
REQUEST FOR RECOR DISPOSITION AUTHORITY 
(See Instructions on reverse) 

TO: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)
WASHINGTON DC 20408 

In accordance with the provisions of 44 
U.S.C. 3303a the disposition request,
including amendments, is approved except
for items that rna] be marked "disposition3. MINOR SUBDIVISION not approved" or withdrawn" in column 10. 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE 

Michael L. Miller, Rec. Off. 202-260-5911 

6. AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency in matters pertaining to disposition of its records 
and that the records proposed for disposal on the attached 192 page(s) are not now needed for the business 
of this agency or will not be needed after the retention periods syecified; and that written concurrence from 
the General Accounting Office, under the provisions of Title 8 0 the GAO Manual for Guidance of Federal 
Agencies, 

o is not required; 0 is attached; or [iii has been requested. 
ATIVE TITLE 

Agency Records Officer 

7. 9. GRSOR 10. ACTIOI\ 
ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NAF.
NO. JOB CITATION USE ONLY) 

Schedule submission includes items covering
.\geHsy loriOQ; Headquatters-wide, Regien-a-lt-

.~ Superfund .na RC~A recoLes-

Superseded job citations listed on individual 
items. 

115-109 NSN 7540-00-G34-4064 STANDARD FORM 115 (REV. 3-9 
PREVIOUS EDITION NOT USABLE Prescribed by NAR 
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EPA Records Schedule 050 
7~_1 

Status: Final, 02/12/2007 

Title: Comprehensive Environmental Response, Compensation and Liability Information System 
(CERCLIS) 

Program: Superfund 

Applicability: Agency-wide 

Function: 108-024 - Environmental Remediation 

NARA Disposal Authority: 

This schedule authorizes the disposition of the record copy in any media (media neutral), excluding any 
records already in electronic form. Records designated for permanent retention must be transferred to the 
National Archives in accordance with NARA standards at the time oftransfer. 

• NI-412-94-317 

Description: 

The Comprehensive Environmental Response, Compensation and Liability Information System 
(CERCLIS) supports EPA headquarters and regional offices in the management and oversight of the 
Superfund program. Its purpose is to maintain an automated inventory of abandoned, inactive, or 
uncontrolled hazardous waste sites regulated under CERCLA and to act as a vehicle for regional offices to 
report the status of major stages of site cleanup to headquarters. The system maintains and produces 
information on all aspects of hazardous waste sites from initial discovery to listing on the National 
Priorities List (NPL). This includes an inventory of sites, planned and actual site activities, financial 
information, and audit reports. 

Disposition Instructions: 

Item a: Electronic software program 

• Disposable 

• Delete when no longer needed to support program mission. 

Item b: Input 

• Disposable 

• Follow instructions for EPA 171 - Input and Source Records. 

Item c: Electronic data 

• Permanent 
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•	 Close at the end of each fiscal year when tapes for the fourth quarter report are sent to NTIS. 

•	 Beginning FY 1996, transfer annually to the National Archives as specified in 36 CFR 1228.270 or 
applicable standards at the time. 

Item d: Output and reports 

•	 Varies 

•	 File with related records and follow instructions for the related records. 

Item e: System documentation 

•	 Permanent 

•	 Close at the end of each major version change of CERCLIS. 

•	 Transfer those records necessary to document how the system captures, manipulates, and outputs 
data to the National Archives. This documentation would be transferred along with the annual 
transfer of the electronic data (item c) for the fiscal year in which the major version change occurred. 

Guidance: 

The Information Management Center (!MC) in the Office of Emergency and Remedial Response (OERR), 
in the Office of Solid Waste and Emergency Response (OSWER) is responsible for implementing the 
disposition for items a, c and e. Output and reports (item d), filed with other records are retained according 
to the disposition instructions for the records they support. 

Since the electronic data on all site activity is being captured for permanent retention every fiscal year, the 
deletion of data on NFRAP sites will not involve the destruction of permanent record information on these 
sites. 

Reasons for Disposition: 

The system supports various budget and reporting functions for the Superfund program. The electronic data 
provides an ongoing history of hazardous waste sites as well as information to state and federal agencies 
managing the cleanup of these sites, which requires preservation for its historical and informational value. 
CERCLIS was identified by the National Academy of Public Administration as a database NARA would 
acquire. 

Custodians: 

Office of Solid Waste and Emergency Response, Office of Emergency and Remedial Response, 
Information Management Center 

•	 Contact: Patricia Gowland 
•	 Telephone: 703-603-8721 

Related Schedules: 

20f3	 1115/20074: 16 PM 
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EPA 171 

Previous NARA Disposal Authority:
 

Entry: 05/14/1992
 

EPA Approval: 10/0711993
 

NARA Approval: 0111711996
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EPA Records Schedule 052 
Status: Final, 02/1212007 

Title: Superfund Cost Recovery Package Imaging and On-Line System (SCORPIOS) 

Program: Superfund 

Applicability: Headquarters 

Function: 402-124 - Accounting 

NARA Disposal Authority: 

This schedule authorizes the disposition of the record copy in any media (media neutral), excluding any 
records already in electronic form. Records designated for permanent retention must be transferred to the 
National Archives in accordance with NARA standards at the time of transfer. 

•	 Nl-412-94-3/8 

Description: 

SCORPIOS (Superfund Cost Recovery Package Imaging and On-Line System) was formerly known as 
STARS (Superfund Transaction Automated Retrieval System) and SCRIPS (Superfund Cost Recovery 
Image Processing System). Through the use of image processing technology, SCORPIOS facilitates the 
storage and retrieval of all site-specific Superfund cost documentation. Input records include timesheets, 
travel vouchers, miscellaneous expenditures, contract invoices, lAG payments, and other supporting cost 
documentation. This application is used to generate the financial documentation for the cost recovery 
package. 

SCORPIOS captures financial documentation images at Regional and field sites (i.e., Washington, 
Cincinnati, RTP) throughout the country. Initially, all those images were stored centrally at EPA's National 
Computer Center (NCe) data processing facility. The system has been decentralized into each of the 
Regions. 

Disposition Instructions: 

Item a: Electronic software programs 

•	 Disposable 

•	 Close when each major version is discontinued and/or when superseded by routine software updates. 

•	 When each major version of SCORPIOS is discontinued, maintain current version on tapes or 
cartridges for 3 years following NTSD directives and procedures. When software is superseded by 
routine program updates, delete those program components undergoing revision after quality 
assurance check is performed. 

Item b: Input 

lof3	 1115/2007 4: 16 PM 
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•	 Varies 

•	 Follow instructions for related records. 

I tern c: Electronic data 

•	 Disposable 

•	 Close when information on whole optical disk is superseded, has been transferred to other storage 
media, or is no longer necessary for the generation of cost recovery packages. 

•	 Keep optical disk containing electronic data 1 year after closure, then destroy or recycle disks and 
related indexes. 

Item d: Output and reports 

•	 Varies 

•	 File with the related records and follow instructions for the related records. 

I tern e: Supporting documentation 

•	 Disposable 

•	 Close when each major version is discontinued. 

•	 Delete when 15 years old. 

Guidance: 

SCORPIOS is under the control of the Office ofthe Chief Financial Officer, Office of Financial 
Management Division, Program Costing Staff The system manager is directly responsible for 
implementing the disposition of items a, c, and e. All related input records (item b) are filed with related 
records and are to be dispositioned according to the instructions for the related records by the offices 
maintaining these records. Related input records include: 

•	 EPA 001 - Grants and Other Program Support Agreements - Superfund Site Specific 
•	 EPA 020 - Contract Management Records - Superfund Site Specific 
•	 EPA 024 - Cost Recovery Records 
•	 EPA 258 - Final Deliverables from Contractor Studies and Services 

Output records (item d) are filed with related records and are dispositioned according to the instructions for 
the related records by the office maintaining the records. The official copy of all financial documentation 
output included in the cost recovery package is filed in EPA 024 - Cost Recovery Records under the 
custodianship of Waste Management Cost Recovery program offices who are responsible for maintenance 
of this output report. Financial documentation outputs include Project/Site History Reports and Annual 
Allocation Reports. Copies of these reports held in the following series are to be dispositioned according to 
the instructions for those records: 

20f3	 1115/2007 4: 16 PM 
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• EPA 013 - Removal Site Files - Superfund Site Specific 
• EPA 014 - Remedial Site Files - Superfund Site Specific 
• EPA 025 - Enforcement Actions - Superfund Site Specific 

This system, formerly known as STARS - Superfund Transaction Automated Retrieval System, is not 
related to the system covered in EPA 196 - Strategic Targeted Activities for Results System - STARS. 

Reasons for Disposition: 

SCORPIOS is an application used to prepare cost recovery packages used for litigation and cost recovery. 
The input and output are retained in paper format and maintained for the necessary time periods. 

Custodians:
 

Office of the Chief Financial Officer, Office of Financial Management, Program Costing Staff
 

• Contact: Tommy Brown 
• Telephone: 202-564-4936 

Related Schedules: 

EPA 001, EPA 013, EPA 014, EPA 020, EPA 024, EPA 025, EPA 258 

Previous NARA Disposal Authority: 

Entry: 05/14/1992 

EPA Approval: 10/07/1993 

NARA Approval: 0111711996 

30f3 1115/20074: 16 PM 
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DRAI"'r or t/28/93 

11.8. EPA RECORDS CONTROL SCBEDOLB 

SOIl:S ~I%LII•. Oil and Hazardou. Material. Technical A •• istance -Data Systam
(OHH'l'ADS) 

PllOGlUM. superfund 

BPA SERIBS HO. 059A 

HARA Sam:DOLB JIO. Pendinq 

APPLlCABILI~. Agencywide 

IDB1f'1'IlUNQ I1llORllAZIOl(f. . 
DBSCllIHIOH. OHHTADS supports OSWER' a respons. program gperationa. The data 
bas. contain. profile. on approximately 1,400 oil and hazardoua substance8. 
Th. profil •• provide chemical identification inform.tion .uch ae chemical 
nam., manufacturer'. name for the chemical (trade name), Chemical Abstract 
Service (CAS) number, quality as.ured data on chemical and phy.ical properties
(e.g., f1a.hpoint reaction. with other .ub.tance." u.e., and effect. on human 
health and the environment. The .y.tem al.o recommends respens. procedures
for handlinq and di.po.inq of rel.ase. or .pill. ,e.q., method. for 
.vacuation, dispc.al inform&tion, transportation inform&tion, protective
~qu1pment inform&tion). tn addition, it contair~a 11.t. of requlation.
covering production, ~ •• , or distribution of chemical •• 

OHH'l'ADSinform&tion i. mad. available for commercial distribution in a variety
of format.; includinq OHLIHB, di.kette, m~crofilm, magnetic ~ape, and CD-ROM. 

AlUlAHGEKEH'r. Arrangement. varia •• 

~B or UCOGS. SPBClrIC US%RICfIORS.
 
Data file., PFintout. . Non.
 

,
MBl)ItJJU VI%ALBeaG. 
Electronic, paper, microfilm, No
 
optical
 

rmrCfIOKS stJPPOUBD.
 
Program operation.
 

SPBCIPIC ~ aBQGl~s, '
 
COmpr.hen.iv. BnviroDmental Re.pen •• , COmpensation, and Liability Act of 1980,
 

a. amended, Section 104 . 

'. 

http:COmpr.hen.iv
http:dispc.al
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EPA SERIBS HO. 059A 

DISPO~Irraw IllORnAfIOW,
FINAL DISPOSI~lr •• 
a. OHKT~S electronic software 
programs. Disposable No 

b. Input: Disposable No 

c. Electronic datal Disposable No 

d. OUtput and reports Dependent on related rscords 

e. Supporting' do'cwnenta.tion:
Cisposable Yes 

FlU u.DX IlfS'%P.UCIO!l5: ,
a. Break software prog'rams when each major version i. di.continue~ and/or
when liupez:sededby softwarel upci3.teroutinm •• 

b. Dreak inp~t 3ystomS files according tQ inRt~lctionft for EPA 171A -
Input/Source Records and all other material according' to EPA OOSA - Technical 
Reference Material. 

c. Break file when information is .uDm1tted to commercia! venaor. Ior 
:i!.~tri.butior.. 

d~ File w~th appropriate ca.e file or related record.. Follow file break 
instruction. for related record •• 

e. Break file when each m&jor veri ion is di.continued. 

DISPOSI~IO. IHST.RU~IOH •• 
a. When aac~ major ver.ion of OHKTACS i. dilcontinued, m4intain current 
version on tapes or cartridge. for 1 year following' procedure. required in 
NDPO's Operational Policiel Manual, Section. #200.01 and #200.02 on arch1Y~r.9 
data sets and records manag'ement. After 1 year, the tapes are to be de.croyed
by deqaullinq. When software is superseded by routine proqram updat •• , delsce 
those proqram'component. undergOing' revision after quality a.surnca check ~. 
performed. 

,
b. Follow di.po.ition in.truction. for related record •• 

, , 
c. Opon ••lbmittal of .ach veraio'n of OHMTACS for cU.tr1.bution, tranateC' 
current data .et.'to HOPD tape., along' with tapa layout, block .ize, and ocher 
tape specification., accordinq to HOPD policie.. Inltruct HOPO to hol~ capee
for 1 year, then de.troy data through deqau •• inq. 

d. Follow di.po.ition instructione for related rec~rd •• 

e. 'Keep in office at le••t 1 year after file break, then retire to r~c .~ 
paper form or on maqnetic floppy disk those recorda neces.ary to doc~nc ~cw 
th~ ayst8Ul capture., manipulates, lond outputs datf.. Su~rtin~ dOC\llMnCH •.;n 
can include the .oftware source code, data sy.tam specification., file 
specificationl, code tran.lation., record layout., u.er ~ide., and ouCp~t 
speqification.. Oestroy when 15 years old. ' 

MPI.ICUI01I GUIDAJ{C6j
REASORS FOa DISPO.l~IO.1 OHKTACS is a collection of scientific and t.~~~ •.•• 
data extracted from a wide variety of source., both commercial and 
governmental, and i. collectively pre.ented in & ul.r-fri~ndly formac :;:
Agency and public use. 

http:upci3.te
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EPA SEllIZS HO. 059A 

AGEHCDIDB GUlJ)AHCB. OHKTADS is under the control ot the Oil Pollution 
,RespOnse and Abatement Branch (OPRAH) ot the Emergency Response Division (ERe)

in the ottice of Emergency and Remedial Response (OERR). OERR/ERe/OPRAH staft. 
is directly responsible for implementing the disposition tor items a, b, c,
and e. All related output, item d, generated for Agency use will be in the 
form of print files and reports to be filed in a related case or program file. 
All output formats generated for commercial distribution are to be considered 
technical r~ference and can be destroyed when superseded. 

PROGRAM OFFICE GUIDAHCZ/DESCltIP'rIVB IHFO~IOH. OHMTADS is updated on a 
periodic baais as needed. 

CUSTODIAL I!PORKATlor: 
COH'rROLLIHQ UHI'rs COH'rAC POIH'rs 

Haa.s OERR/ERe /OPRAB Haa.. Richard Norris 

Locations EPA Headquarters Mail COd.s 5202G 

Inclusiv. Dat... 1980 to present 'rcl.pho~~1 703-603-9053 

Volua. on Hand (F••t)s Offic.. OPRAH 

Annual Accuaulation. Roo ••
 
(f •• t or inch •• )
 

COll7.'ROLI1IFORlfA!rIor: 
, REI.AnD I'rEKS. EPA OOSA, EPA 17lA 

PREVIOUSLY APPROVED BY 
HAltA SCDllULB HOS. 

Approval Approvar Entry Last
 
Dat. EPA Dat. HAllA Dat. Modifi.d
 

5/14/92 4/28/93
 

, 
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EPA Records Schedule 060 

:r~/o 
Status: Final, 02112/2007 

Title: Emergency Response Notification System (ERNS) 

Program: Superfund 

Applicability: Agency-wide 

Function: 104-010 - Emergency Response 

NARA Disposal Authority: 

This schedule authorizes the disposition of the record copy in any media (media neutral), excluding any 
records already in electronic form. Records designated for permanent retention must be transferred to the 
National Archives in accordance with NARA standards at the time of transfer. 

• Nl-412-94-3/10 

Description: 

The Emergency Response Notification System (ERNS) is a national computer database used to store 
information on releases of oil and hazardous substances. ERNS supports the Emergency Response and the 
Title III program. 

The ERNS program is a cooperative effort among EPA Headquarters, the Department of Transportation 
(DOT), National Transportation Systems Center (NTSC), the ten EPA Regions, the U.S. Coast Guard 
(USCG), and the National Response Center (NRC). 

