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SHAPEC TGI GL Revision/CHANGE Log
Rev/Ch
Date(s)
Significant Changes

Original
03/24/00
Original Issue

Rev- Ch1


03/25/00-11/26/00
Minor editorial updates to Original made as Revision -Change 1

Rev A

REV A

(Con’t)
11/27/00
This revision updates terminology to reflect transition from BAIM FrameMaker to AIM NT as well as documents all corporate agreements reached during the 20-22 June 00 (Level of Detail) and 13-14 July 00 (structural welding and NDT) meetings. Significant changes include the following:

Para 3.5.1- Prohibits use of SFTs for SF work.

Para 3.6.13- Deletes “STRL WORKMANSHIP/WELDING CERT” requirements from TGI cover sheet Work Certification signature blocks.

Para 3.9.2- Revises “Source Document” designators in TGI Reference Table to “S”, “Y”, and “N”.

Para 3.9.3- Adds guidance for situations where ATIS SDI As-Built Reference Revision Block is blank (PNSY EPD Training Bulletin 00-13) and for determining Non-Shipalt drawing applicability.

Para 3.9.14.1- Clarifies meaning of “LAT” for local instruction revisions.

Para 3.9.15- Updates instructions for excerpting Tech Manual requirements.

Para 3.9.16- Adds requirement to reference Wiring Table Sheets and Wiring Diagrams in TGIs which disconnect or reconnect HP&A non-nuclear electrical equipment. 

Para 3.9.17- Adds requirement for TGI to state that unmounted electrical equipment shall be grounded.

Para 3.10.2.1 (Note)- Requires Appendix J and M missing fields to be left blank if an assembly crosses a boundary.

Para 3.10.5- Adds QA forms now available in WORD/FrameMaker.

Para 3.11.3.2- Clarifies that radiological exposure number for level of effort services is the ICN KO being charged.

Para 3.11.3.4.4- Adds “Work Completion Signature” for all SUBSAFE/SOC “A”, “R”, and applicable “H” phase TGIs.

Para 3.11.3.10- Clarifies Non-Nuclear Engineering and Planning Test Division responsibility for obtaining concurrence on nuclear interface work.

Para 3.11.4- Adds requirement for identifying related CU Phases/TGIs and ICN/KOs in Paragraph 4 of TGI.

Para 3.12.2- Revises title of “Depot Level Repairable Turn-in Carcass” standard technical requirement.

                  - Expands scope of Engineering Reporting Requirements (Corporate) standard technical requirement to all URO-MRCs.

                  - Adds standard technical requirements for Install and Remove Preventive Maintenance Covers.

Para 3.12.4- Clarifies use of QA-28 form for specifying required shop test and acceptance criteria.

Para 3.14.2- Adds guidance for SHAPEC approval of TGIs for Executing Activity.

Para 4.4.1- Specifies use of BOLD black font for Executing Activity updates/revisions to TGIs.

Para 4.4.2- Deletes TGI change instructions applicable only to FrameMaker.

Para 4.4.3- Deletes Cover Sheet update instructions applicable only to FrameMaker.

REV A

Ch 1
01/03/01
Para 3- Provides hyperlink to new reference file for Enhanced TGI preparation.

Moves MS and TM banner instructions from Section 3.9 (References) to 3.12.1.8 (Procedure) for more appropriate sequence.
Adds APPENDIX G for specifying applicable Maintenance Standard (MS) General Acceptance Criteria (GAC). See paras 3.9.11 and 3.10.6.

Para 3.6.5- Requires that TGI preparer specify SHAPEC supervisor in “Approved by” block when SHAPEC is approving TGI for Executing Activity.

Deletes provisions for pen and ink changes (Previous Section 4.3 deleted).


REV A

Ch 2
02/25/01
 Clarifies that drawing references listed in Appendices (i.e. QA Forms, Appendix M sheets, etc.) need not be listed in the table in Paragraph 2 of the TGI unless a component assembly has been changed to a later revision than the SDI revision. Drawing revisions in the Appendices do not need to agree with the TGI reference revisions or with those found in other appendices when they are listed in multiple locations. (See paras 3.9 and 3.10).
Para 3.9.16- Specifies that all TGIs directing electrical shop work be farmed-out or forwarded to Code 270 for concurrence.
Clarifies that GAC may be included directly in TGI procedure (Para 5 of TGI) when used for single occurrences (see paras 3.10.6 and 3.9.11) but preference is to insert as part of Appendix G.

Para 3.19.14.1- Changes UIPI revision designation from “applicable” to “latest” (LAT).



REV A

Ch 3
04/26/01
Para 3- Adds new hyperlinked reference files with flowchart and instructions for enhanced TGI development.
Para 3- Adds new hyperlinked reference file with supplemental procedure for TGIs involving Corporate Component Repair Program (CCRP) components.

Para 3.9.4- Clarifies requirements for referencing PYs and LARs.
Para 3.9.16-  Clarifies that TGIs involving Air Conditioning and Refrigeration (AC&R) electrical work require Code 270 concurrence.
Para 3.12.1.8- Clarifies requirement for specifying dimensions to be recorded on QA-17C form.


REV A

Ch 4
06/21/01
Para 3.6.6.2 – Adds note to send drawings to technical concurrence codes when not available in ATIS/JEDMICS.
Para 3.9.3 – Clarifies wording regarding as-built drawing revisions. Adds SDI Update Form (now available on “O” drive for PNSY and non-PNSY availabilities.)
Para 3.9.4 – Adds requirement to include associated PY number when referencing LAR.
Para 3.10.8 – Replaces JFMM with UIPI 0900-002 for QA forms, and deleted JFMM Reference File.
Para 3.11.1.4 – Clarifies that SSSR note required as subparagraph of TGI para 4.1 only when applicable.
Para 3.11.3.6.2  – Adds requirement for new note to document installation of new Level I valve and to include generic material description of valve body in TGI or Appendix M (per SAR 705-0005).
Para 3.11.3.6.3 – Adds requirement to include note for using Level I brazing consumables for Level I and MCD A systems.

Para 3.12.1.8 – Specifies administrative changes to SUBMEPP technical directive excerpts by SHAPEC/EPD personnel will be in italics.
Para 4.1 – Adds Deficiency Form (DF).
Various Paragraphs – Adds “DF” terminology where appropriate.

Pending*
Not issued yet
Para 3.10.1 – Clarifies requirements for specifying torque on QA-28 forms and test requirements on QA-34 forms.

* Pending changes have not yet received corporate concurrence, but are provided for clarification.
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1. PURPOSE OF TGI GUIDELINES

This instruction provides direction and guidance for the preparation of Non-Nuclear, Non-Test Task Group Instructions (TGIs). Direction and guidance is provided for completing all Sections of TGIs. This document is intended to be used in conjunction with Advanced Industrial Management (AIM) HELP. It is not intended to replace or serve as a substitute for these documents. The intent is to produce standard TGIs that contain minimal differences between activities so they can be readily exchanged and used as written.

2. APPLICABILITY OF TGI GUIDELINES

This instruction applies to the preparation of Non-Nuclear, Non-Test Task Group Instructions (TGIs) for all AIM Projects, including submarine INACTIVATIONS.

3. TGI PREPARATION:

Flowchart for development of “Enhanced TGIs” is found in linked reference file: Enhanced TGI Development Flowchart. Detailed instructions for “Enhanced TGI” preparation are found in linked reference file: SHAPEC Preparation of Enhanced Task Group Instructions. Supplemental instructions for developing TGIs involving Corporate Component Repair Program (CCRP) components are provided in linked reference file CCRP TGI PROC.

3.1 DOCUMENTATION REVIEW:

When assigned the task of writing a TGI, obtain and review all available documentation and information applicable to the Component Unit (CU) Phase for which you are preparing the TGI. This includes the following:

3.1.1 Hull specific Drawing Schedule including applicable Planning Yard Responses (PYRs) for any Shipalt drawings (as applicable) authorized for accomplishment.

3.1.2 Applicable SUBSAFE Certification Boundary Book (SSCB) in conjunction with local supplemental instructions to ensure that SUBSAFE and Re-entry Control (REC) requirements are properly applied.

3.1.3 NAVSEA INST 0948-LP-045-7010 (Material Control Standard [Non-nuclear]) against applicable Submarine Material Identification and Control for Piping Systems Boundary Book to ensure that any Advance Change Notices (ACNs) to the parent 7010 specification are factored into TGI preparation as required. 

3.1.4 Advanced Equipment Repair Program (AERP) Component Interchangeability Data Sheets provided by SUBMEPP, which provide fit-up instructions for AERP components to be on-loaded during the availability.

3.1.5 Shipyard Process Instructions (PIs), Uniform Industrial Process Instructions (UIPIs) and other shipyard instructions for CU Phase applicability and applicable revision/change (See linked Reference File: List of locally Required Process Instructions for each Shipyard. 

3.1.6 Technical Manuals, Submarine Maintenance Standards (MSs), NAVSEA Instructions, etc., for CU Phase applicability and applicable revision/change.

3.1.6.1 For MSs, review the changes to ensure the scope of the MS applies to the scope of the TGI.

3.1.7 Applicable references associated with the approved CU Phase.  In addition, check lessons-learned (Deficiency Forms (DFs) (Deficiency Logs (DLs)/ Deficiency Reports (DRs)), Readiness Reviews, Audit and Critique Reports, etc.) associated with the CU Phase.

3.1.8 The overall Job Summary within which the TGI resides, with particular attention to Engineering Notes.  Also the applicable CUPHs for notes in the CUPH "Description" and "Other Special Requirements" blocks.

3.1.9 Maintenance Standard No.7650-081-003 (latest revision) Circle I/V Attributes.

If the CU Phase has been accomplished on a previous availability, rollover the Master TGI to the new availability in accordance with guidance in paragraph 3.3 below, incorporating any changes required as a result of the above documentation review. If the CU Phase has not been previously accomplished, prepare a new TGI in accordance with guidance in paragraph 3.4 below, and incorporate any changes required as a result of the above documentation review.

3.2 TGI BUILDER (Applicable to SCO BAIM Only)

“TGI Builder” is the AIM computer program used to: (1) Assign TGIs to the Technical Codes for development; (2) Generate the TGI from Job Summary information; and (3) Issue the TGI to Work Packaging. The AIM Job Planning (JPL) Desk Guide discusses how to use “TGI Builder”, “TGI Builder” is being phased out and replaced by AIM NT Software for Word TGI development.

