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VERIFICATION PLAN FOR THE
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Ref:
(a) NAVSEAINST 4160.3A Technical Manual Management Program

                (TMMP)

(b) MIL-M-85337A of 15 Nov 1984, Requirements for Technical Manual Quality

      Assurance Program [Cancelled, but can be referenced if TM was originally acquired

      under this requirement]
(c) S0005-AA-PRO-010/TMMP and E0005-AC-HBK-010/TMMP Revision 2 of

     1 Jul 2000, Appendix E - TM Development and Production Reviews/Certifications

(d) S0005-AA-GYD-070/TMMP Revision 1 of 1 Feb 1991, Guide for Quality Assurance 

      of NAVSEA Technical Manuals


Encl:
(1) Sample Verification Plan Outline


(2) Sample Technical Manual Verification Schedule

(3) Technical Manual Validation Certificate (NAVSEA/SPAWAR Form 4160/3)

(4) Verification Discrepancy/Disposition Record  (NAVSEA/SPAWAR Form 4160/4)

(5) Technical Manual Verification Incorporation Certificate (NAVSEA/SPAWAR Form      

      4160/6)

1. Introduction.  This plan defines the verification actions to be taken by the Navy to ensure all

(Insert Program Name)  technical documentation is adequate to support the operation and maintenance of the (Insert Program Name) Program.  This plan is developed to satisfy requirements in applicable [choose one or both:] Technical Manual Contract Requirements (TMCRs), Technical Manual Seatask Requirements (TMSRs), and [choose one that applies:] references (a) and (b), references (a) through (d).


2. Purpose.  The purpose of this plan is to establish objectives, requirements, responsibilities and procedures used in the technical content verification of (Insert Program Name) Technical Manuals to ensure that all text and illustrations accurately reflect the equipment covered, and that the data is fully compatible in depth and scope with the applicable maintenance concept.  Verification will focus on critical operational and maintenance tasks that affect safety, operational readiness, and supportability of the (Insert Program Name).  These tasks will be prioritized and identified jointly by the Acquisition Activity Manager/Technical Manual Maintenance Activity (TMMA) manager, Technical Manual Point of Contact (TM POC), Engineering Technical Code(s) representative, and preparing activity.  If applicable, add:  Special weapons ordnance and explosive disposal TMs are exempted from this plan.

3. Background.  Contractor and Navy preparing activities are developing TMs to support the (Insert Program Name) Program and associated equipment in accordance with [choose one or both:] TMCRs/TMSRs.  Contractor and Navy preparing activities are responsible for ensuring TMs are validated.  Prior to acceptance of manuals, the Government is responsible for verification of all manuals.  All manuals will be verified in accordance with the requirements defined in this plan.  Enclosure (1) provides a sample Verification Plan Outline defining verification requirements for manuals.  Enclosure (1) will be provided for each manual/manuals verified. A TM Verification Schedule reflecting the TMs, dates the TMs will be verified and recent TM verification status will be provided under separate cover.  The schedule will be updated periodically to indicate changes.  A sample TM Verification Schedule is provided as enclosure (2). 


4. Definitions.  The following terms and definitions are used in this Verification Plan:

a. 
a.  Acceptance.  The act of an authorized representative of the Government by which the Government assumes from another party, ownership of existing and identified supplies tendered, or approves specific services rendered, as partial or complete performance of a contract by a contractor.  Acceptance does not preclude the right of the Government to obtain correct and complete material as specified by the contract when such material has been found to be deficient within its guarantee period.

b. Accuracy.  The precision and technical correctness of the contents of a manual. Accuracy includes the requirement that the TM reflect the "as built" or "as is" configuration of the associated hardware. 


c. Acquisition Activity Manager.  Any Government activity (headquarters or field) having the responsibility for procuring new, revised, or changes to TMs in support of a ship, system, or equipment (including modifications). A maintenance activity is classified as an acquisition activity when it acquires technical manuals.  Examples of acquisition activities are Program Management Office (PMO), Life Cycle Manager (LCM), In-Service Engineering Agent (ISEA), Naval Shipyard, Planning and Engineering for Repair and Alteration, or Designated Ship Program Management Office.


