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Section 1, General Information

1.0 Introduction 0 02/01 5
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Environmental Investigations CANCELED
Procedures (See BHI-MA-02, 01/26/96

ERC Project Procedures, Procedure 1.2,
"ERC Manuals, Procedures, and Instructions")
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Equipment Calibration
1.11 Purgewater Management 0 02/01/95
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1.0 PURPOSE AND SCOPE

Th™ procedure establishes tt methods for “taining, maintaining,
controlling, and dispositioning field logbooks. This procedure applies to all
employees who maintain field logbooks for conducting work activities to
Environmental Investigation Procedures (BHI-EE-O1).

2.0 REQUIREMENTS

Field logbooks must contain a leg: y defensible record of work performed, so
the following requirements must be met.

1. Field logbooks must be bound with sequentially numbered pages, and
controlled by one ind*“-ual (hereafter referred to as the "assignee").

2. Field logbooks must have a unique number and a specific title for
identification, filing, retrievability, and legal accountability.

3. Field logbooks must be used only for the project/activity identified by
the field logbook title.

4. Field logbooks are assigned by Document Information Services.

5. Custody must be maintained by the field team member in possession
of the field logbook(s), e.g., user, Document Information Services,
auditor.

6. Entries shall be legibly written using permanent, reproducible black ink

and be complete, factual, detailed, and objective.

7. Entries must be recorded in a timely fashion to ensure accuracy of the
entry.

* This is a complete rewrite, therefore, no change bars appear in the margin.
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8. Ensure that when another user ma! ; an entry, the

user signs at the end of the entry or shift.

NOTE: Both the printed name and signature of e
users must appear at the end of the entries or shift.

9. Monthly, transmit one copy of each page used to
Document Information Services. If no pages were
used, notify Document Information Services.

Document 10. Maintain copies in a controlled area.
Information
Services

4.3 Dispositioning Field Logbooks
Assignee 1. When all pages have been used or upon completion of

the project (no further entries will be made), tra ;mit
completed field logbook(s) to Document Information

Services.
Document 2. Acknowledge receipt.
Information
Services 3. Copy the completed field logbook and retain the copy

for reference in the ERC's project file.
4.4 Making Changes to a Completed Field Logbook
Assignee 1. Request a copy of each page requiring change from

Document Information Services; make the necessary
change in accordance with step 7 of the requirc 1ents

section.

2. Transmit corrected page(s) to Document Information
Services.

3. Acknowledge receipf.

4. Transmit corrected page(s) to Document Information

Services and one copy to the project file.
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5.0 REFERENCES

None.

6.0 FORMS

None.
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16.

17.
18.
19.
20.
21.
22.

23.

APPENDIX A
FIELD LOGBOOK ENTRY CONSIDERATIONS
' (Page 2 of 2) A

HEIS sample number for samples and Quality Assurance/Quality
Control (QA/QC) sample sets. (Sampling)

Date and time of sample collection. (Sampling)

Operable Unit TSD or ERA or Project number and purpose of activity.

Self assessments performed on the field logbook.

Changes in conditions that effected task.

Turnover of log activity (shift turnover) from one user to another.
Occurrence of any reportable event.

Security incidents.