3.2.1 Assigning TGIs in “TGI Builder”.

3.2.1.1 For JS01, the TGIs will be assigned by Code, such as 250, and suffix two letter shipyard code followed by 1 (i.e., PN1 = Portsmouth, PS1 = Puget Sound, NN1 = Norfolk, PH1= Pearl Harbor).

3.2.1.2 For JS02, the TGIs will be assigned by Code, such as 250, and suffix two letter shipyard code followed by 2 (i.e., PN2 = Portsmouth, PS2 = Puget Sound, NN2 = Norfolk, PH2 = Pearl Harbor).

3.2.1.3 For new work, the TGIs will be assigned by Code, such as 250, and suffix two letter shipyard code followed by N (i.e., PNN = Portsmouth, PSN = Puget Sound, NNN = Norfolk, PHN = Pearl Harbor).

3.2.1.4 After assigning the TGI to the appropriate code, assign the TGI to a TGI writer and identify NOFORN as applicable.  Populate issue date in accordance with local procedures.

3.3 ROLLOVER FROM EXISTING SOURCE TGI

The process used to develop TGIs from an existing source (previously executed TGI) is contained in the linked Reference File: TGI Development from Existing Source TGI of these Guidelines. The TGI writer should refer to this Reference File to “rollover” a previously executed TGI to another availability.

3.4 DEVELOPMENT OF NEW TGI

A new TGI may be created in one of two formats:

· Short Form TGI-See Paragraph 3.5
· Long Form TGI-See Paragraph 3.6

3.5 SHORT FORM TGI

Short Form TGIs (SFTs) are those that do not require any additional technical direction and are issued with data provided in the Job Summary CU-Phase. Candidates shall be determined during the Job Summary process and ensure the proper technical direction exists at the CU-Phase and Task description level.  All references and applicable revisions are to be identified on the CU-Phase reference list. SFTs shall meet the following criteria:

3.5.1 SFTs shall not contain Radiological Controls and/or work requiring external concurrence unless the controls can be delineated by stand-alone instructions. SFTs shall not be used where Objective Quality Evidence (OQE), I & V attributes, recorded data, in-process inspection(s) or submitting of reports are needed. They can be used for signature requirements as follows:(a) pre-test inspection, (b) paint sampling/testing, and (c) closure blank installation/removal). SFTs shall not involve SUBSAFE or Scope of Certification (SOC) work.  Any other special requirements shall be clearly defined by the use of the “Special Requirements” block coupled with technical references (if necessary) and must be within the ability of the production shop to accomplish, without clarifying technical direction. SFTs shall not be used for Ship’s Force work during an availability (use CU PHs for schedule placeholders with NO TGI REQUIRED).

3.5.2 The work scope, work boundaries, location and shipping or disposition instructions can be clearly defined by the CU-Phase description block and/or the task description(s).

3.5.3 SFTs used for work where specific technical sequences are required must state that the work shall be accomplished in accordance with the specified technical sequence.


Note: Go to Job Summary Guidelines for additional guidance when preparing Short-Form TGIs.

3.6 TGI COVER SHEET/CONCURRENCE SIGNATURES


Notes:

1. Production and dissemination of classified material is subject to and governed by the provisions and current edition of DOD 5220.22, Industrial Security Manual for Safeguarding Classified Information. No classified information such as “CONFIDENTIAL” or “SECRET” shall be placed in the AIM Automated Data Processing (ADP) system. All Non-Classified information including Naval Nuclear Propulsion Information (NNPI), Not Releasable to Foreign Nationals (NOFORN) and For Official Use Only (FOUO) information can be entered in the AIM ADP system. If classified material is to be entered into TGIs, this information will be developed manually from the Job Summary information without the use of the AIM ADP system.

2. Some of the information contained on the Cover Sheet will be completed using information from the Job Summary development process. The following information is provided to assist the TGI writer in completing the Cover Sheet.

3. Instructions for subsequent TGI changes are addressed in paragraph 4 of these guidelines

3.6.1 COMPONENT NAME, TYPE, PHASE, REPEAT, CHANGE, SHIP/HULL NO., SHIP/HULL NAME, SYSTEM, PROJECT and CU PHASE TITLE are pre-assigned by the AIM Job Summary CU Phase data associated with the specific project.

Note: The PROJECT is assigned when the project Business and Strategic Planning Office (BSPO) establishes the COAR.

3.6.2 PREPARING ACTIVITY - Assigned by the Executing Activity’s BSPO in AIM Project Administration.

3.6.3 No /S/ is required for ELECTRONIC SIGNATURE. 

3.6.4 PREPARED BY SIGNATURE - The “Prepared by” signature block is to be filled in by the TGI author for original issue. 

3.6.5 APPROVED BY SIGNATURE - The “Approved by” signature block is to be left blank by the TGI preparers.  This block is the responsibility of the Executing Activity.  Do not identify personnel names or codes. 
Note: When SHAPEC is approving for Executing Activity, the TGI preparer shall specify SHAPEC supervisor in the “Approved by” signature block (see paragraph 3.14.2).

3.6.6 CONCURRED BY SIGNATURE (1st block)

3.6.6.1 WHEN USED BY OTHER THAN EXECUTING ACTIVITY- This block is to be filled in by the cognizant SHAPEC supervisor who performs a technical review of new and rolled over TGIs for compliance with the TGI GUIDELINES.  This review checks for accurate references, complete with required objective quality evidence (QA Forms) and proper technical direction, proper material identified and consistency with the Job Summary CU Phase information (MR).

3.6.6.2 WHEN USED BY EXECUTING ACTIVITY FOR INTERNAL AND EXTERNAL CONCURRENCES - This block is to be filled in by the cognizant concurrence code who performs a technical review of TGIs for compliance with technical requirements.  
Note:   To expedite TGI processing, include referenced drawings, or photocopies of specific sheets for large drawings when forwarding TGI for concurrence (especially for drawings that may not be available in ATIS or JEDMICS.)

3.6.7 PREPARER/APPROVER PHONE NUMBERS are to be complete commercial phone numbers not just the four digit extensions.  This is required for multiple shipyard use.

3.6.8 EXTERNAL CONCURRENCES - The executing shipyard shall make their own local concurrence to ensure differences in shipyard policies are taken into account. (This refers to Radiological Control {RADCON}, Nuclear Engineering & Planning Department {NEPD}, Office of Safety and Health {OSH}, etc.). The TGI author is to fill in the appropriate Department level concurrence code (e.g. 105, 2300, 106, etc.) block only - do not identify personnel names or fill in the date. Examples of when external concurrence is required are:

3.6.8.1 Obtain Radiological Engineering Division concurrence on TGIs directing radiological work as required by Corporate Nuclear Power Manual (CNPM) RADCON-A-9, paragraph 2.1.2(c).  See Appendix Y of CNPM RADCON-A-9 for the definition of radiological work.  Refer to the Corporate Ship’s System Status Report (SSSR) (found in CNPM RADCON-A-8) for a list of systems/areas requiring radiological controls (also consider TD-169 as Potentially Contaminated).  Additional radiological controls, other than those provided by the standard notes, will be required for some TGIs on a case basis.

3.6.8.2 Obtain Nuclear Engineering and Planning Department (Code 2340) concurrence on TGIs performing work in nuclear/non-nuclear interface areas.  Refer to local shipyard instructions and/or plans, which indicate when concurrence is needed.

3.6.8.3 SUBMEPP (Code 1800) will concur on the technical adequacy of those portions of TGIs developed from SUBMEPP instructions, as part of the TGI development process.

3.6.9 REASON FOR WORK/NEED FOR CHANGE - This block is to be left blank at initial issue of the TGI.  There is no need to enter SWLIN and line item paragraph number.  This information is available in the Job Summary.  

3.6.10 CHANGE INSTRUCTION BLOCK. At the bottom of this block, identify from which ship the TGI was developed.  For example: “TGI DEVELOPED FROM SSN721.”  Also, identify what corporate DLs have been incorporated into the corporate TGI* since its last use.  For example: “SSN763 DL-001 INCORPORATED.”  If there is no prior history, enter “NEW TGI”.

*Note:  The corporate TGI (defined as latest version with current lessons learned incorporated) does not have to identify corporate DLs already identified in TGIs for previous availabilities.

3.6.11 SPECIAL REQUIREMENTS. For WORD TGIs, special requirements flagged during Job Summary development are automatically downloaded to the TGI cover sheet.

3.6.11.1 “NUCLEAR” should be specified in Special Requirements block when the TGI directs work to be done on components under nuclear cognizance. 
Note:  Nuclear flag is automatically assigned in AIM at the component level.

3.6.11.2  “LEVEL I” should be specified in Special Requirements block when the TGI directs work to be done within a Level I system. The Level I Material Control Standard (Non-Nuclear), NAVSEA 0948-LP-045-7010, defines items to be controlled as Level I. In addition, ACN 1-3 to the 7010 Manual requires that replaced Fasteners and Plugs be Level I controlled in certain components previously exempt from Level I. These items are identified in Appendix B, paragraph 2.1.9, of the 7010 Manual. The LEVEL I flag is set at the component level. If it is missing, the CU needs to be modified.

3.6.11.3  “SUBSAFE” shall be specified in the Special Requirements block when the CU is within the Level I or SUBSAFE boundary. 
Note:  Level I or SUBSAFE is directly inserted into the Special Requirements block when the CU is within the Level I or SUBSAFE boundary. 

3.6.11.3.1 The SUBSAFE Certification Boundary Book (SSCB) and the SUBSAFE Manual, NAVSEA 0924-062-0010, define items in the SUBSAFE boundary. Examples of these are:

· Disturbance of an item within the SUBSAFE boundary, restoration or repair of material or inspection of material within the SUBSAFE boundary (e.g.: A hull insert or the hull portion that is part of a tank boundary, etc.).

· Pre-Fabrication by assembling/joining more than one piece of material within the SUBSAFE boundary.

· Some situations do not require controlling as SUBSAFE work such as painting, lagging, installation of spray shields which could not potentially affect the SUBSAFE boundary is not SUBSAFE work and should not have SUBSAFE and/or Level I in the Special Requirements block.  The need for SUBSAFE and/or Level I controls can be negated by manually deleting “SUBSAFE” and/or “Level I” from the Special Requirements block.

