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This records management plan outlines where in EAGL WQ grants and loans records are maintained.   
Please refer to the following agency policies on document management:

13-10 Maintaining Ecology Contract, Grant and Loan Files, http://aww.ecology/pol_proc/pol13-10.pdf
20-10 Maintaining Agency Records, http://aww.ecology/pol_proc/pol20-10.pdf
EAGL Upload Guidance-

· EAGL accepts the following file types: bmp, doc, gif, jpg, pdf, png, ppt, tif, txt, wpd, xls, docx, xlsx, pptx, vsd, xml, zip.

· EAGL has a file size limit of 35 MB. Users who attempt to upload files larger than this will be presented with an error screen. There is no limit on the total number of files or total file size that can be associated with a document.  

· You may have to break a larger document into a few smaller files. 

· Reduce the quality of graphics or images

· When creating a PDF from Microsoft Word, use the optimization setting for minimum size

· Before uploading to EAGL, make sure the file name of the document on your computer is titled so anyone else looking for it will know what it is.  Next to uploaded documents, users can add a “description”.  These should also be consistent with document titles listed above.  

· Do not use any symbols or characters in the name of the file you will be uploading from your computer. This will break the link and won’t allow the file to be opened.  This will also trigger a page error that will prevent you from changing the status of the document.    

· Page Error will read: “The following characters are not allowed in file names: #~%+&.  Please remove the uploaded file and re-upload it after renaming the file to clear this error.  

	Document Title
	Who is Responsible
	Location

	Application and Screening

	Application
	Forms in EAGL
	EAGL saves a version when status is changed to “Agreement Initiated” status.  Available in “Access Management tools”: Print version.  

	The Application Screening Sheet
	Screener
	Data in EAGL

	Evaluation Scorecard
	Application Reviewers
	Data in EAGL

	Evaluation Summary and Evaluator Scorecard Report
	Application Reviewers
	Data in EAGL

	Ecology’s Funding Offer Information
	Fund Coordinator
	Data in EAGL

	Ecology’s Funding Offer Letter
	Fund Coordinator
	Pdf uploaded to EAGL-Document General Uploads

	Hardship Determination
	Fund Coordinator
	Data in EAGL

	Financial Capability Analysis
	Fund Coordinator
	Pdf uploaded to EAGL-Document General Uploads

	Regional Letter approving the general sewer or wastewater facilities plan
	Recipient
	Pdf uploaded to EAGL-Wastewater Facility Project Information Form or Document General Uploads

	Ecology SERP Determination Letter (Step 2-4 Projects)
	Recipient
	Pdf uploaded to EAGL-Wastewater Facility Project Information Form or Document General Uploads.  E-mail a copy to Environmental Review Coordinator

	Cross-Cutter Determination Letter (Step 3 and 4 Projects)
	Recipient
	Pdf uploaded to EAGL-Wastewater Facility Project Information Form or Document General Uploads.  E-mail a copy to Environmental Review Coordinator


	Agreements and Amendments

	Signed Funding Agreement-two originals
	Financial Manager
	Originals (Fiscal and Recipient).  Pdf copy uploaded to Agreement Signed Documents and Dates

	Attorney/Council
	Financial Manager
	EAGL-Document General Uploads

	FFATA
	Financial Manager
	EAGL-Document General Uploads

	Clean Water Data Form (SRF only)
	Financial Manager
	Form in EAGL

	Ordinance and Resolution (SRF only)
	Financial Manager
	EAGL-Document General Uploads

	319 Initial Data Reporting (319 only)
	Financial Manager
	EAGL-Document General Uploads

	Signed Amendments-two originals
	Financial Manager
	Originals (Fiscal and Recipient).  Pdf copy uploaded to EAGL-Agreement Signed Documents and Dates

	Legislative Letters/Congrats Letters
	Financial Manager
	EAGL-Document General Uploads

	Signed FaceSheet
	Financial Manager
	Original to Fiscal.  Pdf copy uploaded to EAGL-Agreement or Amendment Signed Document and Dates

	Estimated Amortization Schedule (loan only)
	Financial Manager
	Pdf uploaded to EAGL-Agreement Signed Document and Dates

	Final Amortization Schedule (loan only)
	Financial Manager
	Pdf uploaded to EAGL-Agreement Signed Document and Dates

	Termination Letter-14 day notice
	Regional Project Manager
	EAGL-Document General Uploads

	Declined Funding Offer Letter
	Financial Manager
	Pdf uploaded to EAGL-Document General Uploads.  Original in Decline letter binder in FMS

	Binding Commitment letters (SRF only)
	Financial Manager
	Original to recipient, pdf copy in EAGL-Document General Uploads

	Payment Requests

	Payment Request 
	Recipient and Financial Manager
	Form in EAGL

	Payment Request Backup Documentation (Invoices, pay estimates, timesheets, etc.)
	Recipient
	Pdf uploaded to EAGL-Payment Request form

	Notes related to delays of payment 
	Financial Mangers
	Notes on Payment Request Modification Required Form

	Project Manager’s verification of Payment Requests and Progress Report 
	Recipient
	Checkbox in EAGL

	SAMS Reports (federal funds only)
	Recipient
	Uploaded separately on related Payment Request Uploads

	D-Form 
	Recipient
	Form in EAGL

	Site Visits

	Site Visit Form
	Regional Project Manager
	Form in EAGL

	Site Visit Checklist(In field notes)
	Regional Project Manager
	Pdf uploaded to EAGL-Site Visit Form

