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1.0 PURPOSE AND SCOPE 

This procedure states the responsibilities and describes the process for obtaining a property access agreement 
between the Department of Energy Los Alamos Site Office, (DOE LASO), the Los Alamos National Laboratory 
(LANL) as Los Alamos National Security, LLC (LANS), and a non-DOE property owner.  

2.0 BACKGROUND AND PRECAUTIONS 
2.1 Background 

When a non-DOE property owner or homeowner association property contains or is located near a DOE or DOE 
subcontractor worksite and requires access for DOE-related work, it is necessary for the DOE and LANL to enter 
into a formal, legal access agreement with the property owner before work may be performed.  Access agreements 
may be routinely established on an annual on-going basis (for example, as with Los Alamos County or San 
Ildefonso Pueblo) or on an as-needed, one-time basis (for example, with a homeowner from who’s property 
environmental characterization samples will be collected).  

2.2 Precautions 

Work activities may also involve personnel from DOE and regulatory personnel from the US Environmental 
Protection Agency (EPA) and the State of New Mexico who also may need access to non-DOE-owned property. 
However, only DOE, LANL, and their representatives, are covered by the access agreement unless exceptions are 
specifically listed therein. 

3.0 EQUIPMENT AND TOOLS 

None 

4.0 STEP-BY-STEP PROCESS DESCRIPTION 

The following personnel are responsible for activities identified in this procedure. 

o Work Activity Manager or Project Lead 

o Legal Counsel Staff 

o Administrative Office Staff 

o Public Involvement/Outreach Staff 

o Records Management Staff 
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4.1 Identify the Need for an Access Agreement 

Work Activity 
Manager / 
Project Lead 

1.  The responsible Work Activity Manager or Project Lead will: 

o identify when work activity requires attaining an access agreement 

o notify other affected and potential support staff of this need 

o identify resources and obtain necessary support commitments for the scope of the 
access agreement activity to be performed (several access agreements will require 
greater support) 

Note: It is recommended that notification to, and identification of, a committed team to 
produce the needed access agreement(s) take place minimally 60 days ahead of the 
scheduled work activity, as the process for obtaining fully approved access agreements can 
take several weeks. 

4.2 Draft and Complete the Access Agreement 

Work Activity 
Manager / 
Project Lead 

Or assigned 
individual 

1. The responsible Work Activity Manager or Project Lead will or will assign another person 
to: 

o identify the affected property owner(s)  

o contact the property owner(s) and obtain, at a minimum, current contact information 
including:   

o Full, complete name(s) for the legal property owner(s) 

o Phone number(s), E-mail address 

o Mailing address 

      Public Involvement/Outreach Staff may assist with or perform this activity. 

Work Activity 
Manager / 
Project Lead 

Or assigned 
individual  

2.  The responsible Work Activity Manager or Project Lead will prepare or assign 
preparation of a draft access agreement from the standard template for an agreement and a 
draft of the text for the access-agreement transmittal letter (Attachment 1). 

Work Activity 
Manager / 
Project Lead 

Or assigned 
individual 

 

3.  If the activities to be conducted at the property include sampling or surveying, the Work 
Activity Manager or Project Lead must develop a property-specific survey and sampling 
plan for each property owner or homeowner association.  An example of a standard survey 
and sampling plan is included in Attachment 1. 
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Work Activity 
Manager / 
Project Lead 

Or assigned 
individual 

 

4.  If the activities to be conducted at the property are other than surveying or sampling (e.g., 
conducting excavation and/or remediation action), the Work Activity Manager or Project 
Lead must develop an activity-specific work plan that addresses the scope of the activities 
to be performed.  This plan shall also be provided to the property owner.   

Note: In some instances, it may be appropriate to attach a summary of the work plan to the 
access agreement in lieu of attaching the work plan itself, as determined by the Work 
Activity Manager or Project Lead and other support staff. 

Work Activity 
Manager / 
Project Lead 

Or assigned 
individual 

And Legal 
Counsel 
Staff 

 

5.  The responsible Work Activity Manager or Project Lead or a designated support staff 
member prepares all required elements of the access agreement and submits the package 
to the LANL Legal Counsel Staff for legal review and approval. 

