
I I 
LEAVE BLANK-------------------------------------------:----REQUEST FOR RECORDS DISPOSITION AUTHORITY 

JOB NO. A I , L 0(See Instructions on reverse) /V /· ,/Z-,o-
To: GENERAL SERVICES ADMINISTRATION DATE RECEIVE// z-z-/r

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 
l. FROM (Agency or e,tabli,hment) NOTIFICATION TO AGENCY 

-=-'"E....,N,.._V~I~~...,..~~-~~......_,..._...._........._-'Wu.u....,_,.,_.~----------1 In accordance with the provisions of 44 U.S.C. 3303a 
2. MAJOR SUBDIVISION the disposal request, including amendments, is approved L . 

except for items that may be marked "disposition not 
~~~-'=':-':~~~~~...._.......,.._.._..._....... ......._-..,..__ ___________--I approved" or "withdrawn" in column 10. If no records \ 
3. MINOR SUBDIVISION are proposed for disposal, the signature of the Archivist is 

not required. 

4. NAME OF PERSON WITH WHOM TO CONFER s. TELEP~YfXT. DATE ARCHIVIST OF THE UNITED STATES 

382-~ 3/ 
HAROLD WEBSTER 
GEOFF S'f'.EELE r\itt,I-IA-l:-L L. f)'I/LL6-R 

382-5912 //2- 1 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of ____ page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods specified; and that written concurrence from the General 
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
attached. 

A. GAO concurrence: D is attached; or 6a is un 

7. 
ITEM 
NO. 

16.b. 

8. DESCRIPTION OF ITEM 
(With lnclualve Date• or Retention Period.a} 

The Office of Toxic Substances Records Control 
Schedule is being revised to change the require­
ment for Microform copies of "Public Files of 
TSCA Records" and revert to only the paper record 
requirement. 

Attached is a copy of the revised office of Toxic 
Substances Records Control Schedule for Item 16.b. 

II-II elt1njef b -/1,,s /'~la.sect. .5che~&1.l1!.-- l,t1vL­
kuJ tlff'/'(Jlled Jy: 

!f;;!~fi!tj91 
AltJ✓ w /t/A/7 

9. GRSOR 
SUPERSEDED 

JOB 
CITATION 

Cl-412-
5-12 

Cl-412-
8

_
3 

10. ACTION 
TAKEN 

(NARSUSE 
ONLY} 

STANDARD FORM 115 (REV. 8·83) 
Prescribed by GSA 
FPMR (41 CFR) 101-11.4 

115-108 
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SCHED.NO 
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

, COVERAGE OF SCHEDULETITLE OF SCHEDULE ., 
. OFFICE OF TOXIC SUBSTANCES PECORDS APPLICABLE HEADQUARTERS OFFICE 
, ITEM 

NO. 

1. 

2. 

3. 

... 

n strator 
tro 

NAME AND DESCRIPTION 01" RECORO/l"ILI 

and Ma or Corres ondence of the Assistant 
or Tox c Su stances. Inc u es cop es 

ed and ma or correspondence signed by the 
Assist t Administrator. The correspondence significantly 
document he progra• activities and was processed under 
special han Ing control procedures because of the impor-
tance of the ters or time requirements of replies.
Records consist copies of incoming letters, copies of 
the responses, and closures. 

General Corres ondence o the Assistant Administrator for 
Tox c Substances. Inc ude opies of non-controlled 
(routine) correspondence. Re rds consist of incoming
letters and enclosures. 

Program Development File. Consists of 
the development of the Office of Toxic Sub ances policies 
and programs. Records consist of corresponde e, issue 
papers and reports relative to major policy, st tegy, 
program control, research priorities, legislative 
priorities, and other related records. 

Program Management File. Consists of records related to 
the management and administrative support of each unit of 
the Office of Toxic Substances. Records consist of 
program planning and implementation, personnel needs, 
work accomplishments, budgetary materials, and other 
program management activities. 

Speeches by Assistant Administrator or Staff. Speeches
prepared for delivery at civic functions and professional 
conferences and meetings. 

o.., 1340-1 (a-HI 

RITENflON PERIOD AND OIIPOIITION 

Retentions Permanent. 

