
REQUEST..• ! AUTHORITY	 LE_~.:..,~,L~ -~------"'IS. BLANK 

DATE REC~IVED JOS'NO.TO blSPOSE OF RECORDS 
(See Instructions on Reverse) JUN 6 1974 

NC 174 25TO:	 GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 NOTIFICATION TO AGENCY 

1. FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the provisions of 44 U.S.c. 33030 the dis-Environmental Protection Agency posal request, including amendments, is approved except for 
Items that may be stamped "disposal not approved" or "with-

2. MAJOR SUBDIVISION drawn" in column 10. 

Enforcement and General Counsel 
3. MINOR SUBDIVISION 

4. NAME OF PERSON WITH WHOt{l IO CO FER	 5. TEl. EXT.l =-: 
Mr. Harold Mastersl~ <;L. L.v ~ 755-0840 

6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I Rejeby certify that I am outhcnzed to act for this agency In matters pertaining to the disposal of the agency's records; that the records proposed for disposal In this Request of 
~ page(s) ore not now needed for the busmess of this agency or will not be needed after the retention periods specified. 

6-4-74	 Chief, Administrative Management Br. 
(Date) (Signature of Agency Representative)	 (Title) 

9.7.	 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO. (With Inclusive Dates or Retention Periods)	 ACTION TAKENJOB	 NO. 

Enforcement and General Counsel 

Descriptions and retention for General Counsel Items
 .are attached
I ....'1.1 

Descriptions and retention for Enforcement Items
 
are attached
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U. S.	 ENVIRONMENTAL PROTECTION AGENCY 

RECORDS	 CONTROL SCHEDULES FOR THE OFFICE OF
 

ENFORCEMENT M~D GENERAL COUNSEL
 

Retention PeriodItem Name and Description of Record/File and Disposition 

1.	 Program Development 

a. Con~ains docu~ents relating to ~etention: ~er~anent. 
reajor policy, progr2m development
and direction, and other records Disposition: Break file 
used in the management of the at the end of 2 years.
program. Keep in office 1 addi-

tional year, then send 
to Federal Records 
Center. Keep in FRC for 
10 years, _then offer to 
National Archives. 

b. Contains documents relating Retention: Retain 10 
to the manage~ent, operation, years.
developr.:ent,dnd guidanc.eof 

-Ispecific programs such as water	 Disposition: Break file 
quality, noise, radiation, etc.	 at the end of 2 years.

Keep in office 1...addi-
tional year, then send 
to Federal Records 
Ccnt~r. Keep in FRC forX 1years, then destroy. 

- .-.-- ·-1- -- -.- -.---- --- - --- ------~-.------
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Item 

2.
 

3. 

5. 

N~me and Description of Record/File 

Job Applications - tttorneys.
Solicited and unsolicited appli-
cations for jobs as attorneys in 
EPA. Records consist of letters 
requesting jobs, resumes and 
photos, interview notes and 
comments. 

Environmental State~ents. 
Reports received from other 
agencies relating to 'the effects 
on the immediate co~nunity envi-
ronment. Reports used for 
review and comment. 

'~ ... 

Legal Interpretations and Opinions 

a. Requests for and responses to 
requests for legal interpretations
and opinions relative to the intent 
and application of environmental 
laws ann regulations. 

b. Background material including
letters, memos, laboratory reports,
Federal Register clippings, and 
excerpts from court transcripts. 

Litigation. 

a. Clean Air Act, Federal Water
 
Pollution Control Ac~, ~~d Federal
 
Insecticide, rur..l..~:"cide and F.odcl.-
ticide Act. Proposed, pending,
and existing legal cction irrJolving
EPA/State Units v s , Citizen. City, 
or Industrial/Corr:mercia1groups. 
Records consist of notices :'1f _. _ 
ac t Lo n , pe t t t Lcns fer r ev Lew , 

. i 
T1.0.'.l 

and Disposition 

Retention: Retain I year
after review and 
evaluation. 

Disposition: Break file 
at the end of 6 months. 
Keep in office 6 addi-
tional months, then 
destroy. 

Retention: Retain 1 
year after completion of 
review. 

Disposition: Break file 
upon completion of r evLew 
and comment. Keep in 
office 1 additional year,
then destroy. 

Retention: Permanent. 

Disposition: Break file 
upon the expiration,
amendment, or revision 
of an Act or Regulation.
Keep in Office 3a years,
then offer to the 
National Archiv~s. 

Retention: Retain 10 
years. 

Disposition: Brea~ file 
at the end of 1 year.
Keep in office 2 addi-
tional years, then send 
to Federal Records Center. 
Keep in FRC for ~ years,
then destroy. 

~etention: Retain 10 
years after completion or 
termination of case. 

Disuosition: Break file 
upon completion of case.

I Keep in office ,1 addi-
I tional year, then send to 
I Fe'reraf Records Cen t er , 

stipulations, complaints, suc..monses.1Keep in FRC for 9 years, 
exhibits, copies of State and I then destroy. 
Fed s r al ac t a ~f"I.-1 ccur t op inf oris Ic:.:..L __ J.. Q...I.. ..... \,.. .... , ......... - -- --- '" -.
 

" 



r- L I 

Item Name and Description of Record/File 

b. Contracts and Crants. Concerns 
legal actions related to goods or 
services under contract or grant
to EPA. Reccrds consist of com-
plaints, summonses. briefs, motions,

.and	 correspondence related co the 
action. 

c. Other. Contains documents per-
taining to legal actions or court 
cases in which EPA is either the 
plaintiff or defendant. Documents 
and data relate to all facts.of a 
case such as technical aspects,
witnesses, publicity, preparation,
and processing of legal papers
(briefs, motions, depositions),
internal and external correspond-
ence r~lRtivp ~n status and settl~-
ment, work papers, and notes, etc. 

, ~	 . 
Vto U.\\t'te. e.ase5 s e Fi.H ate fV'oVV' 

{ 0 ~ 

'-....la"j ""dtk '- SSe<- L 
-'-------- Y 

6. Development and Enforcement of Air 
and Water Standards bv Statps. 

a. Air. Submission, progress.
and Status of clean air standa~ds 
being enacted into la~ by States 

- ~nd Territories and submltted to 
EPA for rev i ev- and a pp rova 1. 
Records consist of leeters 
requesting legal' interpretations 

- M.sl.-92inLo!!:~~._£opj.es State-._-------- c f 
acts or pro grr-ms, ~':'Si~;2T'0f1Tce ---' 
reviews and con~ents, and tcch~ 
nical reviews. 

z 

Retention Period 
and Disposition 

Retention: Retain 10 
years after completion or 
termination of case. 

Disposition: Break file 
upon conpletion or ter-
mination of case. Keep
in office 1 additional 
year, then send to Federal 
Records Center. Keep in 
FRC for 9 years, then 
destroy. , 

Retention: 

(a) Routine cases. Retsin 
20 years after completion
or termination of case. 

(b)	 Landmark cases. Perma-
nent. (Cases designated -
by the EPA Administrator 
as landmark or precedent
u-:tions.) 

Disposition: Break file 
upon completion or ter-
mination of case. Keep
in office I additional 
year, then sen~to the 

-Federal Records Center. 
Keep in FRC for 19 yeaTs,
then destroy routine cases. 
Offer Landmark cases to 
Archives. 

Retention: Retain 12 
years after completion of 
program. 

Dispos ition: Break fi le 
upon completion of pro-
gram. Keep in office 1 
additional year, then send 

- to-PeAera CRecords--center. 
Keep in FRC for 11 years,
then destroy. 

http:facts.of
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Retention PeriodIterr. Name and Description of Record/File and Disposition 

b. Wa ter. 

(1) Submission, progress, and Retention: Retain 12 
status of clean water standards years after completion
being enacted into law by States of program.
and Territories and submitted to 
EPA for review and approval. Disposition: Break file 
Records consist of letters request- upon completion of pro-
ing legal interpretations and gram. Keep in office 
opinions, copies of State acts or 1 addi~iona1 year, then 
programs, regional office reviews send to Federal Records 
and comments, and technical reviews. Center. Keep in FRC for 
Letters to Governors approving 11 years, then destroy. 
action by States to clean up a 
water body, press releases, State 
publications on poilution control 
directions to'industry, summaries 
of State action. 

(2) Contains documents per- Retention: Permanent. 
taining to the waterways within 
and bordered by the States, the Disposition: Break at 
industries within the States, the corr.pletionof or 
activities of the S~ates relative change in State Permit 
to the per~it prog~am. development Programs. Keep in 

__ A ..... .. .. • • • .,of State clean wr~cr acts ana o.:rl.ce L. a·.;.UJ...i..l.Vl1 ..~J.. 

agencies to monitor and enforce years, then send to 

them, cases referred by EPA to Federal Records Center. 
Justice for action. Keep in FRC for IS yea rs., 

then offer to National 
Archives. 

7. Regulations. 

a. Clenn Air Act. File contains Retention: Retain 25 
documents and data re!ating to years.
the entire Act, sections of the 
Act, and in~erpretativns and Disoosition: Break file 
implementation of the Act. Such at the end of ~years.
data are present~d in the form Keep in office 1 addi-
of memos, reports, ne~spaper and tional year, then send 
magazine ~rticies, and corres- to Federal Records 
pondence. Subjects consist of Center. Keep in PRC for 
meetings and ag2nda for ~~ctir.;s, ~4 ye3rs, then destroy.
Notices of changes ~.:asect Lens 0: 
the Clean Air Act, Xotices of
 
Proposed Rale changes relating I
 
t:o t:I1e Act. 

-- .1-

I. 

http:o.:rl.ce


---T'''r---I 

Item Name and Description o'fRecord/File 

b. FcJerCllHater Pollution 
Control Act. File contains 
do cumen t s and data re13 t ing to 
the entire Act, sections of the 
Act, and interpretation~ and 
implementation of the Act. Such 
data are presented in the form of 
memos, reports, newspaper and 
magazine articles and correspond-
ence. Subjects consist of meet-
ings and agenda for meetings, 
Notices of Proposed Rule changes
relating to the Act. 

c. Federa 1 Insect icide. Fungic id~, 
and Rodenti~ide Act. File contains 
documents and data relating to the 
entire Act, sections of the Act, 
and interpretations and implemen-
tation of the Act. Such data are 
presented in the form of memos, 
reports, newspaper and magazine 
articles, and correspondence.
Subjects consis,- of m2etin~s nnrl 
agenda for rae et Lngs , ~:(l;:::.C8S of 
changes in sections of the FIFP~, 
Notices of Proposed Rule changes
relating to the Act. 

d. Refuse Act. 

(1) Contains documents relat-
ing to the development of the 
Refuse Act Permit Program. Covers 
such things as the Permit Applica-
tion Form and entry instructions, 
citizen assistance in program 
enforcement, plan for computer
processing, philosophy of permit
program, setting up conference 
hearings, and developing stand-
ards. Correspondence and 
reports r~lative to the applica-. 
tion aud enforcement of the 
Refuse Act of 1899. Documents 
and data relate to complaints 

5 
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Retention Period
 
and Disposition
 

Retention: Retain 25 
years. 

DisPosition~ Break file 
at the end of ~$years. 
Keep in office 1 addi-
tional year, then send ~o 
Federal Records Center. 
Keep in FRC forl4 years, 
then destroy. 

Retention: Retain 2S
 
years.
 

Disposition: Break file 
a t the end of .5yea.rs.
Keep in office 1 eddi-
tional year, then send 
to Federal Records 
Center. Keep in FRC 
fn~"4 ~,.~?!"'~, rh~"'" 

destroy. 

Retention: Permanent. 

Disposition: Break file 
after completion of 
action or termination 
of program. Keep Lr, 
office 1 additional 
year, then send to 
Federal Records Center. 
Keep in FRC for 15 
years, then offer to 
the National Archives. 
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Item Name ap.dDescription of Record/File 
Retention Period 
and Disposition 

flom States about pollution~
respon30 from oifenders (p011ct-
ers), notices of cnforcc~ent 
actien, r cg Lcna1 r'e corrraenda tions 
to file civil su i t , checklist in 
support of abatement action, 
attempts to get offender to file 
acceptable permit, litigation
reports, notices of legal action 
(to offender). 

