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 SEQ CHAPTER \h \r 1Section 1—Introduction to (name of organization) EMS Manual

1. Purpose of the EMS Manual







This Environmental Management System Manual serves as a repository for documentation related to the Environmental Management System (EMS) of (name of organization) and includes:

· EMS Procedures that describe how to carry out key tasks within the EMS such as training, identifying environmental aspects, or managing records.

· Programs & Controls that operate under the EMS, such as programs for achieving EMS objectives and targets and carrying out audits.

· EMS Records or directions that enable individuals to locate appropriate records that confirm the completion of specific EMS activities such as, the identification of environmental aspects, EMS training that has been given to specific employees, or the completion of management reviews.

· Definitions, References, and Appendices that contain additional information useful to individuals reviewing the EMS.

2. EMS Manual Maintenance
This EMS Manual is maintained by: (Insert Individual/’s responsible for maintaining this EMS Manual.)
The formal version of this EMS Manual is located: (Insert location where this Manual will be maintained.)
This EMS Manual was updated in: (Insert date that EMS Manual was last revised.)
The EMS Manual holds documentation on the identification of significant aspects, the setting of objectives and targets, the environmental management programs, the operational controls, the EMS audit programs and procedures, all other EMS procedures, EMS records and other descriptive information useful to anyone being introduced to the EMS or to those responsible for the EMS.

3. Time of EMS Implementation At (Insert name of organization.)
EMS implementation Start date:

(Insert date when EMS was started.)
EMS implementation Completion date:
(Insert date when EMS was started.)
3.1

EMS Implementation
(Insert a short summary describing some of the reasons for implementing an EMS at the organization, the implementation team, and any other background related to the EMS at your organization.) 

Summary of Pertinent EMS Concepts

4.
Background 
Formal Environmental Management Systems (EMS) emerged in the early 1990s to provide organizations with a proactive, systematic approach for managing the potential environmental consequences of their operations.  Such systems have been widely adopted by industry and government and have been effective at improving regulatory compliance and environmental performance.

In April 2000, President Clinton signed Executive Order (E.O.) 13148, “Greening the Government through Leadership in Environmental Management” that established a 5-year EMS implementation goal for all Federal Facilities.  

4.1

EMS Model

Although several recognized EMS frameworks exist, most are based on the International Organization for Standardization’s ISO-14001 EMS standard.  As a result, ISO-14001 is the framework on which organizations most frequently choose to base their EMS, and this has proven to be the case with U.S. federal facilities.

1. Phase 1: Planning
The organization identifies how its operations might harm the environment, and develops measures to reduce this harm.

2. Phase 2: Doing
The organization implements the systemic measures to minimize harm across all levels and functions of its operations.

3. Phase 3: Checking
The organization assesses the effectiveness of the systematic measures for minimizing both the potential harm to the environment and its consequential impacts to mission.

4. Phase 4: Acting
Based on its assessment of the implemented systemic measures, the organization undertakes actions to make system adjustments and to promote continual improvement.

.

The findings of Phase 4 may indicate that adjustments to measures already in place are necessary or that entirely new approaches are needed to achieve desired environmental objectives.  Output from this phase is fed back into Phase 1 Planning, to make necessary changes and additions designed to bring the EMS to the desired level of effectiveness.  This system feedback propels the continual improvement of the EMS.

The EMS continually moves through this cycle, fine-tuning its management of those areas of the organization’s operations that harm the environment.  This “continual improvement cycle” is a fundamental characteristic of the EMS; it allows the system to adapt to the dynamic nature of the organization’s operations and to remain relevant and viable for its intended purposes.

5.
Structure and key elements of the EMS tc "5.
Structure and key elements of the EMS " \l 2
5.1.
 EMS Scope 

The organization establishes the scope of its EMS. In general, this includes all activities and operations that the organization has direct control over. At the boundaries, where control passes to other organizations or jurisdictions, the organization needs to establish cooperative agreements for coordinating responsibility for environmental protection. Where the organization has influence (but not control), there is an expectation that the organization exercise its influence to achieve the most desirable environmental outcomes.   

