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To	 NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DATE RECEIVED
 

WASHINGTON, DC 20408
 

1 FROM (Agency or establishment)	 NOTIFICATION TO AGENCY 

U S Environmental Protection Agency 

2 MAJOR SUBDIVISION	 In accordance with the provisions of 44 USC 
3303a, the disposmon request, mcludmg 
amendments, IS approved except for Items that may 

t-----------------------------1 be marked "disposition not approved" or 
3 MINOR SUBDIVISION "withdrawn" m column 10 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE	 DATE ARCHIVIST OF THE UNITED STATES 

tt t~ (..") JfLt- bl#v~Constance Downs	 202-566-1640 

6 AGENCY CERTIFICATION 
I hereby certify that I am authonzed to act for this agency m matters pertanung to the disposition of ItS records and that the records 
proposed for disposal on the attached~ page(s) are not now needed for the busmess of this agency or will not be needed after the 
retention penods specified, and that wntten concurrence from the General Accountmg Office, under the provisions of Title 8 of the 
GAO manual for Guidance of Federal Agencies, 

X.	 IS not required, IS attached, or has been requested 

DATE.) / SIGNATURE OF AGENCY REPRESENTAT~ TITLE 

Z	 Z-'(D&; constanceDow~~~~,)x" Acting Agency Records Officer 

7 Item 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9 GRS OR SUPERSEDED 10 ACTION TAKEN 

(NARA	 USE ONL Y) No	 JOB CITATION 

Contract Management Records -Superfund Site-Specific Nl-412-94-3/4 
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This schedule is in draft. It may be used to retire records, but may not be used to destroy records. If 
you have any questions, please contact the Records Help Desk. 

EPA Records Schedule 020 
Status: Draft, 05/3112007
 

Title: Contract Management Records - Superfund Site-Specific
 

Program: Superfund
 

Applicability: Agency-wide
 

Function: 405 - Supply Cham Management
 

NARA Disposal Authority:
 

TIllS schedule authonzes the disposition of the record copy m any media (media neutral) Records 
designated for permanent retention must be transferred to the National Archives m accordance wrth NARA 
standards at the time of transfer 

• Nl-412-06-17 

Description: 

Contams Superfund contract records mcludmg all correspondence and related records pertammg to the 
requests for proposals (RFPs), successful bids and proposals, procurement award and adrmmstranon, 
receipt, inspection and payment of any and all contracts, requisinons, purchase orders, leases, and bond and 
surety agreements to WhICh EPA IS a party and that are mamtamed and used by the Agency for contract 
documentation and for performance and financial morutonng and oversight acnvities Includes 
regionally-based contracts such as ARCS and ERCS and headquarters-based contracts such as REM and 
TES and reviews and audits conducted by the Fmancial AnalYSIS and Rate Negonation Service Center 
(FARSC) 

Excludes Superfund contract documents that are not site-specific (EPA 202), final dehverables (EPA 258), 
Superfund program support agreements (EPA 001), and unsuccessful bids and proposals and canceled 
sohcitations not filed with the contract case file (EPA 275) 

Disposition Instructions:
 

Item a: Contractmg Officer
 

• Disposable 

• Close mactive records upon termmanon or expiration of contract 

• Destroy 30 years after tile closure
 

Item b: Contract-level Contractmg Officer's Representative (COR)
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Formerly called Project Officer (PO) 

• Disposable 

• Close mactive records upon completion of final mvoice for task order or work assignment 

• Destroy 30 years after file closure 

Item c: Work Assignment Contractmg Officer's Representative (COR) 

Formerly called Delivery Order Project Officer (DOPO) or Work ASSIgIID1entManager (W AM) 

• Disposable 

• Close mactive records upon completion of final invoice for task order or work aSSIgI1l11ent 

• Destroy 30 years after file closure 

Guidance: 

ThIS schedule covers management of contracts by headquarters or field offices Contracts for Superfund 
that are not site-specific or for programs other than Superfund are scheduled as EPA 202 Determmation of 
whether a contract IScovered by EPA 020 or EPA 202 ISmade by the COR Final deliverables are 
scheduled as EPA 258 The Integrated Contracts Management System (ICMS) IScovered Il1 EPA 055 