d. Adequacy.  The depth, scope, comprehensibility, and usability of TM content necessary to support all systems and equipment tasks and functions at the prescribed installation, operation, and maintenance level.


e. Combined Validation/Verification.  An effort performed when a manual or parts of a manual cannot be verified in an operational environment, when schedule or equipment availability impacts verification, or when a manual cannot be validated at a contractor’s facility.  The manual is verified by Government personnel simultaneously with the validation by the preparing activity, ensuring that all verification acceptance criteria are met.  Written authorization will be requested and approval received from the Acquisition Activity Manager/TMMA before a combined validation/verification is performed.


f. Comprehensibility.  The user’s ease in understanding the TM text, illustrations, and tables.


g. Engineering Technical Code.  Activity assigned or tasked with life cycle management or engineering responsibilities for systems, equipment or components.


h. Final TM.  A verified manual approved by the Government in final format.


i. Operating Command(s).  The command(s) that provide(s) the personnel used to perform verification of operation and maintenance procedures contained in the TM or parts of the TM.


j. Preliminary TM.  A validated manual that includes all reviewed manuscript data accepted by the Government and other data needed for the final TM.  The preliminary TM is not verified and does not have final approval.


k. Preparing Activity.  The organizational element (contractor or Government) that prepares a TM or TM modification.


l. Technical Manual Contract Requirement.  A definitive contractual document that provides the content and format requirements for the TM.  Requirements for quality assurance, preparation, and delivery of TM data items are also included.  The TMCR tailors all specifications, standards, or data items to produce a specific type of TM.


m. Technical Manual Maintenance Activity (TMMA).  A Government activity assigned the maintenance and update responsibility for published command TMs.  The Acquisition Activity Manager may also be the TMMA.


n. Technical Manual Seatask Requirement.  A formal document giving guidelines to a Government activity to develop a specific TM or set of TMs. TMSRs are counterparts to TMCRs. 


o. Technical Manual Point of Contact (TM POC).  Assigned by the Acquisition Activity Manager or the TMMA to coordinate all matters related to TM management, to include verification.


p. Usability.  The user’s ability to apply the TM contents while performing specific tasks described by the TM.


q. Users.  Personnel who install, operate, maintain, and repair the weapon system or related equipment.


r. Validation.  The final quality assurance review required of the preparing activity (contractor or Government).  During validation, the preparing activity demonstrates that the TM meets requirements for technical adequacy, accuracy, compliance with specifications, and other contractual requirements.  This validation is accomplished by actual performance, analysis, or simulation of the operation and maintenance instructions on the system or equipment for which the TM is written.  Validation is normally conducted at the preparing activity or vendor’s facility but may be conducted at the installation site.


· Validation Plan.  A data deliverable item, which defines the plan for validating the manual and is developed by the preparing activity soon after contract award.


· Technical Manual Validation Certificate.  A data deliverable item used by the preparing activity to attest to the completion of TM validation.  See enclosure (3) for the Technical Manual Validation Certificate Form.


s. Verification.  The final quality assurance review performed by the Government before accepting the TM.  During verification, the TM is tested through performance (use) and comparison by Fleet personnel representative of the intended users to ensure that the manual is accurate and adequate for the operation and maintenance of the system/equipment.  The following verification elements are listed in the order in which they occur during verification.


· Verification Schedule.  A specific schedule that is part of the Verification Plan that reflects the most recent TM status and verification dates and updated periodically.  A sample is provided as enclosure (2).


· Verification Team.  A group or team composed of personnel responsible for verification performance, including representatives from the Operating Command(s), preparing activity, Engineering Technical Code, and headed by a Verification Team Manager (VTM).


· Verification Team Manager.   Designated by the Acquisition Activity Manager/TMMA manager, TM POC, or Engineering Technical Code to lead the verification effort. 


· Verification Plan Outline.  A specific plan developed by the VTM for each manual or manual part(s) where verification requirements unique to the manual are identified.  The outline is filled out before the verification and submitted to the TM POC for approval.  A sample is provided as enclosure (1).


