Covanta Fairfax

Environmental Records Management Matrix

	Record Name/Description


	Responsible Person
	Storage Location
	Media Type
	Minimum Retention Period
	Disposition Method

	Expired or Obsolete Permits:

Superseded Industrial Wastewater Discharge Permits; NPDES Storm Water Permits; Title V Permits; All Related Applications, Modifications, and Related Documents.
	Environmental Specialist
	Main Environmental File in the Administration Building
	Hard Copy
	Permanent Record
	Not Applicable

	Current Permits: Title V; PSD; Solid Waste; VPDES Storm Water; SIU; VPDES Direct Discharge.
	Environmental Specialist
	Main Environmental File in the Administration Building and copy in the ECAM located in the Environmental Compliance Specialist Office
	Hard Copy 

Electronic Copy, when available (Title V Permit)
	Permanent Record (Hard copy moved to Expired Permits file when superceded)
	Not Applicable

	Current Permit Support Documents: Applications, modifications and related documents for all current Environmental Permits (Title V; PSD; Solid Waste; VPDES Storm Water; SIU; VPDES Direct Discharge)
	Environmental Specialist
	Main Environmental File in the Administration Building
	Hard Copy

Electronic Copy, when available
	Permanent Record (Hard copy moved to Expired Permits file when superceded)
	Not Applicable

	Regulatory Agency Communication: Communication and Correspondence with Federal, State, or Local Governmental Agencies
	Environmental Specialist
	Main Environmental File in the Administration Building for 5 years

> 5 years archive off-site*
	Hard Copy

Electronic Copy, when available
	Permanent Record
	Not Applicable

	Enforcement Actions: Enforcement Actions and Associated Documentation
	Environmental Specialist
	Main Environmental File in the Administration Building for 5 years

> 5 years archive off-site* 
	Hard Copy
	Permanent Record
	Not Applicable

	Current Permit and Registrations List: PSD; Title V; VPDES Storm Water; SIU Waste Water; VPDES Direct Discharge; and Tank Registrations
	Environmental Specialist
	Current list in the Environmental Compliance Assurance Manual  (ECAM) in the Environmental Specialist’s Office 
	Hard Copy

Electronic Copy
	Until Superseded
	Batch feed to #1 Feed Chute

	Periodic Air Reports: Quarterly Excess Emissions/CEMS Downtime; Semi-Annual Emissions/Parametric Monitoring; Cb Compliance/Deviation; Semi-Annual Deviation (Part 70); Annual Compliance Certifications; Annual Emissions Inventories; and all supporting documentation and

calculations.


	Environmental Specialist
	Main Environmental File in the Administration Building for 5 years

> 5 years archive off-site*
	Hard Copy


	Permanent Record
	Not Applicable

	Stack Test Reports: All volumes of the annual stack test reports, RATA reports and related documents including Source Test Plans and correspondence
	Environmental Specialist
	Main Environmental File in the Administration Building for 5 years

> 5 years archive off-site*
	Hard Copy


	Permanent Record
	Not Applicable

	Air Incident Reports: Excess Emissions/Equipment Malfunction Incident Reports


	Environmental Specialist
	Main Environmental File in the Administration Building for 5 years

> 5 years archive off-site*
	Hard Copy
	Permanent Record 
	Not Applicable

	CEMS Daily Report: Daily CEMS Compliance Report (“Midnight” Report) 
	Environmental Specialist
	Environmental Specialist’s office for 5 years

> 5 years archive off-site*
	Hard Copy
	Permanent Record
	Not Applicable

	CEMS Maintenance Records: CEMS Maintenance Log;

Cylinder Gas Audit Report; Opacity Audit Report; Cylinder Gas Certifications; Opacity Filter Certifications
	Regional CEMS Coordinator
	< 1 year – CEMS Trailer

> 1 year – Archive off site* 
	Hard Copy

Electronic Database
	Permanent Record
	Not Applicable

	Steam Flow Meter Calibration Records
	Environmental Specialist
	Main Environmental File in the Administration Building for 5 years

