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REQUEST FOR RECORDS DISPOSITION AUTHORITY
(See Instructions on reverse)

LEAVE BLANK

JOB NO.

N/-4#/12-F0-/

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

DATE RECEIVED

11/22/¢9

1. FROM (Agency or establishment)

2. MAJOR SUBDIVISION

NOTIFICATION TO AGENCY

In accordance with the provisions of 44 U.S.C. 3303a
the disposal request, including amendments, is approved
except for items that may be marked “disposition 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approved” or “withdrawn’’ in column 10.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. TELEP] WEXT. DATE ARCHIVIST OF THE UNITED STATES
GEOFFP—STEELE VMILHAELL MILLER 382~ 2], < \§;\ g
HAROLD WEBSTER 382=-5912 ¥4, e TS NN

6. CERTIFICATE OF AGENCY REPRESENTATIVE

| 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 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, is

attached.

A. GAO concurrence: D is attached; or B chssary

C.SIGNATURE OF AGENCY RE ENJATI D. TITLE
7 /7 GEOFF STEELE ( ;z;z j AGENCY RECORDS MANAGEMENT OFFICER

ITEM 8. DESCRIPTION OF ITEM

9. GRS OR 10. ACTION
SUPERSEDED TAKEN

NO. (With Inclusive Dates or Retention Periods) JOB {NARS USE
CITATION ONLY)
16.b. The Office of Toxic Substances Records Control NCl-412-
Schedule is being revised to change the require- 85-12

requirement.

been approveot by

7/&%.2!_/@_1 | 3/23/0
INIE Hrchivist o7

"EPR Rpercy Kecorck Wanagernet Afoeer

ment for Microform copies of "Public Files of
TSCA Records" and revert to only the paper record NC1-412-

Attached is a copy of the revised office of Toxic
Substances Records Control Schedule for Item 16.b.

HI Changes to Fhis propased sehedule fave

M/M ,,7//4?/

Ma W A/A/’L.)/(/A// Y=

B88-3

.11.5-105 //y/ng NS 7540-00-634-4064

STANDARD FORM 115 (REV. 8-83)
Prescribed by GSA
FPMR (41 CFR) 101-11.4

[
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U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES

‘1 TITLE OF SCHEDULE "
. JOFFICE OF TOXIC SUBSTANCES PECORDS
2

COVERAGE OF SCHEDULE

APPLICABLE HEADQUARTERS OFFICE

SCHED.NC

ITEM
NO.

NAME AND DESCRIPTION OF RECORO/FILE

RETENTION PERIOD AND DISPOSITION

41,

3.

S.

PN

ant

Controlled and Major Correspondence of the Assist
nistrator for Toxic Substances. Includes coples

trolled and major correspondence signed by
t Administrator. The correspondence sign

document
special han
tance of the
Records consist
the responses, and

ters or time requirements of repl

General Correspondence O

the
ificantly

he program activities and was processed under
ing control procedures because of the impor-

fes.

copies of incoming letters, copies of

Toxic Substances. Tncluded\gopies of non-control

{routine) correspondence., RedQrds consist of incoming

letters and enclosures.

Program Development File. Consists of
the development of the Office of Toxic SubMtances
and programs. Records consist of correspondeé
papers and reports relative to major policy, st
program control, research priorities, legislative
priorities, and other related records,

Program Management File. Consigts of records rel
the management and administrative support of each

ated to
unit of

the Office of Toxic Substances. Records consist of

program planning and implementation, personnel ne
work accomplishments, budgetary materials, and ot
program management activities.

eds,
her

Speeches by Assjstant Administrator or Staff. Speeches

prepared for delivery at civic functions and prof
conferences and meetings.

easional

Retention: Permanent.

Disposition: Break file at end of year. Keep in
offgce current plus 1 additional year, then trans-

fer to the FRC. Keep in FRC for 10 years, then
offer to National Archives in five year blocks,

Retention: Retain 5 years.

Disposition:t BRreak file at end of year. Keep in
ofEEce offlce 1 year, then transfer to FRC,
Destroy when 5 years old.

Retention: _ Permanent.

Disposition: Break file at end of 2 years. Keep
In office 4 years, then transfer to the FRC.

Keep in FRC for 20 years, then offer to the
National Archives in five year blocks.

Retention:s Retain 5 years.

spositions Break file at end of year. Keep
fice 1 year, then transfer to the FRC.
when S5 years old.

Retentiont

a. Record Copy. manent.

b, Information Coples.

