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What’s the big deal? 

Document and Record Management 

? 

•“If it’s not documented, it’s not done” 

Unannounced inspections 

Institutional knowledge 

Operational continuity 

Simplify compliance demonstration 
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Look familiar? 

Document and Record Management 
Challenges 

! 
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Document and Record Management 

• Aligning needs, styles, viewpoints, etc. 

• Data and paper overload 

• Staff turnover 

• Inconsistent processes and procedures 

• Lack of a central repository/system 

• Balance of hard copy vs. electronic 

• Retention times – internal vs. regulatory 

! Challenges 
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Different needs, same challenges 

Document and Record Management 

Compliance 

Internal 

Corporate 
vs. Facility-

Level 

What would a 
regulator want 

to see? 

How do we 
maintain 

continuity? 

What is the 
appropriate level of 

information? 
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Determine the What and Why 

Document and Record Management 
Tips 

• Understand the 
program 

• Read, really 
read, permits, 
plans, and 
procedures 

• What is required 
vs. “nice to 
know” 

• Regulatory 

• Guidance 
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Determine Who 

Document and Record Management 
Tips 

• Define roles 

• Who is responsible? 

• Do you have backups assigned? 

• Document and communicate roles 

• Do they know it’s their responsibility? 

• What do we do if the official recordkeeper 
isn’t here during the inspection? 
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Define Where 

Document and Record Management 
Tips 

• Central repository  

• Hard copy files 

• Electronic 

• Combination of both 

• Naming convention 

• File structure and 
organization 

• Accessibility 
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Determine How and When 

Document and Record Management 
Tips 

• Methods vary depending on 
requirement 

• Data collection 

• Keep it simple 

• Ensure it meets basic requirements 

• Hand written vs. electronic 

• Consider communication of information 

• Consider requirement frequency and 
retention time 
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Develop Procedure 

Document and Record Management 
Tips 

• Align with EHS Management System 

• Broad vs. specific program procedure 

• Define and document 

• What 

• Why 

• Who 

• Where 

• How 

• When 
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Think beyond “record”  

Procedure Considerations 

• Document 
decisions and 
how they are 
made 

• Capture 
institutional 
knowledge 

• Task 
management 
tools and 
tracking 
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Corporate vs. Facility-Level 

 

Procedure Considerations 

• Different document needs 

• Corporate office may need permit application, 
regulatory correspondence, supporting 
documentation, etc. 

• Facility may need detailed day-to-day 
documentation, operational records, daily 
observations, etc. 

• Facilities need required records to 
demonstrate compliance 
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Corporate vs. Facility-Level 

 

Procedure Considerations 

• Corporate may request 
more information from 
facilities 

• Consider electronic 
system or intranet to 
share files 

• Open communication 
and teamwork critical 

• Conduct internal audits 
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Monitor and Measure 
Performance  

Document and Record Management 
Tips 

• Internal and/or external audit 

• Regulatory inspections 

• Track deficiencies and corrective 
actions 

• Why were records missing or 
incomplete? 

• Identify root cause 

• Make continual improvements 

• Be proactive vs. reactive 
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What Works? 

Document and Record Management 
Tips 

• Form workgroup  

• Utilize facilitator 

• Ask others  

• Similar industry 

• State/local agencies 

• Regulator 

• Management consultant 

• Implement procedure and 

monitor performance 
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Electric Utility 

Document and Record Management 
Examples 

• Central corporate office with many off-

site locations 

• EMS aligns with ISO 14001  

• Procedures developed 

• Facility staff implementation 

• Improved communication and ease of 

compliance demonstration 
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Document and Record Management 
Examples 
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State Agency Knowledge 
Database 

Document and Record Management 
Examples 

• Manage data vs. records 

• Document air permitting decisions 

• Capture institutional knowledge 

• Improve consistency  

• Reduce time spent developing permit 

• Tool for new staff and public 



4/11/2018 For the MECC – Kansas City 20 

Document and Record Management 
Examples 
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Document and Record Management 
Examples 
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Document and Record Management Top 
Tips 

 

Understand requirements 

Develop central repository 

Define and document roles 

Determine method of documentation 

Develop and implement procedures 

Monitor and measure performance 



QUESTIONS? 
Melissa Ellis 

402.613.3776 

mellis@tellevate.com  
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