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3 MINOR SUBDIVISION be stamped disposal not approved' or 'wlthdrawn In colum 10 

Information Management and Services Division 
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RECORDS OF THE COUNCIL QN ENVIRONMENTAL QUALITY
 

The Council on Environmental Quality was established by the 
National Environmental Policy Act of 1969 (83 Stat. 852; 42 u.s.c. 4321 et Seq.) to formulate and recommend national 
policies to promote the improvement of the quality of the 
environment. The Office of .Environmental Quality, which 
provides staff for the Council, was subsequently established 
by title II of the Environmental Quality Improvement Act of 
1970 (84 Stat. 144; 42 u.s.c. 4372). 

The Council consists of three members appointed by the 
President by and with the advice and consent of the Senate. 
One of the members is designated by the President as 
Chairman. The Council is located w~thin the Executive 
Office of the President. 

The Council develops and recommends to the President 
policies to further environmental quality, performs a 
continuing analysis of changes or trends in the environment, 
reviews and appra1ses the extent to which federal actions 
contribute to environmental quality and assists in 
coordinating federal activities affecting the environment, 
oversees the envlronmental impact statement process, and 
prepares the President's annual environmental quallty report 
to the Congress . 

•
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Records Common to All Offices 

1.	 Office Reference Material. 

The Office reference material consists of extra c?pies of 
record materials retained solely for convenience of 
reference; information and reference copies of 
correspondence and other papers on wh1ch no action is 
necessary; preliminary drafts of letters, memoranda,
reports, studies, preliminary worksheets and informal notes 
that do not add s1gnificant data or substance in the final 
steps of the preparation of an official record; shorthand 
notes, including stenographic notebooks and stenotype tapes,
that have been transcribed; abstracts of correspondence,
route slips, and letters of transmittal that do not contain 
significant information; stocks of publications and 
processed documents maintained for distribution purposes;
catalogues, trade journals, and other publications or 
printed material received from other Government agencies,
commerical firms, or private institutions, which require no 
action or supplement the official record. 

TEMPORARY. Cut-off every 2 years.
Destroy on site when 2 years old or when no 

longer needed, whichever is sooner. 

2.	 Personal Papers. 

Papers of a private or nonofficial character which pertain
only to an individual's personal affairs that are kept in 
the office of a CEQ employee will be clearly designated by
hlm as nonofficial and will at all times be filed separately
from the officlal records of his offlce. In cases where 
matters requiring the transaction of offisial business are 
received ln private personal correspondence, the portions of 
such correspondence that pertain to official business will 
be extracted and made a part of the official files. 

TEMPORARY. Dispose when no longer needed. 

3.	 National Environmental Policy Act (NEPA) Guidelines 
and/or Regulatlons Files. 

These files contain drafts, CEQ staff comments,
correspondence and memoranda, and questionaires to and 
responses from Government agencies pertaining to the 
development of NEPA guidelines and/or regulations. The 
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record set of CEQ guidelines and/or regulations are 
maintained in the General Counsel's Office. 

TEMPORARY.	 Destroy on site when regulations have been 
issued. 

4. Annual Report Files. 

These files contain drafts of various chapters and tables of 
the CEQ Annual Report. The record copy of the Annual Report
is maintained by the Office of PubllC Information. 

TEMPORARY.	 Destroy on site when Annual Report has been 
issued. 

5. Reports	 and Studies Files. 

These files contain background materials, drafts, brochures,
copies of newspaper clippings, articles and various other 
information and information sources. The record copies of 
the reports and studies are maintained by the Office of 
Public Information. 

TEMPORARY.	 Destroy on site after the report or study has 
been issued. 

6. Contract Files. 

These files contain copies of contracts entered into by the 
program areas. The accountable officer's copies of the 
contracts are maintaned by the CEQ Administrative Office. 
The accountable officers copies of the contracts are also 
maintained by the Financial Management Division, Office of 
Administration. 

TEMPORARY.	 Destroy on site when contract is terminated or 
completed. 

7. White House Correspondence Flles. 

These files are arranged alphabetically and contain routine 
referrals from the White House and CEQ's replies, involving 
no administrative actions, no policy decisions, and no 
special compilations or research. 

TEMPORARY.	 Cut-off every 2 years. 
Destroy on site when 2 years old. 
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8. Legislative Information Files. 

The legislative clearance files contain copies of 
correspondence from Congress and other Government agencies~
including printed materials. 

TEMPORARY. Cut-off at end of each Congress.
Destroy on site when 2 years old or when no 

longer needed. whichever is sooner. 