Work Activity 
Manager / 
Project Lead 

Or assigned 
individual 

And 
Administrative 
Staff 

 

6.  The responsible Work Activity Manager or Project Lead or a designated support staff 
member submits the draft text of the access-agreement transmittal letter to administrative 
office staff for formatting in the correct letter template.  

Note: Be sure to inform the administrative office staff that two (2) original copies of the 
transmittal letter are required for the signature process. 

Work Activity 
Manager / 
Project Lead 

Or assigned 
individual 

 

7.  Upon completion of the LANL Legal Counsel review, the responsible Work Activity 
Manager or Project Lead or a designated support staff member will submit the two copies 
of both the access agreement and its transmittal letter to the identified LANL management, 
the DOE management, and the property owner (access agreement only) for review and 
signature approval.  

Note: LANL and DOE management may delegate signature authority for these agreements. 

All signatories must sign two original copies of the access agreement. 

Work Activity 
Manager / 
Project Lead 

Or assigned 
individual 

8.  When all parties have signed the access agreement, the responsible Work Activity 
Manager or Project Lead or a designated support staff member will ensure that one of the 
signed original access agreements and its transmittal letter are submitted to the official 
records management entity for the work organization or project. 
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Work Activity 
Manager / 
Project Lead 

Or assigned 
individual 

Or Public 
Involvement 
Staff 

 

9.  The responsible Work Activity Manager or Project Lead or a designated support staff 
member will hand-deliver or mail the second of the signed original

Note: There may be occasions when it is more appropriate that the agreement be sent by 
registered mail.  It is recommended that a property owner be contacted before an access 
agreement is mailed. 

 copies of the access 
agreement and its transmittal letter to the property owner. Public Involvement/Outreach 
Staff may assist with or perform this activity. 

Work Activity 
Manager / 
Project Lead 

Or assigned 
individual 

And 
Administrative 
Office Staff 

10.  The responsible Work Activity Manager or Project Lead or a designated support staff 
member will distribute photocopies

4.3 Negotiating and Modifying the Access Agreement 

 of the signed access agreement to those individuals 
identified to be CC:’ed in the letter distribution list.  Administrative office staff may perform or 
assist with this activity. 

Work Activity 
Manager / 
Project Lead 

Or assigned 
individual 

 

1. The Work Activity Manager or Project Lead will interface with the property owner to 
resolve questions and negotiate changes to the access agreement with all involved parties. 

Work Activity 
Manager / 
Project Lead 

Or assigned 
individual 

 

2. If substantive revisions need to be made to the access agreement, the Work Activity 
Manager or Project Lead must submit the proposed changes to the access agreement to 
the DOE area manager and Laboratory Counsel to obtain their concurrence. 

Work Activity 
Manager / 
Project Lead 

Or assigned 
individual 

And 
Administrative 
Office Staff 

3. The Work Activity Manager or Project Lead will ensure that the modified access agree-
ment is presented to the property owner for signature approval only after it has been 
approved and signed by the LANL and DOE management.  Should subsequent 
modifications become necessary during the effective life of the Access Agreement, they 
shall be subject to the same approval and record-keeping process as the original 
agreement. Public Involvement/Outreach Staff may assist with or perform this activity. 
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4.4 Disposition of Copies of the Signed, Altered or Modified Access Agreement  3.  

Work Activity 
Manager or 
Project Lead 

1.  The Work Activity Manager or Project Lead or a designated support staff member must 
ensure one of the two completed, signed original

Work Activity 
Manager / 
Project Lead 

 copies of the access agreement and its 
transmittal letter are submitted to the to the official records management entity for the work 
organization or project. 

Or assigned 
individual 

Or Public 
Involvement 
Staff 

2.  The Work Activity Manager or Project Lead or a designated support staff member will 
also provide the property owner with the other completed, signed original

Note: There may be occasions when it is more appropriate that the agreement be sent by 
registered mail.  It is recommended that a property owner be contacted before an access 
agreement is mailed. 

 copy of the access 
agreement for their files.  Public Involvement/Outreach Staff may assist with or perform this 
activity. 

