EMS PROCEDURE: DOCUMENT CONTROL
Pur pose

To provide a standard procedure to create, review,
di stribute, and inplenent the docunents that describe and
control TYAD s EMS.

Scope

This procedure applies to the follow ng docunents (and any
changes to them: Envi ronmental Policy, EMS Manual, EMS
Procedure, EMS Wbrk Instructions, EMS and Environnental
Records (forms, checklists, and draw ngs).

Definitions

None

Supporting Docunents
None

Procedure

1. EMS Manual Procedures are:

a. Two copies of the EM5S manual are located in the EMS
Coordinator’s office. Only one controlled copy may
| eave his office. The distribution of the EMS
manual is the responsibility of the EMS coordi nator.
A list of who has or have shall be maintained by the
EMS coor di nat or

b. Controlled copies will be stanped “CONTROLLED’

Wth the distribution date.

c. Enployees with a controlled copy of the EMS manual
is responsible for its safe keeping.

d. The EMS coordinator may distribute uncontrolled
copies. All uncontrolled copies nust be stanped
“UNCONTROLLED- FOR REFERENCE ONLY”.

2. Procedures for the EMS Procedures and Work Instructions

ar e:

a. The EMS procedures and work instructions are
controlled as per Procedure # ? and is the
responsibility of the EMS coordi nator.

b. Controlled copies of the EM5 Procedure and work
instructions shall be maintained in the EMS
coordinator’s office, D/RK and Legal



The EMS coordinator will be responsible for

di stributing new and revi sed procedures and work

i nstructions.

Controlled copies will be stanped “CONTROLLED" with
the distribution date.

Enpl oyees with a controlled copy of EMS Procedures
and work instructions are responsible for signing
the distribution list and maintain the controlled
copy’ s saf ekeepi ng.

The EMS Coordi nator nmay distribute uncontrolled
copies. All uncontrolled copies nust be stanped
“UNCONTOLLED- FOR REFERENCE ONLY”.



