
REQUEST FOR REC~ISPOSITION AUTHORITY
 
(See.''!sfructions on reverse)
 

leI 412 78 Iff 
TO: GENERAL SERVICES ADMINISTRATION, 

__ N_AT_IO_N_A_l_A_R_CH_IV_E_S_A_N_D_R_E_CO_R_D_S_S_E_RV_I~..:...E..:..., _W_AS_H_IN_G_T_ON..:...,_D_C_2_04_0_B __ -i DATE RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT) 

ENVIRONMENTAL PROTECTION AGENCY 
2. MAJOR SUBDIVISION 

In accordance with the provrsions of 44 U S.C. 3303a the disposal reOffice of Federal Activities quest. Including amendments, IS approved except for Items that may 
3. MINOR SUBDIVISION	 be stamped "disposal not approved" or "withdrawn" In column 10. 

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

David O.	 St hens 755-0830 
6. CERTIFICATE OF AGENCY REPRESENTAriVE 

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 5 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. 

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

C. DATE D. SIGNATURE OF AGENCY REPRESENTATIVE E. TITLE ... 
5-26-78 J~£ 121~-~ Chief, Administrative Management Branch 

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 the Office
 
of Federal Activities. Proposed retention periods and
 
disposition instructions for the records of this office
 
are contained on the attached records control schedule.
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i15-107	 l0-1'0--") ~ r I '\l':;.$ STANDARD FORM 115

'1-- Revised April, 1975 
Prescribed by General Services-=us AdministrationN rJ~ Q-' N FPMR (41 CFR)	 101-11.4~ 
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6.' 
u.s.	 ENVmONrnENTAl PROTECTION AGEHCY-BECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE 

FEDERAL ACTIVITIES RECORDS 
ITEM. NAME AND DESCRIPTION OF RECORo/FIL.E NO. 

1.	 IExecuti ve Order 11738 File. Includes records related to EPA implementa-
.tion of the Order, which establishes a listing program for withholding 
Federal contra~ts, grants, or loans from air and water pollution facili-
ties. .[ 

.... Ia. Polisy- Development Files. Includes general instructions and policy 
~	 guidance records. Records consist. of air compliance regulations, copies


of the Executive Order, listing proceeding and hearing procedures, and
 
gt~eral guidance for implementation of the regulations.
 

b. Listing or De-listing Cases. Includes individual case actions and 
proceedings to list or de-list air and water pollution facilities on 
the Contractor - Grantee Loan Program. 

2.	 Section 309 EIS Review Files. Includes records related to EPA evaluations 
and reviews of environmental regulations promulgated by other Federal 
agencies, as required by Section 309 of the Clean Air Act. 

,Ie b. 309 Review Case Files. Includes records used in evaluating
individual environmental regulations promulgated by other agencies.
Records consist of copies of the regulations, evaluation documents,
l~aison .with the Council on Environmental Quality, negative declarations. 

c. Section 309 Reporting Data. Includes computer-generated data 
sur.~larizingreviews of regulations under Section 309 of the Clean Air Act. 
Records consist of Federal Register--Council on Environmental Quality
revorts, special reports, and othe~ ~elated records. . 

COVERAGE OF SCHEDULE 

APPLICABLE HEADQUARTERS OFFICE 

RETENTION PERIOO AND DISPOSITION 

~~.Retention: klJiiajiGileP~ 

Retention: Retain 10 years. 

Disposition: Break file upon terminatiQn of case,
for 5 years, then transfer to the.FRC. Keep in the 
then	 destroy. 

Retain 10 years. 

£~osition: Break file upon completion 
Keep in office for 3 years, then transfer 
the PRC for 7 years, then destroy •. 

Retention: 

(1)	 Paper Records. Retain 2 years. 
(2) Microfiche. Retain 15 years. 

Disposition: 

FRC 

of review 

SCHED.r-.:C. 

