
REQUEST ~ AUTHORITY 
TO DISPOSE OF RECORDS 

(Se..e Lnstructsons 011 Rererse ) 

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

FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the prcvrstce s of 44 USC 33030 the dis-Environmental Protection Agency posal request, including amendments, IS approved except for 
Items that may be stomped "drspos ol not approved or "wrth-2 MAJOR SUBDIVISION drawn" rn column 10 Office of Planning and Management 

3 MINOR SUBDIVISION 

Office of Administration 
". " NAME OF PERSON WITH WHOM TO CONFER	 5 Tel EXT 

Mr. Harold R. Masters	 -L755-0840__________________________________________ ~ 'I-3d ·-1S 
6 CERTIFICATE OF AGENCY REPRESENTATIVE	 Date 

I h...erA,by certify that I am euthonzed 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 
-l...U-- pagels) ore not now needed for the busmess of this agency or will not be needed ofter the retentron periods specified 

1,-//~/7f	 Chief. Administrative Management Br. 
(Date) (Signaflire of Agency Representative)	 (TItle) 

97	 8 DESCRIPTION OF ITEM 10SAMPLE ORITEM NO (WIth Inclusive Dates or Retention Periods)	 ACTION TAKENJOB	 NO 

Descriptions and retentions for the Security and f 
Inspection (ftaff, 0Hj CQ of Adffiiftist£8:tion.:.{?erCOI~oS, 

1 23 Security Records 

1 - 3 Inspection Records 

STANDARD FORM 115 
ReVISed November 1970 
Prescribed by General Services 

Admin rsrranon 
FPMR (41 CFR) 101-11 4 
115-IOS 



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

.. -._-- EN'II RONMENTAL PRO'! ~TION /.~GENCY 

APPENDn~ 13 RECORDS HANAGEl:1ENT 

REcor-ns CONTROL SCHEDULES 

-- -~---, ------------.-- .....--.....--~~ ..........----.....--------~ 

SECURITY AND INSPECTION r.ECORDS. 

A. SECURITY 

Security and protective records include documents by agencies to control 
and prote~t security cJassified information; to protect Government 
facilities from unauthorized entry, sabotage, or loss; and to Lns ure the 
adequacy of protective measures at, pr Lva t eLy=owned plants given secu r-« 
ity cognizance by the Government; to determine loyalty and fitneflSan<rll

of individuals enployed by, or seeking empJoyment from the Government.
 

Na~e and Description Retention Period
 
Item of Record/File and Disposition
-1------------_._------

1.	 ~iE~_.of pdssifiecl_Do<::uraeJlts. R2tention: Retain 2 years.
Records relating to the receipt
and use of classified documents. Disposition: Break flle 

at end of year. Keep in 
office for 2 years, then 
destroy. 

2.	 Destruction of Classified Docu- Retention: Retain 2 years.
ments. Reccyds relating to the 
destruction of classified docu- Disposition: Break file 
ments. at end of year. Keen in 

office for 2 years, then 
destroy. 

3.	 Class~fied Document Inventorv. Retention: Retain 2 years.
Files consisting of forms,
ledgers, or registers used to Disp~:~,!:ion: Break file 
show identity, internal routing at end of year. Keep in 
and f f.naL d ispo si tion made of office for 2 years, then 
classified documents, but destroy.
exclusive of classified docu-
ment receipts and destruction 
certificates and documen ts 
relating to Top SecreL 
ma t e+ La L covered eLsevhc re in 

~_~'T~	 _:bjs.. sc.bL;.J"d ...I.... ~,, ~j.£o;;.~~ 

TN 
ORIGINATOR 1 
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MANUAL 
APPENnIX B 

pgCORDS CO~lROL SCHEDULBS 
RECORDS ~~AGEMENT 

Name and Description
Item of Record/File 

4.	 Security Classified Accounting
and Control Files. 

a. Registers maintained at 
control points to indicate 
accountability over security
classified documents, reflecting
the receipt, dispatch, or de-
struction of the documents. 

b. Forms accompanying docu-
ments to insure continuing con-
trol, showf.ng names of persons
handling the documents, intra-
office routing, and comparable
data. 

5.	 Access Files. Records con-
sisting of requests and author-
izations for individuals to 
have access to classified files. 