(2) Contains documents per-
taining to EPA attempts to 
restrict pollution through the 
use of the Refuse Act. Records 
in file consist of such items as: 
Checklist in support of water 
pollution actions, summary fact 
sheets. summary of action of 
review committee, notices of 
referral of cases to Justice. 

e. Other. File contains 
documents and data relating to 
regulatio:-:sr.o t :':~::':~'.2:::2d:':1 

the acts described above, and 
interpretations and implementa-
tion of the regulations. Such 
data are presented in the form 
of memos, reports. newspaper
and magazine articles and 
correspondence. Subjects con-
sist of meetings and agenda 
for meetings, Notices of 
changes in the regulations. 

Retention: Retain 10 
years after completion
of case. 

Disposition: Break file 
upon.completion of case. 
Keep in office 1 addi-
tional year, then send 
to Federal Records Center. 
Keep in FRC for 9 years,
then destroy. 

Retention: Retain 25 
years. 

Disposition: tireak file 
at the end of ~~years. 
Keep in office 1 addi-
tional year, then send 
to Federal Records J 

Center. Keep in FRC for.2". 
~ years, then destroy. 

8. Contract and Grant File. 

a. State. Contains documents 
pertaining to gr~nts and con-
tracts, grant and contract 
proposals. monitoring work on 
grants and contracts, statisti-
cal sampling techniques, mining
and milling, legislative pro-
gram, international joint I 

Retention: Retain 10 
years after completion
or termination of con-
tract or grant. 

Disposition: Break file 
upon the completion of 
contract oc granc. 

6
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Item	 Name and Description of Record/File 

commission, fishery se~lices,
sea water quality criteria,
industrial waste studies (by
name of industry). Included 
are copies of State antipollu-
tio~ acts, guideline for obtain-
ing grants, comments from 
Congressmen, review of proposed
grants, copies of contracts and 
agreements, and requests for 
proposals, procurement requests,
and purchase orders. 

b. Commercial and Institutional 
Contract and Grant file. Consists 
of contracts and grants proposed 
by or negotiated with commercial 
or industrial groups or institu-
tions like colleges or hospitals.
Records consist of proposals,
contracts, reviews, comments,
requests for proposals, procure-
ment requests, purcbase orders, 
and congressional inquiries. 

9.	 P~tent Developments and Interpre-
tations. Consists of docuu,ents-
pertaining to patent rights on 
contracts and grants awarded by
EPA. Documents consist of copies 
of the contracts and proposals, 
invitations to make proposals,
disclosures of inventions, affi-
davits, patent statements, waivers,
correspondence bet~een con~ractors 
and EPA and within EPA developing
the grounds for understanding
licensing agreements. 

10.	 Disclosure of Inventions made 
under Gran t s , C,-'~-!tEact5, and by 
J:.t'A e;n'.) lovees • Cons is t s ~,;f-docu-
ments disclosing inventions made 
by contractors, grantees, and EPA 

J, 

Retention Period 
and Disposition 

Keep in office 1 addi-
tional year, then send 
to Federal Records 
CEnter. Keep in FRC 
for 9 years, then 
destroy. 

Retention: Retain 10 
years af te'rcompletion 
of contract or grant. 

Disposition: Break 
file upon the comple-
tion of contract or 
grant. Keep in office 
1 additional year, then 
send to Federal Records 
Center. Keep in FRe 
for q ypars, then 
destroy. 

Retention: Retain 15 
years after completion
or termination of ~on-
tract or grant. 

Disposition: Brea~~ile 
upon tne completion or 
termination of contract 
or grant. Keep in office 
3 additional years, then 
sene to Federal Re~oras 
Center. Keep in FRe fer 
12 years, then destroy. 

Retention: Retain 17 
years after completion
or termination ~roi-of .	 .. 
ect or program. 

- -. - - - ---
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Item Name and Description of Record/File 

employees. File consists of 
patent application~. correspond-
ence with patent office and inven-
tors, power of attorney, invention 
disclosures, notices of reference 
citacions, lists of foreign
patents. 

11.	 Abatement Commitment LeEters 
(ACL's). Re~uest to and response
from industri~l organizations and 
municipalities in regard to their 
programs and cornmitnent to reduce 
pollution, Records also pertain 
to regional commitment programs. 

12.	 Development and Enforcement of Air 
and Water Standards by States. 

a. Air. SubrrissLon , prosrress , and 
status of clean air standards being
enacted into law by States and 
Territories and submitted to 
EPA for review and approval. Records 
consist of letters requesting legal
interpretations and opinions, copies
of State acts or programs, regional 
office reviews and comments, and 
technical reviews. 

b. Water. 

l

(1) Submission, progress, and 
status of clean water standards being 
enacted into law by States and Terri-
tories and submitted to EPA for 
review and approval. Records con-
sist of letters requesting legal 
interpretations ~n~ opinions, copies 
of State acts or programs, regional
office reviews and comments, and 

Retention Perioo' 
and Disposition 

Disposition: Break file 
upon completion or ter-
mination of project or 
program. Keep in office 
3 additional years, then 
send to Federal Records 
Center. Keep in FRC for 
14 years, then destroy. 

Retention: Reta irA20 
years after completion
of action. 

Disposition: Break 
file upon the compl€-
tion of	 action. Keep
in office 1 additional 
year, then send to 
Federal Records Center. 
Keep in FRC for 19 
years, then destroy. 

~ete~tion: Retain 12 VeRrs 
after completion of program. 

Disposition: Break file upon 
completion of program. Keep
in office 1 additional year, 
then send to Federal Records 
Center. Keep in FRC for 11 
years, then destroy. 

Retention: ~etain 12 years 
after completion of program. 

nisnosition: Break file unon 
completion of program. Keen 
in office 1 additional year, 
then send to Federal Records 
Center. Keen in ~C for 11 
years, then destroy. 

8
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Retention PeriodItem :'!ame and Description of Record/Fil and Disposition 

technical reviews. Lett~rs to Gov-
erncrs app rovLng action by State 
to clean up a water body, press 
r2lease3, State publications on p~
lution control directions to indus 
try, summa rIes of State action. 

(2) Contains documents per- Retention: Permanent. 
taining to the wat erways 1;-lithin 
and bordered by the States, the ~~sition: Break file at the 
industrie3 within the States, ac- completion of or change in 
tivities of the States relative tolstate Permit Progra~s. Keep
the Permit program, development of in office 2 additional years,
State clean water acts and agencies then send to Federal Records 
to monitor and enforce them, cases Center. Keep in FRC for 15 
referred by EPA to Justice for years, then offer to Nation-
Action. a1 Archives. 

ulatiens, Retain 25 years. 

reak~ at 

Dis';)C'sit"on:

the erut'of -20 vears. Keel)

in oflice 1 additional ye~r.

t~ seud to F~deral Records
 . .... 

t cnter. Keep U1 ~~ for 4 
newspaper and macaztne arti_] es years, then destroy. ~ 
and~ ce r r espondericc • 

--. -------- ------ --------- -------~------.----------- ------- - ----. 
9 
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Retention PeriodItem Name and Description of Record/Fi' and Disposition 

ond ogenda for
 
m etings, Not Lces of changes in
 
se ions of the nJPcK, Nod.ces of
 
Prop sed Rule ch~gcs celatir~gto
 
the A \. 

c. 1 Insecticide, Fun~icide Retain 
andf"Rodc-:lt"cidc File /'Act. con---
tIO d ~ d d 1 \n' o. B k 
; 

a1ns ocum n~s an ata re a ng 1Spos1t1on: 
/ 
rea 

to the entir of the the end of 2~years. Keep
in~ffice j/additional ear,
then,send 0 Federal Re ords 
Cent er , Keep in FRC for 4 

sp aper and mag then destroy. 
zine articles, orrespondence.
Subjects con S1: of m e rLugs and 
agenda for eetings, N~ice of 
changes n sections of e Clean 
Air Ac , Notices of Propo~ed Rule 
chan relating to the Ac 

aefuse Act. / ' 

(1) Contains Retention: ~erm nt. 
ting Lo !, \ 
Refuse Act ?ecnit rogran, covers DisDosition: Brea~\file 
such things as t Permit Applica- after comp~etion of action 
tion Form and e try instructions, or termi~tion of prdgram. 
citizen assis nee in program en- Keep\:i~office 1 addit'i~nal 
forcement, p an for computer proc- yea~then send to Federal 
essing, ph' osophy of Permit pro- R~cbrds Center. Keep in\fRC 

ng up conference hear- fOr 15 years, then offer to 
ings, an developing standards. ~he National Archives. \ 
Corresp ndencc and reports relat£v~ \ 
to th application and enforcem~nt i 
of tl . Ref use Act of 1899. D6cu-: \ 

dnJ data relate to complaint~

States about pollutioh, '
 

/ r sponse from offenders;l(pollu-
ers), notice of enforcement


act i . recommen/ "
lon, reglona 1 datlons
 
to file civil suit,/checklists in

support of abatement action,

attempts to get offenders to file
 
acceptable permits, litigation

reports, notices of legal action

(to offender).
 

10
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Item 

t.~f 

~. 

Name and Des:ription of Record/File 

e. 
and 

the form 
reports; ne~spap and maga~ 

zine ticles and correspond ce.~' 
Sub' ets consist of meetings 
a enda for meetings, Notices 
posed changes to the regulations. 

Enforcement, 

C4. 

(1) Contains documents pertaining 
to the interim program for controlling
air pollutants. Documents and data 
relate to statements of program,
analysis of State laws, interim author-
ization, various program and authori-
ties, statement from Attorney General. 

(2) Contains documents pertaining 
to EPA's enforcenent of industrial and 
municipal comryliancewith clean air 
regulations and standards. Documents 
include background study and surveil-
lance reports, violation notices,
press releases, and compliance orders. 

b. Water. 

(1) Contains documents per-
taininr to the interior program for 

.. ., 

~~t2ntion Period 
arid Di:;T)osition 

Retention: Retain 10 years 
after co~pletion of case.

DI Dosition.;~real: file 
upon etion ot case. 

p i, office 1 additional 
year, rh send to Federal 
Records Ce .+-er. Keep in FRC 
for 9 years, hen destroy. _

.>:Retention: Reta~ '25 years. 

DiSPosit~~~eak 'Ie at 
the ena .;:20 
in...c;-ffice dditional y

./then send to} eral 
Center. Keep in 
years, then destroy. 

Retention: Retain 20 years. 

Disposition: Break file upon
completion of program. Keep
in office 1 additional year,
then send to Federal Records 
Center. Keep in FRC for 19 
years, then destroy. 

Retention: Permanent. 

Disposition: Break file upon
the comnletion of action. 
Keep in office 3 additional 
years, then send to Federal 
Records Center. Keep in FRC 
for 15 years, then offer to 
the National Archives. 

11
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Retention PeriodItem ~d~e and Description of Record/Fi14 and j)i~~csition 

controlling water pollutants. Doc- Disposition: Break file UDon 
cuments and data relate to state- completion of the program. 
ment of program, analysis of State Keep in office 1 additional 
laws, interim authorition, various year. then send to Federal 
programs and authorities, and Records Center. Keep in FRC 
statements from Attorney General. for 19 years, then destroy. 

(2) Contains documents per- Retention: Permanent. 
taining to EPA's enforcement of 
industrial and municipal compliance Disposition: Break file upon 
with clean water regulations and the completion of action. Keep
standards. Documents include back- in office 3 additional vears, 
ground stu~y and surveillance t~en send to Federal Records 
reports, violation notices, press Center. Keep in FRC for 15 
releases, and compliance orders. years, then offer to the 

National Archives. 