· Work such as welding attachments to the pressure hull structure or envelope is SUBSAFE as the work could potentially affect the SUBSAFE boundary, but an exception is allowed to weld the attachment without REC controls.  Therefore, mark the cover sheet of the TGI “SUBSAFE (See General Requirement 4. __).” Manually fill in the blank with the appropriate paragraph number.

· Upon insertion of the SUBSAFE Removal and SUBSAFE Inspection Standard Note(s) to the General Requirements Section, TGI paragraph 4, the following text will be added to the Cover Sheet Special Requirements block: “SUBSAFE See General Requirement 4. __” (Fill in the blank with the appropriate paragraph number). The SUBSAFE Removal and SUBSAFE Inspection SHAPEC Standard Note(s) are identified in the linked Reference File: List of Standard Notes.
3.6.11.4 Enter "Scope of Certification (SOC)” in the Special Requirements block when the TGI directs work to be done within the SOC boundary (e.g. Dry Deck Shelter modification). This includes those TGIs that direct pre-fabrication work within the SOC boundary when it includes assembly of more than one component.

3.6.11.5 For NOFORN documents, ensure the following NOFORN text is inserted in Special Requirements block.

THIS DOCUMENT IS SUBJECT TO SPECIAL EXPORT CONTROLS AND EACH TRANSMITTAL TO FOREIGN GOVERNMENTS OR FOREIGN NATIONALS MAY BE MADE ONLY WITH PRIOR APPROVAL OF THE NAVAL SEA SYSTEMS COMMAND

Note: For a complete list of Special Requirements associated with TGIs, see Reference File entitled: Special Requirements.

3.6.12 Complete the LIST OF EFFECTIVE PAGES (LOEP).  Every sheet of the TGI should be listed individually and consistent with the footers of the actual pages.  Do not list Appendix “D” as D-1, as it becomes part of the master package once a mechanic/work packager writes a Deficiency Log against the TGI.  Add extra rows to the LOEP as required ensuring there are sufficient spaces for executing shop/code to add DFs.  Also, Appendix “M” is considered an effective page regardless of its use (Do not delete).

3.6.12.1 Ensure the QA forms are part of the LOEP. The AIM NT template automatically numbers the QA forms sequentially. Enter the page numbers as assigned by the TGI template in the LOEP.

3.6.12.2 Appendices: Page numbering for appendices is as follows:

Appendix "J" sheet 1 should read "J-1" in LOEP.

3.6.12.3 Enclosures:  Page numbering for enclosures is as follows:

Enclosure 1 sheet 1 should read "E1-1" in LOEP; sheet 2 should read "E1-2", etc.

3.6.13 COMPLETION OF WORK REVIEW SIGNATURE BLOCK- The shop/TSD is to be left blank by Engineering and Planning. This block is to be filled in by the first line supervisor/work leader/zone manager that has been assigned the particular job.

3.6.14 PHYSICAL INSPECTION REQUIRED - For Non-Nuclear work, this block is to be checked “NO” Structural Pre Test Inspections (PTIs) per NAVSEAINST 4730.1 are to be found in the body of the procedure in the TGI. The executing activity may change this block to “YES” to invoke local inspection requirements.

3.6.15 RECORDS REVIEW - This block is left blank by the TGI writer and is filled in by the Executing Activity.  Do not “N/A” this block.

3.7 TGI PARAGRAPH TITLES

The paragraphs of the TGI are titled as follows:

Paragraph 1: Scope/Purpose

Paragraph 2: References

Paragraph 3: Appendices and Enclosures

Paragraph 4: General Requirements

Paragraph 5: Procedure

3.8 TGI SCOPE/PURPOSE (TGI Paragraph 1)

3.8.1 Summarize the scope of work to be accomplished by the TGI and the reason the work is being performed.

3.8.2 Review the Work Scope provided in the Job Summary Enclosure for the CU Phase for which you are preparing the TGI.  The work performed by the TGI must be the work described in the Job Summary.  If during TGI development you identify additional or unnecessary work, contact the PEPM or JPL and modify the Job Summary as required. The Scope/Purpose may include Deficiency Report numbers (if they are the reason for the TGI), Ship Alts, Alterations and Improvements (A&Is), Submarine Maintenance Standard (MS), etc. Include boundaries if applicable.  Clarify boundaries by the use of such phrases as “up to and including” and “up to but not including.”  The boundary description must enable the mechanic to visualize a well-defined envelope, the contents of which reflect the scope of the TGI.

3.8.3 If the TGI is correcting a Current Ships Maintenance Project (CSMP) or Deficiency Management Tracking System (DMTS) item/deficiency, this must be stated in the TGI Scope/Purpose paragraph listed by number (Note: also see paragraph 3.9.8 and the Reference File entitled: Standard Technical Requirements, CSMP/DMTS paragraph). 

Note:  Where the work package includes a note indicating that SUBMEPP has determined that a CSMP item will be cleared by authorized work, do not reference this CSMP item in the TGI.

3.8.4 Authority to deviate must be addressed in TGI paragraph 1.

3.9 TGI REFERENCES (TGI Paragraph 2)

The following provides guidance to identify reference documents in the TGI Reference Table. The Table below illustrates how the references should be identified, and the Reference Table header information required: 
Note:  Drawing references listed in Appendices (i.e. QA Forms, Appendix M sheets, etc.) need not be listed in the table in Paragraph 2 of the TGI unless a component assembly has been changed to a later revision than the SDI revision. 

Note:  If no references are required, enter “None.”  Do not delete the reference table because this will create a problem when updating, revising or rolling over the TGI.

Note:  If a drawing is not available in the correct revision (e.g., vendor drawings), use of a different revision of the drawing may be authorized after appropriate technical review. Include standard note “Reference revision is different than the SDI” (see reference file: List of Standard Notes) under the reference table in paragraph 2 to indicate the listed drawing revision does not match the SDI. 

Ref No.
Document/Drawing Number
Document/Drawing title
Rev
Chg No.
Copy Reqd (Y/N)
Source    Doc (S/Y/N)

1
DWG 513-6317252
SSM EMBT BLOW FWD FR 65 AFT 125
A

Y
N

3.9.1 Copy Required
Identify the references technically required to accomplish the TGI as “Copy Required” in the appropriate block. Copy required is checked “Y” (Yes) when the reference must be packaged and physically on the worksite. Copy required is checked “N” (No) when the reference must be either physically available in Work Packaging and Control (WPC), or readily obtainable by WPC if needed.

3.9.2 Source Document
Identify references as “SOURCE DOC” when information from the document was used in the body of the TGI as follows:

· “S”- Source used to create TGI, i.e. excerpted info in body of TGI.

· “Y”- Reference is to be made available for Production Supervisor review.

· “N”- Not required as a source document.

Note: This column can then be used to identify TGIs that must be reviewed when the source document has changed. Ensure technical direction provided in the body of the TGI is correct and in compliance with applicable source document requirements.

3.9.3 DRAWINGS
Based on the applicable effective date for specifications for the availability, identify the as built revision of each reference (and applicable associated Technical Variance Documents (TVDs)). Ensure appropriate drawing revisions are used.  When applicable APLs specify a drawing revision, list the revision specified in the APL. Otherwise list the drawing revision stated in the ATIS SDI (i.e., as built revision) as follows: 

· Check the Advanced Technical Information System (ATIS) Ships Drawing Index (SDI).  If the as-built drawing revision is blank/not found in ATIS version of the SDI, check the hard copy of the SDI and the 688 SHIPALT Tracker.  If the drawing revision cannot be found in these sources, write a Liaison Action Request (LAR) to the Planning Yard to determine the proper applicable revision of the drawing. SDI Update Forms for PNSY and non-PNSY availabilities are available on the O:\SHAPEC\Forms drive. For non-PNSY availabilities, an LAR is required and the SDI Update Form may be attached.

  Note: If the as-built drawing revision is BLANK in the ATIS SDI, one of the following is indicated:

· The drawing is intended to be used for future construction/installation (e.g. SHIPALTs). Consult the SHAPEC/EPD provided ship specific Drawing Schedule for the applicable revision before writing an LAR or
· The drawing was never reported as being used by the installing activity when accomplishing the work. Consult the Alterations and Projects (A&P) Report (For SHIPALTs only) for evidence of use before writing an LAR.

· For vendor drawings refer to hard copy of SDI for applicable TVD revision.

· For standard component/valve drawings, use revision in ATIS SDI unless TGI author has evidence otherwise (i.e. applicable APL rev, ship check info, etc).
Note:  Some standard valve/component drawings have multiple

associated Allowance Parts List (APLs) because of various designs. For  this reason, when APLs that are specified by the ship's COSAL specify a revision of a standard drawing, list the revision specified in the APL. Otherwise list the revision stated in the ATIS SDI (i.e., as built revision). If a different revision is listed and used to do work, initiate update to the SDI to list the different revision.
· For ShipAlt drawings, use revisions in the on-line drawing schedule for the availability in question.
· For non-SHIPALT drawing applicability, you may use electronic SDI and perform a CIN/ESWBS/SWBS (Ship Work Breakdown Structure) search of the drawing group of the drawing in question to find a later drawing that is equivalent and applicable to the project. Select the group and locate the applicable drawing, then locate the same drawing title with a later number (similar to locating SRDs).



· 
· 
· 
· 

· 
· 
3.9.4 LIAISON ACTION REQUESTs (LARs)/ENGINEERING NOTICES (ENs)/ETC.

LARs, ENs, Planning Yard Requests (PYRs), Planning Yard (PY), Waivers or Deviations which are applicable and/ or referred to in Paragraph 5 of the TGI shall be listed in the list of references by applicable number (EN number, LAR number, etc.).  List Waivers and LARs as source documents.  Identify as copy required when needed to perform work.
· When referencing PY, include the LAR number (including originating shipyard), e.g. “PY XXXXX (PNS LAR XXX-XXX)”.

· When referencing LAR, include the originating shipyard and associated PY number, e.g. “PNS LAR XXX-XXX (PY XXXXX)”.

