
  

 

 

  
         

 

  

    

  

 

 

     

  

 

 

 

 

  

      

 

    

         

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-412-85-06 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 09/07/2022 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

All other items remain active. 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

Item 1 was superseded by N1-412-94-002 item 22 

Item 2 was superseded by N1-412-06-006 schedule 127 

Item 2 was superseded by N1-412-94-002 item 18 

Item 3 was superseded by N1-412-07-002 item 2 

Item 3 was superseded by N1-412-94-002 item 16 

Item 3 was superseded by N1-412-94-006 item 2 

Item 4 was superseded by N1-412-06-006 schedule 006 

Item 4 was superseded by N1-412-94-002 item 3 

Item 5 was superseded by N1-412-94-002 item 21 

Item 15 was superseded by N1-412-06-006 schedule 003 

Item 15 was superseded by N1-412-94-002 item 1 

Item 7a was superseded by N1-412-07-002 item 6 

Item 7a was superseded by N1-412-94-002 item 23 

Item 7b was superseded by N1-412-07-002 item 6 

Item 7c was superseded by N1-412-07-002 item 6 

Item 7c was superseded by N1-412-94-002 item 23 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 09/07/2022 NC1-412-85-06 page 1 of 2 



  

 

 

  
         

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 8 was superseded by N1-412-06-006 schedule 003 

Item 8 was superseded by N1-412-06-006 schedule 202 

Item 8 was superseded by N1-412-94-002 item 1 

Item 8 was superseded by N1-412-94-002 item 31 

Item 18a was superseded by N1-412-07-058 schedule 405 

Item 18b was superseded by N1-412-07-058 schedule 405 

Item 29 was superseded by N1-412-07-002 item 5 

Item 29 was superseded by N1-412-08-016 

Item 29 was superseded by N1-412-94-002 item 20 

Item 33 was superseded by N1-412-07-058 schedule 411 

Item 35 was superseded by N1-412-94-002 item 27 

Item 41 was superseded by N1-412-07-002 item 7 

Item 41 was superseded by N1-412-94-002 item 26 

Item 55 was superseded by N1-412-07-058 schedule 434 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 09/07/2022 NC1-412-85-06 page 2 of 2 



LEAVE BLANK
REQUEST FOR RECORDS DISPOSITION AUTHORITY 

JOB NO. /
(See Instructions on reverse) - &S-" 

To: GENERAL SERVICES ADMINISTRATION 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

l. FROM (Agency or establishment) NOTIFICATION TO AGENCY 

Environmental Protection Agency
------------------'=c.--=---------------------1 In accordance with the provisions of 44 U.S.C. 3303a 
2. MAJOR SUBDIVISION the disposal request, including amendments, is approved 

Office of Water except for items that may be marked "disposition not 
approved" or "withdrawn" in column 10. If no records 

J. MINOR SUBOIVISION are proposed for disposal, the signature of the Archivist is 
not required. 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE EXT. DATE 

Harold Webster 382-5912 
Thomas Tasker 382-5911 

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 15 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 [x] is unnecessary. 

B. DATE D. TITLE 

Thomas Ta Agency Records Management Officer 
9. GAS OR 10. ACTION7. 8. DESCRIPTION OF ITEM SUPERSEDED TAKENITEM 

(With Inclusive Dates or Retention Periods) JOB (NARSUSENO. 
CITATION ONLY) 

1 - 56 The Office of Water Records Control Schedule is being Appendix 
revised to make it consistent with the Program's current C 
operations. The revision of this Schedule is part of a major Schedules 
review and update of the EPA Records Control Schedules. 10, 12&15 

The revised Water Program Records schedule is a consolidation 
of three (3) schedules. The title of these three schedules 
are: 

a. Water Supply Records 
b. Water Planning and Standards Records 
c. Water Program Operations Records 

Attached is a copy of the revised Water Program Records 
Control Schedules. 

30 
STANDARD FORM 115 (REV. 8-83) 
Prescribed by GSA 
FPMR (41 CFR) 101-11.4 



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

TITLE OF SCHEDULE COVERAGL OF SCHEDULE 

WATER PROGRAM RECORDS 
ITEM NAME AND DESCRIPTION OF RECORD/FILE
NO. 

1. Controlled and Maior Corresoondence of the Assistant Adminis 
trator for Water Programs. Includes copies of controlled an~ 
major correspondence signed by the Assistant Administrator. 
The correspondence significantly documents the program 
activities and was processed under special handling control 
procedures because of the importance of the letters or 
time requirements of replies. Records consist of copies of 
incoming letters, copies of the responses, and enclosures. 

2. General Correspondence of the Assistant Administrator 
for Water Programs. Includes copies of non-
controlled (routine) correspondence. Records consist 
of incoming letters and enclosures. 

3. Program Development File. Consists of records related to 
the development of Water Program policies and programs. 
Records consist of correspondence, issue papers 
and reports relative to policy, strategy, program control, 
research priorities, legislative priorities, and other 
related records. 

4. Program Management File. Consists of records related to 
the management and administrative support of the Office 
of Water Programs. Records consist of program planning 
and implementation, personnel needs, work accomplish­
ments, budgetary materials, and other program manage­
ment activities. 

s. Speeches by Assistant Administrator or Staff. Speeches pre­
pared for delivery at c1v1c functions and professional 
conferences and meetings. 

APPLICAHLE HEADUUARTERS OFFICE 

RETENTION PERIOD AND DISPOSITION 

Retention: Permanent. 

