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1.0 PURPOSE

1.1 Introduction

The purpose of the ESH&Q Directorate Records Management Procedure is to implement a directorate-wide filing system that should:

1.1.1 identify all records maintained by the ESH&Q Directorate;

1.1.2 organize records to facilitate short-term retrievability;

1.1.3 facilitate conversion of long-term records to be archived as appropriate;

1.1.4 identify storage methodology;

1.1.5 meet all regulatory and contractual requirements for records management as described in the Laboratory Records Management Subject Area in the Standards Based Management System (SBMS);

1.1.6 extend beyond the Laboratory Records Management Subject Area to provide the specifics needed at the Directorate Level and its organizations.

1.2 Procedure Implementation

Implementation of the ESH&Q Directorate Records Management Procedure should be established by:

1.2.1 creating a ESH&Q Directorate Records Management Procedure Master Filing List of all records

maintained by the ESH&Q Directorate, which includes retention schedules;

1.2.2 entering appropriate records into the Document Log Database;

1.2.3 forwarding appropriate records to the Quality Program and Services Office (QP&SO) for entry into the Action Tracking System (ATS);

1.2.4 forwarding appropriate records to the Requirements Management Office for entry into the Correspondence and Commitment Tracking System (CCTS);

1.2.5 performing yearly inventories and conversion, as appropriate, of records as described in the Laboratory Records Management Subject Area in the Standards Based Management System.
1.2.6 performing a yearly review of the ESH&Q Records Management Procedure to ensure proper implementation;
1.3 Application

Application of the ESH&Q Directorate Records Management Procedure applies to all records

maintained by the ESH&Q Directorate:

1.3.1 Outgoing Records:  records generated by the ESH&Q Directorate;

1.3.2 Incoming Records:  internal and external records received by the ESH&Q Directorate;

1.3.3 Internal Records:  records generated by the ESH&Q Directorate that are not distributed but maintained on file only.

The ESH&Q Records Management Procedure does not apply to records generated and received prior to May 1, 2000.  Certain records prior to May 1, 2000 are covered under S&EP Division Procedure No. SEP-ADM-001.  All other records generated prior to May 1, 2000 are the responsibility of the individual departments/divisions to maintain according to the records management system that was in place.

2.0
RESPONSIBILITIES
2.1
Supervisors

Supervisors are responsible for ensuring that the ESH&Q Directorate Records Management Procedure is implemented and maintained for those areas for which they have direct responsibility by:

2.1.1 ensuring that all records generated by their staff are marked with the appropriate filing code obtained from the ESH&Q Directorate Records Management Procedure Master Filing List;

2.1.2 ensuring that appropriate records are forwarded for entry in the Correspondence and Commitment Tracking System (CCTS) and the Assessment Tracking System (ATS) (refer to subject areas in SBMS); 

2.1.3 ensuring that all records generated, received and maintained by their staff are forwarded to the responsible record keeper for filing;

2.1.4 ensuring that all staff assist the record keeper and ESH&Q Records Officer with ESH&Q Directorate Records Management Procedure and filing code revisions, as necessary.

Supervisors include the Deputy Director for Operations, Head of ESH&Q, ESH&Q Division Managers, ESH&Q Program Office Managers, and ESH&Q Group Leaders.

2.2 Staff

Staff is responsible for ensuring that the ESH&Q Directorate Records Management Procedure is implemented and maintained for those areas for which they have direct responsibility by:

2.2.1 ensuring that all records they generate are marked with the appropriate filing code obtained from the ESH&Q Directorate Records Management Procedure Master Filing List;

2.2.2 ensuring that appropriate records are forwarded for entry in the Correspondence and Commitment Tracking System (CCTS) and the Assessment Tracking System (ATS) (refer to subject areas in SBMS);

2.2.3 ensuring that all records generated, received and maintained are forwarded to the responsible record keeper for filing;

2.2.4 assisting record keepers with ESH&Q Directorate Records Management Procedure and filing code revisions, as necessary.


2.3
Record Keeper

A record keeper is designated by a supervisor and is responsible for maintaining records in accordance with the Laboratory Records Management Subject Area and the ESH&Q Records Management Procedure. Record keepers are responsible for ensuring that the ESH&Q Directorate Records Management Procedure is implemented and maintained by:

2.3.1 ensuring that the Laboratory Records Management Subject Area as described in SBMS is implemented and maintained;

2.3.2 ensuring that the ESH&Q Directorate Records Management Procedure as described in 6.0 is implemented and maintained;

2.3.3 assisting the ESH&Q Directorate Records Officer with ESH&Q Directorate Records Management Procedure and filing code revisions, as necessary.
2.4
ESH&Q Directorate Records Officer

The ESH&Q Directorate Records Officer is designated by the Deputy Director for Operations, Head of the ESH&Q Directorate and is responsible for:

2.4.1 ensuring that the Laboratory Records Management Subject Area as described in SBMS is implemented and maintained throughout the ESH&Q Directorate;

2.4.2 ensuring that the ESH&Q Directorate Records Management Procedure is implemented and maintained throughout the ESH&Q Directorate;

2.4.3 ensuring that the ESH&Q Directorate Records Management Procedure is kept current and meets all regulatory requirements as described in the Laboratory Records Management Subject Area in SBMS;

2.4.4 assisting the ESH&Q record keepers in conducting inventories of their records, as needed, in accordance with the Laboratory Records Management Subject Area in SBMS;

2.4.5 assisting the ESH&Q record keepers in conducting reviews of the ESH&Q Records Management Procedure to ensure proper implementation throughout the directorate

2.4.6 acting as liaison to the Records Management Group.

3.0 DEFINITIONS

Refer to the Records Management Subject Area in SBMS for a more detailed list of Records Management Definitions.

3.1 Active Records

Current records needed to carry out an organization’s day-to-day business; records subject to frequent use (typically once a month).