(3) Contains documents and Retention: Permanent. 
data relative to the measurement of 
mercury in wa ter , the effect of iDisJosition: Break file at the 
mercury on sea life and its effect Iend of 4 vears. Keep in office 

1 -
on con:-;'J~::2 ..::~! \_!"",!.!:~0:.5 t c ~,,=:::"'.."'s:-..~ ; 2 ::c~i~i0:",?1 ,\iAP"r"S ~ r iu,n SC:Hl 

polluting ,;aters\v"iti1 ncr cury , and	 to red.eral i~~cc:-~s C~::::er.~I 

compliance by companies.	 Keep in FRC for 15 years, then 
offer to the National Archives. 

(4) Publications, textbooks, Retention: None. 
and similar ~eference data. 

Disposition: Destroy or dis-
pose of when record material 
r~s been sent to FRC. 

c. Oil Spill. Action taken to t Retent.Lon e
 

make andus t r a.a.i. anc commer c i.aa f .
 

organizations recognize and I (a) Routir.e Cases. Retain 20 
respond to their responsibility to years aft er comn.LetLon or ter-
clean up and rrevent oil spills. Imination of case. 
Records consist of State and Fed- ! 
eral investigation reports, geo- I (b) Landm~rk Ca~e~. ~~erm?nent 
graphic area maps, reports and I (cases des1gnacea oy ~he EPA 
referral of oil snill cases to the Ad~inistrator as orI LanC:r.:lari<.
U.S. At torney , noticE:'sto Coast I precedent actLons ,) 
Guard fer hearings on oil spills. I. . - . ~.1D~S"oslt10n: Break I1~e upon

the complecion of action. Kee~ 
in office 1 additional year,~I

------------------ ------. ----- --S enJ-- 1'0 I-lTil; ~-~-~~'>-$~'3r-a\.Q 
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Item Name and Descriptior. of Record/File 

d. ~obile. Contains doc~~ents 
pertai~in~ to the control of 
emissions fron automobile engines.
Documents and data relate to 
statemer.t of program, analysis of 
State lays, interin authorization~ 
various programs and authorities,
and statements from Attcrney 
'General. 

.. , , 

Retention P2riod 
and Dispos i.t Lon 

tilan s ± ... to Fed eraL Records 
Center. Kee~ in FRC for 19 
years, then destroy routine 
c£ses. Offer lanrimark Cases 
to National Archives. 

Retention: Retain 20 vears. 

Dis~osi~ion: Break file UDon 
c0~rletion of the pr0~ram 

!~eep in office I additional 
~ear, then send to Federal 
~~cords Center. Keep in FRC 
~or 19 years, then destroy 

e. Pesticides. Contains documents~tention: Retain 
pertaining to the collection of ~fter completion or 
pesticide samples, the laboratory ~ation of case. 
analysis of the samples, the con-
formity of the packages and label- Disposition: Break 

cis~c~.'I'e:-~."''''''+ "l.Ti02.2t:~~!:.s and P"--
forcement u~ a2~~~~:ies. =~~e 
contains such records as: sample
collection reports, retailer's 
purchase orders for product ship-
ment	 from 'vhich samples were taken 
package labeling, lab analysis re-
ports, case reviews, letters to 
manufacturers and charge sheets,
and manuf~cturer's replies. 

14·'1:5.	 Conferences, Hearings, and Task 
Forces. 

a. Interstate t\Tatersand Confer-
ence file. FiLe contains docu-

)L	 ments pertaining to an inters~ate 
body of "later, and a S tate and 
Federal effort to make or keep it 

[c Lean . Documen ts and d ata con-
tained in the file concern theIadninistrative aspects of enferce-
ment, the social anc econo~icIforces acting both fer and against 

ing to standards and sample conten;completicn of the case. Keep 

5 years
termi-

file upon 

~-;n ofcif'€ 1 ~;""r·~r .. rhon SPLid 
;	 ... 
f~o Fe~er£~ ~_CGr=s CeLte~.
 
KE'P!, in F'R(,
 
destroy.
 

Retention: Permanent. 

Disposition: Break file after 
the ccmpletion of conference 
and related compli~nce and 

!IEgal action. Keep in office 
I additional yc~r then send 
to Federal Records Center. 
Keep in PRC for 15 years, then 
offer to the National Archive~ 

[c.Lcanup , the deveLcpmen t and appLi-] - ,- - -- -- - - - -
'c~tion of rules for establishing/ I 
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Item Name and Description of Record/File 

maintainiLg clean water conditions,
and the monitoring u.nd testing of 
the water. 

Each water body section is divided 
into 8 purts which contain Lhe 
following types: 

(1) Administrative (}~nthly
progress reports, requests for tech 
nical assistance by State agencies,
conference arrangements, budget for 
project, hearing arrangements); 

(2) Compliance (Annual and 
semiannual conference summary re-
ports, Region checklist, 180 Day
Violation Notice, reports of ex-
penditures in compliance actions); 

(3) Correspondence (Congres-
sional, public and agency, announc~ 
ments for !:lcet:"ng[;, invita~ions,
transcript corrections); 

(4) Legal (Agenda for confer-
ence, interagency agreements, affi-
davits, conference invitations and 
acknowledgements, summary reports; 

(5) Legislation (Report of 
Steering ~ommittees on sanitary
Control Act, draft of pIoposed 
State and Federal Legislation); 

(6) Litigation (State and 
Federal court actions and opinions
and decisions); 

(7) Newsc Lf.pp Lng s (Clips f ron. 
newspaper~ concerning c0nfcrence); 
afid" 

- -------- --

(8) Reports (Such subjects as 
river damage, water pollution con-

-----+--E~.~~'fl~.>±~;),-.---- ~ _ 

· - , . 

Retention Period 
and Disposition 

i 

.~- .--~~---------..----
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Retention PeriodItem ~3~2 ~nd D2scri~tic~ of Record/File 
and Disposition 

b. Conference Trans<::ri·)ts- 'Ihter.~etention: Permaneont. 
CorapLe t e ve rba t Lm rec ord of confer-
ence ihcleJi~s c~~rts, ~ic~ureo3, 
~eports, and other exhibits. 

.c, Conference Proce ed tnzs - Print------------ --...:.. -ed and bound cop i.es of narrative 

.reports relating the proc eed Lngs 
O~ each conference. Contain some 
exhibits. 

d. Conf'e rcac e Sutrna ry P.e~orts -
',{ate~--~~L'lU3.rywr:Cte~p-oreach
conferen<::e. 

~. l4 1 1 1!4A~_ ... ~T4 /1."-:t.J::-·::-ti.",Tf' 
r-:i._".:':..~.n__-_~lvd;:-oc2.-~:'O:lS "3.r;d 
~ v : '·ro~ .n t x . "0 .,.,--" --s l~on-_~~j. __ ~t:..:l _ ... l ... I. •• ••L....... r. 1.11~.~ ••
 

t i d·='Cll:.1~:l!:.5 ~L ..d 1..J.::~ La t Lr;aa ns r c 

to case ;::"1de ny ma j or au t orrcb i le 
r-nanuracturers for a'suspension or 

Disposition: Eyeak file after 
the co~pletion of conference 
and rela~ed compliance and 
legal action. Keep in office 
1 additional year then send 
~u X~U~LaL ~~~orci~ Cen~er. 
Keep in PRC for 15 years,t~2n
offer to the Na tLona L Archf.ves. 
Destroy duplicates when record 
copy sent to F~C. 

Retention: ?ermanent. 

Pisryosition: Br.eak File after 
the c·ompletion of conference 
and related comnliance and 
legal 2ctioD. Keep in oi~ice 
1 additional y?nr, then send 
to Federal Roc~rCs Center. 
'I'_r-._ "[""11""("1 I:...:;: .L-:,

"''-'''''''1- -"" ,I... .................... .- -'--' w" - '-J, ,- •. _.,.L
 

of f er to the ~\i1t i.ona L Ar ch Lv., = 
lDestroy duplicates when r ec ord 
copy sent to fRC. 