5.2.
 Environmental Policy

The environmental policy statement is a declaration of top management’s commitment to the environment, and serves as the foundation for the EMS. Everyone in the organization is expected to be familiar with and understand the policy. The policy is considered when setting EMS objectives and targets, and it is understood that the implementation of the EMS serves to make the commitments in the policy operational. The environmental policy statement is, therefore, a vehicle for communicating the organization’s aspirations for environmental protection as well as a functional tool for establishing the operational boundaries of the EMS.  The environmental policy aligns with the organization’s core mission and must include commitments to continual improvement, pollution prevention, and regulatory compliance. The environmental policy statement should reflect a management consensus on its contents and aims, and should be formalized through the signature of top management. tc "The environmental policy statement is a declaration of top management’s commitment to the environment, and serves as the foundation for the EMS. Everyone in the organization is expected to be familiar with and understand the policy. The policy is considered when setting EMS objectives and targets, and it is understood that the implementation of the EMS serves to operationalize the commitments in the policy. The environmental policy statement is, therefore, a vehicle for communicating the organization’s aspirations for environmental protection as well as a functional tool for establishing the operational boundaries of the EMS.  The environmental policy aligns with the organization’s core mission and must include commitments to continual improvement, pollution prevention, and regulatory compliance. The environmental policy statement should reflect a management consensus on its contents and aims, and should be formalized through the signature of top management. "
(For additional information and a copy of the organization’s environmental policy, see Section 3.)

5.3.
 Planning

Planning the EMS involves the development and execution of procedures to identify significant environmental aspects and impacts of the organization’s activities, products and services. It also involves creating the environmental management programs (EMPs) designed to control and reduce, where possible, the impacts associated with these identified environmental aspects.

5.3.1.
 Environmental Aspects 

The organization’s interactions with the environment are its environmental aspects. The EMS team identifies these interactions by reviewing all the activities, products and services of the organization and assessing the possibility of each to have an environmental impact. It is important to recognize that these impacts may be positive or negative and that the organization should set objectives to increase positive impacts and reduce negative impacts. The organization can then develop programs to manage the environmental aspects they believe are significant either to the environment or to the organization’s mission. 

(For additional information and a description of the approach taken to identify significant environmental aspects, see Section 4, A.)

5.3.2.
 Legal and Other Requirements 

An EMS recognizes that certain environmental aspects are significant for an organization because they are subject to certain legal or other requirements. These may include federal and state requirements, or organizational standards. The organization must establish a procedure to identify these requirements. In most cases it is prudent for all environmental aspects with legal implications to be designated as significant. 

(For additional information and a description of the approach taken to identify legal and other requirements, see Section 4, B.)
5.3.3. Objectives and Targets 

Generally, objectives and targets are established to address each of the organization’s significant environmental aspects and are integrated at all its levels and functions. Objectives and targets are set by considering, in part, the legal and other requirements, the views of interested parties, as well as, technological, financial and other operational considerations. This ensures that objectives and targets are robust, that they respond to legitimate concerns, that they are realistic for the organization, and that it is possible to develop and implement effective management programs to achieve them. 

(For additional information and a description of the approach taken to set objectives and targets, see Section 4, C.)
5.3.4 Environmental Management Programs (EMPs)

EMPs serve to achieve the organization’s objectives and targets, and are therefore linked directly to them. EMPs contain details on the resources (e.g., financial, human, and technological) and timeframes to accomplish the objectives and targets. They also contain information describing the approaches and strategies for achieving objectives and targets, as well as the performance indicators, the operational controls, the roles and responsibilities to accomplish tasks, and the competency of individuals to accomplish those tasks. The EMP ties many elements of the EMS together (e.g., significant aspects, objectives and targets, resources, responsibilities, and capabilities) and provides an integrated view of the disparate requirements of an EMS. 

