deadlines approved by Rosatom (when conducting administrative control in the NM accounting and monitoring service);

no corrections in the accounting documents without the date of correction and the person who made the corrections;

making changes (corrections) with the date and surname of the person who made the changes (corrections), with legible wrong entry (if changes (corrections) were made to the accounting documents);

absence of any corrections in the reporting documents;

provision of new reporting documents or corrective reports if there are errors in the reporting documents.

20. It is recommended to check the following during the reconciliation (full or random) of the data of accounting and reporting documents:

data of MBA PIL, MBA ICE and data of accounting documents used for making up the former;

making changes to accounting and reporting documents in case of confirmation of statistically significant discrepancies during confirming measurements or upon the loss of integrity of seals and ACS, including those used for the physical protection of premises where NM are handled.

21. When monitoring the procedure for the organization and conduct of MBI and summing up NM balance, it is recommended to check:

frequency of scheduled physical inventory:

for MBA with category 1 NM - at least every two calendar months;

for MBA with category 2 NM - at least every three calendar months;

for MBA with category 3 NM - at least every six calendar months;

for MBA with category 4 NM - at least every twelve calendar months;

available decision of Rosatom, agreed upon with Rostechnadzor, on changes in the timing of MBI (if MBI is held less often);

indication of the following in the inventory committee reports:

results of checking the maintenance of accounting and reporting documentation, checking the availability and storage status of accounting units (hereinafter referred to as AU) with NM;

results of checking seals condition;

information about the accounting and confirming NM measurements during MBI;

all detected non-conformances and anomalies in NM accounting and monitoring (if any detected), a brief analysis of their causes, as well as measures taken during MBI to eliminate them;

the main results of MBI, including conclusions about the compliance or non-compliance of actual physical NM inventory with PIL data and of ID values with permissible limits;

availability of records attached to the report of all NM measurements performed during MBI;

signing of the inventory committee report by all members of the inventory committee and approval by the head of the organization;

special opinions of inventory committee members (if any).

22. When monitoring the procedure for applying ACS, it is recommended to check:

installation of identifiable single-use seals that meet national standards in places of access to rooms, chambers, boxes, containers and other equipment accommodating NM;

use of seals with unique identification features for NM of the first and second categories (when storing AU in MBA for more than one shift, when sending AU from MBA);

monitoring of installed seals in the intervals between MBI and documenting the results of the monitoring;

the procedure for opening the doors of storage facilities and other premises of MBA, where the first and second categories of NM are stored - the opening is performed by at least two persons included in the list of persons admitted to work with NM;

availability of documented evidence of ACS functioning and the absence of unauthorized access;

providing control for all NM through the use of seals or video monitoring systems, a combination of these methods;

ensuring control of personnel access to the premises accommodating NM using physical protection equipment.

23. During the monitoring of presence of NM in their locations, random reconciliation of accounting data and actual presence of NM, and confirmatory measurements, it is recommended to perform:

random check according to the log of the actual presence of NM in their locations;

random reconciliation of data sheet information (number, series) with those actually present on AU (if possible);

verification of the documentation of confirmatory measurements;

selective confirmatory measurements of AU.

24. When monitoring procedures and measuring tools used for NM accounting and monitoring, in particular by means of additional measurements of NM parameters performed by personnel as requested by the inspector, the following should be checked:

availability of calculation procedures used for calculating the number of NM, their proper registration in the form of separate documents (if such procedures are available);

availability and compliance with the terms of recertification of measurement procedures (if such procedures are available);

valid metrological verification stamps available on measuring tools used in the NM measurement system, and (or) certificates of state verification (corresponding marks in the record cards  for measuring tools);

availability and compliance with the schedule of the verification of measuring tools used in the NM measurement system;

availability of a measurement program that includes: lists of key measurement points, measurement procedures, reference specimens, measuring tools indicating the name and type of the tool, sampling procedures; information on the frequency of measurements, measurement accuracy required to meet the requirements and criteria established in laws and regulations of the Russian Federation and in corporate documents on the terms of preparation and forms of documents where measurement results are recorded, on the terms of revision of this program - at least every 5 years;

availability of a measurement quality control program (or a separate section in the NM measurement program dedicated to measurement quality control), which includes: a description of measurement quality control procedures (for example, the organization and procedure for verification (calibration) of measuring tools, internal quality control of measurement results), as well as the terms of revision of this program - at least every 5 years.