9. Congressional Correspondence Files. 

These files are arranged alphabetically a~d contain routine 
correspondence from the Congress and CEQ's replies. Also 
~ncluded are le9~slative clearance items transmitted to OMB. 

TEMPORARY. Cut-off every 2 years.
Destroy on site when 2 years old or when no 

longer needed, whichever is sooner. 

10. Publ~c Correspondence Files. 

These files are arranged alphabetically and contatn routine 
~nquiries for lnformation and CEQ's replies, involving no 
administrative actl0ns, no policy decisions, and no special
compilations or research. 

TEMPORARY.	 Cut-off every 2 years.
Destroy on slte when 2 years old. 

11. Administrative Files. 

The administrative files relate to the internal organization
and management of the Councilor the staff units, including
chronological files, work plans, record schedules, and lists 
of retired files. 

TEMPORARY. Cut-off every 2 years.
Destroy on s~te when 2 years old or when no 

longer needed, whichever is sooner . 

•
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Records of the Chairman 

The records of this Office reflect the role of the CEQ 
Chairman for the administration of the Council's 
responsibilities, including those under the National 
Env~ronmental Policy Act to formulate and recommend·national 
policies to the·President to promote the improvement of the 
quality of the environment. 

12.	 Chairman's Subject Files. 

These subject files are arranged alphabetically by subjects
and include copies of internal memoranda and other outgoing
material prepared by the Council staff. Also included are 
copies of information from other sources such as; Fedeal 
agencies, industry, and State and local interests. 

PERMANENT.	 Cut-off every 4 years~~ 
'J?:l: al1~ Le" ReP ::ae~Q ?; .YiP 7 

'1'1t iii fa'!;to FRC.@!Iidf, 4 5 PS. 
Offer to NARS when 12 years old. 

13.	 Central Agency (includes the White House)
Correspondence Files. 

These agency correspondence files contain those items 
prepared by Council staff that require the signature of the 
Chairman of the Councilor its Members. The records consist 
of incom~ng and outgoing correspondence providing advice on 
environmental matters. The records are arranged
alphabetically by agency and are maintained by the 
Administrative Office. 

PERMANENT.	 Cut-off every 4 years~
'fIuhSt9£ 40 !!ep ]i;Arezeiei=e*y every" jaU215.
Transfer to FRC,e~e£j 1 ) EZ~. 
Offer to NARS when 12 years old. 

14.	 Chairman's Chronological File. 

The	 Cha~rman's chronological file contains copies of 
correspondence slgned by the Chairman 
is arranged chronologically by month. 

and others. The file 

PERMANENT. Cut-off every 4 years ~ 
;~:{"'U~t~~ '81 iOlt P'ipes;i.'Eery cOLry 

Transfer to FRC,.e¥€lFY<I 2 :c::;. 
Offer to NARS when 12 years old . 

~ i f 

• 
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Records of the Counc~l's Members 

The records of this Office reflect the responsibilities of 
the Council's Members to provide advice to the Chairman and 
Council on policy issues. 

15. Council	 Members' Subject Files. 

These f~les relate to the Council Members' various 
responsibil~ties on environmental issues, and consist of 
incoming and outgo~ng correspondence, internal memoranda,
and related pertinent background materials. The files are 
arranged alphabetically by subject. 

PERMANENT.	 Cut-off every 4 years~
~aFl8£A2 t ii8P Deposi Lot~ «eeGIS 1 j SiU'S.e 

Transfer to FRC,.evetl t )'77.&.
Offer to NARS when 12 years old . 

..
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Records of the Office of the Executive Director 

The records of this Office reflect the responsibility of the 
Executive director to provide advice to the Chairman and 
Council on all policy and management issues. 

16. Executive Director's Subject Files. 

These files relate to those issues for which the Council has 
legal responsibility and authority to monitor. The files 
include internal memoranda signed by the Executive Director 
documenting advice given to the Chairman and the Council 
Members. Also included in these files are the internal 
directives issued at the agency level, organization charts,
and related files which document the organization and 
functions of the agency. The files are arranged by function 
and by subject thereunder. 

PERMANENT. Cut-off every 4 years~
kaRate!! v: !liP 8!J1i'eszIN:tr- ~e2j t J S 

Transfer to FRC,.e: ay i 3 ilUSV 

Offer to NARS when 12 years old . 

..
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Records of the Office of the Deputy Executive Director 

The records of this Office reflect its responsibilities to 
serve as general deputy for the Executive Director and to 
assist in the administration, coordination, and completion
of Council-wide projects such as, Environmental Messages,
Performance, and Achievement Reports and the Secion 309/NEPA
referral process. 

