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REQUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK
 

(See Instructions on reverse)
 JOB	 NO 

NCl-412-82-10 
TO	 GENERAL SERVICES ADMINISTRATION, 

NATIONALARCHIVESAND RECORDSSERVICE,WASHINGTON,DC 20408 DATE	 RECEIVED 

1 FROM (AGENCY OR ESTABLISHMENT) January 82 1982Environmental Protection Agency 
NOTIFICATION TO AGENCY 

2 MAJOR SUBDIVISION 
In accordancewith the provrsions 01 44 USC 3303a the disposal re Office of Toxic Substances quest, Including amendments, IS approved except for Items tha~may 

3 MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" In colum 10 

4 NAME OF PERSON WITH WHOM TO CONFER	 5 TEL EXT 

~-/-tf'J- (UQ&'L~Thomas Tasker	 75-50840 n"re Art II" 1\10/111.· III/Ih·d Sture» 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authonzed 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 busmess of
this agency or Will not be needed after the retention periods specified. 
o	 A Request for Immediate disposal. 

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

C DATE E TITLE 
J~~1L~F~C~ESENTATIVE 

Il/7/~1 Harold R. Masters	 Chief, Administrative Management Branch 
97 8. DESCRIPTION OF ITEM	 10SAMPLE ORITEM	 NO (With lnclusrve Dates or Retention Pen ods) ACTION TAKENJOB	 NO 

The Office of Toxic Substances Records Control Schedule
 
is being amended to:
 

1.	 Revise item 9, Standards, Regulations, and Guidelines
 
Files, to provide coverage of paper and micrographic
 
records. The schedule has been revised to make the
 
micrographic record the record copy and to assign a
 
permanent retention to this series of records. Also,

the paper record is no longer the record copy and
 
has been assigned a temporary retention of 1 year
 
after the conversion to microform.
 

2.	 Add a new item 14, TSCA Chemical Inventory File.
 
This series of records contains records relating to
 
the inventory of chemicals pursuant to Section 5 of
 
the Toxic Substances Control Act.
 

Attached is a copy of the EPA Records Control Schedule
 
for the two series of records.
 

1'1 es. 
IThis certifies that the records described 

on this form will be microfilmed in 

115-107 



U.S. ENVIRONMENTAL PROTECTION AGENCY-RECOROS CONTROL SCHEOULES	 
.NO 

TITLE	 OF SCHEDULE 
OFFICE OF TOXIC SUBSTANCES RECORDS 

• _ II~~~	 NAME AND DESCRIPTION OF RECO~D/"'ILE 

6.	 Laboratory Test Methods File. A collection of source materials on 
various analytical methods used in testing chemical substance~ for 
toxicity. Rec9rds used in determining the most appropriate and 
scientifically reliable method of premarket testing of toxic 
substances. Records consist of journal articles, technical reports,
studies of other agencies and research groups. etc. 

~.	 In-House Special Studies Files. Contains documents related to 
conducting in-house special studies on toxic substances. Studies 
cover topics such as environmental levels of toxic substances such as 
PCB, disease corrplation studies, etc. 

s. Final Reports. Inciudes printed or manuscript copy, 
evaluation, and comments, if any. 

b. Workins Papers. Includes records ~sed in gathering data for 
study and administrative records such as trip reports and other 
expense records. 

'8.	 Legislation File. Includes records related to environmental and 
toxic substances legislative proposals used for review and comment. 
Included are Federal Water Pollution Control Act (Sections 307a, 311, 
and 403), Safe Drinking Water Act, and other legislation. Records 
consist of proposed statutory language, strategy papers, proposed
list of substances to be controlled, comments, and other related 
papers. 

9.	 Standards, Regulations, and Guidelines Files. Includes documents 
relating to the development of rules and regulations providing for 
the control of toxic substances. Records consist of transcripts and 
unpublished technical bsckground documents, work group agendas, meeting 
notes, minutes, technical reports, internal papers, Agency and pub-
lished comments, and other related records. 

a. TSCA Records Containing Confidential Business Information (CBI). 

COVE~AGE OF SCHEDULE 
APPLICABLE HEADQUARTERS OFFICE	 20 

RETENTION PERIOD AND DISPOSITION 

Retention: Retain 15 years. 

Disposition: Review in office every 5 years, keeping records of
 
continuing value and destroying other materials. Tranafer to the
 
FRC. hold 10 years, then destroy when 15 years old.
 