25. When monitoring procedures for the assessment of losses, it is recommended to check:

approval of NM losses standards by Rosatom and compliance with the deadlines for reviewing these standards;

daily monitoring of the NM content in wastewater discharges and in atmospheric emissions;

correct write-off of NM losses in accordance with approved standards.

26. When monitoring the investigations into the causes and circumstances of anomalies and violations in the NM accounting and monitoring and taking necessary measures, it is recommended to check:

documentary registration of the fact of an anomaly or violation by the NM accounting and monitoring service, as well as participation of the service in further investigation;

the fact and deadlines of the transfer of information on the detection of an anomaly and a special report (hereinafter referred to as SR) to Rostechnadzor and Rosatom;

investigation and preparation of a SR in case of any significant discrepancy between the data of the supplier and the recipient, the results of accounting data and confirming measurements, or if the ID exceeds the established criteria during MBI;

the content of SR (if any) with the description of the following:

circumstances, events and (or) series of events related to NM, where the anomaly is detected;

NM characteristics;

source data for determination of NM quantitative characteristics;

action plan for the prevention of any similar anomalies in the organization in the future;

sending a report on the implementation of measures to eliminate and prevent anomalies and their causes to Rostechnadzor and Rosatom after the anomaly is investigated and measures are taken;

sending this report to the sending organization (if the anomaly was detected during the acceptance of NM);

implementation of the action plan to eliminate the anomaly;

compliance with the instructions issued by Rostechnadzor to eliminate non-conformances to the federal rules and regulations in the field of atomic energy use identified during inspections (if such instructions are issued).

27. When monitoring the availability of documents for training and knowledge assessment of personnel, it is recommended to check:

availability of appropriate authorizations conduct work in the field of atomic energy use;

proof of training, refresher training  and assessment of the personnel involved in the NM AM for the knowledge of federal rules and regulations in the field of atomic energy use, process regulations, requirements of the processes of work execution, job descriptions and operational instructions in the field of NM accounting and monitoring.

28. When monitoring the organization of the transfer of NM to RS or RW, or RW to NM, it is recommended to check:

availability of the relevant report of the committee approved by the head of organization used as the ground for the transfer;

availability of the administrative document of the head of the organization on the transfer, issued based on the above report;

registration of the amount of discard NM in the accounting and reporting documents of state NM accounting and monitoring system during the transfer of NM to RS and (or) RW; and registration of the amount and characteristics of RS and (or) RW registered in the state RS and RW accounting and monitoring system in the accounting and reporting documents of the state RS and RW accounting and monitoring system;

coordination of the regulation (procedure) used to transfer NM to RW (when transferring NM to RW) with Rosatom;

the availability of decision of Rosatom on the use of NM in the manufacture of RS (for the NM owned by the state) or the decision of the head of the organization for the use of NM in RS manufacturing (when using NM owned by a legal entity), the calculation of required amount of NM for the manufacture of RS, and the certificate for the manufacture of RS or other document confirming the fact of RS manufacture (when NM is transferred to RS).

29. The description of measures given in paragraphs 16-28 of this Safety Guide should be reflected in the document (instructions, procedure, provision) approved by the head of the organization.

30. When planning administrative control, it is recommended to take into account the specifics of handling the NM of the audited division and conduct administrative control either on all issues specified in paragraphs 16 to 28, or on individual issues, depending on this specifics.

III. Documentation of the results of administrative control

31. The results of audits within the framework of administrative control should be formalized in the administrative control report (hereinafter referred to as the Report), which should contain:

audit date;

full name and position of the Chairman and members of the committee or authorized official who carried out the audit;

list of inspected MBA or indication about the inspection of NM accounting and monitoring service;

completed administrative control arrangements;

identified shortcomings and non-conformances to regulatory documents in the field of accounting and monitoring of NM and recommendations for their elimination (if there are shortcomings and non-conformances).

The recommended template of the Report is given in Appendix 1 to this Safety Guide.

32. The Report signed by all members of the committee or an authorized officer who carried out the audit, approved by the head of the organization, should be presented under the signed acknowledgment to the head of NM accounting and monitoring service and persons responsible for the organization of NM accounting and monitoring of the audited divisions.

