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REQUEST FOR RECORDS DISPOSITION AUTHORITY 

(See Instructions on reverse) 

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

1 FROM (Agency or establishment) 

Environmental Protection Agency 
In accordance with the provisrons of 44 usc 3303a 

2 MAJOR SUBDIVISION the disposal request, including amendments, IS approved 

(A . d ) except for Items that may be marked "drsposrtion not~~g~e~n~c~~~1~e~~~~~~~~~~~~~~~~~~~~~~~~~~ approwd" N "wl~d~wn" In column 10 Ifnoreco~s 
3 MINOR SUBDIVISION 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 8 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 provrsrons of Title 8 of the GAO Manual for GUidance of Federal Agencies, IS 
attached 

A GAO concurrence 0 ISattached, or [Xl ISunnecessary 

B DATE	 o TITLE 

Agency Records Management Officer 
9 GRS OR	 10 ACTION7 8 DESCRIPTION OF ITEM SUPERSEDED TAKENITEM 

(WIth InclusIVe Dates or Reten hon Periods) JOB (NARSUSENO 
CITATION ONLY) 

1 17	 The Office Management Records Control Schedule is being Appendix

revised to incorporate some items common to all EPA offices. B
 

These items include schedules of daily activities, files Schedule
 
dealing with the Privacy Act and Freedom of Information Act 22
 
and Office Administrative Files.
 

Attached is a copy of the revised Office Management Records
 
Control Schedule.
 

STANDARD FORM 115 (REV 8-83)b 'p A INN I NSN 7540-00--634-4064 
Prescro bed by GSA 
FPMR (41 CFR) 101-11 4 



Change in wording approved by Tom Tasker lO/2/86.c~~ 

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

TITLE OF SCHEDULE 

Q£ ~C£ MANAGEMENT RECORDS 
ITEM 
NO 

NAME AND DESCRIPTION 

OffIce AdministratIve FlIes. 
IndIVIdual offices that relate 
adminIstration or housekeepIng
rather than the tunctlons tor 

L 

OF RECORD/FILE 

Records accumulated by
to the internal 
actiVItIes of the office 

Which the ottlce eXists. 
In general, these records relate to the offlc~ oryanI-
zatIon, stattIng, procedures and communIcatIons; the 
expendlture of funds, includIng budget papers, and 
the use ot ottlce space and utilities. They may
lnclude coples of internal activity and workload 
reports (Including worK progress, statistical and 
narrative reports which are prepared In the office 
and torwarded to hIgher levels) and other materials 
that do not serve as offiCial documentation of the 
programs ot the ottlce. Note: ThiS schedule Item 
IS not applicable to the record copies of organi-
zatIonal charts, tunctlonal statements and related 
records that document the essential organizatIon,
stattlng and procedures of EPA. 

2..	 Schedules of Daily ActiVIties. Consist of calendars,
appointment booKs, schedules, logs, diaries and other 
records documenting meetings, appOIntments, telephone
calls, trlps, VISits and other actiVities of Federal 
employees whlle serving in an offiCIal capaCIty.
Materials determined to be "personal records" are 
not covered by thiS item.," 

a. Records containing substantive Information 
retatlng to the ottlclal actlvltles ot high level 
offiCials, the substance of which has not been 
Incorporated Into memoranda, reports, correspondence
or other records Included In the offiCial files. 
(lllgl1Level o rt i c i a t s Include the Adm i n i s t ra t o r , 
Deputy Administrator, ASSistant Administrators,
ASSOCiate Administrators, Raglondl Administrators,
Laboratory Directors, Office Directors, Staff 
Directors and Statf ASSistant to the afore-
mentloned offlclals such as speCial aSSistants, 
con t ruent i a t assistants and adm t n i s t ra t i ve 
assistants. ) 

COVERAGt OF SCHEDULE 

AGCNCYWIDE 
RETENTION PERIOD AND DISPOSITION 

Retention: See DISPOSition 

DISPOSition: Destroy when 2 years old or
 
When no longer needed, whlchever IS sooner.
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Retention: See DISPOSitIon 