	Photos 
	Regional Project Manager
	Uploaded to EAGL-Site Visit Form

	Progress Reports

	Progress Reports
	Recipient
	Form in EAGL

	Photos and documentation
	Recipient
	Pdf uploaded to EAGL-Progress Report Uploads

	 (Wastewater Facility) Deliverables-Planning

	Approval Letters for engineering reports or general sewer plans
	Regional Project Manager
	EAGL-Document General Uploads

	SERP Checklists, and Ecology 106/05-05 Determination Letters
	Recipient or Regional Project Manager
	EAGL-Document General Uploads.  E-mail a copy to Environmental Review Coordinator

	Affidavit of Advertisement for planning phase engineering and professional services
	Recipient
	EAGL-Document General Uploads

	Executed contracts for planning phase engineering and professional services – Draft and final planning documents
	Recipient
	EAGL-Document General Uploads

	Documentation an IGEA was performed
	Recipient
	EAGL-Document General Uploads

	(Wastewater Facility) Deliverables-Design

	Affidavit of Advertisement for design phase engineering and professional services
	Recipient
	EAGL-Document General Uploads

	Engineer’s preliminary estimate
	Recipient
	EAGL-Document General Uploads

	Documentation of process of hiring for engineering and professional services – Executed contracts and/or amendments for design phase engineering and professional services
	Recipient
	EAGL-Document General Uploads

	Draft and final design document
	Project Engineer
	Wastewater-Original in regional permit file 

	Construction Plans and Specifications and approval letters
	Recipient
	EAGL-Document General Uploads

	(Wastewater Facility) Deliverables-Construction

	Copy of the affidavit of advertisement for bid  or GCCM solicitation
	Recipient
	EAGL-Document General Uploads

	Executed contracts for construction
	Recipient
	EAGL-Document General Uploads

	Affidavit of Advertisement for construction phase engineering and professional services
	Recipient
	EAGL-Document General Uploads

	Tabulation of all bids
	Recipient
	EAGL-Document General Uploads

	6100 Forms
	Recipient
	Maintained by Recipient

	Contractor certification for Non-segregated facilities
	Recipient
	Maintained by Recipient

	Notice of award issued by the recipient to the contractor
	Recipient
	EAGL-Document General Uploads

	Notice to proceed issued by the recipient to the contractor
	Recipient
	EAGL-Document General Uploads

	Pre-Construction Meeting Minutes
	Recipient
	EAGL-Document General Uploads

	Construction Quality Assurance Plan and updates
	Recipient
	EAGL-Document General Uploads

	Plan for Interim Operation and updated
	Recipient
	EAGL-Document General Uploads

	Construction schedule and updates
	Recipient
	EAGL-Document General Uploads

	Copy of Regional (or HQ) approval letter for change orders.  
	Regional Project Manager
	EAGL-Document General Uploads

	Change order requests
	Recipient
	Wastewater-Original in regional file.  

	Executed change orders
	Recipient
	Wastewater-Original in regional file.  

	Operation and maintenance manual
	Recipient
	Wastewater-Original in regional file.  Stormwater-EAGL-Document General Uploads

	Regional approval letter for O&M Manual
	Regional Project Manager
	EAGL-Document General Uploads

	Substantial completion issued by owner
	Recipient
	EAGL-Document General Uploads

	As-built, drawings, also known as Record Drawings
	Recipient
	Wastewater-Original in regional file, 

	Declaration of Construction completion form stamped by owners engineer
	Recipient
	EAGL-Document General Uploads

	Activity

	Project schedule and updates
	Recipient
	EAGL-Document General Uploads

	QAPP approval letter or signed cover page
	Recipient
	EAGL-Document General Uploads

	BMP Site Plans
	Recipient
	EAGL-Document General Uploads

	BMP Approval Form
	Recipient
	EAGL-Document General Uploads

	Interlocal Agreements implementing a contract or other agreement
	Recipient
	EAGL-Document General Uploads

	Landowner Agreements
	Recipient
	EAGL-Document General Uploads

	BMP Load Reduction Reports
	Recipient
	EAGL-Document General Uploads

	Watershed Plan
	Recipient
	EAGL-Document General Uploads

	Water Quality Monitoring Plan
	Recipient
	EAGL-Document General Uploads

	Outreach and Education Plan
	Recipient
	EAGL-Document General Uploads

	Outreach and Education materials/products
	Recipient
	EAGL-Document General Uploads

	Closeout

	Recipient Final Report Form 
	Recipient
	Form in EAGL

	Ecology Close Out Form
	Ecology Project Manager
	Form in EAGL

	Project Summary (2 page version?)
	Recipient
	EAGL-Document General Uploads Form

	Email 

	Email Correspondence
	Ecology
	Outlook and PST files per agency policy and retention

	Cross-cutter and Cultural Resources Backup Documentation

	Cross-cutter backup documentation

· No effect or determination letters from Ecology, EPA, NMFS, USFWS, USACOE
· Cultural Resource Inadvertent Discovery Plan

	Recipient
	Wastewater-copies in regional permit file and Environmental Review Coordinator
PDF copies: EAGL-Document General Uploads Form

	Cultural resource monitoring reports or discovery summary.  These are confidential documents RCW 42.56.300 and should not be loaded to EAGL!
	Recipient
	Environmental Review Coordinator