Disposition: Break file at end of year. Keep in 
office current plus 1 additional year, then trans­
fer to the FRC. Keep in FRC 10 years, then 
offer to National Archives in 5 year blocks. 

rRetention: Retain 5 years. 

Disposition: Break file at end of year. Keep in 
office office 1 year, then transfer to FRC, ;o 
Destroy when 5 years old, n 

m 
0 
;o 
0.,.Retention: Permanent. 
J:. 
►

Disposition: Break file at end of 2 years. Keep z 
in office 3 years, then transfer to the FRC. Keep (;l► 

min fRC for 10 years, then offer to the National J:. 
Archives in 5 year blocks. m 

z 
-4 
]I:: 

Retention: Retain 5 years. ►z 
C 

Disposition: Break file at end of year. Keep in r-► 
office 1 year, then transfer to the FRC, Destroy 
when 5 years old, 

Retention: J 

a. Record Copy. Permanent. 

b, Information Copies, Retain 1 year. 

Disposition: 

a. Record Copy. Break file after presentation: 
Keep in office 5 year, then transfer to the 
FRC. Keep in FRC 5 years, then transfer to 
the National Archives in 5 year blocks. 

b. Information Copies: Destroy when l year old 
or sooner if no longer needed • .. __ ....,___________________________________________________________________, 

I. 

https://SCHED.NO


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

TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

WATER PROGRAM RECORDS APPLICABLE HEADQUARTERS OFFICE 

ITEM NA..E ANO DESCRIPTION OF RECORD/FILE RETENTION PERIOD ANO DISPOSITIONNO. 

6 Freedom of Information Response File. Includes copies of Retention: Retain 2 years. 
incoming requests for information under the Freedom of 
Information Act, copies of replies, and copies of any Disposition: Break file at end of year. Keep 
interagency memoranda concerning the request. Note: this in Office current plus 1 additional year, then 
file does not contain the Program's official record of transfer to the FRC. Destroy when 5 years old. 
information being requested. 

7. Regulations Standards, and Guidelines. 

a. Record Copy. Consists of project planning and manage­ Retention: Permanent. 
ment documents such as paragraph 8 exclusion document, 
background data, technical data files such as 308 DCP's, DiS(.>OSition: Break file after resolution of any 
economic data such as final economic models, corres­ litHJation. Keep in office l year, then transfer 
pondence and telecons including external meeting memo­ to the FRC. Keep in FRC 15 years, then offer to ;o 
randa, Federal Register, development document, economic the National Archives. m 
analysis, resources requirement summary, reporting impact 0 

n 

statement, environmental assessment, regulatory analysis, ;o 
0 

urban impact statement, summary of public comments and Vt 

responses, certificed index, litigation documents, and J: 

court opinions z► 
►c;l 
mb. Working Papers. Included are contract documents Retention: Retain 10 years. 
J:

(EPA/contractor meeting notes, correspondence between m 
contractor and EPA), budget planning and progress Disposition: Break file after resolution of any .... z 
tracking reports, internal meeting reports, briefing litigation. Keep office 1 year, then transfer J: 
documents, and draft preliminary technical data or econo­ to the FRC. Destroy when 10 years old. :z:> 
mic reports or cost models, internal comments and C 

>responses, project officer notes and calculations, the ,-
action memoranda, and circulated rulemaking package. 

c. Confidential Business Records. Consists of same Retention: Permanent. 
materials as described in a. above but classified as 
Confidential Business Information as requested by DisE?osition: Break file after resolution of any 
company submitting information. litigation. Keep in office l year, then transfer 

to the FRC. Keep in FRC 15 years, then offer 
to The National Archives in 5 year blocks. 

8 Contracts and Grants - Project Group File. Documen­ Retention: Retain 6 years. 
tation relating to the formulation, award, and changes 
in contracts and grants for waste water treatment plant Disposition: Break file upon completion of pro­
construction and operation, drinking water, and under­ ject. Keep in office 1 year, then transfer to 
ground water source protection control studies and the FRC. Destroy when 6 years old. 
surveys. Records consist of procurement requests, 
justification statements, task orders, proposals, bid 
evaluations, award notices, report of payment to 
contractor or grantee, progress reports and change 
n0tices 

.. ·---------------------------------- ____________________________________, 

https://SCHED.NO
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~CHED.NO 
U.S. ENVIRONMENT AL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

APPLICABLE HEADQUARTERS OFFICE 
RETENTION PERIOD ANO DISPOSITION 

Retention: 

a. Record or Master Copy. Permanent. 

b. Information Copies. As determined by user's 
need. 

Disposition: 

Record or Master Co Break file upon com-
plet1 project evaluations and comment period. 
Keep in off1-ee--J...... ear, then transfer to the fRC. 
Keep in FRC 20 year , en offer to the National 

;:oArchives. m 
n 

b. Information Copies. 0 
;:o 

needed. .,.0 

J:: 
Retention: ►z 

► 
~ a. Record or Master Copy. Retain 10 years. m 
J:: 

b. Information Copies. As determined by user's m 
z 
-4needs. 
JC 
►Disposition: z 
C: 
►r~ecord or Master Copy. Break file upon termi­

nation cn-pt:Q_gram. Keep in office 1 year, then 
transfer to tfil?--F.RC~estroy when 10 years old. 

b. Information Copies.~~hen no longer 

needed. --------- :, 

Retention: Retain 5 years. ·~------------

Disposition: Break file upon comple~ion of study. 
Keep in office l year, then transfer to the•,FRC. 
Destroy when 5 years old. 

Retention: Retain 5 years. 

Disposition: Break file upon completion of study. 
Keep in office l year, then transfer to the fRC. 
Destroy when 5 years old. 