DIspOSition:
otter records 
the offer IS 

6 years 

leaves office 

Break file when official/and
to the National Archives. If 

not ac cep ted , destroy the reco rds 
,after tne offer is rejected.* 



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

TITLE	 OF SCHEDULE COVERAGE OF SCHEDULE 

AGENCY\-JIDE 
ITEM NAME AND DESCRIPTION OF RECORD/FILE	 RETENTION PERIOD AND DISPOSITIONNO 

b. Records ot other than hlgh level Federal employees
as deflned in "a" above containing sUbstantive infor-
matlon relatlng to offlClal actlvlties, the substance 
ot WhlCh has not been lncorporated lnto ottlclal tlles. 

c. Routlne materlals contalning no substantive 
lntormatlon regardlng the dally actlvltles of other 
than hlgh level officials as deflned In "a" above 
and records ot all Federal employees contaInIng
substantIve informatIon, the substance of WhICh 
has been lncorporated Into offIcIal flIes. 

3.	 Privacy Act Requests Files. FlIes created In response
to requests trom 1ndlv1duals to gaIn access to their 
records or to any 1nformatlon 1n the records perta1ning
to them, as provIded for under 5 U.S.C. 552a(d)(1).
Includes original request, copy of reply and all 
related supportIng documents, Wh1Ch may Include a 
copy of the records requested but does not contain the 
ottlclal tIle ot records requested-.---

a. Granting access to all the requested records. 

b. RespondIng to requests tor nonexIstent records, 
to requesters who provide Inadequate descrIptions and 
to those who tall to pay agency reproductIon fees. 

(1)	 Requests not appealed. 

(2)	 Requests appealed. 

RetentIon: RetaIn 2 years. 

DISposItIon:
In ottlce tor 

Break file at 
L years, then 

end of year.
destroy. 

Keep 

Retention: See DISposItIon. 

DISposItIon: Destroy when no longer needed. 

Retention: RetaIn 2 years. 

cilSposltlon: BreaK tIle at end ot year. Keep
lr offIce for 2 years, then destroy. 

Retention: Retain 2 years. 

DISposItIon: BreaK tlle at end ot year. Keep
in offIce for 2 years, then destroy. 

RetentIon: See DlSposltlon 

DlSposltlon: DIspose of In accordance wIth 
the approved dlSPOSltlon lnstructlons tor 
related subJect indlvldual's record or 3 years
atter tlnal adJudIcatIon by courts, WhIchever 
IS later. 
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SCHED.NO
U.S. ENVIRONMENTAL PROTECTION AGENCY -RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

OF.F'ICE MANAr";EMENT R8CORDS AGENCYWIDE 
ITEM 
NO NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION 

c. DenYlng
requested. 

access to all or part of the records 

(1) Requests not appealed. Retent1on: Retain 5 years. 

DISposltlon:
1n office for 

Break tlle at 
5 years, then 

end ot year.
destroy. 

Keep 

(2) Requests appealed. Retentlon: See DISposlt1on 

DISpos1tlon: D1spose of in accordance with the 
approved dlSpos1t1on lnstruct10ns tor related 
SUbJect 1nd1v1dual's record or 3 years after 
t1nal adJud1catlon by courts, whlchever 1S 
later. 

;:u 
m n o 
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4. Prlvacy Act Amendment Case FlIes. Includes records 
relat1ng to an ind1vldual's request to amend a record 
pertaln1ng to that Indlv1dual as prov1ded for under 
5 U.S.C. 552a(d)(2), to the indiv1dual's request for 
a reV1ew ot the Agency's refusal of the lnd1v1dual's 
request to amend a record as provlded for under 552a 
(d)(3) and to any CIVll act10n brought by the 
lndiv1dual agalnst EPA as provlded under 5 U.S.C. 
552a(g). 
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a. Requests to amend agreed to by EPA. Includes 
lnd1v1dual's requests to amend and/or reVlew refusal 
to amend, copies of replles and related materlals. 

