REQUEST FOR RECORDS DISPOSITION AUTHORITY
(See Instructions on reverse)

LEAVE BLANK

“Ri-Hi2 87-5

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

DATE RECEIVED

5 -8-%]

1 FROM (Agency or establishment)

ENVIRONMENTAL PROTECTION AGENCY

NOTIFICATION TO AGENCY

2 MAJOR SUBDIVISION

OFFICE OF PUBLIC AFFAIRS

3 MINOR S5UBDIVISION

In accordance with the provisions of 44 USC 3303a
the disposal request, including amendments, 1s approved
except for 1tems that may be marked ‘‘disposition not
approved” or “‘withdrawn’’ 1n column 10 if no records
are proposed for disposal, the signature of the Archivist is

not required
4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE EXT |DATE ARCHINVIST OF THE UNITED STATES
HAROLD WEBSTER 382-5912 /}/ / B C//&uw Wen
THOMAS TASKER 382-5911 7 % o

6 CERTIFICATE OF AGENCY REPRESENTATIVE

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

that the records proposed for disposal Iin 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, 1f 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 M IS unnecessary

B8 DATE C SIGN {?E OF ?%ZEWTWE D TITLE
5/ 7/37 { ﬁomas‘ %Zskér Agency Records Management Officer
i 4 9 GRSOR | 10 ACTION
ITEM 8 DESCRIPTION OF ITEM SUPERSEDED |  TAKEN
NO (With Incluswe Dates or Retention Periods) JOB (NARS USE
CITATION ONLY)
1-17 The Office of Public Affairs Records Control Schedule is Appendix B
being revised to make it consistent with the Program's Schedule (14
current operations. The revision of this Schedule is part and
of a major review and update of the EPA Records Control Appendix |C
Schedules. Schedule |7
Attached is a copy of the revised Public Affairs Records
Control Schedule.
. J
Iadz;uu:
115-108 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 N

PUBRLIC AFFAIRS RECORDS

COVERAGE OF SCHEDULE

APPLICABLE HEADQUARTERS OFFICE

SCHED NC

ITEM
NO,

NAME AND DESCRIPTION OF RECORD/FILE

RETENTION PERIOD AND DISPOSITION

1.

Controlled and Major Correspondence of the Director, Office

Retention: Permanent.

of Public Affairs. Includes copies of controlled and
major correspondence signed by the Director. The corre-
spondence significantly documents the program activities

and was processed under special handling control procedures

because of the importance of the letters or time require-
ments of replies.

General Correspondence of the Director, Office of Public
Affairs. Includes copies of non-controlled (routine)
correspondence. Records consist of incoming letters and

replies,

Program Development File. Consists of records related to
the development of Public Affairs policies and programs.
Records consist of correspondence, issue papers and
reports relative to policy, strategy, program control,
research priorities, legislative priorities, and other
related records.

Program Management File. Consists of records related to
the management and administrative support of each unmit of
the Office of Public Affairs. Records consist of

program planning and implementation, personnel needs,
work accomplishments, budgetary materials, and other
program management activities.

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

Disposition: Break file at end ot year. Keep

1n office current year plus 1l additional ,?Er,

then transfer to the FRC. Keep in FRC tor €0

years, then offer to the National Archives in 5 JTe

Retention: Retain 5 years.

Disposition: bBreak file at end of year. Keep
1n ottice 1 year, then transter to the rRC.
Destroy when 5 years old.

Retention: Permanent.

Disposition: Break tile at ena of 2 years.
Keep 1n ottice J years, then transter to the
FRC. Keep 1n FRC tor 20 years, then otter to
National Archives in 5 yr blockse
Retention: Retain 5 years.

Disposition: HBreak tlle at end ot year. Keep

in oftice 1 year, then transter to the FRC.
Destroy when 5 years ola.

Retention:

a. Record Copy. Permanent.

b. Information Copiles. Retaln 1l year.

