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REQUEST FOR RECORDS DISPOSITION'AUTHORITY JOB NUMBER Iv/.; 1.// d.,-0 7,.;'a7•
To: NATIONAL ARCHIVES and RECORDS ADMINISTRA nON (NIR) DATE RECEIVED 

WASHINGTON, DC 20408. . . . 1/t/107 
1. FROM (Agency or establishment)	 NOTIFICATION TO AGENCY 

U.S. Environmental Protection Agency 

2. MAJOR SUBDIVISION 

In accordance with the provisions of 44 U.S.C. 
3303a, the disposition request, including 

3. MINOR SUBDIVISION	 amendments, is approved except for items that may 
be marked Adisposition not approved= or 
Awithdrawna in column 10. 

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

-v:-VJ-/ f ~ Iflt,.- w"..-;~ __John B. Ellis	 202-566-1643 

6. AGENCY CERTIFICATION 
I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records and that the records 
proposed for disposal on the attached 3 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, under the provisions of Title 8 of the 
GAO manual for Guidance of Federal Agencies, 

V is not required; is attached; or has been requested. 

DATE	 TITLE~ATUREfrENCY~~7:TWE 
Agency Records Officer ,-r~f1 ~71 At.tn&.: ~{~d,fif.AQ 

7. Item 8. ~~ON OF ITEt~D PROPOSED DISPOSITION 9. GRS OR SUPERSEDED 10, ACTIONTAKEN 
(NARA USEONLy) No.	 JOB CITATION 

EPA 077 Correspondence Management System (CMS) 

PREVIOUS EDITION NOT USABLE STANDARD FORM SF 15 (REV. 3-91) 
PreScribed by N 36 CFR 1228 . 

115-109 

http:d,fif.AQ
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National Records Management ProgramEPA@Worl< 

This schedule is in development. It may not be used to retire or destroy records. If you have any
 

questions, please contact the Records Help~~~I!.
 

EPA Records Schedule 077 

Status: Development, 11/07/2006 

Title: Correspondence Management System (CMS) 

Program: All Programs 

Applicability: Agency-wide
 

Function: 404-141-02 - Document Tracking
 

NARA Disposal Authority:
 

This schedule authorizes the disposition of the record copy in any media (media neutral). Records designated
 

for permanent retention must be transferred to the National Archives in accordance with NARA standards at
 

the time of transfer.
 

•	 Pending 

Description: 

The Correspondence Management System (CMS) is an electronic document management system that
 

captures, stores, routes, and tracks correspondence, responses, and supporting documents. The system is
 

available for use Agency-wide. Documents are either scanned or keyed into the system and routed through
 

the review and approval process. The system has predefined templates for responses and can import
 

documents from other databases. After signature, the final signed document is scanned into the system.
 

All data from the predecessor system, National Correspondence Tracking and Information Management 

System (NCTIMS), was migrated to CMS in October 2004. 

Disposition Instructions: 

•	 Disposable 

•	 Keep for the length of time necessary to ensure ace d use of the electronic records throughout 
the authorized retention period, then delete when superseded or obso e . IJ IAJ,,.J"'fl-W~ 

http://intranet.epa.gov/records/schedule/deveV077.htm 113/2007 
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Item b: Input 

een transferred and verified.	 ",. , ~ 

C.JU4J 'IllbP.~ 2." l*"fV1 c:.. 
Item c: Electronic data 

•	 Disposable 

•	 Keep for the length of time required by the applicable records schedule. 

•	 Disposable 

•	 File with related records and follow instructions for reratl~FQCnaU!s~. _ 

•	 Disposable 

•	 Keep for the length of time necessary to ensure~~;s.J:Q....fIand use of the electronic records throughout 

the authorized retention period, then delete when superseded or O~ltetQ.. ... tc>"t.MA by C,IlS 2.6, 
'Ck.,1\(\ l\"" 

Guidance: 

Until EPA's electronic content management system (ECMS) (EPA's electronic recordkeeping system) is capable 

of interfacing with CMS and begins accepting CMS content, or until CMS implements an appropriate records 

management module, CMS is not considered a recordkeeping system. Therefore, record copies of C!II 

correspondence in the system, including attachments, must be printed and filed in a paper recordkeeping 

system. 

General correspondence is covered by EPA 127. See EPA 141 for Controlled and Major Correspondence. 

Reasons for Disposition: 

CMS helps EPA meet several GPRA goals such as timely availability of information. Disposition of the data is 

based on the approved schedules related to the Individual document created or entered into the system. 

Item f for electronic copies created with word processing and electronic mail applications deleted in 

11/07/2006 version pursuant to NARA Bulletin 2006-04. 

Custodians: 

Office of the Administrator, Office of the Executive Secretariat 

•	 Contact: Brian T. Hope 

•	 Telephone: 202-564-8212 

http://intranet.epa.gov/records/schedule/deveIl077.htm 113/2007 
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Related Schedules: 

EPA 127, EPA 141 

Previous NARA Disposal Authority: 

None 

Entry: 05/16/2006
, , 

EPA Approval: Pending
 

NARA Approval: Pending
 

Explanation of Schedule Fields I Find More Schedules
 

Guidance on Retiring Records
 

~ I Schedules I Meetings I Calendar
 
Best Practices I Forms I Resources
 

Search I Comments I NRMP@Work I EPA@Work 

Last updated on Friday, December 1st, 2006 

URL: http://intranet.epa.gov/records/schedule/ devel/077 .htm 
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