17. Deputy Executive Director's Subject Files. 

These files relate to environmental issues handled by the 
Office of the Executive Director and consist of memoranda,
correspondence and other related materials pertaining to the 
development, issuance, and implementation of the President's 
Message on the Environment. The files are arranged by
function and by subject thereunder. 

PERMANENT. Cut-off every 4 years~~
'l'Ianefer to !!Of' 8rp&a.1:c::zj eccz} 1 )5 
Transfer to FRe. e~ery a j as !!Ei> 

Offer to NARS when 12 years old. 

18. Section 309/NEPA Referral Case Files. 

These files contain the challenges from the public to 
Federal agencies on Environmental Impact Statements or other 
Federal agencies and are filed chronologically as each case 
is received. Included, but not limited co, are minutes of 
meetings chaired by CEQ concerning 309/NEPA referrals, memos 
and letters to and from Federal agencies, and CEQ's decision 
on 309/NEPA ew- ~ referra}~.:lJj}
PERMANENT. cut-o~ry 4 years~~

'Iliansfez c:w=s:ea case (ilea :ee iJ8P Ihp si&.~y 
e"eIpzi Jests. 

Transfer to FRC.e~eli A jea!~.
Offer to NARS when 12 years old . 

•
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Records of the Office of the General Counsel 

The records of this Office reflect its responsib~lities to 
develop and promulgate the Council's regulations which 
implement the National Environmental Policy Ac~ (NEPA),
coord1nate with the Department of Justice to ensure uniform 
Federal agency' interpretations of NEPA, coordinate the 
Council's legislative review process, and provide legal
advice to the Council and other staff units. 

19. General Counsel's Subject Files. 

These files document the General Counsel's legal advice to 
the Council Chairman and staff members. Also included are 
f11es reflecting the legal advice and information furnished 
to the Justice Department for prosecution of lawsuits 
against CEQ, including inter- and intra-agency
correspondence and related material. The f11es are arranged
by function and by subject thereunder. 

PERMANENT. Cut-off ever 4 years~ 
.!fransl "6EYSQf I3cpcsi_lIl eGGt] l! !lSSZA 

Transfer to FRC.~e!y 1 ]OM!S.
Offer to NARS when 12 years old. 

20. Env1ronmental Impact Statements (EIS's) Files. (1970-
ii: 

Requ d the National Environmental Policy Act of 1969 
(NEPA), blic Law 91-190, January 1, 1970 (42 USC 4321-
4347), Tit 1, section 102. With every recommendation or~ 
report on prop Is for legislation and other major Federal ~ 
actions signific tly affecting the quality of the'" 
env1ronment, a det ' ed statement by the responsible ~ 
official is to be made ailable to CEQ, consisting of: the ~ 
environmental impact of tn proposed action; any adverse ~ 
environmental effects whic cannot be avoided should the C;
proposal be implemented; alt natives to the proposal ~ 
action; the relationship betwe local short·term uses of " 
man's env1ronment and the maintenan and enhancement of ~ 
long-term productivity; and any irreversible and ~ ~ 
irretrievable commitments of resources ich would be~ ~ 
involved in the proposed actions should it 6 'mplemented. ~ 
The files are arranged chronologically by nsecutive ~ 
number. (As of January 1, 1978, this func n C» 
transferred to the Environmental Protection Agenc ~ 
Reorganization Plan 1, 1977). ~ 

.. 
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January 1970 through December 
3 __, 
Cut-off 
Transfer longer needed for 

administrat~ve pru
Offer to NARS when 1970-77:~~~~~~p 

21. Litigation"Files" 

These files reflect the legal advice and information 
furnished to the Justice Department for prosecution of 
lawsuits, includ~ng inter and intra agency correspondence
and related material. 

TEMPORARY.	 Cut-off every 2 years.
Retire to EOP Depository when 4 years old. 
Send to FRC and destroy when 5 years old. 
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The records of this office are concerned primarily with the 
effects of toxic substances on human health and on the 
environment, and with the control of toxic substanc~s. 

22.	 Env~ronmental Health -and Toxic Substances Subject
Files. 

Thses files are arranged by function and by subject
thereunder, such as Carbon Tetrachloride, DNA, Pesticides,
and other issues which CEQ addresses, by request or on their 
own authority. The files consist of inter- and 
intra-office memoranda, letters to and from other agenc~es,
private industry, institutions of higher learning, and 
related pertinent background material. 