Retention: Retain 20 years. 

Disposition: Break file upon completion of study. Keep in
 
office for 2 years. then transfer to th~ FRC. Keer in the
 
FRC for 18 years, then destroy.
 

Retention: Retain 5 years. 

Disposition: Break file upon completion of study. Keep in
 
office 1 year. then transfer to the FRC. Keep in the FRC for
 
4 years. then destroy.
 

Retention: Retain 6 years. 

Disposition: Break file every congressional session. Keep in
 
office for 6 years, then destroy •.
 

Retention: 

a. Paper Records. Retain 1 year after conversion to microform
 
has been completed.
 



" , 

u.s. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

OFFICE OF TOXIC SUBSTANCES RECORDS APPLICABLE HEADQUARTERS OFFICE 20 

b. Microform CoPY. Permanent. 

Disposition: 

a. Paper Records. Keep in office I year after conversion to 
microform haa been completed and microform is verified for 
completeness, thertdestroy. 

b. Office Microform CoPy. Keep working copy in office until no 
longer needed, then destroy. 

/t
/

b. Public Files of TscA Records. 

, ' 

, l 

Disposition:
'= '",' a. Paper Records. Keep In office I yeat after conversion to 

microform haa been completed and microform is verified for complete-
ness, then destroy. 

h. Office Microform CoPY. keep working copy in office until no 
tonger needed. then destroy. 

c. Permanent Microform CoPy. ' Scud 'dbllt &aaUde d"pl1uh_hl'8inla 

.880rd p1us one sopy (911"9r. dll1ll J 8. utalc.sisl') I!e MARS, BaGps""
 

DM.pv04t1.w;a. Dlyi!!gD (NC~ after 89Rteys!lsR hall heeft completed foJ;,.
 
ali"U8c fA !jARS' Macbhe Readallle !JUtdon ~) 'flu.,. Offer. to
 
HARS when 20 years old~- ~ ~-"4.4... _~I.C..,...~\f""'''

~6-. ~ " .~ ~_~ ~,....0 .... 0 - ....' -~:--~ c. Other Microform Copies. Retention: As below. "\.I G-o '1 ~- ....... ek.:- ,~. c.e~ -r;/''-Cl...-l ......''w~
 
Disposition: Destroy when no l~rige~needed. ~ 

~ ~ ~ ~ vJf'Jt<..c.. ~ 
~ r-e--~ ~ ~ N f\ R.,.S. 
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SCHED.NOU.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE	 OF SCHEDULE 

OFFICE OF TOXIC SUBSTANCES RECORDS 

I TE.hI NAME AND DESCRIPTION OF RECORD/FILENO. 

10.	 !tnvironmental Impact Statement Review and C6mment File. Includes
 
staff comments on environmental impact statements review by roxic
 
substances program staff.
 

11.	 Toxic Substances BibliographY and Literature Abstracts Card File. 
Includes 5 x 8 cards showing citations and abstracts of literature ., related to toxic substances. Literature "sources include scientific , journal articles, technical public~tions and ~esearch reports, doctoral 
dissertations, etc. Topical categories include: Animal studies,
chemical studies, analytical methods, and environmental studies. 

" 12.	 PCB Program Files. Includes information related to PCB 
(polychlorinated biphenyls) used as basis for regulation development. 
Records consist of 308 letters, survei11ance and analysis information, 
records showing quantities produced, sales and tise data, action plan.
and other related records. 

13.	 PCB Monitoring Data Base. Includes data collection by regional 
offices and from national and local monitoring program showing 
levels of PCB's in industrial sites. bodies of water. fish and 
wildlife, sediment, etc. Used in preparation of report on PCB levels 
in the environment. 

a. Report. Printed report of PCB levelfi in the environment. 

b. Monitoring Data. Includes computer printouts from nationai 
monitoring networks (STORET) and local networks. 

14.	 TSCA Chemical Inventory File. Contains documentation re1ating to the 
inventory of chemicals pursuant to Section 5 of the Toxic Substances 
Control Act. Records consist of TSCA Chemical Substance Inventory
Report (EPA Forms 77l0-3B & 77lo-3C); correspondence between EPA and 
the submitter, corrected data and replacement of data submitted, and 
other related records. 

a. TSCA Records Containing Confidentiai Business Information (CBI). 

