
REQUES.R AUTHORITY
 
TO DISPOSE OF RECORDS
 

(See Instructions on Rererse } 

TO: GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 

1. FROM (AGENCY OR ESTABLISHMENT) 
In accordance	 with the provisions of 44 U.S.c. 33030 the drs-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. 

Office	 of Water and Hazardous Materials 
3. MINOR SUBDIVISION 

Municipal Waste Water Systems Division 
4. NAME OF PERSON WITH WHOM TO CONFER	 5. TEl. EXT. 

Harold	 R. Masters 755-0840 R-:;6-1,/ 
Date6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

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

Chief,	 Administrative Management Br. 
(Signature of Agency Representative)	 (Title) 

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

1-9	 Descriptions and retention for Municipal Waste Water
 
Systems items 1-9 are attached
 

STANDARD	 FORM 115 
Revised November 1970 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 
115-105 



ENVIRONMENTAL PROTECTION AGa~CY MANUAL 

APPENDIX B RECORDS HA l'l'AGF.'1ENT 

RECORDS CONTROL SCHEDULES 

MmnCIPAL HASTE HATER SYSTEMS DIVISION 

The records described below relate to the processing, reportin51:, and 
maintaining data relating to the needs and grants for: and the cost of 
waste water systems. Development of standards, regulations, and guide-
lines for the operation and maintenance of wa ste water systems.
Conductin~ of the needs survey and the management of obligations and 
outlays in the construction grants program. 

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

1. General Inquiry and Response File 
(INR). File Contains letters from 
Senators, Representatives, cowmun-
ity leaders, State representatives,
trade organization leaders, and 
others dealing with grants or pro-
jects, equipment or supplies, or 
some technical phase or aspect of 
waste water treatment. 

Retention: Retain 1 year. 

Disposition: Rreak file 
at end of year. Keep in 
office 1 year, then des-
troy. 

2. Grants - Obligations and Outlays
(GRO). Summaries and detailed esti-
mates of construction grants, quar-
terly outlay'projecticns, directives 
to regions on awar d s , methods and 
procedures for allotment, legal
opinions, presentation and briefing
material for congressional
hearings, reports of obligations
and outlays by States and terri-
tories, project registers, 30% 
reimbursable program, status of 
funding, 

Retention: Permanent 

Disposition: Break file 
at end of 2 years. Keep
in office 2 years, then 
send to Federal Records 
Center. Keep in FRC for 
15 years, then offer to 
the National Archives. 

3. Legislation file. 
of acts, analysis 

Contains copies
of acts and 

Retention: 
years. 

Retain 10 

TN 
ORIGINATOR: 



MANUAL
 
APPE1\TJ)IXB 

RECORDS M..I\.NAGEMENT RECORDS CO~lROL SCHEDULES 

Item Name and Description of Record/File 

amendments, reports on·compliance
with acts, news clips, congres-
sional and interagency correspon-
dance, data on implementation,
hearing transc~ipts, press releases, 
etc. 

Needs Survey File (NDS). Contains 
copies of completed questionnaires,
briefing notes for congressional
hearings~ census reports, reports 
on meetings with ONB, survey ques-
tionnaire design data and evaluation 
CepQl~~, s~rve1 ~taod5 and tech-
niques, comments on surveys, survey
schedules, and survey reports. 

5.	 Permit processing File (PMT).
Municipal permits, lists of regional
coordinators, design of program,
procedures for issuing permits, For-
mat for permits, permit program
status, inC[ulries regarding perr.lit 
program, applications for permits. 

6.	 Plant Efficiency (210) Survey File. 
List of survey questions, survey
'form	 design, survey procedures and 
methodology, survey schedules, and 
completed questionnaires. 

Retention Period 
and Disposition 

-Ddspo sLt.Lon : Freak file
 
at end of 2 years. Keep

in office 1 year, then
 
send to Federal Records
 
Center. Keen in FRC for
 
9 years, then destroy.
 

Retention: Retain 10 
years after completion of 
survey. 

Disposition: Break fjle 
~ comnletion of survey.I Keep in office 1 year,
then send to Federai 
Records Center. Keep in 
FRC for 9 years, then 
destroy. 

Retention: Retain 12 
years. 

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

Retention: Retain 10 
years after completion of 
survey. 

Disposition: Break file 
unon completion of survey.
Keep in office 1 year, 
then send to Federal 
Records Center. Keep in 

TN 
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MANUALAPPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS }iANAGEMENT 

Item	 Name and Description of Record/File 

7.	 Cost - Construction and O&M. Equip-
ment cost lists, reports of labor 
costs, cost indexes for sewers,
techniques for estimating, lists of 
engineering services, statistical 
reports on sewage and water-works 
construction, lists of plants and 
costs, reports on contract awards,
profiles of O&M costs (charts)
wholesale prices and prices index 
rp.nn,.t~ . 

8.	 Standards - Regulations and Guide-
lines File. Complaints about a rule 
or standard, proposed changes,
Notice of ch~nges or additions (for
publication in Federal Register),
hearing notices, hearin~ arrange-
ments, tra~scripts, guidelines,
press releases, and news clips. 

9.	 Technical Advisory Group File. 
Invitations to join the Group, Group 
membership list, resumes of Group
members, mission statements, stra-
tegy papers, meeting agendas. travel 
vouchers, hotel reservations,
minutes of meetings, and funding
statements. 

ReteDtion Period 
and Disposition 

FRC for 9 years, then 
destroy. 

Retention: Retain 2 
years after completion--
of index. 

Disposition: Break file 
upon completion of index. 
Keep in office 2 years~ 
then destroy. 

Retention: Retain 10 
years. 

Disposition~ Break file 
at end of 2 years. Keep
in office 1 year, then 
se~d to Federal Records 
Center. Keep in FRC for 
9 years. then destroy. 

Retention: Retain 3 
years. 

Disposition: Break file 
at end of 2 years. Keen 
in office for 2 years, 
then destroy. 

~-----'-----TN 