Disposition:

a, Record Copy. Break file after 'presentation:
Keep In oE*lce S years, then trandfer to the
FRC., Keep in FRC 5 years, then transfer to
the National Archives in five year blockg.

~

etain 1 year.

b, Information Copies: Destroy when 1 year old
or sooner If no longer needed.

EPA

orm 1340-7 (2-88)
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SCHED.NO
¢ : U.S. ENVIRONMENTAL PROTECTION AGENCY-—-RECORDS CONTROL SCHEDULES
JJTLEOF SCHEOULE COVERAGE OF SCHEDULE
..1 OFFICE OF TOXIC SUBSTANCES RECORDS APPLICABLE HEADQUARTERS OFFICE
: %" NAME AND DESCRIPTION OF RECORO/FILE RETENTION PERIOD AND DISPOSITION
o] 6.\ Contracts and Grants File. Documentation relating to the Retention: Retain 6 years after completion.
ard of contracts and grants with consulting firms and
rsities for conducting research concerning testing Disposition: Break €ile upon completion of
, chemical properties, and environmental levels of project. Keep in office 2 years, then trans-
toxic s tances. Records consist of proposals and scope fer to the FRC. Destroy when 6 years old.
of work, signed agreement, quarterly or monthly progress
reports, vouchgrs and other financial documents, and
other related r
. 7. Freedom of Informati Response File. 1Includes coples of Retention: Retain 2 years.
incoming requests for ormation under the Freedom of
Information Act, copies o eplies, and coples of any Disposition: Break file at end of year. Keep
interagency memoranda concer g the request, Note: this In office current plus 1 additional year.
file does not contain the Prog 's official record of Destroy when 2 years old.
information being requested,
8. Final Report Resulting from Contractor Grantee Studies Retention:
and Services., Includes printed final coples of reports
submitted by contractors and grantees, a. Record or Master Copy. Retain 20 years.
b. Information Coples, Retain l year.
~. Disposition:
~
.. a. Record or Master Copy. Keep in office for
*L year, then transfer to the FRC, Destroy

9. Toxic Substances Reference Files.

perties,

testing methods, research priorities, etc.

A collection of source
materfals on various chemical substances having toxic pro-
Information used for general reference and as
basis for program decisions in development of requlations,
Records
consist of journal articles or technical reports showing

wheq 20 years old.
.

b. Information Copies. Destroy or transfer to
the NatTonal Tecﬁnfcal Information Service
after 1 year er sooner if not needed for
reference. ~.

Retain 15 years,

‘Disposition: . Review in office every 5 years,
keeping records of continuing value and
destroying other materials. Transfer to the
FRC, hold 10 years, then destroy when 15 years

Retention:

physical/chemical data, application and use of the old. S
chemicals, health impacts, ecological impacts, methods .
d of sampling and analysis, control techniques, and other .
% information. N
gy B
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SCHED.NO
. U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES
L TITLE OF SCHEDULE COVERAGE OF SCHEDULE
JOFFICE OF TOXIC SUBSTANCES RECORDS APPLICARLE HFADOUARTERS OFFICE

NE.‘ MAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION

»10. aboratory Test Methods File. A collection of source Retention: Retain 15 years.
materials on varlous analytical methods used in testing -

) chemical substances for toxicity. Records used in Disposition: Review in office every 5 years,
determ ng the most appropriate and scientifically eeping records of continuing value and
reliable thod of premarket testing of toxic substances. destroying other materials. Transfer to the
Records consigt of journal articles, technical reports, FRC, hold 10 years, then destroy when 15
studies of othec\:gzzcies and research groups, etc. vears old.

‘l. In-House Special Stidies Files. Contains documents re-
Tated to conducting In-house special studies on toxic
substances, Studies cov topics such as environmental
levels of toxic substances ch as PCB, disease corre-
lation studies, etc.
NS
a., Final Reports. Includes printed\g: manuscript copy, Retention: Retain 20 years.
evaluation, and comments, if any.
\\\\\\ Disposition:, Break file upon completion of
study. Keep in office 2 years, then transfer
\\\\\\\ to the FRC. Keep in the FRC for 18 years,
then destroy.
b. Working Papers. Includes records used in gatheri Retention: Retain S5 years.
data for study and administrative records such as tri;q\\
reports and other expense records. hR lesosltlon: Break file upon completion of
~.8tudy, Keep in office 1 year, then transfer
}q\iﬁe FRC. Destroy when S5 years old.

