SCEPP/11 EXAMPLE

Environmental Records Control List

This is an Example of a SCEPP Environmental Records Control List

	SCEPP CONTROLLED DOCUMENT:

EXAMPLE ENVIRONMENTAL RECORDS CONTROL LIST


	NO.
	Record Type
	Person Responsible
	Location
	File Method
	Retention Minimum



	1.0
	ADMINISTRATIVE

	1.01
	Purchasing
	Jane Doe
Procurement
	Central Records
	Electronic Data System
	

	1.02
	Insurance
	
	
	
	

	1.03
	Auditing
	
	
	
	

	1.04
	Shipping/Receiving
	
	
	
	

	1.05
	In-House Training 
	
	
	
	

	1.06
	Regulatory Training/Licensing
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	2.0
	ENVIRONMENTAL 

	2.01
	Incident Reports
	
	
	
	

	2.02
	Complaint Reports
	
	
	
	

	2.03
	SCEPP Meeting Minutes
	
	
	
	

	2.04
	Significant Impacts
	
	
	
	

	2.05
	Major Source Determinations
	
	
	
	

	2.06
	Etc.
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	3.0
	DRINKING WATER MONITORING & REPORTING DATA

	3.01
	Drinking Water M&R Reports 
	John Smith

Public Works
	Onsite Files

Vendor-Lab 
	Paper

Copies
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	4.0
	WASTEWATER MONITORING & REPORTING DATA

	4.01
	Waste Water Reports
	John Smith

Public Works
	Onsite Files

Vendor-Lab
	Paper

Copies
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	5.0
	UNDERGROUND STORAGE TANK DATA

	5.01
	Required Tank Leak Testing
	John Smith

Public Works
	Onsite Files
	Paper

Copies
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