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Description:

This procedure is followed to establish and maintain control procedures for identifying, maintaining and disposing of environmental records.
An operational control procedure should be developed to ensure that all environmental records relevant to the SCEPP including training records, results of audits and reviews are recorded, legible, identifiable, traceable, readily retrievable, and protected against damage, deterioration or loss.

The operational control procedure, SCEPP/11.01 Procedure for Environmental Records Control, ensures that environmental records are correctly identified, maintained and disposed of.
Record and documentation retention should also be specified in the procedure.  Individual departments maintain environmental records using the SCEPP procedure.  Retention timeframes can be found in federal and state rules and regulations. An example of relevant records is provided in SCEPP/11 Example Environmental Records Control List.
Procedure:
Environmental records are maintained in an archive so as to be retrievable as needed.
Records are preserved and archived for retrieval as needed based on the following:

1)
Include records of all data and information required by Environmental Management Programs such as training records, results of audits and reviews, copies of monitoring (sampling) and reporting analytical results, expired permits, construction approvals, and inspection results.
2)
Ensure that environmental records are legible, identifiable and traceable to the 
operation/activity.
3)
Ensure that environmental records are stored and maintained so they are readily 
retrievable and protected against damage, deterioration or loss.
4)
Ensure that the retention times of environmental records have been established, recorded and communicated to staff.
See Example:

SCEPP/11 Example Environmental Records Control List
See Procedure:

SCEPP/11.01 Procedure for Environmental Records Control
See Blank Form:

SCEPP/11.01 F1 Form for Preparing Environmental Records Control List
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