Standard Operating Procedure (SOP)

Environmental Compliance and Regulatory Reporting Guidelines

This SOP details environmental compliance and regulatory reporting guidelines, covering the identification of
applicable environmental laws and regulations, procedures for monitoring and controlling environmental impacts,
documentation and record-keeping requirements, timely submission of regulatory reports, corrective action protocols for
non-compliance, and roles and responsibilities of personnel. The goal is to ensure adherence to environmental standards,
prevent violations, and promote sustainable operational practices within the organization.

1. Purpose

To define processes that ensure organizational compliance with environmental laws and regulations and promote
sustainable operational practices by systematic monitoring, documentation, reporting, and response to non-compliance
events.

2. Scope

This SOP applies to all company facilities, business units, and employees engaged in activities that may impact the
environment or are subject to environmental regulatory oversight.

3. Definitions

Term Definition

Environmental

. Legal requirements enacted by federal, state, or local authorities to protect the environment.
Regulations

Compliance Adhering to all relevant environmental regulations, standards, and company policies.

Any action or omission that results in violation of applicable laws, regulations, permits, or

Non-compliance . o
internal policies.

4. Responsibilities

¢ Environmental Compliance Officer (ECO): Leads regulatory monitoring, reporting, and maintains compliance
records.

¢ Facility Managers: Implement environmental controls and ensure local adherence to SOP.

¢ All Employees: Follow operational controls and report potential or actual non-compliance.

¢ Executive Management: Support resources for compliance and periodic SOP review.

5. Procedure

1. ldentification of Applicable Regulations
o Maintain a current register of all relevant environmental laws and regulations.
o Review updates to laws and assess organizational applicability at least annually.

2. Monitoring and Control of Environmental Impacts
o Implement controls for air emissions, water discharge, hazardous waste, and other regulated activities.
o Perform routine inspections and environmental monitoring per regulatory and permit requirements.
o Document results and maintain monitoring logs.

3. Documentation and Record-Keeping
o Maintain accurate, complete records of environmental monitoring, waste disposal, incidents, and corrective
actions.



o Store records securely for durations required by law or company policy (minimum 5 years unless otherwise
specified).

4. Regulatory Reporting

o Prepare and submit required reports (e.g., emission inventories, discharge monitoring reports) by due dates
specified by the relevant authorities.

o Ensure report accuracy, completeness, and proper approvals before submission.

5. Corrective Actions for Non-Compliance
o Immediately document and report suspected or actual non-compliance to the ECO.
o Investigate incidents, determine root cause, and develop corrective/preventive action plans.
o Implement corrective actions and monitor for effectiveness.

6. Training

¢ All personnel receive annual training on relevant environmental laws, SOP requirements, and emergency response
procedures.

7. Review and Revision
e This SOP is reviewed annually or as laws/regulations change, and updated as necessary.
8. References

e List of applicable federal, state, and local environmental regulations
e Company environmental policy
¢ Environmental permits and licenses
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