6.	 Security Storage Equipment. 
Files consist of forms or lists 
used to record safe and padlock
combinations, names of individ-
uals knowing combinations, and 
comparable data used to control 
access into classified document 
container. 

Petention Period 
and Disposition 

Retention: Retain 2 years. 

Disposition: BreRk file 
after document is dovri-
graded, transferred or 
destroyed. Keep in office 
for 2 years, then destroy. 

Petention: Destroy. 

Disposition: Break file 
when related document is 
downgraded, transferred, 
or destroyed, then destroy. 

Retention: Retain 2 years. 

nisposition: Break file 
after authorization exnires. 
Keep in office for 2 years, 
then destrov. 

Retention: Destroy. 

nisposition: Break file 
whe n superseded by a new 
form or list, or upon turn-
in of containers, then 
destroy. 

j 

I 
TN 
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APprNDIX E 

RECORDS CONTROL SCHEDULES 

Name and Description
Item of Re co rd z Ef.Le 

4.	 Classified Accounting
and Ct lro]" Files. 

a. Regi~ ers maintained at 
control pOI ts to indicate 
accountabill over securlty
classified doc ents, reflecllng
the receipt, disl atch, or de-

b. 

5.	 Access Files, con-
sisting of requests and author-
izations for indiv duals to 
have access to c assified files. 

6.	 §ccurity S orage Equipment.
Files COl Ls t of forms or lists 
used to record safe and padlotk
combi tions, names of individ-
uals cnow i ng conb i na ti cn s , ani 
co arable data used to control 

classified documept
container. 

Retentinn Period 
and Disposition 

Retention: 

Dispos~! ."n: Break file 
after cument is do~~-
grad ,transferred or 
des royed. Keep in office 
f r 5 years, then destroy. 

retention: Destroy. 

Disposition: Break file 
when related document is 
downgraded, transferred, 

destroyed, then destroy. 

Retain:;: years. 

Break file 
after au horization expires.
Keep in 0 _ice for 2 years,
then destroy 

Retention: 

Ihsposition:
when superseded by a n w 
form or list, or upon t 
in of containers, then 
destroy. 

TN
2 



1 ANUAL 

APPENDIX B 
l~ECORDS HAI\!ACPfE~T 

HECORDS CONTROL SCHEDULES 

Item 
Name and Description

of Record/FUe 
Retention Period 
and DispositioT1 

7. Surveys and Inspection
Facilities Files. 

of 

a. Documents relating to surveys
and inspections of Govern~ent-
owned facilities conducted to 
insure adequacy of protective and 
preventive measures taken to 
safeguard information and facil-
ities against sabotage and un-
autholized access. 

Retention: ~etain 3 years. 

Disposition: Break file 
after survey/inspection is 
completed. Keep in office 
for 3 years, then nestroy. 

8. 

9. 

b. Documents relating to secur-
ity surveys and inspections of 
privately o~~ed facilities 
assigned security cognizance by
EPA, and related pape1-s. 

Fire, Explosion, and Accident 
Investigative Files. Case files,
includillg all papers relating to 
the invesrigatlons of fires,
explosions, and accidents. 

Property Fass Files. Authoriza-
tion for the removal of property 
or materials from EPA. 

Retention: Retain 3 years. 

Disposition: Break file 
after survey/inspection is 
completed. Keep in office 
for 3 years, then destrov. 

Retention: Retain 2 years. 

Disposition: Break file 
after co~pletion of in-
vestigation. Keep in 
office for 2 years, then 
destroy. 

Retention: Retain 3 
months. 

Disposition: Break file 
after expiration or revo-
cation. Keep in office 
for 3 months, then destroy. 

TN 
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APPENDIX B 

RECORDS Cm1T?DL SCHEDULES 
RECORDS t·jJl..NAGEHENT 

I Name and Descri.pt Lon Retention Period 
:tem of Record/File and Disposition 

10.	 Guard Assignments and Strenp.:th

Files.
 

a. Ledger records.	 Retention: Retain 3 years. 

Df spo sLtLon ; Break file 
after final entry. Keep in 
office for 3 years, then 
destroy. 

b. Requ0sts, analyses, reports, Retention: Retain 2 years.
change no t j cc s , and other 
papers relati0g to post assign- Disposition: Break file at 
ments and strength requirements. end of year. Keep in 

office for 2 years, then 
destroy. 