For Superfund grants and other program support agreements, see EPA 001, and EPA 003 for programs 
other than Superfund or Superfund contracts that are not site-specific Waste water construction and state 
revolving fund grants are scheduled as EPA 232 Unsuccessful bids and proposals and canceled 
sohcitanons that are not filed WIth the related contract case file are scheduled as EPA 275 See EPA 084 
for case-specific decisions on mdemrufication requests from states for response action contractors (RACs) 

Other Superfund site-specific records are covered by the following schedules EPA 010 for site assessment, 
EPA 012 for federal agency hazardous waste compliance Sites, EPA 013 for removal SItes, EPA 014 for 
remedial SItes, EPA 018 for sampling and analytical data, EPA 019 for adrmrustrative records, EPA 024 
for cost recovery, and EPA 025 for enforcement acnons 

Routine procurement files are covered 111 EPA 036 

Contracting officers and CORs should work together to detemune who ISresponsible for mamtammg 
specific documents to mmumze duplication wlule still providing an adequate audit trail The following are 
general guidelines 

a Contracting Officer - Record copy of RFPs, successful bids and proposals, contract and modifications, 
copies of financial and payment documents, contract specificanons, drawings or manuals mcorporated 111tO 
the contract by reference, performance evaluations, techrncal and financial reports, statements of work 
(SOWs) and level of effort (LOE) documents, project officer and contract morntor designations, notices to 
proceed, stop work or correct deficiencies, and related documents 

b Contract-level COR ISresponsible for supporting documentation of performance evaluations, techmcal 
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and financial progress reports, mvoices and lI1VOICeapprovals 

c	 Work Assignment COR IS responsible for the record copy of documents used for day-to-day technical 
direction of the task order or work assignment Documents mclude work plans and schedules, draft 
dehverables submitted by the contractor, comments provided to the contract or other records of technical 
direction, contract morutonng logs and commurucation records, meetmg records and notes, evaluation 
forms, the supportmg documents for statements of work (SOW) and level of effort (LOE) documents, 
amendments, and modifications, ll1VOlCeSand mvoice approvals 

Copies mcorporated mto other files (e g, site files) are retamed accordmg to the disposinon mstructions for 
the records they support 

In order to assure that the records are available to EPA when needed for cost recovery and ll1 order to save 
EPA access costs and the contractor storage costs, It IS recommended that all Superfund-related contracts 
be amended to have contractors tum over all records upon termmation or completion to the EPA m a 
format acceptable to the FRC The records can then be retired directly to the FRC and retneved when 
needed for audits or cost recovery or htiganon Without fear that the contractor has dissolved or 
inadvertently disposed of the records An Agency records liaison officer should be contacted for the latest 
guidance on prepanng records for the FRC The Corps of Engineers as a federal government entity IS 
exempted from tI1lSpolicy 

Contracts that are bemg audited, protested, or are m any other kind of legal action can not be destroyed 
until the case IS closed See EPA 679 for bid protest appeals, EPA 656 for Board of Contract appeals cases, 
and EPA 657 for GAO contract bid protest cases 

Records contauung sensitrve information must be shredded or otherwise defirntrvely destroyed to protect 
confidentiality 

Specific legal citauons mc1ude, but are not Imuted to 

•	 Comprehensive Environmental Response, Compensation and Liability Act of 1980, as amended, 
Sec 111 

•	 40 CFR Part 300 

Reasons for Disposition: 

The disposition mstructions have been rewntten as media neutral to allow for mamtanung the record copy 
m EPA's electronic recordkeepmg system The retention has not changed 

Item d for electronic copies created With word processmg and electronic mail applications was deleted 
08109/2006 pursuant to NARA Bulletm 2006-04 

Custodians: 

Multiple units 

Related Schedules: 

EPA 001, EPA 003, EPA 010, EPA 012, EPA 013, EPA 014, EPA 018, EPA 019, EPA 024, EPA 025, 
EPA 055, EPA 084, EPA 202, EPA 232, EPA 258, EPA 275, EPA 656, EPA 657, EPA 679 
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Previous NARA Disposal Authority: 

NC174-118/V/3, NC-412-76-4110, NCI-412-8S-S/4 and 6, NI-412-87-4114 and IS, NI-412-94-3/4
 

Entry: OS/3011991
 

EPA Approval: 0212712006
 

NARA Approval: Pending
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