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TO· GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 
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posal request, Including amendments, IS approved except for 

items that may be stamped "disposal not approved" or "with-
drawn" In column 10 
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5-0840 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for thrs agency In matters pertaining to the disposal of the agency's records, that the records proposed for disposal In thrs Request of 
~ pagels) are not now needed for the busmess of thrs agency or will not be needed after the retention periods specrfled 

Chief, Administrative Management Br. 
(SIgnature of Agency Represen;!t1ve)	 (TItle) 
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ITEM NO	 (WIth Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN 

1 - 18	 Description and retention schedules for the Solid Waste 
Management Program, Office of Air and Waste Management 

STANDARD FORM 115 
Revrsed November 1970 
Prescribed by General Services 

Admmisrranon 
FPMR (41 CFR) 101-114 
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ENVIRONMENTAL PROTECTION AGENCY MANUAL 

APPENDIX B 
RECORDS MANAGEMENT 

RECORDS CONTROL SCHEDULES 

6.	 SOLID WASTE. 

These records pertain to the solid waste management program, including
advice on operation of waste management activities, resource recovery,
demonstration projects, and technical information services. 

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

1.	 State and Local Government File. Retention: Retain 6 years. 
Covers contacts and activities 
with States, counties, and Disposition: Break file 
cities, Records consist of at end of year. Keep in 
letters regarding award or office for 6 years, then 
funding of contracts or grants, destroy.
meeting arrangements, copies of 
proposed or existing State laws 
on solid waste management, list 
and staffing of State agencies
responsible for solid waste 
management activities, State 
regulations, reports on meet-
ings with State representatives, 
State action plans, etc. 

2.	 Industrial and Commercial Files. Retention: Retain 6 years. 
Covers contacts and activities 
with industrial and commercial Disposition: Break file 
firms, including background at end of year. Keep in 
data on firms. Records con- office for 6 years, then 
sist of requests for informa- destroy.
tion, product brochures, pro-
duct distribution data, comments 
and reports on product/container
composition and disposal, list 

TN 

ORIGINATOR. I 



.' 

MANUAL APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEt1ENT 

Name and Description
Item of Record/File 

of company and staff, company
program participation, corre-
spond~nce and reports. 

3.	 Program Management Files. 
Contains data relating to all 
phases of hazardous waste 
management, resource-energy
recovery, and systems for 
collecting and processing 
solid waste. Records consist 
of correspondence and reports
relative to policy and programs,
legislation, intergovernmental
activity, tax credits, etc. 

4.	 Foreign Government File. 
Covers contacts and activities 
with foreign governments.
Records consist of cooperative
program agreements, meeting
arrangements, minutes of 
meetings, news clippings,
technical reports and papers, 
trip reports, etc. 

5.	 Interagency and Federal Govern-
ment File. This file contains 
contacts and activities with 
Federal agencies, commissions, 
and other units of the Federal 
Government. Records consist of 
letters and reports relating to 
Executive Orders, mrn statements 
and bulletins, proposed legis-
lation and programs, cooperative
ventures and proposals, meetings 
and conferences, etc. 

Retention Period 
and Disposition 

Retention: Retain 10 years. 

Disposition: Break file 
at end of year. Keep in 
office for 2 years, then 
transfer to the Federal 
Records Center. Keep in 
FRC for 8 years, then 
destroy. 

Retention: Retain 6 years. 

Disposition: Break file 
at end of year. Keep in 
office for 6 years, then 
destroy. 

Retention: Retain 6 years. 

Disposition: Break file 
at end of year. Keep in 
office for 6 years, then 
destroy. 

TN 



MANUALAPPfu'IDIXB 

RECORDS CONTROL SCHEDULES 
RECORDS HANAGEMENT 

Item 

6~ 

7. 

8. 

Name and Description
of Record/File 

Environmental Impact Statements 
and Reviews. Covers activities 
related to environmental impact
statement needs, requirements,
development, and appraisal. 
Records consist of environment-
al impact statements, appraisals,
negative declarations, comments 
and program papers relative to 
impact of Federal activities 
on environment. 

Regional Files. Concerns the 
organization, management, and 
operation of the regional opera-
tions. Records consist of 
staff lists, planned program,
organizational plan, summary
of activities, regional corre-
spondence with State Govern-
ment units, and memos on pro-
gram actions. 

Early EPA (1969-1970) Solid 
Waste Program Development File. 
A collection of records covering
the establishment and organiza-
tion of the Solid Waste Program
in EPA. Records consist of bud-
get submittals and justification~ 
correspondence from the Office 
of Management and Budget, state-
ments before Congress, reorgani-
zation and relocation plans,
working group reports on manpower
development and financial manage-
ment, etc. 

