
---REQUEST FOR RECORD~iSPOSITION AUTHORITY	 BLANKLEAVE 

(See Instructions on reverse) JOB	 NO 

~Cl 412 77 5 
TO:	 GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 DATE RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT) ~4 AUG t91lEnvironmental Protection Agency 
NOTIFICATION TO AGENCY 

2. MAJOR SUBDIVISION 

Office	 of Research and Development :n accordance with the orevrsrons of 44 USc 3303a the disposal re 
quest, including amendments, IS approved except for Items that may 

3. MINOR SUBDIVISION	 be stamped "disposal not approved" or "withdrawn" 10 column 10 

4. NAME OF PERSON WITH WHOM TO CONFER	 5. TEL EXT 

4-/~~'7$ r~[<] fJ/;ed()David o. Stephens	 755-0830 Date a ~r.Il. An 11"';,1 O/I/l(' United Stutes 

6. 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 13 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 
o	 A Request for immediate disposal. 

[XJ B Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE 
D', 11~ATURE. (OFOGE~ RE:RESrTAT~~_E . E. TITLE~a[ ~~ _ ~~~---r Chief, Administrative Management Branch 

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

Record series descriptions and proposed retention and
 
disposition instructions for the Office of Research and
 
Development are attached.
 

STANDARD FORM 115 
Revised April, 1975 
Prescnbed by General Services 

Admrnistration 
FPMR (41 CFR) 101-11 4 
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APPENDIX C 

RECORDS CONTROL SCHEDULES	 RECORDS MANAGEMENT IHEADQUARTERS RECORDS 

I 
RESEARCH AND DEVELOPMENT RECORDS. 

The records described below relate to the operation of a research and
 
development program for the Agency. The major areas of this program

include satisfying the research needs of the Agency's operating programs

in the areas of pollution sources, health and ecological effects,

pollution prevention and control, environmental sciences, monitoring
 
systems, and dissemination of scientific and technical knowledge.
 

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

1.	 Air. Land and Water Use Program Files.
 
Includes documentation related to the
 
Agency research programs concerning

air, water, pesticides, solid wastes,

and toxic substances. Documentation
 
relates to research conducted on
 
pollution control strategies and
 
technology, analytical methods
 
development, and other research
 
areas. Records consist of correspon-
dence and memoranda and all supporting

documentation ••
 

a. Official Files.	 Retention: RetaiLi to 
~.p~~. 
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 clest;r;gy~..b
NA~. 

I. .r.... TN 

I'	 
: ,..,.ORIGINATOR: 



MANUAL
 

C~''''FP r .r t« 

RECORDS MANAGEMENT RECORDS CONTROL SCHEDULES 
HEADQUARTERS RECORDS 

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

b.	 Other Copies. Retention: Retain 5 
years. 

Disposition: Break file 
at end of year. Keep
in office 2 ,eatS, then 
EP&ftsfer co tfieFederal 
Rees!!ae BenLer. KeepyeESr ftC) 1~..5 

in office. Eel!'2 yfiar~ ;~.sDE S 

2. Energy, Minerals and Industry
Program Files. Includes documentation 
related to the energy and industry
research programs of the Agency. Major
file categories include energy systems, 

'energy control and conservation, fuel 
research projects, industrial pollutant
control, and research and laboratory
coordination activities. Records con-

-ill FRS for :3 
tileR eest!!e-y. 
~ .,.Jl..al~~ -~cr 

0 
~ 

~:.-e 
, • 

'f q •• ~d 

I 
1, 

, 

sist of correspondence, memoranda,
all supporting attachments. 

a. Official Files. 

and 

Retention: R@liflHl~ 
Y&l8!rs;o p~~' 

~ 
I 
~ 

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

b. Other Copies. 

Keep in Fl\C for 8 years, 
then d&l~~ro)t~~:NA , 

jRetention: Retain 5 
years. . 

I 

Je.S. 

~ 
Disposition: Break file 
at end of year. Keep ,-~, l 

th@ft ttAtiSfer to t:lole .' '-.rIo ~ 

..Eaderal R:ees!!6:S Ge@tifiu::.o ~ 
~ 'b ... ~ -:§ ~ --'--~ . 

