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WASHINGTON, DC 20408 (019
1. FROM (Agency or establishment) NOTIFICATION TO AGENCY
11.S. Environmental Protection Agency . .
2. MAJOR SUBDIVISION In accordance with the provisions of 44
U.S.C. 3303a the disposition request,
Various including amendments, is apsoroved except
3. MINOR SUBDIVISION for items that may be marked “disposition

not approved” or “withdrawn” in column 10.

4. NAME OF PERSON WITH WHOM TO CONFER | 5. TELEPHONE DATE ARCHHVIST OF THE UNIT| TATE
Michael L. Miller, Rec. Off. [202-260-5911 1-1)-94 ’4 .

6. AGENCY CERTIFICATION 5{

I hereby certify that I am authorized to act for this agency in matters pertaining to the 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 wiﬁ)not be needed after the retention periods specified; and that written concurrence from

the General Accounting Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal
Agencies,

is not required; [:I is attached; or L_&_&I has been requested.
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Superseded job citations listed on individual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

JAN. 24 |996¢ﬂ/’ %ﬁ,@@% sk 36 CPR 12z

N~ ) e~
/SR MR



EPA Records Schedule 050 - Comprehensive...d Liab“lnformation System (CERCTIFWG3/Environmental Protection ...id Waste and Emergency Response/050.html

1of3

EPA Records Schedule 050

Status: Final, 02/12/2007

Tten 7

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 of transfer.

e NI1-412-94-3/7
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

e 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

11/5/2007 4:16 PM
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e 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 (IMC) 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, ¢ 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:

11/5/2007 4:16 PM
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EPA 171

Previous NARA Disposal Authority:
Entry: 05/14/1992

EPA Approval: 10/07/1993

NARA Approval: 01/17/1996
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EPA Records Schedule 052

Status: Final, 02/12/2007 Lten ¥
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.
e N1-412-94-3/8
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, IAG 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.c., Washington,
Cincinnati, RTP) throughout the country. Initially, all those images were stored centrally at EPA's National
Computer Center (NCC) 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

1of3 11/5/2007 4:16 PM
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* Varies

¢ Follow instructions for related records.
Item 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

e File with the related records and follow instructions for the related records.
Item 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 of the Chief Financial Officer, Office of Financial
Management Division, Program Costing Staff. The system manager is directly responsible for
implementing the disposition of items a, ¢, 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:

11/5/2007 4:16 PM
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e EPA 013 - Removal Site Files - Superfund Site Specific
e EPA 014 - Remedial Site Files - Superfund Site Specific
e 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: 01/17/1996
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DRAFT OF 4/28/93
U.8. EPA RECORDS CONTROL SCHEDULE

SERIES TITLRs . Oil and Hazardous Materials Technical Assistance Data System
(OHMTADS) '

PROGRAM: Superfund

EPA SERIES NO: O0OS9A

NARA scxxnuix NO. Pending

APPLICABILITY: Agencywids _ .

IDENTT ON'g _ .
DESCRIPTIONs OHMTADS supports OSWER's response program operations. The data
base contains profiles on approximately 1,400 oil and hazardous substances.
The profiles provida chemical identification information such as chemical
name, manufacturer's name for the chemical (trade name), Chemical Abstract
Service (CAS) number; quality assured data on chemical and physical properties
(e.g., flashpoint reactions with other substances); uses; and effects on human
health and the environment. The system also recommends response procedures
for handling and disposing of releases or spills (e.g., methods for
evacuation, disposal information, transportation information, protective
equipment information). In addition, {t contains lists of resgulations
covering production, use, or distribution of chemicals.

OHMTADS information is made available for commarcial distribution in a vazieiy
of formats, including ONLINE, diskette, microfilm, magnetic tape, and CD-ROM.

ARRANGEMENT: Arrangements varies.

TYPE OF RECORDS: SPECIFIC RESTRICTIONS:
Data files, printouts . None

MEDIUMS ‘. VITAL RECORD3
Electronic, paper, microfilm, No

optical

FUNCTIONS SUPPORTED:
Program operations

SPECIFIC LEGAL REQUIREMENTS: N

Comprshensive Eavironmental Ro-ponlo, COmponlatLon, And Liability Act of 1980,
as amended, Section 104


http:COmpr.hen.iv
http:dispc.al
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EPA SERIES NO. O059A

DISPOSITICN INFORMATIONS: .
FINAL DISPOSITICW: ' TRANSFER TO FRC PERMITTED:
a. OHMTADS elactronic software

programs: Disposable No

b. Input: Disposable No

- ¢s Electronic data: Disposable No
d. tput and reports Dependent on related records

e. Supporting documentation:
Cisposable . Yes

FILE RREAX INSTRUCTIONS:
a. Break software programs when each major version is discontinued and/or
when supersaeded by routine softwars updates.

b. Break input systcms files acccording to inatrictionsa for EPA 171A -
Input/Source Records and all other material according to EPA 008A - Technical
Reference Material.

c. Break file when information is lubmxttod to commercial vendors ror
diztribution.

d. File with appropriate case file or related :eco:dl. Follow file break
instructions for related records. -

e. Break file when each mzjor version is discontinued.

DISPOSITION INSTRUCTIONS:

~a, When each major version of OHMTADS is discontinued, maintain current
version on tapes or cartridges for 1 year following procedures required in
NDPD's Operational Policies Manual, Sections #200.01 and #200.02 on archiving
data sets and records management. After 1 year, the tapes are to be destroyed
by degaussing. When software is superseded by routine program updates, deletes

those program’components undergoing revision after gquality assurnce check is
performed.

b. Follow disposition Lnltructlonl for related r.co:dl.

c. Upon submittal of each version of OHMTADS for distribution, transfer
current data sets to NDPD tapes, along with tape layout, block size, and other
tape specifications, according to NDPD policies. Instruct NDPD to hold tapes
for 1 year, then destroy data through degaussing.

d. Follow disposition instructions for related records.

e. Keep in office at least 1 year after file break, then retire to FRC :.a
paper form or on magnetic floppy disk those records necessary to document “ow
the system captures, manipulates, &nd cutputs datz. Supporting documentat.:n
can include the software source code, data system specifications, file
specifications, code translations, reccrd layouts, user guides, and output
specifications. Destroy when 15 years old.

CATION GU.
REASONS FOR DISPOSITION: OHMTADS is a collection of scientific and tecrmr..s.
data extracted from a wide variety of sources, both commercial and

governnental, and i{s collectively presented in & user-frisndly format !(:r
Agency and public use.
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EPA SERIES NO. O59A

- AGENCYWIDE GUIDANCE: OHMTADS is under the control of the Oil Pollution
.Response and Abatement Branch (OPRAB) of the Emergency Response Division (ERD)

in the Office of Emergency and Remedial Responsa (OERR).
is directly responsible for implementing the disposition
and e. All related output, item d, generated for Agency
form of print files and reports to be filed in a related
All output formats generated for commercial distribution
technical reference and can be destroyed when superseded.

OERR/ERD/OPRAB staff.
for items a, b, ¢,
use will be in the
case or program file.
are to be consgsidered

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION: OHMTADS is updated on a

periodic basis as needed.

CUSTODIAL INFORMATION: .
CONTROLLING UNIT: CONTACT POINT:

" Name: OERR/ERD/OPRAB Name: Richard Norris
Location: EPA Headquarters Mail Code: 5202¢

Inclusive Dates: 1980 to present Telephoass 703-603-9053

Volume on Hand (Feet): Office:t OPRAB

Annual Accumulations Room:
(feet or inches) :

CONTROL INFORMATION:
RELATED ITEMS: EPA 008A, EPA 171A .

PREVIOUSLY APPROVED BY
NARA SCEEDULE NOS:

Approval 1 Approval Entry ~ Last
Date EPA Date NARA Date Modified
5/14/92 4/28/93
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EPA Records Schedule 060

Status: Final, 02/12/2007

:"'6_11-— IO

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.

e N1-412-94-3/10
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 111 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
(USCQG), 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

11/5/2007 4:17 PM
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copy of each report is maintained at VNTSC to preserve data integrity.
Disposition Instructions:
Item 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).
OSWER/OERR/OPC 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 b and d.

20f3 11/5/2007 4:17 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: 01/17/1996

3of3 11/5/2007 4:17 PM
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EPA Records Schedule 061

Status: Final, 02/12/2007 Tem X
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.

e NI1-412-94-3/11
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

e Varies

¢ Follow instructions for EPA 091 - CERCLA 103 Notifications.

11/5/2007 4:17 PM
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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
o 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
¢) 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). OSWER/OERR staff are directly responsible for
implementing the disposition according to series items a, ¢, 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

20f3 11/5/2007 4:17 PM
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Previous NARA Disposal Authority:
Entry: 05/30/1992
EPA Approval: 10/07/1993

NARA Approval: 01/17/1996
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EPA Records Schedule 064 Ttee 1

Status: Final, 02/12/2007
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.

e N1-412-94-3/12
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., QA/QC 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.

Item ¢: Electronic data

11/5/2007 4:17 PM
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¢ Permanent

e 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

e 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
¢) 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).
OSWER/OERR/AQC staff are directly responsible for implementing the disposition according to series
items a, ¢, 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 of CLP laboratories by Regional and Headquarters personnel. The analytical data contained in
CARD was previously scheduled as part of NC1-412-85-18/23. 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 of NC1-412-85-27/111/6, which is used for Superfund cost recovery.

20f3 11/5/2007 4:17 PM
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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: 10/07/1993

NARA Approval: 01/17/1996

Jof3 11/5/2007 4:17 PM
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EPA Records Schedule 065

Status: Final, 02/12/2007 Ttew '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.

e NI1-412-94-3/13
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:
Item 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

11/5/2007 4:17 PM
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20f3

* Close at end of each major version change.

e 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).
OSWER/OERR/AOC staff are directly responsible for implementing the disposition of items a, ¢, 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 may be 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 of NC1-412-85-27/11I/6 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

11/5/2007 4:17 PM
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Previous NARA Disposal Authority:
Entry: 05/14/1992
EPA Approval: 10/07/1993

NARA Approval: 01/17/1996
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DRAFT OF 5/4/93
U.8. EPA RECORDS8 CONTROL SCHEDULE
SERIES TITLE: CLP Statistical Data Base (STAT)
PROGRAN: Superfund
EPA SERIES NO: 067A .
NARA SCHEDULE NO. Pending

APPLICABILITY: Agencywide

ING N2 .
DESCRIPTION: The STAT contains a random sample of the laboratory results
produced by the Contract Laboratory Program (CLP). It supports the
gstatistical analysis of occurrence and concentration of priority pellutants
and hazardous substances at Superfund sites. Although the Analytical Results
Data Base (CARD) now provides a mers complete data base of results, this data
base will continue 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 analysis of laboratory results for the entire length of
the CERCLA Program.

ARRANGEMENT: Arrangement varies.

TYPE OF RECORDS: . SPECIPIC RESTRICTIONS:
Data files, reports, ad hoc None

queries-

MEDIUM: VITAL- RECORD:
Electronic, paper No

FUNCTIONS SUPPORTEDS
Program operations

SPECIFIC LEGAL REQUIREMENTS:

Comprehensive Environmental Response, Compensation, and Liability Act of 1980,
as amended


http:campl.to
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EPA SERIES NO. 067A

DISPOSITION INFORMATIONS .
FINAL DISPOSITION: TRANSFER TO FRC PERMITTED:

a. STAT electronic software

programs: Disposable No

b. Input Dapendent on related records
c. Electronic data: Disposable No '
d. Output and reports Dependent on related records

e. Supporting documentation:
Disposable Yes

FILE BRZAK INSTRUCTICNS:
a. Break STAT when sach major version is discontinued and/er when lupo:ncdad
by routine software updates.

b. Break file according to ingtructiors for related records. Break input
systems according to instructions for EPA 171A - Input/Sourcs Records.

