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EMS Procedure 4.4.5

Document Control

1.
Purpose

This procedure outlines the document control process developed by the Environmental Management Directorate (AAC/EM) at Eglin AFB to ensure that critical environmental documents are available to personnel who rely on them to perform their missions.

2.
Scope

As part of its Environmental Management System (EMS), Eglin has created a Document Control System (DCS) to control EMS documents and make them readily available to personnel at locations where environmental operations are performed.  The system is web-based and provides a virtual library at AAC/EM’s intranet site.  By controlling EMS documents in this manner, EM ensures that only correct and current documents are used.

Located on the DCS is EMS procedure documentation as well as environmental program-specific documentation such as laws, regulations, permits, policy, AAC Operational Plans, and other types of guidance.   The DCS tracks document archival status, review status, identifies relevant points of contact, document expiration date, reviewing organizations, document distribution list and document location.  Although hard copies of documents may be distributed, they are considered to be work copies only.  Personnel are instructed to refer to the DCS site for the latest EMS guidance.

3.
Responsibilities

3.1 Environmental Management Directorate (AAC/EM)

3.1.1  Supports implementation and maintenance of the DCS 

3.1.2  Ensures all AAC/EM program areas post and regularly review promulgated guidance documents.

3.2 Environmental Management Compliance Division (AAC/EMC)

3.2.1  Oversees and supports EMS Management Representative in the implementation and management of the DCS.

3.2.2  Ensures compliance program managers post and regularly review program-specific guidance documents to assure the remain relevant and current.

3.2.3  Assigns a Document Control Administrator (DCA) to administer the DCS

3.3 EMS Management Representative (EMS MR)

3.3.1   Reviews DCS web site on a regular basis to ensure the system is updated as required.

3.3.2   Briefs Program Managers on the DCS as a repository for environmental program information.

3.3.3  Obtains funding to support the DCS.

3.3.4  Coordinates with AAC/EMC division chief in selection of the DCA

3.3.5  Provides guidance and support to the DCA as needed.

3.3.6  Reviews and revises EMS procedures and documentation (i.e. EMS Implementation Plan, Environmental Policy, and Environmental Manual) periodically to ensure documents are correct and up-to-date.

3.3.7  Forwards revised EMS procedures and/or documentation to the DCA

3.4 EM Program Managers

3.4.1  Review AAC Operational Plans for their programs when notified by 96 ABW/XPX.

3.4.1.1  Coordinate plan review with units tasked as reviewing organization.

3.4.1.2  Incorporate revisions into final draft plan.

3.4.1.3  Provide final draft plan to the DCA to be forwarded to 96 ABW/XPX.

3.4.1.4  Stores final hardcopy of documentation as well as supporting background information and records of coordination.

3.4.2  Ensure documentation relevant to their programs is included in the DCS.

3.4.2.1  Compile programmatic plans, permits, regulations, guidance, policy, and other documentation important to the effective management of the program.

3.4.2.2  Determine relevant level and function for distribution and create a distribution list for each document.

3.4.2.3  Determine a review cycle for each document (monthly, quarterly, annually).

3.4.2.4  Forward documents, distribution lists, and review cycle information to the DCA and EMS MR for inclusion in DCS.

3.4.2.5  Review environmental program documentation when prompted by DCA or EMS MR.

3.5 Document Control Administrator (DCA)

3.5.1  Receives, tracks, monitors, and archives all EMS documentation.

3.5.2  Assigns EM catalog numbers to all EMS documentation.

3.5.3  Enters all EMS documentation into the DCS, assigning each record a unique identification number for archival purposes.

3.5.4  Maintains electronic DCS libraries.

3.5.5  Notifies Program Managers and or other relevant levels and functions when environmental program documentation is entering the review cycles.

3.5.6  Notifies EMS MR when annual EMS procedure documentation review cycle is pending.

3.5.7  Maintains a record of changes/updates to documents and tracks coordination until review is complete

3.5.8  Receives final documents from Program Managers or the EMS MR.

3.5.9  Distributes copies of revised documentation to relevant level and function members (as defined by the EM PM)

3.5.10  Updates the electronic DCS library.

3.5.11  Archives obsolete documents in the DCS library as “Obsolete/Superseded”.

3.5.12  Ensures Operational Plans are submitted to 96 ABW/XPX on a timely basis.

3.5.13  Assists with EMS and or ECAMP audit document preparation and review.

3.5.14  Sends out and tracks responses to document control obsolete notifications and document control update notifications (instructing that old copies be destroyed and replaced by new versions).

3.6  96th Air Base Wing Plans and Program Division (96 ABW/XPX)

3.6.1  Notifies the EM DCA, EM Program Managers and reviewing Task Organizations of AAC Operational Plan review periods.

3.6.2  Distributes electronic and or hard copies of the plan for review.

3.6.3  Serves as liaison should conflict arise during the review process.

3.6.4  Receives final draft plan revisions from EM Program Managers.

3.6.5  Edits and finalizes AAC Operational Plans. 

3.6.6  Distributes electronic and or hard copies of the final plan to the Program Manager, DCA, and distribution list created by Program Manager.

