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REQUEST R AUTHORITY	 LEAVE BLANK •'" 
DATE RECEIVEDTO' DISPOSE OF RECORDS	 JOB NO 

(See	 lnstructrons on Rererse ) MAY 13 197511 ~r,,=, MC- 412- 'lQ-8TO	 GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 NOTIFICATION TO AGENCY 

1 FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the provrsron s of 44 usc 33030 the dIS' U. S.	 Environmental Protection Agency pos ol request, including amendments, IS approved except for 
Items that may be stamped disposal nat approved' or wrth-

2 MAJOR SUBDIVISION drawn In column 10 

Office of Civil Rights
3 ~INOR SUBDIVISION 

4 NAME OF PERSON WITH WHOM TO CONFER TEL EXT 

755-0830David O. Stephens	 
15 ~-1-76 ~ 1: (J)l~ 

6 CERTIFICATE OF AGENCY REPRESENTATIVE	 Date et.a~ Hrcbll'lJl of the Unued States 

r h~eby certify that I am cutborrzed to oct for this agency m motters pertcuunq to the disposal of the agency 5 records, that the records proposed for disposal In this Request of 
~ pagels) are not now needed for the business of this agency or will not be needed after the retention perrods specified 

r-. 

5-9-75	 EPA Records Management Officer 
(Date)	 (TItle) 

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

1 - 2 Descriptions and retention schedules for the Office of 
Civil Rights. Items 1 - 2 are attached. 

STANDARD FORM 115 
Revised November 1970 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 
115-105 
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; ENVIRONMENTAL PKuTECTION AGENCY	 MANUAL! 
l 

iAPPENDIX B ," RECORDS MANAGEMENT! r,,' ~	 - - -r'-IRECORDS CONTROL SCHEDULES 

I CIVIL RIGHTS 

'I The records described below pertain to the Agency's equal opportunity 
land civil rights programs, including activities related to assuring

equal opportunity in employment within the Agency, career advancements 
of minorities and women employees, and prohibiting discrimination in 

!employment with the Agency and by EPA contractors or projects receiving 
Agency financial ass'Lsnance, In carrying out these responsibilitiesI'the Office of Civil 'Rights conducts investigations of alleged disorimi-

II nation involving the areas of race, color, sex, age, religion, or ,
national origin. NOTE: The items in this schedule apply Agencywide. ~ 

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

1.	 Discrimination Complaint File.
 
Records created in receipt and
 
processing of complaints of
 
discrimination by employees or
 
applicants for employment'with
 
the Agency. Complaints relate
 

'to alleged	 discrimination in 
matters of race, color, sex, I 
religion, and national origin. ~ a. Off~cial Case Files. As per Retention: Retain ~ ~ years I O/J1 
5 CFR 713.222, includes com- after final adjudication.
plaint form (CSC Form 894), and ! I 

I 

~ I~- 76investigation report. May also Disposition: Break file 
include transcript of hearing upon final adjudication of 
testimony, copy of findings cases. Keep in office 1 
and recommended decision issued year, then tran~fer to the 
by CSC complaint examiner, copy Federal Records Center for3 
of decision by EPA Administrator, ~years, then destroy.
and copies of decisions by CSC 
Board of Appeals and Review and 
U.S. District Court. 

TN ", 
ORIGINATOR: PAr \,:.:fJtl'·l-.':'~ 

"i 11 • ~ j 
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MAHUAL • APPEt-1D1X B 

RECORDS CO:~TROL SCHEDULES 
RECORDS UA.l~AGEfE.-;T 

Naffieand Descri?tion Reten~io~ Period·
 
Item of Jlecord/File and Disposition
 

b. C:1offichl (Duplicate)_Copie~. Betention.: Retain 1 year 
of Case Files. Includes all other after f LnaL adjudLcat Lon , 
copies of discrimination c02plaint
caie files and duplicates of docu- Disposition: Break file 
ments fil0d in Official Case Files upon final zdjudicaticn 
in Item lea) above. of cases. Keep in office 

1 year, then ,destroy. 

c. Background Case Docunents. F.ete?tion: Retain 3 years
Includes all background docu- , after final adjudication~ 
ments pertaining to cocplaint, 
cases but not required to be Disoosition: Break file 
maintained by S CFR 713.222. upon final.?djudication

of cases. Keep in office -" 
3 years, then destroy.. .. "'~~r-t2.	 Civil Rights Program Subj'ect Retention: .~e~eift 5 yeaFS.

File. General subject file ,
containing correspondence, memo- Disposition: Break file 
randa, reports, printed and· at end of year. Keep in 
published ~~terials, and other office S'years, then'~ 

,p~c~ordsrelating	 to the equal .Ies! '¥. ~ FR C. ~~ A:J. 
opportGnity and civil rights - /U A ~.5 ~ ~~ 1.5 ~ o-A.cA.. programs~ Includes Affirmative,

~.,..-.' Action Plans, co~~ittee docu-
mentation, copies of legi3lation,

rules·,-and.regula tions·,--c
orre=--
spondence with other EPA offices'
 
and research centers, speeches,
 
and other g~neral records"not
 
pertaining to cases.
 

..
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