ERNS provides the most comprehensive data compiled on release notifications of oil and hazardous 
substances in the United States. When a release report is submitted to Federal authorities (e.g., NRC or 
Regional offices), the individual reporting is asked a series of questions regarding the release (e.g., type, 
location, volume). Information concerning all releases originally reported to the NRC or EPA Regional 
offices is entered into local computers and transmitted electronically from the NRC or EPA Regional office 
to the NTSC, where it becomes part of the ERNS national database. 

The procedures for maintaining the initial reports differs between the NRC and the EPA Regions. The 
NRC maintains electronic copies of all spill reports as they were initially received and does not make any 
changes to spill reports once they have been entered into the system. Reports received by the NRC contain 
information that may be valuable to the on-scene coordinators, as well as to enforcement personnel. The 
information received by the NRC is sent to the Regional offices through the Volpe National Transportation 
Systems Center (VNTSC). Since these reports may be used in enforcement actions, it is necessary to 
maintain a copy of the spill report as it was originally reported. 

Each EPA Region maintains its own Region-specific database, which is a subset of the national data base. 
Initial spill reports made directly to an EPA Region are maintained as hard copies and kept in the 
individual Regional office. When additional information on a release notification is obtained, it is also 
entered at the Regional level and electronically transmitted to the national system. An initial and modified 

10f3 11/5/20074: 17 PM 
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copy of each report is maintained at VNTSC to preserve data integrity.
 

Disposition Instructions:
 

I tern a: Electronic software programs
 

•	 Disposable 

•	 Delete when discontinued or superseded by routine program updates. 

Item b: Input 

•	 Varies 

• Follow instructions for EPA 091 - CERCLA 103 Notifications.
 

Item c: Electronic data
 

•	 Disposable 

•	 Transfer current data sets to tapes, along with tape layout, block size, and other tape specifications, 
according to established procedures at end of fiscal year. Current data sets include a consolidation of 
all ERNS initial input data captured in the monthly backups performed by Regional central computer 
centers along with the input received from NRC. Instruct NTSD to hold tapes for 30 years, then 
destroy data through degaussing. 

Item d: Output and reports 

•	 Varies 

• File with related records and follow instructions for the related records.
 

Item e: Supporting documentation
 

•	 Disposable 

•	 Destroy when 15 years old. 

Guidance: 

ERNS is under the control of the Oil Program Center (OPC) of the Office of Emergency and Remedial 
Response (OERR) in the Office of Solid Waste and Emergency Response (OSWER). 
OSWERJOERRIOPC staff are directly responsible for implementing the disposition according to items a, 
c, and e. 

All paper copies of initial input records, under item b, held or produced in EPA Regional Hazardous Waste 
Management offices should be dispositioned according to the instructions for EPA 091 - CERCLA 103 
Notifications. These Regional offices are also responsible for the disposition of all input and output 
systems and ad hoc reports according to the instructions in items band d. 

2of3	 11/5/20074:17 PM 
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Output systems containing initial data being transferred from the EPA Regional offices to the NRC are not 
covered by item d of this series. This initial electronic data is captured by each Regional computer center as 
part of their routine monthly backups. At the end of each fiscal year, the ERNS data files from each 
monthly backup are to be consolidated and transferred to NDPD tapes and dispositioned according to item 
c. This process is necessary to capture the initial input of data which may be necessary for verification of 
the time and date of the initial notification. 

Ad hoc output reports held or produced in all appropriate offices should be handled according to
 
disposition instructions outlined in series item d or, where appropriate, EPA 175 - Print Files.
 

Records containing any sensitive information must be shredded or otherwise definitively destroyed to 
protect confidentiality. 

Reasons for Disposition: 

ERNS tracks initially invalidated data, at a high level. It is used primarily as a preliminary tool to identify 
potentially hazardous situations and serves as a mechanism to document and verify incident-location 
information. Initial input by Regional offices is needed for litigation support. In addition, ERNS is used to 
review trends in material spills and releases. Initial and updated information is used as a basis for reporting 
and analyzing trends. 

Custodians: 

Office of Solid Waste and Emergency Response, Office of Emergency and Remedial Response, Oil
 
Program Center
 

• Contact: Dana Stalcup 
• Telephone: 703-603-8735 

Related Schedules: 

EPA 056, EPA 061, EPA 091, EPA 175 

Previous NARA Disposal Authority: 

Entry: 05/30/1992 

EPA Approval: 10/07/1993 

NARA Approval: 01117/1996 
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EPA Records Schedule 061 
-:JCc._ I(Status: Final, 02/12/2007 

Title: Continuous Release Emergency Response Notification System (CR-ERNS) 

Program: Superfund 

Applicability: Agency-wide 

Function: 104-010 - Emergency Response 

NARA Disposal Authority: 

This schedule authorizes the disposition of the record copy in any media (media neutral), excluding any 
records already in electronic form. Records designated for permanent retention must be transferred to the 
National Archives in accordance with NARA standards at the time of transfer. 

• NI-412-94-3/11 

Description: 

CR-ERNS is an information system that serves as the central depository for all continuous release 
information received by the EPA Regions. The national data base is housed at the Transportation Systems 
Center (TSC) in Cambridge, Massachusetts. CR-ERNS is currently installed in all ten EPA Regions. The 
system is specifically designed to help EPA Regional personnel manage continuous release information 
and establish priorities with respect to the review and evaluation of continuous release reports. The kinds 
of information collected include the source of the continuous release, the environmental medium affected, 
certain ecological and population density information, and a brief statement describing the basis for 
asserting that the release is continuous and stable in quantity and rate. 

A key feature contained in each Regional system is a screening level risk assessment model, called the 
Priority Assessment Model (PAM). PAM assists Regional personnel in the evaluation of the long-term 
(i.e., chronic) threat posed by a continuous release. CR-ERNS supports the Emergency Response Program. 

Disposition Instructions: 

Item a: CR-ERNS electronic software program 

• Disposable 

• Delete when superseded by routine program updates. 

Item b: Input 

• Varies 

• Follow instructions for EPA 091 - CERCLA 103 Notifications. 
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Item c: Electronic data 

•	 Permanent 

•	 Transfer data to the National Archives in 1996, as specified in 36 CFR 1228.270 or standards 
applicable at the time. Thereafter, transfer each major version change the year when the version is 
superseded or discontinued. 

Item d: Output and reports 

•	 Varies 

•	 File with related records and follow instructions for the related records. 

Item e: Supporting documentation 

•	 Permanent 

•	 Transfer to the National Archives in 1996 as specified in 36 CFR 1228.270 or standards applicable at 
the time. Subsequent transfer of documentation occurs with the transfer of the electronic data (item 
c) the year when the version is superseded or discontinued. 

Guidance: 

CR-ERNS is under the control of the Office of Emergency and Remedial Response (OERR) in the Office 
of Solid Waste and Emergency Response (OSWER). OSWERIOERR staff are directly responsible for 
implementing the disposition according to series items a, c, and e. 

All paper copies of initial input records, under item b, held or produced in EPA Regional Hazardous Waste 
Management offices should be dispositioned according to the instructions for EPA 091 - CERCLA 103 
Notifications. These Regional offices are also responsible for the disposition of all input and output 
systems according to the instructions in items b and d. All ad hoc output records held or produced in all 
appropriate offices should be handled according to disposition instructions outlined in series item d or, 
where appropriate, EPA 175 - Print Files. 

Reasons for Disposition: 

Records must be kept to support litigation and regulatory activities. Hard copies of input records must be 
kept for the narrative element as well as certification purposes. 

Custodians: 

Office of Solid Waste and Emergency Response, Regions 4/10 Accelerated Response Center 

•	 Contact: Lynn Beasley 
•	 Telephone: 703-603-9086 

Related Schedules: 

EPA 056, EPA 060, EPA 091, EPA 175 
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Previous NARA Disposal Authority:
 

Entry: 05/30/1992
 

EPA Approval: 10/0711993
 

NARA Approval: 01117/1996
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EPA Records Schedule 064 
Status: Final, 0211212007 

Title: CLP Analytical Results Data Base (CARD) 

Program: Superfund 

Applicability: Agency-wide 

Function: 108-024-01 - Site and Area Evaluation and Cleanup 

NARA Disposal Authority: 

This schedule authorizes the disposition of the record copy in any media (media neutral), excluding any 
records already in electronic form. Records designated for permanent retention must be transferred to the 
National Archives in accordance with NARA standards at the time of transfer. 

•	 NI-412-94-3/12 

Description: 

CARD tracks and monitors Contract Laboratory Program (CLP) analytical services as reported by CLP 
laboratories. The system provides inspections of deliverables from laboratory contractors (contract 
compliance screening - CCS), supports methods and QA requirements development, and serves as a 
comprehensive data base of results (e.g., QAlQC result studies). It also includes analytical analyses such as 
identification and concentration values for each hazardous substance found in each sample taken at 
Superfund sites, pertinent physical descriptions such as sample matrix and weight or volume, and trend 
analysis for methods development and refinement. Currently, the data base is being expanded to include 
similar information from new services such as Low Concentration Organic and Inorganic and Quick 
Turnaround Method (QTM) analyses. System discontinued in 1999. 

Disposition Instructions: 

Item a: Electronic software programs 

•	 Disposable 

•	 Delete when superseded by routine software updates. 

Item b: Input 

•	 Varies 

•	 Follow instructions for the related records. For input systems, follow disposition instructions for 
EPA 171 - Input and Source Records. 

I tern c: Electronic data 
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EPA Records Schedule 064 - CLP Analytical Results ia Base (CARD) filC:/IISVWG3/EnVironrnental.cction ... id Waste and Emergency Responsel064.html 

•	 Permanent 

•	 In 1996, transfer to the National Archives as specified in 36 CFR 1228.270 or standards applicable at 
the time. Thereafter, transfer each major version change the year when the version is superseded or 
discontinued. 

Item d: Output and reports 

•	 Varies 

•	 File with related records and follow instructions for the related records. 

Item e: Supporting documentation 

•	 Permanent 

•	 In 1996, transfer those records necessary to document how the system captures, manipulates, and 
outputs data to the National Archives as specified in 36 CFR 1228.270 or standards applicable at the 
time. Subsequent transfer of documentation will occur with the transfer of the electronic data (item 
c) the year when the version is superseded or discontinued. 

Guidance: 

CARD is under the control of the Analytical Operations Center (AOC) of the Office of Emergency and 
Remedial Response (OERR)in the Office of Solid Waste and Emergency Response (OSWER). 
OSWERJOERRI AOC staff are directly responsible for implementing the disposition according to series 
items a, c, and e. 

Analytical data input, under item b, and output, under item d, are contained in the related record series EPA 
018 - Sampling and Analytical Data Files - Superfund Site-Specific. Analytical data input includes contract 
deliverables of the sampling data. All are permanent records. 

Contract management data input, under item b, and output, under item d, are contained in the related record 
series EPA 024 - Cost Recovery Records or EPA 020 - Contract Management Records - Superfund 
Site-Specific, which have a 30-year retention value following the file break. 

Ad hoc reports and routine printouts (not part of EPA 018, EPA 024, or EPA 020) filed in a related file 
should be dispositioned according to the instructions for the related file or, when not filed elsewhere, 
dispositioned according to EPA 175 - Print Files. 

CARD incorporates data formerly held in Contract Laboratory Program Quality Assurance (CLPQA). 

Reasons for Disposition: 

CARD is EPA's major vehicle for obtaining chemical analyses from Superfund sites as well as providing 
oversight ofCLP laboratories by Regional and Headquarters personnel. The analytical data contained in 
CARD was previously scheduled as part ofNCl-412-85-18/23. The disposition of the data, as held in the 
paper input, paper output, and electronic data, is unchanged. CARD also holds contract monitoring data, 
previously included as part ofNCI-412-85-27IIIII6, which is used for Superfund cost recovery. 

20f3	 1115/20074: 17 PM 



EPA Records Schedule 064 - CLP Analytical Results Data Base (CARD) file:///SI/WG3/EnVironmcntallection ...id Waste and Emergency Responsel064.html e 
Custodians:
 

Office of Solid Waste and Emergency Response, Analytical Operations and Data Quality Center
 

• Contact: David S. Eng 
• Telephone: 703-603-8827 

Related Schedules: 

EPA 013, EPA 014, EPA 018, EPA 020, EPA 024, EPA 065, EPA 171, EPA 175 

Previous NARA Disposal Authority: 

Entry: 05/14/1992 

EPA Approval: 10/0711993 

NARA Approval: 01117/1996 

30f3 1115/2007 4: 17 PM 



EPA Records Schedule 065· Sample Tracking and Inle Payment System (TIR}le:///SI/WG3/Environrncntal.cction ...id Waste and Emergcncy Rcsponsel06S.html 

EPA Records Schedule 065 
Status: Final, 02/12/2007 T"i<.-. , 3 

Title: Sample Tracking and Invoice Payment System (TIP) 

Program: Superfund
 

Applicability: Agency-wide
 

Function: 108-024-01 - Site and Area Evaluation and Cleanup 

NARA Disposal Authority: 

This schedule authorizes the disposition of the record copy in any media (media neutral), excluding any 
records already in electronic form. Records designated for permanent retention must be transferred to the 
National Archives in accordance with NARA standards at the time of transfer. 

•	 NI-412-94-3/13 

Description: 

The Sample Tracking and Invoice Payment system (TIP) tracks samples ordered for analysis by Contract 
Laboratory Program (CLP) laboratories. Tracking includes the initial order by Regional sample control 
coordinators, shipment by sampling teams, receipt by laboratories and submission of results by EPA. 
Following receipt of the results, the system records and supports payment recommendations on individual 
invoices. The Analytical Operations Center (AOC) of the Office of Emergency and Remedial Response 
(OERR) in the Office of Solid Waste and Emergency Response (OSWER) receives summary reports of 
TIP's activities. 

Disposition Instructions: 

I tern a: Electronic software programs 

•	 Disposable 

• Delete after routine software updates.
 

Item b: Input
 

•	 Varies 

•	 Follow instructions for related records. For input systems, follow instructions for EPA 171 - Input 
and Source Records. 

Item c: Electronic data 

•	 Disposable 
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EPA Records Schedule 065 - Sample Tracking and In. Payment System (Tlfflle:///SVWG3/EnvironfllCntallection ... id Waste and Emergency Responsel065.html 

•	 Close at end of each major version change. 

•	 Transfer current data sets to tapes, along with tape layout, block size, and other tape specifications, 
according to NTSD directives and procedures. Instruct NTSD to hold tapes for 30 years, then delete. 

Item d: Output and reports 

•	 Varies 

•	 File with related records and follow instructions for the related records. 

Item e: Supporting documentation 

•	 Disposable 

•	 Destroy when 15 years old. 

Guidance: 

TIP is under the control of the Analytical Operations Center (AOC) of the Office of Emergency and 
Remedial Response (OERR) in the Office of Solid Waste and Emergency Response (OSWER). 
OSWERIOERRI AOC staff are directly responsible for implementing the disposition of items a, c, and e. 

Contract management data input, under item b, and output, under item d are officially contained in the 
related record series EPA 024 - Cost Recovery Records or EPA 020 - Contract Management Records -
Superfund Site-Specific, which have a 30-year retention value following the file break. Copies of invoices, 
traffic reports, and sample summaries maybe included in EPA 013 - Removal Site Files - Superfund 
Site-Specific and EPA 014 - Remedial Site Files - Superfund Site-Specific and would be dispositioned 
according to the instructions for those records series. 

Ad hoc reports and routine printouts (not part of EPA 020, EPA 024, or EPA 018) filed in a related file 
should be dispositioned according to the instructions for the related file or, when not filed elsewhere, 
dispositioned according to EPA 175 - Print Files. 

Reasons for Disposition: 

TIP data is used for cost recovery support, audit purposes, and for support of site remediation work 
assignments. This data was previously included as part ofNCI-412-85-27IW6 which is used for 
Superfund cost recovery. 

Custodians: 

Office of Solid Waste and Emergency Response, AOC 

•	 Contact: David S. Eng 
•	 Telephone: 703-603-8827 

Related Schedules: 

EPA 013, EPA 014, EPA 018, EPA 020, EPA 024, EPA 064, EPA 067 

20f3	 11/5/20074: 17 PM 
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Previous NARA Disposal Authority: 

Entry: 05/14/1992 

EPA Approval: 10/0711993 

NARA Approval: 01117/1996 

,
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U.S. EPA RECORDS CONTROL SCHEDULE 

SERIZI ~I%La. CLP Statistical Data Bas. (STAT) 
. PllOGRAIC. Superfund 

EPA SERIZS HO. 067A 

HAllA SCHEDULB HO. Pending 

APPLlCABILlrr. Agencywide 

ID1!TlInI1lQ IBl'O!UfArZOlf: 
DZSCllIPrIOH. The STAT contains a random sample of the laboratory results 
produced by the COntract Laboratory Program (CLP). It supports the 
statistical analysis of occurrence and'concentration of priority pollutar.~s 
and hazardous substances at-superfund sites. Although the Analytical Results 
Data Bas. (CARD) now provides a more campl.to data ba•• of results, ~hi. data 
bas. will continua to be supported to provide historical results analysis for 
data prior to the operation of CARD. Thus the two data bases together will 
support statistical analysi. of laboratory results for the entire length of 
the CERCLA Program. 