TNCHAP 

P /\i( DATE 
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RECORDS CONTROL SCHEDULES RECORDS MANAGEMENT 
HEADQUARTERS RECORDS 

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

Heep ift ERe fgr 3, 

~ae~s, ~fteR d8strQ~ 

3.	 Monitoring and Technical Support

Program Files. Includes documentation
 
related to the Agency research programs

~oncerning environmental monitoring,

analytical measurement techniques, quality
 
assurance, dissemination of scientific
 
and technical information, and related
 
areas. Major file categories include
 
air monitoring research, energy related
 
research, radiation safety programs,
 
monitoring instrumentation, and labora-
tory research coordination activities.
 
Records consist of correspondence,

memoranda, and all supporting documen-
tation.
 

a.	 Official Files. Retention:
 
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 
daQtrQ¥~~ 

b.	 Other Copies. Retention: Retain 5 
years. 

Disposition: Break 
file at end of year. 
Keep in office.for 2 
~ears, then traftSieF 
te-tbe Federal &eesF8s: 
CaRter. Keep ill FltC ! 
£CIU;' 3 ,ears, then ~ ..s 
destFey. J)~~ 'f~'""1 

TN	 PAGE NUMBER 
PARDATE
 

EPA FORM 131S-IC,(S-71)
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RECORDS CONTROL _.SCHEDULES 
RECORDS MANAGEMENT HEADQUARTERS RECORDS 

Retention Periodj
lItem Name and Description of Record/File and Disposition 

4.	 Health and Ecological Effects
 
Program Files. Includes documentation
 
related to the Agency research programs

concerning the health and ecological

effects of various pollution categories
 
and sources. Documentation covers
 
research programs on air, water,

pesticides, radiation, toxic 3ubstances,

noise, and multi-media health and
 
ecological effects. Records consist
 
of correspondence and memoranda, and
 
all supporting documentation.
 

a. Official Files.	 Retention: 
y,Qa58. 

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 r "" tt.S 
~~:f-

b. Other Copies •	 Retention: Retain 5
•	 years. 

Disposition: Break 
file at	 end of year. 
Keep in	 of f Lce ~ 
2 )eats, CliEtl Ltansfe! 

/ 

Advisory and Interagency Committees 
and Task Forces Files. Includes 
documentation related to the operation 
of scientific or research oriented 
advisory and interagency committees and 

C~'AP TN 
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RECORDS CONTROL SCHEDULES 
HEADQUARTERS RECORDS 

Item Name and Description of Record/File 

,	 task forces, such as the Energy 
Coordinator Staff, the Stratospheric 
Modification Research Staff, and 
similar bodies. Records consist of 
meeting agendas, minutes of meetings, 
reports prepared by or for the 
committee, correspondence, and other 
related records. 

a~ Records Kept by the Committee 
Chairman and/or Executive Secretary.
(Arranged chronologically). 

b.	 Records Kept by Committee Members. 

• 

6.	 Objective Statements and Accomplish-
ment Plans Files. Includes planning
documents used to allocate resources 
to the research laboratories, to list 

~bjectives, and to set forth plans for 
accomplishing the objectives. 

a. Official Files.
 
(Records arranged by fiscal year, then
 
by name of Laboratory). ~
 

RECORDS MANAGEMENT
 

and	 Disposition 

Reten tion: .E'n:1Rft!ien~.WlTliDa' 
. ..~ 

Disposition: Break 
file at end of year. 
Keep in office until 
termination of committee 
or for 5 years, which-
ever is earlier, then 
transfer to the 
Federal Records Center. 
Keep in FRC for 10 
years, then offer 
to the National Archives. 

i 
Retention: L"rJ lH~18'~ WIlIiDBAWJj 

! 
Disposition: Destroy
when superseded. or
obsolete or upon
termination of member-
ship, whichever is 
earlier •. 

IRetention: Permanent.I . 
Disposition: Breaki 

I 
TN	 ~AGt NI;MGt:R 

PA.RDATE 

EPA FORM DIS-Ie i5-71) 



CHAPTER TITLE 

RECORDS CONTROL SCHEDULES 
HEADQUARTERS RECORDS 

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

file at end of 
fiscal year. Keep
in office for 5 years, 
then transfer to the 
Federal Records Center. 
Keep in FRC for 10 
years, then offer to 
the National Archives. 

b.	 Other Copies. Retention: Retain 
5 years. 