3.9.5 SUBSAFE DRAWINGS. INVOKING RE-ENTRY CONTROL (REC) (i.e., SUBSAFE boundary breached or disturbed):

· SUBSAFE mapping drawings are required to be listed in the list of references. They should be marked Copy Required Y (Yes) for all U (Ripout), A & H (Restore/Repair), R (Reinstall), and T (Test) phase TGIs when the work is within a mapped area or when a mapped joint or casting is listed in the Controlled Joint/Casting List Table. This is required to support preparation of Re-Entry Control (REC) Forms.

· Specify drawings (number and revision) needed to generate a REC.  Specify drawings reflecting system or area configuration, location, NDT, material and installation requirements. For component repairs, enter the applicable document (e.g. standard navy valve drawings, and vendor drawings).

· For re-entries involving electrical hull fittings (EHF), specify applicable “assignment of electrical holes” drawing that provides location, identification and material requirements of each EHF.

· For re-entries involving tank manholes not shown on mapping drawings, specify applicable manhole list drawing plus associated detail drawing of manhole.

· For re-entries authorizing removal of plugs and adapters in non-nuclear seawater systems and components, document the plug or adapter, drawing and its location.

· For re-entries authorizing cutting, drilling into, and welding pressure hull structure, specify drawing or document that identifies entry (cut identification, hole identification, or weld repair location) and structural joint certification requirements (required NDT and material certification).
3.9.6 SHIP SAFETY CLOSURES
When preparing a TGI for the removal/reinstallation of Ship Safety Closures, local instructions and the following shall be listed as references and cited in the TGI for Work Authorization Form (WAF) and Tag-out procedures: 

· NAVSHIPYD&IMFPEARLINST 5100.30 (latest rev)-Shipboard Work Authorization and Tag-out Procedures for Surface Ship and Non-CNO Availabilities (applicable to Pre-Arrival Tests {PATs})

· OPNAVINST 3120.32 (latest rev)- Standard Organization and Regulations of the US Navy, Equipment Tag-out Bill

Note:  Include Standard drop-down note found in the linked Reference File entitled: List of Standard Notes.

3.9.7 MAINTENANCE STANDARDS (MSs) 

When developing TGIs, TGI authors must carefully review the MS requirements and ensure that the TGI accomplishes the intent. General condition assessments previously covered by SUBMEPP's MS 7650-081-001, General Acceptance Criteria (GAC), will be included in the enhanced MS for incorporation in the TGI procedure. Specifically:

· Reinstallation TGIs must provide technical direction such as torque values and lubricants for tightening the component flange to the system/hull, and mandatory replacement material for the joint(s) as identified in the MS.

· Shop repair or restoration (H phase) TGIs are to perform work in accordance with the applicable paragraphs of the MS as follows: 

· Repair – Include only those paragraphs that apply to the authorized scope of work.

· Restoration - Perform work in accordance with enhanced MS technical information, as incorporated by SUBMEPP.

Applicable portions of SUBMEPP reference documents (Technical Repair Standards (TRSs), Maintenance Standards (MSs) & IMMP-MRCs) required to support accomplishment and certification of the authorized work will be excerpted into TGIs (see paragraph 3.12.1.8). The goal is to minimize references and reduce production time and expense tracking down reference material. 

· 


3.9.8 CSMP/DMTS
If the TGI is correcting a CSMP or DMTS item or deficiency, the item number must be listed as a reference with copy not required. Where the work package includes a note indicating that SUBMEPP has determined that a CSMP item will be cleared by authorized work, do not reference this CSMP item in the TGI.
3.9.9 SUBSAFE CERTIFICATION BOUNDARY BOOK
There is no requirement to reference the SUBSAFE Certification Boundary Book (SSCB).

3.9.10 PREVENTIVE MAINTENANCE MANUAL
The SSN688 Class Preventive Maintenance Manual for Inactive Equipment Maintenance (IEM) is to be quoted as a Source Document (No Copy required) when requirements are excerpted into the TGI at the proper point in the procedure. Another acceptable method of providing Preventive Maintenance (PM) is quoting the required pages from the IEM Manual and specifying that they are required to be packaged. 

· For Shipyard specific PM (e.g., MSW/ASW sea screen maintenance), these expanded requirements are to be added by the Executing Activity during local tailoring of the TGIs (e.g. local PS drawing, NAVSHIPYD INST, etc.).

Note: Be aware of PM Spec Sheets that apply to the work being performed and provide instructions in the TGI to perform that PM where required. 

3.9.11 GENERAL ACCEPTANCE CRITERIA (GAC)

Applicable portions of General Acceptance Criteria (GAC), SUBMEPP Maintenance Standard 7650-081-001, are incorporated in enhanced MSs.  The GAC should not be used as a reference. Excerpt criteria directly into the TGI. Appendix G should be used to specify applicable GAC when it applies to

multiple occurrences within the TGI to avoid duplication. GAC criteria may be embedded directly in the TGI procedure (paragraph 5) when applicable to single occurrences, but it is preferred that users insert GAC criteria in Appendix G.

3.9.12 UNRESTRICTED OPERATION MAINTENANCE REQUIREMENT CARDS (URO MRCs)
For TGIs that perform inspections/work per URO MRCs, TGI writers are required to list the applicable URO MRC (as a Source document) and its Modification and Change numbers in the list of references.

3.9.13 ALLOWANCE PARTS LISTs (APLs)
The Allowance Parts List (APL) / CID number is required to be listed as a reference when restoring/repairing components, Copy Required “No”. 

3.9.14 LOCAL INSTRUCTIONS/UIPIs

3.9.14.1 Each shipyard’s list of local instructions and UIPIs that are required to be quoted as references in SHAPEC TGIs are provided in the Reference File entitled: List of Locally Required Process Instructions for each Shipyard.  However, SHAPEC TGI writers will not identify revisions of local instructions in the list of references.  This is an Executing Activity responsibility.  The TGI paragraph 2 Reference Table should show “LAT” for the LATEST applicable
 revision for all local instructions, and LATEST (“LAT”)
 revisions for UIPIs.  Ensure all other references and source documents comply with the availability effective date of specifications as stated in SWLIN 002Y01 of the Availability Work Package.

Note: Standard Technical Instructions: When work is being accomplished on a series of components that are essentially the same, a standard technical instruction that provides the details of the work to be done can be generated.  There still will be individual CU Phases for every component or assembly that is affected, but the technical instruction portion of the associated TGI may refer to the standard technical instruction as a “copy required” reference in lieu of repeating the instruction’s wording and signature requirements. Standard technical instructions shall be assigned a NAVSEA drawing number.


3.9.15 TECHNICAL MANUALS

Applicable portions of technical manuals (TMs) required at the worksite by production personnel to support the accomplishment and certification of authorized work will be excerpted into TGIs whenever possible (e.g. valve disassembly and reassembly instructions). See paragraph 3.12.1.8.
· 


· 
· 
· 
Note:   When the entire technical manual is required to support the work, or when the technical manual contains highly specialized instructions (e.g., NDT, shipboard testing) not covered by a UIPI, referencing the technical manual is acceptable. Use the revision/change applicable to the specific hull, ensuring that accurate model, modification or field change is verified.

3.9.16 WIRING TABLE (WT) SHEETS/WIRING DIAGRAMS (WD)

All TGIs which disconnect or reconnect non-connectorized HP&A 
non-nuclear electrical equipment must reference (for packaging) the applicable WT (wiring table) sheets or WDs (wiring diagrams). 
Note: All TGIs which specify electrical shop work must be farmed-out to Code 270 or receive Code 270 concurrence to ensure correct references and standard notes/text are quoted.
 All TGIs that involve Air Conditioning and Refrigeration (AC&R) electrical work also require Code 270 concurrence.



3.9.17 GROUNDING UNMOUNTED ELECTRICAL EQUIPMENT

All TGIs that unmount and move electrical lighting or interior communications components (as interference) without disconnecting the equipment shall state to ground the component. Lighting and IC circuits have a high likelihood of being energized at some point while the equipment is unmounted. The decision whether to energize this equipment is an executing activity decision.

3.10 TGI APPENDICES AND ENCLOSURES   (TGI Paragraph 3)

3.10.1 Identify all appendices and enclosures that are issued in the TGI. 
Note:  Drawing references listed in Appendices (i.e. QA Forms, Appendix M sheets, etc.) need not be listed in the table in Paragraph 2 of the TGI unless a component assembly has been changed to a later revision than the SDI revision.  While generally desired, drawing revisions in the Appendices do not need to agree with the TGI reference revisions or other appendices when they are listed in multiple locations.  The TGI revisions are SDI and shipcheck based, while the appendices are based on actual material revisions desired/used (i.e. material may be ordered to a later drawing revision than that listed in the SDI).
Note: For torque reference on the QA-34 Form, specify the source document (e.g., MS, PC Bolts, LAR, GYD-010, Drawing) with paragraph/note/table number in lieu of the TGI paragraph number that specifies the torque.

Note: For test requirements on the QA-28 Form, specify the TGI    paragraph number (with MS excerpt) as the source. CAUTION: Ensure that tests are specified verbatim from the MS listed as TGI reference. If changed from MS, quote the UACS that authorizes the change.


Note: The NT AIM TGI template automatically numbers the appendices sequentially. The template will add the appendix prefix (e.g. “J”, “M”, “CN”) and number each page starting with “1”. Enter the page numbers assigned by the template in the LOEP. Page numbers for enclosures must be entered manually (i.e. manual insertion of section breaks and massaging of section footers).

3.10.2 The following is a list of AIM Standard Appendices:

3.10.2.1 Always use Appendix “D”, “J”, and “M.”  “T” is optional and is to be used only when required for special tools/equipment. Do not indicate any pages for Appendix D in the LOEP since the mechanic or waterfront support person will be the one initiating entries in Appendix D and will annotate the cover sheet at that time.

Note: Appendices J and M, as created by “TGI Builder” will be missing some field information when the CUI type is an assembly (AY).  Fields missing are SYSTEM, PLANT NO., ZONE, COMPARTMENT, LEVEL, FRAME, and SIDE.  Normally this should not occur but if an assembly crosses a boundary, the SYSTEM, ZONE, COMPARTMENT, LEVEL, FRAME, and SIDE fields shall be left blank
.  Fields populated on the Cover Sheet of the TGI using variables will automati​cally fill in on the Appendices.

