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TO 

REQUEST FOR RECORDS DISPOSITION AUTHORITY 
(See Instructions on reverse) 

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

LEAVE BLANK 

JOB 1\1) - J-f 1;2 -S7-5 
DAr~ R51~~ -ZJ 

1 FROM (Agency or establishment) NOTIFICATION TO AGENCY 

2 

ENVIRONMENTALPRD'I'EX:TIONAGENCY 
MAJOR SUBDIVISION 

In accordance with 
the disposal request, 

the provrsrons of 44 usc 3303a 
including amendments, IS approved 

except for Items that may be marked "disposrtron notOFFICEOF PUBLICAFFAIRS approved" or "withdrawn" In column 10 If no records 
3 MINOR SUBDIVISION are proposed for disposal. the Signature of the Archrvrst IS 

not required n 
4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE EXT DATE	 [YEO STATES 1(2)'ST OeT~HAROLD WEBSTER	 382-5912 /J(f!~J W,Uu? l;l~THOMAS TASKER	 382-5911 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authonzed to act for this agency In matters pertaining to the disposal of the agency's records, 
that the records proposed for disposal In thrs Request of 5 page(s) are not now needed for the business of this 
agency or Will not be needed after the retention periods specrfred, and that written concurrence from the General 
Accounting Office, If required under the provisrons of Title 8 of the GAO Manual for GUidance of Federal Agencies, IS 
attached 

A GAO concurrence 0 ISattached. or J8J ISunnecessary 

TIVE D TITLE 

Agency Records Managerrent Officer 
9 GRS OR	 10 ACTION7 8 DESCRIPTION OF ITEM SUPERSEDED TAKEN

ITEM (With InclUSIVe Dates or Retenhon Periods) JOB (NARSUSE
NO CITATION ONLY) 

1-17	 The Office of Public Affairs Records Control Schedule is Appendix B
 
being revised to make it consistent with the Program IS Schedule 14
 
current operations. The revision of this Schedule is part and
 
of a major review and update of the EPARecords Control Appendix C
 
Schedules. Schedule 7
 

Attached is a copy of the revised Public Affairs Records
 
Control Schedule.
 

NSN 7540-00-634-4064	 STANDARD FORM 115 (REV 8-83)-
PreSCribed by GSA1~-q-f'1/hI FPMR (41 CFR) 101-11 4 

115-108 
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SCHED NCU.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE	 OF SCHEDULE COVERAGE OF SCHEDULE 

PURLIC AFFAIRS RECORDS	 APPLICA~Lt:: HEADUUARTt::!(SUt't'ICt:: 
ITEM 

NAME AND DESCRIPTION OF RECORD/FIL.E	 RETENTION PERIOD AND DISPOSITIONNO, 

1.	 Controlled and Ma]or Correspondence of the Director, ufflce Retention: Permanent. 

of. Public Affairs. Includes copies of controlled and 
major correspondence sIgned by the Director. The corre- DIspOSItIon: Hreak fIle at end ot year. Kee~ 

spondence qIgnificantly documents the program actIvitIes In offIce current year plus 1 addItIonal ~~r, 

and was processed under special handling control procedures then transfer to the ~RC. Keep In ~RC tor Zo 
because of the Importance of the letters or time requlre- years, then offer to the Natlondl Arcn i ves in 5 yr. bJ..oC.k. • 
mentq of replieq. 

2.	 General Correqpondence of the Director, Office of PublIC RetentIon: Retain 5 years.


Affairs. Includes copIes of non-controlled (routine)

correspondence. Records consist of incoming letters and DispOSItion: Hreak fIle at end of year. Kee~
 

In ottlce 1 year, then transfer to the fKC.replieso Destroy when 5 years old.	 , 
r r 

3.	 Program Development File. Consists of records related to RetentIon: Permanent. (,
the development of Public Affairs poliCIes and programs. It..Records conqist of correspondence, issue papers and	 DISPOSItIon: Hrea~ tIle at ena of 1~ears. 

Jreports relative to POlICY, strategy, program control,	 Keep In ott Ice j ~ears, then transter to the ,
:2research prIorIties, legIslatIve prIorItIes, and other	 ~RC. Keep In ~KC for 2u yedrs, then utter to )

NatIonal ArchIves in 5 yr blocks. c;related records. 
~" n4.	 Program Management FIle. Consists of records related to RetentIon: RetaIn S years. 2 

the management and adminIstrative support of each unIt of 
the Office of PublIC AffaIrs. Records conSIst of DISPOSItIon: ~rea~ tIle at end ot zear. Kee~ ~ program planning and implementation, personnel needs, In oftlce I year, then transter to the fRee z 
work accomplishmentq, budgetary materIals, and other Uestroy when 5 years old. c 

>rprogram management activities. 

5. Speeches by
for delIvery
conferences 

Office Director or Staff. Speeches prepared
at CIVIC functIons and profeSSIonal

and meetIngs. 