Disposition: Break 
file at end of fiscal 
year. Keep in office 
for 5 years, thenI

J	

destroy. 

7 International Activities and Agre~-

I 

1 • ments File. Includes record copies
of documentation related to the 
international activities of the Agency's 
research and development programs. 
Records consist of bilateral and 

I cooperative research agreements and 
supporting documentation, conferenceI	 and symposia materials, and records 
related to multilateral organizations
such as the United Nations Environ-
mental Program, the World Health 
Organization, and others. 

~ 
a. Official Files. (Records arranged Retention: Permanent.
 
alphabetically by name of program,
 
organization, or agreement). Disposition: Break'
 

file upon termination 
of agreement or at 
end of year, as 
appropriate. 

TNCHAP 

PAR DATE 

CPA FORM 1315-10(5-71) 
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HEADQUARTERS RECORDS
 

Retention Period! Item Name and Description of Record/File a~d Disposition 

Keep in office for 2 
years, then transfer 
to the Federal Records 
Center. Keep in FRC 
for 20 years, then offer 
to the National Archives. 

I 
-b. Other Copies.	 Retention: Retain 10 

years. 

Disposition: Break 
file upon termination 
of agreement or at end 
of year, as appropriate.
Keep in office for 2 
years, then transfer 
to the Federal Records 

.Center. Keep in FRC 
for 8 years, then 
destroy. 

8.	 Legislative and Legal File. Includes
 
documentation related to the legisla-
tive and legal activities of the
 
research and development programs.
 
Records consist of correspondence and
 
memoranda concerning laws and proposed
 
bills, rules, standards, and regula-
tions, hearings, reports to Congress,

legal decisions, opinions and other
 
related records.
 

a.	 Office Files. Retention: Retain 10: 
years. I 
Disposition: Break j
file at end of year. I 

Keep in office for 2 
years, then transfer 
to the Federal Records 
Center. Keep in FRC j 
for 8 years, then ! 
destrov. I 

TN	 PAGE NUMBER 

PARDATE 

EPA FORM 1315-1C (5-71) 
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RECORDS MANAGEMENT RECORDS CONTROL SCHEDULES 
HEADQUARTERS RECORDS 

i 
j

I .lItem	 Name and Description of Record/File 

b. Other Copies. 

I 
i1	 9. Standards and Regulations Review and 

Comments File. Includes reviews and 
comments on proposed rules generated

.by working groups in the various programI offices of the Agency. Records consist
! of copies of the proposed standards,

I 
regulations, and guidelines, copies of 
clearance record~copies of comments by
research and development program and 
staff offices, and other related records. 

10.	 Program Management Files. Includes 
documentation related to the management 
and administrative support activities of 
the several research and development 
programs. Documentation covers budget
and finance; communications and records; 
grants, contracts, and interagency agree-
ments; facilities management; management 
of technical publications and information;
procurement; personnel management; and 
other management and administrative 
activities. Records consist of corres-
pondence, memoranda, supporting documen-
tation, reports, and other related records. 

a. Official Files. 

CHAP Pt.GE Nl'.-.\t\[R 

PAR 

Retention Period 
and Disposition 

Retention: Retain 
3 years. 

Disposition: Break 
file at end of year. 
Keep in office for 3 
years, then destroy. 

Retention: Retain 
10 years. 

Disposition: Break 
file upon publication
of final rule in 
Federal Register.
Keep in office for 1 
year, then transfer 
to the Federal Records 
Center. Keep in FRC 
for 9 years, then 
destroy. 

Retention: Retain 
10 years. 

Disposition: Break 
file at end of year. 

TN 

DATE 

rPA FORM 1315-10(5-71) 

. '\,. 



CHM'Tn:> 'J1IMr.ERAPPENDIX	 C 
CHAPTER TITLE 

RECORDS CONTROL SCHEDULES 
HEADQUARTERS RECORDS 

Item	 Name and Description of Record/File 

b. Other Copies. 