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

d. PFile with appropriate case fils or related recozds. PFollow file break
instructions for related records. -

@. Break tilo when each major version of STAT is discontinued.

DISPOSITION INSTRUCTIONS: )

a. For each major version change of STAr, maintain current version on tapes
-or cartridges for 3 years following procedures required in NDPD's Operational
Policies Manual, Sections #200.01 and #200.02 on archiving data sets and
records management. After 3 years, the tapes are to be destroyed by

. degaussing. Por any routine software updates, delete softwars after quality
. assurance check is performed.

b, Follow disposition instructions for related records. Por input systems,
follow disposition inatructions for EPA 171A - Input/Source Records.

€. Transfer current data sets to EPA O64A - cLP Analytical Results Database
(CARD) tapes. )

d. Follow disposition instructions for related records.

@. Kaeep in office at least 1 year after file break, then retire to FRC in
paper form or on magunetic floppy disk those records necessary to document how
the system captures, manipulates, and outputs data. Supporting documentation
can include the software socurce code, data system specifications, file
specifications, code translations, record layouts, user guides, and output
specifications. Destroy when 15 years old.

APPLICATION GUIDANCE:
REASONS FOR DISPOSITION: STAT is a support system to the C'I.P Analytical
Results Database (CARD). All data in CLPQA is being t:anlterrod to STAT.

AGENCYWIDE GUIDANCE: STAT is under the control of the Analytical Operations
Branch (AOB) of the Hazardous Site Evaluation Division (HSED) of the Office of
Emergency’ and Remedial Response (OERR). OERR/HSED/ACB staff is directly

responsible for implementing the disposition instructions for items a, ¢, and
e.



EPA SERIES NO. 067A

Analytical data input, under item b, and output, under item d, are contained
.in the related record series EPA O18A, - 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 024A - Cost Recovery Records, or
EPA 020A - 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 018A, EPA 020A, or EPA
024A) 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 171A - Print Files.

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION:

CUSTODIAL INFORNMATION:

CONTROLLING UNIT: CONTACT POINT:

Name: OERR/HSED/ACB . Name: David S. Eng
iocationz EPA Headquarters Mail Codes 5204G
Inclusive Dates: I;lophonos 703-603-8827
Volume on Hand (Feest): Offices AOB

Annual Accumulation: . Rooams

(feet or inches)

CONTROL INFORNATION:
RELATED ITEMSt EPA Ol13A, EPA 014A, EPA 0l18A, EPA 020A, EPA 024A, EPA 064A

PREVIQUSLY APPROVED BY
NARA SCHEDULE NOS:

Approv‘l Approval Eatey  Last
Date EPA . Date NARA . Date Modified
T 5/14/92 5/4/93

THem 14
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EPA SERIES NO. 084A
U.S. EPA RECORDS CONTROL SCHEDULE

SERIES TITLE: Case-Spacific Decisions on Indemnification Requests from States
for Responee Actlion Contractors (RACg)

PROGRAM: Superfund
EPA SERIES NO: 084A

NARA SCHEDULE NO. N1-412-94-3/15
(Use this number to retire records to the FRC)

APPLICABILITY: Agency-wide

IDENTIFYING INFORNATION:

DESCRIPTION: In contracts or agresments with an indemnification clause,
States or potentially responsible parties (PRPs) make a request regarding
indemnification of site-spaecific design and cleanup from EPA Headqguarters
(HQ). Based on review, EPA HQ lssues a decision document granting approval to
purchase private insurance Or providing for Federal indemnification 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 typas of indemnifications:

a. Indemnifications zrelating to-new—centracte-under—theAgency*s—January—25,
i which are subject to a specified time

limie; .

b. Indemnifications axecuted-prier—to—the—January 25,1983 gulidelines which
are pnot subject to & specified time limit.

ARRANGEMENT 3

TYPE OF RECORDS: SPECIFIC RESTRICTIONS:
Case files

MEDIUM: VITAL RECORD:

Paper

FUNCTIONS SUPPORTED:
Program operations

SPECIFIC LEGAL REQUIREMENTS:
Comprehensive Environmental Response, Compensation, and Liability Act of 1980,
as amended, Section 119(¢)
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EPA S8ERIES NO. 084A

PISPOSITION INPORMATION:

FINAL DISPOSITION: TRANSFER TO FRC PERMITTED:
a., Disposable Yes

b. Permanent Yes

FILE BREAK INSTRUCTIONS: Break file after the closeout of the response action
contract.,

DISPOSITION INSTRUCIIONS:
a. Retire to FRC immediately after file break. Destroy when 30 years old.

b. Transfer inactive materials to the appropriate Superfund site file.
Follow disposition instructions as detailed in EPA 013A - Removal Records -
Superfund Site Specific, or EPA 014A - Remedial Site Files - Superfund Site
Specific.

APPLICATION GUIDANCE:

REASONS FOR DISPOSITION: Indemnifications granted prior to the Agency’s
January 25, 1993 guldelines require permanent retention since indemnifications
granted prlor to that time have no time limit. Term limits of
indemnifications granted after January 25, 1993 vary and may extend beyond the
life of the contract. Retaining these indemnifications for 30 years will
ensure =21l actions or issues are r@solved prior to disposal.

AGENCY~WIDE GUIDANCE: The portion of the agreament or contract containing the
Indemnification clause ghould be retained with the decision document and other
related materials.

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

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION:

COSTOD, FORM :

CONTROLLING UNIT: Multiple units CONTACT POINT:
Name: Name:
Locations Mail Code:
Inclusive Dates: Telephonet
Volume on Hand (Feet): Offica:
Anpual Accumulations Room:

(feet or inches)

CONTROL INFORNATIONG:

RELATED ITEMS: EPA O13A, EPA 014A, EPA O20A, EPA 202A

PREVIOUSLY APPROVED BY
NARA SCHEDULE NOS:

Approval Approval Entry Last
Date EPA Date NARA Date Modified

6/2/9%2 5/24/95
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DRAFT OF 4/27/93
U.8. EPA RECORDS CONTROL SCHEDULE

TLE: Case-Specific Decisions on Indemnification Requests from Statas
for Responge Action Contractors (RACS)

EPA SERIES NO:

NARA SCHEDULE NO.

(Use this number to r Qt;. records to the FRC)
ywi '

APPLICABILITY: Agenc

D G ON
DESCRIPTION: In contracts or
States or potentially responsib

reements with an indemnification clause,
parties (PRPs) make a request ragarding
indemnification of site~opecific gign arnd zlsrnup from EPA Headquarters
(HQ). Based on reviaw, EPA EQ is=su a dscisicn documsnt granting approval to
purchasa privata insurance cr providing for ¥ederal indemnification for tha
State or contracter. This series inclides the request, background materials
including relevant portions of the agre nt or contract containing the
indemnification clause, and the decision cument regarding Federal
indemnification.

ARRANGENENT; .

TYPE OF RECORDS! SPECIPIC RE
Case files -
MEDIUM: - VITAL RECORD3
Paper

FUNCTIONS SUPPORTED:
Program operations

SPECIFIC LEGAL REQUIREMENTS:

Comprehensive Environmental Responss, Compensation, and Liability Ast of 1980,
as amended, Section 119(c)


http:ccntr.ct

‘ _ ‘ Ttem 15

EPA_SERIES NO. 084A

t
DISPOSITION INFORNATION:
PINAL DISPOSITION: TRANSFER TO FRC PERMITTED:
Permanen Yes

FILE BREAK STRUCTIONS: Break file after the closecut of the response action
contract.

DISPOSITION- INSTRUCTIONS: Retain inactive materials in office 1 year after
file break, then retire to FRC. Transfer to the National Archives 20 years
after file break.

APPLICATION GUIDANCE: .
REASONS FOR DISPOSITION: \These records require permanent retention because
Federal indemnification, when granted, has no time limit.

AGENCYWIDE GUIDANCE: Permane retention of a comprehensive indemnification
decision case file reguires the\portion of the agreement or contract

containing the indemnification clause be retained with the decision document
and other related materials.

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE I

CUSTODIAL INFORMATIONG -
CONTROLLING UNIT3: RT3

Name: OSWER/OERR/HSCD/DCMB/RACS Names* Bard McDonough
Location: EPA Headquarters Mail Code: Oji} ow
Inclusive Dates: Telephone: 703-308<8348
Volume on Hand (Feet): Office:t RACS

Annual Accumulations Room:

(feet or inches)
- CONTROL INFORNATION:

RELATED ITEMS: ' '

PREVIOUSLY APPROVED BY
NARA SCHEDULE NOS!

Approval Approval Entry - Last
Date EPA Date MNARA Date Modified

6/2/92 4/27/93
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DRAFT OF 4/27/93

U.8. EPA RECORDS CONTROL SCHEDULE
SERIES TITLE: Administrative Decision Records
PROGRAM: Superfund
EPA SERIES NO: 0O8SA

NARA SCHEDULE NO. Pending
(Use this number to retire records to the FRC)

APPLICABILITY: Agancywida

IDENTIFYING INFORMATION:

DESCRIPTION: CERCLA 106(b) allows potentially responsible partiaes (PRPs) to
petition the Fund for reimbursement of reasonable costs of response actions if
they can prove they were not liable for the response costs or they can
dercngtrate, on the adminiatrative record, the response action ordered was
arbitrary and capricicus or otherwise not in accordance with the law. Thase
records include 106(b) petitions, correspondence with the petitiocner and thne
Region, the Preliminary Decision Document, comments hy the petitioner and the
Region on the preliminary decision, the Final Decision Document, and other
relevant documentation.

ARRANGEXENT: Arrangement varies.

TYPE OF RECORDS: ébBCIPIc RESTRICTIONS:
Case files ’ Confidential Business Information
Enforcamqnt Sensitive Information

MEDIUM: . VITAL RECORD:
Paper, electronic )

FUNCTIONS SUPPORTED:
Enforcement and cost recovery activities

SPECIPFIC LEGAL REQUIREMENTS:
Comprehensive Environmental Response, Compensation, and Liability Act of 1380,
as amended, Sections 101, 106(b), and 107 .
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EPA SERIES NO. 085A

DISPOSITION INFORNATION: :
FINAL DISPOSITIOM: TRANSFER TO FRC PERMITTED:
Disposable ] Yes

FILE BREAK INSTRUCTIONS: Break file when final decinion has been issued or
when settlement is completed.

DISPOSITION INSTRUCTIONS: Retain 1nact1vo materials in office at least 1 year
after file break, then retire to FRC. Destroy 30 years after file break.

P ON
REASONS FOR DISPOSITION: Records required for litigation and cost recovery
support. .

AGENCYWIDE GUIDANCE: Related Superfund sitae-specific records are covered in
the following items:

EPA OQlA - Grants and Other Program Support Agreements ~ Superfund Site
Specific

EPA O10R - Site Assessment .

EPA O12A - Federal Facilities Hazardous Waste Sites

EPA O13A - Removal Site Piles -~ Superfund Site Specific

EPA Ol4A -~ Remedial Site Files - Superfund Site Specific

EPA O18A - Sampling and Analytical Data Files - Superfund Site Specific
EPA Ol1SA - Administrative Records - Superfund Site Specific

EPA O20A -~ - Contract Management Records -~ Supe:tund Site Specific

EPA 024A - Cost Recovery Records

EPA 025A - Enforcement Actions - Sup‘rfund Site Specific

Local Government Reimbursemeant Program records are scheduled as EPA 080H and
Claims Against the Fund as EPA 087A.

As required by.36 CFR 1228.58, records with special restrictions such as
confidential business information (CBI) or exempted frem disclosure by statute
such as the Privacy Act must be shredded with witness disposal.

PROGRAM OFPFICE GUIDANCE/DESCRIPTIVE INFORMATION:

1

TEBLIIOMITON e sonen

Name: EAS Name: Fred Zimmerman
Location: EPA Headquarters Mail Code: 08-510

Inclusive Dates: . Telephone: 202-260-3656
Volums con Hand (Feet): Offices OSWER/OWPEB/CED/GEB/EAS
Ann;al Accumulationt ‘ Roomt

(feeat or inches) - .