Disposition:

a. Record Copy. Break tile atter presentation:
Keep 1n oftice 5 year, then transter to the
FRC. Keep 1n FRC 5 years, then transter to
the National Arcnives 5 yre. blocks,

b. Information Coples: Destroy when 1l year olad
or sooner 1t nullonger needed.

blocke e

TVYANVYW [ NIWIOWNWW CAUAAT




U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES

TITLE OF SCHEDULE \
PUBLIC AFFAIRS RECORDS \

COVERAGE OF SCHEDULE
APPLICABLE HEADQUARTERS OFFICE

SCHED.NO

Records consist of drafts of releases,

s, and printed copy, statements by EPA

representatives, bac d papers, reports, news clips,

transcripts. Also, includes and informative state-
ments about an EPA program, element rogyram, or some
environmental event.

me FPA.
comments, ap

"hEM NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION
6. Freedom of Information Response File. 1Includes copies of Retention: Retain 2 years.
incoming requests for information under the Freedom of
Information Act, copiles of replies, arid copies of any Disposition: Break file at end of year. Keep
interagency memoranda concerning the request. Note: this 1n ottice current plus 1 additional year then
file does not contain the Program's official record of Destroy e - .
information heing requested.
7. Selected Daily News Clips - Binders. A daily collection of Retention: Permanent.
original news clips.
Disposition: Break file at end ot year. Keep
in office tor 2 years, then transter to the iKC.
Keep 1n the FRC tor 20 years, then otter to the
National Archives in 5 yr. blocks.
“B}—Press Releases and Fact Sheets. The official press release Retention:

a. Record Copy (Public Attairs). Permanent.

b. Distribution Coples. KRetaln 3 years.

Disposition:

Record Copy. Break tile at end or 3 years.
Keep I lce tor 1 year, then transter to the
FRC. Keep 1n :RC 20 years, then otter to

the National Archnives.

b. Distribution Coples. bBreak file a .
year. Keep 1n ottlce tor 3 years, then destroy.
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U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES

SCHED NO

TITLE OF SCHEDULE \ COVERAGE OF SCHEDULE
PUBLIC AFFAIRS RECORDS \ APPLICABLE HEADQUARTERS UFFICE
e NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION

9.

10.

11.

12.

Presidential Environment Merit Awards Program (PEMAP)

ntation related to a program established
to honor students {p levels) and
youth groups (Boy Scouts) who commit themselveS tO

Retention: Permanent.

Disposition: Break tile upon completion or

constructive environmental service. Records consist

of copies of Government and commercial publications,

newsletters, regional promotion plans, congressional

hearing reports, review of accomplishments, Executive
Orders, and data on history of programs.

Merit Awards Projects. Documentation relating
to projects enter dents and youth groups to
improve the environment. Records co award
applications, lists of students for awards, samples an
pictures of posters and exhibits, news clips from local
newspapers, description of award presentation program.

EPA Publications and Promotional Items. General and
technical literature and promotional items produced by the
ice of Public Affairs. Literature and promotional 1i1tems
take of handbooks, brochures, pamphlets, comic books,
bumper stic buttons, and posters.

Printing Arrangements for Publications, Articles, and

Sianal

Pro 1L . Data and supporting documentation for

the release and publication OF prodeuees ef-nanluscripts

———ioap_4n_g££lsg_for 3 years, then destroy.

L nation of proyram. Keep in ottice 1 year,
then trans > e FRC tor
20 years, then ofter to the National Archi .

Retention:t Retain 3 years.

Break tile at end ot school year.

DlSEOSlthn:

Retention:

a. Permanent.

Record Copy.

b. Distraibution Copies.
last print date.

Retain 3 years atter

c. Information Copies. Retain 1 year.

Disposition:

. Break tile after publication.
ottice tor lU years, then otrer to

the National es.

B le after prin-
Atter 3 yea

b. Distribution Copies.
ting and distribution.
undistributed copies.

c. Information Copies. Destroy when 1l year
old or sooner 1t no lonyer needed.