3.10.2.1.1 APPENDIX D: Deficiency Forms (DFs). This form is used to document, track, and ensure resolution of work controlled by or associated with the TGI. Appropriate Header information is electronically pre-filled by AIM. 

3.10.2.1.2 APPENDIX J: TGI Job Summary Information Sheet: This form contains the Task Names, Shop/Trade Skill Designator (TSD)/Work Center (WC) and Man-hours (MHRs) with the CU Phase description. This information is electronically downloaded from AIM.

3.10.2.1.3 APPENDIX M: TGI Material List: This Form lists all material ordered against the CUPH. When ordering material for availabilities where there is an applicable Availability Work Package (AWP) Supplement, use the Allowance Part List (APL) in the AWP Supplement and the drawing revision quoted in the APL (when listed) to order the material for the valve or component. 

Note:   If the APL lacks a drawing revision, refer to the SDI.

Note:  To capture material history, additional material required subsequent to issuance of TGI shall be identified by DF procedure or identified utilizing the MR application.

3.10.2.1.4 APPENDIX T: Special Tooling/Equipment: Provide any special tools or equipment necessary to perform the work in the Special Tooling/Equipment list. This includes test equipment, temporary material used to complete work but which is not permanently installed shipboard or does not require material ordering assistance, tooling not routinely carried by production, and any special plugs (including expandable plugs) or engineered tools. Appendix T is not intended to be a complete list of all tooling and consumables required for a job.

· For expandable plugs, TGI writers are to specify “(or equivalent)” with a detailed description of its application.

3.10.3 Other Appendices:

3.10.3.1 APPENDIX H: Hanger Ripout and Reinstallation Tables shall be used to document work on all SUBSAFE Design Review (SSDR) hangers, Scope of Certification (SOC) hangers, and structural removal and subsequent reinstallation of non-controlled hangers.  Disconnecting/reconnecting of other hangers (i.e. non-SSDR/SOC type, including shock-mounted hangers) or hangers removed and not reinstalled does not require use of an Appendix H in TGIs.

3.10.3.2 APPENDIX MCF: Material Condition Feedback form to support NAVSEA reporting requirements. 

3.10.3.2.1 When to Use: Add the MCF Appendix to any TGI that requires Material Condition Feedback, i.e., SWLIN Paragraphs identified with a “W” in the AWP. Exceptions are:

· URO authorizing paragraphs.

· SWLIN Paragraphs that authorize “Replace” maintenance actions, For example: AERP components or a planned replacement per a Maintenance Standard.

· SWLIN paragraphs that clean/repair/restore preservation per MS 6310-081-015 (typically SWLINS 131A01, 132A01, 176A01 and 605A01). The Submarine Preservation Database Reporting system provides the required feedback for all maintenance actions accomplished by this MS.

3.10.3.2.2 Add the MCF Appendix even when the Work Package Supplement (WPS) quotes a NAVSEA Tech Manual, letter, MRC, etc., as the Maintenance Standard.

3.10.3.2.3 For relief valves, a variation of the MCF Appendix is to be used as required by SUBMEPP.

3.10.3.2.4 How to Use the MCF Appendix: Once you have determined that the TGI requires feedback, select the appropriate MCF Form from the pull down menu. The TGI author is required to fill in four (4) fields:

· “AVAIL” - i.e., “SRA 2-2, DMP-01

· “COMPONENT” – Identify the “Component Identifier” from the WPS for the specific component being worked. The TGI number is often too broad to identify component (e.g., “SD WLD VLVS MA-002 AY A 0”). For example, specify “SD-164” in this field. Multiple components generally require multiple forms to be appended.

· SWLIN/SSI-Ship System Index (SSI).  This downloads from the Job Summary except for assembly (CU Type “AY” Phases).  For MCFs in assembly phases, enter SWLIN or SSI

· “SWLIN PARA NO.” - from the AWP/WPS

· “MS NO.” and “REV” - at bottom of form. Fill in MS/TRS No., or the applicable standard identified in the WPS for the work item.

3.10.3.2.5 If the TGI requires restoration, repair or other actions involving Mandatory/Contingency material replacement (ACTION TAKEN section), fund the shop one man-hour to complete the MCF Form. NAVSEA has agreed that this is a legitimate end-use charge. If the TGI only requires an “Inspect” action and the shop only has to circle the ABC “MATERIAL CONDITION”, no funding is required.

3.10.4   APPENDIX CN: Casting Control Record used to document installation of new or replaced castings. Not required for reinstallation of existing castings in same assembly/location.

3.10.5 APPENDIX U: This is used for applicable URO-MRC 008 sketches.

3.10.6   APPENDIX G. Use this Appendix to specify Maintenance Standard General Acceptance Criteria (GAC) within the TGI.

3.10.7 Remove the “Source Document Reference Sheet”. (PENDING DELETION BY NSSG)

3.10.8 The Joint Fleet Maintenance Manual (JFMM) Quality Assurance (QA) Forms such as those listed below will be provided in TGIs when the work is known during advanced planning. Refer to the UIPI 0900-002
 for guidance on how to properly fill out the QA Forms.
 

· QA-17, General Inspection/Test Form

· QA-17A, Epoxy Repair Record

· QA-17B, Electroplating Repair Record

· QA-17C, Component Repair / Modification Record

· QA-17SI, Stud Installation Form

· QA-18, SilBraze Inspection Record

· QA-20B Part A, Structural Primary Record

· QA-20B Part B, Structural Detailed Record

· QA-20C, Pipe, Machinery and Pressure Vessels Welding Detail/NDT Record

· QA-26, Hydrostatic Pneumatic Test Record

· QA-27, Drop Test Record

· QA-28, Shop Test Record

· QA-34, Joint Torque / Controlled Assembly Record


3.10.9 Subsequent to TGI issue, if additional forms are needed within the scope of planned work (i.e. QA forms listed below), the Executing Activity will be able to add them manually without formal TGI change.

· QA-2, Non-Nuclear Material ID/Control Tag

· QA-3, Controlled Material Reject Tag

· QA-9, Re Entry Control (REC) Form

· QA-10, REC Form Supplemental Sheet

· QA-11, REC Log

· QA-18A, Ultrasonic Test  (UT) Record

· QA-20A, Radiographic Test (RT) Inspection Record

· QA-20B Continuation Sheet

· QA-20C, Weld Reject & Repair Data Record

· QA-20C Continuation Sheet


3.10.10 In addition, the Executing Activity is responsible for any local OQE beyond the TYCOM/NAVSEA minimum required by the QA Forms.


3.10.11 Only use standard AIM appendices.  Any additional directions/guidance shall be provided as an enclosure and listed in the List of Effective Pages (LOEP).  These need to be standard for reusability.


3.10.11.1 The requirements of this instruction are applicable to Enclosures.  Enclosures shall be identified in paragraph 3 and LOEP by a sequential number and shall include the applicable Hull, TGI, Repeat, and Change numbers.


3.10.11.2 Enclosures shall be identified by “Enclosure X," where X is a unique number.


3.10.11.3 Page numbering for Enclosures: "EX-" plus a sequential page number (e.g., E1-1, E1-2, E1-3, etc).

3.11 TGI GENERAL REQUIREMENTS SECTION   (TGI Paragraph 4)


3.11.1 Work Packaging Instructions


3.11.1.1 Paragraph 4.1 is reserved for special instructions for Work Packaging. 


3.11.1.2 If there are no special packaging requirements, enter “No special packaging instructions required” (pull-down Standard Note available.)  For more information, see the linked Reference File: List of Standard Notes).

3.11.1.3 Where portions of references (e.g. pages, paragraphs, sections, enclosures, etc.) are required to be packaged to accomplish the work, list the specific pages.  (Example:  WPC is to package sheets 1-5, 45 , 46 , and 47 of reference (a) for SUBSAFE Design Review (SSDR) hanger work.)  Be sure to consider general information sections such as General Notes and Material Lists of applicable references (Pull-down Standard Note available. See the linked Reference File: List of Standard Notes).


3.11.1.4 When applicable
, include standard note for the Executing Activity to review the hull specific Ship System Status Report (SSSR) for “system radiologically cleared” as a subparagraph of paragraph 4.1. (pull-down Standard Note available.  See the linked Reference File: List of Standard Notes).

3.11.2 General Requirement Applicability  

If a general requirement is applicable to more than one task, it shall appear in the “General Requirements” section of the TGI.  If it is specific to one exclusive task, then it shall be placed in the “Procedure” section at the appropriate step when that task is to be performed.

3.11.3 Examples of General Requirements Topics/Subjects:


3.11.3.1 Precautions: Any precautionary statements for general application.  Specific precautions unique to one step in the TGI are to be delineated prior to the step requiring them and not in the General Requirements.  Also see paragraph  “3.12.1.13.”  Precautions may not contain procedural steps or require specific actions to be performed.


3.11.3.2 Radiological Requirements: Identify radiological requirements applicable to more than one step in the TGI.  Radiological controls specific to a work step shall be included with the work step.

· Exposure Number: The radiological exposure number used to complete the radiological work of the TGI. The exposure number is not required to be included in the General Requirements if one is not used or if one is provided separately. Exposure numbers are only necessary for work in high radiation areas.  The radiological exposure number is defined as the ICN KO for the particular TGI (except for level of effort services where ICN KO being charged is used)
.
· Ship’s System Status Report (SSSR) Review: Review the SSSR for potentially contaminated systems.  Systems normally released may not be released. The TGI should have an instruction in paragraph 4.1 that has Work Packaging check the hull specific SSSR to ensure the system is cleared.  (pull-down Standard Note available.  See the linked Reference File: List of Standard Notes).


3.11.3.3 Cleanliness: The general level of cleanliness to be maintained (e.g., Oxygen clean, Steam Plant systems, etc.). ( See the linked Reference File: List of Standard Notes).
3.11.3.4 SUBSAFE: 



3.11.3.4.1 If the TGI requires Re-entry Control (REC), the following notes should be included:

· SUBSAFE Controls required: (pull-down Standard Note available. See "SUBSAFE" note in the linked Reference File: List of Standard Notes).

· For SUBSAFE components being repaired or replaced by vendors or other activities, briefly describe this work on unship TGI using references to other TGIs.  For example, describe this work using statements like “Route #1 periscope for shipment to New London Repair Facility for repair / replacement" and  “Install #1 periscope provided by New London Repair Facility.”