CONTROL INFORNATION:

RELATED ITEMS: EPA OOlA, EPA O10R, EPA O12A, EPA O13A, EPA 014A, EPA 018A
EPA O020A,, EPA 024A, EPA 025A, EPA 080H, EPA 087A

PREVIOUSLY APPROVED BY
NARA SCHEDULR NOS: NCl=412=85=10/19 /yc,—;.,ln,-@zxn_/,g

|16
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EPA SERIES NO. 0835A

Approval Approval ~Entry Last >
Date EPA Date NARA Date Modified
7/16/92 4/27/93
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DRAFT OF 4/27/93

U.8. EPA RECORDS CONTROL SCHEDULE
Qigxzs TITILRs Naticnal Contingency Plan (NCP) Product Files
Piﬁdﬂlﬂt Superfund
EPA SERIES NO: O086A

NARA SCHEDULE XO. Pending
(Use this number to retire records to tho PRC)

APPLICABILITY: Agencywide

IDENTIFYING INFORNATION: ' .

DESCRIPTIONs The NCP requires EPA to maintain an NCP Product Schedule of
dispersants and other chemical or bioclogical products that may be authorized
for use on oil discharges. Applicants who wish to list their product must
submit the appropriate technical product data to EPA in accordance with 40 CFR
300, Subpart J. Records associated with NCP product files include the NCP
Product Schedule and associated data base, vendor applications, interim
correspondence, telephone notes, Agency and contractor review documentation,
correspondence, Tschnical Bulletins, and associated records.

ARRANGEMENT: Arrangement varies.

IIPE OF RECORDS: SPECIFIC RESTRICTIONS:
-Data file, Correspondence, Tonfidential Business Information
Reports, Lists .

MEDIUM: VITAL RECORDS
Paper, electronic

FUNCTIONS SUPPORTED:
Program operations

SPECIFIC LEGAL REQUIREMENTS:
Oil Pollution Act of 1990
40 CFR 300, Subpart J



EPA SERIES NO. 086A

és () N
-FINAL DISPOSITION]
Disposable

-

TRANSFER TO FRC PERMITTED:
Yes

FILE BREAK INSTRUCTIONS: Break file when superseded or cbsolets.

DISPOSITION INSTRUCTIONSS

file break, then retire to FRC.

ON_GUIDAN

Keep inactive materials in office 3 years after
Destroy 10 years after file break.

REASONS FOR DISPOSITION: Records provicde ongoing support and reference for.
oll on watar spills. These reccsrds are not permanent at this time because no
formal approval process or decision element by the Agency is in place. The
Agency is currently accepting applications and product information only.

AGENCYWIDE GUIDANCE: Refsrence copies of the NCP Product Schedule and
Technical Bulletins heid in the Reginne are dispecaable when no longer needed.

A8 raquired by 36 CPR 1228.58, records with apecial restrictions such as
confidential business information (CBl) or exempted from disclosure by statute
such as the Privacy Act must be shredded with witness disposal. )

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATIORS

STOD
CREATING UNIT:

Name: OPRAS

Location: EPA Headquarters
Inclusive Dates:

Volume on Hand (PFeet):

Annual Accumulations
(fest or inches)

(8, 9) L (8]
RETATED ITEMS:

PREVIOUSLY APPROVED BY
NARA SCHEDULE XOS:

CONTACT POINT:

Name: Gail Thomas

Mail Code: 5202-G

Telephones 703-603-8736

Office: OSWER/OERR/ERD/RSCB/OPRAS
Room: 13337 ' |

A

Approval

Approvil Entry Last
Date EPA Date NARA ‘Date Modified
7/15/92 4/27/93

THem 17
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DRAFT oP 5/5/93
U.8. EPA RECORDS CONTROL SCHEDULE
SERIES TITLE: Claims Against the Fund -
PROGRAM: Superfund
EPA SERIES NO: 087A

NARA SCHEDULE NO. Pending
(Use this number to retire racords to the FRC)

APPLICABILITY: Agencywide

IDENTIFYING INFORMATION:

DESCRIPTION: This series contains records used to documant the decisions mada
by Headquarters and Regional personnel concerning claims against the Fund
under various sections of CERCLA. 1Includas a copy of the official response
claim, documentation of action to settle the claim, a copy of the agreement of
the final settlement of the claim, and other related records.

This series also includas claims filed againat the Fund under mixed funding’
agreements (preauthcrization, cashouts, mixed work). Records particular to
mixed funding agreements include the application, and a preauthorization
dacisjion document, and claims filed periodically against the Pund.

ARRANGEMENT: Arranged by site.

TYPE OF RECORDS: SPECIFIC RESTRICTIONS:
Case files s
MEDIUM: . VITAL RECORD:

. Paper, electronic

FUNCTIONS SUPPORTED:
Enforcement and cost recovary activities

SPECIFIC LEGAL REQUIREMENTS:
Comprehensive Environmental Response, Compensation, and Liability Act of 1980,
as amended, Sections 111, 112, and 122



EPA SERIES NO. 087A

FINAL DISPOSITIOM: TRANSFER TO FRC PERMITTED: -
Disposablas Yes

FILE BREAK INSTRUCTIONS: Break file upon sattlement of claim.

DISPOSITION INSTRUCTIONS: Keep inactive materials in office 1 year after file
break, then-retire to FRC. Destroy 30 years after file break.:

L ON_GUID
REASONS FOR DISPNSITION: The apvlicability of this series has been extended
providing Agencywide coverage. The retention has been extended to parallel
other functions (cost recovery and enforcement) which the records support.

AGENCYWIDE GUIDANCE: Cost Recovery Records are scheduled as EPA 024A. See
EPA 025A for Enforcement Actions - Superfund Site Specific. Administrative
Decigion Records are covered in EPA 085aA. - .

PROGRAN OFFICE GUIDANCE/DESCRIPTIVE INFORMATION:

COSTODIAL [NFORMATION »

CORTROLLING UMIT: CONTACT POINT:

Name: SLCB Name: Denise Zrgener
Locations EPA Headquarters Mail code: 0S5-220W
Inclusive Dates: ) Telephone:s 202-308-83139
Volume on Hand (Feet)s Office: OSWER/OERR/HSCD/SLCB
Annual Accumulation: Room1

(feet or inches)

CONTROL INFORMATION:

RELATED ITEMS:, EPA 024A, EPA 025A, EPA 08sa

PREVIOUSLY APPROVED BY ' t
NARA SCEEDULE NOS: —NCi-412-85-10/18, NC1-412-85-18/26  NC/-+12-81-1fi5

Approval : Approval Entry Last
Date EPA Date NARA Date Modified
5/25/92 $/5/93

Tem 18
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EPA SERIEZ NO, 091A
U.8. EPA RECORDS CONTROL SCHEDULE
SERIES TITLE: CERCLA Section 103 Notifications
PROGRAM: Superfund
EPA SERIBS NO: O0S1A

NARA SCHEDULE NO. N1-412-94-3/19
(Use this number to retire records to the FRC)

APPLICABILITY: Agency-wide

IDENTIFYING INFORMATION:

DESCRIPTION: Under 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 releapes, including spills, of
hazardous substances; CERCLA 103(c) for facilities where hazardous wastes have
been disposed of and where such releases might occur; and CERCLA 103(f) (2) for
releases that arae continucus 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 te the EPA or National Rasponse Center by phone; EPA Form,
Notification of Hazardous Waste Site; initial written report for continuocus
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 OF RECORDS: SPECIFIC RESTRICTIONS:
Case fileg Confidential Business Information
Enforcement Sensitive Information

KEDIUM: VITAL RECORD3
Papers, forms, electronic

FUNCTIONS SUPPORTED:
Program cperations

SPECIFIC LEGAL 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 304

0il Pollution Act of 1990

40 CFR 302

*-
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BFA SERIES NO. 081A

IT. I TION:
TINAL DISPOSITION: TRANSFER TO FRC PERMITTED:
Permanent Yes

FILE BREAK INSTRUCTIONS: Break file annually.

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

APPLICATION GUIDANCE:

REASONS 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 cost recovery support and enforcement.

AGENCY-WIDE GUIDANCE: CERCLA 103 notifications are the responsibility of the
appropriate Regional offices receiving the initial notification or receiving
the written follow-up report.

The Accidental Release Information Program (ARIP) is scheduled ag EPA 056A.
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 restrictions such as
confidential business information (CBI) or those exempted from disclosure by
statute such as the Privacy Act must be shredded or otherwise definitively

- destroyed with witnees dispolal for records deatroyed by contractors.

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION1

CUSTODIAL INFORMATION:
CONTROLLING UNIT: Multiple units CONTACT POINT:
Name: Name
Location: ¥ail Code:
Inclusive Dates: Telephona:
Volume on Hand (Feet): Offica:

Annual Accumulation: Room1

(feet oxr inches)

CONTROL INFORMATTON;

RELATED ITEMS: EPA 056A, EPA 06CA, EPA 061A

PREVIOUSLY APPROVED BY
NARA SCHEDULE NO3;

Approval Approval Entry Lagt
Datae EPA Date NARA Date Modified
3/29/93 7/26/95

J:fern lq
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DRAFT OF 7/2/93
U.S. EPA RECORDS CONTROL SCHEDULE

CERCLA Section 103 Notifications -

IDENTIFYING
DESCRIPTION: the Comprehensive Environmental Response,
Compensation, and Liabilit\\ Act, Section 103 requires the notification of any
spill or other release of a Yazardous substance that equals or exceeds a
reportable quantity (RQ). Thare are three types of reporting requirements
under CERCLA: CERCLA 103(a) £ actual releases, including spills, of
hazardous substances; CEKRCLA 103c) for facilities where hazardous wastes have
been disposed of and where such leases might occur; and CERCLA 103(f)(2) for
releases that are coantinuous and shkable in quantity and rate. May also
include petroleum products as well non~hazardous reported releases.

Documents include records of communication recording the immediate
nctification to the EPA or National Response Center by phoney EPA Form,
Notification of Hazardous Waste Site; initial 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 Yayout; and written follow-up
report.

ARRANGEMENT: Arrangement varies.

TYPE OF RECORDS: SPECIFIC RES CTIONS:
Case files ) Confidential Buginess Information
Enforcement Sensitive Information

MEDIUM: . VITAL RECORD:
Papers, forms, electronic

FUNCTIONS SUPPORTED:
Program operations N

SPECIFIC LESAL REQUIREMZNIS: . ’

COmggehensive Environmental Response, Compensation, and Liabili
1l

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

0il Pollution act of 1990

40 CFR 302

Act, Section

Planning
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PINAn\pISPOSIIION: TRANSFER TO FRC PERMITTED: -
Perman&nt Yes

INSTRUCTIONS: Break file annually.

DISPOSITION\INSTRUCTIONS: Keep in office. for at least 1 year following file
break, then- retire to FRC. Transfer to the National Archives 20 years after
file break.

REASONS FOR DISPOSITION: CERCLA 103 notifications form the basis for several
Superfund activitiey 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 the, Superfund site removal and remediation process as well
as for cost recovery s rt and enforcement.

AGENCYWIDE GUIDANCE: CER
appropriate Regional offic
the written follow-up report

103 notifications are the responsibility of the
receiving the initial notification or receiving

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

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE I

CUSTODIAL INFORMATION:
CONTROLLING UNIT: Multiple units

’

Name:
Location: Mail Code:
Inclusive Dates: Ielepéono:
Volume on Hand (Feet): . . - Office: '
Annual Accumulations " Roomi
(feet or inches) :
CONTROL INFORNATION:

RELATED ITEMS: EPA 0S56A, EPA 060A, EPA 061A

PREVIOUSLY APPROVED BY
NARA - SCHEDULE NOS:

Approval . Approval Entry
Date EPA Date NARA Date
N 3/29/93



NOV 14 ’S5 1@:29aM US EP‘H'Q LIERARY . ‘ , P.16/19
,\T‘{’Qm 20

. .
. -
.