Retention: See Disposltion 

DlSposltlon: D1spose of in accordance WIth 
tne approved dlSpos1tlon Instructlons for the 
related subJect indiVIdual's record or 4 

r 

years dtter 
later. 

agreement to amend, whIchever IS 

b. Requests to amend retused by EPA. Includes 
Indivldual's request to amend and to reV1ew refusal 
to amend, copies of replles, statement of d1sagreement,
JUstltlcatlon tor retusal to amend a record and related 
materlals. 

RetentIon: See DlSposltlon 

DISposltion: D1spose of In accordance wlth 
the approved d1~posltlon lnstructlons tor the 
related subJect 1nd1v1dual's record, 4 years
atter tlnal determ1nat1on or 3 years after 
fInal adJud1cation by courts, wh1chever 1S 
later. 

http:SCHED.NO


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

TITLE OF SCHEDULE 

OFFICE MANAGEMENT RECORDS 
ITEM 
NO 

NAME AND DESCRIPTION OF RECORD/FILE 

5.	 Privacy Act Accounting of D1sclosure FLIes. F1les 
ma1ntained under the prov1sIons of 5 U.S.C. 552a(2)
for an accurate accounting of the date, nature and 
purpose ot each d1sclosure ot a record to any person
or to another agency, 1nclud1ng forms for showIng
the sUbJect Indlv1dual's name, requestor's name and 
address, purpose and date of d1sclosure and proof
ot sUbJect 1nd1v1dual's consent when applIcable. 

o.	 Pr1vacy Act Control FLIes. Includes records 
ma1ntalned tor control purposes In respond1ng to 
requests, 1nclud1ng logs, registers and slm1lar 
records llst1ng date, nature of request and 
name and address of requestor. 

a. Log, Reg1ster or Listings. 

b. Other FLIes. 

7.	 Freedom of Informat10n Act (FOIA) Request Flle. 
Includes cop1es of Incoming requests for Informatlon 
under the Freedom of InformatIon Act, copIes of the 
replies and copIes of any intra-agency memoranda 
concern1ng the request. FLIes conta1n correspondence
and support1ng document but does not 1nclude copy of 
the document requested. 

COVERAGE OF SCHEDULE 

AGENCYWIDE 
RETENTION PERIOD AND DISPOSITION 

Retent10n: See D1SposIt10n 

D1Sposit10n: D1spose of 1n accordance w1th 
tile approved d1Sposlt10n 1nstruct10ns for the 
related subject 1nd1v1dual's records or 5 
years atter the dIsclosure tor Wh1Ch the 
accountab11lty was made, wh1chever IS later. 

Retentlon: Retaln 5 years. 

D1Spos1t10n: Break t1les at end ot year. Keep
1n offlce for 5 years, then destroy. 

Retent10n: See DISpos1ton 

DISpos1t10n: Destroy 5 years after f1nal 
Jctlon by EPA or tinal adJUdIcatIon by courts,
whIchever is later. 



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

TITLE	 OF SCHEDULE 

OFFICE MANAGEMENT RECORDS 
ITEM	 NAME AND DESCRIPTION OF RECORD/FILE NO 

a. Granting dccess to all the requested records. 

b. Responding to requests tor nonexIstent records; 
to requestors who provIde Inadequate descriptIons and 
to those who fall to pay agency reproductIon fees. 

(1)	 Request not appealed. 

(2)	 Request appealed. 

c. Other Coples. 

8.	 FOIA Control FlIes. Includes logbooks and other records 
used for control purposes which show the receipt date,
date of reply, otflce ot referral, payment receipt,
nature and purpose of request, name and address of 
requestor and other proceSSing information concerning
FOIA requests. 

a. Logbooks, registers or listIng. 

b. Other FlIes. 

COVERAGE OF SCHEDULE 

AGENCYWIDE 
RETENTION PERIOD AND DISPOSITION 

Retention: RetaIn 2 years. 

