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Management System:  Requirements Management 

Subject Area:  Document Control Management 

Procedure:  Canceling CBC MS Documents  
Issue Date and 
Revision Number: 
08/19/14         1 

Lead Subject Matter Expert: 
Lynette Chafin 

Management System Owner: 
Ralph Holland 

 
1.0 Applicability 

This procedure applies to the Environmental Management Consolidated Business Center 
(EMCBC) Management System Owners (MSOs) and/or Assistant Directors (ADs), Controlled 
Document Coordinator (CDC), and Subject Matter Experts (SMEs), who cancel CBC MS 
documents (i.e., Management System Descriptions, Program Descriptions, Subject Areas, and 
Procedures). See CBC MS Document Hierarchy. Cancellation of CBC MS documents may result 
from a variety of reasons including reviews, cancellation of requirements, lack of need, etc. 

2.0 Required Procedure 
 
Step 1 The SME (the requester) proposes the cancellation of a CBC MS document by filling 

out the Controlled Document Change Request Form, FM-OD-410B-F2 and sends it 
via email or hand delivery to the MSO/AD.   

Step 2 The MSO/AD approves or disapproves the request, by signing the form and notifies 
the requester (SME). 

Step 3 The SME provides the signed form to the CDC. 
Step 4 If the request is approved, the CDC cancels the CBC MS document and updates the 

appropriate CBC MS databases and content. If disapproved, no action is taken on the 
part of the CDC. 

Step 5 The CDC will send an email to all staff notifying them when a controlled document is 
canceled. 

3.0 References – Forms/Attachments/Exhibits 

3.1 References 

• CBC MS Document Hierarchy  
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3.2 Form 

• EMCBC Controlled Document Change Request Form, FM-OD-410B-F2, Rev. 0 

4.0 Records Generated 

Records generated through implementation of this procedure are identified as follows and are 
maintained by the Office of the Director in accordance with the EMCBC Organizational File 
Plan: 

Records 
Category Code 

Records Title Responsible 
Organization 

Quality Record 
Classification 
(Lifetime, Non-
Permanent, or 
Not Applicable) 

*ADM 16-01-A Administrative Issuances 
– Canceling CBC MS 
Documents 

Office of the Director Not Applicable 

 

*The Records Category Code indicated above is used for Subject Area Document Control 
Management Procedures only.  Any other Subject Area Procedure documents are to be assigned 
a Records Category Code based on the subject content contained within the document. 
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EMCBC RECORD OF REVISION 
 
 
DOCUMENT TITLE:  Canceling CBC MS Documents 
 
If there are changes to the controlled document before the two-year review cycle, the revision 
number stays the same; one of the following will indicate the change: 
 
l Placing a vertical black line in the left margin adjacent to sentence or paragraph that was 
revised; or 
 
l Placing the words GENERAL REVISION at the beginning of the text.  This statement is 
used when entire sections of the document are revised. 
 
If changes and updates occur at the two-year review cycle, the revision number increases by one. 
 
 
Rev. No. Description of Changes  Revision on Pages  Date ______ 
 
   0  Initial Document      7/31/12 
     
  1  Added EMCBC Controlled      1   8/19/14 

Document Change Request Form,  
FM-OD-410B-F2, Rev. 0, add Step 5 
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