3.2 Records

Information of any kind and in any form (e.g., paper, photographs, microfilms, and electronic media), created, received, and maintained by individuals and the Laboratory as evidence of its functions, policies, decision, procedures, operations, or other activities.

3.3 Non-Records

Extra copies of material kept only for reference or convenience (e.g., library books and stocks of publications).

3.4 Document Log Database

The Document Log Database is used to enter appropriate records, as described in 6.0 PROCEDURE, to ensure quick and easy retrieval of ESH&Q Directorate records.

3.5 Epidemiological Records

Records that provide significant information about personnel, environmental, health and safety operations; documents where people work and their potential exposure to hazardous materials (such as radiation, chemical, and metals) and chart the various factors that determine the frequency and distribution of diseases in human and other animal populations.  The following are primary records required for epidemiological or health assessments:  medical; rights and interests; safety and environmental; personnel; human experimentation.

3.6 Historical Records

Records that preserve a reasonable portrait of significant past events and are useful for purposes beyond those for which they were created.  For example, historical information is often used as a basis for decision making.  Historical records should be retained because of their administrative, legal, research, assessment, and archival value.

3.7 Legal Records

Records that provide legal proof of a business transaction or mandate the retention of a record for any period due to statutory or regulatory requirements.

3.8 Research and Development Records

Records generated by scientific and technical activities and collaborations that result in new or modified

concepts, techniques, equipment, or material, and that accumulate at various organizational levels.

3.9 Vital Records

One of two types of records:  emergency operating records or legal rights and interests records.  Emergency operating records include records that may be necessary for responding to an on-site emergency of any category (e.g., fire, flood, or sabotage) or that allow for continued operation and management of facilities and programs.  Legal rights and interests records document legal rights and interests of individual citizens and their government, including documentation regarding retirement, insurance, finances, payroll, and certain types of research records.

4.0        PREREQUISITES

4.1 ESH&Q Directorate staff shall have appropriate training to carry out the procedure as described herein.

The ESH&Q Directorate Records Officer provides training.

4.2 Division/Program Office Managers or designees shall subscribe to the SBMS Subscription Service and notify their staff of changes to the Laboratory Records Management Subject Area.

5.0 PRECAUTIONS

None

6.0 PROCEDURE

The ESH&Q Directorate Records Management Procedure applies to the following records:

6.1 Outgoing Records

Outgoing records are described as those records generated by the ESH&Q Directorate that are maintained by the ESH&Q Directorate, as well as inventoried in accordance with the Laboratory Records Management Subject Area as described in SBMS:

6.1.1 outgoing records must be marked by the generator of the record, or designee, as a footnote with the appropriate filing code obtained from the ESH&Q Directorate Record Management Procedure Master Filing List;

6.1.2 Safety and Health records, Environmental records, Vital Records, Quality Records, and Epidemiological records must be marked as such:  SR for Safety and Health records, ER for Environmental records, VR for Vital records, QR for Quality records, and EP for Epidemiological records, as a separate footnote.  Records identified under these classifications must be entered into the Document Log Database.  At least one record keeper from each division/program office will have access to the Document Log Database;

6.1.3 outgoing records must be forwarded to the appropriate record keeper for filing, as well as entry into the Records Inventory Database as described in the Laboratory Records Management Subject Area in SBMS.  The record keeper will place one copy of the outgoing record in a Writer’s File, one copy of the outgoing record in the appropriate ESH&Q Directorate file; and one copy of the outgoing record will be forwarded to the generator of the record as a working copy or reference copy, if so desired.

6.1.4 outgoing records that require an action must be entered in the appropriate tracking system:  the Correspondence and Commitment Tracking System (CCTS), the Action Tracking System (ATS), the Occurrence Reporting and Processing System (ORPS), the Non Compliance Tracking System (NTS), or any other appropriate tracking system.

Note:  Patient medical records maintained by the Occupational Medicine Clinic will be entered into the Occupational Medical Information System by persons designated by the Manager of the Occupational Medicine Clinic due to security purposes and do not require a file code as stated in the ESH&Q Directorate Records Management Procedure.

6.2 Incoming Records

Incoming records are described as those records received by the ESH&Q Directorate that are maintained by the ESH&Q Directorate in accordance with the Laboratory Records Management Subject Area as described in SBMS:
6.2.1 incoming records must be marked by the receiver of the record, or designee, as a footnote with the appropriate filing code obtained from the ESH&Q Directorate Record Management Procedure Master Filing List;

6.2.2 Safety and Health records, Environmental records, Vital Records, Quality Records, and Epidemiological records must be marked as such:  SR for Safety and Health records, ER for Environmental records, VR for Vital records, QR for Quality records, and EP for Epidemiological records, as a separate footnote.  Records identified under these classifications must be entered into the Document Log Database.  At least one record keeper from each division/program office will have access to the Document Log Database;

6.2.3 incoming records must be forwarded to the appropriate record keeper for filing, as well as entry into the Records Inventory Database as described in the Laboratory Records Management Subject Area in SBMS;

6.2.4 incoming records from external sources that require an action must be entered in the appropriate tracking system:  the Correspondence and Commitment Tracking System (CCTS), the Action Tracking System (ATS), the Occurrence Reporting Processing System (ORPS), the Non Compliance Tracking System (NTS), or any other appropriate tracking system.

6.3 Internal Records

Internal Records are described as those records generated by the ESH&Q Directorate that are maintained by the ESH&Q Directorate, as well as inventoried in accordance with the Laboratory Records Management Subject Area as described in SBMS:

6.3.1 internal records must be marked by the generator of the record, or designee, as a footnote with the


appropriate filing code obtained from the ESH&Q Directorate Record Management Procedure


Master Filing List;

6.3.2 Safety and Health records, Environmental records, Vital Records, Quality Records, and Epidemiological records must be marked as such:  SR for Safety and Health records, ER for Environmental records, VR for Vital records, QR for Quality records, and EP for Epidemiological records, as a separate footnote.  Records identified under these classifications must be entered into the Document Log Database.  At least one record keeper from each division/program office will have access to the Document Log Database;

6.3.3 internal records must be forwarded to the appropriate record keeper for filing, as well as entry into the Records Inventory Database as described in the Laboratory Records Management Subject Area in SBMS.