Retention Period 
and Disposition 

Retention: Retain 5 years. 

Disposition: Break file 
upon the completion of 
review. Keep in office for 
2 years, then transfer to 
the Federal Records Cen-
ter. Keep in FRC for 3 
years, then destroy. 

Retention: Retain 6 years. 

Disposition: Break file 
at end of year. Keep in 
office for 6 years, then 
destroy. 

Retention: Permanent. 

Disposition: P fll@1 

aa ed of ) w:r Kgep in 
gffjSG f J] ; I!iltci'; 
transfer to the Federal 
Records Center. Keep in 
FRC for 20 years, then offer 
to the National Archives. 

TN 
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MANUAL
 APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEHENT 

Item 

9..
 

10. 

Name and Description
of Record/File 

Contracts and Grants - Program
Group File. Documentation re-
latin6 to the formulation, award, 
and changes in contracts and 
grants for studies, demonstra-
tions, and services. Records 
consist of orders for supplies
or services (SF-147), procure-
ment requests, justification
statements, task orders, con-
tractor or grantee proposals, 
bid evaluations, award notices, 
contractor staff resumes, con-
tract or agreement, report of 
payments to contractors, pro-
gress reports, change notices,
etc. 

Final Reports and Evaluations 
Resulting from Contractor and 
Grantee Studies and Services. 
Final reports submitted by
contractors and grantees. 
Also includes evaluations and 
comments by staff members and 
others. 

Retention Period 
and Disposition 

Retention: Retain 7 years 
after completion. 

Disposition: Break file 
upon the completion of 
project. Keep in office 
for 1 year, then transfer 
to the Federal Records Cen-
ter. Keep in FRC for 6 
years, then destroy. 

Retention: 

a. Record or Master Copy -
Permanent. 

b. Information Copies -
As determined by users' 
reference needs. 

Disposition: 

a. Record or Master Copy -
Break file upon the comple-
tion of Project. Keep in 
office for 1 year, then 
transfer to the Federal 
Records Center. Keep in FRC 
20 years, then offer to the 
National Archives. 

TN 



APPENDIX B 
MANUAL 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Item 

11. 

12. 

Name and Description
of Record/File 

Professional and Civic Associa-
tions and Institutions. Covers 
contacts and activities with pro-
fessional associations (engineers,
chemists, etc.), civic associa-
tions (environmentalists, Boy
Scouts, JC's, etc.), and insti-
tutions (colleges, foundations, 
etc.). Records consist of 
meetings and conference arrange-
ments, ... stu ad tzs££sczlpts 
&i I hi a_I lists of organi-
zation officers, organization
brochures, special studies and 
reports, requests for informa-
tion and assistance, speeches, 
etc. 

Publications, Promotional 
Items and Supporting Artwork. 
General and technical literature 
and promotional items. Litera-
ture and promotional items take 
the form of handbooks, brochures,
pamphlets, comic books, buttons, 
and bumper stickers. Artwork 
consists of original drawings 
and photographs. 

Retention Period 
and Disposition 

b. Information Copies -
Destroy when no longer
used , 

Retention: Retain 6 years. 

Disposition: Break file 
at end of year. Keep in 
office for 6 years, then 
destroy. 

.. Distribution Supply
Copies - Last print date 
plus 3 years. 

b. Information Copies -
As determined by users' 
reference needs. 

TN 
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MANUAL 
APPENDIX B 

RECORDS HA1~AGEMENT 
RECORDS CONTROL SCHEDULES 

Name and Description
Item of Record/File 

13.	 Speeches and Journal Articles. 
Contains speeches prepared for 
delivery at civic functions and 
professional conferences and 
meetings and articles prepared
for publication in professional 
magaz ines and journals. 

Retention Period 
and Disposition 

Disposition: 

a Poosnd or 11S0•91' t;;9FY" 

Bneali in i sH9n !,,,H ieae 
Lioit. Ileep in effiee fufL'L 
~Q yosr~s Ii~ep offer Iii ~h8 
HtI:~i:entl:lArel:hcs, 

~ Distribution Supply
Copies - Break file after 
printing and initial dis-
tribution. After 3 years 
destroy undistributed 
copies. 

b. Information Copies -
Destroy when no longer
used. . 
Retention: R.1e , n ~.. 'lee rs . 
a PISS'] in Master GiP)
iormSReRt 

h a I	 zfeZL&bi a 2 
be dots d 1) a9Erg' 
ref 2£ Ci:eE aEEd'!I. 

