Environmental Management Work Instruction
	Document Name/ID: CHEMICAL PURCHASING (EM.WS.2005) 
	Date: 09/19/05

	
	Approved by: EMS TEAM

	THROUGH OUR COMMITMENT TO COMPLIANCE ASSURANCE AND POLLUTION PREVENTION WE WILL:

	Comply with all applicable laws, regulations and executive orders; 

Safeguard the community and the natural environment; and

Maintain a safe and healthful workplace.

	NCCOS

	Administration

X
	Facilities

X
	Science

X
	IT

X
	Vehicles

X
	Vessels

X
	Other

X On-site Contractors

	PERSONAL PROTECTIVE EQUIPMENT

	Eye Protection
	Gloves
	Hearing Protection
	Face Mask
	Safety Shoes
	Hard Hat
	Other



	Operating Requirements: 4.4, 4.5, 4.6, 4.15, 10.2

	WORK INSTRUCTIONS 


Chemical purchasing should utilize a screening (just-in-time) and inventory maintenance program to minimize environmental impacts
Chemical purchases practices should follow these guidelines:

· All chemicals on the Chemical Inventory may be purchased in limited quantities.

· A Procurement Request (PR) must be completed for all chemicals.

· New chemical acquisition:

· Contact the supplier for a copy of the MSDS.
· Submit the Procurement Request (PR) along with information on quantity requested to the designated Environmental Health and Safety Officer/ EMS Coordinator or purchasing approval official.

Chemical Storage, Inventory and Maintenance

A chemical inventory must be maintained. This inventory is developed and maintained through the following practices:

· Chemical inventories are checked and updated annually. This is the responsibility of the designated responsible supervisor/PI, etc. 

· A list of hazardous chemicals shall be maintained for each chemical storage area. Only chemicals on the list may be stored in the designated area.

· Store chemicals in proper containers/cabinets. 

· Maintain adequate spill control and clean-up supplies for cleaning up any chemical spills and drips.

Chemical Material Safety Data Sheet Maintenance

· The person responsible for MSDS oversight and updates for chemicals is the PI/User. 

· Material Safety Data Sheets (MSDS) must be available for all chemicals stored/used at the facility.

· MSDS must be immediately accessible at all time during the work shift.

· All MSDS must be maintained on OSHA Form 174 (format)
· The responsibility for the HazCom Written Program and employee training associated with MSDS’s and the hazards of chemical exposure may present is the responsibility of the supervisor.

ATTACHMENTS OR REFERENCE DOCUMENTS: Material Safety Data Sheets, Chemical Inventory, Chemical Hygiene Plan and/or HAZCOM Plan.
RECORDS: Procurement Request (PR)

For environmental coordinator contact: 

     NCCOS - Silver Spring, MD; HQ, CCMA, CSCOR; Bernie Gottholm # 301-713-3028 ext. 168


      - Beaufort, NC; Kasitsna Bay, AK; Sabrina Pittillo # 252-728-8718


      - Charleston, SC - CCEHBR and HML; Rick Meitzler # 843-762-8842/ Raluca Semeniuc # 


843-762-8870


      - Oxford, MD; Oxford Lab; Jay Lewis # 410-226-5193

RESPONSIBLE FOR UPDATES: EMS TEAM