Dis1osftion1 Break file at end of year. Keep in 
off ce current plus 1 additional year, then trans­
fer to the FRC. Keep in FRC for 10 years, then 
offer to National Archives in five year blocks. 

Retention, Retain 5 years. 

Disfcsition1 Break file at end of year. Keep in ,.
off ce office 1 year, then transfer to FRC. ffl n.Destroy when 5 years old. 

i 
Retention, .Permanent. ...0 

a 
►Dispositions Break file at end of 2 years. Keep z 
►in office, years, then transfer to the FRC. a 
fflKeep in FRC for 20 years, then offer to the 
aNational Archives in five year blocks. ffl 

~ Retain 5 years. 
~ zs ositiona Break file at end of year. Keep C 
►ce 1 year, then transfer to the FRC. ,-

when 5 years old. 

Retentions 

a. Record 

h. Information 1 year. 

Disp0sition1 -~ 

a. Record CoFJ• Break file after pfesentation1
Keep In o ice 5 years, then tran'a-<er to the 
FRC. Keep in FRC 5 years, then tranater to 
the National Archives in five year bloc~. 

'· 
b. Information Copieaa Destroy when l year old· 

or sooner if no longer needed. ', 

https://SCHED.NO
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SCHEO.NO 
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

Contracts and Grants File. Documentation relating to the 
ard of contracts and grants with consulting firms and 

un rsities for conducting research concerning testing 
metho , chemical properties, and environmental levels of 
toxics tances. Records consist of proposals and scope
of work, s ned agreement, quarterly or monthly progress 
reports, vouc rs and other financial documents, and 
other related r ords. 

7. """~~,-~.c-~..;;...;c~;.;;.,~.;,.;.;::,1,r--~<=.;..;..,csTe_;;,F~i~l=e• Includes copies of 
ncom ng requests on under the Freedom of 

Information Act, co s, and copies of any 
interagency memoran e request. Notes this 
file does not conta fficial record of 
information being 

Fi ort Resul 
an ces. Inc 
sum tte by contr 

a. 
r 

. 

Toxic Substances Reference Files. A collection of source 
materials on various chemical substances having toxic pro­
perties. Information used for general reference and as 
basis for program decisions in development of regulations, 
testing methods, research priorities, etc. Records 
consist of journal articles or technical reports shoving 
physical/chemical data, application and use of the 
chemicals, health impacts, ecological impacts, methods er of sampling and analysis, control techniques, and other 
information. 

COVEAAG!c OF SCHEDULEI TITLE OF SCHEOULE 

.. OFFICE OP TOXIC SUBSTANCF.S RECORDS APPLICARLF. HEADOUARTF.RS OFFICE 
1 

MAMIE AND DIESCRIPTION o.- RtCORDl.-1LIE RIETIENTION PIEIUOD •ND DISPOSITION 

Retentions Retain 6 years after completion. 

Dispositions Break file upon completion of 
project. Jeep In office 2 years, then trans­
fer to the FRC. Destroy when 6 years old. 

Retentions Retain 2 years. 

ntsposition1 Break file at end of year. Keep 
in office current plus 1 additional year.
Oestroy when 2 years old. 

Retentions. 

a. Record or Master Copy. Retain 20 

b. Information Coples. Retain 1 year. "'IC 

"' Dispositions ~ 
i, a. Record or Master Copy. ICeep in office for 

•• ·.l year, then transfer to the FRC. _Destroy ! 
►vhNt,_ 20 years old. r 

' b. Ynrocmatlon Cotles. Destroy or transfer to 
the National Techn cal Information Service 
after 1 yeai &f sooner if not needed for 
reference. ·--. 

Retentions Retain 15 y~ars. 

·Dlsposltlon1. Review in office every 5 years, 
keeping records of continuing value and 
destroying other materials. Transfer to the 
FRC, hold 10 years, then destroy v~n 15 years
old. ·,, 

,a 

"'n 
0 

0... ,a 

~ years. :z 
► 
a 

For• 1:141>-1 (2-Nf 
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SCHED,NO
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

COVERAGE 01- SCHf:DULt:TITLE OF SCHEDULE 

OFFICF. OF TOXIC SUBSTANCES RECORDS APPLICAALE HF.AD()llARTF.RS OFFICE 
NAIii[ ANO OESCRlll'TION 01' RECORO/l'ILE RETENTION PERIOD ANO DISPOSITION 

Test Methods File. A collection of source Retention, Retain 15 years. 
var ous ana yt cal methods used in testing 

chem al substances for toxicity. Records used in 
er as on 

Dispositiona Review in office every 5 years,
determ ng the most appropriate and scientifically keeping records of continuing value and 
reliable thod of premarket testing of toxic substances. destroying other materials. Transfer to the 
Records conj~t of journal articles, technical reports, FRC, hold 10 years, then destroy when 15 
studies of othe~gencies and research groups, etc. years old. 

