
Appendix A: Example QC Verification Forms 

Battery Street Tunnel Fire and Safety Improvements 
SEPA Checklist Preparation Process 

 
i. Prepare quality process log to track review process  
 

(1) 
a) Prepare draft outline of document  
b) Distribute draft outline for client approval / comment 
c) Collect review comments and resolve within discipline 
d) Incorporate any changes into draft outline of document 

 
 

(2) 

a) Prepare draft document 
b) Distribute draft document within discipline 
c) Collect prioritized review comments and prepare response within discipline 
d) Incorporate any changes into draft document 

(3) Perform technical edit of draft 
 
 

(4) 

a) Distribute draft document for lead agency review #1 
b) Collect prioritized review comments and prepare response within discipline 
c) Distribute collated comments and responses to reviewers 
d) Hold comment resolution meeting to agree on responses 
e) Incorporate any changes into draft document 

(5) Perform technical edit of draft  
 
 

(6) 

a) Distribute draft document for lead agency review #2 
b) Collect prioritized review comments and prepare response within discipline 
c) Distribute collated comments and responses to reviewers 
d) Hold comment resolution meeting to agree on responses 
e) Incorporate any changes into draft document 

(7) Perform technical edit of final document  
(8) a) Submit final document to lead agencies for final review 

b) Incorporate changes and prepare final document for production 
 

(9) 
a) Submit to deputy project director for approval of final deliverable 
b) Admin staff prepare transmittal letter for GEC Manager signature 
c) Copy of lead agency review comments and quality process log filed 

 

  



 
Discipline Report Quality Process Log 

Document Name Battery Street Tunnel Fire and Safety Improvements SEPA Checklist 
Prepared By Kathy Rossi 
 
Process 

Scheduled 
Start 

Scheduled 
Finish 

1. Draft Outline Review N/A N/A 
2. Discipline QC review of draft 01/07/08 08/07/08 
3. Technical edit of draft 10/07/08 10/07/08 
4. Lead agency review #1 11/07/08 25/07/08 
5. Technical edit  04/08/08 07/08/08 
6. Lead agency review #2 08/08/08 22/08/08 
7. Technical edit  26/08/08 27/08/08 
8. Final lead agency review 28/08/08 29/08/08 

 
(1) 

Draft outline 
review 

 

Reviewers N/A 
Comments  

 
Actual start N/A Actual finish N/A 

 
(2) 

Discipline QC 
review of draft 

 

Reviewers David Mattern, Kathy Fendt, Matthew Smith, Tom Tracy 
Comments  

 
Actual start 01/07/08 Actual finish 08/07/08 

 
(3) 

Technical edit of 
draft 

 

Reviewers Lorena Dinger, Kathy Fendt 
Comments  

 
Actual start 10/07/08 Actual finish 11/07/08 

 
(4) 

Lead agency 
review #1 

 

Reviewers Angela Freudenstein, Allison Hanson, Gwen McCullough, Paul Lacy, 
Heather Page, Mike Rigsby 

Comments  
 

Actual start 11/07/08 Actual finish 24/07/08 
 

(5) 
Technical edit of 

draft 

Reviewers Lorena Dinger 
Comments  

 
Actual start 04/08/08 Actual finish 04/08/08 



(6) 
Lead agency 

review #2 
 

Reviewers Angela Freudenstein, Allison Hanson, Heather Page, Mike Rigsby, 
Chuck Kirchner, J. Arnesen, T.Partap, Snyder, Laughlin, C. Oppelt, L. 
Geissinger, R. Cunningham, K.Kofoed, K.Gordon 

Comments  
 

Actual start 06/08/08 Actual finish 22/08/08 
 

(7) 
Technical edit of 
final document 

 

Reviewers Lorena Dinger 
Comments  

 
Actual start 19/09/08 Actual finish 22/09/08 

 
(8) 

Final lead agency 
review 

 

Reviewers Angela Freudenstein, Allison Hanson, Gwen McCullough, Heather 
Page, Paul Lacy, Matthew Smith, Ann Costanza, Mike Rigsby, Chuck 
Kirchner, J. Arnesen, K. Kofoed,  
K. Gordon 

Comments  
 

Actual start 22/09/08 Actual finish 25/09/08 
 

(9) 
Technical edit of 
final document 

 

Reviewers Lorena Dinger 
Comments  

 
Actual start 03/10/08 Actual finish 07/10/08 

 
(10) 

Approval of Final 
Deliverable 

 

GEC Manager J. Michael Rigsby, PE 
Signature  Date  

 
Reviewers 
 

 Interest Name  Interest Name 
1 Environmental David Mattern 16 SPU Laughlin 
2 Environmental Kathy Fendt 17 SPU C. Oppelt 
3 Design/Eng. Matthew Smith 18 SCL L. Geissinger 
4 Design/Eng. Tom Tracy 19 SCL R. Cunningham 
5 Tech Editor Lorena Dinger 20 Seattle DPD K. Kofoed 
6 WSDOT Angela Freudenstein 21 Seattle DON J. Gordon 
7 WSDOT Allison Hanson 22   
8 WSDOT Gwen McCullough 23   
9 WSDOT Paul Lacy 24   
10 Permitting Heather Page 25   
11 GEC Manager Mike Rigsby 26   
12 Seattle DOT Chuck Kirchner 27   
13 Seattle DOT John Arnesen 28   
14 Seattle DOT Trevor Partap 29   
15 Seattle DOT Snyder 30   
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