3.11.3.4.2 If the TGI addresses SUBSAFE inspections, see "SUBSAFE Inspection" Standard Note in the linked Reference File: List of Standard Notes.


3.11.3.4.3 If the TGI addresses SUBSAFE removal (i.e., grinding on SUBSAFE structure), see "SUBSAFE Removal" Standard Note in the linked Reference File: List of Standard Notes.


3.11.3.4.4 For all SUBSAFE or SOC “A”, “R” and applicable “H” phase TGIs, include "Work Completion Signature" standard text (at the end of TGI Paragraph 5 (Procedure)). This signature will be assigned to the Lead Production Shop Supervisor (same person signing TGI cover sheet for overall completion of work). It will allow early REC closure when the TGI also includes non-SUBSAFE/SOC work that will not complete to support early REC closure (e.g., holdup of testing certification). See “SUBSAFE Work Completion Signature” standard text in the linked Reference File: Standard Technical Requirements.





3.11.3.5 Some TGIs cover both SUBSAFE and Non-SUBSAFE work (e.g., restoration of valve and actuator where the valve is SUBSAFE and the actuator is Non-SUBSAFE, work on steering and diving components where some components are SUBSAFE and some are Non-SUBSAFE).  In these cases, the TGI preparer shall identify which Component Unit(s) (CU) are SUBSAFE and/or Non-SUBSAFE.
.3.6 LEVEL I: 

3.11.3.6.1 If the TGI affects material within the Level I Boundary in accordance with NAVSEA 0948-LP-045-7010, or replaces fasteners and plugs that were previously exempt from Level I controls (per Appendix B, paragraph 2.1.9, of NAVSEA 0948-LP-045-7010), see Standard “Level I Material Note” in the linked Reference File: List of Standard Notes. 
3.11.3.6.2 When installing new Level I valves include note in the TGI to “Document installation of new Level I valve in block 7 of the QA-34 form.” Include a generic material description of the valve body in the TGI, or in Appendix M.

                3.11.3.6.3 When brazed joints are required to be fabricated in Level I systems or Material Control Division A Deep Submergence Scope of Certification systems, include a note similar to the following:  "The following brazed joints______________ are within a Level I system (or Deep Submergence Scope of Certification MCD A system) and require Level I brazing consumables for material traceability.  Controlled Industrial Material (CIM) brazing consumables may be used in all other joints within the scope of this TGI."


3.11.3.7 Critical Sequencing: If paragraphs of the TGI must be performed in a specific order, this should be specifically stated in the TGI General Requirements.


3.11.3.8 TGIs with a MCF require a note for the shop to complete a Material Condition Feedback (MCF) form. (Standard Note available.  See the linked Reference File: List of Standard Notes).


3.11.3.9 Ensure a “Gas Free Prior to Entry” type warning / precaution is added to all TGIs involving work in confined spaces (i.e., tanks and voids) that warrant such safety / health awareness. (pull-down Standard Note available.  See the linked Reference File: List of Standard Notes).


3.11.3.10 NUCLEAR INTERFACE.
  For work/testing which may affect nuclear equipment and/or nuclear support equipment, include standard note in the TGI which requires Non-Nuclear Engineering and Planning Test Division to determine if Nuclear concurrence is required on system status/tagout (See linked Reference File: List of Standard Notes.)  Include interface drawings as references when appropriate.

3.11.4 Related CU PHASES/TGIs and ICN/KOs

3.11.4.1 To assist Work Packaging and production personnel, identify CUPHs/TGIs and ICN/KOs (e.g., 50101 A01) for related work (i.e. predecessor, parallel and follow-on) as last sub-paragraph in Paragraph 4 (Para 4___), just prior to Procedure (Paragraph 5). Examples: 

Ripout (U) Phase TGIs - for interference items (electrical, associated piping, etc.), found on TGIs separate from main component work.  List the Reinstallation "R" phase as it may list/identify material procured up front).  Also, list associated inspection "I" phases as required and for equipment/component removal TGIs, include the "H" phase.


Restoration/Repair In-shop (H) Phase TGIs - List any pre-fabrication "F" phases for job at hand; related repair phases of work for components need to be separated (e.g., pump/motor, valve/actuator); and associated "A/H" combination work.


Fabrication (F) Phase TGIs - List associated end-use Cu phase.


Shipboard Restoration/Repair (A) Phase TGIs - List pre-fabs, parallel work, associated interferences, associated A/H combinations (e.g., ASW/MSW) and E (Restore after test) phases.


Reinstallation "R" Phase TGIs - List associated interferences, associated A/H combinations (e.g., ASW/MSW) and E (Restore after test) phases.


Inspection (I) Phase TGIs - List Ripout "U" and Reinstallation "R" phases and other associated work.


3.11.5 Standard Notes


3.11.5.1 For FrameMaker, Standard Notes for availabilities (i.e., SHAPEC, INACTs, Nuclear, RadCon) are included in the drop-down menu items.  The list can be printed/viewed and is also listed in the linked Reference File: List of Standard Notes for information.


3.11.5.2 For WORD, four Standard Note options are available: 688 SHAPEC Notes, 688 SHAPEC text, Non-Nuclear Notes and Nuclear Notes.
3.12 TGI PROCEDURE SECTION (TGI Paragraph 5)

3.12.1 GENERAL INFORMATION 


3.12.1.1 In general, make reference to documents by reference number, not title, throughout the TGI body.  If a corporate level document is listed in the Reference Table (TGI paragraph 2), reference to this document by document number (vice reference number) may be used.  Do not repeat references where the requirement is already in the General Requirements (i.e.: Found in Shipyard PI Tables).

Note: For standardization purposes, SHAPEC TGIs shall contain information obtained only from higher authority documents, not local instructions (i.e. do not excerpt portions of local instructions into TGIs). The exception to this rule are pulldown Standard Notes and SHAPEC Library items which contain a PI table identifying each shipyard local instruction.


3.12.1.2 Do not list shop/TSDs in body of TGI.  However, generic shop names (e.g. shipfitter shop, pipefitter shop, outside machine shop, etc) may be quoted to clarify work assignment. 


3.12.1.3 TGIs are to be written with separate procedural paragraphs per task in a logical sequence.  Do not mix shop task responsibilities within the same paragraph.



3.12.1.3.1 When you are writing TGIs that have combined work on more than one system, there is a definite format that needs to be adhered to.  It is as follows:

· Level 2 paragraphs (e.g.: paragraph 5.1) are to be system pure.

· Joint/Casting Control Tables are to be within the system purity Level 2 paragraphs (i.e., at the beginning of the procedure for each respective system within the TGI). 

· Example of the format is provided as follows:
5.1 ASW System (Level 2)
5.1.1 The following controlled joints and castings are affected by this TGI.  Complete QA forms (as applicable) for each controlled joint and controlled casting:
COMPONENT/ DESCRIPTION
JOINT NO. & TYPE
REFERENCE DOCUMENT
HF

JOINT
CONTROLLED

ASSEMBLY

ASW-1/2 
COVER TO BODY (F)
REFERENCE 5
YES
NO

ASW-1/2 BODY TO TAILPIECE
ASW-30001 (F)
REFERENCE 5
YES
NO

ASW-1/2  BODY
ASW-20003 (CN)
REFERENCE 5
N/A
NA

5.1.2 Pipe Shop: Reinstall pipe P-34Y from ASW-9 to FL-6.

5.1.3 Outside Machine Shop: Make up flange FL-6.

5.1.4 Shipfitter Shop: Reinstall hanger H-123

5.2 EAFW System (Level 2)

   5.2.1  Pipe Shop: Reinstall pipe P-34Y from EAFW-12 to FL-12.

   5.2.2 Outside Machine Shop: Make flange FL-12.


3.12.1.4 Components/equipment shall be shipped to generic locations for SHAPEC purposes (i.e. standardized product format for reuse).  Example:  Use “Sandblast Area” vice “Sand Pit”  (Not Shop 71).  Use “ship to storage” when removing equipment from the boat.  Use “ship to shop” when component is being removed for repair or restoration.  The Executing Activity may review and revise to reflect local shipping locations, if desired.


3.12.1.5 Format and Level of Detail: The document should include all applicable technical information and requirements specified from existing NAVSEA documents, and other technical sources. Keep the need for supplemental instructions to a minimum. The document must contain a clear description of the work to be performed, concise/understandable work steps and the necessary technical requirements to ensure first time success for the mechanic.

· Technical information shall be developed specifically for use by journeyman level mechanics, incorporating all technical requirements (“what to”) necessary for the specific trade skill to accomplish the task. Details associated with journeymen level skills (“how to”) or standardized process covered by UIPIs/training shall not be included.  Exceptions do exist - such as when a procedure is technically required to be performed in a specific sequence (e.g., valve disassembly/assembly).

· Document data when required by source documents. All data collected shall have acceptance criteria specified in the TGI. Data recording requirements shall be clearly identified in specific terms. Utilization of illustrations shall be accomplished when required to simplify or focus on specific attribute data. Include instructions for Objective Quality Evidence (OQE) documentation whenever OQE is required for the authorized work. A sign-off is required for each place within the TGI text or QA forms where OQE is recorded.

· The first word in each step included in the description should normally be an action verb.


3.12.1.6 An over reliance on Standard Notes and Standard Procedural Text may prevent free form technical writing and can ultimately impact the usability and readability of the TGI from a mechanic’s perspective. Each job can present unique circumstances that do not fit the “mold” and therefore the “standards” should not be automatically followed without consideration of the resulting clarity and thoroughness of the instructions. TGI writers should be aware that these are guidelines only and their final product must provide clear instructions and technical requirements that can be readily understood and complied with.


3.12.1.7 Limit the number of references within the TGI, which require the craftsman/mechanic to refer to another document. Typically, only drawings and UIPIs should be used as references. TGI writers shall minimize use of alternate procedures within a TGI. However, when alternative procedures are included, TGI writers should request Production to identify the procedure used.

3.12.1.8  The TGI shall provide inspection acceptance criteria for all attributes / items required to be documented within the TGI text or on QA forms. TGIs shall contain the necessary information for recertification purposes. If criteria and/or tolerances are classified information, the TGI writer is to include an engineering evaluation with sign-off.