6.4 Working Copies/Reference Copies

Working copies and reference copies are those records received by the ESH&Q Directorate that are maintained by the ESH&Q Directorate as described in the Laboratory Records Management Subject area in SBMS:

6.4.1 working copies and reference copies do not require entry into the Document Log Database; however, there may be instances when a request is made to enter this type of document into the database.  In these cases, the requestor must mark the document with the appropriate filing code obtained from the ESH&Q Directorate Records Management Procedure Master Filing List;

6.4.2 the record keeper will keep working copies and reference copies separate from record copies, thereby ensuring easy inventory and archiving of records in accordance with the Laboratory Records Management Subject Area in SBMS.

7.0 IMPLEMENTATION AND TRAINING

Supervisors, staff, and record keepers as described in Section 2.0 RESPONSIBILIES should become familiar with the procedure described herein.  The ESH&Q Directorate Records Officer shall assist all divisions/program offices within the ESH&Q Directorate with implementation and training, as necessary.

8.0 REFERENCES

8.1 SBMS Subject Area, Records Management,


https://sbms.bnl.gov/standard/1a/1a00i011.htm
8.2 SBMS Subject Area, ESH 1.2.1 Corrective Action Management and Tracking for Internal and External

Assessments, https://sbms.bnl.gov/ld/ld08/ld08d041.htm
8.3 SBMS Subject Area, Correspondence and Commitment Tracking,

https://sbms.bnl.gov/standard/04/0400i011.htm
8.4 The following Retention schedules were utilized in determining retention periods for ESH&Q Records: Department of Energy (DOE) Schedule; General Records Schedule (GRS), Records Disposition Authority Schedules.  Retention periods marked with an asterisk indicate that retention periods for records filed under this filing code may vary depending on the type of document.

8.5 BNL Site-Specific Records Retention Schedule, http://www.isd.bnl.gov/records/text/schedule/default.htm
8.6 Below is an example of how to generate a filing code using the ESH&Q Directorate Records Management

Procedure Master Filing List:

a) First, determine the two letter code for division/program office/group (this code identifies the division/program office/group that owns the record);

b) Next, determine the Type of Task (this two/three digit code describes the subject of the record);

c) Next, determine the Classification of Record (this two-letter code describes the classification of the record (i.e., Environmental, Epidemiological, Quality, Safety and Health, Vital).  Records can also be classified as Legal, Historical, etc., as described in the Laboratory Records Management Subject Area in SBMS, although records with these other classifications are not required to be entered in the Document Log Database.

d) Lastly, enter the last two digits for the year.

Example:  QP80QR.02

· This record is owned by the Quality Programs and Services Office.

· The Type of Task (or subject of the record) is an ESH&Q Directorate Procedure (80).

· The Classification of the Record is Quality Record (QR).

· The last two digits signify the year (2002).
9.0 ATTACHMENTS

9.1 Organization and Classification Codes

See Attachment 9.1, ESH&Q Records Management Procedure Organizational Codes and Classification of Records Codes.

9.2 ESH&Q Records Management Procedure Key to Filing Codes 

See Attachment 9.2, ESH&Q Records Management Procedure Key to Filing Codes.

Attachment 9.1 - ESH&Q Directorate Records Management Procedure Organizational Codes and

Classification of Records Codes

ESH&Q Directorate Records Management Procedure Organizational Codes

AL

Analytical Laboratory

AM

Business Operations Management
DH

ESH&Q Directorate (includes Integrated Assessment Planning, Performance Based Management, and Safety Management Integration Systems)

EC

Environmental Compliance 
EMS

Environmental Management System

EI

Environmental Information

EM

Environmental Monitoring

FS

Facility Safety

GW

Groundwater Protection

HP

Safety and Health Services

IC

Instrumentation and Calibration 

IH

Industrial Hygiene

OS

Independent Oversight

PM

Personnel Monitoring

P2

Pollution Prevention

QP

Quality Programs and Services

RA

Radiological Assistance Program

RP

Radiological Control

SE

Safety Engineering 

TQ

Training and Qualifications
Classification of Records Codes

ER

Environmental Record

EP

Epidemiological Record

QR

Quality Record

SR

Safety and Health Record

VR

Vital Record

Attachment 9.2 - ESH&Q Records Management Procedure Key to Filing Codes

Radiological Control - Analytical Laboratory (AL)



Type of Task







      Retention Time
00 Multiple Disciplines






 
     *

01 Monthly Reports

010 Administrative Records







     *

011 Laboratory Credit Card Records





 3 years

012 Travel Records







 6 years

020 Management Records







     *

021 R2A2s







       Until Superceded

022 Employee Goals







 3 years

023 Appraisals








 3 years

024 Organizational Charts






       Until Superceded

030 Internal Committees/Meetings






 3 years

040 Internal Audits/Appraisals/Assessments





10 years

050 Radiological Standards of Operations (SOPs)




75 years

051 Metals








75 years

052 Anions








75 years

053 Organics (Volatiles/PCBs/Extractable Organics)




75 years

054 Tritium








75 years

055 Gamma








75 years

056 Alpha Beta








75 years

057 Strontium 90








75 years

058 Other








75 years

060 New York State Laboratory Certification





75 years

070 Contract Laboratories







75 years

080 Facility Samples








75 years

90
Analytical Results for Environmental Samples (Electronic Database)


75 years

Attachment 9.2 - ESH&Q Records Management Procedure Key to Filing Codes

ESH&Q Directorate Business Operations Management (AM)



