REQUEST FOR RECORDS DISPOSITION AUTHORITY
(See Instructions on reverse)

LEAVE BLANK

JOB NO

N =413 - 37 -

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

DATE RECEIVED

) -R0-5/

1 FROM (Agency or establishment)
Environmental Protection Agency

NOTIFICATION TO AGENCY

2 MAJORSUBDIVISION o ffjce of Congressional Liaison
Office of Legislative Analysis

3 MINOR SUBDIVI{SION

In accordance

with the provisions of 44 USC 3303a

the disposal request, including amendments, is approved
except for items that may be marked ‘“disposition not

approved’’ or

“withdrawn’’ 1n column 10 if no records

are proposed for disposati, the signature of the Archivist is

not required
4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE EXT |[DATE ARCHIVIST OF THE UNITED STATES
bster 382-5912
Harold Webst 59 2-30-%7
Thomas Tasker 382-5911

6 CERTIFICATE OF AGENCY REPRESENTATIVE

I hereby certify that | am authorized to act for this agency 1n matters pertaining to the disposal of the agency’s records,

that the records proposed for disposal in this Request of

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 provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, 1s

attached

A GAO concurrence D Is attached, or I)Zl IS unnecessary

4

B DATE C SIGNATURE OF AGENCY REPRESENTATIVE D TITLE
// Th s Tasker Agency Records Management Officer
14137 =/
; i N 9 GRSOR | 10 ACTION
ITEM 8 DESCRIPTION OF ITEM SUPERSEDED | TAKEN
NO (With Incluswe Dates or Retention Periods) JOB {NARS USE
CITATION ONLY)
1l - 17 |The Legislative Records Control Schedule is being Appendix
revised to make it consistent with the Program's C
current operations. The revision of this schedule Schedule
is part of a major review and update of the EPA 5
Records Control Schedules.
Attached is a copy of the revised Legislative
Records Control Schedule.
pangats ’sso\aﬂmow. NNF,_NCF (éaz:-w’)
M L
115-108 ”)‘iu—i’) ¢ \ NSN 7540-00-634-4064 STANDARD FORM 115 (REV 8-83)
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U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES

TITLE OF SCHEDULE
LEGISLATIVE RECORDS

COVERAGE OF SCHEDULE
APPLICABLE HEADQUARTERS OFFICE

SCHED.NO

REM NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION

1. Controlled and Major Correspondence of the Director, Office of Retention: Permanent.
Congressional Liaison and the Director, Office of Legislative Analysis.
Includes copies: of controlled and major correspondence signed by the Disposition: Break file at end of year. Keep in office current
Director. The correspondence significantly documents the program year plus 1 additional year, then transfer to the FRC. Keep in
activities and was processed under special handling control procedures FRC for 10 years, then offer to the National Archives 11l g) « blocle.
because of the importance of the letters or time requirements of replies.

2. General Correspondence of the Director, Office of Congressional Liaison Retention: Retain 5 years.
and the Director, Office of Legislative Analysis. Includes coples of
non-controlled (routine) correspondence. Records consist of incoming Disposition: Break file at end of year. Keep in office 1 year,
letters and enclosures. then transfer to the FRC. Destroy when 5 years old.

3. Program Development File. Consists of records related to the development] Retention: Permanent.
of legislative policies and programs. Records consist of correspondence,
issue papers and reports relative to policy, strategy, program control, Disposition: Break file at end of 2 years. Keep in office 3 yedrs,
research priorities, legislative priorities, and other related records. then transfer to the FRC. Keep in FRC for 20 years, then offer to

the National Archives in 5 yre. blocks.

4, Program Management File. Consists of records related to the management Retention: Retain 5 years.
and administrative support of each unit of the Office of Congressional
Liaison and Office of Legislative Analysis. Records consist of program Disposition: Break file at end of year. Keep in office 1 year,
planning and implementation, personnel needs, work accomplishments, then transfer to the FRC. Destroy when 5 years old.
budgetary materials, and other program management activities.

5. Speeches by Office Director or Staff. Speeches prepared for delivery at Retention:
civic functions and professional conferences and meetings.

a. Record Copy. Permanent.

b. Information Copies. Retain 1 year.

Disposition:

Break file after presentation: Keep in office,

a. Record Copy.
5 years, then transfer to the FRC.

to the National Archives in 5 yr, blocks,

b. Information Copies.
longer needed.

Destroy when 1 year old or sooner if no

Keep in FRC 5 years, then offer
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U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES

SCHED NO

TITLE OF SCHEDULE

LEGISLATIVE RECORDS

COVERAGE OF SCHEDULE
APPLICABLE HEADQUARTERS OFFICE

Congressional Committees File. Contains documents and data relating to
'-fﬁ§§§§R!Up7'Ehar;~: y—atatils ion, and activities of the committees.

Records consist of membershi;T;ﬁgﬁi;;E?-TT5EET-33ET!!TUH!&‘ﬂeseeif&iﬂnﬂ,_
statements made to committees, summary of actions, schedules, hearing

reports, press releases, legislative calendars, and responses to
committee requests.

ritories and Interstate Group File. Contains documents and data
%ﬁmnm“mLand pollution control by states and
state combines. Records consist of lists and descrIprromevé-pellitical
leaders, reports on participation in EPA programs, EPA regional reports

osition: Break file at the end of Congressiona
Keep in office 7 a £sLIOV.

heM NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION
2
6. Freedom of Information Response File. Includes copies of incoming Retention: Retain ¥ years.
requests for information under the Freedom of Information Act, copies of
replies, and copies of any interagency memoranda concerning the request, Disposition: Break file at end of year. Keep in office current
Note: this file does not contain the Program's official record of plus 1 additional year, ) Destroy when
information beilng requested. ¥ years old.
2-
2 Retention: Retain 2 years.