' DRAFT OF 7/13/9S . .
U.S8. EPA RECORDS CONTROL SCEEDULE

. SERIES TITLE: Trade Secret Files Under Emergency Plannxng and Community
nght-To-xnow Act for Sections 303, 311 and 312 - .

PROGRAMt Superfund :
EPA SERIES NO: 04S8H

NARA SCEEDULE NO. n1-412-94-3/20 . . .
(Use thie number to retire records to the rRC) ) .

APPLICABILITY: Headquartera

'TXYING 7ON:2
DESCRIPTION: Contains documentg relating to the zequirement for submission of
information to State and local governments on the presence, inventory and
storage of chemical substances by facilitiee under Sections 303, 311 and. 312
of tha superfund Amendments and Reauthorization .Act of 1986. Information .
collacted 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 trade. secret for the identity of substances reported under Secticns
303, 311 and 312. Includes chemical identity, substantiation of trade secret
eligibility, and other information on the chemical for which trade gecret
protection ie being claimed.

'ARRANGEMENT: Arranged,by batch number.

.

TYPE OF RECORDSt SPECIFIC RESTRICTIONS: . .
*Case files L Confidential Business Information .
MEDIUM: . e ‘YITAL RECORD!

Paper

FURCTIORS SUPPORTED:
Program.ove:sight

SPECIFIC LEGAL REQUIREMENTS

SARA Title III -~ Emergency Planning and CQmmunity Right-To-Know Act, Sections
303, 311 and 312 . _ .

40 CFR 372 . : , . o



NOV 14 ’95  1@:4pAM US EF“H@ LIBRARY ’ ' i P.19/19
AY

Phim 20

EPA SERIES NO. 048KH

DISPOSITION INFORMATION:
FINAL DISPOSITION: . TRARSFER TO FRC PERMITTIED!
Disposable . . Yes

PILE BREAK INSTRUCTIONS: Break tile annually.

DISPOSITION INSTRUCTIONS1 Keep inactive materials in office 1 year after file
. break, then retire to FRC. Destroy 20 years aftar file break .

APPLICATTON GUIDANCE: , .
REASONS FOR DISPOSITION: Records provide egsential documentation of EPA's
statutory and regulatory responaibilities.

AGENCY-WIDE GUIDANCE: The records of this series are maintained by CEPPO in
* ' OSWER at Headquarters. .

See EPA 224A for EPCRA records kept by othet headquartera and :egzonal
programs. Toxic Substances Facility Files are covered in EPA 227R and files
related to State Oversight in EPA 203A. The EPCRA Targeting System (ETS) is

. scheduled ag. EPA ZSEA and the Toxic Substances Releaee System (TRIS) as EPA
272A. )

Ae required by 36 CFR 1228.58, records with special restrictions such as -’
confidential business information (CB1) or those exempted from disclosure by
statute such as the Privacy Act must be shredded or otherwise definitively
destroyed with witness disposal for records destroyed by contractors.

PROGRAM OFFICHE GuznancslnzscaIszv: INFORMATION: Records received in the

office are for the preceeding calendar year. Retire files in sealed boxes.

Retrieve only whole boxes. Access is limited to EPA employeea or authorized
" EPA contractorsé.

.

- CUSTODIAL INFO TON 3 . .

CONTROLLING UNIT: CONTACT POINT: ' .
Name: CEPPO ' . Name: ' Dorothy McManus ' o
.locationt WSH ' Xail code: 5101 ‘
Inclusive Datest 1987~ :elephoné: 202-260-8606

Volune on Hand (Feet)t 36 cu. ft. Officer OSWER®

Annual Accumulation: 5 cu, ft. Room: 3606
(feet or ‘inches)

CONTROL INPORNATION: ’
RELATED ITEMS: EPA 203A, EPA 224A, EPA 227R, EPA 266A, EPA.272A

PREVIOUSLY APPROVED BY . ‘
NARA SCHBEDULE NOS: . . . '

Approval Approval i Exntry —Iast .
Date EPA - Date 'NARA Date Modified . )
. ’ 2/5/95 7/13/SS . '

v
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U.B. EPA RECORDS CONTROL BCHBDULB

. SERIES TI t Trade Secret Files Under Emergency Planning and Community
- Right~To-Know Act for Sections 303, 311 and 312

EPA SERIES NO: OQQ: ’

NARA SCHEDULE NO.
(Use this numbar to

PROGRAN: Supe

Snding
tire zecords to tha FRC)

APPLICABILITY: Headquaxters

G INFORNMATI '
DESCRIPTION: . Contains do mente ralating to the requiremant for submissicn of
" information to State and locql governments on the presence, inventory and
storage of chemical substanceq by facilities under Sections 303, 311 and 312
of the Superfund Amendments and Reauthorigation Act of 1986. Information
collected includes trade secret\claimg submitted to EPA under Section 322 of
SARA Title III and includes informpation collacted relating to- the accuracy of
a claim of trade sscret for the identity of substances reported under Sections .
303, .311 and 312. Includes chamical identity, substantiation of trade sacrat
. allgibility, and other information on tha chemical for which trade secret
protection is being claimed.

ARRANGENENT' Arrangad by batch number.

* TYPE OF RECORDS: . SPECIF(C RESTRICTIONS: -
Case files ’ ) COntldea:;AI Busineas Info:mation
L ugpIOM: K S VITAL RE ) '

Paper T : .

FUNCTIONS SUPPORTED:
Program oversight

. BPECIFIC LEGAL REQUIREMENTSt - . : o . )

SARA Title Il - Emsrgency Planning and Community Right~To-Know Act, Sections
303, 311 and 312 . e

40 CFR 372
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SITION INFORNATION: . T
DIEPOSITIONS - TRANSFER TO FRC PERMITTED1

e

PA SERIES NO. 048H

FI
Dis Yes
FILE B INSTRUCTIONS: Break fila annually.

DISPOSITION INSTRUCTIONS:. RKeep inactive materials in office 1 year after file'
break, theq retire to FRC. Destroy 20 years after file break.

REASBONS FOR DISPOSITION: Recorda provide essential documentation of EPA’s
statutory and regulatory responsibilities.

AGENCY-WIDE GUIDANCE: The racords of this series are maintai.ned by CEPPO in

OSWER at Haadqu re.

See EPA 224A for E:éxg records kept by other headquarters and regional
programs. Toxic Substances Facility Files are covered in EPA 227R and files
related to State Oversight in EPA 203A. The EPCRA Targeting System (ETS) isg
gchaduled as EPA 266A the Toxic Substances Raleasa System (TRIS) as EPA

" 272A.

As required by 36 CFR 1228.58, records with special restrictions such as
confidential buginess information (CBI) or those exempted from disclosure by
statute such as the Privacy Act must be shreddad or otherwise definitively
dest:oyed with witness disposa for racords destroyed by contractors.

INPORH&!ION: Records received in the

office are for the preceeding calehdar year. Ratire files in sesaled boxes.
.Ratrieve only whole boxea. Accesg ‘limited to EPA employees or authorized'
. EPI-\ contractoru. S - ’ ) K

N

 CUSTODIAL THFORMATION:
CONTROLLING uun:: .

CcO : .
Name: CEPPO/, , ﬁuwﬁ orothy.ncuanus
pccl;t!.anl WsY %W ‘ )
Inclusive Dates: 1987- . Telephome: \202-260-8606
Volume oa Hand (Feat)s 36 cu. ft. Officet OSKE

: Annual Accumulationt 5 cu., ft. Room: 3606
(feet or inches)

RELATED ITEMS: EPA 203A, EPA 2247, EPA 227R, EPA 266A,

PREVIOUSLY APPROVED BY
NARA SCEEDULE NOSi

Approval . Approval . zﬂi:y . Last
Date EPA ’ / Date MARA "Date . Hodified
' s 2/5/98 3/6/95
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EPA SERIES NO. 050A
U.S. EPA RECORDS CONTROL SCHEDULE

ES TITLE: Comprehensive Environmental Response, Compensation and
ity Information System (CERCLIS)
quS-—f&S

(47 'Jc(.f’eo—t ’/”‘”7

DESCRIPTION:
and oversight of the

automated inventory of %
sites regulated under CEN
status of major stages of
and produces information on
digscovery to listing on the NY
inventory of eites, planned and

verfund program. Its purpose is to maintain an
andoned, inactive, oxr uncontrolled hazardous waste

A and to act as a vehicle for Regions to report the
\te cleanup to Headquarters. The gystem maintains
1 aspects of hazardous waste sites from initial
{ional Priorities List (NPL). This includes an
actual site activities, financial informatioen,
and audit reports. WASTELAN, a W LAN version of the CERCLIS system, and
related tocls (e.g., ISIF, RP2M) e used by Regional offices for data input
and local analysis needs. Data 1s Wgriodically uploaded from WASTELAN to the
national data base. \

ARRANGEMENT: Arranged by CERCLIS ID nuiig
_TYPE OF RECORDS: . - . gpEcIFN

. A RESTRICTIONS: . ... :
"'Data files, reports, ad-hoc = - Enforcemdjt Sensitive Information
queries N\
MEDIUM: VITAL RECORDN
Electronic, paper Yes

FUNCTIONS SUPPORTED:
Program management and oversight

SPECIFIC LEGAL REQUIREMENTS: Y
Comprehensive Environmental Response, Compensation, and LiaN

\lity Act of 1980,
as amended )
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SERIES NO. 050A

TRANSFER TO FRC PBRMITTED:

a. onic software programs
(WASTELA CERCLIS, and management
reporting Qgola [e.g., ISIF, RP2M,
INSITE, SMANJEC]): Disposable No

b, Input: DNposable ' No

c. Electronic d®qga: Permanent No

d. Output and repdys Dependent on related records
e. Supporting documeRgation:
Permanent - No
FILE EREAX INSTRUCTIONS:
a. Break CERCLIS followin\
WASTELAN and related softwal
version changes.

each major or routine version change. Break
g tools when euperseded by any scftware updates or

b. Break file according te in:';uctions for EPA 171A - Input/Source Records.

c. Break file at the end of each)
quarter report are sent to NTIS.

dscal year when tapes for the fourth

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

N sion change of CERCLIS.

DIBPOSITION INSTRUCTIONS {
a. For each major version change of CERCLIS,
tapes or cartridges for 7 years following pro
Operational Policles Manual, Sections #200.01 aNy
sets and records management. After 7 years, the
degaussing. For any routine software updates or
and related software tools or any routine changes t
after quality assurance check is performed.

‘galntaln current version on
Riures required in NDPD’s

i #200.02 on archiving data
Qapes are to be destroyed by
N sion changes to WASTELAN
'ACERCLIS delete software

b. PFollow dispogition instructiong for EPA 171A Ian .Source Records.

c. Tranefer ASCII or EBCDIC flat file of data according Mg current applicable
NARA technical specifications for medium and format annual beginning FY
1996¢. D,

d. Follow disposition instructions for related records.

e. Trangfer those records necessary to document how the system N
manipulates, and outputs data to the National Archives in either p
magnetic form on new or recertified one-half inch, S track rape or W
written in ASCII or EBCDIC. Supporting documentation will include tRg
specifications and record layouts. This documentation would be trans¥
along with the annual transfer of the electronic data flat file (item & for
the fiscal year in which the major version change occurred.

