
REQUEST.R AUTHORITY
 
TO DISPOSE OF RECORDS
 

(See	 Instructions on Reoerse ) 6 
TO:	 GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 

1. FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the provisions of 44 U.S. C. 33030 the dis-Environmental Protection posol request, including amendments, is approved except for 
Items that may be stamped "disposal not approved" or "with·2. MAJOR SUBDIVISION drown" in column 10. 

Office of	 the Administrator and Deputy Administrato 
3. MINOR SUBDIVISION 

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

David O. S . hens	 755-0830 
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 
~ poge(s) are not now needed for the business of this agency Of will not be needed after the retention periods specrfled 

2-17-78	 Chief, Administrative Management Br. 
(Date) (Signature of Agency Representative)	 (Title) 

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

1-16	 Request continuing disposition authority for records of
 
the EPA Administrator and Deputy Administrator. Items
 
1-16 are attached.
 

/l / 
STANDARD FORM 115 
Revised November 1970 
Prescri~ by .General Services 

Administration 
FPMR (41 CFR) 101-11.4 
115-105 

// 



r 

13CHfcM-l 
J us. ENV:~lOrlMENTAl PW,)TEC1!ON tH1EflCY·-RECnl:[)S CeNTfWL SCHEDULES , 
h:I~'7-r) Ic '-:~(~-L-"-=-D-IU~'~E--'--~-----~--------------~---rcOvi 
j. ' .• -. r, _r.~ ~ IC,On~E:'AGE OF SCHEDULE 

~_.rRE(:C;P.DS OF THE ADt,!L'HSTRATCR AND THE DEPUTY AJjM~~_S_T_Ji_A:£~~________ APPLICABLE HEADQUARTERSOFFICE ~~ •• 
" 'T"M1''':0'. N.c..ME AND DESCRIPTION OF riECO:1;:'/FILL:: RET~NTION PERIOD AND DISPOSITION J 
I 1. Cl)n~l'.ol.led Correspondcnce of the Ad.nin i s t ra to r anDeD Ity --"l':-c-r-n·-.a-i,-e-!l-:t-.-·---~---------------------Ad-".~~nis'Cr0-:-i-:.-!'-o;R:-e-:-t-e-n-:-tion: r 
j l~Ll~dcs s0~ies of all controlled corrc~pondence signed by e~ther t~L 

Adll:.11istrc::Ox or the Deput y Administrator. Also .inc Lu.Ie c copies of Disp0si1:io~: Break file at end of year. Keep in officc current year i,' 

Let t ers t o :-;,,~.~(.~'S cf Conor cs s , 1his cor-r-espondence was P:'OCCSS(d. und sr plus 1 additional year, then transfer to the federal Records Center 
i spec i a ; hand l iug cont ro l procedures because of the importance of the (FRC). Keep in FRC for 10 years, then offer to the National Archives. i 

I
 
letters 01' t m.c requirements of replies. Records consist of cop i.es of
 
Lncor.i.ng Let t e rs , copies of the r espons es , and enclosures. Records ,
 
arrang cd chr ono I og Lca Ll y , then alphabetically by nanc of correspondent. :
 

! 2. 
i 

Genera 1 c;,orrespondel'ce of the Ad~linistratol' and Dtputy Admin i s t r a to r . Rct errt i on : Retain 5 years. 
: 
t
 

oj Ir.c Iudes copi es of non-controlled (rcutine) correspondence. Records ----- ~...
 

l
" 

; consist of Licom.i ng letters, and enclosures. DlSpositio~: Break file at end of year. Keep in of f i.c e cur rer.t year a 
, plus 1 ~ddjtional year, then transfer to the FRC. Keep in FRC for 4 ! 

j years, then destroy. ~~ 
~ r""i 

s. 1nt'c~:a5cr.c:r C()rr.~onder.~e r::,"' the Adnin i s t r a t or an"i D<'P.uty ~~t_cI_l_t_i_o_n:Permanent. ~~ 
Adr.Ln.i s t r at o r . Inc Iude s C0p:::S of co i-r e spondencc and .ncmc rt :'nda to ~o 

