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	Procedure Title:
	Document Control (ESHMS #6)



1.0  Purpose:  The purpose of this procedure is to ensure that only the latest authorized versions of ESHMS documents are in use by (AGENCY) Headquarters and its sites (henceforth site(s)) personnel when executing their ESHMS tasks.
2.0 Scope:  This procedure is applied to all documents in use for (AGENCY)’s ESHMS.  This procedure also deals with documents sent from (AGENCY) to its suppliers and contractors regarding environment, safety and health (ESH) issues and with controls related to goods and services received from them.
3.0 Document Control: All employees are strongly encouraged to use the following best practice measures to promote good document control at (AGENCY) sites:
· All documents shall be dated and identified to ensure the most up-to-date controlled version is in use,
· Electronic versions can be assumed to be the current version.  Hard copy versions should always be assumed to be outdated until checked and verified.  It is the responsibility of the user to verify that the current version is being used.  

· Copies of outdated documents become records and shall be selected and filed (physically or electronically) for two years or as required by law,
· When documents are updated, employees will have access to the updated version and are expected to use the most up-to-date version,
· Outdated documents should be discarded as an additional precaution to avoid inappropriate use,

· Documents shall be legible, readily identifiable and accessible, protected against damage, deterioration, or loss.
4.0 Records:  The ESHMS Coordinator or other designated records management personnel will maintain the following records generated by this procedure:
· Copies of outdated documents that have been stored as records.

· Hardcopy or electronic versions of these records will be maintained in a central and controlled location.  
4.1 Security and Access to Records: Records are restricted to authorized personnel.  Management will provide employees with access to all records associated with the Document Control Program as appropriate. This information may be provided through the ESHMS Manual or through other documentation maintained by the ESHMS Coordinator, or other designated member of the CFT.
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