EMS Sample Procedures – Standard Template



	(Installation Name’s) Procedure for the Control of Records

	Document Owner:  EMS Management Representative (EMSMR) and/or the Chief, Environmental Management Office (EMO).  The installation has to decide who will be responsible for ensuring that the procedure is followed and designate that office/person as the document owner.  
	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(s) 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 Document Control
l. (Installation Name)’s procedure for Addressing Nonconformities
m. (Installation Name)’s procedure for Conducting Internal Audits
n. (Installation Name)’s procedure for Internal and External Communications
o. (Installation Name)’s procedure for Management Review
p. ISO 14001: 2004, Environmental Management Systems – Specification with Guidance for Use.

q. Memorandum from Office of the Assistant secretary of the Army (Installations and Environment) Subject: Environmental Management System (EMS) Self-Declaration, February 2005.



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 describe the process for managing records that document (Installation Name)’s EMS operation and performance. 
This procedure satisfies the requirements in Sections 4.5.4 ISO 14001:2004 for establishing, implementing, and maintaining a process for the identification, storage, protection, retrieval, retention, and disposal of (Installation Name)’s EMS records.
2.0 Definition
Record: A document stating results achieved or providing evidence of activities performed (ISO 14001:2004 definition).  A record is a permanent document that typically is not revised. Records will include:
· information on compliance with applicable legal requirements and other requirements to which the organization subscribes;
· details of nonconformities and corrective and preventive actions;
· results of environmental management system audits and management reviews, and information on environmental attributes of products (e.g. chemical composition and properties);
· evidence of fulfillment of objectives/targets;
· information on participation in training;
· permits, licenses or other forms of legal authorization;
· results of inspection and calibration activity; and

· results of operational controls (maintenance, design, manufacture).

3.0 Procedure

3.1 General:  Records demonstrate the ongoing operation of (Installation Name)’s EMS and its conformance to the ISO 14001 standard.  Records also allow (Installation Name) to track its progress in meeting its objectives, targets and overall management performance.  Environmental records must:
· be legible, identifiable and traceable to the activity, product or service involved;
· be stored and maintained so that they are readily retrievable and protected against damage, deterioration or loss; and
· have established and recorded retention times.
3.2 Responsibilities:  
Environmental Manager (or EMSMR) - The (Installation Name)’s EMSMR has the overall responsibility for the identification, storage, protection, retrieval, retention, and disposal of (Installation Name)’s EMS records. 
Information Management Officer - The (Installation Name) Information Management Office (IMO) will manage and maintain the (Installation Name) intranet EMS Web site and post records identified by the EMSMR.  The IMO will provide for the safe guard and protection of records posted to the Web site.  (Note to installation: delete or modify this statement if it’s not applicable.)
3.3 Record Identification and Storage:  All (Installation Name)’s EMS records will be identified by the (Installation Name) EMSMR and stored on the (Installation Name) intranet EMS Web site (or specify installation location).  The IMO will scan, when necessary, and post EMS records to the Web site. (note to installation: delete or modify this statement if it’s not applicable.)
3.4 Record Retrieval: Any (Installation Name) personnel granted access to the EMS intranet Web site may review and retrieve records from the site. 
3.5 Record Review: The (Installation Name)’s EMSMR will review all records contained with the (Installation Name) intranet EMS Web site  record system on an annual basis to determine if they are still current and appropriate to retain.
3.6 Record Retention and Disposal: A record is a permanent document that typically will not be revised.  However, most records will eventually be superseded or replaced by a more current record, such as new permit, new audit report, etc. In most cases the (Installation Name) intranet EMS Web site will contain the most recent record.  Older records will be stored in an archive section of the intranet EMS Web site.  (note to installation: delete or modify this statement if it’s not applicable.) The (Installation Name)’s EMSMR will decide which records to retain or archive, and which records can be disposed.  In many cases the duration a record should be retained may be governed by a regulatory or legal requirement.  Prior to disposing of any record, the environmental manager should coordinate with the (Installation Name)’s legal office.  
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