AlUlUGBJCBJI%. Arrangement varies. 

'rYPB OF RBCCJU)I. SPECIFIC RBS~c:rIO.I. 
Data files, reports, ad hoc None
 
queries'
 

MBDIlJK. VI%AL=llBCCJU).
Electronic, paper No 

raxc:rIOJlS StJPPOItrSD. 
Program opara~ions 

SPZCIFIC-LEGAL llBQUIllENZN%I.
Comprehensive Environmental Response, Compensation, and Liability Act of 1980,

as amended 

, 

-, 

·. 
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EPA SERIES HO. 067A 

DISPOSlrI0WrrlQ~IOW'
FINAL DISPOSI%IOR. 
a. STAT electronic software
 
pr:lI;rams: Disposabla No
 

b. Input	 Dependent on related records 

c. Electronic datal Dispo.able No 

d. Output and report.	 Dependant on related records 

e. Supportinq documentation:
 
Disposable Yea
 

FILS muu.E msnUC%ICH:! a 
a. Break STAT when each major ver.ion i. di.continued and/or when .upersedad
by routine software update •• 

b. Break file accordinq to instructior.s for related record.. Break input
systems accordinq to instructions for EPA 17lA - Input/Source Records. 

c. Break file when each major version of STAT i. discontinued. 

d. File with appropria~e ca.e fils ~r related recQrds. Follow file break 
instruction. for related records. " 

a. Break fila when each major version of ~TAT i. discontinued. 

DISPOSITIOR XHSTKUCfIORSa 
a. For each major ver.ion change of STAT, maintain current ver.ion on tapas

'or cartridges	 for 3 years following procedure. required in NOPD'. Operational
~olicie. Manual, Section. #200.01 and #200.02 on archivinq data .et. and 
record. manag~ent. After 3 years, the tapa. are to be de.troyed by 
degaussinq. For any routine software update., delete software after quality
as.urance check i. performed. 

b. Follow dispo.ition in.tructions for related record.. For input systems, 
follow disposition instructions for EPA 17lA - Input/Source Racord •• 

• c. Tran.fer current data sets to EPA 064A - CLP Analytical Re.ult. Database 
(CARD) tapa.. . 

d. Follow dispo.Ition instruction. for related record •• 

e. Keep in office at laa.t 1 year aftar file break, then retire to PRe in 
paper form or on magnetic floppy di.k tho.e records nece ••ary to document how , ' the systam capture., manipulate., and output. data. Support1nq documentation 
can include the .oftware .ource code, data .ystem .pecifications, file 
specifications, code translations, record layout., u.er quidee, and output 
.~cifications. De.~roy when lS year. old. 

AlPLICArIQW GqIDAlClr
REASONS rca DISPOIITIDa. STAT ,is a support .y.tem to the CLP Analytical
Result. Databa.e (CARD). All data in CLPQA is being tran.~arred to STAT. 

AGDc:nfIDB GUIDDCBI STAT i. under the control of the Analytical Operations 
Branch (AOB) of the Hazardous Site Evaluation Divi.ion (BSED) of the Offica of 
Emergency' and Remedial Response (OERR). OERR/HSED/AOa staff i. directly 
respon.ible for implementing ehe disposition instruction. for item. a, c, and 
e. 
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EPA SERIES HO. 067A 

Analytical data input, under item b, and output, under item d, are contained 
.in the related record series EPA Ol8A, - Sampling and Analytical Data Files -
Superfund Sit. Specific. Analytical data input include. contrac~ deliverables 
of the sampling data. All are permanent record •• 

Contract management data input, under item b, and output, under item d, are 
contained in the related record series EPA 024A - Cost Recovery Records, or 
EPA 020A - Contract Management Records - Superfund Site Specific, which have a 
30-year retention valua following tha file break. 

Ad hoe reports and routine printouts (not part of EPA Ol8A, EPA 020A, or EPA 
024A) filed in a related file should.be dispositioned according to the 
instructions for the ralated file or, when not· filed elsewhere, dispositioned
according to EPA l7LA - Print Files. 

PROGRAM OFFICE GUlDAHCB/DESCKlP%lVB lHFORMA%lOH. 

CUSTODIAL INFORXATIONr 
CO~OLLIHG UHI~. 

Haa.. OERR/HSED/AOB Naa.. David S. Eng 

Location. EPA Headquarters Mail COd.. 5204G 

lACluai.,. Dat ••• ~.lephon.. 703-603-8827 

Volua. OA Baud (Feet). Offic.J AOB 

Annual Accuaulation. KeO.'
 
(feet or ach•• )
 

CONTROL INFORJrA:rIOlf: 
RELA%ZD l~SI EPA Ol3A, EPA Ol4A, EPA OlSA, EPA 020A, EPA 024A, EPA 064A 

PREVIOUSLY APPROVED BY 
HARA SCKEDULB HOS. 

Appro.,al AppE'O.,al , Ezltry La.t
 
Dat. EPA Dat. HlUtA Dat. Notified
o 

5/14/92 5/4/93 

-,
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EPA SERIES HO. Oa4A 

u.s. EPA RECORDS CONTROL SCHEDULE 

SERIES ~I~LE: Case-Specific Decisions 
for Response Action contractors (RACs) 

on Indemnification Requests from States 

PROGRAM: Superfund 

EPA SERIES NO: 084A 

NARA SCHEDULE NO. Nl-412-94-3/1S
(Use this number to retire records to the FRC) 

APPLICABILI~Y: Agency-wide 

IPE!TIFrING INFORMATION: 
DESCRIP~IONI In contracts or agreements with an indemnification olause,
states or potentially responsible parties (PRPs) make a request regarding
indemnification of site-specific design and cleanup from EPA Headquarters
(HQ). Based on review, EPA HQ issues a decision document 9rant~n9 approval to 
purchase private insurance or providing for rederal indemnifieat!on for the 
state or contractor. This series includes the request, background materials 
including relevant portions of the agreement or contract containing the 
indemnification clause, and the decision document regarding Federal 
indemnification. 

There are two types of indemnifications: 

a. Indemnifications'relatiA9 tg ~Q~ G9fttraet8 ~nder the Agency's January-25,
lS~l lLRal l~d.mAifigatieft G~idelines which are subject to a specified time 
limit; 

h. Indemnifi.cat.ions axeey~ed prier te tfte Jaftwu'y 25, .1~\l-J.4elJ.t1G8 which 
are ~ subject to a speci.fied time limit. 

AlUtAJlGEMEN'X: 

TYPE OF' R.ECOR.DS: SPECIFIC RES~aIC~IoNSs 
Case files 

MEDIUMS VItAL RECORDs 
paper 

rUNC~IONS SUPPORTED: 
Program operations 

SPECIFIC LEGAL REQUIREMENTS.
Comprehensive Environmental Response, Compensation, and Liability Act of 1980,

as amended, Section 119(c) 

http:R.ECOR.DS
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EPA SERIES NO. D84A 

prSpQSltIQW IWPORKATIOWr 
FINAL DI8POSI~IONI ~RANsrEa~O FRC PERMITtED. 
a. Disposable Yes 

b. Permanent Yes 

FILE BREAK INS%RUCXIONS. Break file after the closeout of the response ace ion 
contract. 

DISPOSI~IOH INS~RUC%IONSI 
a. Retire to FRe immediately after tile break. Destroy when 30 years old. 

b. Transfer inactive materials to the appropriate Superfund site file. 
Follow disposition instruotiona as detailed in EPA Ol3A - Removal Records -
Superfund Site Specific, or EPA 014A - Remedial Site Files - Superfund Site 
Specific. 

APPLICATIOI GUIDANCE: 
REASONS FOR DISPOSITION. Indemnifications qranted prior to the Aqency'g
January 25, 1993 quidelines require permanent retention since indemnifications 
qranted prior to that time have no time limit. Term limits of 
indemnifications 9rantad after January 25, 1993 vary and may extend beyond the 
life of the contract. Retainin9 theee indemnificationa for 30 years will 
ensure all actions or issues are resolved prior to disposal. 

AGENCY-WIDE GUIDANCE. The portion of the agreement or contract containing the 
indemnification clause should be retained with the decision document and other 
related materials. 

Superfund site specific contracts are.scheduled as EPA 020A •. Contracts which 
are not site specific and or for programs other than Superfund are covered in 
EPA 202A. 

PROGRAM OFFICE GUIDANCE/DESCRIP~IVE INFORMAtION I 

CUSTODIAL ZNFO~AXIaN: 
COHtROLLIMG UNIX. Multiple units CC1l'lAC~POIn: 

Name: Nallle: 

Loc:atioxlI Mail Code: 

Illclusiv. Dates: Xelephone. 

Volume on Bal1d (Feet): office. 

Annual Ac:c:umulatiol1l Room: 
(feet or inches) 

CONTROL INlOBl!A!rIONr 
RELAtED l~EMS: EPA 013A, EPA 014A, EPA 020A, EPA 202A 

PREVIOUSLY APPROVED BY 
NARA SCHEDULE HOSI 

Approval Approval EJ1try Lut 
Date EPA Date RARA Date Modified 

6/2/92 5/24/95 

.a:... .•• , 
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U.s. EPA RECORDS CONTROL SCHEDULE 

~I Ca.e-Specific Decision. on Indemnification Reque.t. from State • 
• Action Contractor. (RAC.) 

PROGRAXI 

EPA SDIBS HOI 

HAllA SCDDtJLB HO. ndinq
(U.e this number to r ~ir. recorda to the rRC) 

APPI.lCABILInl Agencyw1d 

IDBlftUlUG Ilrl'ORJ!A1IOll, 
DBSCR.I~lOHI In contract. or reement. with an indemnification clause,
States or potentially re.ponsib partie. (PAP.) make a reque.t regarding 
ind8mnification of .it.·apoci~ic aiqn and :le1nup trom E~A Hea~quarters
(HQ). Ba.ed on reviaw, EPA P.Q il.u a ~9ci.icn ~~cument granting approval to 
~~rcta.a privatQ inaurancm cr provid g fo~ !9deral indsmnific~ticn tor th~ 
Stat. or contractor. Thi. aeri•• in~l e. the requ ••t, background materials 
including rel.vant portion. of the aqr~ nt or ccntr.ct containing the 
indemnification clau••, and the decision cument regarding redaral 
indemnification. 

AlUULXGBMD%. 

'rD. or UCoG.s 
Ca.e file. 

MEDIUMs . V1~ UCOG. 
Paper 

,
FUNc:rlOHS SUPPO~. 
Program operation. 

SPECIFIC LSGAL UQUl~SI

Comprehensive Environmental Re.pens., Compen.ation,
 

as amended, Section 119(c)
 

, 

http:ccntr.ct
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~ RBKIB~·HO. 08lA 

:~~IrIOW rllORKAlIOW: 
PIHAI. D5:oSI%IOJlIPermanen 

rIl.B BIZU SBU'C%IOHS I Break file after the closeout of the respon.. action 
contract. ~ 

DISPOSI%IOK-IHS crIOHSI Retain inactive material. in offic.- 1 year after 
file break, then r ire to FRC. Transfer to the Hational Archives 20 years
after file br.ak. 

APPLICArIOW GUIDABCI£ 
REASOHS rca DISPOSI%IOHI The.e record. require perman.nt retention because 
Federal indemnification, n qranted, has no tim. limit. 

AGEKCYWIDB GUtDAKCBI Permane ~etention of a comprehen.ive indemnification 
decision ca.. file requirem tha rtion of the agreement or contract 
containinq the indemnification cu •• b. retained with the decision document 
and other r.lated mat.rial •• 

PltOGUJI orrICK GUIDAJlCK/DBSCltIP'rIVlI 

CUsroDIAli Ilfl'ORIA1'l'O" ,
eONr.ltOLLIHQ0.1%' 

Haae. OSWER/OBRR/HSCD/DCMB/RACS 

Lacatiolll EPA Headquarters" Mail Code. 

Illclusiy. Dat ••• %elephoD.', 

Volua. Oil KaIld (reet)1 Office. RAes 

AnDual AccuaulatioDI ltOOa. 
(fe.t or !Ache.) 

. COl!TRQL IUPRlIAfiOlr 
RET A:U 1%BJCS I .. 
PUVlOUSLY APPmVJm BY 
HlUUL Sc:a:&D1JU 1108. 

Approyal AppZ'OYal EIltzy Li.£-, Date SPA Dat. DJlA Dat. MocUfiecl 
6/2/92 4/27/93 

". 
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DRArr OF 4/27/'3 

U.S. BPA RECORDS CONTROL SCHEDOLB 

SERIES ~I%LBI Administrative Decision Records 

PIlOGlUKl Superfund 

EPA SERIES HOI OSSA 

HARA SCDl)ULB NO. Pendinq

(Uae this number to retire records to the FRC)
 

APPLICAB ILI'n' I Agencywida 

IDB1I'l:rnnrq Ilfl'OlUW'IOJfr 
DBSCIlIFrIOHI CERCLA l06(b) allows potentially re.ponsible parties (PRPs) to 
petition the Fund for reimbursement of reason&ble coat. of respense action_ if 
they c&r. prove they ware not liable for the reapon.e co.te or they can 
d~Qnmtrate, on the adminiatrative record. the resP,On.e action ordered was 
arbitrary and capricious or otherwise not in accordance with the law. The.e 
:eco~da in~lud. 106(b) petitions, correspondence with the petitioner and ene 
Reqion, the Preliminary Decision Document. comments by the petitioner and eha 
Reqion on the preliminary decision, the lLnal Decision Document, and oeher 
relevant documentation. 

'.
TIPS OF DCOanS. SPSCIFIC RSS:azcrIOBS. 
Ca.e file •. COnfidential Busines. Information 

Enforcement Sensitive Information 

MEDIUM I . VI~ ocoan. 
Paper, electronic 

FUHc.:IOHS SUPPoIl%ZD'
 
Enforcement and co.t recovery activities
 

SPECIFIC LEGAL DQUIIl!KERTSI

Comprehen.ive Environmental Reapen.e, Compen.ation, and Liability Act ot ~iaO.
 

a. amended, Sections 101, i06(b), and 107 

'\ 

-, 
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EPA SUlZS HO. oln 

DISpOSI1IQI I1lORftArIQI£
FINAL DISPOSI%IOK. 
Disposable 

FILS ~ IHSr.RUCfIOXS. Break file wh.n final decision has been issued or 
when s.ttlem.nt i. compl.tad. 

DISPOSITION IRST.RUCfIOXS. Ratain inactiv. materials in office at least 1 year 
after file break, than r.tire tQ FRC. Cestroy 30 years after file break. 

APPLICAUOI Gf11DANC6r REASORS FOR DlSPOllTIO.. R.cord. r.quired for' litigation and cost recovery
support. 

AGEHcrNtDB GUXDAXCB. Ralatad Superfund si~e-.pecific r.cord. are covered in 
tha following items, 

EPA OOlA - Grant. and other Program Support Agr.em.nts - Superfund Site 
Specific

EPA OlOR - Site A•••••mant 
EPA 012A - Fed.ral Faciliti •• Hazardou.'Wa.t. sit •• 
EPA 013A - Removal Sit. File. - S~perf~nd Site Specific
EPA 014A - Remedial Site Fila. - Superfund Site Specific
EPA OlSA - Sampling and Analytical C~ta Filas - Superfund sita Specific
EPA OlgA - Administrative Racord. - Superfund Sit. Specific
EPA 020A - -COntract Management Racord. - Superfund Sit. Specific
EPA 024A - co.t R.cov.ry Racord. • • 
EPA 025A - Bnforcement Action. - Superfund Sit. Specific 

Local Gov.rnment R.imbur.ement Progr~ r.cord. are .cheduled a. EPA OaOH and 
Claim. Again.t the Fund a. EPA 087A. , 
A. required by,36 CrR 1228.58, record. with special r••triction. such .a 
confidantial bu.in ••s information (CBI) or exempted from disclo.ure by .~.tuee 
such a. the Privacy Act mu.t be .hradded with witn ••• dispo.al. 

PllOGRAM onICB GUlDUCB/DBSCRIP'rIVB IJIPO~IO •• 

, 
CllS1'ODIAL IBl'ORIIAlIQKr
COHrROLLIRG OBIT. 

R.... EAS R.... Fred ZiDDarman 

Lacat.ioll' BPI. a.adqua.rt.z:. Mail Cod.. OS-510 

Illclu.i.e Dat.e•• T.l.pholle. 202-260-3656 

Voluaa 01l·J1&A4 (I'•• t) I Offic.. OSWBR/OWPB/CBO/GEB/EAS 

AIlD~l Accuaulat.iolll Roo ••
 
(f •• t.or !Ach•• ) , , .
 