> 5 years archive off-site*
	Hard Copy
	Permanent Record 
	Not Applicable

	Annual Capacity Factor Records: 30-day rolling average annual capacity factors for MSW and natural gas
	Facility Manager
	Main Environmental File in the Administration Building for 5 years 

> 5 years archive off-site*
	Hard Copy

Electronic Copy
	Permanent Record 
	Not Applicable

	APC Equipment Service/Maintenance Records
	Maintenance Supervisor
	MAXIMO - electronically
	Electronin Copy
	Permanent Record
	Not Applicable

	Operator Certification Records and Summary:

QRO Provisional and Full Certification Records; Class IV Solid Waste Operator Licenses; MWC Operator Training Course Records; Summary Table 
	Operations/5th Shift Supervisor
	Current QRO Certificates and Class IV Licenses are posted in the Control Room; Records and Summary Table stored in the Operations/5th Shift Supervisors Office for 5 years

> 5 years archive off-site*
	Hard Copy
	Permanent Record 
	Not Applicable

	Weekly Reports: Weekly Environmental Compliance Report;
	Environmental Specialist
	Main Environmental File in the Administration Building for 5 years

> 5 years archive off-site*
	Hard Copy
	Permanent Record
	Not Applicable

	Weekly Walk-downs: Weekly Environmental Compliance Facility Walkdown 


	Environmental Specialist
	Main Environmental File in the Administration Building for 5 years

> 5 years archive off-site* 
	Hard Copy
	Permanent Record
	Not Applicable

	Environmental Audit Reports: Environmental Audit Reports; Quarterly Environmental Audit Status Updates; EMS Audit Reports; Semi-Annual EQM Walkdown Reports
	Environmental Specialist
	Main Environmental File in the Administration Building for 5 years

> 5 years archive off-site* 
	Hard Copy
	Permanent Record
	Not Applicable

	Corrective and Preventative Action Records/Forms: Environmental Corrective/Preventative Action Reports; Work Orders; EQM Action Forms; Near Miss Forms; CPAR Forms
	Environmental Specialist
	Main Environmental File in the Administration Building for 5 years

> 5 years archive off-site* 
	Hard Copy
	Permanent Record
	Not Applicable

	Management Review: Management Review Agendas and Management Review Record
	Environmental Specialist
	Main Environmental File in the Administration Building for 5 years

> 5 years archive off-site*
	Hard Copy
	Permanent Record
	Not Applicable

	VPDES Storm Water Records/Reports:

Quarterly Visual Storm Water Examination Reports; Annual SWPPP Site Compliance Evaluation Reports 
	Environmental Specialist
	Appendix of the Storm Water Pollution Prevention Plan in the Environmental Specialist’s Office for 5 years

> 5 years archive off-site* 
	Hard Copy
	Permanent Record
	Not Applicable

	SIU Wastewater Records/Reports: 

Quarterly Industrial User Compliance Reports (including copy of Daily Operational Record)


	Environmental Specialist
	Main Environmental File in the Administration Building for 5 years

> 5 years archive off-site*
	Hard Copy
	Permanent Record
	Not Applicable

	Used Oil Records:

Used Oil and Oil Contaminated Materials Disposal Record


	Environmental Specialist
	Main Environmental File in the Administration Building for 5 years

> 5 years archive off-site* 
	Hard Copy
	Permanent Record
	Not Applicable

	Annual Solid Waste Report


	Environmental Specialist
	 Main Environmental File in the Administration Building for 5 years

> 5 years archive off-site*
	Hard Copy
	Permanent Record
	Not Applicable

	Solid Waste Screening Forms: Completed screening forms documenting tipping floor inspections
	Assistant Accountant
	Assistant Accountant’s files in admin for 1-year; 

>1- 5 years archive off-site*
	Hard Copy
	5 years
	Batch feed to #1 Feed Chute

	Waste Processed Records: 30-day rolling averages of waste processed; TPY throughput.
	Facility Manager
	Facility Manager’s office for 5 years

> 5 years archive off-site*
	Hard Copy
	Permanent Record
	Not Applicable

	Supplemental Waste Records:

Materials Review Process Review/Approvals, Delivery records; Discrepancy Forms; all related paperwork 
	Supplemental Waste Coordinator
	Supplemental Waste Coordinators’s office for 5 years

> 5 years archive off-site*
	Hard Copy
	Permanent Record
	Not Applicable

	SPCC Records: 

Monthly Inspection Reports; Spill Incident Reports; Periodic Integrity Testing
	Environmental Specialist
	Stored with the SPCC in the Environmental Specialist’s Office for 5 years 

> 5 years archive off-site*
	Hard Copy


	Permanent Record
	Not Applicable

	UST Records:

UST Specifications/design; drawings; Registration Applications and Certificates; Cathodic Protection and Tank Inspection reports.


