INSTRUCTIONS FOR COMPLETING
WRPS CHEMICAL INVENTORY WORKSHEET

INSTRUCTIONS FOR COMPLETING
WRPS CHEMICAL INVENTORY WORKSHEET
[bookmark: _GoBack]The use of this form will be limited to projects that have been granted an exemption from the requirements of TFC‑PLN‑58, Chemical Management Plan, which requires barcoding and tracking of individual containers. This form captures reporting requirements from multiple regulations.  If the chemicals will be barcoded and tracked in the Chemical Inventory Tracking System, this form is not used.
Most chemicals used in performance of the contract must be submitted and tracked. Examples of chemicals and products that must be tracked include but are not limited to:
	· Paints & solvents
· Lubricants 
· Cleaners 
· Glues & adhesives
	· Sand blasting abrasives
· Solder & welding rod /wire 
· Temporary fuel storage tanks 
· Freeze spray and aerosol dusters
	· Cements & grouts
· Compressed gases 
· Herbicides & pesticides 
· Explosives


There are certain types of chemicals that are exempt from the requirements to complete all or part of the worksheet.  Below are descriptions of these types of chemicals.
	ARTICLES
	Items formed to a specific shape or design, have end-use functions dependent on the design, and that under normal conditions of use does not release more than very small quantities of a hazardous chemical which does not pose a physical or health hazard.  Examples include: Gaskets, light bulbs, toner cartridges and most batteries (but not lead acid batteries).

	OFFICE SUPPLIES
	Items packaged and sold for use in office settings when they are used as intended and the use results in a duration and frequency of exposure which is not greater than what could reasonably be experienced by users in an office setting.  Examples include: White-Out™, stamp pad ink, most markers (but not paint markers).

	PERSONAL ITEMS
	Items used solely to maintain employee comfort, whether brought into the workplace by employees or provided by the employer.

	MOTOR VEHICLES
	Cars, trucks, heavy equipment, and/or forklifts.  Chemical products that are contained in vehicle fluid reservoirs such as fuel tanks, batteries, coolant systems and windshield washer reservoirs.  
The exemption does NOT apply to products added to reservoirs during on-site fueling or vehicle maintenance.


General Worksheet Instructions
The worksheet with sections 1-9 are to be completed and provided as part of the chemical submission for approval in accordance with the Master Submittal Log.  
The worksheet with blocks 1-12 completed is to be submitted within three (3) business days of when the chemical products arrive on the Hanford Site.  This may be done by using this worksheet and adding the information for blocks 10‑12.
If there are multiple submissions for a given project, this form may be used in a cumulative manner to track all the chemicals for the project, or a separate form may be used for each submission.
The fully completed form is to be submitted as part of the project close-out process.  If the project extends across calendar years (i.e., December 31 – January 1), a worksheet with Blocks 1-15 completed showing calendar year totals must be submitted by January 5, of the new year. 
	Block Title
	Information Needed

	1. Submittal No.
	Enter the complete submittal number.

	2. Contractor Name
	Enter the requested contact information.

	3. Contractor Point of Contact
	 Enter the requested contact information.

	4. Project No.
	Enter the Project Number.

	5. Project Title
	Enter the Project Title/Description.

	6. Product Name / Manufacturer
	List each chemical product you expect to use during the course of work.  Enter the product name and manufacturer as it appears on the MSDS.   Rows can be added for additional products as needed.
Note:  If the form will be used in the field to perform inventory activities, it is helpful to include product code or color information if it is not already part of the product name on the MSDS.

	5a.	Product Name /Manufacturer (Continued)
	Block 5a will auto-fill from block 5 for the first 9 rows.  Due to limitations of the form, row 10 and any added rows will not auto-fill and the product name / manufacturer information will need to be manually copied from block 5.

	7. Hanford MSDS No.
	Enter the Hanford MSDS reference number if known.  Attach a copy of the manufacturer’s MSDS to the submission if Hanford MSDS number is not provided.

	8. MSDS Date
	If the Hanford MSDS number is entered, enter the date the MSDS was prepared or the date of revision if known.  If an MSDS is being attached to the submission, enter the date on the attached MSDS.

	9. Estimate Quantity Needed
	Estimate the total quantity of the product needed to perform the work covered by the submittal.  Include the measurement units.  See below for abbreviations

	10. 
	Pounds (LBS)
Gallons (GAL)
Cubic Feet (CFT)
Ton (TON)
	Fluid Ounce (FOZ) – Volume
Avoirdupois Ounce (AOZ) – Weight
Pint (PT)
Quart (QT)
	Kilogram (KG)
Gram (GM)
Liter (L)
Each (EA) – not otherwise measurable

	11. 
	Note:  There are two types of “ounces” that are often used on container labels and they are NOT the same.
· Fluid Ounce – often abbreviated as fl. oz or FOZ, this is a measurement of volume, 128 FOZ = 1 Gal.
· Avoirdupois Ounce – often abbreviated as wt. oz or AOZ, this is a measurement of weight, 16 oz = 1 lb.