· Verification Discrepancy/Disposition Record.  Form used by the Government recorder (or VTM) to record discrepancies identified during performance of verification.  See enclosure (4) for the Verification Discrepancy/Disposition Record Form.


· Technical Manual Verification Incorporation Certificate.  Provided by the preparing activity to attest that all deficiencies and discrepancies recorded during verification have been corrected and resolved.  It includes the following elements:  Title, number, and date of TM; contract number; authorized signatures of contractor and Government representatives acknowledging that verification review comments have been incorporated into the final (manual) reproducible copy; and statement of any exceptions relative to verification. See enclosure (5) for the Technical Manual Verification Incorporation Certificate Form.


· Verification Comments Package.  Prepared by the VTM after the actual verification is completed and forwarded to the TM POC for review and to the Acquisition Activity Manager/TMMA for approval.  Contains a copy of the completed Verification Plan Outline, Verification Discrepancy/Disposition Record sheets, Technical Manual Verification Incorporation Certificate, verification results and  recommendations, relevant verification data and unresolved comments for follow-on action.

5. Verification Policy.  In accordance with references [Choose one:] (a) and (b), (a) through (d), all system and equipment TMs developed to support the (Insert Program Name) Program shall be verified before approving and accepting final manuals.


a. Verification Responsibility.  Verification is the responsibility of the Government, is performed by Government personnel, and supported as required by the preparing activity in accordance with the contract requirements.


b. Verification Criteria.  Verification is performed only on manuals that have been validated and a Technical Manual Validation Certificate, signed by the preparing activity, has been submitted.  Under certain conditions, the Government may authorize a combined validation/verification; if authorized, the Government shall ensure all verification criteria are met.


c. Verification Methods.  Verification is performed by the verification team in accordance with one, or a combination of, the following four methods:


5. Analysis [Desk-top Verification] (minimal verification process):  Under the direction of the VTM, a desk-top review of descriptive data against engineering source material, TMCRs/TMSRs, and contract requirements, and a comparison of switches, controls, system, and unit level repair parts against the hardware.  This will include verification of TM principles of operation, system and unit description, source codes, schematics and illustrated parts breakdown against engineering source data and by comparison with the hardware.  Analysis will establish that the data is complete, accurate and free of inconsistencies.  Specific percentages of the data to be verified by analysis in each TM will be defined in the specific Verification Plan Outline.


5. Demonstration [Hands-on performance verification]:  Actual performance on the hardware of instructions and procedures in the manual relating to operation, maintenance, troubleshooting, assembly, and disassembly.  Operating, troubleshooting, and maintenance procedures including checkout, calibration, alignment, removal and replacement procedures, and associated checklists, will be verified by the demonstration method to the maximum extent possible.  Government (ship/shorebase) personnel of the prescribed skill level will perform procedural steps.  Procedures that might damage or degrade the system or equipment will not be verified by this method; malfunctions will not be introduced into the prefaulted modules.  Specific procedures to be verified by demonstration will be identified in the Verification Plan Outline.


5. Simulation:  An alternative to “hands-on” performance by which equipment is observed in an operational configuration when actual performance might damage equipment or when procedures duplicate similar ones already demonstrated.  Specific procedures to be verified by simulation will be identified in the Verification Plan Outline.


5. Observation:  Government performs verification by combining with and observing contractor validation (when required and authorized by the Acquisition Activity Manager/TMMA).


6. Verification Performance Procedures

a. Verification Planning.  When a manual (or part of a manual) is scheduled to be verified, the TM POC will request authorization for the verification effort from the Acquisition Activity Manager or the TMMA, as applicable.  The TM POC will release the required letters or messages authorizing the verification performance and the availability of all personnel and equipment required to complete the verification.  The TM POC will request the Engineering Technical Code designate a VTM.


b. Verification Plan Outline.  The Verification Plan Outline is developed by the VTM and identifies specific verification requirements for the manual or parts of the manual.  The Outline defines the purpose, scope, methods, procedures, controls, and needed resources.  The Outline contains the following information:


(1) Identification of the TM (or Parts of the TM) to be verified.  Identification includes the TM identification number, manual title and subtitle, contract number, and name of the preparing activity.