COVERAGE OF SCHEDULE 

APPLICABLE HEADQUARTERS OFFICE 20 

RETENTION PERIOD AND DISPOSITION 

Retention: Retain 5 years. 

Disposition: Break file upon completion of review. Keep tn office
 
for 5 years, then destroy.
 

Retention: Retain indefinitely in office.
 

Disposition: Keep in office 8S a technical reference source,

destroy when no longer needed. 

Retention: Retain 10 years.	 :;u 
m 
nDisposition: , Break file upon completion of project. Keep in	 o:;uoffice for 10 yeats, then destroy •.' o 
VI 

31: ~ 
Z ~ 
Cl 
m 
31: m 

. , ~ 
31: ~Retention: Dispose of in accordance ~ith item 1a above. Z 

~ bbpos:ltion: See ret.ent Ion above',..' r-

ita t 4n d.ori : Dispose of in acc?rdance with item 7b above.
 

Disposition: See rl!l:Emt:lort aboVe.:! ," ':. "
 

l' \"." , 

Retention: 

a. Paper Records. Retain 1 year after conversion to microform 
has been completed. 

b. Microform CoPy. Permanent. 

http:SCHED.NO
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SCHED.NO
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

OFFICE OF TOXIC SUBSTANCES RECORDS ft~PLICABLE HEADQUARTERS OFFICE, 20 
_. II~~~ NAME AND ue,"'-".~ .".i OF 'FILE RETENTION PERIOD AND DISPOSITION 

Disposition: 

a. Paper Records. Keep in office I year after conversion to
 
microform has been completed and microform is verified for completeness,

then destroy.
 

h. Office Microform CoPy. Keep working copy iri office until no
 
longer needed, then destroy.
 

! 
c. Permanent Microform CoPy. £elld sHoEl haitde dapUcne miez&foLM 

I, l-eea ..cI plus dh@ ear) (1'1,£1, 141488, .eS(8O:'O:) tg NApS; Rccordp
D'ppos.'.IlA °1"1sion (NSD) ai',. eeiluezs16ilhag b@@h lOmpiele. fCI 

""!lnRKe in tUBsl ""ebbs ~btsrr" ttr -~ .. Offer to NARS 
when 20 years old........~~:l::~ ~~ 
~ ..... .0 ~ ~'·~/~/ ....... .--Doe .c..-. ...Q~.
h. TSCA Records not containing C~fidential Business Infotmatlob. ~tention: ~ fa I.........,.,. .,T~ ~ ....... ~r........
__ ~ ......

.........' ~ ~ ~ ,*'o-WtUec,,- ~"~ ~
 
a. Psper Records. Retain I year after conversion,to microform ha~ ~ 
been completed. ~M 

) 
~ :;J::.... I'J'AttS ~ 

m 
,i • ~ b. Microform Copy. Permanent. ~ " . . .'~;,, 

, I zm 
Disposition: -t 

" - ' J ~ 

e, , ,".,., " 

~ a. Paper Record~. Keep ld office for I year after conversion to Z
\~. ~ • 1 • microform has been completed and microform is verified for complete- c:

, r' 
; ness, then destroy. , r-•I-

: r , ~ I.' 
, , \' h. Office Microform Copy. Keep ~orking copy in office until no longer

needed, then destroy. 
~ I . r ' .." 

c. Permanerlt Microform Copy •• asl silup: ha'ide tI'Ipj.fcdte mlrc;~ ,,,J!'ftI 
record p'us 8 Ie cot+--La'1nPE; diaeSt ar ucslcalaz) La NftJli, AeBe._ 
ll:1.auJsilet'daD Pi lSi UP. (IJCD) nitul: 
Bhrage in U~j I' sbipe DadaM' 
NAaS when 20 years aIde .. ~~~ 
~ ~ ~ 

a 11"0 1.:8j en b ae heep comp] etod &--
1"".109 ('In), h. Offer to 

~~ .to;. "Vtf" 
~' -"-' L ' .III _ 

c. Other Microform Copies. ,I' ; Retention: As be lov, , :, '~c.~', 
, " "', 

DisposItion: Destroy when no tonger needed. ~ 

~ ~~~~vJNR..J~ 

.' 
IJ .• 1, 
\J-" 

~~.~ 

~ ,.......,....,~~,~.~ .k 
NFl /It.S· : 

http:SCHED.NO