33. One copy of the Report should be sent to the NM accounting and monitoring service and to audited divisions.

34. If deficiencies and (or) non-compliances with the requirements of guidelines for the accounting and monitoring of NV are identified during administrative control, it is recommended to draw up an action plan to eliminate deficiencies and (or) non-compliances or another document containing measures to eliminate deficiencies and (or) non-compliances identified during administrative control (hereinafter referred to as the Plan).

The Plan should reflect measures to eliminate non-compliances with the requirements of regulatory documents in the field of accounting and monitoring of NM, the time frame for eliminating these non-compliances, as well as parties responsible for the implementation of the measures.

The recommended template of the Plan is given in Appendix 2 to this Safety Guide.

35. Responsibility for the preparation of the Plan should be entrusted to the person responsible for the organization of accounting and monitoring of NM in the MBA, where non-compliances with the requirements of the guidelines for NM accounting and monitoring were identified, or the head of NM accounting and monitoring service, when non-compliances are identified in the NM accounting and monitoring service.

36. Action plan for the elimination of deficiencies and (or) non-compliances in MBAs, agreed upon with the head of NM accounting and monitoring service of the organization, should be approved the head of the organization.

37. The Plan follow-up should be provided by the NM accounting and monitoring service, and if the party responsible for the implementation of measures is the service itself, by the deputy head of the organization for NM AM, duly authorized by Rostechnadzor.

Appendix 1 
to the safety guide in the use of atomic energy "Recommendations for the organization and conduct of administrative control of the state of accounting and monitoring of nuclear materials" approved by the Order of the Federal Environmental, Industrial and Nuclear Supervision Service 
No. _______ dated ______________, 201__ 

(recommended template)

APPROVED BY

_________________________________

position

_________________________________

Full name

________________________________

signature of the company head

______________, 20___

Report

on administrative control in

_____________________________________

audited MBA or service

____________, 20__                                            No. ______

This Report is drawn up to certify that from ___________, 20__ till ___________, 20__ the committee consisting of:

	committee chairman:
	

	
	position, full name

	committee members:
	

	
	position, full name

	
	

	
	position, full name


carried out administrative control of the NM accounting and monitoring status. <1>

1. The following activities were carried out during the administrative control (specify the activities carried out according to paragraphs 16 to 28 of this Safety Guide) __________________________

2. The following weaknesses and non-compliances with requirements of regulatory documents in the field of NM accounting and monitoring were revealed during the administrative control (specify the non-compliances with reference to the paragraphs of regulatory documents in the field of NM accounting and monitoring) ______________

___________________________________________________________________________

3. A plan for the elimination of identified non-compliances is to be submitted by ____________, 20__.

	Committee Chairman:
	
	
	

	
	signature
	
	Full name

	
	
	
	

	Committee members:
	
	
	

	
	signature
	
	Full name

	
	
	
	

	
	signature
	
	Full name


Head of the NM Accounting and Monitoring Service:

	READ and UNDERSTOOD
	
	
	

	
	signature
	
	Full name


Party responsible for the organization of NM accounting and monitoring in MBA:

	READ and UNDERSTOOD
	
	
	

	
	signature
	
	Full name


--------------------------------

<1> If the administrative control is carried out  by an authorized official without a committee, the words "committee consisting of" and "committee Chairman" are crossed out, and a dash is put in "committee members" lines.

Appendix 2 
to the safety guide in the use of atomic energy "Recommendations for the organization and conduct of administrative control of the state of accounting and monitoring of nuclear materials" approved by the Order of the Federal Environmental, Industrial and Nuclear Supervision Service 
No. _______ dated ______________, 201__ 

(recommended template)

APPROVED BY

_________________________________

position

_________________________________

Full name

________________________________

signature of the company head

______________, 20___

Action plan
 for elimination of deficiencies/non-compliances with requirements of 
regulatory documents in the field of accounting and monitoring of 
nuclear materials identified during 
administrative control

	Item
	Identified deficiencies/non-compliances (with references to paragraphs of regulatory documents)
	Measures to correct the identified deficiencies/non-compliances
	Person responsible for the measure to correct the deficiency/non-compliance, full name, position
	Deficiency/non-compliance correction deadlines
	Record of accomplishment

	1
	2
	3
	4
	5
	6


Note. Column 6 is filled in by the head of NM accounting and monitoring service of the organization.

Party responsible for the organization of NM accounting and monitoring in MBA:

	
	
	
	

	
	signature
	
	Full name


AGREED

Head of the NM Accounting and Monitoring Service:

	
	
	
	

	
	signature
	
	Full name