11.	 l~les ~~ln!}~g to the exercise
 
of pulice functions_.
 

a. Ledger record of arrest, Retention: Retain 3 years.
cars ticketed, and outside 
police contacts. Disposition: Break file 

after final entry. Keep in 
office for 3 years, then 
destroy. 

b. Reports, statements of Retention: Retain 2 years.
witnesses, warning notices, and 
other case papers relating to Disposition: Break file at 
arrests and traffic violations. end of year. Keep in office 

for 2 years, then destroy. 

I 
,I
II 

Ii 
II 
:1 ----------------_._--------.--,-------------------------------TN 
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APPEtIDrx B 

RECORDS HANAGEHENT 

RECORDS CONTROL SCllE:)lfLES 

_._--._- -

il
 Retention PeriodName and Description
Record/FileItem of and Disposition

II
 
I'
12. ~..£C.?l1ntab~1J._ty Personalfor 

Prope.rty Lost or Stolen. I
I
I
I

I
I 
I 

a. Ledger files. Retention: Retain 3 years. 

DisposLtion: Break file 
after final e.ntrv. Keep
in office for 3 years, then 
destroy. 

Retention: Retain Ib. Reports> loss statements, 
recpjpts and 

year.
other papers relat-

and found articles. Disposition: Breaking to lost file 
at end of year.
office for I 

Keep in 
thenyear,

destroy. 

13.	 ~~ccountabi1j ty Records for Keys_.
Records of keys issued. 

14.	 Visitors Registers. Registers 
or logs used to record names of 
outside contractors, service 
personnel, visitors, employees
admltted to areas, and reports on 
automobiles and passengers. 

Retention: Retain 6 
months. 

Disposition: Break file 
after turn-in of key.
Keep in office for 6 
months, then destroy. 

Retention: Retain I year. 

Disposition: Break file 
at end of year. Keep in 
office for I vear, then 

destroy. 

TN 
ORIGINATOR

I 
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MANUAL
 
APPEND1X R 

RECi)RDS CONTROL SCHEDULES 
RECORDS HANi\GEMr:NT 

.---=-=---=--~-------------------~=-~-~~--~--~-----:--------------
Name and Description Retention Period
 

Item of Record/File Rnd Disposition
I 
15. Guard Force Facility Check 

-- I 

a. Data sheets, door slip sum- Retention: Retain 1 year.
maries, check sheets, and guard 
reports on security violations Disposition: Break file 
(except copies in files or at end of year. Keep in 
Agency security offices covered office for 1 year, then 
by item 21 of this schedule). destroy. 

b. Reports of routine after- Retention: nestroy.
hours security checks which 
elther do not reflect security Dispositlon: Break file 
violations, or for which the at end of month, then 
infoL~dtion contained therein is destroy.
documented in the files defined 
in item 21 of this schedule. 

16. Guard Service Control FiJes. 

a. Control center key or code Retention: Destroy.

records, emergency call records,
 
and building record and employee Disposition: Break file
 
identification cards. when material is super-

seded or obsolete, then 
destroy. 

b. Round reports, service Retent ion: Retain 1 year.
reports on interruptions and test 
and punch clock d La L sheets. Disposition: Break file 

at end of year. Keep in 
office for 1 year, then 
destroy. 

6 



MANUAL 

APPENDIX B RECORDS HANAGE~lENT 

RECORDS CONTROL SCHEDULES 

Name and Description Retention PeriodItem of Record/File and Disposition 

c. Automatic machine patrol
charts and registers of patrol
and alarm services. 

Retention: Retain 1 year. 

Disposition: Break file 
at end of year. Keen in 
office for I year, then 
destrov. 

17. 

18. 

Personnel Security Clearance 
Files. A record of investi-
gat10ns of personnel employed
by, or seeking employment with 
the Government, or whose 
relationship otherwise with the 
Government requires a security
clearance, but exclusive of files 
containing material of value for 
reference purposes. 

Industrial Contractor Case Files. 
Security clearance case files of 
contractor employees and con~ 
sultants, access permittees and 
their employees and consultants,
and other non-staff employees.
Such files include Federal 
Bureau of Investigation reports,
or other Government agency
reports, and correspondence
pertinent to the case. 