APPLICATION GUIDANCE:
REASONS FOR DISPOSITION: The data base supports various budget and repcrting
functions for the Superfund program. The electronic data provides an ongoing
history of hazardous waste sites as well as informatlon to State and Federal
agencies managing the cleanup of these sites, which requires preservation for
its historical and informaticnal value. CERCLIS was identified by tha



Name: OERR/OPM/MSDS N Mary Curtis

- Location: EPA Headqﬁafters
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EPA SERIES NO. 050Aa

AGENCYNIDE GUIDANCE: The CERCLIS system is under the control of the

and Systems Development Staff (MSDS) of the Office of Policy and

R (OFM) in the Office of Emergency and Remedial Response (QOERR).

NS staff is directly responsible for implementing the disposition

S software program (part of item a), the electronic data (item
g:orting documentation (item e).

Wput (item b) 4is the responsibility of the appropriate
Qgponsible for input of information into the PC-based

N the transfer of WASTELAN batch files to the naticnal data
base. Superfund CoMyrehensive Accomplishment Plan (SCAP) input is the
responsibility of tho\e cffices responsible for SCAP planning. See EPA 006A -
\\\isposition information for SCAP input records.

Disposition of
Regional office

according to the 1nstruct15{s for the related records by the office
maintaining the records. \

PROGRAM OFFICE GUIDANCE/DESCR 5\;vz INFORMATION: Since the electronic data on

all site activity is being capt-igd for permanent retention every fiscal year,’
the deletion of data on NFRAP s1‘\y will not involve the destruction of

CUSTODTAL, INFORMATION:
CONTROLLING UNIT:

3 5201G
Inclusive Datesg! >Xx703-603-8882
Voluma on Hand (Feet):s Offices MSDSN

Annual Accumulaticn: Room:
(feet or inches)

CONTROL INFORMATION:
RELATED ITEMS: EPA 006A, EPA 171A

PREVIOUSLY APPROVED BY
NARA SCHEDULE NOZ:

Approval Approval Entry Lasgt
Datea EPA Date NARA Date Kodified
S/14/92 7/13/85

e, >
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DRAFT OF 4/28/93

U.8. EPA RECORDS8 CONTROL SCHEDULE

© SERIES TI

3. Comprehensive Environmental Response, Compensation and
Liability

formation System (CERCLIS)
PROGRAM: Su
EPA SERIES NO:
NARA scxxnﬁix NO.
APPLICABILITY

IDENTIFYING JINFORMATION: ’

DESCRIPTION: CERCLIS suppoxts EPA Headquarters and Regions in the management
and oversight of the Superfuny program. Its purpcse is to maintain an
automated inventory of abandonad, inactive, or uncontrolled hazardous waste
sites regulated under CERCLA and\ to act as a vehicle for Reglons to report the
status of major stages of site clemanup 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. WASTELAN, a PC LAN xersion of the CERCLIS system, and
related tools (e.g., ISIP, RF2M) are used by Ragiocnal offices for data input
and local anaiysis needs. UCata I3 peciodisally uploaded from WASTELAX tc the
national data base.

ARRANGEMENT: Arranged by CERCLIS ID number.

TYPE OF RECORDS: SPECIPIC RE

CTIONS:
Data files, reports, ad hoc Enforcement Sensxitive Information.
. queries
MEDIUM: ! VITAL RECCRD:
Electronic, paper Yes

FUNCTIONS SUPPORTED:
Program management and oversight

SPECIPIC LEGAL REQUIREMENTS!

Comprehensive Environmental Response, Compensation, and Liability 1980,
as amended . N
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A SERIES NO. 0SCA

TRANSFER TO FRC PERMITTED:

(WASTE . CERCLIS, and management
reporting, tools (e.g., ISIF, RP2N, .
INSITE, S TEC)): Disposable No

b. Input: sposable No

¢. Electronic \Jata: Permanent No

d. Output and redorts Dependent ©a related records

e. Supporting documgntation:

Puznanent No

FILE BREAK INSTRUCTIONS

a. ‘Break CERCLIS followixg each major or routine version change. Break

WASTELAN and related softwara tools when superseded by any software updates or
veraion changes.

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

c. Break file at the end of each fiscal ysar wnen tapes for the fourth
quester report are sent to NIIS. -

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

e. Break f{le at the end of each major kersion change of CERCLIS.

DISPOSITION INSTRUCTIONS:
a. For each major version change of CERCLIS) maintain current version on
tapes or cartridges for 7 years following prosgdures required in NDPD's
Operational Policies Manual, Sections #200.01 2qd #200.02 on archiving data
sets and records management. After 7 years, the\tapes are to be destroyed by
deqgaussing. For any routine software updates or
and related software tools or any routine changes CERCLIS, delete software

t

b. Follow dispesiticn instructions for EPA 171A = Input/Source Records.

h €ucel year ke Foper Sq8miit s TR NTIS) feginm
d. Follaw di;;oliticn ins :uégionn for :olatod'égéordze;tv
¢;
e. Transfer those records necessary to document how the system
manipulates, and cutputs data to the Naticnal Archives in either
magnetic form on new or recertified one-half inch, 9 track tape or artridge
written in ASCII or EBCDIC. Supporting documentation can-include tha software
source code, data system specifications, file specifications, code
translations, record layouts, user guides, and output specifications. his
documentation would be transferred along with the annual transfer of the

electronic data flat file (item c) for the figcal year in which the major
version chanq. occurred,

REASONS FoR DISPOSITIOM: The data base supports various budget and regporziny
functions for the Superfund program. The elaectronic data provides an cngc:in

sgoan
history of hazardous waste sites as well as information to State and Fecerai
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PA SERIES NO. OS0A

- agepcies manaéing the cleanup of these sites, which requires preservation for
its ‘historical and informational value. CERCLIS was identified by the
Natiochal Academy of Public Administration as a data base NARA would acquire.

AGENCYWIDE GUIDANCE: The CERCLIS system is under the control of the
Managemeni\and Systems Development. Staff (MSDS) of the Office of Policy and
Management OPM) in the Office of Emergency and Remedial Response (OERR).
OERR/OPH/MSﬁB staff is directly responsibls for implementing the disposition
for the CERCL software program (part of item a), the electronic data (item
¢), and the suppeorting documentation (item ¢). Digposition of input (item b)
is the responsibllity of the appropriate Regional office responsible for input
of information intlx the PC-basad WASTELAN prcgram and the transfer of WASTELAN
batch files to the mational data base. Superfund Comprehensive Accomplishment
Plan (SCAP) input is the responsibility of those cffices responsible for SCAP
planning. Output and ports (item d), filed with related records, are
dispositioned according %o the instructions for the related records by the

permanent record information on

CUSTODIAL INFORMATION:
CONMNTROLLING UNIT:

Name: OERR/OPM/MSDS
Locationt EPA Headquarters S201¢
Inclusive Datest -703~-603-8882
Volume on Hand (Feet): Office:

Annual Accumulations Room}
- (fest or inches)

CONTROL _INFORMATION?
RELATED ITEMSs EPA 171A

PREVIOUSLY APPROVED BY

NARA SCHEDULE NOS: N
Approval Approval Entry Last
Dats EPA .Date NARA Date Modified

5/14/92 4/28/93
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SERIES TITLE: Superfund Cost Recovery Image Processing System (SCRIPS)

\
PROGRAM: Supaerfund
' gfo?l-ff

EPA S!RIBS\EOS 0S2A ;é;
NARA SCHED NO. Pending .

AFPPLICABILITY:

DZSCRIPTICN: SCRIFS\(Superfund COst Recovery image Processing System) was
fcrmerly known as ST (Superfund Transactiocn Autcmatsd Retrieval Systaem).
Through tha usa of ima processing technology, SCRIPS facilitates the storage
and retrieval of all sita-specific Superfund cost documentation. Input
records include timesheets, travel vouchers, miscellanecus expendituras,
contract invoices, IAG paymants, and other supporting cost documentatlou.

This application is used to ggnerate the financizl documertaticn for the cust
resovery package.

SCRIPS captures financial documentation images at Regional and field sites
(i.e., Washington, Cincinnati, RTP) throughout the country. Initiallv. all
those images were stored centrally EPA‘s National Computer Center (NCC)
data precessing facility.' In the ne futuras, thg eystan will be complstely
decentralized into each of the Regions

ARRANGEMENT: Arrangement varies.

TYPE OF RECORDS: SPECIPIC\RESTRICTIONS:

Data files, reports, image files Confidential Business Informaticn
Privacy Ac

MEDIUM: ’ VITAL RECORD:

Electronic, optical, paper Yes

FUNCTICNS SUPPORTED:
Program operations

SPECIFIC LEGAL REQUIREMENTS:
Comprehensive Eavironmental Response, cgmp.nlltion, and Li

lity Act of 1980,
as amended, .Sections 104, 106, and 107, 42 USCA 9604,

606, and 9607
40 CFR 300 \
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EPA SERIES NO. 052A

DISPOSITION INFORMATION:

FINAL DISPOSITION: TRANSFER TO FRC PERMITTED: .
a. SCRIPS electronic software

programss:\ Disposable No

b. Input Dependent on related records

c¢. Elaectronic\datas Disposable No

rts Dependent on related records
8. Supporting documgntation:
Disposable Yes
FILE BREAK INSTRUCTION
a. Break software progr

s whaen each major version is discontinued and/or
when superseded by routin

software updates.
b. Break file according to Ynstructions for related records.

¢. Break file when information on whole optical disk is superseded and no
longer necessary for the generation of cost recovery packages.

d. Pile with appropriats case fila or ralated records. Pollow file break
instructions for related records. . '

e: Break file when each major version\is discontinued.

DISPOSITION INSTRUCTIONS:
a. When each major version of SCRIPS is
_version on tapes or cartridges for 3 years
NDPD's Operational Policies Manual, Sections
data sets and records management. After 3 yeArs, the tapes are to be
daestroyed by degaussing. When software is su seded by routine program
updates, delets those program components undergoing revision after quality
assurance check is performed.

scontinued, maintain current
ollowing procedures raquired in
200.01 and #200.02 cn archiving

b. Follow disposition instructions for folatad recogds.

€. Hold optical disk containing electronic data 1 -ye
destroy or recycle disks and related indexes.

after file break, then

d. Follow disposition instructions for related records.

@. Keep in office at least one year after file break, then
paper form or on magnetic floppy disk those records nacessary %o document how
the system captures, manipulates, and outputs data. Supporting\documentation
can include the software source code, data system specifications) file
specifications, code translations, record layouts, user guides,
specifications. Destroy when 15 years old.

AP 0] . .

REASONS FOR DISPOSITIONM: SCRIPS is an application used to prepars cos
recovery packages used for litigation and cost recovery. The input and Qutput
are retained in paper format and maiantained for the necessary time perio

AGENCYWIDE GUIDANCE: SCRIPS is under the control of the Superfund Accounti
Branch (SAB) of the Financial Management Division (FMD) in the Office of the
Comptroller (OC) under the Office of Administration and Resource Management
(OARM). OARM/OC/FMD/SAB staff assigned as system manager for SCRIPS is
directly responsible for implementing the disposition of items a, ¢, and e.
All related input records (item b) are filed with related records and are to
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be dispositioned according to the instructions for the related records by the
off}ceq\maintalning.theee records., Related input records include:

EPA OOlA - Grants and Other Program Support Agreements - Superfund Sitas
\, Specific .
EPA 020A -~ ‘Contract Management Records - Superfund Site Spaecific
EPA 0247 -~ égat Recovery Records
EPA 2S8A - F qii Deliverables from Contractor Studies and Services
(

Output records (ltem d) are filed with related records and are dispositioned
according to the structions for the related records by the office
maintairing the recqrda. The official copy of all financlal documentaticn
output included in the cost recovery package is filed in EPA 024A -~ Cost
Recovery Records under the custodianship of Waste Management Cost Recovery

. prngram offices who are\responsiblae for maintenance of this output report.
Financial documentation Qutputs include Project/Site History Reports and
Annual Allocation Reports) Copies of these iteports held in the following
series are to be dispoasitioped according to the instructions for theose
records: ’

EPA O13A - Removal Site Files\~ Superfund Site Specific
EPA 014A - Remedial Site Files Superfund Site Specific
EPA 025A - Enforcement Actions Superfund Site Specific

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE\INFORMATION

CUSTODI. INFO N2
CONTROLLING UNIT:

Name: OARM/OC/FMD/SAB

Location: EPA Headquarters

Inclusive Dates: . Telephones 60-68590
Volume on Hand (Feaet)s offic;: .SAB

Annual Accumulation: N . Roomt 607

(feet or inches) -

CONTROL INFORNATION:

RELATED ITEMS: EPA OOl1A, EPA Ol13A, EPA 014A, EPA 020A, EPA 024A, EPA 025A,
EPA 171A, EPA 258A, EPA 304A

PREVIOUSLY APPROVED BY
NARA SCHEDULE NOS:

' Approval . -Approval Entry Last
Date EPA -, Date NARA Date Modified
: §/14/92 4/28/93
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DRAPT OF 4/28/93
U.8. EPA RECORDS CONTROL SCHEDULE

) DBSCRIP‘IION!