DisposItIon: Break file at end of year. Keep
In OrflCe for 2 years, then destroy. 

Retent1on: Retaln 2 years. 

D1Sposltion: Break tlle at end of year. Keep
in offlce for 2 years, then destroy. 

Retentlon: See DISpos1t1on

DISpos1tlon: -e after final deter-Destroy "~ years 
mlnatlon by agency or 3 years after f1nal 
adJudicatIon by courts, wh1chever is later. 
(See Append1x C, Schedule 4, Item 4). 

Retent1on: Reta1n 1 year. 

D1sposition: Break file at end of year. Keep
~n ortlce tor 1 year, then destroy. 

Co 
Retention: Retaln \ years. 

DISpos1t1on: Break tlle at end of year. Keep
1n offIce for 6 years, then destroy.

(0 

RetentIon: See DISposItIon 

DISposItIon: Destroy 5 years after fInal actIon 
or atter tlnal adJudIcatIon by courts, whIchever 
IS later. 

" 1-,ri, '1 'I'	 I!, :,1 



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

TITLE	 OF SCHEDULE 

OFFICE MANAGE~1ENT RECORDS 
ITEM NAME AND DESCRIPTION OF RECORD/FILE NO 

9.	 Readlng or Chron FLIes. Includes unottlclal coples of
 
all correspol1Ut:: aOlU H"_' ,"" ~""
let:: -r -,
tIled chronologlcally and Kept tor '" convenlent offlce 
reference. (Reference copies only. ) 

10	 Travel EXQense Files. Includes reference coples of travel
 
records used to account for employees while on travel
 
s t atus s. ana cO L"'YU"'",-LCL."..~~~ rm
 

travel tunds authorlzed. Records conslst ot travel
 
authorlzatlon record, travel advance appllcatlons,

t r anspo r t a t i on requests, travel voucher copies,

relmbursement claIm coples, coples of hotel, meal,

and other expense receIpts and related correspondence.

(Reference copies only. )
 

11	 Personnel Reference FLIes. Includes reference coples of
 
"",,.cr",np .ze co r d s malntalned at the supervlsory level.
 
Records conslst of coples 01. pt::I.::>U"a~ •
'1' 

statements, posltlon descriptlons, personnel act Lon 
forms, pertormance evaluatlons, and other related records 
(Reference coples only. ) 

12	 EmQlo~ee Tralnlng Files. Includes reference copies of 
employee tralning records, maintalned at the supervlsory

_, " n 
m<: <:1- o f t.r.arru.ncreauest, authorlzatlon,

and record torms, nomlnatlon torms, lnteragency tralnlng
agreement forms, and other related correspondence and 
records. (Reference copies only. ) 

13 Requests/Requlsltions for Supplles or Servlces. Includes
 
"'0 • 1- rpn IP<:I-.S offlce or
for serVlces 

supplies, prlnting, etc. Records conS1StS 01. PLUI.U1.C"'''''-
requests/requlsltlon torms, requests tor dupllcatlng or 
prlntlng, bu i Ld i nq z' Labo r serVlces, mach i ne requests, and 
other related records. (Reference copies only. ) 

14	 Offlce EquiQment Service Contracts File. Includes 
1. <OL"'L"" ~ ~~'"	 

,pm"nl-c:: -f()r off ce 
eqUIpment maintenance, or other contractLlral agreements
for offlce serVlces. (Reference coples only. ) 

COVERAGE OF SCHEDULE 

AGENCYWIDE 
RETENTION PERIOD AND DISPOSITION 

Retentlon: Retaln current plus 1 year. 

DISposltlon: Keep ln offlce current 
additlonal year, then destroy. 

Retention: Retaln 2 years. 

D snos it i on e Break file each year.
otflce for 2 years, tnen Ue1:iLLoy. 

Retentlon: Retaln untIl separation or terml- o 
natlon of employment. '" ~,..

zD1SQosltion: Keep ln ottlce unLl.! SepOLOl-l.v ,.. 
or termlnatlon ot employment, then destroy. G) 

m ~ m 
z 
-tRetentlon: Retaln current plus 1 year. 
~,..

