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LEAVE BLANKREQUEST 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 provrsions of 44 usc 3303a 

2 MAJOR SUBOIVISION the disposal request, Including amendments, ISapproved 

Office of Emergency & Remedial Response except for Items that may be marked "drsposrtron not 
approved" or "withdrawn" In column 10 If no records 

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 ~/S1,qs;rATES

Harold \vebster 382-5912 IRED FXm .A.FPR.Q;vA:L OtF 
Thomas Tasker 382-5911 N1TRET.mNl"I'ON OF RJElC..OIRDS 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am author ized 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 busmess of this 
agency or will not be needed after the retention periods specrfied. 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 Aqencres, IS 
attached 

A GAO	 concurrence D ISattached, or ~ ISunnecessary 

B DATE	 D TITLE 

11/20/86	 Agency Records Man aqernerit; Officer 
9 GRS OR 10 ACTION7 8 DESCRIPTION OF ITEM	 SUPERSEDED TAKENITEM (WIth InclUSIVe Dates or Retenhon Periods)	 JOB (NARSUSENO CITATION ONLY) 

15.	 Item #l~ in the Office of Emergency And Remedial PCl-412-
Response Records Control Schedule is being revised ~5-10
 
to increase the retention period from six (6) years
 
to Permanent.
 

Attached is a copy of the revised Emergency And
 
Remedial Response Records Control Schedule.
 

(l~) 
STANDARD FORM 115 (REV 8-83)~ A - Ne;::: - N 7540-00-634-4064~~ Prescrrbed by GSA ..:." 115-108 ~,<g1<g7 
FPM R (41 CFR) 101-11 4 



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

TITLE OF SCHEDULE 

EMERGENCY AND REMEDIAL RESPONSE RECORDS 
ITEM NAME AND DESCRIPTION OF RECORD/FIL.E NO 

1.	 Controlled and Major Correspondence of the Director, Office 
,,..,,and Remedial Response. Includes copies of con-

trolled and major -';ULL'" _.- ';~non bv the Director. Thl 
correspondence significantly documents toe pLUyL~" 

and was processed under special handling control procedures
because of the importance of the letters or time requirement
of replies. 

2.	 General Corespondence of the Director, Off ice of Emergency 
...nnn .... Tn ...IltiA"cop Ies of non-controlled 

(routlne) correspondence. Records cons i et, O[ ancom mq 
letters and enclosures. 

to 
the deve opment of emergency and remedial response policies
and programs. !<e",ULU;:) - ... 

3.	 ProQram Development File. Consists of records related 

... . "" .0 "'Ull~L 

papers and reports relative to policy, strategy, program
control, research priorities, legislative priorities, other 
other related'records. 

4.	 Program Management File. Consists of records related to 
the	 management and administrative support of each unit of 

.~~. ,& ""0 ·~on~.. "nn Do~on;'" A Records con-Ooann ......
SlSt of program plannlng and implementatlon, personnel
needs, work accompllshments, budgetary materials, and 
other management activitles. 

5. Speeches by Office Director or Staff. Speeches prepared
I~ ivery at civic functions and professional

conferenc .... .moetings. -

COVERAGE OF SCHEDULE 

APPLICABLE HEADQUARTERS OFFICE 

RETENTION PERIOD AND DISPOSITION 

Retention: Permanent. 

De~osition: Break	 file at end of year
n~~i~e current plus 1 additional year, then trans-
fer to th-e ~,,'-.	 _.-' .ro & ,_ -; n \lAars, then 
offer to National Archives in 5 year bloc" ... 

Retention: Retain	 5 years. 

1JJ. .. p . ..	 -.-
offTce offlce 1 year, then transfe;.1'to FRC.
 
Destroy when 5 years old.
 

::u 
Retention: Permanent.	 m n o::u1"Ii..nn ..it-inn • Break file at end of 2 years. Keep oln of f Lce 3 years, LL .. II .... tOL LU \-m,r ~,,'-. ...t:.nen	 VI 

:E:in FRC for 20 years, then offer to the National ~ 
Archives in 5 year blocks.	 Z ~ 

c;'l 
mRetention: Retain	 5 years. :E: m zDisposition: Break file at end of year. Keep in -t 

OI[[lCe .L -year, c n e 11 LLan ... , .. " LU L'" ,,~\... ~g~LV.J' 

~ when 5 years old. % 
CI 

r:•
Retention: 

a.	 Record CO~:i • Permanent. 

