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1.0 RECORDKEEPING MANAGEMENT SESSION OVERVIEW 

1.1 INTRODUCTION 
This session provides information on an environmental records management 

system. It includes information on environmental recordkeeping; environmental 
regulations with emphasis on the Comprehensive Environmental Response, 
Compensation, and Liability Act of 1980 (CERCLA); and the administrative 
record including a' case study of the Hanford Site's administrative record 
system. 

1.2 OBJECTIVES 
This paper will focus on the following objectives. 
• Identify resources that can be used as reference tools. 
• Understand the reasons for developing and maintaining an 

administrative record. 
• Evaluate an existing system and identify means of complying with 

the regulations. 

1 
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2.0 DEFINING RECORDS MANAGEMENT 

Before examining environmental recordkeeping information on the basic 
concepts of records management is needed. An efficient records management 
system will provide for an orderly and efficient flow of information, with all 
records completing the various phases. These phases compose the records life 
cycle from cradle-to-grave (i.e., the life of a record from the birth or 
creation of the record to its death or final disposition). The phases are as 

/ follows: 
• Creation 
• Distribution 
• Retention 
• Storage 
• Maintenance 
• Disposition. 

2.1 PERSONAL RECORDKEEPING—A TAXING ANALOGY 
Perhaps the single best example of records management and the 

consequences of a poorly designed and managed system become evident every 
April 15th. At that time each year, people spend many hours and/or dollars 
preparing their tax returns for the Internal Revenue Service (1RS). 

Anyone who keeps good records, can access them easily, and has managed 
to maintain the records would probably survive an audit and might even save 
some money. 

For anyone who dreads regulations or the "long form," this session may 
have monetary and time-saving rewards. Even though the intent of this session 
is to provide an understanding of the recordkeeping requirements for 
compliance with the environmental regulations, the information presented may 
make the 1RS and your return less taxing. The ultimate compensation for both 
preparing taxes properly and for developing a proper recordkeeping system for 
a company is to save as much money as possible. By examining your personal 
records for your tax return you can place each step into one of the 
recordkeeping phases. When you buy a home, many different records are 
created. A quick review of those records will reveal how easily they fit into 
the various phases of the life cycle. 

3 
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2.2 DEVELOPING A RECORDS MANAGEMENT SYSTEM 
The first step to developing a records management program—keeping the 

records life cycle in mind--is to write a plan. A records management plan 
will accomplish the following: 

Show compliance with legislative and regulatory requirements 
Show compliance with programmatic requirements 
Provide timely information for decision support and other daily 
activities 
Promote efficiency by saving staff time in retrieving documents 
Save space, equipment, and money 
Provide litigation support by maintaining documents on work 
activities 
Identify records that should be retained. 

2.3 DEVELOPING AN ENVIRONMENTAL RECORDS MANAGEMENT SYSTEM 
The records life cycle and the records management plan have been 

previously explained. This section will explain how to incorporate the 
concepts of environmental recordkeeping. The steps required to develop an 
environmental records management system are as follows. 

1. Review all of the applicable regulations and requirements 
(federal, state, local, and company- or site-specific 
requirements)(see Section 3.1). 

2. Develop a list of actions related to the regulations and 
requirements. 

3. Review the existing company records program. 
4. Develop an environmental records management system that fits the 

existing records program and that incorporates actions required by 
the regulations. 

5. Document the new (or incorporated) system by writing an 
environmental records management plan, the implementing 
procedures, and desktop instructions. 

6. Secure feedback and revise the system as necessary. 
The preceding sections have focused on the basic concepts of records v 

management from the simple to the more complex. The next section will give^ 
the background and basis for why environmental recordkeeping requirements are 
different from other recordkeeping programs and systems. 

4 
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3.0 ENVIRONMENTAL RECORDKEEPING 

3.1 REGULATORY OVERVIEW 
The NQA-1 (ANSI/ASME 1989) document is a widely accepted requirements 

document written by the American National Standards Institute (ANSI) and 
American Society of Mechanical Engineers (ASME) standards board for nuclear 
facilities. It outlines requirements that must be met before the Nuclear 
Regulatory Commission will license a nuclear facility. Recordkeeping for 
nuclear facilities has an established past. Its standards are accepted by 
records managers in the nuclear industry. 