1. In-House Special Siudies Files. Contains documents re­
lated to con<lucting in ouse special studies on toxic 
substances. Studies cov topics such as environmental 
levels of toxic substances ch as PCB, disease corre­
lation studies, etc. 

' '-... a. Final Reports. Includes printe<l...or manuscript copy, Retention, Retain 20 years.
evaluation, and comments, if any. "-..~ 

Dispositiona. Break file upon completion of 
study. Keep in office 2 years, then transfer 
to the FRC. Keep in the FRC for 18 years,
then de~troy. 

~-. 
b. Working Papers. Includes records used in gathering__ Retention, Retain 5 years.
data for study and administrative records such as trip"-. 
reports and other expense records. ptssositiona Break file upon completion of 

·,stu y. Keep in office 1 year, then transfer 
,~he FRC. Destroy when 5 years old. 

Legislation File. Includes records related to environ­12. Rete~t' Retain 6 years.
mental and toxic substances legislative proposals used for 
review and comment. Included are Federal Water Pollution Disposit ton 
Control Act (Sections 307a, 311, and 403), Safe Drinking session. 
Water Act, and other legislation. Records consist of destroy. 
proposed statutory language, strategy papers, proposed
list of substances to be controlled, comments, and other 
related papers. 

standards, Regulations, and Guidelines Files. Includes 
documents relating to the development of rules and regu­
lations providing for the control of toxic substances. 
Records consist of transcripts and unpublished technical 
background documents, work group agendas, meeting notes, 
ainutes, technical reports, internal papers, Agency and 
published comments, and other related records. 

13. 

,a 
m n 
0 
,a 
0 

•
~ 

► 
:z 
► 
a m 
~ 
~ 
~ 
! 
,-► 

Kee 
congressional 
years, then 

::. ., 
\ 
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SCHEO.NO
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

, COvf l~AG!;. Of· !>CtlEDULETIT LE OF SCHEDULE 

OFFICF. OF TOXIC SUBSTANCES RECORDS APPLICABLP. HF.ADOllARTEPS OFFICE 
NAMI! AND Dl!SCAI..TION 01' RECORD/FILI! Al!Tt:Nl'ION Pt:AIOD AND DIS..OSITION 

TSCA Records Containing Confidential Rusiness Retentions 
ormation (CBI). 

a. Paper Records. Retain 1 year after 
conversion to microform has been completed. 

b. Microform Copy. Permanent. 

Oisposit ions 

a. Paper Records. Keep in office 1 year 
after conversion to microform has been com­
pleted and microform is verified for com­
pleteness, then destroy. 

b. Office Microform Copy. ~eep working copy 
in office until no longer needed, then destroy. 

c. Permanent Microform Copfi. Offer to NARA 
when 20 years old a silver alide microform 
plus one silver diazo, or vesicular duplicate. 
Transfer certified microfilm in cubic foot 
blocks to FRC for storage pending offer to 
NAR~. 

b. Retentionr 

a. Paper Records. Retain 1 year after con­
verslon to mlcroform has been completed. 

Microform Copy. Permanent. 

Iona 

a. .;..;;:L_,;,-=-~~;;,.;;..,_;;; ~eep in office 1 year after 
conversion to micro has been completed
and microform-is verifie r completeness,
then destroy. 

b. Office Microform Copy. Keep work opy
in olflce until no longer needed, then,des 

c. Permanent Microform Copl. Offer to NARA 
when 20 years old a sliver alide microform 
plus one silver, diazo or veaicular duplicate. 
Transfer certified microfila in cubic foot 
blocks to FRC for storage pending offer to 
NARA. 