(For additional information and a description of the approach taken to create EMPs, see Section 4, E.)
5.4.
Implementation and Operation 

5.4.1.
 Roles, Authorities and Responsibilities 

Roles and responsibilities for activities under the EMS must be clearly defined and as stated above, many of these can be incorporated in the EMPs. While an EMS is largely sustained by the voluntary participation and commitment of members of the organization, certain duties are assigned with clear roles and responsibilities and with attendant accountability for performance and results. For example, top management must appoint a management representative to be responsible for leading the creation, implementation, and maintenance of the EMS. Other roles are assigned to members at various levels and functions throughout the organization where significant environmental aspects are present.  

(Additional information regarding roles, authorities and responsibilities is provided in Section 4, F, J, Q, and R.)
5.4.2.
 Training, Awareness, and Competence

An EMS requires two types of training: general awareness, and competence training. General awareness training for employees focuses on the importance of the environmental policy, the role of employees, and the potential consequences of failing to provide environmental protection. Competence training is prescribed for members that work in proximity to significant environmental aspects and focuses on the possible significant impacts of those aspects, the employees’ specific roles and responsibilities, the objectives and targets for those aspects, and the operational controls in place to prevent the impacts. Competence training is detailed in the EMPs and in the documentation of the operational controls. The EMS Coordinator ensures that both types of training are conducted as appropriate to satisfy these requirements. 

(For additional information and a description of the approach taken to identify EMS training needs, see Section 4, F.)

5.4.3.
 Communication

Clearly, effective integrated environmental management demands effective communications to coordinate staff internally and to communicate with external stakeholders. Maintaining employee awareness of EMS initiatives, motivating them, and supplying them with knowledge of their roles and responsibilities require communication. It is also true that communication is a two-way process; that vehicles exist for employees to make recommendations to management and give their constructive views to improve the system. 

One EMS requirement is that views of interested parties should be considered in the EMS. This means that there is a need for effective two-way communication between external stakeholders and the organization. Interested parties should be able to communicate their views to the organization, and the organization should be able to respond to these parties. 

(For additional information and a description of the approach taken to provide internal and external communications, see Section 4, J, K and L.)

5.4.4.
 EMS Documentation 

It is important that the organization maintain information that would allow someone with a legitimate interest in the EMS to understand how it is designed and implemented. This information is essential for employees who need to know about an EMS issue, as well as for external parties such as customers, regulators, registrars and other interested parties. In many cases the EMS Manual will fulfill this documentation requirement. However it is likely that some documents will be maintained outside the EMS Manual in which case they must be referenced in the Manual.  

(For additional information regarding documentation, see Section 4, N and O.)


5.4.5.
 Document Control tc "5.4.5.
Document Control " \l 5
Due to the wide variety of documents used in the EMS it is essential that a formal approach be developed to control and organize them. This document control procedure must ensure that the documents being used are the most up-to-date versions. This includes removing obsolete documents from circulation. 

(For additional information and a description of the approach taken to provide document control, see Section 4, N.)

5.4.6.
 Operational Control 

It is important to control those actives, products or services that might cause a deviation from the organization’s environmental policy or result in significant impacts. Controls are designed and implemented, therefore, to support the achievement of EMS objectives and targets. An operational control is a specified engineering or administrative measure implemented to reduce the risk that an impact will occur for a given activity. Operational controls are documented and detailed as integral components of the EMPs. When documentation of a particular control becomes voluminous it may be physically separated from the EMP but should then be referenced by a pointer in the EMP.    

(For additional information and a description of the approach taken to provide operational controls, see Section 4, D.)

5.4.7.
 Emergency Preparedness and Response 

The EMS provides a systematic method to manage known and expected elements of the organization’s operations. However, despite best efforts there is the possibility of unpredictable accidents and emergencies. Those that are predictable should have been addressed in the EMS through the EMPs and the operational controls. The organization’s emergency preparedness and response plan provides for the unexpected. From the perspective of the EMS, it is necessary that measures be included in this plan to address the environmental consequences of such occurrences. It is expected that such measures work to control and mitigate those possible environmental consequences.  

(For additional information and a description of the approach taken to provide emergency preparedness and response, see Section 4, G.)