-b.	 Information COEles. Retain I year. 

n'~nosition: 

a.	 Record CO~:i' DL", . ~ after presentation.
Keep in office 5 year, then \::1. ton the
 
FRC. Keep in FRC 5 years, then transfer
 \-v 

the	 National Archives in 5 year blocks. -
b.	 Information Co~ies: Destroy when 1 year old
 

or sooner if no longer needed.
 

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

TITLE	 OF SCHEDULE COVERAGE OF SCHEDULE 

~M~RG~NCY AND R~M~DIAL R~SPONS~ RECORDS	 APPLICABLE HEADQUARTERS OFFICE 
ITEM NAME AND DESCRIPTION OF RECORD/FILE	 RETENTION PERIOD AND DISPOSITIONNO 

6.	 Freedom of Information Response File. Includes copies of Retention: Retain 2 years.

incoming requests for information under the Freedom of
 
Tntormat:l.on ACL, <';U(.J"''''''' VL .t;' ~ '.-.& "n" n; <:nn.'; t- ion' Break file at end of year. Keep 1n
 
interagency memoranda concerning the request. Note: this i n Off1ce current p i us I aocflT1olIClJ.
y~ar.

f1le does not contain the Program's official record of Destroy when 2 years od
 

information being requested.
 

7.	 Foreign Government File. Covers contacts and activities Retention: Retain 6 years.
 
wit-h fnreian governments. Records consist of cooperat1ve
 
program agreement:s, <';U(.JY '.~ , --- 'nn DisDosition: Break file at end of year. Keep


arrangements, minutes of meetings, news cl1ppings, 1n OI:I:l.ce0 C1.... ' ~ .. '" .z· .1
 y...

technical reports and papers, trip reports, etc.
 

·"in .. C"ontacts and activities with other Federal
8'r__;I~n~t~e~rfa~g;e~n;c~y~a~n~d~F~e~dr:;e~ria~1~G~O~v~err~n~m~e:in~t~F~i~l~e~'~~T;:h;i~S~f~i~l~e~L. ..~~~::
 IU	 .... __....~~R;e;;t;e;n;t~i~o~n~:~.R:e:it;a~i~n~6~y~e~a~r~S;;·.:::~~~::~.......... .J~~n:
agencies, comm1SS1ons, CI v "'- ral DisDosition: Break file at end of year. Keep in
 