~ cna f ron t.cp officials 0:;' the EPA and ~');" Adm.i n.i s t r at.o.r and Deputy £l.:0J29sition: Break file a t end of year . Kecp :,n oEf i ce cur ren t "car ;~: 
, Ad~'lnistl'2.::or. Lnc Iudcs ccp i es of me.rornndums r ep l i c s , and suppor-t i+g pI!.!3 1 add i t iona l yca r , then t.r ansf'cr to the FRC. kc.sp ir. FRC fo: 10 1:.» 
~ c.ocum.mt.s . Records ar r angcc by name of program and by r cg i ona 1 of'f i ce . years, then offer to the National Archives. i~ 
• 

i 
J 4.\ YeJ,):!':ll Register DOC1.:"11entsSigned by the Administrator or the Deputy ~te_n_t_i_o_n: Retain 7 years. ~i§

Administrator. Includes cop i cs of all Federal Register documents !~ 
I si.gned by the Admi!listrator~ or the Deputy Administrator. Qjsposi.!.i0~: Br eo k file at end of year. Keen i.', office cur r cr.t yec r ;; . , . ;:

;1! us 1 ad.I 1. t i ona l Y"':11', then transfer to th c FRe. K.:ep .in the FRC ! 
~ ' fo:,.' 6 years, t l.en destroy. 12 

>~ I r: 
~ :>. ! Cour; Paue r s . Includes r-ef'erence cop i es of legal papers sent to Retention: Retain 5 years. ~ 

~ Adminis:t?at;r or Deputy Admin i s t.rat or from the General Counsel, Agc.nc), ~ 
' Judicial Officer, or Admi n i s t r a t iv e Law Judge. Includes copies of Ddsnos r t i on : Break file at end of year. Keep i.n off ice current year r 

briefs, motions, decisions, and ot!'!"r le£al documcnts. ?lus 1 add::'tion:ll yec.r, then transfer to the FP.C. Keep in the !'RC ~ r \ for of years, then destroy.~ i-~ 
I6. \;:..!l tiJHe Letters Fi I" .o.~ncludes copies of Lncomi.ng letters Hi th P.etention: Pernanent . ~ , responses that are sent to more than one party, such as to all memt-e.ts •

I of Congress, all states, EPA r"gional offices, and so on. Records Dispo~ition: Break file at end of year. Keep in office current y<'21' ~ 

" :~:an;:d •.:::o_nological:y, then bY. addressee. f'II_~. plus 1 additional .year, t.h er; transf.er to the FRC. Keep in the FRC for I· 
~I ,~.~ ~ 10 years, then offer to the National Archives. , 

~ I &.-~~.~" . 1J.J~:~3~" ~ •p 

I 
~~I~~ ~ ~ol. '7).." •• D' -"-- :~ . D.. .. _ IL. ='t:f\ _.... ~ rJ 1 

~ ~~~~ ~-- •• "U""~~ -L~ -\)1
I . I ~~ ~ ::::::-3~ I
 
1_-..__ ~ , ~i,-_~_~ · -------------------.-.-J 

http:transf.er
http:memt-e.ts
http:Lncomi.ng
http:Qjsposi.!.i0
http:Lncor.i.ng
http:rRE(:C;P.DS


r-------.---------------------------------- SCHED.NC. u.s.	 ENVIRONMENTAL PROTECTION AGENCY -RECORDS CONTROL SCHEDULES ,~ 

TITLE OF 3CH"OULE	 COVERAGE OF SCHEoe;LE 

RECORDS' OF TEi ADmNISTRATOR AND THE DEPUTY AD~lINISTRATOR	 APPLICABLE HEADQUARTERS OFFICE 
ITEM
 

;"10.
 NAME AND DESCRIPTION OF RECORD/FILE	 RETENTION PERIOD A'ID DISPOSITION 

7.	 Adninistrator's Policy Decisions, Agreements, and Directives File. Retention: Permanent. 
Includesrecords relating to policy decisions and internal Agency
directiv~s signed by the Administrator. Records consist of Administra- Disposition: Break file at end of year, Keep in office current year
tor's decision documents, delegations of authority signed by the plus 1 additional year, then transfer to the FRC. Keep in the FRC for 
Administrator, interagency agreements, agreements with states, approval 10 years, then offer to the National Archives. 
of Agency policy and procedure directives, memorandums of understandi'lg
signed by the Administrator, b ri ef i.ug memorandums, and other related 
records. 