5.5.
Checking and Corrective Action

5.5.1 
 Monitoring and Measurement

Monitoring and measurement is fundamental to the EMS, it ensures that management plans; controls, and training are effective. Furthermore, it enables the organization to identify its progress toward achieving objectives and targets, and the reasons for its level of achievement.  Without effective monitoring and measurement it is imposable to continually improve which is fundamental to the EMS. Organizations are required to periodically monitor performance, operational controls, compliance to regulations, and general conformance with EMS objectives and targets. 

(For additional information and a description of the approach taken to provide monitoring and measurement, see Section 4, I.)
5.5.2.
 Nonconformance and Corrective and Preventive Action

When an organization identifies a weakness in the EMS or an ineffective part thereof it needs to initiate and effect a correction. The EMS requires a procedure to receive, document and investigate problems, understand their root causes, and then implement corrective actions that prevent recurrence.  

(For additional information and a description of the approach taken to provide monitoring and measurement, see Section 4, P.)

5.5.3. 
Records

While it is critical to effectively implement and carry out all the various elements of the EMS, it is also important to be able to demonstrate that you have done so. This is done through the creation and management of records of various implementation activities and other EMS results from training, audits and management reviews. These records must be managed so that that they can be easily accessed and retrieved. Importantly, they must be assigned retention dates that specify how long they need to be kept by the organization. 

(For additional information and a description of the approach taken to provide records, see Section 4, O.)

5.5.4.
 EMS Internal Audits.

EMS audits test whether the system has been implemented and maintained as designed. Importantly, they are not compliance audits. The reason to look at compliance data during an EMS audit, for example, is not to test the organization’s regulatory posture, but rather to test whether the programs (EMPs) that have been implemented are actually working as they were intended to work to achieve and maintain compliance. Organizations may also use the EMS internal audits to gauge their status on regulatory compliance. 

(For additional information and a description of the approach taken to provide for EMS internal audits, see Section 4, Q.) 
5.6.
 Management Review.

The EMS reserves a special role for top management, as well it should. Not only must they formulate and articulate the environmental commitments of the organization in the environmental policy, they must also render judgment on whether the EMS continues to be suitable, adequate and effective. This is accomplished through the periodic management review that affords them the opportunity to judge the EMS and its results. On that basis, they are then expected to make decisions relative to the EMS so that it continues to perform and deliver as expected.  

(For additional information and a description of the approach taken to provide for management review, see Section 4, R.)   

Section 2—Organization’s Characteristics and EMS Scope

Organizational Mission
(Insert a short description of the organizational mission.)
Facility Description
	Total number of employees:
	(Insert number of employees)

	Total number of buildings:
	(Insert number of buildings)

	Square footage of organization:
	(Insert organization square footage)

	Property acreage:
	(Insert property acreage)

	Site boundaries:
	(Insert site boundaries)

	Activities that occur outside site boundaries:
	(Insert activities conducted outside site boundaries)

	Approximate number of employees whose activities may involve significant aspects:
	(Insert number of employees whose work functions involve significant aspects)

	Size of EMS team:
	(Insert number of individuals in EMS team)

	Composition of EMS team:
	(Insert number of general functions of EMS team members)


Environmental Hazards
(Insert a short description of any activities, work processes, or technologies that might contain environmental risks.)
Scope of EMS

(Insert a sufficiently detailed description of the EMS scope, taking into account those activities, products and services that the organization has control over, those where it shares control, and those over which it has some degree of influence.)  

Section 3—Environmental Policy
(Insert a copy of your organizations environmental policy here.)
Section 4—EMS Procedures
Introduction
This section contains all the organization’s EMS procedures.  Each procedure describes the methodology used by (insert name of organization here) to execute various elements of an integrated EMS.  The purpose of these procedures is to enable individuals within (insert name of organization here) to understand the requirements of the EMS and to ensure a reliable and consistent execution of those requirements for an effective system. The procedures in this section of the EMS Manual are the authorized organizational version of the EMS procedures. Copies may be distributed to each relevant function and level in the organization so that they are available to those individuals that need to reference them. 