;a 
m 
n 
0
;a 
0 
"" s 
► 
z 
► 
C,1 
I'll 
s m 
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t 
! ,..► 
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U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 
'>CHEO.NO 

• 
TITLE OF SCHEDULE 

OFFICE OF TOXIC SUBSTANCES RECORDS 
COVE.RAG!:. Of- SCtiEOULt:. 

APPLICABLE HF.ADOUARTERS OFFICE 
RETENTION PERIOD ANO DISPOSITION 

Retentions See Disposition below. 

Dispositions Destroy when no longer needed. 

Comment File. 
mpact statements 

Retentions Retain 5 years. 

Diseositions Break file upon completion of 
review. ~eep in office for 5 years, then 
destroy. 

15. TSCA Chemical Inventor le. Contains documentation 
relating to the nventory o chemicals pursuant to 
Section 5 of the Toxic Substa es Control Act. Records 
consist of TSCA Chemical Substan Inventory Report 
(EPA Forms 7710-3B & 7710-lC), cor pondence hP.tween 
EPA and the submitter, corrected data nd replacement 
of data submitted, and other related re ds. 

a. TSCA Records containing Confidential 
Information (CBI). 

' 

Retention a 

a. Paper Records. Retain 1 year after con­
version to microform has been completed. 

~- Microform Copy. Permanent. 

Disposition1 
·-......... 

a. Paper Records. Keep in office 1 year after 
converstOQ to microform has been completed and 
microform l~erified for completeness, then 
destroy. , ·, 
b. Office Microf;r• ~- Jeep working copy
in office until no loei needed, then destroy. 

;a 
111 
n 
0;a 
0 

"" s 
>:z 
► 
a 
111 
s 
111 

~ 
~ 
! 
► r-

c. Permanent Nicroform Cop~, Offer to NARA 
when 20 years old a allveral4!e ■ icrofor ■ and 
one silver diazo or vesicular dup..licate. 
Transfer certified ■ icrofilm in cu61~ foot 
blocks to FRC for storage pending off•~,to 
NARA. 

or• 1:140-1 (Z·HI 

14. Environ 
Include 
review by 

NAMI! ANO DESCRIPTION OF RECORD/FILI! 

Microform Copies. 

comments on environmental 
substances program staff. 
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NAME ANO DESCRIPTION Of' RECORD/FILE 

Containing Confidential Business 

\.. 

'>CHLO.NO
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

C.OVE RAC,(. (II' SC ltEUULc1 ITLE OF SCHt::OULE 

OFFICE OP TOXIC SUBSTANCES RECORDS APPLICAR(.P. HEADOUARTERS OPFICP..tl----------------------------------1---------.....;..---------------------t
RETENTION PERIOD ANO 015P051TION .. Retention a 

a. Paper Records. Retain 1 year after con­
VP.rsion to microform has been completed. 

h. Microform Copy. Permanent. 

Dhpos it ion 1 

a. Paper Records. Jeep in office for 1 year 
after convP.rsion to microfor ■ has been completed 
and microfora ls verified for completeness,
then destroy. 

h. Office Mlcroform Copy. Keep working copy
in o(fice until no lonqer needed, then destroy. 

c. Permanent Microform Copy. Offer to NARA 
when 20 years old a silver halide microform 
and one silver diazo or vesicular duplicate. 
Transfer certified microfilm in cubic foot 
blocks to FRC for storage pendlno offer to 
NARA, 

c. Other Mlcroform Copies. ,~tentiona See Disposition below. 

ntsposltiona Destroy when no lonoer needed. 

Premanufacturtny Notice Files. Contains documentation
_16. used in the rev ew/approval of new chemicals to he ----~ 

..... 
the United States pursuant to Section 5 of the Toxic 
Substances Control Act. Includes documents which describe 
chemical identity, uses, and exposure data, test data and 
descriptions of other data related to the effects on 
health and the environment of the manufacture, processing,
distribution in commerce, use and disposal of the new 
chemical. Also, includes scientific review and evaluation 
of the new chemical, approval for the chemical to he 
manufactured, or the decision to ban the production and 
use of the chemical, and a copy of the F.R. notice which 
provides information to the public on the chemical. 

manufactured and distributed for commercial purposes in 

orm 134CH l2•Nt 
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SCHED.NO
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE 

, OFFICE OP TOXIC SUBSTANCES RECORDS 
ITEM NAME AND DESCRIPTION OF RECORD/FILEf NO. 