Type of Task







       Retention Time
00
Multiple Disciplines







     *

010  

Administrative Records







     *

011 Laboratory Credit Card Records






 3 years

012 Travel Records







 6 years

020 Management Records







     *

021 R2A2s







       until superceded

022 Employee Goals







 3 years

023 Appraisals








 3 years

024 Organizational Charts






        until superceded

030 Internal Committees/Meetings






 3 years

40

Internal Audits/Appraisals/Assessments





10 years
     

050 Budget Records








 5 years

051 Budget Submissions







 5 years

052 Capital Equipment Loan Agreements





 5 years

053 ESH&Q Allocations







 5 years

054 Field Work Proposals FWPs)






 5 years

055 General Plant Projects GPP)






10 years

056 Operating Accounts







 5 years

057 Work Authorizations







 5 years

058 Payroll








 5 years

060 Charge-Backs (ASL/ITD/Facility Support)





 5 years

070 Purchasing








 5 years

071 Intra-Laboratory Requests (ILRs)





 5 years

072 Petty Cash








 5 years

073 Procurement Contracts






 5 years

074 Purchase Orders







 5 years

075 Signature Authorizations/Approvals





 1 year

080 Facility/Equipment Management






 5 years

081 Maintenance








 5 years

082 Motor Vehicles







 3 years

083 Property Management







 5 years

084 Space Allocation/Access Control





 5 years

090 Personnel Records







75 years

091 Personnel Forecasts







 5 years

092 Timecards








 5 years

093 Work For Others







 5 years

Attachment 9.2 - ESH&Q Records Management Procedure Key to Filing Codes

Deputy Director for Operations, Head of the ESH&Q Directorate (DH)



Type of Task







         Retention Time
00 Multiple Disciplines







     *


 

01 ESH&Q Directorate Organization Chart





Permanent

02 ESH&Q Directorate Announcements





Permanent

03 ESH&Q Directorate Employee Survey





Permanent

04 ESH&Q Directorate Employee Awards





  3 years

010 

Administrative Records







      *

011 Laboratory Credit Card Records





  3 years




012 Travel Records






    1 year (Fiscal cut off)

013 Records Management






           
Permanent
 

20 Management Records







      *

21 ESH&Q Directorate R2A2s




                              75 years

22 Employee Goals







   4 years

23 Appraisals








   4 years



24 Succession Plans







   4 years



030 Internal Committees/Meetings






       *

031 ESH&Q Bi-Weekly Minutes






  5 years

032 ESH&Q Executive Assistants Meeting Minutes




  5 years



40
Internal Audits/Appraisals/Assessments





       *

41
ESH&Q Directorate Self-Assessment Plan




10 years

050 Laboratory Committees







      *

051 Aviation and Marine Safety Committee


             Destroy 2 years after termination of committee

052 Cryogenic Safety Committee



             Destroy 2 years after termination of committee

053 Laboratory ESH&Q Committee


             Destroy 2 years after termination of committee

054 Laboratory Electrical Safety Committee


             Destroy 2 years after termination of committee

055 Pollution Prevention Committee


             Destroy 2 years after termination of committee

056 Transportation Safety Committee


             Destroy 2 years after termination of committee

060 Performance Based Management/Integrated Assessment



     *



061 Self-Assessment Plan (ESH&Q Directorate)




 10 years

062 Self-Evaluations (Mid-Year and Year-End)




 10 years

063 Performance Measures






Permanent



064 Appendix B-Critical Outcome and Measures




Permanent

065 Appendix B-Contract Modifications





Permanent

066 Appendix B-Performance Evaluation





Permanent

067 ISM Verification







Permanent

068 DOE Evaluations (Annual, Mid-Year and Off-Ramp)



 10 years

070  

Safety Management Systems Integration





     *

071 Accelerator Safety







 75 years

072 Experimental Control (1.3.5)






 75 years

073 Industrial Facility/Hazards Analysis





 75 years

074 Voluntary Protection Program






 75 years

075 Work Planning and Control 1.3.6





 75 years

Attachment 9.2 - ESH&Q Records Management Procedure Key to Filing Codes

Key to Filing Codes for

Environmental Services - Environmental Compliance (EC)



Type of Task







      Retention Time


Type of Task







      Retention Time
00 Multiple Disciplines







    * 

010 Administrative Records







    *

011 Laboratory Credit Card Records





3 years

012 Travel Records







6 years

20

Management Records







    *

021 R2A2s







     Until Superceded

022 Employee Goals







 3 years

023 Appraisals








 3 years

024 Organizational Charts






     Until Superceded

030 Internal Committees/Meetings






 3 years

040 Internal Audits/Appraisals/Assessments





10 years

045 Internal Standard Operating Procedures (SOPs)




75 years

046 ESH&Q Procedure Development And Documentation Form



10 years

50                   National Environmental Policy Act (NEPA) Compliance



75 years

051 Environmental Evaluations







75 years

052 Environmental Assessments







75 years

053 Environmental Impact Statements






75 years


060 Water









75 years

061 Potable








75 years

062 Non-Potable (SPDES)







75 years

063 Cesspools-Non Industrial






75 years

070 Air









75 years

071 NY State Program







75 years

072 NESHAPS-Radioactive Emissions





75 years

073 NESHAPS-Non-Radioactive Emissions





75 years

080 Bulk Storage/Disposal of Solids and Liquids





75 years

081 Major Petroleum Facility (MPF)





75 years

082 Article 12 Activities







75 years

083 NYSDEC Hazardous Substance Bulk Storage




75 years

084 Landfills








75 years

085 Medical Waste







75 years

090 Toxic Substances Control Act (TSCA) – (PCBs)




75 years

0100 Spills









75 years

0110 Facility Reviews








75 years

0120 Natural Resources







75 years

0121        NRMP








75 years

0122        Fire Management







75 years

0123        Deer Management  







75 years

0124        T & E Species







75 years




0125        Invasive Species







75 years

0130 Cultural
Resources






 
75 years


0131        Section 106








75 years

0132        SHPO Correspondence






75 years

0133        Accessions








75 years


0134        Sites








75 years



0135        Projects








75 years


140

SARA EPCRA








75 years

141
Tier II








75 years

142
Form R’s








75 years

150
ISO 14001 Documents







75 years

Attachment 9.2 - ESH&Q Records Management Procedure Key to Filing Codes

Environmental Services - Environmental Management System (EMS)