Retention: ~etain 30 
years. 

Dd soo s Lt Lon : Break. file 
after date of last ~ctjon.
Keen in office for I ve~r. 
then transfer to Federal 
Records Center. Keery in 
FRC for 29 years. then 
destroy. 

Retention: Retain 3 
years. 

Dispositio~: Break file 
after project is com-
pleted. Keep in office 
for 3 years, then destroy. 

19. Personnel Security Clearance 
Status Files. Records main-
tained in security units to show 
the security clearanoe status of 
individuals, either in the form of list o~ rosters. 

Retention: Destroy. 

Dispositicn: Break file 
Hhen superseded or ohso-
lete, t~en destroy. 

7 
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<. 

APPENDr;{ B RECORDS H...Al1.lI..GEl"IENT 

RECORDS CONTROL SCHFDuLLS 

Name and Descrirtion Retention Period
Item of Record/Fir e and Dis;1osition
======-:===~-======'
 

c.	 utomatic machine patrol I Retention: 1 year.
of patrol 

. services. Break file 
year.	 Keep in 
1 year, then 

17.	 Clearance Retain 30 
Files. A recor of investi-
gations of pe rsom 1 employed 

Disnosit:ion: Br ea+ file 
the Cove	 rnme n t , or 'v after date of last action. 
r eLat Lon shu p o t h ervri.s	 d Hith t Keep in office for 1 year,
Oove rnraent r equ i.re s a s curi y then transfer to Feoeral 

files Records Center. Keen in 
containing h8.terlal FRC for 29 years. then 
reference purposes. destroy. 

18.	 Retention: Retain 3 
Security clearance years.
contractor employe s and con~ 
su1tants, access ermittees and Disposition: Br eak fi 1e 
their emp]oyees and consultants, ter project is cam-
and other non- taff employees. pI ted. Keep in office 
Such files i, lude Federal years, then oestroy.
Bureau of I estigation reports,
Civil Serv.ce Commission reports, 
or other overnment a3ency

and	 correspondence
to the case. 

19.	 Pers nne1 Security Clearance Re t en t I em: 
Sta us Files. Records ~ain-
t a ned in security units to shoo Djsl?osltion:
the security clearance status of when superseded or obso-
individuals, either in the fo~ lete. (hen destroy. 

__ .J of lise or	 rosters. 

TN 

ORIGINATOR. 7 
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-
APPENDIX B 

RECORDS MANAGE}tENT 
RECORDS CONTROL SCHEDULE'> 

Item 
Name and Description

of Record/File 
Retention Period 
and Disposition 

20. 

21. 

Security Violation Files. Case 
files relating to investigations
of alleged security violations,
but exclusive of files concern-
ing felonies and papers placed
in Official Personnel Folders. 

Securitv Violation Files 
(Felonies). Case files relating
to investigations of alleged
security violations of a suf-
ficiently serious nature to be 
classed as felonies. 

Retention: Retain 2 
years. 

Disposition: Break file 
after co~nletion of final 
corrective or disciplin-
ary action. Keep in 
office for 2 years, then 
destroy. 

Retention: Retain 20 years. 

Disposition: Break file 
after date of last action. 
Keep in office for 5 years, 
then transfer to the 
Federal ~ecords Center. 
Keep in FRC for 15 years,
then destroy. 

22. EPA Classification and Declas-
sification Committee File. 
Committee was appointed by the 
Administrator to implement
Executive Order 11652 and the 
National Security Council 
Directive of May 17, 1972. The 
file includes security classi-
fication appeals and reviews, 
as well as complaints or sugges-
tions concerning the EPA Secur-
ity Classification Program. 

Retention: Retain 10 years. 

Disposition: Break file 
when com~ittee is super-
seded or canceled. Keeo 
in office for 2 years,
then transfer to the 
Federal Records Center. 
Keep in FRC for 8 years, 
then destroy. 

f 
TN 
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APPLNDIX B 

RECI)RDS cm1TROL Sc;.mnULES 

RECORDS HAN"AGPlENT 

I~ J~ , 

Lt e.n 

20. 

21. 

22. 

arne and Description

of Record/File
 

Case 
files relatin to investigatjons
of alleged sec ity violntions, 
but exclusive of iles concern-
ing felonies and p ers placed
in Official Persanne Folders. 