EMS Procedures
1. Significant Environment Aspects

2. Legal and other Requirements

3. Objectives and Targets

4. Environmental Management Programs

5. Operational Controls

6. Environmental Training of Employees

7. Emergency Preparedness and response

8. Tracking Environmental Performance

9. Calibrating Monitoring and Measuring Instruments

10. Internal Communications

11. Responding to External Interested Parties

12. External Communications of Significant Aspects

13. Communicating with suppliers and Contractors

14. Document Control

15. Records Management

16. Addressing Non-Conformances

17. EMS Audit Procedures

18. Management Review

A. EMS Procedure for Identifying Significant Environmental Aspects
Purpose
(A short explanation of the purpose of the procedure is provided here.)
Scope
(A short description of the scope of the procedure is provided here.)
Definitions
(Any definition necessary to understand the procedure are provided here.)
Approach
(A stepwise methodology for conducting this procedure is provided here.)
Records

(A short description of the records produced by this procedure [documents that confirm that the procedure has been completed] and where they can be located [i.e., in the appendices of the EMS Manual, a website, a file cabinet or database].)
B. EMS Procedure for Identifying Legal and Other Requirements
Purpose
(A short explanation of the purpose of the procedure is provided here.)
Scope
(A short description of the scope of the procedure is provided here.)
Definitions
(Any definition necessary to understand the procedure are provided here.)
Approach
(A stepwise methodology for conducting this procedure is provided here.)
Records

(A short description of the records produced by this procedure [documents that confirm that the procedure has been completed] and where they can be located [i.e., in the appendices of the EMS Manual, a website, a file cabinet or database].)
C. EMS Procedure for Determining Objectives and Targets
Purpose
(A short explanation of the purpose of the procedure is provided here.)
Scope
(A short description of the scope of the procedure is provided here.)
Definitions
(Any definition necessary to understand the procedure are provided here.)
Approach
(A stepwise methodology for conducting this procedure is provided here.)
Records

(A short description of the records produced by this procedure [documents that confirm that the procedure has been completed] and where they can be located [i.e., in the appendices of the EMS Manual, a website, a file cabinet or database].)
D. EMS Procedure for Determining Operational Controls
Purpose
(A short explanation of the purpose of the procedure is provided here.)
Scope
(A short description of the scope of the procedure is provided here.)
Definitions
(Any definition necessary to understand the procedure are provided here.)
Approach
(A stepwise methodology for conducting this procedure is provided here.)
Records

(A short description of the records produced by this procedure [documents that confirm that the procedure has been completed] and where they can be located [i.e., in the appendices of the EMS Manual, a website, a file cabinet or database].)
E. EMS Procedure for Determining Environmental Management Program
Purpose
(A short explanation of the purpose of the procedure is provided here.)
Scope
(A short description of the scope of the procedure is provided here.)
Definitions
(Any definition necessary to understand the procedure are provided here.)
Approach
(A stepwise methodology for conducting this procedure is provided here.)
Records

(A short description of the records produced by this procedure [documents that confirm that the procedure has been completed] and where they can be located [i.e., in the appendices of the EMS Manual, a website, a file cabinet or database].)
F. EMS Procedure for Environmental Training of Employees
Purpose
(A short explanation of the purpose of the procedure is provided here.)
Scope
(A short description of the scope of the procedure is provided here.)
Definitions
(Any definition necessary to understand the procedure are provided here.)
Approach
(A stepwise methodology for conducting this procedure is provided here.)
Records

(A short description of the records produced by this procedure [documents that confirm that the procedure has been completed] and where they can be located [i.e., in the appendices of the EMS Manual, a website, a file cabinet or database].)
G. EMS Procedure for Emergency Preparedness and Response
Purpose
(A short explanation of the purpose of the procedure is provided here.)
Scope
(A short description of the scope of the procedure is provided here.)
Definitions
(Any definition necessary to understand the procedure are provided here.)
Approach
(A stepwise methodology for conducting this procedure is provided here.)
Records