5. Purpose of the Plan.  The purpose lists specific objectives of the verification plan.


5. Applicable Documents.  All applicable documents including TMCR, contractor, references [Choose one:] (a) and (b), (a) through (d), and necessary specifications and data items for TM development.  All documents must be available during the verification.


5. Schedule and Site of the Verification.  Define where and when the verification effort(s) will take place.  Verification is usually accomplished at a Government facility or activity of the same maintenance level as the technical data being verified.


5. Verification Team.  This section identifies the VTM and specific members, listing their affiliation and verification function.


5. Support Equipment.  This section identifies verification support equipment cited in the TM.


5. Spares/Parts.  This section identifies the spares/parts needed for verification.


5. Verification Procedures.  The Outline defines the following procedures:


(a) Verification team members' responsibilities.


(b) Verification methods (briefing, analysis, demonstration/simulation, and summary).


5. Verification Comment Incorporation.  The Outline defines the process for documenting the verification results, verification comment incorporation, and follow-on actions.

c. Verification Performance.  Actual performance will be done by following the Verification Plan Outline and the requirements of this Plan.


(1) Responsibilities of Verification Team Members.  The verification team will consist of the following members:


(a) a Verification Team Manager to oversee all verification efforts (this function may be performed by the TM POC or a representative designated by the Engineering Technical Code);


(b) a technician(s) from the Operating Command(s) who correspond(s) to the skill level of the intended user and who is designated by the VTM to perform the hands-on verification of operation and maintenance procedural steps;


(c) a reader designated by the VTM to read the procedural steps aloud to the technician(s);


(d) a recorder to redline, into the manual, the discrepancies noted by the 

technician(s) (this function is usually delegated to the representative from the preparing activity); 


(e) a Government recorder to cite the discrepancies noted by the technician(s) onto the Verification Discrepancy/Disposition Record (enclosure (4)) (this function is usually performed by the VTM).  Each entry is to be numbered sequentially and shall adequately identify the item in the manual to which the discrepancy applies.  Unless otherwise identified, all entries in the "Para, Fig or Table No." column are to be considered paragraph references.  Entries may be handwritten but they must be neat, legible, and reproducible; and


(f) as required, Engineering Technical Code(s) representative(s) and other activity representative(s) to provide technical expertise.


All members participating in the verification are responsible for identifying discrepancies, including safety factors, and questioning procedure validity.  The VTM is responsible for ensuring that all discrepancies and questions are answered.


(2) On-Site Pre-Verification Briefing.  The VTM will conduct a pre-verification briefing to define each team member’s responsibility, discuss the verification schedule, and answer any questions regarding problems or issues that arise before verification.  The VTM will apprise the members of the following issues:


5. If more than 50 percent of the steps in any procedure or 50 percent of any page require a change, and the changes can be made by the preparing activity “on-the-spot,” these changes shall be reverified.


5. If changes to any procedure or set of procedures is so extensive that the changes cannot be made “on-the-spot,” the VTM shall declare that section of the manual as unverifiable and shall schedule that section for reverification (during the post-verification summary).


5. Any disagreements among the verification team members that cannot be resolved at the verification shall be documented as follow-on actions for the VTM/TM POC to resolve and shall be included in the Verification Comments Package submitted to the Acquisition Activity Manager or TMMA at the conclusion of the verification.


5. If more requirements are needed for the verification that impact schedule or funding, the VTM shall notify the TM POC or appropriate manager by the quickest method and request authorization for any increased scope in this effort.  All requests shall be followed by a written request from the VTM.


(3) Verification Analysis.  Verification analysis and TM data comparisons will be performed by the verification team under the VTM’s direction.  In the analysis, the TM data is verified using the engineering source data and the actual hardware as defined in the Verification Plan Outline.  Discrepancies will be redlined into the manual master copy and cited on the Verification Discrepancy/Disposition Record Form, enclosure (4).  