Retention: Permanent. 

~~~p~~~~i~~: Break file 6fter 
the c ozr- Le t Lon of c onf.e r enc c 
~nd related COTInliance and le~al 
action. Ke~p in office 1 addi 
tienal ~e~r, then send to F2d-
eral Record Ce n t er , Ke eo in FTi.C 
for 15 years, then offer to the 
~at!onal Archives. DE3t~~v 

..,-,.....,.duolicates ~~2n recor~ I..-!....- <: 

to the Ar ch Lv es . 

~etention: Per~anent. 

iJ:i. ,;:')0'" i t ion: 

(a) Ke~D in office fer 5 yearf.
after co~?le~ion of edit Rn~ 
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,	 .., 

Retention Periodlte~ Xa~e 2nd rc~cription o~ Rccord/Yile ,q~(l Dis:'! -lsi t i.on 

s tand arc.s: -rs t ao.l isned for It 5 .;.:d Records Center. ~ccn in ~RC 
~ model. car:. Documents consist for 15 years, then offer to the 
palnly of: _123.'.: Hir; t ranscrLpts , ::ation21. Ar cb Lvc s , 
depositions, and exhibits. 

(b) DL..) t r o y 't 11 ·~1117' 1i Ci t e :::c - : .; 3 

1 year aft2r ori~inals sent to 
?-RC. 

f. Con~~r~nce R2cords - AbatE~e~~ Re t en t Lo n r Pe rrane.n t ,
 
Ac t i o ns , Con~ains docuGents per-

}1---	 tQinin: to t~0 d0~e~~~~8nt, 3.rr_~~2- "3r('~~.k f:':'2 at t-:"'~ 

p~nt • and conduc t of a i.roo lLct Lon c on f c r e n c e and 
confcrenc2s in Dultist~t~ a=239. r-elated c~~oll~~cc a~d lc~al 

~JJe arid a ct Lons takcn b y co nf ar=- ~~~~~lyear, then scn~ to 
enc e s • r:0Cu:-:~ents ;"":=:in~c'1 i TI€:'(l :i n.. . - ct,,!,,"Cl] Reco rd s Center . '~et'~n 

docket folders v:bid! contain cor- ,_ ::RC -f or 15 v ears , thea of fer 
=csponJence, his~orical logs, to Archives. 
n(;~·.Ts~~~~!i"'~:-c ~:.:....; ....~I.:~.,It::...r i m t r an+
 
s(r:~~ls, P~,~):..,"'s, a nu !J':"';'lS.
 

g. Conference Technical Reports _tRetention: Permanent. 
StationsFY Sources. Reports is-
sued prior to conference. Re- IDiSPo~ition: Break file upon 
ports cove~ t~e history of prob- the comp1e~ion of Conference 
lem, descrlptlon of tirea.descrip- Report. Fl.le two copies with 
tion of inciuscrial cnits in area !tippro?riste ConLerence Kec-
and an assessmeat of the pollu- ords. Destroy extra copies
tion problem. after sending Conference 

Records to Federal Records 
Center. 

h. Cor,fercnce Recommendations - Retention: Permanent. 
Station:Hy._§SJUTce§. Findings and 
reco~mendations developed by the Disposition: Break file upon 
National Air Pollution Control the couu.Le t Lon of Conference 
Administration. Recommendations. File two 

copies with appropriate Con-
ference Records. Destroy ex-
tra copies after sending Con-
ference Records to Federal 
Records Center. 

i. Enforc.£ment C<2~.~e.!~E_c_?:~.	 RetainCo'1-Retention: 10 years 
t.ains dc cun.ents pertaining to Con-e iafter completion of confer-
!~~e~~~~z:~t~r~~;~C~~rJ_~~~S;~~;!~~",Ience , 

. of getting municipalities and in- Dispositio~: B~eak file at 
dustries to reduce pollution. Rc the end of conference. Keep 

---------_. __.__. 1czds. con_si.sLQf press rel.eases j iII~~Xic_e 1_add~tionc:1 ;,:ear, 
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Item 1ame and Description of Record/Fil1 Retention Period 
and Disposition 

news clippings, drafts of proceed- then send to Federal Records 
ings, status reports, and corre-· 
spondence. 

j. Hughes Task Force. Contains 
documents pertaining-to the work 
of the task forc.eset-up to study
the impact of pending and proposecDisDosition: Break file at 
legislation (1972). Documents anc the end of 1973. Keep in 
data relate to implementation of office 1 additional year, then 
Water Bill, staff statistics send to Federal Records Center. 
(requirements), House Bill, issue Keep in FRC for 19,years, then 
papers, Strategy papers. destroy. 

Permit Program. Retention: Permanent. 

a. State Permit Program. Con- Disposition: Break file after 
tains docu~ents pertaining to the completion or change in Per.nit 
interim and final permit program Program. Keep in office 1 
for States. Records consist of additional year, then send to 
copies of State clean water laws, :ederal Records Center. Keep
EPA authorizQt~on to lEEue peL-
mits, memos of understanding. 

b. Early Permit Program. Con-
tains records relating to basic 
standards and guidelines sent out 
for comment, data systems (com-
puter) for permit program~ drafts 
of permit application form. 

c. Technical Pro~ram - Studies 
and Gr2nts. Contains dacune~ts 
pertaining to the Permit Progrcm. 
and related activities. Docu-
ments and data related to efflu-
ent li~itati0n guidance, develop-
men t; of industriiJl guidelin02s. 

_ ...ener.gycrLsi.s, fish forms, 

Center. Keep in FRC for 9 
years, then destroy. 

Reter.tion: Retain 20 years
after completion of conferen~ 

J (.1. L. ~~c f c r .:-_ ::'2':" -:·s ~!:~!!. 
offer to Na~ional ~rchives. 

Retention: Retain 20 years 

Disposition: Break file at 
the end of 1973. ~ecp in 
office 1 additional year,
then send to Federal Records 
Center. Keep in ERC for 19 
years, then destroy. 

Retention: Retain 10 years 

Disposi ti:::m_: Bre"k file at 
the end J~ 2 years. Keep in 
office for 1 additional year,
then send to Federal Records 
Center. Koep in ntC for '1 
ye:lrs, then destroy. 

- --- --------- -------~-------------------- ~--~---~-.~- - - --. -------
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Item Name and Description of Record/Filt Retention Period 
and Disposition 

~azardous substances, meetings wit'~ 
State and industri~l leaders, leg-J 
islative evaluations, standards, 
ocean dumping, water strategy,
state implementation. Documents 
pertaining pri~arily ~o technical 
aspects of the Hater Quality Pro-
gram. Documents and data relate 
to such items as effluent limita- ,
tion guidance for RAPP by industry; 
state progress with program, con- , 
tracts for industrial waste studies 
river basin studies, computer ' 
prihtout of major discharges of 
effluents. 

180 Day Notice File - "later. ~etention: Permanent. 

a. Official. Contains data rela-:Disposition:
tive to action initiated against 
a pollutor. Pollutor given 180 :(a) Break file after the 
days to develop program to correct icompletion of action. Keep
lPollution causing conditions. Con-'in office 1 additional year,
ta5~!'!.s ~"..~~!: ~2':8:'::= .::.~: :.-:::~~::.:;~ t o !Lllt.::!.l ~~L1U Lv :·\:!cier2!.:l. Re c o r d s 

I 

[Cerit er , Keep in E'RC for 15 
companies permits to discharge ~ears, then offer to the 
effluents, letters from city iNational Archives.' 
off1cials and interested citizens 
(complaints), hearings and fact (b) Destroy all 
finding reports, memos. to Admfnf.s - when record copy
trator fer i~sue of 180 Day Notices Records Center. 
news r eLe as'csand clippings, trans-
cripts of informal hearings con-
ducted by EPA under S2c.,IO(c)(5)
of th~ FedQrnl Water Pollution Act. 
File also contains afffJavits of 
nervice. EPA openir.g stat~ments snl 
summa ry of hearings. 

b. athe.r (~';aterReference File).
Contains data en notices issued 
to crganizaLions (industrial and 
eitYJ regarding water pollution.
Organization given 180 days to 

duplicates
sent to 

Retention: Retain 10 years
~~£te~ completion of case. 
I 
IDiSDCSition: Break file 
u~o~ completion of case. 
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Retention PeriodItem ~ame and Description of Record/Fil and Disposition 

develop end present plan for halt-Keep in office I additional 
ing or	 reducing pollution. Re-
cords consist of background data 
on offense and offenders, notices 
to take corrective action, report 
on plan and status of implementa-
tion. 

Summarv Reuort on the Ouality ~f 
Interstate Waters. ~ile contains 
descriptive data relating to an 
interstate river or body of water 
Data contained in a report called 
"The Summary Report on the Qualit 
of Interstate Watecs." Report
deals with the rivers location 
and flow, sources of pollution, 
adequacy of treatcent~ nature of 
delays in abatetnp.nt,action of 
agencies, schedule for proposed 
a~tic~~ 'FoJders also contain 
correspondence rel&Ling to the 
reports.

/$. 
~.	 Emission Control Program. Con-" 

tains documents pertaining to the 
development, application, and 
suspension of guidelines and 
rules for better controlling the 
emiRsions from automobile engines
File contains documents and data 
re Lat Lng to: ADYlSO~Y Clr-CULARS 

(proposed EPA engi~e configuration 
~equireoents, application format 
for heavy duty engine certifica-
tion, duration of conformity cer-
tification) --- FORD FLf~ V~IN.iE-
NANCE VC (·.rel:i"~ies6 transported
under limi"ted certificate, Ford' s 

year, then send to Federal 
Records Center. Keep in FRC 
for 9 years, then destroy. 

Disposition: Break file after 
completion of the report.
Keep in office I additional 
year, then send to Federal 
Records Center. Keep in FRC 
for 15 years, then offer to 
the National Archives. 

Retention: Retain 10 years. 

Disposition: Break file at 
the end of 2 years. Keep in 
office 1 additional year, then 
send to Feder3l Records Center. 
Ke ep in FRe for 1 years, then 
destroy. 
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\ Retentio:1.Period Item Name and Description of Record/Fih and Disposition 

~ithdrawal of 1973 applica~ion for. 
certification, request for full 
certification re~ly to Justice)---
FORD CmfPA~'IYCV 7 (FolCddisclosure
of unauthorizeci ~aintenance, com-
[plaint for Lnj unc ti.cn and mcne tary 
relief) --- SUSPE:',SIO~l GUIDELI:;ES 
(procedure for suspension of 
guidelines, manufacturer1s request
far public nearing, response to 
requests to make statement at 
public hearing, court order, 
treatment of confidential informa 
tion). Docunents rertaining to 
the design and operation of pro-
grams for mobile units that are 
in production or are planned for 
production. File contains docu-
ments and data relating to: 
LABORP.TORY TEST fu~D A:.{?..LYSIS 
(emissilJ:J.s-- gas content, evalu-
ations a:J.dco~ents) -- DEFECT
 
DEVICES (~,:'ll::'.:::v to
relative cie--~--'-' -vices us cd L0 c i rcrrcverrt :;:::21\
 
r egut attons , v i.oLct Lons anc pen-
alty) -- c;E~RAL A?;D COl;TROLL_ED
 
CORR.ESPO~7DE~'~CE-- HiGH ALTITUDE
 
~lISSION (reports and discussions
 
regarding change in standards and
 
regulations) -- SUS?E~SIO~ GUIDE-
LINES -- CG:'lPX:IT-I5::TA CGack~round
--- ~ data on various aULa and engine


manufacturing cowpanies). Con-
tains c.ocumcnts pertai~ing to
 
parts and alterations to vehicles
 
or motors a~ready in usc. File
 
contains documents and data re~
 
lating to: .'":.nVISORY CII,f1JLARS

(data on antitrust actions;--
CLIr~I~GS (~ays to prevent air
 
pollution -- ST,-~'~~~:DS <\=_:_T? TIST
 
PROCf.1)UF'.t:S(Ca.l Lfo rna a exuaus t
 
"'miSSion r er.t s) -- C1T1Z::::1 CORRE-I
 
?O;'LDE~CE(Federal r..e.~istcr, I 
hould exemption be £uoe bec~use 

~ f high altitude, eevironGen~Ql 
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Retention PeriodItem ~ame and Description cf Record/Fi1 and Disposition 

data on various auto and engine
manufacturing companies). Con~ 
tains documents pertaining to 
parts and alterations to vehicles 
or motors already in use. File 
contains do cumen t s and data re.,..·
lating to: ADVISO?.Y CIRCULARS 
(data on actions)--a::ltit~;-si:-
CLT?PI~GS (ways to prevent air 
pollution -- S'I'A~JR..~R..l?~-=-~l.1?_~ST
PROCEDU~S (California exhaust 
emission tests) -- CITIZEN CORRE-
SPONrE:'JCE~:.~FederalRegister,
should exemption be made because 
of high altitude, environmental 
policy) -- RECALL IlWESTIGATImTS 
(recall of auto by manufacturer 
for repair or alteration, GM 
plan) -- STATE D7SPECTION SYSTDrS 
-- P.EGICXS (delegation of author-
ity, role of region in enforce-
ment, org~nization. 

Fuels ;"~'C' r ~:~!d~::::r:·.:L=:::-:.(,:'.s 

!!nd Ncd.:?~.J:t2~l~~i<:ll} ..J:il~. Con-
tair..sdocuments pertaining to 
rule rr.akingfor fuels. Docunents 
and data relate to: !:{fl, REGIS-
T~T!O:~. -- LEL~D REGELXnmr (lead
regulations and Nat LonaL Resource 
Defense Council. test, health 
effect, net~ods, hearings) ---
FlJL'LS(was ze oil repor-t, speech 
at g3S tax conference, additive,
composition, st~te inspection
pro.:,;ram, =rra I L r c f Lne r s ) -- ~~:IT-

..=1\;ES5F..S ('·;<''1.iting to t.o st Lfy , list· 
01 ne s s c s ) • Locuncn r s e a Lnw i.t p r t 

in~ to t;H2 d eve Lorraent;~1:1 
application or regulations and 