1 session.

Retention: Retain 2 years.

Disposition: Break file at the end of 4 years. Ke
additional yEarsT—thesn—dasiloy

ep in office 2

and evaluations, extracts from Congressional Record, special studies and
reports, news clips, State legislative activity reports, and reports on
and by special commissions and citizen groups.

10.

nts File - Congressional Data Transfer. Contains documents and data
relating to EPA~prembe-made to states, municipalities, counties, inter-

state groups, and institutions within stATEET™R xda_consist of

Retention: Permanent.

Disposition: Break file at the end of 4 years. Ke

notification of grant awards, notification of grant increases, lefTers~tv
Congressmen about grant awards or increases, letters from Congressmen and
State officilals regarding release of funds or system of allotting funds,
news clips, extracts from Congressional Record, and summary of grant
payments.

Senate-, House-, and Joint-Committee Correspondence File. Contains
letters (controlled) from Senate-, House-, or Joint-Committees to EPA
(Agency management and program offices) and EPA responses.

= essional, Non-White House, Interagency, Regional Office, and

then offer to the NavIiomzr—isehdues..

ep 1n office 2

dditiaonal years, then transfer to the FRC. Keep in FRC 20 years,

Retention: Retain 4 years.

Disposition: Break file at the end of Congressiona
Keep in office 4 additional years, then destroy.

Retention: Retain 10 years.

Interoffice Correspon ——gentadne-letterg (controlled) from and

to thé White House, other Government agencies, regional offices, and
between EPA Headquarters offices concerning the formulation and
application of legislation.

Pitspoaitdion_Br ile at the end of Congressiona
Keep in office 2 additional years, d—to—FRG

1 session.

1 session.

10 years old.

Degtxoy wben

WL AR 10 by

TAVANVW LNIWIOVNVYW SQH0D3Y



U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES

SCHED NO

TITLE OF SCHEDULE
LEGISLATIVE RECORDS

COVERAGE OF SCHEDULE
APPLICABLE HEADQUARTERS OFFICE

ITEM
NO

NAME AND DESCRIPTION OF RECORD/FILE

RETENTION PERIOD AND DISPOSITION

File.

Contains documents and data relating to
environmental-"a lation for which Congress or OMB
requests information and/or position statemen ts also
concern legislation formulated, developed, sponsored, and/or promoted by
EPA. Records consist of requests from Congress/OMB for information, EPA
statements and comments, bills, acts, clips from Congressional Record,
news clips, bill comparisons, copies of related and companion bills,
committee reports, international and interagency notes, and memos. File
also used for maintaining original or record copies of testimony provided
by EPA at Congressional hearings and EPA reports on enrolled bills
(report to OMM stating EPA's attitude and position on bill).

Proposed Legislation File. Contains documents and data relating

to legislatio oposed by Government agencies and
executive units and circulated within and comment.

Records consist of OMB requests for comments, draft bills, letters,
forwarding draft to House or Senate, extracts from Congressional Record,

Retention: Permanent.

Disposition: Break file at the end of Congressional session.

tional years, then send to FRC. Keep in FRC
20 years, then offer to the dradidliiog,

Retention: Retain 10 years.

Disposition: Break file at the end of Congressional session.
Xeep lp office 2 additional years, then transfer to the FRC.

14

Destroy when [U yeare N

comments, and evaluations.

islative Reports. Report on major provisions, 1ssues, status,

TITY

and expectation o th an environmental
impact and scheduled for Congressional action. Also, covers
committee hearings, persons testifying, and subject of testimony.

Sasolled Bill Reports. Position reports by EPA program managers on bills
almost immediately after paSsage Dy CUNEressew

Retention:

;. _ Break file at the end of Congressional session.
Keep in office 1 addition T Ttiren=doatia)

Retain 1 year.

Retention: Retain 1 month.

NTSposTTior—Breale-tile at the end of month. Keep in office 1
additional month, then transfer to the Legisla HITrory—id

ERA gional Hearing Testimony. Statements regarding the position Retention: Break file at presentation to committee.
of EPA relative to exIZrInNpor-peepedad.hills lication and enforce-
ment of laws, research and technological de;EI;g5EE?T‘EEH'!TH!!BT‘M!GO.--4géQgﬁ“*gﬂi__géséktééés_iymediately after presentation of committee.
concerning Agency policy. Transfer to Legisla nrEtvry—iila
& d Representative Correspondence File. Contains letters Retention: Retain 2 years,
(controlled) epresentatives to EPA (both Headquarters
and regions), and FPA responses. Disposition: Break file at the end of Congressional session.
" K in office 2 additional years (completion of following

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

Title Of Schedule: Le;/q/sfczf/p'/& /@&9‘(‘/‘3

REVISED PREVIOUS
Item Numbers Item No. Schedule No. NARS Job No.
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Atch to SF 115 (Info for "PERMANENT" retention records)

Title Of Schedule: /4/}5"///15/477/6'5 6’('[//2/57
4

1 - h
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