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because workflow is so fast. As with paper, in the electronic 

environment, convenience can create a messy system if it’s 

disorganized. Searching for a record that is lost in Windows 

Explorer while an inspector waits is not a good look during an 

inspection.

Closing the Run

Avoid giving an auditor or an inspector the time and incentive 

to dig up issues because records are a mess. As with good 

housekeeping, good recordkeeping helps project an image 

of stewardship and organization that builds trust with 

inspectors. A well-organized file system also promotes smooth 

succession when personnel change. New environmental staff 

and management can immediately gain a sense of the scope 

of environmental regulation and the facility’s environmental 

footprint simply from reviewing the environmental filing 

directory.
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