st~~dards governing vehicles and 
engines im~orted £o~ saleiuse. 
Documents relate to: PE~DING 
IMPO!lT AD~HSSID:-JS--- CUSTC:-IS.--- -_., 

21 

Retention: Retain 10 years. 

DisDosition: Break file at 
the end of 2 years. Keep in 
office 1 additional year, then 
send to Federal Records Center 
Keep in FRC for 1years, then 
destroy. 
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Ite~ Name and Description of Record/Pi1 

~.ULlNGS --- 1:i70RT DATA SYSTEM --
INFORT EXF:·TTIO~; POL} CY --- I:lPOR1 
HODIFIC.\T1C:iS .VD APt:J;OV~S ---
GREY ~1APJ(.~1-==-:S-- Oi:'EI,_';'TION lu'1D - ~~--.---
APPROVAL 9X ..:.rES~ VEHICLES. ---
EXE~'JPIIO:·:S X.:D F;'.IVE?S, Contains 
documents pertaining to noise 
abatement for land vehicles and 
aircraft, and data on aircraft 
pollutlon. Kecords ana aaca re-
late to: cWISE (:~:otorcarrier 
noise analysis, aircraft noise 
reduction technology, program 
planning, Low noise emission prod
ucts, railroad noises) -- POLLU-
TIm~-AIRCRAFT (proposed regula-
tions, FAA enforcement regula-
tion California standards, work-
ing regulations group). 

»». M .	 Import Declaration - Hotor 
Vehicles. 

a. File consists of completed
copies of the form, "Importation 
of Motor V~hicle Engines subject 
to Federal Vehicle Pollution 
control Regulation (EPA ~orm 
3520-1)". Occassionally a 
Declaration of Conformity and 
copy of HEV n.egulation are 
attached to the EPA foru. The 
EPA for~ 3520-1 serves 3S the 

source document for the automated 
processing of motor vehicle import
data. 

b. Code Sheets for Im?ort Decla-
ration - "'·loses Code Sheets",
File made up or the "NOSES'I Code 
Sheet-EPA Hq. Form 1780-3) which 
is used co make the coJed data 
enr rLes f rom the EPA Form 3520-1. 

, , 

Ratention Period 
and Disposition 

Reteiltion: Retain 12 months. 

Disposition: Break file at 
end of month. Keep in office 
12 additional months, then 
destroy. 

Retention I Retain 12 months. 

Df soos LtLon : Break file at 
end of month. Keep in office 
12 additional months, then 
destroy , 
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Item ~ame and Description of Record/Pil 

c. J~ported Veb;cle Identifica-
tion ~t1sb~r~. Listings of im-
ported vehicle and engine numbers
supplied by fGreign manufacturers
or U.S. distributors. 

d. Imported Vehicle Conformity
Certifi~-,~t:i.on. affi-Letters,
davits, and invoices describing
modifications to vehicle/engine,
and certifying conformity of EPA 
standards. Agreement to export 
for resale or cancellation of 
order because of inability to 
make modifications. 

, . 

Retention Period 
and Disposition 

Retention: Retain 12 months. 

Dispositio~: Break file at 
end of month. KeFp in offi~~ 
12 additional months, then 
destroy. 

'-Retention: Retain ~ years. 

Di~sition: Break file at 
the end of 2 years. Keep
in office 2 additional years,
then destroy. 
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, MANUAL 

, , 

APPENDIX B 

RECORDS CONTROL SCHEDULES 

RECORDS MANAGEMENT 

The relate to legal legal
services to a 1 of the organizational elements of Agency with 
respect to all rograms and activities of the A~e~cy; legal counsel; 
litigation suppo and development and formulpfion of Agency poli-
cies and programs. ,// 

/
/

.I 
Retention PeriodItem and Disposition 

;, 1. Program Development 

a. Contains documents relat g Retention: Permanent. 
major policy, progra£ developm
and direction, an~ther record Disposition: Break file 
used in the manag~ment of the at the end of 2 years. 
program. Keep in office 1 addi-

t,	 tional year, then send 
o Federal Records 

C nter. Keep in FRC for 
lo~~ears, then offer to 
Nati al Archives. 

b. ntains documents relating Retenti : Retain 10 
to t e management, operation, years.
d7lelopment, and guidance of 
pecific programs such as water 

quality, noise, radiation,	 etc. 
Keep in office 
tional year, then send 
to Federal Records 
Center. Keep in FR 
7 years, then destroy 

TN 
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. MANUAL APPENDIX B 

RECORDS CONTROL SCHEDULES 

RECORDS MANAGEMENT 

Item Name and Description of Record/File 
Retention Period 
and Disposition 

2-, 2. lications - Attorne s. 
ed and unsolicited appli-

cations for jobs as attorneys in 
EPA. Re rds consist of letters 

Retention: Ret7in 
after review and 
evaluation. 

year 

3. 

reqUestin~jObS' resumes and 
photos, in rview notes and 
comments. " -,,
Environmental State~~nts. 

Disposition: /Break file 
at the end of 6 months. 
Keep in office 6 addi-
tional months, then 
destroy. 

Retention: Retain 1 
Reports received fro~other 
agencies relating to the effects 
on the immediate communf~y envi-
ronment. Reports used for~ 

. d ~revi.ewan comment. '\-, 

year after completion of 
review. 

Disposition: Break file 
upon completion of review 
and comment. Keep in 
office i additional year,
then destroy. 

t.. 

4. Legal Interpretations. \ 
"a. Clean Air Act. Requests

for and response to requests for 
legal interpretations relative 
to the intent and application of 
the Clean Air Act and related 
environmental protection legis-
lation. Records consist of 
letters, memos, suspen~ion
guidelines requests, Notices of 
Proposed Rule Making, laboratory
reports, and excerpts from court 
transcripts. 

'Retention: Retain 10 
y"ears. 

"'\"'~'<~ 

DisPQsition: Break file 
at the,end of 1 year. 
Keep id~office 2 addi-
tional years, then send 
to Federa 1\ Records 
Center. K~p in FRC for 
7 years, thel\\~estroy. 

'\ 

'\ 
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MANUAL 
APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Item Name and Description of Record/File 

b. 
equests for and response to 

reques for legal interpretations
relative to the intent and applica-
tion of t Federal Water Pollution 
Control Act 
mental prote ion legislation.
Records consis of letters, memos, 
suspension guide Ones requests,
Notices of Propose Rule Making,
laboratory nd excerpts
from court 

c. Contract and Grant. 
for legal interpretations
recommended revisions of St 
acts and opinions relative t 
State's participation in 
program. Documents pe a1n1ng 
to such programs as P rsonal 
Service Contracts, location Act, 
Construction Grant , Award Proce-
dure, New Water 11, Federal 
Clean Air Incen ive. Record 
content consi s of letters and 
memos re1ati e to problems, 
court opin" ns, legal briefs, 
OMB Circu rs, magazine articles, 

ar items dealing with 

Retention: 10 
years. 

Break file 

tiona years, then send 
edera1 Records 

nter. Keep in FRC for 
years, then destroy. 

Retention: Retain 10 
years. 

Disposition: Break file 
at the end of 1 year.
Keep in office 2 addi-
tional years, then send 
to Federal Records 
Center. Keep in FRC for 

years, then destroy. 

! 
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MANUAL APPENDIX B 

RECORDS CONTROL SCHEDULES 

RECORDS MANAGEMENT
 

Item Name and Description of Record/File 

d. eral Insecticide, Fungicide, 
and nticide Act. Requests for 
and resp se to requests for legal 
interpret ions relative to the 
intent and pplication of FIFRA 
legislation d related environmental 
protection Ie ·slation. Records con-
sist of letters, memos, suspension
guideline request , Notices of Pro-
posed Rule Making, aboratory reports 
and excerpts from co rt transcripts. 

e. Other. 
to requests 

protection legislation.
consist of letters, memos, s sion 
guideline requests, Notices of Pr -
posed Rule Making, labora ry repo s 
and excerpts from court ranscripts. 

Sf 5. Litigation. 

a. Clean Air Proposed,
pending, and~sting action 
involving EPA tate Units vs. 
Citizen, Cil: ' or Industrial/
Commercial~roups. R~cords con-
sist of nptices of action, peti-
tions f~f review, stipulations,
depositions, complaints and cover 
letter~, summonses, exhibits,
copie'~of State and Federal acts, 
an,I/~ourt opinions. 

Retention Period 
and Dis osition 

Retention: n 10 
years. 

Break file 
year. Keep

2 additiona 1 

Records Center. 
FRC for 7 years, 

Retain 10 

Disposition: Break file 
at end of 1 year. Keep
in office 2 additional 
years, then send to 
Federal Records Center. 
Keep in FRC for 7 years,
then destroy. 

Retain 10 
completion

ination of case. 

Break file 
etion or ter-

case. Keep
r additiona 1 

year, then s nd to 
Federal Recor s 
Keep in FRC fo years,
then destroy. 

TN 



APPENDIX B 
MANUAL 

RECORDS CONTROL SCHEDULES 

RECORDS MANAGEMENT 

Item Name and Description of Record/File 

b. Federal Water Pollution Control 
Act. Proposed, pending, and exist-
ing Ie al action involving EPA/State
Units v Citizen, City, or 

Commercial groups.
Records con ist of notices of 
action, peti ions for review,
stipulations, epositions, com-
plaints and cov r letters, 
summonses, exhib ts, copies 
and Federal acts, nd court 

c. Federal Insectici 
and Rodenticide Act. 

petitions for review,

complaints and cover etters,
 
summonses, exhibit, copies of
 
State and Federal acts, and court
 
opinions.
 

d. 

services under con-
grant to EPA;, Records 

of complaints; summonses,
, motions, and correspond-

related to the action. 

Retention Period 
and Dis osition 

Retention: Re ain 10 
mpletion 

on of case. 

on: Break fi Le.:::....:~:...::..::...=.,~::;..:.:. 
c pletion or ter-

on of case. Keep
fice 1 additional 

y r, then send to 
ederal Records Center. 

Keep in FRC for 9 years,
then destroy. 

Retention: Retain 10 
years after completion 
or termination of case. 

Disposition: Break file 
upon completion of case. 
Keep in office 1 addi-
tional year, then send 
to Federal Records 
Center. Keep in FRC 
for 9 years, then 

stroy. 

Retain 10 
completion

ination of case. 

Break file 
upon comp etion or ter-
mination 0 case. Keep
in office 1 dditional 
year, then s d to 
Federal Recor 
Keep in FRC fo 
then destroy. 

TN 
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APPENDI?C B 
RECORDS CONTROL SCHEDULES 

RECORDS MANAGEMENT 

Item Name and Description of Record/File 

e. Contains documents per-
taining to legal actions or court 
cases in hich EPA is either the 
plaintiff r Documents 
and data re te to all facts of a 
case such as echnical aspects,
witnesses, pub icity, preparation,
and processing legal papers
(briefs, motions, depositions),
internal and exter 1 correspond-
ence relative to sta s and settle-
ment, work papers, and 

6.	 Develo ment orcement of Air 
and Water Standa as by States. 

a. Air. ission, progress, 
and clean air standards 
being enac ed into law-by States 
and Terri ories and submitted to 
EPA for eview and approval. 
RecordZ consist of letters 
requerting legal interpretations
and opinions, copies of State 
acts or programs, regional office 
reviews and comments, and tech-
nical reviews. 

Retention Period 
and Disposition 

Retention: 

(leY. Routine cases Retain 
20 ompletion
or of case. 

(0.	 Landm k cases. Perma-
nent. Cases designated 
by t EPA Administrator 

precedent 

Disposition: Break file 
upon completion or ter-
mination of case. Keep
in office 1 additional 
year, then send to the 
Federal Records Cente~. 
Keep in FRC for 19 years, 

~hen offer to Archives. 
~f offer is rejected by 
~chiv~, destroy routine 
c ses .ex-FI? r ~ Ul')cl f'n ~; \ 

To Avc(,."~ «s . 

Retain 12 
completion of 

program. 

Disposition:

upon completio
 
gram. Keep in
 
additional year, then send
 
to Federal Recor Center.
 
Keep in FRC for It years,

then destroy.
 

TN 
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MANUAL 

RECORDS CONTROL SCHEDULES 

RECORDS MANAGEMENT 

Item Name and Description of Record/File 

b. 

Submission, progress, and 
clean water standards 

being enac d into law by States 
and Territor'es and submitted to 

and approval.
Records consist f letters request-
ing legal interpr tations and 

State acts or 

action. 

(2) Contains documents per-
taining aterways within 
and bordered the States, the 
industries w thin the States,
activities f the States relative 
to the p mit program, development
of Stat clean water acts and 

s	 to monitor and enforce 
referred by EPA to 
action. 

Retention Period 
and Disposition 

completion 

s osition: Break file 
upon completion of pro-
gram. Keep in office 
1 additional year, then 
