	Procedure Title & Number
	Corresponding req.
	ISO 14001 4.5.3

EMS manual xxx

	Prepared by:
	Revision Date & Number
	xx/xx/xx

x

	Approved by:                               Date:
	Effective Date
	xx/xx/xx   
	Page 1 of 2


PAGE  
	Procedure Title & Number
	Revision Date & Number
	xx/xx/xx

x

	
	Effective Date
	xx/xx/xx   
	Page 2 of 2



1.0 Purpose
ABC Farms has established procedures for identification, maintenance and disposition of all environmental records in order maintain an accurate history of the environmental performance and EMS system improvements.


2.0 Related Documentation
Legal and Other Requirements Procedure #xxx 


3.0 Procedure

3.1 The Responsible Party will identify and maintain a listing of environmental related records that require maintenance by the organization. This listing will be recorded in Table 2 of the Legal and Other Requirements procedure and will include the location of the record and the retention period.

3.2 The Responsible Party will assure that all records requiring maintenance are legible, identifiable and traceable to the related activity.
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