9. 

l O. 

11. 

12. 

GRAM RECORDS 
NAME AND DESCRIPTION OF RECORD/FILE 

Resultin from Contractor, Grantee, Inter-
enc Studies and Services. Final reports sub-

mitted by con grantees, inter and intra-agency study 
groups. Also, nd evaluations by sponsoring group 
and others. 

Handbooks, and Worksho Pro rams. Manuals, hand-
d workshops (scripts, slides, teaching guides, etc. 
by _or contract group as teaching and training 
operati~ce guides for plan personnel 

Sewer Moratoriums - Case Studies. A collection of docu­
ments relating to the initiation and development of sewer 
moratoriums. Records consist of narrative history, court 
injunctions, newspaper clips, environmental impact studies, 
fiscal st~dies, city growth plans, etc. 

Land Use and Urban Growth File. Investigations relating to 
urban growth and land use planning. Records consist of in­
vestigation reports, city ordinance, newsletters, task force 
report, 180 Notice, State regulations, report of legal 
action by builders, etc. 



--

SCHED. NC
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDUL.L COVERAGE OF SCHEDULE 

WATER PROGRAM RECORDS APPLICABLE HtADQUARTERS OFF IC I': 

ITEM NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD ANO DISPOSITION
NO. 

13. School Trainino Grant File. Request for, review of, and Retention: Retain 5 years . 
... ,.,. .. ,..,.act.1011 u ...,. schools to set up and teach environ 

mental coun;es (i.e., wastewa ... _. .... -----~-.,.,~ nlant operation) Diseosition: Break file upon termination of 
Records consist of training grant applications, DUuy,c,t: ;raot. Keep in office 1 year, then transfer 
justifications, biographies of teachers, grant award to the rn~. D~s t: re~• 11bea 5 .Jlears old. . 
notices, site visit reports, grant agreements, termina- -
tion and closing statements, and reports of expenditures. 

14. " l 1 nwch in Folders. Contains data pertaining to the Retention: Retain 5 years. . 
nomination, reVl<.:w a _.., nf nrants to students for-

Ladvancec1 training in environmental SUOJe1eL~ ~ ... Disoosition: Break file upon termination of 
university leve 1. Records consist of Fellowship Appl i- Feimws~- awau!._~ee~ in office 1 year, then 
cant Oualifications Inquiry (EPA 5770-4), student transfer to the FRC. DestrOV wliett 5---y,&<>r;.._o_ld,.. 

transcripts, fellowship applications, notices of award, ;o 
grant funding orders. m 

n 
0 

15. Section 104(gl(ll On the Job and Waste Treatment Works Retention: Retain 5 years. ;o 
.,.Personnel Trainin<J Grants. Grants to city and private 
0 

waterworks, waste treatment plants, and technical schools Diseosition: Break file upon termination of ~ 

►
to train operating and maintenance personnel. Records grant. Keep in office l year, then transfer to z 

►consist of applications for training awards, training the FRC. Destroy when 5 years old. «;) 
mproposals, award notices progress and compliance reports, 

trainee personnel data, and vouchers. 
~ 
m 
z 

16 r---,n~ Guidance Memorandums Municipal Waste Water Retention: Permanent. 3:: 
-i 

Treatment. l:'0 [ l IC y "c-o-t.-e,n ~ <: r<>lative to the award and ►z
administration of waste water treatment: y<~ 'L•- - . ~--11 V Disoosition: Break file upon completion of waste C 
arranged by issue number. wa Ee-r-ttl?'!!tllNffi-t.-y.i::.ant-JJ.,r,2\;l rEfi and transfer to the ,...> 

f'RC. Keep in ~'RC 5 years, ei"lurL"'< L -

-National Archives. 

17 Proiect Manaqement Waste Water Treatment Construction Grant Retention: Retain 10 years •. 
Program. .... -• f; r-e surveillance and control of 
reyional administration of COrtc.u. -~ ' -- ~r;ont nrograms • Diseosition: Break file at end of year. Keep -
Records consist of reg iona 1 off ice work plans, re...Iicn-t~- i-..__i r of f ice 5 years, then transfer to the ~'RC. 
management of funds, report on regional manpower buildup, Destroy wnmt--t-f}-y6ar.s......oJg__. 
fund obligation - status and goal, monthly status reports, 

~regional responses to questions and requests for informatio , ,, -
obligation goals and outlay targets. 

-
I . 



SCHED.NC.
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

T'.TLE OF SCHEDULE COVEflAGE. OF SCHEDULE 

WATER PROGRAM RECORDS APPLICABLE HEADQUARTER OFFICE 
ITEM NAME ANO DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITIONNO. 

18. Needs Survey Program File - Waste Treatment Plants. Docu­ Retention: 
mentation covering the design to the conduct of the Needs 
Survey. Records consist of contracts for assistance, pilot a. Final Report. Permanent. 
study, development of questionnaires,. procedures for con­
duct of survey, weekly status reports, analysis of results, b. Other Records. Retain 10 years. 
allocation formula, and final report to Congress. 