TSCA Records Containing confidential Business 
CBI .• 

Public Piles of TSCA Records. 

COVERAGE OF SCHEDULE 

APPLICABLE HEADQUARTERS OFFICE 
RETENTION PERIOD ANO DISPOSITION 

Retention: 

a. Paper Records. Retain 6 months after 
conversion to microform has been completed. 

b. Microform Copy. Permanent. 

Disposition: 

a. Paper Records. Keep in office 6 months 
after conversion to microform has been com­
pleted and microform is verified for com­
pleteness, then destroy. 

:::a 
mOffice Microform copy. Keep working copy n 

ffice until no longer needed, then destroy. i 
0 

""c. Perma~ Microform Co . Offer to NARA s 
>when 20 years a silver halide microform :z:plus one silver di ~a..or vesicular duplicate. > aTransfer verified microf-~ in cubic foot .,AAA m 
sblocks to FRC for storage pend.l_ng offer toAJ&lf'Y''f m 

NARA. • ------~ ,,.. qtrV/fl ?j 
Retention: ..Penn ol! bes\-f"O\.\ 1.Jhe.n • ~\J.. ~ 

.._ !
Disposition: Break file at end of year. ------- > 
Keep in office 3 years then transfer to the -------- ,-
PRC. -iCacp in PRe 1§ }ears, •heft eUer •e \J
:a•1u a: 1:, 1 Jeelcse "l\_-i..-..u ,.,L- ,.., IJ""'N" O • _.,._,. uuv ywnr • ===::=- ~-\'"l ""'re-n..-, ,aA.•• 

IS JWi1#nf 
'1/t1/fD 

..r ,._ 

• • 
' OffR 1340--1 (2-Ut 
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U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

l.OVEUAGE OF Sl.l-lEllULl:TITLE OF SCHEDULE 

OFFICE OF TOXIC SUBSTANCES RECORDS APPLICA8LF. HF.ADOUARTERS OFFICE
·,~;;.:..:.:......:.::..._:_:..__::..._.:..:..:..:........:..:..~..::..:.:-=-=-------------------t-.:..:.:..:..:.:.=--:.=..:.:...:.:.::.=.:.:.:.::~~~~~".:':':~:-----_._--,

NAMI! ANO DESCRIPTION OF RECORD/FILI! RETENTION Pl!RIOO ANO OIIPOIITION 

Other Microform Copies Retention, See Disposition below. 

Dispositions Destroy when no longer needed 

17. iles. Contains CBI documents pertaining to a 
var ety of c micals for which reporting and record 
retention requ ements were established pursuant to 
Section 8(a) and ) of the Toxic Substances Control 
Act. The informati for these documents is as follows, 

a. Section 8(a) Files. ta provided by chemical Retentions 
manufacturers on the Prelim ary Assessment Information for 
and microfiched by F.PA. Data eludes identification of th a. Paper Records. Retain 6 months after 

,achemical, the manufacturing plan site, the plant site conversion to microform has been completed. m n 
users and products, market names, and b. Microform Copy, Permanent. 
activities, the manufacturer's pro ts, and the customers• 

i ...0 

•Dispositions 
► 
z: 
►a. Paper Records. Keep in office 6 months a mafter conversion to microform has been com­

pleted and microform is verified for com­ •m
pleteness, then destroy. ?i 

Office Microform Copy. Keep working copy 
! = office until no longer needed, then destroy. 
,-► 

Offer to NARA 
ide 11icrofor11 

plu ular duplicate.
Transfer n cubic foot 
blocks to F ding offer to 
NARA. 

b. Section 8(d) Files. Health and safety studies submitte Retentions 
by chemical manufacturers, including physical and chemical 
tests and laboratory animals studies (toxicity, carcino­ a. Paper Records. Retain 6 ths after 
genicity, skin sensitization, inhalation, and mutagencity). conversion to mlcroform has been 

b. Microform Copy. Permanent. 

-.. 

._ . -' 
L,""~or~..~,:':'34:'!:o-~,:-:,':"a."::N:":"I---------------------------.L-------------------------------_. 