Note:   When a TGI requires recording a final dimension on a QA-17C form, clearly identify the dimension to be recorded (including the required final dimension and tolerances) within the body of the TGI (paragraph 5).
· Insert banners to identify start of MS info and end of MS info In the enhanced TGI, the annotation "BEGIN EXCERPT of MS XXXX (Ref 1)" is included to notify the SUBMEPP system engineer where to insert the Maintenance Standard.  The MS information shall be inserted in between the Begin and End banners so that it is readily evident what portion of the TGI was extracted from the MS, as follows:

*****  Begin Excerpt of MS XXXX (Ref 1)  *****

*****  End Excerpt of MS XXXX (Ref 1)  *****

SHAPEC/EPD personnel shall not revise technical content of portions of TGIs developed from SUBMEPP technical directives (TRSs, MSs, IMMP-MRCs). Contact SUBMEPP when technical changes are required. SHAPEC/EPD personnel may make administrative changes to portions of TGIs developed from SUBMEPP technical directives by using italics..

· All mandatory data recordings requiring signature verification shall be included or identified. The preferred location of the signature is immediately following the paragraph requiring the inspection or verification. The paragraph must identify exactly what is to be inspected or verified and the acceptance criteria. The acceptance criteria may be included in the TGI or in a reference. A signature table or form may be used to document special work processes such as hanger tables, joint records or tables. Use generic terms to specify who is responsible for the signature (i.e. Inspector or Craftsman).

· Insert banners to identify start of TM info and end of TM info. In the enhanced TGI, the Technical Manual information is embedded in the TGI between the Begin and End banners making the document all inclusive, as follows:

*****  Begin Excerpt of TM XXX (Ref 1) *****

*****  End Excerpt of TM XXX (Ref 1) *****

· Maintain TM paragraph numbers.

· Use larger font (12 pitch) to distinguish from TGI text.

· If corrections are required, strikethrough obsolete text and, using brackets, insert accurate/updated technical requirements and identify source of updated requirements using BOLD font (e.g., Use XXXX lubricant [Use YYYY lubricant per DDGOS].

3.12.1.9 Insure the Procedure can be accomplished as written, without leaving the mechanic with decision points that can stop the job.  Make positive action statements - ensure TGI directions are CLEAR and CONCISE.  Describe the work such that subsequent testing requirements can be accurately determined (identify cuts and disconnects in detail).  Avoid using phrases such as “as applicable,” “when necessary,” or “if required.”  Also, avoid long sentences that can be confusing.  MINIMIZE the mechanics’ need to write DFs.

Note:  Minimize in process engineering evaluations.  Ensure any criteria are clear and self-contained within the TGI.


3.12.1.10 Only those zero hour tasks for Level of Effort (LOE) services that are identified in Appendix J that require inspection services or provide necessary technical direction need to be included in the body of the TGI (paragraph 5).  All other assist type craft tasks listed in Appendix J do not require additional text or instructions within the body of the TGI. 


3.12.1.11 SHAPEC TGIs are not to provide any instructions related to installing/removing DANGER/CAUTION tags by Production Support/Ship’s Force.


3.12.1.12 Work phase TGIs shall contain the appropriate level of detail to enable the mechanic to conduct the work in verbatim compliance. Any valve/component positioning must be contained as a step in the TGI or referenced to a Valve Line-up Sheet (VLS). 


3.12.1.13 Notes, cautions or warnings to alert the trade skill should be included if any of the following situations could be encountered:

· Include a NOTE: When an operating procedure or condition should be emphasized.

· Include a CAUTION: When failing to strictly observe an operation procedure or practice could result in damage or destruction of equipment.

· Include a WARNING: When failing to strictly observe an operating procedure or practice could result in injury to personnel or in loss of life.   A standard WARNING statement shall be included in TGIs that cause equipment to operate that could pose a danger, especially when remotely operated. A standard WARNING statement is as follows: “This TGI could result in hazardous equipment operation/movement. The key shop is responsible to ensure the following as applicable: Involved personnel are properly briefed. Area is properly secured/roped-off, lines of clearance are established (interference’s removed), area is clear of non-essential personnel and communications are established; Ship’s Force and appropriate shipboard supervisors are notified/informed of evolution.”


3.12.1.14 When the scope of work affects a URO/MRC attribute, SHAPEC TGIs must identify the need for retest or re-accomplishment of subject attribute to ensure the planning product contains all necessary information to support certification of work.  This may be specified in either work or test TGIs.


3.12.1.15 Use generic process terms to allow TGIs to be consistent with varying processes/capabilities of all shipyards. For example, use “chemical cleaning” in lieu of “brite dipping”.


3.12.2 STANDARD TECHNICAL REQUIREMENTS 

For the below listed subjects, see linked Reference File: Standard Technical Requirements , or click on the subject desired below, for guidance and standard text to use in developing the Procedure section (Paragraph 5) of the TGI.  There is no need to duplicate Standard Technical Requirements throughout the TGI Procedure.
QA Forms

Structural Welding 
Removal & Reinstallation of Hangers 
Non Structural Weld Repair 
Controlled Joints and Castings 
Torque and Lubricants 
Re-Nylock Fasteners 

Pre-Test Inspections (PTIs)    
QA Inspection  
Plug and Adapter Inspection 
Paint Sampling  


Verification Signature Blocks (VSB)
DIM Pad Washer 
Thermal Hull Insulation
Depot Level Repairable Turn-in Carcass 

AERP Component Removal and Disposition 
Begin Tech Manual Excerpt
End Tech Manual Excerpt
Begin Maintenance Standard Excerpt
End Maintenance Standard Excerpt
URO MRC 003 Table
URO MRC Engineering Reporting Requirements (Corporate)

Corporate Component Repair Valves-URO MRC 008 
Complex Lifts 
Ship Safety Closure Blank Installed 
Ship Safety Closure Blank Removed 
Stack Heights and Blue Checks
Steam Plant Clean Equipment/System 
Steam Plant Foreign Material 
Steam Plant Foreign Material Supervisor 
Steam Plant Accountability 
SUBSAFE Work Completion Signature
Install Preventive Maintenance Covers

Remove Preventive Maintenance Covers

Hazardous Equipment Operation/Movement
Current Ships Maintenance Project (CSMP)/Deficiency Mgmt Tracking System (DMTS) 
Backseat Testing of Standard Navy Globe Valves
Globe Valve Bonnet Replacement 


General Welding Guidelines
3.12.3 Material Control 
TGIs must include the necessary material controls throughout the work process evolution.  The various processes addressing material control are as follows:

· Material to be Installed Shipboard. The Material List, Appendix M, will be partially completed by the “TGI Builder” from information entered into the Material Requirements (MR) Job Material List (JML) when material was ordered, during Job Summary preparation.  This list is all of the material to be installed permanently aboard ship and any tooling/test/support equipment or material that requires material ordering assistance. For material to be ordered, manufactured, and/or transferred to another activity, add a requirement in the TGI that the appropriate documentation is to be furnished with the material (e.g.: QA-2 Form, SUBSAFE Certification statement, Material Movement Document, etc.). Should additional material be required, determine status of CU Phase and TGI.  If the CU Phase has not been approved, add JML for material needed via MR.  If the CU Phase has been approved, determine status of TGI and place CU Phase in change pending (CHP) status, order material via MR and re-approve CU Phase.  If the TGI is in “Received” status, supersede and update TGI (new change).  If the TGI has already been launched, run EDIT UPDATE to include the new material in Appendix M.  Include only the material the individual TGI works.  For material received and installed as an assembly, reference it as an assembly.

· Material References.  When referencing a piece of material in the TGI paragraph that is also listed on Appendix M of an TGI, reference the sequentially assigned item number or the applicable piece and associated drawing number (from the NAVSEA assembly drawing, if available).  These numbers should match those listed in the material list for the specified piece.

· Disposition of Removed Material. Provide disposition instructions for removed material that requires special instructions and material, to be turned in for refurbishment. Examples of material requiring special instructions are: Removed material being evaluated for failure analysis, material being shipped to the Prime Contractor for analysis, AERP Components being shipped to a refurbishment facility, highly contaminated/hazardous material that requires instructions for disposal, etc.  Instructions for demilitarizing are not required in the TGI.

· Packaging and Shipping SUBSAFE/LEVEL I/SOC Components to Vendors for Refurbishment. Include requirements in TGI for visual examination of components for proper packaging prior to shipping, and to document markings from the components   (e.g., LEVEL I MIC numbers, Heat numbers, RT numbers, Serial numbers) within the TGI (to provide traceability).


3.12.4 Shop Testing 

Shop Pressure Testing will be executed on a shop restoration/repair H-phase TGI that shall include a QA-28 Form with all required test criteria (medium, pressure, temperature, duration, etc.) and acceptance criteria. The Engineering and Planning Dept shall fill out a QA-28 for shop testing of an item/component as directed by UIPI 0900-002. Attach a QA-28 to supplemental technical directions (DF (DL/DR)) when not provided in the TGI.


3.12.5 TGI Figures. 


3.12.5.1 Incorporate figures which enhance or clarify the work procedure and which would minimize the need for references at the work site.  Place the figure adjacent to the applicable text where feasible or at the end of the text preceding appendices.  Clearly identify the figure number at the top or the bottom of the figure.  Figures may be included within an Appendix/Enclosure when they are unique and applicable to the Appendix/Enclosure (e.g., include tooling figures in Appendix T of a TGI).


3.12.5.2 For complex components/systems, listed below, provide electronic sketches in TGIs that identify joints (uniquely numbered or lettered) to facilitate QA Form completion. 

· Shaft Seals

· Diesel Exhaust

· Snorkel Induction

· Trash Disposal Unit

· Actuators


3.12.5.3 Include only those dimensions on the figure that are applicable to the paragraph or step.


3.12.5.4 Work instructions relative to the figure are better located in the adjacent text than on the actual figure in order to minimize the possibility of overlooking the instructions.