Disposition: 

a. Final Report. Break file upon completion of 
study. Keep in office 1 year, then transfer to 
the FRC. Keep in FRC 20 years, then offer to 
the National Archives in 6 year blocks. 

b. Other Records. Break file at end of 2 years. ;o 
mKeep in office 2 years, then transfer to the FRC. n 

Destroy when 10 years old. 0 
;o 
0 

19. Needs Survey Questionnaires. Completed questionnaires con­ Retention: VI 

taining data relative to the existence of and requirements 
]C 

zwaste water treatment plants in the munici­ a. Paper Records. Retain 2 years. 
► 

;no'"°'""""'~" tries of states and territories. Cl► 
mb. Data Tapes. Permanent. ]C 

Disposition: -t 
z 
JC 

--P-1{:r Records. Break file upon transfer of X► --------- m 

data t&peA Keep in office 2 years, then C: 

destroy. --- ,-> 

b. Data Tapes. Break file upon 
study or activity. Keep tapes 1 
offer to the National Archives. -

20. Treatment Pro·ect Pro·ections - Retention: Permanent. 
__....__:....;;;_~_..___:'-'-c..C--...;_;;;_~r-P~b_,_._9_2_,..._.5_0_0_____ C.Q11)p~t!:_!::.., produced 
report of money ob 1gat1on for waste water treatmen p i-&PQSi~ian; Break file upon receipt of current 

edition. Keep inotficeetJ1'.rt"1rt""'T~~~l!-e4i....l..b.c.ee..______.,::.J 
later editions, then transfer to the FRC. Keep 
in FRC 20 years, then offer to the National 
Archives. 

21.i-~~~i.,,.~P4r~i~o~r~i~tL.,~L~i~s~t~;-:::,!;:M~u~n~1~·c~i~a~l:.,-..!W~a~s~t=e..,..!W~a~t~e~r~~G~r~a~n~t Retention: Current year plus five prior editions. 
Information an -C~t--Syl!ltem -by Region.•____C_omputer produ,.:ed 
report of projects in priority order within state· ai'i",ri"~1lYotTt--•-fDt.ie,,yspo""'""S....._i~t,i,Qn.: ..B.i:eak_file.-!!_pon receipt of current 

et.lition. Keep in office untir-rec"t~ipt" ol' ti.ve----··----. 
later editions, then destroy. 

r,1,_i_- · :°::,., .. ,..• ...... 
I ·~.-' :·• ! 1! .- _. I ti 

J 

' ' 

https://inotficeetJ1'.rt"1rt""'T~~~l!-e4i....l..b.c.ee
https://SCHED.NC


SCHED.NC.
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEOUL.E 

WATER PROGRAM RECORDS 
ITEM NAME ANO DESCRIPTION OF RECORD/FILENO. 

22. Obligation and Outlay Status and Projections. Hand produced 
report for a ten year status. 

23. Biannual Re12ort of Construction Cost Indices for Waste 
Water Treatment Plants. Computer produced report of labor 
and material cost indices. Used for estimating construe-
tion costs and making cost analysis and comparison studies 

24. Federal Facility Pollution Control Project Status File. 
Documentation pertains to the actions by governmental 

- ~- h~inn Federal facilities into compliance 
~ 

with Executive Order 11757 ana VI'•~ \.LL'-U-'-U- - ~, 

Records consist of correspondence with participating 
units, proposed project repo_rts, annual progress re-
port by installation, and special reports on pollution 
control practices. 

25. Five Liner Re12ort - 0MB. Circular A-106 - Budget Data, 
-;- - .. =~ 11rnrl11ced summary listing active and inactive 

-~ 

projects. Report gives name anct L~ton of proj-ect::-.a-nd----
amount budgeted and funded by year. 

26. Actual and Proposed NPDES Permits Report. A computer .. - -h-..- ,,..--n-•• ~~~ili~v 
l-' L u 

u -- L ~ ". 4 ~ r -
location,- and project date. 

27. Pollution Abatement Needs at Federal Aaencies Reoort. An 
tt'A rel' ,. ~ ___ .-1=1e-· Off ice.. of .Management and Rudget summari-
Zln<J and recommending projects for funding. 

COVERAGE OF SCHEDULE 

APPLICALBE HEADQUARTERS OFFICE 

RETENTION PERIOD ANO DISPOSITION 

Retention: Current year plus ten prior editions. 

Dis12osition: Break file upon receipt of current 
edition. Keep in oft ice until receipt of ten 
later editions, then destroy. 

Retention: 

a. Biannual. Retain all years. 

b. Year-end. Retain all years. 

Dis12ostion: 

a. Biannual. Break file when report is com-
pleted, Keep in ol:fice until no lon<Jer needed, 
then destroy. 

b. Year-end. Break file when report is comp-
pleted. Keep in office unti 1 no lonyer needed, 
then destroy. 

Retention: Retain 10 years. 

Dis12osition: _Break file at end of 2 years. Keep 
in office 2 years, then transfer to the FRC, 
Destroy wnen 10 yeats old, -

Retention: Retain 10 years. 

.---.·--,,....,;ti9n: .. B_r_eak file upon receipt of report. 
Keep in office 10 years, tfien.. aes£roV. 

Retention: Retain 10 years. 

" 
vLDi spos l t 1on:""73real<rrte·upor'i receq,L lt::pOrt:. 

Keep in office 10 years, then destroy. 

Retention: Retain 15 years. 

l.)ispos.Hion :_ ., Break file upon completion of 
report. Keep in office 15 years,- the-n·-d66ti;;oy_. 

. 

-

;:u 
m 
n 
0 
;:u 
0 
V, 

3: 
►z 
►c;, 
m 
3: 
m 
z 
-t 
3: 
►:z 
C: 
>r 

. 

-
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SC~IED. NO. 

U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TIT.LE OF SCHEDULE 

WATER PROGRAM RECORDS 
ITEM NAME ANO DESCRIPTION OF RECORD/FILENO, 

28. State Pollution Discharge Requirements Placed on Federal 
- -<'; 10 . A col lect ion of documents relating to""'~ 

Federal agency cont-...J&.111.1.'-J ~e-State._pol lut ion regulations. 
~Records consist of State handbooks, agency I' i u ·- -

State requirements, minutes of meetings with State repre 
sentatives, copy of State regulations, newsc 1 ips, corre-
spondence between agencies and States. 