Type of Task







      Retention Time
00                       Multiple Disciplines







     * 

10

Administrative Records







     *

11
Laboratory Credit Card Records





 3 years

12
Travel Records







 6 years

20

Management Records







     *

21                       R2A2s






     
     Until Superceded

22                       Employee Goals







 3 years

23                       Appraisals








 3 years

24                       Organizational Charts






     Until Superceded

30 Internal Committees/Meetings






 3 years

40 Internal Audits/Appraisals/Assessments





10 years

045 Internal Standard Operating Procedures (SOPs)




75 years

046 ESH&Q Procedure Development And Documentation Form


10 years

50                      EMS Elements








75 years

51 Policy








75 years

52 Environmental Aspects






75 years

53 Legal and Other Requirements






75 years

54 Objectives and Targets






75 years

55 Environmental Management Programs





75 years

56 Structure and Responsibility






75 years

57 Training, Awareness and Competence





75 years

58 Communication







75 years

59 EMS Documentation







75 years

60 Document Control







75 years

61 Operational Control







75 years

62 Emergency Preparedness and Response





75 years

63 Nonconformance, Corrective and Preventive Action



10 years

64 Records








10 years

65 EMS Audit








10 years

66 Management Review







10 years

Attachment 9.2 - ESH&Q Records Management Procedure Key to Filing Codes

Environmental Services - Environmental Information Management System (EI)



Type of Task







      Retention Time
00 Multiple Disciplines







     *

10

Administrative Records







     *

11
Laboratory Credit Card Records





 3 years

12
Travel Records







 6 years

20

Management Records







     *

21
R2A2s






 
      Until Superceded

22
Employee Goals







 3 years

23
Appraisals








 3 years

24
Organizational Charts






      Until Superceded

30
Internal Committees/Meetings






 3 years

40
Internal Audits/Appraisals/Assessments





10 years

45 Internal Standard Operating Procedures (SOPs) 




75 years

46 ESH&Q Procedure Development And Documentation Form


10 years

50
EIMS System Administration






75 years

60
Database








75 years

70
Geographic Information System






75 years

80
Radio-Chemical Verification and Validation





75 years

90
Non Radio-Chemical Verification and Validation




75 years

Attachment 9.2 - ESH&Q Records Management Procedure Key to Filing Codes

Environmental Services - Environmental Monitoring (EM)



Type of Task







       Retention Time
00 Multiple Disciplines (Monthly Sampling Schedules




     *

010 Administrative Records







     *

011 Laboratory Credit Card Records





 3 years

012 Chargebacks








 6 years

013 Monthly Reports







10 years

014 Training Certificates







10 years

020 Management Records







10 years

021 R2A2s







      Until Superceded

022 Employee Goals







3 years

023 Appraisals (Management and Employee)




3 years

024 Organizational Charts






      Until Superceded

030 Internal Committees/Meetings






 3 years

040 Internal Audits/Appraisals/Assessments (Tier I)




10 years

045 Internal Standard Operating Procedures (SOPs)




75 years

046 ESH&Q Procedure Development And Documentation Form



10 years

050 Water/Aquatic Media







75 years

051 Rain








75 years

052 Well/F Well/Floating Petroleum





75 years

053 Pond








75 years

054 Effluents/SPDES/Daily Logs/Flow Charts




75 years

055 River/Surface Water







75 years

056 Water Fixture







75 years

060 Air









75 years

061 Particulates








75 years

062 Tritium








75 years

063 Charcoal








75 years

064 TLDs








75 years

070 Soil









75 years

071 Sediment








75 years

080 Flora/Fauna/Fish








75 years

081 Vegetation








75 years

082 Vegetables








75 years

083 Deer








75 years

084 Small Mammals







75 years

085 Fish









75 years

086 Clams








75 years

087 Mussels








75 years

088 Miscellaneous







75 years

090 Environmental Sampling







75 years

091 Sampling Requests and Health and Safety Plan




75 years

092 Field Logbooks







75 years

093 Chain-0f-Custody







75 years

094 Vehicle Monitor







75 years

095 NY State Air/Water







75 years

096 Work Permits







75 years

097 Confined Space Permit






75 years

098 STP Line Monitor







75 years

099 Remediation Systems






75 years

100 QA Records and Logs







75 years

101          Inspection Test Records






75 years

102          Certificates of Analysis






75 years

103          Temperature Logs







75 years

104          Calibration Logs







75 years

105 QC Information Log







75 years

110

Site Environmental Report







75 years

120                       Waste Forms








75 years

121
Waste Control Form







75 years

122
Container Inventory Control Form





75 years

Attachment 9.2 - ESH&Q Records Management Procedure Key to Filing Codes

Radiological Control - Facility Support (FS)