But now, with the new emphasis on environmental cleanup and the 
U.S. Environmental Protection Agency (EPA) regulations that govern the 
cleanup, the focus in recordkeeping has dramatically changed. 

Since the 1970's, the amount and scope of environmental legislation and 
regulations have significantly increased. The Resource Conservation and l 

Recovery Act of 1976 (RCRA) requires a cradle-to-grave tracking of the fate of 
hazardous wastes from generator to transporter, to treatment, storage, and 
disposal. Other federal legislation ensures the disclosure of documents 
relating to the decisions made at hazardous waste sites across the country. 
This legislation includes CERCLA also known as the Superfund and the Superfand 
Amendment and Reauthorization Act of 1986 (SARA). 

Congress has given the EPA authority to require and collect 
documentation in order to develop, maintain, and enforce the programs it 
administers. The EPA can systematically require the creation and submission 
of various records and reports on activities outlined in its regulations or 
seek records or documented information about individual facilities when there 
is a particular cause for interest (e.g., during onsite inspections of 
regulated facilities). The EPA has outlined its requirements relating to the 
environment in the Code of Federal Regulations (CFK;. Without an effective 
recordkeeping system that meets the EPA and the company needs, a great deal of 
time, money, and effort will be spent without success, and regulatory 
compliance will not be achieved. 

Public interest and growing concern over acid rain, the greenhouse 
effect, water quality, and pollution have served as catalysts for legislators 
to develop and update such acts as the C7ean Air Act, the Clean Water Act, and 
the Safe Drinking Mater Act. These laws outline the records pertaining to the 
environment that manufacturers and businesses are required to keep, but 
growing public environmental concern provides additional impetus for accurate, 
easily retrievable records, that are cost effective to maintain. 

There are several other laws dealing with health and safety and 
transportation that must be complied with. These include the Occupational 
Safety and Health Act (OSHA) and the Hazardous Materials Transportation Act 
(HMTA). 

5 
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The regulations change constantly. Each business day, changes in 
federal regulations are printed in the Federal Register. These changes may 
include new entries, deletions, corrections, and modifications (i.e., any 
alteration to the current status of the regulations). It is imperative that 
the most current regulations are used as reference material. 

3.2 SAMPLE RECORDKEEPING MATRIX 
An important activity in environmental recordkeeping is the 

identification of applicable regulations and the integration of the compliance 
of those regulations into the current recordkeeping system. A recordkeeping 
matrix is a useful tool in performing this activity (Figure 1). 

Figure 1 shows a similarity between the column titles and the steps in 
the records life cycle. By using this matrix you can insert applicable 
requirements into the various columns and easily identify actions that need to 
be taken in order to develop a recordkeeping system. 

In the matrix for 40 CFR Part 300, Subpart I, Administrative Record for 
Sélection of Response Action (EPA 1990a) (Figure 2), it is evident that there 
is a considerable number of records that must be stored, maintained, 
retrieved, and distributed. However, the regulations do not provide any 
information on the methods by which the documents are to be maintained. 

Figure 2 displays the following information. 
• Each document used in the selection process will become a record 

to be created and stored. 
• The media for storage must be determined based on original 

condition, ease of retrieval, storage costs, and amount of space. 
• The record must be easily retrieved so that an EPA or a public 

request for copies can quickly be carried out. 
• Section 300.800(b)(3) requires the creation of an index of 

documents 
• Section 300.815(a) requires the creation of a record of public 

notice stating that an administrative record is available. It 
also specifies that this must be completed upon commencement of 
the remedial investigation phase and distributed by publishing a 
notice in a major local newspaper. 

• Section 300.815(b) requires the creation of a record of written 
responses to significant comments and distributes it by inclusion 
in the administrative record. 

6 
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Figure 1. Recordkeeping Matrix. 
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Figure 2. Administrative Record Matrix, (sheet 1 of 2). 
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Figure 2. Administrative Record Matrix, (sheet 2 of 2) 
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If the matrix analysis of the regulations does not fully address the 
following questions, then company procedures should be written to, address 
them. 

