EMS Sample Procedures – Standard Template



	(Installation Name’s) Procedure for Document Control

	Document Owner:  EMS Management Representative or other designated person.  In some instances the document owner may be the person responsible for ensuring that the procedure is followed.  An example could be the Public Affairs Office chief is the document owner of the communications procedure.
	Approval:  The installation EMS Management Representative is the recommended appropriate approval authority

	
	Signature:  Approval authority’s signature

	
	Approval Date:  Date of last review and approval

	Update Requirements:  The (Installation Name) document owner identified above shall maintain this procedure.  This procedure must be reviewed and approved annually.  This document and its revisions shall remain current for no more than one year from the approval date.  The EMS Management Representative must maintain a record of document history with this procedure.

	Revision Information

	Status
	Version Number
	Effective Date
	Revision Summary

	Baseline Procedure
	V1.0
	DD/MM/20YY
	Initial version of this procedure

	References

	a. (Installation Name) Environmental Policy Statement
b. (Installation Name)’s procedure for Identifying Significant Environment Aspects
c. (Installation Name)’s procedure for Identifying Legal and other Requirements
d. (Installation Name)’s procedure for Setting Objectives and Targets
e. (Installation Name)’s Environmental Management Programs
f. (Installation Name)’s procedure for Establishing Operational Controls
g. (Installation Name)’s procedure for Awareness Training
h. (Installation Name)’s procedure for Competency Training 

i. (Installation Name)’s procedure for Emergency Preparedness and Response
j. (Installation Name)’s procedure for Monitoring and Measuring
k. (Installation Name)’s procedure for Internal Compliance Audits
l. (Installation Name)’s procedure for Internal Communications
m. (Installation Name)’s procedure for Responding to External Interested Parties
n. (Installation Name)’s procedure for Addressing Non-Conformances
o. (Installation Name)’s procedure for EMS Audit Procedures
p. (Installation Name)’s procedure for Management Review
q. ISO 14001: 2004, Environmental Management Systems – Specification with Guidance for Use.




Note: This template is intended only as a guide for installations to use in developing their own procedures.  Installations should add, delete, and/or modify the language and structure as necessary in order to meet the needs of their individual EMS programs.

1.0
Purpose and Scope

The purpose of this procedure is to provide a standard method for controlling documents that support the operation of the (Installation Name) Environmental Management System (EMS).  This procedure provides instructions, and assigns responsibilities for the establishment, review, authorization, issue, distribution, and revision of controlled documents and records.

This procedure applies to the creation, revision, distribution and version control of all documents associated with the EMS.  Documents to which this procedure applies include:

	Controlled Documents
	

	
	

	(Installation Name)’s decision to communicate Externally its Significant Aspects
	4.4.3

	(Installation Name) EMS Manual.
	

	Environmental Policy Statement
	4.2

	Targets and Objectives
	

	Insert any other documents including records, needed to ensure effective planning, operation and control of processes that relate to installation significant aspects (e.g. SPCCP, SOPs)


	

	
	


Note: Installations should list any additional documents that they want managed as controlled documents under your EMS.
2.0
Definitions
Definitions related to records management can be found in Army Regulation 25-400-2, The Army Records Information Management System (ARIMS), which can be found on the United States Army Publishing Directorate (USAPD) Web site located at www.arims.army.mil.

Document control:  Synonymous with document management, but highlighting the importance of removing outdated versions from use and circulation, and ensuring that operators are only using the latest, authorized version.
Agency and Command Regulations:  Agency and command regulations contain policies, responsibilities and administrative procedures relating to subjects unique to the applicable command, i.e., they are not contained in Army Regulations (ARs).  They are directive, apply throughout the agency or command, and remain in effect until superseded or rescinded.  Each regulation is confined to a single subject. (AR 25-30, The Army Publishing Program.)
Proponent:  The principal official who has primary responsibility for subject matter of the publication.  Proponents are responsible for the content of the publication.
3.0
Procedure
The creation, revision, distribution and version control of EMS documents at (Installation Name) must comply with the requirements set forth in Army Regulation 25-30; and DA Pam 25-40, Army Publishing: Action Officers Guide.  Relevant paragraphs from AR 25-30 that also are applicable to the control of documents at (Installation Name) include, but are not limited to:

· Para 1-23, Publishing and printing functional managers.
a) Sub-Para b.  Commanders or designated functional managers: (4) Maintain an index of all publications for which the agency, command, or activity is the proponent.  (5) Conduct a periodic review (at least every 18 months or when a reprint action is initiated, whichever is sooner) of all DA and command publications for which they are responsible.  In conducting this review, commanders or designated functional managers will ensure that:

· Present editions are adequate,

· Redundancies, conflicts and required changes are identified, and

· Obsolete publications are scheduled for revision or nominated for rescission.

(6) Conduct periodic reviews of the Publications Control Program of each organization or activity that reports directly to their agency or command to ensure compliance with established policies and procedures.

· Para 1-24, Writing and revising publications.
Sub-Para a. Proponents will: (1) Ensure that each publication is prepared in accordance with the governing content, formatting, preparation specifications, standards handbooks, and instructions.  (2) Initiate a revision to the basic administrative publication when changes in the roles, responsibilities, and requirements as prescribed in the basic publication occur.

· Para 5-6, Annual review of distribution lists.

Once a year, agency heads and commands will initiate a review and update of the distribution lists for their official publications, eliminating addresses no longer needed.  When possible, titles and office symbols will be used rather than the names of persons.

· Para 5-7, Restrictions.

Command and agency publications will be distributed by the proponent agency or command.  Use electronic distribution media to the extent possible.  Distribution of paper copies should be limited only to those entities that do not have the capability to access electronic media.

(Installation Name) will maintain systems for reviewing, approving, and maintaining all documents required by the installation’s EMS.  Personnel in charge of maintaining the system will ensure that documents are current, available to personnel as needed, and are removed when they no longer apply or have been rendered obsolete by updated versions.

Controlled documents, such as SOPs or management plans, are accessible through the (Installation Name) intranet Web site.  Printed copies of these controlled documents will be marked with the statement “This document is UNCONTROLLED and is for reference purposes only.  The controlled version is maintained on the (Installation Name) EMS Web site.”
Note: Installations that maintain controlled documents on a Web site may wish to include this paragraph in their procedures.
4.0
Records

No records are associated with this element.
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