8.	 Freedom of information Responses File. Includes copies of incoming R8t8ntion: Retain 5 years. 
requests for information under the Freedom of Information Act, copies cf 
the replies, and copies of any intra-ilg8ncy memoranda concerning the .Qj._~o, it ion: Break file at the end of year. K88p in office current 
reques t . Files does not anc Iude copy of the document requested. ye.;r plus 2 additional years, then transfer to the FRC. Keep in the 

FR.C for 3 years, then destroy. 

Freedom of Information Logbooks. Logbooks showing the rec8ipt d:lte, I Re t en t i cn : Retain 10 years.
da'~c elf reply, c f.f i ce 01 referral, payment r ccc i.pt , and other p roc essi.r g
inror:r.atiol'J Freedom of ln10r'llation reque,;ts Break at of yea r . in office cur r ent c.oncerning	 Disposition: file end each Keep

year plus 9 a:lditional years, then de3troy. 

!::.~.l'2i.c::--:teCopies of Freedom of Information Requests/Responses. Iriclude-s Retention: Retain 1 year. 
co,i(;s cf FreedoD of Ip-forTIlationrequE'sts and responses available for 
pu~ltc inspection. Di~osition: Br8ak file at the end of year. Keep in office curr8nt 

jfedr-plus-T'additiona1 year, then destroy. 

;:0.1 Retain 
reference cop i es of Mail Corrt roI Schedules. EP.'\Form 5180-1, used to 
ref'ercnce the official Fr-eedom of Infovmat.ton request/response files. Disposi.!,:L~: Break file at end of each year. Keep in office current 

year	 plus 2 additional years, then destroy. 

Fr~doffi _?L}nforn:atio~J2.ocessing Control ips F ~Ie. Inc tudes	 cross- Retenticn: 2 years. 

Age:,.::)'.Jucli~j_~_gffic8r App8als Case :"it e . Inc Iude s cases r olat ed to
 
env. rcnmc.nt n I Ii c ; gat ion appca led to the Aornim strat.or fer decision.
 
Records cc.isi st of petiti.ons for appeal, appeal documents submitted by
 
partie!>, decisions of the Administrator, and other related records.
 

a.	 2_andmark Ca ses . Includes cases resulting in an important legal Retention: Permanent. 
I	 p rec ederrt which establishes or affirms Agency policy w i th r cspec t to 

envi ronment al actions of national importance in i.hich ma j or regulatory Disposition: Break file upon termination of case or resolution of 
issues a:;:-e Records arranged alphabetically by case. involved. in for additional then transfer1.itiga"Ced.	 Lssues Keep office 3 years,

to the FRC. Keep in the FRC for 10 years, then offer to the National 
Ar ch iv es . 

b.	 O:her Cases. Rccention: Retain 10 years. 
I 

Disposition: Break file upon comp18tion of appeal or termination ofI Lase, whichever is later. K8ep in the office for 1 additional Y8ar,I tht'n tran.:;ferto the FRC. Keep in FRC for 9 years, then destroy.L.J 

http:strat.or
http:rcnmc.nt
http:SCHED.NC


------------------------,------------------~~--
'---:- ~':~~------U~VIRON~ AL PROTECTION AGHlG' -RECORDS CONT,_R~OL~SC:_:_:H'7"":'E~DU-L-E.S- '_'_. ~-.=-ilSCHt:.D- N°'I!' 
'T:TLE OF SCHt:.CULE COVER;"GE OF .sCHEDULE - --- - - i 