https://CHl:.11.NC


______________ 
NAME ANO DESCRIPTION OF RECORD/FILE 

• 

c. Asbestos Files. Data provided by asbe os manu­
facturers, processors and •importPrs on asbes 
importation, exportation, processing, worker ex sure 
waste and disposal and pollution control. The dat 
were reported on EPA form 7710-36 Reporting Chemical 
and Industrial Users of Asbestos and F.PA form 7710-37 

conversion 

b. 

L,"'°'~Fo,~-~1':'34~0-~1:"":12="-aa:::"t---------------------------.L--------------------------------W. 

.. I • 
1 • •
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SCHED.NO
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

l..0Vf HAGt OJ- S<. IIF C>ULt' l lTLE OF SCHEDULE 

OFFICE OF TOXIC SUBSTANCFS RECORDS APPLJCABLE HEADOUARTF.RS OFFICE , i.:.:,:..;..:.:.:..~~.:..:.:....::..::.::..:..:.._.:.:.:.~:.:.:..:..:.::.._ -+___:;,:,:_:,_.::.:..::.:.:.:.::.::_.:.:.:.:.~~~~~~=:-:--:::-:'.'.":".':~--------. 

Reporting Secondary Processing and 
Asbestos Mixtures. 

,. 

.,!!I 

Importation of 

RETENTION PERIOD AND DISPOSITION 

Disposition a 

a. Paper Records. Keep in office 6 months 
after conversion to microform has been com­
pl~te~ and microform is verified for com­
pleteness, then destroy. 

b. Office Hicroform Copy. Keep working copy
in oIBce until no longer needed, then-destroy. 

c. PermanPnt Microform Copi• Offer to NARA 
when 20 years old a sliver alide microform 
plus one silver diazo or vesicular duplicate. ;aTransfer verified microfilm in cubic foot m 

nblocks to FRC for storage pending offer to 0 
;aNI\RA. ...0 

Retentions •► z 
►a. Paper Records. Retain 6 months after a 
mto mlcroform has been completed. •m 

Hicroform Copy. Permanent. ~ 
t 
! ,..►a. a er Records. Keep in office 6 months 

after onvers on to microfor ■ has been com­
pleted a microfor• is verified for com­
pleteness, hen destroy. 

b. Office Hicraf{>rm Copy. Keep working copy
in office until no~ger needed, then destroy. 

c. Permanent Microform' • Offer to NARA 
when years o as ver alide microform 
plus one silver diazo or ves lar duplicate. 
Transfer verified microfilm in ic foot 
hlocks to FRC for storaoe pendino fer to 
NARA. 

.... 
'· 

.. _ 
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18. 

NAME ANO DESCRIPTION OF RECOROiFILE 

a. 

COVERAGE OF SCHEDULE 

APPLICABLE HEADQUARTERS OFFICE 
RETENTION PERIOD ANO DISPOSITION 

Retention: Permanent 

Disposition: Break file every 5 years and 
transfer to FRC. Transfer to NARA when most 
recent record is 15 years old. If any claims are 
submitted in electronic form, produce a paper 
copy to serve as the record copy and scratch the 
electronic record when no longer needed. 

Retention: Retain files for 15 years. 

Disposition: Break file after all information 
has been entered into Toxic Release Inventory
System database. Keep in office (Reporting
Center) until 50 cu. ft. of records have 
accumulated, then transfer to FRC. Destroy
when most recent record is 15 years old. 
I 

• system documentation 
• Software 

tape to the 
provide: 

• Description of system opera ons hardware 
• Other appropriate information scribing 

' 

, 
.. 

i9. 

,. 
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U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE 
CiFFICE OF TOXIC SUBSTANCES RECORDS 

313 Toxic Chemical 

b. All other submissions and related 
pursuant to Title III, Section 313 of e 
Superfund Amendments an~ Reauthorization 
Act of 1986 (SARA). Records consist of EP 
Form R, Toxic Chemical Release Inventory
Reporting Form (9350-1) and related corres­
pondence such as notices of noncompliance and 
responses to notices of noncompliance and 
voluntary corrections and changes to data 
submitted on EPA Form R. Also Section 322(d) 
petitions, petition to request access to trade 
secret information. 

Toxic Release Inventory system. Contains all 
relevant information, except signature, 
provided on FiA Form R. Also contains data 
from EPA Form 9350-1, Toxic Chemical Release 
Inventory Reporting Form. 

any unusual characteristics of th~ 

·--......._ 

.f. 
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