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Task 19: Documentation and Records

Date last modified/updated: Click here to enter a date.            Internal audit: Click here to enter a date.
Who last modified/updated: Click here to enter text.               Management review: Click here to enter a date.

This part of the Navigator Playbook is completed when you have:
1. Listed EnMS documents, assigned document owners and approvers, and defined the controls for distribution and periodic reviews
2. Listed EnMS records, assigned record owners, and defined the storage, retrieval, and retention controls for each type of record
Documents
	|_|
	We have developed responsibilities for document control
	Click here to enter text.
	|_|
	We have assigned the role and responsibilities of document owners to qualified personnel
	Click here to enter text.
	|_|
	Who:
	Click here to enter text.


|_| We have developed control processes for all required documents

Click here to enter text.

|_| We have developed document controls and have entered relevant information in the table below. Documentation should include:
a) Scope and boundaries;
b) Energy policy;
c) Objectives, targets, and action plans;

Note:  These are stored in other Playbook Worksheets.



Records
	|_|
	We have developed responsibilities for record control
	Click here to enter text.
	|_|
	We have assigned the role and responsibilities of record owners to qualified personnel
	Click here to enter text.
	|_|
	Who:
	Click here to enter text.


|_| We have developed control processes for all records

|_| We have developed record controls. Records should include:
a) Details on the energy review;
b) Opportunities for improving energy performance;
c) Energy baselines;
d) EnPIs;
e) Training to meet competency requirements;
f) Results of design activity to meet ISO 50001 requirements;
g) Results from monitoring and measurement of the key characteristics;
h) Calibration;
i) Results of the evaluations of compliance with legal requirements;
j) Internal audit results;
k) Corrective actions and preventive actions;
l) Management review.

Note: These are stored in other Playbook Worksheets. 
Hint: Documentation and Records
· If your organization has an existing document control system, compare it to this document and customize it as necessary to conform to the ISO 50001 standard.


Comments
Click here to enter text.
ACKNOWLEDGEMENT:
©2019, The Regents of the University of California
Notice:  this manuscript has been authored by employees of the Regents of the University of California, and others, under Contract No DE-AC02-05CH11231 with the U.S. Department of Energy, for the management and operation of the Lawrence Berkeley National Laboratory. The United State Government retains a non-exclusive, paid-up, irrevocable, world-wide license to publish or reproduce the published form of this document, or allow others to do so for United States Government purposes.

DISCLAIMER: 
[bookmark: _GoBack]This document was prepared as an account of work sponsored by the United States Government. While this document is believed to contain correct information, neither the United States Government nor any agency thereof, nor The Regents of the University of California, nor any of their employees, makes any warranty, express or implied, or assumes any legal responsibility for the accuracy, completeness, or usefulness of any information, apparatus, product, or process disclosed, or represents that its use would not infringe privately owned rights. Reference herein to any specific commercial product, process, or service by its trade name, trademark, manufacturer, or otherwise, does not necessarily constitute or imply its endorsement, recommendation, or favoring by the United States Government or any agency thereof, or The Regents of the University of California. The views and opinions of authors expressed herein do not necessarily state or reflect those of the United States Government or any agency thereof or The Regents of the University of California.



1
[image: ]©2019, The Regents of the University of California


image1.png
50001 Ready

U.S. DEPARTMENT OF ENERGY




image2.png
i« ol gl oL

ENERGY