send to Federal Records 
Center. Keep in FRC for 
11 years, then destroy. 

Retention: Permanent. 

osition: Break at 
completion of or 

cha ge in State Permit 
Prog Keep in 
office 2 additional 
years, en send to 
Federal R cords Center. 
Keep in FR 
then offer 
Archives. 

TN 

1
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", MA~UAL APPENDIX B 

RECORDS CONTROL SCHEDULES 

RECORDS MANAGEMENT 

Item Name and Description of Record/File 

1. 7. 

a. Air Act. File contains 
and data relating to 
A~t, sections of the 

Act, and in erpretations and 
implementatio of the Act" Such 
data are presen d in the form 
of memos, reports, newspaper and
magazine articles, d corres-
pondence. Subjects c sist of 
meetings and agenda for eetings
(i.e., EPA and NAS) , Notic s 
changes in sections of the 
Air Act, Notices of 
changes relating to 

Control Act. 
documents and data relati 
the entire Act, sectio of 
Act, and interpretat" nS and
implementation of e Act. Such 
data are present
memos, reports newspaper and 
magazine art"cles and correspond-
ence. Sub"ects consist of meet-
ings and genda for meetings 
(i.e., PA and NAS), Notices of 
Prop ed Rule changes-relating 

Retention Period 
and Disposition 

Retention: 
years. 

20 years. 
Keep in fice 1 addi-
tional ear, then send 
to Feral Records 
Cen ere Keep in FRC for 

ears, then destroy. 

Retain 25 

Break file 
20 years. 

Keep in fice 1 addi-
tional yea
Federal Reco s Center. 
Keep in FRC fo 
then destroy. 

TN 
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MANUAL 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Item Name and Description of Record/File 

c.	 Federal Insecticide, Fungicide,
Rodenticide Act. File contains 

uments and data relating to the 
Act, sections of the Act, 

rpretations and implemen-
the Act. Such data are 

the form of memos, 
aper and magazine

articles, and orrespondence.
Subjects consis of meetings and 
agenda for meetin s (i.e., EPA and 
NAS), Notices of cft nges in sec-
tions of the FIFRA, tices of 
Proposed Rule changes elating to 
the Act. 

d.	 Refuse Act. 

(1) Contains docume 
ing to the development f 
Refuse Act Permit Pro ram. Cover 
such things as the rmit Applica-
tion Form and entr instructions, 
citizen assistan in program
enforcement, p n for computer
processing, p 1losophy of permit 
program, se ing up conference 
hearings, nd developing stand-
ards. C respondence and 
report relative to the applica-
tion d enforcement of the 
Ref e Act of 1899. Documents 
an data relate to complaints
from States about pollution, 
response from offenders (pollut-
ers), notices of enforcement 
action, regional recommendations 
to file civil suit, checklist in 

Retention Period
 
and Disposition
 

Retention: 
years. 

ear, then send 
eral Records 

Keep in FRC 
5 years, then 

Retention: Permanent. 

Disposition: Break file 
after completion of 
action or termination 
of program. Keep in 

ffice 1 additional 
ar, then send to 

Fe ral Records Center. 
Keep in FRC for 15 
years, then offer to 
the Nat onal Archives. 

TN 
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APPENDIX B 

RECORDS CONTROL SCHEDULES 

RECORDS MANAGEMENT 

Item Name and Description of Record/File 

7. 

~)a.	 Act. File contains 
data relating to 

Act, sections of the 
Act, and in erpretations and 
implementati of the Act. Such 
data are prese ted in the form 
of memos, report, newspaper and 
magazine articles, and corres-
pondence. Subjects onsist of 
meetings and agenda
(i.e., EPA and NAS) , No ices of 
changes in sections of t 
Air Act, Notices of 
changes relating to 

) b. Federal Water Pollution 
Control Act. File contains 
documents and data relatin 
the entire Act, sections f 
Act, and interpretati sand 
implementation of t Act. Such 
data are present in the form of 
memos, reports newspaper and 
magazine art· les and correspond-
ence. Sub·ects consist of meet-
ings an 
(i.e. PA and NAS) , Notices of 
Pro sed Rule changes-relating 
t the Act. 

Retention Period 
and Disposition 

Retention: Retain 25 
years. 

Disposition: Break 1le 
at the end of 20 ~ ars. 
Keep in office addi-
tional year, 
to Federa 1 

Rettain 25 

Break file 
20 years.

in office 1 addi-
tio 1 year, then send to 
Feder 1 Records Center. 
Keep i FRC for 5 years,
then des roy. 

TN 
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MANUAL 

RECORDS CONTROL SCHEDULES 

RECORDS MANAGEMENT 

Item Name and Description of Record/File 

8, 8. Contract and Grant File. 

Contains documents 
a~n~ng to grants and con-

trac , grant and contract 
propos Is, monitoring work on 
grants d contracts, statisti-
cal sampl g techniques, mining
and milling legislative pro-
gram, interna ional joint
commission, fi ery services, 
sea water qualit criteria, 
industrial waste s udies (by 
name of industry). ncluded 
are copies of State a tipollu-
tion acts, guideline f obtai-
ing grants, comments fro 
Congressmen, review of pro 
grants, copies of contra 
agreements, and request
proposals, procuremen request
and purchase orders. 

b. Commercia 1 a 
Contract and G nt Consists 
of contracts nd grants proposed
by or nego ated with commercial 
or indus ial groups or institu-
tions . e colleges or hospitals.
Recor s consist of proposals, 
con acts, reviews, comments, 
r uests for proposals, procure-

ent requests, purchase orders, 
and congressional inquiries. 

Retention Period 
and Disposition 

Retention: 
years after comp 
or terminatio 
tract or g 

Dis os· ion: Break file 
the completion of 

c tract or grant. 
eep in office 1 addi-

tional year, then send 
to Federal Records 
Center. Keep in FRC 
for 9 years, then 
destroy. 

Retention: Retain 10 
years after completion
of contract or grant. 

Break 
comple-

contract or 
Keep in office 

nal year, then 
deral Records 

Center. ep in FRC 
for 9 years then 
destroy. 

TN 

/1 



---------------------------------------------------

',MANUAL 
.\ 

APPENDIX B 

RECORDS CONTROL SCHEDULES 

RECORDS MANAGEMENT 

Item Name and Description of Record/File 

9.	 Patent Developments and Interpre-
tions. Consists of documents 

aining to patent rights on 
cts and grants awarded by 

cuments consist of copies
of the c tracts and proposals,
invitation to make proposals,
disclosures f inventions, affi-

statements, waivers, 
correspondence etween contractors 
and EPA and with~ EPA developing
the grounds for un rstanding
licensing agreements 

10. 

EPA employees. Consists 
ments disclosing invent' ns 
by contractors, grante s, and 
employees. File cons'sts of 
patent applications correspond-
ence with patent 0 fice and inven-
tors, power of a orney, invention 
disclosures, no ices of reference 
citations, Ii s of foreign 
patents. 

Retention Period 
and Disposition 

Retention: 
years after 
or termination 
tract or gra 

Dis os' ion: Break ffle 
upon he completion or 
t ination of contract 

r grant. Keep in office 
3 additional years, then 
send to Federal Records 
Center. Keep in FRC for 
12 years, then destroy. 

Retention: Retain 17 
years after completion 
or termination of proj-
ect or program. 

Disposition: Break file 
upon completion or ter-
mination of project or 
program. Keep in office 
3 additional years, then 

nd to Federal Records 
Ce Keep in FRC for 
14 y rs, then destroy. 

TN 
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RECORDS CONTROL SCHEDULES 

RECORDS MANAGEMENT 

/1. 

Item 

11. 

Name and Description of Record/File 

batement Commitment Letters 
CLls). Request to and response

fr industrial organizations and 
muni 'palities in regard to their 
progra and commitment to reduce 
pollutio. Records also pertain

commitment programs. 

12. Legal Opinions. Conta 
documents directly rela 
legal opinions issued by
Office of General Counsel. 

NOTE: 

in which they are mai 
before those files 
the Federal Recor 

Retention Period 
and Disposition 

Retention: 
years after 
of action. 

Disposition:
file upon t comple-
tion of ac ion. Keep
in offic 1 additional 

en send to 
1 Records Center. 

in FRC for 19 
destroy. 

Permanent. 

Disposition: After 
breaking file, remove 
and provide separate
and secure maintenance 
in office. 

TN 

(3
 



" 

" 

APPENDIX B 

RECORDS CONTROL SCHEDULES RECORDS MANAGEMENT 

ENFORCEMENT. 

The records described below relate to the development of policy and 
program direction to Agency enforcement activities in the water, r,
noise, radiation, pesticides, and solid waste program areas. D e1op-
ment 0 egu1ations, guidelines, criteria, procedures, and po1'cy
statements esigned to bring about actions by individuals, p vate 
enterprises, nd governmental bodies to improve the qua1it of the 
water, land. 

Item Name and Desc 'ption of Record/File 

1. Permanent. 

a. Disposition. Break file 
major po1ic~ program at the end of 2 years. 
direction, and other Keep in office 1 addi-
in the management of tional year, then send 

to Federal Records Center. 
Keep in FRC for 1Q years, 
then offer to National 

b. Contains docu ents relating to Retain 10 
the management, peration, develop-
ment, and guid ce of specific pro-
grams such quality, noise, Break file 
radiation, 

Keep in 
tiona1 yea , then send 
to Federal 

r 7 years, 

TN 
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RECORDS CONTROL SCHEDULES 

RECORDS MANAGEMENT 

(~ . 2. 

Item 

Job Applications - Attorneys.
olicited and unsolicited applica-

t'ons for jobs as attorneys in EPA 
Re rds consist of letters request
ing 'obs, resumes and photos, in-
tervi w notes and comments. 

Name and Description of Record/Fil 

3. 

a. Air. Submis ion, progress, 
and status of cle air standards 
being enacted into aw by States 
and Territories and bmitted to 
EPA for review and ap
Records consist of let 

Retention Period 
and Disposition 

Retention: Retain 1 
after review 

Disposition:
the end of 6 months 

at 
Keep

in office 6 addit' nal months,
then destroy. 

Break file upon
letion of program. Keep

office 1 additional year, 
then send to Federal Records 

Keep in FRC for 11 
years, then destroy. 

Wate~ 

(1) Submission progress, an Retention: Retain 12 years
status of clean w er standards b fter completion of program. 
ing enacted into aw by States and 
Territories and submitted to EPA osition: Break file upon 
for review and approval. Records com etion of program. Keep
consist of Ie ters requesting le~ in 0 ice 1 additional year,
interpretat' ns and opinions,copiffithen s d to Federal Records 
of State a s or programs,regional Center. Keep in FRC for 11 

ews and comments, and years, tH n destroy.
technica reviews. Letters to Gov-

pproving action by State 
n up a water body, press 

releases, State publications on p01
lution control directions to indus 
,try, summaries of State action. , 

TN 
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RECORDS CONTROL SCHEDULES RECORDS MANAGEMENT 

Item Name and Description of Record/Fi1	 Retention Period 
and Disposition 

Contains documents per- Retention: Permanent. 
ing to the waterways within 

~	 and rdered by the States, the Disposition: Br~ak file a 
indust ies within the States, ac- completion of or change
tivities of the States relative to State Permit Programs.
the Permit 

to monitor 
referred by 
Action. 

rogram, development of in office 2 additio 
ater acts and agenciesthen send to Fede 1 

an enforce them, cases 
EPA 0 Justice for 

4.	 Re u1ations. 

a. Clean Air Act.
 
documents and data
 

presented in the form of memo , 
reports, newspaper and maga ne 
articles, and corresponden e. 
Subjects consist of meet" gs and
agenda for meetings (i.• , EPA and
NAS), Notices of chan s in sec-
tions of the Clean r Act,Notices
of Proposed nges relating 
to the Act. 

b. 
tro1 Act. F" e contains documents 
and data rating to the entire 
Act, sect" ns of the Act, and in-
terpret	 - ons and implementation of 
the A Such data are presented
in t e form of memos, reports, 
new paper and magazine articles 
and correspondence. Subjects 

Center. Keep FRC 
years, then Nation-
a1 Archive . 

Retain 25 years. 

Break file at 
e years. Keep

"n office 1 additional year,
then send to Federal Records 

Keep in FRC for ~ 
years, then destroy. 1 

Retain 25 years. 

ears. Keep