11.	 Research Projects Case Files -- Grants,
Contracts, and Inter-Agency Agreements. 
Includes case files of all research pro-
jects conducted for EPA by outside con-
tractors, grantees, or other Federal 
agencies. Grant files include pro-
posals, applications, relevance reviews,
decision memos, offer or award and 
modifications, funding orders, commit-
ment notices, grant agreement, cost 
advisory reports, progress reports,
and related correspondence. Contract 
files include procurement request,
environmental reviews, "twelve point
documents," impact statements, fc.nding
increments/modifications, correspondence,
and other related records. Inter-
agency agreement files include copy
of agreement, project data sheets,
correspondence, and reports. 

, MANUAL 

RECORDS-MANAGEMENT 

Retention Perio~ 
and Disposition 

IKeep in office for
 
2 years, then transfer
 
to the Federal Records
 
Center. Keep in FRC
 
for 8 years, then
 
destroy.
 

Retention: Retain
 
5 years.
 

Disposition: Break
 
file at end of year.
 
Keep in office.~ot ~
 
fears, eReR e~eft8Fep
 
~Q '589 ~eee~el ~
 
card s Sen tet • Keep
 

.iR FRS fot , yeats, ~
 
thea aeetLOy..De:srllbf .
 
.:s~ ~-"~ 

~ ~-t-r-~
 
~.!
 

1 
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I 
I 
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CHAPTER TITLE 

RECORDS CONTROL SCHEDULES RECORDS,MANAGEMENT
HEADQUARTERS RECORDS 

Retention Period 
..;;;I;.;t;..;;e;.;;;m;;...-_-..,;;.N;.;am=e;.....:;a;.;n;;.;d;.....:;D;.;e;.;s;.;c;;.;r;.;i~p;.;t;;.;i;;.;o;.;;n;;.....;o;.;f;;...,.;;R~e;;;.;c;;;.;o;;.;r;;,.;d:;.:/;.;F;;.;i;:;;;l;;;.;e::..-__ ....;a;:;;n;;;.d;;;;,...;D;;;.;i;:;;S;:;.PO;:;.:=;S;:;;i.::.t=io::,n=-'.... __ 

I a. Files Maintained by Project Retention: Retain 4' 
Officers. In addition to contents years.
listed above, files also include site ! 
visit and trip reports, telephone memos, Disposition: Break 
and other records related to the day- file upon termination 
to-day management of the research pro- or closeout of the 
jects. projects and resol-

ution of any audit 
findings. Transfer 
all required document 
ation to the official 
file maintained by
the grant or con-
tracting office. 
Keep in office for 1 
year, then transfer to 
the Federal Records 
Center. Keep in FRe 
for 3 years, then 
destroy. 

b. Files Maintained by Headquarters Retention: Retain 1; 
Program Operations Staff. Includes year. i 
reference copies of research pro- ) 

ject case files, used by laboratory Disposition: Break 
program management staff to monitor file upon termination 
the status of all extramural pro- or closeout of the 
jects and to provide administrative projects. Keep in 
support for the project officers. office 1 year, then 

destroy.	 , 
1 

c. Rejected Proposal Files. Retention: Retain 11
 
Includes research project proposals year.

that have not been awarded or funded.
 I 

Disposition: Break I 

file upon rejection
of proposals. Keep
in office for 1 year
then destroy. 

TN P AG E IW:.\t3 [ri '.....,1 •• 1 
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RECORDS MANAGEMENT RECORDS CONTROL SCHEDULES 

lItem 

I 
12 

1 • 

I 
I 
I 
! 
I 

I!13. 

I 
I
I 

I 

Name and Description of Record/File 

Laboratory Activity Reports Fi1e~ 
Includes monthly or quarterly activity 
reports from the several environmental 
research laboratories and associated 
field stations to their responsible
Headquarters program offices. These 
reports show program activity not 
reflected in the Accomplishment Plans. 
Records consist of the reports, and 
related correspondence or other 
supporting documentation. 

Strategic Envionmenta1 Assessment System
(SEAS) File, 1972-1976. 
A computer modeling or simulation system
which manipulates economic and environ-
mental data to generate forecasts on the 
impact of environmental quality levels 
on economic, sociological, energy and 
ecological conditions. 