Keep	 in office ::tl 
mFRC	 for 5 years, n 
o 
::tl 
o ...... 
3-
> 
Z 
> 
C) 
rn 
:;::m zin office for -I 

for 10 years, 3::: 
> 
Zc:>-r-

and	 comments. 
to ~h~ FRe. Keep in 

(1) Paper Records. Break file at end of reporting. cycle. Keep
in office for 2 years, then destroy.
(2)	 Microfiche. ~eep in office for 15 years, then destroy. 
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SCHED. NO. 
u.s. ENvmor·IMENTAL PROTECTION AGENCY-BECOHOS CONTROL SCHEDULES 

TITLE OF SCHEDULE	 COVERAGE OF SCHEDULE 

FEDERAL ACTIVITIES	 APPLICABLE tll,AIJlJlIJ\IU 

Pederal Facilities Compliance File. Includes records related to EPA Retention: Retain 5 years.
 
efforts to I,lonitor pederal agency compliance witltpollution abatement
 
laws and regulations. Records consist of correspondence with the Qtspos~: Break file at end Of each year. Keep in 9ffice
 
agencies, copies of the regulations, compliance reports, and other until termination of program, then transfer to the PRe. K.ep in
 
related records. the PRC for 5 years, then destroy.
 

Pederal Pacilities Data System. Includes reports showing the statuI ~f 
pollution abatement efforts by fed~ral age~cies, lncludes report, 
submitted under OMS Gir~ular ~·7'/4~and'A-196, ~rran~e~ ~ra*en~y, 

a. Exhibit 1 Reports.	 ~etention: Retain 12 years. 

Disposition: Break file when superseded by updated report. Keep
in office for 2 years, then transfer to.the FRe •. Keep in the PRe ;0 

mfor 10 years, then destroy.	 n a 
P. ~xhibit 2 Reports.	 Retention: Retain 12 years. o 

;0 

VI 

:::Disposition: Break file when superseded by updated report. Keep >:zannotated copies in office for 3 years, then transfer to the FRe. >Keep in the PRC for 9 years, then destroy.	 C"l m::: mS. I Federal Facilities Referrals Pile. Includes records related to the Retention: P'I'IIlDRiA" D~ ~ ~ :z referral and processing of requests from Federal agencies for consul t a- -t 
3::tion nnd technical assistabc.e on actions at Pederal.installations which Disposition: ~teUl{ file apoll complnhA ~i aeUcn. K8lilpill ~ffice >might effect the environment. Records consist of correspondence and	 fn 3 IreUS, taiA t»apsfer to 'liall rR~, Kef, in tbit PRe for 1£ )lUI'.,. :z cworksheets, reports showing actions proposed and taken, and other	 tQ'iR offal co th. tJa~ienal hIChiob!' .. >-reluted records.	 .... 

6. I Federal Agency Liaison files. Includes' records used by Pederal agency
 
ltaison personnel in monitoring and coordinating EPA contacts and
 
&ctivities with other Federal agencies.
 

a. Specific Federal Agency Actions. Includes agency files containing ~ntion: As below. 
gener al correspondence with the agencies, National Environmental 
Po Hey Act compliance, Pederal facilities compliance, and other relat~d Disposition: Review files in office every 2 years. Keep records 
records.	 of continuing reference or administratiVe value and destroy other 

materials. .. 

b. Interagency Agreements File. Includes agreements wi~h other
 
Pederal agencies for environmen~al research or office services tasks.
 

(1) Policy lAG File, Includes agreements with other Pederal Retention; Permanent.
 
a~encies for services inclUding Agency policy ~at~er$,
 Disposition: sreak file upon termination of agreements.
 

Keep in office for 3 years; then transfer to the PRe. Keep

in the PRe for 10 years; then offer to the National Archives,
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SCHED.I\:C 
U.S.	 ENVIRONMEIHAl PROTECTION AGENCY-I1ECmHlS CONTROL SCHEDULES 

TiT LE OF SCHEDULE	 COVERAGE OF SCHEDULE 

(2) Service lAG File. Includes agreements wi th other Federal 
agencies for Q£fiee sel'Ii8l98 lUte othel adminiattatol 81' maRagemQRt 
services! iV'l"'6/~.'n 1F<dq-..p Ac.f;,,:fi es 7>rc~yl1-n.,s. 