RIES TITLES Emergency Rasponse Notification System (ERNS)
t Superfund 25%?c(nj:u£?

ES NO: O060A ' L.( (s, a[ 1—/» 2007
oS E NO. Pending '

Agencywide

Emergency Response Notification System (ERNS) is a naticnal
\used to store information on releases of oil and hazardous
substances. The E program is a cooperative effort among EPA Headquarters,
the Department of Tiggsportation (DOT), Naticnal Transportation Systems Caenter
(NTSC), the tan EPA Kiaions, tha U.S. Coest Cuard (USCG), and the Mational
Response Center (NRC). RNS procvides the most comprehansive data compiled on
vulease notifications cf\ @il and hazardcous substances {n the United States.
When a rslease rsport is Bbmitted to Federal authorities (e.g., NRC or
Regional offices), the indIgidual repozting is asked a series of questicns
regarding the release (e.g.,Wyre, location, volume). Information concerning
all releases originally reporBggd to the NRC or EPA Regional offices is encecwd
into local computers and trarsnNgted electronically from the NRC or ZPA
Regional office to the NTSC, whalg it becomes part of the ERNS national data
base. Each EPA Region maintains N§g own Region-specific data base, which is a
subset of the national data base. WRNS supports the Emergency Response and
the Title III program. :

computer data bas

ARRANGEMENT: Arrangement varies, elactNanic data arranged by ERNS number.

TYPE OF RECORDS:
Reports, forms, fact sheets,
printouts, data files

MEDIUM:
Electronic, paper

" PUNCTIONS SUPPORTED:
Program operations

SPECIFIC LEGAL RBQUIRZN!!TS:

Comprehensive Environmental Ronponso, Cocmpensation, and L
as amended, Section 103 )

Title III - Emergency Planning and Community Right-to-Know, ction 304

Clean Watar Act, as amended, Saections 311

Hazardous Materials Transportation Act, Section 1808(b)

National Oil and Hazardous Substances Contingency Plan, Sections
300.65

bility Act of 1980,
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SERIES NO. O60A

TRANSFER TO FRC PERMITTED:
alectronic software ’

Disposable No

b. Input Dependent on related records

c. Electroéic ata: Disposable . No

d. Output and rdferts Dependant on related reccords

Supporting docufntation:
Disposable Yasg -
FILE BREAK INSTRUCTIONS
a. Break software progrs

when each majcr version is discontinued and/or
when superseded by routine

oftware updates.

b. Breakx file when infcrmatiWg

A has been entered into the system or when
Regional input data base has b®§

electronically transferred into the national
data base and quality assurance all (paper and electronic) data has been
determined. Paper input should L@ broken according to the instructions for
EPA 091A - CERCLA 103 NotificationR : .

C. Break data file at the end of the@fiscal year.
d. Break output systems when data has Bjen transferred to national data base.
File ad hoc reports with appropriate case¥

2ile or related records. Follow
file break instructions for related recordi

8. Break £Lle when each major version is di}»intinuod.

DISPOSITION INSTRUC!IONS:
a. When each major version of ERNS is dilcontinu“j, maintain current version
on tapes or cartridges for 3 years following procedares required in NDPD's
Cperational Policies Manual, Sections #200.01 and #230.02 on archiving data
sets and records management. After 3 years, the tapefjare to be destroyed by
degaussing. When software is superseded by routine prdgram updates, delete

those program components undergoing revision after qual assurance check is
performed. \

b. Hold paper input and dLlpoﬁitLon according to the inst “fﬂiOnl for EPA
091A - CERCLA 103 Notifications. Delete update input systemsWYhen no longer

required to support reconstruction of, or serve as a backup tojthe data base,
whichever is later.

c. Transfer current data sets to NDPD tapes, along with tape layol
size, and other tape specifications, according to NDPD policies.
sets include a consoclidation of all ERNS initial f{nput data captured
monthly backups performed by Regional central computer centers along w
input received from NRC. Instruct NDPD to hold tapes fo: 30 years, the
de-tzoy data through degaussing.

d. Delete update output systems when no longer required to support
reconstruction of, or serve as a backup £o, the data base, whichever is later.

Dispoaltion ad hoc output reports according to instructions for related
recor lﬂ

8. Kaep in office at least 1 year after file break, then retire to FRC :.a
paper form or on magnetic floppy disk those records necessary to docucent =:Iw
the system captures, manipulates, and ocutputs data. Supporting documenzaz.:6a

10
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can iNglude the software source code, data asystem specifications, file
ations, code translations, record layouts, user guides, and output
ions. Destroy when 15 years old.

sposxrxon: ERNS tracks initially invalidated data, at a high
M sed primarily as a preliminary tool to identify potentially
hazardous situRgions and serves as a mechanism to document and verify

information. 1Initial input by Regional offices is needed

AGENCYWIDE GUIDANCH ERNS is under the control of the Emergency Response
Division (ERD) of thiOffice of Emergency and Remedial Response (OERR) in the
Office of Solid WasteQnd Emergency Response (OSWER). OSWER/OERR/ERD staff is
directly responsible fJf implementing the disposition according to items a, c,
and e.
All paper copies of initialinput records, under item b, held or produced in
EPA Regional Hazardous WastdManagemant offices should be dispositioned
according to the instructions\for EPA 091A ~ CERCLA 103 Notifications. These
Regional offices are alsc respigsible for the disposition of all input and
output systems according to the structions in items b and d.

Jutput systems containing initial

ta being transferred from the EPA Regional
offices tc the NRC are not covered

item d of this series. This initial
electronic data is captured by each.Magional ccmputer center as part of their
routine monthly backups. At the end 3§ each fiscal year, the ERNS data files
from each monthly backup are to be consQlidated and transferred to NDPD tapes
and dispositioned according to itam c. Ris process is necessary to capture
the initial input of data which may ba ne¥assary for verification of the tize
and date of the initial notification.

Ad hoe outpué reports held or produced in alw”
handled according to disposition instructions ¥
whaere appropriato, EPA 17SA - Print Pliles.

ppropriate offices should de
tlined in series item ¢ cr,

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION: A

CUSTODIAL INFORMATIONG S0

CONTROLLING UNIT: ) CONTACT POINT:
Name: OSWER/OERR/ERD Name: Dana Stalcup
Location: EPA Headquarters Mail Codes S202G

Inclusive Dates: 1988 to present Telephones 703-603-873S

valﬁ-o on Hand (Feet): Office: ERD
Annual Accumulation: Rooat

(feet or inches) o

CORTRCL INPOREATION:

RELATED ITEMSs EPA O0S6A, EPA 061A, EPA 091A, EPA 175A

PREVIOUSLY APPROVED BY
NARA SCHEDULE NOS:



EPA SER NO. 080A

Approval Entry
Date NARA Dates
§/30/92

Approval
Date EPA

Last
Modified
4/28/93

tf}an 10
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¢
EPA SERIES NO. 061a
‘ U.8. EPA RECORDS CONTROL SCHEDULE

8 TITLE: Continuous Release Emergency Response Notificatlon System

PROGRAM Superfund

EPA BERIES CE1A
NARA SCHEDULE

0. N1-412-94-3/11
(Use thig numb

to retirae racords to the FRC)

APPLICABILITY?¢ iwency-wide

nuous release information received by the EPA Regions.

)\ housed at the Transportation Systems Center (TSC) in

RCR-ERNS is currently installed in all ten EPA

ifically designed to help EPA Regional personnal

Bormation and establish priorities with respect to

lgntinucus release reports. The kinds of

Qe source of the continuocus release, the

§ctain ecological and population density
Bdescribing the basis for asserting that the

bquantity and rate.

depository for all con
The national data base
Cambridge, Massachusetts.
Regions. The system is spWy
manage continuous release i
the review and evaluation of
information collected include
environmental medium affected,
information, and a brief stateme

A key featuzre contained in each Regio”
assessment model, called the Priority
Regional personnel in the evaluation of

1l Bystem is a screening level risk
Riessment Model (PAM). PAM assists
8be long-term (i.e., chronic) threat
portg the Emergency Response -
Program. »

ARRANGEMENT: Arranged by facility unigue ide fication case number.

TYPE OF RECORDS!: SPECIFIC RES
Reports, forms, data files Nona

MEDIUNM: VITAL RECORD:
Electronic, paper No

FUNCTIONS SUPPORTED:
Program operations

SPECIFIC LEGAL REQUIREMENTS:
Comprehensive Environmental Response, Compensation, and Lisbi¥gty Act of 1980,

a9 amended, Section 103(f)(2)
40 CFR 302.8

tifern i
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SERIES NO. 061A

Disposable

c. Electron data: Permanent

e. Supporting dod
Permanant

when superseded by routl-

b. Break file when informs
Regional input data base has
data base and quality assurand
determined. Paper input should
EPA 091A - CERCLA 103 Notificatid

c. Break data file at the énd of ¢
d. Break ocutput systems when data has\

base, File ad hoc reports with appropr}
Follow file break instructions for relatd

ERNS electronic scftware

TRANSFER TO FRC PERMITTED!
Ne

Dependent on related racords
No

Depandent on related records

No

software updates.

jon has been entered into the system or when
icen electronically transferred into the national
of all (paper and electronic) data has been
ge broken according to the instructions for

fiscal year.

records.

e. Break file when each major version is dtxcontinuedr

DISPOSITION INSTRUCIIONS:

a, When each major version of CR-ERNS is dxsco'
version on tapes or cartridges for 3 years followx
NDPD’s Operational Policies Manual, Sections #200.%
data sets and records management. )
destroyed by degaussing. When software is superseded
updateg, delete those program components undergoing re
acsurance check is paerformed.

b. Hold paper input and dispositicn according to the ine
091A - CERCLA 103 Notificaticns.
required to suppert reconstruction of, or serve as a backup tQ

whichever i{s later.

c. Transfer, in FY 1996, ASCII or EBCDIC flat file of data on ndy
recertified one-half inch, 9 track tape or cartridge, along with %
block size, and other tape specifications, to the National Archives\
Thereafter, transfer each major version change the year when the ver¥y

superseded or disceontinued.

d. Delete output systems when ne longer reguired to support reconstruct¥gn

After 3 years, ti

Delete update input systelly

of, or serve as a backup to, the data bass, whichever is later.

e@. Transfer to the National Archives, in FY 1996, in either paper or magnetid
form on new or recartified ocne-half incH, 9 track tape or cartridge written in
ASCII or EBCDIC, those records necessary to document how tha system captures,

manipulates, and outputs data. Supporting documentation can include the

inued, maintain current

g procedures required in
and #200.02 on archiving
tapes are to be

Y routine pregram
Wsion after quality

Disposit
ad hoc output reports according to instructions for related records.

P.7

‘Suctions for EPA
when no longer
tha data base,

pe layout,

software source code, data system specifications, file specifications, code

translations, record layouts, user guides, and output epecifications.

e~

:E*irn I\

been transferred into the national data
te case file or related records.
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Recozds mu;t be kept to support litigation and
vities. Hard coples of input records must be kept for the
gt as well as certification purposes.

