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Purpose:

This procedure defines the roles, responsibilities and activities for the maintenance of environmental documents associated with NCI Frederick’s Environmental Management System (EMS). 
Applicability:

This procedure applies to all personnel within the scope of NCI Frederick’s EMS:

· Environment, Health and Safety (EHS)

· Acquisition and Logistical Services (ALS)

· Facilities Maintenance and Engineering (FME)

· Other directorates as they are included in the EMS scope in the future

References:

· ISO 14001

· Executive Order 13148

· NCI Frederick Environmental Management System Manual

Responsibilities:

· Director, Office of Scientific Operations and Chief, Management Operations and Support Branch will provide management support to ensure personnel follow EMS procedures.

· EMS Program Manager, with the help of the EMS Implementation Team, will review and execute these procedures. 

· Director, Public Affairs Office will ensure material communicated is appropriate for target distribution audience.
· Direct Supervisors will adhere to this procedure, actively participate in the EMS, and promote participation in the EMS to their personnel. 
· NCI Frederick personnel will adhere to this procedure, actively and professionally participate in the EMS, and perform their jobs in an environmentally safe and sound manner.
Procedures:

· Most EMS documents are maintained on the EMS website, located at [insert address], which is managed by the Environment, Health and Safety directorate. The EMS documents accessible on this website are in Portable Document Format (pdf) to prevent modifications by users.  The original Microsoft Word versions of EMS documents are maintained by the EMS Program Manager, who revises and posts updated documents as necessary.  Posted documents contain a disclaimer that printed versions are uncontrolled and provide a contact for locating the controlled version.  

· The EMS documents posted on the EMS website include the following: 

· NCI-F EMS Manual

· EMS Policy

· EMS Aspects
· NCI-F Environmental Legal Obligations
· EMS Environmental Management Programs
· EMS Procedures
· The following document control measures are utilized whenever practicable. 

Format: 

EMS documents typically contain a title block with the following information:

· Document Title

· Document Owner

· Approval Name and Signature

· Update Requirements

· Revision Information:

· Status: e.g. Baseline Procedure, Current, Obsolete, or Draft in Progress

· Version Number 

· Effective Date

· Revision Summary

Distribution:

When a document is significantly revised, the EMS Program Manager may provide e-mail notification to persons who need to be aware that the document has changed.  

Periodic Review:

Environmental and EMS procedures, instructions, policies and other associated documents will be reviewed and updated annually, as part of the EMS Management Review.   

Obsolete Versions:

The EMS Program Manager determines which obsolete documents will be archived and stored for legal or historical purposes.  The appropriate length of time for maintaining obsolete documents varies depending on the specific legal or document requirements.  Typically these documents are marked “obsolete,” removed from the web site and maintained in hard copies managed by the EMS Program Manager.

Documents Maintained by Other Organizations:

A few documents required by the EMS do not fall within the purview of the EMS Program Manager, and may not necessarily be maintained according to the document control procedures above. For example, there are emergency preparedness plans maintained by Protective Services. In such cases, the EMS Program Manager will maintain access to the plan as an electronic link via the intranet, or will have access to the most recent version of the document. 
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