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Initial Drawing Release Procedure





A drawing number(s) must be assigned from the master drawing list kept in PHENIX file cabinet in room 2-189.  All new top assemblies must use the prefix 105-xxxx.  (All drawings assigned RD002 and  -002 shall remain active.  In the future we will convert all the RD002 and 002 drawings to 105).





Autocad drawings should be worked on in designers directory.  Prior to release, no letter is in the revision box.  





When the drawing is ready for release:





Put a letter “A” in the revision box and note “Initial Release” in the description box located in upper right hand corner of the drawing.





Plot out a drawing(s) for original signatures and stamps with rubber stamp “ORIGINAL Red Color Stamp Only”, in red ink.





Enter drawing(s) information into master file database. 





Circulate drawing(s) for original signatures in the Drawn by, Checked by, Engineer and or Physicist Approval,  QA and Safety approval where required.





After return of original all names should be applied to Autocad File. ie. checked by, engineer, approved,  QA, etc.





Original drawing (s), with signatures and red stamp, are to be placed in the Physics room  2-203.  The Phenix original master drawing files must be secured at all times.





The electronic file(s) is moved from the designers’ directory to the released file directory.





NOTE:  When a copy of a released drawing is needed,  only the paper copy,  is considered the original.      Autocad files should be used for reference only.





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





Revised Drawing Release Procedure





After being released, drawing(s) can only be revised with an ECR/ECN.  The control numbers are obtained from the master ECR/ECN list in the Phenix file cabinet.





Autocad drawings should be worked on in the designers’ directory.





When the drawing is ready for release:


                 


Change the revision letter; enter the ECN number, date, the designer’s initials and the approvers initials.





Print out a copy of the drawing for signatures and stamps with rubber stamp  “ORIGINAL Red Color Stamp Only”, in red ink. 





Enter the new revision information into his drawing file.





Contact the approver of the change completion and ask him to come to the design room to initial the original drawing in the approved box.  





Enter the new revision information into his drawing file. .





                           This information is then entered into the autocad file.              


 


Make copies for distribution in accordance to the list on the ECR and place the master drawing into the Phenix Drawing File in room 2-203 and either stamp the prior revision drawing in the file “OBSOLETE” in red or destroy the drawing.





Then move the Autocad file(s) from his directory to the released drawing file directory with the proper revision letter after the drawing number   (105-xxxx-xxx B). 





Note:  Revision letters, “I”, “O”, “Q”, “S” and “X” are NOT to be used as per RHIC Design Standard.








NOTE:  





There are to be no deviations from this procedure unless authorized in writing  by the Phenix Quality Assurance Coordinator.





   