CONTRQli IBlORJfA:tIOll £,
 
RELArED I~I EPA OOlA, EPA OlOR, EPA 012A, EPA 013A, EPA 014A, EPA O~SA.
 
EPA 020A" EPA 024A, EPA 025A, EPA 080a, EPA 087A
 

PUVlOUSL1' APPROVED B1'
 
!lARA SCDDOLB XOI. NCl-412-SS-10/19 tyc.I-J../n ....- ~2--tl-i'~
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EPA SUIBS HO. OISA 

Approyal Approyal BAtq Laat 
Dat. EPA Dat. JiARA Dat. Nocu'fl.d 

7/16/92 4/27/93 

, 

...... 
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e,S. BPA UCORDS COHTROL SCDDOLB 

S~IBS ~I~I Hational contingency Plan (Hep) product File. 

PItOGUJU superfund 

EPA SDIES HO. 086A 

KAllA SCBlWULB HO. Pending

(Use this number to retire record. to the raC)
 

APPLlCABILlft. Agencywide 

IDBBl'InIBq IBlOMMION'-
DESCRIPrIOK. The NCP requir •• EPA to maintain an Nep Product Schedule of 
diapers ants and other chemical or biological product. that may be authorizea 
for u.e on oil di.charge.. Applicant. who wi.h to li.t their product must 
submit the appropriate technical product data to BPA in accordance with 40 erR 
300, subpart J. Record. a••ociated with NCP product file. include the Nep
Product Schedule and a••ociated data ba.e, vendor application., interim 
corr ••pondence, telephone note., Agency and contractor review documentation,
corre.pondence, Technical Bull~tin., and a••ociated record •• 

AUAHOEXD'r. Arrang8CD8nt-varie •• 

nps OF BCOG •• spaCIFIC RBa%alCfla.I. 
·Data file, COrre.pondence, COnfidential Bu.ine.e Information 
Report., L.i.t. 

MEDIUM. VI'fAL· UCOJlD. 
Paper, electronic 

FUHC%IOHS SUl'POI!rB:D. 
Program operation. 

SPECIFIC LEGAL UQUIIlDD'l:S I
 
Oil Pollution Act of 1990
 
40 erR 300, Subpart J
 

\ 

. ·
 



.. -
EPA SBKlBS NO. OISA 

Drspgsrfror IPlPR«ArlOr,
'FINAL DISPOSl%la.. TKAKsrza %0 rae PERMI~. 
Disposabla Ye. 

PILS aREAK IHSr.RUcrIONS. Break fila when supersedad or obsolete. 

DISPOSI~IOH IHSr.RUcrIONSI Keep inactive "atarial. in office 3.years after
 
fila break,· then retire to FRC. De.troy 10 year. aftar fila break.
 

APPliICA1'IOr GDIDAIlg:
REASONS FOR DISPOSI~IO.' Record. provi~e ongoinq support and reference for. 
oil on water spilla. These recQrds ara not permanent at this tims because no 
formal approval proce.e or decision element by the Ag.ncy i. in place. The 
Agency i. currently accepting applications and product inform&t~on only. 

AGEHCYWIDB GUlDAKClI Reference copies of the HCP Product Schedule and 
Technical Bulletins hel~ in the R~;ione~ra diapoaabl. when no longer needed. 

As required by 36 CPR 1228. S8, record. ,,,it~ "pechl r••trictJ.ons such as 
confidantia1 business information (CBI) or axemptsd from disclosure by statute 
such as tha Privacy Act must be 8hredd~d with witnes&.diaposal. . 

PROGRAMOl'PICB GUlDAXCZ/DBSCllIP'rIVB lKl'OJUUl:10.' 

CUS7PDIAL IlU'QMArI01r 
~IHG UHI%. 

Haae. OPRAS 

Locatiolll EP~ Headquarters Mail. COd.. 5202-<; 

Incluai'Y. Dat.s. Telephon.. 703-603-8736 

Volua. Oil Hand (peet). Offic.. OSWER/OERR/ERD/RSCa/OPRAS 

Aa.a.ualAccuaRlatioal Roo.. 13337
 
(fe.t or !Ach.s)
 

COlfTRQL IlrlPRl£U'I01!r " 

llEtADD I~. 

Appro'Yal Ea.try Laat 
Date IIAllA 'Oat. IIocU.fia4 

7/15/92 4/27/93 



· ... 
,- . 

DRAl"r or 5/5/'3 

U.s. EPA RECORDS CONTROL SCHEDOLB 

SERIES ~1~1 Claim. Again.t the Fund 

PROGRAM I Superfund 

EPA SDIES HOI 087A 

HARA SCDI)QLB HO. Pendinq

(Uae this number to retire record. to the raC)
 

APPLlCUILlftl Agencywide 

IDBNl'UUlCtl Il(lPBl!UIOlf,
DESCRIPTIO. I Thi. serie. contain. record. used to document the decisions made 
by Headquarter. and Regional par.onnel conceminq claims again.t the Fund 
under various .ection. of CERCLA. Includa. a copy of the official re.pon.e
claim, documentation of action to .ettle the claim, & copy of the agreement ot 
the final .ettlement of the claim, and other related record •• 

Thia aerie. also includ •• claim. filed ag&inzt th~ fUnd unde: mixod funding'
agreement. (preauthorization, cashout., mixed work). Record. particular to 
mixed tundinq agreement. include the application, and a preauthorization
dacision document. and claim. tiled periodically again.t the Fund. 

;umAHGEXEJI'l:I Arranged by site. -, 
TYPE or RECOllDS I SPBClrIC RBST.RIC:IOXSI
 
ca.e files
 

MEDIUMs, V1%AL RBCOIU) I 
,paper, electronic 

nnrC:IOHS suPPOI%ZDI
 
Enforcement and cost recovery activities
 

SPECIrIC LEGAL RBQUI~SI
Comprehensive Environmental Response, compensation, and Liability Act of 1980,

as amended, Section. 111, 112, and 122 .' 

, 

" 



· . 
EPA SBlUU NO. 087A 

DISPOSItION I1lQ~ION:
FIRAL DI5,011%10.,
Uil~.aJ:)l. 

FILB BRBAE Break fila upon ofINS%RU~IONS' .at:tl8ll'.ent:claim. 

DIS~OII%ION IHST.RUC%IONS, Keep inactive material. in office 1 y.ar after fila 
break, then· retire to FRC. oa.troy 30 yaar. aftar fila break.' 

APPLICATION GUIDABCI: 
REASONS FOa DISPOSI%10HI The applicaJ:)ilityof this .aria. has been extended 
providing Agencywide coverage. The retention has b•• n ~xtenoad to parallal
other function. (co.t recovery and enforcement) which the record. support. 

AGEHCYWIDB GUlDAHat co.t Recovery Recorci. are scheduled a. EPA 024A. See 
EPA 02SA for Enforcement Action. - Superfund Site Specific. Administrative 
oecieion Recorda are covered in EPA 08SA •. 

PROOJUUf On'It:Z GUlDAHCl!:/DBSCllIHIVB IH'FOIUCA%IOHI 

CDStQD1AL LNro~ONr 
CC:."':':tOI.LI!:a mfI% I 

H..e, SLCB ..... oeni&8 ~rgen.r 

I.ocatiolu EPA Headquarter. Nail COde, OS-220W 

Inc1".i.e Date., %e1ephoDe, 202-308-8339 

Voluae OD K&D~ (F••t). Offic., OSWBR/OERR/HSCD/SLCB 

ADD"al AccuaulatioD. Roo•• 
(feet or inche.) 

COln'ROL I1fl'OMAZ'IONr 
RnATBD ID:M8'. EPA 024A, EPA 02SA, EPA 085A 

PUVIOUSL1' AP.ROVBD 81' 
NARA SCKEDULB NOI. -HG1-412 as-1Q{19, NCl-412-8S-18/26 

Appro ••I Appzoo.aI EIltr}" La.t 
Date UA Dat. DJIA Dat. HocUfi_

5/25/92 5/5/93 



' ..'-. ~. _ ... 
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EPA SERIIS NO. 091A 

U.S. EPA RBCORDS CONTROL SCHEDULE 

SERISS TITLZz CtRCLA seceion 103 Notifications 

PROGRAM: superfund 

EPA SERIBS NOr 091A 

NARA SCHKDULE NO. Nl-412-94-3/19
(Use this number to retire reoords to the FRC) 

APPLICABILITY, Agency·wide 

IDENTIFYING INFORMATION: 
DESCRIPTION. Onder CERCLA, the Comprehensive Environmental Response,

Compensation, and Liability Act, Section 103 requires the notification of any

spill or other release of a hazardous substance that equals or exceeds a
 
reportable quantity (RQ). There are three types of reporting requirements
 
under CERCLA: CERCLA 103(a) for actual releases, including spills, of
 
hazardous substances; CERCLA 103(0) for facilities where hazardous wastes have
 
been di5posed of and where such releases might occur; and CERCLA 103(f) (2) for
 
releases that are continuous and stable in quantity and rate. May also'
 
include petroleum products as well as non-hazardous reported releases.
 

Documents include records of communication recording the immediate
 
notification to the EPA or National Response C~nter by phone; EPA Form,

Notification of Hazardous waste Site; inieial written report for continuous
 
releases citing the location and/or facility, the amount(s) and type(s) of the
 
hazardous substance or waste, and location layout; and written follow-up


.report. 

ARRANGEMENT: Arrangement varies. 

TYPE OJ' RKCORCS: SPECIFIC RESTRICTIONS:
 
Case files Confidential Business Informaeion
 

Enforcement Sensitive Information
 

JaDltnh VITAL RECORD I
 

Papers, forms, electronic
 

FUNCTIONS SuPPOaTEDc 
Program operations 

.~. 
SPECIJ'IC LBGAL REQUIREMENTS:

Comprehensive Environmental Response, Compensation, and Liability Act, Section
 

103
 
Title III of Superfund Amendments and Reauthorization Act (Emergency Planning
 

and Community Right-to-KnOW Act), Section 30'
 
Oil Pollution Act of 1990
 
40 CFR 302
 



..'. - - ... 

EPA SERIBS NO. O,lA 

PISPQSITION IliPQBHATION:
rINAL DISPOSITIONI TRANSFER TO FRe PBRMITTEDI 
permanent Yes 

rILB BREAK INSTRUCTIONS I Break file annually. 

DISPOSITION INSTRUCTIONS. Keep in office tor ae least 1 year following file
 
break, then retire to FRC. Transfer to the National Archives 30 years after
 
file break.
 

APPLICATION GUIpANCE:
RBASONS FOR DISPOSITION: CERCLA 103 notifications form the basis for several
 
Superfund activities including the creation of the National Priorities List
 
from the 103(c) one-time notifications and may be required as part of the
 
complete record of the Superfund site removal and remediation process as well
 
as for cose recovery support and enforcement.
 

AGENCY-WIDK GUIDANCE, CERCLA 103 notifications are the responsibility of the
 
appropriate Regional offices receiving the initial notification or receiving

ehe written follow-up report.
 

The Accidental Release Information Program (ARIP) is scheduled as EPA OS6A.
 
See EPA 060A for the Emergency Response Notification System (ERNS) and EPA
 
061A for the Continuous Release Emergency Response Notification System (CR-
ERNS) • 

As required by 32 CFR 1228.58, records with special reserictions such as
 
confidential business information (CBI) or those exempted from disclosure by

$tatute such as the Privacy Act must be shredded or otherwise definitively


.destroyed with wit~ess disposal for re~ords destroyed by contractors. 

PROGRAM OrFICE GUIDANCE/DBSCRIPTIVE INrORMATIONI 

CUSTODIAL INFQRNATION:
CONTROLLING UNIT: Multiple units CONTACT POINT: 

Nam •• Namet 

Locationt Kai1 Code. 

Incluaive Dates: Telephone. .... 
Volume on Hand (reet). Office: 

Annual Acoumulationl Room. 
(h et or 1nchea) 

CORnOL INFOBHATI01f: RELATED XTBMSI E~A 056A, E~A 060A, EPA 061A 

PREVIOUSLY ARPROVED BY 
NARA SCHEDULE NOS I 

App~Qval Approval Entry Laat
 
Date EPA Date NARA Date Modified
 

3/29/93 7/26/95
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U.S. EPA 

DRAFT OF 

RECORDS 

7/2/93 

CONTROL SCHEDULE 

SERIES CERCLA Section 103 Notifications 

PROGRAM: 

HARA SCHEDULE HO.
 
(Use this number t records to the FRC)
 

APPLICABILln:
 

IDENTIFrIHG I1IfQRlfATIOl(:
DESCRIP%IOH: Under CER the Comprehensive Environmental Response,
Compensation, and Liabilit Act, section 103 requires the notification of any
spill or other release of a azardous substance that equals or exceeds a 
reportable quantity (RQ). Th re are three types of reporting requirements 
under CEaCLA: CERCLA 103(a) f actual releases, including spills; of 
hazardous substances; CERCLA 10 c) for facilities where hazardous wastes have 
b~en di~pQsed of and where such leases might occur; and CERCLA 103(£)(2) for 
releases that are continuous and s able in qU&ntity and rate. May a180 
include petroleum products as well non-hazardous reported releases. 

Documents include records of communica ion recording the immediate 
ncti!ication to the EPA or Natio~~l Ree °nse C~nt~r by phone; EPA Form,
Notification of Hazardous Waste Site; in ial written report for continuoua 
releases citing the location and/or facil y, the amount(s) and type(s) of the 
hazardous substance or waste, and locatio~ ayout; and written follow-up
report. ° 

ARRAHGEMEHr: Arrangement varies. 

nilE: Opt RECORDS: C%IOHS: 
Case files COnfidential B iness Information 

Enforcement Sens tive Information 

MEDIUM: VI~ RECORD: 
Papers, forms,- electronic 

FUHC%IOHS SUPPORrED:
 
Program operations ,
 
SttE:CIFIC LE::AL REQ~JtEMZJ.~S: ° 

Comprehensive Environmental Response, COmpensation, Act, Section 
103 

Title III of Superfund Amendments and Reauthorization Act 
and Community Right-to-Know Act), Section 304 

oil Pollution Act of 1990 
40 CFR 302 



., • 
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.- . 
SERIES NO. 091A 

DIS SIrION INFORMATION: 
FINAL\DISPOSI~IONI TRANSFER ~O FRC PERNlr.rED: 
Perman nt Yes 

FILE B IHS~U~IONSI Break file annually. 

DISPOSI~ioH Keep in office. for at least 1 year following file 
break, then- Transfer to the National Archives 20 years after 
file break. 

APPLICATION GUID 
REASONS FOR DISPO ~IOHI CERCLA 103 notifications form the basis for several 
Superfund activitie including the creation of the National Priorities List 
from the 103(c) one- e notifications and may be required as part of the 
complete record of th Superfund site removal and remediation process as well 
as for cost recovery s rt and enforcement. 

AGEHCYWIDB GUIDAHa: I CER 103 notifications are the responsibility of the 
appropriate Regional offic receiving the initial notification or receiving
the written follow-up report 

The Accidental Release Informa on Program (ARIP) is scheduled as EPA 056A • 
.see EPA 060A for the Emergency sponse Notification System (ERRS) and EPA 
06lA for the Continuous Re~ease E rgencY'Response Notification System (CR-
ERRS). 

PROGRAM OFPICB GUX~AHa:/DESCRIP~IVE 

CUSTODIAL INFO~ON: 
COtr.rROLLIHGU!fI~1 Multiple units 

Haa., H"., 
Location I Mail Code. 

Incluaiv. Dat ••• ~elephon., 

Volua.·OD Hand (F.et). , Office, 

Annual AccuaulatioD' Roo•• 
(feet or inch •• ) . 

CCN7'RQL INFORIIAZIONI 
~ l~. EPA OS6A, EPA 060A, EPA 06lA 

PREVIOUSLY APPROVED BY 
MARA· SCHEDULB HOS I 

Approval Approval Entry Laat
 Date EPA Dat. HARA Dat. Modified
 
3/29/93 7/2/93
 



NOV 14 '95 • 
»~ or '/13/95 

, 
U. S:. EPA RECORDS CONTROL SCBECtJLE 

SEalES ~ltLEl Trade Secret riles Under Emergency Planning and Comm?nity,
'aight-To-Khow Act for Sections 303, 311 and 312 ' 

PltOGRAM. Superfund
" 

EPA SEltlES NO. 048H 

MARA SCHEDULE 50. Bl-412-94·3/20

(Use thi~ number ~o retire recorda to the PRe)
 

APPLIWILZ'l:J'I Headquarters , , 

ID1l1flInINci IVOBlfAriolll ,
DBSCiIP~IOH. containa document. relating to the requirement for'submission of 
information to State and local governments on the'presence, inventory and 
storage of chemical substances ·by·facilities under Sections 303, 311 and ..312 
of the Superfund Amendments and aeauthorization,Act of 1986. Information,
collected includes trade secret claims submitted to EPA under section 322 of 
SARA Title III and includes information collected relating to the accuracy of ," 

a claim of tra~e. secret for the identity of substances reported under Sect~ons 
303, 311 and 312. Includes chemical identity, substantiation of trade secret 
eligibility, and other information on,the chemical for which trade secret .' protection i8 being claimed. ' 

AlUlAHGEME!rr I Arranged, by batch n':lllll:ler. 