3.13 TGI ISSUE MEDIA


3.13.1 ELECTRONIC

The TGI is electronically issued using TGI Builder. Work Packaging and Control (WPC) shall print out any hard copies required for execution by the Operations and Resources Department.  No other distribution is required.  In addition to the electronic issue, Engineering and Planning Department (EPD) will maintain a hard copy of the TGI printed from TGI Builder with actual signatures for record purposes and for use as a backup system until the TGI has been Certified.  The TGI preparer shall complete and attach a TGI check-off sheet and obtain all necessary internal concurrence signatures (see paragraph 3.6.6 and 3.6.8) on the hard copy of the TGI.  Prior to submitting the electronic and duplicate hard copy to the approving authority (Branch Head or designated representative), the preparer shall ensure that the electronic copy in TGI Builder and signed duplicate hard copies are identical and has been re-statused in TGI Builder to SUBMITTED.  These hard copies with approvals/signatures will be kept by the originating Code in an easily retrievable manner. 


3.13.2 HARD COPY
TGIs that cannot be stored in the AIM database (i.e., classified documents) or emergent situations where access to the AIM TGI word processing software is not available can be issued using the hard copy of the TGI.  Process the TGI for concurrence and submittal, and complete TGI check-off sheet as described above.  TGI authors must maintain the original approved TGI and forward one copy to the appropriate shipyard WPC.  When you approve the TGI in TGI Builder, ensure approval is via hard copy option vice electronic copy.  Store the original TGI per the instructions of paragraph 3.13.1.
3.14 SUBMITTING TGIs FOR APPROVAL


3.14.1 For TGIs issued by other than the Executing Activity, after supervisory review is complete, and all corrections have been made, the supervisor shall:

· fill in the first "Concurred by" block with the reviewing Supervisor's name, code, telephone and date (NOTE: the "Approved by" block is reserved for the Executing Activity's final approval)

· leave the TGI in SUBMITTED status, and 

· assign TGI by Code, such as 250 and suffix "SUB"


    
3.14.2
For TGIs approved by SHAPEC for Executing Activity, the supervisor shall:

· complete “Approved by” block for the Executing Activity,

· place TGI (Change 0) in RECEIVED status,

· supercede TGI (Change 0) with Change 1, and

· place Change 1 TGI in WRITING status for local final concurrence/approval
4 TGI CHANGE METHODOLOGY

When changes to TGIs are necessary, there are several methods for changing approved TGIs.  They are described as follows: 
4.1 Deficiency Forms (DFs). DFs are standard Deficiency Report Forms. They

may be processed as either DL or DR type deficiencies (see below).  Attach

DFs as Appendix D of a TGI, sheet D-1 D-2, D-3 ... as applicable. In the

case of multi page deficiencies, number each sheet as 1 of 3, 2 of 3, 3 of

3.  When adding a DF, manually update (pen and ink) the List of Effective

Pages (LOEP) of the Master TGI by annotating the DF number on the LOEP.
·  Use of Deficiency Logs (DLs)

Use DLs for changes to TGIs that are within scope of the original CU Phase.

Since the DL may be used to change or modify TGIs within scope of the

applicable CU Phase, no additional funds would be applicable to any work

within the original CU Phase, eliminating the need for a Job Summary or

actual TGI change.
· Use of Deficiency Reports (DRs)

Use DRs to make changes to TGIs that are not reported as a DL. DRs may be

processed as stand-alone TWDs (Technical work Documents) or attached to

existing or outstanding TWDs.  New TWDs may be prepared if the DR is outside

the scope of existing TGIs and is considered new work. DRs that expand the

scope of work should contain the Standard Note in the linked Reference File:

List of Standard Notes <\\sptsvr001\aimtgi\shapec\guidelin\Reference

Files\List of Standard Notes.doc> on Shipboard Test EPD Review.





4.2 







Formal Changes 

4.2.1 Formal TGI changes must be issued when it is necessary to revise TGIs that are in "Received" status and are beyond the scope of DLs.  Normally, E&PD issues changes in the following instances:

· During advance planning prior to the product responsibility turnover date. Changes may be required to incorporate customer feedback or as a result of an increase in scope of work.  

· Subsequent to the product responsibility turnover date to incorporate feedback that affects corporate products, particularly in critical systems where submarine safety and Level I material is involved, i.e., “Bell-ringers.”

Note: If the Executing Activity updates/revises SHAPEC provided TGI(s), the local TGI preparer must annotate additions/changes by using BOLD
 font (black for on-screen viewing) for ease of identification for future use/review.  For MS WORD prepared TGIs, use the “hidden text” option in TRACK CHANGES (found under TOOLS/OPTIONS on the main toolbar) to delete text.


4.2.2 Issuing TGI changes in Word requires global change to a TGI in its entirety 
 (all pages are changed). The change number is preprinted and carries no significance where DFs (Appendix D) are concerned. During TGI certification, the DF Change No. block is not a certification attribute. A global change is typically used when the TGI has not been packaged, assembled or released.  Work Packaging discards original TGI and replaces it with the new document.  A global change may also be used when the complexity of the change so dictates due to the large number of paragraphs being affected.


4.2.3 Prepare and issue formal changes as follows:


4.2.3.1 Initiate a local change by notifying the Control Desk/Job Planning Leader (JPL) that a change (or repeat number for rework) is needed.  A PEPM/JPL can create a TGI change record in the database and assign it to the proper code.  Once this is done, the PEPM/JPL should notify the TGI developer and the change process may begin.  This process will automatically create a TGI change number.


4.2.3.2 Evaluate if the change will affect the completed portion of the TGI and include any necessary adjustments.


4.2.3.3 Make necessary changes to the TGI text.  Be sure to incorporate any known changes previously made in the master document.


4.2.3.4 Make necessary changes to the Job Summary CU-Phase data and run EDIT/UPDATE (in SCO BAIM) or equivalent AIM NT process. This will revise Appendix J and insert the new change number on all pages.
 

4.2.3.5 Cover Sheet Update
. 

· Edit the "Prepared by" block by either replacing originator's name with yours, or preferably adding it (e.g., A. Smith/T. Brown (CHG 1)).  Enter the current date.

· Edit the "Approved by" block by entering the current date.

· Edit concurrence lines if new concurrences are required.  If not, add "Concurred on Chg 0" after concurrence name (do not delete).

· Describe the reason for change in the "Reason For Work/Need for Change" block.  If a series of changes has been issued on the TGI, it is preferred that the history be reflected (i.e., leave a "brief description" that starts with Chg X:" and that summarizes the previous change.

Note:  If change bars are not used, (e.g., If to numerous/confusing) so state in this block (e.g. “Chg 1 issued to clarify repair instructions.  Change bars omitted from text for clarity.”).

· Revise LOEP to reflect new change number.

· Complete a TGI check off sheet and attach with submitted hard copy TGI.  Status TGI to SUBMITTED in TGI Builder and turn in for review (see paragraph 3.13.2).
4.3 Short-Form TGI Changes 

SF (Short Form) TGIs are created at the CU-Phase level in AIM. Go to Job Summary Guidelines for the change methodology for SF TGIs. 
5. TGI GUIDELINE REFERENCE FILES 

The following Reference Files are accessible by clicking on the File desired:

Enhanced TGI Development Flowchart


TGI Development from Existing Source TGI
List of Locally Required Process Instructions for Each Shipyard

List of Standard Notes
Standard Technical Requirements
Structural Welding Guidance
Removal & Reinstallation of Hangers
Controlled Joints & Castings 

Ship Safety Closures
Guideline Supplement for INACTIVATIONS
Cross Reference of Material Designators to NAVSEA S-Numbers
TGI Development Guidelines User Feedback Form
SHAPEC Preparation of Enhanced Task Group Instructions
Corporate Component Repair Program TGI PROCEDURE 
� EMBED PBrush  ���








� Added new linked reference files for TGI preparation


� SFTs not to be used for SF Work per R.Toole E-mail of 11/07/2000


� Added per T.Brown e-mail of 1/02/01


� Added per E.Fernald E-mail of 5/11/01


� Deleted reference to Structural Welding/Workmanship certification signatures


� Revised per L.Dutton


� Revised wording per W.Hodgdon E-mail of 4/26/01


� Added SDI Update Form (now available on “O” drive)


� Added guidance on BLANK drawing rev per PNSY EPD Training Bulletin 00-13 of 31 May 2000


� Added per T.Borkowski E-mail of 06/04/00





� Added per R.Boucher E-mail of 3/16/01.


� Added per G.Gillibrand E-mail of 09/25/2000


� Revised from “applicable” to “latest” per R.Toole E-mail of 1/25/01


� Revised per R.Toole direction


� Added per J.Shaw E-mail of 6/05/2000


� Revised per J.Shaw E-mail of 1/26/01


� Added per R.Toole E-mail of 2/12/01


� Added per J.Shaw E-Mail of 10/03/00


� Added to clarify torque “source” document per N.Gyurko E-mail of May, 2001


� Added per E-mails from W.Hodgdon of 6/27/01and M.Jacques of 6/29/01


� Revised per S.Erlenbach E-mail of 9/26/00


� Added per K.Pisani E-mail of 10/24/00


� Added APP G for specifying applicable GAC.


� Replaced JFMM with UIPI 0900-002


� Included new QA forms in listing


� Added per T.Brown E-mail of 5/25/01


� Added exception per S.Erlenbach E-mail of 9/26/00


� Added per agreement at Level of Detail Meeting of June 2000


� Added per M.Jacques E-mail of 2/21/01


� Added per SAR 705-0005 of 11/29/00


� Added per M.Jacques E-mail of 5/9/01


� Added per E.Kimura E-mail of 9/20/00


� Revised per agreement at Level of Detail Meeting of June 2000


� Revised per K.Pisani E-mail


� Revised to agree with new format for Controlled Joint and Casting Table


� Added per M.Evans E-mail of 10 May 2001


� Revised title of standard text for Repairable Turn-in Carcass


� Expanded scope of text to apply to all URO MRCs per T.Brown E-mail of 6/02/00


� Added new text per Level of Detail Meeting of June 2000


� Added new text per Level of Detail Meeting of June 2000


� Added QA-28 Form requirements to agree with JFMM QA form reference file








� Added guidance for TGIs approved by SHAPEC for Executing Activity per SHAPEC MOA


� Clarified that pen and ink changes apply only to items which do not change retest or Work Permit requirements.


� Added to agree with JFMM QA form reference file


� Revised to indicate individual pages cannot be changed in WORD per S.Erlenbach E-mail of 9/26/00


� Deleted last two sentences since App D no longer carries Change Number per S.Erlenbach E-mail of 9/26/00


� Section revised to delete instructions which apply to FrameMaker only per S.Erlenbach E-mail of 9/26/00
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