Type of Task






 
     Retention Time
00 Multiple Disciplines






 
     *

10 
Administrative Records







     *

11


Laboratory Credit Card Records





 3 years

12


Travel Records







 6 years

20
Management Records







     *

21


R2A2s







      Until Superceded

22


Employee Goals







 3 years

23


Appraisals







 3 years

24


Organizational Charts





      Until Superceded

030 Internal Committees/Meetings






 3 years

040 Internal Audits/Appraisals/Assessments





10 years

050 Facility Safety Monthly Reports






75 years

060 Radiation Protection Manager's Monthly Report




75 years

070    
Facility Support Standard Operating Procedures (SOPs)



75 years

071 Miscellaneous







75 years

072 Surveys








75 years

073 Equipment







75 years

074 Documentation







75 years

075 Personal Protection






75 years

80

Site-Wide Procedures and Instructions





75 years

81
Miscellaneous







75 years

82
Surveys








75 years

83
Equipment







75 years

84
Documentation







75 years

85
Personal Protection






75 years

90

Facility-Specific Procedures and Instructions





75 years


91

C-A








75 years


92

BGRR








75 years


93

HFBR








75 years


94

Waste Management






75 years


95

ERD








75 years

Attachment 9.2 - ESH&Q Records Management Procedure Key to Filing Codes

Environmental Services - Groundwater Protection (GW)



Type of Task







    Retention Time
00  

Multiple Disciplines







     *

010   

Administrative Records







     *

011 Laboratory Credit Card Records





 3 years

012 Travel Records







 6 years

020  

Management Records







     *

021 R2A2s







     Until Superceded

022 Employee Goals






 
 3 years

023 Appraisals







 
 3 years

024 Organizational Charts






     Until Superceded

030 Internal Committees/Meetings






 3 years

040 Internal Audits/Appraisals/Assessments





10 years

050 Operable Units








75 years

051 Operable Unit 1








75 years

052 Operable Unit 2







75 years

053 Operable Unit 3







75 years

054 Operable Unit 4







75 years

055 Operable Unit 5







75 years

056 Operable Unit 6







75 years

060 Facilities Environmental Reports






75 years

061 CA Facilities








75 years

062 Reactor Facilities







75 years

063 BLIP








75 years

064 Waste Management Facility






75 years

065 Major Petroleum Facility






75 years

066 Sewage Treatment Plant






75 years

067 Water Treatment Plant






75 years

070 Other Environmental Reports






75 years

071 Motor Pool








75 years

072 Service Station







75 years

073 Biology Greenhouses







75 years

074 Shotgun Range







75 years

075 Live-Fire Range







75 years

080 Site-wide Groundwater Monitoring






75 years

081 Site-Wide Groundwater Monitoring Report




75 years

082 Ground
water Contingency Plan





75 years

083 Environmental Monitoring Plan





75 years

084 Quarterly Remediation Reports






75 years

085 GPIIP










75 years

086 Groundwater Monitoring Improvements





75 years

087 Well Head Protection







75 years

088 Groundwater Communication






75 years

089 Well Abandonment







75 years

90

Site Environmental Report







75 years

Attachment 9.2 - ESH&Q Records Management Procedure Key to Filing Codes

Safety and Health Services Division (HP)



Type of Task
Retention Time

00 
Multiple Disciplines
*

010 
Administrative Records
*

11

Laboratory Credit Card Records
3 years

12

Travel Records
6 years

13

BSA Discretionary Funds
3 years

14

Records Management
6 years

020 
Management Records
*

021 
R2A2s
Until Superceded

022 
Employee Goals
3 years

023 
Appraisals
3 years

024 
Organizational Charts
Until Superceded

025 
Succession Plans
4 years

030 
Internal Committees/Meetings
3 years

031 
SHSD Weekly Staff Meetings
3 years

040 
Internal Audits/Appraisals/Assessments
10 years

041 
SHSD Self-Assessment Plans
10 years

042 
SHSD Self-Evaluations
10 years

Attachment 9.2 - ESH&Q Records Management Procedure Key to Filing Codes

Radiological Control - Instrumentation and Calibration (IC)



Type of Task







      Retention Time
00 Multiple Disciplines







     *

010 Administrative Records







     *

011 Laboratory Credit Card Records





 3 years

012 Travel Records







 6 years

020 Management Records







     *

021 R2A2s







      Until Superceded

022 Employee Goals







 3 years

023 Appraisals








 3 years

024 Organizational Charts






       Until Superceded

030 Internal Committees/Meetings






 3 years

040 Internal Audits/Appraisals/Assessments





10 years

50

Design Documentation






Until Removed From Service


51
Vendor Manuals







75 years





52

Parts Lists








75 years





53

Engineering Change Notices






75 years

54 
Type Test Reports







75 years

60
Equipment Inventory







  1 year

61
Standards and Calibration Equipment





75 years

62
Equipment in the Calibration Program





75 years

70
Calibration Records







75 years

70 Measurement and Test Equipment Calibration




75 years

71 Reports








75 years

72 Experimental Notes/Data






75 years

73 Certifications







75 years

74 Calibration Uncertainties






75 years

75 M&TE Standard Configuration






75 years

80 Procedures and Instructions






75 years

81 Administrative







75 years

82 Calibration








75 years

83 Forms








75 years

84 Special Operations







75 years

90 Procurement Documentation





     3 years after payment

91 Purchasing Requests







75 years

92 Purchase Orders







75 years

93 Supplier/Survey Reports






75 years

94 Supplier Nonconformance






75 years

95 Supplier Information







75 years

0100 Quality Assurance Program






  5 years

0101 Sampling Notes/Data







75 years

0102 Reports








75 years

0103 Implementation Program






75 years

0104 Procedures








75 years

0105 Instructions








75 years

0106 Records Index







75 years

0200 Training









  5 years

0201 Personnel Data







75 years

0202 Training Materials







75 years

0203 Evaluation Results







75 years

Attachment 9.2 - ESH&Q Records Management Procedure Key to Filing Codes

Safety and Health Services - Industrial Hygiene (IH)