12.] Legislation File. 1Includes records related to environ- Retention: Retain 6 years,
menta] and toxic substances legislative proposals used for
review and comment. Included are Federal Water Pollution Disposition Break file every congressional
Control Act (Sections 307a, 311, and 403), Safe Drinking session. Keepdn office for 6 years, then
Water Act, and other legislation. Records consist of destroy.
proposed statutory language, strategy papers, proposed
list of substances to be controlled, comments, and other
related papers.

13.] standards, Requlations, and Guidelines Files. Includes
documents relating to the development of rules and regu-
lations providing for the control of toxic substances,

Records consist of transcripts and unpublished technical
- background documents, work group agendas, meeting notes,
- minutes, technical reports, internal papers, Agency and
\ published comments, and other related records. ~
. N

i EPK orm 1340-7 (2-88)
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U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES

TITLE OF SCHEDULE
OFFICFE OF TOXIC SUBSTANCES RECORDS

COVE RAGE OF SCHEDULE
APPLICABLF HEADOUARTERS OFFICE

SCHED.NO

%EQ._‘

NAME AND DESCRAIPTION OF RECORD/FILE

RETENTION PERIOD AND DISPOSITION

2. TSCA Records Containing Confidential Rusiness

ormation (CBT).

b. Public Files of TS ds.

Retention:

a, Paper Records. Retain 1 year after
conversion to microform has been completed.

b. Microform Copy.

Pisposition:

a. Paper Records., Keep in office 1 year
after conversion to microform has been com-
pleted and microform is verified for com-
pleteness, then destroy. )

Permanent.

b, O0Office Microform Copy. Keep working copy
in office untll no longer needed, then destroy.

¢. Permanent Microform Copy. Offer to NARA
when 20 years old a si{Iver halide microform
plus one silver diazo, or vesicular duplicate.
Transfer certified microfilm in cubic foot
blocks to FRC for storage pending offer to
NARA,

Retention:

a. Paper Records., Retain 1 year after con-
version to mlcroform has been completed.

b. Microform Copy. Permanent.

a. Paper Recor
conversion to micro
and microform-is verifie
then destroy.

Keep in office 1 year after
has been completed
r completeness,

b, Office Microform Copy. Keep work
in ottice until no Jonger needed, then _des

c. Permanent Microform Copy. Offer to NARA
when 20 years old a silver halide microform
plus one silver, diazo or vesicular duplicate., -
Transfer certified microfilm in cubic foot )
blocks to FRC for storage pending offer to .
NARA,

orm 1340-7 (2-88)
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. SCHED.NO
N U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES
LT\TLE OF SCHEDULE . COVERAGE OF SCHEDULE
« JOFFICE OF TOXIC SUBSTANCES RECORDS APPLICABLE HFADQUARTERS OFFICE
€M NAME AND DESCRIPTION OF RECORD/FiILE RETYENTION PERIOD AND DISPOSITION
s « Other Microform Copies, Retention: See Disposition below.
Disposition: Destroy when no longer needed.
14. Enviton;éhggl Impact Statement Review and Comment File. Retention: Retain S5 years.
Includes st comments on environmental Impact statements
review by tox substances program staff, Disposition: Break file upon completion of
review. Keep in office for S5 years, then
destroy.
15.] TSCA Chemical Inventory le. Contains documentation
relating to the inventory of chemicals pursuant to
Section S of the Toxic Substanses Control Act. Records
consist of TSCA Chemical Substan Inventory Report
(EPA Forms 7710-3B & 7710-3C), cor pondence hetween
EPA and the submitter, corrected data™Nand replacement
of data submitted, and other related re ds. .
a. TSCA Records Containing Confidential Bus(nqss Retentioni
Information (CBI). ~.
‘\\\\ a., Paper Records. Retain 1 year after con-
N version to microlorm has been completed.
h b. Microform Copy. Permanent.
~
Disposition:
a. Paper Records. Keep in office 1 year atter
conversioq to microform has been completed and
microform la\\frltled for completeness, then
destroy.
\
b, Office chroforn Copy. FKeep working copy
in office untlIl no lohnger needed, then destroy.
¢. Permanent Nicroform Copy, Offer to NARA
when 20 years old a sllver halide microform and
one silver diazo or vesicular dupl{‘ato.
Transfer certified microfilm in cubig foot
blocks to FRC for storage pending offer to
NARA.
2
-
~
X