Retention: Retain 3 years.

D1sposft10n: Break tile upon printiny Or
Trrtor-neot—se—piiabopublication or article,

and promotional 1tems. Records consist of clearance for
publication, typed manuscripts, page proofs, color
justifications, jacket specifications, distribution
approvals.

Keep 1n otfice tor 3 years, then desiIOy.
¢
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U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES

SCHED.NO

TITLE OF SCHEDULE

\

PUBLIC AFFAIRS RECORDS R

AN

COVERAGE OF SCHEDULE
APPLICABLE HEADQUARTERS UFFICE

onferences; technical
ublic such as
ional briefs,

presentations; summary revi
briefings; and presentations to
speeches, releases to news media, e
and exhibits.

Art work used in Congressional Hearings:
1llustrations used i1n adminis
and other routine 1n-house

(2)
presentations; activities,
trative function activities,
activities.

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

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

M NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION
13.| Contracts File. Documentation relating to the formu- Retention: Retain 6 years atter completion ot
lation, award, and changes in contracts for studies, project or job.
films, development of workshops, etc. Records consist
of procurement requests, proposals, justification Disposition: Hreak tile upon completion ot pro-
statements, bid evaluations, contractor's staff ject. Keep 1n ottice tor 1 year, then transter
resumes, report of payments, progress reports, etc. to the ¥rRC. Keep 1n FRC tor 6 years, then
destroy.
14, Project Files. Documents and other material prepared
for the purpose of assisting EPA officials in presen-
tations, such as Congressional Hearings, program re-
ews, technical briefings, public lectures, publica-
tio exhibits, and in-house activities.
a. Original wWork.
(1) Art work use Congressicnal Hearings, budget Retention: Retain 3 years.

Disposition: Break file atter project/proyram

1s completed. Keep 1h ottice 3 years, then
destroy.
Retention: Retain 1 year.

Break tile atter project/proyram
Keep 1n ottice 1 year, then

Disposition:
pleted.

destro
Retentlon: Reta

Break tlle d ot i1 year.
then aestroy.

Disposition: Keeyp

in ottice 1 year,
Retention: Retain 3 years.
Break tile when no lonyer needed

Disposition:
Keep 1n ottice 3 years, then

or obsolete.
destroy.
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U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES

SCHED.NO

TITLE OF SCHEDULE \ COVERAGE OF SCHEDULE
IC_AFFAIRS RECORDS Y APPLICABLE HEADQUARLTERS LFFICE
N NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION

15. Photographic Work Orders and Ledgers. Includes work
-__3?ﬂg'g=E%a;TEHgETS'QQQG-&Q—P&GEBSSiDﬂ—Eﬂdfnroduction

Retention: Retalin 1l year.

of photographic services.

Documents showing

16. Photographic Production Report Files.
duction (color,

1n ottice 1 year, then destroy.

Retention: Retain 1 year.

black and white, still, or motion picture).

Cards showing

17, Film and Equipment Control Card Files.

i m—aid—equipnent oo loan,

in otftice 1 year, then destroy.

Retention: Retain 1 year.
124
card. Keep 1n ottice 1l year, then gestroy.
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~ Atch- to SF 113 (R sed Item Numbers compared “o Previous Item Numbers,

Scnedule Number, and NARS Job uamber)

Title Of Schedule: /%E?/c AFF&"/-/"S /€€C,0VC/S

REVISED ... . PREVIOUS
Item Numbers.-® . - Item No. Schedule No. NARS Job No.

S C-7  Nei-hiz-B2l!
>3 WL 75
2b.a
2b b

B-14  NCH412-75 2
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Atch to SF 115 (Info for "PERMANENT" retention records)

Title Of Schedule: /A/ ]C /FS

Item No. gglgI:id@ 10 10_) g;§w§2ar [ZJ,G/@ g;rggg:rsner;t
Mutter/ iz
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