Type of Task







       Retention Time
00  

Multiple Disciplines







     *

010 Administrative Records







     *

011 Laboratory Credit Card Records





 3 years

012 Travel Records






 
 6 years

020 Management Records







     *

030 Internal Committees/Meetings






 3 years

031 Industrial Hygiene Weekly Staff Meetings




 3 years

040 Internal Audits/Appraisals/Assessments





10 years

050 Industrial Hygiene Program






75 years

051 Control and Calibration of Measuring/Test Equipment



75 years

052 Standard Operating Procedures (SOPs)





75 years

060 IH Hazard Identification and Evaluation





75 years

061 Hazardous Materials Control Program





75 years

062 Ventilation/Toxic Exhaust System Design/HEPA




75 years


070 Hazard Control Systems/Programs






75 years

071 Personal Protective Equipment






75 years

072 Respiratory Protective Equipment





75 years

073 Reserved File Code







75 years

074 Reserved File Code







75 years

075 Chemicals (Monitoring/HAZCOM/Lab Standard)



75 years

076 Reserved File Code







75 years

077 Chemical Management System/MSDS Programs




75 years

080 Specific Hazards with Control Programs





75 years

081 Reserved File Code







75 years

082 Reserved File Code







75 years

083 Reserved File Code







75 years

084 Reserved File Code







75 years

085 Reserved File Code







75 years

086 Reserved File Code







75 years

087 Reserved File Code







75 years

088 Asbestos








75 years

089 Biohazards








75 years

090 Carcinogens








75 years

091 Confined Spaces







75 years

092 Ergonomics








75 years

093 Lasers








75 years

094 Illumination (Visible Light)






75 years

095 Magnetic Fields







75 years

096 Noise and Hearing Conservation





75 years

097 Indoor Air Quality (Office Environments)




75 years

098 Pesticides








75 years

099 Non-Ionizing Radiation (IR, UV, ELF-VHF, RF and Microwave Radiation)

75 years

0100 Sanitation








75 years

0101 Temperature Extremes






75 years

0102 Vibration








75 years

0103 Lead








75 years

0104 HazWoper (Remediation)






75 years

0105 ER (Emergency Response)






75 years

0106 Beryllium








75 years

 Attachment 9.2 - ESH&Q Records Management Procedure Key to Filing Codes

Independent Oversight Office (OS)



Type of Task







      Retention Time
00
Multiple Disciplines







    *

10

Administrative Records







    *

11
Laboratory Credit Card Records





 3 years

010 Travel Records







 6 years

020 Management Records







    *

021 R2A2s







      Until Superceded

022 Employee Goals







 3 years

023 Appraisals







 
 3 years

024 Organizational Charts






      Until Superceded

030 Internal Committees/Meetings






 3 years

040 Internal Audits/Appraisals/Assessments





10 years

050 External Assessments







10 years

60

Assessment Tracking System (Electronic Database)




10 years

70

ORPS (Electronic Database)






10 years

80

Lessons Learned Program







10 years

90

PAAA Program Records (Electronic Database)




10 years

91
EH-10 (DOE Office of Enforcement) Information



10 years

100

Special Studies and Investigations






10 years

Attachment 9.2 - ESH&Q Records Management Procedure Key to Filing Codes

Radiological Control - Personnel Monitoring (PM)



Type of Task







      Retention Time
00 Multiple Disciplines







     *

010 Administrative Records







     *

011 Laboratory Credit Card Records






 3 years

012 Travel Records








 6 years

020 Management Records







     *

021 R2A2s







       Until Superceded

022 Employee Goals







 3 years

023 Appraisals








 3 years

024 Organizational Charts






       Until Superceded

030 Internal Committees/Meetings






 3 years

040 Internal Audits/Appraisals/Assessments





10 years

050 Personnel Monitoring Standard Operating Procedures




75 years

051 Personnel Monitoring Records Program SOPs




75 years

052 External Dosimetry Program SOPs





75 years

053 Internal Dosimetry Program SOPs





75 years

054 Personnel Monitoring Training SOPs





75 years

055 Personnel Monitoring Quality Assurance SOPs




75 years

060 DOELAP Accreditation Records






75 years

061 External Dosimetry, Whole Body Monitoring




75 years

062 External Dosimetry, Extremity Monitoring




75 years

063 Bioassay Program







75 years

070 Personnel Monitoring Records






75 years

071 Active Individual Records (L-name, alpha)




75 years

072 Inactive Individual Records (L-name, alpha)




75 years

073 Personnel Batch Reports (subject, chrono)




75 years

080 External Dosimetry Technical Operations and Evaluation Records


75 years

081 Routine Reader Cal & QC Records (reader, chrono)



75 years

082 Routine Dosimeter Cal & QC Records (type, chrono)



75 years

083 Program Performance Assessment Testing (spikes & blind tests) (type, chrono)
75 years

084 Routine Dosimeter Holder QC Records (type, chrono)



75 years

085 Environmental Monitoring Support Dosimetry Records (chrono)


75 years

086 Area Monitoring Dosimetry Records (area, etc.)




75 years

090 Internal Dosimetry Technical Operations and Evaluations Records


75 years

091 Whole Body Counter Cal & QC Records




75 years

092 Program Performance Assessment Testing




75 years

Attachment 9.2 - ESH&Q Records Management Procedure Key to Filing Codes

Environmental Services – Pollution Prevention (P2)



Type of Task







         Retention Time
00  

Multiple Disciplines







    * 

010 

Administrative Records







    *

011 Laboratory Credit Card Records





 3 years

012 Travel Records







 6 years

013 Budget Records







10 years

020 Management Records







    *

021 R2A2s







        Until Superceded

022 Employee Goals






 
 3 years

023 Appraisals








 3 years

024 Organizational Charts






       Until Superceded

030 Internal Committees/Meetings






 3 years

040 Internal Audits/Appraisals/Assessments





10 years

050 Return on Investment Proposals






75 years

051 Funded ROI Projects







75 years

060 Reporting








75 years

061 DOE Reports







75 years

062 Other Reports







75 years

070 Tracking








75 years

071 Waste Generation







75 years

072 Cost Savings








75 years

080 Awards









75 years

Attachment 9.2 - ESH&Q Records Management Procedure Key to Filing Codes

Quality Program Office (QP)