Government. Records consist of letters and reports OI:I:i ce u z--~~, c.1 n
 
relat1ng to Executive Orders, OMB statements and ~
 
bulletins, proposed legislation and programs, ~
 
cooperative ventures and proposals, meetings and Z
 

conferences of other Federal agencies. ~
 m 

9.	 State and Local Government File. Covers contacts and Retention: Retain 6 years. ~ 

r
activities with States, counties, and cities. Records ~ 

--~~,v~"",~~~~+:~~~~~~~~~~~~~~,~~,o~~~~'n~.'n~'~o.~o~n~'f~~ ..+-~ro~lf·sriD~'O~S~i~t~1~0~nr.:~~B~r;e~a~k~f4i~1~e~a~t~e~n~d~O~f~y~e;a~r~.~~K~e~e~p~l~n~........ ..J 
~~~~~~~~s o~a:~;s~!~Il l~~:t o~n~n~~~~~~~~e~f State o,fhce e years, wen UC""LUY w""" U~~~!:,	 z· i 
agencles respons1ble for hazardous waste management ~
 
activities, State regulations, reports on meetings

with State representatives, State contingency plans,

etc.
 

,~t-<: ,mn "C"tivities with professionallO.t~~p~r~o~f~e~srs~i1o~n~a~1~a~nfd~C~i~V~i~1~A~S~S~0~c~l~'a~t~i~o~n~s~a~n~d~I~n~S!t~i~t~u~t~l~o:n~s~	 ........ .J
.......~ ..~R;;e;t~e;n;t~i~0;n~:~~R~e~t:a~1~n~2~y~e~a~r~s~.~~~~~~~~~~~~~
associations (eng1neers, e c..... ' ...... "~	 ~. · .. ·nn. "k T"" ,," Ann of year. Keep incneml.st:::>, D. .... 

associations (environmentalists, Boy Scouts, JC's, office 2 years, then destroy wnen ~ years 0.1.0.
 

etc.), and 1nstitutions (colleges, foundations, etc.).

Records consist of meetings and conference arrangements,

lists of organlzation officers, organization brochures,

special studies and reports, requests for information
 
and ass1stance, public partic1pation/community relations. 

http:cneml.st
http:Tntormat:l.on
http:SCHED.NO


SCHED.NOU.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE	 COVERAGE OF SCHEDULE 

EMERGENCY AND REMEDIAL RESPONSE RECORDS	 APPLICABLE HEADQUARTERS OFFICE 
ITEM 
NO NAME AND DKSCRIPTION OF RECORD/FIL.E	 RETENTION PERIOD AND DISPOSITION 

11	 Industrial and Commercial Files. Covers contacts and Retention: Retain 2 years. 
.o .. ~ ~ ClC .... v ....	 and commercial firms, in-

,I:cluding backg round da ta on t1rms. ..--~~~g	 nh:nosition: Break file at end of year. Keep in .- ........ n1n'
- ".....requests for information, product brochures, product office ~ 1'''''''"'''' -.
 
distribution data, correspondence, and other related
 
records.
 

12 Reg ional Files. Concerns the organization, management, Retention: Retain 6 years.

-A.nn""",ration of the regional operations. Records
 
consist of starr .L HH.o, ~"'" nrnanization DisEosition: Break file at end of year. Keep in
 
plan, summary of activities, regional corresponaence . t-h"lnnAAt"ro'ywhen 6 years old • 
with State government units, and correspondence on 
program ac t Ions-, (Non-site specific information) • 

13	 Legislation. Contains Records pertaining to proposed Retention: Retain 10 years. 
.... u '" • _'" ~ '.' ,1 " .. l,.., Records consist of proposed
bills, acts, amendments, analys1s or 01.1.1::; n'~-~..,;t-inn· Break file at end of year. Keep inQ"~
 
news clips, briefing papers, hearing transcripts and office 2 years, tnen t:rans ., '"
.... \,u ....

reports, correspondence, etc. when 10 years old.
 

14	 Regulations, Standards, and Guidelines. Contains infor- Retention: Permanent. 
mation relatinq to the development of rules and regu-

• "I', ·in" t-he environmental legislation passed Distosition: Break file after resolution of any
by Congress. Records COIT5.L::;~ ~~ .1' nzzmos ed lit gation. Keep in office 1 year, then trans-

1;'1)("
\.L-regulations and guidelines (National Contingency Plan),	 Kp.eo in FRC 15 years, then offer 

internal comments journal art1cles and other supporting to the National Archives wne ...." ;r
 

literature, proposed rules, response to proposals, EPA I
 

press releases, newspaper clippings, etc.
 

15	 Contracts, Interagencv, and Cooperative Agreements - Retention: Permanent. 
Program GrouE F1le. Documentatlon relating to the 
formulation, award, and changes in contracts, co- Diseosition: Break f1le upon the completion of 
operative agreements with a State to take certain proJect. Keep in office 1 year, then transfer 
actlons to cleanup a uncontrolled hazardous waste to the FRC. When 20 years old offer to NARA 
site, for studies, demonstrations, and services. in 5 year blocks. 
Records consist of orders for suppl1es or services 
(SF-l47) , procurement requests, Justification statements,
task orders, contractor bid evaluations, award notices, 
contractor staff resumes, contract or agreement, report
of payments to contractors, progress reports, change notice , 
application for assistance, copy of State plan, and other 
related records records. 

http:SCHED.NO