'l:n:s or RECORDS r SPECIFIC 1ESrRlctIOKSa . 
'Case files Confidential Business Informatio~ 

MEDIUM, 'VI'rAL dCORIlI
 
Paper
 

FUB~IONS suppoa:rEDr

Program·oversight
 , , 

SPECIFIC LEGAL REQUlREMEHTS,

SARA Title III - Emergency Planning and Community ~i9ht-To-Xnow Act, sections
 

303, 311 and· 312
 
40 erR 372
 

, , 



NOV 14 '95 .., 
EPA SEllIESw.. 948J1 

DISPOsrtZOJ1 INFOR1flU'IOl!: 
FINAL DISPOSI~IOHI %RANSFEa TO r.RC PERKI~Dr 
Disposable Yes 

FILB BREAK INSt~UcrIOHSI Break file annually •. .
 
DISPOSItION INS~U~IOHSI xeep inactive materials in office 1 year after file 

. break, theft retire to FRe. Destroy 20 years after file break. 

APPLICArIQI'GUIDAN~:
~SOHS FOR DISPOSItIONs Reco~ds pro~ide essential documentation of EPA's 
statutory and regUlatory responsibilities.. ,
AGENCY-WIDS GUIDANCE. The records of this serie. are maintained by CEPPQ ift 

. OSWER at Headquarter~. 

See EPA 224A for EPCRA record. kept by other headquarters'and re9i~nal
 
proqrams. Toxic Substances Facility riles are covered iftEPA 227R and files
 
related to state Oversight 1n'EPA 203A. The EPCRA rarqeting System (ETS) is
 
schadu.led as.EPA 266A and the Toxic Substances Release System (TillS) as'EPA
 
272A.
 

" 

As required by 36 CFR 1228.58, record~'with special restrictions 8Qch as '
 
~onfid~ntial business information (CBl) or those exempted fro~ disclosure by

statute such as the Privacy Act must be shredded or otherwise defiJ1'itive~y

destroyed with witness dlspos,al for records,destroyed by contractors.
 

PROG~ OFFICE GUIDAHCE/DEscaIP~IVE 1HFORMA~IOHI Records received ~ the
 
office are for ~he preceedinq calendar 'year. Retire filel in sealed boxes.
 
Retrieve only whole boxes. Aceesa 1& limited to EPA e=ployees or authorized
 

.EPA contractor". 

'CUS%pDIAL IWFOBWAfION: 
COInIlOLLING UNI'rr CONTAC'J:polN'l. 

Name. CEPPO Hama. 'Dorothy McManus 

,Loca~ioD.1 ¥SM Mail COde. 5101 

Inclusive Dat~.r 1987- %elephoDe. 202-260-8606 

Volume on HaDeS (Feet)1 36 cu. ft. Office. OSWER' 

Azu:lua1AcCWIlulation'. Jlooma 3606 
(fIiI.~ 01." 'iDCh••), 

" 

CONTROL IWlQRnArION:
R£tA'rED l~SI EPA 203A, EPA,224A, EPA 227R, EPA 266A, EPA,272A , 
PRZVIOUSLY APPROVED BY 
IIAltA SCB.EDu:r.Ji; :NOSf 

Approval Approval EIltzy. . Last , ,
 

Date EPA J)at.'NARA Date Modifil!ld
 
2/5/95 7/13/9S
 

..
 



• • 
DRAn,OF 3/6/95 

U.S. EPA aECORDS CONTROL SCHEDULE 

Trade Secret "Filss Under,Emergen~ Planning and eommunity
Act for sections 303, 311 and 312 

~ROGRAM: Supe ~d 

SPA SERIES HOI O~H 

HARA SClmDtI'LE NO. ),~ndinq, .
 
(use this number to r~ire records ~o ~he FRe)
 

APPLI.CABILIXY: Headqu aJ!sa 

;tPENUrrntG 'INFORl!A:rIQlC, I 

DESCRIP~IOH', Contains do ~ent. r.la~inq to the requirement for submission of 
, information to 'state and loc~l govarnments on the presanoe, inventory and 

storage ot chemical .ubstance~ by facilities undar Section., 303, 311 and 312 
of ~he Superfund Amendmants an~ Reauthorization Act of 1986. Information ' 
collected includas trade 8ecre~~laims submitted to EPA under Section 322 9£ 
SARA Title III and includes 1nfor~ation col~.ctad relating to'the accuracy of 
a claim ot trade .~cret for the id.ntity of substances reported under Section. ,
303,"311 and 312. Includes chamica\ identity, substantiation of trade secret 
eligibility, and'other information O~he chemical for which t~adQ secret protection i. beinq cla1med. ' ." 

ARRANG~: Arranged by' hatch number. !"". 

ftPE 0.. U~RDS , " ' sp~cir~cUSnIC~IOHS ,"' .". . ::~~1.. ""...ln~O~~ion::d~~a1
paper , . '". 

FUNC~IONS SUPPO~DI
 
Program 9verei9~t
 .. 

-,, SPECIFIC LEQAI. R.EQUIR.E:KBlrtS& " • :' ,
SARA Title I11'- Emergency planning and Community Rig~ -~o-~ow Act" sections 

303, 311 and. 312 " 
40 eFR 372 

"' 

• I ~ 



,
 
DAHSnR m nc PElUn:ftEDIYes . 

INSx.RU~IONS' Break fila annually. 

IHS~UC~IONSt· Keep inactiva materials in office 1 year after file" 
retire to FRe. Destroy 20 years after file break. 

REASONS FOR D~POSI~IQHJ Records provide essential dooumentation of EPA's 
atatutory and r~latOry responsibilitie8. 

AGENCY-WIDE GUID eEt The records of ~hia series ar~ maintained by CEPPO in
 
.OSWER at Headqua ~S.
 

see EPA 224A for EP records kept by other headquarter's and regional

programs. Toxic Subs ances Facility Files are covered in EPA 227R and files
 
related to state OverlLaht in EPA 20lA. The EPCRA Targetinq System (ETS) is
 
scheduled as EPA 266A art the Toxic.Substances Release System (T.RIS) as EPA
 
272A. "
 

As required by 36 CFR 1228. 8, records wIth special restrictions such as
 
confIdential business inform tion'(CBI) or those exemp~ed froM. disclosure by

8tatute such as the Privacy A must be Shredded or otherwise definitively

destroyed with .witness dilrpcsa for reco~ds destroyed by contractors. .
 

PROGRAM oFFICE: Gt1IDAHCE/DESCRIH INPO~10JU Records received in the 
office are for the preceeding cals dar year. Retire files in aealed.boxes • 

.~~rieve .only whole boxes. Access '1~ited to EPA empl~yeee or a~thoriz~d' 
."~P~ contractore •. 

. . . 
CU8TQDIAI.. I1IFOR1!ATIONz 
CONrROLLING UNI~I. . . C'l! POI~.
 

~h.4.v~ .f!t%tJ! crcthy McManus
 Hame: CEPPOff~~~ 
x.ocatiDlu WSM 'tt'~~ tJv Kail coda 5101 

Inclusive Date81 1987-
Volume CD Band (Feat). 36 cu. ft. Offico, 

ADDual AccumulaticD' 5 cu. ft. Roc." 3606 
: . 

.(feet or inchea) 

COJl!l'ROL I7U'OBlfUIQN:
RELA~D l~SI EPA 203A, EPA 2f4A, E~A 227R, EPA.266A, 

PRZVIOUSLY APPROVED BY 
NARA ScmmtJIJ!:HOS r 

Approva~ Approval EntJ:y . :Last
 
Date EPA Date !IDA .Date "Modified
 ,I 2/5/9S 3/6/95
 

.:.. .. -,
I,. . 



II 

); 

AUG 03 '95 08:42AM LAE~DERSON 303 840 0489 P.2 I-hY'tl 1 

EPA SERIES NO. 050A 

u.s. EPA RECORDS CONTROL SCHEDULE 

IS TITLE: Comprehensive Environmental Response, Compensation and 
ity Informaeion System (CERCLIS) 

OSOA 

Nl-412-94-3/7 

AJ?J?LICABILI'I'Y: 

IDKN'l'IFYING I. 
CXSCRIP'I'ION: CERCL EPA Headquarters and Regions in the management
and oversight of the erfund program. Its purpose is to maintain an 
automated inventory of andoned, inaceive, or uncontrolled hazardous waste 
sites regulated under CE A and to act as a vehicle for Regions to report the 
status of major stages of 'te cleanup to Headquareers. The system maintains 
and produces information on 1 aspects of hazardous waste sites from initial 
discovery to listing on the ional Priorities List (NPL). This includes an 
inventory of sites, planned an ctual site actiVities, financial information,
and audit reports. WASTELAN , a LAN version of the CERCLIS system, and 
related tools (e.g., ISIF, RP~M) used by Regional offices for daea input
and local analysis needs. Data is riodically uploaded from WASTELAN to the 
national data base. 

ARRANGEMENT: Arranged by CERCLIS ID 

,TYPE Oli'RBCORDS: ," , SPECIF RESTRICTIONS:..".., ,
,'" " Data files;' reports~ ad,hoc" Enforcem Sensitive 'Information 

queries 

MEDIUM:
 
Electronic, paper Yes
 

FUNCTIONS SUPPORTED.
 
Program management and oversight
 

SJ?XCIFIC LEGAL REQUIREMENTS.
Comprehensive Environmental Response, Compensation, and Lia 'lity Act of 1980, 

as amended 

-a.:.. ...•• 
• :-- .a:... .......
.
~ " .. " 



II 

I .' 

AUG 03 '95 08:43AM LAE'ifANDERSON 303 840 0489 e,

NO. OSCA 

INFORMATION: 
SPOSITION: TRANsrER TO rae PERMITTED. 

onic software programs
CERCLIS, and management

ola [e.g., 1SIF, RP2M,
ECl): Disposable No 

b. Input: No 

c. Eleceronic Permanent No 

d. OUtput and Dependent on related records 

e. Supporting

Permanene No
 

rILE BRIAK INSTROCTIONS: a. Break CERCLIS followin each major or routine version change. Break 
WASTELAN and related softwa eools when superseded by any software updates or 
version changes. 

b. Break file according to for EPA 171A - Input/Source Records. 

c. Break file at the end of each year when tapes for the fourth 
quarter report are sene to NTIS. 

d. File with appropriate case file 0 record. Follow file break 
instructions for related records . 

.' ..." e .. Break file at the.~nd' o~ each,major of CERCL1S • 
. . ". :' . , .' . . . . . .. ' . 

DISPOSITION INSTRUCTIONS. 
a. For each major version change of CERCLIS, aintain current version on 
tapes or cartridges for 7 years following pro urea required in NDPD's 
Operational Policies Manual, Sections #200.01 a #200.02 on archiving data 
sets and records management. After 7 years, the pes are to be destroyed by
degaussing. For any routine software updates or sion changes to WASTELAN 
and related software tools or any routine changes t CERCLIS, delete software 
after quality assurance check is performed. 

b. Follow disposition instructions for EPA 

c. Transfer ASCII or EBCDIC flat file of data according current applicable
NARA technical specifications for medium and format annual beginning FY 
1996. 

d. Follow disposition instructions for related recorda. 

e. Transfer those records necessary to document how the system tures,
manipulates, and outputs data to the National Archives in either er form or 
magnetic form on new or recertified one-half inch, 9 track ~ape or rtridge
written in ASCII or EBCDIC. Supporting documentation will include file 
specifications and record layouts. This documentation would be trans rred 
along with the annual transfer of the electronic data flat file (item for 
the fiscal year in which the major version change occurred. 

APPLICATION GUIDAN'C.&'i 
REASONS rOR DISPOSITION: The data base supports various budget and reporting
functions for the Superfund program. The eleotronic data provides an ongoing
history of ha~ardous waste sites as well as information to State and Federal 
agencies managing the cleanup of these sites, which requires preservation for 
its historical and informational value. CERCLIS was identified by the 



... ... _ ........ : . :.1 ..
 

AuG 03 '95 08:43AM LAE~RNDERSON 303 840 0489 P.4 T+.€h1 7 

EiA SERIBS NO. OSOA 

Academy of Public Administration as a data base NARA would acquire. 
" DK GUIDANCE, The CERCLIS system i. under the control of ehe
 

Manageme and Systems Development Staff (MSDS) of the Offiee of Policy and
 
Managemen (OPM) in the Office of Emergency and Remedial Response (OERa).

OERR/OPM/M staff is directly responsible for implementing the disposition

for the CER S software program (pare of ieem a), the electronic data (item

c), and the B orting documentation (item e).
 

Oisposition of ut (item b) is the responsibility of the appropriate

Regional office ponsible for input of information into the PC-based
 
WASTELAN program a the transfer of WASTELAN batch files to the national data
 
base. Superfund Co ehensive Accomplishment plan (SCAP) input is the
 
responsibility of th offices responsible for SCAP planning. See EPA 006A -
Program Management fo 1epoeit10n information for SCAP inp~t records.
 

outpue and reports (item , filed with related records, are dispositioned

according to the instruot1 s for the related records by the office
 
maintaining the records.
 

PROGRAM OFPICE GUIDANCE/DESCR since the electronic data on
 
all site activity is being capt for permanent r.etention every fiscal year,

the deletion of data on NFP~P si involve the destruction of
 
permanent record information on tH
 

CUSTODIAL INFORMATION: 
CONTROLLING UNIT: 

Name: OERR/OPM/MSDS 
I 

."Loeationl EPA Headquarters 5201G 

Inclu8iv. Datesl 

Volume on Hand (Veet), Office: 

Annual Accumulation: Room,
(feet or inohes) 

CON71<OLINFORMATION: 
RELATED ITEMS, iPA 006A, EPA 171A 

PREVIOUSLY APPROVED BY 
NARA SCHEDULE NOS: 

Approval Approval Entry Lalit
 
Cat. EPA Cate NARA Cate Modifhd
 

5/14/92 7/13/95
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O.S. EPA·RECORDS CONTROL SCHEDULE 

I· Comprehensive Environmental R.aponae, Compenaation and 
formation System (CERCLIS) 

PllOGaAlCl 

EPA SDIES HOI 

HAllA SCUDULB HO. 

APPLICABILlft. 

IDBlITITrIl!Cl I1Il'01UlAZIOlf: 
DBSCRlPrIOR. CEllCLIS suppo s EPA Headquarter. and Regions in the management
and over.ight of the Superfu program. Its purpoae i. to maintain an " 
automated inventory of abandon , inactive, or uncontrolled hazardous wasta 
site. requlated under CERCLA an to act as a vehicle for Regions to report the 
statu. of major stag.s of site cl anup to Headquarters. The system maintains 
and produce. information on all as ct. of hazardous waste .it.. from initial 
di8covery to liating on the National rioritie. Li.t (NPL). Thi. include a an 
inventory of ait•• , planned and actua .ite activitie., financial information,
and audit report.. WASTELAN, a PC LAN eraion of the CERCLIS syatem, and 
relat.d tool. (e.g., 1S1F, ~2H) ar. u.a by Regional officea for ~ata input
and local· analy.i. need.. Cat. 1. ~4i~di .11, wploadQd from WAST~tA.~ to the 
national data baae. 

AJUUUfGEXEH'ra Arranged by CERCL1S 1D "number. 

TYPE or UCOIU)S. ~IOKI. 
Data file., report., ad hoc Sen itive Information 

" queri •• 

MEDlmI. 
, 

VI~ UCCIU)I
Electronic, paper Y.s 

l"UH~IOKI SUPPOR%SD. 
Program management and oversight 

SPECIFIC LBGAL UQ01~S.
Comprehen.ive Environmental·Reaponae, Compen.ation, 1980, 

as amanded ' 

..
 



• • . ..." .
 
. . 

SERIES HO. asaA 

No 

b. Input:	 No 

c.	 P.rmanent No 

d. OutPU1: and	 Depend.n~ 04 ~el&ted recorda 

a. Supporting

?tlrruallent No
 

FILB aRZAE iHS~OC:IORI 
a. "Break CERCLIS follow g rout in. v.raion chang.. Break 
WASTELAN and related loftw superseded by any software updates or 
v.raion chang.s. 

b. Break file accordinq to	 for EPA 17lA - Input/Source Recorda. 

c. Break f il. year wh.n tap.. for the fourth 
qu£::ter r.port 

d. F1l. with appropriate cal. file r.1ated r.cord. Follow lila break 
instruction. for r.lated r.cords. 

e. Br.ak file at the .nd of .ach major	 of CERCLIS. 