Special Projects File. Includes records related to special projects 
conducted or coordinated by Federal agency liaison staff. Projects
include interagency task force activities, multiagency activities and 
reports, GAO reports, and other related project reports. 

7.	 I Environmental Impact Statement/Negative Declarations Regulations and 
Policy Guidance File. Includes records related to the development of 
regulations and po licy guidance instructions .for the preparation and 
review of environmental impact statements. 

a. Regulations File. Includes interim and final regulations and hist 
on non-regulatory EIS, notice concerning voluntary EIS"s on regulatory
actions, and proposed and final regulations and history on new source 
NPDES permits. 

b. Policy Guidance File. Includes EIS policy guidance on all EIS 
areas, such as historic preservation, wetlands policy, endangered species
policy, EIS policy related to new environmental legislati9n, and new 
source NPDES permits .. 

Environmental Legislation File. Includes copies of the laws and other 
related records. 

a. Legislation Affecting National Environmental Policy Act Compliance.
Includes reviews of proposed legislation affecting NEPA, statutes 
assigning responsibilities to EPA, and environmental requirements other 
than NEPA. 

b. General Agency Policy. Includes agency pollcie~ relating to NEPA,.
Bxecutive Orders, and other related records. 

Retention: Retain 3 years. 

Disposition: Break file upon termination of agreement~. Keep
in office for 3 years, then destroy. 

Retention: Retain 10 years. 

Disposition: Break file upon termination of projects. Keep in 
office for 2 additional years, then transfe~ to the PRC. Keep in 
the FRC for 8 years, then destroy. 

;;Q 
rn 
n 
o 
;;0 

oRetention: lloe£i1laiiGiILO~	 ~ ~ '" ::: 
;:.
:z 
;:. 
C"l m 
::: mRetention: Permanent.	 :z 
-t 
3:Disposition: Break file every 2 years, then keep in office for :J>-:z3 additional years. Transfe~ tq the PRC for? years, then offer C to the National Archives. :J>-
r 

Retention: Retain 2 years. 

Disposition: Keep in office for 2 years, then destroy. 

Rr~ention: Retain 10 years. 

Disposition: Break file upon preparation of final statement. 
Keep in office for 5 years, then transfer to the PRG. Keep in 
FRC for 5 years, then destroy. 
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HED.NC u.s. ENVIflONMENTAl PROTECTION AGENCY-IlECORDS COtlTAOl SCHEDULES 

TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

FEDERAL ACTIVITIES RECORDS APPLICABLE HEADQUARTERS OFFICE 

Review and Comments on Environmental Impact State:f,ents File. Includes Retention: Permanent. 
official Agency copy of EPA co~nents on environmental impact statements 
prepared by otber Federal agencies. Records consist of formal comments Disposition: Break file upon final comment issuance. Keep in 
and any supporting documents such as internal memos that may be attached. office for 10 years, then transfer to the FRC. Keep in the PRe 

for 10 years, then offer to the National Archives. 

Environmental 'Impact Statements File. Includes official copies of 
environmental impact statements prepared by the EPA, prepared by other 
F~deral agencies but reviewed by the EPA, or filed with the EPA. State-
ments prepared under authority of the National Environmental Policy Act 
of 1969. Records consist of printe~ draft statements and printed final 
statements " 