(A short description of the records produced by this procedure [documents that confirm that the procedure has been completed] and where they can be located [i.e., in the appendices of the EMS Manual, a website, a file cabinet or database].)
H. EMS Procedure for Tracking Environmental Performance

Purpose
(A short explanation of the purpose of the procedure is provided here.)
Scope
(A short description of the scope of the procedure is provided here.)
Definitions
(Any definition necessary to understand the procedure are provided here.)
Approach
(A stepwise methodology for conducting this procedure is provided here.)
Records

(A short description of the records produced by this procedure [documents that confirm that the procedure has been completed] and where they can be located [i.e., in the appendices of the EMS Manual, a website, a file cabinet or database].)
I. EMS Procedure for Calibrating, Monitoring and Measuring Instruments
Purpose
(A short explanation of the purpose of the procedure is provided here.)
Scope
(A short description of the scope of the procedure is provided here.)
Definitions
(Any definition necessary to understand the procedure are provided here.)
Approach
(A stepwise methodology for conducting this procedure is provided here.)
Records

(A short description of the records produced by this procedure [documents that confirm that the procedure has been completed] and where they can be located [i.e., in the appendices of the EMS Manual, a website, a file cabinet or database].)
J. EMS Procedure for Providing Internal Communications
Purpose
(A short explanation of the purpose of the procedure is provided here.)
Scope
(A short description of the scope of the procedure is provided here.)
Definitions
(Any definition necessary to understand the procedure are provided here.)
Approach
(A stepwise methodology for conducting this procedure is provided here.)
Records

(A short description of the records produced by this procedure [documents that confirm that the procedure has been completed] and where they can be located [i.e., in the appendices of the EMS Manual, a website, a file cabinet or database].)
K. EMS Procedure for Responding to External Interested Parties
Purpose
(A short explanation of the purpose of the procedure is provided here.)
Scope
(A short description of the scope of the procedure is provided here.)
Definitions
(Any definition necessary to understand the procedure are provided here.)
Approach
(A stepwise methodology for conducting this procedure is provided here.)
Records

(A short description of the records produced by this procedure [documents that confirm that the procedure has been completed] and where they can be located [i.e., in the appendices of the EMS Manual, a website, a file cabinet or database].)
L. EMS Procedure for Providing External Communication of Significant Aspects
Purpose
(A short explanation of the purpose of the procedure is provided here.)
Scope
(A short description of the scope of the procedure is provided here.)
Definitions
(Any definition necessary to understand the procedure are provided here.)
Approach
(A stepwise methodology for conducting this procedure is provided here.)
Records

(A short description of the records produced by this procedure [documents that confirm that the procedure has been completed] and where they can be located [i.e., in the appendices of the EMS Manual, a website, a file cabinet or database].)
M. EMS Procedure for Communicating with Suppliers and Contractors
Purpose
(A short explanation of the purpose of the procedure is provided here.)
Scope
(A short description of the scope of the procedure is provided here.)
Definitions
(Any definition necessary to understand the procedure are provided here.)
Approach
(A stepwise methodology for conducting this procedure is provided here.)
Records

(A short description of the records produced by this procedure [documents that confirm that the procedure has been completed] and where they can be located [i.e., in the appendices of the EMS Manual, a website, a file cabinet or database].)
N. EMS Procedure for Document Control
Purpose
(A short explanation of the purpose of the procedure is provided here.)
Scope
(A short description of the scope of the procedure is provided here.)
Definitions
(Any definition necessary to understand the procedure are provided here.)
Approach
(A stepwise methodology for conducting this procedure is provided here.)
Records

(A short description of the records produced by this procedure [documents that confirm that the procedure has been completed] and where they can be located [i.e., in the appendices of the EMS Manual, a website, a file cabinet or database].)
O. EMS Procedure for Records Management
Purpose
(A short explanation of the purpose of the procedure is provided here.)
Scope
(A short description of the scope of the procedure is provided here.)
Definitions
(Any definition necessary to understand the procedure are provided here.)
Approach
(A stepwise methodology for conducting this procedure is provided here.)
Records

