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ENVIRONMENTAL MANAGEMENT SYSTEM
Records Matrix
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	Record (1)
	ORCS / ARCS #*
	Retention (yrs)**
A	 SA
	Responsibility

	Local Committee 
	200-20
	SO	7Y
	CSO

	CSO Team
	200-20
	SO         7Y
	CO

	EMS Training-(course attendance case files) 
	1735-30
	CY+4Y   nil
	CSO

	Environmental / SFM Policies
	10068-00
	SO         5Y
	CO

	General
	10068-01
	CY+4Y    3Y
	CSO

	Environmental Field Procedures
	10068-02
	[bookmark: OLE_LINK1]SO         5Y 
	CO

	Environmental Operating Procedures
	10068-02
	SO         5Y
	CSO

	Communication
	10068-03
	CY+6Y   4Y
	CSO/CO

	Incident/Corrective & Preventative Action (non-operational areas).
	10068-04
	CY+6Y   4Y
	CSO

	Environmental Management Program
	10068-05
	CY+6Y	 4Y
	CSO/CO

	Environmental Aspects
	10068-05
	CY+6Y   4Y
	CSO/CO

	What’s New
	10068-05
	CY+6Y   4Y
	CSO

	Public Inquiries/Responses/Stakeholder/Licensee Input
	10068-05
	CY+6Y   4Y
	CSO/CO

	Operational Checklist Forms (contract, tenure and permit Pre-work; Project Risk Rating, Inspection; Incident Report and any other applicable operational form record integral to the BCTS EMS Program)
	10068-20
	SO+1Y 10Y
	CSO

	Internal Audits
	10068-30
	SO+1Y 10Y
	CSO

	BA Pre-assessment Audit
	10068-30
	SO+1Y 10Y 
	CSO

	EMS Registration Audit
	10068-30
	SO+1Y 10Y
	CSO/CO

	EMS Periodic Assessment Audits
	10068-30
	SO+1Y 10Y
	CSO/CO

	Management Reviews
	10068-40
	SO+1Y 10Y
	CSO/CO

	BA Emergency Response Plan-(includes BA Emergency Response Test/Drill Reports). 
	10068-70
	SO+1Y  6Y
	CSO/CO

	BA Training Plan
	10068-70
	SO+1Y  6Y
	CSO



(1)  Records may be retained either as hard-copy or digital/electronic records
*    ORCS – Operational Records Classification System  / ARCS – Administrative Records Classification System
**  A=Active record    SA-Semi=active record  CY=Calendar year   SO=Superceded or Obsolete (based on OPR schedule)
	

	2
	Table 016-1
	Updated:  March 30, 2004



*    ORCS – Operational Records Classification System  / ARCS – Administrative Records Classification System
**  A=Active record    SA-Semi-active record  CY=Calendar year   SO=Superceded or Obsolete (based on OPR schedule)
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