• 

HEADQUARTERS RECORDS 

Retention Period
 
and Disposition
 

Retention: Retain 
3 years. 

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

Retention: 

a. Printed Research 
, .., '-'.I. ......... ..,.,.
Reports. Bermanent-, J c-

b. Computer Print-
outs. Retain 5 years. 

c. Tapes/Disks. Re-
tain current plus
last 2 Tapes/Disks. 

Disposition: 

a. Printed Research 
Reports. Break file 
at end of year. Keep
in office for 5 years,
then transfer to the 
Federal- Records 
CEnter. Keep in FRC 
for 10 years, then 
~ffeF GO tQQ Meeienal 
krchioee. DE.srR. 0 y. 
b. Computer Printouts. 
Break file every up-
date cycle. Keep in 
office for 5 years, 
then destroy. 

TNCHAP 
PAR DATE: 

EPA FORM 1315-10(5-71) 
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APPENDIX C 
CH.H'1;:2 TITLE 

RECORDS CONTROL SCHEDULES 
HEADQUARTERS RECORDS 

Item Name and Description of Record/File 

14.	 Water Supply Laboratory Certification 
Program File. Includes documentation 
used. to develop evaluation procedures
and quality assurance criteria for 
all laboratories analyzing public 
dri~king water. Records consist of 
documentation related to developing
a procedures manual for laboratory
certification, comments on the certif-
ication procedures from states, other 
government agencies, and private 
groups, minutes of work group meetings, 
and other related records. 

15.	 Speeches Files. Includes copies of 
speeches delivered by research and 
development program officials. Also 
includes materials arranging the 
talk, drafts, correspondence and other 
related materials. " 

Environmental Research TOEics Reference16. 
Files.	 Includes subject files on topics
being researched or proposed for re-
search.	 Topics include various pollu-
tants, sources, control strategies or 
monitoring techniques, such as photo-
chemical oxidants, fluorocarbons,
analytical standardization, and other 
subjects	 or topics. Records consist of 
copies of'technical publications, re-
ports, correspondence, and other re-
lated records. 

TN	 PAGE NUMeER 

DATE 

EPA FORM 131S-1C(5-71l 

'MANUAL 

RECORDS	 MANAGEMENT 

Retention Period
 
and Disposition
 

c. Tapes/Disks.
Break file after ! 

completion of reports. 
Keep in office until 
3rd update cycle,
then erase. 

Retention: Retain 
3 years. . 

1DisEosition: Break 
file upon completion
of project. Keep in 
office for 3 years,
then' destroy. 

i 
I 
I 

,! Retention: Retain 
3 years. 

!
I

IDisEosition: Break ;
file at end of year. 
Keep in office for 
3 years, then destroy. 

!Retention: As be Low ., 
I 

DisEosition: Review: 
files in office 
annually. Keep re- i! 
cords of continuing ,
reference value, and: 
destroy other materials. 

PAR 

, , I 1 ~ 
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RECORDS MANAGEMENT	 RECORDS CONTROL SCHEDULES 

I
'Lt.em	 Name and Description of Record/File 

j17. Conferences, Seminars, Associations,
and Societies Files. Includes records 

t related to research and development! staff member participation in profes-
sional associations, societies, and re-I	 lated groups. Records consist 0f con-
ference literature, trip reports,
meeting agendas, copies of papers 
presented, and other related records. 

i 
i18• Environmental Impact Statements Review 

and Comment File. Includes reference, 
copies of reviews and comments on draft 

.and final environmental impact statements 
prepared either in-house or by other 

• agencies • 
I 
i 

I
I

I 
Information and Publications File.119. Includes copies of requests for tech-
nical publications and research reports
produced or coordinated by the severalI	 research and development programs and 
laboratories. Records consist of 
letters requesting the materials and 
response letters or other records 
showing action taken on the request. 

CHM'	 PAGE NUWtH":'!~ 

PAR 

HEADQUARTERS RECORDS 

! 
Retention Period 
and Disposition 

Retention: Retain 
2 years. 

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

Retention: Retain 
5 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 3 years, then 
destroy. 

Retention: Retain 
1 year. 

Disposition: Break 
file at end of year. 
Keep in office for 1 
year, then destroy. 

I 

I
l 

TN 
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