DISPOSI~IO. IKS~OC:IOH •• 
a. For each major v.rsion change of CERCLIS maintain curr.nt version on 
tapes or cartridg.s for 7 years following pro dures required in NOPD's 
operational Policies Manual, Sections #200.01 d #200.02 on archiving data 
sets and records managem.nt. Aft.r 7 years, the tape. are to b. d.stroy.d by 
degaussing. For any routine software update. or erlion chang •• to WASTELAN 
and related software tool. or any rout in. change. CERCLIS," delete software 

.after quality aSluranc. ch.ck ia performed. 

b. Follow dilpoaition inltructionl for EPA 17lA -
c. Tranlfer ASCII or BBCDIC flat file of data on new or .c.rtifi.d one-half 

~~~inch, 9 track tape or cartridg. to the Nation.l Archiv •• a ong with tape
_\ c.J"~ .l~1.1ayout, block sh., and oth.r tape speCifications. ~""",NlR. AJ IA' I(y ..tit. ~..a..u, of-
cr "\J-\lf ~ «~~{tIC ..f yu.( Il...1I.t.... -Io.p.rr 4.IU, J' \f.S"., •./f n 1"' nil! I ~t GINNING- .:t-..., 199(P J 

tlt--ft\&.V~ • d. Follow d1lposition instructions for r.lat.d records. • 
..~J.I- ~p. ~\I).oo. " 

(p ,><\. ~S b a. Transf.r thol. r.cords nee••••ry to document how the sYltem ptur •• , 
~ l"'''P. .111.t'l'IIanipulat data to the Nation.l Archiv •• in .ith.r p.r form•• , and output. or
 
f.!.t. Ii' . magnetic form on new or rec.rtiUed one-half inch, 9 track tape or artr11qe


~'\~,~ written in ASCII or EBCDIC. Supportinq documentation can·include th .of~~ar.
 
\ \ R~~sourc. cod., data IYltam lpecifications, file specification., cod.
 

~~~ translations, recor~ layout., u••r quide., and output specifications. hi.
 
~1	 docum.ntation would b. transferred along with the annu.l transfer of the
 

el.ctronic data flat'file (itam C) for the fiac.l y.ar in which the
 
verl10n chang. occurred.
 

AlPLIC.\UQJ! GUIDMgr
REASON. rca DISPO.I~IO.I The data baae 8UpportS various budget and re~or~~~~ 
function. for the Superfund proqr&m. The electronic d.ta provide. an C~~=~~~ 
hi.tory of hazardous wa.te site. as well a. information to Stat. and F.c.r.~ 

http:managem.nt


•
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snIES HO. 050A 

ciea managing the cleanup ot thes. aitea, which requires preservation for 
its ~istorical and informational value. CERCLIa waa identified by the 
National Academy of Public Administration as & data base NARA would acquire.

. ~ 
AGDCYWIDB GUl!)UCZ. The CERCLIS systam is undF.trthA control of the 
Management~and Systems Development Staft (MSDS) of the Office ot Policy and 
Management ~OPM) in the ott ice of Emergency and Ramedial Response (OERR).
OERR/OPM/MSDS staft is directly responsible for implementing the disposition
for the CERCL~oftware program (part of item a), the electronic data (item
C), and the sup rting documentation (item Q). DiQposition of input (item b) 
is the responsib ~ity of the appropriate Regional office responsible for input
of information int the PC-based WASTEL}~ prcgr~ and the transfer of WASTE~~ 
batch files to the tional data ba... Superfund Comprehensive Accomplishment
Plan (SCAR) input is he responsibility ot those offices responsible for SCAP 
planning_ Output and ports (item d), filed with related records, are 
dispoaitioned according 0 the instructions for the related records by the 
office maintaining the re 

PROGaAM CFFICZ GUIDANCE/DES YPTlVE IMFORMATIOM: Sincs the electronic data on 
all site activity is being ca ~r~~ for pero~n~nt retention every fiecal y~ar, 
t~e celetion ot data on NFRAP 8 will not involve the destruction of 
permanent record information ..ita•• 

CUSTODIAL IWFO~ION: 
CO~OLLIHG UNIT.
H..... OE~/OPM/MSDS Mary CUrtis 

Loca~iol1l EPA Headquarters 5201G 

1I1clu.i.,.Da~.s, ·703-603-8882 

Volume 011 Han~ (Peet). Offic., 

Annual Accuaulatiol1' Roc •• 
.(feet or inch.s) 

COPl'rROL IWFORlflCrION, 
RELADD I~ .. EPA l71A 

PRBVIOUSLY APPllOVED BY ,
HARA SCJml)ULB HO~. 

Appro.,al Appro.,al BAtry Laat
 
Da~. EPA .Da~. DRA Dat. Moclifieel
 

5/14/92 4/28/93
 

., 
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6es JD j~"3JU.s. EPA RECORDS CONTROL SCBEDULB 

SEJt~ES ~In.B1 Superfund Coat Recovery Image Proce.sing Systam (.SCRIPS) 

PROGRAM. " superfund-, 
EPA SEJtIES'~OI OS2A 

HARA SCKED~ HO. Pending 

APPLlCABILln. gencywide 

IDEN nINa DIre 0",
DZscalP~IOH. SCRIPS (Suparlund Coat Recovery Image Processing System) wae 
formerly known a. ST (Superfund Transaction Automated Retrieval Systam).
Through th~ us. of 1m. processing technoloqy, SCRI;~ facilitatee the storag.
and retrieval of all ait -specific Superfund cost documentation. Input
records include timesheet travel voucher., miscellaneous expenditures,
contra~t i~voice., lAG pa~ nt., and oth~r .upporti~q co.t doc~entatl~u. 
This ~pplication is used to nerata the financi~l doo~~ntatien for the c~~t 
rc:o~cry p~ckngo. 

SCRIPS capture. financial docume ation images at Reqional and field ait•• 
(i.e., Washinqton, Cincinnati, RTP throughout the country. Initiall~. all 
thoBe imagea were stored centrally EPA's National Computer Centar (NCC)
d~ta prQc~asinq faoility.' !n the ne future, t~. ~Ylt~ will be c~l.tely
decentralized into each of the Regions 

ARaAHGEMEHri Arrangement variea. 

'tYPS or RECORDS. SPSClrI RZS%KIcrIO.S. 
Data filas, report., image file. Confident 1 Busines. Information 

Privacy Ac 

MEDltnC. ,
Electronic, optical, paper 

FUHCTIOHS SlJPPOR%ED1 
Program operatton.
 

Sl'SCI!'ICLEGAL UQUIllmIBInS I .
 
Comprehensive Environmental Re.ponse, Compensation, and Li lity Act of 19.0,
 

a. amended,.S.ction. l04~ 106, and 107, 42 USCA 9604, 606, and 9607
 
40 CFR 300
 

'~" 
..... 
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EPA SDIES	 HO. 05lA 

~ DISPOSIfIOW IIlPRKAfIOW,
rIHAL D SP081%10 •• 
a.	 SCR S electronic software
 

Disposable No
 

b. Input	 Dependent on related records 

c.	 D!8posable No 

d. OUtput	 and r Dependent on related records 

a. Supportinq

Disposa.ble Yes
 

rILS BREAE	 IHSTRUC:IOH 
a. Break software progr • when each major vera ion is discontinued and/or

when super.eded by rout in software update ••
 

b. Break file accordinq to natructiona for related records. 

c. Break file when informatio on whole optical disk is superseded and no
 
longer nece.aary for the genera on of co.t recovery package ••
 

d. File with appropriate case fil related record.. Follow file break
 
instruction. for related iecord ••
 

e, Break file when each major 

DISPOSI~ID. IHSr.RU~IOHSI 
a. When each major ver.ion of current
 
version on tapa. or cartridge. for 3 year. ollowinq procedure. required in
 

,NDPD'.	 Operat~onal Policies Manual, Section. 200.01 and #200.02 cn archiving
data set. and record. management. After 3 ye ., the tape. are to be 
deatroyed by degau ••ing. When software i•• u aedad by routine program
update., delete tho.e program components undergo nq revi.ion after quality
asaurance check i. performed. 

b. Follow disposition in.tructions for related	 " 

c. Hold optical disk containing electronic aata l,ye file break, then 
destroy or recycle di.k. and related indexe •• -	 . 
d. Follow di.po.ition in.truction. for related record •• 

e. Keep in ottice at least one year after tile break, then tire to FRe in 
paper form or on magnetic floppy disk tho.e recorda nece ••ary 0 document how 
the system capture., manipulate., and outputs data. Supportin documentation 
can include the .oftware .ource code, data .y.tem .pecification. file 
specification., code tran.lation., record layout., u.er guide.,
specific~tions. De.troy when lS year. old. 

APPLICArIOW GqIDArClr	 _ 
REASONS FOR DISPO.I~ID.' SCRIPS is an application u.ed to prepare cos
 
recovery package. 'used for litigation and co.t recovery. ~he input and
 
are retained in pape~ format ana maintained for th. nace ••iry time perio
 

AGlDfCYWIDB GUIDAIICBI SCRIPS i. under the control of the Superfund Account! 
Branch (SAB) of the rinancial Management Divi.ion (FHO) in the Office of the 
Comptroller (OC) under the Office of Administration and Re.ource Management
(OARK). 'OARK/OC/FMD/SAB staff assigned aa system manager for SCRIPS is 
directly respon.ible for implementing the diaposition of item. a, c, and e. 
All related input record. (item b) are filed with related record. and are to 



•
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EPA SDIBS HO. 052A 

be disposition.d according to the instructions for the related records by the 
off~ce~maintaining.these records. Related input records includ~: 

EPA 001A ~ Grants and Other Program Support Agreements - Superfund Site 
",-Specific 

EPA 020A - \Contract Management Racords - Superfund Site Sp.cific
EPA 024A - Cost Recovery Records 
EPA 2SSA - Ft~l Deliverables from Contractor Studies and Services 

Output reco~ds (ttem d) are filed with related records and are dispositioned
according to the 1 structions for the related records by the office 
mai~tair.inq the rac rda. The official copy of all finaneial documentation 
output inCluded in t e cost recovery package is filed in EPA 024A - Cost 
Recovery Records unde the custodianship of Waste Management Cost Recovery
vr~gr~ officea who ar responsible for maintenance of this output report. 
Financial documentation utputa include Project/Site History Reports and 
Annual Allocation Reports Copies of thesa .L6iportsheld in the following
series are to be dispo~iti ed according to the instructions for those 
records: 

EPA 013A - Removal Site Files - Superfund Site Specific
EPA 014A - Rem.dial site Files Superfund Site Specific
EPA 025A - Enforcement Actions Superfund Sit. Specific 

PROGRAM OFFICK GUIDAHCB/DBSCRIPrIVB 

CUSTODIAL I71P01YfA!l'IOll , 
COHTROLLIHG UHI%a

H..... 01.P.M/oC/FMD/SAB H.... Young 

LocatioD' EPA Headquarter. Nail Cod •• 

IDclu.i",. Oat ••• %.l.phoa •• 

Volua. OD Han4 (F••t). 

Annual AccwaulatioD' 
(f ••t or iDch •• ) . 

, 
Offic.. .SAB 

Roo.. 607 

-, 

COlfTROL I71POlUfAZIOlll 
~ I%EKS. BPA OOlA, EPA 
EPA 171A, EPA 258A, BPA 304A 

013A, EPA 014A, EPA 020A, EPA 02 A, EPA 02SA, 

PREVIOUSLY U'ROVBD 
NARA SCBEDU'LB KOI. 

BY 

BDtq
oat. 
5/14/92 

La.t 
MocU.fie4 
4/28/93 
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O.S. EPA RECORDS CONTROL SCHEDULE 

Emergency Rs.pon.e Notification Sy.teM (ERNS) 

Superfund S'((> ~r..fS 
HD, 060A 1<J.,,;,, "] "/·/ ... °7 

Pendinq 

Aqencywide 

ID Tn G
 
DESCltlnIOHI Emergency Response Notification Sy.tam (ERNS) i8 a national
 
computer data ba uaed to store information on releaae. of oil and hazardoua
 
substance.. The E program i8 a cooperative effort amonq EPA Headquarters,

the Department of T aportation (DOT), Hatienal Tranaportation Syatama Center
 
(NTSC), the t.n EPA :on., thQ C.~.Co~et Guard (USCG), and the ~ational
 
Re~ponae Center (NRC). RNS provide. th~ mo.t c~preh.n.iv. data compiled on
 
~~l.a•• notification. 0 i1 L~d haza:d~u. !~b.tL~~e. in the United States.
 
When a release report i. mitted to rederal authorities (e.q., NRC or
 
Reqional office.), the ind dual re~~tinq i. a.~ a .erie. of questions

regardinq the relea.e (e.q., , location, volume). Information concerning

all releaae. originally repo to the NRC or BPA aegional ottice. i. enceced
 
into local computer. and tr.ar. tAd .l.¢trcnically frOM the NRC or ZPA
 
Regional office to the NTSC, whe it beCQm8. part of the ERNS national data
 
baae. Each EPA Region maintaina own Region-.pecific data baae, which i8 a
 
subset of the national data base. S s~pport. the Emergency Respcnse and
 
the Title III program.
 

ARRAHGEMEKrI ArrL~gement varie., data arranged by ERNS number. 

TYPE or RJ:COR,DSI
 
Report., form., fact .heet.,
 
printout., data file.
 

MEl)IlJK.
Electronic, paper 

- l"UHC'UOHS SUPPO~I 
Program operation. 

-, 

SP~C.lFIC LEGAL RJ:QVI~.I -
Comprehen.ive Bnvironmental Re.ponse, Compenaation, 1980,
 

a. amended, Section 103
 
Title III - Emergency Planninq and Community Riqht-to-Know,
 
Clean-Water Act, aa amended, Section. 311
 
Hazardous Katerial. Tran.portation Act, Section lS0S(b)

National Oil and Hazardous Substance. Contingency Plan, Sections And
 

300.65 -

. · 

http:c~preh.n.iv
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SOIBS HO. 060& 

No 

b. Dependent on related record. 

c. Disposable No 

d. OUtput and r Dependant on related record. 

e. Supporting
Diapoaable Yes '0 

PILS BKEAE I.S~ucrID.S 
a. Break software progr when each major "version i. diacontinued.and/or 
when superseded by routine ftware updates. 

b. Bre&k fila when infcrmat~ has been entered into the system or when 
Regional input data base has b electronically transferred into the national 
data bas. and quality assurance all (paper and electronic) data has been 
determined. Paper input should ~rQk~n according toothe instruction. for 
EPA 091A - CERCLA 103 Notification 

c. Break data file at the end of th 

d. Break output system. when data has transferred to national data base. 
File ad hoc reports with appropriate cas or related record.. Follow 
file break in.truction. for related recor 

e. Break file when each major ~ersion is, 
DISPDSI%IDH IHST.RUC:IDHSa 
a. When each major version of ERNS is discontinu maintain current version 
on tapes or cartridges for 3 years following proc es required in NOPC's 
Operational Policies Manual, Sections 1200.01 and I .02 on archiving data 
sets and records managament. After 3 yeirs, the ta are to be destroyed by
degaussing. When software is superseded by routine pr amoupdates, delet. 
those program component. undergoing revision after qual assurance check 1s 
performed. ", 

b. Hold paper input and diaposition according to the inst ion. for EPA 
091A - CERCLA 103 Notifications. Delete update input .yst hen no longer
required to .upport reconstruction of, or .erve a. a backup to th~ data base,
whichever i. later. 

c. Tran.fer current data set. to NOPD tape., along with tape layo 
8ize, and other tape specificationa, according to NDPD policie •• 
seta include a consolidation of all ERNS initial input data captured
monthly backup. performed by Regional central computer center. along w 
in~t received ~~om NRC. Instruct NOPD to hold tapa. for 30 years, the 
destroy data through degaussing. 

d. Celete update output sy~tem. when no longer required to .upport
reconstruction of, or serve a. a backup ~o, the data base, whichever 1s later. 
Disposition ad hoc output report. according to instruction. for related 
recordS., 

e. Keep in office at least 1 year after file break, then retire to FRC ~~ 
paper form or on magnetic floppy disk those records necessary to docum.n~ -:~ 
tha system captures, manipulates, and outputs data. Supporting docum.n~.~.;~ 
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.oftware source code, data system specification., file 
code tran.lation., record layout., u.er quide.," and output

De.troy when 15 year. old. 

rca invalidated data, at a high
level. It i a preliminary tool to identify potentially 
hazardous .itu a. a mechanism to document and verify
incident-locati Initial input by Regional offica. i. neaded 
for litigation • 

AGEHcnfIJ)S GUInAJI ERNS i. under'the control of the Emergency Response
Division (ERe) of th Office of Emergency and Remedial Respon.e (OERR) in the 
Office of Solid Wa.te d Emergency Re.pon.e (OSWEll). OSWER/OERR/ERe ataff is 
directly respon.ible f implementing the disposition according to item. a, c, 
and e. 

