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REQUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK 

(See Instructions on reverse) JOB NO. 

412 78 
TO: GENERAL SERVICES ADMINISTRATION, 

__ "_AT_I_ON_A_L_A_R_CH_IV_E_S_A_N_D_R_E_CO_R_D_S_S_E_RV_IC_E..;..' _W_AS_H_IN_G_T_ON_,_D_C_2_04_0_8 __ --t DATE RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT) 

E NOTIFICATION TO AGENCY 
2. MAJOR SUBDIVISION 

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

David O. StepheDS 15$.0830 
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 t---(oae),Jage(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specifiea. 
o A Request for immediate disposal. 

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

c. DATE D. SIGNATURE OF AGENCY REPRESENTATIVE E. TITLE 

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

1 Retention and disposition aatbority for the Records of 
the BPAClaims Officer 18 attached. 
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!jTANDARO FORM 115 
Revised April, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-114 
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U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDU~ES
 

TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

CLAIMS RECORDS AGENCYWIDE 
ITEM 
NO. NAME AND DESCRIPTION OF RECORO/FIL.E RETENTION PERIOD AND DISPOSITION 

1. EPA Claims File. Includes records related to the consideration and 
settlement of claims by and against the United States. Includes 
Pederal tort c"l,ims, employees! claims, waivers of claims, claim 
collection actions, and other related claims actions and activities. 
Records consist of claim forms, all supporting documentation and evidence 
supporting th~ claims, and administrative determinations by the EPA 
Claims Officer in consideration or settlement of the claims. 

Retention: Retain 10 years. 

Disposition: Break file upon fin~l resolution of claims. 
Keep in office for 5 additional years, then transfer to 
the Pederal Records Center (PRC). Keep in the PRC for 5 
years, then destroy. 
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