29. Environmental Im12act Statements. Covers activities re-
lated to environmental impact statement needs, require-
ments, development and appraisal. Records consist of 
environmental impact statements, appraisals, hearing 
transcripts, minutes of State Control Board meetings, 
newsclips, etc. 

30. Intergovernmental Activities File. Data relating to inter-
.... ,....~ i ,....,. with State and local governments, foreign govern-
ments, internat1ona1 u<yauL~u~:- ,_ . - ~ - - 1 - ,Pnf"' i P~ and 
other branches of the Federal Government. Records consist 
of cooperative agreements, work plans, copies of proposed 
and existing laws, copies of Executive Orders, program 
development reports, trip reports, memo and correspondence. 

31. Personal Reference Collect ions: Collections of technical 
and related reference documents and printed material 

' -- ..._ - . - ..... i.ndividual staff members for persona 1 use. 
Records consist of art1c1es ~l~m j-'L 

--= - ' - - -, icrnrnals 1 
information copies of technical reports, copies of -
authored and received memos and correspondence, photos, 
maps, handbooks, etc. 

32. Final Reeorts and Evaluations on Contracts, Grants, and 
...........____ T- .hr'\use and Interaaencv Studies and Surveys. Final 

reports u ~· >S and surveys sponsored or performed by 
Water Protection Branc'Trffn'1...eyaluat ions of these studies 
and surveys. ---·---~ -----~----......____·~-

-

COVERAGE OF SCHEDULE 

APPLICABLE HEADQUARTP.RS OFF'ICE 

RETENTION PERIOD ANO DISPOSITION 

Retention: Retain 10 years. 

Dis12osition: Break file at end of 2 years. Keep 
in office 10 years, then destroy. 

-

-Retention: Retain 5 years. 

Dis12osition: Break file upon completion of re-
view. Keep in office 1 year, then transfer to 
the f'RC. Destroy when 5 years old. 

, .. 
'r· 

Retention: Retain 6 years • 1§5 
I C: 

Disposition: Break file at end of 4 years • Keep I"' 
- Iii~ln O[Tl<..:t: o Y~..,. .. ...,, -'~y. )> 

z 
►(;"I 
m 
3:: 
m 

Retention: See disposition below. -t 
z 

~ Dis12osition: Break file upon termination of X 
transfer of owner staff member. Review file and C: 

~ .,,. 1 > 
L~lll'-IV...., ·a IJ 

_,._ 
IP to the Agency. Offer r-

file to departing staff member. It ofter re- ~ ... ·-
jected, keep.in office 1 month, then destroy. 

Retention: 

-a. Record C0!2:x'.• Permanent. 

b. Information Coeies. As determined by user's 
needs. . 

--;i~-- ,, 

Cumpi~·_ofa. Record C0!2:x'.• Break file upon 
project or summary. Keep in ottice 1 year, then ----~ 
transfer to the FRC. Keep in FRC 20 years, then 
otfer to the National Archives. 

b. Information Coeies. Destroy when no longer
used. 

-
fT 

https://HEADQUARTP.RS


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

TITLE OF SCHEDULE 

WA'T'l"D DD()('l>J\M Dl"rr10nc:: 

ITEM NAME AND DESCRIPTION OF RECORD/FILENO. 

33. Accident and Incident Summary Re12orts. Brief summary re-
ports on accidents and incidents which result in or are 
brought about by water contamination. 

j4. Federal Underground Injection Control and Re12orting system 
(FURS) Printouts. Printout includes information and an 
inventory of Class I, I I, III, IV, and V injection Wells. 

35. National Drinking Water Advisory Council, Documents re-
lating to the development of policies on drinking water 
quality and hygiene. Records consist of membership lists, 
agendas, minutes of meetings, etc. 

36. Committee of Ten - State-Federal Water Program Advisory 
......... 0 - ISFWPAC) File • Documents relating to the working 

group for the lmpl-, .. - '---: -~ 1 Q72 amendments to the 
• -- 1 -Federal Water Pollution Act (i.e., coord1nac1 ,y • -

State programs and developing formula for allocation of 
Water Program Grants). Committee name changed to SFWPAC. 
Records consist of membership lists, agenda, minutes of 
meetings, etc. ' 

37. State Water Standards Files. File contain documents per-

-~taining to the development and implementation of Water 
---'- bv States and Territories in accordance with 

Section 303(a/ UL - ~ -'~r;,l Water Pollution Control 
Act. Records consist of inter a ,u ~ .. - - -- ~ ► e standards 
change request, Attorney General (States) enf~enie11L 
certifications, EPA approvals, notices of proposed and 
final rulemaking for publication in Federal Register, 
newspaper clips, etc. 

-

COVEF~AGE OF SCHEDULE 

APPLICABLE HEADQUARTERS OFFICE 
RETENTION PERIOD ANO DISPOSITION 

Retention: Retain 5 years. 

Diseosition: Break file at end of year. Keep 
in office 5 years, then destroy. 

Retention: Retain 5 years. 

Diseosition: Break file when printout is updated. 
Keep in office 5 years, then destroy. 

Retention: Permanent. 

Disposition: Break file upon termination of 
committee. Keep in office 1 year, then transfer 
to the FRC. Keep in FRC 19 years, then of fer 
to the National Archives. 

Retention: Permanent. 