	12. Primary Storage Location
	Indicate where the product will be stored.  Include building, room number, storage cabinets and/or other pertinent information.  If the material will be staged or stored outside of a building, describe the location in reference to the nearest building. Examples of “non-building” storage locations:
· MO-2174, truck bed
· MO-2174, conex box CC2E0117, east cage
· MO-2174, east, flam cab 

You do not need to account for locations where work is performed. For example you do not need to list locations where work is performed if the product either used up or the unused portion is returned to the primary storage location.


	13. Container Description
	Enter the size and type of the container including the form and material of the container.  If more than a single container type or size will be used for the same product, list each one separately.  Common container types include:

	14. 
	Can, metal (C-M)
Can, plastic (C-P)
Can, aerosol (C-A)
Bottle, glass (BO-G)
Bottle, plastic (BO-PL)
Bag, plastic (BG-PL)
Bag, paper (BG-PA)
	Drum, steel (DR-S)
Drum, plastic/non-metallic (DR-PL)
Drum, fiber/cardboard (DR-F)
Box, fiber or cardboard (BX-F)
Box, wood (BX-W)
Tube, metal (TB-M)
Syringe, plastic (SY-PL)
	Cartridge, plastic (CT-P)
Cartridge, fiber/cardboard (CT-F)
Compressed gas cylinder (CYL)
Tank above ground (TK-AG)
Tank below ground (TK-BG)
Tank inside building(TK-IB)
Tank on truck or trailer (TK-TR)

	15. Date In
	Enter the date the product first arrived the Hanford site.

	16. Maximum Inventory
	Enter the maximum quantity present on-site on a single day.  This may be overestimated but may not be underestimated.

	17. Date Out
	Last date unused product was on-site.  This is typically after work is completed and any leftover product is removed from the site.  
Year End update: If the submittal is to capture year end totals and product remains on site, block 13 is marked N/A.

	18. Quantity Used
	List the total quantity used.  If containers are partially used, may indicate the portion of the container that was used and the portion that was removed unused.  If part of a container is used and the remainder ended up as waste, report the entire container as used.  Examples could include (but are not limited to:  aerosol containers that become plugged before empty, partially used containers where the liquid dries out, 2-part epoxies where not all of the mixed product is used.
Year End update: If the submittal is to capture year end totals, partially used quantities of small single use containers remaining on-site need not be reported for example a partially used can of spray paint or ½ a can of cutting oil when the product will be used in the new year.

	19. Quantity Removed
	Total quantity of unused product removed from site.  This may be estimated as a fraction of the container such as 2 ½ cans.  If there are partially used containers, the used amount must be included in block 14.
Year End update: There is no difference in reporting for the year end update.

	20. Updated Chemical Inventory Information
	I If the worksheet is being submitted with updated information, indicate the type of updated information being provided.
· Additional product(s) – used when submitting products not previously submitted for this project.
· Inventory arrived on-site – used to notify WRPS when products first arrive on site for this project
· Change to maximum inventory – There is a change to the previously provided maximum quantity.  This must be provided if there is an increase and should be provided if there is a significant decrease.  For example an increase in the maximum quantity from 100 to 150 gallons must be reported but decreases do not have to be reported unless there is a major change such as going from 100 gallons down to 10 gallons.
· Change of primary storage location – an example might be a project where work is performed at multiple buildings and work is completed at one building and is moving to the next building.
· Change in container size or type – Some regulations require reporting based on both container size and container type.  For example the amount of product in metal cans must be reported separately from the amount of the same product in plastic buckets. 
· Final Status information –.  This is reported both at the end of the project and if the project carries over from one calendar year to the next. 
· Other – Any change that does not fit one of the other categories.  Examples include but are not limited to: When there is a product substitution and an initially submitted product will not be used, the entire contents of a container are unusable and the full container must be submitted as waste, an updated MSDS is being submitted for a previously approved product, product is being transferred to WRPS.

	21.  Project Closeout
	This section documents that all unused product has been removed and all empty containers removed in accordance with any applicable waste requirements.  For example, empty aerosol cans are not permitted in the trash. 
 It is signed by representatives of both WRPS and the subcontractor.
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