• Which records should be created? 
• Who should they be distributed to? 
• How should they be retained and stored? 
• How should they be maintained? 
• How and when should the records be disposed of? 

10 
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4.0 ADMINISTRATIVE RECORDS 

One of the major requirements in recordkeeping for environmental 
restoration work under CERCLA and RCRA involves the administrative record. 
The administrative record, as required by EPA regulations, is a collection of 
documents considered or relied on to determine a response action for 
environmental cleanup. It is a legal record file containing all of the 
documents used by a lead agency in selecting the appropriate response actions 
for site cleanup. Other than confidential portions of the record, all of the 
administrative record documents must be available for review. 

4.1 INTRODUCTION TO THE ADMINISTRATIVE RECORD 
The administrative record providss a level of protection for the company 

doing the cleanup work. It also protects the EPA from unnecessary costly 
litigation that may result in funds available for cleanup being used to defend 
a previous cleanup action. Only official, approved documents are used to make 
decisions. Internal company correspondence and internal review drafts of 
documents should not be included in the administrative record. Documents and 
information that are needed for decision making must be subjected to a series 
of reviews and must be approved by company officials as wo'll as officials in 
the EPA, state, or other participating organizations. 

The administrative record is a judicial or legal record. It is 
developed for the sole purpose of substantiating the decision-making process. 
When the cleanup decision is made, the decision is supported by the 
administrative record. Any party wishing to challenge the decision must use 
only those documents in the administrative record. 

Additional documentation may not be introduced into a closed 
administrative record unless the EPA formally amends the administrative 
record. A company only needs to show that the process of developing and 
maintaining the administrative record is followed. If a judicial review shows 
that the process was followed, the potential for a litigation discovery 
process is eliminated. As past events indicate, the discovery process is a 
lengthy process that usually results in all parties losing. 

The administrative record is also a definable record because it is 
possible to determine the documentation that should be included in the 
administrative record before the documents are created. Therefore, documents 
can be created in a manner that will comply with the requirements, thereby 
ensuring compliance with the regulations is documented. The administrative 
record provides the records manager with the basic tools to properly assemble 
an administrative record file that will ensure compliance with the 
regulations. It also provides a set of parameters for records managers to 
follow. 

11 
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4.1.1 Administrative Record Definition 
In order to explain what an administrative record is, an analysis of the 

definition is needed. As stated previously, the administrative record is the 
collection of documents considered or relied on to determine a response 
action. It also includes documents that provide proof that the public was 
allowed to participate in the remediation process. The following paragraphs 
explain each part of the definition. 

The first part of the sentence "collection of documents" means that the 
documents and information must be gathered and put in the same place. 
Ultimately, the file will be transmitted to the EPA and the judicial review 
team. Realistically this is an impossible task, but the regulations provide 
for an administrative record index that can list documents and information 
considered or relied on to make decisions and the locations where the 
documents can be found. Examples of documents that are not required to be in 
the file include chain-of-custody forms, confidential information, and raw 
data. This information can also be excluded from the copies of the 
administrative record files at remote locations. The functionality of th*3 

index provides for ease of adaptability into an ongoing records management 
system and also provides a means for managing the information. The index nay 
be the most important part of the administrative record. 

In the context of the regulation or EPA guidance, "...considered or 
relied on..." means documents that were used to make a decision. The real 
purpose and even advantage of this portion of the statement is that it makes 
the decision makers aware of the importance of the recordkeeping process and 
the administrative record. The best method to use in approaching this 
requirement is to list the documents that must be created. Then documents 
that are not required by the regulations can be added as their relevance 
becomes apparent. It is also important to remember to eliminate documents 
that will never be used. This will also help create the list of relevant 
documents. Although this still does not completely identify everything that 
needs to be in the administrative record, it goes a long way toward the final 
product. At this point it may be wise for the records manager to meet with 
the decision makers and let them make the final determinations concerning 
which documents are to be included in an administrative record. 