PERMANENT. Cut-off wBea ae'Eion:::.CletS bes:n 3 tl8tad& 
~?r.fer completed action~~sues ~~~e~"E~e~~~ 

6ep8s •••• y every 4 years~
Transfer to FRC,every 4 y8~r2
Offer to NARS when 12 years old. 

23.	 Toxic Substances Strategy Committee Files. 

These files contain correspondence and technical studies on 
toxic sUbstances received from government agencies, private
industry, and institutions of higher learning. These files 
are arranged by subject and alphabetically thereunder. 

PERMANENT. Cut-off every 4 years~
~nefe~ ~e 8ef:Bepsei~oxl Gus.) '~.a.a. 
Transfer to FRC1evezj I 31&5 •. 
Offer to NARS when 12 y~rs old . 

•
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Records of the Energy and Resource Recovery Office 

The records of this Office reflect the responsibilities
relating to major energy policy issues, including energy
conservation and solar, nuclear, and fossil fue~ energy
development . 

.24. Energy and Resource Recovery Subject files. 

These program files are arranged alphabetically by Research 
and Development subject, and alphabetically by energy fuels,
such as research and development, solar energy, coal,
fission power and natural gas and other issues which CEQ
addresses by request or on their own authority. These files 
consist of inter- and intra-office memoranda, letters to and 
from other agencies, private industry and individuals, and 
related pertinent background material. 

PERMANENT. Cut-off when action has been completed.
Transfer completed action issues ~e aer 

Deps8i •• :y every 4 years.
'l'w'" 5 .. to FRC eV9¥1' 1 ;I:iIr:Prs.
Offer to NARS when 12 years old . 

•
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Records of the Office of Environmental Data and Monitoring 

The records of this Office are concerned with providing data 
and analytic support for other Council activities;
maintaining and improving the Council's environme~tal data 
system, analysis, and reports, and data and monitoring
programs of other Federal agencies. 

25. Environmental Data and Monitoring Subject Files. 

These files are arranged by function and by subject
thereunder, such as: Interagency Task Force on Environmental 
Data and Monitoringj and the UPGRADE Project. The files 
consist of inter- and intra-office memoranda, letters to and 
from other agencies, the public, private industry, and 
inst~tutions of higher learning. 

PERMANENT. Cut-off every 4 years~ 
Rei=it e to EO: E1.sp6lci tory e J C£ 1 4 3 Jes. 

Transfer to FRC·eve!lb4 yi II is •• 

Offer to NARS when 12 years old . 

..
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Records of the .Economics and Pollution Control Office 

The records of this Office reflect its responsibilities 
regarding economic issues such as the effects of 
environmental protection policies on employment and.economic 
growth, and its responsibility for pollution control issues 
(air, water, noise, etc.). 

26. Subject Files for Economic Issues. 

These subject files are arranged alphabetically by economic 
issues, such as, Economic Assistance, Environmental 
Economist, Macroeconomics, Economic Impact of Air Pollution 
Controls, Municipal Sewage and the Economic Impact, and 
other related subjects, and also covers analyses of economic 
issues which are addressed by CEQ, but are not covered in 
reports or studies by or for CEQ. These files consist of 
inter- and intra-office memoranda. letters to and from other 
agencies, and related pertinent background material. 

PERMANENT. Cut-off every 4 years~
~Dsfer 'CG rsO£&8ept5s" y cuelY i 18a~s. 
Transfer to FRC a y Q y~aEs.
Offer to NARS when 12 years old. 

27. Pollution Control Subject Files. 

These files are arranged alphabetically by Government 
agencies and by subject, such as: EPA-Solid Waste;
ERDA-Waste Management; and ICC-Import Statement Fees and 
other issues which CEQ addresses, by request or on their own 
authority. The files consist of inter- and intra-office 
memoranda, correspondence with government agencies, private
industry, and related pertinent background material. 

PERMANENT. Cut-off eve!lei :as? t s:-~ 
~~.f&p completed action issues ~ 

D.epslil!ddu ~ every 4 years ~ 
Transfer to FRC,ewe)!J 1 5 ''Ii... 
Offer to NARS when 12 years old . 

..
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Records of the International Affairs and Oceans Office 

The records of this Office reflect its responsibilities to 
provide pol~cy guidance on environmental areas that relate 
to international affairs and oceans. 

28. International Affiars subject Files. 

These files are arranged by function and by subject
thereunder that relate to international affairs and oceans 
and consist of internal memoranda, letters to and from 
Federal agencies, memoranda to the White House, substantive 
letters to and from private industry, the public, and 
related pertinent background material. 