All paper co~ie. of init!a nput record., under item b, hald or produced in 
E~A negio~~l Saz~rd~u. Wa.t AnaqAmAnt otfic ••• hould be dispo.ition~
according to the in.truction or EPA 091A - CERCLA 103 Notification.. The.e 
~egional office. are a180 res .ible fo= tha dispo.ition of all input and 
output systam. according to the .truction. in item. b and d. 

~lt.put .y.t~. containing initiaL ta being tran.ferred from the EPA Regional
office. to the NRC are not covered item d of this .erie.. Thi. init1al 
electronic data i. captured by each, ional computer center a. part of their 
routine monthly backup.. At the end' ~ach fi.cal year, the ERNS data t11e. 
from each monthly backup are to be con idated and tran.ferrad to NDPD tape.
and dispo.itioned accordin~ to item c. i. proce •• i. nece ••ary to capture
the initial input of data which may be •• ary for verification of the t~ 
and date of the initial notification. 

,Ad hoc output report. held or produced in al offices should be 
handled according to di.position in.truction. .erie. item d cr, 
where appropriate, EPA 175A - Print rile •• 

P!lOGUM ORICK GUIIWICK/J)ISCllIP'rIVB IHFORJG:IO •• 

,
CUST'QDz.u; nrl'OJUfAnOlr 
COHTltOLLIHG UJlI~ I 

..... OSWEIl/ODR/lRe ..... Dana Stalcup 

Locatioml SPA Seadquarter. Kail COde. 52020 

Inclgai.e Date.. 1988 to pre.ent Telephone. 703-603-8735 

Voluae o~ BaA4 (reet). Office. Elm 

ADngal Accuaulatiom. Roo •• 
(feet or inche.) 

crJEl'RVL rRFO;qtA:rIOll, 
~ ITEMS. EPA 056A, EPA 061A, EPA 091A, EPA 175A 

PREVIOUSLY APPROVED BY 
~AllA SCBlm1JL1l HOI. 
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EPA SERIES HO. O'lA 

u.s. EPA RECORDS CONTROL SCHEDULE 

Continuous Release Emergency Responaa Notification System 

06iA 

O.	 Nl-4l2-94-3/11

to retire reoords to the rRC)
 

APPLICABILITY, 

IlIG INFORIl 
DESCRIP~IOH: CR-ERN 8 an information system that serves as the central 
depository tor all con uous release information received by the EPA Regions.
The national data base housed at the Transportation Systems Center (TSC) in 
Cambridge, Massachusetts. CR-ERNS is currently installed in all ten EPA 
Regions. The system is sp fically designed to help EPA Regional personnal
manage continuous release i rmation and establish priorities with respect to 
the review and evaluation of ntlnuous releasa reports. The kinds of 
information collected include source of the continuous release, the 
environmental medium affected, tain ecological and population density
information, and a brief stateme describing the basis for asserting that the 
release is continuous and stable antity and rate. 

A key feature contained in each Regio 1 system is a screening leval risk 
assessment model, called the Priority essment Model (PAM). PAM assists 
Regional personnel in the evaluation ot e 10n9-tarm (i.e., chronic) threat 
'posed by a continuous release. CR-ERNS e orts the Emergency Response 
Program. 

ARRANGEMENTs Arranged by facility	 number. 

:l:YI'E OF RECORDS I 
Reports, forms, data files 

MEDIUM:	 VI:l:AL RECORD: 
Electronic, paper	 No 

FUNctIONS SUPPOR~El)1
Program operations 

SPECIfIC LEGAL REQUIREMENTS:
COmprehensive Environmental Response, Compensation, and Llabi 

as amended, Section 103(f)(2)
40 CFR 302.8 

'.~~ 
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SElllES NO. DUA 

~RAHSFEa TO FIlCPERMI~~ED. 
software 

No 

b. Oependent on related records 

c. Permanent No 

d. Dependent on related records 

e. supporting

Permanent No
 

FILE BREAK INS7RUCTIO 
a. Sreak software pro ms when each major version is dig continued and/or
when superseded by routi software updates. 

b. Break file when inform 'on has been entered into the system or when 
Regional input data base has een electronically tranSferred into the national 
data base and quality assuran of all (paper and electronic) data has been 
determined. Paper input shoul e broken according to the instruction~ for 
EPA 091A - C!RCLA 103 Notificati 

c. Break data file at the end of t 

d. Break output systems when data ha een transferred into the national data 
base. File ad hoc reports with appropr te case file or related records. 
Follow file break instructions for relat records. 

e. Break file when each major version 

'--' DISPOSITION INS~RUCTI0HS: 
a. When each major version of CR-ERNS is disco inued, maintain current 
version on tapes or cartridges for 3 years follo g procedures required in 
NOPD's Operational Policies Manual, Sections 1200. and #200.02 on archiving
data sets and recorda management. After 3 years, t tapes are to be 
destroyed by degaussing. When software is supersede y routine program
updates, delete those program components under90ing re .ion after quality
assurance check 1s performed. 

b. Hold paper input and disposition aocording to the ins otions for EPA 
091A - CERCLA 103 Notifications. Oelete update input syste when no longer
required to support reconstruction ot, or serve as a backup the data base,
whichever 18 later. 

c. Transfer, in FY 1996, ASCII or EBCDIC flat file of data on n 
recertified one-half inch, 9 track tape or cartridge, along with 
block size, and other tape specifications, to the National Archive 
Thereafter, transfer each major version change the year when the ver 'on is 
superseded or discontinued. 

d. Delete output systems when no longer required to support reconstruct 
of, or serve as a backup to, the data case, whichever is later. Disposit
ad hoc output reports according to instructions for related recorda. 

e. Transfer to the National Archives, in FY 1996, in either paper or magnet!
form on new or recertified one-half inch, 9 track tape or cartridge written in 
ASCII or EBCDIC, those records necessary to document how the system captures, 
manipulate8, and outputs data. Supporting documentation can include the 
software source code, data system specifications, file specifications, code 
translations, record layouts, user guides, and output specifications. -' 

..a:..,. .":r
'l- . 
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transfer of dOCUmentation will occur with the transfer of the 
c data flat file (item c) the year when the verlion is luperseded or 

ad. 

be kept to support	 litigation and 
be kept for the 

AGENCY-WIDE GUlD £1 CR-ERNS is under the control of the Response Standards 
and Criteria Bran (RSCB) of the Emergency Response Division (ERD) of the 
Office of Emergenc nd ~emedial Response (OERR) in the Office of solid Waste 
and Emergency ~e8po (OSWER). OSWER/OERR/ERD staff 11 directly responsible
for implementing ~he sposltlon according to .eries itema a, c, and e. 

All paper copies of in! 1 inpu~ reoords, under item b, held or produced in 
EPA Regional Hazardous W e Management offices should ~e di.positioned
according to the instruct s for EPA 091A - CERCLA 103 Notifications. These 
Regional offices are also onsible for the di.position ot all input and 
output systems according to e instruc~iona in i~.ms band d. All ad hoc 
output records held Or produc in all appropriate offices should ~e handled 
according to disposition inltr ionl outlined in series item d or, where 
appropriate~ EPA 17SA - Print F 

PROGRAM OFFICE GUIDAHCE/DESCRIPTI 

CUSXQPIAL IHlQ~IQNL 
.'-' CONTROLLING UllI~I 

Name: OSWER/OER~/ERD/RSCB	 Nama. 

Lccations EPA Headquarters Mail Codel 

Inclusive Datesl 1990 ~o present ':relephon•• 

Volume on Hand (Feet).	 Officel RSCB 

Annual A~~umulatioDI R.ooall
 
(feet or inche.)
 

CONTROL INTQRnATlONr 
RELATED ITEMSs EPA 056A, EPA 060A, EPA 091A, EPA 171A, EPA 

PREVIOUSLY APPR.OVED BY
 
RAKA SCHEDULE NOS:
 

Approval Approval En~ry Lut
 
Date EPA tJate NlRA tJa~e Modified
 

5/30/92 4/25/95
 

..............
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, U.s. EPA RECORDS CONTROL SCBEDULB ,-,
SOlES 'l:ITLJIa COntinuous Release Emergency Response Notification 

o 

System
(CR-ERNS) 

PROG Superfund 

061A 

records to the rRC) 

,rJL G INFO 11: 
DESCRIP'l:IOHI CR-ERNS Os an information system that serves as the central. 
depcsitory for all cont uous release information rBc~ived by·the EPA Regions. 
The national data base i housed at the Transportation Systems Center (TSC) in 
Cambridge, Massachusett.. -ERNS is currently installed in all ten EPA . 
Regions. The system is spe fic~lly de.igned to help EPA Regional personnel 
manage continuous release int ation and establi.h p~ioritie. with respect to 
the review and evaluation of co tinuous releas. reports. Th. kind. of 
information collected include th source of tha continuous ralease, the 
environmental medium affected, ce ain ecological and population density 
information, and a brief statement scribing the basi. for asserting that the 
r~lease is continuous and stable in antity and rate. 

A key feature contained in each Regional y.tem is a screening level risk 
assessment model, called the Priority Asse sment Model (PAM). PAM assists 
Regional personnel in th~ evaluation of the ong-term (i.e., chronic) threat 
posed by.a continuous release. .CR-ERNS suppa • the Emergency Response 
Program. 

ARRAHGEMEH:a 'Arranged by facility number. 
r 

'rYPB OP RECOR.DI. 
Reports, form., data file. None 

MEDIUMs Vl~ UCOIUU 
'Electronic, paper No 

,FUHC=10HS S1JIIPO~1 
Program operation. 

SPECIPIC LEGAL UQUl~SI
Comprehen.ive Bnvironmental Response, Compen.ation, 

as amended, Section 103(£)(2)
". 40 cn 302.8 

http:RECOR.DI


.u.: II
 

.- . 
SERIES HO. 06U 

Oll: 
1'RA.'lSl'ZR ro FRe PElUClrnm I 

a.	 software 
No 

b.	 Cependent on related racordz 

c. data: Disposable	 No 

d.	 Dependent on related records 

e. Supporting
Dispo-.able Yes 

FILl!: BR.EAlC IHSTltUC'.rI HS a 
a. Break software pr rams when each major version is discontinued and/or
when superseded by rou ne software updata&. 

b. Break tile when info ation has been entered into the system or when 
Regional input data base h been elec~ronically transferred into the national 
data base and quality assura ce of all (paper and electronic) data has been 
determined. Paper input shou d be broken according to the instructions for 
EPA C'91A - crP.CI.A 1"3 Nt:ltHf.r.'I,f"r.,. 

c. are~k data file at tha end 0 

d. Break output system. when data • be.n transf.rred into the national data 
base. File ad hoc reports with appr riate ca•• tile or related records. 
Follow file break instructions for rei ted records. 

e. Break file when each major version i 

DISPOSI~IOH IHSTltUC'.rIOHSa 
a. When each 'major version of CR-ERNS is di ontinued, maintain current 
version on tape. or cartridges for 3 year. fo owing procedures required in 
NoPO's Operational Policies Manual, Sections #2 0.01 and #200.02 on archiving
data sets and record. management. After? years, the tape. are to be 
destroyed by degaus.ing. When software i. supers ed by routine program
updates, delete those program component. undergoing revi.ion after quality
assurance check i. performed •

..b. Hold paper input and disposition according to the r struction. for EPA 
091~ - CERCLA 103'Notifications. oolAt» update input sy tema when n~ lon;er
required to .upport recon.truction of, or s.rve a. a bac to, the data baaa,
whichever is later. 

c. Transfer current data seta to NOPD tape., along with tape layout, blcck 
size, and other tape specifications, according to NOPD polici. Instruc~ 
NoP~ to hold tape. for 30 year., then de.troy data through d.gau sing. 

d. Delete output sy.tams when no longer required to support recon truc~~=n 
ofr or serve a. a backup to, the data base, whichever i. later. Oi 
ad 'hocoutput repqr;. according to instructions for relate4 records. 

e. Keep in office at least 1 year after fila break, then retire to FRC .~ 
paper form or on magnetic floppy disk those record. nece••ary to documen~ -:. 
the system capture., manipulate., and output. data. Supporting document.: .~ 
can include the software source code, data system specifications, file 
specific~tions, code translation., record layout., u••r quide., and outr.~ 
specitications. Destroy when 15 years old • 

..:- ..' 

http:IHSTltUC'.rI


•
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litigation and 
be kept for the 

AGENCYWIDB IDAHCB. CR-ERNS is under the control of the Response Standards 
and Criteria ranch (RSCS) of the Emergency Reaponse Division (ERD) of the 
Offica of Emer ~ncy and Remedial Reapona.·(OERR) in the Office 'of solid Waste 
and Emergency Re ponse (OSWER). OSWER/OERR/ERD staff is directly responsible 
for implementing he disposition according to series items a, c, and e. 

All paper copies of nitial inp~t records, under item b, held or produced in 
EPA Re9ional Hazardo Waste Management office. should be dispositioned 
according to the inst etions for EPA 091A - CERCLA 103 Notifications. These 
Regional offices are al responsible for the dispoaition of all input and 
output systems according 0 the instructions in items band d. All ad hoc 
output records held or pro wced in all appropriate effices should be handled 
according to disposition in tructions outlined in series item d or, where 
appropriate, EPA 17SA - Prin Files. 

PROGRAM OFFICE GUIDAHCZ/DESCRIP 

CUSTODIAL IWPORnAlIOW: 
CON'l:ltOLLIHGUHI~.H.... OSWER/OERR/ERD/RSCS H.... 

.LecatioD' EPX Headquarters 

Inclu.iv. Dat... 1990 tc present ~.l.phon •• 

Volua. OD Hand (F•• t). Offic.. RSCS 

Annual AccuaulatioD' Rooa. 
(fa.t or inch •• ) , 
CONTROL IWPORlfAtIOWr 
~ ITEMS. EPA OS6A, EPA OSOA, EPA 091A, EPA 17LA, 

'. 

Approval Entry Laat
 
Dat. EPA Dat. MocUfiad
 

5/30/92 4/28/93
 

http:Inclu.iv
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EPA SERIES NO. O'4A 

u.s. EPA RECORDS CONTROL SCHEDULE 

~lTLE1 CLP Analytical Results Data Base (CARD) 

Superfund 

EPA 064A 

NO. Nl-412-94-3/12
to retire records to the FRe) 

o • 
DESCRIP~lON: CARD cks and monitors Contract Laboratory Program (CLP)
analytical services a eported by CLP laboratories. The system provides 
inspections of deliver e8 from laboratory contractors (contract compliance 
screening - CCS), suppor methods and QA requirements development, and serves 
aa a comprehensive data b of results (e.g., QA/QC result studies,. It also 
includes analytical analyse uch a8 identification and concentration values 
for each hazardou8 substance nd in each sample taken at Superfund sites,
pertinent physical description uch as sample matrix and weight or volume,
and trend analysi8 for methods d lopment and refinement. Currently, the 
data ba8e is being expanded to in e similar information from new services 
such as Low Concentration Organic a Inorganic and Quick Turnaround Method 
(QTK) analyses. In the future, CARD 1 incorporate additional information 
which may include data review quallfle eite-specifio information, sampling
information, geographic sample locator8 special Analytlcal Services (SAS)
data. 

ARRANGEMENT, Arranged by Case or Sample Group (SDG) number. 

tYPE OF RECORDS,'-" Data files, reports, forms 

MEDlt1H: VITAL lU!:CORD,

Electronic, paper No
 

FUHC%IONS SUPPORtED.
 
Program operations
 

SPECIFIC LEGAL lU!:QUlREMENtS:
Comprehensive Environmental Response, Compensation, and Liabilit 

all amended 

--.--
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NO. QUA 

systems according to instru for EPA 171A Input/source Records. 

%RANSFEa ~O PRe PERMI~TEDa 

No 

b. Dependent on related records 

c. Permanent No 

d. Dependent on related records 

e. Supporting
Permanent No 

FILE BREAK INSTRUCTI 
a. Break CARD when 
by routine software 

ea 
upd 

version is discontinued and/or when superseded 

b. Break file according instructions tor the 
-

related records. Break input 

c. Break fila at the end of major version change of CARD. 

d. File with appropriate case t related records. Follow fils ~reak 
instructions for related records. 

e. Break file at the end of each version change of CARD. 