The next phrase is "...determine a response action..." This is a 
cleanup action—more accurately, the steps that were taken to remediate the 
site. 
4.1.2 Public Participation 

The administrative record also includes documents that prove that the 
public was allowed to participate in the remediation process. 
The requirements state that a notice of availability must go into a local 
newspaper, advertising the fact that the administrative record has been 
established and is available for public perusal. Additional notices 
soliciting public comments on a specific document may also go into the local 
newspaper. The documents soliciting public comments and public hearing 
transcripts all need to be included in the administrative record. These types 
of documents prove that the regulations were followed and that the public was 
offered an opportunity to participate. A company may also be involved in many 

12 
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public participation activities some of which are not related to a specific 
cleanup site, but these types of public participation documents do not belong 
in an administrative record. Only documents that pertain to a specific 
cleanup site belong in the administrative record. 

The primary responsibility for developing and managing the 
administrative record belongs to the company responsible for the cleanup work. 
However, arrangements can be made through mutual agreements or memoranda of 
understanding allowing a particular company to be contracted to develop and 
maintain an administrative record for a particular cleanup site. The company 
assigned the task of building an administrative record may be doing so for 
federal or state agencies, local governments, bankrupt companies or groups of 
companies and subcontractors. At U.S. Department of Energy (DOE) sites an 
onsite contractor is usually assigned the task of building an administrative 
record. 

As discussed earlier, the company responsible for building the 
administrative record may select the exact location of the administrative 
record file. The requirements specifically state that the company must 
provide an administrative record file that is available to the public at or 
near the cleanup site. The company is required to protect the administrative 
record master file but must provide an cnsite copy of the file for the public 
to review. A company may also determine that additional copies of the file 
are needed at local population centers to help satisfy the need for soliciting 
public participation. The EPA, local indian tribes, and state agencies 
involved in the process may request a copy of the file if their offices are 
located away from the cleanup site. Certain portions of the administrative 
record do not have to go into the administrative record file copies at the 
remote areas. These exceptions will be discussed later. The onsite 
administrative record master file is the actual record file that is used for 
the judicial review. 

4.2 BUILDING AN ADMINISTRATIVE RECORD 
The exact time to begin compiling the administrative record is fairly 

clear. The regulations state that an administrative record must be assembled 
before the record of decision. More specifically, the regulations state that 
the administrative record must started at the beginning of the remedial 
investigation/feasibility study process. It also states that the record must 
be assembled as an ongoing process and that a notice of availability is to be 
published in a local newspaper. The best advice is to begin the process of 
establishing an administrative record as soon as work with the EPA begins on a 
remedial activity. The EPA will certainly make it known when a remediation 
process is to begin. 

For clarification, it may help to see how a particular site has 
developed an administrative record. A matrix is a useful tool in identifying 
how the requirements fit into the records life cycle, but it is better to look 
at how someone else has developed an administrative record. 

13 
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5.0 THE HANFORD SITE'S ADMINISTRATIVE RECORD 

The Administrative Record Program at the Hanford Site began in 
September 1988. The early stages of the program were developed in 
anticipation of the signing of the Hanford Federal Facility Agreement and 
Consent Order referred to as the Tri-Party Agreement (Ecology et al. 1990). 

The Data Systems Development Group was assigned the task of developing 
and implementing the program. The initial step was to thoroughly research the 
applicable requirements and formalize them into a records management plan. 
Other basic system components were also developed such as a keywording system, 
document identification code, and a personal-computer-based tracking system. 

By January 1989 the processing and coding of documents and information 
had begun. A smart numbering system was employed that allowed the tracking of 
information by specific operable units or treatment, storage, and disposal 
groups (i.e,. specific cleanup sites for which an administrative record is 
required). Little information was available about administrative records for 
federal facilities. Therefore, the system logistics were centered on the 
requirements in federal law, specifically CERCLA. A useful tool was the 
Interim Guidance on Administrative Records for Selection of CERCLA Response 
Action (EPA 1989) which has now been amended by the final guidance (EPA 
1990b). 

The Tri-Party Agreement was signed for the first time in May of 1989, 
and so began the push to comply with the recordkeeping requirements outlined 
in the Tri-Party Agreement as well as the interim guidance document (EPA 
1989). Initial work completed in December of 1988 regarding applicable 
requirements allowed for a smooth transition to full compliance in the 
recordkeeping program. 

Staff experience and good customer service also paved the way for a 
smooth operation. These characteristics were the foundation for a successful 
program in the new and demanding area of environmental recordkeeping. 

