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Tag-Out Record Sheet (TORS) Overview (Front)

	BLOCK NO.
	BLOCK NAME
	OVERVIEW
(See basic text for process explanation)

	1
	SYSTEM OR COMPONENT
	Preparer describes system(s) or component(s) being worked. This description should be compatible with block 4 of the index sheet.

	2
	LOG SERIAL NO.
	The Authorizing Officer ensures that block 1 of the index sheet is used for assigning the next sequential log serial number. If more than one tag-out log is being used, include a describing prefix.

	3
	AMPLIFYING INSTRUCTIONS
(mandatory for caution tags)
	For caution tags, the preparer clearly states instructions that must be considered when operating the component to which the tag is attached. The amplifying instructions shall be sufficiently detailed to give watchstanders reviewing the tag-out log a clear understanding of the purpose and necessity for each tag-out action and shall match wording on the caution tag. For danger tags, this block can be used to provide any amplifying information.

	4
	REASON FOR TAG-OUT AND APPLICABLE DOCUMENTATIO N
	Describe, by number and title, the document requiring the tag-out. The description has to be clear enough so reviewers, checkers, and workers can fulfill their responsibilities. Ensure that the reason for each particular operation/work item listed is clear. It is inappropriate to simply list items such as "tag-out instruction" or "EOOW" without an associated reason and/or amplifying instruction. The TORS shall include reference to any documents that apply; such as, work authorization forms, test procedures, technical work documents, technical manuals, etc. For availabilities where WAFs are  not being used, the RA shall be identified.

	5
	TAG NUMBERS USED
	The number of each tag (from block 14) used. Enough tags should be used to completely isolate the system, piping, or circuit being worked on, and/or prevent operation of a system or component from all stations that could exercise control. It is acceptable to group tag numbers (e.g., 1, 3, 5-12).

	6
	DATE/TIME ISSUED OR ADDED
	Filled out during authorization. This block indicates the date/time the work item was issued or added.

	7
	PETTY OFFICER IN CHARGE
	Signed by the preparer of the TORS and tags. The POIC is responsible for ensuring the accuracy and adequacy of the tag-out plan.

	8
	INDEPENDENT REVIEWER
	An independent review is done to ensure the adequacy of tag-out isolation and to ensure the correctness of the TORS and tags. Signed when satisfied with the accuracy and adequacy of the tag-out plan.

	9
	AUTHORIZING OFFICER
	Signed when satisfied with adequacy, completeness, and accuracy of tags and TORS. Sign block 6 on tags at same time.

	10
	REPAIR ACTIVITY REP.
	When required, signed when satisfied with adequacy, completeness, and accuracy of tag-out. When local instructions allow, the documented verification signature made by a qualified repair activity individual proposing the tag-out may be used as the repair activity's validation of the adequacy and accuracy of a tag-out. This allowance only applies when the proposed tag-out and the authorized tag-out are identical. The RA Representative authorizing the tag-out in block 10 of the TORs remains responsible for ensuring the tag-out is compatible with system status and ship/plant conditions.

	11
	WORK CENTER REPRESENTATIV E
	Signed when work item/operation is complete and tags are no longer needed. Will be signed before tags are cleared and removed. Add date in block 13.

	12
	REPAIR ACTIVITY REP.
	When required, signed when work item/operation is complete and tags are no longer needed. Add date in block 13.

	13
	DATE
	The date signatures are made in blocks 11 and 12 for completed work item operation.
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Tag-Out Record Sheet (TORS) (Back)
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23. SIGNATURE OF WATCH OFFICER/DUTY OFFICER

	


24. DATE/TIME


	

CONTINUED ON ADDITIONAL SHEET (CHECK IF APPLICABLE)
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Tag-Out Record Sheet (TORS) Overview (Back)


	
BLOCK NO.
	
BLOCK NAME
	OVERVIEW
(See basic text for process explanation)

	14
	TAG NO.
	The sequential number of each tag. Each tag is given its own sequential number as it is entered on the TORS.

	15
	SYSTEM/ COMPONENT ID
	Describe the location of each tagged component using the most easily identifiable means, which uniquely identifies the component being tagged.  Normally identical to the component label plate (see chapter text).  Shall be identical to the information in block 2 of the tag.

	16
	TAGGED POSITION/CONDITION
	Describe the tagged position and any required condition of each tagged item using the most easily identifiable means.  When the condition of a tagged valve is "Locked", the tag/TORS entry is "Locked" followed by the position of the valve (e.g., "locked shut").  For danger-tagged items, the position/condition shall be identical to block 3 on the tag. For caution-tagged items, this column may be left blank or have the abbreviation "SAI", which means "see amplifying instructions", entered.

	17
	POSTED BY
	Initialed after position/condition is verified and tag is attached.  Block 4 of tag is signed at the same time.

	18a
	POSTING CHECKED BY
	Initialed by a person who independently verifies component position/condition and tag attachment. Block 5 of the tag is signed at the same time.

	18b
	RA WITNESS
	For tags being witnessed/verified by the RA, block 18b should be initialed by the RA Witness. Block 7 of the tag is signed at the same time.
Note:  This block is designed for witnessing/verification by two RA(s).  If the second RA Witness block is not used, leave blank.  For tag-outs that require witnessing by more than two RA(s), the method   of documenting witnessing/verification by the third and subsequent RA(s) will be delineated in an MOA with these RA(s).

	19
	CLEARANCE POSITION/CONDITION
	The Authorizing Officer annotates the desired position or condition of the tagged item when authorizing tag removal.

	20a
	AUTHORIZING OFFICER
	Signs to approve clearance of tag, grants permission to place the component in the clearance position/condition. If the Authorizing Officer requires his permission just prior to repositioning the component in order to sequence the operation of several components, he shall so inform the person clearing the tag.

	20b
	REPAIR ACTIVITY
	When required, signs to approve clearance of tag.

	21
	DATE/TIME CLEARED
	The person removing the tag enters the date/time cleared as each tag is removed and block 22 initialed.

	22
	CLEARED BY
	Initials indicate that the tag has been removed and, if repositioning was performed, that the position/condition of the previously tagged item matches that listed in block 19.

	23
	SIGNATURE OF WATCH OFFICER/ DUTY OFFICER
	Signed by the Authorizing Officer when all actions for a TORS have been completed, all tags cleared and destroyed, the system or component returned to normal operating (shutdown) or other specified
condition, and the applicable valve status board (s) updated.

	24
	DATE/TIME
	Date/time entered by Authorizing Officer when block 23 is signed.  Same date as block 5 on index sheet.


Note: Continuation Boxes (front and back). Mark these boxes if additional sheets are necessary to provide more space for listing tags or adding operations/work items.