(4) Verification Demonstration.  Verification demonstration will be performed by the Verification Team using hands-on performance of procedures and instructions as follows:


(a) A reader(s) designated by the VTM will read aloud the procedural steps or instructions from the TM to the technician(s).


(b) The technician(s) will perform the step described in the manual as instructed.


(c) If the step is performed as described in the manual, the reader(s) and the technician(s) will proceed to the next step.


(d) If the technician(s) note(s) a discrepancy in the step, the preparing activity recorder will redline the discrepancy into the TM verification master copy.  The Government recorder (usually the VTM) will record the discrepancy on the Verification Discrepancy/Disposition Record Form.


(e) Corrections to any step in any procedure that can be made “on-the-spot” shall be redlined into the manual by the preparing activity and recorded on the Verification Discrepancy/Disposition Record Form by the VTM and reverified.


(f) If changes are so extensive as to preclude “on-the-spot” correction, the VTM will note in the Verification Discrepancy/Disposition Record Form that the affected section(s) of the manual is (are) unverifiable and will require a reverification after the corrections have been made.


(5) Post-Verification Summary Conference.  After completing the verification, the VTM will conduct an on-site post-verification summary conference.  The conference purpose is to compare the comments with the redlined manual and ensure that all discrepancies have been recorded.  The discrepancies and disposition will be discussed and recorded on the Verification Discrepancy/Disposition Form.  Discrepancies that cannot be resolved will be noted for later resolution as follow-on actions and provided to the TM POC, Acquisition Activity Manager/TMMA and preparing activity as part of the Verification Comments Package. The VTM will conclude the verification when all tasks have been completed.

(6) Verification Comment Incorporation.  All resolved verification comments will be incorporated by the preparing activity into the final (manual) reproducible copy in accordance with the applicable contract and schedule requirements.  Changes involving safety or hazards to personnel and other critical changes will be classified as URGENT and processed accordingly.  The preparing activity will provide a Technical Manual Verification Incorporation Certificate (enclosure 5) attesting that all verification comments have been incorporated.

(7) Verification Comments Package.  As a follow-on to the verification, the VTM will prepare a Verification Comments Package for review by the TM POC.  The TM POC will forward the Verification Comments Package to the Acquisition Activity Manager/TMMA for approval and signature.  The package will include a letter stating the verification results and any recommendations and follow-on actions required along with a copy of the Verification Plan Outline, Verification Discrepancy/Disposition Record sheets,  Technical Manual Verification Incorporation Certificate, and any relevant verification data as enclosures.  After Acquisition Activity Manager/TMMA approval, copies of the package will be distributed to the necessary activities.

(8) Follow-On Actions.  


· The Acquisition Activity Manager/TMMA will initiate actions or authorize the TM POC or VTM to initiate actions to incorporate any recommendations and follow-on action resolutions into changes to the technical manual(s) in accordance with the applicable contract requirements.  The TM POC or VTM will coordinate any requirements for reverification.  

7. Verification Responsibilities

a. Acquisition Activity Manager or TMMA.  The Acquisition Activity Manager or TMMA has the overall responsibility for managing the (Insert Program Name) TM Program and will designate a TM POC to represent the acquiring activity for all verification efforts.  

b. TM POC.  The TM POC responsibilities include:

(1) request authorization for the verification effort from the Acquisition Activity Manager/TMMA

(2) request Engineering Technical Code designate a VTM when a verification is to be scheduled and oversee VTM actions;

(3) direct the VTM to identify all the verification requirements and to prepare a Verification Plan Outline according to paragraph 6.b of this Verification Plan or the TM POC prepare the Outline according to paragraph 6.b;
 
(4) review and approve the Verification Plan Outline and initiate formal correspondence (letter/message) to authorize the verification;


(5) request personnel and equipment required to support the verification

(6) coordinate with the VTM and participating activities to ensure verification arrangements are proceeding on schedule;

(7) request authorization from the Acquisition Activity Manager or TMMA for any changes during verification effort impacting cost and/or schedule;

(8) review the Verification Comments Package and submit the Package to the Acquisition Activity Manager or TMMA for approval;
(9) distribute the approved Verification Comments Package to necessary activities; 