The following information focuses on the system description and system 
implementation of the Hanford Site Administrative Record Program. 
The implementat on phase is in full swing at this time, and two administrative 
record files will be closed out in the next few weeks. The final 
administrative record closeout is targeted somewhere between the years 2010 
and 2020. 

5.1 PURPOSE 
The basis for compiling documents for an administrative record is 

identified under the following: 
• Executive Order 12580 (1987), which states that federal facilities 

and not the EPA are responsible for the compilation of the record 
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• Section 113(k) of CERCLA as amended by the SARA. 
• The RCRA, 40 CFR 124.9, and 124.18 (EPA 1990c). 

5.2 SYSTEM DESCRIPTION 
The Environmental Data Management Center (EDMC) is the organization on 

the Hanford Site responsible for managing the master file of the 
administrative record, creating, and distributing the administrative record 
index, and maintaining the DOE Field Office, Richland Public Access Room which 
contains a copy of the administrative record documents. The EüMC also 
distributes copies of the administrative record to the Washington State 
Department of Ecology (Ecology) and the EPA. 

The administrative record files are divided into two distinct entities. 
The first file is identified as the official master file. This is eventually 
called the record copy or protected copy of the record file. The remaining 
files are copies of the master and are called unofficial record files. 
The unofficial files are distributed to the three agencies and are available 
for public review. 

Each administrative record file is indexed by the operable unit or 
removal action. The index is the powerful tool that identifies the location 
of a'l the administrative record documents that need to be included in the 
file. Because of their media, size, function, or sensitivity, some documents 
do not have to be physically located in the master file. Copies of the index 
are distributed quarterly to the unit managers, information repositories, 
and administrative record file locations. 

5.3 SYSTEM IMPLEMENTATION 
The following are the four ways to identify documents that are to be 

included in the administrative record file: 
• If the document is identified on the administrative record 

document list [a copy of the list is in the Tri-Party Agreement 
(Ecology et al. 1990] 

• If there is correspondence copy coverage on the document 
distribution page 

• If the document is transmitted to the EDMC on a transmittal form 
and an administrative record file is identified on the form 

• If the document is received by the EDMC and no identification is 
on the document, then tie EDMC will place the document on a 
candidate review list and route the list to the unit managers. 
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The following is the primary documents of factual information/data 
required by CERCLA: 

• Remedial investigation/feasibility study work plan 
• Remedial investigation Phase I report 
• Feasibility study Phase I, II and III report 
• Proposed plan 
• Abatement proposal 
• Interim response action proposal 
• Documentation of preliminary assessment/site investigation 
• Treatability study work plan and characterization plan 
• Agency for Toxic Substances and Disease Registry health assessment 
• Preliminary natural resource survey (by natural resource trustee) 
• Procedures as specified in the work plans 
• Supplemental work plan 
• Health assessment 
• Work plan change notice 
• Sample data results (data packages). 
• Factual information/data (RCRA) 
• Closure plan 
• Permit application (Part A and Part B) 
• Draft permit (or permit modification) or notice of intent to deny 
• Statement of basis or fact sheet, including all resources to 

documentation 
• The RCRA facility assessment report 
• The RCRA facility investigation/corrective measures study 
• The RCRA facility investigation report (preliminary and final) 
• Corrective measures study report (preliminary and final) 
• Interim measure proposals 
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Procedures as specified in work plans 
Work plan change notice 
Sample data results /, 

The administrative record includes the following for primary documents: 
All drafts submitted by DOE to the regulatory agencies for review 
and approval 
Written comments from the support regulatory agency to the 
responsible regulatory agency 
Written comments from a regulatory agency to DOE (to include 
notice of deficiency on a permit application) 
The DOE written response to comments received from a regulatory 
agency 
Final documents and any subsequent revisions 
Drafts submitted for public comment 
Public comments on draft documents. 

The following is a list of documents tö be incorporated into the 
administrative record. The first list is of the policy and guidance 
documents/data: 

Memoranda on policy decisions 
Guidance documents 
Supporting technical literature. 

The following are decision documents: 
Record of decision 
Responsiveness summary 
Letters of approval 
Action memoranda 
Waiver requests and regulatory agency responses. 