Disposition: Break file upon termination of 
committee. Keep in office 1 year, then transfer ..to the t< -~. 

~ 
;n FRr 19 years, then offer 

tp the National Archives. 

' 
Retention: 

a. Initial Develo12ment (1965 - 1974). Permanent. 

b. Continuation (1975 - Forward). Retain 10 
"ears. 

Diseosition: 

a. Initial Develoement (1965 - 1974); Break 
file at end of 1974 and transfer to the FRc:· 
Keep in FRC 20 years, then of fer to the National 
Archives. 

-

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

TITLE OF SCHEDULE 

WATER PROGRAM RECORDS 

ITEM NAME ANO DESCRIPTION OF RECORD/FILENO. 

38. State Water Standards History. Historical summary of the 
uc; ...... .1.vt-,, .... "" ➔mpo.1.ema.n-t.~~ LEza ch _p_t ate ' s and 
Territory's standard prior to 1972. 

39. Letters from State Governors on Development and Adoption
n,.,_J 0,1 l.-- ~ - fot-ters from State 

Governors and EPA staff comments and briet 1ng memos re 
garding the development and adoption of State Water 
Standards. 

40. Areawide Waste Treatment Management "208· File. Contains 
documents pertaining to the operation of the "208" program 

-..n~luding designation of "208" areas, award of grants, sub-
mission~_: --rnval of waste treatment management plans, 
and implementation u. r • -~ ~nd monitoring of progress. 
Records consist of letters and .,._., ~- ,.nd from State and 
local government officials, area group worK pi~ ~rea 
group membership lists, budget submittals, staffing 
details, progress and status reporting. 

141. Biannual National Water Oualit:z'. Inventor:i::: 305 Report to 
Congress. Report to Congress of a systematic inventory of 
the water _quality in the U.S. Report made in cooperation 
with regions and states. 

COVERAGE OF SCHEDULE 

APPLICABLE HEADQUARTERS OFFICE 

RETENTION PERIOD ANO DISPOSITION 

b. ·continuation (1975 - Forward). Break file at 
end of 3 years. Keep in office 1 additional 
year, then transfer to the FRC. Destroy when 
10 years old. 

Retention: Permanent. 

~ill@&& it i o~BJ;.e.elt~ file. at~ o!_ 19 7 7 and 
transfer to the FRC. Keep ln tne r-n~ iu ycaL"' 

then offer to the National Archives. 

Retention: Permanent. 

~ - .. --.JI _,c, "n..,c ~ 

Ul" •~.I.L .LVII• --~~ ··-
transfer to the FRC. Keep in the PRC 20 years, 
then offer to the National Archives. 

Retention: 

a. Initial Development (1971 - 1980). Permanent. 

b. Continuation (1981 - Forward). Retain 10 
years. 

; 

n,~~osition: 

a. Initial Develo '1 071 - 1980). Break 
file at end of 1980. Keep in 0[L• 1 ·0::11.r, 
then transfer to the FRC. Keep in the FRC 1::> 

years, then offer to the National Archives. 

b. Continuation (1981 - Forward). Break file 
at end of 2 years. Keep in office 2 years, then 
transfer to the FRC. Oestroy when 10 years old. 

Retention: 
,, 

a. Record COP:z'.• Permanent. 

b. Information Copies. Retain l year. 

-

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

TITLE OF SCHEDULE 

WATER PROGRAM RECO~DS 
ITEM 
NO. NAME AND 01!:SCRIPTION OF RECORO/FILE 

4 2. Master Maps - Automap System, Maps (U.S. Geological 
Survey Maps) containing hand coded data for digitization 
and depicting STORET basin boundaries and codes, sampling 

flow stations, navigational and estuarine zones, 
d applicable use. 

Handbook describing the purpose, 
automap system used in the Water 

COVERAGE OF SCHEDULE 

APPLICABLE HtADQUARTERS Of~'ICE 
RETENTION PERIOD AND DISPOSITION 

Disp~sition: 

a. Record Copy. Break file upon submission of 
report to Congress. Keep in office 10 years, 
then offer report to the National Archives in 
5 year blocks. 

b. 
or 

Information Copies. Destroy when 
sooner if no longer needed. 

1 year old 

Retention: 

a. Original Hand Coded Maps. Retain 2 months. 

b. Microfilm Aperture Card File. Retain 20 
year9. 

;o 
m 
n 
0
;o 
0.,. 

~- Microfilm Aperture Card File. 
upon termination of system. Keep 
months, then transfer to the FRC. 
20 years old. 

Break file 
in office 2 
Destroy when 

Retention: 

a, Record Copy. Permanent, 

b. Information Copies. Retain 1 year. 

Disposition: 

National 

Break file upon terminatio'n of 
office 1 year, then transfer to 

RC 20 years, then offer to the 

b. 
or 

Information Copies. Destroy 
sooner if no longer needed. 
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SCHED. NO.
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE 

WATER PROGRAM RECORDS 
ITEM 

NAME ANO 01!5CRIPTION OF RECORD/FILENO. 

44. Master City File Directory Proqram. A combination of card 
1ma9t:::. v --,- c v " ; ~"ex cards, and computer printouts 
providing such information as the cuu11Ly, -- -·--~1 

~ 
district, SMSA, water basin latitude and longitude, study 
category for each city listed in the directory. 

