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PURPOSE

To provide for a system and assign responsibilities for establishment, storage, retention, and disposition of Environmental Management Systems (EMS) records.

 APPLICABILITY
This procedure applies to all records pertaining to the EMS, as well as those required by applicable federal, state, and local regulatory requirements.

DEFINITIONS 

Designated Document Coordinator — A person, designated by a PW Division Chief, responsible for performing document control for area specific work instructions and other controlled documents.  There may be more than one Designated Document Coordinator in a Division. 

Document Owner – The person who is responsible and accountable for the particular document.

EMS Document Control Coordinator — An individual in the PW Support Division appointed to assist the EMS Management Representative and responsible for performing administrative functions in support of the document control system.

EMS Management Representative  — An individual appointed by the Director of Public Works who, irrespective of other duties, is responsible for the operation of the environmental management system (EMS).

ENRD Program Manager – An individual in the Environmental and Natural Resources Division (ENRD) appointed to manage specific environmental programs and/or plans for media protection and resource conservation including air, groundwater, surface water, soil, cultural resources, pollution prevention, etc.

Environmental Operating Certificate — A document prepared specifically for an organization that identifies environmental compliance requirements applicable to the organization; its hazardous materials authorized for use; hazardous wastes generated; and other information included or referenced to make the document a single reference document for the organization’s environmental management.     

Environmental Operating Certificate Coordinator — The person assigned by the Chief, ENRD to prepare, coordinate for approval, issue, and track Environmental Operating Certificates.
Environmental Operating Certificate Owner — The supervisor of the PW organization for which the Certificate is prepared, and who co-signs the Certificate.  This person may be a branch chief, shop foreman, or facility manager.
Legal Requirements — All laws, regulations, permits, contracts, memorandums of agreement and consent orders applicable to PW processes, activities, and services.
Other Requirements — Requirements not identified under Legal Requirements, and standard industry practices (e.g. ANSI, ASTM, MILSPECs) to which PW subscribes. 

Retention Period –-- The length of time that a record will be retained before it is no longer required and can be destroyed.  Retention periods for environmental records maintained by PW are as follows:

· Where specified in a legal or other requirement (e.g., law, regulation, permit condition, Environmental Operating Certificate): As specified in the requirement

· Where not specified in a legal or other requirement:  As specified by the MARKS filing system

· Where not specified in either a legal or other requirement or by MARKS:  The document owner will specify the retention time

Record Holders — Those personnel responsible for retaining EMS records as indicated by procedures and instructions.  A record holder can be one of the following: An ENRD Program Manager or individual supporting the program manager; the EMS management representative; the EMS document control coordinator; a designated document coordinator; an Environmental Operating Certificate owner; or any individual in PW whose responsibilities require the retention of EMS-related records. 

SUPPORTING DOCUMENTS
PRIVATE
Document ID
Title

EMS-200
Identification of Legal and Other Requirements

EMS-210
Identification of Environmental Aspects and Impacts

EMS-215
Development of Environmental Objectives and Targets

EMS-220
Environmental Management Programs

EMS-225
Environmental Training and Qualifications

EMS-230
Environmental Communications

EMS-240
Document Control

EMS-250
Monitoring and Measurement

EMS-255
Preventive and Corrective Action

EMS-260
Internal Audit

EMS-270
Environmental Management Review




 PROCESS
Responsible

Action

ENRD Program Managers 
1
Identify environmental records required by legal and other requirements in your program areas that are applicable to PW activities, products, and services. 


2
Identify the responsibility for maintaining the records, including the retention period if specified in the regulation, for each environmental record identified in step 1 above.  


3
Notify the following of the records required to be maintained: 

· Coordinator for Fort Lewis Regulation 200-1

· Environmental Operating Certificate Coordinator

· Environmental Compliance Inspections Team Lead

Note: If the notification for the record keeping requirement must be made before Fort Lewis Regulation 200-1 or the Environmental Operating Certificate can be updated, notify the affected PW record holders by email or memorandum (those without access to email) 


4
At a minimum, annually repeat steps 1 through 3 to ensure all new and revised record requirements are captured.

Environmental Operating Certificate Coordinator
1
List the records required to be maintained in the PW Environmental Operating Certificates.  Update the Certificate when changes in record keeping requirements occur.

Coordinator for Fort Lewis Regulation 200-1
1
Incorporate new or revised pertinent record keeping requirements in the pertinent sections of FL Reg 200-1 when the regulation is revised. 

Environmental Compliance Inspections Team Lead
1
Incorporate pertinent record keeping requirements in compliance inspections of PW organizations.

Information Technology Manager, Support Division
1
Provide and maintain PW automated systems for maintaining the following records:

· Individual training 

· Equipment calibration



Record Holders


1
Insure the following:

· Retain the records for the specified retention period. 

· Establish a back-up system for records that are maintained electronically.

· Clearly label the cabinets containing the records.

· Store documents in a clean and dry environment.


2
Store and retain the following EMS records as applicable:

All Record Holders
· Records required by a legal or other requirement. 

· Records in addition to those indicated below which are determined to be needed in the operation of the EMS at the specific level, facility or work site.

Division Chiefs or Designated Supervisors

· Calibration Records – calibration records and certificates of conformance for equipment used in environmental monitoring and measurement. 

· Environmental Training Records – Records of accomplishment of required training.

· Records identified in the Environmental Operating Certificate
ENRD Program Managers

· Environmental Reports and Communication Records – Required regulatory reports, correspondence with regulatory agencies, responses to media or other external inquiries, and other significant external correspondence. 

Environmental Operating Certificate Coordinator
· Environmental Operating Certificates – Certificates applicable to PW organizations.



EMS Management Representative

· Preventive and Corrective Action Records – Preventive / Corrective Action Requests (PCARs) and related documents, and status of completion.

· Audit, Inspection, and Assessment Records –  Records and results of external and internal audits, assessments and inspections, including:
· EMS certification and surveillance audits, EMS-related results from external audits/inspections such as ECAS. 

· Internal EMS conformance, EMS-related results from other internal assessments such as the Installation Status Report.  
· Environmental Aspects and Impacts Records – Results of periodic aspect/impact analyses, including:

· PW List of Processes. 

· Significant Aspect Completed Worksheets. 

· Significant Impact Scoring Summary. 

· PW Significant Aspects. 

· Management Review Records – Minutes of EMS management review meetings. 


DOCUMENT REVISION HISTORY
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REVISION NUMBER
DATE OF REVISION
REVISION SUMMARY

1
15 Feb 2000
Clarifies the procedures, persons and responsibilities for maintaining EMS records.   Approval authority for the document is changed from the Chief, ENRD to the Deputy Director of PW. Revision also includes additional definitions and minor editing for clarity.

2
18 Aug 2000
Clarifies that Environmental Operating Certificates are one source of information on records to be retained and their retention times.
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