DisQosition: Keep ln offlce current plus 1	 z c
auu 1. '- L bh'a1.*""yedT-;-e+re-II-<}e<s>~-e:l •	 ,...-

Retention: Retain current plus 1 year • 

Va"''' ;n _("Iff rp r lrrent olus 1 
addltlonal year, then destroy. 

Retention: Retaln untll obsolete or superseded. 

U1SQosltlon: "eep U .~~~L VLLJ.,-,'" ~~~~4~~~ 

or superseded by new agreement, then destroy. 

plus	 1 

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

TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

OFFICE MANAGEMENT RECORDS AGENCYWIDE 
ITEM 
NO NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOO AND DISPOSITION 

~~~~~ ~~R~e;t;e;n;t;l~o;;n~:~~R_e~t~a~l~n~u~n~t~l~l~O~b~s~o~l~e;t~e~o~r~~s;u;p~e~r~s~e~d~e~d~'~~15 r~E~P~A~D~i~r~e~c~t~l~v~e~s~.~:I~n~c~l~u~d~e~s~c~o~P~l~e:s~o~t~a~l~l~l~s~s~u~a~n~c~e~s~~o~t~t~h~e~nyclI'-'I • ,-l hr.nA,""t-l n(1 oersonnel as .. __--1 
a reterence to Agency pollcles and procedures. Includes DlSposltlon: ~eep currenL In orrice Untll
 
all orders, manuals, notlces, and other official lssuances. obsolete or superseded, then destory.

(Reference copies only.)
 

16 Tlmekeeper's Records. Includes records malntalned by tlme- Retentlon: Retaln current plus 1 addltlonal 
,_ "~t-he supervlsory level to account for employees' year.


t i rne for pay and o t ner I!U~.,.o, .-1" cons i s t of cop i es
 
of Tlme and Attendance Reports and caples at all SUPI!~~ .~ n lit on: Keep In office current plus 1
 
report forms, includlng logs used to make orlglnal entries add i t i ona I year, cnell ~~ "
 
of hours worked and leave expended. (Reference caples only.
 

::0 m 

personal qualltlca,-~u,,~ lnt-"lrV'ew records, and ...17'r"i~~~n~,~nl~';:;~~""~'t;i!'0~n~fto~r:lE~m~IP~ltO~)Y:i1m~e~n~t~-~-~p~e~r~s~o~n~s~N~Ott~H~l~r~e~d~'~~I~n~c~l~u~d~e:S.--I .J83:_~~__;R;e;t~e;n~t;;lo:;n~:~;R~e;;t;a~l~n~2~y~e~a~r~S;;':.!;~~~::~~~::~ other records used in recruitment and selectlon or I!"L~~ n'~10n: Keep In offlce for 2 years, then 
cons i de red tor employment. (Reterence caples on Ly , ) destroy p rov i d i nq all "y'ua~ ~...", " In 

tunlty requlrements have been met. z 
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Atch·t~ SF 115 (Revi~ Item Numbers compared tc revious Item .Numb~rs,
Schedule Number, and NARS Job NUmber) 

Title Of Schedule: Office Management Records 

REVISED PREVIOUS 
Item Numbers IteM No. Schedule No. NARS Job No. 

1. (New) 

....~ . " 

3. " 

4. " 

5. " 

6. " 

7. 8. C-I NCI-4I2-78-6 

I I8. 9. " 

9 • 1. B-22 NCl-412-75-4 

10. 2. 

11. 3. 

12. 4. 

13. 5. 

14. 6. 

15. 7 . 

16. 8. 

17. 9. 



Atch to SF 115 (Info for "PEHHANENT" retention records) 

j j~ Title Of Schedule: Office Management Records 

Volume Growth Arrangement
Item No. On Hand Per Year Of Files 

"No PEFJ1ANENT Retention records to report" 