REASONS FOR
regulatory a
narrative els

AGENCY-WIDE GUID
and Criteria Brand
Office of Emsrgenc
and Emergency Respo
for implementing the

Et CR-ERNS is under the control ¢f the Response Standards
(RSCB) of the Emargency Respense Division (ERD) of the
end Remedial Response (OERR) in the Office of solid Waste
g (OSWER). OSWER/OERR/ERD staff is directly responsible
sposition according to series items a, ¢, and e.

All paper coples of inid
EPA Regional Hazardous Wd
according to the instruct
Regional offices are also
output systems according to

al input records, under item b, held or produced in
e Management offices should be dispositioned

g8 for EPA 091A - CERCLA 103 Notifications. Thsese
gponsible for the disposition of all input and

e instructions in items b and 4. All ad hoc
output records held or produc@@ in all appropriate officés should be handled
according to disposition instrlons outlined in series item 4 or, whare
appropriate, EPA 175A - Print Pi\gs.

PROGRAM OFFICE GUIDANCE/DESCRIPTIVIA

cu, JTAL I RNATION:
CONTROLLING UNIT;

CONTACT

Name: OSWER/OERR/ERD/RSCB Name: Ger¥
N

location: EPA Headquarters Mail Code: 3

Inclusive Dates: 1950 to present  Telephonse: 03-8732
Volume on Hand (Feet): Office: RSCB

Annual Accumulationts Rooms

(feet or inches)

CONTROL INFORMATION:
RELATED ITEMS: EPA 056A, EPA 060A, EPA 091Aa, EPA 171A, EPA

PREVIOUSLY APPROVED BY
NARA SCHEDULE NOS:

Approval Approval Entry ~Last
Date EPA Date NARA Date Modified
5/30/92 4/25/95
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DRAFT OPF 4/28/93

U.8. EPA RECORDS CONTROL SCHEDULE

~
N

SERIES TITLE: Continuous Release Emergency Response Notification System
(CR=ERNS)

Superfund
EPA SERIES NO: O0O61A

NO. Pending
(Use this numb to retire records to the FRC)

APPLICABILITY:

The national data base !
Cambridge, Massachusetts. -ERNS is currently installed in all ten EPA
Regions. The system is specifically designaed to help EPA Regional personnel
manage continuous raelease inf ation and establish priorities with respect to
the review and evaluation of cortinuous release reports. The kinds of
information collected include the source of the continuous release, the
environmental medium affected, cerxain ecological and population density
information, and a brief statement scribing the basis for asserting that the
release is continuous and stable in antity and rate.

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

ARRANGEMENT $ Arrangod by facility unique identification case number.

'.'I.'YPB OF RECORDS:¢ SPECIFIC RESTRI
Reports, forms, data files None

MEDIUMs ) VITAL RECORD:
‘Electronic, paper . No .
FUNCTIONS SUPPORTED: R

Program operations

SPECIFIC LEGAL REQUIREMENTS:
Comprehensive Environmental Response, Compensation, and Liability Ack of 1980,

as amended, Section 103(f)(2)
40 CFR 302.8
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nxsrosxrxon: )
R-ERNS electronic software
Disposable No

TRANSFER TO FRC PERMITTED:

Depandent on related records
hic data: Disposable No
d. Output and\ reports Depandent on related records

e. Supporting ddcumentation:

Disposable Yes

a. Break scftware programs when each major version is discontinued and/er
when superseded by routine software updataes.

b. Break file when information has been entered into the system or when
Regional input data base hag been electronically transferred into the national
data base and quality assuragce of all (paper and elactronic) data has been
determined. Paper input should be broken according to the instructions for
EPA C091A ~ CTRCLA 103 Notificakjors.

c. Break data file at the and of\the fiical year.

d. Break cutput systems when data s been transferred into the national data

base. File ad hoc reports with appropriate case file or related records.
Follow file break instructions for reixted records.

e. Break file when each major version ia discontinued.

DISPOSITION INSTRUCTIONS:
a. When each major version of CR-ERNS is discontinued, maintain current
version on tapes or cartridges for 3 years following procedures required in
NDPD's Operational Policies Manual, Sections #280.01 and #200.02 on archiving
data sets and records management. After 3 years) the tapes are to Le
destroyed by degaussing. When software is superseded by routine program
updates, delete those program components undergoing revision after quality
assurance check is performed.

b. Hold paper input and diapoaition.according to the ipstructions for EPA
091A - CERCLA 103 Notifications. Deleta update input systems when n> lonjer
required to support reconstruction of, or serve as a backup to, the data tase,
whichever is later.

c. Transfer current data sets to NDPD tapes, along with tape\layout, blcck
siza, and other tape specifications, according to NDPD policie Instrucs:
NDPD to hold tapes for 30 years, then destroy data through degaugsing.

d. Delete ocutput systems when no longer required to support reconstruct::a
of, or serve as a backup to, the data base, whichever is later. Digposiz.:n
ad hoc output reports according to instructions for related records.

e. Keep in office at least 1 year aftar file break, then ratire to FRC
paper form or on magnetic floppy disk those records necessary to document
the system captures, manipulates, and outputs data. Supporting documenza:
can include the software source code, data system specifications, file
specifications, code translations, record layouts, user guides, and ocutz.-
specifications. Destroy when 15 years old.
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EPA SERIES NO. 061A

REASONS\ FOR DISPOSITION: Records must be kept to support litigation and
regulato activities. Hard copies of input records must be kept for the
narrative\element as waell as certification purposes.

AGENCYWIDE IDANCE: CR-ERNS is under the control of the Response Standards
and Criteria Branch (RSCB) of the Emergency Response Division (ERD) of the
Office of Emer gncy and Remedial Response (OERR) in the Office of Solid Waste
and Emergency Regponse (OSWER). OSWER/OERR/ERD staff is directly responsible
for implementing the disposition according to series items a, ¢, and e.

All paper coples of \{nitial input records, under item b, held or produced in
EPA Regional Hazardoug Waste Management offices should be dispositioned
according to the instructions for EPA 091A - CERCLA 103 Notifications. These
Regional offices are al responsible for the disposition of all input and
output systems according to the inatructions in items b and d. All ad hoc
output records held or proguced in all appropriatas cffices should be handlad
according to disposition inbtructions outlined in series item d or, where
appropriate, EPA 175A - Print\ Files.

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION:

CUSTODIAL INFORMATION:
CONTROLLING UNIT:

Name: OSWER/OERR/ERD/RSCB - . rain Perry
.Locationt EPX Headquarters

Inclusive Dates: 1990 ﬁo present  Telephones 3-603-8732

Volume on Hand (Feet)! Office: RSCB
Annual Accumulation: Room:

(feest or inches) ) '
CONTROL INFORMATTON: .

RELATED ITEMS: EPA OS€A, EPA 060A, EPA 091A, EPA 171A, EPA\l75A

PREVIOQUSLY APPROVED BY
NARA SCHEDULE NOS:

Approval Approval Entry Last
Date EPA Date NARA Date Modified
. 5/30/92 4/28/93
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EPA SERIES NO. O64A
U.S8. EPA RECORDS CONTROL SCHEDULE

2TES TITLE: CLP Analytical Results Data Base (CARD) ,5‘;'?,,,&
Superfund 4" loCse 1/-,_A,°7
EPA SEX 8 NO3 O064A

NARA SCHEUWRE NO. N1-412-94-3/12
ber to retire racords to the FRC)

analytical services a
{inspections of deliver?
ecreening = CCS), suppor?
as a comprehensive data ba
includes analytical analysed

eported by CLP laboratories. The system provides

es from laboratory contractors (contract compliance
metheds and QA requirements development, and garves
of results (e.g., QR/QC result studies). It also
tuch as ldentification and concentration values
for each hazardous substance nd in each sample taken at Supaerfund sites,
pertinent physical descriptiondQguch as sample matrix and weight or volume,
and trend analysis for methods d&8glopment and refinement. Currently, the
data basge is being expanded to in de similar information from new services
such as Low Concentration Organic a Inorganic and Quick Turnaround Methoad
(QTM) analyses. 1In the future, CARD WAl incorporate additional information
which may include data review qualifier®) site-specific information, sampling
information, geographic sample locators 2 Special Analytical Services (SAS)
data.

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

TYFE OF RECORDS: SPECIFIC RESIN

{CTIONS:
Data files, reports, forms None
MEDIUNM: VITIAL RECORD:
Electronic, paper No

FUNCTIONS SUPPORTED:
Program operations

SPECIFIC LEGAL REQUIREMENTS:
Comprehenasive Environmental Response, Compensation, and Liabilit$
as amended

Act of 1880,
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RA SERIES NO. 064A

data: Permanent

d. Output and\@eports
@. Supporting dmentation:
Permanent '

FILE BREAK INSTRUCTIOQE
a. Break CARD when ea
by routine softwars updig

b. Break file according
systemg according to instru

¢. Break file at the end of

d. File with appropriate case f£Xge

instructions for related records.

e. Break file at the end of each ma%y

DISPOSITION INSTRUCTIONS?

&, For each major version change of Ck:

assurance check i3 performed.

TRANSFER TO FRC PERMITTED:
No

Dependent on related recorde
No

Dependent on related records

No

R instructions for the related records.
Rions for EPA 171A - Input/Source Records.

RN major version change of CARD.

pP.10

major version is discontinued and/or when superseded

Break input

or related records. Follow file break

version change of CARD.

[, maintain current version on tapes
¥k 2s required in NDPD’s Operational
& on archiving data sets and
records management., After 7 years, the tape®are to be destroyed by
degaussing. For any routine software updates.ﬁ,

b. Follow disposition instructions for related rd prds. For input systems,

along with tape layout, block size, and other tape spec;\’
Thereafter, transfer to the National Archives each major ¥
CARD the year when the version is supersaded or discontinudl

d. Follow disposition instructions for related records.

e. Transfer, in 1996, those 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, ¢ trac
cartridge written in ASCII or EBCDIC.
the software source code, data system specifications, file specificat
code translations, record layouts, user guides, and cutput gpecificat
Subsequent transfer of documentation will occur with the transfer of th?
electronic data flat file (item c) the year when the version is supersedd

discontinued.

APPLICATION GUIDANCE:

W Source Records.

Supporting documentation can'¥y

syoaten
g either

or

REASONS FOR DISPOSITION: CARD is EPA's major vehicle for obtaining chemical

analyses from Superfund sites as well as providing oversight of CLP
laboratories by Regional and Headquarters perscnnel.
contained in CARD was previocusly scheduled as part of NC1-412-85-18/23.

The analytical data

The

Ttem 12
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SERIES NO. O64A

diseMpsition of the data, as held in the paper input, paper output, and

onic data, is unchanged.

GUIDANCE:

and e.

Contract management dat
contained in the related
02CA -~ Contract Managemen

Ad hoc reports and routine pr
020A) filed in a related file s

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE
formerly held in Contract Laboratory

CUSTODTAY INFORNMATION:
CONTROLLING UNIT:

Name: OERR/HSED/RAOB
Location: EPA Headquarters
Inclusive Dates: 1988 to present
Volume on Hand (Feet):

Annual Accunmulation:
(feet or inches)

PORMATION ;
RELATED ITEMS: EPA Ol3A, EPA 0143,
EPA 067A, EPA 171A, EPA 175A

PREVIOUSLY APPROVED BY
NARA SCHEDULE NOS:

CARD also holds contract monitoring data,
icQely included as part of NC1-412-85-27/I1I/6, which is used for

CARD is under the control of the Analytical Operations
of the Hazardous Site Evaluation Division (BSED) of the Office of
Remedial Response (OERR).

i{mplementing the disposition according to series iltems a, c,

OERR/HSED/ROB staff is directly

Analytical data input includes contract deliverables
hAll are permanent records.

pcord ceries EPA 024A - Cost Recovery Records or EPA
\ecords - Superfund Site Specific, which have a 30-

M outs (not part of EPA Q18A, EPA 024A, or EPA
guld be dispositioned according to the

FORMATION: CARD incorporates data
Rcogram Quality Rssurance (CLPQA).