RECO:ZD<; A[:D ADMINISTRATOR HEADQUARTER"S	 _8F THEAD~!INISTRATOR THEDEPUTY	 APPLICABLE __O_F_F_~_E 

l N~~I NAME. AND DESCRIPTION OF RECORD/FiLE	 RE;ENTION PERIOD AND DISPOSITION I 
r~nority Business J::n~_erprises Task Force File. Includes records Ret ent i on : Permanent. \ 

.r o , 'I r"'~lated; to EPA's M:'nori ty Business Enterprise Task Force. Records ; 
cons} s t of proposals, memorandums to Administrator and Deputy Djsposi tion: Break f i I e upon tormination of Task Force. Keep in i•I ! AdmLrus t r at or , records of C'1e ;'1inority Business Enterprise Interagency off i ce for 2 years, then transfer to the FRC. Keep' in the FRC for ~I I Council, newspaper clippings, and ot.her related records. 10 years, then offer to the National Archives. '1 

14. Administrator ~Ieetings File. Includes posi tion paper s , policy Retention: Retain 5 years.I s
 
statements, and other briefing papers used by the Administrator to -----

II 
prepare for meet i.ngs w.i th interest groups or other public groups , ~~~rosition: Break file at end of each year. Keep in office for 51

i I Arr angcd cl.r cno L:J,[,ically by ,-,lLO of meeting. years, then dcs t r oy .	 ~ 

lL) Speeches by Adru ni.strut.or and Deputy A<lministr<..tor, Inc Iude s referenc e Retention: Retain 5 years. I. copies of zpee ches tiel ivered by t he Adr Lni s t rt.t or and Deputy Admin.is t.r a- ----- !I cor. Records cons is t of background papers, correspondence. and final Iri snos i t ion : Break file at end of each year . Keep in office for 5 I~ 
• I copy of speech No~~: TPe arch ival copy of these speeches is main- y:.)a~s:~ht;n des troy. ~2 
• tained .in the EPc'_ PubI i c Awarenes s Office. R ~ 
~ I ; ~~!16.li Lan« Use Ccordina t ~on File!>. Includes records r ol "ted 'Co the ccord i ru.> I.~ 
" t~-o;lOf-"f"rA poli(;i~s ia the land use area. Rccord s us e i in cocr-dinz t. Jig f-.:; I interagency activities, land use acti vi ties with state and local j ~mi i governments, and other appropriate government and private groups. J_ 

I, I~. Envi.ronmerrta l Iy Sensitive Areas File. IricLudes records related til ~_c_t_en_t_ion:Permanent.	 t~
I
 contrc\rcr.siulor sen.::itivc la..na.-usr:: po l i cy a+eas , such as , f l.ocdp La.in.: ,	 13:
'"	 'Ill ; ~ d ~,_)iS\)03ition: Brcc x file at end of year. Keep in of'f i ce fo:" 5 ;;>wc t l and s , CC~"131..a.lzone r.anagcme.rt , ag r i cu t ur a anus st3.tI2ID8n ...s , an	 Z 
! other envi r-onmcrrt a.lLy sens lt iv e ar ea., , ;(('cords consist of copies vi years, then transfer to the FRe. Keep in the FRe for 10 yea 1:"$, then ,c.:
:1 d r1 r 1 1 off er to the Nat.rona l Archives. .;;:.-

I~p	 00 •;:'::i;;:;;:,:;;;;:;;,::::;;:~;b;;::~;;;~i;:;:h"!;~:;~~; . Roten"	 I~'-,~:;;~;;,;:::::: f..~~ 
~	 Records consi st of r"'!gional grovt.h rnanagemcnt seminars, EPApar-t i cipa- Dispo:>ition: Break file at end of each year. Keep in office cur rent 

t i on j n tl:e l'ihit e rious e Conference on Balanced Growth and EnvLrcnme.rtaI year plus 5 additional years , t.hen transfer to the FRe. Keep in the 

Quality, and other related records.	 F~f~:t'~r.s, then ~h01~ ~ f' " 
, 

http:r.anagcme.rt
http:fl.ocdpLa.in
http:Admin.ist.ra
http:ni.strut.or



