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Document Control Procedures
This is a Suggested Procedure 


	SCEPP CONTROLLED DOCUMENT:  
DOCUMENT CONTROL PROCEDURES


Description:

The SCEPP must establish a system to ensure effective management of all documents relating to the SCEPP and environmental activities including compliance with records retention related to compliance monitoring and reporting.
SCEPP documentation may be maintained in electronic and/or hard copy form.  In either case this procedure is to be applied to ensure appropriate access to and control over the SCEPP documentation including all revisions.

Procedure:

1)
The SCEPP Manager assembles and manages all environmental documentation.
2)
Develop additional environmental documentation as required based on this guidance.  
This includes SCEPP responsibility, training and other SCEPP elements.

3)
Use SCEPP/10.01 F1 Form for Preparing a Master SCEPP Document Control Index to maintain an index of SCEPP documents and revisions.  All revisions made to original SCEPP documents and forms must be recorded and tracked.
4)
Also see your completed Section 7 Operational Control Procedures Registry.
Example Text:
The [town/municipality] of [Name] has established and is maintaining information to describe the core elements of the SCEPP.  All SCEPP related documents are referenced in the SCEPP manual, and copies of SCEPP documents can be obtained from the SCEPP Manager [name of the person] or designee, upon request.
The SCEPP requires extensive documentation.  Document control procedures are implemented to ensure that all personnel have access to appropriate SCEPP documentation and that out-dated documents are replaced and only current versions are used.

The [town/municipality] of [Name] has established a document control procedure SCEPP/10.01Document Control Procedures for controlling all documents relevant to the SCEPP. This procedure describes where documents are located and how and when they are reviewed.  The procedure ensures that current document versions are available and that obsolete versions are removed from use or properly identified.  Controlled documents are maintained in an orderly manner and can be obtained from the SCEPP Manager [name of the person] or designee.  A list of controlled documents is provided in SCEPP/10.01 F1 Form for Preparing a Master SCEPP Document Control Index.
This SCEPP manual is a controlled document in accordance with the document control procedure.  Upon approval by the governing body, [name and title and name of SCEPP Team] the SCEPP Manager, [name of the person] or designee issues revisions to the SCEPP manual.  All copies of this SCEPP manual or other SCEPP documentation that are not marked “CONTROLLED DOCUMENT” are uncontrolled and are to be used for reference purposes only.

See Example:

SCEPP/10 Example Master SCEPP Document Control Index

See Procedure:

SCEPP/10.01 Document Control Procedures
See Blank Form:

SCEPP/10.01 F1 Form for Preparing a Master SCEPP Document Control Index

Also See:

Section 7 Operational Control Procedures Registry 
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