4 5. Dai l:i F .W. Dodge Re12orts (Contract Award Notices), A com-
mercia l service .providing information on construction, con-

·--"- ::Jor.,.,.. ...le:: hv waste water jurisdictionstreatment in 
States and Territories provitMa tn pttbl-1:s .. o9<aflG-~yper1 
form: Gives name of plant and owner, location, date 
of bids, name of winning contractor, and amount of awards. 
Used as input to EPA Annual Sewage Facility Contract Award 
Report, 

46. Regional Inventor:i - Munici12al Waste Facilities (A Coo12era-
tive State Re12ort). A published report giving the location, 
type, capacity, point of discharge, degree of treatment, 

• ; ►; ,...nal abatement needs for each listed facility in each 
State witn111 ~-- ---;on. Published at irregular yearly 
intervals between 5 and l"' Y-~--

47. Statistical Summar:t - Inventorr - Munici12al Waste 
Facilities in the United States, A published report 
presenting a summary and analysis of detailed inventory 

-- c,~waae disposal and treatment facilities in the-U.S. and terrLLVL•- n. hl ished at irregular yearly 
intervals between 5 and 12 years, __, 

COVERAGE:. OF SCHEDULE 

APPLICA13LE HEADQUARTERS OFFICE 
RE TENTION PERIOD AND DISPOSITION 

Retention: Retain 1 year. 

Disposition: 13reak file upon termination of 
program. ;teep iA gf{ice ) Y!tilt:.i th_~n destroy. -

Retention: Retain 4 years. 
-

Disposition: Break file at end of year. Keep 
in office 4 years, then destory.----, 

Retention: 

a. Record CoQ:i• Permanent, 

b. Information Co12ies. 

Dis12osition: 

a. Recora R..-oak 
Keep in off ice 20 years, 
National Archives. 

b, Information Co12ies. 

Retain 

file upon 
Lllc11 re, 

;o 
m n 
0;o 
0.,. 
;I:: 

► 
1 year. z 

Destroy when 1 year r 

►c;l 
m 
;I: 
m 
z: 

publication. -4 
__ t-o ;I:the 

►% 
C: 
► 

old or sooner if no longer needed, 

Retention: 

. a. Record CoQ:i• Permanent 

b. Information Co12ies. Retain 1 year. 

-. ·-- -~,.,...._ ..._,pispos it ion: ,,-=:::....._____ 

- a. Record COQ:i• Brea~ LL•c _ ~ ,hlication, 
Keep in office 20 years, then ~ffer to the -National Archives. 

b. Information Co12ies. Destroy when 1 year 
old or sooner if no longer needed. 
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SCHED. NO.
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF '.;CHEOULE 

WATER PROGRAM Rlc:CORDS 
ITEM NAME AND DESCRIPTION OF RECORD/FILENO. 

4 8. Reeort of Pollution - Caused Fish Kill (EPA 7500-8). 
A source data Eorm used by State(s) to voluntarily

~,-h- repVL- kills to EPA. Some forms received upon 
occurrence of e ¥'- \.. ~£~ at the end of year. 

-

49. Annual Reeort - Fish Kills. A published report of fish 
kills where water pollution is known or suspected to be 

0 -L ,~ nf death. Report also presents a summary, 
analysis, ana C-···.--- ·- nf fish kill data. 

50. State 305(b) Water Quality Reeorts. Biennual Report 
nreoared by State governments and submitted to EPA for 

~ 

,yreview and ana1ys1s a LL~,~.....,.:_ 
J --

Reports present a description of navigable water 
quality, protection of water life, elimination of 
pollutants, cost control, etc. -

SL Annual Sewage Facilities Construction - Contract Annual 
A ~11b.l.i!;,tJ,~d.......~ort covering sewer and plant"~~" ~ ti! ii 

contract awards for constta~tion -en new. pla.rit_~, inter-
c.:,}ptors, outputs, etc. Data by States, draina~jenastris, 
population, etc.:. Daily F.W. Dodge Construction Award 
Nqtices used as input to Report. 

.. -

COVERAGE OF SCHEDULE 

APPLICABLE HEADQUARTERS OFFICE 
HcTtNTION PERIOD AND DISPOSITION 

Retention: 

a. Original Submission. Retain 2 years. 

b. Microfilm CoeY• Retain 10 years. 

- -~is~o-sition: 

a. o;:;:nal Submi"'S~le upon 
publication of the Annual Fish ~~t..:.,__ 
Keep in office 2 years, then destroy. 

b. Microfilm CoeY• Break file upon publication 
of the Annual Fish Kill Report. Keep in off ice 
10 years, then destroy. 

Retention: 

a. Re12ort COEY• Permanent. 

b. Information Co12ies. Retain 1 year. 

· +-ion: 
I 
~~-

a. Record COl2Y• Break file upu11 .- ·-~+-ion 
·of report. Keep in office 20 years, then offer 
to the National Archives. 

b. Information Coeies. Destory when 1 year 
old or sooner if no longer needed. 

Retention: Reta in 2 years. 

Disoosition: Break file upon transmission of 
report to congress. l\.~~I,' <II Lv~ - z._ ........ _,UL L 

then destroy. ,. 

Retention: 

a. Record Coey. Permanent..~ --- -·-r-•---
b. Inf orma t 1 on C:opt·~ ---Ret-a.i--A--3.-y~~s. . 

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

TITLE OF SCHEDULE COVERAGE OF SCHEDULL 

WATER PROGRAMS RECORDS APPLICABLE HEADQUARTEHS OFFICE 
ITEM NAME ANO DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION
NO. 

Disposition: 

a. Record Copy. Break file upon publication. 
Keep in office 20 years, then offer to the 
National Archives. 

b. Information Copies. Destroy when 3 years 
old or sooner if no longer needed. 