RetentIon: 

a. Record Copy. Permanent. 

b. InformatIon CopIes. RetaIn 

DISPOSItIon: 

1 year. 

a. Record Copy. ~reak file atter presentatIon:
Keep In oftlce 5 year, then lranster to the 
"'Re. Keep In "'RC S years, then transter to 
the NatIonal Ar cn rve s in , yr. blocks. 

b. InformatIon CopIes: Destroy when 
or sooner It no.lonyer needed. 

1 year ola 
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SCHED.NOU.S. ENVIRONMENTAL PROTECTION AGENCY-RECOROS CONTROL SCHEDULES 

TITLE	 OF SCHEDULE COVERAGE OF SCHEDULE\ 
PUBLIC AFFAIRS RECORDS	 APPLICAHLE H~AUOUAR'l'~RS Ul"l"'!CE 

ITEM 
NO NAME AND DESCRIPTION OF RECORD/FILE	 RETENTION PI!:RIOD AND DISPOSITION 

6.	 Freedom of InformatIon Response File. Includes copIes of Retention: !<etaln 2 years.

incoming requests for information under the Freedom of
 
Information Act, copIes of replies, arid copies of any DISposItion: Hreak file at end of year. Keep

interagencY'memoranda concerning the request. Note: this In ottlce current plus 1 additional year then
 
file ~oes not contain the Program's official record of ues t roy e
 
information being requested.
 