(10) retain the original verification planning data, Verification Discrepancy/ Disposition Record sheets, and Technical Manual Verification Incorporation Certificate; and

(11) when authorized, initiate action to incorporate Verification Comments Package recommendations and follow-on action resolutions into changes to the technical manual(s) in accordance with the applicable contract requirements.

b. VTM.  The VTM responsibilities include:


(1) define the requirements for the verification and prepare a Verification Plan Outline for the manual(s) or part(s) of the manual to be verified according to paragraph 6.b of this Verification Plan;


(2) submit the Verification Plan Outline to the TM POC for review


(3) initiate all actions required for preparing for the verification after receiving permission from the TM POC authorizing the verification;


(4) coordinate the verification preparation with the necessary activities and ensure that all personnel, equipment, facilities, and applicable documents are available to meet the verification schedule;


(5) direct the verification effort, ensuring that the requirements of this Plan and the Verification Plan Outline are implemented;


(6) chair the pre-verification briefing, ensuring that the team members are familiar with the verification procedures, the plan for the verification, and the specific responsibilities assigned to each member, and that any issues or problems are resolved before beginning the verification;


(7) serve as Government recorder during the verification, documenting all discrepancies on the Verification Discrepancy/Disposition Record Form;


(8) chair the post-verification summary conference to ensure that discrepancy comments match the red-lined manual, a mutually satisfactory disposition for each comment is available, and all unresolved comments are documented for follow-on action.  The VTM and the preparing activity representative will initial each Verification Discrepancy/Disposition Record sheet, indicating concurrence with the disposition;


(9) provide the preparing activity with the redlined manual and a copy of the Verification Discrepancy/Disposition Record sheets and relevant verification data;

(10) verify all resolved verification comments are incorporated by the preparing activity into the final (manual) reproducible copy in accordance with the applicable contract and schedule requirements; 

(11) conclude the verification after completion of all tasks;


(12) prepare the Verification Comments Package according to paragraph 6.c.(7) of this Verification Plan and provide to the TM POC for review; and


(13)  initiate any required verification follow-on actions at the Acquisition Activity Manager/TMMA or TM POC request.


c. Engineering Technical Code(s). The Engineering Technical Code(s) responsibilities include:


(1) designate the VTM;


(2) ensure availability of equipment and facilities and participation of personnel required to support the verification;


(3) assist in scheduling the verification; and


(4) sign the Technical Manual Verification Incorporation Certificate.


d. Preparing Activity.  The preparing activity is required to support Government verification as defined in their applicable contract.  In providing verification support, the preparing activity will:

(1) provide the support specified in the Verification Plan Outline; 


(2) designate specific personnel to support the verification effort who are familiar with the program, authorized to make the decisions concerning discrepancy resolution, and qualified to make “on-the-spot” TM corrections;


(3) serve as a recorder to redline the manual, documenting discrepancies and corrections;


(4) initial all Verification Discrepancy/Disposition Record sheets to indicate concurrence with the cited discrepancies and dispositions;


(5) retain the redlined manual after authorization from the VTM, in accordance with contract requirements, and when a combined validation/verification effort is authorized; and


(6) incorporate all resolved verification comments into the final (manual) reproducible copy in accordance with the applicable contract and schedule requirements.  Changes involving safety or hazards to personnel and other critical changes will be classified as URGENT and processed accordingly;  

(7) provide a Technical Manual Verification Incorporation Certificate attesting that all verification comments have been incorporated and submit the Certificate to the cognizant Engineering Technical Code representative for signature.  Provide the signed original Technical Manual Verification Incorporation Certificate to the VTM or TM POC; and 

(8) perform any required verification follow-on actions in accordance with applicable contract and schedule requirements.
  

e. Operating Command.  The Operating Command shall provide the personnel specified in the Verification Plan Outline to perform the hands-on verification of operation and maintenance procedures contained in the TMs or part(s) of the TMs.  


f. Naval Systems Data Support Activity (NSDSA).  Upon request of the Acquisition Activity Manager/TMMA or TM POC, NSDSA will support the verification with guidance and assistance as defined in reference (a).
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