SCHED NOu.s. ENVIRONMENTAL PROTECTION AGENCY -RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE 

EMERGENCY AND REMEDIAL RESPONSE RECORDS 

I~~M	 NAME AND DESCRIPTION OF RECORD/FIL.E 

16. Final Reports Resulting From Contractor and Grantee 
~	 Studies and Services. Final reports submitted by

CO~L and grantees. Also, includes evaluations 
and comments v r e c members and others. 

17. Hazardous Site File. 

a. Contains documentatlon of P011Cy and declsion made 
by Headquarters and regional personnel concerning
the cleanup of uncontrolled hazardous waste sites. 

~ Records include correspondence between the Region
r-~~Q~__ Federal prlorlty list~~B·Eeadquarters, other agencles,

for crs of hazardous waste sites, reports, approval""l' 

of	 design and ...... of waste containtment/remedial.aring
system, request from Re$~ ..for additional money to 
continue cleanup operations ana v related records. 
Includes index (paper and microform). 

Note: The paper record system currently exists; the 
mlcrographic records system does not now exist. When 
the micrographlc records system beglns, the paper
record system will end and will not be converted to 
microform. 

COVERAGE OF SCHEDULE 

APPLICABLE HEADQUARTERS OFFICE 

RETENTION PERIOD AND DISPOSITION 

Retention: 

a. Record Copy (Sponsoring Group). Permanent. 

b. Information Copies. As determlned by

user's reference needs •
 

. snos Lt Lon s 

a. Record Copy. DJ; ~ 1 a upon completion of 
t"proj ec t evaluation and comment: Keep rn
 

office 1 year, then transfer to the FRC. ,_

in the FRC 20 years, then offer to the Nation~l
 -Archives when 21 years old.	 ;0 

m nb. Information Copies. Destroy when no longer	 o 
;0used. o 
'" ~ ~ z ~ PAPER RECORD SYSTEM	 (0) 
m ~ Retention: Permanent.	 m z 
-t 

IDisposltion: Break flle upon completion of 
~ all cost-recovery litigation. Keep ln office :z:2 years, then transfer to the FRC. Offer in	 c ~5 year blocks to NARA when 20 years old. ,..
 

MICROGRAPHIC RECORD SYSTEM
 

D~tentlon:
 

-:----a. Paper Re Retain until conversion to
 
microform has been c ....~ d ,
 

b. Microform CoPy. Permanent. ----
Disposition:
 -
a. Paper Records. Keep in office until conver-
sion to mlcroform has been completed and micro-
form is verifled for completeness, then destroy.
 

~fI', .... ".,
~rt:~~'~~I::' 



SCHED NOu.s. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE 

MERGENCY AND	 REMEDIAL RESPONSE RECORDS 
ITEM NAME AND DESCRIPTION OF RECORD/FILE NO 

b.	 documentation and information concerning 
investigations and feasibility studies of 

rolled hazardous waste (superfund) sites. Records 
include tractor notebooks of field observations, 
calculation aps, photographs, drawings, supporting 
documentation, t and final reports used in the 
invest1gation and c of a remedial action at a 
superfund site. Include 'dexes (paper and microform). 

Note: The paper record system is 'ng terminated and 
the micrographic records system will replace the 
paper system. Records that cannot be mic med w1l1 
be reta1ned permanently. 

COVERAGE OF SCHEDULE 

APPLICABLE HEADQUARTERS OFFICE 

RETENTION PERIOD AND DISPOSITION 

Copy. Break f11e upon completion
st-recovery litigation. Keep in office
 

2 years, t e to the FRC. When 20 years
 
old offer to NARA in
 

c. Other Microform Copies. Destroy when no
 
longer needed.
 

PAPER RECORD SYSTEM 

Retention: Permanent. 

Disposition: Break file upon completion of 
all cost-recovery litigation. Keep in office ;:0 

2 years, then transfer to the FRC. Offer in 5 m n year blocks when 20 years old.	 o 
;:0 
c 
'" ~MICROGRAPHIC	 RECORD SYSTEM ~ z ~ Retention:	 COl m ~ Records. Retain until conversion to m 

has been completed. ?i 
~Permanent. zc: ~,.. 

a. Pa er records that
 
Keep 1n off1ce unt1l conver
 
been completed and microform
 
completeness, then destroy.
 

b. Microform Copy. Break file upon completio
 
of all cost-recovery litigation. Keep in office
 
2 years, then transfer to the FRC. When 20 years
 
old offer to NARA in 5 year blocks.
 

c. Other Microform Copies. Destroy when no
 
longer needed.
 

d. Paper records that have not been microformed.
 
Permanent. Keep 1n office 2 years, then trans-
fer to FRC. Offer to NARA in 5 year blocks when
 
20 years old.
 



---

SCHED.NOU.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

EMERGENCY AND REMEDIAL RESPONSE RECORDS APPLICABLE HEADQUARTERS OfFICE 

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

18. ~ ab i Lt t v and Financial Responslbility of Owner or 
opera~ains records used to document the declsions 
made by HeadquoL '~and reglonal personnel concerning
the llabllity and fln~~ '~I)onsibillty of an owner/