7.	 Selecte~ Daily News Clips - Bin~ers. A daily collection of RetentIon: Permanent. 
original	 new~ ClIpS. 

DISPOSition: Hreak file at end ot year. Kee~ 
In offIce tor 2 years, then transter to the 1"K\,;.
Keep In the FRe tor lU years, then otter to the 
NatIonal Ar cn i ves in 5 yr. blocks. . 

~~~~~~~~~~a~n~d~F~a~c~t~S~h~e~e~t~s. The offIcIal press release RetentIon:
 
Recorns con~ist of drafts of releases,
 

comments, ap s, ~nd printed copy, statements by EPA a. Record Copy (Public Attalrs). Permanent.
 
representatIves, bac d papers, reports, news ClIPS,

tran~cripts. Also, includes and informatIve state- b. Ulstrlbutlon t:o~les. Ketaln j years.
 
ments ~bout an EPA program, element
 
environmental event. UISposltlon:
 

Hreak tile at	 end ot j years.
trdnster t.o t.he 
t.hen otter t.o 

b. Distribution Copies.
year. Keep In ottlce tor 

----------- - . -

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

TITLE OF SCHEDULE COVERAGE OF SCHEDULE\ 
PURLIC AFFAIRS RECORDS \ APPLICAHL~ HEADUUA~TKKS U~~IC~ 

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

____ ntation related to a program establIshed
 
to honor ~tudents p levels) and
 

9. r__~~~t;~~~~~Ejn~V~i~r~o~n~~me~nJt~M~e:~ri~t]jA~w~a~r!~dSllP~r~o~g~r~a~m~(~p~B~'M~~AP~)~R~e~t~e~n~t~~Io~n~:~~p~e;:r~m~a~n~e~n~t~.f:~~:;~~~~;;~~~~~------------.J-lyouth groups (Roy Scouts) who commit themse ve 
constructive envIronmental service. Records conSIst
 
of copies of Government and commercial publicatIons,

newsletters, regional promotion plans, congressIonal

hearing reports, review of accomplIshments, ExecutIve
 
Orders, ~nd data on hIstory of programs.
 

to dents and youth groups to
 
improve the enVIronment. Records co award DISposItIon: ~reak tile at end ot scnool year.
10. r--~~~~~~rf~;ll1~A~w~a~r~d;s~p~r~o~.e~Cjt~S~.~~D~o~c~u~mfefn~t;;a~t~i~o~n~r~e~l~a~t~ifn~g~-I -:~__~K:e~t~e~n~t~I~o~n~:~~R:e~t~aiI~n~j~y~e~a~r~s~.~~::~:::::=~~~::~applications, lists of students for awards, samples an ottlce for j years, tnen destroy.
pictures of 
newspapers, 

posters and 
descrIption 

exhibits,
of award 

news clips
presentation 

from local 
program. 

11. EPA Publications and Promotional Items. General and RetentIon: 
technIcal lIterature and promotional Items produced by the 

ice of PublIC AffaIrs. Literature and promotIonal Items 
take of handbooks, brochures, pamphlets, comIC books,
bumper stic buttons, and posters. 

a. Record Covy. 

b. DIstrIbution 
last ~rlnt date. 

Permanent. 

Covies. ~etain 1 years dtter 

c. InformatIon Copies. RetaIn 1 year. 

the 

b. DIstrIbutIon CoVies. 
tiny and dIstrIbutIon. Atter 
undIstrIbuted copIes. 

c. InformatIon Covies. oestrot when 1 year
old or sooner It no lonyer needed. 

12. Printing Arrangements for Publications, Articles, and Retention: RetaIn j tears. 
Data and supportIng documentatIon for 

the release and publIca Ion 
and promotional Items. Records consist of clearance 
puhlication, typed manuscripts, page proof~, color Keep In otfice 
justifications, Jacket specifIcations, distrIbution 
approvals. 



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

TITLE	 OF SCHEDULE 

PURLIC AFFAIRS RECORDS	 \. 
I~~~	 NAME AND DESCRIPTION OF RECORD/FILE 

13.	 Contracts File. Documentation relating to the formu-
l~tion, award, and changes in contracts for studies,
film~, deveJopment of workshops, etc. Records consist 
of procurement requests, proposals, justification
statements, bid evaluations, contractor's staff 
resumes, report of payments, progress reports, etc. 

14.	 Project Files. Documents and other material prepared
for the purpo~e of assisting EPA officials in presen-
tations, such as Congressional Hearings, program re-

technical briefings, public lectures, publica-
exhibits, and in-house activities. 

a. 

(1) Art Congressional Hearings, budget
presentationsl summary reVI onferencesJ technical 
hriefingsl and presentations to ublic such as 
speeches, releases to news media, e ional briefs,
and exhibits. 

(2) Art work used in Congressional Hearingsl
presentations: activities, Illustrations used In admlnlS 
trative function activities, and other routine In-house 
activities. 

b. Slides and vlewgraphs used by program, staff, and 
project offices for presentation. 

c. Designs and engineering drawings for fabrication of 
display models and exhibits. 

COVERAGE OF SCHEDULE 

APPLICA~LE HEADOUART~R::' un'let: 

RETENTION PERIOD AND DISPOSITION 

Retention: Retain b years atter com~letlon ot 
project or Job. 

DIsposition: Hreak tile u~on com~letlon ot ~ro-
Ject. Kee~ In ottlce tor 1 year, then transter 
to the ~·J{C. Keep In t'RC tor b years, tnen 
destroy. 

Retention: Retain j years. 

DISposition: ~reak file atter proJect/~royram
IS completed. Keep In ottlce j years, then 
destroy. 

Retention: Retain 1 year. 

~reak tile atter proJect/wroyralD
Keep In ottlce I year, then 

Retention: 

Ulsposltion: Hreak
 
In ottlce 1 year, then oestroy.
 

Retention: Retain j years. 

ulspositlon: ~reak tile when no lonyer neeo~o 
or obsolete. Keep In ottlce j y~ars, then 
destroy. 

http:SCHED.NO
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SCHED.NO 
u.s. ENVIRQ.NMENTAL PROTECnON AGENCY-RECOROS CONTROL SCHEOULES 

TITLE OF SCHEDULE COVERAGE OF SCHEDULE\ 
\ APPLICAHLt:: HEAl)UUAl<Tt::RS U1"1"I<;t:: 

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

orner", ..IU ..." .~..,-,:- ,cd nn 'On'" n ion __~R;e;t;e;n~t~l~O~n~:~~R~e~t~a~l~n~l~y::e:a~r~·~~~ ~15·r__ ~P~hro~t~0~)Q~r~a~Dlh~i~c~w~0~r:k::o~r~d~e~r~s~a;n~d~~L~e~d~g'e~r~S~.~~Idn~C~l~u~d~eUS~w~O~r~k~-f ....~~ww __.... .J 
of photographIC services.ur5~U"'~~ • 

In ottice 1 year, then oestrox. 

16.~__ "'nA t-unA of oraduct Ion (color, __~ __;l(;e;t;e;n;t;l;o;n~:~~R~e~t~a~l~n~l~y~e~a:r~·~P~h~0~t~0~g~r~a~p~h~i~c~p~r;0~d~u~c~t~1~0~n~R~e~p~o~r~t~F~i~l~e~s~.~~u~o~c~uim~e~n~t~s~s~h~oiw~1~n:g~ -1_V~ ..... -e- ..~~~,-~~wu~~&u~
black and white, still, or motion picture). ,4"'~ M4~ 

In oft Ice 1 year, then destroi. 

http:SCHED.NO


-Atch·. to SF- 115 (R, sed I tern Nurnber s compared "0 Previous I tern NUmbers, 
. , Scnedule Number, and NARSJob umber) 

Title Of 
. . . 

.;oJ;: ' 

REVISED .';;......- ,. 
Item Numbers;'< _ ' 

14 (Ak.~)·

2, (fJeu-)
 
3, 
4-1 
s: 
[" (jje it)

7, 
3,
 
1,
 

IU, 
I I , 
/2, 
13, 
/ ~, 

Is-. 

/ l, 
IZ 

Schedule: 

PREVIOUS 
IteM No. Schedule No. NARSJob No. 

C-7 Nt1-~IZ~B2--1~ 
NCl-412--7S- q 

2b. a. 
2b,b. 
2. 

./ 

3. 
!Il. 
/7. 
J ~. 

21, 
23. 
15. 
i. 8-14 NC1-4-12-15-2 
2.. 
3. 
4-



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

Title Of Schedule: 
-/


1
I
I 
J 

Volume @ [t)
On Hand r:Jsc. ~. Growth ~ 

Per Year WdJ Arrangement~
 Item No. Of FilesI

~0~{8ri~d2i. -1f y'! 
St(o/~et3. /0 4-

Cjr~}J{!)oiiM')5, 10 2 
chw'('O,ry i ~a)7- /6 b 

...-