The following are enforcement documents: 
The Tri-Party Agreement including the "Action Plan" (Ecology 
et al. 1990) 
Administrative orders 
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Consent decrees 
Affidavits. 

The following types of documents provide proof of public participation: 
Community relations plan 
Correspondence to or from the public 
Public notices 
Public comments 
Public meeting minutes 
Public hearing transcripts 
Responses to public comments 
Fact sheets (public information bulletins). 

The unit managers have two simple responsibilities regarding the 
administrative record. They are to transmit administrative record documents 
to the EDMC and to identify administrative record documents on the candidate 
review list. 

The candidate review list is the vehicle that the EDMC uses to identify 
administrative record documents that cannot be identified by the EDMC staff. 
Because the administrative record is assembled to document the decision-making 
activities, and the unit managers are responsible for making the decisions, 
the documents and information that cannot be otherwise identified are left to 
the unit managers for identification. 

Public participation is a key part of the administrative record program. 
Many decision documents, especially the primary ones, are put out for public 
comment. Public comments must be resolved and added to the record along with 
the resolutions to the comments. 

The public information repositories serve as a convenient point to gain 
access to information about the cleanup activities. Information repositories 
are four northwest libraries that have agreed to display certain information 
and documents regarding Hanford Site hazardous waste activities. They are 
maintained to make it easier for the public to participate in the decision 
making process. 

An administrative record index is placed in the repositories to 
facilitate retrieval of additional information about a remedial or response 
action. If further information is required, then a special request can be 
made. 
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6.0 CONCLUSION 

After reading this paper, preparing taxes may be thought of as one of 
the easiest things in the world! Of course, that's only when the tax return 
is compared with the interpretation of requirements and implementation of an 
effective recordkeeping system which will comply with environmental 
regulations. 

As you can see from the few regulations discussed, environmental 
recordkeeping is an enormous task. Recordkeeping and information management 
need to be considered critical resources and managed as responsibly as other 
aspects of the project such as personnel, facilities, budgets, and time. 
A major piece of legislation was excerpted and put into a matrix form to use 
as resource material. This resource alone is not comprehensive in the 
information and training necessary to implement an effective records 
management system. However, it will provide a baseline understanding of the 
requirements and how they can be complied with. When creating or revising a 
records management system, it is imperative that the most current regulations 
are obtained and all changes and updates are used as reference material. 

To develop an effective recordkeeping system, it will be necessary to 
review the individual requirements of every project managed, the company's 
administrative procedures already in place, and the amount of time, money, and 
personnel available for the task. 

Be aware of three main requirements necessary to implement any 
successful recordkeeping system: 

• Written procedures ~ Similar to an effective quality assurance 
program, written procedures must be established to ensure 
consistent implementation of the recordkeeping function. 

• Training/training records — Every individual on a cleanup project 
who is required to provide recordkeeping on a project must receive 
specific training from a documented training program. 

• Periodic audits — Once a system is implemented, the individual 
recordkeeping system must undergo periodic audits to determine how 
effectively it is meeting the requirements. 
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7.0 SUMMARY 

This paper is an introduction to environmental records management, 
including information on the following topics: 

• The requirements/procedures to implement recordkeeping systems 
• Definition of the records life cycle 
• Environmental recordkeeping 
• The CERCLA administrative record 
• A case study of the Hanford Site's administrative record. 

For a copy of the slides, see the appendix. 
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ENVIRONMENTAL RECORD KEEPING 

Environmental Record Keeping 

Presented by 
Brian Sprouse 

from 
Uestinghouse Hanford Company 

Richland, Washington 

Environmental Record Keeping 
Objectives 

Define the records life cycle 
Detail the requirements/procedures 
necessary for implementation of records 
management 
Understand requirements and implementation 
of environmental record keeping 

Environmental Record Keeping 
Objectives (cont.) 
• Understand how to plan and organize an 

individual project 
• Review or discuss legislation and 

regulations pertaining to environmental 
records 

• Define the purpose and objectives of 
administrative records 
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ENVIRONMENTAL RECORD KEEPING 

Overview 
This course provides an introduction to 
records management including information on 
the following topics: 
• The requirements/procedures to implement 

record-keeping systems 
• Definition of a viable record-keeping 

system 
• Introduction to the major pieces of 

legislation affecting environmental record 
keeping 

• Record keeping requirements contain in the 
legislation -

1RS Tax form 

Good Record Keeping can be Rewarding 
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Records Creation 
• What records are needed? 
• How will the record be used? 