in office 1 ad "tiona1 year, 
then send to Fe ra1 Records 
Center. Keep in RC for 5 
years, then destr 

TN 
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RECORDS CONTROL SCHEDULES 

RECORDS MANAGEMENT 

Retention Period Item Name and Description of Record/Fi and Disposition 

consist of meetings and agenda for
 
mee ings (i.e. EPA and NAS) ,Notice
 
of c nges in sections of the
 
FWPCA, Notices of Proposed Rule
 
changes relating to the Act.
 

c. Feder 1 Insecticide, Fungicide Retention: 
and Rodent ide Act. File con-
tains docume ts and data relating Disposition: file at 
to the entire ct, sections of the the end of 20 ears. Keep
Act, and interp etations and im- in office 1 dditional year,
plementation of e Act. Such then send 0 Federal Records 
data are presente in the form of Center. Keep in FRC for 5 

aper and mag then destroy. 
zine articles, and c respondence.
Subjects consist of me tings and 
agenda for meetings (i.• , EPA and 
NAS), Notices of changes On sec-
tions of the FIFRA, Notic of 
Proposed Rule changes relatOn 
the Act. 

d. Refuse Act. 

(1) Contains docu Permanent. 
ting to the developm
Refuse Act Permit P gram, covers osition: Break file 
such things as th ermit Applica- af r completion of action 
tion Form and en instructions, or rmination of program. 

ce in program en- Keep on office 1 additional 
forcement, pI for computer proc- year, en send to Federal 
essing, phi sophy of Permit pro- Records Center. Keep in FRC 
gram, settO g up conference hear- for 15 y rs, then offer to 

developing standards. the Natio al Archives. 
Corresp dence and reports relativ 
to the application and enforcement 
of th Refuse Act of 1899. Docu-

complaint 

TN 

{1 
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APPENDIX B 

RECORDS CONTROL SCHEDULES RECORDS MANAGEMENT 

Retention Period Item Name and Description of Record/File and Disposition 

f om States about pollution, re-
sp nse 
not·ce 
gion
civil 
of abat 

from offenders (polluters),
of enforcement action, re-
recommendations to file 
uit, checklists in support 

ent action, attempts to 
get offen ers to file acceptable 
permits, 1 igation reports, 
notices of I al action (to offend-
er). 

(2) Contain documents pertain~~~~t~i~o~n: Retain 10 years 
ing to EPA attempt to restrict 
pollution through t use of the 
Refuse Act. Records 
sist of such items as: 
in support of water poll tion 
actions, summary factshee

aries of action 
tees, notices of 
to Justice. 

e. Other. File cont ns docume 
and data relating to regulations n 
described above an interpretations
and implementatio of the regula-
tions. Such dat are presented in 
the form of me s, reports; news-

ine articles and 
corresponden e. Subject~ consist 

and agenda for meetings, 
Notices 0 proposed changes to the 
regulat· ns. 

er completion of case. 

osition: Break file 
upon completion of case. 
Keep in office 1 additional 
year, then send to Federal 
Records Center. Keep in 
FRC for 9 years, then de-
stroy. 

Retain 25 years. 

Break file at 
years. Keep

in office 1 additional year, 
the send to Federal Records 
Cente. Keep in FRC for 5 
years, then destroy. 

TN 
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RECORDS MANAGEMENT 
RECORDS CONTROL SCHEDULES 

Item Description of Record/File 

/1. 5. 

a. Contains documents per
grants and contracts, 

d contract proposals, moni 
rk on grants and con-

tracts, st tistical sampling tech-
niques, minx g and milling, legis-
lative progra International 
Joint Commissio , fishery services 
sea water qua1it criteria, in-
dustrial waste stu 'es (by name of 
industry). Include are copies of 
State antipollution a s, guide-
lines for obtaining gra 
ments from Congressmen,
proposed grants, copies
and agreements, and reque
proposals, procurement
and purchase orders. 

b. Commercial and 
Contract and Grant Consists 
of contracts and rants proposed
by or negotiate with commercial 
or industrial roups or institu-
tions such a colleges and hospit 

st of proposals, con-
tracts, re iews, comments, request
for propo als, procurement re-
quests, urchase orders, and 
congre siona1 inquiries. 

Retention Period
 
and Disposition
 

etention: 
fter completion

tion of contract 

is osition: reak file 
p1etion of con-

grant. Keep in 
additional year,

send to Federal Records 
ter. Keep in FRC for 9 

ears, then destroy. 

etention: Retain 10 years 
a ter completion or termina-
ti of contract or grant. 

o	 ition: Break file upon 
letion of contract or 

eep in office 1 addi~ 
tiona1 ye r, then send to 
Federal Re rds Center. 

TN 



MANUAL
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RECORDS CONTROL SCHEDULES RECORDS MANAGEMENT 

Retention Period Item Name and Description of Record/File and Disposition 

6. atement Commitment Letters(ACL's).Retention: Retain 20 year 
Re ests to and responses from after completion of actio . 
indu trial organization and munici-
pa1it es in regard to their pro- Dis osition: 
grams d commitments to reduce upon the completion of ac-
po1lutio. Records also pertain to tion. Keep in of ce I 
regional c mmitment programs. additional year then send 

to Federal Re ords Center. 
in FRC 19 years, 

y. 

7.	 Enforcement. Cont ·ns documents Retain 2 years
and publications use of pub1i-
documents and materia for putting 
together the EPA Enforc
book "First Two Years." ocuments is osition: Break file 
and data relate to history fter completion of publi-
and water legislation, State ation. Keep in office for 
grams (briefs), State laws, c 2 years, then destroy. 
cial organization background
rial, litigation history~ F era 
RegLst.er , etc.~1~·1 /v'-p" ,-<-<.0 

a.-\:.. V ",-0 cv-- J' 'Y\r-tJ:;)r~ ~-r-'.../-
I.r A.-4. l.r. 

(1) Contains do uments pertain-~~~~~ Retain 20 years. 
ing to the interim rogram for con-
trolling air poll tants. Documents Break file 

! and data relate 0 statements of 
program, ana1y .s of Stat;elaws, 
interim autho ization, various pro-
gram and au orities, statement from Keep in FRC 
Attorney G neral. hen destroy. 

TN 

http:RegLst.er
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RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Item Name and Description of Record/File 

Contains documents pertai
ing 0 EPA's enforcement of indus-
trial and municipal compliance with

"r regulations and standards 
Document include background study
and survel lance reports, violation
notices, pr s releases, and com-
pliance order • 

t...
 
'i9... Water.
 

(1) Contains 
taining to the interior ogram
for controlling water poll tants. 

laws, interim authorization,
 
ous programs and authoriti ,an
 
statements from Attorney eneral.
 

II (2) Contains ments per-
•taining to EPA's en orcement of 
!industrial and mu cipal compliance 
Iwith clean water egulations and 
I standards. Doc ents include back-
Iground study d 
ports, viola ion notices, press
 
releases, d compliance orders.
 

Documents and data relate t e-:upon completion of the pro-
ment~of program, analysis of ate! gram. Keep in office 1 ad-

Retention Period
 
and Disposition
 

Retention: Permanent. 

Disposition: 
upon the completion ac-
tion. Keep in off"ce 3 
additional years then send 
to Federal Rec ds Center. 
Keep in FRC 
then offer 

Retain 20 years. 

I Disposition: Break file 

~ditional year, then send 
i to Federal Records Center. 

Keep in FRC for 19 years, 
hen destroy. 

Permanent • 

Dis 0 "tion: Break file 
upon th completion of ac-
tion. K p in office 3 
additional ears, then send 
to Federal cords Center. 
Keep in FRC f 15 years, 
then offer e National 
Archives. 

TN 
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RECORDS CONTROL SCHEDULES RECORDS MANAGEMENT 

Item Description of Record/File Retention Period 
and Disposition 

Contains documents and 
elative to the measurement 0 

water, the effect of 
sea life and its effect 

at 

on consume ,controls to prevent 
polluting wa ers with mercury, and 
compliance by ompanies. 

(~ (Publications, textb ks, and of when 
similar reference data 

d.· Oil Spill.
ake industrial and commercia 

organizations recognize and res a)Routine Cases. Retain 20 
to their responsibility to cle p ears after completion or 
and prevent oil spills. Reco ds of case. 

t.. 

consist of State and Federa 
igation reports, geograph· ndmark Cases. Permanent. 

aps, reports and referr designated by the EPA 
spill cases to the U.S. Attorney, trator as Landmark or 
notices to Coast Guar for hearings t actions.) j
on oil spills. 

Break file upon,
of action. : 

~\ 

Contains documents 
er ining to the control of emis-
ions from automobile engines. Break file upon 
ocuments and data relate to the program. 

TN 
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' .. MANUAL
 APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Retention PeriodItem Name and Description of Record/Fil and	 Disposition 

s atement of program, analysis of eep in office 1 additio 
St e laws, interim authorization, year, then send to Fede al 
vari llS programs and authorities, Records Center. Keep n FRC 
and st tements from Attorney for 19 years, then 
General. 

t. Contains document Retention: 
pertaining to he collection of after comple ion 
pesticide sampl ,the laboratory nation of 
analysis of the sa les, the con-
formity of the packa es and label- Break file upon

I---"-:--r.:---ing to standards and mple conten comp the case. Keep
discovery of violations nd en- ffice 1 year, then send 
forcement of activities. ile Federal Records Center. 
contains such records as: s pIe eep in FRC for 4 years, then 
collection reports, retailer destroy.
purchase orders for product sh 
ment from which samples were ak 
package labeling, -lab analy 
ports, case reviews, lett 
manufacturers and charge
~n.d_Il!.~n~facture_~'~-.!:..ep_ 

8.	 Conferences, , and Task
 
Forces.
 

a.	 Retention: 
e contains docu-

ments perta' ing to an interstate Dis osition: after 
body of wa er, and a state and the completion conference 
Federal fort to make or keep it and related comp 'ance and 

ocuments and data con- legal action. Kee in office 
in the file concern the 1 additional year t en send 

strative aspects of enforce- to Federal Records enter. 
men , the social and economic Keep in FRC for 15 ye 

es acting both for and against offer to the National 
cl anup, the development and appli
.~8tlC~of !ql~ iOT e5t~01i5ftin~! 

TN 



MANUAL
 
APPENDIX B 

RECORDS CONTROL SCHEDULES RECORDS MJL~AGEMENT 

Item Name and Description of Record/File 

aintaining clean water conditions, 
a the monitoring and testing of 
the water. 

ter body section is divided 
into arts which contain the 
fo11owin types: 

(1) Ad inistrative (Monthly 
progress rep ts, requests for tech 
nica1 assistan e by State agencies, 
conference arra ements, budget f 
project, hearing rrangements); 

(2) Compliance
semiannual conference umma 
ports, Region checklist 
Violation Notice, report 
penditures in comp1ianc 

(3) Corresponde
siona1, public and 
ments for meetings invitations 
transcript corre ions); 

(4) (Agenda for confer-
ence, intera ncy agreements, affi~ 
davits, con erence invitations and 
acknow1ed ments, summary reports; 

Legislation (Report of
eommittees on Sanitary

Act, draft of proposed
and Federal Legislation); 

Retention Period 
and Disposition 

Litigation (State and
court actions and opinions

and decisions); 

TN 



.. MAt!.iUAL APPENDIX B 

RECORDS CONTROL SCHEDULES RECORDS MANAGEMENT 

Item arneand Description of Record/File 

Newsclippings (Clips fro
pers concerning conference); 

ports (Such subjects a 
water pollution con~ 

Conference 
Complete verbatim r 
ence including charts, ictures,
reports, and other exhi 'ts. 

. Confe ence Summary Reports -
ater. ummary writeup of each 

ronfer ceo 

Retention Period 
and Disposition 

Break file after 

e troy duplicates when record 
sent to FRC. 

Permanent. 

ispositio Break File after 
the complet n of conference 
and related c mpliance and 
legal action. Keep in office 
1 additional ye then send 
to Federal Recor 

eep in FRC forl5 ears, then 
ffer to the Nation 
estroy duplicates
opy sent to FRC. 

etention: Permanent. 

isposition: Break file 