PERMANENT. Cut-off every 4 years ~ 
'l'-rallsfial'-~e iee: Depecs1:!! 1 eeeFY Q} La. 
Transfer to 1 ?!!j aFRC,.eYJel! 3. 

Offer to NARS when 12 years old . 

•
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Records of the Natural Resources Office 

The records of this Office reflect its responsibilities for 
the protection, management, and use of public lands, water,
agriculture, mineral and natural resources. 

29. Natural Resources Subject Files. 

These files are arranged alphabetically by Government 
agencies, by State and by project such as: Corps of 
Engineers Projects, Bureau of Reclamation Projects and 
projects by State and includes action issues which CEQ 
addresses, by request or on their own authority. The files 
consist of inter- and intra-office memoranda, letters to and 
from other agencies, and related pertinent background
material. 

PERMANENT. Cut-off everya4 !Z ftJ;S &. 
TtaR8'er completed action iss~es ~ 

Blpe~elY every 4 years~ 
Transfer to FR~ ewe 5 I lsala. 
Offer to NARS when 12 years old . 

•
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Records of the Land Use and Wildlife Office 

The records of this Office reflect its responsibilities for 
urban and rural land use, wildlife and related NEPA ~ssues. 

30. Land Use and Wildlife Subject Files. 

These subject files are arranged alphabetically by
Government agencies, and by environmental issues or probable
issues such as: Noise at National A~rport, Oarian Gap 
Highway, and Land use in Grand Teton National Park and other 
issues which CEQ addresses, by request or on their own 
authority. The files consist of inter- and intra-office 
memoranda, letters to and from other agencies, and related 
pertinent background material. 

PERMANENT. Cut-off ewe;l 1 s~2 

~raa fer completed action issues ~ 
Sepia"o.y every 4 years~ 

Transier to FRCI~T_~ 1 jeurs.
Offer to NARS when 12 years old . 

•
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Records of the Office of Public Information 

The records of this Office reflect its responsibility to 
disseminate information regarding the policy and actions of 
the Council. 

31. Information Files. 

These 1nformat1on files are filed alphabetically by subject
and consist of CEQ informational releases, press conference 
transcripts, official speeches, etc. 

PERMANENT. Cut-off every 4 years~
'f'rah05fere&e EHli,rMp6iALolj ;;;:elY 1 jOH!&. 
Transfer to FRC.evezj I jlaps.
Offer to NARS when 12 years old. 

32. Annual Report Files. 

File contains record copy of CEQ annual 

PERMANENT. 

Transfer tr iftf..ever~ t II.a.
 
~ ~~ Offer to NARS when 12 years old.
 

33. Reports and Studies Files. 

These files contain the record copy of all published CEQ
reports and studies. The files are arranged alphabetically
by title. 

PERMANENT. Cut-off every 4 years~
T-~al"tHer ta! Ji;8P Bepee=:L::tSl:j 00 I] 1 joan:;. 
Transfer to-FRC.~!Q£121 & ~s 
Offer to NARS when 12 years old. 

34. Guidelines and Regulations Files. 

These files contain a complete record set of the Council's 
guidel1nes and regulations and any revisions thereto and are 
arranged in chronological order as issued. 

PERMANENT. Cut-off ~¥ery 4 years.
ite-t:ne La ~ep Deposit l;!~ &£>5 

after each revision 
Transfer to FRC I every- 'iJ? ) ;;;~. 
Offer to NARS when 12 years old . 

• 
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Records of the Office of Public 
and Congressional Affairs 

The records of this Office reflect its responsibilities to 
perform public and congressional liaison with respect to t~e 
Council's activities. 

35. Public and· Congressional Information Files. 

These files are arranged alphabetically and contain routine 
inquir~es from Congress and the public and CEQ's replies,
involving no administrative actions, no policy decisions,
and no special comp~lations or research. 

TEMPORARY. Cut-off every 2 years.
Destroy on site when 2 years old or when no 

longer needed, whichever is sooner . 

•
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Records of the Administrative Office 

36. Budget Policy Files. 

Correspondence or subject files such as policy and ~llowance 
letters and other materials documenting policy and 
procedures governing budget admin~stration, and reflecting 
policy decisions affecting expenditures for programs. 

TEMPORARY.	 Cut-off every fiscal year. 
Destroy on site when 4 years old. 

37. Budget Estimates and Justifications Files. 

Copies of budget estimates and justifications prepared or 
consolidated in the Administrative Office. Included are 
appropriation language sheets, narrative statements, and 
related schedules and data. Also included are supplemental
appropriation requests and justifications. 

TEMPROARY.	 Cut-off every fiscal year. 
Destroy on site when 4 years old . 

•
 