DISPOSIXIOH INS~RUCTIONSI 
B. lor each major version change of C maintain current version on tapes
or cartridges for 7 years following proce es required in NOPD's Operational
policies Manual, Sections #200.01 and 1200. on archiving data eets and 
records management. After 7 years, the tape re to be destroyed by 
degaussing_ For any routine software updates, elete software after quality
assurance check is performed. 

b. Follow disposition instructions for related r rds. For input systems, 
follow dispoeition instructions for EPA 171A - Inpu Source Records. 

c. Transfer, in ry 1996, ASCII or EBCDIC flat flle 0 
recertifed ona-half inch, 9 track tape or cartridge to e National Archives 
along with tape layout, block size, ana other tape speci 'cations. 
Thereafter, transfer to the National Archives each major aion change of 
CARD the year when the version is superseded or discontinu 

d. Follow disposition instructions for related records. 

e. Transfer, in 1996, tho!e records necessary to document how 
captures, manipulates, and outputs data to the National Archives 
paper or magnetic form on new or recertified one-half inch, 9 trac 
cartridge written in ASCII or ESCOIC. Supporting documentation can 
the software source code, data system specifications, tile specifica
code translations, record layouts, user gUides, and output speciflcat 
Subsequent transfer of documentation will occur with the transfer of th 
electronic data flat file (item c) the year when the version is supersed
dhcontinued. 

APPLICAtION GUIDANCB: 
REASONS FOR DISPOSlrIONI CARD is EPA'S major vehicle for obtaining chemical 
analyses from Superfund site, as well as providing oversight of eLf 
laboratories by Regional and Headquarters personnel. The analytical data 
contained in CARD was previously scheduled as part of NCl-412-8S-18/23. The 
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SERIES NO. OUA 

sition of the data, as held in the paper input, paper output, and 
nic data, is unchanged. CARD also holds contract monitoring data,

ly included as part of NCl-4l2-85-27/III/6, which is used for 
cost recovery •. 

AGENCY-WI GUIDANCE: CARD is under the control ot the Analytical Operations
Branch (AO of the Hazardous Site Evaluation DiVision (HSED) of the Office of 
Emeroency an Remedial Response (OERR). OERR/HSIO/AOB staff is directly
responsible f implementing the disposition according to series items a, c, 
and e. 

Analytical data i u~, under item h, and output, under item d, are contained 
in the related ree d series EPA OlSA - sampling and Analytical Data Files -
Superfund Si~e spec c. Analytical data input includes contract deliverables 
of the sampling data. All ara permanent records. 

Contract management dat input, under item b, and output, under item d, are 
contained in the related cord eerie. EPA 024A - Cost Recovery Records or EPA 
020A - Contract Managemen Bcords - Superfund Site specific, which have a JO-
year retention value follow g the file break. 

Ad hoc reports and routine pr outs (not part of EPA OlSA, EPA 024A, or EPA 
020A) tiled in a related file uld be dispoeitioned according to the 
instructions for the related fil when not filed elsewhere, dispositioned
according to EPA l7SA - Print Fil 

PROGRAM OFFICE GUInANCE/DESCRIP~IVE FORKA7ION. CARD incorporates data 
formerly held in Contract Laboratory ogram Quality Assurance (CLPQA). 

CUSTOPIAL INF0RnATION: 
"-' COlaROLLIHG UlUT: 

Name: OERR/HSED/AOB Nalle: Eng 

Location: EPA Headquarters Mail COde I 

Inclusive Dates: 1988 to present ~.l.phon., 

Volume on Hand (F••t). Office, AOB 

Annual Accumulation I IloOII.
 
(feet or inches)
 

CONTROL lNYORKATION: 
RZLA~ED lrEMS: EPA 013A, EPA Ol4A, EPA OlSA, EPA 020A, EPA
 
EPA 067A, EPA 171A, EPA 17SA
 

PREVIOUSLY APPStOVED BY
 
MARA SCHEDULE NOS:
 , 
Approval Approval Entry Last
 Date EPA Date NARA Dat. Moclified
 

5/14/92 4/25/95
 

...:.. ...... 
. . .-
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U.S. EPA RECORDS CONTROL SCHEDULE 

SERiES ~I~I CLP Analytical Results Data Bas. (CARD)
" 

PR.OGIUUU su rfund 

EPA SUIES HO. 

HAaA ScmDtiLB HO. endinq
(U.e this number to t~ire r.cord. to the raC) 

APPLICABILITY. Agencyw~ 

IDENTITUNQ IlIP'ORlfUIOll, " •DESCR.IP~IOHI CARD track. ana monitor. contract Laboratory Proqr&m (CLP) 
analytical service. a. reportj~ by CLP laboratori... The .ystem provide~ 
inspections of d.liverable. frem laberatery contractor. (contract compliance 
screeninq ~ CCS), supports m.the~ a~d QA r.quirements d.velepment, and serves 
aa a cemprehen.ive data base ef re lts (e.q., QA/QC re.ult studie.). It also 
includ.s analytical analy.es such as i~enti!ication and cencentration value~ 
for each hazardous substance feund in ach sample taken at Superfund .ite., 
pertinent physical descriptions such a. sample matrix and weiqht er volume,
and trend analy.i. for method. dev.lopma and refinement. CUrrently, the 
data baa. is beinq expand.d to include.im ar inform&tion from new service. 
such a. Lew Cenc.ntratien Organic and !norq ic ~nd Quick Turnareund Mwthod 
(QTM) analy.... In the future, CARD'will inc rate additional information 
which may include data review qualifier., site- cific information, samplinq 
information, geegraphic sample locators and Spec 1Analytical Service. (SAS)
data. 

ARlUUIGEHEH'%1 Arrang.d by Cas. er number. 

nPB OP HCORDS I SPBCIPIC R.BS~CIO
 
Data file., r~port., form. Non.
 

MEDlmcl VI~ R.BCCRDI 
Electrenic, paper No 

FUHCIOHS SlJPPOIl%ZD. 
Pregram operation. 

SPECIPIC LEGAL UQUIRDBJr.rS I ' . 
Cemprehensive Environmental Respon •• , COmpensation, and Liability Act e 

a. am.nded 

". 

http:UQUIRDBJr.rS
http:include.im
http:analy.es


·' . 

KO. 06U 

.: 

No 

b. Input Cependent on related records 

c. Electronic Permanent No 

d. OUtput and Cependent on related records 

e. Suppo~inq

Perm&l1ent No
 

,xu: ~ IRSDUCIOXS. 
a. Break CARD when each ajor version is discontinued and/or when super.eded
by routine software update • 

b. BreAk file accordinq to atructions for the related record ••· Break input
sistema accordinq to in.truct for EPA 17lA - Input/Source Records. 

c. major version change of CARD. 

d. File with appropriate cas. fil Qr relatea records. Follow fti& tr.ak 
in.~ruction. for related record •• 

~ e. Break file at the end of each majo version change of CARD. 

DISPOSI~IO. I.~UC:IO •• I 
a. For each major version change of CARD, maintain current version on tapes
or cartridges for 7 years following procedu .s required in NOPO'. Operational
Polici.s Manual, Sections #200.01 and #200.0 on archivinq data sets and 
records management. Aft.r 7 years, the tapa. re to be d••troyed by. 
degaus.ing. For any routine software updat.s, elete software aft.r quality
assurance check is performed. . 

b. Follow disposition instructions tor related re ords. For input systems, 
follow disposition instructions for EPA 171A - Inpu Sourc. Recorda.. . . 

c. Transfer ASCII or EBCDIC flat file ot data on new r recertited one-half 
inch, 9 track tape or cartridge to.the National Archive alonq with tape
layout, block siz~, and othar tape.specifications. 

d. Follow disposition instructions for related records. 

..... a. Transfer those records nec.saary to document how the syst capture.,... manipul~te., and outputs data to the National Archive. in eith paper or 
maqnetic fo~ on new or recertified one-half inch, 9 track tape r cartridge
writt.n in ASCII or BBCDIC. Supporting documentation can includ the software 
source code, data system specification., file specification., code· 

·translation., record layout., u••r quid •• , and output specification. This 
documentation would be transferred along with the tran.fer-of the el ctron1C 
data nat file (it_a.C) tor tha fiscal year in which the ~jor verdo char.;e
occurred. 

AlPLICArI0W GUIDA!C['
REASORS rca DISPOSI~IO.I CARD is EPA's major vehicle for obtaining chem1c • 
analyses from Superfund site. aa well aa providinq oversight of CLP 
laboratories by Ragional and Headquarters par.onnel. The analytical data 
contained in CARD was previously scheduled aa part of NC1-412-85-18/23. 
disposition of the data, a. held in the paper input, papar output, and 
electronic data, i. unchanged. CARD a180 hold. contract monitoring data. 



•
. . "... 
-, .- . 

.previo sly included as part of NCl-41'-8S-27/III/6, which i. used for 
Sup~rfu coat recovery. 

AGE:HCYWID GlJIDAHCB. CARD is under the control of the Analytical operations 
Br3n~h (AOB of the Hazardous Site Evaluation Division (HSED) of the Office of 
Emergencyan Remedial Response (OERR). OERR/HSED/AOB staff is directly 
responsible f implementing the disposition according to series items a, c, 
and e. 

Analytical data i item b, and oUlput, under item d, are contained 
in the related rec d series EPA OlSA - Sampling and Analytical Data Files -
Superfund Site Speci ic. A.~alytical·da~4 input includes contract deliverabl~s 

All are permanent records. 

Contract management data input, under item b, and output, under item d, are 
contained in the related ecord series EPA 024A - Cost Recovery Records or EPA 
020A - Contract Management ecorda - Superfund 3iee Specific, which have a 30-
year retention value follow g the Lilt!!I:.oz:eaA. 

Ad hoc reports and routine pri t;o\:&t. ,net p.art ef I:PAOlSA, EPA O:!4A, cr EPA 
020A) filed in a related file s uld be di8po.lti~ned according to the 
instructions for the related fil or, wnen not filed elsewhere, dispoaitioned 
~ccording to EPA 17SA - Print Fil ~ 

;:-r.,GlUM OFl"ICB GUIDAHa/DB~OlInI"!!! • ~!O!f: c.JUtIJ incorporates Q!.ea 
formerly held in Contract Laboratory'. ogram Quality Assurance (CLPQA). 

CUSTODIAL IWFO~IOW: 
COHT.ROLLIHG UHI~. 

N..e. OERR/HSED/AOB N.... Eng 

Locatiolla EPA Headquarters Mail COd •• 

Illcluaive Date.. 19S5 to present ~.l.pholl.' 

Volwae 011 BAIleS· (Feat). Offic.. AOB 

AIlIlualAccuaulatioll' , Rooa. 
(feat or inch •• ) • 

CONTROL IWl'OR1fA!lImr, 
R£LAr.ED l%EKSa· EPA 013A, EPA 014A, EPA OlSA, EPA 020A, EPA 065A,
EPA 067A, EPA 171A, BPA 17SA 

". PREVIOUSl.Y UPJlOVBD BY 
NARA SCDDlJl.B ROS. 

Approval Approval lWt.¥J Lut
 
Oat. EPA .Dat. HlUlA Dat.. Ko4ifiad
 

5/14/92 4/28/93
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u. S. EPA RECORDS COH'rROL SCKEDULB\ 
SDIBS ~x.~' Sample Tracking and Invoice Payment Sy.tea (TIP):. 

PR.OGIUUU 
\superfund 

EPA .BlUES ~\ O&SA 

NAKA· SCBEDULB H Panding
(U.e this number 0 retire record. to the rRC) 

DBSCRIPrlOK. ~he Samp and Invoice Payment aysteM (TIP) track. 
sample. ordered for anal ais by Contrac~ Laboratory ~rogram (CLP)
laboratorie.. Trackinq i elude. the initial order by Regional .ample control 
coordinator., shipment by pling team., receipt by laboratories and 
submi••ion of result. by EP Following receipt of the re.ult., the sy.tam
records and sup,port.payment ecommendation. on individual invoice.. The 
Hazardou. Site Evaluation Divi ion (HSED) receive •• ummary report. of Tl~'s 
activities. 

TYPB or BCOG •• PiCIIICAii~~le ••• 
Report., data file., tracking tidential Bu.ine.. Information 
data rcamant Sen.itive Informatica 

MEDIUM. 
Electronic, paper 

P'mIc.1:IORS SlJPPOIl!rC I 
Pro9r~ operation.
 

SPECIFIC LZGAL UQUIJlmCZJr.rS.
 
Comprehen.ive Environmental Respon.e, ot 1910,
 

a. amended . 

, 

.'. 

http:UQUIJlmCZJr.rS
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EPA SEKIES HO. 065A 

~SrD m rae PBJUllr.rED. 
software programs. 

No 

b. Dependent on related records 

c. "No 

d. Dependent on related records 

e. Supporting d 
OisposaDle Yes 

FILE BUn IHS'l1UC'rI 
a. Break TIP when ea vera ion is di.continued and/or when superseded
by routine soft~are u 

b. Break file according instruction. for related record.. Break input
systems according to inat tions for EPA l71A - Input/source Racorda. 

c. Break file at the end ch major ver.ion change of TIP. 

d. File with appropriate cas. le cr related records. Follow file break
 
instructions for related record ••
 

e._ Break file at end of each major ersion change of TIP. 

DISPOSITION IHSTaUC'rIORS. 
a. For each major ver.ion changa of TI current ver.ion on tapas or 
cartridge. for 3 yaar. following procadu s required in NOPO's Operational
~olicie. Manual, Sections #200.01 and #200 02 on archiving data sets and 
recorda management. After 3 year., the ta are to be de.troyed by 
degaussing. For any routine software update delete software after quality
assurance check i. performed. 

b. Follow dispo.ition instructions for related cords. For input syatams,
 
follow disposition instructions for EPA 171A - Inp t/Source Record.. ."
 

c. Transfer current data set. to NOPD tapas,· alonq th tape layout, block
 
size, and other tape spacifications, according to NOP policies. Instruct
 
NOPO to hold tape_ for 30 years, then destroy data thro gh degau ••ing.
 

d. Follow di.position instructions for related records. 

a. Keep in office at lea.t 1 year after file break; then·re ire to FRC in 
paper form or on maqnetic floppy disk tho.e record. nece ••ary 0 document how 
the system capture., manipulate., and output. data. Supportin documentation 
can include the .oftware .ource code, data sy.t... pacification. file 
specification., cede translati~~ record layout., u.er quide., a output
specification.. Destroy when/: _year. old. • ~ h. • 

. . 60~~~.e-~WD·····~'1 
AlPLICArIO! GUIDABCI: 
REASORS roa DlSPOSITlOK. TIP data ia uaed for cost recovery support, ~dit
 
purposes, and·for support of sits rao~diation work .ssiqnment.. This da
 
previously included a. part of NCl-412-8S-27/III/6 which i. used
 
cost recovery.
 

AGEHCTWIDB 
I 

GUlDAHCBa .TIP is under the control of the Analytical operations 
Branch (AOB) in the Hazardous Site Evaluation Divi.ion (HSED) of the ott ice 0 

Emergency and Remedial aesponse (OERR). OERR/HSED/AOB staff is directly 
responaible for implementing the disposition of iteme a, c, and e. 



·e 
. : .... 

.. .. . 
EPA SUIBS HO. O'~A 

Contract management data input, under item b, and output, under item dare 
officially contained in the related record aeries EPA 0241. - COst Recovery
Records or EPA 020A - COntract Management Records - Superfund Site Specific,
which have a 30-year retention value following the file break. C'opiea of 
invoices, traffic reports, and sample summaries may be included in EPA 0131. -
Removal site Files - Superfund Site'Specific and EPA 0141. - Remedial Site 
Files - Superfund Site Specific and would be dispoaitioned according to the 
instructions for those records series. 

Ad hoc reports nd routine printouts (not part of EPA 020A, EPA 024A, or EPA 
018~) filed in a ralated fila should be diapositionad according to tha 
in.tructions for .a ralated fila or; whG~ not filsd ela~wh8re, dispcsitioned
according to EPA 1 A - Print Flles. • 

/DESCRIPrIvB IHPORKA~IOH. 

CUSTODIAL IlIFORlfM"IOll: 
COHrROLLIHG UHI~.H.... OERR/HSED/AOS H..., David S. Eng 

Location. EPA Headquarters 52040 

Inclusiv. Dat •• , 703-603-8827 

Volua. OD Hand (r••t). AOS 

ADDual Accuaulation. 
(fe.t or inch•• ) 

, 
CQlI7'RQL IlUOR1fA:fIOlI: 
RELA%ZD I%EMS. EPA 
EPA 0671. 

0131., EPA 0141., EPA 0181., EPA 064A, 

PREVIOUSLY APPROVED 
.HAllASCDl)tlLB HOS. 

BY 
'HCl-412-'8S-27/III~ 

Approval
Oat. BPI. 

-Approval
Oat. WUUL 

BAtry
Oat. 
5/14/92 

La.t 
JIoclJ.f ied 
4/28/93 