operator of an uncontrolled hazaravu -e§~ slte. Includes 
pollcy and gUldance issued by Headquarters "ns,\..u 

copy of notlflcation from the owner/operator of a EacLL 
that the facility IS 1n comp Iiance wlth Section lO7(k)(2)
of CERCL Act, documentation ot determlnation by the Agency
that owner/operator has or has not compIled, documented 
verlficatlon by EPA that the owner/operator has estahllshed 
approprlate flnancial responslblilty, referral of case for 
Elling of Judlcial actlon, demand letters, and other r e La t er 
records. 

~ 19.	 .- C'ontalns records used to document the deC1Slons 
made by HeaaquuL •r! reu i ona I personnel concernlng
clalms flIed agalnst the Funa Unu.". '" 112(1'1)of the 
CERCL Act. Includes P011Cy and gu i danc e Is'>ued ny .uu 

quarters to regions, copy of offlclal cIa 1m, document<lt1on 
of actlon to settle claim, copy of the agreement of the 

flnal settlement of the cIa 1m, and other related records. 

.~20.	 '~Ir"'l Ass1stance Data System (TAD) • computer pr1ntouts
show i nq cheml<":GlJ. <: .r""'~"rlstlcs and emergencyu ,u _~ 
response procedures of 1100 substances (011 a IU 'CLVL 

hazardous mater1als) WhlCh may he hazardous to the pub Li c 

health or weltare or environment If dlscharged or sp i Ll ed , 

21.I_-n, ., rcat rons . Promotlonal Items, and SUPEorting Artwork. 
GeneraT GI .rhnical literature and promotlonal Items. 
Llterature and prom'..... " 'terns take the form of handhooks 

brochures, pamphlets, ''''''er Artworbuttons, '>tlckers. 
conslsts of orlg1nal c'lrawlngs and photog rap 

GI 

Retentlon: Retaln 20 years after completlon
of enforcement and cost-recovery action. 

DisEosltlon: Hreak flle upon completion of 
all entorcement and cost-recovery actions. 
Keep 1n offlce 2 years, then transfer to 
the ~·RC. Destroy when 20 years old. - - -
Retention: Retaln 5 years •
 

DlSEosltion: Break flle upon settlement of
 
~ alm/completlon of cost-recovery actions.
 
Keep In VL.A '"r then transfer tv the
 
FRC. Destroy when 5 years 11... ,
 

I 

Retentlon: See DlSposltlon below. 

n;~~~~ltion: Keep In oftlce until superseded, , 
then destroy. I 

Retent1on: 

a. Dlstributlon SU1212l~C012les. Last print
date plus 3 years. 

b. Informatlon C012les. As determlned by
U"'t:L. .f'°rence needs. 

Disl2os1tlon: 

a. Dlstrlbutlon SUI2I2I~Coples. Break file 
after printlng and lnitial dlstributlon. -
After 3 years destroy undistrlbuted copies. 

b. Informatlon COl2les. Destroy when no 
longer neeaen. 

I11	 .. '.~."'..'-' «»r;,.. " 

http:SCHED.NO


SCHED NOU.S. ENVIRONMENTAL PROTECTION AGENCY-RECOROS CONTROL SCHEDULES 

TITLE OF SCHEDULE 

EMERGENCY AND REMEDIAL RESPONSE RECORDS 
ITEM 
NO NAME AND DESCRIPTION OF RECORD/FIL.E 

221~~~~~~~~:-~R~e~0~r~t~s. Reports prepared by the 
for the Emergency Response Program which 

are subm1 0 the President and Congress. Reports
address the imp tion of the Comprehens1ve
Environmental Response, ensation and Liability Act 
in terms of the effectivenes Government to 
respond to and mitigate the effects eases of 
hazardous substancesl summary of past rece d 
d1sbursements from the Fundl projection of future 
needs remain after the expiration of authority to 
collect taxesl record and experience of the Fund in 
recovering Fund disbursements from liable partiesl
State participation 1n the system of response, liability,
and compensation established by the Act. Also, prepare
report which identify additional hazardous wastes and 
recommend appropriate tax rates for such wastes for 
the Post-closure Liability Trust Fund. 

COVERAGE OF SCHEDULE 

UARTERS OFF 
RETENTION PERIOD AND DISPOSITION 

Retention: 

a. Record CoPy. Permanent. 

b. Information Copies. Retain 3 years. 

Dispos ition: 

Recgrd Copy. Break file upon transmission
 
Congress. Keep in office for 3 years, then
 

the Federal Record Center. Keep in
 
~~~Q rs, then offer to the National
 

locks.
 

b. Information Copies. Des~~~w
 
old or sooner if no longer needed.
 

~ 
:2 
C ,.~



Atch to SF 115 (Revised Item Numbers compared to rrevious Item Numbers,
Schedule Number, and NARS Job Number) 

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

1. 1. NCl-412-85-10 
2. 2. 

3. 3. 

4. 4. 

5. 5. 

6. 6. 

7. 7. 

8. 8. 

- .... ---- 9 • 9. 

10. 10. 

11. 11. 

12. 12. 

13. 13. 

14. 14. 

15. 15. 

16. 16. 

17. 17. 

18. 18. 

19. 19. 

20. 20. 

21. 21. 

22. 22. 



Atch to SF 115 (Info for "PEPJ-1ANENT"retention records) 

Title Of Schedule: 

Volume Growth Arrangement 
Item No. On Hand/CalF!. Per YearjDi.Ff, Of Files,

.' 
30 10 //?,hqJ,ef;'eti1

1S +. 
NUifleY'/Ctl) 
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~ 
i 
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