3.6.7  Updates the electronic copy on 96 ABW/XPX web site

3.7 Relevant Level and Function Members (Tasked Organizations)

3.7.1  Utilize the DCS web site to review relevant environmental documentation.

3.7.2  Ensure documentation is the most recent version.

3.7.3  Ensure working copies of documents are available for all personnel who do not have intranet access.

3.7.4  Follow instructions in document control obsolete notifications or update notifications.

3.7.5  Notify the DCA of changes in the organization that affect the distribution list.

4. Procedure
Personnel working on the Eglin Installation must familiarize themselves with the environmental aspects and impacts related to their job functions and identify applicable environmental documentation.  The AAC/EM DCS intranet web site serves as the repository and management process tool for all relevant environmental documentation.

4.1 AAC Operational Plans

4.1.1  Description:  AAC Operational Plans are plans base personnel often refer to in their job functions. The 96 ABW/XPX office maintains all AAC Plans and coordinates all revisions and new plan publication. Environmental AAC Operational Plans address specific media or environmental programs. These include air pollution episode abatement (AAC Plan 32-2), asbestos management (AAC Plan 32-3), lead-based paint management (AAC Plan 32-4), hazardous waste management (AAC Plan 32-5), hazardous material emergency planning and response (AAC Plan 32-6), recycling program management (AAC Plan 32-7), and hazardous materials storage (AAC Plan 32-9). The 96 ABW/XPX has established steps for publishing new AAC Plans should additional plans be required. 

4.1.2 Review Methodology:
4.1.2.1  96 ABW/XPX sends a review notice to the EM Program Manager in charge of the plan and to Task Organizations that will review the plan.

4.1.2.2   The Program Manager and Task Organizations review the plan and note any suggested revisions. The Task Organizations forward comments to the Program Manager for consideration. While the comments do not have to be incorporated, the Program Manager must coordinate with the Task Organizations. In the event of a conflict, 96 ABW/XPX serves as a liaison between the Program Manager and the Task Organization to resolve the issue.

4.1.2.3   The Program Manager revises the plan, incorporating any necessary changes, and prepares a draft final plan containing all revisions. The Program Manager then forwards the draft final plan to 96 ABW/XPX.

4.1.2.4   96 ABW/XPX edits and finalizes the document and assigns an AAC Plan number. The final plan is sent to the distribution list, which includes both the Program Manager and the DCA. An electronic copy of the final plan is posted on the 96 ABW/XPX web site. 

4.1.2.5   Upon receipt of the final plan, the DCA updates the DCS, archiving obsolete electronic versions for historical information. 

4.1.2.6   The DCA sends a document obsolete notice to the distribution list to ensure personnel are using the current version of the document.

4.2 EMS Procedures and Environmental Program Documentation

4.2.1  Description:  EMS documents include the environmental policy, specific EMS procedures (such as this document), EMS manual, and the audit manual.  Environmental program documentation includes program plans, permits, laws, regulations, policies, manuals, and guidance.  EM program managers may periodically solicit comments from tasked organizations on various program documents.

4.2.2  Review Methodology:

4.2.2.1  The DCA sends a review notice to the responsible party. The EMS MR is responsible for review of EMS procedures and documentation, while Program Managers are in charge of reviewing environmental program documentation, including external documents such as laws, regulations, policy, and guidance, to make sure the information is correct and up-to-date.

4.2.2.2  The Program Manager or EMS MR reviews the document to determine if revision is required or, in the case of external documents, if a more recent version is available.

4.2.2.3   If no revisions are required or a more recent version of an external document is not available, the Program Manager or EMS Management Representative notifies the DCA.

4.2.2.4  Upon notification that no revision is required or a more recent version of an external document is not available, the DCA updates the review status in the DCS and re-starts the review cycle calendar.

4.2.2.5  If revision is required or a more recent version of an external document is available, the Program Manager or EMS Management Representative revises the document or obtains the latest copy.

4.2.2.6  The Program Manager or EMS Management Representative finalizes the document and distributes the revision or updated external document to the DCA and to relevant function and level members included on previous document distribution lists.

4.2.2.7  Upon receipt of the revised or updated document, the DCA updates the DCS, archiving obsolete electronic versions for historical information. 

4.2.2.8  The DCA sends a document obsolete notice to the distribution list to ensure that all users have the current, up-to-date version of the document.

5.
Cross References

AAC/EM’s EMS web site at https://em.eglin.af.mil/emc/ems 

DCS web site at https://em.eglin.af.mil/emc/ems/library
6. Documentation and Records

Review Notifications

Document Control Update Notifications

Document Control Obsolete Notifications

Responses to DCS Notifications

7. Flowchart

Exhibit 1 shows the flowchart for the Document Control procedure.
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