the completion of 

TN 



MANUAL
 
APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Retention PeriodItem Name and Description of Record/Fi and Disposition 

and related compliance
legal action._ Keep in 
1 additional year, the 
to Federal Record Ce er. 
Keep in FRC for 15 ears, then 
offer to the Nati al Archives. 
Destroy duplica s when re-
cord copy to the Ar-
chives. 

e. Permanent. 

sition:~)Keep in office 
After comple-

and assemply,
then send to Federal Records 

issi iCenter. Keep in FRC for 15 
andlyears, then offer to the 

1976 model cars. Documents nsistNational Archives. 
mainly of hearing transcri~ 
depositions, and exhibits &~DestrOy all duplicate copies

/1 year after originals sent 
to FRC. 

conferences in ultistate areas. ence a d related compliance
Documents reI te to recommenda- and leg action. Keep in 

l

d actions taken by office 1 dditional year, then 
conference. Documents maintained send to Fe eral Records 
in docket folders which contain Center. Ke in FRC for 15 
correspo dence, historical logs,-
newspap r clippings, hearing tran-Ijscript:, photos" and films. 

I 
TN 



" MA~UAl 
APPENDIX B 

RECORDS CONTROL SCHEDULES RECORDS MANAGEMENT 

Item Description of Record/Fil 

-

and an ass sment
 
tion problem
 

h. endations -
Stationary Sources. ·ndings and 
recommendations develop d by the 
National Air Pollution Co trol 
Administration. 

i. s. 
tains documents pertain· g to Con-
ferences with States, ndustrial,
and citizen groups f r the purpose 
of getting municip ities and in-
dustries to reduc pollution. Re 

ress releases, 
news clippings drafts of proceed-
ings, status eports, and corre-
spondence. 

Retention Period 
and Disposition 

Retention: Permanent. 

Disposition:
the completion of Con rence 
Report. File two co ies with 
appropriate Confer 
ords. Destroy e ra copies
after sending nference 
Records to Fe eral Records 
Center. 

Permanent. 

sition: Break file upon 
completion of Conference 

commendations. File two 
copies with appropriate Con-

t,ference Records. Destroy ex-
tra copies after sending Con-
ference Records to Federal 

ntion: Retain 10 years 
completion of confer-

Break file at 
onference. Keep

in office 1 dditional year,
deral Records 

Center. Keep 1 FRC for 9 
years, then dest oy. 

TN 
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MANUAL 

APPENDIX B 

RECORDS CONTROL SCHEDULES RECORDS MANAGEMENT 

Item Name and Description of Record/Fi 

Hughes Task Force. Contains 
docum nts pertaining to the work 
of the ask force set-up to study
the impa of pending and propose 
legislatio (1972). Documents an 
data relate 0 implementation of 
Water Bill, s ff statistics 
(requirements), House Bill, issue 
papers, Strategy 

2.(. 9. Permit Program. 

a. State Permit Program.
tains documents pertaining
interim and final permit pro a 
for States. Records consist 0 

copies of State clean water 1 w 
EPA authorization to issue 

b. Early Permit Progr 
tains records re1atin 
standards and guidel' 

Con-
to basic 

es sent out 
for comment, data stems (com-
puter) for permit rogram, drafts 
of permit applic ion form. 

c. 1 Program - Studies 
and Grant. Contains documents 
pertain' g to the Permit Program 
and re ted activities. Docu-
ments and data related to efflu-
ent ~imitation guidance, develop~ 
ment of industrial guidelines, 

en eri~ c1f15i.5 f i~"f DVJI\S ", .v~aTR. then destroy. 

Retention Period 
and Disposition 

Retention: Retain 20 years 
after completion of 

Disposition: Break 
the end of 1973. p in 

year, then 
send to Federa ecords Center. 

r 19,years, then 

Permanent. 

D' position: Break file after 
omp1etion or change in Permit 

Program. Keep in office 1 
additional year, then send to 
Federal Records Center. Keep
at FRC for 15 years then 

fer to National Archives. 

Retain 20 years 

Dispos'tion: Break file at 
the end of 1973. Ke~p in 

dditiona1 year,
Federal Records 

Center. for 19 
years, then 

Retention: years 

Dis osition: file at 
the end of 2 Keep in 
office for 1 additi nal year,
then send to Federal Records 
Center. Keep in FRC or 7 

TN 



APPENDIX B 

RECORDS CONTROL SCHEDULES 

RECORDS MANAGEMENT 

Item Name and Description of Record/Fil	 Retention Period 
and Disposition 

ardous substances, meetings wit
 
Sta and industrial leaders, leg-


ye evaluations, standards,
 
ocean d ping, water strategy,

state imp ementation. Documents
 
pertaining rimarily to technical
 
aspects of ttl Water Quality Pro-
gram. Documen and data relate
 

Ito such items as ffluent limita- I
"Ition guidance for P by industry I 
.state progress with
 
tracts for industrial
 
river basin
 
printout of
 
effluents.
 

10. 180 Day Notice File - Water.	 Permanent. 
I 

a. Official. ela-l ·s osition:(~reak file after 
tive to action initiated a inst th completion of action. 
a pollutor. Pollutor giv n 180 IKeep·n office 1 additional 
days to develop program 0 correct Iyear, hen send to Federal 
pollution causing con tions. ConJRecords Center. Keep in FRC 
tains such records a : request to for 15 ye rs, then offer to 
Corps of Engineers 0 reevaluate the Nation Archives. 
companies permit to discharge ft Destroy all uplicates when 
effluents, lett s from city ~ record copy s nt to Records 
officials and nterested citizens Center. 
(complaints) hearings and fact 
finding re orts, memos to Adminis-
trator f issue of 180 Day Notices 
',newsre eases and clippings, trans
 
cript of informal hearings con-
iduct B by EPA under Sec.,10(c)(5)

lof e Federal Water Pollution Act.
 
!Fie also contains affidavits of
I,se~vice, EPA opening statements an
 

:summary of hearings.
 

TN 



, MANUAL
 
APPENDIX B 

RECORDS CONTROL SCHEDULES RECORDS MANAGEMENT 

Item Name and Description of Record/ . 

Other (Water Reference File).
notices issued 

rganizations (industrial and 
regarding water pollution.

Organ ation given 180 days to 
develop and present plan for halt 
ing or r ucing pollution. Re-
cords cons'st of background data 
on offense d offenders, notices 
to take corre tive action, report 
on plan and st us of implementa-
tion. 

11. 

Data contained in a repor
"The Summary Report on the 
of Interstate Waters." Repo t 
deals with the rivers loca 0 

and flow, sources of poll tion,
adequacy of treatment, ture 0 

delays in abatement, a tion of 
agencies, schedule f proposed
action. Folders al 0 contain 
correspondence ting to the 
reports. 

12.	 Emission ram. Con-
tains docu ents pertaining to the 
developm t, application, and 
sus pen on of guidelines and 

for better controlling the 
emi sions from automobile engines
Fi e contains documents and data 
relating to: ADVISORY CIRCULARS 

TN 

Retention Period 
and Disposition 

Retention: Retain 10 years
after completion of case. 

Disposition: Break 
upon completion of ca e. 
Keep in office 1 ad tional 
year, then send t Federal 
Records Center. Keep in FRC 
for 9 years, en destroy. 

Permanent. 

n sposition: Break file after 
completion of the report.
Keep in office 1 additional 
year, then send to Federal 
Records Center. Keep in FRC 
for 15 years, then offer to 
the National Archives. 

Retain 10 years. 

Disposit Break file at 
the end 0 years. Keep in 
office 1 a itional year, then 
send to Fede Records Center. 
Keep in FRC r 7 years, then 
destroy. 
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" MAf.fUAL 
APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEHENT 

Retention Period Item ame and Description of Record/Fi and Disposition 

(p engine configuration
 
requ ements, application format
 
for he ~ duty engine certifica-
tion, dation of conformity cer-
tificatio ) --- FORD FLAP MAINTE-
ANCE VC 6 vehicles transported


under limite certificate, Ford's
 
ithdrawal of 973 application fo
 

certification, equest for full

certification rep to Justice)--
FORD COMPANY CV 7 ord disclosur
 
of unauthorized main enance, com-
plaint for injunction nd monetar
 
relief) --- SUSPENSION UIDELINES
 
(procedure for suspension of

guidelines, manufacturer's reques

for public hearing, respons to
 
requests to make statement at
 
public hearing, court order,
 
treatment of confidential i
 
tion). Documents pertain' g

the design and operation

grams for mobile units

in production or are
 
production. File co tains docu-
ments and data reI ing to:
 
LABORATORY TEST ANALYSIS
 
(emissions --
ations and co ents) -- DEFECT
 
DEVICES (po cy relative to de-
vices used to circumvent EPA
 
regulati s, violations and pen-
alty) - GENERAL AND CONTROLLED
 
CORRE ONDENCE -- HIGH ALTITUDE
 
EMIS ON (reports and discussions

reg rding change in standards and
 
re lations) -- SUSPENSION GUIDE-

. T.HIES -- COMP.ANY nATA. (h:lI"Kp:TnunJ'I. 

TN 
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APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECOP~S MANAGEMENT 

Retention Period Description of Record/Fi and Disposition 

a on various auto and engine
 
man facturing companies). Con~
 
tain documents pertaining to
 
parts d alterations to vehicles
 

already in use. File
 
contains cuments and data r~~
 
lating to: VISORY CIRCULARS
 
(data on ant rust actions)--
CLIPPINGS (way

pollution -- ~S~T~~~~~~~~~
 
PROCEDURES (Cali rnia exhaust
 
emission tests) -- CITIZEN CORRE-
SPONDENCE (Federal gister, .
 
should exemption be m de because
 
of high altitude, envi nmental
 
policy) -- RECALL INVEST GATIONS
 
(recall of auto by manufac
 
for repair or alteration,

plan) -- STATE INSPECTION
 
-- REGIONS (delegation

ity, role of region

ment, organization.
 

a. Fuels and Lea ulations Retain 10 years. 
and on File. Con-
tains documen pertaining to Break file at 
rule making fuels. Documents years. Keep in 
and data r ate to: FUEL REGIS- additional year, then 
TRATION - LEAD REGULATION (lead Records Center. 

ons and Nationa~ Resource Keep in C for 7 years, then 
e Council, test, health destroy.

ct, methods, hearings) ---
~~L~S (waste oil report, speech 

gas tax conference, additive,

composition, state inspection
 
program, small refiners) -- ~-
NESSES (waiting to testify, list
 
of witnesses). Documents nert"::lin.
 
-tnt; -ta --th< c(ellelo{?!l!e~ 3Qi . 

TN 



" A, 

. MANUAL
 APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEHENT 

Item Name and Description of Record/Fill 
Retention Period 
and Disposition 

app ication or regulations and 
stan ards governing vehicles and 

imported for sale/use.
s relate to: PENDING 
MISSIONS --- CUSTOMS 

=::-=":""':"'"':~r--:I=-::MP-=-=O=-=-RTDATA SYSTEM 
TION POLICY --- IMPOR 

AND APPROVALS ---
..=;.=-====;.\-- OPERATION AND 

documents 
abatement 
aircraft,
pollution.
late to: 

pertaini
for land 
and data 

Records an 
NOISE (Motor 

b. Import Declar ion - Motor 
Vehicles. File ade up primarily 
of completed pies of the form, 
"Importation of Motor Vehicles 
and Motor hicle Engines subject 
to Feder Vehicle Pollution 

egulations (EPA Form
Occassionally a 

Dec ration of Conformity 
co y of HEW Regulation are 

tached to the EPA form. 
EPA form-3520-l serves as 

and 

The 
the 

Retain 12 months. 

Dis 0 ition: Break file at 
end 0 month. Keep in office 
12 addi ional months, then 

TN 
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APPENDIX B • 
RECORDS CONTROL SCHEDULES RECORDS MA.~AGEMENT 

Description of Record/Fi 

so rce document for the automated 
pro ssing of motor vehicle impor
data. 

is used to maR the coded data 

c. 
ration -

for Import Decla-
Code Sheets". 

File made u of the "MOSES" Code 
Sheet-EPA Hq. Form 1780-3) which 

entries from th EPA Form 3520-1. 

d. 1m orted 
tion Numbers. Listi s of im-
ported vehicle and eng e numbers 
supplied by foreign manu 
or u.S. distributors. 

e. Imported Vehicle Conformit 
Certification. Letters, affi 
davits, and invoices descri ng
modifications to vehicle/e gine,
and certifying conformit of EPA 
standards. Agreement t 
for resale or cancell ion 
order because of in ility to 
make modifications 

Retention PeriodI
 and Disposition 

Retentionr Retain 

Disposition:
end of month. in office 
12 additional 
destroy. 

Retain 12 months. 

Break file at 
Keep in office 

months, then 

Retain 4 years. 

Break file at 
years. Keep

in office 2 additional years,
the 

TN 


