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EMS Procedure 4.5.3

Environmental Records Maintenance

1.
Purpose
This procedure describes the process and defines the responsibilities for maintenance of environmental compliance and Environmental Management System (EMS) records and disposition.  The Air Force has specific requirements and procedures for record identification, management, and ultimate disposition.  Environmental and EMS records at Eglin are to be managed in accordance with the Air Force Records Management Program as referenced in this procedure.  They are maintained in an organized and readily retrievable manner and are disposed of according to established retention times. 

2.
Scope

Reproducible records of environmental activities are essential to operations at Eglin. Such information is needed to provide a record of the base’s efforts to comply with environmental regulations, reduce environmental impacts, and track progress toward achieving environmental targets and objectives. Most environmental regulations require that certain records (e.g., notifications, permits, analytical data, inspection logs, reports, etc.) be retained at the facility for specific periods of time. Environmental records must be stored and maintained so that they are readily retrievable and protected against damage or loss.

EMS records are evidence of ongoing operation of the EMS and consist of, but are not limited to, the following:

· Environmental aspects and their associate impacts

· Environmental training records

· Information on emergency preparedness and response

· Regulatory required submittals, inspection logs, and monitoring data

· Environmental compliance and EMS audit reports and action plans

· Management briefings and reviews

· Meeting minutes

· Internal performance reports

· Internal and external communication records

The Director, Communication and Information Center, (HQ USAF/SC) oversees the Air Force records management program, and the Headquarters Air Force Communications and Information Center (HQ AFCIC/ITC) administers the program. The Air Force established an organized network of record managers at major commands and bases for managing the program and ensuring compliance at all levels as discussed herein.

3.
Responsibilities
Roles and responsibilities for the first four positions below are described in more detail in AFI 33-322, Records Management Program.

3.1 Base Records Manager (RM)
3.1.1  Administers the installation records management program

3.1.2  Trains and assists those implementing the program 

3.1.3  Reviews base records program for consistency with Air Force directives and forms

3.1.4  Implements the automated Records Information Management System (RIMS) according to AFMAN 37-123

3.1.5  Manages staging areas for temporary storage of records pending destruction or transfer to a federal record center

3.1.6  Establishes and implement procedures for processing and approving file plans

3.1.7  Reviews base directives and forms before publication to ensure compliance with record management directives

3.2 Organizational Chief of an Office of Record (COR)

3.2.1  Responsible for the physical and legal custody of all records the office creates or receives

3.2.2  Appoints a Functional Area Records Manager (FARM) and Records Custodians

3.2.3  Ensures the office creates only essential records, permanently preserves valuable records, and disposes of records according to AFMAN 37-139 and AFI 37-138

3.2.4  Reviews and approves the file plan

3.2.5  Ensures Records Custodians attend records management training

3.3 Functional Area Records Manager (FARM)

3.3.1  Monitors the records management program for their unit 

3.3.2  Serves as liaison with the base RM

3.3.3  Guides and assists the COR and Records Custodians in maintaining and disposing of records

3.3.4  Accesses RIMS and update file plan subdivisions once approved by the COR

3.4 Records Custodian (RC)

3.4.1  Maintains guardianship and control of the unit’s records

3.4.2  Assists unit personnel with storing and retrieving records

3.4.3  Educate sprogram managers in their unit on the file plan and records policies and procedures

3.4.4  Works with the program managers to establish program-specific file subdivisions

3.4.5  Prepares update revisions to the file plan for FARM and COR review and approval

3.4.6  Prints file plans and folder labels using RIMS 

3.4.7  Keeps files organized and properly labeled

3.4.8  Disposes of records in accordance with AFMAN 37-139 and AFI 37-138

3.5 AAC/EM

3.5.1  Establishes a files maintenance procedure as described in 3.2 above.

3.5.2  Ensures base organizations with collateral environmental responsibilities maintain required records through compliance and EMS audits.

3.5.3  Provides advice to base organizations on the types of environmental compliance and EMS records that must be maintained.

3.6 Program Managers
3.6.1  Recommend file subdivision headings to be incorporated into the file plan

3.6.2  Provide copies of environmental records to the RC for filing

3.6.3  Ensure base organizations with collateral environmental program duties are maintaining required records

3.7 EMS Management Representative
3.7.1  Provides file subdivision headings to the record custodian for filing EMS records

3.7.2  Ensures that EMS records are given to records custodians for filing

4. Procedure
Official records include all books, papers, maps, photographs, machine-readable materials, and so on, regardless of physical form or characteristics, that the Air Force makes or receives under Federal law or during the course of its public business.

4.1 Identify Required Records 

4.1.1  Identify the environmental aspects of the organization

4.1.2  Identify the records generated for the environmental program implemented to manage environmental aspects and impacts

4.1.3  Decide if the environmental record has informational value or is required by law.  If the record has no value or requirement it is disposed.  If it does it is designated an official record

4.2 Develop a File Plan
4.2.1  Submit official records to unit RC for indexing in the unit’s file plan

4.2.2  Indexed files are labeled and placed in the unit’s file drawers or other file plan-designated location (an example of storing records at another location would be maintaining 90-Day Hazardous Waste Accumulation Site’s inspection log records at the site)

4.3 Ensure Proper Disposition
4.3.1  Annually review files against file disposition instructions

4.3.2  Transfer records to central storage or destroy them in accordance with the Air Force retention and disposition instructions.  Unofficial copies of records may be maintained for personal use but these records are not part of the official file organization.  Such copies are disposed of by the individual, bearing in mind the correct procedure for handling and disposing of possibly sensitve information.  

5.
Cross References

AFI 33-322, Records Management Program, dated 1 December 1998 (formerly AFI 37-122)

AFMAN 37-123, Management of Records, dated 31 August 1994 (will convert to AFMAN 33-323)

AFI 37-138, Records Disposition--Procedures and Responsibilities, dated 31 March 1994 (will convert to AFI 33-338)

AFMAN 37-139, Records Disposition Schedule, dated 1 March 1996 (will convert to AFMAN 33-339)

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

EMS Procedure 4.4.5 Document Control 

6. Documentation and Records

File Plan

Records Information Management System 

7. Flowchart

Exhibit 1 shows the flowchart associated with this procedure.
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EXHIBIT 1

EMS Procedure 4.5.3 Environmental Records Maintenance
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