. Records Distribution 
V; 

• How many copies? 
• Who gets them? 

Records Retention 
How long should a record be kept before 
it's archived or destroyed? 
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Records Storage 
What is the best way to protect records? 
What type of storage media should be used? 

Records Maintenance 
Provides standards and procedures 
Records secure, but accessible 

Records Disposition 
Outline of methods for destroying or 
archiving records 
Approval of retention or disposition 
schedules 
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Records Management Phases 
> Creation 
• Distribution 
» Retention 
» Storage 
> Maintenance 
• Disposition 

A Records Management Plan: 
- Shows compliance 
- Provides information 
- Promotes efficiency 
- Saves space, equipment, and money 
- Provides litigation support 

Identifies records that should be 
retained 

Records Management System Steps 
1. Review regulations and requirements 
2. Develop list of actions 
3. Review existing company records program 
4. Develop system 
5. Document system 
6. Secure feedback and revise 
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Document the Environmental Records Management 
System 

A hierarchy of documentation is needed: 
An environmental records management 
plan 
Implementing procedures 
Desktop instructions 

The public is also interested in pollution 
control 
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Environmental Regulations and You 

The regulations are constantly evolving 

Exercise 
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Administrative Record 
Legal record file required by EPA 

The administrative record contains documents 
used to determine response actions ' 

Building an Administrative Record 
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Final Guidance for 
Administrative Records 

or 

NOA-1 

Final Guidance for 
Administrative Records 

Why? 
For protection 
To establish a legal record 
To establish a definable record 
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Public Participation 

What? 
What is an administrative record? 

Administrative Record Definition 
A collection of documents considered or 
relied upon to determine a response action 

and 
documents that provide proof of public 
participation 
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Administrative Record Definition 
A collection of documents considered or 
relied upon to determine a response action 

and 
documents that provide proof of public 
participation 

Administrative Record Definition 
A collection of documents considered or 
relied upon to determine a response action 

and 
documents that provide proof of public 
participation 

Administrative Record Definition 
A collection of documents considered or 
relied upon to determine a response action 

and 
documents that provide proof of public 
participation 
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Administrative Record Definition 
A collection of documents considered or 
relied upon to determine a response action 

and 
documents that provide proof of public 
participation 

Who? 
Responsi ble contractor 
Owner 
Responsi ble agency 

OK - Where's that administrative record? 
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Population Centers 

Administrative Record Files 
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Mien? 
When do you build an administrative record? 

Before the record of decision 
Beginning of RI/FS process 
Before the notice of availability 

How? 
How do you build an administrative record? 

Administrative Record Index 
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Environmental Data Management Center 
Established to compile Westînghouse Hanford 
Company's Environmental Program records for 
compilation of the administrative record 

Purpose in Compiling Administrative Records 
To meet requirements governing the AR for 
• Executive Order 12580 
• CERCLA, Section 113(K) 
Above requirements establish an AR for each 
operable unit and interim response action 

Definition of Administrative Record 
The official file containing all information 
considered or relied on by the regulatory 
agency in arriving at a final remedial action 
decision or permit/permit modification, and 
all documentation of public participation 
throughout the process 
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Administrative Record Files 
Official records 
- Retained at the Hanford Site 
Unofficial Record Copies 
- EPA 
- Ecology 
• DOE (345 Hills Street) 

Administrative Record File Index 
• Each AR file is indexed 

- Document number 
- Title 
- Author 
- Recipient 
- Date 
- Type 
- Category 
- Estimated page count 

• AR file indexes are distributed quarterly 
to each unit manager and each AR file 
location 

Methods for Identifying Administrative Records 
• Listed in the TPA (automatic) 
• Identified on correspondence copy coverage 
• Identified on information transmittals as 

an administrative record 
• Identified through "AR file candidate list" 

process 
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Contents of an Administrative Record (AR) File 