Type of Task







      Retention Time
00 Multiple Disciplines







     *

010 Administrative Records







     *

11
Laboratory Credit Card Records





 3 years

12
Travel Records







 6 years

20
Management Records







     *

21
R2A2s







     Until Superceded

22
Employee Goals







 3 years

23
Appraisals







 
 3 years

24
Organizational Charts






      Until Superceded

30

Internal Committees/Meetings






 3 years

40

Internal Audits/Appraisals/Assessments





10 years

050 Quality Program Assessments






75 years

60
Quality Program Operational Procedures





75 years

70
Quality Implementation Project (QIP)





75 years

80
ESH&Q Directorate Procedures






75 years

Attachment 9.2 - ESH&Q Records Management Procedure Key to Filing Codes

Radiological Control Division – Radiological Assistance Program (RA)



Type of Task







      Retention Time
00 Multiple Disciplines







    *

010 Administrative Records







    *

011 Laboratory Credit Card Records





 3 years

012 Travel Records







 6 years

020 Management Records






 
    *

021 R2A2s







       until superceded

022 Employee Goals







 3 years

023 Appraisals (Management and Employee)








024 Organizational Charts

030 Internal Committees/Meetings





  
  3 years

040 Internal Audits/Appraisals/Assessments





10 years

050 RAP Standard Operating Procedures







75 years

051 Team Position Description








75 years

052 RAP Equipment









75 years

053 HP Surveys and Rad Work Permits







75 years

054 Control and Release of Radioactive Material






75 years

055 Technical Basis Documents








75 years

056 Technical Manuals









75 years

057 Radioactive Sources/Inventory








75 years

058 Contamination Control




 



75 years

059 As Low As Reasonably Achievable (ALARA)


 



75 years

060 Radiation Sampling Data/Analysis







75 years

061 Interlocks










75 years

60
Health Physics Projects








25 years

61
Dosimetry




 






75 years

62
Shielding











75 years

63
Instrumentation










75 years

64
Rad Protection Plan/Radiation Control







75 years

65
DOE Correspondence









75 years

Attachment 9.2 - ESH&Q Records Management Procedure Key to Filing Codes

Radiological Control Division (RP)



Type of Task







      Retention Time
01 Multiple Disciplines







    *

013 Administrative Records







    *

014 Laboratory Credit Card Records





  3 years

015 Travel Records







  6 years

016 RP Organization Charts





       until superceded

025 Management Records






 
    *

031 Internal Committees/Meetings





  
  3 years

041 Internal Audits/Appraisals/Assessments





10 years

50

RAP Standard Operating Procedures





75 years

51

Team Position Description






75 years

52
RAP Equipment







75 years

062 Health Physics Program Documentation                




75 years

063 HP Surveys and Rad Work Permits





75 years

064 Control and Release of Radioactive Material




75 years

065 Technical Basis Documents






75 years

066 Technical Manuals







75 years

067 Radioactive Sources/Inventory






75 years

068 Contamination Control




 

75 years

069 As Low As Reasonably Achievable (ALARA)


 

75 years

070 Radiation Sampling Data/Analysis





75 years

071 Interlocks








75 years

072 RD Program Waivers







3 years

60

Health Physics Projects







25 years


61

Dosimetry




 



75 years


62

Shielding








75 years


63

Instrumentation







75 years


64

Rad Protection Plan/Radiation Control





75 years


65

DOE Correspondence







75 years


66

Minors/Students Work in Controlled Areas




75 years

70

Operating Procedures







75 years

Attachment 9.2 - ESH&Q Records Management Procedure Key to Filing Codes

Safety and Health Services - Safety Engineering (SE)



Type of Task
Retention Time
00 
Multiple Disciplines
*

010 
Administrative Records
*

011 
Laboratory Credit Card Records
3 years

012 
Travel Records
6 years

020 
Management Record
*

030 
Internal Committees/Meetings
3 years

040 
Internal Audits/Appraisals/Assessments
10 years

050 
Facility/Experimental Safety Reviews and Evaluations
75 years

051 
Experimental Review
75 years

052 
(Reserved File Code)

053 
Operational Readiness Reviews (ORRs)
 75 years

054 
Building Files – Design Reviews
75 years

055 
(Reserved File Code)

056 
(Reserved File Code)

057 
Special Hazards Review
75 years

058 
Exit Readiness Evaluations (EREs)
 75 years

059 
Accelerator Readiness Reviews (ARRs)
 75 years

60

Safety Awareness
25 years

70

Construction Safety
75 years

80

Safety Programs
25 years

81

Electrical Safety
25 years

82

Firearm Safety/Explosives Safety
25 years

83

Traffic Safety
25 years

84

Safety Inspections
25 years

85

Materials Handling
25 years

86

Machine Guarding
25 years

87 

Human Factors
25 years

88

Pressure Safety
25 years

89

Nuclear Safety
25 years

90

Accidents
75 years

91

Occupational Injuries/Illnesses
75 years

92

General Liability
75 years

93

Motor Vehicle
75 years

94

Investigated Incidents
75 years

95

CAIRS Reports
75 years

100

Workers Compensation
75 years

101
WC Cases
75 years

102
WC Invoices
75 years

103
WC Bills
75 years

Attachment 9.2 - ESH&Q Records Management Procedure Key to Filing Codes

Training and Qualifications (TQ)



Type of Task







        Retention Time
00 Multiple Disciplines







    *

010 Administrative Records







    *

011 Laboratory Credit Card Records





 3 years

012 Travel Records







 6 years

020 Management Records







     *

021 R2A2s







     Until Superceded

022 Employee Goals







 3 years

023 Appraisals








 3 years

024 Organizational Charts






      Until Superceded

30
Internal Committees/Meetings






 3 years

040 Internal Audits/Appraisals/Assessments


 


10 years

050 BNL Training Courses







  1 year

060 Training Records and Requirements





  1 year

61
Radiological Control







75 years