. EPA Form 1340-7 (2-88)
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' SCHLD.NO
U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES
TATLE OF SCHEDULE COVE RAGE OF SCHEDULE
OFFICE OF TOXIC SUBSTANCES RECORDS APPLICABLF HEADQUARTERS OFFICE
Neo NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION
“Nb. TSCA Records Not Containing Confidential Business Retention:
ormation (CBI). -
a. Paper Records. Retain 1 year after con-
version to microform has been completed.
b. Microform Copy. Permanent.
Disposition:
a. Paper Records. Keep in office for 1 year
after conversion to microform has been completed
and microform is verified for completeness,
then destroy.
b. Office Microform Copy. Keep working copy
in office until no Tonger needed, then destroy.
c¢. Permanent Microform Copy. Offer to NARA
when 20 years old a silver halide microform
and one silver diazo or vesicular duplicate.
Transfer certified microfilm in cubic foot
blocks to FRC for storage pending offer to
NARA,
c. Other Microform Copies. }-_Retention: See Disposition below,
hlsngsitiont Destroy when no longer needed.
16.] Premanufacturing Notice Files. Contains documentation
used In the review/approval of new chemicals to he
manufactured and distributed for commercial purposes in ~
the tiInited States pursuant to Section 5 of the Toxic ~C .
Substances Control Act. Includes documents which describe N
chemical identity, uses, and exposure data; test data and ~
descriptions of other data related to the effects on
health and the environment of the manufacture, processing,
distribution in commerce, use and disposal of the new
chemical. Also, includes scientific review and evaluation
of the new chemical, approval for the chemical to be
manufactured, or the decision to ban the production and
use of the chemical, and a copy of the F.R. notice which
provides information to the public on the chemjical.
e
CPA Form 1340-7 (2-88)
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U.S. ENVIRONMENTAL PROTECTION AGENCY--RECORDS CONTROL SCHEDULES

SCHED.NO

TITLE OF SCHEDULE
OFFICE OF TOXIC SUBSTANCES RECORDS

COVERAGE OF SCHEDULE
APPLICABLE HEADQUARTERS OFFICE

ITEM
NO,

NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION

»

TSCA Records Containing Confidential Business Retention:

\

b. Public Files of TSCA Records.

b. Microform Copy. Permanent.

Disposition:

after conversion to microform has been

pleteness, then destroy.

ffice until no longer needed, then

NARA.

FRC.

a. Paper Records. Retain 6 months after
conversion to microform has been completed.

a. Paper Records. Keep in office 6 months

pleted and microform is verified for com-
b. oOffice Microform Copy. Keep working copy

Cc. Permanment Microform Copy. Offer to NARA

when 20 yearé‘b&d\; silver halide microform

plus one silver diaza _or vesicular duplicate.
Transfer verified microfilm in cubic foot

blocks to FRC for storage pénding offer toMﬁW

~ g1’
Retention; wbcs\‘rox\ when Ji%@kg\d\&

Disposition: Break file at end of year. -
Keep in office 3 years then transfer to the ~—

Destery i hen pr years old.

com-

destroy.

15.)u47PM”

IVANYW INIWITYNYW S§QU003Y

EPA
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SCHE(. NG
U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES
t'n LE OF SCHEDULE COVE RAGE OF SUCHEDULE
OFFICF OF TOXIC SUBSTANCES RECORDS APPLICABLF. HEADOQUARTERS OFFICE
"E” NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOO ANO DISPOSITION
« Other Microform Copies Retention: See Disposition below.
Disposition: Destroy when no longer needed
17.] Section 8 iles. Contains CBI documents pertaining to a ‘
variety of chemicals for which reporting and record
retention requlcements were established pursuant to
Section 8(a) and ) of the Toxic Substances Control
Act., The informati for these documents is as followst
a. Section 8(a) Files. ta provided by chemical Retentiontg
manufacturers on the Prelimiqary Assessment Information for
and microfiched by FPA. Data cludes identification of ths a, Paper Records. Retain 6 months after
chemical, the manufacturing pland\gite, the plant site conversion to microform has been completed.
activities, the manufacturer's pro ts, and the customers’'
users and products, market names, and ocess categories. b, Microform Copy: Permanent.
DisgosltiOn;
a. Paper Records, Keep in office 6 months
after conversion to microform has been com-
pleted and microform is verified for com-
pleteness, then destroy.
b. Office Microform Copy. Keep working copy
office until no Tonger needed, then destroy.

b. Section 8(d) Files. Health and safety studies submitted
by chemical manufacturers, including physical and chemical
tests and laboratory animals studies (toxicity, carcino-

genicity, skin sensitization, inhalation, and mutagencity).

anent Microform Copy. Offer to NARA
ars old a silver halide microform

plus one s
Transfer veri
blocks to FRC fo
NARA.

d microfilm in cubic foot
storage pending offer to
Retention:

ths after
ompleted,

a. Paper Records. Retain 6
conversion to microform has been

b. Microform Copy. Permanent,

er diazo or vesicular duplicate.