(A short description of the records produced by this procedure [documents that confirm that the procedure has been completed] and where they can be located [i.e., in the appendices of the EMS Manual, a website, a file cabinet or database].)
P. EMS Procedure for Addressing Non-Conformance, and Conducting Corrective and Preventative Actions
Purpose
(A short explanation of the purpose of the procedure is provided here.)
Scope
(A short description of the scope of the procedure is provided here.)
Definitions
(Any definition necessary to understand the procedure are provided here.)
Approach
(A stepwise methodology for conducting this procedure is provided here.)
Records

(A short description of the records produced by this procedure [documents that confirm that the procedure has been completed] and where they can be located [i.e., in the appendices of the EMS Manual, a website, a file cabinet or database].)
Q. EMS Procedure for Conducting Internal EMS and Compliance Status Audits
Purpose
(A short explanation of the purpose of the procedure is provided here.)
Scope
(A short description of the scope of the procedure is provided here.)
Definitions
(Any definition necessary to understand the procedure are provided here.)
Approach
(A stepwise methodology for conducting this procedure is provided here.)
Records

(A short description of the records produced by this procedure [documents that confirm that the procedure has been completed] and where they can be located [i.e., in the appendices of the EMS Manual, a website, a file cabinet or database].)
R. EMS Procedure for Conducting Management Review
Purpose
(A short explanation of the purpose of the procedure is provided here.)
Scope
(A short description of the scope of the procedure is provided here.)
Definitions
(Any definition necessary to understand the procedure are provided here.)
Approach
(A stepwise methodology for conducting this procedure is provided here.)
Records

(A short description of the records produced by this procedure [documents that confirm that the procedure has been completed] and where they can be located [i.e., in the appendices of the EMS Manual, a website, a file cabinet or database].)

Section 5—EMS Programs and Controls
Introduction
This section includes documentation and references that allow the user to locate relevant documentation associated with the following EMS components.

A. EMS Audit Program: Describes the EMS Audit program conducted at (insert name of organization here.)  This includes:

· Audit program scope

· Audit program objectives

· Roles, authorities, and responsibilities

· Audit or qualification and training

· Auditor schedule

B. Environmental Management Programs (EMPs): Are action plans designed to achieve (insert name of organization here) EMS objectives and targets. 
C. Operational Controls (OCs): Describes the OCs implemented for operations, activities, processes, products, and services with environmental aspects at (insert name of organization here.)
A. EMS Audit Program
This section contains details of the Internal EMS Audit program.

B.  Environmental Management Programs (EMPs)
Introduction
This section contains, or provides references to the Environmental Management Programs developed to achieve objectives and targets.

(Insert or reference EMPs here.)
C.  Operational Controls (OCs)
Introduction
The following section describes the Operational Controls that have been established to control activities, products, and services and the sources of environmental aspects within them.

(Insert OCs or references that describe where to locate OCs here.)
Section 6—EMS Records
Introduction

Section 6 contains or references all documentation that acts as a record of actions completed under the EMS, including carrying out the procedures. For example, the following should be included records of having identified significant aspects, conducted training, and conducted the EMS audit.
(Insert records or references that describe where to locate records here.)
Section 7—EMS Definitions
Introduction
Section 7 contains definitions of terms that might be useful to individuals coming to the EMS for the first time, or other common EMS terms for which a definition would be useful.

	Term
	Definition

	(Insert terms)
	(Insert Definitions)

	
	

	
	

	
	

	
	

	
	


Section 8—EMS References
Introduction
Section 8 contains documents or references that allow the user to locate documents that relate to the EMS.  These include documentation that can be used by an individual to better understand EMS concepts or practices.

Reference:
(Insert references to documents, guidance materials, and webpages here.)
Section 9—Appendices
Introduction
Section 9 contains documents or references that allow the user to locate documents generated by the EMS (excluding records or other information already included previously.)
(Insert Appendices here.)
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