• Documents that the agency (Ecology or EPA) 
considered or relied on to select the 
corrective action 

• Docunents that demonstrate the public's 
opportunity to participate in and cannent 
on the selection of the corrective action 

Contents of an Administrative Record File 
(Designated for Inclusion in an AR file in 
accordance with the Trî-Party Agreement) 

• Primary Dociments 
- Remedial investigation/feasibility study 

(RI/FS) work plan 
- Remedial investigation (RI) Phase II 

report 
- Feasibility study (FS) phase I and phase 

II reports 
- FS phase III report 
- Proposed plan 
- Remedial design report 
- Remedial action work plan 

Contents of an Administrative Record File 
(Designated for Inclusion in an AR file in 
accordance with the Tri-Party Agreement) 

• Primary Documents 
- Remedial investigation/feasibility study 

(RI/FS) work plan 
- Remedial investigation (RI) Phase II 

report 
- Feasibility study (FS) phase I and phase 

II reports 
- FS phase III report 
- Proposed plan 
- Remedial design report 
- Remedial action work plan 
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Unit Managers Responsibilities 
Transmittal of pertinent AR data to the 
EDHC 
Identification of AR Documents from AR file 
candidate list 

Contents of an Administrative Record File 
Public Participation 
- Correspondence to OR from the public 
- Public notices 
- Public comments 
- Public meeting minutes 
- Public hearing transcripts 
- Responses to public comments 
- Fact sheets (public information 

bulletins) 

Contents of Administrative Record File 
Memoranda on policy decision 
Guidance documents 
Supporting technical literature 
Supporting studies and analyses 
Sampling and data results 
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Contents of Adninistrative Record File 
(Unit manager identified items) 

Decision Documents 
- Records of decision 
• Responsiveness summary 
- Letters of approval ' 
- Action memoranda 
- Waiver requests and regulatory agency 

responses 
Enforcement Documents 
- Administrative orders 
• Consent decrees 
- Affidavits 

Administrative Record F le Candidate List 
• A list reviewed by unit managers to make 

final determination on items to be added to 
an AR file 

• The list sunnarizes items received by the 
EDHC from environmental program 
participants pertaining to a specific OU or 
TSD group 

A-19 



WHC-SA-0980-FP 
ENVIRONMENTAL RECORD KEEPING 

Administrative Record Process 
1. OU or RA Information 
2. EDMC Process 
3. EDMC Lists of Processed Data 
4. Unit Manager Identifies ARs from 

Checklist 
5. AR for each OU or RA 
6. AR File Locations 

- Hanford 
- EPA 
- Ecology 
- DOE 

7. Information Repositories: 
- Spokane 
- Portland 
- Seattle 
- Richland 

8. Public Participation in Decision Making 

Information Repositories 
Public reading rooms providing the public with 
an opportunity to examine "certain" documents 
regarding Hanford Site Hazardous Waste 
Activities 
Locations 
• University of Washington, 

Seattle, Washington 
• OOE reading room, Richland, Washington 
• Portland State University, Portland, Oregon 
• Gonzaga University Crosby Library, Spokane, 

Washington 

A-20 



WHC-SA-0980-FP 
ENVIRONMENTAL RECORD KEEPING 

Public Participation in Decision-Making 
Process 
• Administration Record File Locations 

- EPA 
- Ecology 
- DOE—345 Hills 

AR file index and certain AR documents 
(identified in community relations plan) 
• Information repositories (public reading 

rooms) 
- DOE Field Office, Richland, Federal 

Bldg. 
- Portland State University 
• Gonzaga University, Crosby Library 
- University of Washington 

Effective Record Keeping: 
• Written procedures 
• Training/training records 
• Periodic audits 

Take Note! 
Individuali7e 

your 
record-keeping system 
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Conclusion 
Define the record life cycle 
Detail the requirements and procedures 
necessary fop implementation of 
records management 
Understand requirements and 
implementation of environmental 
keeping 

record 

Conclusion 
- Understand how to plan and organize an 

individual project 
- Renew or discuss legislation and 

regulations pertaining to environmental 
records 

- Define the purpose and objectives of 
administrative records 
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