	Environmental Specialist
	Main Environmental File in the Administration Building
	Hard Copy
	Permanent Record
	Not Applicable

	AST Records:

AST Specifications/design; drawings; Registration Applications and Certificates


	Environmental Specialist
	Main Environmental File in the Administration Building
	Hard Copy
	Permanent Record
	Not Applicable

	Environmental Training Records: ECOM/SWOM Training Documentation; Environmental Awareness Training Documentation; Environmental Compliance Specialist Training; Emergency Response Training
	Environmental Specialist
	Environmental Specialist’s Office for 5 years 
	Hard Copy


	5 Years
	Batch feed to #1 Feed Chute

	Monthly Operating Report: Report includes Daily operating hours, TPD received, carbon, lime and ammonia usage, natural gas usage, ash and ferrous metals generated, etc.


	Chief Engineer
	Electronic Records
	Electronic Copy
	Permanent Record 
	Not Applicable

	Ash Testing Records:  Annual/Semi-Annual Ash Testing Reports: Analytical Data Forms; Residue Analysis
	Environmental Specialist
	Main Environmental File in the Administration Building for 5 years

> 5 years archive off-site*
	Hard Copy
	Permanent Record
	Not Applicable

	Community Right-to-Know Reports: SARA Title III, TIER II Emergency and Hazardous Chemical Inventory Forms, related correspondence and MSDSs
	Environmental Specialist
	Main Environmental File in the Administration Building for 5 years

> 5 years archive off-site*
	Hard Copy
	Permanent Record
	Not Applicable

	Universal/Non-Hazardous Waste Shipping Documents:

Mercury lamp and battery shipment records
	Environmental Specialist
	Main Environmental File in the Administration Building for 5 years

> 5 years archive off-site*
	Hard Copy
	Permanent Record
	Not Applicable

	CESQG Records:

Part washer solvent delivery records; parts washer residual oil shipment records
	Environmental Specialist
	Main Environmental File in the Administration Building for 5 years

> 5 years archive off-site*
	Hard Copy
	Permanent Record
	Not Applicable

	HVAC Service Records: Copy of contractor’s certification; maintenance records 
	Environmental Specialist
	Main Environmental File in the Administration Building for 5 years

> 5 years archive off-site*
	Hard Copy
	Permanent Record
	Not Applicable

	Aspects and Impacts Analysis Spreadsheet
	Environmental Specialist
	 Environmental Specialist’s office. Attachment to EMS Manual
	Hard Copy

Electronic Copy
	Until Superseded
	Batch feed to #1 Feed Chute

	Environmental Objectives and Targets Plan; Environmental Management Program Worksheets
	Environmental Specialist
	< 1 year – Environmental Specialist Office

> 1 year – archive off-site* 
	Hard Copy

Electronic Copy
	Until Superseded
	Batch feed to #1 Feed Chute

	Emergency Response/Fire Drill Documentation and Analysis
	Safety Coordinator
	< 1 year – Safety Coordinator’s Office

> 1 year – archive off-site*
	Hard Copy
	Permanent Record
	Not Applicable

	EMS Document Master Index; EMS Records Management Matrix
	Environmental Specialist
	< 1 year – Environmental Specialist’s Office

> 1 year – Archive off-site
	Hard Copy

Electronic Copy
	Until Superseded
	Batch feed to #1 Feed Chute


* Environmental documents/records archived off-site are currently stored at: ArchivesOne, Inc. 7726 Southern Drive, Springfield, VA 22150 (Tel. 703-644-3500).  
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