Disposition: 

a. ~::1ifai£mij.:.-
Break file after presenta-
tion of speech or publica-
tion of article. Keep in 
office for 5 years, then bMW 

fe, •• the FedoEsl RsssEda 

des.Tr'1' 
TN 



MANUAL
 APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Name and Description
Item of Record/File 

14. D and Promotion Films. 
of 16 rom films on 

variou olid Waste Management
subjects. Films include such 
title as" e Village Green", 
"Wisconsin F es the Solid l-laste 
Problem", "500 

Retention Period 
and Disposition 

Senter Keep ip FRG for 
l!'i 5_"8; thea offer to
 
tlltc Natbanl AZellteESP
 

-.8 T 5 G pjgs 

iOiillil'iY TThn ae iii!!! 7 

~ 

Retention: 

a. Record
 
Permanent.
 

b. Distr·
 
Date of
 
10 ye
 

Disposition: 

a. Record or Master Copy -
Break file after film com-
pletion. Keep in office for 
5 years, then transfer to the 
Federal Records Center. 

eep in FRC 15 years, then
 
a fer to the National
 
Ar
 

b. Co'ies -
last show-

ing. in office for 10 
years, 

TN 
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,'t. Docurent2T)' and Promotion Fi 1rr:5. 

a. The ori~in~l ne~~tive or color orieinnl 
plus separ~te optical sound tr~ck, an inter-
nedinte master positive or duplicate ne~n-
tive plus optical sound tracl., and a soundf projection print o~ films on solid waste 
nan agemen t subjects tOf,ether with a script 
and appropriate docunent ation bc arin,g on the 
production, acquisition, release, ri~hts,
clearances, and owner ship of the f i lr-, 

h. Ac1ditional duplicate prints used in the 
dist ribut icn of filrs irlentified in 14a. 

c. ~ecuri ty copy of subj ects in 14a. 

PER\I,\~!E!\'T. f i leDre:1-].
after co~nletion o~ ~iln 
and offer to the "!ntion<11 
Ar ch i vcs whcn obs o let e or 
after 5 years whichever 
occurs first. 

Break file after last showing
and destroy S years thereafter 

Break file after records in 14 
have been offered to the ~a-
t iorral Ar chives and destroy I 
year thereafter. 

7
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RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMID~T 

Item 

15. 

16. 

Name and Description
of Record/File 

Solid Waste Management Informa-
tion Retrieval and Abstract 
Bulletin File. Monitoring and 
coordination of literature 
searches and abstracting of 
solid waste management litera-
ture. Records consist of 
information retrieval requests, 
term lists, shipping reports 
and vouchers, and copies of 
Bulletin. 

Solid Waste Management Abstract 
Bulletin. Periodic publication
of abstracts of Solid Waste 
Uanagement articles published
in professional journals and 
magazines. 

Retention Period 
and Disposition 

Retention: Retain 7 years. 

Disposition: Break file 
after termination of ab-
stracting services. Keep
in office for 1 year, then 
transfer to the Federal 
Records Center. Keep in FRC 
for 6 years, then destroy. 

Retention: 

a. Record or Master Copy -
Permanent. 

b. Information Copies
Retain until no longer
needed. 

Disposition: 

a. Record or Master Copy -
Break file upon pu~lication
of Bulletin. Keep in office 
for 5 years, then transfer 
to the Federal Records Cen-
ter. Keep in FRC for 15 
years, then offer to the 
National Archives. 

TN 
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APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Item 

17. 

18. 

Name and Description
of Record/File 

Regulations, Standards, and 
Guidelines. Contains informa-
tion relating to the development 
of rules and regulations 
effecting the environmental 
legislation passed by Congress.
Records consist of drafts of 
proposed regulations and guide-
lines, internal comments,
journal articles and other 
supporting literature, i.dszsl 
na8' t proposed'rules, response 
to proposals,:Fsd sa' RIB' teE 
t us sbat? 5.7 as},EPA press
releases, newspaper clippings,
etc. 

Legislation. Contains records 
pertaining to proposed and 
existing Federal legislation.
Records consist of proposed
bills, acts, amendments, analysis
of bills and amendments, news 
clips, briefing papers, hearing
transcripts and reports, corre-
spondence, etc. 

Retention Period 
and Disposition 

b. Information Copies -
Destroy when no longer
needed. 

Retention: Permanent. 

Disposition: Break file 
upon publication • .L4u Fcdera::l 
R08JGt ',; Keep in office 
for 1 year, then transfer 
to the Federal Records 
Center. Keep in FRC for 
15 years, then offer to 
the National Archives. 

Retention: Retain 10 years. 

Disposition: Break file 
at end of year. Keep in 
office for 2 years, then 
transfer to the Federal 
Records Center. Keep in FRC 
for 8 years, then destroy. 

TN 