Security Violation Files 
!Fe) (;'J~i~s ),' Cas e files r cl 

security violetions of a 
fici~ntly serious natur 
classed ~s felonies. 

w s appointed by the 
or to implement

Order 11652 and the 
Nationa Se cu ri t.y Ccuncil 
Direc' ve of Hay 17, 1972. The 
file includes security classi-
fication appeals and r2views, 
as well as complaints or su~ges-
tions concerning the EPA ~ecur-
ity Classification Pro~ram. 

Retention Perio 
anel Dispositi 

years. 

~isp',.sHion,: Break file 
af er completion of final 

rrective or disciplin-
ary action. Keep in 
office for 2 years, then 
destroy. 

Retention: Pe rmanan t 

])i sr-o stt Lon : Break fil e 
after date of last action. 
7eep in office for 1 vear, 
t n transfer to the 

Keep 'n FRC for 4 years,
then 0 fer to the 

Retention: 

Disposition:

when commi ttee .s s uoe r=
 , . 
seded or cancele . Keep
in office for 2 y rs, 
then transfer to th 
Federal Records Cent 
Keep in FRe for 10 
then offer to the 
National Archives. 

8
 



MANUAL 

APPENDIX B 
RECORDS ~ANAGEMENT 

RECORDS CONTROL SCHEDULES 

Name and Description
Item of Record/File 

23.	 Interagency Classification 
Review Committee. Records 
include correspondence and 
reports classifying or declassi-
fying EPA security classified 
records. 

Retention Period 
and Disposition 

Retention: Retain 10 years. 

Disposition: Brenk file 
when COJ11J11i isttee SUT)er-
serled or canceled. Yeep
in office for 2 years, 
then transfer to the 
Federal Records Center. 
Keep in FRC for 8 ye ars , 
then destroy. 
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APPENDIX B 

RECORDS ~lANAGEMENT 

RECORDS CONTROL SCHEDULES 

---------------.---------~\--------------------------------------.---------~--
Item 

Name and Descrlption
of Record/ File 

Retention Period 
and Dispositi0n-

--------
23. ~permanent 

Break file 

records. 

wh en commf ttee is super-
seded or canceled. Keep
in office for 2 years,

1en transfer to the 
·a1 Records Center. 

FRC for 10 
to the 

years, 

National Arc 

TN 9
ORIGINATOR 



-------pM A~~UAL, 

APPENDIX B 

RI.:COImS CONTRUL SCHEDULES	 RECORDS Hi\NAGnlElH 

----------------~----~----.---------------. 

B. INSPECTION 

Inspection records include records 
ards of conduct, regulations, or of 
and related documents of inspection
detect conditions that may lead to 
tions. 

relating to violatIons of stand-
Federal criminal Latr and reports
of procedures or programs to 

violations of laws and regula-

---------...-----------.~~--
Name and Description Retention PeriodItem of Record/file and DisDosition 

----i---- ------.------.--------f-----------

1.	 Inspection Reports. Case files 
of illVesti.gative and inspection
repoIts and related papers on 
EPA personnel or private concerns 
having ralationship uith EPA 
relating to violations of stan-
dards of conduct, regulations, 
or of Federal criminal la~. 

2.	 Lnspection
Programs.
documents 
cedures or 
conditions 
violations 
tions .' 

3.	 Complaint
ieflecting
EPA personnel. Included are 
complaints transmittal letters" 
investigat ive data and summa rLes , 
finding of fact st aremen t s , 
fin81 disposition repor~s, and 
similar paper-so 

of Procedures or 
Reports and related 

of inspection of pro-
programs to detect 
that may lead to 
of Laws and regula-

Case Files. Documents 
complaints against 

Retention: Retain 10 
years. 

Disposition: Break file 
when project or trans-
action is completed. Keep
in otfice for 10 years,
then destroy. 

Retention: Re t a In 10 
years. 

Disposition: Break file 
after inspection is com-
pleted. Keep in 0ffic~ 
for 10 years, then destroy. 

Retention: Retain 10 
years. 

~isposition: Break file 
after resolution of 
complaint P.etain in A 

office for 10 years, then 
destrov. 

TN 10ORIGINATOR. 