a. Paper Records. Retention: Retain 6 months. ;:0 

rn 
n 

~~~ition: Keep in office 6 months, then destroy if microfiche o 
;0 copy has been received. o 
.." 

:.::b. Microfiche Copies. Retention: :> 

~()~~. 
z
>Disposition: C1 rn 
:.:: 
rn11. Executive Orders and OMB Circulars Review and Comments File. Includes Retention: Retain 5 years. z EPA evaluations and comment s on Executive Orders and comments originated -i 

or coordinated by other Fel)ral agencies. Records consist of copies of Disposition: Keep in office for 5 years, then destroy. 3:: 
:>the Orders and Circulars, internal memos and evaluation documents, and z

copies of Agency responses. c: 
:> r-

12. I §.pecial Environmental Studies File. Includes records re lated to special
environmental studies conducted or coordinated by the Federal Activities 
s~aff. Sample topics include endangered species, coastal zone manage-
ment, flood_plain management, wld other environmental topics. 

a. Final Repo'rts. Retention: Permanent. 

Disposition: 5reak file upon termination of study. Keep in 
office for 5 years, then transfer to the FRC. Keep in the FRe 
for 10 years, then offer to the National Ar~hives. 

b. Study, \~orkpapers. Includes work plans, technical reference Retention: Retain 5 years.
 
documents, correspondence, memos, interim reports, and other records
 
related to the management of the study project. Disposition: Break file upon termination of study. Keep in
 

office for 5 years, then destroy. 



•
 

SCHED'. ~;c
U.S. ENVHlONMENTAl PROTECTION AGENCY-IIECORDS CONTHOl SCHEDULES 

TITLE OF SCHEDULE	 COVERAGE OF SCHEDULE 

FEDERAL ACTIVITIES RECORDS	 APPLICABLE 

Working Groups/Steering Committee Files. Includes Federal Activities
 
staff revi ew and input to proposed EPA environmental rules and regula-


Related to or Affecting Federal Activities Programs. Retention: Retain 5 years. 
regulations, inte~nal comments, and other related 

[)isp_o~,Ltion: Break file upon termination of committees or work groups. 
Keep in office for 2 years, then transfer to the FRC. Keep in the 
FRe for 3 y~ars, then destroy. 

b. Regulations Not Related to or Affecting Federal Activities ProJl~' Retention: Retain 2 years.
 
Includes copy, of regulations, internal comments, and other related
 
records. Dispositipn: Keep in office for 2 years, then destroy.
 

;:0 
m c.	 Standing and Special Norking Groups File. Includes records Ret~~: Retain 5 years. n orelated to standing regulation development committees and work groups. ;:0 

Records consist of me~ting notes, organizing charter, reports, and Disposition: Review files in office annually. Keep inactive o 
correspondence pertaining to poJicy matters:	 records in office for 2 years, then transfer t~ t~e PRe. Keep 

VI 

3: »in the FRC for ~ years, then 4estroy. 'Z » 
14. ~ Regional Liaison Files. Includes records related to the Headquarters	 GI 

rn 
coordination of regional program~ involving Federal Ac~ivi~ies and 3: mfacilities. '	 'Z 

-i 

a.	 Regional Meetings File. Includes Federal Activities regional Retention: Retain 5 years. 3: » zmeeting files. Records consist of records used to plan the meet Ings , c:d trip reports.	 Disp~sition: Break file every year. Keep in office for 2 >r-years, then transfer to the FRe. Keep in the PRC for ~ years,
then destroy. 

~ . Regional Program Plans. Includes copies of program plans submitted Retention: Retain 6 years.
 
anTiually by the EPA regional offices. Plans show program objectives,

regional resources, and other management information. Used for reference Disposition: Break file at end of year. Keep in office fOf 6'
 

years, then destroy. 

15.	 Citizen/Congressional Correspondence Files. Includes copies of Retention: Retain 3 years. 
controlled congressional and citizen inquiries and copies of replies.
Also includes non-controlled correspondence. Disposition: Break file at end of each year. Keep in office 

for 3 years, then destroy. 

16. I Program Management Files. Includes records related to the administrative Retention: Retain 5 years. 
management activities of the Federal Activities programs. Records 
consist of speeches, staff meeting notes, trainini literature, program Disposition: -Break file at end of year. Keep in office for 2 
planning documonts, personnel management records, and other related years, then transfer to the PRe. Keep in the FRC for 3 years, 
records. then destroy. 