52 Monitoring and Analysis Technical Reports. Review and Retention: Permanent. 
analysis papers on subjects relative to specific 
operations of the Program. Includes documents relative Disposition: Break file upon completion of 
to water quality monitoring, wasteload allocations, report. Keep in office 5 years, then offer to 
program and technical guidance, water quality analyses, the National Archives in 5 year blocks, when ;:u 

m 
environmental assessments, quality assurance and data the most recent report is 5 years old. n 

0management. ;:u 
0.,. 

53 Model State Water Monitoring Program. A publication Retention: :IC 
1-oresenting a model program for State and local govern- > 

men~~ _ -~~ in monitoring the quality of the water in a. Record Copy. Permanent. 
z 
► 

their strea;;;; rrv~d ground waters. Developed by 
c;l 
m 

a panel of Federal and S~e-,,a~cies. b. Information Copies. As determined by :IC 
m·----•-----~--....., ______..,.. user's reference needs. z 
-i 
:IC~----~··-- ·sition: 
►z 

a: Recor;-~e...$2on publication. C: 

Keep in office 20 years, ... e:...,______~_ ►
then oif··ee-rL"'-1-)Q,-.t.~'1.ll r-

National ~rchives. 

b. Information Copies. Destroy when no longer --­
used. 

54 International - EPA Marine Program and Conference Retention: Retain 5 years. 

cipation 1n lnLeL ,a~ -• ~n"l~onmental programs and Disposition: Break file upon termination or 
-~-~L~·~•t•~r•~"~!F1i~l,e~.~~C~oin~t~a~1~·n~s)d~a~tf:a~p~e~r~t~a~i~n~i~n;gf,t~o~E~P~A~;p~a~r~t~i~---_,J_i:~~!~~conferences. Cover such program·s as 01:obal loves- completion of study conference, or program. ,,r tigations of Pollution in the Marine Environment," ~ :_ -~flee 1 year, then transfer to the••1 

Laws of the Sea Conference," "Conference on World FRC. Destroywff4!lr~ye-a~...~,.1..,r1.....____________._..____J 
Sea Pollution." Also, covers participation in the 
Intergovernmental Maritime Consulative Organization -
and special relations with Canada and USSR. Records 
consist of United Nations resolutions, conference 
arrdngements and agendas, membership lists, meeting 
notes and minutes, conference and study reports, 
corr esrondence between study reports, correspondence 
between study groups and organization members. 

--~-------------------------------~-------------------------------~ 
l
i )' 
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5CHEO.NO.
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE COVEl~AGE'. OF SCHEDULE 

WATER PROGRAM RECORDS APPLICABLE HEADQUARTERS OFFICE 
ITEM NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITIONNO. 

55. Additives Files. Includes documentation relating to the Ret~ntion: Retain 25 years. 
additives products files which are the administrative 
and evidentiary record of EPA approval of products used Disposition: Break file when program is com­
in the production of potable water. Also, includes pleted or discontinued. Keep in office 5 years, 
collections of relevant technical papers and other then transfer to the FRC. Destroy when 25 
information. years old. 

56, Ground-Water Protection Strategy File, Records consist Retention: 
of public comments, guidelines, Ground-Water Oversight 
Committee memorandums and letters, documents related to a. Record Copy. Permanent. 
work of the Ground-Water Steering Committee, and Regional 
Ground-Water Programs. Information on coordination of a b. Information Copy. Retain 3 years. 
Ground-Water data access system used by the States, ;Q 

Ground-Water contamination studies, and State and EPA Disposition: n 
m 

Ground-Water Research Programs. 0 
;:o 

a. Record Copy. Break file when strategy 0 
document has been developed. Keep in office V, 

3 years, then transfer to the FRC. Keep in 3: 

FRC 7 years, then offer to the National Archives z► 
►in 5 year blocks. (;) 
m 
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r 
T-~.".'!'EP. Pr.oGPJ\n REco CONTP.O!, SCHEDULE CONVEP. N CHART 

C1ompared '!'o Previous Item :lumbers 
Revised Item No. located in seEarate Water Schedule 

(C-15) (C-12) (C-10) 
1 (?!ew):- cJ. 
2- (l~ew) 
3 ,, 1 1 
4 (New) 

<..._ 

5 (New) 
6 (New) 
7 26 2 1 
8 2 3 12 
9 3 '-f 

10 4 
11 6 
12 7 
13 8 
14 9 
15. (New) ii 

16 12 
17 13 
18 14 
19 15 
20 16 ,21 17 
22 18 
23 19 Ii:. ,f, 

.124 20 T 
25 21 f i 

26 22 
27 23 
28 24 
29 25 
30 27 
31 28 
32 11 
33 15 
34 (New) 
35 (New) 
36 6 
37 7 
38 8 
39 9 
40 10 
41 11 
42 12 
43 13 
44 14 
45 15 
46 16 
47 17 
48 18 
49 19 
50 20 
51 21..
52 22 
53 23 
54 25 
55 (New) 
56 (New) .. 

( 
. - ... 



Atch to SF 115 (Ihfo ·f·o-'PERMANENT" retention reco.s} 

Water Program RecordsTitle Of Schedule: 

Volume Growth Arrangement 
Item No. On Hand(Cubic Feet)Per Year(cubic Ft.) Of Files 

l 2 ½ Subject 

3 4 l Subject 

5 ½ ¼ Chronological 

7.a. 60 8 Subject 

7.c. 12 2 Numerical 

18 50 6 Numerical 

35 8 l Chronological 

36 12 l Chronological 

42 20 3 Numerical 

44 17 3 Humerical 

56 54 6 Chronological 

57 6 l½ Subject 