CONTACT §

jXN!:
Name: Da;' S. Eng
Mail Code: :f4c
Telephonaet 7031f93-8827
Office: AOB X
Roont

EPA O18A, EPA 020A, EPA CRA, EPA O65A,

N

Approval
Date NARA

Approval
Date EPA

Entry Last
Date Modified
5/14/92 4/25/98
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U.8. EPA RECORDS CONTROL SCHEDULE

* SERIES TITLE: CLP Analytical Results Data Base (CARD) o

NARA SCHEDULE NO.
(Use this numbar to }Q\}re records to the FRC)

APPLICABILITY: Agencywhq:

IDENTIFYING INFORNATION: \

DESCRIPTION: CARD tracks and monitors Contract Laboratory Program (CLP)
analytical services as :epo:téq\by CLP laboratories. The system providas
inspections of deliverables from laboratory contractors (contract compliance
screening - CCS), supports methods and QA requirements development, and serves
as a comprehensive data base of remlts (e.g., QA/QC result studies). It also
includes analytical analyses such as\identification and concentration values
for each hazardous substance found in“Qach sample taken at Superfund sites,
pertinent physical descriptions such as\gample matrix and weight or volume,
and trend analysis for maethods developxza and rsfinement. Currently, the
data base is being expanded to include similar information from new services
such as Low Concentration Organic and Inorganic and Quick Turnaround Muthod
(QTM) analyses. In the future, CARD-will inc rate additional information
which may include data review qualifiers, site- cific information, sampling
information, geographic sample locators and Speclal Analytical Services (SAS)
data, s

ARRANGEMENT: Arranged by Case or Sample Delivery Gro (SDG) number.

' TYPE OF RECORDS: SPECIFIC RESTRICTIO
Data files, reports, forms None
MEDIUM: ) VITAL RECORD:
Electronic, paper No

FUNCTIONS SUPPORTED:
Program operations

A

SPECIFIC LEGAL REQUIREMENTS!

Comprehensive Environmental Renponse, Compensation, and Liability Act of£\1980,
as amended


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

‘l'| _ ‘l. :E}an

TRANSFER TO FRC PERMITTED:
a. CARD ectronic software

programss isposable No .

b. Input Dependent on related records
c. Electronic data: Permanent No .

d. Output and repQrts Dependent on related records

e. Supportinq docum n:ntionx
Permanent .No

by routine software updateis.

b. Break file according to structions for the related records. Break input
systems according to instructigns for EPA 171A - Input/Source Records.

c. Break file at the end of eack major version change of CARD.

d. File with appropriate case £iie or reiated records. Follow file brsak
instructions for related records. - ’

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

DISPOSITION INSTRUCIIONS!:
a. For each major version change of CARD,\maintain current version on tapes
or cartridges for 7 years following proceduxes required in NDPD's Operaticnal
Policies Manual, Sections #200.01 and #200.02 on archiving data sets and
records management. After 7 years, the tapes \are to be destroyed by.
degaussing. For any routine software updates, delete software after quality
assurance check is performaed. ‘

b. Follow disposition instructiocns for related records. For input systems,
follow disposition instructions for EPA 171A - Input/Source Records.

c. Transfer ASCII or EBCDIC flat file of dat; on new {r recertifed one-half
inch, 9 track tape or cartridge to.the National Archives along with tape
layout, block size, and othor tape specificatioms.

d. Follow disposition instructions for related records.

e. Transfer those records necessary to document how the syst captures,
manipulates, and outputs data to the National Archives in either paper or
magnetic form on new or recertified one-half inch, 9 track tape \or cartridge
written in ASCII or EBCDIC. Supporting documentation can include\ the scftwarae
source code, data system specifications, file specifications, code\
-translations, record layocuts, user quides, and output specifications. This
documentation would be transferred along with the transfer-of the elactron:ic

data flat file (Ltem c) for the fiscal year in which the major version chanje
occurread.

APPLICATION GUIDANCE?
REASONS FOR DISPOSITION: CARD is EPA's major vehicle for obtaining chem:ica.
analyses from Superfund sites as well as providing oversight of CLP
laboratories by Regional and Headquarters personnel. The analytical data
contained in CARD was previously scheduled as part of NC1-412-85-18/23. <T-e
disposition of the data, as held in the paper input, paper output, and
electronic data, is unchanged. CARD also holds contract monitoring data,




AGENCYWIDE\GUIDANCE: CARD is under the control of the Analytical Operations
Branch (AOB) of the Hazardous Site Evaluation Division (HSED) of the Office of
Emergency and Remedial Response (OERR). OERR/HSED/AOB staff is directly
responsible f implementing the disposition according to series items a, ¢,
and e. . -

Analytical data input, under item b, and output, under item 4, are contained
in the related recdgd series EPA 018A - Sampling and Analytical Data Files -
Superfund Site Specific. Analytical data input includes contract deliverables
of the sampling data.\ All are permanent recordas.

Contract management data\input, under item b, and output, under item d, are
contained in the related xecord series EPA 024A ~ Cost Recovery Records or EPA
020A - Contract Management\Records - Superfund 3ite Specific, which have a 30-
year retention value followigg the [ile Lreak. .

Ad hoc reports and routina priktouts (nct part cf CPA 018A, E2A 024A, cr EPA
020R) filed in a related file should be dispositioned according to the

instructions for the related file cor, wnen not fiied elsewhere, dispositioned
according to EPA 175A - Print Fil

PROGRAM OFrICE curnaucx/Dzscnxprxv:\kgrozxnzzous CAR? incorporates aita
formerly held in Contract Laboratory Pgogram Quality Assurance (CLPQA).

CUSTODIAL INFORMATION:
CONTROLLING UNIT: . CONTACT ROINTS

Name: OERR/HSED/AOB Name: S. Eng
Location: EPA Headquarters Mail code: 046G .
Inclusive Dates: 1988 to present Iolopponoz 703-§03-8827
Volume on Hand (Feet)t Office: ACB

Annual Accumulation: ' Room1
(feet or inches) .

CONTROL INFORMATION: :
RELATED ITEMSs . EPA O13A, EPA 014A, EPA O18A, EPA 020A, EPA O02¢A, EPA 065A,
EPA 067A, EPA 171A, EPA 175A

PREVIOUSLY APPROVED BY
NARA SCHEDULE NOS:

Approval Approval Butxy Last
Date EPA -Date NARA Date Modified -
) . 5/14/92 4/28/93

'I' .. ‘I' fI}¥ern
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\ U.8. EPA RECORDS CONTROL SCHEDULE
SERIES TITLEs Sample Tracking and Invoice Payment System (TIP)_
PROGRAM1 \Supctfund
EPA SERIES ;B 065A

NARA SCHEDULE XNO. Pending *
(Use this number \to retire records to the FRC)

APPLICABILITY:s Agancywide

(c]
DESCRIPTION: The Samp Tracking and Invoice Payment system (TIP) tracks
samples ordered for analysis by Contract Laboratory Program (CLP)
laboratories. Tracking ihcludes the initial order by Regional sample control
coordinators, shipment by pling teams, receipt by laboratories and
submission of results by EP Following receipt of the results, the system
records and supports payment Yecommendations on individual invoices. The

Hazardous Site Evaluation Divimion (HSED) receives summary reports of TIP's
activities.

AKRAXGSMERNTS Arrangoment varics,
TYPE OF RECORDS:

Reports, data files, tracking
data .

SPECIFIC AESTRICITICONS:
fidential Business Information
Enforcement Sensitive Informaticn

MEDIUM:
Electronic, paper

FUNCTIONS SUPPORTEDS
Program oporltionl

SPECIFIC L!GAL REQUIREMENTS $

Comprehensive Environmental Rolponl., Compensatio

‘and Liability Act of 1900,
as amended . '


http:UQUIJlmCZJr.rS

. . _ ‘ THem

EPA SERIES NO. O6SA

- DISPOSITION:
P electronic software programs:

le No

TRANSFER TO FRC PERMITTED:

Dependent on related records

¢ data: Disposable No

d. Output and\reports Dependent on related records

Yes
FILE BREAK INSTRUCTIONS:

a. Break TIP when ea

major version is discontinued ind/or when superseded
by routine software u

tes.

b. Break file according

instructions for related records. Break input
systems according to inst

tions for EPA 171A - Input/Source Records.
¢. Break file at the end of ch major version change of TIP.
d. File with appropriats casa le cr related records. Pollow file break
instructions for related records.

8. Break file at end of each major ‘wersion change of TIP.

DISPOSITION INSTRUCTIIONS:

a. For each major version change of TI maintain current version on tapes or
cartridges for 3 years following procedurss required in NDPD's Operational
Policies Manual, Sections #200.01 and #200),02 on archiving data sets and
records management. After 3 years, the ta are to be destroyed by

degaussing., For any routine software update delete software after quality
- assurance check is performed.

b. Follow disposition instructions for related cords. For input systems,
follow disposition instructions for EPA 171A - Inpyt/Source Records. -

c. Transfer current data sets to NDPD tapes, along with tape layout, block
size, and other tape specifications, according to NDPD\policies. Instruct
NDPD to hold tapes for 30 years, then destroy data throuwgh degaussing.

d. Pollow disposition instructions for related records.

@. Keep in office at lsast 1 year after file break, then ‘'rs
paper form or on magnetic floppy disk those records necessary\to document how
the system captures, manipulates, and outputs data. Supporting\documentation
can include the software source code, data system specifications) file

specifications, code translations, record layouts, user guides,
specifications. Destroy when years old.

) £k o 2-rmaid e TH
APPLICATION GUIDANCE: 50 91
REASONS FOR DISPOSITION: TIP data is used for cost recovery support, dit

purposes, and for support of sits rsmadiaticn work assignments. This daga was

previously included as part of NC1-412-85-27/111/6 which is used for Supexfund
cost recovery.

[
0
[+
(34
d
[
(4

AGENCYWIDE GUIDANCE: .TIP is under the control of the Analytical Operations
Branch (AOB) in the Hazardous Site Evaluation Division (HSED) of tha Office ¢
Emergency and Remedial Response (OERR). OERR/HSED/AOB staff is directly
responsible for implementing the disposition of items a, c, and e.
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EPA SERIES NO. 0635A

Contract management data input, under item b, and ocutput, under item d are
officially contained in the related record series EPA 024A - Cost Recovery
Records or EPA 020A - Contract Management Records - Superfund Site Specifiec,
which have a 30-year retention value following the file break. Copies of
invoices, traffic reports, and sample summaries may be included in EPA 013A -
Removal Site Files - Superfund Site Specific and EPA 014A -~ 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 020A, EPA 024A, or EPA
018A) filed in a\related file should be dispositioned according to the
inatructions for the ralated fila or, whkea rot £iled elcewhsre, dispcsitioned
according to EPA 17SA - Print Files.

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION:

CUSTODIAL INFORMATION:

CONTROLLING UNIT: CONTACT POINT:

Name: OERR/HSED/ACB Name: David S. Eng

Location: EPA Headguarters Mail Code: 5204G

Inclusive Dates: alephone: 703-603-8827
Volume on Hand (Feest):

Annual Accumulations
(fest or inches)

N =
RELATED ITEMS: EPA 0133, EPA Ol14A, EPA 018A, EPA 020A, EPA 024A, EPA 064A,
EPA 067A

PREVIOUSLY APPROVED BY .
NARA SCHEDULE NOS: NCl=~412-85=27/II1/6

Approval - Approval . Entry Last
Date EPA Date HARA . Date Modified
5/14/92 4/28/93
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