EPA

orm 1340-7 (2-88)
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SCHED.NO
U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES
‘;lTLE OF SCHEDULE COVERAGE OF SCHEDULE
OFFICE OF TOXIC SUBSTANCES RECORDS APPLICABLE HEADQUARTERS OFFICE
e NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION

N

Disposition:

a. Paper Records. Keep in office 6 months
after conversion to microform has been com-
pleted and microform is verified for com-
pleteness, then destroy.

b, Office Microform Copy. Keep working copy
in office untll no Jonger needed, then -destroy.
C. Permanent Microform Copy. Offer to NARA
vhen 20 years old a silver halide microform
plus one silver diazo or vesicular duplicate.

Transfer verified microfflm in cubic foot
blocks to FRC for storage pending offer to

NARA, .
c. Asbestos Files. Data provided by asbes{os manu- Retentiont
facturers, processors and ‘importers on asbes production,
importation, exportation, processing, worker exPqsure a. Paper Records. Retajn 6 months after
waste and disposal and pollution control. The dat conversion to microform has been completed.
were reported on EPA form 7710-36 Reporting Chemical
and Industrial Users of Asbestos and EPA form 7710-137 b, Microform Copy. Permanent.
Reporting Secondary Processing and Importation of R
Asbestos Mixtures. \\\Eizfzsitlon:
a, aper Records., Keep in office 6 months
after~conversion to microform has been com-

microform {8 verified for com-
hen destroy.

pleted a

pleteness,
b. Office Micr rm Copy. Keep working copy
in o ce unt noNonger needed, then destroy,

~
c. Permanent Microform™€ppy. Offer to NARA
when 20 years old a slilver™halide microform
plus one silver diazo or ves lar duplicate.
Transfer verified microfilm in
blocks to FRC for storage pending
NARA.

EPA Form 1340-7 (2-88)
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U.S. ENVIRONMENTAL PROTECTION AGENCY~RECORDS CONTROL SCHEDULES

* FTITLE OF SCHEDULE
CFFICE OF TOXIC SUBSTANCES RECORDS

COVERAGE OF SCHEDULE

APPLICABLE HEADQUARTERS OFFICE

SCHED.NOQ,

EM NAME AND DESCRIPTION OF RECORDAFILE

RETENTION PERIOD AND DISPOSITION

18.] SARA
Release

tle ITI, Section 313, Toxic Chemical
ventory File.

a. Trade Secret:(laims.

b. All other submissions and related
pursuant to Title III, Section 313 of
Superfund Amendments and Reauthorization
Act of 1986 (SARA). Records consist of EP
Form R, Toxic Chemical Release Inventory
Reporting Form (9350-1) and related corres-
pondence such as notices of noncompliance and
responses to notices of noncompliance and
voluntary corrections and changes to data
submitted on EPA Form R. Also Section 322(d)
petitions, petition to request access to trade
secret information.

19.] Toxic Release Inventory System. Contains all
relevant information, except signature,
provided on F2A Form R. Also contains data
from EPA Form 9350-1, Toxic Chemical Release
Inventory Reporting Form.

Retention: Permanent

Disposition: Break file every 5 years and
transfer to FRC. Transfer to NARA when most
recent record is 15 years old. 1If any claims are
submitted in electronic form, produce a paper
copy to serve as the record copy and scratch the
electronic record when no longer needed.

Retention: Retain files for 15 years.

Disposition: Break file after all information
has been entered into Toxic Release Inventory
System database. Keep in office (Reporting
Center) until 50 cu. ft. of records have
accumulated, then transfer to FRC. Destroy
when most recent record is 15 years old.

Retention: manent

er cumulative tape to the
lly. Also provide:

Disposition: Tran
National Archives an

System documentation
Software

Description of system opera®rjons hardware
Other appropriate information scribing
any unusual characteristics of the system

o 0 00

= EPA Form 1340-7 (2-88)

TIVANYW ANIWIOYNYN SG003d

et = -