Work Activity 
Manager / 
Project Lead 

Or assigned 
individual 

And 
Administrative 
Office Staff 

3.  The Work Activity Manager or Project Lead or a designated support staff member will 
distribute photocopies

4.5 Records Management 

 of the signed agreement to the parties specified in Section 4.2 step 6 
of this procedure.  Administrative office staff may perform or assist with this activity. 

 3.  

Access agreements are part of the official work activity or project record.  The Work Activity Manager or Project 
Lead is responsible for ensuring that the following records are submitted to the official records management entity 
for the work organization or project: 

o an original, signed copy of the property access agreement—including any attachments 

o an original, signed copy of the property access agreement transmittal letter and document 
signature form 

 

 DEFINITIONS 

Access agreement — A contract between the DOE, LANL (LANS), and the owner or trustee of non-DOE-owned 
property. The access agreement allows the DOE and LANL to access privately owned property to conduct work 
activities (for example, monitoring, surveying, excavating, sampling, remediation work). 

Non-DOE-owned property

 

 — Land and buildings (real estate) owned or held in trust by an individual, company, 
corporation, government agency, county, tribe, or other organization. 
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5.0 PROCESS FLOW CHART 
 

Obtaining Non-DOE Property Access Agreements

Or Assigned 
Support Individual

LANL Legal 
Counsel Staff

Public Involvement 
Staff

Administrative 
Office Staff

Work Activity 
Manager / Project 

Lead

Identify need for Access 
Agreement

Notify affected staff and 
identify support team

Identify affected property owners

Attain contact information from owners May assist 

Create Access Agreement draft documents 

Property survey? 

Activity-specific work 
plan?

Access Agreement draft documents reviewed by LANL Legal Counsel 

Transmittal Letter 
Prepared

Transmittal Letter 
submitted for 
preparation

Approved 

Final Access Agreements Documents compiled and 
circulated for LANL and DOE signature

May assist Signed Access Agreements Documents delivered to 
Property Owner for Signature

One complete, signed copy to Records Management

One complete, signed copy to Property Owner May assist 

Copy distribution to identified individuals Copies made, 
distributed

Identify need to modify 
or negotiate a change 

to an Access 
Agreement
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6.0 ATTACHMENTS 

The document user may employ documentation formats different from those attached to/named in this procedure—
as long as the substituted formats in use provide, as a minimum, the information required in the official forms 
developed by the procedure. 

Attachment 1: Example of a Standard Los Alamos National Laboratory Property-Access Agreement (7 pages) 

Attachment 2: Example of a Standard Los Alamos National Laboratory Property-Access Agreement Transmittal 
Letter (2 pages) 

Attachment 3: Property Owner Representatives Information form (1 page) 

Attachment 4: Example of a Los Alamos National Laboratory Environmental Restoration Project Property-Specific 
Survey and Sampling Plan (2 pages) 

7.0 REVISION HISTORY 

Revision No. 
(Enter current 

revision number, 
beginning with 

Rev.0.0) 

Effective Date 
(DCC inserts effective 

date for revision) 
Description of Changes 

(List specific changes made since the previous revision) 

Type of 
Change 

(Technical [T] or 
Editorial [E]) 

0 Unknown 

New document. [AP-03.4, “Obtaining Access Agreements 
for Non-DOE Owned Property for Purposes of Resource 

Conservation and Recovery Act Facility Investigations and 
Remediation”] 

n/a 

0 8/31/00 Changes unknown.   [ER2000-0292, QP-5.4] Unknown 

1 7/1/08 Document expired; document template/format change; 
process step modifications to fit changed organization. T / E 
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ATTACHMENT 1 

SOP-5241-1 

Acces s  Agreement Sample  Templa te  

Records Use only 

 

 
http://www.lanl.gov/environment/all/docs/qa/ep_qa/SOP-5241-Att-1.dot 
 
 
 
 
 
 
 
 
 
 

http://www.lanl.gov/environment/all/docs/qa/ep_qa/SOP-5241-Att-1.dot�
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